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1. Introduction

This user guide offers step-by-step instructions for completing the ASK online Timetabling
Request Forms. These forms are used to submit teaching space requests for undergraduate
and postgraduate taught courses to the Faculty of Medicine (FoM) Timetabling Team. For
further details about the ASK system, please visit ICT Service Desk

2. Who should use the ASK Forms

This form should be completed by:

e Course admin and academic teaching staff responsible for the 6-year MBBS course.
e Course admin and academic teaching staff responsible for postgraduate taught courses.

e Course admin and academic teaching staff responsible for short courses.

o Non- FoM faculty and departments wanting to book FoM spaces.

o Staff who have queries about FoM centrally managed teaching spaces or any
timetabling or room booking queries not covered by the forms.

3. Accessing ASK Online Forms

Go to FoM ASK Imperial timetabling forms. There are 6 forms:

FEO Timetabling

FEO Timetabling - general en...

This form should be used to raise any
queries about Medicine's centrally
managed teaching spaces or
timetabling and room hooking
processes.

View Details

PG (Taught) - Timetabling Re...

This form should be completed by
course administrators or academic
teaching staff to submit Celcat
timetable requests for PGT
programmes

View Details

Phase 3 - Timetabling Reque...

This form should be completed by
course administrators or academic
teaching staff to submit Celcat
timetable requests for Phase 3a and
Phase 3b

View Details

FoM Short Courses - Timeta...

This form should be completed by
course administrators or academic
teaching staff to submit Celcat
timetable requests for FoM Short
Courses

View Details

Phase 1 - Timetabling Reque...

This form should be completed by
course administrators or academic
teaching staff to submit Celcat
timetable requests for Phase 1

View Details

Non-Medicine departmentsr...

This form should be completed by non-
Faculty of Medicine staff requesting to
assign Medicine room(s) to non-
Medicine teaching event(s).

View Details

Phase 2 - Timetabling Reque...

This form should be completed by
course administrators or academic
teaching staff to submit Celcat
timetable requests for Phase 2

View Details


https://www.imperial.ac.uk/admin-services/ict/contact-ict-service-desk/
https://servicemgt.service-now.com/ask?id=sc_category&sys_id=ace2ebc21bd219501533a8a4bd4bcbf5&catalog_id=e0d08b13c3330100c8b837659bba8fb4&spa=1

4. Completing the Forms

Detailed instructions are provided in the next sections to complete each of the above forms.

5. Phase 1 -Timetabling Request Form

The online form Phase 1 —Timetabling Request Form - ASK Imperial is intended for course
administrators or academic teaching staff to submit timetabling requests related to Phase 1
teaching events via the CELCAT system.

Use the form to request any of the following:
e Creation of new Phase 1 teaching events
¢ Cancellation or amendment of existing Phase 1 teaching events
¢ Anup-to-date teaching schedule for Phase 1

Please ensure all required fields are completed accurately to avoid delays in processing your
request. Fields marked with an asterisk (*) are required.

5.1 Initial details capture figure 1

On behalf of:
Select whether you are submitting this request:
e Myself - if you are the person making the request (default).
e Someone else - if you are submitting the request on behalf of another staff member.
You will be asked to provide details.

* Role / Position:
Select the role that best describes your current position from the dropdown list:
o Course Administrator - Administrative staff responsible for supporting the delivery of
the course.
e Course Lead - Academic lead for the course, typically a module, domain or topic lead.
o Teaching Coordinator - Administrative staff usually based at clinical sites and
responsible for placements - not applicable for Phase 1.
¢ Please specify any additional information in the box below - Select this option if your
role does not exactly match one of the listed options. Provide further details in the
additional information section.

Tip: Selecting ‘-- None --' will prevent the form from being submitted. Choose an appropriate
option.

* What would you like to request?
Select the type of timetabling request you are submitting. Options include:
e Create new teaching event(s):
Choose this if you need to add a new lecture, seminar, or other teaching session that is
not currently in the timetable.
o Deletion or amendment of existing teaching event(s):
Choose this if you need to delete or change an already scheduled teaching session —
such as the time, location, or room.
¢ Request for an up-to-date teaching schedule(s):
Select this if you only need to view the current Phase 1 teaching schedule for a module.


https://servicemgttst.service-now.com/ask?id=sc_cat_item&sys_id=2631987a1b2c4a901533a8a4bd4bcb95&sysparm_category=1cd2ebc21bd219501533a8a4bd4bcbf0

Tip: Only select one option per request. If you need to make multiple types of requests, please
submit separate forms for each teaching request type.

Phase 1 - Timetabling Request Form

Phase 1 - Timetabling Request Form

Submit
This form should be completed by course administrators or academic teaching staff to submit Celcat timetable requests for Phase 1

This form should be completed by course administrators or academic teaching staff to request:
- creation of new Phase 1 teaching event(s)

- cancellation or amendment of existing Phass 1teaching event(s) Required information
- up-to-date teaching schedule(s) m

* Indicates required

On behalf of
QO Myself () Someone else

*Role | position

Course Administrator | v |

*What would you like to request?

| Create new teaching event(s) | & |

| a|

--MNone -

Deletion or amendment of existing teaching event(s)
Request up-to-date teaching schedule(s)

Figure 1- On behalf of, Role and Request

5.2 Create new teaching event(s) - figures 2-7

Having selected to ‘Create new teaching event(s)’ in figure 1, you will be asked before you
proceed, to follow these steps:

1. Check Room Availability and Capacity
Before proceeding you should ensure that the room(s) you require for your event are
available using CELCAT Calendar and have the necessary capacity Rooms Information

2. Click"Add" to submit single or multiple requests
After verifying the room details, click on the Add button to submit a request for one or
multiple teaching events.


https://www.imperial.ac.uk/timetabling/calendar/cal?vt=agendaWeek&dt=2025-07-31&et=room
https://www.imperial.ac.uk/medicine/fom-staff/support-and-services/medicine-timetabling/rooms-information-and-availability/

“What would you like to request?

Create new teaching event(s)

Before proceeding, please first check the availability and capacity of your required room(s).

Please click on the Add button to submit single or multiple requests

*Event details

Figure 2 - Create new teaching event(s)

3. * Add Room Location (Campus)

Please note that the Faculty of Medicine can use WCMUH level 12 spaces on Wednesdays
PM and Thursdays and Fridays all day. The partition wall between in WCMUH 1202 and
WCMUH 1203 is self-service. Please watch Room Moveable Partitions video on how to
operate the partition wall.

Choose an option:
e Charing Cross
e Chelsea and Westminster
e Hammersmith
e  South Kensington
e StMary’s
e  White City
e Remote Room (Live online events)
e Noroomrequired (Guided Independent study events)

Tip: Selecting ‘-- None --' will prevent the form from being submitted. Choose an appropriate
option.

»

* Select a Room Name (from the drop-down list).

* The partition walls are closed as default. If you selected a room with partition walls,
please indicate if the partitions should be open for this teaching session.

6. *Select a Teaching event category (from the drop-down list).

7. *Select the course year for the teaching schedule (from the drop-down list).
8. *Select a Banner/CELCAT module code (from the drop-down list).

9. *Add a Student Group (if applicable).

10. * Select a CELCAT Team(s) (from the drop-down list).

11. * Select the event date (format DD/MM/YYYY) from the calendar.

12. * Add the start time of the event (HH: MM 24 hr format).

13. * Add the end time of the event (HH: MM 24 hr format).

14. * State the rationale for your request (a brief explanation for the request).

15. When all required sections are completed, click on the Add button.

o


https://www.imperial.ac.uk/medicine/fom-staff/support-and-services/medicine-timetabling/rooms-information-and-availability/room-moveable-partitions/

Add Row ®

"Room Location (Campus) ﬂ
Please note that the Faculty of Medicine can use WCMUH level 12 spaces on Wednesdays PM and Thursdays and Fridays all day. X
The partition wall between in WCMUH 1202 and WCMUH 1203 is self-service. Please watch video on how to operate the partition wall

| Charing Cross

“Room Mame (Please select single or multiple rooms)

|| x CXRB 102 - Brian Drewe Lectura Theatrs | |

“The partition walls are closed as default. If you selacted a room with partition walls, please indicate if the partitions should be open for this
teaching session

| -- Mone - | -

“If you salacted CELB 721A/E or CXLE 722 A/B, please indicate whether the curtains are needed

Mot applicable | >

“Teaching event category “
(& Assassment, M: Miscellaneous. O: Organisation and T: Teaching) X

T - Lecture | -

"Please salect the coursa year for the teaching scheduls

Fhasela | >

“Please select the Bannar codels) [ Celcat modulels)

| | % MEDI&D001 - Principles of Medicine | |

" Student groupds)

Flaase type the group names In text box below | >

" Please type the group names in text box below

MEBES All-v1 ‘

"Please indicate the Celcat Teamis)

|| % 1a Genstics | |

"Please salect the event date below “

[nsmrzma |i|

"Please provide ewent start time

| 09:00 |

"Please provide event end time

| 8:50 |

"Please state the rationale for your request below

Modes of Inheritance lacture for all students ‘

Figure 3 - Adding event details




Tip: You can add multiple requests. To add multiple requests, select the Add button and you

will repeat the cycle above for each request.

Once all requests have been added you will be prompted to confirm that you have checked the
room availability via CELCAT Calendar and the room capacity on the FEO timetabling website
and the number of attendees to not exceed the capacity of the required rooms(s). You can also

add any attachments at this point.

16. After completing this section choose the Submit button to submit your request.

(Create new teaching eventis) | ’ |

Before proceeding, please first check the availability and capacity of your required roomi(s).

Please click on the Add button to submit single or multiple requests

* Event details

m | Remove All

Actions Room Location (Campus) Room Name (Please select single or multiple rooms)  The partition walls are closed a

0 x  Charing Cross CXRE 102 - Brian Drewe Lecture Theatre Not applicable

4 G 14
I have checked the room availability via CELCAT Calendar and capacity on the TT FEQ website and the number of attendees do not

exceed the capacity of the required room(s).

B ‘lconfirm

@ Add attachments

Figure 4 - Submit request



https://www.imperial.ac.uk/timetabling/calendar/cal?vt=agendaWeek&dt=2025-08-11&et=room
https://www.imperial.ac.uk/medicine/fom-staff/support-and-services/medicine-timetabling/

Once you have submitted your request you will be provided with a summary and your request will
be allocated a ‘CS’ case ticket number (see top left and bottom left of the next screen, figure 4).
At this point you can add any additional information about your request.

Homa 3 My Regquest - CSOT0ETRE

CESOT05TES Emegs  Emajs  New

Phase 1- Timetable Change requests: Create new teaching event(s)

Praor, T

s - |Licviw Macheste Foot
Activiey Las L E T T T Abinchenents Lipetiavies SN aECls
5 *  Faragraoh A . 2 B U FEIZIES = E | B H @

Add any additional information here if needed, otherwise leave this section blank.

Michalé Foot T B0+ WOk Aobe
Maw svent cetails: Campus: Chasing Cross Room name(sl: CARE 103 - Brian Drewe Leciure Thealm Partitions: Not applcable Curtaing: Mot applicabds Teaching svwend
category: Lactuie Course year: Phass 13 Banner codeis): MEDISOO - Principles of Medcine Student groug: Plasss Eypss he group names i bt bon below Growp names

i applicable) MBES AR-¥1 Teaching feamis) 1a Genetics Event dabte: 33N/ 2025 Event stark time: 08200 Event findsh time: 5 50 Please siabe the mtional for your reguest
Esicw: e of Inharitancs leclure for ol students

CHOTOETEE Created

Figure 5 — Confirmation of request submitted
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Home » My Request-CS0705785

Humber Created Updatad State
CS0705785 32Zmago  3Zmago  New
Phase 1- Timetable Change requests: Create new teaching event(s) Actions -
Priority Internal User
&-Low Michele Foat
Activity Case summary Aftachments Update Watchlist
o Faragraph A v 2 B I ¥ = = = = = = = & B B &
Michele Foot 12m ago = Additional comments
Add any additional information here if needed, otherwise leave this section blank.
Michele Foot 32m aga = Work notes

MNew event details: Campus: Charing Cross Room name(s): CXRB 102 - Brian Drewe Lecture Theatre Partitions: Mot applicable Curtains: Not applicable Teaching event
category: Lecture Course year: Phase 1a Banner code(s) MEDI&0001 - Principles of Medicine Student group: Please type the group names in text box below Group names
(if applicable): MBES All-Y1 Teaching team(s): 1a Genetics Event date: 03/11/20:25 Event start time: 09:00 Event finish time: 250 Please state the rational for your request
below: Modes of Inheritance lecture for all students

Michele Foot 32m ago
CSO705785 Created

Figure 6 — Adding additional info (if needed)

17. The next step is to select the Send button. This updates your request with any additional
information submitted (see “Additional comments”).

When you submit your request, you will receive an email and any further additional information
added using the send button will trigger an update email, containing the ‘CS’ case ticket
number of your request.

