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Because our policy is to improve our products and services continually, we may make changes
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we cannot be held responsible for the consequences of any errors or omissions.

Your comments are of great value to us in improving our computer systems, publications and
services.

Intellectual Property

The contents, design, solutions and plans contained in this document represent the intellectual
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1 Introduction

These Training Notes provide a reference during and following Civica Education’s Timetabling
training. They cover all of the main sections of the Timetabling Module. The Timetabling Manual
will provide a comprehensive guide to the software.

During training we will be working with fictitious data and all the exercises contained within this
user guide refer to that data.

The training is designed to start with an overview of the parts of Administration Manager which
have links to Timetabling and will then progress through the functions and features of the

Timetabling module.

1.1 Timetabling Maintenance for Administrators Training Program

Time Content

8.30 am/12.30 pm Coffee

8.45 am/12.45 pm Welcome
Introductions

9.00 am/1.00 pm Logging On

Tool Bars And Side Bars
School Details
Student Details
Using Find
Staff Details

Parameters
Faculties
Departments
Rooms
Subjects

Timetabling Terminology And Concepts
Allocating And Changing Students’ Courses

10.15 am/2.15 pm

Morning Tea

10.35 am/2.35 pm

Maintaining The Timetable
Changing Teachers And Room
Combining Classes

Grid Modelling
Splitting Classes

Changing Classes
Adding Bands and Classes
Timetabling Reports

11.45 pm/3.45 pm

Finish
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1.2 Training Outcomes
At the end of the Timetabling Training Program patrticipants should be able to:

e Navigate their way through the sidebar options in the General, Administration and Timetabling
modules of Integris

Use Timetabling Help

View and find school, student and staff records

Locate, add and edit timetabling parameters

Add, edit and delete students’ courses

Clone resources from on timetabling period to another
Allocate and re-allocate staff and rooms to teaching sets
Combine teaching sets

Split teaching sets

Move students between teaching sets

Take and restore grid snapshots

Add grid bands and band records

Add teaching sets to timetable grids

Produce standard timetable reports

1.3 What is Administration Manager?

Administration Manager is a Windows-based database that enables schools to keep detailed
student and staff records and use these records to produce a wide range of reports. Student data
is stored in three main data sections — Admissions, Current Roll and Former Roll. Each student
record is divided into several sections such as personal, address, activities and medical details.
There is also an Emergency feature for fast access to student data.

Other functions include Speed Edit, Control functions, the Year End function, Admissions, and
Standard and Ad Hoc Reports.

The system is easy to use and maintain. Administration Manager is a powerful tool that gives
administrators smooth access to information, ease of use and a well-structured, logical layout.

1.4 What is the Timetabling Module?

The Timetabling Module assists schools to produce and maintain a comprehensive timetable of
teaching and learning programs using the information entered in the Administration and
Timetabling modules. The system provides a comprehensive set of tools to manage the entry of
student subject preferences, construction of grids, creation of school timetables and management
of student courses and resource allocation.

The Timetabling module is one component of a suite of modules that comprise the School
Information System. The Timetable module both draws information from and provides information
to the other SIS modules.
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1.5 Logging on

Activity

e Tolog on, double click on the Integris Training icon on the desktop

A

Integris
Training

e Type ADMIN
e <Tab>
e Enter the Password: keys

School Management Solutions - Integrated Database
6.96.10[13/06/12] Extended Mode

(ﬁg UserMame  [ADMIN
Pazzwaord Im—
RN\ [toan ] [ aut |

Datafile Path:  C:KEYS\NTEGRIS\RMODB\TRGDATATINTEGRIS.DF1

e Click on Login or press <Enter>

Note: In schools, each user has their own user name and password, which enables access
to particular sections of the software as determined by the school administration.

It is strongly recommended that you change your password once the software is installed in
your school and once a month thereafter.
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1.6 Accessing Help

Activity

Top Toolbar > Help > Help Contents and Index

e Click Help in the top toolbar
e Select Help Contents and Index

Integris Help

Integris Help

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

Help Areas

Integriz Administration Manager Help =
Integriz Administration M anager Reports Help
Inteqriz Behaviour Management Help

Inteqgriz Leszon Attendance Help

Integriz Leszon Attendance Beports Help

Integriz Rk Billing Help

Integriz Time Help

Inteqriz WET Help

Cloze

Highlight Integris Time Help
Click Help

View the Timetabling manual
Close the manual and Help

Note: <Ctrl + F> allows you to search a document for a specific topic.

C IVI Ca Integris Timetable Maintenance for Administrators 15-Oct-12

Page 9 of 87
© 2012 Civica Education Pty Ltd




2 Introduction to Administration Manager

Administration Manager comprising of the Admin and General modules is the basis of the Integris
software. Users of the Timetabling module will need to be aware of particular functions within the
Administration Manager to be able to work effectively in the Timetabling module.

The functions or sections that timetablers should be familiar with are
e School Details

e Student Details

e Staff Details

Other areas that should be investigated are certain parameters that also impact on the timetabling
process. These are:

Faculties
Departments

Room Type

Rooms

Subjects

Subject Area

Subject Classification
Subject Type

All of these functions and parameters will be discussed in greater depth over the next few pages.

This section only covers functions that are integral or necessary for a timetable to be created and
maintained. If more information is required regarding other functions, attending the Administration
Manager training program is recommended.
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2.1 Staff Details

General > Staff Details

Administration Manager can hold details on both students and staff. The staffing section of the
system is accessed via the Staff Details icon on the General side bar. Functionally it is very similar
to the student window, using many of the same icons.

2.1.1 Entering Staff Details

To add a new member of staff click on the Add icon.

enabling users to enter the relevant information.

saarr

<

—~_ The following window will appear,

Personal Info |Addiliona| Infol Contaclsl uol I Quahficatinnsl Graups I Teachingl Training # Ski\lsl Cnntlactsl

First Mame

Second Name
Third Hame

Legal Sumname

Gender

Staff Code

Reference

1D Mumber

Staff Type

Initials Surmame

I Prefened Mame I

—— 2
l— Farmer Surname l—
TowndSub
 Male Date of Birth I— State
" Female Postoode
Country
I— Join Date [1zooczo0s
ID— Leave Date Tel 1
Tel 2
I— Fax
Mobile Mo
| & | E-Mail

S alutation

Address

LCancel

Mandatory fields are:
Surname

First Name
Gender

Date of Birth

ID Number

Staff Code

It is also good practice to include:

Title

Staff Type
WACOT number for teachers (on the UDI tab)

To edit J a staff member’s details, display their record by either scrolling through or using the

Find facility and then click on the Edit icon.
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Activity

General > Staff Details

e Click Add <5
e Enter the following information about yourself, tabbing between the fields:
o Title
o Surname *
o First Name *
o Gender
o Date of Birth *
o Staff Code * (first three letters of your surname and your first initial)
o ID Number
o Staff Type
o WACOT number (on the UDI tab)

Note: *indicates the field is mandatory

2.1.2 Making a new staff member available to the timetable

Activity:

Timetabling > Timetable Setup >Timetable Cycles

e Click on the Staff Availability tab

[ Timetable Cycles ==
012 [=] v
Cycle Mame Cycle dezcription Mo. Daps  Cycle Active
£ DeTare

5 YES

Dizplay Only Active Cycles
Timetable Cyu:le&l bl azter Period Structure  Staff Awvailability |Foom Availabili

Use the tasks n this section {05 Coge Staff Name FTE Net FTE
e I
“'ou can use the clone option to |BARH Barclay, Hariz 1.00 e =
copy staff members from an BESC Best, Carl 1.00 n.an
existing cpcle or uge the add BRI Brigg. Joseph 1.00 n.an —
and remove options to build up  |BROF Brooks, Fiona 1.00 n.en
thie list manualy. CaLl Calvin, Jennifer 1.00 0.80
. CORS Corner, Sandra 1.00 0.8a
The edit option will allow youto  |CcREM Creed, Micholas 1.00 0.80 @
change the default FTE walue EVAE Dale, Evan 1.00 0.80
fofeachipenbaolbtai DAVW Davids, Willam 050 0.40
. DICK Dickingon, Kemy 1.00 n.en
The Met FTE is calculated by
subtracting the tatal FTE for gﬁi? grakke,TDonaId }gg ggg
Manteaching Activities frarm the LKE, | any ’ ’
default FTE. ELLT Elliat, Traviz 0.50 0.40
Eval Evarns, Luke 1.00 0.80 -
4 | m r
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e Click Add Staff Members <2
e Enter the first three letters of your surname in the Name/Number field and click Find

Staff Search - Extended Mode
wE S

General IParameters ] Dates l Address ] Other l {H]n]] ]

1 arne M urnber l— Status m
Freferred Mame l—
First Manne l—
Former Surmanme l—
10 Humber l—

Gender ~-hig--
Staff Code
Staff Type |--na"s-- Iz‘

| Close |

e If necessary, highlight your name in the list and click Select

Edit your net FTE

e Ensure your name is highlighted

A

e Click Non-teaching Activities

Click Edit il
Enter a Code, Description and FTE

[ Mon-Teaching Activities (23]
Staff Details

Staff Mame | Richardson, Susan

Staff Code RICS Default FTE  |1.00
Staff Mon-Teaching Activities
Code |Description |FTE
LaTT oaTT n4n -

NetFTE [0 ok,

e Click OK, Yes and Close
e Close Timetable Cycles and Timetable Setup
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2.2 School Details

General > School Details
School Details provides an overview of general school information. Some of this information is
used by the Timetabling Module.

To view your school details choose School Details from the General side bar. The main tools within
School Details are:

Sch_ou:ul NET - * Allows the set-up
) Defined Print school and rmaintaining of * Create
Edit school Infarmation details Send a : timetahle
: the school diary
details letter perinds

o

i =2

Re-calculate the

} =Y e

N\

Maintai School current roll
aintain L
Display schaol *Maintain directory of activity 1og
details summary information contacts
about additional L
sites Send an
g-mail

* These icons are particularly relevant to timeiabling.

The Edit School Details button f"? enables the user to maintain information in all areas of the
school’s details.

[ School Details =25
S o=dE0 & ¢awvE@
School Name |West Coast District High Diztrict/Schoal ,ﬁ /| 4567
Principal |r Carl Best District Code W
Address |'I'I2D Hap Road Exam Centre Murber l—
| Cighrict Mame |West Coast
| Intake Gender |h-1i>ced
| Schoal Type |Dislrict High School
|F'EF|TH School Contral |DDE
Clate |Westem AElE Curriculum Group |Not specified
Pastcode IW Intake Tear |K
Country |.t‘-\ustra|ia Leavers Year |'I2
bz Intake o Default FTE of 1.00 is required for
Telephane 1 |g4-|2 456 Number on Raoll ,T hsﬂtgguTJE in the Timetabling
Telephone 2 |g423 5a97 Kindergarten
Fax |9423 5950 Cefault FTE 1.00
E-Mail | wicoastdheEozemail. com. au
Internet |

CIVICA
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Activity

General > School Details

e View the following windows in School Details

o School Diary

o Timetabling Periods

2.3 Student Details

General > Student Details

Student Details display comprehensive information about each student attending the school. From
the General side bar choose Student Details. The following window will appear:

|:| Student

Current

Hddar |l S eammaBgydSREOEE

abc
abc

[l
=

Adam Alkitik (2)

Year9 Form 09.1

Address
Drate of Bith 13.04AM 1998 15 Kentia Close, Phare 1 9221 B548
Age 141z 8 Mihs PERTH, Fhone 2
WA,
Gend b al :
ender ale 6000 Fexs
Teacher(z) s & Greaves Studert Mab.
Floam 5001 Family Reprezentative
LIFH 1J1234R570R005 o
[T Mo, 0517349 Car Registration
Central ID 001 234567 00000886 E Mail &ddress alkitik@optusnet. com. au
Contacts
Name Phone Address Relation Res Par Mail |

Emig _Nutes lFee

Mz Daniglle Alkitik. 50418?55554515 Kentia Cloze, PERTH, 'wib, 5000 éMother Yes ez éYes i1 ez Y .
Mr & Mrz O¥eefe 70 2358 4 Sith way, PINEY W0ODS, Wit B399 [Grandparer: No | Mo Mo 2 ez N
Mizs Brightwater 56 7777 34 Unison Circle, PINEY WOODS, WA, EAunt iMHo i Mo iNo i3 ez (N
b1 Paul Alkitil, 0835193 24 The Avenue, PERTH. W, 6000, Au: Father (Mo {Yes Mo (0 ez (M
MARLS Alkitik [Sdrmizsi 21 6548 {15 Kentia Cloze, PERTH. WA, 6000 iSibling  infa infa infa (0 Mo il
. i - i i i i i i .
Res - Student Resident Par - Parental Responsibility  Mail - Family Mail Marker Emrg - Emergency
Search | 0 | o0 @

This is the summary window and displays the basic student data and a photograph of the student
(where available).

Photos are accessed by clicking on Display Student Photograph

at the bottom right-hand

corner of the window.

CIVICa
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Student Details Toolbar

Current v
Admizzions

Farmer
External

This drop-down menu enables the user to decide which of the rolls they wish to view: the
Admissions Roll, Current Roll, Former Roll or the External Roll.

