Faculty of Fine Arts & Music

Student bookings
in TE Reserve

THE UNIVERSITY OF

MELBOURNE

About TE Reserve

D
e TE Reserve is an effective reservation tool used for the management of shared resources
Reserve used by staff and students.

When to use TE Reserve

FFAM (Faculty of Fine Arts & Music) Students will use TE Reserve to book shared spaces applicable to
their studies at UoM (University of Melbourne) and check-in to the space to confirm its use.

Who is this guide for?

FFAM Students who need to book and check-in to shared spaces at UoM.
For booking terms and conditions, please click here.

How to use this guide

Click on the links below to navigate to a topic. Select [Back to contents] to return to the topic link selection.

Access FFAM Student Bookings FFAM Student login TE Reserve Navigation
Finding a Space to Book Find a Room Select Dates
Make a Booking Request Only Bookings
Create New Bookings
Copy a Booking Send Email
Review My Reservations Edit/Cancel Reservations

Manage Existing Reservations

Student Room Check-In

TE Reserve Support

Timetable and room bookings information for more information,
or contact the FFAM (Faculty of Fine Arts & Music) Timetable and Room Booking team.
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[Back to contents] FFAM Student login

FFAM Student login

You can access TE Reserve by clicking on the link provided on the FFAM (Faculty of Fine Arts & Music)
Current Students pages or use the link in the instructions below.

Instructions:

From the room bookings page, select (or) click here for TE Reserve.
Click Faculty of Fine Arts and Music Students Log in.

Click the TE (TimeEdit) Reserve option.

Follow the prompt to use Single Sign-On verification.

v A W N =

From the Faculty of Fine Arts and Music Students entrance, select the page you need (see FFAM
TE Reserve Navigation).

Faculty of Fine Arts and Music

@ Faculty of Fine Arts and Music > Current Students > Bookings and timetables > Timetable and room bookings information

Timetable and room bookings

The new booking system has now been launched - TimeEdit (TE) Reserve.

Get started
Class timetabling dates Reserve Guides
Find out when the class timetable planning, Make and manage your Fine Arts and Music For instructional guides on using TE Reserve
room bookings via TE Reserve. for the Faculty of Fine Arts and Music
E3 TimeEdit € Back
Select your product > Click Hereql.h’]

Planning & data collection TE
Preferences

E3 TimeEdit
Scheduling & resource management

2y co- B sonio Sign in. University of Melbourne

Blect your authentication method to start

Faculty of Fine Arts and Music Students

I Authenticate with Login PROD SSO

i Authenticate with TimeEdit | login

Analytics & reporting

This site uses cookies to handle login
@ Reporting Q | E
culty of Fine Arts and Music Students

Administration

|E| Admin

Welcome FFAM Students

ALL STUDENTS MELBOURNE CONSERVATORIUM OF MUSIC VICTORIAN COLLEGE OF THE ARTS

Check-in Music Undergraduate Design and Production Bookings
Developed with @ in S| =] = i £ Pesig =
Check-in opens 5 minutes before the start time
of your reservation, and you will have 15 . ) . )
minutes to check-in. 5, Music Postgraduate {3 Film and Television Bookings
Including Chamber Music leaders.

{5 Same Day Bookings
Symphonic Ensembles 8 Performing Arts Bookings

My Reservations (TE Reserve)
Performance and Practical Music %Visual Art Bookings

Location overview

BOOKING REQUESTS RESEARCH TIMETABLES
Request only locations Research Bookings fiz5 View Timetable by Area of Stud
q ¥ 8 =) ¥ y

FTV studios and performance venues are
available by request.

Tip: Once you have signed in for the first time, save this page to your Web browser favourites.
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[Back to contents]

FFAM TE Reserve Navigation

FFAM TE Reserve Navigation

The FFAM (Faculty of Fine Arts and Music) Students entrance, provides links to all the pages available in
TimeEdit for FFAM students, you have access only to those that apply to your area of study.

The icons next to the link descriptors, provide a visual of the three different page types.

% Booking Pages used to find/book spaces applicable to your area of study.

% To Check-in to a room at the start of your booking.

To view existing Bookings and Timetables (see TE Viewer guides).