11



Case CS0705785ppened - Phase 1 - Timetable Change requests: Create new teaching event(s)
0 ASK Imperial ‘@‘ €3 Reply ‘ %3 Reply Al ‘ — Forward |$‘

Te © Foot, Michele Wed 20/08/2025 07:5

IMPERIAL

Case C50705785 opened - Phase 1 - Timetable Change requests: Create new teaching event(s)
Dear Michele Foot,
Thank you for your enquiry. We will be in contact with you as soon as we are able.

Thank you,

FEO Timetabling Team
Imperial College London
Eaculty of Medicine - Timetabling FEO | Faculty of Medicine | Imperial College London

Ref:MSG12499714_WtieZ4NvbzvflsaBwegn

Figure 7 — Confirmation of request submitted with the ‘CS’ ticket case number

12



5.3 Deletion or amendment of existing teaching event(s)

Having selected ‘Deletion or amendment of existing teaching events’ in figure 1, before
proceeding with your amendment request, you will be asked to check that is possible
using CELCAT Calendar.

5.3.1 Delete an existing teaching event -figure 8

e State the CELCAT event id(s) of the event(s) you wish to delete and include other
information [i.e. session title(s), date(s), time(s) (HH:MM)]. Use CELCAT Calendar to find
the session event ID.

e You will be prompted to state the rationale for your request, confirm that you have
carefully checked the details provided and add any attachments then select the Submit
button.

Note: Delete means to remove the event(s) from CELCAT and De-room means to remove the
room from the event(s) and keep the event(s) in CELCAT.

Phase 1 - Timetabling Request Form

This form should be completed by course administrators or academic teaching staff to submit Celcat timetable requests for Phase 1 m

This farm should be completed by course edministretors or ecademic teaching staff to request:
- creation of new Phase 1teaching event(z)

- cancellation or smandment of existing Phase 1 teaching event(s)

- up-to-date teaching schedulels)

On behalf of

O Myself () Someone else

“Role | position

Courss Administratar | -

“'What would you like to request?

| Cesletion or amendment of sxistng tsaching sventis) | -

Before proceeding with your amendment request, please first check that it is possible by using CELCAT Calandar

Nets. Delefs means to remove the eventis) from CELCAT and De-room means fo remove the room from the eventis! and kesp the
avent{s) in CELCAT

“What would you like to do?

Delete | - |

*Please state the CELCAT event idls) of the event(s) you wish to delete and include other information [Le. session title(s). date(s).
timels) (HHMM]]. @
Hota: Delete means to remove tha avent(z) from CELCAT and De-room means to ramove the room from the event(s) snd ksap X
the ewentls) in CELCAT

4567801 ‘

"Plezss state the rationale for your request balow

This seminar is being removad from the timetable. ‘

| have carefully checked the details | have provided and checked that amendments are possible by wsing CELCAT Calendar.

B lconfim

é,) Add attachments

Figure 8 — Deleting an event

13


https://www.imperial.ac.uk/timetabling/calendar
https://www.imperial.ac.uk/timetabling/calendar

As per figure 5 above, once you have submitted your request you will be provided with a summary
and your request will be allocated a ‘CS’ ticket case number (see top left and bottom left of the
next screen, figure 4). At this point you can add any additional information about your request
(figure 6), then after choosing the Send button you will be sent an email confirming your requests
(and any further updates).

5.3.2 Amend an existing teaching event - figure 9

o State the CELCAT event id(s) of the event(s) you wish to amend and include other
information [i.e. session title(s), date(s), time(s) (HH:MM)]. Use CELCAT Calendar to find
the session event ID.

e You will be prompted to state the rationale for your request, confirm that you have
carefully checked the details provided and add any attachments then select the Submit
button.

Phase 1 - Timetabling Request Form

Submit
This farm should be complated by course administrators or academic teaching staff to submit Celcat timetable requests for Phase 1

This farm should be completed by course admministrators or scademic teaching staff to request:
- creation of new Phase 1teaching event(s)

- cancellation or smendment of existing Phasa 1 teaching event(s)

- up-to-date teaching schedule(s)

On behalf of

Q My=elf () Someone else

" Ruole / position

Courss Administratar | -

~What would you like to request?

| Celetion or amendmeant of sxisting tsaching sventis) | -

Before proceeding with your amendment request, pleass first check that it is possible by using CELCAT Calendar

Nete: Dalafe means fo remaove the eventis) from CELCAT and De-room means fo remeve the room from the eventis) and keep the
evantis) in CELCAT

~'What would you like to da?

amend | -

" Pleasa state the CELCAT event id(z) and all the changes you wish to make {Le. session titlels]. datels), time(s) (HHMM],
remove/add/replace rooms etz ) in the box below.

Change Event Id 4567891 from 1012 to T1-1pm ‘

" Plaass state the rationale for your request balow

Amending to allow an earlier seszion to be added to the timetabbs ‘

I hawve carefully checked the detzils | have provided and checlad that smendments are possible by using CELCAT Calandar.

B iconfirm

&) Add attachments

Figure 9—Amending an event

14


https://www.imperial.ac.uk/timetabling/calendar

As per figure 5 above, once you have submitted your request you will be provided with a summary
and your request will be allocated a ‘CS’ case ticket number (see top left and bottom left of the
next screen, figure 4). At this point you can add any additional information about your request

(figure 6), then after choosing the Send button you will be sent an email confirming your requests
(and any further updates).

5.4 Request up-to-date teaching schedule(s) -figure 10

e Complete this form for an up-to-date teaching schedule for a phase 1 module, by
selecting a Banner code from the drop down list.
e  You will be prompted to submit your request.

Phase 1 - Timetabling Request Form

Phase 1- Timetabling Request Form

Submit
This form should be completed by course administrators or academic teeching staff to submit Celcat timetable requests for Phase 1

This form should be completed by course administrators or academic teaching staff to request:
- creation of new Phese 1 teaching eventis)

- cancellation or amendment of axisting Phese 1 teaching eventis) Required information
- up-to-date teaching schedule(s)

" Indicates raquired

On behalf of
O Mysslf () Someons else

" Role | position

Course Administrator | - |

“What would you like to request?

| Feguest up-toedate teaching scheduleis | - |

" Please selact the Banner codelzs) which should be listed in schadule
! |
MEDIZ0001 - Principles of Medicine

L
MEDI40002 - Bioregulatory Systems 1a l

MEDI50003 - Clinical and Scientific Integration 1a
MEDIS00 0% - Patients, Communities and Healtheare 12
MEDIZ0005 - Lifestyle Medicine and Prevention 1a
MEDIS0001 - Bioregulatory Systems 1b

MEDIS0002 - Clinical and Scientific Integration 1o

Figure 10 — Request up-to-date teaching schedule

e Asperfigure 5 above, once you once you have submitted your request you will be provided
with a summary and your request will be allocated a ‘CS’ case ticket number (see top left
and bottom left of the next screen, figure 4). At this point you can add any additional
information about your request (figure 6), then after choosing the Send button you will be
sent an email confirming your requests (and any further updates).

15



6. Phase 2 -Timetabling Request Form

The online Phase 2 — Timetabling Request Form is intended for BSc pathway administrators or
teaching support staff to submit timetabling requests related to Phase 2 teaching events via
the CELCAT system.

Use the form to request any of the following:
e Creation of new Phase 2 teaching event(s)
¢ Cancellation or amendment of existing Phase 2 teaching event(s)
o Up-to-date teaching schedule(s)
¢ Submit timetabling data collection form(s)

Please ensure all required fields are completed accurately to avoid delays in processing your
request. Fields marked with an asterisk (*) are required.

6.1 Initial details capture - figure 1

Phase 2 - Timetabling Request Form

This form should be completed by course administrators or academic teaching staff to submit Celcat timetable requests for Phase 2

This form should be completed by course administrators or academic teaching staff to request:
- Creation of new Phase 2 teaching event(s)

- Cancellation or amendment of existing Phase 2 teaching event{s)

- Up-to-date teaching schedule{s)

- Submit timetabling data collection formi{s)

* Indicates required

On behalf of

o Myself () Someone else

“Role [ position

| - Mans - | v |

“What would you like to request?

| - Mans - | v |

@ Add attachments

Figure 1 - Role/ Position, request type

On behalf of:
Select whether you are submitting this request for:
e Myself - if you are the person making the request (default).
e Someone else - if you are submitting the request on behalf of another staff member.
You will be asked to provide details.

* Role / Position:
Select the role that best describes your current position from the dropdown list:
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o Course Administrator - Administrative staff responsible for supporting the delivery of
the course.

e Course Lead - Academic lead for the course

¢ Teaching Coordinator - Administrative staff usually based at clinical sites and
responsible for placements - not applicable for Phase 2

¢ Please specify any additional information in the box below - Select this option if your
role does not exactly match one of the listed options. Provide further details in the
additional information section.

Tip: Selecting ‘-- None --' will prevent the form from being submitted. Choose an appropriate
option.

* What would you like to request?
Select the type of timetabling request you are submitting. Options include:
¢ Create new teaching event(s):
Choose this if you need to add a new lecture, seminar, or other teaching session that is
not currently in the timetable.
o Deletion or amendment of existing teaching event(s):
Choose this if you need to delete or change an already scheduled teaching session —
such as the time, date or room(s).
o Request for an up-to-date teaching schedule(s):
Select this if you only need to view the current Phase 2 teaching schedule for a module.
BSc pathway admins should download excel reports of their modules directly from
CELCAT live.
e Submit timetabling data collection form(s):
Use this option to upload your data collection form(s) via the attachments button.

Tip: Only select one option per request. If you need to make multiple types of requests, please
submit separate forms for each teaching request type.
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6.2 Create new teaching event(s) -figures 2-7

*What would you like to request?

‘ Create new teaching event(s) v

Before proceeding, please first check the availability and capacity of your required room(s).

Please click on the Add button to submit single or multiple requests

‘Event details

m Remove All

Actions Room Location (Campus) Room Name (Please select single or multiple rooms)  The partition walls are closed as

4 G b

| have checked the room availability via CELCAT Calendar and capacity on the TT FEO website and the number of attendees do not
exceed the capacity of the required room(s).

[] “Iconfirm

@ Add attachments

Figure 2 - Create new teaching event(s)

Having selected to ‘Create new teaching event(s)’ in figure 1, you will be asked before you
proceed, to follow these steps (figure 2):

1. Check Room Availability and Capacity
Before proceeding you should ensure that the room(s) you require for your event are
available using CELCAT Calendar and have the necessary capacity via Rooms
Information

2. Click"Add" to submit single or multiple requests
After verifying the room details, click on the Add button to submit a request for one or
multiple teaching events.

3. * Add Room Location (Campus) - figure 3

Please note that the Faculty of Medicine can use WCMUH level 12 spaces on Wednesdays
PM and Thursdays and Fridays all day. The partition wall between in WCMUH 1202 and
WCMUH 12083 is self-service. Please watch Room Moveable Partitions video on how to
operate the partition wall.
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Add Row

Room Location (Campus) @

Please note that the Faculty of Medicine can use WCMUH level 12 spaces on Wednesdays PM and Thursdays and Fridays all day. X

The partition wall between in WCMUH 1202 and WCMUH 1203 is self-service. Please watch video on how to operate the partition wall.

-- None -- "

| Q

--None -

Charing Cross

Chelsea and Westminster
Hammersmith

South Kensington
StMary's

White City

Figure 3 - Campus selection

Choose an option:

e  Charing Cross

e Chelsea and Westminster

e Hammersmith

e  South Kensington

e StMary’s

e  White City

e Remote Room (Live online events)

e Noroomrequired (Guided Independent study events)

Tip: Selecting ‘-- None --' will prevent the form from being submitted. Choose an appropriate

option.

4. *Select a Room Name (from the drop-down list).

5. *The partition walls are closed as default. If you’ve selected a room with partition
walls, please indicate if the partitions should be open for this teaching session.

6. *Select a Teaching event category (from the drop-down list).

7. *Select a Banner/CELCAT module code (from the drop-down list).

8. * Add a Student Group (if applicable).

9. *Indicate your total number of attendees for the session

10. * Select the event date (format DD/MM/YYYY) from the calendar.

11. * Add the start time of the event (HH: MM 24 hr format).

12. * Add the end time of the event (HH: MM 24 hr format).

13. Provide the name of the staff member you’d like added as a CELCAT resource. If they’re
not on the database, BSc admins should contact CTSO to add them. After the event s
created, managing staff resources is the responsibility of the BSc pathway administrator.

