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Sussex Direct:

EVENT BOOKING SYSTEM —

SHORT GUIDE

University of Sussex

Sussex Direct > Teaching > Timetable > Event List

Event List

Event Type: IA”

j Year: IUQ.”Uﬂ

[Neu Event]

Click ‘New Event’ to create a

Event Title

| Event Type

|Event Purpose Dates

new event/appointment

Admin Event Booking Student List

1 RW

Students taking course C1090S Social Dimensions of Biology (SUMD9/10)

Shm\" Hide Sef

Event Types:

Department Programme Qualification Level Status
American Studies - {Comp and Math) (SGIOT) i’ BA - uG EXPECTED =
Anthropology 19C Lit & Cult (Q3505T) BENG PG(R) PROV-ACAD
Art History Advanced Computer Science (G5509T) BENG ORD PG(T) PROV-FEES
Biochemistry Advanced Mechanical Eng (H3501T) BSC Year PROV-COMB
Biology and Environmental Science Aerospace Technology (H4001T) BSC ORD REGISTERED
Brighton Institute of Modern Music Aerospace Technology (H4002T) CERT{PG) 1 INTERMITTING
Brighton and Sussex Medical School American Lit: Critical Reading (Q4502T) CERT{UG) 2 YEAR ABROAD
Business and Management American Studies (Q4602R) DIP(GRAD) 1 RESITTING
CDE American Studies (Q4603R) DIP(PG) R
Centre for Community Engagement j American Studies (T7001U) ;I DIP(UG) ;I §+ 8 ADMIN STAFF ONLY
Mode - Select students using the
P search criteria.
PT - Click ‘Search’.
X
Event Booking Student List Select ALl  Select Wone  [Next’]  Help
Student Reg. No. Programme Year |Status Select
Academic Advisees Show Hide Selectall Select None
Smith, Adam 20810595 MSc Information Technology for E-Commerce (p/t) 2 Registered m}
Smith, Adam 20913797 mse physics (Euf - Select students by clicking 1 |Registered »
Smith, Adrian 20902793 BSc Mathematicy indiVidUaI StUdentS, or CIiCking 4 ——T [Registered ml
‘ s
Supervisees - Research Postgraduates seleCt a" at the top Of the Show Hide SelectAll Select None
Smith, Christopher D 20712361 DPhil Geography grOl_‘lp' . s 3 Registered | -
— — — - Click ‘Next : ]
Smith, Victoria M 20813181 DPhil Film Studig 2 Registerp< —
m ‘ D 0
Smith, Warwick 20913107 DPhil English Lit - Click ‘Show’ to view/select

students on a course you
convene

One-to-one should be used to set up a number of sessions/slots. Only one student will be
able to book onto each of these slots. You should create multiple sessions if you wish to
offer slots over a number of days (see example below)
Group (Invite) should be used to set up a group event where you want the students to
accept the invitation if they wish to attend. You can set up more than one session IF you
wish to offer students a choice of times. Otherwise, set up a new event for a different

session.

Group (Auto Accept) should be used to set up a group event where you ‘require’ the
students to attend. You can only set up ‘ONE’ session as the student is not being offered a

choice of sessions.
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Event Setup: 5 invitees

rancal

Event Title: Event Type: Event Type
|Academic Advising Sessions / Week 5 Summer Term ‘ W
Date Location Start Time End~Fi
Session 1|[17:May2010 |* ] [Ats AT23 [ix][oo>] [0=][00>] the 2 days.
Session 2|[19May2010|* | [Ats AT23 [a=foo=] |10 oo

[Nexts|

Holn

One-to-one: Each ‘session’ will be divided into
the number of ‘slots’ specified. In this example,
there will be 6 x 20 minute slots created over

For ‘Group (Invite)’ events you must enter a
value in the ‘Max No Students’ field.