&b The Next Student and Previous Student arrows on either side of the binoculars allow
you to scroll through the database either forward or backward in alphabetical order.

i The Find Student tool enables users to find individual students or groups of students based
on selected criteria.

To view specific areas of a student’s record use the buttons on the tool bar at the top of the
Student window:

Add a new student

Edit student data

Move a student to the Former Roll

Print student details

Send a letter

Send an e-mail

Summary details

Additional details

Movement History

Attendance History

Groups

Student Activity

User-defined Information

Medical Details

EEOE@@&E%@@E@@HE%&

Teaching Sets

1=
&
A

1=
I
A

Miscellaneous details

Student timetable

2| |

Cohorts

C IVI Ca Integris Timetable Maintenance for Administrators 15-Oct-12
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Student Status Bar

| o Q0 &

The Student Status Bar is designed to be visible from all panes of the window, giving users a view
of key student indicators at a glance.

The Status Bar is split into two sections, with the left-hand section reserved for more sensitive

data. In both sections, information on the current student is displayed using icons. Hover the
pointer over an icon and it will display a description of its meaning.

Normal Bar

Student has a flagged medical condition

Language Background other than English

Access restriction

Part-time student
Accepted (Admissions Roll)
VET Student

[l [<][e][e][@][E][=

Student Notes

i

Name Change

Sensitive Status Bar

Educational Support Program

] [»)

Excluded (Former Roll)

C IVI Ca Integris Timetable Maintenance for Administrators 15-Oct-12
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Activity

General > Student Details

e Click Next Student III to load Adam Alkitik's records
e Click Print Student Timetable

Print Student Timetable - Year 2012

Mamne: | Adam Alkitik,

There are several timetables available for this student in this
timetable year.

Pleaze uze the optionz below to chooze the timetable you
want, then click the print button.

Select
Carmpus |112EI Hay Rioad IE‘
Gid  [2012-0a [=]
Schedule |2U12 Semester 2 |E|

| Frint | ’ Cancel ]

e Click Print

e Double click on
e View then close the report
e Cancel the Print Timetable window
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e Click Change Cohort

|:| Cohorts for Student @
2 =]+

Adam Alkitik

Cohort Hame Member Of

0z J : i 03 p

10 Joining a Cohort

s Click on single or muttiple
tems in the "Grids’ list.
Click "Add" or drag the

selections to the
‘Member list

Leaving a Cohort
Click on single or multiple:
tems in the "Member’ list.

Click 'Remove’ or drag
the selections to the
“Grids’ list

_ —

| oK || Concel

Adam is in the Year 9 cohort.

e Click Cancel to close

2.3.1 Student Find

General > Student Details

There are four methods of searching for students in Student Details
e Simple Student Search
e Make Siblings a Browse Set

#h

o The standard Integris Find function

i

¢ The Advanced Find function

Simple Student Search
Search

The summary screen in Student Details provides a Simple Student Search facility to enable the
user to quickly locate and load a specific student’s record. It is located at the bottom left corner of
the Student window. The search operates on the currently defined browse set (a subset of student
records) in the Student Details window. If no browse set is defined, the currently selected roll will
be searched.
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Make Siblings the Browse Set

Once a student’s record is loaded, and any necessary changes have been made, it is easy to
create a browse set of the student’s siblings so that the siblings’ records can be edited. In the
Contacts pane, right click and select Make Siblings the Browse Set.

Contacts
Hame Phone Address Helation Res Par Mail Emrg Mote: Fee
tdr Paul Albert EEBEIE 7002 i9 Marmion Drive, Piney Woods, Wi EHEE Father s NG ENn 1 Yes N
= Rita Albert £9396 7008 tdarmion Drive, Piney ‘wioods, ‘wit, 635 Mother i Yes @ Yes iMes i2 Tes N
Mrs Penhole 9345 b7l 4 Wizdo 0 3 ¥
JENNIFER Zolter-Albert 193596 7002

do
Marmion Drive, Piney Wwe Save Column Widths
Default Column Widths

kS
Marker Emrg - Emergency

<
= Make Siblings the Browse Set
Res - Student Resident  Par . . .

Find Student

Another method of finding a student’s record is by using the standard Find () function located at
the top of the Student window. This function is used in other sections of Administration Manager

and in other Integris modules.
Click on Find and the following window appears.

Student Search
W E G &

General lParameters] Dates ] Addre&s] Elther] Ul ] T Setsftohortsl

Surname/Ref. Mo. Roll Status Current :
Prefered Mame Year Group e
First Mame Farm [
Legal Surname Houze g
Group Type .
Group -tz
Contact Surname
Global Mame Search Terms in School
@ Mot Specified
|AII Hames [Excluding Histony) |Z| More than
| ) Lezs than i
' Equalto
[ Show Inactive Parameters in Dropdown Lists l Find J I Close ‘

You can find individual students or groups of students by many other criteria such as year group,
form, teaching set, group, previous school, indigenous status, dates (including birthdays and
students’ ages), addresses and user-defined information (UDIs).

The system can save any search criteria you enter - this is called a Query. A query can then be
used at a later date to save setting up the search again.
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Activity

General > Student Details

e Click Find Student e
e Enter the following and click Find

Student Search
wE o
Genelall Palametelsl Datesl.t’-‘«ddress] Dther] Dl T Sets/Cohorts l
Find by Teaching Set
Timetabling ‘Y'ear 20§z :
Grid Reference [2m12- 09 [=]
Subject [Eng English 3 [=]
Teaching Set |9Eng_3 |Z|
Find by Cohort
Cahort e |Z|

[] Show Inactive Parameters in Dropdown Lists

[ Cloze

e Click Back

e Save = this query
e Give it an appropriate name and click OK

Save

Pleaze enter a narme for this query.

|9Eng_3
i T

W L
e Clear your search criteria

Click View Query List EI

Highlight 9Eng_3

Click Load

Click Find to locate the students matching the query

Note: Saving a query saves the question not the answer. Every time the query is loaded, an
up-to-date list of the students matching the search criteria is displayed.
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2.3.2 Moving a Student to the Former Roll

General > Student Details > Move Student to Former Roll B

If a student is moved to the former roll, and Timetabling is installed, the following window will be

displayed:

2012 [+]

Adam Alkitik

[T Cohorts for Student

sl

Cohort Name
08
10
us

Leavers

If the Leaver is left
as "Left”

Member Of
09

Joining a Cohort
Click on single or multiple
items in the 'Grids' list.
Click 'Add’ or drag the
selections to the
‘Member” list

Leaving a Cohort
Click on single or multiple
items in the "Member list.

Click '‘Remove’ or drag
the selections to the
‘Grids' list

-

Remove from all Current and Future Cohorts

in the Cohort they will remain on the Timetable but be marked

Typically, schools will want to remove timetabled students from cohorts or they will continue to be
displayed on teaching set lists (although marked as left). There are two ways to remove students

from cohorts

in this window:

e Highlighting the cohort(s) displayed in the Member Of pane and clicking Remove

Remove from all Current and Future Cohorts

e Clicking

The second option Remove from all Current and Future Cohorts is recommended, as this will
enable the option to keep a record on the student’s preferences and teaching sets.

Warning

9 Do you

wish to save a record of the Student's teaching sets for 097

CIVICa
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Activity

General > Student Details

Search ALK
e Use the Search to locate Adam Alkitik
e Click Move Student to Former Roll B
Warning l — ‘I

e Click Yes

e Enter his Leave Date as TODAY, his Destination as the Northern Territory and his Reason
for Leaving as Interstate

Leaving Details
Leave Date 11 0CT 2012

Deshination | Morthern Territory Iz‘

Reazon for Leaving |Moved Address Iz‘

-

] [ Cancel ]

e Click OK
e Click Yes, you do want to move the student from his groups
e Click OK to the default date for changing the roll status

Note: Daily records for Lesson Attendance have been created until almost the end of the
term for training purposes. In schools daily records should be created daily.

C IVI Ca Integris Timetable Maintenance for Administrators 15-Oct-12

Page 23 of 87
© 2012 Civica Education Pty Ltd




[ Cohorts for Student
2012 [+

Adam Alkitik

Member OF
] -

Cohort Hame

na -

10 Joining a Cohort

s Click on single or multiple:
items in the "Grids’ list.
Click "Add" or drag the

selections to the
"Member’ list

Leaving a Cohort
Click on zingle or multiple
items in the 'Member list.

Click 'Remove’ or drag
the selections to the
'Grids’ list

4 Femaove -
L

~ Leavers
Remove from all Current and Future Cohorts

If the Leaver is left in the Cohort they will remain on the Timetable but be marked

as “Left” k., Cancel
. Remove from all Current and Future Cohorts
e Click
Warning e

e Click Yes
e Close Student Details

Note: Using Remove from all Current and Future Cohorts, instead of Remove, gives users
the option to create a record of the leaving student’s current subjects and teaching sets.
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2.4 Parameters

General > Parameters

Parameters enable the user to define a list of acceptable options that will be available when data is
entered. Appropriate use of parameters will enable the timetabler to search, sort and print data
relevant to the school’s structure. It is recommended that parameters are locked once they are
set.

The following parameters will be useful to the Timetabling Module. Secondary schools may need
to set up some or all of the parameters below, depending on the structure of each school and other
factors, for example migrated data.

Departments provide a secondary organizer for school activity and can be physical or logical
entities. Departments can be linked to a faculty but the use of faculties is not mandatory. For
example an Arts faculty may contain Art and Drama departments. This is a mandatory
parameter for timetabling purposes.

Room Types define the different categories of rooms available in the school, for example Science
Labs, Art rooms, Classrooms etc. These rooms can be linked to specific subjects. While the
Room Types parameter is not mandatory for timetabling, it is very useful and users are
recommended to take advantage of it.

Rooms define the actual individual rooms available within the school. The user must enter in all
rooms of the school if rooms are to be listed on the timetable. This is a mandatory parameter for
timetabling purposes.

Subject Classifications are ways of classifying subjects for the School Curriculum and Standards
Authority.

ubject Classification
1 subject Classificati 2
Gl T e

Drefault entry: Other

School Code Description Active Locked
a TER ETER List 1 YES YES
a TER = TER List 2 ES TES
a TER L'TER Unlisted ES TES
i} Feg :Reqgistered YES YES
i} Unreg; Unregistered YES YES
a Other | Other YES YES
i} COC :iCouncil Developed Caurse YES HO
W WP Workplace Program YES TES
1] UP iUniversity Program YES TES
C CFP i Community Program YES YES
P PP :Personal Program YES YES

| Only show active enties 0 record(s) have been hidden T otal Active Parameters |11

Claze

While this parameter is not mandatory for timetabling, it is essential for reporting to the School
Curriculum and Standards Authority.
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Subject Types are ways of identifying subjects for School Curriculum and Standards Authority

[ subject Type

W

]

Default entry; TEE

X5

School Code
TEE
WS
WET
Other
cas
CEF

mOooooao

Description

TEE

WS4

WET

Other

Courze of Study
Endorsed Program

Active
ES
YES
YES
wES
ES
YES

Locked
YES -
YES

vES

YES

i¥lu]

YES

Only show active entries 0 record(s] have been hidden  Total Active Parameters | B

Close

While this parameter is not mandatory for timetabling, it is essential for reporting to the School
Curriculum and Standards Authority.

Note: Only subjects with the type COS, VETCOS or CEP will be included when reporting to
the School Curriculum and Standards Authority.
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Subjects may define an individual subject, for example English, or the components of courses
offered by the school. They will contain the default values such as class size, frequency etc. This
is a mandatory parameter for timetabling purposes.

1 Subject @
1> 4708

Subject Mame |English 28,

Subject Code 2ZAENG Shart Marme  |EMG

Subject Area |English

Learning &rea [

Frerequisite [

E warminable ExamDuwation | Suspended for Exam Period

Subject Department Subject Classification

D epartrnent | English Type | Course of Study

Faculty |English Classification |Council Developed Course
Head of Dept. |Mr T Duke Active Literacy
Moderating Teacher | Canl Bast e W

Timetabling Defaults

Frequency 4 Minimum Class Size  [1p Boys and Girls

Fiequired Famimurn Class Size |25 Bl el
Girlz anly

Search [by Subject Code]

It may not be necessary to use all of the fields for all subjects. Fields which should be entered are:
e Subject Name
e Subject Code

Note: For School Curriculum and Standards Authority accredited subjects the Code must
be the Unit code.

e Short Name

Note: For School Curriculum and Standards Authority accredited subjects the short Name
must be the three digit Course code.

e Department, which will also load Faculty and Department Head if these have been entered in
Department

e Frequency
e Maximum Class Size

For School Curriculum and Standards Authority accredited subjects, other necessary fields are:
e Subject Type

Note: Only subjects with the type COS, VETCOS or CEP will be included when reporting to
the School Curriculum and Standards Authority. Subject Classification

e Moderating Teacher (Contact Teacher in the Subject Register)
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Timetabling defaults should be entered here. They can be edited in the Timetabling module but
global parameters are entered here.

All Parameters may be added or edited, printed, locked, made active or inactive and/or made the
default parameter.

The parameters to be created need to be set up in the preceding sequence.

Activity

General > Parameters > Room Type

The school has recently acquired a Performing Arts Centre. Enter as a new room type.

e Right click on the yellow pane
e Select Add/Edit Parameters
e Enter a Code and Description

1 Room Type @

Diefault entry: Clazsroom

Sichool | Code. | Description
P&, Performing Ats -

Orly show active entriez 11 recaord(z) have been hidden ok l [ Cancel

e Click OK
. . . I:Em

e Highlight Performing Arts and Lock
e Close the Room Types screen
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Add two Performing Arts rooms.