14. When all required sections are completed, click on the Add button.
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Add Row %

* Room Location (Campus) @
Please note that the Faculty of Medicine can use WCMUH level 12 spaces on Wednesdays PM and Thursdays and Fridays all day. *

The partition wall between in WCMUH 1202 and WCMUH 1203 is self-service. Please watch video on how to operate the partition wall.

| Charing Cross

* Room Name (Please select single or multiple rooms)

| % CXGH 114 - Glenister Lecture Theatre ‘

“The partition walls are closed as default. If you selected a room with partition walls, please indicate if the partitions should be open for this
teaching session

| NiA

“Teaching event category

| Academic Tutorial

- Banner code

| » MEDISGOOM - Topics in Global Health ‘

“ Student group

| % MBES BSc GH ‘

* Please indicate total number of attendees (staff and students) for this teaching session

[0 |

* Please select the event date below G

Date cannot be in the past x

| 06[10/2025 |

* Please provide event start time

| 09:00 ‘

* Please provide event end time

| 12:00 ‘

Name of the staff delivering the teaching event (the event will be published to the staff IC Outlook calendar)

=l -

Figure 4 - Adding event details

Tip: You can add multiple requests. To add multiple requests, select the Add button and you
will repeat the cycle above for each request.

Once all requests have been added you will be prompted to confirm that you have checked the
room availability via CELCAT Calendar and the room capacity on the FEO timetabling website

and the number of attendees to not exceed the capacity of the required rooms(s). You can also

add any attachments at this point.
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15. After completing this section choose the Submit button to submit your request (figure
5).

“Role [ position
Course Administrator ’ “

“What would you like to request?

Create new teaching event(s)
Required information

Before proceeding, please first check the availability and capacity of your required room(s)

Please click on the Add button to submit single or multiple requests

“Event details

m Remove All

Actions Room Location (Campus) Room Name (Please select single or multiple rooms) The partition walls are closed as

0 x Charing Cross CXGH 114 - Glenister Lecture Theatre N/A

4 G

Figure 5 - Submit request

16. Once you have submitted your request you will be provided with a summary and your
request will be allocated a ‘CS’ case ticket number (see top left and bottom left of the next
screen, figure 6). Atthis point you can add any additional information about your request.

Created Updated State
justnow  justnow New

T
C50716664

Phase 2 - Timetable Change requests: Create new teaching event(s) Actions -
Priority internal User
4- Low Allyson Chan
Activity Case summary Attachments Update Watchlist
Paragraph A v 2 B I YU = = = = = =R = B B &
Allyson Chan just now * Work notes

New event details: Campus: Charing Cross Room name(s): CXGH 114 - Glenister Lecture Theatre Partitions: N/A Curtains: undefined Teaching event category: Acadermic
Tutorial Banner code(s): MEDIGOOOT - Topics in Global Health Student group: MBBS BSc GH Please indicate total number of attendees (staff and students) for this teaching
session: 20 Event date: 06/10/2025 Event start time: 09:00 Event finish time: 12:00 Name of the staff delivering the teaching event:

Jjust now

CS0716664 Created

Figure 6 - Confirmation of request submission
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17. Any additional information you wish to add can be submitted via the free text box above
(figure 6). The next step is to select the Send button. This updates your request with any
additional information submitted.

18. When you submit your request, you will receive an email and any further additional

information added using the send button will trigger an update email, containing the
‘CS’ case ticket number of your request (figure 7).

IMPERIAL

Case CS0716664 opened - Phase 2 - Timetable Change requests: Create new teaching event(s)
Dear Allyson Chan,
Thank you for your enguiry. We will be in contact with you as soon as we are able.

Thank you,

FEO Timetabling Team
Imperial College London
Faculty of Medicine - Timetabling FEO | Faculty of Medicine | Imperial College London

Ref:MSG12700678_3PwxosRIgJhHbEurLjD

Figure 7 - Confirmation email request submission

6.3 Deletion or amendment of existing teaching event(s)
Phase 2 - Timetabling Request Form

This form should be completed by course administrators or academic teaching staff to submit Celeat timetable requests for Phase 2

This form should be completed by course inistrators or
- Creation of new Phase 2 teaching event(s)

- Cancellation or amendment of existing Phase 2 teaching event(s)
- Up-to-date teaching schedule(s)

- Submit timetabling data collection form(s)

hing staff to request:

° Indicates required

0On behalf of
o Myself () Someone else

“Role | position

Course Administrator | - |

* What would you like to request?

Deletion or amendment of existing teaching event(s)

Before p ing with your dl t request, please first check that it is possible by using CELCAT Calendar.

“What would you like to do?

|--None-- | - |

| a
Delete
Amend

Figure 8 - Deletion oramendment requests
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Having selected ‘Deletion or amendment of existing teaching events’ (figure 8), before
proceeding with your amendment request, you will be asked to check availability using CELCAT
Calendar.

6.3.1 Delete an existing teaching event -figure 9

o State the CELCAT event id(s) of the event(s) you wish to delete and include other
information [i.e. session title(s), date(s), time(s) (HH:MM)]. Use CELCAT Calendar or live
to find the session event ID.

e Confirm that you have carefully checked the details provided and add any attachments
then select the Submit button.

Note: Delete means to remove the event(s) from CELCAT and De-room means to remove the
room from the event(s) but keep the event(s) in CELCAT.

Phase 2 - Timetabling Request Form

This form should be completed by course administrators or academic teaching staff to submit Celcat timetable requests for Phase 2

This form should be completed by course administrators or academic teaching staff to request:
- Creation of new Phase 2 teaching event(s

- Cancellation or amendment of existing Phase 2 teaching event(s)

- Up-to-date teaching schedule(s)

- Submit timetabling data collection formis)

On behalf of
o Myself (™) Somecne else

“Role | position

Course Administrator | . |

“What would you like to request?

Deletion or amendment of existing teaching eventis) | v

Before proceeding with your amendment request, please first check that it is possible by using CELCAT Calendar.

“What would you like to do?

Delete | . |

* Please state the CELCAT event id(s) of the event(s) you wish to delete and include other information [i.e. session title(s), date(s),
times) (HH-MM). @
Mote: Delete means to remove the event(s) from CELCAT and De-room means to remove the room from the event(s) and keep X
the event(s) in CELCAT

|D 5617724 - 25/01(26, 0900 - 1200 ‘

I have carefully checked the details | have provided and checked that amendments are possible by using CELCAT Calendar.

B ! confirm

@ Add attachments

Figure 9 - Details of deletion

As per figure 6 above, once you once you have submitted your request, you will be provided with a
summary, and your request will be allocated a ‘CS’ ticket case number (see top left and bottom
left of screen in figure 6). At this point you can add any additional information about your request
(figure 6), then after choosing the Send button you will be sent an email confirming your requests
(and any further updates).
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6.3.2 Amend an existing teaching event -figure 10

e State the CELCAT event id(s) of the event(s) you wish to amend and include other
information [i.e. session title(s), date(s), time(s) (HH:MM)]. Use CELCAT Calendar or live
to find the session event ID.

e Confirm that you have carefully checked the details provided and add any attachments
then select the Submit button.

Phase 2 - Timetabling Request Form

This form should be completed by course administrators or academic teaching staff to submit Celcat timetable requests for Phase 2

This ferm should be completed by course administraters or academic teaching staff te request:
- Creation of new Phase 2 teaching eventis)

- Cancellation or amendment of existing Phase 2 teaching event(s)

- Up-to-date teaching schedule(s)

- Submit timetabling data collection form(s)

On behalf of
o Myself (™) Someone else

* Role | position

Course Administrator

*What would you like to request?

Deletion or amendment of existing teaching event{s)

Befare proceeding with your amendment request, piease first check that it is possible by using CELCAT Calendar.

“What would you like to do?

Amend

* Please state the CELCAT event id(s) and all the changes you wish to make (i.e. session title(s), date(s), time(s) (HH:MM), remove/add
Jreplace rooms etc ) in the box below.

Move ID £185253 to 17th October 2026, start 0930, end 1030, relocate to WEC SR 1L ‘

I have carefully checked the details | have provided and checked that amendments are possible by using CELCAT Calendar.

M !confirm

@ Add attachments

Figure 10 - Amending an event

As per figure 6 above, once you once you have submitted your request, you will be provided with a
summary, and your request will be allocated a ‘CS’ ticket case number (see top left and bottom
left of screen in figure 6). At this point you can add any additional information about your request
(figure 6), then after choosing the Send button you will be sent an email confirming your requests
(and any further updates).
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6.4 Request up-to-date teaching schedules (academic staff only) -
figure 11
e Complete this form for an up-to-date teaching schedule for a phase 2 module, by

selecting a Banner code from the drop-down list.
o You will be prompted to submit your request.

Phase 2 - Timetabling Request Form

This form should be completed by course administrators or academic teaching staff to submit Celcat timetable requests for Phase 2

This form should be completed by course administrators or academic teaching staff to request:
- Creation of new Phase 2 teaching event(s)

- Cancellation or amendment of existing Phase 2 teaching eventis)

- Up-to-date teaching schedule(s)

- Submit timetabling data collection formis)

* Indicates required

On behalf of

o Myself () Someone else

“Role [ position

‘ Course Administrator v

“What would you like to request?

‘ Request up-to-date teaching schedulels) -

“Please select the Banner code{s) which should be listed in schedule

MEDI&E0001 - Topics in Global Health

»

MEDIEQ002Z - Topics in Molecular and Translational Haematology
MEDIEO003 - Topics in Anaesthesia and Critical Care

MEDIS000% - Topics in Cancer Frontiers

MEDIE0Q005 - Topics in Cardiovascular Sciences

Figure 11 - Requesting up-to-date teaching schedule

*Note - Excel reports are static and do not update in real time. The data shown reflects
information only up to the time the report was generated. *

As per figure 6 above, once you once you have submitted your request, you will be provided with a
summary, and your request will be allocated a ‘CS’ ticket case number (see top left and bottom
left of screen in figure 6). At this point you can add any additional information about your request
(figure 6), then after choosing the Send button you will be sent an email confirming your requests
(and any further updates).
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6.5

Submit data collection form(s) — figure 12

Complete this form to submit your data collection form(s) as an attachment by clicking
on the ‘add attachment’ button on the bottom right hand corner (highlighted in figure 2)
Use the free text box to provide any further information you would like to include

You will be prompted to submit your request.

Phase 2 - Timetabling Request Form

This form should be completed by course administrators or academic teaching staff to submit Celcat timetable requests for Phase 2

This form should be completed by course administrators or academic teaching staff to request:
- Greation of new Phase 2 teaching event(s)

- Cancellation or amendment of existing Phase 2 teaching event(s)

- Up-to-date teaching schedule(s)

- Submit timetabling data collection formis)

* Indicates required

On behalf of
o Myself (™) Someone else

*Role | position

Course Administrator | v |

*What would you like to request?

Submit timetabling data collection formis) (termly timetabling process only) | - |

°Please use the free text box below to provide any additional information about your timetabling data collection formis)

@ Add attachments

Figure 12 - submit timetabling data collection form via the ‘add attachments’ button

As per figure 6 above, once you have submitted your request, you will be provided with a
summary, and your request will be allocated a ‘CS’ ticket case number (see top left and bottom
left of screen in figure 6). At this point you can add any additional information about your request
(figure 6), then after choosing the Send button you will be sent an email confirming your requests
(and any further updates).

7.

Phase 3 - Timetabling Request Form

The online Phase 3 — Timetabling Request Form is intended for academic teaching or teaching
support staff to submit timetabling requests related to Phase 3 teaching events via the
CELCAT system.
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Use the form to request any of the following:
e Creation of new Phase 3a or 3b teaching event(s)
o Deletion or amendment of existing Phase 3a or 3b teaching event(s)
e Up-to-date teaching schedule(s)
e Submit timetabling data collection form(s)

Please ensure all required fields are completed accurately to avoid delays in processing your
request. Fields marked with an asterisk (*) are required.

7.1 Initial details capture - figure 1

Phase 3 - Timetabling Request Form

This form should be completed by course administrators or academic teaching staff to submit Celcat timetable requests for Phase 3a
and Phase 3b

This form should be completed by course administrators or academic teaching staff to request:
- Creation of new Phase 3a or 3b teaching event(s)

- Deletion or amendment of existing Phase 3a or 3b teaching event(s)

- Up-to-date teaching schedule(s)

- Submit timetabling data collection form(s)

* Indicates required

On behalf of

© Myself Someone else
*Role [ position

-- None -

“What would you like to request?

-- None -

@ Add attachments

Figure 1 - Role/ Position, request type

On behalf of:
Select whether you are submitting this request for:

e Myself - if you are the person making the request (default).
e Someone else - if you are submitting the request on behalf of another staff member.
You will be asked to provide details.

* Role / Position:
Select the role that best describes your current position from the dropdown list:
o Course Administrator - Administrative staff responsible for supporting the delivery of
the course.
e Course Lead - Academic lead for the course
o Teaching Coordinator - Administrative staff usually based at clinical sites and
responsible for placements
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Please specify any additional information in the box below - Select this option if your
role does not exactly match one of the listed options. Provide further details in the
additional information section.

Tip: Selecting ‘-- None --' will prevent the form from being submitted. Choose an appropriate

option.

* What would you like to request?
Select the type of timetabling request you are submitting. Options include:

Create new teaching event(s):

Choose this if you need to add a new lecture, seminar, or other teaching session that is
not currently in the timetable.

