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1 Introduction

1.1 Integris Exam Scheduler Module

The Exam Scheduler module integrates information entered in the Administration and Timetabling
modules of Integris to assist school to produce exam timetables for exam supervisors and
students.

You may choose to manipulate information manually, use an automatically generated system
solution or use a combination of both to obtain a solution. If the automatic option is selected, the
system will produce the best possible timetable given the constraints entered. If the exam timetable
does not fit the needs of the school, it may be manipulated manually or the constraints relaxed and
the exam scheduler run again.

1.2 Key Benefits

Integris Exam Scheduler Module contributes to school effectiveness in the following ways:

¢ It helps teachers and managers to carry out their responsibilities

e |timproves the use of resources available for exam supervision as it takes into account
teachers and rooms freed up by the exams scheduled and also allows the use of relief and
external staff for exam supervision

¢ Itidentifies classes affected by the use of rooms for examinations and allows the allocation of
the affected classes to other available rooms

¢ [t avoids the need for time-consuming manual statistical calculations as a series of reports
significantly automates the process for school-based staff.

1.3 Key Features
Integris Exam Scheduler Module includes the following key features:

Is simple to set up and run

e Supports all aspects of exam scheduling for students, supervisors, sessions, rooms within one
simple, easy-to-use interface

¢ Includes a wide range of standard reports

e Can be configured for and by the people using it, including the descriptions of any codes used

o Has seamless links with the other Integris Management Solutions products, avoiding the need
for any re-entering of school, staff or student data.

1.4 Glossary

The terminology used in this Manual is described in the following glossary.

e DoE - Department of Education (WA)

e Exam Schedule - describes the overall examination timetable and associated data

e Exam Session - a specific line, row or band of the exam grid

e Exam Timetable — describes the specific grid view shown in Examination Timetable
Management

e SIS — Student Information System (Integris).
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1.5 How to Use this Manual

This manual describes the features and facilities available in Integris Exam Scheduler module, a

component of the Integris suite of software.

You should refer to this guide if you are responsible for setting up examination timetables and
allocating exam supervisors and rooms. It describes how to enter and manage information and

print reports. The sections are listed below.

Section 1: Introduction to Integris

Section 2: Getting Started

Section 3: Adding and Removing Modules

Section 4: Maintaining Parameters

Section 5: Maintaining School Details

Section 6: Examination Schedule Setup

Section 7: Examination Timetable Management

Section 8: Examination Schedule Reports

Section 9: Index

Section 10: Support

CIVICAa

This section describes the product and its
benefits. It also describes the contents of this
guide.

This section explains the basic functions that
you need to become familiar as a new user of
Administration Manager and the Exam
Scheduler Module. It also covers the tasks that
need to be carried out before you can start to
use the rest of the product effectively.

This section describes how to add new modules
to the suite of Integris modules, and how to
remove a module.

This section details the parameter functions that
impact on the Exam Scheduler module.

This section details how to set up a new
academic year in the School Diary, recording
events and closed days in the calendar, and
how to print term and year views of the school
diary.

This section describes how to set up details of
your Exam Timetable Schedules

This section defines how to manipulate an

Exam Timetable grid either manually or
automatically by using the generation process. It
also describes how to allocate exam
supervisors and rooms to an exam timetable.

This section describes how to produce the
various standard reports that are supplied with
the Exam Scheduler module.

This section provides information on accessing
support for using the Exam Scheduler module.
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2 Getting Started

The facilities available in the Exam Scheduler module are covered in this manual. Also included
are relevant features of the Administration Manager module which are necessary for using the
Exam Scheduler.

2.1 Log On

To log onto the system following the successful installation of the software, either:

Double-click on the Integris icon on your desktop
R

Click on the Windows Start button
Select Programs

Select RM Management Solutions
Double-click on Integris

OO0.0.

If you are using Integris for the first time after its initial installation you will be provided with a user
name and password to log onto the software. Should you experience any difficulties please
contact the Customer Service Centre. (See Section 0 for Support information.)

School Management Solutions - Integrated Database
£.93.10[16/07/13] Extended Mode

(ﬁg UserMame  [apmIN
Pazzword EERE

RN\ [oan ] [ oun |

Datafile Path:  C:AKEYS\INTEGRIS\RMDB\TRGDATANINTEGRIS.DF 1

e Enter your User Name and Password
e Click Login or press <Enter> on the keyboard

If you are using a new data file, the system displays the School Details window. The main details
of the school must be completed before any processing can take place. See the Administration
Manager manual for further details.

Note: When you log on to the system, a validation routine is automatically run to ensure
that the data file you are using is synchronised with its associated partner file. If
there is a discrepancy, a warning message is displayed. If this occurs, contact your
Customer Service Centre for guidance.
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2.2 Exit Integris

e Click on the File menu in the top left hand corner of the window

¥ West Coast District High
File | Edit General Help

Change User Ctrl+U

Password...

Single User Lock
Lock Terminal Ctrl+L

Change Datafile
Database Tools 4

Report Destination
Page Setup
Print Saved Reports (from disk)

Gateway

e Click Exit

Quit [

e y
@ Are you sure you want te quit Integris?
- e

e Click Yes

2.3 Change Password

File > Password

You should change your password at regular intervals for security purposes. To change your

password:

e Click on File menu in the top left hand corner of the window

CIVICa
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@ West Coast District High

File | Edit General Help

Change User

Ctrl+U

Single User Lock

Lock Terminal

Ctrl+L

Change Datafile
Database Tools

Report Destination
Page Setup
Print Saved Reports (from disk)

Exit
Gateway

e Click on Password

Change Password

c% Jzer name
Full narne
Current Password

MNew Pagsword

Werification

ADMIN

Syztem Administrator

—
—
—

| Ok

] ’ Lancel

Enter your Current Password
<Tab>

Enter your New Password
<Tab>

Click OK

Enter your new password again

Note: You are warned if the text you enter in the Verification field is not the same as the
New Password you entered. If you see the warning message, click OK and re-enter
the new password in the New Password and Verification boxes.

CIVICa
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2.4 Lock Terminal

File > Lock Terminal

If you need to leave your work station for a short period of time but do not want to log out of
Integris, you can temporarily lock the software to prevent any unauthorised access.

Either:

o Click on the File menu at the top of the window and select Lock Terminal

@ Woest Coast District High
File | Edit General Help

Change User Ctrl+U

Password...

Single User Lock

Lock Terminal Ctrl+L

Change Datafile
Database Tools 4

Report Destination

Page Setup

Print Saved Reports (from disk)
Exit

Gateway

Or

e Press <Ctrl> + <L>

Whichever method you choose, the system displays the Lock Details window.

Lock Detailz

This terminal was locked while being used by

[ Syztern Administrator

To unlock this terminal. please click on the '‘Unlock'
button and supply the password for the user name
that is shown above.

( Unlock

To unlock the terminal:

e Click on Unlock

Terminal Lock

B Enter Unlack Passward |

[ Caricel l [ Ok l

e Enter your password.
e Click OK

CIVICa
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2.5 Integris Help

Help > Help Contents & Index
Integris Help is located at the top of the screen.

@ Woest Coast District High
| File Edit General Help

A AN
= ik Lates 0] Frofile

e Click on Help

Help

&% Help Contents & Index
SIS on the Web 4
Technical Support 4

System Information
UPN System Status
About ...

o Select Help Contents and Index

Integris Help

Integris Help

Help is available for the following installed Integris medules.
Select an area from the list below and click on the "Help’ button.

Help Areas

Integriz Adminstration Manager Help "
|ntegriz Admiristration Manager Reports Help
Integris Behaviour Management Help
Integris Exam Scheduler Help

Integriz Lezzon Attendance Help

Integriz Lesson Attendance Feport: Help
Integriz Bk Billing Help 4
Integriz Time Help

Inkearis WFT Heln i

m

lﬂe|l3H Clase ]

o Double click on the required file or select the required file and click Help

Once the help file has opened:
e use Search to locate the required information

C IVI Ca IntegrisExamSchedulerManual.docx 6-Dec-13
Page 2-6
© 2013 Civica Education Pty Ltd



2.6 General Sidebar

The core features in Integris are grouped on the General sidebar.

General

] o School Details — used to enter and maintain information relating to the
school, as well as providing access to the school diary

)y

School Details

o Student Details — used to enter and maintain information relating to the
students associated with the school

-

Student Details

o Staff Details — used to enter and maintain information relating to the staff
associated with the school

i

Staff Details

Groups - used to enter details of staff and student groups

B

Groups

° Parameters — used to set up and maintain a range of fields, codes and
descriptions to be used throughout Integris

»

Parameters

. Control — used to set up options for Integris administration and to import
information from other systems

&

Control

C IVI Ca IntegrisExamSchedulerManual.docx 6-Dec-13
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2.6.1 Add Module

General > Control

Before the Exam Scheduler module can be accessed by users in your school, you must add it to

the system.
] Control
Instructions . @
In the right hand panel, there Q. Audit
are a number of icons with ~ A.dd Madulsl

descriptive titles showing which
functions are available.

In order to start a function,
pleaze double click on the
required icom.

& Remove Module
' Import Parameters
' Preferences

@ Svstem Tools

§ UDI Definitions

@ Users

e Double click on Add Module

- N
‘!! [l RMBILL lbr

27/11/2013 2:16 PM

Metwork |
File name:

Files of type:

L

Ornnis Library

k

@ Add Module o
Lookin: | BIN @ e E-

It MName = Date modified Type i
S (& ceDS.LER 27/11/2013 216 PM  Ominis Library
Recent Places [l ¢ oy 13/08/2012 9:42 AM  Omnis Library
! (] CENSUSWA.Ibr 27/11/2013 216 PM  Ominis Library
(&l CMIbr 12/07/2011 %:18 AM  Ominis Library
Desktop [ CORE.LBR 27/11/2013 216 PM  Ominis Library
S [ COREPLUS.LER 27/11/2013 216 PM  Ominis Library

F—,__J [& cos.lbr 12/07/2011 918 AM  Ormnis Library |=
Libraries @COVER.Ibr 27/11/2013 216 PM  Omnis Library
[l EDWAREPS.Ibr 27/11/2013 216 PM  Omnis Library

Eg!.ll, [ EXAMSCHED. lbr 27/11/2013 216 PM  Ominis Library |
Computer [ LESSON.Ibr 27/11/2013 216 PM  Omnis Library
[ PARAMANAGER.Ibr 27/11/2013 216 PM  Ominis Library

-

Qpen

[ Modules " Jor}

7

’ Cancel

]

Note: all available modules are located in K:\Keys\Integris\Bin.

e Double click on EXAMSCHED.Ibr

CIVICa
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Information

==

Registration Complete..,

e Click OK

The Exam Scheduler icon will now be available from the Timetabling sidebar

2.7 Timetabling Sidebar

The timetabling features of Integris are grouped on the Timetabling sidebar. The Exam Scheduler
module is available from the Timetabling sidebar.

Timetabling

s

Student Course

P

Timetable

et

Grid Model

g

B

Freferences

Y

Reports

W

Timetable Setup

Exam Scheduler

CIVICa

o Student Course - displays for each student a list of preferences, the
student’s timetable and the relevant grid for the student with member teaching sets
highlighted

[ ]

o Timetable - displays the current whole school timetable that may be filtered
by year, cycle, schedule, grid or department

[ ]

o Grid Modelling - allows you to manually manipulate the grid or to define
constraints and use the auto-scheduler to model the grid

o Preferences — allows you to entry students’ subject preferences individually
or in bulk

[ ]

o Reports - allows you to access a wide variety of timetable reports

[}

o Timetable Setup - used to define all aspects of the timetable prior to creation

of a new timetable
[

o Exam Scheduler — even though this is represented as an icon on the
Timetabling sidebar, this is a complete module whose functionality is described in this
manual
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3 Preliminary Setup

There are specific setup features that will maximise the performance of the Exam Scheduler
module. Some features are critical in order to enable certain functionality, whilst other features will
enhance module usage.

Note: The Exam Scheduler module is dependent on there being an existing timetable for
the period for which the exams are to be scheduled. There are essential parameters which
need to be defined for the Timetabling module which, in turn, inform Exam Scheduler.

3.1 Parameters related to Exam Scheduler

General > Parameters

Room and Subject parameters relate to Exam Scheduler.

3.1.1

Rooms

General > Parameters > Rooms

|:| Rooms @
F LW B =S
Code Description Room Type Capacity Exam Cap. Locked
ART 1 (A1 Art 22 12 YES =«
ART 2 A2 Art 22 12 YES
SCI1 iScience Lab 1 Science 32 20 YES |2
5CI2 iScience Lab 2 Science 32 20 YES | &
SCI3 {Science Lab 3 Science 32 20 YES
5Cl4 iScience Lab 4 Science 32 20 YES
ART 3 1At 3 Art 22 12 YES
LIB1 iLibrary Meeting Are:Library 15 0 YES
LIBZ iLibrary Meeting Are:Library 15 ] YES
LIB3 iLibrary ConferenceiLibrary 25 0 YES
M51  iRoom1 Classroom 30 20 YES
M32 {Room 2 Classroom 30 20 YES
MS3 iRoom 3 Classroom 30 20 YES
M34 iRoom 4 Classroom 30 20 YES [T

Each Room parameter has an Exam Capacity field. This value is used when allocating rooms for
an exam session. (Refer to Section 4.2.5 for further detail on allocating rooms.)
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Edit Exam Capacity

e Select the room to be edited

e |f the parameter is locked, click

e Click Edit

e Enter a value in Exam Capacity

and Yes

L]
] Edit Room [e253m]
Room Code lSS‘Ii
Description [Foom 11
Fioom Type | Classroom [~

Maormal Capacity |30
20 Locked

[

Exam Capacity

l[ Lancel ]

Note: an Exam Capacity greater than 0 makes the room available to Exam Scheduler

e Check Locked if required
e Click OK to save

3.1.2 Subjects

General > Parameters > Subjects

Learning frea |

Prerequisite I

Examinable

Exam Duration

Subject Clazzification

Sugpended for Exam Period

Subject Department

Department |English Type |Eourse of Study
Faculy | English Clazsification | Council Developed Course
Head of Dept. |Mr T Duke Active Literacy

Moderating Teacher |Jennifer Calvin

Room Type Requied | Classroom

Timetabling Defaults

Frequency 4 Minimum Class Size  [1p Boys and Girls
Required Maximurn Clazs Size |25 Bovelonly
Girlz anly
Search by Subject Code)

[ Subject @
() &/ 0 &

Subject Mame |Eng|ish 14

SubjestCode  [TAENG ShotName [ENG

Subject Area |English

In the Subject parameters, there are three fields relevant to Exam Scheduler:
o Examinable indicates whether or not a subject is to be examined
¢ Exam Duration stores a subject’s default exam duration (this is free text field)
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e Suspended for Exam Period indicates whether or not classes for this subject are to be

suspended for the duration of the exam period.

Edit Subject
o Use Search to locate the subject to be edited

Search [by Subject Code] |14E

o <Enter>

e Click Edit 7

e Enter the required details

[ Edit Subject =]
Subject Mame |English 14
Subject Code TAEMNG Short Mame |EMG
Subject Area | English E‘
Learning frea |
Prerequisite [
E xaminable Examn Duration 0200 Suspended far Exam Period
Subject Department Subject Clazsification
Department |Eng|ish E‘ Type Courge of Study :
Faculty |English Clazsification Council Develope... :
Head of Dept, |MrTDuke Active  [7] Literacy [l

IZ| Room Type Required | Classioom :

Minimum Class Size  [{Q Boys and Girls @

b aximum Class Size |25 Eolery

Girlz anly

Moderating Teacher |Jennifer Calvin

Timetabling Defaults

Frequency |4

Required

[ Ok ] [ LCancel

e Click OK

CIVICa

IntegrisExamSchedulerManual.docx 6-Dec-13
Page 3-4
© 2013 Civica Education Pty Ltd



3.2 Staff Details

General > Staff Details

Staff members can be classified as one of three types: Current, Former or External. Enter external
exam supervisors as external staff and check Active External Exam Supervisor.

