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1. Accessing My Timetable

You can access MyTimetable via the University website at the following web address;
www.bath.ac.uk/services/mytimetable/

To Log in you will need to enter your University of Bath username and password when prompted and then click the
‘Login’ button.

2. Using My Timetable

Once live, your personalised timetable should be available to view as soon as you log in to MyTimetable.

However, the following instructions can be used to add and customise your programme timetable. This can be used
in instances where your personalised timetable is not available, examples of students who may fall into this category
can be found on our guidance and help pages.

Adding a Timetable

Once logged in you will need to click on the ‘+ Add timetable’ icon which can be found on the right side of your
screen.

Location view Overview | Settings | Help | Log out (ad

< > 4+ Add timetable -

pr Your schedule is still empty...

It looks like you have not subscribed to a
timetable yet. Click the button to add one
now or visit the help page for more
information

Figure 1: Location of 'add timetable' icon.

A drop-down menu will appear, select the relevant academic year if asked to do so. There are then two ways you can
fill your timetable. You can add individual units one at a time or add a Programme of study.

To add individual units, select ‘Unit’ from the drop-down menu. A new window will appear. You can then either type
in the code of the unit you wish to add or search using the department or programme of study filter.

If you are not sure of the correct unit code this can be found from your programme catalogue or by asking your
department.

Once you have found the relevant unit, check the box next to the unit code that you would like to add and click the
‘add timetables’ icon. See figure 2.
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Department:

Economics ~

Programme of study:
(all) v

| Select the timetables you want to add:
select all  select none
[ #ES-Applicant Visit Day - null
[ #E5-MSc Econ for Bl Extra - null
I [ ES00162 - Other timetabled events Economics undergraduate Year 1

[] ES00163 - Other timetabled events Economics undergraduate Year 2 A
Check the unit you want

to add and add
timetables.

4 | ES00164 - Other timetabled events Economics undergraduate final year

[] ES10003 - Core skills for economists: introduction to statistics
[ ES10004 - Core skills for economics: statistics and data analysis
[ ES10005 - Core skills for economists: mathematics 1
[ ES10006 - Core skills for economists: mathematics 2
s | [ ES10007 - The modern world economy
[ ES10008 - Economic policy in the UK
i [ ES10010 - Introductory economics
H

[ ES10091 - Core skills for economists: introduction to probability and statistics

7 [ Show in connected calendars

Close

Add timetables

To add your programme of study, select ‘programme of study’ instead of unit and use the search box in the pop up
window to find the relevant course. You can search using the name of your programme or the programmes 10-digit
code. You can also narrow down the options by selecting your department from the drop-down menu.

Figure 2: Pop-up box for manually adding a unit to your timetable.

It is important to note that if you add a programme of study this will also add all optional units available. Any units
that you are not taking will need to be deselected from the right-hand column once the programme has been added.

Note: Any units or programmes of study that are added manually will show all activities and not just those relevant
to you. This may cause confusion once your personal timetable becomes available, so it is best to delete these once
they are no longer required.

For help with deleting a timetable that has been manually added please see the section on ‘deleting a timetable’.

Deleting a Timetable

To delete a timetable or a unit hover your cursor over the item you wish to remove and select the 3 vertical dots to
the right hand side (see figure 3). Then select remove from the drop-down list. You will be asked to confirm whether
you are sure you want to remove the timetable. To proceed select the remove icon.
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* [#] UHHL-AFB0-2  Show all n
Exercize Sciem
[#] HLoosa1 -0 Hide all
[SES & H_ES
yeaMScipe  Connact calendar

HL30044 - P

HL30054 -
HL30055 - Applied sport psychology
HL30036 - Further biomechanics

HL30062 - Interdisciplinary study

HL30109 - Contemporary research issues in
sport and exercise science

HL30110 - Research project

HL30155 - Applying psychelogy to physical
activity and health

HL30135 - Applied sport bicmechanics
HL30187 - Clinical biomechanics

NEHRMN HE A AA-

HL30188 - Environmental & occupational
. physiclogy

Figure 3: Image shows location of option to 'remove’ a timetable.

3. MyTimetable view

Desktop view

-

Mobikie - Location view  Overviin | Settings | Help | Log cut (sdsakb)

5 Day

cnday; R 20T - Suncs
Mon 27 Ape Tuar 28 Ape Wod 20 Ags Tha 30 Ape /an 1 My
800

3.Access to mobile site

1.Timetable view 2.Day
Y L
Tyt i 4.Download and R MU Stz
2000 :;::*M . ‘aa..,e.- Prts B M\;:ma- Carngisy liw
o s calendar sync. O

1100
MM Lo
WEd

Formente, 0 v
L 0em

1200

R

1300

[
3913

L ———., 6.Click on the activity
age Thastrs (ALT) to view more

information.
1600 5.Select the date
and week you
wish to view.