Deletion or amendment of existing teaching event(s):

Choose this if you need to delete or change an already scheduled teaching session —
such as the time, date or room(s).

Request for an up-to-date teaching schedule(s):

Select this if you only need to view the current Phase 3a or 3b teaching schedule for
specific rotation

Submit timetabling data collection form(s):

Use this option to upload your data collection form(s) via the attachments button.

Tip: Only select one option per request. If you need to make multiple types of requests, please
submit separate forms for each teaching request type.
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7.2 Create new teaching event(s) - figures 2-7

“What would you like to request?

‘ Create new teaching event(s) v

Before proceeding, please first check the availability and capacity of your required room(s).

Please click on the Add button to submit single or multiple requests

‘Event details

m Remove All

Actions Room Location (Campus) Room Name (Please select single or multiple rooms)  The partition walls are closed as

4 G >

| have checked the room availability via CELCAT Calendar and capacity on the TT FEO website and the number of attendees do not
exceed the capacity of the required room(s).

[ *I confirm

@ Add attachments

Figure 2 - Create new teaching event(s)

Having selected to ‘Create new teaching event(s)’ in figure 1, you will be asked before you
proceed, to follow these steps (figure 2):

1. Check Room Availability and Capacity
Before proceeding you should ensure that the room(s) you require for your event are
available using CELCAT Calendar and have the necessary capacity via Rooms
Information

2. Click"Add" to submit single or multiple requests
After verifying the room details, click on the Add button to submit a request for one or
multiple teaching events.

3. * Add Room Location (Campus) - figure 3

Please note that the Faculty of Medicine can use WCMUH level 12 spaces on Wednesdays
PM and Thursdays and Fridays all day. The partition wall between in WCMUH 1202 and
WCMUH 12083 is self-service. Please watch Room Moveable Partitions video on how to
operate the partition wall.
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C

Add Row

*Room Location (Campus) @

Please note that the Faculty of Medicine can use WCMUH level 12 spaces on Wednesdays PM and Thursdays and Fridays all day. X

The partition wall between in WCMUH 1202 and WCMUH 1203 is self-service. Please watch video on how to operate the partition wall.

-- None --
| Q
--None -

Charing Cross

Chelsea and Westminster

Hammersmith

South Kensington

StMary's

White City

Figure 3 - Campus selection

hoose an option:
e  Charing Cross
e Chelsea and Westminster
e Hammersmith
e  South Kensington
e StMary’s
e  White City
e Remote Room (Live online events)
e Noroomrequired (Guided Independent study events)

Tip: Selecting ‘-- None --' will prevent the form from being submitted. Choose an appropriate
option.

o~

* Select a Room Name (from the drop-down list).
* The partition walls are closed as default. If you’ve selected a room with partition
walls, please indicate if the partitions should be open for this teaching session.
*Select a Teaching event category (from the drop-down list).
*Select course year (phase 3a or 3b) (from the drop-down list)
* Select a Banner/CELCAT module code (from the drop-down list).
Add a Student Group (for use by 3a Pathology only).
. *Select a CELCAT team(s) (from the drop-down list).
. *Indicate your total number of attendees for the session
. * Select the event date (format DD/MM/YYYY) from the calendar.
. * Add the start time of the event (HH: MM 24 hr format).
. * Add the end time of the event (HH: MM 24 hr format).
. When all required sections are completed, click on the Add button.
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Add Row ®

* Room Location (Campus) @
Please note that the Faculty of Medicine can use WCMUH level 12 spaces on Wednesdays PM and Thursdays and Fridays all day. X

The partition wall between in WCMUH 1202 and WCMUH 1203 is self-service. Please watch video on how to operate the partition wall.

| Charing Cross

“Room name

| % CXGH 114 - Glenister Lecture Theatre |

“The partition walls are closed as default. If you selected a room with partition walls | please indicate if the partitions should be open for this
teaching session

| Mot applicable

If you selected CXLB 721AB or CXLB 722 A/B, please indicate whether the curtains are needed

| Mot applicable

“Teaching event category

| Academic Tutorial

“ Please select the course year for the teaching schedule

| Phaze 3a

“ Please select the Banner code(s) | Celeat Module(s)
| » MEDI70034 - Patients, Communities and Healthcare 3a |

Student group(s)

| -- Mone -

* Please indicate the Celcat Teami(s)
| » 3a General Practice |

“ Please indicate total number of attendees (staff and students) for this teaching session

L= |

Please select the event date below

| 13/10/2025 ‘ = |

“Please provide event start time

| 09:00 |

* Please provide event end time

| 12.00 |

== -

Figure 4 - Adding event details

Tip: You can add multiple requests. To add multiple requests, select the Add button and you
will repeat the cycle above for each request.

Once allrequests have been added you will be prompted to confirm that you have checked the
room availability via CELCAT Calendar and the room capacity on the FEO timetabling website
and the number of attendees to not exceed the capacity of the required rooms(s). You can also
add any attachments at this point.
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16. After completing this section choose the Submit button to submit your request (figure
5).

“Role [ position

Course Administrator ’ “

“What would you like to request?

Create new teaching event(s)
Required information

Before proceeding, please first check the availability and capacity of your required room(s)

Please click on the Add button to submit single or multiple requests

“Event details

m Remove All

Actions Room Location (Campus) Room Name (Please select single or multiple rooms) The partition walls are closed as

0 x Charing Cross CXGH 114 - Glenister Lecture Theatre N/A

4 G L]

Figure 5 - Submit request

17. Once you have submitted your request you will be provided with a summary and your
request will be allocated a ‘CS’ case ticket number (see top left and bottom left of the next
screen, figure 6). Atthis point you can add any additional information about your request.

Number Created Updated State
CS0TE746 justnow  justnow New
Phase 3 - Timetable Change requests: Create new teaching event(s) Actions -
Pricrity nternal User
L~ Low Allyson Chan
Activity Case summary Attachments Update Watchlist
Paragraph A v & B I ¥ = = = = = = & B H ®
Allyson Chan just now * Work notes

New event details: Campus: Charing Cross Room name(s): CXGH 114 - Glenister Lecture Theatre Partitions: Not applicable Curtains: Not applicable Teaching event
category: Academic Tutorial Course year: Phase 3a Banner code(s): MEDI70034 - Patients, Communities and Healthcare 3aundefined Student groupi(s): Group names (if
applicable): Teaching teamy(s): 3a General Practice Please indicate total number of attendees (staff and students) for this teaching session: 25 Event date: 13/10/2025 Event
start time: 09:00 Event finish time: 12:00

& aa L ban just now

CS0716746 Created

Figure 6 — Confirmation of request submission
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18. Any additional information you wish to add can be submitted via the free text box above
(figure 6). The next step is to select the Send button. This updates your request with any
additional information submitted.

19. When you submit your request, you will receive an email and any further additional
information added using the send button will trigger an update email, containing the

IMPERIAL

Case CS0716746 opened - Phase 3 - Timetable Change requests: Create new teaching event(s)
Dear Allyson Chan,
Thank you for your enquiry. We will be in contact with you as soon as we are able.

Thank you,

FEO Timetabling Team
Imperial College London
Faculty of Medicine - Timetabling FEO | Faculty of Medicine | Imperial College London

Ref:MSG12702066_TXbveWU4COLWSFp27mM

Figure 7 - Confirmation email of request submission

7.3 Deletion or amendment of existing teaching event(s)
Phase 3 - Timetabling Request Form

This form should be completed by course administrators or academic teaching staff to submit Celcat timetable requests for Phase 3a
and Phase 3b

This form should be completed by course administrators or academic teaching staff to request:
- Creation of new Phase 3a or 3b teaching event(s)

- Deletion or amendment of existing Phase 3a or 3b teaching event(s)

- Up-to-date teaching schedulel(s)

- Submit timetabling data collection formis)

* Indicates required

On behalf of
o Myself Someone else

“Role | position

Course Administrator | v |

“What would you like to request?

Deletion or amendment of existing teaching event{a) | v |

Before proceeding with your amendment request, please first check that it is possible by usimg CELCAT Calendar

“What would you like to do?

- None — | . |

- None -
Delete

Amend

Figure 8 - Deletion oramendment requests
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Having selected ‘Deletion or amendment of existing teaching events’ (figure 8), before
proceeding with your amendment request, you will be asked to check availability using CELCAT
Calendar.

7.3.1 Delete an existing teaching event -figure 9

o State the CELCAT event id(s) of the event(s) you wish to delete and include other
information [i.e. session title(s), date(s), time(s) (HH:MM)]. Use CELCAT Calendar to find
the session event ID.

e Confirm that you have carefully checked the details provided and add any attachments
then select the Submit button.

Note: Delete means to remove the event(s) from CELCAT and De-room means to remove the
room from the event(s) but keep the event(s) in CELCAT.

Phase 3 - Timetabling Request Form

This form should be completed by course administrators or academic teaching staff to submit Celcat timetable requests for Phase 3a
and Phase 3b

This ferm should be completed by course administraters or academic teaching staff te request:
- Creation of new Phase 3a or 3b teaching event(s

- Deletion or amendment of existing Phase 3a or 3b teaching event(s)

- Up-to-date teaching schedule(s)

- Submit timetabling data collection form(s)

On behalf of
o Myself (™) Someone else

* Role | position

Course Administrator ‘ .

*What would you like to request?

Deletion or amendment of existing teaching event{s) ‘ -

Befare procesding with your amendment request. please first check that it is possible by using CEL CAT Calendar.

“What would you like to do?

Deleta ‘ .

* Please state the CELCAT event id(s) of the event(s) you wish to delete and include other information [i e. session title(s), date(s),
time(s) (HH:MM)]. @

Mote: Delete means to remove the event(s) from CELCAT and De-room means to remove the room from the eventis) and keep X
the event(s) in CELCAT

Delete ID 5402413, 14th October 2026, 0900 - 1200.

I have carefully checked the details | have provided and checked that amendments are possible by using CELCAT Calendar.

H “l confirm

Figure 9 - Details of deletion

As per figure 6 above, once you once you have submitted your request, you will be provided with a
summary, and your request will be allocated a ‘CS’ ticket case number (see top left and bottom
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left of screen in figure 6). At this point you can add any additional information about your request
(figure 6), then after choosing the Send button you will be sent an email confirming your requests
(and any further updates).

7.3.2 Amend an existing teaching event -figure 10

o State the CELCAT event id(s) of the event(s) you wish to amend and include other
information [i.e. session title(s), date(s), time(s) (HH:MM)]. Use CELCAT Calendar to find
the session event ID.

e Confirm that you have carefully checked the details provided and add any attachments

then select the Submit button.

Phase 3 - Timetabling Request Form

This form should be completed by course administrators or academic teaching staff to submit Celcat timetable requests for Phase 3a
and Phase 3b

This ferm should be completed by course administraters or academic teaching staff te request:
- Creation of new Phase 3a or 3b teaching event(s)

- Deletion or amendment of existing Phase 3a or 3b teaching eventis)

- Up-to-date teaching schedule(s)

- Submit timetabling data collection form(s)

On behalf of
o Myself (™) Someone else

*Role | position

Course Administrator

*What would you like to request?

Deletion or amendment of existing teaching event{s)

Befare procesding with your amendment request. please first check that it is possible by using CEL CAT Calendar.

“What would you like to do?

Amend

* Please state the CELCAT event id(s) and all the changes you wish to make (iLe. session title(s), date(s), time(s) (HH:MM), remove/add
Jreplace rooms etc ) in the box below.

Movwe |D 5424125 to CXRB 116B, change start time to 10:00 ‘

E “l confirm

@ Add attachments

Figure 10 - Amending an event

As per figure 6 above, once you once you have submitted your request, you will be provided with a
summary, and your request will be allocated a ‘CS’ ticket case number (see top left and bottom
left of screen in figure 6). At this point you can add any additional information about your request
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(figure 6), then after choosing the Send button you will be sent an email confirming your requests
(and any further updates).

7.4 Request up-to-date teaching schedule(s) -figure 11

o Complete this form for an up-to-date teaching schedule for a specific phase 3 rotation
e Select the relevant course year (phase 3a or 3b)

e Provide details of your request

e You will be prompted to submit your request.

Phase 3 - Timetabling Request Form

This form should be completed by course administrators or academic teaching staff to submit Celcat timetable requests for Phase 3a
and Phase 3b

This ferm should be completed by course administraters or academic teaching staff te request:
- Creation of new Phase 3a or 3b teaching event(s)

- Deletion or amendment of existing Phase 3a or 3b teaching eventis)

- Up-to-date teaching schedule(s)

- Submit timetabling data collection form(s)

On behalf of
o Myself (™) Someone else

*Role | position

|CGurseAdminis:lal-:|r ‘ v |

*What would you like to request?