[ staff (5w
tweral [~ 4 AP A7 T & $¢E a@dIaEO LS
Ms Exam Supervisor (770) Staff Code - SUPE
Gender - Female Staff Type - Exam Supervisor ID Humber - 987654
Iriitialz Salutation Exarn Phaone 1 gz29 2299
Sumame Supervisor Address 10 Midway St,
Leqgal Surname  Supervisor PINEY WOODS, Phone 2
Former Surmarme WA,
£999

Firzt Mame Exam Far
Second Mame
Third Name M obile

Frefered Mamne Exam . .
Active External Exam Supervizar

Date of Bith 23.JUM 1338 E Mail
1D Mumber 987654 Jain D ate 27 NOV 2013 Leave Date
Contacts MoK - Next of Kin  Emrg - Emergency
Mame Relationship Phone Address Mok Emrg
m
4 | : : 1 : : : 2
Search

3.2.1 Add an External Exam Supervisor

General > Staff Details

e Select the External roll

] Staff
Ewxternal |z|
Current
Farmer

e Click Add 5
e Enter the staff member’s details

Note: only Title, First Name and Surname are mandatory.

o Check Active External Exam Supervisor

C IVI Ca IntegrisExamSchedulerManual.docx 6-Dec-13
Page 3-5
© 2013 Civica Education Pty Ltd




Staff
imn Mr Exam Invigilator

Personal Info |Additiona| Infa | Contacts I ol I Gualifications I Groups I Teaching | Training / Skills I Contracts |

Third M ame I

Gender ) Male D ate of Birth

(") Female

Staff Code I Jain Date

Feference 771 Leave Date
1D Mumber I
Staff Type | Iz‘

Title Initials Surname
br [= I [ Irwigilator
First Mame Exam Preferred Mame IExam

Second Mame I Active External Exam Supervizar
Legal Surname IInvigiIator Former Surname

|28 MNOW 2013

Salutation

Address

A

Town/Sub
State
Postcode

Country

Tel 1

Tel 2

Fax

I obile Ha.
E-Mail

PINEY wOODS

Wik
£339

] ’ LCancel

e Click OK to save
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CIVICAa Exam Scheduler
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4 Examination Schedule Setup
4.1 Examination Schedule Setup Overview

Timetabling > Exam Scheduler > Examination Schedule Setup

The purpose of Examination Schedule Setup is to setup, view and manage Exam Schedule
records. Every exam schedule is created, modified and deleted through this window. The setup
window allows the user to create exam schedule records and set up associated details for that
exam schedule. For each exam schedule record, the user can set up the name of the exam
schedule, on which date the exams start, for how many days the exams are run for and the days
which are affected. The timetabling year, semester and timetabling grid(s) for which the exams are

scheduled are also specified here.
(Timetabling > Exam Scheduler > Examination Schedule Setup)

] Examination Schedule Setup

LLIEYA 1 —

Defindtion |Schedule| Smiw

Window toolbar icons

Five main tabs allow for Exam
Schedule Setup (default tab is
Definition)

192009 1| Report time format

- | OK and Cancel buttons

~dule E wamination |
- Schedule Title
Date/Days
Ewam Stait D ate I Mo. of Days for Exame |
Details
TT Year - Schedule | Schoolear - 2009 : Cycle | SHS 2009 -
Days to be used for Exams Maximum Group Size | Required Giids
Monday Y112 2009 -
Tuesday rr11 2009
Wednesday 110 2009
Thursday
Friday
Saturday Repart time format 4
Sunday (3 24 hour (%) 12 hour . - -
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41.1 View Mode

View Mode is the default mode for the Examination Schedule Setup window. Exam Schedules for
the current year will be in the browse list in this mode. Exam Schedules may be selected browsing
through or searching for a selected one which includes any from previous years. The window
remains in View Mode until the Add or Edit icon is clicked.

41.2 Add Mode

Add mode enables you to add a new Exam Schedule by either entering the schedule details from
scratch or cloning an existing Exam Schedule.

4.1.3 Edit Mode

In Edit Mode you can make changes to existing Exam Schedules. You will be warned about
related data changes if key changes are made.

4.1.4 Toolbar Icons

The following Icons are available in the Examination Schedule Setup window in the top toolbar.

Toolbar Element Icon Hover Text View Mode Add/Edit

Mode

No Browse set indicator Visible — disabled| Disabled

- Only enabled in .

Browse set indicator @ [Clear Browse Set Browse set Disabled

Previous Exam 4 |Previous Record Enabled Disabled

Schedule record

Next Exam Schedule > |Next Record Enabled Disabled

record

Find Exam Schedule #h |Find Record Enabled Disabled

record button

Create Exam Schedule & Create New Exam Schedule Enabled Disabled

button Record

ES‘[I':ollzwxam Schedule #  |Edit Exam Schedule Record  |[Enabled Disabled

Elftlte(;ﬁ Exam Schedule W [Delete Exam Schedule Record |[Enabled Disabled

Print button & |Print Exam Schedule Record [Enabled Disabled

Save button Save Changes Disabled Enabled
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4.1.5 Browse Existing Exam Schedules

The Examination Schedule Setup > Definition window opens in Vi

ew mode. By default only Exam

Schedules for the current year will be in the browse list. The exams will be sorted from newest to

oldest creation date.
e Clickon 4 to browse to the next Exam Schedule record.
e Click on b to browse to the previous record.

4.1.6 Search for an Existing Exam Schedule Record

e Click on Find Record

Examination Schedule Definition Search
Search Criteria
Schedule Tile |

T Year [~ aLL - [=]

Exam Schedule Search Results

rear Schedule Title
2009 Year 11 Examinations
2003 “ear 12 Examinations
4 I [
Total records found: |2 | Salact | | Clase |

To populate the Exam Schedule Search results list you can either:

e Enter atitle in Schedule Title field
Select Allin TT Year
e Click on Find or press Enter on the keyboard.

e Leave the Schedule Title blank
e Select Allin TT Year
e Click on Find or press Enter on the keyboard

e Enter a Schedule Title
Selecta TT Year
e Click on Find or press Enter on the keyboard

e Once Exam Schedules are successfully listed in the Exam Schedule Search Results window

pane:
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¢ Highlight one or more Exam Schedules as required

To select multiple records you can:

e Hold the <Ctrl> key down and left mouse click on the required records

¢ Hold the <Shift> key down and use the left mouse click or the keyboard arrow keys
¢ Hold down the left mouse click and drag the mouse down the list of rows
[}

Press <Ctrl + A> on the keyboard to select all records

e Click Select

If multiple schedules are selected, these now becomes the browse set in the Examination
Schedule Setup window. The selected Exam Schedule title displays in the Examination Schedule

Setup window header and the browse set indicator EI button will be enabled. While the browse

set is enabled, utilising the previous record E and next record @ buttons will function only across

the selected Exam Schedules.

To will clear the browse set:
e Click on the active browse set indicator IEI

The browse set indicator D button is then disabled.

4.2 Add/Create a New Exam Schedule
4.2.1 Definition

Timetabling > Exam Scheduler > Examination Schedule Setup

<

e Click on Create New Exam Schedule Record
e Enter an Examination Schedule Title

[ Examination Schedule Setup - 2014 Semester 1 Upper School Exams

Definition lScheduIel Subiecls] Hooms] Supervisor ]

Examination

Clane Previous Exam Scheduls Crhedule Tile

| 2014 Semester 1 Upper School Exams

Enter an Exam Start Date
Enter a whole number in the No. of Days for Exams

Select the associated Timetabling Schedule and Cycle

Select the required timetable year from the TT Year drop-down menu

[ Examination Schedule Setup - 2014 Semester 1 Upper School Exams @
=
Deefirition lSchedulel Subiectsl Hoomsl Supervisor ]

Clone Previous Exam Schedule gz::énjgoﬂue |2D'I 4 Semester 1 Upper School Exams

Date/Days

Ewxam Start Date | T6JUN 2014 Mo. of Days for Exams |5

Detailz

TT Year |2014 : Schedule |SchoolYear - 2014 : Cpcle |2014-05 :
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Check Days to be used for Exams
Enter a Maximum Group Size

Highlight one or more grids to be included in the Exam Schedule
Set the Report time format

] Examination Schedule Setup - 2014 Sernester 1 Upper School Exams

e (A LF/TEH

Clone Previous Exam Schedule

Defirition |S chedule | Subjects | Rooms | Supervisor I

E warnination
Schedule Title

| 2014 Sermester 1 Upper School Exams

r Date/Days

Exarn Start Date |15JUN 2014

—

Mi. of Diays for Examns

~ Dretailz

TT Year |2EI'I4 :

- Days to be used for Exams —
 onday
Tuezday
‘Wednesday
Thursday
Friday
Sahurday O
Sunday el

Schedule ISchooIYear-EDM :

Cycle I 2014-05 :

Maximum Group Size I'IEEI

Report time format

() 24 hour @ 12 hour

Required Grids

né's -
08

i]

10

[ Cancel

e Save or click OK

Note: Save saves what you have done but stays in Edit mode. OK saves what you have

done but returns to

View mode.
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4.2.2 Schedule

Timetabling > Exam Scheduler > Examination Schedule Setup > Schedule

The purpose of this tab is to set up Exam Session start times for all the exam days determined by
the days and exam start date specified in the Definition tab.

[ Examination Schedule Setup - 2014 Semester 1 Upper School Exams @

Definition Schedule lSubiectsl Hoomsl Supervisor l

Diaily Examination S essions

Day Sesgion 1 Seszion 2
®]

Monday, 16/06/14 -
Tuesday, 17/06/14

Wiednesday, 18/06/14

Thursday, 19/06/14

Friday, 20/06/14

[ oK l [ LCancel ]

e Locate the required Exam Schedule by using Browse or Search
Click on Edit Exam Schedule Record

[ )

e Click in the first session

e Enter the start time for the session in the format hh:mm ranging from 0:00 to 23:59
e <Tab>to move to the next cell

e Enter the start time for this session

] Examination Schedule Setup - 2014 Semester 1 Upper School Exams @

Drefinition Schedule lSubiectsl Hoomsl Supervisor l

Daily Examination S ezsions

(ET] Sezzion 1 Sesszion 2

Manday, 1640614 00 Ak 1:00 P -
Tuesday, 17/06/14

wednesday, 18/06/14

Thursday, 19/06/14

Friday, 20/06/14

[*) [

You can continue to enter session times in this way or you can copy the first day’s session time to
the rest of the days listed

e Put your cursor is in the session that you want to copy
e Click on Fill Structure Down E]
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=

Warning

|@ Are you sure you want to fill all subsequent days with day 1's session
Y time?

e Click Yes

[C] Examination Schedule Setup - 2014 Semester 1 Upper School Exams
e ) |AFTESH

Definition Schedule |Subiecls| Hoomsl Supervizor |

r Daily Exarnination Sessions
Day Session 1 Seszion 2
Monday, 16/06/14 1:00 Phd - @
Tuesday, 17/06/14 200 Ak
Wednesday, 1840614 200 Ak
Thursday, 19/06/14 900 Abd
Friday. 20/06/14 900 Abd

e Repeat for other sessions as required

e Save or click OK

Note: Save saves what you have done but stays in Edit mode. OK saves what you have
done but returns to View mode.
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4.2.3 Add Exam Sessions
o Locate the required Exam Schedule by using Browse or Search
e Click on Edit Exam Schedule Record

The number of columns for exam sessions defaults to two (Session 1 and Session 2) but additional
columns may be added.

[ Examination Schedule Setup - 2013 Semester 1 Upper School Exams @
1éd S/ TE
Definition  Schedule lSubiectsl Hoomsl Supervisor
Draily Examination S essions
Day Sezzion 1 Sesgion 2
Monday, 16/06/14 9:00 Akd 1:00 P -
Tuesdaw, 17/06/14 9:00 Akd 1:00 P
‘wednesday, 18/06/14 9:00 Ak 1:00 P
Thurzday, 19/05/14 9:00 Ak 1:00 P
Friday, 2040614 9:00 Ak 1:00 P
< [ b
Ok, LCancel
e Click on Add a Column
] Examination Schedule Setup - 2013 Sermnester 1 Upper School Exams @
(=]
Definition  Schedule lSubiectsl Hoomsl Supervizor l
Daily Examination S essions
Day Seszion 1 Session 2 Session 3
Monday. 16/06/14 00 Akd 1:00 Prd - E]
Tuesday. 17/06/14 00 Akd 1:00 Prd
‘Wwednesday, 18/06/14 900 Ak 1:00 Pr4
Thursday, 19/06/14 900 Ak 1:00 Pr4
Friday, 2040614 900 Ak 1:00 P
< [ 3

0Ok ] ’ Cancel

e Enter the session times
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e Save or click OK

Note: Save saves what you have done but stays in Edit mode. OK saves what you have
done but returns to View mode.

This may be repeated as many times required.

Note: any Session columns, from Session 3 and beyond, which do not have session times
entered will be removed when you click Save or OK.

4.2.4 Add Subjects

Timetabling > Exam Scheduler > Examination Schedule Setup > Subjects

On this tab you can identify and manage the subjects to be examined.

e Locate the required Exam Schedule by using Browse or Search

e Click on Edit Exam Schedule Record
¢ Click on the Subijects tab

] Examination Schedule Setup - 2014 Semester 1 Upper School Exams IEI
=
Definition] Schedule Subjects IHDDI‘HS] Supervisor l
Code Mame Examinable Suspended Duration Mo, Exams
Z<BI0 Biological Sciences 24/ YES YES 0zoo A9 -
FBI0 Biological Sciences 34/B YES YES 0x00 i1
2+CHE Chermisty 24,8 YES YES ozo0 A
I=CHE Chemisty 348 TES TES oxoo A
14C5C Computer Science 14 MHO MO 1 =
1BCSC Computer Science 1B MO MO 1 =
28050 Computer Scisnce 24 YES YES 0zo0 A
2BCSC Caomputer Science 2B YES YES 0zo0 i @
Z<ECOD Economics 2478 YES YES 0200 i
3<ECD Economics 3478 YES YES 000
THEMG English 14/ MO MO 1
ZHEMNG English 24/ YES YES ozo0 A
1=GEQ Geography 1448 MO MO 1
Z4GEED Geography 24/B YES YES 0zoo A
FGEQ Geography 34/B YES YES 0x00 i1
11HR Harne Room 11 MO YES 1
12HR Home Room 12 HO YES 1 -
] I 3
Exam Subjects Changes to Subject details are valid only for this Exam Schedule,
Requirement Report Permanent Changes should be made in General » Parameters » Subjects.
[ 0K ] [ LCancel ]

All of the subjects listed come from the grid(s) selected on Definition tab, provided that at least one
student has a satisfied preference for that subject. The values for each subject come from
General > Parameters > Subjects but some fields, Examinable, Suspended, Duration and No.
Exams, may be edited here for a specific exam schedule. Multiple subjects can be selected for
editing
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The following icons are available under Subjects tab:

Icon [Hover Text View Mode | Add/Edit Mode
Edit Subject Details Disabled Enabled
Edit Multiple Exams Disabled | Enabled
= Toggle Examinable Disabled Enabled
@ Toggle Suspended Disabled Enabled
Keep Together Disabled Enabled
Teaching Sets Disabled Enabled when an examinable

subject is selected

To Edit Examinable:

e Select the subject(s) to be edi

e Click Toggle Examinable

e Save or click OK

Note: Save saves what you have done but stays in Edit mode. OK saves what you have

done but returns to View mode.

To Edit Suspended:

e Select the subjects(s) to be edited

e Click Toggle Suspended

e Save or click OK

To Edit Duration and No. Exams:

e Select the subjects(s) to be edited
e Click Edit Subject Details

[ Edit Subject Details (5]
Subject Duration |
Mo, of Exams [0

e Enter the new required values and click OK

e Save or click OK
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Note: If a new value is entered onto only one of these fields, the other will remain
unchanged.

Edit Multiple Exams

e |f a subject has multiple exams, each of those exam names and durations can be viewed and
edited in the Edit Multiple Exams window. The subject name will always be linked to the first
multiple exam record.

e Highlight the subject(s) to be edited and click on the Edit Multiple Exams

'] Edit Multiple Exams ==

E xamination List for Selected Subjects

Subject Code  |Exam Mo |Durati0n |Exam Hame

28C5C 1 02:00 [Carputer Science 24 (1) -
28C5C 2 02:00 [Computer Science 24 (2]

2BLCSC 1 02:00 [Computer Science 2B (1)

2BCSC 2 02:00 [Computer Science 2B (2)

Z<ECO 1 02:00 |Economics 24/B —_

\ This subject has only one
exam therefore is

- disabled for editing.

¢ Make the required changes and click OK

Note: Only Duration and Exam Name may be edited.

[ Examination Schedule Setup - 2014 Semester 1 Upper School Bxams IEI
=
Definition] Schedule Subjects ]Hoomsl Supervizor l
Code Mame Examinable Suspended Duration Mo. Exams
Z<BI0 Biological Sciences 2448 YES YES 0200 i1 -
FEBID Biological Sciences 3478 YES YES 000 i
2+CHE Chemistry 26./8 TES TES 0zo0 A
I=CHE Cheristry 34/8 YES YES 0300 A
T1ACSC Computer Science 1A MHO YES 1 =
1BCSC Computer Science 18 KO TES 1 = i i i
28C50 Computer Science 24 YES YES 0zoo o iz Su_bje_cts dlsplay in red
2BCSC Computer Science 2B YES YES ozoo o iz @ to indicate Changes
I<ECOD Economics 34/8 YES YES oxoo il )
T<EMG Englizh 14/8 MO TES 1
ZHEMG English 24./8 TES TES 0200 A
T#GEQ Geography 14/B MO YES 1
2<GED Geography 24./B YES YES 0200 i
F<GED Geography 34/B YES YES 0300 i
11HR Home Room 11 MO YES 1
12HR Home Room 12 MO YES 1 -
] 1 3
Exam Subjects Changes to Subject details are walid only for this Exam Schedule.
Requirerment Repart Permanent Changes should be made in General > Parameters > Subjects.
k. ] [ Cancel
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Note: The Duration displayed in this window is that of the first exam.

e Save or click OK

Note: Save saves what you have done but stays in Edit mode. OK saves what you have
done but returns to View mode.

Keep Together Constraint

Use Keep Together to schedule exams for certain subjects at the same time.

e Click on Keep Together [E]

|:| Constraint Definition @

Keep Together

Keep Tagether Canstraint Available Subjects
Code Subject
7 11HR Harme Roam 11 -
12HR Hame Roorm 12
1ALCSC Computer Science 14
1aMAT M athematics 14
18w PL Workplace Learming 14
1BCSC Computer Science 1B
1BMAT I athematic: 18 L
il 1BwWPL Workplace Learning 1B 3
_ _ 1CWFL Workplace Learning 1C
1 Ul G 10WPL Workplace Learing 10
1THEMG Englizh 14/
Constraint Subjects 1XGED Geography 14/B
Code Subject 1#ISC Inteqrated Science 1A/B
m 2AC5C Computer Science 24 Practical
2AC5C Computer Science 24 Wiiten
28MAT Mathematics 24
ZBCSC Computer Science 2B Practical
2BCSC Cormputer Science 2B Wwiitten
2BMAT Mathematics 28
Z<BI0 Biological Sciences 24./8
Z<CHE Chemistry 24./8
- Z4ECO Economics 248 il
- ! — PACRIT Cnlinl. 040D .
] [ 3 4 i ¥

The following icons are available on the Constraint Definition window.