Booking Page Navigation

[@Location overview Check-in My Reservations  Chamber Music Leads

For booking terms and conditions, please click here

Can't find a room for today? Go over to Same Day bookings

BUILDING NUMBER SPECIALISED LOCATION ATTRIBUT

Building Number w Specialised Locati e

?LOCATION

?Showfilter |
(q 4-10Mar l > |

% Week |

Monday 4/3 Tuesday 5/3 Wednesday 6/3

Classroom

E
Music
Therapy

Music Studio

a E pra pmﬂ‘

(t\( (t\( Fm
j Time Rules

PAR-141-1-101 (20)
Ens

PAR-141-2-201-Tutorial Room 1 (10)

PAR-141-2-202-Tutorial Room 2 (10)

PAR-141-2-219-Ensemble Room (10)
Pmrm Grandx1

Show more search results

Thursday 7/3

Pra[Pra
ctis| ctis

Wo[ap
1ld |plie

Friday 8/3

Music
Therapy

plie

Pra|Pr
ctis| ac

My reservations

Location
STH-880-8-813-Percussion Studio(3)

Time Title (can be seen by others) Booking Type

06/03/2024 08:00 - 10:00 Drum Practice Practice

a 05/03/2024 09:30-11:30 Drum Practice Practice STH-880-8-813-Percussion Studio(3)

Number of Attendees, Length

2
2.00

2
2.00

CheckIn
Locked 06/03/2024 07:55 - 08:10

Locked 05/03/2024 09:25 - 09:40

how more reservations

Sum length 7.00

Note: Booking pages, may vary slightly to the example shown here.

a | Quick Links to other pages and to view Terms & Conditions.

b | Search Fields and Filters.

¢ | Show Filter provides more search filter options.

d | Select Dates using the calendar or arrows.

e Select full week view or day view.

f Location name, description, and capacity.

g | Grey space shows times unavailable for booking.

h | White space shows availability.

i Click & to open the request bookings calendar in a new window.

j The Time Rules applicable (not shown), will appear here.

k | Show more search results to provide further location options available.
| My Reservations list shows a section of your existing reservations (confirmed bookings).
m | Click Show more Reservations to view all your existing reservations.

FFAM Student Bookings in TE Reserve
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[Back to contents] Find a Room

Find a Room

By default, all rooms available to an individual’s particular area of study, appears when you open
the booking page. To create a more defined list of search results, there are several filter options.

4 | d N
" BUILDING NUMBER CAMPUS
I SPECIALISED LOCATION ATTRIBUTE | " BUILDING NAME
LOCATION L
Building Number w Specialised Locati w Campus v BuildingName  w
[LOCATION TYPE | CAPACITY | SHOW AVAILABLE WITHIN TIME INTERVAL |
1 Location Type A4 0 - 400 v - vioowv

Search Location Keywords

In the Location search field, you can use keywords that apply to the Location name.

Instructions:

s peion

1 | Typein all or part of the Location Name.

2 Click Search.

e.g. Type Percussion, to view rooms with the word Percussion in the title.

OCATION
q:ercussion | I

Result: The results list now shows locations that include the characters typed into the search field.

Percussion Studio

PAR-141-1-121-Melba Percussion Room (0) TWi Worll [ Worls Choit Prac Prac
vosd | d irl, ) tice tice
- o = P T N

STH-880-8-813-Percussion Studio(3)

w
Tom

STH-880-8-821-Percussion Studio (26) P P | Perc a wo i@l gl
Piano Upright x 1 " ra erfussi OF Prac | | OF iTL
B 4 S WU - SO ico e o o
STH-880-8-824-Percussion Studio (0) MT aa & ‘a a
Pra| Maji AD B iTL L
=2 S —
STH-880-8-831-Percussion Studio (0) P|MT ﬁ M M ﬂ MT
Maj| ra| Praj 8] Booking T T| A OF Prac
4| 4 5 pliL -

Search Capacity

Enter the minimum and maximum numbers for Capacity to locate a room to accommodate.

CAPACITY

Search Available within a Time Interval

To find rooms available within a particular time range.

SHOW AVAILABLE WITHIN TIME INTERVAL 10:00 - 15:00

10~ 00~ - 15+~:00~
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[Back to contents] Find a Room

Use Search Filter Menus

Select options from the drop-down menus or type to refine your search. Select one, all or a
combination of the various categories. The more information provided, the better the search results.