Request up-to-date teaching schedulais)

Please select the course year for the teaching schedule (report is static DOES NOT update live with CELCAT)

“ Please select the course year for the teaching schedule

|F‘hase3.a ‘ ’ |

* Please provide details of your request below

Please send an excel spreadsheet of all autumn 2026/27 3a Population Health sessions. ‘

E “l confirm

@ Add attachments

Figure 11 - Requesting up-to-date teaching schedule

*Note - Excel reports are static and do not update in real time. The data shown reflects
information only up to the time the report was generated. *

As per figure 6 above, once you once you have submitted your request, you will be provided with a
summary, and your request will be allocated a ‘CS’ ticket case number (see top left and bottom
left of screen in figure 6). At this point you can add any additional information about your request
(figure 6), then after choosing the Send button you will be sent an email confirming your requests
(and any further updates).
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7.5 Submit data collection form(s) - figure 12

e Complete this form to submit your data collection form(s) as an attachment by clicking
on the ‘add attachment’ button on the bottom right hand corner (highlighted in figure 2)

e Use the free text box to provide any further information you would like to include

e You will be prompted to submit your request.

Phase 3 - Timetabling Request Form

This ferm should be completed by course administraters or academic teaching staff te submit Celcat timetable reguests for Phase 3a
and Phase 3b

This form should be completed by course administrators or academic teaching staff to request-
- Creation of new Phase 3a or 3b teaching event(s)

- Deletion or amendment of existing Phase 3a or 3b teaching event({s)

- Up-to-date teaching schedule(s)

- Submit timetabling data collection formi(s)

* Indicates required

On behalf of
° Myself .:. Someone else

“Rale | position

Courze Administrator ‘ v ‘

“What would you like to request?

Submit timetabling data caollection formis) (termly timetabling process only)

° Please use the free text box below to provide any additional information about your timetabling data collection formis)

@ Add attachments

Figure 12 — submit timetabling data collection form via the ‘add attachments’ button

As per figure 6 above, once you have submitted your request, you will be provided with a
summary, and your request will be allocated a ‘CS’ ticket case number (see top left and bottom
left of screen in figure 6). At this point you can add any additional information about your request
(figure 6), then after choosing the Send button you will be sent an email confirming your requests
(and any further updates).

37



8. Postgraduate (Taught) — Timetabling Request
Form

The online PG(Taught) — Timetabling Request Form is intended for PGT programme
administrators or teaching support staff to submit timetabling requests related to PGT
teaching events via the CELCAT system.

Use the form to request any of the following:

e Creation of new PGT teaching events

¢ Deletion or amendment of existing PGT teaching events and allocated rooms.
Please ensure all required fields are completed accurately to avoid delays in processing your
request. Fields marked with an asterisk (*) are required.

8.1 Initial details capture - Figure 8.1

Home > AllCatalogs > Service Catalogue > Faculty of Medicine » FEOTimetabling > Search Catalog

fo

PG (Taught) - Timetabling Request Form

PG (Taught) - Timetabling Request Form

Submit
This form should be completed by course administrators or academic teaching staff to submit Celcat timetable requests for PGT _

programmes

This form should be completed by course administrators or academic teaching staff to request

Required information
+ Creation of new PGT teaching event(s)

e
. Deletion or amendment of existing PGT teaching event(s)

« Management of Celcat resources or Programme View What would you like to request?

« Up-to-date teaching schedule(s)
+ Submit timetabling data collection form(s)

“ Indicates required

0On behalf of

©Q Myself () Someoneelse

“Role [ position

| --None - ‘ v |

“What would you like to request?

| --None - ‘ v |

@ Add attachments

Figure 8.1 - Role/ Position, request type

On behalf of:
Select whether you are submitting this request for:
e Myself - if you are the person making the request (default).

e Someone else - if you are submitting the request on behalf of another staff member.
You will be asked to provide details.

* Role / Position:
Select the role that best describes your current position from the dropdown list:
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o Course Administrator - Administrative staff responsible for supporting the delivery of
the programme

¢ Teaching Staff — Academics, Teaching Fellows, and Teaching Staff for the specific PGT
programme/module(s)

¢ Teaching Coordinator - Administrative staff responsible for supporting Course
Administrators and the delivery of the programmes

¢ Please specify any additional information in the box below - Select this option if your
role does not exactly match one of the listed options. Provide further details in the
additional information section.

Tip: Selecting ‘-- None --' will prevent the form from being submitted. Choose an appropriate
option.

* What would you like to request?
Select the type of timetabling request you are submitting. Options include:

e Create new teaching event(s):
Choose this if you need to add a new lecture, seminar, or other teaching session that is
not currently in the timetable.

e Deletion or amendment of existing teaching event(s):
Choose this if you need to delete or change an already scheduled teaching session -
such as the time, date, or room(s).

o Management of Celcat resources or Programme View - in the current Celcat
database

e Request for an up-to-date teaching schedule(s):
Select this if you only need to view the current PGT teaching schedule for specific
banner codes (modules). PGT programme administrators should download Excel
reports of their modules directly from CELCAT Live.

o Submit timetabling data collection form(s) — termly timetabling process only

Tip: Only select one option per request. If you need to make multiple types of requests, please
submit separate forms for each teaching request type.
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8.2 Create new teaching event(s) - Figures 8.2-8.7

*What would you like to request?

‘ Create new teaching event(s) v

Before proceeding, please first check the availability and capacity of your required room(s).

Please click on the Add button to submit single or multiple requests

*Event details

m Remove All

Actions Room Location (Campus) Room Name (Please select single or multiple rooms) The partition walls are closed as

4 G >

| have checked the room availability via CELCAT Calendar and capacity on the TT FEO website and the number of attendees do not
exceed the capacity of the required room(s).

[7] *Iconfirm

@ Add attachments

Figure 8.2 - Create new teaching event(s)

Having selected to ‘Create new teaching event(s)’ in Figure 8.1, you will be asked before you
proceed to follow these steps (Figure 8.2):

19. Check Room Availability and Capacity
Before proceeding, you should ensure that the room(s) you require for your event are
available using CELCAT Calendar and have the necessary capacity via Rooms
Information

20. Click "Add" to submit single or multiple requests
After verifying the room details, click on the Add button to submit a request for one or
multiple teaching events.

21. * Add Room Location (Campus) - Figure 8.3

Please note that the Faculty of Medicine can use WCMUH level 12 spaces on Wednesdays
PM and Thursdays and Fridays all day. The partition wall between in WCMUH 1202 and
WCMUH 12083 is self-service. Please watch Room Moveable Partitions video on how to
operate the partition wall.
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Add Row

Room Location (Campus) @
Please note that the Faculty of Medicine can use WCMUH level 12 spaces on Wednesdays PM and Thursdays and Fridays all day. X

The partition wall between in WCMUH 1202 and WCMUH 1203 is self-service. Please watch video on how to operate the partition wall.

-- None --

--None -

Charing Cross

Chelsea and Westminster
Hammersmith

South Kensington
StMary's

White City

Figure 8.3 - Campus selection

Choose an option:

e  Charing Cross

e Chelsea and Westminster
e Hammersmith

e  South Kensington

e StMary’s

e  White City

Tip: Selecting ‘-- None --' will prevent the form from being submitted. Choose an appropriate
option.

22

23.

24,
25.
26.
27.
28.
29.
30.
31.

32.

. *Select a Room Name (from the drop-down list).

* The partition walls are closed by default. If you’ve selected a room with partition
walls, please indicate if the partitions should be open for this teaching session.
*Select a Teaching event category (from the drop-down list).

* Select a Banner/CELCAT module code (from the drop-down list).

* Add a Student Group (if applicable).

*Indicate your total number of attendees for the session

* Select the event date (format DD/MM/YYYY) from the calendar.

* Add the start time of the event (HH: MM 24 hr format).

* Add the end time of the event (HH: MM 24 hr format).

Provide the name of the staff member you’d like added as a CELCAT resource. If they’re
not on the database, PGT programme administrators should contact CTSO to add them.
After the event is created, managing staff resources is the responsibility of the PGT
programme administrators.

When all required sections are completed, click on the Add button.
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Please note that the Faculty of Medicine can use WCMUH level 12 spaces on Wednesdays PM and Thursdays and Fridays all day. X

The partition wall between in WCMUH 1202 and WCMUH 1203 is self-service. Please watch video on how to operate the partition wall.

South Kensington

*Room Name (Please select single or multiple rooms)

[ ® RCS1310A - Teaching Room 3A (partition wall with RCS1310B) | X RCS1310B - Teaching Room 3B (partition wall with RCS13104) ]

* The partition walls are closed as default. If you selected a room with partition walls, please indicate if the partitions should be open for this
teaching session

[ Open partition(s)

* Teaching event category

[ Class

*Please select department

[ WS Department of Surgery & Cancer

*Banner module code and name

[ ® SURG70005 - Sensing, Perception and Neuroergonomics ]

Student group(s)

*Please indicate total number of attendees (staff and students) for this teaching session

65

* Please select the event date below €@

‘ 08/10/2025 ‘ & ‘

*Please provide event start time

= |

* Please provide event end time

[ |

Figure 8.4 - Adding event details

Tip: You can add multiple requests. To add multiple requests, select the Add button and you
will repeat the cycle above for each request.

Once all requests have been added you will be prompted to confirm that you have checked the
room availability via CELCAT Calendar and the room capacity on the FEO timetabling website
and the number of attendees to not exceed the capacity of the required rooms(s). You can also
add any attachments at this point.

33. After completing this section, choose the Submit button to submit your request (Figure
8.5).
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Home > AllCatalogs > Service Catalogue > Faculty of Medicine >

PG (Taught) - Timetabling Request Form

O Myself () Someoneelse

*Role / position

|CourseAdm|n|stru(or | v ‘

“What would you like to request?

| Create new teaching event(s)

Before proceeding, please first check the availability and capacity of your required room(s).

Please click on the Add button to submit single or multiple requests

* Event details

ﬂ | Remove All

Actions Room Location (Campus) Room Name (Please select single or multiple rooms)  The partition walls are closed as

0 x South Kensington RCS1310A - Teaching Room 3A (partition wall with Open partition(s)
RCS1310B), RCS1310B - Teaching Room 3B
(partition wall with RCS1 3104)

I have checked the room availability via CELCAT Calendar and capacity on the TT FEQ website and the number of attendees do not
exceed the capacity of the required room(s).

[[] -Teonfim

@ Add attachments

Figure 8.5 - Submit request

Search Catalog

o

Required information

34. Once you have submitted your request, you will be provided with a summary, and your
request will be allocated a ‘CS’ case ticket number (see top left and bottom left of the next
screen, Figure 8.6). Atthis point, you can add any additional information about your

request.
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Home > My Request-CSO717073

Number Created Updated State
CSOT17073 justnow  justnow  New
PG (Taught) Teaching Request Form Actions -
Priority internal User
4-Low Ludmilla Holmes
Activity Case summary Attachments Update Watchlist
Paragraph A v 0 B I U == = = = ERE R B B

Ludmilla Holmes just now = Work notes

New event details: Campus: South Kensington Room name(s): RCS1 310A - Teaching Room 3A (partition wall with RCS1310B), RCS1 310B - Teaching Room 3B (partition
wall with RCS13104) Partitions: Open partition(s) Curtains: Teaching event category: Class Banner code(s): SURG70005 - Sensing, Perception and Neuroergonomics
Banner module code and name details when not listed: Student group: Please indicate total number of attendees (staff and students) for this teaching session: 85 Event
date: 09/10/2025 Event start time: 10-00 Event finish time: 11:30

Ludmilla Holmes justnow
CS0717073 Created

Figure 8.6 - Confirmation of request submission

35. Any additional information you wish to add can be submitted via the free-text box above
(Figure 8.6). The next step is to select the Send button. This updates your request with
any additional information submitted.

36. When you submit your request, you will receive an email, and any additional

information added using the send button will trigger an update email, containing the
‘CS’ case ticket number of your request (Figure 8.7).
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IMPERIAL

Case CS0717073 opened - PG (Taught) Teaching Request Form
Dear Ludmilla Holmes,
Thank you for your enquiry. We will be in contact with you as soon as we are able.

Thank you,

FEO Timetabling Team
Imperial College London
Faculty of Medicine - Timetabling FEQO | Faculty of Medicine | Imperial College London

Ref:M5G12709123_vKhXJI5kZU40gmdsP7z

Figure 8.7 - Confirmation email request submission

8.3 Deletion or amendment of existing teaching event(s)

Home » AllCatalogs » Service Catalogue > Faculty of Medicine > Search Catalog o

PG (Taught) - Timetabling Request Form

PG (Taught) - Timetabling Request Form

Submit
This form should be completed by course administrators or academic teaching staff to submit Celcat timetable requests for PGT _

programmes

This form should be completed by course administrators or academic teaching staff to request:
Required information

« Creation of new PGT teaching event(s) Please state the CELCAT event id(s) and all the
= Deletion or amendment of existing PGT teaching event(s) wish to make (Le. session title(s),
« Regquesting up-to-date teaching schedule(s) mﬁgm"’mm

* Indicates required

On behalf of
© Myself () Someoneelse

*Role / position

| Course Administrator

“What would you like to request?

| Deletion or amendment of existing teaching event(s)

Before proceeding with your amendment request, please first check that it s possible by using CELCAT Calendar.

