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1 Introduction

These training notes provide a reference during and following Civica Education’s Timetabling
Construction training. During training, we will be working with fictitious data and all the exercises
contained within these notes refer to that data.

The training is designed to start with an overview of the Administration Manager, to provide an
understanding of the links between Administration Manager and Timetabling. The training will then
progress through the functions and features of the Timetabling module. The Timetabling Manual
provides a comprehensive guide to the software.

1.1 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.

1.2 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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1.3 Timetable Training Program

Day 1

8.45 am

Coffee

9.00 am

Welcome
Introductions

9.15 am

Logging On

Administration Manager

Timetabling Terminology and Concepts

Review: Timetabling Maintenance
Course Change Recording
Department Colours
Student Course Maintenance
Staff and Room Maintenance

10.30 am

Morning Tea

10.50 am

Review: Timetabling Maintenance
Grid Modelling

Creating a New School Year

Defining Timetabling Periods

Creating Campuses

12.30 pm

Lunch

1.10 pm

Timetabling Parameters

Timetable Set Up
Accessing Campuses
Creating Cohorts

Staff Preferred Subjects and Rooms
Subject Preferred Rooms

Course Promotion Table
Period Types

Department Colours
Subject Relationship Table
Data Entry

Creating A Cycle
Master Period Structure
Allocating Staff to a Cycle
Allocating Rooms to a Cycle

2.40 pm

Afternoon Tea

3.00 pm

Review and Questions

CIVICAa
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Day 2

8:45 am

Coffee

9:00 am

Defining Grids
Cohorts
Period Structure
Subjects and Subject Groups

Rooms

Staff

Band Allocation
Student Preferences

Individual Entry

Bulk Entry

Promoting Courses

Data Validation Reports

10.30 am

Morning Tea

10.50 am

Subject Load Table

Grid Modelling
Creating a Fixed Grid
Inter-Grid Linkage
Time Slot Mapping
Grid Constraints
Auto-Scheduling

12.30 pm

Lunch

1.10 pm

Grid Modelling
Fitting Unplaced Students
Balancing Sets
Conflict Resolution
Re-assigning Student Courses
Saving the Grid to the Timetable

Allocating Staff and Rooms
Manual Allocation
Auto-Allocation

Timetabling Reports

2.40 pm

Afternoon Tea

3.00 pm

Review and Questions

CIVICAa
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1.4 Training Outcomes

At the end of the timetabling training program, you will be able to:

Navigate your way through the sidebar options in the General and Timetabling modules of

Integris

Use Timetabling Help

View and find school, student and staff records
Locate, add and edit timetabling parameters
Create a timetable model

Create, edit and delete a timetable cycle

Define timetable cycle properties

Create a grid and define the grid properties

Enter student preferences individually and in bulk
Model a grid manually and use the auto-scheduler
Manipulate a timetable manually

Allocate staff and rooms to a created timetable
Produce standard timetable reports

CIVICAa
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2 Logging On

ACTIVITY

e Double click on the Integris icon on your desktop.

A

Integris
Training

e Type ADMIN into the User Name field
e Press <Tab>
e Type KEYS into the Password field

School Management Solutions - Integrated Database
7.09.40[17/07/18] Estended Mode

cﬁ Uger Mame ||
Password

RIN\ = =

Datafile Path:  C\KEYS\INTEGRIS\RMDB\TRGDATAZINTEGRIS.DF 1

e Click on Login or press <Enter>

Note: In schools, each user has his or her 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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2.1 The File Menu

The file menu may be accessed by clicking on File in the top left of your screen.

Password enables the user to change his or her password. For security purposes, it is

recommended that this be done regularly.

Change User should be used to ensure that each person accessing Integris does so under their

own user name and with their personal levels of access.

Lock Terminal may be used if the user needs to leave his or her computer temporarily, does not
want to log off and does not want to allow access to anyone else. Unlocking the terminal requires

the user to enter his or her password again

Report Destination allows the user to choose where to send any report created in Integris. The

options are displayed below.

Report Destination

Destination IParametersl Page sizesl

o

Prititer Preview

T @

File HTHL Postecnpt RTF

D 8

Clipboard Port

Cancel ] [ (1] 4

ACTIVITY

Top Toolbar > File

e View each of the following items in the File menu
o Password
o Change User
oLock Terminal
o Report Destination

CIVICAa
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2.2 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 is available for the following installed Integris modules.
Select an area frem the list below and click on the "Help® butten.

Help Areas
Integriz Administration M anager Help ~
Integriz Administration M anager Reports Help
Integriz Behaviour Management Help
Integriz Exam Scheduler Help

Integriz Leszon Attendance Help

Integriz Leszon Attendance Reports Help
Integriz M Biling Help

Integriz Time Help

Inteans WFT Heln

LCloze

Highlight Integris Time Help
Click Help

View the Timetabling manual
Close the manual and Help

CIVICAa
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3 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:

Departments

Room Type

Rooms

Subjects

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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3.1 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.

3.1.1 Entering Staff Details

<

To add a new member of staff click Add.
enter the relevant information.

The following window will appear, enabling users to

Staff
Personal Info IAdditional Infol Contacts] upl l Qualificationsl Groups] Teachingl Training # Skills] Contractsl
Title Iitialz Surnarne Salutation |
|Not spemﬂedE | | Address |
Firzt Mame Prefermed Marme |
Second Name |
Third Mame Pl |
Legal Surname Faormer Surname
: Town/Sub |PINEY wOODS
Gender () Male [rate of Birth
_ State |w,&
() Female
Postcode £333
Cotritry |
Staff Code Juoin D ate 11T JUN 22
Reference i Leave Date Tel 1 |
1D Mumber Tel 2 |
Fax |
Staff Type [ =] MobileNo. |
E -t ail |
[ oK ] [ LCancel

Mandatory fields are:
Surname

First Name
Gender

Date of Birth

ID Number

Staff Code

It is also good practice to include:

o Title

Staff Type

e TRBWA number for teachers (on the UDI tab)

To edit f 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 &
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 TRBWA number (on the UDI tab)

Note: *indicates the field is mandatory
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3.1.2 Making a new staff member available to the timetable

ACTIVITY

Timetabling > Timetable Setup >Timetable Cycles

e Click on the Staff Availability tab

[ Timetable Cycles ==
203 [v]
Cycle Mame Cycle description Mo, Days  Cycle dctive @
2019-05 2013905 ﬁ
]
>
Dizplay Only Active Cycles
Timetable Cycles | Master Period Structure  Staff Availability (R oom Availabilig
Use the tools in this section to oy e Staff Hame FTE NetFTE b
select the staff members who AREE Abbolt Elaine 100 0an
lable to thi lee. . : : 2
ol EHEIERE B s el ALAT &lan, Maria Theresa 1.0 0.eo i
YU can use the clone optian to BARH Barclay, Hariz 1.00 0.en
copy staff members from an BESC Best, Carl 1.00 0.80 (]
existing cycle or use the add BRI Brigg. Joseph 1.00 0an
and remove options to buld up | CALl Calvin, Jennifer 1.00 0.en
thee st marually. CORS Comer, Sandia 1.00 0.80 &7
o CREM Creed, Nicholas 1.00 0.aa
The edit option will allove youto | DAy Davids, Wiliam 0.50 0.40 E
change the default FTE walue DUET Duke, Tory 1.00 0.a0
for each member of staff. ELLT Ellat, Travis .50 0.40
g Eval Ewvanz, Luke 1.00 0.ga
The Met FTE is calculated by -
subtracting the total FTE faor IEI\QEAE E_vzragz, E dr;la :II 33 g gg
Mon-teaching Activities from the IShET, AManda - -
default FTE. GREA Greaves, Anna 1.00 0.ga
AGOA2 Guizeppe, Andre 1.00 0an v
< >

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 lF'alametersl Dates ] Addressl Dther] ol l

MameMumber | Statuz |Cunent E
Prefermed Mame l—
First 1 ame l—
Farmer Sumare l—
10 Mumnber l—

Gender ~hidg-
Staff Code
Staff Type |--n£s-- |Z|

| Coss |

e If necessary, highlight your name in the list and click Select
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Edit your net FTE
e Ensure your name is highlighted
e Click Non-teaching Activities @

e Click Edit

e Enter a Code, Description and FTE

] Men-Teaching Activities =]
Staff Details

Staff Name  |Richardson, Susan

Staff Code RICS Default FTE |1.00
Staff Mon-Teaching Activities
Code |Description |FTE
LaTT LaTT 040 -

@ =

Met FTE |00 oK.

e Click OK, Yes and Close
e Close Timetable Cycles and Timetable Setup
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3.2 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 @
tuent [V 4 @ P A7 0 & @ a@yOIBROmmEOS

Adam Alkitik (2) Year9 Form 09.1
Address

Date of Bith 904N 2002 15 Kentia Close. Phome 1 9221 BR43

Aoe 13z 10 Mths PERTH, Fhane 2
VWA,

Gender ki ale '
6000 e

Teacher(s) Mz A Greaves Student Moh

Fioor MoE Family R epresentative

sl

PN 123456706005 Car Registration

Student Mo, 20512343

E Mail Address alkitik(Boptuznet. com. au
Central ID 00123455700000886

Contacts

MName Phone Address Relation Res Par Mail Emrg Motes Fee

bz Danielle Alkitik [04167655541 15 Kentia Close, PERTH, wis, 6000 iMother | Yes {Yes ives 11 es i

br & Mre O'Feefe 193702358 14 Sithway, FINEY WOODS, WA 6333 {Grandparer No | Mo iHo (2 ez N

Mizz Brightwater 19456 7777 134 Unizon Circle, PINEY WO ODS, W, EAunt iMoo [HNo iHo i3 fes M

bdr Paul Alkitik. :040 B35 193 24 The Averue, PERTH, Wwia, BO00, AusiFather (Mo iYes (Na 0 e M

PR 12 Alkitil 19221 6548 (15 Kentia Close, PERTH. WA G000 iSibing  infa infa infa (0 Mo

. ; ; i ; i i i ; -

Res - Student Rezident  Par - Parental Rezponsibility  Mail - Famity Mail Marker Emrg - Emergency

Search [re1] | iy | @ O+

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 EI at the bottom right-hand
corner of the window.
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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.

& 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

B EEEIEE D I RS

Teaching Sets

1
2
kS

1
2
kS

Miscellaneous details

Student timetable

S| (E |

Cohorts
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Student Status Bar

A | QD @

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 data that are more

sensitive. 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)

BIREEEIE

Student Notes

i

Name Change

Sensitive Status Bar

Educational Support Program

] [»)

Excluded (Former Roll)
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3.2.1 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:

-

D. —

Adam Alkitik

2018

Cohort Hame
Us
10
0s
o7

Leavers

as "Left”

Add

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 =ingle or muttiple
items in the "Member’ list.

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

4 Hemove

W  Remove from all Current and Future Cohorts

Member Df
0]

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

Lancel

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

e Clicking Remove from all Current and Future Cohorts

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
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ACTIVITY

General > Student Details

e Click Next Student E| to load Adam Alkitik’s records
H

e Click Move Student to Former Roll

Warning ——

e Click Yes

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

Leaving Details

Leave Date

Destination |N0rthern Termitory E

Reason for Leaving | Interstate IE‘

[HRT | 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.
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|:| Cohorts for Student @

2019
Adam Alkitik
Cohort Name fidd E‘;mhe' of
in
0z Joining a Cohort
10 Click on single or multiple
s 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

4 FRemove

Leavers

W = 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”

Lancel

e Click Remove from all Current and Future Cohorts
e Click Yes, you do wish to save a record of the student’s teaching sets
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.

3.3 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.
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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.

|:| Subject Classification |32
S WS

Drefault entry: Other

School Code Description Hctive Locked
a TER TTER List 1 ES TES
a TER ZTER List 2 ES TES
a TER L:'TER Unlizted YES TES
i} Feg :Registered YES YES
i} Unreg: Unregistered YES TES
a Other { Other ES TES
i} CDC Council Developed Course YES MO
W WP Workplace Program YES YES
i P iUniversity Program YES YES
C CP  iCormrunity Program YES YES
P PP  :iPerzonal Program YES TES

| Only show active entriez 0 record(z) have been hidden  Tatal Active Parameters| 11

Cloze:

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

Subject Types are ways of identifying subjects for School Curriculum and Standards Authority

[ subject Type @
S TS

Default entry: TEE

School Code Description Active Locked
a TEE (TEE YES YES
a WS TS TES wES
a WET WET TES ES
a Other {Other TES ES
C COS iCourse of Study YES MO
E CEP :Endorsed Program TES YES
1 ATARIATAR TES MO
G GEN {General YES WO
W VETCIWET Course of Study YES HO

Only show active entriez 0 record(s) have been hidden  Total Active Parameters |9

Cloze

While this parameter is not mandatory for timetabling, it is essential for reporting to the School
Curriculum and Standards Authority.
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Note: Only subjects with the type ATAR, General, VETCOS or CEP will be included when
reporting to the School Curriculum and Standards Authority.

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.

[ Subject |
1éar $/70 &

SubjectMame  |English ATAR 12

Subject Code ATEMNG Short Mame |ENG

Subject Area |

Learning Area |

Prerequisite |
Ewarninable E=am Duration l— Suzpended for Exam Period
Subject Departrnent Subject Clazsification
i Department |English Type |.~'-‘-.TAFI
Faculty | English Classification | Council Developed Course
||| Head of Dept. | Wr T Duke Active Literacy
Moderating Teacher | Faom Type Requiced ,—

Timetabling Defaultz
Frequency 4 Finimumn Clazs Size [15 Boyz and Girls

Required Maximum Clazz Size |25 Hovelopl
Girls only

Search [by Subject Cade] || Cloze

It may not be necessary to use all of the fields for all subjects. Fields that 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
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Note: Only subjects with the type COS, VETCOS or CEP will be included when reporting to
the School Curriculum and Standards Authority.

e Subject Classification
e Moderating Teacher (Contact Teacher in the Subject Register)

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

] Reom Type @
Default entry: Classroomn
School | Code. | D escription
P, Performing Atz -
Oy zhow active entiez 11 recard(z) have been hidden 14 l l Cancel
e Click OK
- . - 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 Add &

e Enter the following details and click OK

] Add Room |
Room Code l[)‘li
Description [ Drama 1
Fioom Type | Performing Arts IE‘
Marrnal Capacity |25—
Exarn Capacity ID— Lacked
[ Ok ] ’ Cancel ]

e Highlight DI and click Copy

e Enter details for D2

e Close

General > Parameters > Subject Type

e Click Modify Parameters @

e Enter the additional parameters

[ Subject Type
Default entry: TEE
School Code. Description
C COS Courze of Study
W VETCOS YET Course of Study
A ATAR ATAR
G GEM Generail
|
Orly show active entries B record(z] have been hidden Cancel

e Click OK and close

Note: Only subjects with the type ATAR, General, VETCOS or CEP will be included when

reporting to the School Curriculum and Standards Authority.
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General > Parameters > Subject Classification

e View the parameters

[ Subject Classification =
S WS

Default entry: Other

School Code Description Active Locked
1] TER TTER List 1 TES ES -
1] TER ZTER List 2 TES wES

] TER L'TER Urlisted YES YES

0 Reg :Registered TES YES

0 Unregi Unregistered YES YES

1] Other i Other TES ES

0 COC :iCouncil Developed Courze YES MO

W WP Sworkplace Program TES YES

u UP iUniversity Program YES YES

C CFP i Community Program YES YES

F PP :iPersonal Pragram YES YES

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

Cloze

General > Parameters > Subjects

o Edit i ATLIT to show AELIT as the prerequisite
e Add yourself as the Moderating Teacher

[ Edit Subject =
Subject Mame |Literature ATAR 12
Subject Code ATLIT Short Mame |LIT
Subject &rea | -

Learning Area |

Frerequisite [AELIT

E xaminable O Exam Duration l_ Suspended for Exam Period [
Subject Departrment Subject Clazzification

Department |English - Type W
Faculty |English Classification [Council Develope.. [~
Head of Dept. |Mr T Duke Active Literacy O

toderating Teacher | Susan Richardzon «  Room Type Required I—V
Timetabling Defaults
Frequency |4 ] Minimurn Class Size [ Boys and Girls ®

. . Bops only O
- t awimurn Clazs Size |25
Requied [ Girlz anly O

LCancel

e Click OK
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4 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 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.

4.1 Using the Timetabling Sidebar

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.

]

Student Courze

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.

=
%3
L}
[t
=5
o

Grnid Modeling

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

>

Preferences

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

Reparts

$

Timetable Setup

v

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.

Exam Scheduler opens the Exam Scheduler module.

Exam Scheduler
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4.2 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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5 Review: Timetable Maintenance

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.

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

5.1 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.

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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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 IEI
|2019 |o |ON “

LCancel

Cloze

e Click OK
e When finished, 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.

C IVI Ca Integris Timetable Construction
Page 35 of 248
© 2019 Civica Pty Ltd



5.2 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 |Deparlmenl Name | Background Colour | Placement Colour

BUS Business Shudies [ [ |
COMP Computing | |

DA Darice | |

D&T Design & Technology | |

DR Crrama | |

ENG English | |

H&PE Health & Physical Education | |

s

MATHS I athematics : :

MUS Musgic | |

SC1 Science | |

SEE Saciety & Environment | | | |
-

4] | LE

@ Edit Details 7 | oK I Eeneel |

e Highlight Home Economics and click Edit Details
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Colour Selection

Department
Background

Student
Placement

Itth colour

[CETTIE

Itext colour

Itext colour

Itth colour

Itext colour

Itth colour

Itth colour —

-

0K

| Cancel |

Select a colour and click OK
Repeat for the Art department
Click OK to close

Note: The colours may be turned off by clicking Clear Colour Scheme. gl
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5.3 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

C
°

ourse for each student is presented in three views. These are:
Preferences
Timetable
Grid

Each view will allow the entry and editing of the student’s course and will have advantages in

d
S

ifferent circumstances. The Timetable view will only be available when the grid of which the
tudent is a member has been saved to the timetable.

EI Student Course Maintenance

4 & > | 2o 201605 ar-a &

Anderson, Ben (3) E Girid |2EI1B -10-10 w | Time Slice |'| FEB 2016 - 8 AFR 2016 |«

Preferences |Timetable | Grid
Type Rank  Code Preference Feq SetMo Assg Lock Band Ak Bands Size  Teacher Fioom
Frimary 1 10EMNG English 10 YES i1 YES iNO 4 2.3 22 kdrJ Brigg 555
Primary i1 10HR Home Room 10 YES i1 YES iNO i1 1 22 tdr DJ Trainor 558
Primary i1 10M ath t athematics 10 YES i1 TES (NO 2 3.5 22 Mz T Heaven 558
Primary i1 10HASS  iHumanities and Social Science 1CYES i1 TES (NO i3 4.5 22 bz A& Fisher 551
Primary i1 105C Science 10 YES i1 YES (NO (B 2.4 22 = K Halter SC13
Primary {6 10FE Physical Education 10 MO i1 YES IND i8 E 21 Mz T O'Reilley EvM3
Primary i 7 10Ind Indonesian 10 MO 2 YES (MO (7 7 17 bz J Calvin 555
Frimary {8 10HE Health Education 10 MO i1 YES (NO (B 7.8 2 bz T O'Reiley 552
Frimary i3 10t At 10 WO i YES iNO {10 22
Primary 10 10DRA Drama 10 MO i1 YES iNO (9 22 bz J Calvin GVM3
Reserve i1 10CRA, Craft 10 MO [lu} I}
Resewe i2 10l ew Jewellery 10 MO []a] 10 ]
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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.

Preferences lTimetabIe] Grid]
Type FRank  Code Preference Feq SetMo. Assg Lock Band AlBands Size  Teacher Roaom
Primary i1 10HE Health Education 10 YES i2 YES (WO (7 E.8 23 MrJ Peter 552
Primary i1 10HR Home Room 10 YES i1 YES MO 1 1 22 br DJ Trainor 558
Primary i1 10k ath M athematics 10 YES i1 YES (MO (5 2.3 22 Frofeszor K Dickinst 553
Primary i1 10PE Phyzical Education 10 YES i1 YES iNO (B 7.8 23 Mz J McLaren MUS2
Primamy i1 T0SEE Society & Environment 10 YES i1 YES (MO (4 2.5 22 Dr 5 Richardzon LIB3
Primamy i1 105C] Science 10 YES i1 YES (MO (3 4.5 22 MrJ Harpe SCl2
Primamy i1 T0EMG Englizh 10 YES i1 YES iMO 2 3 22 tr HJ Barclay 554
Primary 18 10t Art 10 WO i1 TES MO {10 12
Primary 9 10w Metabwork 10 MO i YES MO {9 12 Dr M Swiderski B 1
Primary (10 10Ind Indonesian 10 MO i YES MO {8 29 Mr B Pitt M52
Rezerve i1 10Food Food Production 10 [R1u} WO 3 1}
Rezere (2 1w Jewellery 10 MO MO 3 ]

Deleting Preferences

e Highlight the appropriate preference and click on Delete E
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:
) C||Ck on Show/Hide Subject List |

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

Subjects n
Code Subject
GROUP 10REQ ~
104 At 10
10CRA Craft 10
10DRA Drama 10
10EMG Englizh 10
GEEMG English General 11
10Fab Fabrics 10
10Food Food Production 10
10HE Health Education 10
10HF Hame Roorm 10
10HASS Humanities and Social Sci
10ind Indonesian 10
10ITAL Italian 10
10lew Jewellem 10
10Math Mathematics 10 v
1 hdtad bt shoel 111
£ >
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Allocating/Promoting Reserve Preferences

e Highlight the appropriate Preference

e Click on the Toggle button i
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?

