
ACADEMIC YEAR 2023-2024

RESERVE A CLASSROOM 
FOR INFORMAL STUDY ACTIVITIES

QUICK START GUIDE
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CLASS SCHEDULES AND EXAM SCHEDULES

GO TO THE LINK BELOW AND CLICK ON STUDENTS

https://cloud.timeedit.net/be_vub/web/?en=t
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FIRST NAME.LAST NAME@VUB.BE

LOG IN WITH YOUR VUB ACCOUNT (VUB E-MAIL ADDRESS)
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GO TO TE RESERVE
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READ THE BOOKING CONDITIONS

CONDITIONS :

1. After confirming my booking, I agree to 
compensate for any damage or theft 

2. I agree to the obligation to cancel the 
reservation myself, if the planned activity does 
not take place, so someone else can reserve the 

room 
3. I agree with a ban on subletting 

4. I agree to the cancellation of my reservation by 
Central Timetabling dpt. due to circumstances 
beyond our control. I will be notified by e-mail
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SELECT THE DESIRED DAY

RESERVATION RESTRICTION : UP TO 7 DAYS AND THE EARLIEST TOMORROW
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NAVIGATE TO A TIME SLOT WHICH IS AVAILABLE

AVAILABLE TIME SLOTS ARE WHITE, UNAVAILABLE TIME SLOTS ARE GRAY
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SELECT THE TIME SLOT AND ADJUST IT IF NECESSARY

TIME RESTRICTION : MAX. TIME SLOT 3 HR, 3 HR PER DAY, 9 HR PER WEEK
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FILL OUT THE FORM AND CLICK "CONFIRM MY RESERVATION"

TIME RESTRICTION : MAX. TIME SLOT 3 HR, 3 HR PER DAY, 9 HR PER WEEK
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SEND YOURSELF A CONFIRMATION EMAIL IF DESIRED,
OR EXIT THE APPLICATION, OR MAKE ANOTHER RESERVATION

YOU CAN THEN ADD THIS RESERVATION TO YOUR ELECTRONIC CALENDAR
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FOLLOW THE SAME STEPS FOR YOUR CANCELLATION
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ENTER YOUR EMAIL ADDRESS AND CLICK "SEND EMAIL"
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YOU WILL SEE THE CONFIRMATION OF SENDING YOUR EMAIL
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GO TO YOUR OUTLOOK EMAIL
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IMPORT YOUR RESERVATION INTO YOUR OUTLOOK CALENDAR
BY DOUBLE-CLICKING ON THE ICON
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CLICK ON  SAVE AND CLOSE
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