General > Parameters > Rooms

e Click Ad

4|

e Enter the following details and click OK

] Add Room (=25
Room Code ’D‘Ii
Diezcription | Drama 1
Faam Type | Pertorming Arts (=
Morral Capacity ’25—
Exarn Capacity ’EI— Locked
[ Ok ] [ LCancel ]

e Highlight DI and click Copy
e Enter details for D2
e Close

General > Parameters > Subject Type

e Click Modify Parameters &
e EnterV, VETCOS and VET Course of Study

[ subject Type |
Default entry: TEE
School | Code, | Description
C Cos Courze of Shudy &
W YETCOS WET Course of Study
I
Oy zhow active entrizz B record(z) have been hidden oK l l Cancel

Click OK and close

Note: Only subjects with the type COS, VETCOS or CEP will be included when reporting to

the Curriculum Council.
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General > Parameters > Subject Classification

e View the parameters

[ subject Classification ==
S WS

Diefault entry: Other

School Code Description Active Lacked
1] TER ETER List 1 wES vES -
] TER =TER List 2 YES YES

1] TER L'TER Unlisted ES YES

0 FReg Registered YES YES

0 Unreg: Urregistered YES YES

] Other | Other YES YES

0 COC :Council Developed Course YES MO

W WP Sworkplace Program YES YES

U UP  iUriversity Program YES YES

C CP  iCormmunity Program YES YES

F PP :iPerzonal Program YES YES

Only zhowe active entries 0 record(z] have been hidden  Total Active Parameters | 11

Cloge

o Edit 2XENG to show 1XENG as the prerequisite

1 Edit Subject [=]
Subject Name |English 22./8
Subject Code ZRENG Shoart Mame |ENG
Subject Area | E
Learning Area |
Prerequisite | TENG
E warminable ] Exam Duration Suspended for Exam Period [
Subject Department Subject Clazsification
Department |Eng|ish |E| Type Courge of Study :
Faculty |English Classification Couneil Develope... :
Head of Dept.  [Mr T Duke Active Literacy
Moderating Teacher | |z| Room Type Reguired :
Timetabling Defaults
e ldi Minimumn Clazs Size [1p Bops and Girls 0
Riequired M axirmurm Class Size |25 sasail =

Girlz only
[ 0K ] ’ Lancel
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General > Parameters > Subjects

£

e Add Duke of Edinburgh Award (Bronze) (Endorsed Program)as a subject
=
] Add Subject 5]

Subject Name | Duke of Edinburgh Award (Bronze]

Subiject Code |CDEB Short Name |CDE

Subject Area |Society & Erwironment E

Leaming Area |

Prerequisite |

Examinable ] Exam Duration | Suspended for Exam Period  []

[ Subject Department 1 Subject Classification 1
Department |Socisly & Environment El Type IEndorsed Program I:
Faculty | Society and Environment Classification | Community Program I :
Head of Dept. [Dr S Richardson Active  [V] Literacy [
Moderating Teacher |Amanda Fisher [E] Room Type Required | :

1 Timetabling Defaults )
Forrs |1— Minimum Class Size |5 goys :i‘ld Girls @

: Maximum Class Size |25 Rt 2
Requied  [] Girls only
[ ok ] [ Goneel ]

Note: This will be timetabled “off grid” and therefore only requires a frequency of one.

Default entries will not remain on saving. Each field to be used must be entered.
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Make a Subject available to the Timetable.

Timetabling > Timetable Setup > Individual Grid Parameters

e Select the Year 10 grid and the Subjects tab

Grid Parameters
2m2 [« 2mz-10-10

[=] v

tholtl Period Stiucture  Subjects lSubiect Gmups] HDDI‘HSI Staffl Band Allocation

Code
104
10CRA
10DRA
TO0EMG
THEMGH
10Fab
10Food
10HE
10HR
10lnd
10ITAL
T0ew
10k ath
10bdvd
10mUS
10PE
105CH
1055E
10w

Hame

At 10

Craft 10

Drama 10

English 10

Englizh 1478 [v10)
Fabricz 10

Food Production 10
Health Education 10
Horme Room 10
Indanesian 10

Italian 10
Jewellemy 10
Mathematics 10
Metalwork 10
bugzic 10

Phyzical Education 10
Science 10

Society & Environment 10
Woodwork 10

Frequency Required Available Bands

RN S N S U S ST | IOV RS

1

MO
MO
MO
YES
YES
MO
MO
YES
YES
MO
MO
MO
YES
MO
MO
YES
YES
YES
MO

6,7.8.310
678910
678310
2,345
2345
678910
678310
6,768,910
1
678910
678310
£,7.8.310
2345
678310
678310
£,7.8.310
2345
2345
£.7.8.310

»

B & E B

Cloze
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e Click Add

e Enter the Subject Code and click Find

e Highlight the CDEB line

Subject Search

r Search Criteria
Subject Code

Subject Mame
Grid

Department

|CDEE

ET
I
Find Active Subjects only

ElE]

Find
Subject Search Results

CDER CDE

Code Shart Hame  Subject Mame

Diuke of Edinburgh Award [Branze]

4

m | 3

Tatal records found: I‘I— [Select] [ e

e Click Select and Yes

e Close
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3 Introduction to the Timetabling Module

The Timetabling Module must perform two important functions. It must facilitate the creation of a
timetable, which satisfies the educational requirements of the school, and also provide an
environment for the efficient day-to-day maintenance of the timetable.

This course will examine the functions available for the maintenance for an existing timetable and
then look at the processes required to construct a timetable.

3.1 Using the Timetabling Sidebar

Timetabling

]

Student Courze

P

Timetable

et

(rid Modeling

B

Preferences

\

Reports

4

Timetable Setup

g

Drata Entry

The Timetabling sidebar allows users to set up, create and maintain the
school’s timetable for current and future years.

Student Course displays for each student a list of preferences, the student’s
timetable and the relevant grid for the student with his or her teaching sets
highlighted.

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

Grid Modelling allows the user to either manually manipulate the grid or
define constraints and use the auto-scheduler to model the grid or a
combination of both.

Preferences refers to the entry of student’s subject preferences which may
be entered either on an individual or group basis.

Reports allows the user to access a list of timetable reports divided into
three main areas: Data Validation Reports, Planning and Preparation Reports
and Operational and Maintenance Reports.

Timetable Set-up allows the user to define all aspects of the timetable prior
to creation of a new timetable. Timetable set up can be completed at any
time for future timetables.

Data Entry allows the user to make future Subject recommendations for
existing students.
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3.2 Timetabling Terminology and Concepts

The TIMETABLE is a tool that enables the resource needs of the school to be managed. A
school’s timetable is a plan of the student’s time, which indicates the subject being studied, its
location, the teacher taking the class and the frequency of the subject. The subject choices of
students need to be satisfied within the constraints imposed by the limited resources of teachers
and rooms.

The TIMETABLING YEAR holds all of the school’s timetabling activity within the school year.
Integris will store past, present and future timetables enabling users to move between timetables.
Within a timetable year, a CYCLE contains information regarding Cycle dates and period
structures drawn from the school calendar and connects with the Lesson Attendance module.
Cycles can be defined for each logical or physical CAMPUS. Students grouped together for
timetabling reasons are identified as a COHORT and students may belong to multiple cohorts.

GRIDS are the focus of timetabling activity and can be created or cloned from previous years. All
staff, rooms and subjects can be made available or unavailable, where required, to a grid. The grid
provides the framework within which the teaching sets required to satisfy the selections of students
within the grid will be placed.

Grids are made up of BANDS, which are similar to gridlines, but are divided up into BAND
RECORDS. Band records can be individually manipulated and ultimately represent a single
occurrence of that combination of teaching sets on the timetable.

Student PREFERENCES (subject selections), as well as reserve preferences, may be allocated,
individually or in bulk, selected from groups or promoted from the previous year.

Grids may be created manually or by using the AUTO-SCHEDULER or using a combination of the
two to add some fixed elements. The auto-scheduler can take into account a wide range of
constraints when determining the optimal solution.

Grid manipulation is referred to as MODELLING, and a comprehensive set of tools is available to
assist with the modelling process from horizontal and vertical representations of the grid.
Modelling can be used to construct a grid manually, as in Fixed Grid schools or to manipulate the
output from the auto-scheduler.

Grids are assigned to one or more SCHEDULES. Schedules have a defined period of activity and
a TIMETABLE will be a combination of all events active at a particular time.

Each period of time for which the timetable remains unchanged is known as a TIMESLICE. The
timeslices required by the timetable are calculated automatically by the system by examining each
of the schedules linked to grids.

The timetable applicable to any date during the year can be selected by choosing the appropriate
timeslice from a list of date ranges provided.
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4 Maintaining the Timetable

Once the timetable has been created it may be necessary over its life to make changes. The
changes may take the form of staff and/or student movement, new subjects and/or old subjects
being dropped, and rooms may become available and/or unavailable for a variety of reasons. The
timetabling module is flexible enough to be able to take these changes into account in an operating
timetable.

There are Operational and Maintenance reports for:
e The Timetable

Students

Staff

Rooms

Teaching Sets

@ Reports

[ata ‘Validation Reports

Flanning and Preparation Reports
0 & M Reports - Timetable

0 & M Reports - Students

0 & M Reports - Staff

0 & M Feports - Rooms

0 & M Reports - Teaching Sets

coooooo) =

Maintaining the timetable has been broken into three areas to make it easier for the user to follow
the necessary steps:

e Student Course Maintenance
e Staff and Room Maintenance
e Grid Changes
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4.1 Course Change Recording

Timetabling > Timetable Set-up > Set Course Change Recording for all Students

It is possible to turn on, or off, Course Change Recording for all students for an entire year.

Activity

Timetabling > Timetable Set-up > Set Course Change Recording for all Students
e Click Edit Course Recording Change Default 4

e Select ON

[ Course Change Recording ==

202 : 0N :

[QK| [ Cancel ]
e Click OK
Course Change Recording

9 Sawing Course Change Recording data for 2012

[ ]

e Close

Note: It is recommended that Course Change Recording is not turned on globally until all
grids for a given year are completed. Course Change Recording may also be turned on or
off for individual students in Student Course.
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4.2 Department Colours

Users have the ability to identify Departments with colour to simplify the identification of the
location of Teaching Sets on the grid. Once assigned, these colours will appear wherever a grid
view is available, that is in Student Course, Grid Modelling and in reports showing the grid.

Activity
Timetabling > Timetable Set-up > Department Colours
Department Colour
Code Department Name | Background Colour | Placement Colour
Admin Adrministration | | =
&ART At | |
BUS Business Studies | |
COMP Computing | |
DAN Dance | |
DET Design & Technology _ | |
DRA Drama | |
ENG Englizh | |
H&PE Health & Physizal Education | |
s Home E conomics
LOTE Languages I— I—
MATHS Mathematics [ [ m
MUS Music: I I
S‘CI Science - | [ [ ! 2
[ Edit Detais ] [ ak. ] [ Cancel

e Highlight Home Economics and click Edit Details
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Colour Selection

Department
Background

Student
Placement

bt colour

| »

I text colour

text colour

I text colaur

text colour

bt colour

m

text colour

I text colour

e ou I text colour |_
I text colour

I text colaur

I text colaur

[

|| Cancel |

e Select a colour and click OK
e If you wish repeat for the other departments

e Click OK

to close

Note: The colours may be turned off by clicking Clear Colour Scheme.
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4.3 Student Course Maintenance

Timetabling > Student Course

There are a number of reasons to update the timetable once it has been produced:

New students may enrol during the school year and need to be entered onto the timetable
Students may leave the school and may be deleted from the timetable
Students may alter their courses after the new timetable is operating

New subjects may be introduced and students may wish to change their course to take the new
subject

Teaching Sets may be split or collapsed and students will need to alter their course

Student course maintenance functions are performed within the Student Course sidebar. The
course for each student is presented in three views. These are:

Preferences
Timetable
Grid

Each view will allow the entry and editing of the students course and will have advantages in
different circumstances. The Timetable view will only be available when the grid of which the
student is a member has been saved to the timetable.

= &

Switching on Course Change Recording will display a further icon that will enable the
user to View or Print the Course Change History.

Note: Course Change Recording may also be turned on globally though Timetabling >
Timetable Setup > Set course Change Recording for all Students.

Preferences View

The Preference view lists the teaching sets that the student has been allocated to and the grid
bands where these have been placed. Any preference that has not been assigned to a teaching
set will be highlighted in red and have NO in the Assign column.

