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Introduction 
 
 

o This facility can be used to set up events (or appointments) with students outside normal 
teaching sessions.  The system will check their ava
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Accessing the Event Booking system 
 

� Academic staff go to the Sussex Direc
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� If you are a member of a School Professional Service Team you must first select your 

students as below. 
 

You can choose students by Programme, Course or Department and click ‘search’. All 
the students fulfilling your criteria will be displayed 

 

 
Figure 3 - Search facility for Administrators 

 
3. Creating an Event 
 

To provide the maximum flexibility, each event can have many sessions, and each session can 
contain many slots. 
 
 

a. Setting up a group event 
 

� Enter the ‘Title’ of your group event 
� Select ‘Group (Invite)’ or ‘Group (Auto Accept)’ from the ‘Event Type’ drop down  
� Select the most appropriate ‘Event Purpose’ from the list 
� Enter the date you wish your Event to take place  
� Enter the location your group event will take place 
� Enter the start and end times of the group event 
� Enter the maximum number of students you wish to attend the session (only required 

for ‘Group (Invite)’ event type 
� Click the ‘Email Invitees’ box if you would like t
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b. Setting up a One-to-One event 

 
� Enter the title of your One-to-One event 
�



Page 6 of 11 

 

 
c.  Creating a ‘record of contact’ with a Research Student 

 
This is a facility for Research Supervisors to record any contact they have had with one of their 
research students. 
 
Go to the ‘Sussex Direct/Teaching/Academic Advisees’ page 
 

Click the ‘Record Contact’ icon next to the student’s name 
 
 

 
 

 
 

Note: 
You can only record contacts that have happened today or in the past. If it is a future appointment you could 
create a one-to-one event which the student would have to accept through Sussex Direct (see above section 3b); 
or wait until the day of the event. 

 
 
 
 

Enter the details of the Contact and 
click ‘Save’. 
NB: The Student will be able to view all 
the details on contact records 
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4. Checking Student Availability 
 

� The system will check whether the selected students are available. Their study timetable and 
their event bookings will be checked. This check WILL NOT be carried out for Research 
Students as they do not have timetabled teaching sessions. 

� A red cross will indicate that a student is busy, but the system will still allow you to invite them 
to the session(s) 

� If you would like to check alternative dates then click the ‘Back’ button  
� If you are happy with your times/dates and wish to set up the session(s) click the ‘Create 

Event’ button  
 

 
Figure 4 - Event setup availability check 

 
5. Inviting Staff to an Event 
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The Student View 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The Student View 
 

• A student can accept invitations to events through their Sussex Direct timetable page  

• A personal reminder will appear on a student’s home page if they have been invited to a 
new event (with a link to their event list page) 

• If you click the email box when creating the event, an email will be sent to each student 

• If they accept an invitation to an event it will show on their study timetable. Group (Auto 
Accept) events will automatically appear on their study timetable. 

• If a student cancels (un-books) themselves from an event their booking will be removed 
from the event owner’s page. They can, however, book themselves onto another slot, or 
back on the same slot 

• If the details of a session are amended, or the event/session is cancelled the student will 
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Cancelling/Editing an Event 
 

� You can cancel or amend an event before it has started. If there are multiple sessions 
associated with the event, the start date of the first session will count as the event start date. 

� You cannot add additional sessions to an event once the event has been set up 
� An email will be sent to the student if an event is cancelled or amended.  
� In the case of an event having a date and/or time change, the status of the student will be set 

back to ‘invite’ and they can choose to accept the amended time/date. If the event is type 
‘Group(auto Accept)’ their status will remain ‘accepted’. 

 
a. Cancelling a session 

 
� To cancel a session click on the [cancel session] icon 

 

 
Figure 9 - alert of amended/cancelled event 

 
 

b. Editing a session 
 

� To amend a session click on the [edit session] icon 
� You can amend 

o The event title  
o The event purpose 
o The location  
o The date - this will set the student status back to ‘invite’ unless the ‘event type’ is 

‘Group (Auto Accept)’ 
o The start time - this will set the student status back to ‘invite’, unless the ‘event 

type’ is ‘Group (Auto Accept)’ 
� Once you have amended the details click the ‘Save’ button 
� Each student booked on the event will receive an email 
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