Instructions:

1 Click on the drop-down menu.

2 | Click on the arrow or start type in your search criteria (Select Show Filter for more filters).

Tip: You can scroll through the drop-down menus to explore all the options for each or click in the search
box and start typing the object you are looking for.

SPECIALISED LOCATION ATTRIBU

LOCATION TYPE

| Show filter |

O

Piano Concert Grand x 1

(] Reception

(] Room

Small Music Studio

Piano Concert Grand x 2

Piano Grand x 1

Piano Grand x 2

Small Piano Studio

U Piano Uprightx 1

Specialised Room _ _
D Piano Upright x 2

Student Studios

e.g. To find a room for 4 people to rehearse in, that has a mirror and a piano in Southbank.

BUILDING NUMBER SPECIALISED LOCATION ATTRIBUTE CAMPUS

Building Number w Mirror Southbank
Piano Concert ¢ Q search v
Piano Concert (
Piano Grand x 1

CAPACITY biano Grand x| - SHOW AVAILABLE WITHIN TIME INTERVAL 10:00 - 15:00
1 |- 4 PianoUprightx 10v:00v| -[15+v ;|00 v

Piano Upright x
Q Search

Result: A more condensed list, with the criteria set, making it easier for you to see locations with
availability to suit your requirements.

STH-862-0-103 (4)
Mirror Piano Upright x 1
STH-862-0-110 (4)
Mirror Piano Upright x 1
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[Back to contents]

Select Dates

Use the calendar to set the dates (by day or week) you want to view availability for.

Instructions:

Select Dates

1 Select the calendar icon.

2 Use arrows to select the months, then click on the date.

3 | Select to view the calendar by Week or Day format.

13- 19 May > week [EXNY
Friday 17/5
Mo Tu We Th Fr Sa Sy [PEEEEEmwmmesmsm
Classroom
1 2 3 4 5
6 7 8 9 10 11 12
Workshop
13 14 15 16 17 % 19
W
[ 20 21 22 23 24 25 26
dio Snl 27 28 29 30 31 Small Music Studio
= =

Result: The location/s display to show availability for the Week or Day you have selected.

Week View:
< 13-19 May > Week |
Monday 13/5 Tuesday 14/5 Wednesday 15/5 Thursday 16/5 Friday 17/5 Saturday 18/5 Sunday 19/5
Classroom Classroom Classroom Classroom Classroom Classroom Classroom
PAR-141-2-201- Tut Workshop
Tutorial Room 1 o
Day View:
< Wed 15 May 2024 > = | oay | |
9 10 11 12 13 14 15 16 17 18 18

PAR-141-2-201-
Tutorial Room 1

Tutorial Tutorial Workshop

FFAM Student Bookings in TE Reserve
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[Back to contents] Make a Booking

Make a Booking
Once you have found an available space, you can then create a new booking.

Instructions:

Open the Terms and Conditions, to ensure you have read and can agree to these.

Use instructions to Find a Room and Select Dates.

1
2
3 Click in the free (white) space (see TE Reserve Navigation), to open the booking form.
4 Fill out the Booking Form.

5

Click Reserve.

on 4 March 2024
4

egin End
| or booking terms and conditions, please click here I 09:00 v 10:00 v
OCATION BUILDING NUMBER SPECIALISED LOCATION ATTRIBUT Location
Building Number w Specialised Locativw Hide filte| | STH-880-8-813-Percussion Studio(3)

Booking Type*

LOCATION TYPE CAPACITY SHOW AVAILABLE WITHIN TIME INTERVAL Mandatory. Click to select

Location Type v 0 - 400 H - d

e v v g v Add additional attendees:
Click to select
< Mon 4 March 2024 >

Terms and Conditions*

wio 7 8 9 10 11 12 13 14 15 Mandatory. Click to select

Title (can be seen by others)*

Percussion Studio]
. . Mandatory
STH-880-8-813-Percussion Studio(3) :00 - 7] Mon 4/3
10:00 Drum !

" " 5 Number of Attendees™
STH-880-8-821-Percussion Studio (26) Percussion
Piano Upright x 1 Classin il Mandatory
Description

Reserve

Result: You have completed a booking reservation. If you would like to send confirmation of the reservation
to yourself or a colleague, see send email.