- Create New Constraint

- Edit Constraint

Delete Constraint

- Remove Selected Subject(s)
- Add Selected Subject(s)

2|7 = s &
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To Add a Constraint

e Click on Create New Constraint

Add Constraint
Caonstraint M ame

[ Ok, ] [ LCancel ]

o Enter a Constraint Name and click OK
o From the Available Subjects list highlight the subject(s) that will be part of the constraint

o Click on Add Selected Subject(s) E to move selected subjects from the Available Subjects
list to the Constraint Subjects list

Note: click on Remove Selected Subject(s) @ to move selected subjects from the
Constraint Subject list to the Available Subjects list

e Click E to close the Constraint Definition window

e Save or click OK

Note: Save saves what you have done but stays in Edit mode. OK saves what you have
done but returns to View mode.

Exclude Teaching Sets from an Exam Schedule

¢ There may be instances when only certain teaching sets for a subject are included in an exam.
Examinable teaching sets within a subject can be identified using Edit Available Teaching
Sets.

¢ Highlight one or more examinable subjects
e Click on Teaching Sets
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Edit Available Teaching Sets

|English 24/E, Mathematics 24
Awallable Teaching Sets

iSetia

Y Schedule

2AMAT 1

2014

ZEMAT_2

2014

26MAT_3

24

ZHENG_1

2014

ZXENG_2

2014

Lancel

¢ Uncheck the teaching sets that are not to be included in the exam and click OK

e Save or click OK

Note: Save saves what you have done but stays in Edit mode. OK saves what you have
done but returns to View mode.

425 Add Rooms

Timetabling > Exam Scheduler > Examination Schedule Setup > Rooms

Go to the Rooms tab is to set up and manage the available rooms to be used for the exams. You
are also able to see how many seats in total are available for the exams.

e Locate the required Exam Schedule by using Browse or Search

e Click on Edit Exam Schedule Record
e Click on the Rooms tab
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[] Examination Schedule Setup - 2014 Serester 1 Upper School Exams @
=
Definitionl Schedule] Subjects Rooms lSupewisor ]
Available Rooms Required Rooms
Code Description Capacity Code Dezcription Capacity
AT i N p
ART 2 At 2 12
ART 3 At 3 12
COMPA Carmputing Lab 1 10 E
COMP 2 Computing Lab 2 £10
COMP 3 ComputingLab 3 £10
FAB1 Fabrics 1 10
FAR 2 Fabrics 2 10
Food 1 Food 1 10
Food 2 Food 2 10
Food 3 Food 3 10
Food 4 Food 4 10
M51 Room 1 20
M510 Raam 10 20
M52 Roorn 2 20
W53 Rnnm 3 n ki _ i
] rrr 3 ] m 3
F awirmurn Capacity: 0
Ok ] [ LCancel ]

The Available Rooms listed are derived from General > Parameters > Rooms. If aroom has a
capacity of zero in Parameters, it does not appear in the Available Rooms list.

Note: Rooms given an Exam Capacity after the Exam Schedule has been created do not

appear in the Required Rooms window pane.

e Highlight the required rooms in the Available Rooms pane
e Click on Add Room(s)...

[ Examination Schedule Setup - 2014 Semester 1 Upper School Exams @
=
Definitionl Schedulel Subjects Rooms ]Supewisor l
Available Rooms Required Rooms
Code Dezcription Capacity Code Description Capacity
MS3 Room 3 20 - E 551 Room 11 20 =
M54 Room 4 20 5510 Foom 20 20
M55 Foorm 5 20 552 Foom 12 20
M56 Fioom B 20 553 Foom 13 20
M57 Room 7 20 554 Room 14 20
M58 Room 8 20 555 Room 15 20
M53 Room 9 20 556 Room 16 20
MUS1 b uazic 1 10 557 Raom 17 20
MUs2 befLazic: 2 10 558 Room 18 20
SCI Science Lab 1 20 559 Room 13 20
5012 Secience Lab 2 20 L
5013 Science Lab 3 20 5
SCH4 Science Lab 4 20
SCI5 Science Lab b 20
SClB {Science Lab b 20 il
< [a i 0 ] i = r
Maximum Capacity: 200
’ ak ] [ LCancel ]

¢ Maximum Capacity is displayed at the bottom of the window.
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Note: click on Remove Room(s) ... Eto remove any rooms from the Required Rooms list.

e Save or click OK

Note: Save saves what you have done but stays in Edit mode. OK saves what you have
done but returns to View mode.

4.2.6 Supervisor

Timetabling > Exam Scheduler > Examination Schedule Setup > Supervisor

In Supervisor you can specify who will be responsible for supervising exams. Internal Supervisors
are any current school-based teaching staff. External Supervisors are not school-based teachers
but they are used by the school to supervise exams.

e Locate the required Exam Schedule by using Browse or Search

e Click on Edit Exam Schedule Record
e Select the Supervisor tab

[ Examination Schedule Setup - 2014 Semester 1 Upper School Exams @

Drefiition l Schedule ] Subjects ] Fiooms Supervisor I

Supervizors to be Uzed

VI: Intemal Update External

[] Estemal

[ Select Internal Supervisars ]

[ i]# ] [ Cancel ]

Note: Internal is checked by default and can only be unchecked if External has been
checked. .

¢ Uncheck Internal to make the current teaching staff unavailable for exam supervision
e Check External box to make the external supervisors list available for exam supervision

If you wish to update the records of external exam supervisors:
e Click on Update External
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[ staff =
Ewemd (=] 4 #A D | A7 T & &8 aBo2ROBO - £ &

Mr John Smith (1209)
Gender - Not Specified

Initials S alutation Phane 1
Sumame Smith Address ESPERAMNCE,

Legal Sumame  sMITH WA, Phane 2
Farmer Surname 6450

First M ame John Fax
Second Mame

Third M arme Mahile

Preferred Mame John X X
Active External Exam Supervizor

[Drate of Birth E hail
1D Humber Join Date 24 MAY 2009 Leave Date
Contacts MoK - Next of Kin  Emrg - Emergency
Mame _Relationship _Phone _Addless _NDK _Emlg
] : : 1 : : : 3

Seanch

e Click Add or Edit and enter details as required
e Click OK to save

e Click to return to the Examination Schedule setup window

If you wish to remove some of your teachers from the list of available internal supervisors:
e Click Select Internal Supervisors

Select Internal Supervisors

Staff Code Name Interna!
Supenvisor

ABEE Abbott, Elaire TES -

ALAM Alan, Mark, YES

ALAT Alan, Maria Theresa YES 1

BARH Barclay, Harris YES |

BESC Best, Carl YES

BRI Brigg. Joseph TES

CaLl Calvin, Jenrifer TES @

Chalr Charltan, Robert YES

CORS Caormer, Sandra YES

CREM Creed, Nicholaz TES

D D avids, ‘william TES

DUKT Diuke, Tany YES

ELLT Ellict, Trawiz YES

Eval Ewans. Luke YES

EVEE Everage, Edna YES 1l

:.m ".r-:..... P e X

Only show active Supervizars [ ak ] [ LCancel ]

By default, all current staff members, except those with a Staff Type of Non-Teaching, are flagged
as available for exam supervision. To mark any of them as unavailable:

e Highlight their names and click Toggle Active Status @
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Select Internal Supervisors

Staff Code Name Intema!
Supenvisor

Abbatt, Elaine

ALAM Alan, Mark TES

ALAT Alan, Marnia Theresa YES 1

BARH Barclay, Harris YES |

BESC Best, Carl vES

ERILI Brigq, Jozeph YES

CaLJ Calvir, Jennifer YES
Charlton, Robert

CORS Corner, Sandra YES

CREM Creed, Nicholas YES

Dt D avids, Wwilliam TES

DUKT Duke, Tony YES

ELLT Elliat, Travis TES

Eal Evans, Luke YES

EVEE Everage, Edna YES

Pl F—T— T

Only show active Supervisors oK ] [ Lancel

e Click OK

e Save or click OK

Note: Save saves what you have done but stays in Edit mode. OK saves what you have
done but returns to View mode.

4.2.7 Print an Exam Schedule Definition Report

Timetabling > Exam Scheduler > Examination Schedule Setup

e Locate the required Exam Schedule by using Browse or Search

e Click on Print Examination Setup Definition Report

Report Destination

Destination |F'arameters| Page sizesl

—

2

T
o101
Lo1on] «'_—'EI
110100
o101y

Frinter Freview Disk, Clipboard Port
) @ v 4
File HTHL Postzcnpt RTF
Cancel ] [ ak. ]
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e Select the required report destination and click OK

Sample Examination Setup Definition Report

1T Year: 2014

Start Date: 16 JUN 2014

West Coast District High School
Examination Setup Definition Report

Examination Schedule Title: 2014 Semester 1 Upper School Exams
No. of Days for Exams: 5

Cycle: 2014-05

Days to be Used for Exams

Rooms Available for Exams

Monday

Tuesday

Wednesday

Thursday

Friday

Samrday

Sunday

e

Available Supervisors

Internal

External

B8

Required Grid(s): US

551
5510
552
553
54
555
556
557
558

S58
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West Coast District High School

Examination Setup Definition Report

Examination Schedule Title: 2014 Semester 1 Upper School Exams

Start Date: 16 JUN 2014 No. of Days for Exams: 5
TT Year: 2014 Cycle: 2014-05
SUBJECT NAME |SUBJECT| Mo Exam SUSPENDED|DU FtATIDI'J EXAMINAELE NOTES
CODE | Exams Name FOR EXAMS STATUS
Biological Sciences 2XBIC 1 YES 0200 YES
248
Biclogical Sciences IXBIO 1 YES 03:00 YES
34
Chemistry 2ZA'B 2X¥.CHE 1 YES 0200 YES
Chemistry 3A'B 3XCHE 1 YES 03:00 TYES
Computer Science 1A | 1ACSC 1 YES NO
Computer Science 1BCSC 1 YES NO
1B
Computer Science 2A (| 2ZACEC 2 |Computer TES 02:00 YES
Science 248
Fractical
Computer YES 01:50 YES
Science 2A
Witen
Computer Science ZBCEC 2 Computer YES 0200 YES
2B Science 2B
Practical
Computer YES 0:2:00 YES
Science 2B
Written
Economics ZA/B IXECO 1 YES 02:00 TYES
Economics 248 JRECO 1 YES 03:00 YES
English 14B 1XENG 1 YES NO
English 2ZAB IZXENG 1 YES 02:00 TYES
Geography 1AB 1 YES NO
Geography 2B 1 YES 0200 YES
Geography 348 1 YES 0300 YES
Home FRoom 11 1 YES NO
Home Room 12 1 1 YES NO
Integrated Science 1XISC 1 YES NO
14/B
Integrated Science 2XISC 1 YES 0200 YES
2AB
Literature 2A/8 2XLIT 1 YES 0200 YES
Literature 34/B 3XLIT 1 YES 03:00 YES
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4.2.8 Print Exam Subject Requirements Report

Timetabling > Examination Schedule Setup >Subjects

You can print can print this report when the window is in View mode. This report lists all the
examinable subjects, by subject code and subject name, the number of students taking each
exam, the exam duration and subject notes that have been entered in Exam Timetable
Management. (See Section 5.3.3.)

e Locate the required Exam Schedule by using Browse or Search
e Select the Subjects tab

[ Examination Schedule Setup - 2014 Semester 1 Upper School Exams @
1éad /708
Definitionl Schedule Subjects ]Hooms] Supervisor

Code Mame Examinable Suspended Duration Mo. Exams
Z4BI0 Biclagical Sciences 2A/B YES YES 0200 "
I<BI0 Biological Sciences 3478 YES YES 0300 A

ZH4CHE Chemistry 20/8 wES ES 0zo0 A

IHCHE Chemistry 34./8 wES wES 000 A

1ACSC Carnputer Science 1A MO YES 1 =
1BCSC Computer Science 18 MO YES 1

28050 Computer Science 24 YES YES 0200 Q2

ZBCSC Computer Science 2B YES YES ozoo0 iz

ZXECD Econamics 24/8 YES YES ozoo il

IKECD Economics 34/8 wES YES 03o0

THEMG Englizh 14/ 1] wES 1

ZHEMG Englizh 24,/ wES ES 0zo0 A

1XGED Geography 14/B MO YES 1

24GED Geography 24./B YES YES 0200

IKGED Geography 34/B YES YES 0300 A

11HR Haome Room 11 wa YES 1

12HR Home Room 12 wa YES 1 -

[ 1 ¥

Exam Subjects Changes to Subject details are valid only for thiz Exam Schedule.
Fequirement Repart Permanent Changes should be made in General > Parameters > Subjects.
Ok Cancel

e Click on Exam Subjects Requirements Report

Report Destination
Destination lParameters] Pane sizesl
[J1oa7]
o100l
Q D REHES D «g
001011
Printer Preview Screen Dizk Clipboard Part
Il ® prs |4
File HTHL Postzcnpt RTF
[ Cancel ] [ (1] 4 l

e Select the required report destination and click OK
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Sample Exam Subjects Requirements Report

Exam Requirements Report
School Year - 2014

West Coast District High School

Grid(s): US
SUBJECT SUBJECT STUDENT | REGQUIRED? DURATION NOTES

CODE NAME NUMBERS

2ACSC Computer 28 O 02:00
Science 2A

ZAMAT Mathematics 70 D
28

2XBIO Biological 20 O 02:00
Sciences
2A/B

2XCHE Chemistry 24 O 02:00
2A/B

2XECO Economics 23 O 02:00
2A/B

2XENG English 2A/B 44 0O 02:00

2XGEO Geography 42 O 02:00
2A/B

2XHIM Modem 46 | 02:00
History 2A/B

2XIsC Integrated 25 O 02:00
Science 2A/B

2XLIT Literature 24 O 02:00
2A/B

2XPHY Physics 24/B 22 O 02:00

JAMAT Mathematics 20 0O 03:00
34

3XBIO Biological 23 0 03:00
Sciences
3A/B

3XCHE Chemistry 20 O 03:00
3A/B

3XECO Economics 20 O 03:00
3A/B

IXGEO Geography 22 O 03:00
3A/B
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4.3 Clone a Previous Exam Schedule

Timetabling > Exam Scheduler > Examination Schedule Setup

e Click on Create New Exam Schedule Record

1 Examination Schedule Setup
ed A AFTEH
Definitior |Schedule| Subiectsl Fh:omsl Supervisor I
; E=amination
lEIDne Presious Exam Schedule] S chedule Tite |
- Date/Days
Exarn Start D ate |3 DEC 2013 Mo. of Days for Exams IU
r Details
TT Year |2EI'I 3 : Schedule ISchooI ear - 2013 : Cucle |2EI'I 3-8 :
r Days to be used for Exams — Maaximum Group Size |D Required Grids
 onday 1
Tuezday |
Wednesday 1
Thursday [l
Friday 1
Saturday [l Fieport time format
Sunday = @) 24 hour 2112 howr , v o
| ’ LCancel

N Click on Clone Previous Exam Schedule

[T Clone Previous Examination Schedule

Presious Exam 5 chedule Mame List

[ ak. ] [ LCancel ]

e Click on the drop-down arrow and select the Exam Schedule you wish to clone
e Click OK
e Edit the Exam Schedule Title, Exam Start Date and any other fields as required
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[ Examination Schedule Setup
e )| LFTSH

Diefinition |S cheduls | Subjects I Rooms I Supervisor I

lEIone Previous Exam Schedulel EzﬂgldnjgoTnitle [2014 Semester 2 Year 11 Exams
r Date/Days
Exarn Start Date |3 MOV 2014 Mo. of Days for Exarns |5
r Details
TT ear |2D1 4 : Schedule ISchDDI Year - 2014 : Cycle |2D1 405 :
r Davs to be uzed for Exams — M aximum Group Size |1ED Required Grids
anday nds -
Tuesday 08
‘Wednesday 103
Thursday (E—
Friday
Saturday Bl Report time format
Sunday [ ) 24 haur @12 hour . i '
[ ok ] ’ Cancel ]

e Save or click OK

Note: Save saves what you have done but stays in Edit mode. OK saves what you have

done but returns to View mode.

Warning Iﬁ__J

4E% Key changes made to the Exam Scheduler definition tab. Continuing to
@ save may remove previously created Schedule and Subjects tabs
information,
Do you wish to continue?

e Click Yes
e On the Session tab, enter the required Session times
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e (A | LFfTEHE

[ Examination Schedule Setup - 2014 Semester 2 Vear 11 Exams

Definition  Schedule |Subiects| Hoomsl Supervizor I

r Daily Examination Sessions

Day

tonday, 03717414
Tuesday, 0411414
‘Wednesday, 05/11/14
Thurzday, 061114
Friday, 0741114

Seszion 1
3:00 Ak
3:00 Ak
3:00 Ak
3:00 Ak
3:00 Abd

Sezzion 2
1:00 PM
1:00 PM
1:00 PM
1:00 PM
1:00 PM

(% (=

0K ] [ Cancel

e Save or click OK

Note: Save saves what you have done but stays in Edit mode. OK saves what you have

done but returns to View mode.

e Edit Subjects, Rooms and Supervisor as required

e Save or click OK

4.4 Delete an Exam Schedule

Timetabling > Exam Scheduler > Examination Schedule Setup

e Locate the required Exam Schedule you wish to delete using Browse or Search

e Click on Delete Exam Schedule Record

Warning

==

e Click Yes
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5 Exam Timetable Management

Timetabling > Exam Scheduler > Examination Timetable Management
|:| Exam Scheduler &'

Instructions

In the right hand panel, there
are a number of icons with
dezcriptive titles shawing which
functions are available.

I arder ta start a function,
please double click on the
required icon.