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 Set and press OK or double-click en the Teaching Set.

Code Mame Size Teacher

EBand
9Food 1 9Food_1 22 0

10

5]

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

displayed.
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Alternatively, Suggested Student Fit button %l may be used

displayed.

Move Student

2016 [v] 2016-10-10 [v] &
iew Fesulis |
Student From Te Success
Todd Yirgil 10PE_1 {SUCCESS®
Todd Yirgil {10HE_3 {SUCCESS

Todd Yigil ; 10PE_2

Print Log

Clear Log

* indicates direct moves
between sets in the
zame Band Records

] Allow Dversize Sets I 1 Mavements:l 10 Aﬂemp‘ls:l 10 ak Cancel Lloze

The suggested fit may be saved or discarded.

. The following screen will be
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Timetable View

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

|:| Student Course Maintenance
4 & P | zme 201605 Var-aL | &
Anderson, Ben (3) Grid |201E-1D-1D w | Time Slice |1 FEB 2016 -8 APR 2016 |«

Preferences Timetable lGrid]

Periods Monday Tuesday Wednesday Thursday Friday

H Home Room 1{{Home Room 1{|Home Room 1{{Home Room 1(|Home Room 10
10HR_1 (22) [10HR_1 (22) |10HR_1 (22) [10HR_1 (22) |10HR_1 (22)
Mr DJ Trainor  |MrDJ Trainor  |MrDJ Trainor  (MrDJ Trainor  |MrDJ Trainor
558 558 558 558 358

1 English 10 Physical Educa |Humanities anc|/Mathematics 1(|Science 10
10EMG_1 (22) [10PE_1 (21) |10HASS_1 (22[10Math_1 (22) |[10SCI_1 (22)
Mr J Brigg Ms T O'Reilley [Ms AFisher Ms T Heaven |Ms K Holter
555 GYM3 551 558 3C13

2 Science 10 English 10 Health Educatic|Humanities anc Drama 10
105CI_1 (22) [10ENG_1 (22) |[10HE_1 (21) [10HASS_1 (22 |10DRA_1 (22)
Ms K Holter MrJ Brigg Ms T O'Reilley [Ms AFisher Ms J Calvin
SC13 555 552 551 GYM3

B

3 Indonesian 10 |Science 10 English 10 Physical Educa|Mathematics 1C
10Ind_2 (17) [10SCI_1 (22) |10EMNG_1 (22) [10PE_1 (21) |10Math_1 (22)
Ms J Calvin Ms K Holter Mr.J Brigg Ms T O'Reilley |Ms T Heaven
555 SCl13 555 GYM3 358

4 Mathematics 1C|Drama 10 Science 10 Humanities anc
10Math_1 (22) [10DRA_1 (22) |[10SCI_1 (22) 10HASS_1 (22
Ms T Heaven [Ms J Calvin Ms K Holter Ms A Fisher
558 GYM3 SC13 351

L

5 Humanities anc{Mathematics 1C|Indonesian 10 Health Educatic
10HASS 1 (22 [10Math_1 (22) |10Ind_2 (17) 10HE_1 (21)
s AFisher Ms T Heaven [Ms J Calvin Ms T O'Reilley
5581 558 555 352

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 subject. If necessary, this can be deleted or marked as areserve in the preference
view.
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Grid View

ﬁ Student Course Maintenance
o4 b [omsss Mv & =HeEz
Anderson, Ben (3) Grid [2016 - 10-10
Preferencesl Timetable Grid |
Band/
Band Record
1151 Home Room 10 (F) |Home Room 10 (F)
12 10HR_2 (22) & 10HR_3 (200 &
Dr N Swiderski M= T Lorner
£59 8510
2[4 Englizh 10 Science 10
E 10ENG_3 (21) 108CL2 (21)
W= J Cabvin Dr 3 Henry
S57 SCl4
34 Englizh 10 Mathematics 10
E 10ENG_2 (21) 10Math_2 (21}
Ms E Abbott Ms T Heaven
556 559
4[4] Humanties and Soc|Science 10
E T0HASS_2 (21 |10SCL3 (21)
Mr A Guiseppe Mr T Duke
552 SCI5
5[4 Humanities and Soc|Mathematics 10
E 10HASS_3 (21) 10Math_3 (21}
s A Fisher Dr S Henry
553 5510
6[2) Physical Education ‘| Physical Education
E 10PE_2 (21} 10PE_3 (22)
Mr P Payne Mz T Morten
GY M4 GYM1
T2 Health Education 10|Indonesian 10
B [1oHE_2 (30) 10Ind_1 (17}
Mr P Payne MrT Jones
583 354
8 Health Education 10|talian 10
B [1oHE_3 (13) 10MAL_1 (30)
M= T Norton Mr T Jones
534 551
9[2 Food Production 10
B 10Fond_1 (42)
Dr N Swiderski
Food 3
1noE Jewellery 10 (F)  [Metalwork 10 Woodwork 10
B 10Jew_1 (7} 10MW_1 (13) 10WW_1 (22)

Grid view presents the selected students course overlayed onto the grid. 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.

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 the Drop Student out of this Teaching Set button.

|

e
B Move Studut w1 (25)
Show Teaching Set Members |5 Stevens
1] Remove Student
B
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Movwe Student

Year  |2016 Cycle | 201605 - 2016-05
Grid  |2016-10-10

Shudent | Ben Anderson

tave From Teaching Set |1DArl_'| [t 10]

Move To Teaching Set

Same Band lUnp|aCed l

Band |10 Code Subject Size
L . T0Jew 1 Jewellery 10 7
Thiz list showes sets which are T
h 10hd_1 tetahwork 10 13
wnning on the same Band as the 10T Wondwark 10 o

zet from which you are tiying to
move this student.

“Wwhen you zelect a set and click
Ok, the spstem will check that a
Preference can be created for the
zelected set and that no conflicts
will be created by moving this
student inta the selected teaching
sk

1] Lancel

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 areserve 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:

e Manually, by highlighting the subject, clicking the Place in T-Set button and selecting the
appropriate teaching set from the list displayed
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Select Teaching Set

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

Code Mame Size Band(z)

Teacher
5 iss

: i : §Mls M Mouze
PE_3 IPE_3 a 8 iMise M Mouse

e Automatically, using Generate Suggested Fit icon EI 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
displayed 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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ACTIVITY

Timetabling > Student Course

e Use Search to locate Ben Anderson’s records
e View his course on the Preferences tab

|:| Student Course Maintenance

d @& b | 2o 201905 v | & mE &
Anderson, Ben (3) @ Grid |2D19 -10-10 | Time Slice |28JAN 2019-12 APR 2019 -
Preferences | Timetable | rid|

Type Rank Code Preference FReq SetMo fssg Lock Band AkBands Size  Teacher Room
Primary i1 T0EMG English 10 wES i1 YES (MO i3 2.5 22 sz E Abbott 555
Prirnary i1 10HR Hiome Raarm 10 YES i1 YES MO i1 1 21 Mz A Figher 551
Primary i1 10k ath b athematics 10 YES i3 YES WO i4 2.5 22 Mz C Haollis 551
Primary i1 T0HASS  iHumanities and Social Science TEYES i1 YES MO 2 3.4 23 Mz & Figher 551
Prirnary i1 105C1 Science 10 YES i3 YES tMO 5 3.4 21 Mr M Creed sC12
Primary iR 10HE Health Education 10 HO i1 YES iNO 8 E.7 21 Mz T Morton 552
Primary {7 104 Art 10 MO A WES MO 110 22
Prirnary  :8 10Facd Faod Praduction 10 MO i3 YES tWO 5 9,10 21 Dir M Swiderski Food 1
Primary 9 10lnd Indonesian 10 MO 2 YES tMO 7 8 21 ki T Jones 552
Primary {10 10PE Phwzical Education 10 MO i1 YES iMO B 7.8 21 1 Peter GM1
Resere i1 10DRA Dirama 10 MO MO | ]
Feserve i2 T Wwfoodwork, 10 18] 18] i

e Select the Timetable tab

e Print Ben’s timetable to the screen

e Select the Grid tab
e Click Toggle Student Placement/Department Colour

5[2] Drama 10 Food Production 10
E 10DRA_1 (22) 10Food_2 (43)
Mr HJ Barclay *Mr DJ Trainor
GYM3 Food 3
10 [2] Art 10

E 104M_1 (22)
Mr M Rosenberg
ADT 4

Colours have been assigned to the Art, D&T and Home Economics departments. The text and
background colour vary according to whether or not the student is in the class. Benis in 10Food_2
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.

. Search |VIR.T
e Find Todd Virgil’s records T |

e View his course on the Preferences tab
e Click Show / Hide Subiject List

Subjects n
Code Subject
GROLURF 10REQ A
104 At 10
10CRA Craft 10
10DRA Drama 10
10EMG Englizh 10
GEEMG Englizh General 11
10Fab Fabricz 10
10Food Food Production 10
10HE Health Education 10
10HR Home Room 10
TOHASS Humanities and Social Sci
10lnd Indanesian 10
10ITAL Italian 10
T ew Jewellery 10
10Math M athernatics 10 v
1nkdbat hd ot aliascal- 111
< >

e Drag and drop the Subject Group 10REQ onto the white screen
Auto-allocate Todd to his required class.

e Click on Generate Suggested Fit EI
e Click OK to save and accept the suggested fit
e Close the Move Student window
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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_1 and click Add Student and Yes

Show Teaching Set Members

T
a2
9
10[2)

e Continue to add Todd to teaching sets on the remaining grid bands

Note: we will be splitting the oversized class later.

e Click on the Timetable tab and view Todd'’s timetable

=

e Print

Todd’s timetable to the screen
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Course change in grid and timetable views

Jonathon Depete is moving from Food Production to Metalwork.

Find Jonathon Depete’s records
Click on the Grid tab

Right click in Jonathon’s Food class on Band 10 and click Move Student
Select 10MW_1 and click OK

Mowe Student

Vear  [2019

Cycle | 201905 - 2013-05

Grid  [2013-10-10

Student |Jonathon Depete

Mave To Teaching Set

Same Band IU riplaced ]

Mowe From Teaching Set |10Food_1 [Food Production 10]

Band |10

Thiz list shows zets which are
unning on the zame Band as the
zet frarm which you are trying to
mave thiz student.

When pou select 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 maving thiz
student into the selected teaching
zeh.

Code
10401_1

_Subiect

k10

idewelleny 10
10

Size

22

LCancel

e Click on View/Print Course Change History

& and print to the screen

e Click on the Preferences tab

e Highlight 10Food and Delete

|:| Student Course Maintenance

:Primary

10Food

Food Froduction 10

Prirnary  :8 10ITAL Italian 10

Primary 9 10DRA Drrama 10

Primary {10 10FE Phwzical Education 10
Prirnary 11 100w Metahwark 10

WO
WO
NOD
WO

YES
YES
YES
YES

R Ny

WO 6 22
[RIU- ] 23
Rl E.8 22
WO 10 12

4 & P | mo 201905 v | & (B B
Depete, Jonathon (48) Grid |2D19 -10-10 w | Time Slice |28JAN 2M3-124PR 20713«
Preferences |Timetable | Giid|
Type Fank  Code Preference Feq SetMo Aszzg Lock Band AkBands Size  Teacher
Prirnary i1 105C1 Science 10 YES i3 YES (NO (5 3.4 21 Fr M Creed
Primary {1 10HASS  iHumanities and Social Science 1GYES {1 YES iMNO 2 3.4 23 Mz A Figher
Prirnary i1 10Math M athematics 10 YES i3 YES iNO 4 2.5 22 s C Hallis
Primary i1 10HR Home Room 10 YES i1 YES iNO i1 1 el ks & Figher
Primary {1 T10EMG English 10 YES i1 YES iMO i3 2.5 22 tr HJ Barclay
Prirnary  i6 10HE Health Education 10 WO i1 YES iNO 8 E.7 21 Mz T Moarton

r T Jares
kdr HJ Barclay
Mizs M Mouse

Foom
5012
551
551
551
555
552

551
GvM3
GvM3

e Close Student Course
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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.

5.4 Staff and Room Maintenance

Timetabling > Timetable

Filter

[ Timetable - Unlocked

Functions  Switch View

2016 201608

" 1FEB 2016 - BAPR 2016

Grid &l

Periods
Monday - H

Monday - 1

Monday - 2

Monday - B
Monday - 3

Monday - 4

Monday - L
Monday - 5

e @ Department | Al

2016-07 2016 -08

Home Room 7 (Home Room 7 Home Room 8  |Home Room 8
THR_1 (29) THR_Z2 (30) 8HR_1 (28) BHR_2 (28)
IMs E Everage (Ms T Morton Mr C Best MrJ Brigg
M58 MS7 M52 M31

English 7 Humanities and £ Mathematics 8 |Mathematics 8
TEng_1 (29) |THASS_2 (30) 8Math_2 (27) 8Math_4 (26)

MrHJ Barclay [Ms T Alan Ms K Holter MrL Ingris
M57 MS6 M51 M53

English 7 Humanities and £ Health Education |Health Education
TEng_2 (30) |THASS_1 (29) 8HE_1 (27) BHE_4 (27)
Ms T Alan Mr J Brigg Ms J McLaren Ms T O'Reilley
M52 M55 M58 MS10
Indonesian 7 |ltalian 7 English 8 English 8
Findon_1 (29) (7ial_1 (30) 8ENG_1 (27) BENG_3 (27)
M=z T Lorner MrT Jones Mr C Best Mr HJ Barclay
M510 M59 M58 Ms1
Mathematics 7 [Science 7 English 8 English 8
TMaths_1 (29) [75ci_2 (30) 8ENG_2 (27) BENG_4 (26)
MrL Ingris Ms F Hind Mr HJ Barclay Mr C Best
M57 5C12 M59 MS10
Mathematics 7 |Science 7 Health Education [Indonesian 8
TMaths_2 (30) [7Sci_1 (29) 8HE_2 (28) BIND_1 (27)
Ms C Hollis Ms K Holter Ms J McLaren MrT Jones
M58 5CI1 M51 N33

The timetable is displayed in grid order with spaces between the grids. Clicking

the order of the grids.

2

will reverse

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. 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.

Timetabling Year

] Timetable - Unlocked

Functions Switch Yiew
2018 201605

Filter

Grid |4l

" 1FEE 2016 - 84PR 2015

~&

| [ Department |41

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

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
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

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.

] Timetable - Unlocked

Functions  Switch View

208 2016-05 ~ 1FEB 2016 - 8 APR 2018 =

Filter
Grid |4l v |2 Department |4l w

Periods 2016-07 2016 -08

Monday - H Home Room 7 [Home Room 7 Home Room &
FHR_1 (20}  |7THR_2 (30} BHR_1 (28)
Ms E Everage |Ms T Morton Mr C Best
M58 MS7 M52

Monday -1 English 7 Humanities and £ Mathematics &
7Eng_1 (29) |7HASS_2 (30) 8Math_2 (27)
MrHJ Barclay |Ms T Alan Ms K Holter
Ms7 s M31
1 Allocate Teacher -

Monday - 2 English 7 Health Education
7Eng_2 (30  Change Teacher BHE_1 (27)
Ms T Alan Remowe Teacher Ms J McLaren
W2 Allocate Room MS8

woncay-5 [ C....ccoom ]

Monday - 3 Indonesian 7 Remove Room English &
7indon_1 (2 BENG_1 (27)
Ms T Larner Change 5et Mr C Best
ms10 Add to Combined Class mss

Monday - 4 Mathematics|  Show/Add User Defined Period times English 8
7Maths_1 (2 S8ENG_2 (27)
MrL Ingris Lock Teacher MrHJ Barclay
Ms7 Show Teaching 5et Members MS9

voncay-L [ ——

Note: Show/Add User Defined Period times enables the user to enter or view period times
for the selected teaching set that are different to those entered in the Master Period

Structure.

Switch View

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

Functions | Switch View

2m7 ; + Period Summary View
Filter Timetable View

Grid [l w

5.4.1 Cloning Resources from One Schedule to Another

ACTIVITY

Timetabling > Timetable

O
Functions Switch View
2mAa 2019-05 & 28.JAN 201912 APR 2019 =
Filter
Grid |."3.|I v 2 Depatment |4l W
Periods 2018 -07 2019 -08

Monday - H Home Room 7 |Home Room 7 Home Room &  [Home Room & |Home Room &
THR_1 (29) |THR_2 (30) 8HR_1 (27) 8HR_Z2 (27) 8HR_3 (27)
Ms T Alan Mr H.J Barclay Mr T Duke Mr T Elliot Mr L Evans
M310 M52 M53 M54 M55

Monday -1 English 7 Humanities and £ English & Humanities and {|Mathematics 8
TEng_1 (29) |7THASS_2 (30) 8ENG_2 (27) 8HASS_1 (27) |8Math_d4 (28)
Mr J Brigg M= T Alan M= J Calvin Ms AFisher Ms K Holter
M310 M56 M59 M51 M53

Monday - 2 Enaglish 7 Humanities and £ Health Education |Health Education |ltalian &
TEng_2 (30) |7THASS_1 (29) 8HE_1 (28) 8HE_4 (27) 8ITAL_1 (27)
MrHJ Barclay |Ms E Everage Miss M Mouse  |Ms TOReilley  [MrT.Jones
Ms2 M55 M58 M510 M51

woncay- |

Monday - 3 Health and Phy:|Health and Physii English 8 Humanities and £|Mathematics 8
THEPE_1 (29) |TH&PE_2 (30) BENG_3 (27) BHASS_2 (27) |8Math_1 (27)
Mz JMcLaren |Ms T Morton Ms T Alan Mr L Evans Dr S Henry
GYM1 GYM2 MS10 M52 M5

Monday - 4 Mathematics 7 |Science 7 English & Humanities and {|Mathematics 8
TMaths_1 (29) |75ci_2 (30) BENG_4 (28) BHASS_3 (27) |8Math_2 (27)
Ms T Heaven |MrLIngris Mr J Brigg Ms J Calvin Ms F Hind
MS7 SC12 MS10 MS6 M51

Monday -5 Mathematics 7 |Science 7 Health Education (Indonesian & Italian &
TMaths_2 (30) |75ci_1 (29) 8HE_2 (27) BIND_1 (27) BITAL_2 (26)
Ms K Holter Ms C Hollis Mr J Peter Ms T Alan MrT Jones
W38 5CIH1 M59 M53 M510

2

The timetable is displayed in grid order with spaces between the grids. Clicking will reverse

the order of the grids.
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o Filter to the Year 8 grid and Term 4

] Timetable - Unlocked

Functions  Switch View

2ms [v] 2018.05 [v]v 140cT2Ma-z0DECIDS [V &

Filter
Grd |2019-03 - 08 v| & Depatment |4l v

e Click Functions > Clone Resource Allocation

[ Timetable - Unlocked

Functions Switch View

Auto Allocate Staff
Auto Allocate Rooms
Move Students
Rernove All Staff

Remowve All Rooms
] Clone Resource Allocation from alternative Schedule I

Lock Timetable

e Read the text and click OK

Clone Resource Allocation
- Select Resource Type

Girid: | 2013 - 08 - 08

Department: |l

Clone Staff Resource Allocation

Clone Room Resource Allocation

Clane Allacations ta matching Clazs Meetings which have neither
Staff or Rooms allocated

o

Check Clone Staff Resource Allocation and Clone Resource Room Allocation
Click OK
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e Select to clone from Term 3
e Click OK

Information

o Mew Staff Allocations have been made to 108 Class Meetings.

Mew Room Allocations have been made to 108 Class
Meetings.

e 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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5.4.2 Allocating Teachers & Rooms

ACTIVITY

Timetabling > Timetable

e Scroll down to Wednesday Lesson 1

Wednesday-1 |Af8 Design and Tech (Home Ecanomic:|Music 8 Music 8
121 BART 4 (22) |BDA&T_3 (21) 8HEC_2 (21) BMUS_1 (21) BMUS_5 (22)

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
Options
() Allocate Staff Member for the Selected Class Meeting
@ ifllocate Staff Member to ALL Class Meetings for the Teaching Sett

[ Ok, ] [ LCancel

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 Room to the Selected Class Meeting Only

@) #llocate Room to ALL Class Meetings far the Teaching Set!

