Request generation (AL’S) Approval (HOPP’s, Deans, Processing (Timetable
Exec) Schedulers)

Timetable change
required

Rules and processes
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effectively manage the
inbox

Schedulers check
inbox for requests
relevant to their
assigned
pathway(s)

Approver actions

Access timetable
change request on
the Nest

Forward e-mail to
Timetabling team e-
mail address

Select relevant e-
mails and move to
personal inbox

Check business
rules for type of
change

E-mail action
timeframes to
requestor within 24
Complete change hours
request form and
submit

Management and
reporting (TT Operations Process

Automatic e-mail M
n r
sent to requestor anage ) request

Exception
management
Forward e-mail to E-mail to requestor
Timetabling team e- to confirm action
mail address

Is approval
required?

Forward e-mail to Reporting Request complete
approver (as per

business rules)

MS Forms can store up to

\J 5000 submissions per form,
after that an archiving
process is required