Note: Delete means to remove the event(s) from CELCAT and De-room means to remove the room from the event(s) and keep the
event{s) in CELCAT.

“What would you like to do?

| Amend

“Please state the CELCAT event id(s) and all the changes you wish to make (i.e. session title(s), date(s), time(s) (HH:MM), remove/add
Jreplace rooms etc ) in the box below:

Figure 8.8 - Deletion or amendment requests
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Having selected ‘Deletion or amendment of existing teaching events’ (Figure 8.8), before
proceeding with your amendment request, you will be asked to check availability using CELCAT
Calendar.

8.3.1 Delete an existing teaching event - Figure 8.9

o State the CELCAT event ID (s) of the event(s) you wish to delete and include other
information [i.e., session title(s), date(s), time(s) (HH: MM)]. Use the CELCAT Calendar
or live to find the session event ID.

e Confirm that you have carefully checked the details provided and add any attachments,
then select the Submit button.

Note: Delete means to remove the event(s) from CELCAT, and De-room means to remove the
room from the event(s) but keep the event(s) in CELCAT.

Home » AllCatalogs » Service Catalogue » Faculty of Medicine Search Catalog =Y

PG (Taught) - Timetabling Request Form

PG (Taught) - Timetabling Request Form

This form should be completed by course administrators or academic teaching staff to submit Celcat timetable requests for PGT “

programmes

This form should be completed by course administrators or academic teaching staff to request:

= Creation of new PGT teaching event(s)
»  Deletion or amendment of existing PGT teaching event(s)
» Requesting up-to-date teaching schedule(s)

On behalf of
O Myself () Someoneelse

“Role [ position

|CnurseAnm|n|atmmr | v |

~What would you like to request?

| Deletion or amendment of existing teaching event(s) | v |

Before proceeding with your amendment request, please first check that it is possible by using CELCAT Calendar.

Note: Delete means to remove the event(s) from CELCAT and De-room means te remove the room from the eventis) and keep the
event(s) in CELCAT.

“What would you like to do?

|Delete | - |

*Please state the CELCAT event id(s) of the eventis) you wish to delete and include other information [i.e. session title(s), date(s),
time(s) (HH:-MM)].

Please delete the following events for METAT0024:
ID 4848578 on 10/10/25 13:30-14:30
ID 4848579 on 10/10/25 14:30-15:30

@ Add attachments

Figure 8.9 - Details of deletion

As per the first example in Figure 8.6, once you have submitted your request, you will be provided
with a summary, and your request will be allocated a ‘CS’ ticket case number (see top left and
bottom left of screen in Figure 8.6). At this point, you can add any additional information about
your request (Figure 8.6). After selecting the Send button, you will be sent an email confirming
your request (and any further updates).
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8.3.2 Amend an existing teaching event - Figure 8.10

e State the CELCAT event ID (s) of the event(s) you wish to amend and include other
information [i.e., session title(s), date(s), time(s) (HH: MM)]. Use the CELCAT Calendar
or live to find the session event ID.

e Confirm that you have carefully checked the details provided and add any attachments,
then select the Submit button.

Home > AllCatalogs » ServiceCatalogue > Faculty of Medicine > Search Catalog a

PG (Taught) - Timetabling Request Form

PG (Taught) - Timetabling Request Form

This form should be completed by course administrators or academic teaching staff to submit Celcat timetable requests for PGT “

programmes

This form should be completed by course administrators or academic teaching staff to request:

«  Creation of new PGT teaching event(s)
» Deletion oramendment of existing PGT teaching event(s)
« Requesting up-to-date teaching schedule(s)

On behalf of
© Myself () Someoneelse

“Role { position

|DnuraeAdm|nlstmmr | v ‘

“What would you like to request?

|Dalehonnlnmentlmentofa\lstlngtencmnge'.;ent:_s‘n | . ‘

Before proceeding with your amendment request, please first check that it is possible by using CELCAT Calendar.

Note: Delete means to remove the event(s) from CELCAT and De-room means to remove the room from the evenfs) and keep the
event{s) in CELCAT.

~What would you like to do?

|Amend | v ‘

*Please state the CELCAT event id(s) and all the changes you wish to make (i.e. session title(s), date(s), time(s) (HH:MM), remove/add
Jreplace rooms etc.) in the box below.

Please update the start time of the event ID 4851868 from 0@:45 to 09:00. Thank you. ‘

@ Add attachments

Figure 8.10 - Amending an event

As per the first example in Figure 8.6, once you have submitted your request, you will be provided
with a summary, and your request will be allocated a ‘CS’ ticket case number (see top left and
bottom left of screen in Figure 8.6). At this point, you can add any additional information about
your request (Figure 8.6). After selecting the Send button, you will be sent an email confirming
your request (and any further updates).
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8.5  Management of Celcat Resources or Programme View in the
current Celcat database — Figure 8.11

There are currently two options for managing Celcat resources:
e Add, amend, or delete Celcat Resource(s)
e Create new or edit the current Programme View structure

Home > AllCatalogs > Service Catalogue » Faculty of Medicine > FEOTimetabling > Search Catalog

o

PG (Taught) - Timetabling Request Form

PG (Taught) - Timetabling Request Form

Submit
This form should be completed by course administrators or academic teaching staff to submit Celcat timetable requests for PGT _

programmes

This form should be completed by course administrators or academic teaching staff to request:
Required information

« Creation of new PGT teaching event(s) What would you like to do?

« Deletion or amendment of existing PGT teaching event(s)
- Management of Celcat resources or Programme View

« Up-to-date teaching schedule(s)

« Submit timetabling data collection form(s)

* Indicates required

0n behalf of
© Myseli () Someoneelse

*Role [ position

|Couwse.0\(|ministrator | v ‘

*What would you like to request?

| Manage Celcat resources or Programme View in the current Celcat database | v ‘

*What would you like to do?

[~ ore- [~ ]

@ Add attachments

Figure 8.11 - Requesting to manage Celcat resources

8.5.1 Add, amend or delete Celcat Resource(s) - Figure 8.12 and Figure 8.13
e Inthe free-text box, please state the Resource(s) you wish to add, amend, or delete, and
include all relevant information.

e Celcat Resources are — core teaching banner code(s), departmental Ad-Hoc module or
student group(s)

e Confirm that you have carefully checked the details provided and add any attachments
(relevant template(s), then select the Submit button.
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Home > AllCatalogs > Service Catalogue > Faculty of Medicine > FEO Timetabling > Search Catalog Q

PG (Taught) - Timetabling Request Form

This form should be completed by course administrators or academic teaching staff to submit Celcat timetable requests for PGT
programmes

This form should be completed by course administrators or academic teaching staff to request

.« Creation of new PGT teaching event(s)

« Deletion or amendment of existing PGT teaching event(s)
« Management of Celcat resources or Programme View

« Up-to-date teaching schedule(s)

«  Submit timetabling data collection form(s)

* Indicates required

On behalf of
© Myself (7) Someoneelse

*Role { position

Required information
Role / position

‘ -- None -

“What would you like to request?

‘ Manage Celcat resources or Programme View in the current Celcat database

“What would you like to do?

‘ Add, amend or delete Celcat Resource(s)

*Please provide PGT programme name, and details of the Celcat resource(s) that you want to add, amend or delete

New programme MRes Experimental Biomolecular Sciences start in Spring term 2026 - please can the following banner records
be created in the current Celcat database:
FEARAA
IMMU70009 - Experimental Biomolecular Laboratory Skills
IMMU70010 - Advanced Research Biomolecular Techniques
IMMU700T1 - Mini-Research Project
IMMU70012 - Experimental Biomolecular Sciences Research Project
Thank you

Figure 8.12 - Requesting to create new Celcat resources — banner codes

PG (Taught) - Timetabling Request Form

This form should be completed by course administrators or academic teaching staff to submit Celcat timetable requests for PGT
programmes

This form should be completed by course administrators or academic teaching staff to request:

« Creation of new PGT teaching event(s)

- Deletion or amendment of existing PGT teaching event(s)
« Management of Celcat resources or Programme View

« Up-to-date teaching schedule(s)

« Submit timetabling data collection form(s)

“ Indicates required

On behalf of
O Myself () Someoneelse

“Role { position

| --None --

*What would you like to request?

| Manage Celcat resources or Programme View in the current Celcat database

“What would you like to do?

| Add, amend or delete Celcat Resource(s)

*Please provide PGT programme name, and details of the Celcat resource(s) that you want to add, amend or delete

MRes in Experimental Neuroscience - please can the following student group records be removed/deleted in the current Celeat
database:

WB MSC Trans Neuro Stream 1

WB MSC Trans Neuro Stream 2

Thank you.

Required information
Role [ position

Figure 8.13 - Requesting to delete Celcat resource(s) — Student groups
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As per the first example in Figure 8.6, once you have submitted your request, you will be provided
with a summary, and your request will be allocated a ‘CS’ ticket case number (see top left and
bottom left of screen in Figure 8.6). At this point, you can add any additional information about
your request (Figure 8.6). After selecting the Send button, you will be sent an email confirming
your request (and any further updates).

8.5.2 Create new or edit current Programme View structure -Figure 8.14

o |nthe free-text box, please provide instructions about your programme(s), including all

core teaching banner codes, elective modules banner codes, and logistics of
programme delivery for the new structure. Or what you wish to add, amend, or delete in
the current programme view structure. Please include all relevant information.

e Confirm that you have carefully checked the details provided and add any attachments
(relevant template(s), then select the Submit button.

Home » AllCatalogs » Service Catalogue 2 Faculty of Medicine > Search Catalog Q

PG (Taught) - Timetabling Request Form

PG (Taught) - Timetabling Request Form
This form should be completed by course administrators or academic teaching staff to submit Celcat timetable requests for PGT “

programmes

This form should be completed by course administrators or academic teaching staff to request:

=« Creation of new PGT teaching event{s)
» Deletion oramendment of existing PGT teaching event(s)
«  Requesting up-to-date teaching schedule(s)

On behalf of

O Myself Someone else
“Role / position
Course Administrator
~What would you like to request?
Manage Celcat resources or Programme View in the current Celcat database

“What would you like to do?

Create new or edit current Programme View structure

*Please provide PGT programme name, and Banner module code(s) and names that should be associated with or removed from this
programme

Please amend the programme view for MRes Biomedical research, i.e, add the banner module below:

META70007 - Grant Writing Exercise
Thank you

@ Add attachments
Figure 8.14 - Requesting to update the current Programme View

As per the first example in Figure 8.6, once you have submitted your request, you will be provided
with a summary, and your request will be allocated a ‘CS’ ticket case number (see top left and
bottom left of screen in Figure 8.6). At this point, you can add any additional information about
your request (Figure 8.6). After selecting the Send button, you will be sent an email confirming
your request (and any further updates).
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8.6 Request up-to-date teaching schedules (academic staff only) -
Figure 8.15

o Complete this form for an up-to-date teaching schedule for a PGT module(s) by
providing the full banner code name(s).
o You will be prompted to submit your request.

Home > AllCatalogs » Service Catalogue > Faculty of Medicine > Search Catalog Q

PG (Taught) - Timetabling Request Form

PG (Taught) - Timetabling Request Form

Submit
This form should be completed by course administrators or academic teaching staff to submit Celcat timetable requests for PGT —

programmes

This form should be completed by course administrators or academic teaching staff to request:

= Creation of new PGT teaching event(s)
= Deletion or amendment of existing PGT teaching event(s)
= Requesting up-to-date teaching schedule(s)

On behalf of
© Myself Someone else

*Role | position

|Teaching8::|‘l | v ‘

~What would you like to request?

|ReqLectup-to-date(e:\chmgs:he:u\elo] | v ‘

*Please enter the full Banner code(s) (e.g. SURGT0025 - Cancer Biology) which should be listed in schedule

SURG70098 - Surgical Data Science and Al

@ Add attachments

Figure 8.15 - Requesting an up-to-date teaching schedule

*Note - Excel reports are static and do not update in real time. The data shown reflects
information only up to the time the report was generated. *

As per the first example in Figure 8.6, once you have submitted your request, you will be provided
with a summary, and your request will be allocated a ‘CS’ ticket case number (see top left and
bottom left of screen in Figure 8.6). At this point, you can add any additional information about
your request (Figure 8.6). After selecting the Send button, you will be sent an email confirming
your request (and any further updates).

51



8.7 Submit timetabling data collection form(s) -Figure8.16

e Complete this form to submit your data collection form(s) as an attachment by clicking on
the ‘add attachment’ button on the bottom right-hand corner (highlighted in Figure 8.16)

e Use the free text box to provide any further information you would like to include

e  You will be prompted to submit your request.