The Exam Timetable Management window manages all functionality associated with generating,
manipulating, staffing, rooming and managing the full exam timetable.

Subjects on the Examination Timetable Management screen can be placed on the grid in one of
three ways:

Manually placing the subjects on the grid and generating nothing (that is, creating a fixed grid)
¢ Manually placing the subjects on the grid and automatically generating the rest of the subject
placements around the fixed subjects
e Automatically generating all subject placements

Once subjects are placed on the grid, rooms, exam timeslots and supervisor detail are all added
manually to the grid.
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5.1 Exam Timetable Management Window

Timetabling > Exam Scheduler > Examination Timetable Management

[ Examination Timetable Management
|ZD'I 4 Semester 1 Upper School Exams Iz‘ ' =] ‘ff Generate | (23 Hide Rooms
Day/Date Time Group Size
Monday Session 1 1}
16/06/14 09:00
09:00
Room 1
Monday Session 2 1]
16/06/14 13:00
13:00
Room 1
Tuesday Sesgion 1 1}
17/06/14 09:00
09:00
Room 1
Tuesday Session 2 1]
17/06/14 13:00
13:00
Room 1
Wednesday Session 1 1]
18/06/14 09:00
09:00
Room 1
Wednesday Session 2 1}
18/06/14 13:00
13:00
Room 1
Thursday Session 1 1]
19/06/14 09:00
09:00
Room 1
Thursday Session 2 1}
19/06/14 13:00
13:00
Room 1
Friday Session 1 1]
20/06/14 09:00
09:00
Room 1
Friday Session 2 1}
20/06/14 13:00
13:00
Room 1

5.1.1 View Mode

View mode is the default mode for the Examination Timetable Management window. In this mode
Exam Schedules may be selected from the Previously Saved Exam Session dropdown list for
viewing of the associated Exam Timetable Grid. The window remains in View Mode until the Edit
icon is clicked.

5.1.2 Edit Mode

In Edit mode the Exam Timetable Grid associated with the currently selected Exam Schedule is
made available for editing. Editing the Grid involves the placement and allocation of Subjects,
Rooms, and Supervisors. This is performed manually by the user. In the case of subjects,
automatic placement is also possible through the use of the Generate function. The window
remains in Edit mode until the OK or Cancel buttons are clicked.
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5.1.3 Examination Timetable Management Toolbar

Timetabling > Exam Scheduler > Examination Timetable Management

Toolbar Element Icon Hover Text View Edit
Default Set Exam Schedule as default Enabled Disabled
Scroll @ Display/Hide Subjects Disabled | Enabled
Print = 'FF{rITTg Exam Timetable by Day & Enabled | Disabled
Edit Exam Timetable i Edit Exam Timetable Enabled | Disabled
Save = Save Exam Timetable Disabled | Enabled
Generate Add subjects to the Grid Disabled | Enabled
Reports @ Reports Enabled Disabled
Hide Rooms [ ]Hid= Foems  |Hide/Display Room Cells Disabled | Enabled
Add Column /Add a column Disabled | Enabled
Move Subiject left 4 Move Subiject Left (Alt + L) Disabled | Enabled
Move Subiject right } Move Subject Right (Alt + R) Disabled | Enabled

5.2 Place Subjects on an Exam Grid

You can place subjects on an exam grid manually or they can be placed automatically, subject to

any constraints you may have entered.

5.2.1 Manual Subject Placement

Timetabling > Exam Scheduler > Examination Timetable Management

e Select the required examination schedule from the drop down list

|:| Examination Timetable Management

[=] v

|2D1 4 Semester 1 Upper School Exams
2014 Sermester 2 Year 11 Exams

=

2014 Semester 1 Upper School Exams

e |If required, click on the Set Exam Schedule as default

X

Information

"-.I 2014 Sernester 1 Upper School Exams has been set as the default Exam
¥' Schedule

e Click OK
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e Click Edit and Display Subjects

[ Examination Timetable Management
|2D'I 4 Semester 1 Upper School Exams |Z| @ E ["]Hide Rooms
Subject Day/Date Time Group Size
A - Monday Seszion 1 1]
Camputer Scien 16/06/14 09:00
Mathematics 24 09-00
Biological Scien
Chemistry 24/ Room 1
Economics 24/ Monday Session 2 1]
English 24/B 16/06/14 13:00
Geography 24/ 13:00
Modern History Room 1
Irjtegrated et Tuesday Session 1 1]
,E.':]i's‘?g;'ezf?; B 17/06/14 09:00
Mathematics & 0300
Biological Scien Room 1
Chemmtr}l /B Tueszday Seszion 2 1]
Economics 34/ | 17/06/14 13:00
Geography 34/ 1300
Modern History
Literature 34/B Room 1
Physics 34/8 Wednesday Seszzion 1 1}
18/06/14 09:00
09:00

In the left-hand pane, you will see a list of all the subjects to be examined.

To place subjects on the grid:

¢ Click on the required subject and drag and drop it into an empty cell on the grid in the required
row

Once a subject is placed on the grid, it will turn red in the Subject pane.

|:| Examination Tirmetable Management

|2U14 Semester 1 Upper School Examns |z| @ = || Hide Rioams

Code Subject Day/Date Time Group Size

2ACSC ECDI‘I‘IDUIBI Sc!en a Monday Session 1 88 Cormputer Seience 24 P
28050 i Computer Scien 1670614 09:00 INCSC

2aMaT :Mathematics 26 11-00 (381 [F]

If placing a subject on creates a conflict, you will be warned.

] Move Subject @

2 This Subject cannot be placed on this row without causing a clash.
‘{H’ Do you wish to allow this clash?

[ s |[ Mo | [[Wewish

To see the clash:
e Click View Clash
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] Conflict List for Exam

Mathematics 2A [2AMAT]

Mame

Angus, Sally
Bates, Carl
Brown, Patrick
Carey, Courtney
Caszson, Shane
Cooper, Hawden
Denter, Renes
Englizh, Dian
Every, Jazon
Gray, Werity
Hogan, Paul
Juliar, Triztan
Keane, Sam
Kitchen, Marc
Kright, Paul
Lambert, D arien
Lavrerts, Jason

Lestan, Ryan
El

Subject 1

Computer Science 24 Practical
Computer Science 24 Practical
Computer Science 24 Practical
Computer Science 24 Practical
Computer Science 24 Practical
Computer Science 24 Practical
Computer Science 24 Practical
Computer Science 24 Practical
Computer Science 24 Practical
Computer Science 24 Practical
Computer Science 24 Practical
Computer Science 24 Practical
Computer Science 24 Practical
Computer Science 24 Practical
Computer Science 24 Practical
Computer Science 24 Practical
Computer Science 24 Practical
Computer Science 24 Practical

2

m

Cloze

If a subject that is part of a Keep Together Set is placed on the grid), all subjects in that set will be

placed on the same grid band.

Literature 2&./B
21T
[241[F)

Literature 34./B
T
(22 [F)

Monday Session 2 90 English 24/B
16/06/14 13:00 ZHENG
16:00 [44] [F]
Room 1

Subjects that are manually placed on the grid are automatically marked as Fixed. This is indicated
by an (F) appearing in the subject cell. This means that these subjects will not be removed or
repositioned during Automatic Subject Placement

If you wish to move or remove a subject on the grid or mark it as Non-Fixed:
¢ Right click on the relevant subject and select the required option

Computer Science 24 F'|| |
ZACSC
(58 [F] Move Subject
I
Engleh 208 Add Note
(441 (F] Move Row

Mark as Non-Fixed Element

When you have completed, manually placing subjects on the grid:

e C(lick Save ...

e

Confirmation

:] Information has been saved.

e Click OK
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5.2.2 Automatic Subject Placement

Timetabling > Exam Scheduler > Examination Timetable Management

o Select the required examination schedule from the drop down list

[ Examination Timetable Management

|2D14 Semester 1 Upper Schoal Esanns |z| v =] 5?
2014 Semester 2Y'ear 11 Exams
2014 Semester 1 Upper School Exams

¢ If required, click on the Set Exam Schedule as default

Information X

I.-"'_"‘-. 2014 Sernester 1 Upper School Exams has been set as the default Exam
L ! Schedule,

e Click OK
e Click Edit and Generate
Warning —c—

"_"\-.I An Examination Timetable already exists for this Examination Session.
¢ Click Yes to overwrite the existing Exam Timetable or No to Cancel and
return to the Examination Timetable.,

e Click Yes

If the Maximum Group Size specified in Exam Schedule Setup is less that group size for the
largest examinable subject or largest Keep Together Set or the total size of all the Fixed subjects in
any session, then you will see this message:

l
g
)

Warning

@e% The Maximum Group Size is less than the |argest examinable subject
¥ size
If you continue the largest subject group size will be used to generate
the examination timetable rather than the Maximurm Group Size
defined.

Do you wish to continue?

e Click Yes or No as required
If there were not enough sessions created in Exam Schedule Setup to place all examinable
subjects on the grid, then you will see the following message:
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Generate

==

Setup.

@ There are not enough examination sessions to generate the
[ | e

' examination timetable,
Please add more examination sessions using Examination Schedule

e Click OK and go to Exam Schedule Setup to add more sessions

If automatic subject placement was successful, you will see your new exam grid.

|:| Examination Timetable Management
|2D14 Semester 1 Upper School Exams E @ Hide Rooms
Day/Date Time Group Size
Monday Session 1 88 Computer Science 24 P
16/06/14 09:00 28050
11:00 [88] [F]
Room 1
Monday Sezzion 2 90 Englizh 24./B Literature 2448 Literature 34/8
16/06/14 13:00 2ENG 24LIT WLIT
16:00 [44] [F] [24][F] [22]1F)
Room 1
Tuesday Session 1 88 Computer Science 24 Y
17706414 09:00 28050
10:50 28]
Room 1
Tueszday Sezzion 2 90 athematics 264 Mathematics 3é
17/06/14 13:00 ZaMaT JamMaT
16:00 [70) [20]
Room 1
Wednesday Session 1 66 tModern History 24/8  |Economics 348
18/06/14 09:00 2aHIM F<ECO
12:00 [4E] [20]
Room 1
Wednesday Session 2 89 Geography 28/ Chemistry 2&4/B Biological Sciences 38/
18/06/14 13:00 24GED Z+CHE 3=BIO
16:00 [42] [24] 23]
Room 1
Thursday Session 1 638 Integrated Science 24/F|Economics 24/B Chermiztry 34./8
19/06/14 09:00 24150 Z<ECO 3=CHE
12:00 [25] 23] [20]
Room 1
Thursday Session 2 64 Geography 34/ Physics 24/8 Biological Sciences 24/
19/06/14 13:00 PHGED ZPHY Z+BI0
16:00 [22] [22] [20]
Room 1
Friday Session 1 40 Modern History 38/8  [Physics 34/8
20/06/14 09:00 FHIM PHY
12:00 [21] [19]
Room 1
Friday Session 2 0
20/06/14 13:00
13:00
Room 1
]
. [1
o Click to save
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Canfirmation ﬁ

:] Information has been saved.

e Click OK

5.2.3 Conflict Check

A conflict check is performed whenever Edit is clicked in the Exam Timetable Management. It
examines the students in the subjects placed on the exam timetable grid to determine whether
there are any students who have more than one exam scheduled at the same time. If there are,

you will see this message.

I.-"'_"‘-.I There are conflicts.
"' Do you wish to display the conflicts?

[ v [N ]

[ Warning @Jj

e Click Yes to see the conflict list

] Conflict List
List of Conflicts
MHame Subject 1 Subject 2
Angus, Sally Chemistry 28/8  iGeography 24/ -
Williams, Tenillz Englizh 24./8 Literature 24./8

LCloze

e View, then Close
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Warning l—""-_]

o Click Yes or No as required

If you click Yes, you will see this message.

Warning I—__J

b An Examination Timetable already exists for this Examination Session.
Click Yes to overwrite the existing Exam Timetable or Mo to Cancel and
return to the Examination Timetable.,

e Click Yes or No as required

If you click Yes, you will see your new exam grid.

e Click to save

Caonfirmation ﬂ

:] Information has been saved.

e Click OK
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5.3 Grid Manipulation —

Once subjects have been placed on the grid either manually or automatically, they can be
manipulated to achieve a required solution. Rooms and Supervisors can also be allocated to the
Exam sessions on the Exam Timetable.

5.3.1 Move Subjects in the same Row on the Grid

Timetabling > Exam Scheduler > Examination Timetable Management

e Select the required examination schedule from the drop down list

[ Examination Timetable Management

|2D14 Semester 1 Upper Schoal Erams |Z| W = ‘:‘?
2014 Semester 2'ear 11 Exams
2014 Sermester 1 Upper Schaal Exarns

o If required, click on the Set Exam Schedule as default

Information =X

I.-"'_"\-. 2014 Sermester 1 Upper School Exams has been set as the default Exam
W Schedule.

e Click OK

e Click Edit

If a new column is required, click Add a column
e Select the subject you wish to move by clicking in the cell on the grid

e Click on [I to move it to the left or to move it to the right

Once subjects are placed as you wish:

e Click to save

Confirmation l&]

:] Information has been saved.

e Click OK
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5.3.2 Move Subjects to another Row in the Grid

Timetabling > Exam Scheduler > Examination Timetable Management

o Select the required examination schedule from the drop down list

[ Examination Timetable Management

2014 Semester 1 Upper Schoal Exams |z| v ¢ S Ffd

2014 Semester 2Y'ear 11 Exams
ester 1 Upper 5

¢ If required, click on the Set Exam Schedule as default

Information E

I.-"-_-"- 2014 Sernester 1 Upper School Exams has been set as the default Exam
L 4 4 Schedule,

e Click OK

e Click Edit

¢ Right click on the subject cell which contains the subject to be moved

Phyzics 34/B
FPHY
il
Remove Subject
Geography 34/ Add Note
FGED
[22) Move Row
Mark as Fixed Element
Chemigtry 304./8
A=CHE
[20)

e Select Move Subiject
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Move Subject

Subject
Code | BPHY
I arne | Physics 348

td o From |How E - Wednesday 18/06/14

Move To

Fleaze select a destination raw
s from the list of available rows.
Row 1 - Monday 16/06/14 - i

Fow 2 - Monday 16/06/14
Row 3 - Tuesday 17/06/14
Row 4 - Tuesday 17/06/14
Fow 5 - Wednesday 18/06/14
Fow 7 - Thursday 19/06/14
Row 8 - Thursday 19/06/14
Fow 3 - Fridaw 20/06/14

Row 10 - Friday 20/06/14

The subject will be moved ta the
selected destination row.

- [ ok ” Lancel l

e Select the row you wish to move the subject to

If a conflict results, you will see this message:

[ Move Subject

¢ , This Subject cannot be placed on this row without causing a clash.
“-‘\'() Do you wish to allow this clash?

[ Yes ] ’ Ho

¢ Make your preferred selection

Once subjects are placed as you wish:

e Click to save

Confirmation [&J

:I Information has been saved.

e Click OK

Note: if the subject you wanted to move is part of a Keep Together Set, all subjects in that
set are will be moved together.
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Note: If rooms have been allocated to a Subject prior to its successful move, the rooms are
removed from the subject as these may create clashes, or rooming issues. Therefore
rooms will need to be allocated again. Exam Supervisor information is also removed.

5.3.3 Add Note

Timetabling > Exam Scheduler > Examination Timetable Management

o Select the required examination schedule from the drop down list

[ Examination Timetable Management

2014 Semester 1 Upper Schoal Exams |z| v ¢ S Ffd
2014 Semester 2Y'ear 11 Exams
2014 Semester 1 Upper School Exams

e If required, click on the Set Exam Schedule as default
Information E

I.-"-_-"- 2014 Sernester 1 Upper School Exams has been set as the default Exam
L 4 4 Schedule,

e Click OK

e Click Edit

¢ Right-click in the cell which contains the subject you want to add a note to

M athematics 34 I |

JAMAT
(20 Move Subject

Remove Subject

Biological Sciences = Add Mote

[32X3?I[E] Mowve Row
Mark as Fixed Element

e Select Add Note

Subject Motes

~ Subject Details
Code  |34MAT

Mame |Mathematics 34

Motes:

Bring a calculator and wour brait -

AB

max. 200 characters SR ] [ Cancel
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o Type your note and click OK will save Notes.

Note: notes are stored universally, that is any changes made to a subject’s note are
reflected across all Exam Schedules.

When all required notes have been entered:

e Click to save

Canfirmation ﬁ

:] Information has been saved.

e Click OK

5.3.4 Move Row

Instead of just moving a single subject from one row to another, you may wish to move all the
subjects in a row.

Timetabling > Exam Scheduler > Examination Timetable Management

e Select the required examination schedule from the drop down list

[ Examination Timetable Management

|2D14 Semester 1 Upper Schoal Erams |Z| W = ‘:‘?

2014 Semester 2'ear 11 Exams
2014 Semester 1 Upper 5

e If required, click on the Set Exam Schedule as default

Information =X

I.-"'_"\-.I 2014 Sermester 1 Upper School Exams has been set as the default Exam
W Schedule.

e Click OK

e Click Edit

¢ Right-click in the row you wish to moved
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Geography 28/B Biological Sciences 3./ Physice 38/B
ZHGED 3=BIO JHPHT

(42 [F] [23)[F] 311
Cheriztry 248 Integrated Science 24/F| Geography 34/
Z+CHE 2450

[25) [25) (22)

Move Subject
Remove Subject
Add Note

Mark as Non-Fixed Element

e Select Move Row

Move Row

Subject

Mowve From |F|ow B - Wednesday 18/06/14

Move To

Please select a destination now
0w from the list of available rows.
Row 1 - Monday 16/06/14 = i

Row 2 - Monday 16/06/14
Row 3 - Tuesday 17/06:14
Fiow 4 - Tugsday 17/06/14
Row 5 - Wednesday 18/06/14
Row 7 - Thureday 19/06/14
Frow 8 - Thursday 19706414
Row 3 - Friday 20/06/14

Fow 10 - Friday 20/06/14

&l examsz on the selected now wil
be moved to the destination row.