1500

1700

Figure 4: MyTimetable desktop view upon logging in.
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2. You can browse through days, weeks and months, or return to the current date.
3. You can access the MyTimetable mobile site at the click of a button (see section below)

4. You can export your timetable to your calendar as a subscription or download to pdf file (see section below).
Next to the export icon is the sync calendar icon.

5. At the bottom right-hand side, a calendar is available which you can use to select the date you want to view

6. Click on an activity to view it in more detail (i.e week pattern/staff allocation). You can also view the room
allocation from here.

Mobile view

MyTimetable mobile is optimised for use on mobile phones and is available at: https://mytimetable.bath.ac.uk/m

The initial home screen will initially open with the Menu options showing (see figure 5). To view your timetable
select the ‘show your timetables’ option.

Show your tmetables

¥iew single imetable

Connect to calendar app

Synchronised timetables

Méssages

Go to deskiop site

Help

Log out

Figure 5: MyTimetable mobile log in view.
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4. Exporting MyTimetable

To export your timetable to a printable PDF format click on the download icon (see figure 6) which is located on the
right hand side of the screen next to the ‘+ add timetable’ option. From the drop-down list select the desired 'PDF'
option. You will then be asked to select a date range, once selected click ‘Download’

4+ Add timetable | X

TIMETAELE

Printable PDF (week)

o Printable PDF (list)
Microsoft Excel

- G5V he

- iCalendar ral

Figure 6: view of download icon and drop-down menu options for export to PDF timetable.

5. Sync your timetable with your calendar

Outlook Office 365

Connecting your calendar

To sync your timetable with your University Outlook Office 365 calendar you will need to select the sync icon (see
figure 7) located on the right-hand side of your screen next to the download icon. From the drop-down menu select
Microsoft Outlook under the University of Bath heading.

+ Add timetable 2,

t

023
Choose timetables

L1089

Universimy oF BatH

1 ENY Microsoft Qutlook

1 ES5'  OrHER cALENDARS

| ES51 Microsoft OQutlook (desktop)

| Ess Microsoft Qutlook (web)
1 ESSI
instit  Google Calendar
| Essi Apple Calend
| Essi pple Calendar
| Ess Other
] ESSL tin e s sermenne

| ES50116 - Strategic decision making &

Figure 7: View of 'choose timetables' drop down menu.
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Once selected a pop-up window will appear (figure 8) called ‘Connect to an external calendar’. You will need to

select the timetable you wish to show on your calendar. To do this select the ‘Choose timetable’ icon in the bottom

right.
~ Connect an external calendar
- Microsoft Outlook

After connecting with Microsoft Qutlook, activities in your timetable become appointments in your main calendar. These appointments
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affect your availability, which is useful when planning meetings, and are visible to others you have shared your calendar with.
Your calendar will be refreshed periedically, so it shows an up to date timetable. Activities in the past will not be synchronised.

Any changes or deletions you perform to MyTimetable events in your Microsoft Outlook calendar will not be saved back to MyTimetable
and will revert to the original upon the next synchrenisation.

When you click Connect calendar. the synchronisation will be set up automatically.

Please refer to the help page for more information.

All of your timetables and all activity types are shown in your connected calendars Choose timetables. ..
This differs from what you see in this web application.

Cancel Connect calendar

Figure 8: View of the 'Connect to external calendar' pop-up window.

Select or de-select the calendars you wish to show in Outlook by checking or unchecking the tick box next to each
option. This is particularly important if you have manually added a programme or units.

If you have not manually added any units or programmes the only option should be your personalised timetable.
Once selected click close and then ‘Connect calendar’.

The window will then turn green and confirm that the calendar has been connected successfully. You should now be
able to view your timetable in your Microsoft Office Outlook calendar.

Your calendar will take time to update through to Outlook and should be visible within 1 hour.

Note: If once your calendar is synced you are not seeing what you expect in your Outlook calendar e.g. units missing
or too many, disconnect the calendar in MyTimetable and re-connect making sure you check the ‘Choose
timetables’ option during the connection process as this is where the calendars must be selected. Even if the
timetable is selected to show on the main MyTimetable screen it will only show in Outlook if it is selected at this
stage.

Your calendar should automatically update if there are any changes on MyTimetable. If you think your calendar is
out of date please follow the instructions for resynchronising your calendar.