& [ s

e Select a room 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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5.4.3 Changing Teachers & Rooms

ACTIVITY

Timetabling > Timetable

e Filter to the Year 10 grid

[ Timetable - Unlocked
Functions Switch View

2019 2013-05 \/ 14 0CT 2019 - 20 DEC 2019
Filker

M &

Grid |2019-10-10 “ Department |4l

e Filter to the English department

Filker

Grid |2019-10-10 w Department | English

e View All of the English classes

Filter

Grid |""‘" IZ| Department |English

e Click Switch View and select Timetable View

e Find i Harris Barclay’s timetable
e Select Room Timetable
e Find e one of the Science classes

e Click Switch View and return to Period Summary View
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Harris Barclay is going on long service leave. Allocate a suitable member of staff to take
his classes.

e Right click on Harris Barclay’s TENG_2 class

Monday - 1 English 8
BENG_2 (27)
Ms J Calvin
MS5
Monday - 2
Allocate Teacher
Change Teacher
Remove Teacher
Monday - B Allocate Room
Monday - 3 Change Room
Remove Room
Change Set
Monday - 4 Add to Combined Class
Show/Add User Defined Period times

e Click Change Teacher

e Select the third option — Replace ALL Occurrences of the Selected Staff member- and
click OK

Replace Staff Member
Options
() Replace Staff Member for the Selected Class Meeting
(") Feplace Staff in ALL Clazs Meetings for the Selected Teaching Set

@ Feplace ALL Occurences of the Selected Staff Member

ok ] [ LCancel

e Click OK
e Read the message and click Yes

e Highlight Elaine Abbott and click OK

e Switch View to Timetable View and find Elaine Abbott’'s timetable
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Ms Fisher’s Year 8 HASS class (BHASS 1) is changing to the library every Monday Period
3

e Filter to the Year 8 grid
e Filter to the Humanities department
e Type 8HASS_3into Search and <Tab>

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

e Right click on 8HASS 1
e Click on Change Room
e Select Replace Room for the Class Meeting and click OK

Replace Room

Optiohs

@ Replace Roomn for the Selected Class Mesting:

() Replace Room for the Selected Teacking Set

Ok l [ LCancel
e Select View All
Preferred Rooms for a Subject
Subject Details
Subject |Humanities and Social Soience 8 )
Wiew
Teaching Set |BHASS_3 ® &l
Begin | End | () Prefened Rooms
D escription Code Tope Rank Available
At ART 1 dat u vES -
A2 ART 2 At 0 YES
Computing Lab 1 COMP 1 Computing | 0 YES
Computing Lab 2 COMP 2 Computing |0 YES
Computing Lab 3 COMP 3 Computing |0 YES
Foad 1 Food 1 Home Ecom | O YES
Food 2 Food 2 Home Ecom | O YES
Food 3 Food 3 Home Ecan | O YES
Gymnaszuim 2 G2 Gyrnasium | 0 YES
Gymnasuim 3 GYM3 Gymnazium | 0 YES
Gymnazuim 4 G4 Gymnazium | 0 YES
Library Conference F Library a YES
Metalwork 1 befid 1 Design& Te |0 YES
Metalwork 2 hefid 2 Design& Te|0 YES
Fusic 1 UST tusic 0 YES
tuszic 2 MUS2 tusic 1] YES W
Cancel

e Select the Library Conference Room and click OK
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5.4.4 Combining Classes:

ACTIVITY

Timetabling > Timetable

e Filter to Semester 2, the Year 10 grid and the Designh and Technology department
e Type 10JEW _1in Search and <Tab>

Search |10UEWw_1

e Right click on 10Jew_1 on Tuesday session 4
e Click Add to Combined Class
e Give combined class a suitable name, for example, Metals 10

Combined Classes

Teaching Set |10lew 1 [Jewelery 10 Enter a name far the new

combined class and click ‘Add Set’
[ay |Tuesda_',-l to create the cpmbined clazs and
Perind |4 add this zef ta it,

Exigting Combined Classes Create New Combined Class

Combined Class Mame |Metals 10

Lancel

e Click Add Set

Combined Classes l J

e Click Yes

e Right click on 10MW_1
e Click Add to Combined Class
e Click on Add Set and Yes
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Tuesday- 4 Jewellery 10
10.1 10Jew_1 (10)C
Dr N Swiderski
MW 1

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

e Close Timetable

5.5 Grid Modelling

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
206 [w] 2016-10-10 []v = @
Studentz |0 Flaced |0 Unplaced |0 Grid positions are fixed
Band/
Band Record
18] Home Room 10 (F) |Home Room 10 (F) [Home Room 10 (F)
E 10HR_1 (23} 10HR_2 (22)H 10HR_3 (20) =
Mr 0 Trainor Dr N Swiderski Ms T Lorner
SS8 S59 5310
2[4] English 10 Mathematics 10 Science 10
B |10ENG_3 (21) 10Math_1 (23) 10SCI2 (21)
M= J Cabvin M= T Heaven =0r S Henry
*555 558 *SC14
3 4] English 10 Humanities and Soc|Mathematics 10
B |10EnNG 2 (21) 10HASS_ 1 (23)  |10Math_2 (21)
M= T Alan “Ms A Fisher M= T Heaven
556 851 559
414] Englizh 10 Humanities and Soc|Science 10
E 10ENG_1 (23) 10HASS 2 (21)  [105CL3 (21)
Mr J Brigg Mr & Guiseppe Wr T Duke
855 554 SCIS
5[4] Humanities and Soc|Mathematics 10 Science 10
E T0HASS_3 (21)  [10Math_3 (21) 10SCI_1 (23)
Ms A Fisher Dr S Henry M= K Holter
*531 3510 SCI3
6[2] Health Education 10|Physical Education | Physical Education -
E 10HE_1 (21) 10PE_2 (22) 10PE_3 (22)
Mz T O'Reilley Mr P Payne Ms T Norton
552 GYM4 GYM1
T2 Health Education 10|Indonesian 10 Indenesian 10 (F)
B O|10HE_2 (30) 10ind_1 (18} 10Ind_2 (17)
Mr P Payne Mr T Jones M= J Calvin
553 554 555
82] Health Education 10/ talian 10 Physical Education -
B |10HE_3 (19) 10MAL_1 (30) 10PE_1 (21)
M=z T Norton Mr T Jones M= T O'Reilley
8554 552 GYM3
92 Drama 10 (F) Food Production 10
E 10DRA_1 (24) 10Food_1 (41)
M= J Calvin Dr N Swiderski
GYM3 Food 3
10[2] Art 10 Jewellery 10 (Fy  |Metalwork 10 Woodwork 10
E 10Ar_1 (22) 10Jew_1 (8) 10MW_1 (13} T0WW_1 (22)
Mr M Rosenberg Mr P Scott Mr P Scott M= T Swindon
COMP 1 MW 1 KW 1 W 1
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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.

2[4] Science 7 Science 7
IE‘ E 78ci1 (29) 7Sci_2 (30)

Wr T Duke Ms S Corner
3CI 3CI3

21 Science 7 Science 7
73ci 1 (29) 73ci_2 (30)
Mr T Duke M= S Corner
SCI1 SCI3

22 Science 7 Science 7
7Sci 1 (29) 7Sci_2 (30)
Wr T Duke Ms 5 Corner
SCI 5CI3

23 Science 7 Science 7
7Sci 1 (29) 7Sci_2 (30)
Wr T Duke Ms & Corner
3CI 3CI3

Z4 Science 7 Science 7
73ci 1 (29) 73ci_2 (30)
Wr T Duke Ms S Corner
SC11 SCl

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.

[ Inter-Grid Linkage
$BE
Timetabling Year ,20‘]8—
Schedule |4l « | []5how Overapping Schedules
Cycle W
Gnd Schedule Slot 1 Slot 2 Slot 3 Slot 4 Slot 5 Slot 6 Slot 7 Slot 8
Mon - H Tue-H | Wed-H | Thu-H Fri-H Mon - 1 Mon - 2 Mon - 3
206 -07 I | 2miE 11 1.2 1.3 14 15 21 31 E1
206-08 [ | Tem 1.1 1.2 1.3 14 15 31 B.1 4.1
206-08 0 | Tem 2 1.1 1.2 1.3 14 15 31 B.1 4.1
2mE-08 [ | Tem 3 11 12 13 14 15 31 E1 4.1
2016 -08 I | Term 4 11 12 1.3 14 15 31 E1 4.1
2016 -09 [ | Semester 1 1.1 1.2 1.3 1.4 15 .1 4.1 5.1
2016-09 [ | Semester 2 |11 1.2 1.3 1.4 15 .1 4.1 5.1
2016 - 10 I | Semester 1 11 12 13 14 15 41 51 71
2016 - 10 | Semester2 |11 12 1.3 14 15 a1 51 7.1
206 -usld | 2ms 1.1 1.2 1.3 14 15 21 kA 4.1

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.
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Time-5lot Mapping

Timetable Details

Tear 2016 dvalable [T Non-Teaching [0
Cyole  [2016-05 - 2016-05 Unavailable [l
Slat Mo, Mapped Ta Row Code Mon Tue Wed Thu Fri
& H
2 Tuesday -H
3 Wednesday - H 1
4 Thurzday - H ]
5 Friday - H
5] Monday - 1 B
7 Monday - 2 3
8 Monday - 3 4
9 Monday - 4
10 Monday - 5 L
11 Tuesday -1 5
12 Tuesdap - 2
13 Tuesday - 3
14 Tuesday - 4
15 Tuesdap -5
16 WWedneszday - 1
17 Wednesday - 2
18 Wednesday - 3
19 ‘Wednesday - 4 v | < >

Save Cloze

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

Englizh 10 (F)
T0EMG 1 ()=
Mz T Alan

SE2

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 be moved neither into
nor out of the teaching set through Grid Modelling.

5.5.1 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 ”;

The following will be displayed:

@ Saving Shapshot

A copy of the grid as it was on unlocking is saved and may be restored by clicking Retrieve E
Snapshot.
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Note: Users may also take snapshots o 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

Autoschedule
Inter-Grid Linkage
Time-5lot 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

Save As Timetable

Timetable D etails
Year  |2m16

Cycle | 201605 - 2016-05

2016 -09 Senmester 1 29 29 35 29
2016 - Semester 2 23 29 35 29

Grid |Sc:hedule Band Hecords| Mapped| Slots Used| Periods AvailablelEan Save |Saved
2016 - 07 2ME 24 29 35 24
20165 - 08 Term 1 29 29 35 29
2016 - 08 Tem 2 29 29 35 29
20165 - 08 Term 3 29 29 35 29
2016 - 08 Tem 4 29 29 35 23

v

Unzave Save Cloze

Note: You are advised to unsave the entire grid. This will allow you to restore the system
snapshot if required.

e 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:
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Mowve Teaching Set

Change Selected Students’ Teaching Set
Change Teaching Set

Remove Teaching Set

Mark As MNon-Fixed Element

Show Teaching Set Members
Lock Teaching Set

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.

5.5.2 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 a teaching 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

Azsign sets by dragging to the grid.
- Blue text = Part Azsigned -
- Fed test = Fully Azsigned -

12HR_1 Home Room 12

12HR_3 Haorme Foom 12
260501 Computer Scien

2AMAT_2 I athernatics 24

2AMAT_4 t athemnatics 24
ZBCSC_1 Computer Scien

ZBMAT_1 I athernatics 2B
ZBMAT_2 b athemnatics 2B
ZBMAT_3 b athemnatics 2B

Teaching sets displayed in red have been fully assigned to the grid. That

Cad Subj . . .
T iemereemti . | is the number of band records onto which the teaching set has been
HEE‘% m:gggm placed is equivalent to the frequency for that subject. Subject

THR_4  Home Room 11 frequencies are determined by the number of times classes for that
i S ek subject will meet during one rotation of the timetable cycle.

240502 Computer Scien Teaching sets displayed in blue have been partially assigned to the grid.
2AMAT_T - Mathematios 22 That is the number of band records onto which the teaching set has been
24MAT 3 Mathematics 2 placed is less than the frequency for the subject.

2BCSC2 Computer Scien Teaching sets displayed in black have not been assigned to the grid.

SEMAT A Mothemafios B Note: T(_—:'achlng sets may not be plac_ed onto more band recqrds than
Z4BI0_1 Biological Scien the subject frequency, unless the grid bands have been assigned to
ZAEMG_1 English 24/B . . .

FGED 1 Geography 241 more than one schedule (timetabling period).

24501 Inteqrated Scier

Z4PES_1 Phyzical Educal

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.
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Azzign etz by dragging to the gnd.
- Blue text = Part Azzigned -
- Red test = Fully Azzigned -

Thn: 2
Thts 3
VEng_1
JEng_ 2
THEPE_1
THEPE_2
VHEPE_3
THR_1
THR_Z
THR_3
Flndorn_1
Fltal_1
Thdaths_1
Thdaths 2

Atz 7

Arts 7

Englizh 7
Englizh 7
Health and Phu:
Health and Pl
Health and Pl
Home Roorn 7
Home Foorn 7
Haome Roorn 7
Indanesian 7
|taliar 7

b athematics 7
b athematics 7

[Z] Studentz |0 Flaced IU_

Band/

Code Subiject Band Record

11[5]

214
314

Home Room 7

Home Room 7

THR_1 (29} THR_Z (30)
Ms E Everage M= T Morton
Ms8 WMST
Science 7 Science T
7Sci_1 (290 73ci_2 (30)
Mr T Duke M= S Corner
SCI1 SC13
English 7 English 7
7Eng_1 (29) 7Eng_2 (30}
Ms A Greaves Wr L Evans
Ms8 WMST

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

|

e Click and drag the new teaching set on to the desired (unlocked) band

Locked

fm

Unlocked

e Open the Save as Timetable window, select the grid schedule and Save

e Lock

(Err

the grid
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5.5.3 Split a Class

ACTIVITY

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

Timetabling > Grid Modelling

e Unlock

&y

the 2019 Year 10 grid

©

Sawing Snapshot

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

Click Functions

Select Save As Timetable

Highlight grid 2019-10

r Timetable D etails

Save As Timetable

2019 -

29

3
23
23

30

a0

[

Year  |2013

Cycle |2D‘I 505 - 20158-05
Grid |Schedule Band Hecords| Mapped| Slotz Uzed| Periods Availablelcan Save |Saved
20807 2019 29 29 43 ]
2019 - 08 Term 1 29 29 30 30
2019 -08 Tem 2 29 29 30 ]
2019 - 08 Term 3 24 29 30 30
2019 -08 Tem 4 29 29 30 ]
2019-03 Semester 1 24 29 30 30

[

Unzawve

Save

Cloze

T

T T

Note: The entire grid must be unsaved otherwise it will not be possible to retrieve a grid
snapshot.

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

Search |10FO0D

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 n
Code Subject
10t At 10 -
Add Teaching Set TOCRA Craft 10
10DRA Dirama 10
10EMG Englizh 10
Subject Code |1DFuud g) 10Fab Fabrics 10
Food F'll:u:ll.ll::lillrl 10
Subject |Food Production 10 lgng :zﬂghéggﬁtg”m
10HASS Humanities and Social Sci
10ind Indonesian 10
10ITAL Italian 10
Add Cancel 10 ew Jewellen 10
10k ath Mathematic: 10
10kd% Metalwaork 10
10mMUS Mugic 10 v
1NPF Plaicieal Fdieabicen 10
< >
e Click No as you do not wish to add students yet
e Make sure Band 9 is unlocked by clicking on the padlock on the left of the Band @

Note: If all bands are unlocked, click on Lock All Bands in the Tools menu and then unlock
Band 9

Click Display Teaching Sets

Drag and drop new set - 10 Food_3 - on Band 9
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5.5.4 Move Students between Teaching Sets

ACTIVITY

Timetabling > Grid Modelling
e Right click on 10Food_2 and select Change Selected Students’ Teaching Set

92 Drama 10 Food Production 10
B |10DRA_T (23} ANEnnd 2 Ny
Ms E Abbott ]
GYM3 Move Teaching 5et
1002 Food Production 1 Change Selected Students' Teaching Set
¥ A 10Food_1 (22) .
Mr DJ Trainor Change Teaching Set
Food 1 Remove Teaching et

Mark As Fixed Element

e Select 10Food_2 and the students you wish to move

Move Students from one Set to another

Teaching Set To change teaching set, select a
Code |1DFood 2 teaching set from the other sets in the
L — Band, in the list below. All of the
Diescription |1DFood_2 selected students will be moved out of

Sulech Food Production 10 the arigitial set and into the new set
l I and have their Preferences updated.

Students Altenative Sets

First Mame Teaching Set | Subject | Size
100RA_1 iDrama 10

£ >

Qk. I | LCancel

e Click OK and Yes
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5.5.5 Take a Snapshot

ACTIVITY

Timetabling > Grid Modelling

e Click Take a Snapshot

Select Snapshot Type
Optiors
() Grid Map [Teaching Set positions an the Grid)

@ Full Snapshot (Including Preference D ata)

o [ G

e Check Full Snapshot and click OK

Timetable Snapshot Manager - Take Full Snapshot

Totake a shapshot, enter a code and description for the snapshot and click OK. Existing shapshots
are displayed in the lizt below.

Snapshot Type: Full Snapshat [Inchuding Preference D ata)

Code Description
|55l | Before At to Craft
Existing Shapshots
Code Description DratesTime Type

55 ES_l,lstem Snapshot §4JAN 19 12:33.08 ESYSTEM

Eoree

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

ACTIVITY

Timetabling > Grid Modelling

This activity will change a teaching set from Art to Craft.

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

Add Teaching Set

Subject |Craft 10

Fi¥als] LCancel

Subject Code [10CRA $

Subjects B

Code Subject

1040k Lt 10 ~
Craft 10

10DRA Drama 10

10EMG Englizh 10

10Fab Fabrics 10

10Food Food Production 10

10HE Health Education 10

10HR Home Room 10

10HASS Humanities and Social Sci

10ind Indonesian 10

10ITAL Italian 10

T0lew Jewellem 10

10Math M athematics 10

10Mw Metabwaork 10

10mMUS5 uszic 10 v

1n0E Db i 2l £y i mbimn 1101

< >

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

Note: If all bands are unlocked, click on Lock All Bands in the Tools menu and then unlock
Band 10

e Right click on 10Art_1 and select Change Teaching Set

Change Teaching Set
Teaching Set To change teaching set, select
Code 10471 an empty teaching set from the
. lizt below. Al of the displayed
Description |1D.~'-‘-.rt_'| students will be moved out of the
: ariginal et and into the new sat
Subject |Art 1o and have their Preferences
updated.

Students Empty Sets

Surname First Mame Teaching Set  Subject

Hill Hanna A hm

Seddon Petiry

Kelley Fiahyn

Rowe Serena

Lackie Bryce

Lewiz Emily

Riltan Angie

Luck Jem

Poole b argrit

Mckiney Jack

M oir Tagan

Pauley Cameran

Maglazaz k ary

Ogden Allan

Anderson Ben

Fullgrabe Firsten W

< > < >

Cance

e Click OK and Yes

e Tools > Delete Teaching Set
e Drag and drop 10Art_1 into Teaching Set Code
e Click Delete and OK
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5.5.7 Restore a Snapshot

ACTIVITY

Timetabling > Grid Modelling

e Click Retrieve a Snapshot

Timetable Snapshot Manager - Retrieve Snapshot

Torestore a snapshot, select the appropriate snapshot from the list of available snapshots and click
OK. Ta delete a shapshat, select the shapshat and click the 'Delete Snapshot’ button.

Esisting Snapshots

Code Description Date/Time Type (I}
55 :

iSpgtem Snapshot H4JAN 19 1223308 ISYSTEM

re Art ko Craft

| 0K | LCancel

e Select SS1 and click OK
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5.5.8 Save as Timetable

ACTIVITY

Timetabling > Grid Modelling

Functions > Save as Timetable

Save As Timetable

r Timetable Details
Yea  |2019

Cycle  |2019-05- 201905

Grid |Schedule | Band Hecords| Mapped| Slots Usedl Periods .t'-‘wailable|Can Save |Saved
2018 - 07 2019 29 43 ]
2019 -08 Tem 1 29 30 a0
2019 - 05 Tem2 23 0 a0
2019 -08 Teim 3 29 30 a0
2019 - 05 Tem 4 23 0 a0
2019-09 Semester 1 29 30 a0
Semester 2

[EY<ES
(LB

Unzawve Save Claze

e Highlight the Year 10 grid for both semesters and click Save and Yes

Close and lock the grid
Click Yes to save the changes
e Close Grid Modelling
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5.5.9 Allocate Teachers and Rooms

ACTIVITY

Timetabling > Timetable

e Use the filters to help you locate the new Food class in Semester 1

[ Timetable - Unlocked

Functions  Switch View

2019 2019-05 ~ 2BJAN 2019-12 APR 2019 =
Filter
Grid |2019-10-10 v Department | Home Economics =

e Allocate a suitable teacher by right clicking and selecting Allocate Teacher
e Select Allocate Staff member to ALL Class Meetings for the Teaching Set
e Select a staff member from the list and click OK
e Allocate a suitable room by right clicking and selecting Allocate Room
e Select Allocate Room to ALL Class Meetings for the Teaching Set
e Select a room from the list and click OK
e Close the timetable
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5.6 Operational and Maintenance Reports

Timetabling > Reports

Timetabling reports are located within the Report sidebar option.