Note: Students must check-in to a room on arrival, to allow for any rooms not being used to be released for
others to use, see Check-In for further instructions.

X
Thank you for your reservation!
= 09:00-10:00
4 Title (can be seen by others) Practice
Location STH-880-8-813-Percussion Studio(3)
Mar2024 Booking Type Practice
wl0 Number of Attendees 2
Check In @ Locked 04/03/2024 08:55 - 09:10
Show reservation information
Send email

Make more reservations

Tip: If you need to make more than one booking, click on Make more reservations and your booking
details will remain in the booking form for all additional bookings made.
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[Back to contents]

Request Only Bookings

Request Only Bookings

The Request Only bookings page, allows you to request the use of spaces that require further approval.

Instructions:

1 Open the Request Only Bookings page, then use instructions to Find a Room and Select Dates.

s W N

Click Reserve.

Check begin/end times are correct, add details (ensure all fields are completed).

Click in the free (white) space (see TE Reserve Navigation), to open the booking form.

Request only locations

o

Bio Box Hearing Aid Loop Piano Grand x 1, Southbank Film

LOCATION LOCATION TYPE CAPACITY d&ﬂn End
Location Type v 8:00 v 19:00 v
Location
< 11-17 Mar > {|Request PAR-141-1-117-Melba Hall (323), Melba Hall ... Week
Monday 11/3 Tuesday 12/3 Wednesday 13/3 il Booking Type 1 Sunday 17/3
£ sz | Booking e
141 141 141 1 X 141
EI H D Title (can be seen by others)*
Request PAR-141-1-117-Melba Hall (323) _ BC Re| . . e
Melba Hall Music Building Musical Theatre production rehearsal -
861 861 861 } Provide a brief description of the activity 861
Request STH-861-0-101A-Federation Hall E E:] E E [‘:} 1Fa First rehearsal, incl lighting settings
Foyer (0)
Request STH-861-0-147-FTV Studio 1 (30) Tid
Southbank Film & Television Building 4
Request STH-861-0-152-FTV Studio 2 (30) .
Southbank Film & Television Building Number of Attendees’
Request STH-861-1-205-Federation Hall (220) || [qv] [C 45

Result: Your Request has been submitted for consideration and you will receive an outcome in a few
days. Requests not yet confirmed appear in your My Reservations list in purple.

My reservations
Booking Typ Number of Atten
Time Title (can be seen by others) e Location Provide a brief description of the activity dees
17/03/2024 14:00-16:00 Musical Theatre production Booking Request PAR-141-1-117-Melba Full dress Rehearsal 45
rehearsal Hall (323)
16/03/2024 15:00-18:00 Musical Theatre production Booking Request PAR-141-1-117-Melba Full dress Rehearsal 45
rehearsal Hall (323)
11/03/2024 15:00- 16:00 Assessment Booking PAR-141-2-207 (2) Make sure to bring your assessment sign off. 2
11/03/2024 14:00- 15:00 Assessment Booking PAR-141-2-207 (2) Make sure to bring your assessment sign off. 2
FFAM Student Bookings in TE Reserve Page 8 of 14
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[Back to contents] Copy a Booking

Copy a Booking

If you need to request Multiple days for the same event at the same location and time, you can copy the
booking in TE Reserve.

Instructions:

Click on your reservation either in the calendar or Review My Reservations.

1

2 Click the Add to Calendar L® icon.

3 Select the additional days you want to request a booking for.
4

Select Copy.

! If you receive a There is no available time warning, deselect the date and choose another.

< Wed 17 April 2024 > prm—
wednesday

1 12 13 14 15 1

Intensive Roon Apr2024

wié
PAR-104-1-103-

Collaborative Learning fve 1 1 2 3 4 5 6 7
Space (30) REQUEST Lvel
Evef 4 & 9 10 11 12 13 14 jilcom

Result: The additional days are booked in and have been added to your list of reservations.
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[Back to contents] Send Email

Send Email

To provide a confirmation of your booking, updates, or cancellations, you can send a copy by email.
Instructions:

1 From the reservation confirmation pop-up, select Send as Email.

2 In the email panel, add Email Address/es.

Note: For more than one email recipient, leave a space in between each email address. It is
important that you do not use any commas or semi-colons.