_[ 0K

l ’ Lancel

]

Once subjects are placed as you wish:

Select the required row and click OK

e Click to save
Confirmation ﬁ
I I Information has been saved,
e Click OK
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5.3.5 Allocate Rooms

Once subjects have been placed on the exam timetable grid, rooms can be allocated to those
exams.

Timetabling > Exam Scheduler > Examination Timetable Management

e Select the required examination schedule from the drop down list

|:| Examination Timetable Management

2014 Semester 1 Upper School Exams |z| v @ = f =
2014 Sermester 2 Year 11
2014 Semester 1 Upper 5

o If required, click on the Set Exam Schedule as default

Information u

I.-"'_"‘-.I 2014 Sermester 1 Upper School Exams has been set as the default EBxam
W Schedule.

e Click OK
e Click Edit
Group Size
a8 Computer Science 284 P
24050
(B3] [F)
Room 1 I Allocate Room
89 Englizh ' cewer CwoTa
ZHEMG 2T
(441 (F) (23] [F)

e Right click on an empty room cell and select Allocate Room
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Required Rooms

Subject Detailz

Code |28CSC
Mare |Computer Science 24 Practical
Begin  |05:00 End [11:00
| D escription | Code |T_l,lpe |.-’-‘«Vailable Capacity
Computing Lab 1 COMP 1 0 ~
Computing Lab 2 COMP 2 10 10
Computing Lab 3 COMP 3 10 10
Fioom 11 551 12 20
Room 12 552 12 20
Room 13 553 12 20
Room 14 554 12 20
Room 15 555 12 20
Fioom 16 556 12 20
Foom 17 557 12 20
Foom 18 558 12 20
Room 19 559 12 20
Room 20 5510 12 20

[ 1]:4 ” LCancel ]

Note: the Available Capacity for each room is displayed.

e Select the required room and click OK

If the room selected is not large enough for the exam you will see this message:

Room Select Lé]

k. _.,-'I If you proceed, you will need to select additional rooms.

I’_o There is insufficient space in this room.
L

Click OK to continue and select additional rooms or click Cancel to
select a different reom.

| oK | [ Cancel ]

If you click OK, the Required Rooms window remains open.
o Make further selections until the insufficient space message is no longer displayed.

¢ You will see the multiple rooms displayed in the exam grid.

Group Size
28 Computer Science 24 Py
28050
(88] [F)

Room 1 |COMP 1
1

Room 2 [COMP 2
1.

Room 3 [COMP 2
1.

Room 4 [COMP 4
1.

e Continue to allocate rooms

C IVI Ca IntegrisExamSchedulerManual.docx 6-Dec-13
Page 5-18
© 2013 Civica Education Pty Ltd




When all rooms have been allocated:

e Click

to save

Confirmation

=D

:] Information has been saved.

e Click OK

5.3.6 Change Rooms

Once rooms have been allocated, they can also be changed.

Timetabling > Exam Scheduler > Examination Timetable Management

e Select the required examination schedule from the drop down list

|:| Examination Timetable Management

2014 Semester 1 Upper School Exams

LHvié &g i

2014 Sermester 2 Year 11 Exams

e |If required, click on the Set Exam Schedule as default

Information

I.-"' '\-.I 2014 Semester 1 Upper School Exams has been set as the default Bxam
W' Schedule.

e Click OK

e Click Edit

¢ Rightclick in a room cell that contains a room

Englizh 24/B Literature 24 /B Literature 348

ZHEMG Z4LIT =T

[4411F) 23] IF] [22]1[F]

551 553 554

1 Change Room ——

552

1. Remove Room

553 Show / Edit Allocated Students

1 Show / Allocate Supervisor _—
Allocate Substitute Room —

e Select Change Room
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Required Rooms

Subject Detailz

Code |2<ENG

Mame |English 24/8

Begin |13:00 End [15:00
Description | Code | Tupe | Available Capacity
Computing Lab 1 COMP 1 22 “
Cormputing Lab 2 COMFP 2 1 o]
Cormputing Lab 3 COMP 2 1 22
Computing Lab 4 COMP 4 10 22
Room 14 554 12 0
Room 15 S55 12 1k
Room 16 556 12 20
Room 17 557 12 20
Room 18 558 12 20
Room 19 559 12 20
Room 20 5510 12 20

[ QK ] [ LCancel
e Select aroom and click OK

If the room selected is not large enough for the exam you will see this message:

Room Select

(2

I.-"'_"‘-.I There is insufficient space in this reom.
W [f you proceed, you will need to select additional rooms.

Click OK to continue and select additional rooms or click Cancel to
select a different reom.

0K

}

Cancel

)

If you click OK, the Required Rooms window remains open.

Make further selections until the insufficient space message is no longer displayed.

[ ]

e You will see the multiple rooms displayed in the exam grid.
g9 English 24./B Literature 2448 Literature 3478
ZRENG ZALIT LUT
(441 [F) (23 (F) 22) [F)

Room 1 |555 553 554
1. 1. 1.
Room 2 [556 554 555
1. 1. 1.
Room 3 552
1.
Room 4 553
1.
When all rooms have been satisfactorily assigned:
o Click = to save
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Confirmation u

:| Information has been saved.

e Click OK

5.3.7 Remove Rooms

e Select the required examination schedule from the drop down list

[ Examination Timetable Management

2014 Semester 1 Upper Schoal Erams |Z| W @ = ‘:‘? (=]
2014 Semester 2'ear 11 Exams
2014 Sermester 1 Upper Schaal Exarns

o If required, click on the Set Exam Schedule as default

Information u

I.-"-_"\-I 2014 Semester 1 Upper School Exams has been set as the default Bxam
W' Schedule.

e Click OK

e Click Edit

¢ Right click in a room cell that contains a room

90 Mathematics 24 E conomics 34/
ZhhAT JHECO
[70] [20]
Room 1 551 555
1. 1.
Room 2 |55z Change Room
i
Room 3 553 Show / Edit Allocated Students
1.
Show / Allocate Supervisor
Room 4 [554
1. Allocate Substitute Room

e Select Remove Room

Note: any students allocated to the cleared room will no longer be allocated to aroom and
any supervisors allocated to the cleared room will also be lost.
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5.3.8 View/Edit Students Allocated to a Room

Timetabling > Exam Scheduler > Examination Timetable Management

o Select the required examination schedule from the drop down list

[ Examination Timetable Management

2014 Semester 1 Upper Schaoal Exams

Hve&aid

2014 Semester 2Y'ear 11 Exams

2014 Semester 1 Upper School Exams

¢ If required, click on the Set Exam Schedule as default

Information

I.-"-_-"-. 2014 Sernester 1 Upper School Exams has been set as the default Exam
w Schedule,

e Click OK

e Click Edit

e Right click in a room cell that contains a room

89 Englizh 24/ Literature 2&/8 Literature 38/8

ZHEMNG LT =0T

[44][F] (23] (F) [221(F)
Room 1 551 553 =

1. 1. Change Room
Room 2 |552 554 Remove Room

1. 1.

Show / Edit Allocated Students

Room 3 |553

1. Show / Allocate Supervisor
Room 4 Allocate Substitute Room

e Select Show / Edit Allocated Students

CIVICa

IntegrisExamSchedulerManual.docx 6-Dec-13

Page 5-22

© 2013 Civica Education Pty Ltd



Examination Room Student Allocation
Fioom |883 Subject |Literature 208 |z|

Student MName Form | Room Locked
Campbell, &shleigh 1.2 553 =] F -
Davies, Caitlin 1.2 553 - Fl

Gold, Stephanic 111 553 -| ¥
Guthrie, Sean 1.2 553 ~| [V

Kent, Claytan 11.2 553 -| [

Kraft, Chelsea 11.1 553 ~| [V

Lam, Chanara 1.2 553 - Fl

Liptan, Livwy 11.2 553 -| ¥

Max, Aaron 1.2 553 ~| V]
Wichael, D ariel 1.2 553 -| ¥

Maio, Kelly-Ann 11.1 553 ~| [V
orarity, Georgina 1.2 553 - Fl
Mungall, Alexandria 111 553 -| ¥

Mairn, Richard 1.2 553 ~| V]

Oliver, Angela 11.2 553 -| ¥
Pamment, Louize 1.2 553 - F

|| Unlockan || Cioss |

This window contains a list of locked students and their allocated room for the selected subject.

To view students also allocated to the selected room, but for a different subject:
e Click on the Subject drop-down arrow and select a different subject

Examination Room Student Allocation

Raoam |553 Subject | English 24/8 |~
Biological Sciences 24/B

Student Name Form R Biological Sciences 34/B g
Thomas. Alex 123 59 Computer Science 24 \Writen B
YWance, Anthary 121 5

iilliame, Tenille 1.2 54 Geography 2478 Z
Zanadu, Paul 123 553 = e ]

To change a student’s allocated room:
e Click in the Locked checkbox for a student

Note:
To unlock all students, click on Unlock All.

Closing the Examination Room Student Allocation window will automatically re-lock any
unlocked students.

e Click on the Room drop-down arrow for an unlocked student

Examination Room Student Allocation

Fioom |SS4 Subject |Literature 0B |z|
Student Mame Farm | Foam | Locked
Bates, Carl 12.2 |554 =] [ -
Carey. Courtriey 12.2 [554 ¥
Dicker. Kerie 12.2 55 &1

The list contains all rooms allocated to the same subject that have available space.
e Select an alternative room and click OK
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To print a list of students allocated to a room:

e Click Print
Report Destination
Destination lParameters] Page sizes]

L H1oaT
Hlo1og

o [ g -
LIBERE]

Printer Presdiew Screen Dizk Clipboard Port
] @ rs X
File HTHL Pastscript RTF

’ Cancel ] ’ Ok ]

e Select the required Report Destination and click OK

5.3.9 Allocate Substitute Room

When a room is being used for exams, you need to be able to identify what classes are usually
taught in that room and to re-allocate them classes to other rooms.

Timetabling > Exam Scheduler > Examination Timetable Management

e Select the required examination schedule from the drop down list

[ Examination Timetable Management

|2D14 Semester 1 Upper Schoal Esanns |z| v =] 5?

2014 Semester 2 vear 11 Exams
2014 Semester 1 Upper School Exams

e If required, click on the Set Exam Schedule as default

Information X

I.-"'_"‘-.I 2014 Sernester 1 Upper School Exams has been set as the default Exam
L ! Schedule,

e Click OK

e Click Edit

¢ Right click in a room cell that contains a room
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89 English 24/B Literature: 24/B Literature 34/B
ZHENG 24LIT LT
[44] [F] [23]1F] [22] [F]
Room 1 |551 S o
1. Change Room
Room 2 |552 Remowve Room

1 Show / Edit Allocated Students
Room 3 |553

1 Show / Allocate Supervisor

Room 4 Allocate Substitute Room

e Select Allocate Substitute Room

[ Allocate Substitute Room (3]
Optiors

@ Feplace Boam for the Entire Exam Tiretable:

() Replace Rooms for Subjects Afected

[ Ok, ] [ LCancel ]

Replace Room for the Entire Exam Timetable

The Entire Exam Timetable option attempts to substitute an alternative room for all occurrences of
the chosen room.

o Select Replace Room for the Entire Exam Timetable and click OK

If no subjects are affected, you will see this message.

Replace Rooms for Subjects Affected lﬂ

:] There are no subjects affected.

e Click OK

If subjects are affected however no room is available to cover for the entire exam timetable, you
will see this message.

Replace Room for Entire Exam Timetable =

There is no room available for the entire exam timetable.

e Click OK

If subjects are affected and rooms are available, you will see this window.
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1 Replace Room for Entire Exam Timetable @I

Rooms

Code Description Foom Type Capacity
ART 3 Ak 3 At 22 -
FAB 1 Fabrics 1 Hame Economics 22

FAB 2 Fabrics 2 Hame Economics 22

Food 3 Food 3 Home Economics 22

Food 4 Food 4 Home Economics 22
GYMe Gymnazuim 5 Gypmnazium 30
GYME Gyrinasuin B Gymnasiun 30

LIET Library Meeting Are: Library 15

LIEZ Library Meeting Are: Library 15

LIE2 Library Conference | Library 25
Roorn 4 [ 0o 30
M55 Room & Clazsroom 30

M5E Room B Clazsroom 30

M58 Room 8 Clazsroom 30

59 Fioom 9 Clazzroom 30

SC3 Science Lab 3 Science 32

SCI B Science Lab B Science 32

Wi Woodwork, 1 Dezign & Technologyi 22

Wi 2 Woadwark 2 Design & Technalogy: 22

Wi 3 “Woodwork 3 Design & Technology: 22 ji
4| i | »

’ 0K ] [ Cancel ]

e Select an appropriate room and click OK

If any of the periods for affected subjects have already had a substitute Room allocated, you will
see this message.

Allocate Substitute Room Iﬁ

I.-"'_"‘-.I There are substitute rooms already allocated for this schedule, Please
W' use Replace Rooms for Subjects Affected option to resume allocation.

e Click OK

Replace Rooms for Subjects Affected

Use this option if, no substitute room is available to cover for the entire exam period.

e Select Replace Rooms for Subjects Affected and click OK

If no subjects are affected, you will see this message.

Replace Rooms for Subjects Affected @

:] There are no subjects affected.

e Click OK
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[ Replace Rooms for Subjects Affected

X5

Subjects Affected
A

105&E

95:E

Tue
6| 17/06

Wed
18/06

Thu

Fri o
19/06 | 20/06

Period | Mon
16/00

H

1

2

B

3

Fl

L

5

R/ (4]

Awaillable Rooms

ART 2
ART 3
FARA
FaR 2
Food 2
Food 3
Food 4
Gk3
Gkdd
Grke
GrME
LIET
LIg2
k51
k510
k5H
MSE
MST
M58
kLIS
bl 152

4 1 |2

-~

m

e Select a subject in the Subjects Affected pane.

The white cells in the centre pane indicate the periods in which this subject is affected.

e Select a suitable room from the Available Rooms pane and click @

1 Replace Rooms for Subjects Affected

x5

T0S&E
954E

Subjects Affected

-~

Period

Mon
16/06

Tue
17/06

Wed
18706

Thu Fri
19/06 | 20/06

151

MS1

W51

D@ =T

51

e

Avyailable Rooms
ART 2 -
ART 3
FaB 1
FAR 2
Food 2
Food 3
Food 4
GrM3
Ghd
GrME
GvME
LIE1
LiB2
k510
M55
MSE
MSY
M58
LS
MUSZ

s 2
4 [[I] 3

m

oK.

] [ LCancel

o Select the next subject in the list

7

Replace Rooms for Subjects Affected

e Click Yes
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o Repeat these steps until all subjects have been allocated a room
e Click OK

Allocate Substitute Rooms to Individual Periods

Use this option if, no substitute room is available to cover an affected subject for the entire exam

period.

¢ Right-click in one of the white cells in the centre grid

e A period-specific Available Room selection window appears.

[_] Replace Rooms for Subjects Affected

Subjects Affected Penod | Mon Tue Wed Thu Fn

10Math i 16/0€ 06 19/06 20/06
ART1

1055E

958

ART 2
ART 3
FAE 1

— FAB 2

Food1
Food 2
Food 3
Food 4
GYM2
GYM3
GYM4
GYMS
i GYMB
L1B2

LIB3

O e w0 =T

You will see a list of available rooms for that period.

e Select a room from the list

|| Replace Rooms for Subjects Affected

Subjects Affected Period | Mon Tue Wed Thu Fri
10Math i 16706 17/06| 18706 19/06 | 20/06

M52

N W@ M= T

e Repeat for the other periods
e Click OK
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When all substitute rooms have been allocated:

e Click to save

Confirmation ﬁ

:] Information has been saved.

e Click OK

5.3.10 Time Slot Definition

Unless you are planning to assign exam supervisors for the entire duration of an exam, you will
need to identify the time slots within an exam session.

Timetabling > Exam Scheduler > Examination Timetable Management

e Select the required examination schedule from the drop down list

|:| Examination Timetable Management

|2D14 Semester 1 Upper School Esams |z| " & 6?

2014 Semester 2 vear 11 Exams
2014 Semester 1 Upper School Exams

e If required, click on the Set Exam Schedule as default

Information ﬁ

I.-"'_"‘-. 2014 Sermester 1 Upper School Exams has been set as the default EBxam
W Schedule.

e Click OK

e Click Edit

e Right-click on the time display for one of your exam sessions
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Time
Session 1

09:00
11:00

Session 2
13:00
16:00

Examination Supervision Time Slots

Mo, of supervision session time zlats |1

Time Slot | Start | Finish
1 09:00 11:00 R

Copy zlotz and times to other days? [l

[ ) [ Goee |

e Enter the required number of time slots

e Enter the Start and Finish times (hh:mm) for each Time Slot

Examination Supervision Time Slots

Moo, of supervizion session time slots |3

Time Slot | Start | Finish
1 000 10:00 R
2 10:00 11:00
3 1100 12:00

Copy slots and times to other days? [

£

=3

If the same time slots are required for the same session on other days of the exam period:

o Check Copy slots and times to other days?

e Click Save

Day/Date

Monday
16/06/14

Time Group Size

Session 1 88 Caomputer Science 24 P
09:00 28050
11:00 [38]1F)

Room 1 COMP 1
1.

2 &

3.