D Harizantal Grid Surmrmary

[E] vertical Grid Set Distibution

D Period Surirmar

|:| Exam Timetables

0 & M Reparts - Students

|:| Student Timetable by Date Rarn
[] Student Timetable by Grid

|:| Student Load

El Clearance Form

U

D Student Course Information
El Student Courze |nformation Exm
D Courzse Change Reports
|:| Re-admissions Form
1 O &M Reports - Staff
—

o ia o -

1 | »

4

& Reports
1 Data‘alidation Reports ol
1 Planning and Preparation Feparts
=3 Reports - Timetable

&7 Reports
L)
[0 DataValidation Feparts o
1 Planning and Preparation Feports
1 0O&M Reports - Timetable
@
3

D Teacher Clash Summary
] Staff Timetable

[E] Staff Load

D Fielief Teacher Timetables
D Teacher Uzage Summary

m

D Free Teacher Surmmary
=3 0 %&M Reports - Rooms

D Fioom Clash Summan

D Room Timetablz

D Fioom Load

D Room Usage Summary £

D Free Room Summany
T AaLa ' T [ -~

<7 Reports

-

Data Y alidation Reports -
Plarning and Preparation Reports

0 % M Reportz - Timetable

0 & M Reparts - Students

0 % M Reportz - Staff

0 % M Reportz - Rooms

gooeoop

[E] Teaching Set List [all Sets)

D Teaching Set List by Schedule
D User Defined Teaching Set List:
D Students and their Teaching Se

€| [T |

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

e the Timetable
Students

Staff

Rooms
Teaching Sets
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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 Check Include Tutor(s) Names and Contact Details
e Print the report to the screen

&5 Reports @
L) =
1 DataValidation Reports Titles
[ Planning and Preparation Feports tain Title |Sludenl Timetable by Date Range
1 O %M Reports - Timetable Page Fadter |
©y 0 &M Reports - Students

Student Timetable by Diate B an
[ studert Timetabls by Grid
|:| Student Load

D Clearance Farm Andrews, Rachael

Select lSU[[I
Selected Shudents
TT ear |2EI'I 9 v Anderson, Ben

[1] Shudent Course Information Gl | e

w

|:| Student Course Information Exp

[] Course Change Reports Flange [2BJAN 2019-128P. [+
El Re-admizzions Form

Include Tutor Mame(s) an Repart

1 0 &M Reports - Staff
1 0O &M Reports - Rooms Contact Details
1 O &M Repors - Teaching Sets (] Combine Multiple Timetables
[ Student Reference
[ Student Mumber Remove
s >

Frint Cancel

Timetabling > Reports > O&M Reports — Students > Clearance Form

e Select the current term
e Click New Query to find Rachael Andrews
e Check Show Contact
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& Reports

L ) =
3 Data'Validstion Feports Titles
1 Planning and Preparation Fleports tain Title |C|earance Farm
3 0&M Reports - Timetable
Fage Footer |

=3 0 &M Reports - Students

D Student Timetable by Drate Far Sort

E] Student Timetable by Grid 52’:: Soit Field v

D Student Load

D Student Course Information

D Student Courze Information Exp
D Courge Change Reports

D Fie-admizsions Form

1 0%M Reports - Staff

3 0 %M Reports - Rooms

3 0 %M Reports - Teaching Sets

£ >

Select Timetable Periods

2013 - 12 4PR 2019

TT Year | 2019

=129 F| 2019 -5.JUL 2013

22 JUL 2019 - 27 SEP 2019

Farrnat
(®) User Text 1

() User Text 2

Cycle  [2013-05 w14 nrT 2ima. 20 nEr 2 Y
Students
|Selected Subset 1 [ [ NewHuey 3 [ Show Contact

Edit Tenxt

Prrirat Cancel

e Click Edit Text

Edit some other text to reflect the practice in your school

Edit User Text

User Text1

Edit the text that you would like to appear at the bottom of the Clearance Form. You can use 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 hields, 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.

Text for extra column headers:

Select Uzer Text:

|C0mmenUProposed Grade

(®) User Text 1

() User test 2

Teacher Signature

Signature

Library: Approved /N

Administration

Forwarding Address

Student Files Amended /N

DCS: Fees Paid Y/N Data Sent: YN
Deputy Principal Date of Process o
Add UDI Field Undo Cancel
Click OK

Print the report to the screen
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Timetabling > Reports > O&M Reports — Students > Course Change Report
e Find Year Group 10

eep

D Student Timetable by Date Ran
] Student Timetable by Grid

D Student Load

D Clearance Form

D Student Course Information

D Student Courze Information Exp

D Re-admissions Form

0 & M Repoarts - Staff

0 & M Feports - Roomz

0 % M Reports - Teaching Sets

&2 Reports \El
k) =
1  Datavalidation Feports Titles
1 Planning and Preparation Reports bain Title |C0ul$e Change Reports
3 O &M Reports - Timetable Page Footer |
4 0 &M Reports - Shudents

Selected Students

Select lsmt]
TT Year (2019 )
Cycle  |2M3-05 v

Courge Change Date

From (254N 2019
To 20DEC 2019

Anderzon, Ben
Bailey, Steven
Bizhop, Frank
Bloor, Rebecca
Brogan, Michael
Butter, Daniel

D altan, Cara
Depete, Jonathon
Crazic, Eleni

Ermn, Lance

Etheridge, Chloe

Remove

Fritit

Cancel

e Print the report to the screen

Warning

||

dates.

64 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

D Student Load

|:| Clearance Form

D Student Course Information

D Student Course Information Exp
|:| Course Change Reports

Leaving Date Range:

From [4JaN 2013
To  [41aN 203

< Reports
AN | w | Sw
1 Data‘Yalidation Reports Titles
1 Planning and Preparation Feparts Main Title IHe-admissions Farm
1 O&%M Reports - Timetable Page Footer I
3 0 %M Reports - Students
|:| Student Timetable by Date Ran rSelect
[ Student Timetable by Grid TT Year [2018 Selectedisiden's

2 ALKITIE Adam

[3 O &M Reports - Staff Remove Find
1 0 %M Reports - Fooms
1 O %M Reports - Teaching Sets
£ >
Frint 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

Leavers

as "Left”

Remaove from all Current and Future Cohorts
If the: Leaver is left in the Cohort they will remain on the Timetable but be marked
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Timetabling Reports > O&M Reports — Staff > Staff Load

o Click Find by Department
e Select Mathematics

&> Reports @
€| R T S ||
1 Dataalidation Feports Titles
3 Planning and Preparation Feports Fain Title IStaff Load
1 O %M Reports - Timetable Page Faater I
1 0&M Reports - Students
&3 0 &M Reports - Staff ~Select
|:| Teacher Clash Summary Department
[E] Staff Timetable TT Year |2019 w M athematics v
D Staff Load Cycle |2D1 905 -
D elief Teacher Timetables
[] Teacher Usage Surmary Range [28J4N 2019-124P... |
D Free Teacher Summary () Find Staff
C1 0% Reports - Rooms (®) Find by Department
1 0 &M Reports - Teaching Sets ] Estract data to CSY file
Format options
[ Transpose report [Fotate by 907)
() &3 Paper
@ &4 Paper Select Periods

Note the options to select A3 Paper and Select Periods.

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

e Uncheck Transpose report

Eutract data to C5Y file

Select
Click Print
Save to the Desktop

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

Click OK

Minimize Integris and double click on Staff _Load.csv on the desktop
View, then close

Maximize Integris
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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

& Reports
6| 8 T & ||

geoee

ce

D ataValidation Reports

Flanning and Preparation Reports
0 & M Reports - Timetable

0 & M Reports - Students

0 & M Reports - Staff

D Teacher Clash Summary

[ staff Timetable

[E] Staff Load

D Relief Teacher Timetables

D Teacher Usage Summary

D Free T S

0 & M Reports - Rooms

0 & M Reports - Teaching Sets

rTitles

tdain Title

I Free Teacher Summary

Page Footer I

Select

Cycle
Range
Day
Feriod

Tirnetabling Year | 2013

201305

IEBJAN 2015 -12 &PR 2019

I Friday

Al W

Cancel
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Timetabling > Reports > O&M Reports —|Rooms > Room Load

e Click Find by Department
e Select Science

& Reports @
L) =
1 DataValidation Reports Titles
1  Planning and Preparation Reports bain Title |F!Dom Load
C1 O %M Reports - Timetable P Faster |
1 0%M Reports - Students
1 0 %M Reports - Staff Select
eports - Rooms epartment
£y 0O&MRA R D
[E] Room Clash Summary TT Year |2D19 w Science -
|:| Room Timetable Bl |2D19-E|5 »
D Fioom Load
[£] Room Usage Summary Range |28 JAN 2019 -124P.. |~
D Free Room Summary () Find Floom
1 0 %M Reports - Teaching Sets ® Find by Departmert
Format options
| (Rotate w307
[ (R by 907
() 43 Paper
@ &4 Paper Select Periods

Cancel

Note the options to select A3 Paper and Select Periods.

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

& Reports [l

L) =

1 Data‘Validation Feports Titles

L1 Planning and Preparation Feports tain Title |Free Fioom Summary

£ O%M Reports - Timetable P e |

1  0%M Reports - Students

1 0O#&MReports - Staff Select

=3 0&M Reports - Rooms
0 Foom Clash Summary Timetabling Year |2013 -
[ Room Timetable Cycle |2013-05 w
a Ew“ tlc'c"d ; Femas [28JaN 2019-12 4PR 2019 [~

oom Usage Summary

B JFrec Room Summa Day |Friday v

1 0%M Reports - Teaching Sets Bfad 2 "

Cancel

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

& Reports [
L) &
3 Data‘Validation Reports Titles : : :
3 Planring and Preparation Reparts Title |L|ser Defined Teaching Set Lists
1 0 %M Reports - Timetable Footer |
£ 0 %M Reports - Shudents
3 0%M Repors - Staff Select lSDll] Includesl
1  0%M Reports - Fooms Timetable
&3 0 %M Reports - Teaching Sets T 018 Cycle |ZD'IS =
B -
[ Teacking Set List [all Sets] = =
E] Teaching Set List by Schedule Date Range |28 JaM 2019 -12 APR 2019«
D Uzer Defined Teac St Lists Day All « Period |A|| £
D Students and their Teaching Se
ABBE  Abbaott, Elaine
Teach -
ez ALAT - Alan, Maria Theresa
BARH  Barclay, Haris
D i b
IBCRD BESC Best. Carl
O subject/Teach et |21, friog Jas=eh v [
[ Use Preferred Mame

[]5how Teaching Sets lists and Period infarmation for all Periods selected.

Catcel
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e Click the Includes tab
e Check Student Form, Parent/Guardian Name, Parent/Guardian Phone

Enter 6 in Number of Columns

= Reports

&

=5

goroeoop

4

[rata Validation Reports

Planning and Preparation Reports
0 % M Reports - Timetable

0 % M Reparts - Students

0 % M Reports - Staff

0 % M Reports - Rooms

0 % M Reports - Teaching Sets
[ Teaching Set List [all Sets)

D Teaching Set List by Schedule

L 5

Titles

Title |User Defined Teaching Set Lists

Footer |

Select] Sort Includes I

7] Shudent Reference Number

Order
[ Student Year Group
1 Student Form
[T Student Gendsr
[7] Student DOB
[T Shudent Address
[l Student Telephone
[T] Student Mobile
2 Parent/Guardian Mame
[ Paent/Guardian &ddress
[} Parent/Guardian Phone
3 Parent/Guardian Mobile
[ Parent/Guardian E-mail

Check, List Columnns

Select the number of columns pou
would like to appear in the check
list. The width of these columns
will be calculated by dividing the
avallable space remaining by the
nurnber of columng selected.

You can select up to 50 columng

Murnber of Colurnns: ,5_
Check Column width [cm)  [1.12
Pomiait ]
Awailable space (in cm) remaining:

6.705

Orientation

Frint | [ Cancel

Print the report to the screen
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5.7 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 do not forget the billing implications.)

2. Christabel Norton is taking over 9PE_2 from Minnie Mouse. Make the necessary changes in
the timetable.

3. In Semester 2, combine Teaching Sets 9Art_1 and 9Craft 1.

4. Move Mr Evans class 9HASS 2 to the library on Mondays only. (Hint: the library is not a
preferred room for Humanities and Social Science.)

5. In Semester 2, split the teaching set 9IMW _1.
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6 Timetable Construction

The Timetabling module will allow users to create and maintain timetables for students, staff and
rooms for multiple campuses and period structures as required. It is a logical tool for staff to
explore the best possible timetable given the resources of the school.

6.1 Preparing a Timetable Model

Prior to beginning creation of a new timetable, it is a good idea to prepare a timetable model. The
timetable model will help the user later in creating the best possible timetable for the school.
Points that should be considered are:

Timetable Periods — will the school operate over semesters, terms or other user-defined
periods?

Length of Cycles — how many days will form one cycle of the timetable and is more than one
cycle needed?

The Timetable Day — how many periods will be timetabled per day and the lengths of these
periods? What breaks will be included within the day?

Campuses — will the school operate more than one physical or logical campus?

Staff — what staff will be available to the timetable and what will be their teaching loads?
Rooms — what rooms will be available to the timetable?

Grids — what grids will be used and for what period will these grids operate?

Schedules — what schedules will apply to each grid?

Subjects — what subjects will the school offer within each grid?

Preferences — the number of subjects that must be selected by students within each grid, which
of these are required and which are electives? What pathways need to be considered and are
there prerequisites or selection patterns?
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6.2 Constructing the Timetable
Construction of the timetable may be broken down into the following stages of development.

Please note that not all of these steps are necessary, as different schools will have different
timetabling needs. Mandatory steps are indicated with an asterisk. *

General > School Details

1. Set up Timetabling Year *

2. Define Timetable Periods *
3. Setting Parameters
[ J

Campuses

General > Parameters

Faculties

Departments *

Room Types and Rooms *

Subject Areas, Classification and Type, and Subjects *

Timetabling > Set Up

Campuses

Define Cohorts *

Staff Preferred Subjects
Subject Preferred Rooms
Course Promotion Table
Period Types

Define Cycle

Add a Cycle *

Master Period Structure *
Staff Availability *

Room Availability *

....:b

Define Grids

Grid Cohort of Students *
Grid Period Structure
Grid Subjects *

Grid Subject Groups
Grid Rooms

Grid Staff

......_U'I
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Timetabling > Preferences

6.

Student Preferences *
Individual Entry

Bulk Entry

Promote Student Courses

7. Subject Load Table *

8.

Edit

Manual Teaching Set Allocation

Timetabling > Grid Modelling

9.

Grid Modelling *

Manual Set Allocation to Grid
Enter Constraints

Inter-grid Constraints
Auto-schedule Process

10. Refining Student Placement *

11. Map time slots to teaching periods (Functions>Timeslot Mapping) *

12. Save grid to the timetable (Functions>Save As Timetable) *

Fit unplaced students
Balance sets

Timetabling > Timetable
13. Allocate Staff and Rooms *

Manual allocation
Auto allocation

14. Lock Timetable
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6.3 Timetable Year

General > School Details > School Diary

The timetable year must be defined before attempting to create a new timetable. This may be
done at any time and for any number of years and does not affect the current school year. A
default timetabling year will be created to match the school year. The start and end dates for the
timetabling year may differ from the school year but must match the Lesson Attendance year
exactly.

It is suggested to enter future timetable years based on the tentative dates released by the
Department on a yearly basis.

Note: Creating a new school year automatically creates a default timetable year.

ACTIVITY

Set up a new school year for next year.

General > School Details

Note: You should always back up your data file prior to setting up a new year.

e Click Display School Diary

e Click Set Up School Year

e Click Display Diary for Specified Year to double check that the following year has not
already been set up

e Select Set up year structure and click OK

A rTATY a—
[ Diary Setup ==

() Display diary far curent year

() Display diary for specified year : | 2019 e
@ie :

Gance

The School Year window will be displayed, showing this year’s terms.
e Enter the 2020 in the School Year field and <Tab>

e Click Yes when asked if you want to discard last year’s data

e Change | Inset Cade |l [Inset | to | InsetCade |5  |School Development
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Set up terms for the new year:

o Click Add Term El to add details of terms, one at a time, dates may be typed in or
selected via the Activity Calendar button

I:I School Term IEI
Term Marmne |Telm 1
Start Date |3 FEB 2020 =)
EndDate  [34PR 2020
ok LCancel
e Add the other terms
r Terms
Mo, Temmn Mame Start Date End Date
Tem 1 Maon 3rd Februam 2020 Thu Sth April 2020
2 Term 2 Man 27th April 2020 Fri 3rd July 2020
3 Term 3 Man 20th July 2020 Fri 25th September 2020 j
4 Tem4 kaon 12th October 2020 Thu 17th December 2020
(o}
0K LCancel
e (Click OK

Note: It is strongly recommended that Terms are always entered as starting on a Monday.
If the school is not open on the Monday, it may be entered as a Close day in the School

Diary.

These dates are preliminary only. Please check the DoE’s website before creating the 2020

school year.
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Identify days in the school year that when school will be closed:

e Click on Toggle Paintbrush 4
e Click in the green School Development cell
e Click on Monday 3 and Tuesday 4 to indicate school development days

O = |
1t S EOL
| February 2020 Paint Brush
Morming Afternoon Evening
Palette:
Sat st Holiday Haliday Holiday
Sun 2nd Holiday Holiday Heliday Open:
kon 3rd School Developr| School Developr | S chool Developr Closed ; Clozed
Tue 4th School Developr| School D evelopr | S chool Developr
wed 5th Inzet : School Development
Thu Eth Holiday : Holiday
Fri 7th
Sat Bth Clozed Clozed Clozed
Sun Sth Cloged Clozed Cloged Selected Code:
Maon 10th
Tue 11th
whed 12th
Thu 13th
Fri 14th
Sat 15th Clozed Cloged Clozed
Sun 16th Clogzed Closed Clozed
Man 17th
Tue 18th w
< > Paintbrush OFf
Click Next Month d to move to March

Click in the blue Holiday cell

Click on Monday March 2 to indicate a public holiday
Repeat for 27 April and 1 June

Close the school diary

Note: Someone in your school will need to take responsibility for entering all public
holidays, school development days and other school activities in School Diary. Close dates
are essential for Lesson Attendance but do not affect Timetabling.
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6.4 Timetable Periods

General > School Details > Timetabling Periods

Timetable periods define the start and end dates for the operation of a grid or schedule within the
timetabling year. For example, a grid or schedule may operate for a term, semester, year or any
user definable period.

A default timetabling period will be created automatically which spans the whole timetabling year.
If the school operates on terms or semesters and these dates have been entered in the school
year, default timetabling periods based on the entered dates will be created. The user may accept
these defaults or create other timetable periods such as learning blocks. The user must enter the
start and finish dates of the timetable periods. Dates must be entered prior to creating a new
timetable.

ACTIVITY

Define Semesters 1 and 2

General > School Details

e Click on Timetabling periods
e Ensure 2020 is selected

e Click on S| to create semester periods

[ Tiretabling Periods \El

2020 m =

Code Description Start Date End Date Semester Mo, [+]

2020 éSchooI “ear - 2020 3 FEB 2020 1.'-" DEC 2020 D

Semester 1 12020 Semester 1 {3FEB 2020 :3JUL 2020 i1 s

Semester 2 12020 Semester 2 i20JUL 2020 17 DEC 2020 i2 &
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Add Upper School Semesters
e Click Add EI and enter Code, Description and Dates

Note: Use the double arrows in the date selector to take you forward to 2020.

Edit Timetabling Period

rear '2020—
Semester Mo. ’D_

Code W
Description |Upper Schoaol Semaster 1
Start Date W
End Date 'W

ak LCancel

e Click OK
e Add Upper School Semester 2

I:ITimetainng Periods @
2020 m =
Code Description Start Date End Date Semester Mo, [#]
2020 {Sohool Year - 2020 {ZFEB 2020 ‘I?‘ DEC 2020 D
Semester 1 §2U2U Semester 1 3 FEB 2020 i3JUL 2020 i
Semester 2 12020 Semester 2 20JUL 2020 17 DEC 2020 e
S Sem 1 :Upper School Semester 1 (3FEB 2020 119JUN 2020 0 o]
U5 Sem 2 iUpper School Semester 2 122JUN 2020 27 NOY 2020 0

e Close the Timetabling Periods window

6.5 Campuses

General > School Details > Sites

Campuses are defined as either physically separate locations of school buildings or logical groups
within the school that may employ the same or different timetabling cycles. Physically separate
campuses may be stored within school details and accessed through the timetable module.
Campuses, either physical or logical, may change from year to year so the campuses are linked to
a timetable year and attached to a cycle. The campuses once created may be flagged as inactive
and therefore not available to users or deleted. However, a campus cannot be deleted if it has
been linked to a grid.

Note: Timetable cycles will be linked to the campus and resources may not be manually
shared amongst campuses unless they are using the same cycle and period structure.

A physical campus should first be defined within school details on the general sidebar before
making it accessible to the timetable. Logical campuses should only be created within the
Timetabling module as these campuses are only for use within the timetable. Campuses may be
added, edited, deleted, made active or inactive and locked.
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ACTIVITY

Create a physical campus and make it accessible to the timetable.

General > School Details

e Click Sites IEI and Edit ‘5?

e Click Add (4] and enter Middle School in the Address field

Additional Sites
Address |Middle Schoal Telephone 1 ||
| Telephone 2 |
| Fax [
g | E - ail |
Town/Sub  [PINEY WOODS
State |\,\.I'A
Postcode 6333
Coutry |
e Click OK

e Repeat for the Senior School
e Click OK twice and close the School Details window
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6.6 Timetable Setup

Timetabling > Timetable Setup

Parameters created in Timetable Set Up may apply to more than one timetabling year. These
parameters need to be entered once and are then modified as required prior to creating a new
timetable. These functions may be modified during the year if necessary.