Home > AllCatalogs > Service Catalogue > Faculty of Medicine > FEO Timetabling > Search Catalog

o

PG (Taught) - Timetabling Request Form

PG (Taught) - Timetabling Request Form
This form should be completed by course administrators or academic teaching staff to submit Celcat timetable requests for PGT m

programmes

This form should be completed by course administrators or academic teaching staff to request:

« Creation of new PGT teaching event(s)

« Deletion or amendment of existing PGT teaching event(s)
« Management of Celcat resources or Programme View

« Up-to-date teaching schedule(s)

« Submit timetabling data collection form(s)

On behalf of
© Myself () Someoneelse

*Role [ position

‘CourseA(Iminisn'ator | v |

“What would you like to request?

‘ Submit timetabling data collection formis) (termly timetabling process only) | v |

* Please use the free text box below to provide any additional information about your timetabling data collection form(s)

Please find attached the Data Collection form for MRes Biomedical Research (BMR; DS and MHD streams) ‘

@ Add attachments

Figure 8.16 — Submitting data collection

Similar to the first example in Figure 8.6, once you have submitted your request, you will be
provided with a summary, and your request will be allocated a ‘CS’ ticket case number (see top
left and bottom left of screen in Figure 8.6). At this point, you can add any additional

information about your request (Figure 8.6). After selecting the Send button, you will be sent an
email confirming your request (and any further updates).

9. FEO Timetabling — General Enquiries Form

The online Timetabling — General Enquiries form FEO Timetabling - general enquiries form - ASK
Imperial should be used to raise any queries about Medicine's centrally managed teaching
spaces or timetabling and room booking processes.

Complete the following details:

* Name - add your name
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* IC email address — add your Imperial College email address

* Role / Position:
Select the role that best describes your current position from the dropdown list:
e Course Administrator - Administrative staff responsible for supporting the delivery of a
course.
e Course Lead - Academic lead for a course, typically a module, domain or topic lead.
e Teaching Coordinator - Administrative staff usually based at clinical sites and
responsible for placements.
e Other - please specify

If ‘Other’ you will be prompted to any additional information in a box below - Select this
option if your role does not exactly match one of the listed options. Provide further details in
the additional information section.

Tip: Selecting ‘-- None --' will prevent the form from being submitted. Choose an appropriate
option.

* Please provide as much information about your query in the box below.
Complete this section with details of your query.

You can add attachments if required.

FEO Timetabling - general enquiries form
This form should be used to raise any queries about Medicine's centrally managed teaching spaces or

timetabling and room boeking processes.

Requesters details

“Name

| ©  Michels Foot »

*IC email address

| m.foot@imperial.ac.uk |

“Role [ position

|Other-p|eusespecify ‘ v |

*Please specify any additional information in the box below

FEQ Admin ‘

“Please provide as much information about your query in the box below

Please can you provide me with information about Faculty of Medicine's spaces that have computers
across all sites?

@ Add attachments

Figure 1 - On behalf of, Role and Request
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Once you have submitted your request you will be provided with a summary and your request will
be allocated a ‘CS’ case ticket number (see top left and bottom left of the next screen, figure 2).
At this point you can add any additional information about your request.
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Home » My Request- CS076B0B6

Number Created Updated State

C50768086 dJmago Jmago New
General enquiries - Timetable change requests Actions -
Priority Internal User
& - Low Michele Foot
Activity Case summary Attachments Update Watchlist
S Paragraph A v 2 B I YU = = = = = = = & b

Add any further info here ...

Michele Foot 3m ago
C50768086 Created

Figure 2 - Figure 2 — Confirmation of request submitted with optional additions comments (if needed)

The next step is to select the Send button. This updates your request with any additional
information submitted (see “Additional comments”).

When you submit your request, you will receive an email and any further additional information
added using the send button will trigger an update email, containing the ‘CS’ case ticket
number of your request.
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10. Non-Medicine Depts Room Request Form

The online Timetabling — General Enquiries form Non-Medicine departments room request form
- ASK Imperial should be used by non-Faculty of Medicine staff requesting to assign Medicine
room(s) to non-Medicine teaching event(s).

Complete the following details:

* Name — add your name.

* |C email address — add your Imperial College email address.
* Department — will be auto completed.

* Role / Position:
Select the role that best describes your current position from the dropdown list:
e Course Administrator - Administrative staff responsible for supporting the delivery of a
course.
e Course Lead - Academic lead for a course, typically a module, domain or topic lead.
o Teaching Coordinator - Administrative staff usually based at clinical sites and
responsible for placements.
e Other - please specify

If ‘Other’ you will be prompted to any additional information in a box below - Select this
option if your role does not exactly match one of the listed options. Provide further details in
the additional information section.

Tip: Selecting ‘-- None --' will prevent the form from being submitted. Choose an appropriate
option.

* Please provide an event ID and all necessary space relevant information
Complete this section with the event ID details you are requesting to be assigned, amended and
deleted.

* Tick to confirm: | confirm that | have checked the room capacity on the TT FEO website and
the number of attendees does not exceed the capacity of the required room(s)

You can add attachments if required.
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Non-Medicine departments room request form
This form should be completed by non-Faculty of Medicine staff requesting to assign Medicine roomi(s) to non-Medicine teaching

eventis).

Requester's details

“Mame

| @  MicheleFoot »

*IC email address

| m foot@imperial acuk |

“Department

| @  Faculty of Medicine Centre » | . |

“Fole | position

|Okher-ple:|:e::e:lf>‘ | ' |

" Please specify any additional information in the box below

FEO Admin ‘

Before proceeding, please first check the availability and capacity of the required teaching spacels).

" Please provide an event ID and all necessary space relevant information

Please add SAF 110 to Event ID 123456 ‘

" Please indicate total number of attendess (staff and students) for this teaching session

E |

B Iconfirm that | have checked the room capacity on the TT FEQ website and the number of attendees does not exceed the
capacity of the required roomi(s)

@ Add attachments

Figure 1 - On behalf of, Role and Request

Once you have submitted your request you will be provided with a summary and your request will
be allocated a ‘CS’ case ticket number (see top left and bottom left of the next screen, figure 2).
At this point you can add any additional information about your request.
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Hurmber

CS07e8248

Craated Updated State

justnow  justnow  MNew

Non-Medicine departments room request

Priarity Intermal User

& - Low Michele Foot
Activity Casa summary Description Attachments Update Watchlist
i3] Paragraph A v 2 B I ¥ = =T = E = =i £ B B @

Add any further info here ...

System

Iustnow * Work notes

Mame: Michele Feot IC email address: m.foot@imp
information in the box below: FEO Admin Pleasa p

arialac.uk Department Faculty of Medicine Centre Role [ position: Other - please specify Please specify any additional
ovide an event ID and all necessary space relevant information: Please add SAF 119 to Event 1D 123456. Pleass indicate
total number of attendees (staff and students] for this teaching session: 50 | confirm that | have checkad the room capacity on the TT FEQ website and the numbser of
attendees does not exceed the capacity of the required room(s: true

Michele Foot
CSO768248 Crested

lust mow

Figure 2 — Confirmation of request submitted with optional additions comments (if needed)

The next step is to select the Send button. This updates your request with any additional
information submitted (see “Additional comments”).

When you submit your request, you will receive an email and any further additional information
added using the send button will trigger an update email, containing the ‘CS’ case ticket
number of your request.
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11. Short Courses - Timetabling Request Form

The online form FoM Short Courses — Timetabling Request Form - ASK Imperial is intended for
course administrators, course leads or teaching coordinators to submit timetabling requests
related to Short Course teaching events via the CELCAT system.

Use the form to request any of the following:
¢ Creation of new FoM Short Courses teaching events
¢ Cancellation or amendment of existing FoM Short Course teaching events
¢ Anup-to-date teaching schedule for a Short Course
¢ Submit timetabling data collection form(s)

Please ensure all required fields are completed accurately to avoid delays in processing your
request. Fields marked with an asterisk (*) are required.

11.1 Initial details capture -figure 1

On behalf of:
Select whether you are submitting this request:
e Myself - if you are the person making the request (default).
e Someone else - if you are submitting the request on behalf of another staff member.
You will be asked to provide details.

* Role / Position:
Select the role that best describes your current position from the dropdown list:
o Course Administrator - Administrative staff responsible for supporting the delivery of
the course.
e Course Lead - Academic lead for the course, typically a module, domain or topic lead.
o Teaching Coordinator - Administrative staff usually based at clinical sites and
responsible for placements - not applicable for Phase 1.
¢ Please specify any additional information in the box below - Select this option if your
role does not exactly match one of the listed options. Provide further details in the
additional information section.

Tip: Selecting ‘-- None --' will prevent the form from being submitted. Choose an appropriate
option.

* What would you like to request?
Select the type of timetabling request you are submitting. Options include:
e Creation of new FoM Short Courses teaching event(s):
Choose this if you need to add a new lecture, seminar, or other teaching session that is
not currently in the timetable.
e Cancellation or amendment of existing teaching event(s):
Choose this if you need to delete or change an already scheduled teaching session —
such as the time, location, or room.
o Request for an up-to-date teaching schedule(s):
Select this if you only need to view the current teaching schedule for a Short Course.
¢ Submit timetabling data collection form(s) (termly timetabling process only).

Tip: Only select one option per request. If you heed to make multiple types of requests, please
submit separate forms for each teaching request type.
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FoM Short Courses - Timetabling Request Form

This form should be completed by course administrators or academic teaching staff to submit Celcat timetable requests for FoM
Short Courses

This form should be completed by course administrators or academic teaching staff to request:
- Creation of new FoM Short Courses teaching event(s)

- Cancellation or amendment of existing FoM Short Courses teaching event(s)

- Up-to-date teaching schedules

- Submit timetabling data collection formi(s)

* Indicates required

0On behalf of

QO Myself () Someoneelse

*Role [ position

| Course Administrator v

*What would you like to request?

| Creation of new FoM Short Courses teaching event(s) v

Before proceeding, please first check the availability and capacity of your required room(s).

Figure 1 - On behalf of, Role and Request

11.2 Create new teaching event(s) - figures 2-7

Having selected to ‘Create new teaching event(s)’ in figure 1, you will be asked before you
proceed, to follow these steps:

1. Check Room Availability and Capacity
Before proceeding you should ensure that the room(s) you require for your event are
available using CELCAT Calendar and have the necessary capacity Rooms Information

2. Click"Add" to submit single or multiple requests
After verifying the room details, click on the Add button to submit a request for one or
multiple teaching events.
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https://www.imperial.ac.uk/timetabling/calendar/cal?vt=agendaWeek&dt=2025-07-31&et=room
https://www.imperial.ac.uk/medicine/fom-staff/support-and-services/medicine-timetabling/rooms-information-and-availability/

“What would you like to request?

Creation of new FoM Short Courses teaching eveniis

Bafore proceeding. please first check the aveilability and capacity of your required roomis).

Pleasa click on the Add button to submit single or multipls requests

"Event details

Figure 2 - Create new teaching event(s)

3. * Add Room Location (Campus)

Please note that the Faculty of Medicine can use WCMUH level 12 spaces on Wednesdays
PM and Thursdays and Fridays all day. The partition wall between in WCMUH 1202 and
WCMUH 1203 is self-service. Please watch Room Moveable Partitions video on how to
operate the partition wall.

Choose an option:
e  Charing Cross
e Chelsea and Westminster
e Hammersmith
e  South Kensington
e StMary’s
e  White City
e Remote Room (Live online events)
e Noroom required (Guided Independent study events)

Tip: Selecting ‘-- None --' will prevent the form from being submitted. Choose an appropriate
option.

I

. *Select a Room Name (from the drop-down list).

* The partition walls are closed as default. If you selected a room with partition walls,
please indicate if the partitions should be open for this teaching session.

*Select a Teaching event category (from the drop-down list).

*Select the course year for the teaching schedule (from the drop-down list).

* Select a Banner/CELCAT module code (from the drop-down list).

9. * Add a Student Group (if applicable).

10. * Select a CELCAT Team(s) (from the drop-down list).

11. * Select the event date (format DD/MM/YYYY) from the calendar.

12. * Add the start time of the event (HH: MM 24 hr format).

13. * Add the end time of the event (HH: MM 24 hr format).

14. * State the rationale for your request (a brief explanation for the request).

15. When all required sections are completed, click on the Add button.

o

© N
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Add Row b

" Raom Location (Campus) ‘
Please note that the Faculty of Medicine can use WCMUH level 12 spaces on Wednesdays PM and Thursdays and Fridays all day. X
The partition wall between in WCMUH 1202 and WCMUH 1203 is self-service. Please watch video on how to oparate the partition wall.

| South Kensngton

“Room Name (Please select single or multiple roomis)

| % SAFB 110 - Seminar Room (partition wall with SAFB 120} |

"~ The partition walls are closed as default If you selected a room with partition walls, please indicate if the partitions should be open for this
teaching session

NiA .