I:l Student Course Maintenance
4 @ P | 2mz [=] 2012-5 v | & " ' =
Anderson, Ben (3) 2| Gid [2012-10-10 [=| Time Slice [150CT 2012 - 19 DEC 20... [»|
Preferences |Timetable | Grid |

Type Rank  Code Preference Req SetMo Assg Lock Band AltBands Size  Teacher Room
Prirnary i1 10ENG Englizh 10 YES i1 YES iNO (2 3 22 kr J Brigg k51
Primary  :1 10HE Health Education 10 YES i1 YES tMO B 7.8 20 k1 P Payne 510
Primary 1 10HR Home Room 10 YES i1 YES MO i1 1 22 Mz T Lomer k53
Primary 1 10k ath M athematics 10 YES i1 TES iNO 5 2.3 22 1 E Dale 555
Primary 1 10PE Phyzical Education 10 YES 2 YES (WO iV 6.8 21 Mz J McLaren MUS2
Primary i1 T105%E Society & Environment 10 YES i1 YES MO i4 2.5 22 Dr 5 Richardson LIE3
Primary i1 10501 Science 10 YES i1 YES MO i3 4.5 22 MrJ Harpe SC13
Prirary 8 104 A0 wa i TES MO (5 13
Prirnary 9 10lnd Indanesian 10 MO 2 YES tMO B 7 22 Mr C Pringle M52
Prirnary 10 TMew Jewellery 10 NO i YES MO 10 5 Mr P Scatt kA 2
Reserve i1 10k etalwork 10 WO MO iNO 10 i}
Reseve 2 T Wwioodwork 10 WO [§1u} ] i}
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Deleting Preferences

e Highlight the appropriate preference and click Delete
e Confirm your selection

Adding Preferences

Preferences can be added by dragging and dropping from the subject selector or by keyboard
entry.

To use the subject selector:

Show/Hide Subject List

e Click on

e Click and drag the desired preference from the Subjects table and drop into the white area of
the preference window

Subjects [=]
Code Subject
GROUP 104 -
GROUP 10B
GROUP 10c
GROUP 10REQ
106t At 10
10CRA Craft 10 E
T100RA Drama 10
CCEE Duke of Edinburgh Award
10EMG Englizh 10
THEMGx Englizh 14/8 [v10]
10Fab Fabrics 10
10Food Food Production 10
T10HE Health Education 10
10HR Home Room 10
10ind Indonesian 10 A
AT Al Iealize 110
] 1 F

Allocating/Promoting Reserve Preferences
e Highlight the appropriate Preference

e Click on the Toggle button
e Confirm your action.

Warning [ |

You are about to move selected Primary Preferences to the Reserve List, and/or
selected Reserve Preferences to the Primary List. Do you want to continue?
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Fitting the Student into existing Teaching Sets
e Highlight the unassigned preference

e Click on Assign Teaching Set
e Select a Teaching Set and click OK

Select Teaching Set
Select a Teaching 3et and press OK or double-click on the Teaching Set.

Code

Mame

10EMG_1

10EMG_1

T0ENG_2 (10ENG_2

Size

Band(z] Teacher
2 frJ Brigg

i3 iMrs F Brooks

-

] [ LCancel ]

Note: If the teaching set cannot be assigned due to a conflict, a warning message will be

displayed.

Alternatively Suggested Student Fit button may be used. The following screen will be

displayed.

Move Student

mz [+] 2012-10-10 =]+

WView Results |
Student Frarm To Success
Tadd Virgil 10PE_2 SUCCESS: -
Todd Virgil 10HE_1 SUCCESS®
Todd irgil 10k _1 SUCCESS®
Todd irgil 10PE_2 10PE_3 SUCCESS

Todd Yirgil
Todd Virgil

10Ind_1
10411

SUCCESS

* indicates direct moves
bebween sets in the
zame Band Recards

-

[] Allow Dversize Sets I 1 Movements:l 10 Attempts:l 10 [

QK ] [ LCancel

LCloze

The Suggested Fit may be saved or discarded.
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Timetable View

The Timetable view displays the selected student’s course within the grid and timeslice selected.

Periods
H

Anderson, Ben (3)

I:l Student Course Maintenance

{ &b

Mathematics 1C
10Math_1 (22)
Mr E Dale

555

Society & Envirc
103&E_1 (22)
Dr & Richardso
LIB3

Health Educatic
10HE_1 (20)
Mr P Payne
M510

Physical Educa
10PE_2 (21)
Ms J McLaren
MuUs2

Mathematics 1C
10Math_1 (22)
Mr E Dale

555

Society & Envirc
105&E_1 (22)
Dr S Richardso
LIB3

Mathematics 1C
10Math_1 (22)
Mr E Dale
555

Science 10
108CI_1 (22)
MrJ Harpe
3C13

Indonesian 10
10ind_2 (22)
Mr C Pringle
Ms2

2012 [=] 2012-5 v | & " &
\@ Grd [2012-10-10 [=] TimeSlice [150CT 2012- 19 DEC 20.. [»|
Preferences Timetable ]Grid]

Monday Tuesday Wednesday Thursday Friday
Home Room 1{{Home Room 1{|{Home Room 1{|{Home Room 1{|Home Room 1({
10HR_1 (22) [10HR_1 (22) [10HR_1 (22) [10HR_1 (22) [10HR_1 (22)
Ms T Lorner Ms T Lorner Ms T Larner Ms T Lorner Ms T Lorner
W39 Msa M59 M39 Msa
Health Educatic|Science 10 English 10 Physical Educa|Society & Envirc
10HE_1 (200 [10SCI_1 (22) [10ENG_1 (22) [10PE_2 (21) [10S&E_1 (22)
MrP Payne Mr J Harpe Mr J Brigg Ms JMcLaren (DrS Richardso
MS10 3C13 M5 MUS2 LIB3
Society & Envirc|Indonesian 10 [Science 10 English 10 Mathematics 1C
10S&E_1 (22) [10Ind_2 (22) [10SCI_1 (22) [10ENG_1 (22) [10Math_1 (22)
Dr S Richardso |Mr C Pringle MrJ Harpe MrJ Brigg Mr E Dale
LIB3 M3z 5C13 M31 3558

Jewellery 10
10Jew_1 (5)
Mr P Scott

English 10

Right clicking on a period presents a number of options to manipulate the student’s course. These

options

are:

e Show Teaching Set Members

e Show Available Sets — presents alternate teaching sets available at this time

e Remove Student — removes the student from the set

Note: Changing a student to a new subject within the timetable view does not delete the
original preference. If necessary this can be deleted or marked as areserve in the
preference view.
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Grid View

Grid view presents the selected students course overlayed onto the grid. Clicking
Toggle...Colour enables the display of Department colours.

Note: Department colours are assigned in Timetabling/Timetable Setup/Department

Colours.
|:| Student Course Maintenance
@ 4 ¢ D | a2 (=] 2mz-5 v g emnel@e @
Anderson, Ben (3) Grid [2012-10-10 =
Preferencesl Timetable Grid |
Band/
Band Record
2[4] Mathematics 10 (F) |Society & Environm
2 10S&E_3 (200 H
Mr P Gabelich
551
3[4] Englizh 10 (F) Mathematics 10 (F)
E 10ENG_2 (22)m  |10Math_3 (20} =
Mrs F Brooks Wr T Duke
S33 S85
4[4] Science 10 (F) English 1A/8 (10}
2 10SCI_2 (22) 6 1HENGH_1 (200
Dr 3 Henry Kr HJ Barclay
SCI1 553
5041 Society & Environm| Science 10 (F)
B 10S8E 2 (22)m  |10SCL3 (20) =
s E Everage s W Jamiscn
587 SCI3
6[2] ttalian 10 (F}) Physical Education -
E‘ 10MAL_1 (22) 10PE_1 (22)
Miss T Roberts Ms T Norton
W51 Gy M1
T2 Health Education 10|Indonesian 10 (F}
B |10HE_2 (23) 10ind_1 {20}
Mr J Peter Ms T Scattini
882 581
82 Health Education 10 Physical Education -
E 10HE_3 (21) 10PE_3 (21)
Miss M Mouse Ms 3 Oswald
SS6 GYM2
92 Art 10 Craft 10 Fabrics 10 (F)
ﬂ 104m_1 (12) 10CRA_1T (5) 10Fab_1 (19)
Mr G Kenny Mr T Jones Mr DJ Trainor
ARTA ART 2 FAB 1
10[2] Jewellery 10 (F)  |Music 10
E 10MUS_1 (14}
M= M King
M2 ART2

In this example, colours have been assigned to the D&T and Home Economics departments. The
text and background colour vary according to whether or not the student is in the class. This
student is in 10Fab_1 and 10Jew_1.

Right clicking on a populated cell enables the student to be removed or moved to an alternate
teaching set. A band or band record to which the student is not fitted is highlighted and the student

can be added to a selected teaching set.
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82 Health Education 10 Physical Education -
10HE_3 (21} 10PE_3 (21)
Mizs M Mouse M= S Oswald
556 GYM2
912] Art 10 Craft 10 Fabrics 10 (F)
10Ar_1 (12) 10CRA_1 (5} 10Fab_1 (19} Move Student
Wr G Kenny MrT Jones Mr DJ Trainor -
ARTA1 ART 2 FAB 1 Show Teaching 5et Members
10[2] Jewellery 10 (F)  |Music 10 Remaowe Student
10Jew_1 (5) 10MUS_1 (14)
Mr P Scott M= M King
MW 2 ART 2

The Move Student function will display a window that will allow users to move the student
between teaching sets on the same band or remove the student from their current teaching set by
clicking on Drop Student out of this Teaching Set.

Mowve Student

Vear  [2012
Gid  [2012-10-10

Cycle |2012-5-2012-5

Student | Ben Anderson

Mawe From Teaching Set |10Fab_1 [Fabiics 10] @

Mawe To Teaching Set

Same Band lUanaCBd l

Band |9 Code Subject Size
Thisz list shows sets which are
runhing on the same Band az the
zet from which pou are trying to
mowve thiz student.

10CRA 1
101

Craft 10 ]
Wioodwaork 10 28

When pou zelect a set and click
OF., the system will check that a
Preference can be created for the
zelected set and that no conflicts
will be created by moving this
student into the selected teaching
zeh. —

4 | 1 r

Note: Changing a student to a new subject within the grid view does not delete the original
subject. If necessary this can be deleted or marked as a reserve in the preference view.

New Students

As new students are added to Integris the user will be prompted to include the student in an
existing cohort. The user must include the student in at least one cohort to add the student to the
timetable. Once the student has been entered into the cohort the student must be assigned
subject preferences. Preferences may be entered in one of two places: Timetabling > Preferences
or Timetabling > Student Course.

The Student Course window displays the student’s subject preferences, their individual timetable
and the relevant grid with the student’s teaching sets highlighted. Selecting Student Courses
from the Timetabling sidebar will display the Student Course Maintenance window.

For a new student the preference screen will be blank and subject preferences may be entered in
the same way as described earlier.

After the preferences have been added the student must be added to existing teaching sets. This
may be done in one of two ways:
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g
e Manually, by highlighting the subject, clicking the Place in T-Set button and selecting the

appropriate teaching set from the list displayed
2

e Automatically, using Generate Suggested Fit icon from the Student Course screen, this
will place the student in acceptable teaching sets if it can do so without clashes

Once the student has been added in either way to teaching sets, the student will now have a
timetable which will be shown in Timetabling > Student Course > Timetable.

A student’s course may also be entered within the Grid or Timetable views.

Leaving Students

Students who leave the school may be removed from the current timetable. Moving a student to
the former roll will prompt the user to remove the student from any cohorts. Once students are
removed from their cohorts they are removed from the timetable. Users do have an option to leave
student in their current cohorts and they will remain in their teaching sets but will be highlighted in
red to show they are no longer current students.

Change of Course

Students may alter their subject selections after the current timetable has begun operating. The
student must be deleted from current teaching sets and their preferences must be altered to reflect
their new course. The student then needs to be placed in the new teaching sets as discussed
above for new students.
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4.3.1 Allocating students to teaching sets

Activity

Timetabling > Student Course

e Use Search to locate Ben Anderson’s records

e View his course on the Preferences tab

[+] 2mz-5

v &

Grid [2012-10-10

Preference

Englizh 10

Health Education 10
Home Room 10

M athematics 10
Phyzical Education 10
Society & Environment 10
Science 10

Art 10

Indonesian 10
Jewellen 10
Metahwork 10
wfaodwark 10

|:| Student Course Maintenance
4 & b e
Anderson, Ben (3)
Preferences |Timetable | Gid
Type Rank  Code
Frimary 1 T0EMG
Frimary 1 10HE
Frimary 1 10HR
Frimary i1 10k ath
Frimary i1 10PE
Frimary i1 T0SEE
Primary i1 105C1
Primary  i8 106t
Primary  i9 10lnd
Prirary 10 T ew
Fesere i1 10w
Resere 2 TS

Reg SetMo Assg Lock Band Al Bands

YES
YES
YES
YES
YES
YES
YES
WO
WO
WO
WO
WO

i N S S i

ES
ES
ES
ES
(ES
ES
fES
YES
YES
ES
1]

KO

MO
MO
MO
MO
NO
MO
MO
HO
MO
WO
MO
MO

2 3
[ 7.
1 1
] 2,
7 B,
4 2,
3 4,
k]
[ 7
10
10
E]

&

a

a0 G

Size
22
20
22
22
Kl
22
22
13
22
5
a
a

|=| TimeSlice [150CT 2012-19DEC 20... [ »|

Teacher

krJ Brigg

k1 P Payne

Mz T Lomer

1 E Dale

Mz J McLaren
Dr 5 Richardzon
Mr.J Harpe

Mr C Pringle
1 P Scott

Room
k151
k510
k53
555
M52
LIE3
SC13

M52
s 2

Select the Timetable tab
Print Ben’s timetable to the screen

View his course on the Grid tab
Click Toggle Student Placement/Department Colour

Note: Department colours are assigned in Timetabling/Timetable Setup/Department

Colours.
12 Craft 10
" 10CRA_1 (5)
Mr T Jones
ART 2
1002 Jewellery 10 (F)  [Music 10
E 10Jew_1 (5) 10MUS_1 (14)
Mr P Scott M= M King
MW 2 ART 2

Colours been assigned to the D&T and Home Economics departments. The text and background
colour vary according to whether or not the student is in the class. Benisin 10Jew_1 and

10Art_1.
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Todd Virgil is a new student and has been added to the Year 10 cohort. Enter his

preferences.

e Find Todd Virgil’s records
e Select the Preferences tab

. Show/Hide Subject List

e Click !
Subjects [E]

Code Subject

GRAUP 104 -

GRAUR 10B T

GRAOUF 10c

GRAOUF 10REQ

10t A 1a

TOCRA, Craft 10 E

10DRA Drama 10

CDEE Duke of Edinburgh Award

10EMG Englizh 10

THEMG Englizh 1478 [v10] -

10Fab Fabrics 10

10Food Food Production 10

10HE Health Education 10

10HRA Home Roaorn 10

10ind Indonesian 10 i

1T AL Ikalizn 11

i 111 | »

e Drag and drop the Subject Group 10REQ onto the white screen

e Close Subject s

Manually allocate Todd Virgil to a Home Room class

d
e Highlight Home Room 10 and click Select Teaching Set

Select Teaching Set
Select a Teaching Set and press OK or double-click on the Teaching Set.