The following screen shows the Timetable Set-up menu:

|:| Timetable Setup

(=)

Instructions

In the right hand panel, there
are & number of icons with
descriptive titles showing which
functions are available.

I arder b start & function,
pleaze double click on the
required icom.

. Campuzes

@ Cohorts

@ Timetable Cycles

' Tirmetable Grids

' Individual Grid Parameters

. Staff Preferred Subjects

. Subject Prefered Rooms

. M aintain Course Promotion T able
@ Period Types

@ User Settings

' ulti-uger Lock Management

@ Set Course Change Recording for all Students

-~

m

ACTIVITY

Click Create Campuses from School Sites

Click Yes and OK

Timetabling > Timetable Set-up > Campuses

2m

e Highlight C2 to C6 and delete them

Any sites that have been entered in the School Details will now be available.

s A=

e Click Yes
e Click OK
| I

Code Description Active Locked
1 {1120 Hay Fioad EYES ND
C7 ddle School rES iND
(] hior S chool YES iNO
e Close
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6.6.1 Cohorts

Timetabling > Timetable Set-up > Cohorts

A cohort is a group of students who will be timetabled within a grid. Usually a cohort will consist of
a year level or class, for example all year eight students may be included in a cohort. However,
the students who may be included in a cohort is only limited by the constraints of the school.
Cohorts may be associated with more than one timetabling period, for example, the same Year 9
cohort may be associated with Semester 1 and Semester 2.

Students will be selected for a cohort using the Student Find or by cloning a cohort from a previous
timetabling period and renaming it.

Students may be added to the cohort as required. They may also be removed from the cohort if
necessary. However, if the student has subject preferences or teaching sets attached the user will
be warned of this when removing the student. If a student is removed from a cohort, the class
totals will reflect this change and the student will be removed from any associated teaching sets.

Students listed on the admissions roll may be added to cohorts at any time. However, as a student
is moved from admissions to the current roll, the user will not be prompted to add the student to a
cohort even if he or she is not already in a cohort.

Note: Users entering students after the timetable has been created will be prompted to
select a cohort at time of enrolment. Users moving students to the former roll will be
prompted to remove the student from the cohort. However, the user will also have the
option to have the leaving student remain in a current cohort and teaching sets. These
students will be highlighted in red on class rolls to distinguish them from current students.

Note: Before creating cohorts, consider the grids that you will be using. For example, many
schools have an Upper or Senior School grid that includes both Years 11 and 12.
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ACTIVITY

Create a cohort including all Upper School students.

Timetabling > Timetable Set-up > Cohorts
e Select the 2020 school year
e Click on the green tick to make 2020 the default year for Timetable Setup

e Adjacent to Cohort Name click Add gl
e Enter the name - US - and click OK
e Highlight the cohort

e On the right-hand side click Add )
e Find Years 10 and 11

Create a Year 7 cohort.

e Adjacent to Cohort Name click Add gl
e Enter the name - 07 - and click OK

e Create a Year 7 cohort from the Year 6s on the Current roll and Year 7s on the Admissions
roll

Student Search
W &

General ]F‘arameters l Drates l Address l Other ] Ui l T Setz/Cohorts l

Sumame/Ref. Mo, Rl Stahuz Admizsions :
Preferred Marme Year Group 7 :
First Marne Farm .
Legal Surname Howze —h's
Group Type .
Group —h's
Contact Surname:
Global Mame Search Terms in School
@ Mot Specified
|.-’-‘«II Mames [Excluding Higtory) IE‘ More than
| ) Lesz than 0
1 Equalto

[ Show Inactive Parameters in Dropdovn Lists

F|nd][ Cloes ]
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Clone a Year 8 cohort from 2019 Year 7.

e Add Cohort 2]

e Type 08 and check Clone
e From the drop-down menu, select 2019- 07

Add Cehort

Cohort Mame
(o

Clone | 2019 -07 v

Cancel

e Click OK

e Clone a Year 9 cohort from 2019 Year 8
e Clone a Year 10 cohort from 2019 Year 9

Check that all students are attached to a cohort.

Click on Refresh

[
e Click on Year/Form to order students
e Look for students in Years 7 to 11 who are not in cohorts
e Select Y09 from Cohort Name
Define Cohorts
a2 Vv &
Caohart Mame Surmame First Marme Ny Farm
o7 Antonelo I ark. g 03.4 ~
I} Bandy Tamara a 081 E3]
Bishop blecia 8 0.1
10 £ ||Biake Keira 8 08.1 (o}
us & Bom Carrina g 0g.2
Bott Lara g 0g.1 oy
Brabazon Ly g 082
Broom Declan g 0.2
Carless b atthew g 0a.3
Cartiright I atthew g 08.3
Chesson W hithey g 0s.4
Coales Aivana g 0g.2
Defazio b atthew a 0a.4
Select student(s) and press Select, or @ Del-Prete Brayden ] 0&.1
double-click on a student or drag and drop Danner Liarn & 0g.2
- E llictt Brce a8 0.3
Studerts not in cohort _Yeara’Form E rtwiztle Dewyn ] nod
Becker, Tareq : A | [|Evans Dayna 8 0a1
Havlent, Tom Franszen Tamn 3 0g.3
Erown, Oliver .3 Futterby Aimes 8 08.2
Gehanbera, Luke 2.1 Gaunt Matalie 8 081
0'Donnel, Sean 21 Gray Mathan g 0g.2
Gray, Werity A2 Hancock Fule ] 0a.3 Red test:
Oringe, Mathan 21 Harper Rhys 3 0s.3 Student
Roediger, Craig /121 Halt Hshles 3 084 has left
Peterzon, Candice 124121 Hurter Laines a8 024
Anas Sallu 112121 Y ki Moah 3 0.4
P P e 5 ey v | Des

e Double click on Oliver Brown
e Click Close
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6.6.2 Staff Preferred Subjects

Timetabling > Timetable Set-up > Staff Preferred Subjects

The Timetabling module is able to manage and monitor the allocation of staff to the timetable. This
will only be possible if the subjects that a staff member is able to or designated to teach are
recorded. This is an optional process.

Staff preferred subjects might be based on qualifications, experience and/or preference. This
information may vary from year to year but can be cloned from a previous year and then modified.
The preferred subject(s) may be prioritised using a ranking system between 1 and 10. A staff
member may also hominate a room as the preferred room. If resource monitoring is enabled, the
auto-scheduling process will take into account the preferred subject(s) for staff as an additional
factor when determining the placement of subjects on the grid.

[ staff Preferred Subjects \EI
{éb> | a7 Vv J@ #H

Staff Details

Staff Code TAYE

Staff Mame |Tay|ol, Elizabeth

Staff Preferred Room [M33 - Room 9

Subject Code  Subject Mame A
10ENG Englizh 10 1
TEng Englizh 7 1
SENG Englizh & 1
9Eng Englizh 3 1
SMED Media d 2
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ACTIVITY

Clone subjects for all staff from a previous year.

Timetabling > Timetable Setup > Staff Preferred Subjects

e Ensure 2020 is selected

e Click on Clone Between Years

e Clone from 2019

Select School Year

Clone From (2009 |«

Cancel

e Click OK and Yes

&7
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Add Years 7 to 10 English as preferred subjects for Elizabeth Taylor.

dth

e Find Elizabeth Taylor

e Click Edit 4
[V]i5how ctive subjects only in Available list

e Check

e Click on the Subject Name column header to organise subjects alphabetically
e Highlight Years 7, 8, 9 and 10 English and click on the blue chevron (arrow)

Staff Preferred Subjects
Staff Details
Staff Code TAYE Staff Mame | Taplor, Elizabeth
Staff Preferred Room | g1
Available Subjects Staff Preferred Subjects
Subject Code .Subiect Hame Subject Code  Subject Name Rank
A0ram :Drama3 A
iEarth and Envirormental Sci AT2
arth and Environmental Sci Ger
arth and Environmental Sci Ger }
conomics ATAR 11
‘Econamics ATAR 12 q
9
Englizh ATAR 11
ATENG Englizh ATAR 12
FEEMG Englizh Foundation 11
FTEMG Englizh Foundation 12
F1EMG English Foundation Unit 111
F2EMG English Foundation Uit 2 11
GEEMG Englizh General 11
GTENG Englizh General 12
F1ELD Englizh az an Addianal Lang Fou
FEELD Endlish as an Addional Lana Fou Y
< > [0
Show dctive subjects only in &vailable list ok Cancel

The subjects will appear in the right-hand window.

¢ Inthe same way add Media 9
e Highlight Media 9 and in the bottom right hand corner type 2
o <Enter>

Media 9 has a ranking of 2.
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Add MS6 as the preferred room for Elizabeth Taylor.

e Click Edit Preferred Room il

Staff Preferred Subjects
Staff Details

Staff Code TAYE

Staff Mame | Tavlor, Elizabeth

Staff Preferred Room |

e Enter the Room Code MS6
e Click Find

Room Search

Search Criteria

Room Code |M5E

R oom Description |

Room Tupe |.-’-‘«II

Room Search Results

L]

Fioom Code _Floorn Description _Floorn Type

4 | ' 1

2

Total records found: |0

[ Select ][ Close

e Highlight MS6
e Click Select and OK

[ staff Preferred Subjects

Staff Details

Staff Code TAYE

4 b | o Vv Ja #HE

(el

Staff Name | Taplor, Elizabeth

Staff Preferred Room [MSE - Room &

Subject Code  Subject Mame Fiank
10EMG Englizh 10 1
7Eng Englizh 7 1
BEMNG Englizh & 1
9Eng Englizh 3 1
gMED Media 9 2
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Add Humanities and Social Sciences Years 7 to 10 to Lyle Wagner and Marcus Williams.

I

e Click Bulk Allocation

e Find Wagner and Williams

Search Results

wH|*N S

f Birth

Reference  Sumame First Mame Date of
19

e Click Subject Find on the right
e Find by Department: Humanities
e Check Find Active Subjects only

Subject Search

r Search Critenia
Subject Code I

Subject Mame |
Girid £ ~

Department |Humanitie$ e

Find &ctive Subjects only

Find

Subject Search Results

onomics ATAR 11
ography ATAR 11
odem Histore ATAR 11

ohomics ATAR 12

rth and Erwvironmental Sci ATAR 12
ography ATAR 12

odern History ATAR 12 b4

Total records found: I'IS

e Highlight HASS 7 to 10
e Click Select
o Click Add Subjects and Yes
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Add Elizabeth Taylor’s subjects to Wagner and Williams

e Click on Get Subjects from Staff Member Iil and Yes
e Find Elizabeth Taylor
e Highlight all of the English subjects and enter a rank of 2 in the bottom right-hand corner of

the window
e Click
e Click Add Subjects and Yes
e C(Close

e Find Marcus Williams and view his preferred subjects
e Close

6.6.3 Subject Preferred Rooms

Timetabling > Timetable Set-up > Subject Preferred Rooms

The user may wish to define one or more preferred rooms for a subject. If preferred rooms are
assigned to a subject, the room allocation process will offer these rooms for manual allocation,
automatically assigning those flagged as ‘must have’ first. Only one room for each subject may be
flagged as ‘Must have’. Rooms that are allocated ‘Must not have’ will not be allocated to the linked
subject. Preferred rooms may be cloned and/or edited for use in future timetables.

Preferred rooms may be ranked as
Must Have

Highly Desirable

Desirable

Take if Necessary

Must Not Have

arwdpE

|:| Subject Preferred Rooms @
@b o7 [Vv Jm HEH

Subject Details

Subject Cade 106w

Subject Short Mame |Art 10

Subject Mame |,.'.\[t 10

Fioom Code  Fioom Description Fioom Type Fiank

ARTA1 At Art Highly Desirable
ART 2 Ak 2 Art Highly Dezirable
ART 3 Ak 3 At Highly Desirable
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ACTIVITY

Clone subject preferred rooms from a previous year.

Timetabling > Timetable Set-up > Subject Preferred Rooms
e Select 2020

&7

e Click on Clone Between Years
e Select 2019

Select School Year

Clone From 2013 |«

Cancel

e OK and Yes

Allocate D1 and 2 as Highly Desirable for all Drama subjects.

|

e Click Bulk Allocation

e Find the Active Drama subjects

Subject Search
Search Criteria
Subject Code |

Subject Mame |

Grid |4l [=]
Department | Drama |Z|
Find &ctive Subjects anly
Subject Search Results
Code Shart Marme  Subject Hame
100R&  Dram 10 Drama 10 -

90ram Drama 3 Drama 9

<o i 3
Tatal records found: |2— [Select| [ Clase
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e Find the Performing Arts rooms

Room Search
Search Criteria

Room Code |

Raom Description |

Fioom Tupe |F'erf-:rrning Arts |E|

Room Search Results

Foom Code _Hoom Description _Hoom Type

D1 iDrama 1 i Performing Arts -

D2 iDirama 2 i Performing Arts

4| : i : 3
Total records found: |2 [ Select ] [ Close l

e Highlight both the Drama rooms

e Change the rank of both to Highly Desirable
e Click on the green tick

e Click Add Rooms and Yes

e Close
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6.6.4 Promoting Student Courses

Timetabling > Timetable Set-up > Maintain Course Promotion Table

Promotion of a student’s course is a tool designed to make entry of subject preferences easier.
Students who studied a pre-requisite subject in one timetabling period may want to list the
subsequent subject as a preference for the next timetabling period. By using the promote student
course function entry of the preference is automatically updated for selected students.

If you want to promote a student’s courses from one timetabling period to another, the promotion
path for the subject must be defined showing how students will be moved from a subject in one
timetabling period to a subject in a subsequent period. The Course Promotion Table performs
this function and will need to be set up prior to the course promotion function being run. The
Course Promotion Table will apply to all timetabling years and grids so need only be set up once
and then edited as required.

The table will be used to take all students studying a subject in one timetabling year. For example,
Year 8 English to be promoted based on user choice, to a different subject, for example Year 9
English, in the next timetabling year. Not all subjects within a student’s course need be promoted.
When applying the course promotion table, the timetabler is able to selectively enable or disable
the promotion of each subject or, if appropriate, individual students within each subject.

Editing the Course Promotion Table

The Course Promotion Table is accessed from the Timetabling > Timetable Set-up > Maintain
Course Promotion Table.

Note: Only those subjects used for promotion need be defined. The Promote Student
Course function is only available and initiated from the Bulk Student Preference window.
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ACTIVITY

Enable the promotion of students of Year 8 English, Home Room, Maths, Phys Ed,
Science, and Society and Environment to the same subjects in Year 9.

Timetabling > Timetable Setup > Maintain Course Promotion Table

Click Edit

Available Subjects = |

[ i0nly show active subjects!

Subject Code
8FE

a5C1

Qurt

Cra

SDram

S9Eng

SFab

SFood
GHASS

Subject Mame

Phwsical Education 8 ~
Science 8

A9

Craft 9

Drama 3

Englizh 9

Fabrics 9

Food Praduction 3

Humanities and Social Scienc

°
e Click Show available subjects ©
e Drag the Available Subjects window to the right of the Course Promotion Table
e Check Only show active subjects
e Drag and drop English 8 into the From column
e Drag and drop English 9 into the To column
e Repeat for the other subjects
] Course Promation Table @
%
Course Promotion T able
Fram Subject | To Subject
BEMG Englizh 8 3Eng Englizh 3
BHASS Humanities and Social Science 8 GHASS Humanities and Social Science 9
SHE Health Education 8 SHEd Health Education 9
EHR Home Room 8 SHR Home Foom 3
Bk ath tathematics 8 M ath M athematics 9
8FE Phyzical Education 8 9PE Phwszical Education 9
a5 Science 8 35 Science 9

9HEA
SHR
Sind
ATAL
Tk ath
SMED
amMUS
b
9PE
95

Health Education 9
Home Foom 3
Indoresian 3

Italian 3

b athernatic: 3
tedia 9

Fuzic 9

tetalwork, 9
Education 3
|

Click OK and Yes
Close

ak LCancel
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6.6.5 Period Types

Timetabling > Timetable Set-up > Period Types

Period types are used to define teaching and non-teaching periods. A default set is provided and
includes:

T — Teaching Period

H - Home
L — Lunch
B — Break

The user must NOT edit or delete the T or H codes as the auto scheduling process only works on
teaching periods, for which a standard code must be available. Lesson Attendance also requires T
and H as fixed codes. However, the labels for T and H may be renamed if it is required.

Before editing, deleting or changing the status of a period type, the codes must be unlocked.
Additional period types may be added or edited and the other defaults may be edited as required
as these are only used for reporting purposes and shown on timetable printouts. However, a
period type may not be deleted if it has been used in a period structure. Apart from T and H period
types may be flagged as inactive and consequently will not appear on selection lists.

[ Period Types @
=

Code Description Active Locked

T Teaching YES YES

H Harne YES YES

B Break TES TES

L Lunch YES YES

B, Azzembly YES YES

Orly show active entriez 0 record(z) have been hidden Tatal Parameters |5
Cloze
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ACTIVITY

Unlock and rename Home and Break and lock them again.

Timetabling > Timetable Set-up > Period Types

e Highlight Home and Break
(Com

e Click Unlock
e Click Yes

e Click Modify/Add &
e Rename Home and Break with the terms used in your school (but do not change the code)
e Click OK

Lo
e Lock both parameters

6.6.6 Subject Relationship Table

The Subject Relationship Table allows users to link single or multiple subjects between years and
to make recommendations about students’ future subjects.

Subject Relationship Table

Subject Relstionship |Subjects Without a Relationship

Related Subjects in red are not inked to a Faculy, This may impact on the lagout of the Subject Selection and
Fiecommendation Sheet report for parents.

“'ear Subjects Related Subjects

=

Print H O, ” Cancel
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ACTIVITY

Timetabling > Timetable Set-up > Subject Relationship Table

[+]
e Click Add Year Subject l—

e Find AELIT

(in the centre)

Subject Search

Search Criteria

Subject Code | ael

Subject Mame |

Grid |

Diepartment |AII
Find &ctive Subjects anly

Subject Search Results

Code Short Mame  Subject Mame
AELIT LT Literature ATAR 11

<

Total records found: |1 Select

Cloze

e Click Select
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e Highlight AELIT in the pane on the left and click Add Related Subjects on the right

e Find the ATLIT and GTLIT

Subject Search

r Search Criteria

Subject Code |

Subject Mame |

GTLIT Literature 3 al1e

Total records found: |2'|

e Click Select

Giid ET v
Department IEninsh e
Find Active Subjects anly
Find

Subject Search Results m
Code Short Mame  Subject Mame
F1EMG  :EMG Englizh Foundation Urit 111 ~
F2ELD ELD Englizh a5 an Addional Lang Found 2 1°
FZ2EMG EMG English Foundation Unit 2 11
FEELD ELD Englizh &z an Addional Lang Found 11
FEEMG :EMG Englizh Foundation 11
FTELD ELD Englizh a5 an Addional Lang Found 12
FTEMG :EMG English Foundation 12
GEEMG  (EMG English Gereral 11
GELIT LIT Literature General 11
GTEMG :EMG Englizh General 12

Subject Relationship Table

Subject Relationship S ubjects Wwithout a Felationship

Recommendation Sheet report for parents.

Fielated Subjects inred are not linked to a Faculy, This may impact on the layaut of the Subject Selection and

[#]| |Related Subjects
ATLIT Literature ATAR 12
W |GTLT Literature General 12 im|
< > <
Frint ok Cancel
e (Click OK
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Timetabling > Timetable Set-up > Subject Relationship Table

Click on the Subjects Without a Relationship tab
Select the Year 10 grid for the current year

[+]
Click Add Faculty == (in the centre)

Highlight Humanities and Social Science and click OK

Highlight Humanities and Social Science in the pane on the left and click Add El Faculty

Related Subjects on the right
Click on the Subject Name column header
Select GECAE and click OK

Subject Relationship Table

Subject Relationship  Subjects Without a Relationship

TT Year |2019 + Campus: |112EI Hay Rioad w o Grid: |2D18 -10 ~
[#] |Faculy Related Subjects (for 2020)
Humanities and Social Science GECAE Career and Enterprise General 11
w
£ > £ >

FErrint ok Cancel

Click OK again
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6.6.7 Data Entry

The Data Entry window allows users to make future Subject recommendations for existing

students.

