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Allocate to an Activity — Part 1

LAWSB204_51_1_2633

Property_Online or In Person (Class: 2633)

TutA
Y Timetable Weeks

All Weeks -

4 Allocated 0 Ponding ..'-Jc-tﬁ.'!::.:!c-.'l
You're allocated.
Enrolment
Activity Day Time Free Campus Location Duration  Weeks
First Semester, 2022 a

LAWSE201_51.1_2631 @ o Mon 16:00 O ANU Fellows Road Law Theatre 1on campus 1 hr 7/3-28/3, 18/4-23/5

Administrative Law_Onlinelr In Person (Class: 2631)

Semd (SELECT o IE 02 Tue 1600 9 ANLU Fellows Road Law Theatre T on campus 1hr 8/3-20/3, 19/4-24/5
LAWS6203_51_1_2632 I—
Corporations Law_Online of in Person (Class: 2632 Select ]5'3 Fri 1300 |10 ANU Fellows Road Law Theatre Ton campus 1hr 11/3-1/4, 22/4-27/5
_ Select 04 Tue 1700 25  ANU onling live 1hr B/3-20/3, 19/4-24/5
LAWSE204_S1_1_2633 .
Select 05 Wed 18:00 25  ANU online live 1hr 9/3-30/3, 20/4-25/5

Property_Online or In Persdgh (Class: 263.3)

1. In the Enrolments window click on any activity group that has the word SELECT or ADJUST next to it. A list of activities for that activity group will display
. SELECT means you are not currently allocated to an activity for that activity group.
. ADJUST means you are currently allocated, but you can change your allocation if you wish.

2. Click Select next to the activity you want to attend. The system will either allocate you to the activity or display a message describing why it cannot.
If you receive an error message, click Select next to a different activity. You may receive an error message for an activity that appears to be available -
the activity may have reached full capacity sometime after you loaded the page. If you receive such a message, you must select another activity.

2. Click Close to acknowledge the successful allocation message. Your allocation is real-time, and your timetable has been updated.

Back to Table of
Contents
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ARE YOU ALREADY ALLOCATED?

When processing your allocation options,

If yes, the activity will display MyTimetable does several checks:

the green ALLOCATED indicator

o’ ARE YOU ELIGIBLE FOR THIS ACTIVITY? o Are you already allocated to this activity? If so,
the activity will be displayed with a green
Some activities are reserved for Allocated indicator.
students with certain attributes (If you . . . L
are not eligible, the activity will NOT . Areyou eligible for this activity? Some activities
oot DISPLAY are reserved for students with certain attributes

ALLOCATlON (e.g., students in a particular course). If you are
SYSTEM IS THIS ACTIVITY FULL?

CHECKS ceeereneenn.

not eligible, the activity will not display.

If yes, the activity will display . Isthisactivity full? If so, the activity will be

the red FULL button displayed with a red Full button.

. Some activities have Reserved Places set so the
.. DOES THE ACTIVITY CLASH WITH ANY OF

° YOUR CURRENT ALLOCATIONS? activity will be displayed as full if the student

does not meet the criteria specified in the
If yes, the activity will display

the red CLASH button Reserve Places segment.
. Does this activity clash with any of your current
ARE THERE POLICIES INCOMPATIBLE WITH YOUR TIMETABLE allocations? If so, the activity will be displayed

IF THIS ACTIVITY IS SELECTED? with a red Clash button.