Code Band(z) Teacher
Mz T Lormer -
100 N Swiderski

§Mr D Trainar

Mame Size
10HR_1 22

10HR_2
10HR_3

HT0HR_2 2
10HR_3 o

e Select 10HR_1, click OK
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e View the teaching sets to which Todd will be added

Linked Teaching Sets

The zet you are tring to add the student ta iz part of the fallowing
Linked Set Constraint [10-1]. Continuing will attempt to add the studenl
to all zetz which are part of the constraint creating Preferences where
neceszzary. Do pou wizh to continue?

Teaching Setz

Code Subject Size
T0EMG_1 iEnglish 10 iz .
T0HR_1 EHome Room 10 22
10mMath_1 iMathematics 10 22
1054E_1 {Society & Environment 10 e
105CI_1 Science 10 22

] [T | 3

|’ Cancel ]

Note: As there are linked teaching sets, placing a student into one means he or she is
automatically placed into the others.

e Click OK
Auto-allocate Todd to his other required classes.

e Click on Generate Suggested Fit For Student
e Click OK to save and accept the suggested fit for student
e Close the Move Student window

e Click on the Grid tab
Each of the grid bands where Todd does not have preferences are highlighted in red.

e Right click in the red cell containing 10Ind_2 and click Add Student and Yes

T Health Education 10|Indonesian 10 (F)
B |[10HE_2 (23) 10ind_1 (20}
Wr J Peter M= T Scattini
352 351
g2
"
Show Teaching 5et Members
Gac Add Student
2}
10[2]
"

e Continue to add Todd to teaching sets until he has a class on each band in the grid
e Click on the Timetable tab and view Todd’s timetable
e Close
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Course change in grid and timetable views

Jonathon Depete is moving from Craft to Art.

e Find Jonathon Depete’s records
e Click on the Grid tab
e Right click in Jonathon’s Craft class on Band 9 and click Move Student

Move Student

Year  |2m12 Cycle [2012-5-2012-5
Grid  [2012-10-10

Shudent |Jonath0n Depete
tdave From Teaching Set |‘IDEF|A_1 [Craft 10] @

Move To Teaching Set

Same Band lUanaced ]

Band |3 Code Subject Size

Thiz list shows sets which are
running on the same Band az the
zet from which pou are trying to
morve thiz student.

10Fab_1 Fabrice 10 18
1001 Wwaadwork 10 28

Wwhen pou zelect a set and click
OF, the system will check that a
Preference can be created for the
selected set and that no conflicts
will be created by moving this
student into the selected teaching
zet. —

[ ok l [ LCancel

e Select 10ART_1 and click OK

&

e Click on View/Print Course Change History and print to the screen

e Click on the Preferences tab

e Highlight Craft 10 and Delete
e Click Yes to the message

Note: When students change courses, it is important to toggle to reserve or delete the
subject that they have dropped otherwise they will be billed for both the old and new
subject.
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4.4 Staff and Room Maintenance

Timetabling > Timetable
Maintenance of Staff and Room timetables may be necessary from time to time due to staff
turnover or leave and/or the addition or restricted use of rooms for whatever reason.

Allocation and maintenance of staff and room details is performed within the Timetable sidebar
function. Selection of this function will open the timetable that applies to the current date. The
timetabling year and timeslice can be selected to view the timetable to be staffed and roomed.

Only grids that have been saved as Timetable will be visible.

] Timetable - Unlocked
Functions  Switch View
2m1 201 -5 [+] v 254uL 2011 - 305EF 2011 =)
Filter
Grid [l = Depattment [l =
Periods 2011-08 2011-09
Monday - H Home Room 8 [Home Room 8  [Home Room & [Home Room &  |Home Room 8 Home Room 8 |Home Room 9
8HR_4 (27) 8HR_5 (27) 8HR_1 (28) 8HR_2 (26) 8HR_2 (26) 9HR_2 (30) 9HR_1 (29)
MrL Evans MrW Davids Mr C Best Ir.J Brigg Ms J Calvin Mr M Cread Ms A Greaves
Ms3 556 554 31 559 MS4 SCI1
Monday - 1 English 8 English 8 Mathematics 8 | Society & Environ | Science 8 English 9 Wathematics 9
SENG_5 (27) [SENG_1 (28) |8Math_4 (27) |8S&E_3 (26) |8SC1_2 (26) 9Eng_2 (9) alath_3 (30)
Ms J Calvin Ms T Western Mr W Davids Wr P Gabelich Mr L Ingris M= T Alan Wr E Dale
589 584 336 535 SCI2 3851 533
Monday -2 English 8 Mathematics 8 |Mathematics 8 | Society & Environ |Science & Health Education (Iltalian 9
8EMNG_2 (28) |8Math_5 (27) 8Math_1 (28) 8S&E_4 (27) 85C1_3 (26) QHEd_1 (19) ITAL_1 (21)
Mrs F Brooks  |MrE Dale Professor K Dicki|Ms E Everage Mr J Harpe Miss M Mouse M= T Scattini
556 555 558 559 SCI3 Ms2 551

The Period Summary view provides a period-by-period view of the total timetable activity.

Note: When all grids are selected, spaces are left between each of the grids displayed.

The appropriate component of the timetable is selected using the Timetabling Year and Timeslice
selections.

The Timeslice is calculated by the system following examination of grids and schedules as a period
of time that the timetable will operate unchanged.

The Period Summary view can be filtered to show activities associated with an individual grid or
subjects linked to a department.
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Manual Placement or Editing of Staff and Rooms

Manual placement or editing of teaching staff and rooms are allocated by highlighting an

appropriate teaching set, right clicking and selecting from the list of functions.

Filker

[] Timetable - Unlocked

Functions  Switch View

2 [=] 2012-5

Grid |4l

Periods
Monday-H

Monday - 1

Monday - 2

Monday - B
Monday - 3

........

2012-US

Computer Sci
2ACSC_1 (24
Ms T Swindor
COMP 1

English 1A/B
1XKENG_2 (24
MrJ Brigg
M31

English 1A/B
AXKENG_1 (21
Ms J Calvin
559

[=] v 150CT 2012-19DEC2012  [+] &
E‘ Department | Al IE‘
Home Room 12 |Home Room 11 |Home Room 11 (Home Room 11
12HR_1 (22)  |1MHR_2 (22)  [11HR_2 (210 [11HR_1 (22)
Ms T Alan Ms 5 Oswald Mr & Guiseppe  |Ms S Corner
[l niy] [ainl | ST 585
Allocate Teach
peate eacher | Scienc|Chemistry 248
Change Teacher 21) 2XCHE_1 (25)
Remove Teacher Ven Dr 3 Henry
Allocate Room SCI3
Chanae Roorm £s 3A/B |Biclogical Scienc
g (25) |2XBIO_1 (18)
Rermove Room eppe |MrLIngris
SCl2

Change 5et
Add to Combined Class
Show/Add User Defined Period times

Lock Teacher
Show Teaching Set Members

d Scienc
(24)
e

Modern History 3¢
IXHIM_1 (25)
Mr & Guiseppe
552

Switch View

The Switch View function enables the timetable for a teacher and room to be displayed.

Functions

Filter

] Timetable - Unlocked
Switch View

202 E; ¥ Period Summary View
Timetable View
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4.4.1 Cloning Resources from One Schedule to Another

Activity

Timetabling > Timetable

e Filter to the Year 8 grid and Term 4

[] Timetable - Unlocked

Functions  Switch View

22 [x] 2012-5

[=] + 160CT 2012 - 19 DEC 2012

E=

Filter

Grd |2012-08 - 08

IE‘ | Department IAII

[=]

e Click Functions > Clone Resource Allocation

] Timetable - Unlocked

Functions Switch Yiew

Auto Allocate Staff
Auto Allocate Rooms
Mowve Students
Rermove All Staff

Remove All Rooms

Clone Resource Allocation from alternative Schedule

Lock Timetable

e Read the text and click OK
e Check Clone Staff Resource Allocation and Clone Resource Room Allocation

\Clone Resource Allocation

~ Select Resource Type

Grid: | 2012 - 0% - 08

Department; |.f5.II

Clone Staff Resource Allocation
Clone Room Fesource Allocation

Staff or Rooms allocated

Clane Allacations ta matching Clazs Mestings which have neither

ok l [ Lancel

e Click OK

ClvICAa
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e Select to clone from Term 3

Clone Resource Allocation

i Clore Staff and Room Resournce for
Grid |2012-08 - 08

Department |l

Clone from Schedule |2IJ‘I 2Temmn 3 Iz‘

Clome to Schedule |2D‘I 2Term 4

“E) [ Concel

e Click OK
e Read the prompt and click OK

Note: Staff and Rooms will only be copied from one Timeslice to another for Teaching Sets
with identical codes scheduled at exactly the same time.
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4.4.2 Allocating Teachers & Rooms

Activity

Timetabling > Timetable

e Scroll down to Wednesday Lesson 2
e Right click in the first cell and select Allocate Teacher
e Select Allocate Staff Member to ALL Class Meetings for the Teaching Set and click OK

Allocate Staff Member
Optiors
(7) Allocate Staff Member for the Selected Class Meeting

(@ ipllocate Staff Member to ALL Class Meetings for the Teaching Set

[ OrK ] [ Cancel

e Select a teacher and click OK
e Right click in the same cell again and select Allocate Room
e Choose Allocate Room to ALL Class Meetings for the Teaching Set and click OK

Allocate Room
Options

() Allocate Roaom to the Selected Class Meeting Onip

@ llocate Room to ALL Class Meetings for the Teaching Set

o [ s

e Select aroom and click OK
e Repeat for the other teaching sets on at that time

Note: If ateacher has a preferred room, then the room will be allocated to the teaching set
at the same time as the teacher.
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4.4.3 Changing Teachers & Rooms

Activity

Harris Barclay is going on long service leave. Allocate a suitable member of staff to take
his classes.

Filter to the English department
Filter to All grids

Switch View to Timetable View
Find Harris Barclay’s timetable

Switch View to Period Summary View

Right click on one of Harris Barclay’s classes

Click Change Teacher

Select the third option — Replace ALL Occurrences - and click OK and Yes

Replace Staff Member
Options
() Replace Staff Mermber for the Selected Clazs Meeting
I Replace Staff in ALL Clazs Meetings for the Selected Teaching Set

@ iReplace ALL Dcounences of the Selected Staff Member:

[ 0K l’ LCancel ]

e Highlight Elaine Abbott and click OK
e Switch View to Timetable View
e Find Elaine Abbott’s timetable
e Return to Period Summary View
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Drama classes can now be located in the new Performing Arts rooms.

Ensure All Grids is selected
Filter to the Drama Department
Scroll down to Wednesday 1
Right click on the Drama class and select Change Room

Replace Room

Options

() Replace Foom for the Selected Class Meeting

@ Replace Raom for the Selected Teaching Set:

[

0K

l [ Cancel

)

e Select Replace Room for the Selected Teaching Set and click OK

e Click in ALL to view all rooms
e Select Dramal

Subject Details

Preferred Rooms for a Subject

Subject

[Drama s

Teaching Set | 90ram_1

Wigw
@ Al

Begin | Erd | () Prefened Fooms
Description | Code |T_l,lpe Rank Ayailable
At ART1 At 0 YES -
A2 ART 2 At o YES I
Ak 3 ART 3 At 0 YES
Computing Lab 3 COMP 3 Computing |0 YES
Dirarna 1 Perfarrming £ | 0 YES =
Dirama 2 i Perfarrming £ | O YvES
Fabrics 1 FAR 1 Home Econ| 0 YES
Fabrics 2 FAR 2 Home Econ| 0 YES
Food 2 Food 2 Home Econ| 0 YES
Food 3 Food 3 Home Econi | 0 YES
Food 4 Food 4 Home Econi | 0 YES
Library Meeting Area  |LIET Library 0 YES
Library Meeting Area [LIE2 Library 0 YES
Metalwark 1 bl 1 Design & Te| 0 YES
Metalwork 2 b 2 Design & Te| 0 YES
Music 1 pLIST Music 0 YES -

ok ] [ LCancel
e Click OK

e Repeat for the other Drama class
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Combining classes:

Filter to the Year 10 grid and the Design and Technology department
Find 10Jew_1 on Tuesday 5

Right click on 10Jew_1

Click Add to Combined Class

Give combined class a suitable name: for example, Metals 10

Combined Classes

Teaching 3/10Jew 1 fJewellers 101 Enteraname for the new

0 T T — combined class and click
= uescay ‘Add Set'to create the
Feriod B combined class and add

Existing Combined Classes Create New Combined Class

Combined Class Na [Metals 10

e Click on Add Set

Combined Classes ]

I.-"' % Do youwish to create a new combined class for all occurrences of the

| .
W' selected teaching set?