ACTIVITY

Find #

Timetabling > Data Entry

Carl Best
Select the Upper School grid and AELIT_1
Select multiple cells by clicking in each one
Right click in one of the selected cells and choose a recommendation

Recommendation Data Entry

RECOMMENDATION

Filter
Staff Member | Best, Carl
Grid 219-us ~

Teaching Set  [AELIT 1 i

Kep

1 Likely to succesd.

2 May succeed with application.

3 Mot recommended.
4 Mo recommendation.

STUDENT NAME
Rachael Andrews
Jenny Black
Ryan Cooper
Stephanie Gold
Josh Johnston
Chelsea Kraft
Nathan Leslie
Amber Luong
Lauren Marston
Mitchell Melville
Kelly-Ann Mojo
Khalid Moor
Alexandria Mungall
Matthew Dhert

ATENG

GTLIT

e I X ey

Clear oK

LCancel

e Repeat with different recommendations for some other students
e Click OK twice
e Click Cancel to close the window
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6.6.8 Subject Recommendation and Selection Sheet

ACTIVITY

Timetabling > Reports > Data Validation Reports > Subject Recommendation and

Selection Sheet

e Select this year’s upper school grid
e Enter an Instruction to Parents
e Check Print each Student on a fresh sheet
e Find the students in Form 11.1
&5 Reports \E\
k) =
=3 DataValidation Feports Titles
[ Student Course Summary b iy Title: |Subiecl Recommendation and Selection Sheet
D TEE Subject Surmmary Page Faater |
D Students Chooging a Subject
D Students Chaozing a Combinatic Select ISthl
D Students with Less than a Giver Selected Students
D Preferences for Students Choos TT Year |2D'IS » 1 ANDREWS Fachasl
zommendation and ¢ 878 BLACK Jenirw
[ Subject Recommendation and € Carnpus |-|-|2D Hay Road hoi gg EDDEEEST Hﬁa”_
. . ephanie
[ Planning and Preparation R eports Grid |2|3-|9 us - 99 JOHMSTOM Jash
3 0#&M FReports - Timetable T T ——, 124 KRAFT Chelzea
133 LESLIE Math.
(3 0%MRepors - Students Pleaze read carsfully 169 LUONG A?nb:?
(3 O&MReports - Staf 174 MARSTOM Lauren
1 0&MRepots - Rooms 183 MELYILLE Mitchel
B . 204 MOJO Kellp-Ann
3 0&M FReports - Teaching Sets 507 MOOR Khaid
[ Prirt each Student an a fresh sheet Tt
of paper R
@ Porrait () Landscape Emove
< >
Print

e Print to the screen
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6.7 Timetable Cycles

Timetabling > Timetable Set-up > Timetable Cycles

At least one timetable cycle must be defined for each timetabling year. This must contain the
details of the cycle dates and period structures the school will use. The timetable cycle draws
details from the school calendar and forms the connection to the Lesson Attendance Year.

e Cycles may remain in use for a number of years or may change from year to year.

e A cycle will be linked to the timetabling year via the grids that use it and may be cloned and/or
edited for use in future years.

e The number of days within a cycle is unlimited. If a five-day cycle is chosen, the day names will
default to Monday, Tuesday etc. If any other cycle is chosen, the day names will default to Day
1, Day 2 etc. The day names are editable if required.

e Cycle details may be added progressively over time.

e Arow refers to a line on the timetable and this may be a teaching period or a break, for
example lunch. Therefore, five rows per day may indicate five teaching periods or any
combination of teaching periods and breaks for example, three teaching periods, recess, and

lunch.
|:|Timetable Cycles @
7 [v] v
Cuycle Mame Cycle dezcription Mo, Dayz  Cycle Active @
5 WES {5?
H H @
£ >
Dizplay Only Active Cycles
Timetable Cycles |p aster Period Stucture | Staff Availability | Froom Availability
‘Wweek/Cycle Mo, Start Date Start Day Diescription ﬁ?
1 Mon 20 JaM 17 Monday Term 1 -wesk 1 ~
2 Mon B FEB 17 Monday Term 1 -Week 2
3 Mon 13FEB 17 Maonday Term 1 -Wweek 3
4 Mon 20 FEB 17 Monday Term 1 -Wweek 4
5 Mon 27 FEB 17 Monday Term 1 -Wweek 5
5 Man B MAR 17 Monday Term 1 -Wweek B
7 Mon 13 MAR 17 tonday Term 1 -Week 7
a Mon 20 MAR 17 tonday Term 1 -Week 8
9 Mon 27 MAR 17 tonday Term 1 -Week 3
10 Mon 3APR 17 Monday Term 1 -Week 10
11 Mon 24 APR 17 Monday Term 2 -week 1
12 Mon 1 MaY 17 Monday Term 2 -Week 2
13 Man 8 MAY 17 Maonday Term 2 - Wweek 3
14 Maon 15 MAY 17 Monday Term 2 - Wweek 4
15 Maon 22 MAY 17 Monday Term 2 -Wweek 5§
16 Mon 29 MAY 17 tonday Term 2 -Wweek B L4
< >
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ACTIVITY

Create the 2020Cycle for the school (Years 7 to 12) with a five-day cycle.

Timetabling > Timetable Setup > Timetable Cycles

[ ]

[ ]

e the default

e Click Add
[ ]

Enter the following information

Ensure the 2020 school year is selected
If necessary, click on the green tick to make 2020

Add Timetabling Cycle
Cycle Properties

“rear 2020
Cycle Name (20205

Cycle Description | 20205

Mumber of Dayz |5

Cycle Active

Clana From

Clore Cycle Days

Clone Days Open

“

Clane Periods

Cycle Days
Mo, Day Mame |Sholt |ND. of Fows
1 kM onday ton 8
2 Tuesday Tue 8
3 ‘Wednesday Wed a
4 Thursday Thu 7
o] Friday Fri g

Clane Fow Label:

Days Open

Maonday
Tuesday
Wednezday
Thursday
Friday
Saturday |
Sunday |

Cancel

Note: Thursday is an early finish day

e Click OK and Yes
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6.7.1 Master Period Structure

Timetabling > Timetable Setup > Timetable Cycles > Master Period Structure

The maximum number of periods and the timing of the periods required by any cohort using the
cycle must be defined. Where cohorts use variations on the default structure, grid definition will
allow masking of unused periods for a particular cohort.

Note: The master period structure can be edited at the time of cycle creation or at a later
point if required.

If you would like to show breaks for example, lunch, recess and/or sporting activities, these must
be included when calculating the number of rows per day and then include these breaks and/or
= activities when inserting the timing of periods. Rows may be added to the Master Period
_vl Structure following the creation of the timetable to accommodate breaks, form or other
il changes using the Add Above or Add Below buttons.

[ Timetable Cycles ==
217 [v] v
Cycle Mame Cycle dezcrption Mo. Days  Cycle Active @
] YES 6:?
W
< >
Dizplay Only Active Cycles
Timetable Cycles Master Period Stucture |Seaff Availability | B oom &yvailability
[ray Hame Row  Start End Duration  Type  Ak/PM = lCahels
Manday 1 08:15 08:30 15 H 2 - Row Code Label {5?
Monday 2 0e:30 0335 :01:05 T & = 1 H Harme Baam i
Monday 3 03:35 10:40  :01:05 T & 2 1 Leszon 1
Monday 4 10:40 11:10 0030 B & ‘:? 3 ] | eszon 2
Monday ] 11:10 1215 i01:05 T & 4 E Recess
Monday g 1215 1320 (01:05 T F i} 5 ] Leszon 3
Monday 7 1220 1350 (0030 L F g 4 Leszon 4
Monday a 1380 {1455 (0105 T P 7 L Lunch
Tuesday 1 0315 {0830 {005 H & ] 5 Lezzan 5
Tuesday 2 08:30 09:35 01:05 T A
Tuesday 3 09:35 10:40 01:05 T A
Tuesday 4 10:40 11:10 00:30 B B
Tuesday 5 11:10 1215 01:05 T A
Tuesday [ 1215 1320 01:05 T F
Tuesday 7 1320 1360 00:30 L F
Tuesday g 1350 14,55 0105 T P v F >
< >
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ACTIVITY

Create a master period structure

Timetabling > Timetable Set-up > Timetable Cycles

Ensure 2020 is selected

Click on the Master Period Structure tab

Click Edit @J to the right of the Master Period Structure pane
Enter Monday'’s period times.

Note: The correct codes for Period Type and AM and PM are essential for Lesson
Attendance.

Edit Period Details

Timetable Cycles Master Period Structure ]How Labiels | Staf Avsilability |
o can change the start and end - - 2 =
(i iy et Cop g d ey e Day |F|0w Mo. |Stalt Time |End Time  |Duration |T_|,Jpe |.-’-\MHF'M \@J
the 'Start Time' and 'End Time' fields. | Monday 1 08:15 08:30 00:15 H ) .
The duration of each period will be Monday 5 oEan 0535 s T 2
calculated automatically. ~ . . L

Monday 3 09:35 10:40 01:05 T A E
If the 'Ripple’ checkbox iz selected Monday 4 10:40 11:10 00:20 B &
and a peniod start time iz changed, - - -
the change will be rippled through to Monday 5 11:10 1215 01:05 T P
the end of the day without changing | Monday G 1215 1320 01:05 T P
period duration. Manday 7 1320 1350 S P
Perind type can either be typed in Konday g 1350 1455 01:05 T P
directly or you can right click to view | Tuesday 1 T A
a list of available period types. Tuesday 3 T a
‘You can uze the 'Copy' button to Tuesday 3 T A
copy period details betweendaysin | Tyesday Fl T & -
the cycle. - —

[ Ripple on period time change
0K I l Cancel
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e Click Copy Periods @
e Highlight rows 1 to 8 and Tuesday to Friday

Copy Pericd Details Between Days

Copy From Draw:

[=]

Maonday

Copy Selected Perod Details:

Copy to Selected Daps:

Flow Ma.

AMPM

B

ok ] ’ Cancel
e Click OK
e Edit the period times and codes for Thursday
Edit Pericd Details
Timetable Cycles Master Period Stucture |F|ow Labels | Staff Availabilit_l,ll
“'ou can change the start and end 2 2 o
times for perinds by typing direct into Day Fow Mo, |Start Time  |End Time  |Dwration | Twpe |4 /PM
the 'Start '_I'irne' and 'End _Tirne'_ fields. | ‘Wednesday 3 1215 1320 01:05 T P -
The duration of sach perind willbe | \yjegnesday |7 1320 EE F
calculated automatically.
Wednesday g 1350 14:55 005 T P
If the 'Ripple’ checkbox is selected 1 015 0230 15 H A
and a period start time iz changed, - - -
the change will be rippled through ta 2 08:30 0940 o0 T A
the end of the day without changing hursday 3 09:40 10:50 0110 T A
period duration. hursday 4 1050 11:20 30 |B A b
Period type can either be typed in hursday 5 11:20 1230 g:10 T P E
directly or you can right click to view hursday 3 1230 1200 00:30 L P
a list of available period twpes. 7 1300 1410 R T P =
'ou can use thel'Eopy' button to ; : : :
capy period details between dapsin | Friday 2 [02:30 0335 [o1:05 [T [ -
the cycle.
"] Ripple on period time change
[ u]8 ] [ LCancel
e Click OK
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Edit the row labels

e Click Edit on the right
e Edit the row labels as shown

Edit Row Labels
Timetable C_l,lclesl b aster Period Structure Fow Labels |Staff Availabilit_l,ll
Row labels will be used for screen Fiow Nuriber [Short Label |Label g,!é
and report display purposes. -
1 H Horme Room -
“ou can change row labels by typing | 1 L 1
directly inta the 'Short Label' and Feson
Label fields. 3 2 Lesson 2
4 B1 Break 1
A preview of the row labels can be
generated by clicking the Preview' 5 3 Lesson 3
buttan. This will alza shaw ary periad | B 4 Leszon 4
types defined in the Master Period 7 B2 Ereak 2
Structure’. g 5 —
ok ] ’ Lancel
e Click OK

e
e Click Display Preview
Your cycle should appear like this.

ECythPmﬁm E

r Preview Information

Cycle Hame |2E|-2EI~—5

Cycle Description | 2020-5

Row Code Row Label Mon Tue Wed Thu Fri

H Homeroom

1 Lesson 1

2 lesson 2

B1 Break 1

3 Lessonn 3

4 Lesson 4

B2 Break 2

5 Lesson 5

e Close Preview
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6.7.2 Staff Availability

Timetabling > Timetable Set-up > Timetable Cycles > Staff Availability

Staff must be made available to the cycle to be allocated classes within the grids. The Full Time
Equivalency (FTE) of the staff must be added, edited or cloned in this window. The FTE is drawn
from the Default FTE in School Details that should be marked as 1.00. Non-teaching activities, for
example, DOTT may be defined for staff and are used to calculate Net FTE that is used by the
auto-scheduling process. The Net FTE is important as the auto-scheduling process takes this into
account when allocating classes to staff. Net FTE for timetabling purposes is defined as the
contact time for each teacher that has a Net FTE of 1.00 means that the teacher is available to
teach all teaching periods.

Note: If any staff member has an FTE of 0.00, the auto-schedule process will not be able to
allocate that staff member to any class.

[ Timetable Cycles
2016 [=] v

Cycle Mame

Cycle description

5

Mo Daps Cycle Active

zelect the staff members who
are available to thiz cycle,

copy staff members from an
existing cycle or use the add

the list manually.

for each memnber of staff,

The Met FTE iz calculated by
subtracting the total FTE for

default FTE.

L1

Timetable C_l,lc:les] Maszter Period Structure  Staff Availability | R oom Availability

Digplay Only Active Cycles

Use the tools in this section to

Y'ou can use the clone option to
and remove options to build up
The edit option will allow you to

change the default FTE walue

Mor-teaching Activities from the

Staff Code
ABBE
sLAT
BaRH
BESC
BRI
Call
CORS
CREM
[RE
DUkKT
ELLT
EnAL
EWEE
IS,
GREA
AG0AZ

Staff Mame
Abbatt, Elaine
Alan, Maria Theresa
Barclay, Harris
Best, Carl

Brigg. Joseph
Calvin, Jenrifer
Carmer, Sandra
Creed, Nicholaz
Dravids, william
Duke, Tany
Elliat, Travis
Ewatz, Luke
Ewverage, Edna
Fisher, Armanda
Greaves, Anna
Guizeppe, Andre

FTE
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
050
1.00
050
1.00
1.00
1.00
1.00
1.00

‘|

L1

Met FTE
0.ea
0.en
n.an
0.an
0.ea
0.en
0.an
0.ea
0.40
0.en
0.40
0.ea
0.ea
0.en
0.an
0.aa 2
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ACTIVITY

Allocate all staff except for Marie Theresa Alan, Sandra Corner and Tony Duke to 2020

Timetabling > Timetable Setup > Timetable Cycles > Staff Availability

e To clone staff’'s FTE from a previous year, click Clone

ik

Note: It is highly recommended that, whenever possible, staff availability is cloned from
one cycle to the next so that the Net FTE does not need to be entered again.

e Select 2019 andc

lick OK

Select Cycle

Year |2D1 3 ~

Select a cycle from which to clane staff availability:

Cycle |2D1 305 - 2019-05

Dizplay Active Orly

v

Cancel

All staff available to the chosen cycle will be cloned for the current cycle.

e Highlight the three teachers who are leaving and click Delete and Yes

Timetable Cycles | Master Period Stucture  Staff Availability | B oom Availability

|:| Timetable Cycles
2020 [v] v
Cycle Mame Cycle dezcriphion Mo, Daps  Cycle Active @
2020-5 2020-5 TES ‘;9

Dizplay Only Active Cycles

Use the tools in this section to
zelect the staff members wha
are available to thiz cycle.

You can uze the clone option to
copy staff members from an
exizting cycle or use the add
and remove options to builld up
the list marally.

The edit option will allow you to
change the default FTE walue
for each member of staff.

The Met FTE iz calculated by
subtracting the total FTE for
Mot-teaching Activities fram the
default FTE.

Staff Code
ABBE

BARH

BESC
BRI
CAL

CREN
DAVW
DUKT

Ewfel
EVEE
FI5&
GREA
AGOAZ

Staff Mame

{&bbott, Elaine

Alan, Maria Theresa
Barclay, Harriz
Best, Carl

Brigg. Jozeph
Calvir, Jennifer
Carner, Sandra
Creed, Nicholas
D avids, williamn
Duke, Taony
Elliat, Trawis
Evans, Luke
Everage, Edna
Fizher, fmanda
Greaves, Anna
Guizeppe, Andre

FTE Net FTE
(.00 080w
1.00 0.80
1.00 0.80
1.00 0.80
1.00 0.80
1.00 0.80
0.50 0.40
1.00 0.80
1.00 0.20
1.00 0.80
1.00 0.80
1.00 0.80
1.00 081 v
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Harris Barclay will only be working part-time next year.

e Click on edit FTE and give Harris Barclay an FTE of 0.80

Edit Staff FTE
Timetable Cycles | Master Period Structurel Row Labels Staff Awvailability l
TYoucan changs the teaching FTE | gyt Coge Staff Name FTE Net FTE
for each member af staff by typing -
directly into the 'FTE' field, ABBE Abbaott, Elaine 1.00 0an -
BAaRH Barclay, Harri 0.80 0.60
Thisg walue along with the FTE for any arcay, Hams
Marrteaching Activities will be used | BESC Best, Carl 1.00 0.80 E
to generate a Met FTE which wil be | BRI Brigq. Jozeph 1.00 0.aa
uzed by the autoscheduler far staff Cal) Calvin, Jermifer 1.00 080
TesoLIce monitoring. u . .
CREM Creed, Nicholas 1.00 n.aa
[RFANE Davids, Wiliam 0.50 040
ELLT Elliat, Trawis 0.50 0.40
EVaL Evans. Luke 1.00 0.aa
EVEE Everage, Edna 1.00 0ao
FISA, Fizher, Amanda 1.00 n.an
GREA Greaves, Anna 1.00 0.ga
AlNAS [Guisrnne_Ande 100 fnan 3
Ok ] [ LCancel

e Click OK

e Highlight Harris Barclay and click on Non-teaching Activities

e Click on Edit 4 and reduce his DOTT to 0.16

[ Mon-Teaching Activities @
Staff Details

Staff M ame | Barclay, Haris

Staff Code BaRH Defaul FTE | 0.80
Staff Mon-T eaching Activities
Code Dezcription FTE
oaTT oaTT 016 -
0.o0

NetFTE [0E4 [ ok || Cancel

e Click OK, Yes and Close
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Allocate non-teaching activities of 0.20 FTE for Head of Learning Area duties to Luke
Evans

e Highlight Luke Evans

S

e Click on Non-teaching Activities

e Click Edit J
e Enter the appropriate information including the FTE

[ Non-Teaching Activities (23]
Staff Details
Staff Mame  |Evans, Luke

Staff Code EVaL Default FTE  |1.00

Staff Mon-Teaching Activities

Code |Description |FTE
LaTT ooTT nzo -
HOLA HOLA nzo

0.0a

Net FTE [0.60 [ ok || Cancel

e Click OK, Yes and Close

Note: Non-teaching activities may also be entered through Timetabling > Timetable Set-up >
Individual Grid Parameters > Staff.

C IVI Ca Integris Timetable Construction
Page 125 of 248
© 2019 Civica Pty Ltd




ACTIVITY

Timetabling > Timetable Setup >Timetable Cycles > Staff Availability
Elizabeth Taylor will be a new teacher in the school next year.

e Click Add
e Enter TAY in the Name/Number field and click Find

Staff Search - Extended Mode
W S

General lF'arameters l Dates l Address ] Other ] {i]u]] l
Mame/MNumber [Tay Status |Cunenl |Z|

Prefered Mame l—
First M ame l—
Former Sumame l—
10 Wumber l—

Gender s
Staff Code
Staff Type | —hifz- |z|

Edit Elizabeth Taylor’s net FTE

A

e Click Non-teaching Activities

e Click Edit g
e Enter a Code, Description and FTE

[ Mon-Teaching Activities =25
Staff Details
Staff Mame | Taplor, Elizabeth
Staff Code | TAYE Default FTE  [1.00
Staff Mon-Teaching Activities
Code |Description |FTE
oaTT DoTT 0z -
000
MetFTE [0.80 [ ok || Cancel

e Click OK and Close
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6.7.3

Room Availability

Timetabling > Timetable Setup > Timetable Cycles > Room Availability

A set of rooms must be made available to the cycle. They may be shared between campuses
using the same cycle. Rooms must first be entered within the Administration Manager to be able
to be allocated to a cycle. Rooms may be cloned from one cycle to another. Rooms cannot be

shared between cycles in the same timetabling year.

Note: The usual practice in schools will be to make all staff and all rooms available to the

cycle.

[ Timetable Cycles
2016 [+«

(=l

Cyele Mame

Cyele description

20165

5 YES

Uze the tools in this zection to
select the rooms which are
available to this cycle.

You can use the clothe optian
to copy rooms from an existing
cycle or uze the add and
remove options to build up the
lizt manually.

1

Timetable E_I,Jclesl M aster Period Stucture | Staff Availability  Foom Availability

Dizplay Only Active Cycles

Mo Days  Cycle Active

il
- (@]

Room Code
ART A
ART 2
COMP A
COmP 2
COmMP 3
Food 1
Food 2
Food 3
Gk
G2
Gt
Gtdd
LIB3
hiftad 1
s 2
k51

Fioom Dezcription
Artl

Art 2

Computing Lab 1
Computing Lab 2
Computing Lab 3
Food 1

Food 2

Food 3
Gymnasuim 1
Gymnazuim 2
Gymnazuim 3
Guymnasuir 4

Library Conference Room

b etalwork 1
Metalwork 2
Mugic 1

Fioom Type

At

At

Carmputing
Computing
Computing

Home Economics
Home Economics
Home Economics
Gymnasium
Gymnasium
Gymnasium
Gyrinasium

Libram

Design & Technology
Dezign & Technology
Muszic

<

L1
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ACTIVITY

Allocate rooms to the 2020-5 cycle.