3 Add any extra details you want the recipient to see.

4 Click Send Email.

X
Thank you for your reservation!
R 09:00-10:00
4 Title (can be seen by others) Practice
Location STH-880-8-813-Percussion Studio(3)
Mar2024 Booking Type Practi X
w10 Number of Attendees 2 -
-mail address
Check In & Lod michelle.andersonl@unimelb.edu.au jack.jill@unimelb.edu.au
Show reservation information )
Send email Subject
TimeEdit - Confirmation of reservation

Make more reservation
Message

This is a confirmation of your reservation in TimeEdit.

University of Melbourne

Send email

Result: Your email recipient/s will receive an email confirming you have made a booking or changes to a
booking.
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[Back to contents] Review My Reservations

Review My Reservations
Review all your existing bookings, via My Reservations.

Instructions:

e peion

1 Scroll to the bottom portion of the booking page.

2 | The last five bookings you made will show here to view more, click Show More reservations.
3 Choose Graphical view to view as calendar or Text View to view as a list.
q

Click on the Reservation you want to view.

LOCATION BUILDING NUMBER SPECIALISED LOCATION ATTRIBUT
Q_ search Building Number w Specialised Locati w Show filter
wio 7 s 9 10 u 1 153 u 15 3 7 1 20 b n
Music Studio

PAR-141-2-219-Ensemble Room (10} Practise a

e A g ol W W e e i PP g W ¥

My reservations
Title (can be seen by other Number of Attendees, Lengt
Time s) Booking Type  Location h  Checkin
07/03/2024 18:00-19:00 Practice Group Booking  PAR-141-1-101 (20) 6 Locked 07/03/2024 17:55 -
a .
100 1810
07/03/2024 08:00-09:00 Practice Group Booking  PAR-141-1-121-Melba Percussion Room & Locked 07/03/2024 07:55 -
a (0) 1.00 08:10
04/03/2024 09:00- 10:00 Practice Practice STH-880-8-813-Percussion Studio(3) 2 Locked 04/03/2024 08:55 -
& 100 09:10
06/03/2024 08:00-10:00 Drum Practice Practice STH-880-8-813-Percussion Studio(3) 2 Locked 06/03/2024 07:55 -
a .
200 08:10
05/03/2024 09:30-11:30 Drum Practice Practice STH-880-8-813-Percussion Studio(3) 2 Locked 05/03/2024 09:25 -
a :
2.00 09:40
2 Sum length 7.00

Show more reservations .

Back
Time Title (can be seen by others) Booking Type Location Number of Attendees, Length  Check In
' Drum Practice ’
o ckico, e Practice STH-880-8-813-Percussion Studio(3) 2 Locked 04/03/2024 08:55 - 09:10

12:00 - 13:00 Drum Practice Practice STH-880-8-813-Percussion Studio(3) 2 Locked 04/03/2024 11:55-12:10

1.00
Tue 05/03/2024
ﬂ 09:30- 11:30 Drum Practice Practice STH-880-8-813-Percussion Studio(3) 2 Locked 05/03/2024 09:25 - 09:40
2.00
Thu 07/03/2024
ﬂ 08:00-09:00  Practice Group Booking PAR-141-1-121-Melba Percussion Room (0) 6  Locked 07/03/2024 07:55 - 08:10
1.00
ﬂ 18:00-19:00  Practice Group Booking PAR-141-1-101 (20) 6 Locked 07/03/2024 17:55 - 18:10

1.00
[4 Link to this pag !l Graphical|

Result: You can now view your booking, see Edit/Cancel Reservations to cancel or make changes.

X
12:00-13:00 [£3
4 en by Drum Practice
Mar2024 Booking Type Practice
wl0 Location STH-880-8-813-Percussion
Studio(3)
2
Length 1.00
Check In @ Locked 04/03/2024 11:55 - 12:10
Show reservation information
Send email
Edit / Cancel reservation
%)
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[Back to contents] Edit/Cancel Reservations

Edit/Cancel Reservations
Amend a booking or cancel it if it is no longer needed.

Instructions:

1 See Review My Reservations to locate the Reservation (booking) you need to amend.

2 Click Edit/Cancel Reservation.

4a To Edit, make required amendments to the reservation.
3b Click Done to save changes.

4a To Cancel, click Cancel Reservation.

