Universitat
J Zurich™

Zentrale Informatik — Business Applications

Instructions for Module Booking

A short introduction to the functions available in
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Instructions for New Module Booking

1. Search and select: Search for and select the desired modules in the course catalogue
2. Book or request: Book or request the desired modules in the “Noted Items & Module Booking” app
3. Review and modify: In “My Modules,” review whether the desired modules have been booked or

requested and make changes to the requests or bookings if necessary
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Booking Modules, Request Modules & Application Modules

1. Booking modules: Booking modules do not have a restricted number of places and are booked
during the booking period, as before (link to “MB deadlines”). Sufficient places are available.

2. Request modules: Request modules have a restricted number of places and can be requested
during the request period (link to “MB deadlines”). Places are assigned on the basis of the criteria
published in the course catalogue.

3. Application Modules: Application modules have a restricted number of places and can be
requested by submitting an application during the request period (link to “MB deadlines”). The places
are assigned manually. If specified in the course catalogue, documents must be submitted. These
documents can be uploaded during the application process.
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Overview

In the course catalogue: create a list of noted items by selecting the desired modules

When the booking period is open, you can book the booking modules (modules without restricted places) directly via the list of noted items in the “Noted
Items and Module Booking” app. Courses without any options are booked automatically. If a module has course options (e.g. different times for practical
courses), a pop-up will appear and an available course or course package must be selected and booked. The selection can be modified during the booking
period in the “My Modules” app. Booking modules that have been booked can be canceled during the cancellation period in the “My Modules” app.

When the request period is open, you can request a place in application modules and request modules (modules with restricted places) via the list of
noted items in the “Noted Items and Module Booking” app. If different courses or course packages are available, preferences can be indicated. If you
request a place in several modules, the modules must be ranked in order of priority. Each priority level can be indicated only once.

In the case of application modules, documents may need to be uploaded to support your application if so specified in the course catalogue.

Requests for a place in request or application modules can be withdrawn during the request period via the “My Modules” app. In addition, changes to the
order of priority or the preferences for specific course times can be made in the “My Modules” app.

The date on which places are assigned is shown in the course catalogue: places are assigned on the basis of the priorities indicated by students or in
accordance with the assignment criteria specified in the course catalogue. After this date, students can see whether they have been assigned a place
based on the status (booked, waiting list, not assigned) in the “My Modules” app. If the status changes, students are informed by e-mail.

A booking (i.e. allocated place) in a request or application module can be canceled during the cancellation period.

During the waiting list progression period: If a place booked in a request or application module is canceled and there is a waiting list, the first student on
the waiting list will progress up the list and be booked into the place that has become available.

Students who have progressed from the waiting list into the module can cancel the automatic booking in the “My Modules” app during the cancellation
period for request and application modules. At the end of the waiting list progression period, students have three days before the start of lectures to cancel
the booking.

Students can delete their waiting list places in the “My Modules” app to avoid being booked onto a module automatically.

In the app "My modules", registration for a repeat exam can be booked if the whole module does not have to be booked again. The module that has to be
repeated is made available for booking only to students who are entitled to take the repeat exam.
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Places restricted / Not restricted?

£ UZH UZH Course Catalogue Q ® DE 8 < UZH UZH Course Catalogue Q @® DE 8

Description Description

|
| |
Number of participants: ~ No place restriction Number of participants: 60
] Module coordinator:

Procedure assignment:

The actual number of participants
is shown for modules with
restricted places.

The number of participants shows
whether places in the module are
restricted or not,
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Request Module: Who is Allocated a Place?

Description

< UZH UZH Course Catalogue Q ® DE A&

« The better the student fulfills the criteria,
the greater their chance of being
allocated a place.

« If there are no specific place assignment
criteria, students who have indicated

° that the module is high priority for them

will be the first to receive a place.

<)}

Number of participants:
Module coordinator:

Procedure assignment:

8/18/2022

The relevant place assignment
criteria are shown for modules
with restricted places.
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Application Module: Who is Allocated a Place?

< U z H UZH Course Catalogue

Description

* Places are assigned
manually by the person
responsible.

