How to Book an Appointment for International Check-in

1. Login to MyEd — www.myed.ed.ac.uk
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3. Click on Teaching and Research and then select Timetables from the drop down menu. The
Timetables app will launch.
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4. Atthe top of the page, click on My Groups
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5. Click Open to see available bookings. Scroll down to the date you want to book and click
‘Choose a Group’. A pop-up window will appear with all of the times available on that day.
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6. Scroll down to the time slot you would like to book and click ‘Select’. At the bottom of the
pop-up page, click ‘Confirm my Selection’
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7. You will see a message to confirm ‘Self-Enrol Complete’
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8. To view your booking, click on Timetables at the top of the page and navigate to the date of
your booking. You should see a small line, at your booking time. Click this and a pop-up page
will appear. This displays the details of your appointment and any relevant notes.
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Your booking will also be visible in our Outlook/Microsoft 365 calendar.