Click Yes

Right click on 10MW_1
Click Add to Combined Set
Select Metals 10

Click Add Set and Yes

Note: The C after the teaching set codes indicate that they belong to a combined set.

e Right click on 10MW_1 and select View Combined Class Details
e Close the Combined Class Details window
e Close the Timetable
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4.5 Grid Modelling
451 Timetable Grids

Timetabling > Grid Modelling

GRIDS are the focus of timetabling activity and can be created or cloned from previous years. All

staff, rooms and subjects can be made available or unavailable, where required, to a grid. The grid
provides the framework within which the teaching sets required to satisfy the selections of students
within the grid will be placed.

., Grid Modelling
Functions Tools Grid Constraints  Switch View
2011 [*] z011-10-10 =]+ & o= @
Student |0 Place: [0 Unplace o Grid positions are fixed
Band/
Band Record
115] Home Room 10 |Home Room 10 |Home Room 10
B [0HR_1 (23) |[10HR_2 (22) [10HR_3 (20)
Mr DJ Trainor  |Dr N Swiderski |Ms T Lomner
2[4] English 10 (F} |Mathematics 10 |Socisty & Enviro
B [10ENG_1 (23} [10Math_2 (22) [10S&E_3 (20)
Ms E Abbott Mr D Drake Mr P Gabelich
34 English 10 {(F) [Mathematics 10 |Science 10 (F)
H [10ENG_2 (22) |10Math_3 (20) [10SCI_1 (23)
Mrs F Brooks  [Mr T Duke Mr J Harpe
4 [4] Society & Enviro|Science 10 (F) |English 1A/B (Y
B [10S&E_1 (23) [10SCI_2 (22) [1XENGX_1 (20)
Dr S Richardson|Dr S Henry Ms E Abbott
5[4 Mathematics 10 [Society & Enviro|Science 10 (F)
# [10Math_1 (23) |10S&E_2 (22) [10SCI_3 (20)
Professor K Dick|Ms E Everage |Ms M Jamison
6 [2] Health Educatioi|ttalian 10 (F) Physical Educat
B [10HE_1 (24) |[10ITAL_1 (17) [10PE_1 (24)
Mr P Payne Mr G Reid Ms J McLaren
7[2] Health Educatioi|ltalian 10 {F) Physical Educat
H [10HE_2 (23) |10ITAL_2 (19) [10PE_2 (23)
Mr J Peter Ms T Scattini |Ms S Oswald
8[2] Health Educatioi|Indonesian 10 (F|Physical Educat
# [10HE_3 (18) [10ind_1 (29) [10PE_3 (18)
Ms T Morton Mr B Pitt Miss M Mouse
9[2] Food Production|Jewellery 10 (F) |Music 10 (F) Metalwork 10 (F
B |10Food_1 (26) |10Jew_1 (6) 10MUS_1 (21) [10MW_1 (12)
Dr M Spock Mr DJ Trainor  (Mrs S Maxwell |Mr DJ Trainor
10 [2] Art 10 (F) Craft 10 (F) Fabrics 10 (F) |Woodwork 10
# [10Art_1 (13)  [10CRA 1 (5) [10Fab_1 (21) [H0WW_1 (26)
Mr T Jones Ms M King Mr P Scott Ms S Stevens

Grids are made up of BANDS and are divided up into BAND RECORDS. The frequency of a band
(indicated in brackets after the number of the band) indicates the number of band records

associated with that band. The band records may be viewed by clicking on the Plus =+ icon on

the band.
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2[4] English 10 (F) Mathemnatics 10 (F) |Society & Envirantm
E 'ﬂ 10ENG_1 (2138 [10Math_2 (2208 [MOSEE_5 (22)=

= T Alan = 5 Carner hdr L Evanz
552 M=3 M=10

24 English 10 (F) hathematics 10 (F) [Society & Environm
T0ENG_1 (2108 [10Math_2 (2238 [MOSEE_S (22)=
= T Alan = = Carner hr L Evanz
552 MS3 |MS10

22 Englizh 10 (F) Mathematics 10 (F) [Society & Environm
T0EMG_1 (2102 |[10Math_2 (22)=  [MOS&E_3 (221 =
f= T Alan Mz S Corner Wr L Evans
552 M=3 M=10

23 English 10 (F) Mathemnatics 10 (F) |Society & Envirantm
J0ENG 1 (21385 [10Math_2 (22)=  [MOSEE_3 (22)=
= T Alan = 5 Carner hdr L Evanz
552 ME3 M=10

24 English 10 (F) hathematics 10 (F) [Society & Environm
10ENG_1 (2108 [10Math_2 (2208 [MOSEE_S (22)=
= T Alan = = Carner hr L Evanz
=52 ME3 IMS10

Teaching sets placed on a band record meet concurrently. Band records can be individually

manipulated.

Note: If band records are left empty, then some students at least will have blanks in their

timetables.

Band records are mapped to the Inter-grid Linkage Table: Timetabling > Grid Modelling >
Functions > Inter-grid Linkage Table.

.z Inter-Grid Linkage
o BE
Timetabling vi| 2011
Cydle TR Schedul Al [*] [IShow Overlapping Sche
Grid Schedule | Slot1 Slot 2 Slot 3 Slot 4 Slot b Slot b Slot 7 Slot 8 Slot9 | Slot10 | Slot11 | Slot12
Mon-H Tue-H Wed-H Thu-H | Fri-H Mon-1 Mon-2  Mon-3 Mon-4 Mon-5| Tue-1 | Tue-2
2011 -0 | Term 1 1.1 1.2 1.3 1.4 15 21 KA E.1 41 5.1 71 2.2
2011 - ol | Term 2 1.1 1.2 1.3 14 15 21 31 6.1 4.1 5.1 71 2.2
2011 -0 [ Term 3 1.1 1.2 1.3 1.4 15 21 KA E.1 41 5.1 71 2.2
2011 - ol | Term 4 1.1 1.2 1.3 14 15 21 31 6.1 4.1 5.1 71 2.2
2011 - 00 | Semester1]1.1 1.2 1.3 1.4 15 3 E.1 41 5.1 71 2.2 32
2011 - 0 | Semester 2(1.1 1.2 1.3 14 15 31 6.1 41 5.1 7.1 2.2 32
2011 -1 | Semester 1]1.1 1.2 1.3 1.4 15 E1 41 E1 FAl 2.2 32 4.1
2011 -1 | Semester 2[1.1 1.2 1.3 14 15 61 41 5.1 FAl 2.2 iz .1
z011-UE | 2011 1.1 1.2 1.3 1.4 15 21 31 41 5.1 6.1 7.1 2.2

Each slot in the Inter-Grid Linkage Table is linked to a single period in the Timetable Cycle. This is
done in Timetabling > Grid Modelling > Functions > Time-Slot Mapping.

Time-Slot Mapping

Timetahle Details

vear [20m1 Availabl T Non-Teachi [l
Oydle  [2011-5-2011-5 Unavailabl [l

Slot No Mapped To iow Cod/| Mon Tue Wed Thu Fri b

- H

2 Tuesday-H ]

3 YWednesday - H

4 Thursday -H 3

3 Friday -H = B

3 baonday -1 I 3

7 Monday - 2 4

b Monday - 3

9 Monday - 4 L

10 Maonday - & 5

M Tuesday -1

12 Tuesday -2

13 Tuesday -3

14 Tuesday -4

15 Tuesday-5 i

16 Wednesday -1 -~ |« [m 3

Save ][ Close

Clvi
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All teaching sets placed on a band record will meet in the period to which the band record has
been mapped.

English 10 (F

M An (F) (Fixed) after the subject name on the grid, indicates that the teaching set has
been placed on the band manually and can only be moved or removed manually, unless its status
is changed to Unfixed.

X This symbol indicates that the teaching set is locked, that is students can neither be moved into
or out of the teaching set through Grid Modelling.

4.5.2 Making Changes to the Grid

Timetabling > Grid Modelling
Changes within the school may require changes to the grids that make up the timetable.

e Unlock the grid by clicking on the key Ig

The following will be displayed:

@ Saving Snapshot

A copy of the grid as it was on unlocking is saved and may be restored by clicking
Retrieve Snapshot.

Note: Users may also take snapshots of the grid at any time it is unlocked.

Before the bands of a grid which has been Saved as Timetable can be remodelled, the
schedule(s) to which the bands are linked must be Unsaved. Bands of grids linked to the
schedules in the process of being remodelled will be unavailable to the timetable until they are
resaved.

To Unsave a grid for remodelling:

e If necessary, unlock the Timetable

Select Grid Modelling from the Timetabling sidebar
Select the Grid required

Unlock the grid

Select the Function menu and click on Save as Timetable

Grid Modelling

Functions Tools Grid Constraints  Switch
Autoschedule
Inter-Grid Linkage
Time-Slot Mapping

Save As Timetable

Remove Non-fixed Teaching Sets

e Highlight the schedule of the grid to be unsaved for remodelling and click on Unsave
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Save As Timetable

Timetable Details

Year |2011

Cycle  [2011-5-2011-5

Gric Schedul iand Fecordappedilots Uselzriods AvailablCan SavSawved
2011-08 Tarm 1 29 29 31 30 v A
2011-08 Term 2 29 29 31 a0 v v
2011-08 Term 3 29 29 31 a0 v v
2011-08 Term 4 29 29 31 a0 v v
2011-09 Semester 1 29 29 31 a0 v v
2011-09 Semester 2 29 29 31 a0 v v
2011-10 Semester 1 29 29 31 a0 v v
2011-10 Semester 2 29 29 31 a0 v v
2011 -Us 2011 29 29 31 a0 v v
l Unsawve ] l Save ] I Close J

Note: Itis advisable to Unsave the entire grid. This will enable restoration of the system
snapshot if required.

Close the Save as Timetable window

Note: While a grid schedule has been Unsaved, the bands associated with the schedule will
not be available to the Timetable or Timetable view of Student Course.

Once the grid is unsaved, the following menu is available through a right click in a cell:

Mowve Teaching Set

Change Selected Students’ Teaching Set
Change Teaching Set

Remove Teaching Set

Unlock Teaching Set

Mark As Mon-Fixed Element

Show Teaching Set Members

Move Teaching Set allows the user to move the teaching set to
another band or band record.

Change Selected Students’ Teaching Set allows the user to
move one or more selected students from one teaching set to
another on the same band.

Change Teaching Set allows the user to change the set from
one subject to another, for example from Art to Craft.

Remove Teaching Set allows the user to remove the teaching
set from the grid.

Mark As Non-Fixed Element allows the user to change the
status of the set from Fixed — may only be moved manually — to
Unfixed — may be moved automatically.

Show Teaching Set Members allows the user to view a list of
students in the set.

Lock Teaching Set prevents students being moved or out of
that teaching set in Grid Modelling.

Grid Modelling Example: To Add a Teaching Set to the Grid

e Define subjects through Admin > Parameters > Subjects

e Make subjects available to the grid (Timetabling > Timetable Set-up > Individual Grid
Parameters > Subjects)

e Unsave the grid (Timetabling > Grid Modelling > Functions > Save as Timetable)

e Add ateaching set for the new subject (Tools > Add A Teaching Set)

e Click on the scroll in the top tool bar © to display a list of the available teaching sets
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Azzign setz by dragging to the grid.
---- Blug text = Part Azsigned -
---- Red text = Fully Aszsigned ----
Code Subject

Qa1 At g

Qa2 Artd

Qa3 Art g

9Cra_1 Craft 9

S0ram_1 Crrama 3
SCrarn_2 Cirama 3
SCrarn_3 Dirama 9
SEng_1 Englizh 9

SEng 2 Englizh 9
SEng_3 English 9
SFoad_1 Food Productiar
SFond_2 Food Productior
SFood 3 Food Productior
SHA_1 Harne Foam 9
SHR_2 Harne Roam 9
SHR_3 Home Room 3
ATAL1 Italian 3

nd_1 Indanesian 3
Sind_2 Indanesian 3
LIS _T fuzic 9

SIS _2 Music 3

Sk _1 etalwork 3
Shdtad_2 etalwork 3

Teaching sets displayed in red have been fully assigned to the grid. That is
the number of band records onto which the teaching set has been placed is
equivalent to the frequency for that subject. Subject frequencies are
determined by the number of times classes for that subject will meet during
one rotation of the timetable cycle.