* Any information/documents
needed to evaluate the
application will be indicated

Number of participants: 60 in the course catalogue
Module coordinator: under the corresponding
Procedure assignment:  manual place allocation module
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Login Student Portal

1. Study
UZH Course Search My Curriculum My Schedule Noted Items &
Catalogue UZH Course Courses Module Booking
Catalogue
= & ER
My Modules My Transcript of My Bans My Documents OLAT
Records
Qll
MOOC Evalation of Study Progress /
Teaching Restrictions
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Course Catalogue

UZH tome Qa ® DE &

1ot Search and Select

UZH Course Search My Curriculum My Schedule Noted Items &
Catalogue UZH Course Courses Module Booking
Catalogue

& 2

My Modules My Transcript of My Bans My Documents OLAT
Records

Ql

MOOC Evalation of Study Progress /
Teaching Restrictions
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Course Catalogue — Module Booking Deadlines

< U z H UZH Course Catalogue

Request period:
Place allocation at the latest:
Waiting list progression period:

Cancellation period:

Organization

The various deadlines for a module can
be found on the “Organization” screen.
If places in the module are restricted,

other types of deadlines
will be shown.
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There is a request deadline for modules
with restricted places (request/application
modules). Requests/applications for a
place may be submitted prior to this
deadline. It does not matter when the
request is submitted during the request
period. The place assignment criteria and
the priority level indicated by the student
are relevant for the assignment of places
for request modules.

Booking modules can be booked at any
time during the booking period. The
booking rules must, of course, be met in
order to be able to book a place.
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Course Catalogue — Search and select

< U z H Search UZH Course Catalogue

Search Modules =

Serach for Title, Short, Description

Academic Level: Faculty: Offering Organization: Module features: ETCS:

Modules

Title/Short module Category Faculty ETCS Note

% | Search for and select the desired
modules in the course catalogue.
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Noted Items & Module Booking App

UZH Home Q @® DE &

1. Study Book or Request
UZH Course Search My Curriculum My Schedule Noted Items &
Catalogue UZH Course Courses Module Booking

Catalogue
= & ER
My Modules My Transcript of My Bans My Documents OLAT
Records
Ql
MOOC Evalation of Study Progress /
Teaching Restrictions
8/18/2022 Instructions for Module Booking
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Noted Items & Module Booking App — Book, Request, Apply for a Module...

I
]
T
I — —
— (1] Book Module |
—
I
— —
I Request Module
I
P
—
I (2 Apply for Module
I
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Noted ltems & Module Booking App — Book a Module

|+r’j\| Book Module }

,

[ Request Module ]

[f-f} Apply for Module
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Noted Items & Module Booking App — Book a Module:

Select Course If There Is a Choice

Book course packages
My Schedule

Book module Cancel
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If a module has course options (e.g. different
times for practical courses), a pop-up will
appear and an available course or course
package must be selected and booked.
Details on the course packages can be
accessed by clicking on the arrows on the left-
hand side.

The selection can be modified during the
booking period in the “My Modules” app.
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Noted ltems & Module Booking App — Request a Module

[ﬁ Book Module J

l Request Module

[f—} Apply for Module
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Noted Items & Module Booking App — Request Module:
Indicate Preferences for Events

Preferences can be indicated for courses or

course packages if a selection is offered.
“No preference” means that the student has
no special preferences regarding an course,

My Schedue and therefore, no specific course will be
- sookingpreference | _low | medium | high given preference. If a student would prefer
not to attend a certain course, the
S sookingpeterence [ _low | medium | high preference should be set to “low.” “High”
means that this course is preferred. It is
, soongreterne {_iow | medium | g possible to select the same preference
multiple times. It cannot be guaranteed that

Booking preference | ow medium i . “ 1] .
> e a course with a preference set to “low” will

not be booked. In general, students are not
entitled to a place in a specific course.

For course packages, the arrows (on the
left-hand side) can be used to view the
details of the course package.

Close

8/18/2022 Instructions for Module Booking Page 17



Universitat
Zurich™

Zentrale Informatik — Business Applications

Noted lItems & Module Booking App — Prioritizing Request Modules

< U z H Noted Items & Module booking Q ® DE &

Note Entries [f] Delete All Note Items

Fall Semester

111

A

Requested Modules (limited number of participants)

Requested Modules (limited number of participants)

Fall Semester

1 Al v

Courses

Courses

1

X
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If multiple request modules
are requested, these should
be arranged by order of
priority. Each priority level
can be indicated only once.
New requests are added at
the bottom of the list and a
higher priority can be
assigned if required.
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Noted Items & Module Booking — Request Application Module

[ﬁ Book Module ]

[ Request Module

[ff} Apply for Module
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Application Module: Submission of Additional Information

L4 U z H Meted tems & Module booking

Documents

Documents

Upload

Remarks / Notes

B | U T =~

8/18/2022 Instructions for Module Booking

For application modules, comments can be
added and documents (PDF files) uploaded.
Information on whether documents must be
provided, and if so, which ones, can be
found in the module description in the course
catalogue.

Uploaded documents are immediately
available to the UZH employees responsible
after they have been uploaded to the
system.