“Teaching event catagory ﬂ
(A: Azsessment, M: Mizcallaneous, 0: Organisation and T- Teaching) X

T - Lectuns »

" Celcat moduleis)

| % SM - MISC - PG Summer Schaol |

" Please indicate total number of attendees (staff and students) for this teaching sezsion

L |

“Please select the event date below @
Date cannot be in the past X

| 12/12/2025 | = |

" Please provide event stark time

| 09:00 |

" Please provide event end time

| 1000 |

Figure 3 - Adding event details
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Tip: You can add multiple requests. To add multiple requests, select the Add button and you
will repeat the cycle above for each request.

Once all requests have been added you will be prompted to confirm that you have checked the
room availability via CELCAT Calendar and the room capacity on the FEO timetabling website
and the number of attendees to not exceed the capacity of the required rooms(s). You can also
add any attachments at this point.

16. After completing this section choose the Submit button to submit your request.

FoM Short Courses - Timetabling Request Form

Submit
This form should be complated by course administrators or scademic teaching staff to submit Celcat timetabla requests for FoM

Short Courses

This farm should be completed by course administrators or scademic teaching staff to request:
- Creation of new FoM Shart Courses teaching eventi(s)

- Cancelation or amendment of existing FoM Short Courses teaching eventis)

- Up-to-date teaching schedules

- Submit timetabling data collection formis)

10 behalf of

O Myself () Someans elze

“Ruole [ position

Courss Administratar ‘ v |

“What would you like to request?

| Creation of new FoM Short Courses teaching ewensis) | . |

Bsfore proceeding. please first check the availability and capacity, of your required roomis).

Please click on the Add button to submit single or multiple requests

"Event details

m | Remowe All

Actions  Room Location (Campus)  Room Name (Flease select single or multiple rooms)  The partition walls are closed =

0 = South Kensington SAFB 119 - Seminar Room (partition wall with SAFB | N/A
1200

4 ]

I have checked the room availability via CELCAT Calendar and capacity on the TT FEQ website and the number of attendses do not
axcead the capacity of the required roomils).

B "1confirm

@ Add attachments

Figure 4 — Submit request
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https://www.imperial.ac.uk/medicine/fom-staff/support-and-services/medicine-timetabling/

Once you have submitted your request you will be provided with a summary and your request will
be allocated a ‘CS’ case ticket number (see top left and bottom left of the next screen, figure 5).
At this point you can add any additional information about your request.

Home » My Reguest- CSO7T76047

Humiber Created Updated  State

CS0TTE0LT Imagoe 3Imago  MNew

FoM Short Courses - Timetabling Request: Creation of new FoM Short Courses

Actions -

teaching event(s)

Priarity Internal User
& - Low Michele Foot
Activity CaEe surmmary Attachments Update Watchlist
o Paragraph A i B I U EE E = = S s | S =2] B
Add any additional information here if needed, othenwise leave this section b ankJ
Michele Foot mago * Work notes

Mew event details: Campus: South Kensington Room nama(s): SAFB 119 - Seminar Room (partition wall with SAFB 120) Partitions: N/A Curtains: undefined Teaching event
categony: T - Lecture Celeat module(s): M - MISC - PG Summer School Please indicate total number of attendees (staff and students) for this teaching session: 45 Event
date: 12{12/2025 Event start tima: 09:00 Event finish tima: 10:00

Michele Foot 3m age

CS0776047 Created

Figure 5 — Confirmation of request submitted
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Home » My Request- CSOT7T6047

Kumiber Canmarted Updated State

CS0T7E047 Tmago Tmago MNew

FoM Short Courses - Timetabling Request: Creation of new FoM Short Courses

teaching event(s)

Priarity Intermal Uiser
L-Low Michele Foot
Activity Case summary Aftachments Update Watchlist
& Parzgraph A £ B I ¥ = = = E = S = & =2] E
Michele Foot Zmage * Additional comments
Add any additional information here if needed, otherwize lesve this section blank.
Michele Foot 7mago ¢ Werk notes

New event details: Campus: South Kensington Room name(sk SAFB 119 - Seminar Reom (partition wall with SAFB 120) Partitions: NiA Curtains: undefined Teaching event
category: T - Lacture Celcat modubais): SM - MISC - PG Summer School Please indicate total number of attendees (staff and students) for this teaching session: 45 Event
date: 1212/2025 Event start time: 09:00 Event finish time: 10:00

Michele Foot 7m age
CES0778047 Created

Figure 6 — Adding additional info (if needed)

17. The next step is to select the Send button. This updates your request with any
additional information submitted (see “Additional comments”).

When you submit your request, you will receive an email and any further additional information
added using the send button will trigger an update email, containing the ‘CS’ case ticket
number of your request.
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Case CS0776047 opened - FoM Short Courses - Timetabling Request: Creation of new FoM Short Courses teaching event(s)

ASK Imperial |© | 5 Reply ‘ % Reply Al | —> Forward | |ﬁ | | |
To @ Foot, Michele Wed 10/12/2 ES
IMPERIAL

Case C50776047 opened - FoM Short Courses - Timetabling Request: Creation of new FoM Short Courses teaching event(s)
Dear Michele Foat,
Thank you for your enquiry. We will be in contact with you as soon as we are able.

Thank you,

FEO Timetabling Team
Imperial College London
Eaculty of Medicine - Timetabling FEO | Faculty of Medicine | Imperial College London

Ref:M5G13891923_mImKSiy0D7hEOjhUima

Figure 7 - Confirmation of request submitted with the ‘CS’ticket case number

11.3 Cancellation or amendment of existing teaching event(s)

If selecting to cancel or amend an existing teaching event(s), before proceeding with your
amendment request, you will be asked to check that is possible using CELCAT Calendar.

11.3.1 Cancelling an existing teaching event -figure 8

e State the CELCAT event id(s) of the event(s) you wish to delete and include other
information [i.e. session title(s), date(s), time(s) (HH:MM)]. Use CELCAT Calendar to find
the session event ID.

e You will be prompted to state the rationale for your request, confirm that you have
carefully checked the details provided and add any attachments then select the Submit
button.

Note: Delete means to remove the event(s) from CELCAT and De-room means to remove the
room from the event(s) and keep the event(s) in CELCAT.

66


https://www.imperial.ac.uk/timetabling/calendar
https://www.imperial.ac.uk/timetabling/calendar

FoM Short Courses - Timetabling Request Form

Submit
This form shoulkd be completed by course administrators or academic teaching staff to submit Celcat timetable requests for Fold _

Short Courses

This form should be completed by course administrators or academic teaching staff to request:
- Creation of new FoM Short Courses teaching eventis)

- Cancellation or amendment of existing FoM Short Courses teaching event(s)

- Up-to-date teaching schedules

- Submit timetabling data collection formis)

On behalf of
O Myself () Someoneelse

“Role [ position

|Course.=.-:|rrinstratc' | v |

“What would you like to request?

Cancellation or amendment of existing FoM Short Courses teaching eventis) | v |

Before proceeding with your amendment request, please first check that it is possible by using CELCAT Calendar

“What would you like to do?

Delete | v |

“Please state the CELCAT event id(s) of the event{s) you wish to delete and include other information [i.e. session title(s), date(s),
time(s) (HH:MM)]. @
Note: Delete means to remove the event(s) from CELCAT and De-room means to remove the room from the event(sjandkeep X
the eventis) in CELCAT

4567891 ‘

I have carefully checked the details | have provided and checked that amendments are possible by using CELCAT Calendar.

B4 "I confirm

@ Add attachments

Figure 8 — Deleting an event

Once you have submitted your request you will be provided with a summary, and your request will
be allocated a ‘CS’ ticket case number (see top left and bottom left of figure 5 above). At this
point you can add any additional information about your request (see figure 6), then after
choosing the Send button you will be sent an email confirming your requests (and any further
updates).

11.3.2 Amend an existing teaching event -figure 9

e State the CELCAT event id(s) of the event(s) you wish to amend and include other
information [i.e. session title(s), date(s), time(s) (HH:MM)]. Use CELCAT Calendar to find
the session event ID.

e You will be prompted to state the rationale for your request, confirm that you have
carefully checked the details provided and add any attachments then select the Submit
button.
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Submit
This form should be completed by course administrators or academic teaching staff to submit Celeat timetable requests for FoM _

Short Courses

This form should be completed by course administrators or academic teaching staff to request:
- Creation of new FoM Short Courses teaching event{s)

- Cancellation or amendment of existing FoM Short Courses teaching eventis)

- Up-to-date teaching schedules

- Submit timetabling data collection form(s)

On behalf of
QO Myssif () Someoneelse

* Role [ position

|Course.$.-:|rrinstratc' | - |

“ What would you like to request?

| Cancellation or amendment of existing FoM Short Coursas teaching eventis) | . |

Before proceeding with your amendment request, please first check that it is possible by using CELCAT Calendar

*What would you like to do?

Amend | v |

* Please state the CELCAT event id(s) and all the changes you wish to make (i.e. session title(s), date(s), time{s) (HH:MM), remove/add
[replace rooms etc.) in the box below.

Please change Event 1D 4567899 from 9-10am to 10-Tam

| have carefully checked the details | have provided and checked that amendmenits are possible by using CELCAT Calendar.

M ! confirm

@ Add attachments

Figure 9-Amending an event

Once you have submitted your request you will be provided with a summary, and your request will
be allocated a ‘CS’ ticket case number (see top left and bottom left of figure 5 above). At this
point you can add any additional information about your request (figure 6), then after choosing
the Send button you will be sent an email confirming your requests (and any further updates).

11.4 Request up-to-date teaching schedule(s) - figure 10

e Complete this form for an up-to-date teaching schedule for a phase 1 module, by
selecting a Banner code from the drop-down list.
e You will be prompted to submit your request.

68
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This form should be completed by course administrators or academic teaching staff to submit Celcat timetable requests for FoM m

Short Courses

This form should be completed by course administrators or academic teaching staff to request:
- Creation of new FoM Short Courses teaching event(s)

- Cancellation or amendment of existing FoM Short Courses teaching event(s)

- Up-to-date teaching schedules

- Submit timetabling data collection formis)

On behalf of
O Myself () Someoneelse

*Role | position

|CourseAdministrator | - |

“What would you like to request?

| Request up-to-date teaching schedules | . |

*Please select the Celcat module(s) which should be listed in schedule

| X SM - MISC - PG Summer Schoal |

@ Add attachments

Figure 10 - Request up-to-date teaching schedule

Once you have submitted your request you will be provided with a summary, and your request will
be allocated a ‘CS’ ticket case number (see top left and bottom left of figure 5 above). At this
point you can add any additional information about your request (see figure 6), then after
choosing the Send button you will be sent an email confirming your requests (and any further
updates).

11.5 Submit timetabling data collection form(s) — termly process only
—figure 11

Having selected to ‘Submit timetabling data collection form(s)’ in figure 11, you will be asked
before you proceed, to follow use the free text box to provide any additional information about
your timetabling data collection form(s). You will also be prompted to add the data collection
forms following the ‘add attachments’ button. Once you have selected to add an
attachment(s), it will be displayed on the form the attachment(s)
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Short Courses

This form should be completed by course administrators or academic teaching staff to request:
- Creation of new FoM Short Courses teaching event(s)

- Cancellation or amendment of existing FoM Short Courses teaching event(s)

- Up-to-date teaching schedules

- Submit timetabling data collection formis)

On behalf of
O Myself () Someone else

*Role [ position

| Course Administrator

*What would you like to request?

| Submit timetabling data collection form{s) (termly timetabling process only)

* Please use the free text box below to provide any additional information about your timetabling data collection form(s)

Add text here as needed ‘

‘ PG-Summer-School Data Collection Form.xlsx (5.6 KB) 0 x
just now

@ Add attachments

Figure 11 - Request up-to-date teaching schedule

Once you have submitted your request you will be provided with a summary and your request will
be allocated a ‘CS’ case ticket number (see top left and bottom left of the next screen, figure 12).
At this point you can add any additional information about your request.
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Numiber Created Updated  State
C80776270 2mago 2mage New

FoM Short Courses - Timetabling Request: Submit timetabling data collection

Actions ~

form(s) (termly timetabling process only)

Priority nternal User
4-Low Michele Foot
Activity Case summary Attachments Update Watchlist

L) Paragraph A » B I Y == = = = = & B B ®

Add any additional information here if needed, otherwise leave this section blanki
Michele Foot 5m ago
PG-Summer-School Data Collection Form.xlsx
8.62 KB
Michele Foot 2mago

CS0776270 Created

Figure 12 — Confirmation of request submitted

The next step is to select the Send button. This updates your request with any additional
information submitted (see “Additional comments”).

When you submit your request, you will receive an email and any further additional information

added using the send button will trigger an update email, containing the ‘CS’ case ticket number
of your request.
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12. ASK Terminology

Case tickets (‘CS’ numbers) are used in customer service (ICT and non-ICT) to communicate
with the customers and discuss their requirements (there may be a back-and-forth email

exchange).

13. For queries and help

For any queries or help using this guide, please contact the Faculty of Medicine Timetabling
Team.
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