For ‘Group (Auto Accept)’ there is no need to
enter a ‘Max No Students’

Event Setup: 7 invitees

Event Title:

Welcome talk for my postgraduate students

Event Type:

Group (Imvite) M

[Next >|

Cancel

Event Purpose:
Research Su@mn M

Help

No. Slots | Max No. Stu

Date Location Start Time End Time
Session 1| QB-Apr2010 ' | [Ais B2 | e [ws] |[rE s

Event Purpose

following:

etc

. event purposes.
Event Setup Availability Check

For research students choose one of the

-Face to Face contact(RES)
-Remote contact(RES) — e.g. email, phone call,

-Core Supervision Session(RES)
For taught students choose one of the other

Event Setup: 5 invitees

The system will check the availability of each

Student 17-May-2010 09:00 - 10:00 19-May-2010 09:00 - 10:00

Smith, v v

Smith, v - v

smith, v

Smith, v student on a taught programme.
smith, v

NB: If the student is busy they will still be
invited to/accepted onto the event

|@‘ [Create Euent:‘ Help

Event Title: Event Type: Event Purpose:
Academic Advising Sessions / Week 5 Summer Term One-to-One Academic Advising
Date Location Start Time  |End Time | No. Slots | Max ldo Students
Session 1 17-May-2010 Arts A123 09:00 10:00 3
Session 2 19-May-2010 Arts A123 09:00 10:00 3
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To create the event, click ‘Cr
either invite the students, or accept it on their behalf,
and display the event in their study timetable once
accepted.
NB: If you want to amend the date/time then click the
‘Back’ button and amend the date/time.

'eate Event’ . This will




Recording attendance

Event Bookings & Attendance Gallery [Record Attendance]  Help =
EventTitle:  Update on Research Policy | i the event has taken place, a ‘Record
EventType:  Group (Auto Accept) Attendance’ icon will appear. Click the
Event Purpose: Research Supervision icon and amend the ‘set all attendance
to’ field to ‘present’, or record each
Student “| Req. No. attendance record individually. You can Comments (not visible to students)
also enter ‘comments’ against each
student.
NB: Always Click the Save icon.

Gallery bd Cancei |Save| Help

Event Title:  Catch-up week 5 - summer term Set all attendance to: IAccepted v l
Event Type:  One-to-One
Event Purpose: Research Supervision

Gtudent Reg. No. Attendance Status Slot Comments (not visible to students)
Mo R 209 IAccepted vl Wed 30-Jun-2010 10:12 "
to 10:24

Mo A 206 IAccepted vl Wed 30-Jun-2010 09:36 i

to 09:48

Mo M 203 Invited

Mo , S 205 Invited

Inviting Staff to an Event

Event Staff

Event Title: test group invite
Event Type: Group (Invite)
Event Purpose: Department Event

Name Position Department | Extension | Email Address

No records found

- Click ‘Add’
-Enter part of the surname in the ‘Name’
box
Event Staff
-Select the Name
Show me: ' Manage Event ¢ Event Bookings & attendancd  -Click ‘Save’ or ‘Save and Add’

Cancel [Save+rndd| [Save] Help

Add to Event Staff

Event Title: test group invite

Event Type: Group (Invite)
Event Purpose: Department Event

Name Position |Department |Extension |Email Address

Mana

urname and wait for @ list of matching names to sppear

| Monaghan, Jane M (ITS CIS)
Monam, Eleanor H (CCE) Back to top &

— Monar, Bernd J (Jorg) (Politics)
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Sussex Direct > Teaching >Academic Advisee Page (for recording

contact with

research students only)

Research Students for Jane Monaghan

ﬁ Gallery Help =

Student:
Title:
Type:
Purpose:
Date:

Start Time:
End Time:
Location:
Status:

Purpose of Meeting:

Qutcome of Meeting:

Jones

Student “*| Programme Year | Department Mode |Status From To O
Smith, C. DPhil Geography 3 |Geography Full |Registered|05-Jul-2010|31-Mar-2012 | 33.33
timo

Smith, v DPhil Film Studies 2 |Medizandrim | Click ‘Record Contact’ to create a 5
(p/t) contact with a research student.

Smith, W DPhil English 1 |English NB: You can only record _contacts that =0
Literature (p/t) have happened today or in the past.

Record Contact with Gareth Jones Cancel [save ] Help

|Meet|ng with Jones

Record Contact

| Care Supenision Session(Research) x|
[11-Mar2011 7]
[10 =] [o0 =]

[BSMS Cafe

IF’resent 'l

Enter the details of the Contact and

click ‘Save’.

To talk about XYZ

NB: The Student will be able to view all
the details on contact records

=

We agreed that XYZ would be complete by end March -

Jane Monaghan —

7™ July 2010