Comments must be saved by clicking on the
“Save” button. Up to 500 characters can be
entered. The counter is updated by clicking
outside of the text field. The “Save” button
can also be activated by placing the cursor
outside of the text field. The text in the
“Comments” field must be saved after it has
been entered and is then visible to UZH
employees.
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My Modules App

UZH tHome Q ® DE 8

1. Study

UZH Course Search My Curriculum My Schedule Noted Items &

Catalogue UZH Course Courses Module Booking
Catalogue

= ® ER

Review and modify

My Modules My Transcript of My Bans My Documents OLAT
Records

Q)

MOOC Evalation of Study Progress /
Teaching Restrictions
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My Modules App — Overview of Requests and Bookings

A
C
N
-
&
=
2
3
2

|
v
Change priority Status
|
— - Requested
| | L
Wating list
Change priority Status
|
|
|
[ Booked
|
I

&

=

=

Q @® DE &

Detail

Detail
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Withdraw requests,
delete waiting list places if
necessary

Cancel booked modules
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My Modules App — Overview of Requests and Bookings

< UZH MyModules a ® DE &

]
———— p— _ If multiple request modules have
— (A e been requested, the priority
levels indicated can be changed
| | ting list = - - )
e during the request period via the
arrow buttons.
|
|
Booked
[ ]
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My Modules App — Book a Different Course / Change Preferences

< UZH My Modules Q @ DE &

Requested Module (limited number of participants)

Requested Module (limited number of participants) Refresh priorities

)

Courses | Requested
Courses [ | Requested
Courses [ ] Requested
Courses [ | Requested
Courses [ | Requested

i

@ @ E

)
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My Modules App — Book a Different Course

1Y Change course 4 ¥ Change course
My Schedule My Schedule

v v v v v

vV vV VvV

Book module  Cancel Book module  Cancel

» After clicking on the “Change course” or “Change course package” button, a pop-up will appear in which a different
course can be selected and booked.

* For booking modules, a different course/course package can be selected and booked during the booking period, as
long as the capacity limit for the desired course has not been reached.
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My Modules App — Change Preferences for Courses

< UZH mymodutes CHNGILE  «  After clicking on the “Course” button, a pop-

up will appear in which the preferences for

request and application modules can be

changed.

coumepacages N  Preferences can be indicated for courses or
course packages if a selection is offered.

’ wanertes (i [ KL v | “No preference” means that the student has

S sokrg e, QR o [ vgr | oy | no special preferences regarding an course,
and therefore, no specific course will be

5 sooking preernce: | ow [ e | nopret | given preference. If a student would prefer
not to attend a certain course, the

> soking rterece: (o | medium | g preference should be set to “low.” “High”

means that this course is preferred. It is
possible to select the same preference
multiple times. It cannot be guaranteed that
a course with a preference set to “low” will
not be booked. In general, students are not
entitled to a place in a specific course.

Cancel
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My Modules App - Switching to the Detailed View

< U z H My Modules Q ® DE A&
]
N
|
Change priority Status Cancel Detail
| =
— - Requested ;
| | =
Wating list >
|
Change priority Status Cancel Detail
|
| -
— - Booked
|
|
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My Modules App — Booking Module: Detailed View

< UZH My Modules

Course choices: |

Lecture with Practical Exercices
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Booked courses can also be
changed in the detailed view of
the booking modules during the
booking period.

If there is no choice of courses,
the course(s) booked will be
shown.
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My Modules App — Request Module: Detailed View

i
* In the detailed view of the request

modules, the preferences for
various courses can also be

changed during the request

period.

« If there is no choice of courses,
the course(s) booked will be

? shown.

« If the status of the request
module is “booked”, the
course booked will be visible
In the detailed view.

Course packages

— ] s
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My Modules App - Application Modules:
Detailed View

+ During the request period,

comments can be modified and
documents (PDFs) uploaded or
deleted for application modules.

» Uploaded documents are

Documents immediately available to the UZH
employees responsible after they
have been uploaded to the
system.

« Comments must be saved by
clicking on the “Save” button. Up
to 500 characters can be

e S W 2 entered. The counter is updated
sl e FEr=EEE = by clicking outside of the text
field. The “Save” button can also
be activated by placing the cursor
=) outside of the text field.

Documents

No data

Browse...

—

‘j Upload

1]
[N
™
il
U8
8%
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My Modules App — Booking Repeat Exam

< UZH wymodules a ® DE &

* In the app "My modules", registration
for a repeat exam can be booked if

| Registration repeat exmination | the whole module does not have to

be booked again. The module that

has to be repeated is made available

for booking only to students who are

entitled to take the repeat exam (the

Registration repeat examination

| B — Booked @
module has status "completed
T —— pooked @) unsuccessfully” or "cancelled”).
» Within the deadline registration for
R —— i ) the repeat booking, the booking of
‘ the repeat exam can be deleted if
I fnded @

succsess
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