PrOblem If yes, the activity will display 0, . Are there other policies that would be
the yellow PROBLEM button *S* Top Tip! - Clash & Problem Details incompatible with your timetable if this activity
If you click the Clash button, you can see were selected? If so, the activity will be displayed

details for the clashing activity. with a yellow Problem button

You may be able to rearrange your
timetable to eliminate the clash or the



http://www.iconsdb.com/black-icons/solutions-icon.html
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Introduction to Clash Management

Clash Scenarios and Questions Resources and Support

| have a clash on my timetable what should | do? _ _ o
. Refer to topic “allocate into clashable activity”

« If an activity displays the red Clash icon, students are unable to allocate into that class unless o
o o « If your clash means that you will miss important
the clash is with a clashable activity. _
o _ o S _ tutorials, labs or other classes, you should talk to your
« Byclicking the red clash icon or by viewing the subject in grid view you will be able to see o _ _
o _ _ _ College / School student administration coordinator or
whether the course clashes as it displays a clashable icon and is therefore available for _
locati course convener for assistance
allocation

| can't allocate a class because they all clash
. If access to allocate into a preferred activity is denied due to a Clash, students will need to
reconfigure their timetable as required. _ _
_ _ o o _ . Refer to topic “Create a new Timetable Plan”
. Use the timetable planner to view potential timetables that fit into your schedule and will not
include a clash. Once an appropriate timetable is found you can allocate into the activity

groups accordingly.

| can't allocate to a class because all alternatives are full

. If acompulsory activity conflicts with another subject's activity and is the only available

activity that fits into your schedule for another enrolled course, you must request a swap or . Refer to topic “Swaps and Waitlists Overview”
waitlist into an alternative activity for the clashing subject. . Contact your College / School student administration
. If a waitlist has not been approved and the deadline for allocation is approaching, make sure coordinator or course convener for assistance

to give yourself enough time to speak with or email the course contact about your options for

that activity group.

| am not allowed to allocate to a class because of a clash

. If two compulsory activity groups clash and there are no other options for allocation, you must

. . . « Refer to topic “Create a new Timetable Plan” and
enrol in a different course entirely.

“Exclude activity type & include unenrolled subjects in

that meets your degree requirements and provides activities that do not conflict with the imetable Pla [

. Use the timetable planner feature to see if there is another course that you are not enrolled in

compulsory activity group of the subject you are currently enrolled in.

Contents

Back to Table of]]
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Allocate to a Clashable activity

POLS3001 S1 1 4174 When you see the clashable icon in a list
Foreign Policy Analysis (Class: 4174) ) .. )

LecA R ; ‘ view or you see an activity with a dotted
~al Al Waoke w . . . . . . .

[i] | All Weeks ~ | outline in a grid view, this indicates that

@ ourenotaliocated the activity is clashable.

Message < Usually this is because the activity (e.g. a

...........

All Lecturers with Echo recording will have a clone

lecture) is recorded and available online.

Activity Day Time Free Campus Location Duration Weeks

ﬁ a i _ i “ l | S If you are allocated to this type of activity,
o1 1T 09:00 56 AML Cnline Live 2 hra B/2-23

you are not expected to attend the activity

M
M

Lad

at the specified time or location.

1. If an activity is both a generated

Top Tip! - Streamed vs Online / Clashable online activity and allowed to have a

An Online / Clashable Activity is usually not the same as a Streamed
activity where you are expected to watch the activity online at a specified
time with your classmates. displayed.

clash, the clashable icon will be

@ 2. Click the Select button next to the
The speaker icon is for a generated online activity o _
activity you want to attend. Then click

The clashable icon is for activities that are allowed to have a clash. Close to acknowledge the successful

allocation message.

(_\

Back to Table of
Contents
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Allocate to an Online activity

MGMT2030_51_1_4251 i . .
Human Res Mngmnt & Strategy (Class: 4251) When YOuU see the Speaker iconsin a list

LecA Timetable Weeks
EF

view or you see an activity with a dotted

outline in a grid view, this indicates that

You're allocated. the activity is an online option
Message ] 1. If an activity is both a generated
Have a lovely day . L.
All Lecturers with Echo recording will have a clone online activity and allowed to have a
Activity Day Time Free Campus Location Duration Weeks ClaSh’ the Speaker icon WII.I. be
- _ displayed
| Allocatec W o-r Thu 16:00 123 | ANU Online Live 2 hrs 18/2-25/3, 22/4-20/5
01-P2 Mon 0800 123 ANU  Online Live 2 hrs 19/4 2. Click the Select button next to the
activity you want to attend. Then
I m 01 online-F1  Thu 1600 1000  AMU Online Live Component of Dual Delivery activity | 2 hra 18/2-25/3, 22/4-20/5
- - click Close to acknowledge the
01_online-P2 Mon  08:00 1000  AMU Online Live Component of Dual Delivery activity | 2 hrs 1974 successful allocation message.