Room 2 |COMP 2

Time slots

Room 3 |COMP 3

Room 4 |COMP 4
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5.3.11 Show/Allocate Supervisor

e Right click in a cell where a room has been allocated and the session time slots have been

defined
Day/Date Time Group Size
Monday Session 1 88 Computer Science 24 Py
16/06/14 09:00 28050
11:00 [88]1F)
Room 1 |COMP 1
1. Change Room
% Remowve Room
Room 2  |COMP 2 Show / Edit Allocated Students
12- Show [ Allocate Supervisor
3: Allocate Substitute Room

e Select Show / Allocate Supervisor

Supervisor Allocation
| Monday, 16/06/14, Session 1
Mo, |Names |Edit |Eount| Start Time| Finish Time
1 o | ogoo | w00 -
2 0| 1o | 1100
3 o | 100 | 1200
Room |COMP 1
1 _Eop_l!J Superyisor_.ﬁ.llocqtion ta all subjects [ oK
ir thiz roorm in this session =

e Click Edit for a timeslot
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Supervisor Allocation - Timeslot 1
Int. Mo, of Periods Ma. of Periods Mo. of Teaching Sets
Selected MHame Eut Freed by Allacated for for Exam Subjects Prirnary
Suzpended Subjects Supervizion Taught
[ |Irwigilator, Exam E 00 min) 010 min) il [
[T |Supervisor, Exam E 00 min) 010 min) il =
[7]  |Abbott, Elaine | 0[0 min] 010 min] il [l
[ |&lan, Maria Theresa | 3 (330 min] 00 miir] 1 =
[ |&lan, kark | 00 riirn] 00 miir] i] -
7] |Best. Ca | 4 [245 min] 00 miir] i] B |
[ [Cabvin, Jenrifer | 4 (250 min] 010 miir] 1] =
[[]  [Charlten, Robert | 00 min] 010 miir] 1] 0
0 Davids, William | E (380 mir) 00 min] 1 0
[ [Duke, Tany | 4 (255 min] 010 miir] 1] 0
[7]  |Ewans. Luke | 4 (250 mir] 010 min) 1 =
[ |Garden, Jennifer | 00 min) 010 min) il =
[7] |Greaves. Anna | 10 (620 min) 010 min) 1 =
[[]  |Guizeppe, Andre | 13 (570 min] 010 min] 1 [l
7]  |Henmy, Shauna | 2 (500 min] 00 miir] 2 =
[7]  |Halliz, Christine | 4 (250 min] 00 miir] 1 =
[7]  |Halter, Kate | 4 (250 min] 00 miir] 1 =
[ [Ingris, Luke | 4 (250 min] 010 miir] 1] 0 -
T

External supervisors are listed first, then any current staff, who are free during that time slot. You
can also see, for each potential supervisor, how much teaching time has been lost as a result of
the exams and how much time has already been allocated to exam supervision.

To select a supervisor either:

e Check Selected to the left of the supervisor's name

OR

e Check Primary to the right of the supervisor’s name if that person is the main exam supervisor

Supervisor Allocation - Timeslot 1

Int. Mo, of Periods Mo. of Periods Mo, of Teaching Sets
Selected Hame st Freed by Allocated for for Exam Subjects Prirary
Suspended Subjects Supervision Taught
Invigilator, Exam E 00 min] 0[0 min) “ -
[ |Supervisor, Exam E 00 min) 00 min] il =
[] |Abbatt, Elaine | 00 min) 00 min] il =
[]  |Alan, Maria Theresa | 9330 min] 00 min] 1 =
[ |Alan, Mark | 00 min) 00 min] il [ (2
[] |Best.Cal | 4 [245 min] 00 min] il B |
[]  |Cabvin, Jennifer | 4 (250 mirn] 00 min] il =
[  |Charltan, Robert | 00 i) 00 rmin) ] =
[ |Dawids, William | £ (320 min] 00 rmin) 1 =
[ |Duke, Torg | 4 (255 min] 00 rmin) ] =
[]  |Ewans, Luke | 4 (250 min] 00 rmin) 1 =
[ |Garden, Jennifer | 00 i) 00 rmin) ] =
Gre Ahha I 10 (620 min) 00/[0 i) (|
[ |Guiseppe, Andre | 13 (570 i) 00 rmin) 1 =
[  |Henny, Shauna | 2 [500 min] 00 rmin) 2 =
[]  |Hollis, Christine | 4 (250 min] 00 rmin) 1 =
[  |Holter, Kate | 4 (250 min] 00 rmin) 1 =
[ (Ingris, Luke | 4 (250 min] 010 min) ] 0 -
QK ] [ LCancel ]
e Check OK
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Supervisor Allocation
|Monday, 16/06/14, Sessian 1
Mo, [Mames Edit | Cournt| Start Time| Finish Time
1. |A. Greaves, E. Invigilator® 2 09:00 1000 =
2 0 | 1000 | 100
3 o | 1100 | 1200
Room |COMP 1
[ !:opy_l Superyisor_.ﬁ.llocation to all subjects oK
it thiz roomm in this session =

Note: Primary supervisors are marked with an asterisk.

Repeat for the other time slots
¢ If more than one subject is being examined in the same room at the same time, and the

allocated supervisors will be supervising all subjects, check Copy Supervisor Allocation to all
subject in this room in this session
e Click OK

Note: you can only see the primary supervisors in the exam timetable grid

Monday Seszion 2 89 English 24./B Literature 2448 Literature 388
1606414 13:00 ZXENG ZALIT LT
16:00 [44][F) [2311F) [221[F]
Room 1 551 553 554
1. E. Supervizor* 1. E. Irwvigilator® 1. H. Barclay* .
2. E. Supervisor* 2. E. Invigilator 2. M. Creed® SUpeerSOfS
3. E. Supervisar® 3. E. Inwigilatar® 3., Brigg® allocated to
Hoom}Z R B 2 el different exams in
.J. Brigg .H. Barclay 5. Dawa
2, E. Everage” 2 M Creedt <€t Firmer the same room.
3 A Greaves® 3.J. Brigg* 3 M. Alan®
Room 3  [553
1. E. Irvigilator*
2. E. Irwigilator*
3 E. Invigilator
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Note: If supervisors have been allocated to all timeslots for a room, the right-click option
for Show / Allocate Supervisor is re-titled to Change Supervisor.

Room 1 [COMP1 | |

1. E. Irvigilator
2. E. lrevigilator Change Room
3. E. Invigilator

R 5 Remaove Room
oom COMP 2
1. E. Supervisor® Show / Edit Allocated Students

2.E. Supervsor
3 E. Supervisor* AR

Room 2 |COMP3 | Allocate Substitute Room

When supervisors have been allocated to all sessions:

e Click to save

Confirmation u

:I Information has been saved,

e Click OK

5.3.12 Print Exam Timetable by Day and Time Report

e Select the required examination schedule from the drop down list

[ Examination Timetable Management

2014 Semester 1 Upper Schoal Exams |z| v ¢ S Ffd
2014 Semester 2Y'ear 11 Exams
2014 Semester 1 Upper School Exams

e If required, click on the Set Exam Schedule as default

Information E

I.-"-_-"- 2014 Sernester 1 Upper School Exams has been set as the default Exam
L 4 4 Schedule,

e Click OK
¢ In View mode, click on Exam Timetable by Day and Time

Generating

@ Generating report, Pleaze wai...
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If the grid has at least one subject on it, the Exam Timetable by Day and Time report prints as a
Word document for the currently selected schedule.

West Coast District High School

Exam Timetable by Day & Time
School Year - 2014 (2014 Semester 1 Upper School Exams)

The Primary Supervisor for each Supervision session is marked with an asterisk ().

wesk
Foast

DAY & UBJECT UBJECT IZE START FIHISH ROOMIS) UFERVISORIZ) UFERVISOR UBJECT NOTE:
DATE MNAME CODE TIME TIME TIME
T E. Invigiiator, & Greaves T.5:00am -
10:00am Atthe end ofthe exam, studerts mustsave
TE ifor®, 10 - iry ( ided.
20 o:00am 11:00am COMP 1 nvigilator Henry 51.10002'[;% theirwarkontothe thumb drive provided
3. E. Tnvigilator®, M. Creed 3. 77:00am -
12:00pm
T.E. Supervisors, . Alan T.&:00am -
10:00am
=T x 2
22 9:00am 1100am | cOMpz | = SURETVisor J.Takin f'ﬂoodggf‘m'
Monday Camputer 3 E. Supervisors, W.Davids 3 jﬂ'Dﬁ-
180614 | S0P | gacsc 12:00pm
EXAM pclec?cel T. & Guisepper, C. Hollis T.5:00am -
SESSION 1 | Fracied 10:00am
R Holer® -
22 9:00am 1100am | comp3 | =T Homer L ingrE 2 Tmam-
3. J WMclaren®, 5. Oswald 3 TT:00am -
12:00pm
T. W Davidss, 1. Duke T 300am -
10:00am
22 9:00am 11-00am comp4 | 2 T-EMor CEvans Z.jD.Dﬁ-
11:00am
3. J Briggs, & Fisher 3. 11.00am -
12:00pm

o Enter Subject Notes if required

e Save and close
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6 Examination Schedule Reports

Timetabling > Exam Scheduler > Examination Schedule Reports

&5 Examination Schedule Reports

=

Exam Setup Repart:

D Exam Regquirements

D Exam Setup Definition

Exam Timetable Reports

D Exam Timetable by Day & Time
D E=am Timetable Summary

D Exam Timetable by Subject

D Exam Timetable by Foom

D Student Exam Schedule Balanc
D Student Exam Timetabls

D Individual Supervizor Roster
D Supervisor Time Summary

D Individual Room Change

Student Ligting for Exam by Subl

4

[l | k

Titles

Mair Title IStudent Listing for Exarm by Subject

Fage Footer I

 Select

Subject(s)

TTivear  [2014 =

Exarn Schedule I 2014 Sermester 1 Upp... Iz‘

Remove

-

Print

J

Cancel

6.1 Exam Setup Reports

Timetabling > Exam Scheduler > Examination Schedule Reports > Exam Setup Reports

CIVICa
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6.1.1 Exam Requirements Report

Timetabling > Exam Scheduler > Examination Schedule Reports > Exam Setup Reports > Exam

Requirements

This report identifies the examinable subjects and any additional information relating to the subject

exam.
e If required, edit the Main Title and enter a Page Footer
[ )

Select the required TT Year, Campus, TT Period and Grid

k2 Examination Schedule Reports @
=3 Exam Setup Reports - Titles
5 Main Title |Exam Subjects Requirerent Repart
D E=am Setup Definition Page Footer |2D'I 451105
4 E=am Timetable Reports
D Ewram Timetable by Day & Time Select S ubiect
ubjects
D Exam Timetable Surimary 1T Year |2EI'I 1 E ! ”
D Exam Timetable by Subject
[ Exam Timetable by Foam Campus |112EI Hay Road lz‘
D Student Exam Schedule Ealanc
[E] Student Exam Timetable TT Period |School Year - 2014 Iz‘
D Individual Supervizor Roster )
D Supervizor Time Summary Girid |2D'I 4-U3 lz‘ e
D Individual Roarn Change
Remave Find
D Student Ligting for Exam by Sub
[ 1 3
Prirt

e To load the Subjects, click Find
e Enter your search parameters and click Find
Subject Search
Search Criteria
Subject Code |
Subject Mame |
Grid |2014-U5 |=]
Department |l =]

Find &ctive Subjects only

Subject Search Results

Code Short Mame Subject Name

11HR HR 11 Home Roorm 11 -
12HR HR 12 Home Room 12

1ACSC CsC Carnputer Science 14 =
TaMAT hd&sT M athematics 14

TaWwWPL WPL workplace Learning 14

1BCSC CsC Computer Science 1B

1EMAT MAT b athematicz 18

1BWPL WL “workplace Learning 1B

TCWPL WPL “workplace Learning 1C

1DWRL WPL “workplace Learing 10

THEMG EMG Englizh 14./B -
4 T 3

Total records found: |35

[ Select ” Cloze:
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e Click Select and Yes

& Examination Schedule Reports

&3 Exam Setup Reports
D E xam Requirem
El Ewxam Setup Definition

=3 Euam Timetable FReports
|:| Exam Timetable by Day & Time
D Exann Timetable Sumnary
|:| Exam Timetable by Subject
D Ewxam Timetable by Room
D Student Exam Schedule Balanc
El Student Exam Timetable
D Individual Supervizor Roster

|:| Supervizor Time Summan
D Individual Room Change
|:| Student Ligting for Exam by Sub

4 [Tl | 3

Titles

ain Title

| Exam Subjects Requirement Report

Page Footer |2D14 S1US

Select

Subjects

TT Year |2m 4

Campus |‘I‘I2D Hay Road

TT Petiod | School Year - 2014

Gid  [2014-US

E & E A

11HR Home Room 11

12HR Home Room 12

1ACSC Corputer Science 1A
TAMAT Mathemnatics 14
1EWPL Workplace Learning 14
1BCSC Computer Science 1B
1EMAT Mathematics 1B
1BWPL Workplace Learing 1B
1CWPL Workplace Learning 1C

Femove

»

., |

’ Print ] [ Cancel

¢ Remove any unwanted subjects by highlighting them in the Subjects list and clicking Remove

e Click Print

Report Destination

Destination lF‘alametelsl Page sizesl

LJ1eo]
Hlo10.f
o g -
00101]]
Frinter Freview Dk, Clipboard Pt
) @ v 4
Filz HTHL Postzcnpt RTF
’ Cancel l[ Ok ]

e Select your preferred Report Destination and click OK
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Sample Exam Requirements Report

West Coast District High School
Exam Subjects Requirement Report
School Year - 2014
Grid(s): US
SUBJECT SUBJECT STUDENT REQUIRED? DURATION NOTES
CODE NAME NUMBERS
2ZACSC Computer as O 02:00
Science 2A
ZAMAT Mathematics 70 O
24
2BCSC Computer 89 O 02:00
Science 28
ZBMAT Mathematics 59 O 02:00
2B
2XBIO Biological 20 O 02:00
3ciences
2A/B
2ZXCHE Chemistry 25 O 02:00
2AB
2XECO Economics 23 O 02:00
2AB
ZXENG English 24/B 44 O 02:00
2XGED Geography 42 O 02:00
2AB
2XHIM Modern 46 O 02:00
History 2AB
2¥I5C Integrated 25 O 02:00
Science 2AB
2XLIT Literature 23 O 02:00
2AB
2XPHY Physics 2A4/B 22 O 02:00
JAMAT Mathematics 20 O 03:00 Bring a calculator and your brain
A
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6.1.2 Exam Setup Definition Report

(Timetabling > Exam Scheduler > Examination Schedule Reports > Exam Setup Reports > Exam

Setup Definition)

e If required, edit the Main Title and enter a Page Footer
e Select the required Timetabling Year and Exam Timetable
[}

Check Include Examinable Teaching Sets if

required

= Examination Schedule Reports
P

=

Exam Setup Reports Titles

D Examn Requirements M ain Title

IEHamination Setup Definition Report

Page Footer |2n1 45105

Ewxam Timetable Reports

@

 Select

Timetabling ear |24

E

Eram Timetable

|2U'I4 Semester 1 Upp... |z|

[¥linclude Examinable Teaching Sets:

Frint Cancel

o Click Print
Report Destination
Destination |F'alametels| Page sizesl
[ fTooy]
= DREB]
o [ Q -
00101]]
Frinter Freview Dk, Clipboard Pt
1] @ ps |4
File HT ML Fostecript RTF
’ Cancel l [ Ok ]

CIVICa
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Sample Exam Setup Definition Report

West Coast District High School

Examination Setup Definition Report

Examination Schedule Title: 2014 Semester 1 Upper School Exams

Start Date: 16 JUN 2014 No. of Days for Exams: 5
TT Year: 2014 Cycle: 2014-05

Days to be Used for Exams Rooms Available for Exams
Monday B COMP 1

Tuesday == COMP 2

Wednesday B

Thursday o)

Friday =

Saturday O

Sunday O

Available Supervisors

Internal
External

2/E

Required Grid(s): US

C IVI Ca IntegrisExamSchedulerManual.docx 6-Dec-13
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West Coast District High School

Examination Setup Definition Report f west

Examination Schedule Title: 2014 Semester 1 Upper School Exams

Start Date: 16 JUN 2014 No. of Days for Exams: 5
TT Year: 2014 Cycle: 2014-05
Subject Mame Subject | Examinable Mo. Exam Mame |Suspended | Duration | Examinable HNotes
Code [Teaching Sets| Exams For Exams Status
Biclogical Scisnces 2¥BID | 2XBID_1 1 YES 02:00 YES
JAB
Biclogical Scisnces 3XBIO | 3XBIO_1 1 YES 03:00 YES
3AB
Chemistry 248 2XCHE | 2XCHE_1 1 YES 02:00
Chemistry 348 3XCHE |3XCHE_1 1 YES 03:00
Computer Science 1ACSC 1 YES NO
14
Computer Science 1BCSC 1 YES NO
1B
Computer Science 2ACSC CS5C_1 2 |Computer YES 02-00 YES
24 CsC_2 Scisnce 2A
C5C_3 Practical
C3C_4
Computer YES 01:50 YES
Seience 2A
Writen
Computer Scisnce 2BCSC 1 YES 02:00 HO
2B
Economics 2A/B 2Z¥XECO |2XECO_1 1 YES 02:00 YES
|_Eccn0n'ics 2AB IXECO |3XECO_1 1 =3 03:00 YES
|Eng|ish 14'B 1XENG 1 YES NO
English 2A/B ZXENG | 2XENG_1 1 YES 02:00 YES
2HENG_2
Geography 1AB 1XGEQ 1 YES HO
Geography 2A'B 2AGED | 2XGEC_1 1 YES 02:00 YES
2XGED_2
Geography 3AB 3XGEQ |3XGEO_1 1 YES 03:00 YES
Home Room 11 11HR 1 YES NO
Home Room 12 1ZHR 1 YES NO
Integrated Science 1XISC 1 YES NO
1AB
Integrated Science 2XISC | 2XSC_1 1 YES 02:00 YES
JAB
Literature 24/B 2HLIT [ 2XLIT_1 1 YES 02:00 YES
Literature 24/B IHLIT [ 3XLIT_1 1 YES 03:00 YES

6.2 Exam Timetable Reports

Timetabling > Exam Scheduler > Examination Schedule Reports > Exam Timetable Reports
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6.2.1 Exam Timetable by Day and Time Report

Timetabling > Exam Scheduler > Examination Schedule Reports > Exam Timetable Reports > Exam

Timetable by Day & Time

The Exam Timetable by Day and Time report provides a summary of the exam timetable against
and includes exam group sizes, subject names and codes, start and finish times, rooms,
supervisors and supervision times.

e If required, edit the Main Title and enter a Page Footer
e Select the required Timetabling Year and Exam Timetable
o Enter General Notes if required

&2 Examination Schedule Reports
3 Exam Setup Reports Titles
=4 E=am Timetable Feports tdain Title |Exam Timetable by Dayp & Time
D Exam Timetable by Day & Page Footer |
D Exann Timetable Surmary
D Exarn T?metable by Subject S elact
U Exam Timetable by Room TimetablingVear | 204 =l
D Student Exam Schedule Balanc
D Student E=am Timetable Exam Tirmetable |2EI‘I 4 Semester 1 Upper School Exams |Z|
D Individual Supervizor Roster
D Supervizor Time Summary General Maotes
D Individual Room Change [ -
D Student Listing for Exam by Sub
] 1 3
Print ] [ Cancel
e Click Print
Examn Timetable by Day & Time

@ Generating report...