Disconnecting your calendar

To disconnect your calendar from Outlook, select the sync icon (see figure 7) located on the right-hand side of your
screen next to the download icon. From the drop-down menu select Microsoft Outlook under the University of Bath
heading.

A pop-up window will then appear with the option to resynchronise your calendar or disconnect (figure 9). Select
disconnect and then choose ‘Yes, remove all activities. This will completely remove the timetable activities from
your Outlook calendar.

Please allow at least 1 hour for all activities to update.
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'/ Microsoft Outlook
@bath.ac.uk

Resynchronise calendar entirely
If the connected calendar seems outdated, you can request a full resynchronisation of all future activities in the timetables. This will

remove all these activities from the calendar and re-add your current timetables.

Resynchronise

Disconnect calendar

If you do not want the calendar to be connected anymore. you can disconnect it. You will be asked what should be done with the activities
that have been synchronised already.

Disconnect

Close

Figure 9: View of pop-up window once a calendar has been connected to Outlook.

Resynchronising your calendar
If the calendar you have connected looks outdated in Outlook you can resynchronise the calendar. This process will

d

isconnect all activities and then re-add them without having to do this process manually.

Follow the steps for disconnecting your calendar but instead of selecting disconnect select the top option (figure 9)
to ‘resynchronise calendar entirely’. This will then start the process, please allow time for your calendar to re-sync.

Google Calendar
Google Calendar supports subscribing to calendars, and therefore automatic refreshing of your timetable.

1

2.

8.

. In your browser, go to MyTimetable.

Click the 'Connect Calendar' button.

. Select 'Google Calendar' from the drop-down menu.

. Copy the URL starting with HTTP://MYTIMETABLE.BATH.AC.UK/ from the text box.
. Go to Google Calendar.

. Click the ‘+’ above ‘My calendars’ and choose ‘From URL'.

. Paste the URL you just copied into the text box and click 'Add Calendar".

After a few seconds, the timetable will appear in your calendar. If it does not, try reloading Google Calendar.

Apple Calendar

Apple Calendar supports subscribing to calendars, and therefore automatic refreshing of your timetable.

1

2

3

. In your browser, go to MyTimetable.
. Click the 'Connect Calendar' button.

. Select 'Apple Calendar' from the drop-down menu.
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4. Copy the URL starting with HTTP://MYTIMETABLE.BATH.AC.UK/ from the text box.
5. Open Apple Calendar.

6. In Apple Calendar, click the ‘File’ menu and choose ‘New Calendar Subscription....’
7. Paste the URL into the text box, then click 'Subscribe'.

8. A window with settings of the calendar subscription will appear. Set ‘Auto-refresh’ to ‘Every hour’ to keep your
calendar up to date.

9. Click 'OK' to subscribe to your customized timetable.

6. FAQs

| cannot display my timetable for the new academic year.
MyTimetable has a personal profile for each academic year. If a selection can be made between multiple academic
years, then a drop-down menu will be displayed at the top menu.

Somebody else has subscribed to my online calendar. How can | reverse this?
Each individual online calendar has a unique code. You can reset these 'personal links' by following the instructions
to reset your personal calendar subscription links.

Note: Your old online calendar's URL will no longer work. You now need to reconfigure your agenda application
and/or smartphone.

All my classes start one or more hours too late or too early.
Your time zone may be configured incorrectly. Click the 'Settings' option in the top right corner of the MyTimetable
screen and make sure the time zone is set correctly.

How often is the icalendar subscription updated?
This depends on the application you use. Google Calendar updates the timetable about every 6 hours, Microsoft
Outlook updates every hour and for Apple Calendar you can configure the update interval yourself.

My timetable in outlook/google calendar/apple calendar is not being updated or is missing activities
We advise you to reset the connection with the calendaring application.

For Apple Calendar (right click on the timetable and choose 'Delete') or Google Calendar (go to 'Settings' >
'Calendars' and choose 'Unsubscribe'). Then, in MyTimetable, reset your personal subscription links. Now you should
re-add the timetable to your calendaring application.

For Outlook calendar please follow the instructions for resynchronising your calendar.

How do | reset my personal calendar subscription links?
Click the 'Settings' option in the top right corner of the MyTimetable screen and open the tab 'Applications'. Now,
click the reset link to reset your personal links.

Note: Your old online calendar's URL will no longer work. You now need to reconfigure your agenda application
and/or smartphone.
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If your question has not been answered in the FAQ section please contact Academic Registry at
timetabling@bath.ac.uk for help in dealing with any problems or incorrect timetables.
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