Back to Table of
Contents
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De-Allocate yourself from an Activity (list view)

Australian
MNational

University You are able to deallocate yourself

helpful when rearranging your

LAWS1201_51_1_2279
Foundations of Aust Laws_Online or In Parson-{Class:22743) t | m eta b le_
Soema

Timatabla Weaks

| & The de-allocation option is only

7| Allazacd i Pending Bl o siiocared | | available during Allocation Adjustment
| Enrolment Sortoy Apha = | e periods
LAWS1201_S1,1_2279 J Mossage 1. Logintothe MyTimetable Student
o227 tL:J_' 1 AR Tectng NS | e Module and click on an Activity in
| Activity Dasy Time Fres Campus Location the Activity group that has the

0 “ ' _ . Follows Rioad Law Theatre 1 _On word ADJUST next to it. A list of
Do you want to deallocate this activit

S (e o

LAWS1203_S1.1_2280 NP/ ot Fond Law Thostre 3 Dx

Torts_Onlin or In Porson-(Class: 2280 - T Won 13 B’ | 2 s 00 AW Thaotro S 2. Todeallocate from the activity,

LAWS1204_52_1_T228 i B .
Contracts_In Person.(Class:7229) > N ) - your allocated activity.

LAWSI1202_52_1_7233

Lanwyers Justice & Ethics_In Person-{Class: 7233

‘ . . activities for that activity will

display

click the rubbish bin icon next to

ACTOM  Laow Link Theatre _On Campus

e 3. Click Deallocate to confirm (or
POLS1005_52.1_721 - amin | - Fellowws Road Low Theatra 2 _On . y
ntro ta IR _In Person-(ClassT211) m 05-Pi Mon 1600 29 ACTON —— Cancel |f you ve Changed your

N PR I N _ _ mind).

Contents

—
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Australian
= University

Timetable Planner LivaCal Logout 0

LAWS1201_51.1_2279
Foundathons of Aust Law_Onling or In Person-[Class:-227TH)
e Timatable Weoks

| @
L]

B filaeated 0 | Ponding .'4.-.:-:...::.~| |

Enrolment Sorl by Alpha «

« All Weeks >

S

LAWS1201_S1_1_2279 an “'

. Alternative
Wod Thu
Foundations of Aust Law_Onling or In Person 00 AM
[Class:2279) -
00 AM
LEwsI202_52.1.T233 ]
Lowyors Justice & Ethics_In Porscn-(ClosscT 233 b
- 11
LA
Taia b T

LAWSI203_31_1_2280

i Olares o I ; Class i U
orts_ Onling o In Person-(Class: 2280 -

Australian
== National
: University
Home
Activity Details
LAWST201_51.1_2279
Foundations of Aust Law_Onling or In Person-(Class:2270)
i Allocatad 0| Pending . Mot Allocated Activity T:"B'ﬂ Somminar
’ Cﬂ'ﬂ.lﬂ' [ —)
Enrolment _‘R-.n by Alpha '. | Activity 14
lal Day Fri
LAWS1201_51_1_22T9
Foundations of Awst Law_Onling or In Porson Time 0&E00
(Class:2273) -
o

LAWS1202_S2_1_7233
Lawyers Justice & Ethics_in Person-[Class 7233) =

LAWS1203_51_1_2280

Torts_Onling or In Person-|Closs:2280

LAWS1204_52_1_T228

Contracts _In Person-(Class:T2249) -

2. The Activity Details screen will be

3. Click Deallocate to confirm (or

You are able to deallocate yourself
from an allocated activity which can be
helpful when rearranging your

timetable.