4b Are you sure you want to cancel the reservation? appears, Click Cancel reservation.

04/03/2024 Ed't

4 egin End

12200+ | 13:00 v
Mar 2024 = m

wl0 i
Location
Back . .
2 12:00-13:00 £3 m STH-880-8-813-Percussion Studio(3) = Cance'
Time Title (can be seen. 4 t Drum Practice .
he Booking Type k. m

a .
| B pactice | TR King Ty Practice Practice = ®
. i |
wio kot STH-880-8-813-Percul Terms and Conditions
=axdioB) on Studio(3) =

12:00-13:00  Drum Practice l accept (hover here to view terms and con...

1.00 Add additional attendees:

Tue 05/03/2024
B Locked 04/03/2024 Click to select

09:30-11:30  Drum Practice
a how reservation information

fitle {can be seen by others) |Drum Practice fiew terms and con..

Wed 06/03/2024 end email
2 | Number of Attendees 2 |
08:00 - 10:00 Drum Practice " " S:
a e Show reservation information o

& I
Cancel reservation 4a Done Bers) Drum Practice

numperor 2

Show reservation information

Done

a |
ou sure you want to cancel the reservation?

ancel reservation

Result: Reservation has been edited or cancelled, see Send Email if you need to notify someone, if the
location is unavailable, return to the booking screen to Find a Space.

cloud.timeedit.net says

Unable to create reservation. The time is occupied because the
University of Melbourne following objects are already booked: PAR-141-1-101 (20)

g
Today < Mar > -
Back I
| =]

LTSRS 21/03/2024

21 Begin End

ol o '
Mar2024 |1500v) 1800~ m
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[Back to contents] Student Room Check-In

Student Room Check-In

Students must check-in to a room on arrival, check-in will be opened (unlocked) 5 minutes prior to the start
time and remains open for 15 minutes. If you do not check-in within this time the booking is cancelled, to
make it available for others to use.

Check-in instructions and a QR code are located near your booked room, or see Check-in to your Booking,
for more information.

Instructions:

1 Scan the Check-In QR code, located near your booked room and FFAM Student login.

2 The Check in page will open

! The lock icon @ indicates that check-in is not yet available, wait until check in start time, then
refresh your window.

Check-in

Check-in opens 5 minutes before the start time of your reservation, and you will have 15 minutes to check-in

Music Undergraduate  Music Postgraduate ~ Research

Design & Production FTV  Visual Art Performing Arts

For booking terms and conditions, please click here

Forgot to check-in? Book again with Same Day bookings

Time Title Mandatory Activity Type Location Check In
(VI Fri 01/03/2024 2

. 12:45-13:45  Practice Practice PAR-141-2-202-Tutorial Room 2 (10) .
= Confirm

® Modified within the last hour.

[7 Link to this page 8 Graphical

Time Title Mandatory Activity Type Location Check In

IYCI Fri 01/03/2024

” ﬂ 12:45-13:45  Practice Practice PAR-141-2-202-Tutorial Room 2 (10) Locked 12:40 - 12:55

Result: Your booking will appear as confirmed in TE Reserve.

Time Title Mandatory Activity Type Location Check In
N Fri01/03/2024
* 28 12:45-13:45  Practice Practice PAR-141-2-202-Tutorial Room 2 (10) Confirmed
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Copyright Disclaimer

Version: TBC
Date of Approval: TBC
Author: Michelle Anderson | Instructional Designer

Copyright Notice

© The University of Melbourne — Faculty of Fine Arts & Music Timetable & Room Booking Team, 2024.

This work is protected by copyright. Unless indicated otherwise, The University of Melbourne, Faculty of Fine Arts
& Music owns the copyright subsisting in the work.

You may reproduce the work in whole or reproduce individual copy of the master for non-commercial education
purposes only, subject to the inclusion of an acknowledgment of the source(s). Other than for the purposes
indicated above and as permitted under the Copyright Act, you are prohibited from downloading, republishing,
retransmitting, reproducing or otherwise using any of the materials included in the work as standalone files.

Requests and inquiries concerning reproduction and rights should be addressed to,
The Faculty of Fine Arts & Music Timetable & Room Booking Team - The University of Melbourne VIC 3010

Email: fineartsmusic-bookings@unimelb.edu.au

All materials are correct as of February 2024.
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