Timetabling > Timetable Setup > Timetable Cycles

e Select the Room Availability tab

e Click Clone Rooms &
e Select 2019

Select a cycle from which to clone room availability:
Year |2019 ~
Cyele |2D‘I 905 - 2015-05 "
Display Active Only
e Click OK

Make the new rooms available to the timetable:

e Click Add &
e Find by Room Type: Performing Arts

Room Search
Search Criteria

Room Code |

Room Description |

Room Type | Performing Arts |Z|

Fioom Search Results

Room Code _Fioom Description _Fioom Type

1 iDrama 1 Performing Arts -

D2 iDrama 2 {Performing Arts

4 : n : 3
Total recards found: |2 [ Select ] ’ Close

e Click Select and Yes
e Close Timetable Cycles and Timetable Set Up
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6.8 Review

ACTIVITY

Note the pathway you took to complete each of the following tasks
1. Add term long timetabling periods for 2020.

n

Change the frequency of Year 10 Art to two.

3. Add the Year 9 students on the Admissions Roll to the Year 9 cohort for 2020.

4. Minnie Mouse, Christabel Norton and Penelope O’Reilly are all qualified to teach GTOED.
Bulk add this to their preferred subjects.

5. Make Drama 1 the preferred room for Jill Lorner.
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6. Make the Metalwork rooms “Highly Desirable” for 10 Jewellery.

7. Anna Greaves will be a Year Co-ordinator next year. Allocate her an additional 0.2 DOTT.

8. Room SS10 is to be refurbished next year. Make it unavailable to the 2020 cycle.

6.9 Defining Grids

Timetabling > Timetable Setup > Timetable Grids

Grids are the frameworks for development of the whole-school timetable for a timetabling year,
ensuring the best use of available resources. Grids may be created or cloned from a previous year
and renamed, and linked to a campus, a cycle, staff, rooms and subjects. The grid is linked to a
timetable period that identifies the length of time the grid remains active. Grids may be linked to
one or more schedules, for example, the Year 12 grid may be linked to the Semester 1 and 2

schedules.

Timetable Grids

mr Vv & 47 TR

Grid Code  Gridname TTPeriod

207 -08 08 Schoaol Year -
207-09 (09 Schoaol Year -
2017-10 10 School vear -

Show Teachers and Rooms an Grids

2m7
2m7
2m7

2007 -07 07 School Year - 20017 Middle 5 chool

Middle School
Middle School
Senior School

2m7s
2m75s
2075

Cahart
o7

Bands

12
10
10

Upp Sch Usr Display

NOD
NOD
NOD
HO

MO
MO
HO

Cloze

Note the option to display teachers and rooms on the grid.
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6.9.1 Adding or Cloning a Grid

Timetabling > Timetable Setup > Timetable Grids
Grids may be created or cloned from previously defined grids.

Adding a Grid

e Click Add &

Add a Mew Grid Definition

Mame of Gnd ID? Band | Frequency
Girid Code |2D1 g-07 | 1 | 5 -
Mumber of Bands IS I 2 I 4
Cycle 20165 |= I j I :
Campus IMiddIe Schaal Iz‘ 3 4
Caohart I o7 | =] I 5 I 2

I T I 2
Upper Schaaol | Editable Grid Display [ 2 >
Tirmetable Period 5 5
|Schaol Year - 2016 [« -

e Enter the Name of Grid, Grid Code and Number of Bands

The number of bands will usually reflect the number of subjects students study during the
timetabling period linked to the grid. This is a starting value only and may be changed later,
provided teaching sets have not yet been placed on the grid concerned. The frequency for the
bands should relate to the number of times students will attend the classes placed on that band
during a cycle, for example, four times per week

Note: These values may also be edited later, provided teaching sets have not yet been
placed on the grid concerned.

e Select the appropriate Cycle, Campus, Cohort and Timetabling Period using the drop-down
boxes

It is strongly recommended that a timetable period of the school year is

always selected, at least initially, to allow for maximum flexibility

o Indicate whether this grid is linked to Upper school by checking the Upper School tick box

Upper School

e To have the ability to leave Teaching Sets on the Grid in the positions in which they are placed
in Grid Modelling tick the box next to the field Editable Grid Display

Editable Grid Dizplay

e Click OK and Yes
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Cloning a Grid

e Click Add

o Click Clone Grid and select an appropriate grid

Select Grid
Flease select a grid that you wish to
clone fram
Year Grid M arne
24 UE! -
24 09
2014 in
2014 ius
2MA DS
2MA 04
245 i
25 ik

e Change the name, cycle etc. for the new grid
e Click OK
e Click Yes

6.9.2 Editing a Grid

Timetabling > Timetable Set-up > Timetable Grids

Note: Grids may be edited in this view only before teaching sets have been placed on the
grid concerned. After this, grids may still be edited in Grid Modelling.

e Highlight the appropriate grid
e Click Edit J

Edit Timetable Grid

Mamne of Grid |07 Band Mo, Frequency

Grid Code 2MG-07
MWurber of Bands |9

Cycle | 20165

=

Campus |Middle Schaal

OO0 e T3 OT g D P =
(RN R R S SR A |

Cohort |07
Upper School [ Editable Gnd Dizplay

Timetable Period
School Year - 2016

B @ [ A

e Amend fields as required
e Click Close

Adding a Band
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e Click Edit J

Edit Timetable Grid
Name of Grid |07 Band Mo, Frequency
Grid Code [2mE-07 12 E -
Mumber of Bands ,'ID— 3 4
Cycle |20165 [« g i
Campus |Middle Schoal IE‘ g g
Cohuoit |07 = g
Upper Schoal [l Editable Grid Display []
Timetable Period
School ear - 2016 [=] -

Change the number of bands to the new value

Highlight the new band in the pane on the right

Enter the appropriate frequency by clicking on the grey arrows to the right
Click Close

Deleting a Band
e Highlight a band

e Click Delete m
e Confirm your selection

Increasing/Decreasing a Frequency of a Band
e Highlight a band.

e Click on il to increase the frequency

e Click on il to decrease the frequency

Note: Band frequencies can only be edited within this screen prior to the placement of
teaching sets on the grid. Following this, changes can only be made within the Grid
Modelling screen. It is suggested that where possible, the band frequencies be defined at
this point.
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6.9.3 Deleting a Grid

Timetabling > Timetable Setup > Timetable Grids

e Highlight the appropriate grid

e Click Delete m

¢ [f the highlighted grid has been saved to the timetable you will be required to enter a password

Grid alterations
Paszsword

“'ou have opted to delete, or to make alterations ta, a grid
which iz gaved az part of the operational timetable. This
operation may only be performed by uzers with
administrator statuz. Please enter your pazsword below to
canfirm:

User. |5DMIN

Passward: [+

” LCancel ]

e Enter the Password and click OK

Delete Gnd - Information I 3 J

This process will delete the Grid: 10 completely. All Teaching Sets and Student
Preferences assigned to the Grid will be permanently deleted.

Do you want to delete the Grid?

e If you click Yes, another warning message will appear:

Delete Grid - Last Warning l - J

This process will delete the Grid: 10 completely. All Teaching Sets and Student
Preferences assigned to the Grid will be permanently deleted.

This process is not reversible

Do you want to continue?

e Click Yes to delete the grid
e Click No to cancel the selection
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Note: If the Grid has been saved to the timetable, only those users with an administrator
status may delete the grid. The user will be asked to confirm their password before
continuing with the above process.

Deleting a grid will remove all grid elements including subjects allocated to the grid and
student preferences, as well as the placement of these in grid modelling.

6.9.4 Remove Non-fixed Teaching sets

This feature allows any non-fixed teaching sets to be removed from a grid. They will not be deleted
and will retain their students.

e Highlight the appropriate grid

e Click on Remove Non-fixed Teaching Sets R
e If the highlighted grid has been saved to the timetable you will be required to enter a password

Grid alterations

Paszsword

“'ou have opted to delete, or to make alterations ta, a grid
which iz gaved az part of the operational timetable. This
operation may only be performed by uzers with
administrator statuz, Pleaze enter pour password below to
confirm;

User. |5DMIN

Passward: [+

) [ e |

e Enter the Password and click OK
e The following message will display

Remove Mon-fixed Teaching Sets - Information ——

Are you sure you want to remove the Non-fixed Teaching Sets from the Grid, The
fixed Teaching Sets will remain on the Grid,
All Student Preferences, and their associated Teaching Sets, will be retained

e Click Yes to remove Non-fixed Teaching Sets from the Grid
e Click No to cancel the selection

Note: If the grid selected had been saved to a timetable, only those teaching sets that were
fixed on the grid would still maintain staffing and room allocations on the timetable.
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6.9.5 Displaying Teachers and Rooms on Grids

Timetable Grids

207 Mv & 47 TR

Grid Code  Gridname i Campus Cycle Cohort Bandz  UppSch Usr Display
207 -07 07 vear - 2017 Middle Schoaol o7 9 MO HO

207 -08 08 - 2017 iMiddle School 2M7A 1] 12 MO MO
201709 09 Schoolvear - 2017 (Middle School 2M7A 03 10 MO MO

207 -10 410 Schoolvear - 2017 Senior 5chool 2M7A 10 10 MO MO

Show Teachers and Rooms on Grids

Checking Show Teachers and Rooms in the Timetable Grids window enable to display of teachers
and rooms in grids. This will apply to all grids for all years.

Note: Once this option is selected, it may take more time for grids to load.
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ACTIVITY

Define the grid for Year 8.

Timetabling > Timetable Setup > Timetable Grids

e Make sure 2020 is selected

e Click Add &
e Enter the following information

Edit Timetable Grid

Mame of Grd |E|8 Band Mo, Frequency

Giid Code [zo20m8 12 .
Humber of Bands |12— z i
Eya::us : ;Dljdnlj School E %
S
Ciohart I 08 g g
Upper Schaal 1 Editable Grid Display [] }10 3
2

Timetable Period 12

School Year - 2020

(<]

Note: The Edit Timetable Grid screen rather than the Add Timetable Grid screen is
displayed above only because it is easier to read.

e Click OK and Yes

It is strongly recommended that all grids are, at least initially, assigned

to the whole school year. Grids may be reallocated to a shorter
timetabling period but never alonger one.
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Define a grid for Year 9.

Edit Timetable Grid

Mame of Grd |09

Mumber of Bands |10

Grid Code 2020-09

Upper School |

Timetable Period

Cycle | 20205 v
Campus | Middle Schoal v
Cohort [iE] %

Editable Grid Display []

Schaal Year - 2020

Band Mo, Frequency

e T e B~ IR S B
LS S L i S i e |

—

o
%
¥
]

Note: The Edit Timetable Grid screen rather than the Add Timetable Grid screen is
displayed above only because it is easier to read.

e Click OK and Yes
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Cloning a grid

e Click Add <
e Click Clone Grid
e Select 2019 10

Select Grid

Pleaze select a grid that you wish to
clone from

Year Grid Mamne

2ma 1] A

2ma o7

2ma 03

2mA9 o7

2mAa i)

2mAa iE]

2mAa 15

2020 [I]

2020 03 =
Ok, Cancel

e Click OK

e Amend for 2020 10

Edit Timetable Grid

Mame of Grid [10

Grid Code 2020-10
MHumber of Bandz |10

Band Mo, Frequency

=
%
3
m

Cycle |20205
Campuis |Seni0r School
Cahort [10

Timetable Period

oD@ E WM
RS LR S R S SR S

—y

Upper Schoal O Editable Grid Display []

School Year - 2020

Note: The Edit Timetable Grid screen rather than the Add Timetable Grid screen is

displayed above only because it is easier to read.

e Click OK and Yes
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6.10 Individual Grid Parameters

Timetabling > Timetable Setup > Individual Grid Parameters

Once the user has created or cloned a grid, parameters for each individual grid can be viewed and
refined further. If the parameters have not been previously selected in the grid definition screen,
the panes will appear blank.

6.10.1 Grid Cohort of Students

Timetabling > Timetable Set-up > Individual Grid Parameters > Cohort

A list of member students in the cohort will be displayed. A cohort may be linked to several grids in
one year. However, only one grid may be attached to one cohort.

Grid Parameters

206 [=] 2016-07 - 07 [=] v

Caohart lF'eriUd Stlucture] Subiectsl Subject Groupsl Hoomsl Staffl Band Allocation

Surname First Hame Year Group Form

Baker Reuben B Room B -
Barbour Ross B Room B

Bomn Tanya [ Room B
Chum Mora B Room B
Ellard Kate B Room B
Jones Keith [ Room B
Lowston Katherine [ Room 6
Luck M aartin [ Room 6

bl b ark g Foom B

M urphy Tamara [ Fioom &
Richards Mazon g Foom B

Tep Jaozh [ Fioom B
Angus Harizh 7 Mot specified
Baverstack Adrian 7 Mot specified
Farmer Kipstle 7 Mot specified
Jamilla Jacob 7 Mot specified
Ramsden Suzan 7 Mot specified
“Woo Tom 7 Mot specified

Cloze

Note: If students have not been added to the cohort, this pane will be blank. Students
cannot be added or removed from the cohort within this screen. This function is performed
within Timetable Setup > Cohorts.
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6.10.2 Grid Period Structure

Timetabling > Timetable Setup > Individual Grid Parameters > Period Structure

The master period structure defined within the cycle associated with the grid will be made available
to the grid and is displayed here. Grid period times and labels for individual grids may be edited in
this window.

Grid Parameters

26 [=] 2076 -07 -07 [=] v

Cohort Period Structure lSubiectsl Subject Groupsl Hooms] Staffl B and Allocation

Click on a Teaching penod to make it unavailable for the grid.
Click on an Unavailable period to change it back to a Teaching Period.

Edit Grid
Period Labels

Edit Grid
Period Times

Row Code Row Label Mon Tue Wed Thu Fri i

H Home Room

1 Lesson 1

2 Lesson 2

B1 Break 1

3 Lesson 3

4 Lesson 4

Bz Break 2

5 Lesson 5

4 2

LCloge

Only teaching periods (T) will be populated by the auto-scheduling process but other non-teaching
periods will be displayed on the finished timetable.

6.10.3 Grid Subjects

Timetabling > Timetable Setup > Individual Grid Parameters > Subjects

A list of subjects should be made available to the grid so that student subject preferences are
validated upon data entry.

The subject tab will allow a list of subjects to be selected using a Subject Find tool and linked to the
grid. For subjects to be available they must have been previously defined in the Administration
module (General > Parameters > Subjects). The subjects may be selected for the grid at any time
prior to the entry of subject preferences. Subjects may be cloned or edited for use with future
grids. Subjects may be deleted from the grid subject list if no preferences have been recorded for
that particular subject.

Subjects made available to the grid will inherit default information from the subject parameter table
or grid from which they are cloned. This information will need to be verified and modified where
there are differences applicable to an individual grid.
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Aspects of subject information that should be checked are:

Gender mix

allocated the subject

To Edit Subject Parameters

e Select the subject or subjects to be edited and click

Edit Timetable Subject

|Engiish 9

sy
Frequency 4 =

Available Bands

15

=7 (4) Check the Bands that
=3 (4)
=4(4)
=5 (4)
Os @
O @
Oaz
sz
O1oiz

Lancel

the =ubject can run in.

Edit Timetable Subject

Muttiple Subjects

} o
[C1Required  Frequency 2 &

Available Bands

E01 ) -
|:|2 ) Check the Bands that
D 3 (4 the subject can run in.
(EYCH
(HEC)]
=6 (2)
Cl=7 2
[C=s
=9 (2}
=10 (2)
-

e Make the desired changes and click OK

Subject Frequency - indicates the number of times a teaching set will meet during a cycle
Minimum and maximum class sizes

Required Subject - means any student with this subject listed as a preference must be

Note: If any of the above defaults are edited, they will only affect the selected grid. If the
changes are to be global the information should be edited in General >Parameters >

Subjects.
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Grid Parameters

2017 2017-09-09

M v

thort] Period Structure  Subjects lSubiect Groupsl Hoomsl Staffl Band Allocation

Code
ar
9Cra
SDram
9Eng

9Fab
IFood
9HEd
9HR
SHASS
Gind
ATAL
Tk ath
SMED
b
amMLUS
9PE
95c

MHame

A g

Craft 3

Drama 3

Englizh 3

Fabrics 3

Food Production 9
Health Education 3
Huarmne Foom 3
Humanities and Social Science 9
Indonesian 3
Italian 9

M athematics 3
Media 3
tetahwark 3
Musiz 9

Phyzical Education 3
Science 9
Wioodwaork 3

Frequency

LR o R L S I LI I RO ) f=s L S o

Required Available Bands
MO 3.10

¥ [u] 310
MO 9,10
TES 2,345
MO 9.10
MO 3.10
vES £.7.8
YES 1

YES 2345
vES E.7.8
vES E.7.8
vES 2345
MO 3.10

¥ [u] 310
MO 9,10
vES E.7.8
vES 23445
MO 3.10

Cloge

Grid subjects will be made available to bands that have a frequency that matches the subject
frequency. The available bands for the subject can then be individually edited. Planning of band
and subject frequencies prior to selecting subjects for a grid will simplify this process.

Note: Subjects cannot be deleted from this list if preferences have been recorded for the

subject.
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ACTIVITY

Timetabling > Timetabling Setup > Individual Grid Parameters > Period Structure

e Select 2020 and the Year 8 grid
e Click on the green tick to make this grid the default
e View the Cohort and Period Structure tabs

Note: We could edit Grid Period Times and Grid Period Labels if we wished. Itis also
possible to make particular periods unavailable to the selected grid by clicking in the
relevant cell

Cohaort Period Structurs |Subiects| Subject Groupsl Hoomsl Staffl Band &llocation
Click on a Teaching period to make it unavailable for the gnd. E dit Grid E dit Grid
Click on an Unavailable peniod to change it back to a Teaching Peniod. Period Labels | | Period Times
Row Code Row Label Mon Tue Wed Thu Fri -
H Home Room
1 Lesson 1
2 Lesson 2
B Recess
3 Lesson 3
4 Lesson 4
L Lunch
5 Lesson 5
C IVI Ca Integris Timetable Construction
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ACTIVITY

Add subjects to the Year 8 grid.

Timetabling > Timetabling Setup > Individual Grid Parameters > Subjects

e Select the Year 8 grid
e Click on the Subjects tab

e Click Add

e

e Enter 8 into the Subject Code field

e Check Find Active Subjects only

e Click Find

Subject Search
Search Criteria
Subject Code

Subject Mame
Grid

Diepartment

Subject Search Results

E

|l

|l
Find &ctive Subjects only

3
=]

BaRT At 8
g0&T D&TE
SEMG Eng 8
SHE HE4 &
fHE: HEc 8
8HR HR &
gD Ind 8
AITaL ITaL &
aMLUS bz B
Bk ath b aths 8
8PE FE 8
4

Total records found: |13

Code Short Mame  Subject Mame

Art g

Design and Technology 8
Englizh &

Health Education 8
Home Economics 8
Home Room 8
Indonesian

Italian &

Fuzic 8

b athematics 8
Phyzical Education 8
I

2

m

[ Select H Claze

e Click Select and Yes
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Edit subject defaults
e Highlight English
e Click Edit “

Edit Timetable Subject

|English 2

. i
Required  Frequency 4 -

Available Bands

EICED
=2 (4) Check the Bands that
30 the subject can run in.
=4 (4)
=5 (4)
Os@
O7 @
(E:vs]
e
o)
O
[z
-

e Use the blue arrow keys to decrease the frequency to four
e Click OK

e Decrease the frequency of Italian to two
e Increase the frequency of Mathematics to four
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° Chanto the Year 9 grid
e Add @ the active Year 9 subjects

e Edit EArt, Craft, Drama, Fabrics, Food, Media, Metalwork, Music and Woodwork so
that they can only be placed in Bands 9 and 10

Edit Timetable Subject

[ Muttiple Subjects

i
Frequency z =

Available Bands

1 5) -
|:|2 ) Check the Bands that
D 3 (4) the subject can run in.
O4 @
s
O =6 (2)
[C=72)
Cl-a¢2)
=5 (2)
=10 (2}
-

e Edit Health Education, Indonesian, Italian and Physical Education so that it can only be
placed on Bands 6,7 and 8

Edit Timetable Subject

[ Muttiple Subjects

iy
Frequency 2 .

Ayailable Bands
Cie -

Bz Check the Bands that
& subject can run in.
3 th bject i
)

4@

Esw@

[¥]=6 2)
[¥=7 (2)
[¥] =8 (2)
Y]
=102y

:

Note: Editing subject frequencies in Timetabling > Timetable Setup > Individual Grid
Parameters only makes the changes for the selected grid. Global changes need to be
made in General > Parameters > Subjects.
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e Filter to the 10 grid
o Click Clone

Clone Grid Selection

Grid Code Grid Marne

2018-09 09 n

8.1 0

2020-09 08

2018-10 10

2019-U5 U5

01B-US LS .

< ; >
Corcel

e Highlight 2019-10 and click OK
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6.10.4 Grid Subject Groups

Timetabling > Timetable Setup > Individual Grid Parameters > Subject Groups

A Subject Group defines a set of subjects that may be allocated to students therefore making bulk
allocation of preferences easier. This tab allows the user to set up groups of subjects already made
available to the grid in the previous screen for bulk allocation to groups of students or individuals.
Subject groups may be deleted at any time without affecting the timetabling process.