Teaching sets displayed in blue have been partially assigned to the grid.
That is the number of band records onto which the teaching set has been
placed is less than the frequency for the subject.

Teaching sets displayed in black have not been assigned to the grid.

Note: Teaching sets may not be placed onto more band records than the subject frequency,
unless the grid bands have been assigned to more than one schedule (timetabling period).

In the example below, 2XECO has a frequency of two. However, teaching sets for this subject
may be placed onto four band records because Band 1 has been assigned to Semester 1 and

Band 2 to Semester 2.

Aszsign sets by dragging to the grid. l—
Eglue text fpartg.gss?gned i ilil Students I-E
-~ Fied text = Fully Azzigned - Band/
Code Subject Band Record

“1 102 Economics 288 (F,
SHCHE_2 Cheristry 24./B ] E 'h HECO_2 () i)
ZHECO_2 Econamics 24/ =
ZAGE0_2  Geography 24 1 Econamics 248 (F)
2¢HIM_3 Modem Histary ; ZHECO 2 (O)
2HPES_Z2 Physical Educat 4 2 Economics 248 (F)
ZPHY_2 Physics 24./8 HECO_2 (D)
JAENG_1 English 34 -
JBEMG_1 Enalish 30 202 [=| &y [Esonomics 248 F)
BCFCL1 Children, Farnily ZHECO 2 (0]
I{HBS_1 Human Biologic. 24 Econamics 24/8 (F)
3¥PES_1 Physzical Educat HECO_Z (01
EO05_2 English Literatur -
E304_1 Economics 12 22 Econamics 2418 (F)
E305_2 Genography 12 ZHECO_2 ()

e Unlock the Band on which the teaching set is to be placed by clicking on the padlock.

Locked E Unlocked

e Click and drag the new teaching set on to the desired (unlocked) band
e Open the Save as Timetable window, select the grid schedule and Save

e Lock

&

the grid
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4.5.3 SplitaClass

Activity

This activity will split a Year 10 Food Production class and re-allocate students.

Timetabling > Grid Modelling

e Unlock o the 2012 Year 10 grid

@ Saving Snapshot

A copy of the current grid is saved and may be retrieved if required.

e Click Functions
e Select Save As Timetable
e Highlight grid 2012-10

Save As Timetable
- Timetable Details
Tea  |2012
Cycle  |2012-5-2012-5
Grid |Schedule | Band Hecords| Mapped| Slots Used| Periods Availablelcan Save |Saved
2012-08 Term 1 28 29 31 30
201208 Tem 2 29 29 il 30
2012-08 Term 3 28 29 31 30
2012 -08 Term 4 29 29 3 ]
2012 -08 Semester 1 25 29 31 30

202z-03 Semester 2 29 23 31 30
0 3 30

0 31
2m2-us 2m2 29 3 30

[=i<i=]
[<i<f=]

(s ][ oo

e Click Unsave
e Click Yes, then click Close when the grid is unsaved
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e Type 10FOOD in Search and <Enter>

Search |10FOOD

Note: If Departmental colours have been applied, using Search will temporarily turn them
off.

e From Tools select Add Teaching Set
e Highlight 10Food, drag and drop into Subject Code field and click Add

Subjects =
Code Subject
104m Art10 -
) 10CRA Craft 10 T
Add Teaching Set CDEB Duke of Edinburgh £

10EMG  English 10
TXENGY  English 1A/B (v10)

Subiect Code [10Food 10Fab  Fobrics 10 i
. 10Food Food Production 10
Subiect |Fgad Production 10 10HE Health Education 10
10HR Home Room 10 B
10Ind Indonesian 10
T0ITAL [talian 10
[ &dd | [ Cencel 0Jew  Jewslen10
10kath Mathematics 10 -
< | 1] | »

e Click No as you do not wish to add students yet

e Make sure Band 10 is unlocked by clicking on the padlock on the left of the Band (=

e Click Display Teaching Sets ©
e Drag and drop new set - 10 Food_2- on Band 10
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4.5.4 Move Students between Teaching Sets

Activity

Timetabling > Grid Modelling

e Right click on 10Food_1 and select Change Selected Students’ Teaching Set

102

Music 10
10MUS_1 (14)

Mowve Teaching Set
Students’
Change Teaching Set
Remove Teaching 5et
Mark As Fixed Element

Show Teaching 5Set Members
Lock Teaching Set

Food Production 10
10Feod_2 (0)

e Select 10Food_2 and the students you wish to move

Mowve Students from one 5et to another

Teaching Set Ta change teaching zet, select a
Code 10Faod_1 teaching et from the other etz in the
o Band. in the list below. All of the:
Deseription | 10Food_1 selected students will be moved out of
Subiect Food Production 10 the original eet and into the new set
e I el L e and have their Preferences updated.
Students Alkenative Sets
Surname First Hame Teaching Set  Subject Size
10MUS_1 kusic 10 14 -
10k _1 M etalwork 10 13
10 ew 1 Jewellery 10 5

Food Production 10

e Click OK and Yes
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455 Take a Snapshot

Activity

Timetabling > Grid Modelling

e Click Take a Snapshot

Select Snapshot Type
Options
() Grid Map [Teaching Set positions on the Grid)

@ Full Snapshot (Inchuding Preference D ata)

[ ok ] [ Cancel

e Check Full Snapshot and click OK

Timetable Snapshot Manager - Take Full Snapshot
Tatake a shapshat, enter a code and description for the shapshot and click OK. Existing shapshots
are dizplayed in the lizt below,

Snapzhot Tepe: Full Snapshot [Including Preference Data)
Code Drescription

[551 | Before Changing Music bo Drama

Exizting Snapshotz

Code Description Date/Time Type
55 {System Snapshat SI0A0G 12 0%:29:33 ISYSTEM .

e Enter a Code and Description and click OK
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4.5.6 Change Teaching Set

Activity

Timetabling > Grid Modelling

This activity will change a teaching set from Music to Drama.

e From Tools select Add Teaching set
e Highlight Drama 10, drag and drop into Subject Code field

Add Teaching Set

Subject Code

Subject |Drama 10

pdd | | Cancel

Subjects =]
Code Subject
10t LAk 10 -
10CRA iCraft 10 N
10DRA Drama 10
10EMG iEnglizh 10
THEMGH iEnglish 148 [v10)
10Fab iFabrics 10
10Food i Food Production 10 E
10HE iHealth Education 10
10HR iHome Foom 10
10lnd {Indonesian 10

e Click Add

e Click No as you do not wish to add students yet
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e Ensure Band 10 is unlocked
e Right click on 10MUS_1 and select Change Teaching Set
Change Teaching Set
Teaching Set To change teaching set, select
Code 10MUS_1 an empty teaching set from the
o ligt belowe, Al of the dizplayed
Description |-|DM|-|5_1 students will be moved out of the
; : onginal zet and into the neww set
Subject |MUSIC 10 and have their Preferences
updated.
Students Ernpty Setz
Surname First Mame Teaching Set  Subject
Slacom Phillip - i
Saxby-alsh Diylan
K.arman Clay
Pieroni Japdon
b asters Tod
Fomer Gabrielle
Lesley Manique
Ramber Cherie
Morth Rory
Butter D aniel
Furgall Amnelia
Strather Diarml
Parsons Gavin
Fittom Rhys
< [T | » l [T 3
[ ok ] ’ Cancel
e Click OK and Yes
e Tools > Delete Teaching Set
e Drag and drop 10MUS_1 into Teaching Set Code
e Click Delete and OK

4.5.7 Restore a Snapshot

Activity

Timetabling > Grid Modelling

Click Retrieve a Snapshot

Timetable Snapshot Manager - Retrieve Snapshot

Torestore a snapshot selectthe appropriate snapshot fram the list of available
snanshats and click OK. To delete a snanshat. selectthe snapshot and click the
Existing Snapsht

Description
i System Snap
fore changing At t

Date/Time
{25 NOY 10 11

Type
3318YSTE -

1

Select SS1 and click OK
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45.8 Add Band and Teaching Set

Activity

Some Year 10 students will be working towards the Duke of Edinburgh Award on Thursday
afternoons.

e Right click to the left of Band 10 and select Add Band

10[2] Food Preduction 10
3=l 5 |10Food_1 (18)

Add Band

Insert Band
Delete Band

Copy Band/s

Add Band Record

Show Teachers and Rooms

e Highlight both semesters and click OK

Add Band

~ Band Properties

Frequency I'I

Schedulels)

[ Ok ] [ Lancel

Warning &J

e

Are you sure you wish to add a new Band with the specified properties?
A >

e Click Yes
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Go to Tools > Add Teaching Set
Drag CDEB from the Subjects list to the Subject Code field and click Add

Add Teaching 5et

Subject Code  [CDEB

Subject |puke of Edinburgh Award (1

o [ Cancel ]

e Click No as you do wish to add students yet
e From the Left hand pane, drag CBDE_1 onto Band 11
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e Goto Functions > Inter-Grid Linkage

e Click Show Band Records @
e Select 2012-10 and Semester 1

Band Record Dizplay

Grid 202-10 :
Schedule |Semester 1 :

One Band Record (11.1) has not yet been mapped to a timeslot.

e Scroll across until you can see Slot 30
e Right click on Unavailable in the slot for 10 Semester 1 and select Mark as Available

Grid Schedule Slot 29 Slot 30 Slot 31
Fri-5 Thu-5

2mz-0a e | Term 1 e Unavailable |Unavailable
mz-02fe | Tem2 10z Unavailable |Unavailable
2D12-DSE Term 3 11.2 Unawailable |Unavailable
2D12-DSE Termn 4 122 Unawailable |Unavailable
2012-09“ Semester 1 21 Unawailable [Unavailable
2mz-09ld | Semester2 |21 Unavailable |Unavailable
2M2-10 Semester 1 a1 Unavailable
2mz-10 Semester 2 |31 Unavaflat Display Teaching Sets
2mz-usld | 2mz 74 Unavailat ) :

Mark As Unavailable

Unlink All Slots in Schedule
e Repeat for Semester 2
e Drag and drop Band Record 11.1 into Slot 30 for 2012-10, Semester 1
e Change the Schedule to Semester 2
e Drag and drop Band Record 11.1 into Slot 30 for 2012-10, Semester 2

2m2-09[d | Semesterz |21 Unavailable |Unavailable
2012-10 Semester 1 31 111 Unavailable
2012-10 Semester 2 |31 111 |Unavailable
201z-usld | 2012 T4 Unavailable | Unavailable

e Close the Inter-Grid Linkage Table
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e Goto Functions > Time-Slot Mapping
e Drag and drop Slot 30 into Thu 5
Time-5lot Mapping
r Timetable Details
Year [znz Available [0 MonTeaching [
Cycle  [2m2-5-2012-5 Unavalable [
Slat Mo, Mapped To -
13 Tuesday - 3 -
14 Tuesday - 4
15 Tuesday -5
16 Wednesday - 1
17 Wednesday - 2
18 Wednesday - 3
19 Wednesday - 4
20 Wednesday -5 L
21 Thursday - 1
22 Thursday - 2
23 Thursday - 3 St 10 Clot 15
74 Thutsday L Slat 10 Slot 15
25 Friday - 1 =
26 Friday - 2
27 Friday - 3
28 Friday - 4
29 Friday - &
L v
]| iNot Mapped - <& r
I Save I [ Cloze

Click Save and Close

Go to Functions > Save As Timetable
Highlight both 2012-10 grids, click Save and Yes
Close

Lock the grid and click Yes to save

Close Grid Modelling

Timetabling > Timetable

Search for 10Food_2 | search [16Fo002 |

<Enter>

Allocate a suitable teacher and room

Repeat for the Duke of Edinburgh (CDEB_1) class — in both semesters
Close the timetable

C
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Timetabling > Student Course

Find Ben Anderson

Select the Grid tab

On Band 11, right-click and Add student to the Duke of Edinburgh subject
Click Yes

e Repeat for Todd Virgil

e Close Student Course

4.6 Operational and Maintenance Reports

Timetabling > Reports
Timetabling reports are located within the Report sidebar option.

& Reports & Reports & Reports
L) k) L)
1 Data‘alidation Reports - 1 Data‘alidation Reports 5l 1 Data¥alidation Feports -
1 Planning and Preparation Reports [ Planning and Preparation Feports 1  Planning and Preparation Reparts
== 0 & M Feports - Timetable [0 O%M Reports - Timetable 3 0#&M FPeports - Timetable
[ Horizontal Grid Summary (2 0%M Repors - Students 1  0%M Reports - Students
[ ‘ertical Grid S st Distribution = [ O &M PReports - Staff
|:| Period Summary D Teacher Clash Summal_l,l [0 0o&M Hepo[ts -Rooms
[2] Exam Timetables [ staff Timetable = i M - Teaching Sets
4 0&M Reports - Students e [E] Staff Laad D Teachmg Set List [aII Sets]
[£] Student Timetable by Date Far [E] Relief Teacher Timetables 3 ] Teaching Set List by Schedule
D Student Timetable by Grid [E] Teacher Usage Summary [ User Defined Teaching Set List:
D Shudent Load D Free Teacher Summary D Students and their Teaching Se
[ Clearance Fam 24 0 &M Reports - Rooms
|:| Student Course Information D Raoarn Clazh Surnnary
[ student Course Information Exp [E] Roam Timetable
[1] Course Change Reports | 4 [ Roam Load
[ Fie-admissians Farm [ Room Usage Summary —
1 0&M Reports - Staff il D Free Room Surmary i
T Aniam A o e .. A, -
< | m ] L] ¢ 4 1] -

Operational and Maintenance reports are of greatest use once the timetable is operational. There
are Operational and Maintenance reports on:
e the Timetable

e Students
e Staff
e Rooms
e Teaching Set
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Activity

View the following reports.

