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Background 

• Massive build-up  of students in corridors trying to add 
their name to a printed sheet on the door of the 
academic’s office 

• Reproduce the model of a printed piece of paper online – 
keep the simplicity 

• Be able to use it for all sorts of sign-ups, groups, 
appointments etc., not just tutorials 

• Problem of limited access times and remote access 

• A way of printing out copies of the lists so students can 
physically sign in when attending the session 
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What we did 

• Written originally in the Business School’s own system Nexus 

• Bespoke plugin created by Moodle team working with 
Business School  – can now be used by the whole University 

• Freeform design so you can use it for anything 

• Solves the problem of limited access, as staff and students 
can access it whenever, wherever 

• Can print out lists in name order or signup order, and also 
email groups should we need to change the time etc. 
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How it worked 

• Has always worked well for us 

• By modelling it on the ‘piece of paper’ system it is a tool that 
can be used for most purposes 

• Simple for the academic 

• First come, first served  

• from student point of view 
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Tutorial Booking Tool Features 

• Students can only sign up to one of the ‘time slots’ 

• They can remove themselves from one and sign up to 
another until it is LOCKED 

• Similar to Choice, a maximum number of students can be 
set for each slot 

• If an individual leaves a module but has signed up to a slot 
they will be removed from the slot once they are removed 
from the module 
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Examples 

• Choose projects or essays 

• Workshop, lab or practical sessions, mock interviews 

• Booking equipment (camera, editing suite) 

• Module choices 

• Optional sessions 

• Sign up for careers visits, talks etc. 

• Choose presentation time 

• Sign up for a Team or study group 

• Visits & field trips 
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How it worked with students 

• Students seem to like it 

• Easy to use 

• With links embedded in Moodle students know where to find 
it (rather than having to look for the right door or wall to sign 
up) 

• Students use it as soon as we tell them the slots are available 
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Tips and recommendations 

• Lock them as you create them, and only unlock once you 
have finished.  

• Don’t create each timeslot from scratch, but edit the 
previous one and save as new slot.  

• Use the notes field to make it clear what the session is for, 
how often it runs, and what the students should bring with 
them.  
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Tips and recommendations 

• Don’t expect them to turn up when they have signed up 
(true for any system you use!).  

• If using for group signups, make it very clear in the notes 
who should sign up from each group (ie the Group Leader), 
but don’t expect them to get it right all the time!  

• Make sure you leave room in seminars for the student who 
comes at the last minute and can’t do any seminars but one! 
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Next steps 

Improvements to Tutorial Bookings for next session: 

• Easier editing 

• Ability to add and remove students after they have made their 
choices (with a message to the student explaining why) 

• “Sent messages” to keep record of emails sent out 

• Tutors can view their lists 
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Further information 
How to achieve this  

 

• How to use the Tutorial Booking Tool 
https://workspace.nottingham.ac.uk/display/Moodlehelp/How+to+use+the+Tutorial+Booking+Tool 

 

• How to export a sign-up list from the Tutorial Booking tool 
https://how+to+export+a+sign-up+list+from+the+tutorial+booking+tool/ 
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Thank you for listening 
 

 
Learning Team Support 

 

learning-team-support@nottingham.ac.uk 
 

Blog:     bit.ly/ltnottingham 

 

Moodle Help:       bit.ly/uonmoodlehelp 

 

(or search Workspace for “Moodle help”) 
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