The de-allocation option is only
available during Allocation Adjustment

periods

1.  While in timetable Grid view click
the activity you wish to deallocate

from

displayed. Click the Deallocate
button.

cancel if you've changed your

mind)

Back to Table of
Contents
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Swaps and Waitlists Overview
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If you are allocated in an activity but want to swap to another Unallocated students can put themselves ona J.

one that is showing full, Students can request a swap mE R”lB" waitlist for activities that are showing full.

g i ZaW Swap and waitlist requests can only be made during Allocation Adjustment periods.
" You can request a swap or waitlist to one or more full activities in an activity group.
| [- To request a swap, you must be already allocated to another activity in that activity group

« |If you are not allocated to an activity and there are no available activities in the Activity Group, enter waitlist requests for
allocation to one or more Full activities in an activity group

« Swaps and waitlists are processed in the order the request was made

« When a swap or waitlist request is fulfilled, any other pending swap or waitlist requests by a student for that activity group
will be cancelled.

« |If students move to another activity or become deallocated from the activity, their swap or waitlist request will be
cancelled/invalidated

o If the 'to' or 'from' activity is impacted by a timetable change to the day_of_week or start_time, the student’s swap or
waitlist request will be cancelled/ invalidated. The swap request in this situation will be invalidated whether or not the
student is deallocated from an activity.

« If students have requested a swap to an activity that subsequently clashes with another one of their activities, the swap will
fail until the clash is cleared.

« If a swap or waitlist request fails due to a clash, it will remain pending, but it will be moved to the end of the queue.

« In some cases, space can become available in a class without automatically processing the swap request. If students have a
pending swap or waitlist requests for an activity, but they notice that the class has space available, Students should select
the activity themselves!

] @ « Swap and waitlist requests are anonymous and there is no need for students to find a partner to swap classes. The system

(fi 3 will handle this automatically

i =~ # Students will not be asked to confirm their request again before it is processed. Therefore, if students change their mind
about the swap, they will need to log into the MyTimetable system and cancel it as soon as possible.

=

i =

\

A

i
*
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[
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- \“-'
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You can request a swap from your currently allocated activity to an activity that is at full capacity via the Student Module. i o

ack to Table o
There is also a waitlist option that allows unallocated students who cannot allocate to the activities with space available (e.g. due to a u Contents ]
schedule clash) to request an allocation to a full capacity activity
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Swap Requests

Top Tip! - Hit Refresh ) .
1. Loginto MyTimetable

Australian Check to see if your swap was _ _
Uavarcity successful by clicking the refresh icon. MyTimetable Train 2. Inthe entr_ol_Tents W'nr?OV\r/]Cl'Ck
on an activity group that has
Timetable Planner LiveCal Logout s} the WOI’d ADJUST neXt tO |t

3. You will see the activity you are

Moz / .: iﬁi{::ﬁﬁfgfuhﬂ?imm or In Person (Class: 2165) N a[[ocate-d-t.o and nex? to any
ALLBIBPFE - - A1 Waoks Full activities, you will see a
Bl Auiccatca B praing | - Request Swap “heart”
— Youre sllocated button —click on the Request
Enretment = 7 3 YY ——— Swap heart icon for the
Fomma e e i — activity you want.
B © 2| e o TN felor Rouen e zoncamis 4. A confirmation message is
Alocated IR Mon 1200 18 ACTON  FollowsRood Law Thoatra2oncampus  1h 7/3.28/3,18/4.23/5 displayed for the swap request.
) ) Click OK if you agree to be
— ) | ) et . 1 e moved, without further
LAWS1206_51.1.2195 05  Tue 0800 20 ACTON  Fellows Rood Law Theotro 2oncampus  1h 8/3.20/3, 19/4.24/5 confirmation once a place
Coazly e m becomes available.
. N el ) B | R 5. After clicking OK, if you see
. 07 T 1200 18 ACTON FollowsRoodLawTheouo2oncampus  The /32073 10/4.24/5 the message Swap Successful,
< congratulations! The system
LATSESL LAV i bl - — : S has found a matching request
and instantly allocated you to
You are requesting a swap. If a place becomes available, you w tivity your requested activity.
6. If youreceive this message,
your swap is pending. See
Swap Pending page for details
Swap Successful Your swap will be processed once a place becomes available
m 6 ) Back to Table of
\_/ Contents
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Swaps Pending