Timetabling > Reports > O&M Reports — Students > Student Timetable by Date Range

e Find Ben Anderson and Rachael Andrews
e Include Tutors’ Names and Contact Details
e Deselect Combine Multiple Timetables
e Print the report to the screen
& Reports | 53_|
L) =
1 Data‘alidation Feports - Titles
L1  Planning and Preparation Feports tain Title |5tudent Timetable by Diate Range
3 0 %M Reports - Timetable Page Footer |
3 0 &M Repots - Students
Student TrnelahIE: by D .te Fian Celact ]Sorll
D Student Timetable by Grid Selected Students
D Student Load TT Year |2E|‘|2 |Z| Anderzon, Ben -
D Clearance Form Andrews, Rachasl
D Student Courze Infarmation Gk |2EI‘I PG Iz‘
D Student Course Information Exp
[ Course Change Fieparts Fange |23.JUL 2012-28 SEF..| ¥
D Fre-adrmizsians Form
0 & M Reports - Staff
= Fpans - tE Include Tutor Mame(s) on Report
1 0 %M FReports - Rooms
1 0O%MRepots - Teaching Sets Contact Detail:
[ Combine Multiple Timetables [ Remove l [ Fird ]
4 1 3
[ Frint l ’ Cancel ]
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Timetabling > Reports > O&M Reports — Students > Clearance Form

Select the current term

Click New Query to find Rachael Andrews
Check Show Contact

Click Edit Text

Click Add UDI Field

Drag and drop a UDI field into the text box and enter a suitable label
Edit some other text to reflect the practice in your school

Edit User Text

User Text 1

Edit the text that you would like to appear at the bottom of the Clearance Form. You can uze standard text editing
methods to format the text. The text will appear on the Form exactly as you have set it out here. except where you

have added UDI fields.

If you have added UDI fields. you can move the fields around. using copy and paste. or other editing methods. but the
field must be contained within the "< >™ characters. and must not be altered.

Teut for extra column headers: |comment/Proposed Grade

Select User Text: @ Uszer Test 1 () User text 2

Teacher Sianature

Signature Administration

Forwarding Address

Library: Approved /N Student Files A d ¥iN =
Business Manager: Fees Paid /N Data Sent: h’a’N
Deputy Principal Date of Process I S R
Senior School Engagement Program: <Senior School Engagement Programs:s
add UDI Field] [ Unda ] [ i3 ] [ Cancel

Click OK
Print the report to the screen
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Timetabling > Reports > O&M Reports — Students

e Click Find twice, Select and Yes

> Course Change Report

(N

D Student Timetable by Date Ram
[E] Student Timetable by Grid

D Student Load

|:| Clearance Form

D Student Course Information

D Student Course Infarmation Exp
El C Change Reports

D Fie-admizsions Formm
0 % M Reports - Staff
0 & M Reportz - Rooms

0 % M Reports - Teaching Sets

Ll

[Tl | »

Select lSU[[ ]

Selected Students

< Reports 5
k) &
1 Data‘alidation Feparts Titles
3 Planning and Preparation Feports Main Title |Eourse Chatge Reparts
3 O&M Reports - Timetable Page Footer |
3 0 &M Reparts - Students

TT Year |2012

=]
Cycle |z|

[2012-5

Course Change Date

30JAN 2012
To 10 4UG 2012

Fram

Albert, Jackie
Allen, Penelope
Allen, Tamara
Amber, Kyle
Anderzon, Ben
Anderzon, Kurt
Andrews, Luke
Andrews, Rachael
Angus, Sally
Antanella, Mark,

Arrawsrmith, D avid

Femave

Prirt ] [

Cancel

e Print the report to the screen

Warning

dates.

255 of the selected Students have not changed courses in between the selected

e Click OK twice
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Timetabling > Reports > O&M Reports — Students > Re-admission Form

e Leave the date range as TODAY
e Click Find, OK and Yes
< Reports (=]
8| DT S|
1 Data‘alidation Reports rTitles
1 Planning and Preparation Reports Main Title IHe-admissions Form
31 0%M Repors - Timetable Page Footer I
3 0 &M Repots - Students
D Student Timetable by Date Rarw ~Select
[ Student Timetable by Grid TTYear [2012 [=] 3elected Students

D Student Load

D Clearance Form

D Student Courze Information

D Student Course Information Exm
D Courze Change Reports

2 ALKITIK Adam

Leaving Date B ange:

From [10A0G 2012
To [10AUG 202

A

£ O %M Repots - Staff
1 0 %M Reports - Rooms
1 0%M Repors - Teaching Sets
4 1 3
[ Pritat ] [ Cancel

e Print the report to the screen

Note: This report will only be available in the reports menu if students have been moved to
the former roll during the selected Timetable Year and Leave Date range using

| m] | Remove from all Current and Future Cohorts
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Timetabling Reports > O&M Reports — Staff > Staff Load

e Click Find by Department
e Select Mathematics
e Select A3 Paper

K5 Reports (=]
€| sl @ S ||
[0 DataValidation Reports - ~Titles
1 Planning and Preparation Reports M ain Title IStaff Load
3 0O%&M Reports - Timetable Page Footer I
1 0% Reports - Students
S8 0% M Reports - Staff ~Select
D Teacher Clash Summary Department
[] Staff Timetable TT Year |2|312 Iz‘ IMathematics IE‘
Cydle  [2012-5 =
D Relief Teacher Timetables I
0] Teacher Lisage Summary Range |23JUL 2012 -28 SEF.. [+
D Free Teacher Summary () Find Staff
3 0O%M Reports - Rooms @ Find by Department
1 0% Reports - Teaching Sets [ Extract data to CS¥ file
Format options
[ Transpose repart [Rotate by 907
@ A3 Paper -
i ) Ad Paper Select Periads
4 »
[ Print l [ Cancel

Note the option to Select Periods.

e Print the report to the screen
e Select Transpose report layout
e Print to the screen again

Eutract data to C5Y file

Select
Click Print
e Save to the Desktop

"-I Export Complete
" File can be found at C:\Users\srichardson'\Desktop\5taff_Load.csv,

Click OK

View, then close
Maximize Integris

Minimize Integris and double click on Staff _Load.csv on the desktop
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Timetabling > Reports > O&M Reports — Staff > Free Teacher Summary

Print to the screen the Free Teacher Summary for All periods TODAY

i Reports
E| R T S|

pooep

oo

[ata Yalidation R eports

Plariring and Preparation Reports
0 % M Reportz - Timetable

0 & M Reparts - Students

0 % M Reports - Staff

El Teacher Clazh Summany

[] staff Timetable

[ staff Load

D Fielief Teacher Timetables

|:| Teacher Usage Summary

D Free Teac S LIy
0 % M Reports - Rooms
0 % M Reparts - Teaching Sets

rTitles

Main Title

I Free Teacher Summary

FPage Footer I

Select

Cycle
Range
Day

Period

Timetabling Year |2012

|2mz-5

|23JUL 2012 - 28 5EF 2012

IFrida_l.J

All

=]
=]
=]
=]

Print
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Timetabling > Reports > O&M Reports —=Rooms > Room Load

e Click Find by Department
e Select Science
e Select A3 Paper
<51 Reports
L) &
1 Data‘alidation Reports Titles
3 Planning and Preparation Reports M ain Title |HDDm Load
1 0%M Repors - Timetable e Fawfia |
£ 0 %M Reports - Students
3 0&M Reparts - Staff Select
&3 0 &M Reports - Rooms Department
[ Foom Clash Summary TT Year |2D1 2 |Z| |5cience IZ‘
|:| Room Timetable el |201 5.5 Iz‘
D Room Load
[£] Room Usage Summary Range |23JUL 2m2-28 SEF‘...E
[] Free Room Summary ) Find Room
3 0 &M Reports - Teaching Sets @ Find by Department
Format options
t {Fatate by 90°)
@ &3 Paper
©) &4 Paper Select Periods
o4 P
Frint ] [ Cancel

Note the option to Select Periods.

Print the report to the screen
Select Transpose report layout

Print to the screen again
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Timetabling > Reports > O&M Reports —=Rooms > Free Room Summary

e Print to the screen the Free Room Summary for All periods TODAY

D Room Clash Summary

D Foom Timetable

D Room Load

D Fioom Uzage Summmam

D Free Room Summary
L1 0%M Reports - Teaching Sets

& Reports @
L) &
[ DataValidation Reports Titles
[ Planning and Preparation Feports Main Title |Free Room Summary
£ 0%M Reports - Timetable e Fadfias |
[ 0%M Reports - Students
1 0O#&MReports - Staff Select
=3 0 &M Reports - Rooms

Timetabling Year |2012

=]
Cycle |2012-5 [=]
Range |23JUL2012 - 28 5EP2m2 | ¥
Day | Friday =
Period Al

Timetabling > Reports > O&M Reports —Teaching Sets > User Defined Teaching Set Lists

e Click each of the radio buttons: Teacher, Department, Subject/Teach Set
e Select Teacher and Elaine Abbott

<7 Reports [
L) &
1 Data‘alidation Reports Titles - - -
[ Planning and Preparation Feports Title |USE' Defiried Teaching Set Lists
1 0&M Repors - Timetable Footer |
1 0 %M FRepors - Students
3 0 &M Repars - Staff Select |son | Incudes |
L1 0 %M FReports - Rooms Timetable
©§ 0 &M Reports - Teaching Sets T 012 Cycle |2012 5 El
B -
(] Teaching Set List [all Sets]
[ Teaching Set List by Schedule Date Range |23JUL 2012 - 28 SEP 2012 [+
ser Defined Teaching : Day Al ~| Period | =]
D Students and their Teaching Se
> ABBE  Abbott, Elaine -
@ Teach :
= I ALAT  Alan, Maria Theresa (A
= BARH  Barclay, Harris s
@D L k -
=/ BESC Best. Cail
© Subjsct/Teschsst  |BFH_ B Joseph. - [@)
[T Use Preferred Mame
o Teaching Sets lists and Penod information for all Fenods selected.
[] Show Teaching Sets li d Period inf ion for all Peniods selected
4 1 3

Print ] [ Cancel
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e Click the Includes tab

e Check Student Form, Parent/Guardian Name, Parent/Guardian Phone

e Enter 6 in Number of Columns

[T Student Address
[ Student T elephone
[C] Student Mabile
z Farent/Guardian Mame
[C] Parent/Guardian Address
[C] Parent/Guardian Phone
3 Parent/Guardian Mobile
- [ Parent/Guardian E-mail

4 L1 2

<& Reports @
L) =]
1 DataValidation Reports - Titles - - -
1 Planning and Preparation Feports Title |USE[ Defined Teaching Set Lists
eports - Timetable ooter
[0 OoO%MR Timetabl F
(3 0O #&M Reports - Students
[ 0&M Reports - Staff Select| Sart Includes ]
g g zm Eepor:s ’ ?oom; Cat [7] Student Reference Mumber Check List Calumns
eports - Teaching Sets
P . d Order Select the nurmber of columns you
g Teaching Set List (all Sets) ] StudentYear Group Fvou_:_dhlike_ilohap}:ehal in theI check
Teaching Set List by 5chedule ist. The width of these columns
) (T - 1 W Student Form will be calculated by dividing the
= = . [ Student Gender available zpace remaining by the
D Students and their Teaching Se [T] Student DOB number of columng selected.

Yaou can select up to 50 columns

Murmnber of Colurins: ,E;_
Check Colurmn width [em] - (112
Orienitation m
Available zpace [in cm) remaining:

6.705

Frint | [ Cancel

Print the report to the screen
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4.7 Review:

Activity

Note the pathway you took to complete each of the following tasks

1.

Steven Bailey (Year 10) has decided he wants to do Indonesian instead of Italian. (Hint: This is
a two-way swap, and don'’t forget the billing implications.)

Jeffrey Peter is taking over 9PE_3 from Peter Payne. Make the necessary changes in the
timetable.

In Semester 1, combine Teaching Sets 10Art_1 and 10Craft_1.

Move Mr Gabelich’s Year 8 Society and Environment class (8S&E_3) to the library on Mondays
only. (Hint: the library is not a preferred room for Society and Environment.)

In Semester 1, split the teaching set 10WW _1.
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5 Support

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

Contact details below:

5.1 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.

5.2 Fax (CSC)
9264 4701

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

5.3 Email (CSC)

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

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

6 Online Manuals and Training Notes

6.1 Civica Education

Online manuals and training notes are available to download in PDF format from the Civica
Education website.

http://www.civicaeducation.com.au/

Select Integris Support.

Log in to Western Australian SIS Schools.
Username: school

Password: help

6.2 STIMS Project

The Department’s Student Information Management Project (STIMS) website has numerous
factsheets and support documents for all SIS Administration modules.

http://www.det.wa.edu.au/intranet/stims

Links to the Integris Manuals are also available from the STIMS website or by going to Help within
Integris.
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