The report will open in MS Word.
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Sample Exam Timetable by Day and Time Report

Exam Timetable by Day & Time -f‘“‘
' spast
School Year - 2014 (2014 Semester 1 Upper School Exams) ‘
The Primary Supervisor for each Supervision session is marked with an asterisk (*).
DAT & UBJECT UBJECT I7E START FINTSH ROCM(S) UPERVISOR(S) UPERVISOR UBJECT NOTES
DATE MNAME CODE TIME TIME TIME
T. E. Invigilators, A Greaves T. 9.00am -
10:00am
T -
2 9:00am T0oam | compi | 2 T Imvignar SHERT fﬂo%gﬁ:m'
3. E Invigiators, M. Creed 3. 71:00am -
12:00pm
T E Supervisors, 1. Alan T 5:00am -
10:00am
= T -
2 9:00am 1100am | comp2 | 2 T SupenViser T Gavin fﬂo%gﬁ:m'
T - =
:ES;‘:I Computer 3. E Supervisors, Wi, Davids 13210105?
grc::?iEZIZA 2ACSC 1. A Guiseppe®, C. Hollis 1. O.00am -
SESSION 1 10:00am
= 9:00am 11:00am comps |2 K Holer Linars 51_10005?.
3. J Wclarens, 5. Oswald 3. 71:00am -
12:00pm
T.W Davids®, T. Duke T.000am-
10:00am
22 9:00am 11:00am COMP 4 2. T.Ellot, L Evans 2. 10:00am -
11:00am
3. J.Briggs, A Fisher 3. 11.00am -
12:00pm
a

6.2.2 Exam Timetable Summary Report

Timetabling > Exam Scheduler > Examination Schedule Reports > Exam Timetable Reports > Exam
Timetable Summary

The Exam Timetable Summary Report is an abbreviated version of the Exam Timetable by Day
and Time report.

e If required, edit the Main Title and enter a Page Footer
e Select the required Timetabling Year and Exam Timetable
o Enter General Notes if required

&5+ Examination Schedule Reports @
1  ExamSetup Reports - Titles
=3 Ewam Timetable Feports Main Title |Exam Timetable Surnmary
El Exam Timetable by Day & Time Page Footer |
El Exam Timetable Summarny
|:| Exam T!metable by Subject Select
0 Evam Timetable by Room Timetabling ¥sar |2014 [=]
D Student Exam Scheduls Balanc
D Student Exam Timetable Exam Timetable |2U1 4 Semester 1 Upper School Exams IE‘
|:| Individual Supervizor Roster
|:| Supervisor Time Summary General Motes
D Individual Room Change =
El Student Listing for Exam by Sub
] m = »
B
e Click Print
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Exarn Tirmetable by Day & Time

@

The report will open in MS Word.

Generating report. ..

Sample Exam Timetable Summary

Exam Timetable Summary
School Year: 2011
Exam Session: Mock WACE 2011
Day Subject Name Subject Code | Room(s) | Size | Start | Finish
& Date Time | Time
Wednesday IMathematics 3A/E IXMA GYM 133 08:30 11:40
21/09/11 . s o - o P
EXAM SESSION 1 Mathematics 3A/B 12 IEMATT S 74 08:30 11:40
Wednesday English3A/B IXENG GYM 171 1230 1540
EXAD SoRSION 7 | Literature 348 LT GYM 45 | 1230 | 1540
Thursday Mathematics 2A/B 2XIA =X 58 08:30 11:40
22/09M11 Mathematics 2C/D 2 A GYM 93 08:30 11:40
EXAM SESSION 1 [ Wafhemalics 20012 ZVWETT [Nl B 0830 1140
Thursd Englishas an Addtional Language 3AB JXELD FOg 31 12:30 1510
220811 Engineering Stdies S48 IREST (Xl 16 | 120 | 1540
Modern History 3AE JXHIM GYM 25 1230 1540
EXAM SESSION 2 TMusic 34/ Vestern ArthMusics 3XMUSW ADS T 12:30 15:10
Erid Design2AB: Photography 2XDESP &M 31 0830 1110
23['0 9?1‘-"1 Fhysical Education Sludies S4B IXPES GV 15| 0830 | 110
Physical Education Studies 3A/B: B/Ball JXPESB =X 08:30 11:10
EXAM SESSION 1 Mathematics 3C/D A GYM 08:30 11:40
Friday Career & Enterprise 248 2XCAE GYM 12:30 15:40
2310911 Dance 34B 3XDAN =X 12:30 1510
EXAM SESSION 2 [ Physics 3AE IKPHY GYM 1230 1540
Monda Biological Sciences 3AB 3XBIO GYM 08:30 11:40
25'.09;11: Human Biolagical Science 34/B JXHBS =X 08:30 11:40
TMathemafics Specialist 3AE TTAS [=Xi0 0530 1130
EXAM SESSION 1 Mathematics Specialist 3A/B 12 IXMAST GYM 08:30 11:40
Monday Psychology 348 IXPSY G 35 12:30 15:40
EXAT SESSION 2 | Mathematics Specialist 30D IMAS GYM 35 | 1230 | 1540
Tuesday Chemistry 3AB 3XCHE GYM 128 08:30 11:40
2710911 } N . o o e
EXAM SESSION 1 Computer Science 34B 3XCSC EYM 3 08:30 11:40
Tuesday AppliedInformation Technology 3A/8: MM IXAITM &M [ 1230 1540
27/0911 Economics 3AE ECO [EX] 0 1230 15:40
EXAM SESSION 2 [ French3AE 3XFRE FOB [ 1230 1510
Wednesday Accounting & Finance 3AB R =X 18 08:30 11:40
28/0911 Earth & Environmental Science 3AB IXEES GYM 14 08:30 11:40
EXAM SESSION 1 [ Philosophy & Ethics 348 3XPAE GYM 22 0330 11:40
Wed d FoodScience & Tech 2A/B: Hospitality 2XFSTH =X 9 12:30 15:40
2a0a1 . | Drama3as S¥DRA (=Xl 20| 12s0 | 1810
ltalian: Second Language 3AB 3XITA FO8 7 12:30 15:10
EXAM SESSION 2 Palitics & Law 3AB IXPAL =X 14 12:30 15:40
Geography 3AB IXGED GYM 12 08:30 11:40
Tzhgf.'urgﬂi‘" Japanese: SecordLanguage A AN Foa 77 | 0830 | 1110
Media Produdtion & Analysis 3AB IXMPA GYM ] 08:30 11:10
EXAM SESSION 1 k4
Wisual Arts ZAE VAR GYM 13 0330 11:10
=]
General Motes:
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6.2.3 Exam Timetable by Subject Report

Timetabling > Exam Scheduler > Examination Schedule Reports > Exam Timetable Reports > Exam
Timetable by Subject

The Exam Timetable Report by Subject report provides a listing of subjects being examined and
associated information.

e If required, edit the Main Title and enter a Page Footer
e Select the required Timetabling Year and Exam Timetable
o Enter General Notes if required

- Examination Schedule Reports
pol

@
=

Exam Setup Reports -

Examn Timetable Reparts

D Exam Timetable by Day & Time
D Ewann Timetable Summam
D Exam Timetable by Subject
D Exam Timetable by Foom
D Student Exam Schedule Balanc
D Student Exam Timetable

D |ndividual Supervizor Roster

D Supervizsor Time Summary
D Individual Room Change
D Student Listing far Exarn by Sub

4

L1 2

Titles

Main Title IEHam Timetable by Subject

Page Footer I

Select |Sort|

|24 I~

|2IJ14 Semester 1 Upp... IZ|

Timetabling *rear

Exam Timetable

 General Mates

Frint ] [

Cancel

e Select the Sort tab

& Examination Schedule Reports

@
=

Exam Setup Reports
Exarn Timetable Reports

Titles

Fain Title IEHam Timetable by Subject

D Exam Timetable by Day & Time
D Exarn Timetable Summary
@) E <am Timetable by Subject
D Exam Timetable by Room
D Student Exam Schedule Balanc
D Student Exam Timetable

D Individual Supervisar Roster

D Supervisor Time Summary
D Individual Room Change
D Student Listing for Exam by Sub

Page Footer I

Select Sort |

Subject Cade

Sort Field

=

| -

Subject Mame

Frint ] [ Cancel
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¢ If you do not wish to sort by subject name, drag Subject Name to the pane on the left and
double click on your preferred sort
o Click Print
Report Destination
Destination lF'alametelsl Page sizesl
1no1
G 0 =
bitin
Frinter Freview S creen Digk. Clipboard Port
1] @ vs |
File HT ML Fostecript RTF
’ Cancel l [ ] ]

e Select your preferred Report Destination and click OK
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Sample Exam Timetable by Subject

Exam Timetable by Subject
School Year - 2014 (2014 Semester 1 Upper School Exams)

West Coast District High School

SUBJECT EXAM DAY DATE START FINISH ROOM(S) SIZE SUBJECT
CODE TIME TIME HOTES
2ACSC |Computer MOMDAY 16 June, 2014 9:00am | 11:00am | COMP 1 a8

Science 2A COMP 2
Practical COMP 3
COMP 4
2¥ENG |English 2A/B MOMNDAY 16 June, 2014 1:00pm | ¥00pm | 551382 44
3553
Z¥LIT  |Literature 2A'B MOMDAY 16 June, 2014 ( 1:00pm | 300pm | 5533554 23
JXLIT  |Literature 3AB MOMNDAY 16 June, 2014 ( 1:00pm | 400pm | 554 555 22
2ACESC |Computer TUESDAY | 17 June, 2014 9:00am | 10:50am | 551552 83
Science 24 553554
Writen 385
IXECO |Economics 3A/B | TUESDAY | 17 June, 2014 1:00pm 4:00pm | 355 20
ZAMAT  [Mathematics 2A TUESDAY | 17 June, 2014 1:00pm | ¥00pm | 5513582 7O
5533554
3XBIO  |Biological WEDMESDAY | 18 June, 2014 1:00pm | 4:00pm | 5533554 23
Sciences 3AB
2XGEQ |Geography 2AB |WEDNESDAY | 18 June, 2014 1:00pm | 300pm | 551382 42
553
JAMAT  |Mathematics 3A |WEDNESDAY | 18 June, 2014 9:00am | 12:00pm | 354 20 Bring a
calculator
and your
brain
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6.2.4 Exam Timetable by Room Report

Timetabling > Exam Scheduler > Examination Schedule Reports > Exam Timetable Reports > Exam
Timetable by Room

If required, edit the Main Title and enter a Page Footer
Select the required Timetabling Year and Exam Timetable
Check Print Each Room as a Separate Page
Enter General Notes if required

& Examination Schedule Reports IEI
1  Exam Setup Reports Titles
3 Exam Timetable Reports Main Title |EHam Timetable by Foom
D Exam Timetable by Day & Time Page Footer |
D E=am Timetable Summary
D Exam Tmetable by Subject Select
D Exam Timetable by Raoom Timetabling ¥ear |2m 4 |z|
D Student Exam Schedule Balanc
D Student Exam Timetable Ewam Timetable |2U'I 4 Semester 1 Upper Schoaol Exams IE‘
D Individual Supervizor Roster
D Supervizor Time Summary [T1Print Each Foom as a Separate Page:
[ Individual Room Change General Motes
D Student Listing for Exar by Sub =
4 n 3
Pririt ] ’ Canicel
e Click Print
Exarn Tirmetable by Day & Time

@ Generating report. ..

The report will open in MS Word.
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Sample Exam Timetable by Room

West Coast District High School
Exam Timetable by Room o
School Year - 2014 (2014 Semester 1 Upper School Exams)
ROOM DAY & DATE SUBJECT NAME | SUBJECT CODE START TIME FINISH TIME SUBJECT NOTES
Monday Computer 2ACSC 9:00am 11:00am
COMP 1 16/06/14 Science 2A
Practical
Monday Computer 2ACSC 9:00am 11:00am
COMP 2 16/06/14 Science 2A
Practical
Monday Computer 2ACSC 9:00am 11:00am
COMP 3 16/06/14 Science 2A
Practical
Monday Computer 2ACSC 9:00am 11:00am
COMP 4 16/06/14 Science 2A
Practical
Monday English 2A/B 2ZXENG 1:00pm 3:00pm
16/06/14
T Computer 2ACSC 9:00am 10:50am
uesday Sci
17/06/14 cience 2A
Writen
Tuesday Mathematics 2AMAT 1:00pm 3:00pm
17/06/14 2A
Wednesday Madern History | 2XHIM 9:00am 11:00am
SS81 18/06/14 2A/B
Wednesday Geography 2XGED 1:00pm 3:00pm
18/06/14 2A/B
Thursday Chemistry 2XCHE 9:00am 11:00am
19/06/14 2A/B
Thursday Economics 2XECO 1:00pm 3:00pm
19/06/14 2A/B
Friday Physics 2A/B | ZXPHY 9:00am 11:00am
20/06/14
Manday English 2A/B 2XENG 1:00pm 3:00pm
16/06/14
T Computer 2ACSC 9:00am 10:50am
uesday -
170614 | geience 24
Writen
Tuesday Mathematics 2ZAMAT 1:00pm 3:00pm
17/06/14 2A
Wednesday Modem History | 2XHIM 9:00am 11:00am
18/06/14 2A/B
582 Wednesday Geography 2ZXGED 1:00pm 3:00pm
18/06/14 2A/B
Thursday Chemistry 2XCHE 9:00am 11:00am
19/06/14 2A/B
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6.2.5 Student Exam Schedule Balance Report

Timetabling > Exam Scheduler > Examination Schedule Reports > Exam Timetable Reports > Student
Exam Schedule Balance

The Student Exam Schedule Balance report provides information on the number of exams each
student has on any given day.

e If required, edit the Main Title and enter a Page Footer

o Select the required TT Year and Exam Schedule

e Check Include all Students if you want all selected students included in the report
OR

e Edit Students with less than # Exams

e Check Include number of Exams and Include Subject Codes as required

¢ Click Find and select the students you wish to include in the report

&2 Examination Schedule Reports @
(] Exam Setup Reports - Titles
3 Exam Timetable Reports Main Title |Student Ewam Schedule Balance
D Ewann Timetable by Day & Time Feme Raae |
|:| Ewam Timetable Summary
D Ewxam Timetable by Subject Celact lSort]
D xam Timetable by Room Selected Students
El Student Exam :hEu:IuIe B alanc| TT Year |2D14 |z| Andrews, Flachas] p
D Student Exam Timetable Angus, Sally
i ; Bates, Cal
I:I Individual Supervisor Roster Exam Schedule |2U'|4 Semester 1 Upp... E‘ B;:E J:r:ny
[ Supervisar Time Summary BlackPJoel
|:| Individual Room Change Ihclude all Students Brown, Patrick _
El Student Lizting for Exam by Sub Campbell. Ashlsigh
Students with less than |10 Exams Ea[e-"" Cgl.::tney
asson, Shane
Include number of Exarns Caterer, Jessica
Cooper, Hayden S
Include Subject Codes
[ n k
[ Frint ] [ Cancel
e Select the Sort tab
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- Examination Schedule Reports
pol

3 Exam Timetable Reports

D Exarn Timetable by Day & Time
D Exarn Timetable Surrnary

|:| Exam Timetable by Subject

D Ewxam Timetable by Foom

edule Balanc

Studett Exa
|:| Student Exam Timetable
|:| Individual Supervizor Roster
D Supervizor Time Summam
D Individual Room Change
|:| Student Lizting for Exam by Sub

1 Exam Setup Reparts -

Titles

tain Title IStudent Exam Schedule Balahce

Page Footer I

Select 50

ear - Sort Field

F

Farm

Gender Surname

| -

Frint

J{

Cancel

¢ If you do not wish to sort by Surname, drag Surname to the pane on the left and double click

on your preferred sort
e Click Print

Examn Timetable by Day & Time

@

Generating report...

e The report will open in MS Word.
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Sample Student Exam Schedule Balance

West Coast District High School :
Student Exam Schedule Balance west
' somIt
School Year - 2014 (2014 Semester 1 Upper School Exams)
[ FORM | TOTALEXAMS MON TOE WED THO 31
16/06/M4 17106014 18/06/14 19/06/14 20/06/14
Andrews, 111 2 1 1
Rachael 2ACSC 2ACSC
Angus, Sally 121 [ 2 2 1 1
2ACSC 2ACSC 2XGEQ 2XISC
2XENG 2AMAT
Bates, Carl 12.2 7 2z Z 1 1 1
2ACSC 2ACSC 3XBIO IXGEO 3XHIM
IXLIT 2AMAT
Black, Jenny 111 2 1 1
2ACSC 2ACSC
Black, Joel 123 7 2z 2z 7 1
2ACSC 2ACSC 3AMAT 3XCHE
2XENG 3XECO IXPHY
Brown, Patrick 121 6 2 2 1 1
2ACSC 2ACSC 2XHIM 2XISC
2XENG 2AMAT
Campbell, 1.2 4 1 2 1
Ashleigh 2XLIT 2XHIM 2XBIO
2XGEQ
Carey, 12.2 T 2 2 2 1
Courtney 2ACSC 2ACSC 2XHIM IXGEO
IXLIT 2AMAT 3XBIO
Casson, Shane 11.3 6 1 2 2 1
2ACSC 2ACSC 2XCHE 2XPHY
2AMAT 2XECO
Caterer, 12.3 T 2 2 2 1
Jessica 2ACSC 2ACSC 3AMAT 3XCHE |
2XENG 3XECO IXPHY
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6.2.6 Student Exam Timetable Report

Timetabling > Exam Scheduler > Examination Schedule Reports > Exam Timetable Reports > Student

Exam Timetable

The Student Exam Timetable report provides a single page per student report summarizing the

exam information for that particular student.