If you receive the message your swap will be processed once a place becomes available, your swap is now pending. This can happen if:

There is not currently a matching swap request
Something is preventing your allocation to the activity, such as a clash with another activity

Swap requests may be processed in batches rather than instantly

Unless your swap was instantly successful, a Pending Swap button will appear next to the selected activity.

You can enter additional swap requests to other full activities in the same activity group by repeating steps 3 - 6 above to request a swap (see page on Swap
Requests)

You will be allocated to the requested activity according to your institutions processes for handling swap requests.

If you have multiple pending swap requests for an activity group, when one of the pending swaps is fulfilled, all remaining pending swap requests for that activity
group will be cancelled/invalidated.

You are waiting for a swap. Do you wish to delete your swap request or keep waiting?
You're allocated. wailing Tor a swap y s your swap reques p 9

' You have a pending swap request.

To Cancel a Pending Swap

The Pending Swap button will only appear »  Click the Pending Swap button.

next to a full activity. « Click Delete to confirm.

If you see the above message, but you can’t . The swap request will no longer be valid, and the
see the Pending Swap button next to an Pending Swap button is replaced with the Request
activity, it means you have a pending swap Swap button.

request for an activity that is no longer full. If you change your mind and don’t want to cancel the swap:

You can click this message if you wish to

) « Click on Wait to retain the swap request.
delete the pending request.

. The Pending Swap button will still be displayed next
to the full activity

Contents

—
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. Naot Allocated

CHEM1101_S1_1_3314
Chemistry 1(Class: 3314)

PraA
[

Timetable Weaks

Enrolment

First Semester, 2021 a
CHEMT1101_S1_1_3314 -
Chemistry 1{Class: 3314) -

Letd [SELE o
P".1 H {(ocLel u
EMSCI006_51_1_3371 -
The Blue Planet (Class: 3371) -
LecB (ADILST
I PrafA {SELECT I e g
TutA [SELECT 0
ENVSIO0I_S1_1_3411 -
Env & Soc: Geog of Sust (Class: 3411) -
L A b=l N = S u
SemA (ADIUS
Tuté [SE n

o You're not allocated.

(3)

2 o2
7 o3
06

og

<@
V%
Q o
Y
V%

Activity Day Time

|I|-'.1 an I'—'t |:' ::l

Tua  05:00

ol 4" I:I ::l

Wad 08:00

Wad  14:00

Thu 08:00

Thu  14:00

Fri  08:00

o Nothing is available right now. Click @ to add yoursalf to the waitlist for one or more options.

Free Campus Location

a ANU

a ANU

a ANLU

a ANU

0 ANV
0 ANV
0 ANU
0 ANV

Dummy lab to use when both TS and

required _On Campus

Dummy lab to use whan both
required _On Campus

Dummy lab to use whan both
required _On Campus

Dummy lab to use when both
required _0On Campus

Dummy lab to use when both
required _On Campus

Dummy lab to use whaen both TS and

required _On Campus

Dummy lab to use when both TS and

required _On Campus

Dummy lab to use when both TS and

required _On Campus

MyTimetable

1. Loginto MyTimetable

2. Inthe Enrolments window click on
the activity group you wish to
waitlist in

3. Next to any Full activities, you will

see a Request Waitlist “heart”
button

4. Click on the Request Waitlist
heart for one or more activities to
waitlist yourself for a seat in an
activity when available

Waitlist requests work the same as
swap requests. Similar to swaps, a
student can enter multiple waitlist
requests for full activities within an
activity group.

Note: If a previously unallocated
student is later allocated, any
pending waitlist requests will be
automatically invalidated/cancelled.
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