&5 Examination Schedule Reports

If required, edit the Main Title and enter a Page Footer
Select the required TT Year and Exam Schedule

Enter a note and check Include Student Photo if you wish
Click Find and select the students you wish to include in the report

=3 Ewam Timetable Feports
D Exam Timetable by Day & Time
D Exam Timetable Summary
D E=am Timetable by Subject
D Exam Timetable by Roor
D Student Exam Schedule B alanc
D Student Exam Timetable
D Individual Supervizor Roster

D Supervisor Time Summary
D Individual Room Change
D Student Listing for Exam by Sub

1  ExamSetup Reports -

Titles

ain Title

|Student Ewram Timetable

Page Footer |

Select lsmt]

Selected Students

TTYear 2014

|Z| Soulis, Kate
Stickman, Leah
Sudholz, Jaala

Exam Schedule |2DM Semester 1 Upp... E Sullivan, Elaine

Motes

Taleb, Chriz

Thomas, Alex
Uifelean, Bradley
Wance, Anthony

W/illiamns, Katie
*illarms, Tenile
Yuppy, Traviz i
= Zanadu, Paul =
Include Student Phata [ Remove ]
4 I 3
[ Fritit ] ’ Cancel
e Select the Sort tab
7 Examination Schedule Reperts
1 ExamSetup Reports Titles
=3 Exam Timetable Feports Main Title |Student Enamn Timetable
D Exam Timetable by Day & Time Page Footer |
D Exam Timetable Surimary
D Exam Timetable by Subject Celect
D Exam Timetable by Room
D Student Exam Schedule Balanc
D Student Exam Timetable = -
] Individual Supervisor Roster Foe:'; Sort Field -
D Supervizor Time Summary Gender Sumame I
D Individual Roarn Change
D Student Ligting for Exam by Sub
[ 1 3
Print l [ Cancel
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¢ If you do not wish to sort by Surname, drag Surname to the pane on the left and double click

on your preferred sort

o Click Print
Report Destination
Destination lF‘alametelsl Fage sizesl
LJ1eo]
Blo1ol
o 0 =
0010l
Frinter Preview S creen Dk, Clipboard Port
) @ v 4
Filz HTHL Postzcnpt RTF
’ Cancel l [ Ok ]

e Select your preferred Report Destination and click OK

Sample Student Exam Timetable

West Coast District High School

Student Exam Timetable

School Year - 2014 (2014 Semester 1 Upper
School Exams)

Student Name: Joel Black
Form: 12.3
Student Number: 10

DAY DATE SUBJECT EXAM START FINISH ROOM SUBJECT
CODE TIME TIME NOTES
Monday 16 JUN 2014 ZXENG English 2AB 1:00pm 3:00pm 551
Monday 16 JUN 2014 2ACS0C Computer 9:00am 11:00am COMP 1
Science 2A
Practical
Tuesday 17 JUN 2014 2ACSC Computer 9:00am 11:00am 351
Science 2A
Writen
Tuesday 17 JUN 2014 IXECO Economics 3AB | 1:00pm 4:00pm 355
Wednesday (18 JUN 2014 JAMAT Mathematics 3A 9:00am 12:00pm 554 Bring a calculator
and your brain
Wednesday |18 JUN 2014 JKPHY Physics 3AB 1:00pm 4:00pm 555
Thursday 19 JUN 2014 3XCHE Chemistry 3A/B 1:00pm 4:00pm 554

Please note the following:
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6.2.7

Individual Supervisor Roster Report

Timetabling > Exam Scheduler > Examination Schedule Reports > Exam Timetable Reports >

Individual Supervisor Roster

The Individual Supervisor Roster report provides a single page per supervisor report summarising
the exam supervisions for that person.

If required, edit the Main Title and enter a Page Footer
Select the required TT Year and Exam Schedule

Enter a note if you wish

Click Find and select the teachers you wish to include in the report

<& Examination Schedule Reports

=

1 Exam Setup Reports -
&5 Euxam Timetable Feparts
|:| Exam Timetable by Day & Time
D Exann Timetable Surmmary
|:| Exam Timetable by Subject
D Ewann Timetable by Room
|:| Student Exam Schedule Balanc
El Student Exam Timetable
& | Individual Supe
|:| Supervizor Time Summans
D Individual Room Change
|:| Student Ligting for Exam by Sub

Titles
Fain Title |Individual Supervisor Roster
Page Footer |
Select
Teacher(g]
TT ear |2D'I 4 |z| ALAM, Maria Theresa -

Exarn Schedule |2EI‘I 4 Semester 1 Upp... E

MNotes

BaRCLAY, Harmig
BEST. Carl
BRIGG. Joseph
CALVIM, Jennifer
CORMER, Sandra
CREED, Michalas
DEVID S, William

m

DUKE. Tony

ELLIOT. Trawiz

+ | |EVANS, Luke

FWFRARF Fdna ol

Remove

4 L1 2

Cancel

Prirt ] [

e Click Print
Report Destination
Destination lParamelers] Pane sizesl
LfTvo1]
o101
001011
Printer Preview Screen Digk Clipboard Port
Tl ® prs |4
File: HTHL Pastacript RTF
Cancel ] [ Ok
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e Select your preferred Report Destination and click OK

Sample Individual Supervisor Roster Report

Individual Supervisor Roster
School Year - 2014 (2014 Semester 1 Upper School Exams)

STAFF NAME: Mr A Guiseppe

West Coast District High School

Total Supervision Time: 120 minutes

You are the Primary Supervisor for each Supervision session marked with an asterisk (*)

DAY DATE Room | SUBJECT EXAM START | FINISH SUBJECT NOTES
CODE TIME | TIME
Monday * 16JUN 2014 | COMP3 |24CSC | Computer Science | 9:00am | 10:00am
2A Practical
Monday 16JUN2014 | SS2  |2XENG  |English 2B 2:00pm | 3:00pm

Please note the following:

6.2.8 Supervisor Time Summary Report

Timetabling > Exam Scheduler > Examination Schedule Reports > Exam Timetable Reports >
Supervisor Time Summary

The Supervisor Time Summary Report summarises the information in the Supervisor Allocation
window in a printable format.

If required, edit the Main Title and enter a Page Footer
Select the required TT Year and Exam Schedule
Enter a note if you wish

Click Find and select the teachers you wish to include in the report

& Examination Schedule Reports

@
=

Exam Setup Reports -

Ewann Timetable Reports

D Exam Timetable by Dayp & Time
|:| Exam Timetable Summary

D Ewarn Timetable by Subject

|:| Exam Timetable by Room

El Student Exam Scheduls Balanc
D Student Exarm Timetable

|:| Individual Supervisor Rogter

ervizor Time Summany
D Individual Room Change
|:| Student Lizting for Exam by Sub

1 b

Titles

Select

TT Year

M ates

I zir Title:

| Supervizor Time Summary

FPage Footer |

Teacher(z]

[2014

|z| ABBOTT. Elaine

BEST. Carl
o BERIGG, Jozeph
CALVIN, Jennife

CORMER. Sand

ALaM, Maria Theresa

Erarn Schedule |2D14 Semester 1 Upp.. E ALAM, Mark,
BARCLAY, Harris

T

CHARLTOM, Robert

ra

CREED. Micholas

- DAVIDS. william

DHEF Trnu

Remove

Prirt

)

Cancel
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Exarn Tirmetable by Day & Time

@ Generating report. ..

The report will open in MS Word.

Sample Supervisor Time Summary

West Coast District High School
Supervisor Time Summary
School Year: 2014
Exam Session: 2014 Semester 1 Upper School Exams
Name Number of Total Total Time Number of Total Time of
Teaching Humber of Suspended Supervisions Allocated
Sets Periods Allocated Supervision
Suspended Suspended
Alan, Maria Theresa 1 g 330 3 180
Barclay, Harris 1 9 330 2 120
Best, Carl 0 4 245 2 120
Briga, Joseph 2 ] 505 3 180
Calvin, Jennifer 0 4 250 1 60
Corner, Sandra 2 9 320 1 G0
Creed, Micholas 1 10 625 3 180
Davids, William 1 G 380 e 120
Duke, Tony 0 4 255 2 120
Elliot, Travis 1 3 370 3 180
Evans, Luke 1 4 250 1 60
Everage, Edna 1 4 250 1 G0
Fisher, Amanda 2 g 500 2 120
Greaves, Anna 1 10 620 2 120
Guiseppe, Andre 1 13 570 e 120
Heaven, Tristen 2 3 505 1 G0
Henry, Shauna 2 g 500 2 120
Hine, Franka 1 4 250 0 0
Hollis, Christine 1 4 250 1 G0
Holter, Kate 1 4 250 1 G0
Hughes, Sharyn 1 13 570 3 180
Ingris, Luke 0 4 250 e 120
Invigilator, Exam 0 0 0 B 360
McLaren, Julie 0 5 75 1 &0
Richardson, Susan 1 4 250 0 0
Scott, Peter 1 4 245 1 G0
Stevens, Simone 1 2 125 0 0
Supervisor, Exam 0 0 0 i 360
Swiderski, Mora 0 2 130 0 0
Swindon, Tabitha 0 2 125 0 0
Trainor, David 1 2 125 0 0
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6.2.9 Individual Room Change Report

Timetabling > Exam Scheduler > Examination Schedule Reports > Exam Timetable Reports >
Individual Room Change

The Individual Room Change report provides a room per page report outlining the days, periods,
classes affected and the room to which they have been moved.

e If required, edit the Main Title and enter a Page Footer
o Select the required TT Year and Exam Schedule
e Click Find and select the rooms you wish to include in the report

@ Examination Schedule Reports X
1 Exam Setup Reports < Titles
=3 Exam Timetable Reports Main Title |Individual Room Change

D Exam Timetable by Day & Time
D Exam Timetable Surmman
[E] Exam Timetable by Subject Select

Page Footer |

D Exam Timetable by Room Roomis)
D Student Exam Schedule Balanc LR o |2E|‘I 4 |Z| ESHE 12 i
[ Student Exam Timetable Exam Schedule |2EI‘I 4 Semester 1 Upp... Iz‘ COMP 3
D Individual Supervizor Roster gg:ﬂF‘ 4
D Supervizor Time Sumrmarny 3510 =
B} individual Room Changs S52
D Student Listing for Exam by Sub ggi B
555
556
557 =

Remave

4 L1 2

Frint ] [ Cancel

e Click Print
Report Destination
Destination lParamelers] Pane sizesl
LfTvo1]
o101
e [ O -
001011
Printer Preview Screen Digk Clipboard Port
Tl ® prs |4
File: HTHL Pastacript RTF
[ Cancel ] [ Ok ]

e Select your preferred Report Destination and click OK
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Sample Individual Room Change Report

West Coast District High School

Individual Room Change
EXAMINATION SESSION: 2014 Semester 1 Upper School Exams

L
Eoask

Room: 5S3
MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY SUNDAY |
16106114 17106114 15106114 19/06/14 20106114 21106114 22106114
CLASS TO CLASS TO CLASS TO CLASS TO CLASS TO | CLASS] TO | CLASS | TO
H
1| 8BENG_1 | MS8 | 10Math_3 | MS8 9Math_1 | MS8
Mr Mr Duke Mr Elliot
Barclay
2 BENG_1 MS8 [ 10Math_3 | MS8 8IND_1 MS8
Mr Mr Duke Mr Jones
Barclay
B
3 | 8HE_4 MS38 BENG_1 MS8 | 10Math_3 | MS8& | 9Math_1 MS8
Ms Mr Mr Duke Mr Elliot
Maorton Barclay
4 | 9Math_1 | MS8 | 8IND_1 MS8
Mr Elliot Mr Jones
L BENG_1 M558
Mr
Barclay
5 9Math_1 | MS8 | BHE_4 M58 10Math_3 | MS8
Mr Elliot Ms Mr Duke
MNorton
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6.2.10 Student Listing for Exam by Subject Report

Timetabling > Exam Scheduler > Examination Schedule Reports > Exam Timetable Reports > Student
Listing for Exam by Subject

The Student Listing for Exam by Subject report provides a room per page report listing the
students taking an exam in a particular room.

If required, edit the Main Title and enter a Page Footer
o Select the required TT Year and Exam Schedule
e Click Find and select the subjects you wish to include in the report

< Examination Schedule Reports @
[ Exam Setup Reports - Titles
3 Exam Timetable Reports b ain Title: |Sludent Listing for Exam by Subject
D Exam Timetable by Day & Time Pz Faster |
D Examn Timetable Summary
[ Exam Timetable by Subject Select —
D Exarn Timetable by Foaom | E ;qlcescgﬂc o S
TT Year 204 omputer Science -
D Student Exam Schedule Balanc ZEMAT Mathematics 24,
0 Student Exam Timetable Exam Schedule |2D14 Semester 1 Upp... E 2+BID Biclogical Sciences 24,
] Individual Supervisar Roster iggg Ehemmtr;,l 2‘3&%3 E
. . CONOMICE
D Supervizor Time Summany ENG English 28/8
D Individual Room Change Z4GEED Geography 24/B —
Chudent | iskinn Far Exarn b S ZeHIM Modem Hiztory 2478
Student Listing for Exam by Sub) :
B Studert Lising for Exam by Su 2450 Integrated Science 28/
Z#LIT Literature 25/8
Z4PHY Physics 2478
FAMAT  Mathematics 24 i
4 I 3
Print ] [ Cancel
e Click Print
Report Destination
Destination lF‘alametelsl Page sizesl
[ fTooy]
= DREB]
o [ O -
00101]]
Frinter Freview Dk, Clipboard Pt
) @ v
File HT ML Fostecript RTF
’ Cancel l [ Ok ]

Select your preferred Report Destination and click OK
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Sample Student Listing for Exam by Subject

West Coast District High School
Student Listing for Exam by Subject
School Year - 2014 (2014 Semester 1 Upper School Exams)
Subject: Computer Science 2A Room: COMP 1
Subject Code: 2ACSC No. of Students Sitting: 22
Examination Date : Monday, 16/06/14 Start Time : 9:00am
PRESENT | SURNAME NAME YEAR| FORM |GENDER| T_SET COMMENTS

ANDREWS Rachael 11 11.1 F 2ACSC 1

BLACK Jenny 11 11.1 F 2ACSC_2

CASSON Shang 11 11.3 M 2ACSC_2

COOPER Ryan 11 11.1 M 2ACSC_2

DEXTER Renee 11 11.3 F 2ACSC_4

FULTER Michael 11 11.3 M 2ACSC_4

HOGAN Paul 11 11.3 M 2ACSC_2

JOHNSTON Josh 11 111 M 2ACSC_2

ANGUS Sally 12 12.1 F 2ACSC_1

BATES Carl 12 12.2 M 2ACSC_2

BLACK Joel 12 12.3 M 2ACSC_3

BROWN Patrick 12 12.1 M 2ACSC_2

CAREY Courtney 12 12.2 F 2ACSC 4

CATERER Jessica 12 12.3 F 2ACSC_3

COOPER Hayden 12 12.1 M 2ACSC_1

DUNME Blaire 12 12.3 F 2ACSC_3

ENGLISH Dion 12 121 F 2ACSC_1

EVERY Jason 12 12.2 M 2ACSC_2

FORKIN Tara 12 12.3 F 2ACSC_3

GRAY Verity 12 121 F 2ACSC_3

IKERING Stevie 12 12.3 M 2ACSC_3

JULIAN Tristan 12 12.1 M 2ACSC_1
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CIVICa Exam Scheduler

Support (WA)




8 Support

Should you require support please contact the Customer Service Centre (CSC) at the Department
of Education.

Contact details below:

Phone (CSC)

Metro: 9264 5555
Country: 1800 012 828

Please be prepared to supply your ID number, contact details and a brief description of the
problem.

Fax (CSC)
9264 4701
Please include your ID number, contact details and a brief description of the problem.

Email (CSC)

customer.service.centre@education.wa.edu.au

Please include your ID number, contact details and a brief description of the problem.
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