Grid Parameters
2016 [=] 2015-02-08

v

thorll Period Structure | Subjects  Subject Groups lFloomsl Staffl Eand Allocalionl

Code Subject

BART Art 8

SDET Design and Technalogy 8
BENG Englizh &

8HE Health Education 8
BHEC Home Econamics 8
BHR Home Room 8

BIND Indonesian 8

AITaL Italian 8

BMath Mathematics 8

amus Music 8

SPE Phyzical Education &
g85c1 Science 8

85&E Society & Environment 8

"

L» ]
[« )

Subject Group

Subjects in Group

BART - A 8 -
BD&T - Design and Technalogy 8
BEMG - English 8

BHE - Health Education 8

BHEc - Home Economics 8

8HR - Home Foom &

BMUS - Music 8

Bhath - Mathematics 8

8FE - Physical Education 8

B5SEE - Society & Environment 8
85C7 - Science 8

E ®

LCloze
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ACTIVITY

Set up a group of required subjects for Year 8 students.

Timetabling > Timetable Setup > Individual Grid Parameters > Subject Groups

e Select Year 8 grid

e Click Add =]
e Enter the Subject Group name — 8REQ - and click OK

Cohortl Period Stlucturel Subjects Subject Groups |Hooms| Staffl Band Allocationl

de Subject

|Suhiect Group

Subjects in Group

pointing right

e Add the following subjects to 9REQ

|Subiecl Group

Subjects in Group

9Eng - English 9

IHASS - Humnanities and Social S cience
9HEd - Health Education 3

9HR - Home Room 9

3l ath - b athematics 3

9PE - Phyzical Education 3

35¢i - Science 3

Highlight all subjects, except, Indonesian and Italian, and click on the red chevrons (arrows)

CIVICa

Integris Timetable Construction

Page 150 of 248
© 2019 Civica Pty Ltd




Grid Rooms

Timetabling > Timetable Setup > Individual Grid Parameters > Rooms

All rooms previously entered in the Administration module and made available to the cycle will
appear here to be selected unless already dedicated to another grid. A dedicated room is defined
as a room that has been linked exclusively to a particular grid and, once the room has been
dedicated, it cannot be used in another grid. Rooms may be made unavailable to a grid if desired.
The rooms once selected must be defined as either dedicated (only available to this grid) or shared
with other grids.

Grid Parameters
2016 [+] 2016-09-09 [=] v
Cohortl Period Structurel Subiectsl Subject Groups Fooms lStaffl Band Allocation
ARoom Code Room Description Room Type Dedicated Availability
ART A Art 1 At MO TES -
ART 2 Art 2 Ak MO TES
COMP A Caornputing Labk 1 Carmplting HO YES
COMP 2 Computing Lab 2 Computing MHO YES
COMP 2 Computing Lab 3 Computing MO YES
[} Dirarna 1 Perfarming Arts MO YES
D2 Drrama 2 Performing Arts MHO YES =
Food 1 Food 1 Home Economics (NO YES
Food 2 Food 2 Home Economics (MO YES
Food 3 Food 3 Home Economics (MO YES
[Exd A Gymnazuim 1 Gypmnazium MO YES
GYM2 Gymnasuimn 2 Gymnasiunm MO YES
GYM3 Gymnasuim 3 Gymnasium MHO YES
Grkd Gymnazuim 4 Gypmnazium MO YES
LIB3 Library Conference Room Library MO YES
b 1 GEE Design & Technolo: MO YES
M 2 Metalwork, 2 Dezign & Technoloi MO YES
MUS1 Fuzic 1 ruzic HO YES
MU52 Music 2 P uzic MO YES
M5 Room 1 Clagzroom MO YES
kMS10 Room 10 Clazzroom HO YES
551 Room 11 Clazsroom MO YES
552 Room 12 Clagzroom MO YES
s3] Frnmn 13 Clazzrnnm MM YFS& i

Note: A room may not be deleted from the list and can only be made unavailable. If a room
will not be used by any grid during the timetabling year, it can be deleted from the cycle.
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ACTIVITY

Make classrooms MS1 to MS10 unavailable the 10 grid.

Timetabling > Timetable Setup > Individual Grid Parameters > Rooms

Select the Year 10 grid

Click on the Rooms tab

Click on the Room Code column header

Highlight MS1 to MS8 and click Toggle Availability

thortl Period Structurel Subiectsl Subject Groups Pooms |Staff| Band Allocationl

Room Code _Huum Description _Hoom Type _Dedicaled _Availahilit_l.l
GYM2 i Gymnasuim 2 | Gumnasium iNO YES -
GYM3 i Gyrinasuim 3 : Gyntasiun ] H

G4 Gymnazim 4 Eymnasium MO
LIB2 Library Conference Foom Library iNO

iMusic 1
iMusic 2

Make classrooms SS1 to SS10 unavailable the Year 8 grid

e Select the Year 8 grid
e Click on the Room Code column header twice
e Highlight SS1 to SS9 and Toggle Availability

Cohortl Period Structurel Subiectsl Subject Groups Rooms |Staff| Band Allocationl

Room Code Room Description Hoom Type Dedicated Availability
i 1 oodwork 1 iDesign & Technoloi MO YES ~
] am NO

1

T
1 & [}

1

1

MO
ND
MO

HO

m

cience Lab 5 iScience

iScience Lab 4 iScience
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6.10.5 Grid Staff

Timetabling > Timetable Setup > Individual Grid Parameters > Staff

The list of teaching staff to be made available to the grid will appear on this screen. The list will
initially default to all staff made available to the cycle excluding teachers already dedicated to
another grid. A dedicated staff member is defined as a staff member that has been linked
exclusively to a particular grid and once the staff member has been dedicated he or she cannot be
used in another grid. Teachers on the list may be flagged as available/unavailable and
dedicated/shared. Once the list of staff has been defined, each member may have non-teaching
activities recorded against their FTE as defined in Staff Availability to the cycle. A staff availability
mask is available to define those periods in the structure the teacher is available to teach.

[=] v

Cohort]F‘eriod Structure]Subiecls]SubiectGroupslHooms Staff |Band Allocation

Grid Parameters

2016 [=] 2016-09-08
Staff Code Staff Mame
ABBE Abbatt, Elaine
BARH Barclay, Harriz
BESC Best, Cail
BRI Brigg. Joseph
CaLJ Calvin, Jennifer
CREM Creed, Nicholas
D D avids, Williamn
ELLT Ellict, Travis
EMaL Ewanz, Luke
EVEE Ewerage, Edna
FI5a Fisher, Armanda
GRE& Greaves, Anna
AGOAZ Guiseppe, Andre
HEAT Heaven, Tristen
HEMS Henry, Shauna
HIMF Hind, Franka
HOLC Halliz, Chiristine
HOLK Halter, Kate
INGL Ingris, Luke
JONTZ Jones, Tim
JONT Jones, Tom
LORT Larner, Jill
MCLJ MelLaren, Julis
MR Mrze Minmie

Met FTE Dedicated Availability

0.80
064
080
080
080
0.80
0.40
040
060
080
080
060
0.80
0.80
JUR=1]
0.80
060
080
060
0.80
0.80
JUR=1]
0.80
nean

[R1]
[R1]
R}
R}
R}
[R1u]
[R10]
YES
[R1]
R}
R}
R}
[R1u]
[R1n]
MO
[R1]
[R1]
R}
R}
g1}
[R1n]
WO
[R1]
[l

FULL
FULL
FULL
FULL
FULL
FULL
FULL
PARTIAL
FULL
FULL
FULL
FULL
FULL
FULL
FULL
FULL
FULL
FULL
FULL
FULL
FULL
FULL
FULL
FIIl

~

m

=

[ Edit Grid Availabiity /! J

| Non-Teaching Activities . |

Toggle Availability |

Hide Unavailable |

Cloze
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ACTIVITY

Joseph Brigg, Jennifer Calvin, Nicholas Creed, Travis Elliot, Luke Evans, Edna Everage
and Amanda Fisher are all Middle School specialists. Make them unavailable to the 10
grid.

Filter to the Year 10 grid
Click on the Staff tab

Highlight the names of the Middle School specialists
Click Toggle Availability

Cohart ] Period Structure I Subjects ] Subject Groups I Fooms Staff IB and Allocation ]
Staff Code Staff Hame Met FTE Dedicated Awailability
ABBE Abbott, Elaine 0.80 MO FULL - o I
BARH Barclay, Haris 064 NO FULL || EdtGrd Avaiabity 2 |
BESC Best, Carl 0.0 [§[n] FULL
BRI Briga, Joseph .80 NO UMAWAI LABL [Nun_Teacmng Activities _g]
CaLl Calvin, Jennifer 0.80 MO UMAMAILABL
CREM Creed, Micholas 0.0 [§[n] UMAYAILABL —
DA Drawvids, Willam 0.40 NO FULL [ Toggle Availabilty ]
ELLT Elliot, Trawis 0.40 [§[n] UMAWVAILABL
EWial Ewatiz, Luke 0.60 MO UMAMAILABL ™ [ Hide Unavailable ]
EVYEE Everage. Edna 0.80 MO UMAMAILABL
FISA Fisher, Amanda 0.0 [§[n] UMAYAILABL
GREA Greaves, Anna 0.80 [¥[u} FULL

Travis Elliott will be dedicated to the Year 8 grid and unavailable on Fridays.

e Filter to the Year 8 grid
e Highlight Travis Elliot and click Edit Grid Availability
e Check the Dedicate to Grid box

Edit 5taff Availability to the Grid
Staff Details
Staff Mame  |Eliot, Travis

Staff Code ELLT

Row Code Row Label
H Home Room
1 Lesson 1
2 Lesson 2
B Recess
3 Lesson 3
4 Lesson 4
L Lunch
5 Lesson 5
4

e Click on each of Friday’s teaching periods
e Click Close

The selected teacher will now show Partial Availability.
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6.10.6 Grid Band Allocation

Timetabling > Timetable Setup > Individual Grid Parameters > Band Allocation

Band Allocation allows the user to change or add schedules to the grid. Once the grid has been

saved to the timetable, band allocation may not be changed. Common band allocation may show
two semesters or four terms within the same grid.

Grid Parameters
2M6 [+] 2016-08- 08 [=] v

Cnhnrtl Periad Structurel Subiectsl Subject Groupsl Hoomsl Staff Band Allocation

Band Term 1 Term 2 Term 3 Term 4 Er
Change
Schedules
Add
Schedules

Changing Schedules

Select the appropriate school year and grid
Click Band Allocation tab

Change
Click on Schedules

e Confirm your intention

Warning [z

Changing Schedules will overwrite any Band unavailability settings
already made. Are you sure you wish to change the schedules for this
grid?

e Highlight an appropriate schedule

Select Grid Schedule Periods

Code Description
Semester 2 {2016 Semester 2
U5Seml :Upper School Sem 1
155em2 pper School Sem 2

Start D ate
E18JUL 2018
i1 FEB 2016

End D ate
E15DEC 2018 -

0K ] ’ Lancel ]
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e Click OK

Adding Schedules

Select the appropriate school year and grid

e Click on the Band Allocation tab
Add

Click Schedules
Highlight an appropriate schedule

e s

Select Grid Schedule Periods
Code Description Start Date End Date
216 Semester 2 15 JUL 2018 15 DEC 2016
Tem 3 (2016 Term 3 18JUL 2018 (235EP 2016
Tem 4 (2016 Tem 4 (100CT 2016 (15 DEC 2016
< : 1 |
1]4 ] ’ LCancel ]
e Click OK

e Click on the bands you want to make available or unavailable to a given schedule

Semester 1 Semester 2

Note: You may only add future schedules to Band Allocation. Bands may be allocated to all

schedules or to one only.
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ACTIVITY

Timetabling > Timetable Setup > Individual Grid Parameters > Band Allocation

e Ensure the Year 8 grid is still selected
o Click Change Schedules

e Click Yes

e Select Terms 1to 4

m

Code Description Start Date End Date
{3FER 2020 117 DEC 2020
Termn 1 'R
Tem
0 Termn ¢ IEC 2020
Semester 1 JUL 2020
Semester 2 i 17 DEC 2020
1S Sam 1 FIFFR 2N2N RN Ryl
£ >
ok | | Cancel
e Click OK

e Allocate bands to the desired schedules by clicking in the appropriate cells

Coholtl Period Stlucturel Subiectsl Subject Gmupsl Hoomsl Staff Band Allocation

Band Term 1 Term 2 Term 3 Term 4
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e Change the Year 9 grid band allocation to Semesters 1 and 2
e Allocate Band 9 to Semester 1 only and Band 10 to Semester 2 only

Band Semester 1 | Semester 2

SRR RN RS

S R R AR

h

6.11 Review

ACTIVITY

Note the pathway you took to complete each of the following tasks
1. Clone the Year 7 grid from 2019 and make the following changes.

Edit Timetable Grid

Mame of Grd |07

Murnber of Bands |9

Grid Code 2020 - 07

Upper School O

Timetable Period

Cucle | 20205 v
Campus | Middle Schoal v
Cohart | 07 o

Editable Grid Display []

School Year - 2020

Band Mo, Frequency
1

OO0 el OO P 0 P
[ S SR L R o e |

<
%
3
i}

2. Clone all the Year 7 subjects from 2019 to the 2020 - Year 7 grid.
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3. Create a Subject Group called 07TREQ

Subject Group

Subjects in Group

Fhrts - Arks T

7Eng - English 7

7HEPE - Health and Physical Education
7HASS - Humarnities and Social Science
7HR - Home Roomn 7

Maths - Mathematics 7

75ci - Scietce 7

7TEE - Technolagy and Enterprize 7

4. Make the Senior School classrooms unavailable to the Year 7 grid.

5. Show Nora Swiderski as only available to the Year 7 grid and unavailable on Wednesday
afternoons.
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6. Change Schedules for the Year 10 grid

Band Semester1 | Semester 2

SRS RN N ENR S

W0 | =S (R |-

Ii

N RARSESRNRNEARARY

6.12 Student Preferences

Timetabling > Preferences
Student Preferences are a list of subjects in a ranked order that a student has selected to study.

Preferences may be entered and maintained for either individual students or groups of students.

Once the timetable has been created student courses may be altered individually if required.

Preferences will be ranked by the following classifications:

e Required — all ranked as 1 and must be allocated

e Primary Electives — ranked in ascending order

e Reserve Electives — those subjects nominated by the student in case any of his or her primary
electives are disallowed

Preferences for a student will apply to a grid. If a student is a member of more than one cohort,
preferences will have to be entered for each grid. Student preferences may be allocated via a
combination of both bulk and individual entry. For example, all required subjects may be entered
via the bulk entry screen and electives may be entered individually.
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I:l Student Preferences @
2017 [v] 2017-09- 09 [v] v
Preferences by Student ]Subiect Load Table] Bulk Student Preferences | Teaching Setz
Reference Student Year  Foim  Gender Mo, Prefs Unplaced
E Antonella, Mark, g 0z.4 ] 10 A
a7 Artanella, Valenting 9 Mt spei F 10
9 Bandy, Tamara 8 081 F 10
14 Bizhop, Alecia g 081 F 10
16 Blake. Keira a 081 F 10
19 Bom, Corina g ng.2 F 10
20 Batt, Lara a 081 F 10
21 Brabazon, Amy 8 ns.2 F 10
24 Broom, Declan g ng.2 ] 10
26 Brawvn, Oliver 8 0g.3 b 10
K1l Carless, katthew 8 0s.3 ] 10
x] Cartvaright, Matthew 2 023 I 10
36 Cheszzan, Whithey 8 0a.4 F 10
38 Coles, Aipana 8 ns.2 F 10
45 Defazio, Matthew g 0z.4 ] 10
46 DelPrete, Brayden 8 0z & 10 -
51 Danner, Liam 5 082 M 10 TEE Analysis
56 Ellictt, Bryce g 08.3  iM 10
E1 Entwistlz, Devyn 8 0a.4 & 10 Learning Area Analysis
E4 Evanz, Dayna 8 081 F 10
71 Franssen, Taren 2 023 F 10 W
Total Students {111 Red text: - Student has |eft,

Note: Prior to entry of student preferences, subjects and/or subject groups must be defined
for the associated grid. If no subjects have been defined for the grid, the user will be
unable to enter student preferences.

Learning Area Analysis reports may also be viewed from the student preference screen.

Student Preferences may be entered by

e Individual entry

e Bulk entry of preferences

e Promotion of some or all of a student course from any earlier grid

6.12.1 Individual Entry of Preferences

Timetabling > Preferences > Preferences by Student

To select one or more students for individual entry of preferences, highlight the students within the
Preferences by Student window and click on the View Details icon.

For each student individual preferences are entered by dragging subjects from the subject list or
typing the subject code and ticking the required box as necessary. Preference order may be
changed up or down as required. If a browse set has been chosen i.e. a group of students
highlighted from the cohort list, use the blue arrows to move between the selected students.
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|:| Individual Student Preferences

e 4P &

Antonello, Mark (6)

i

Type Fank
Frimary i1
Frimary 1
Frimary 1
Frimary i1
Frimary i1
Frimary i1
Frimary 7
Frimary 8
Reserve i1
Reserve (2

Code
SEng
SHEd
Shdath
3PE
S5ci
95LE
Aart
AFood
Shfiad
s

Preference

Englizh 3

Health Education 3
b athematics 3
Phyzizal Education 3
Science 3

Society & Ervironment 3
Artd

Food Production 3
tetalwork 3

Pusic 9

Feq
TES
TES
TES
TES
TES
TES
MO
MO
MO
MO

Se|

Grid |09 Year [2016

Subjects ] —

Code Subject

GROUP 09REQ Alls

QA Art 3

ACra Craft 9

A0ram Drama 3

SEng English 3

Fab Fabrics 3

SFoad Food Production 9 E

SHEd Health Education 3

IHR Haome Foom 9

Sind Indonesian 3

ATAL Italian 9

I ath I athematics 3 i

IMED tedia 9

hfiad bl etahwork 3

IMUS tusic 3 il

aprc Plaisrical Foiim skine O

] 1 3

[

Show/Hide Subject List

FEEE RS

R AR NS R

Add preference

Edit Preference

Add subject group
Delete preference
Toggle Reserve/Primary
Place in T-set

Remove from T-set

Note: Students must be included in a cohort and subjects allocated to the grid prior to entry
of preferences.
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ACTIVITY

Enter the subject preferences for the following students in Year 9 in 2020. English,
Maths, Physical Education, Science, and Society and Environment are required subjects.
Their electives are listed below.

Timetabling > Preferences > Preferences by Student

Mark Antonello: Art and Food, and in reserve Metalwork and Music
Alecia Bishop: Food and Woodwork, and in reserve Drama and Music

e Ensure 2020 is selected
e Select the Year 9 grid.
e Highlight Mark and Alecia to create a browse set

Preferences by Student lSubiect Lioad Tablel Bulk Student Preferencesl Teaching Sets]

Reference Student Year  Fom  Gender Mo Prefs  Unplaced
B Antonelo, Mark I
Aantanello, Walentine

] View Detals 7
EAtkinS, Aaron
iBandy, Tamara
iBaverstock, Helen

lom | »

=0 o D o

op. Alecia [
16 iBlake, Keira e
19 :Bom, Corrina H

e = g

[ e

e Click View Details
e Click on Show/Hide Subject List
e Highlight the group 9REQ and drag onto the preferences window
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e Drag and drop the other preferences

|:| Individual Student Preferences

e 4 P» | &

Antonello, Mark (6)
Type Fank  Code
Frimary |1 9Eng
Primary 1 SHEA
Frimary 1 9HR
Frimary i1 GHASS
Primary i1 A ath
Primary 1 9FE
Frimary 1 35
Frimary 8 et
Primary {9 9Food
Fesemwe i1 Shiaf
Rezewe 2 S

Preference

Englizh 9

Health E ducation 9
Home Room 3
Humanities and Social Science 3
I athernatics 3
Phuyzical Education 9
Science 3

At 3

Food Production 3

b etalwork. 9

Fuzic 9

Feq
wES
YES
wES
wES
ES
YES
wES
MO
MO
MO
MO

Seth

Subjects
Code Subject
30ram Dirama 3 a |
9Eng Englizh 3
SFab Fabrics 3
SFood Food Production 9
SHEd Health Education 9
SHR Home Foor 9
GHASS Humarnities and Social Sci
Sind Indonesian 9
ATAL Italian 9
Skd ath  athematics 9
SED tedia 9
el

Metalwork 3

Phyzical Education 9

Science 3
frcinde O

Show/Hide Subject List

e Highlight the reserve subjects and click on the Toggle Reserve/Primary button El
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e Use the blue chevron

to move to Alecia and add her preferences.

|:| Individual Student Preferences

e |4 P» &

Bishop, Alecia (14)
Type Fank  Code Preference Feq SetM
Prirnamy i1 9Eng Englizh 3 YES
Primary  £1 SHEd Health Education 3 TES
Primary {1 9HR Home Room 3 YES
Prirnamy i1 GHASS Humanitizz and Social Science 9 iYES
Primary  £1 Ak ath b athematics 9 TES
Primary {1 9FE Phyzical Education 9 YES
Prirnamy i1 95¢i Science 9 YES
Primary 8 9Food Food Production 3 MHO
Primary 9 Fnaf Woodwork 9 MO
Reserve i1 30ram Drama 9 MO
Rezerve 2 LS Muzic 9 MO

Subjects n
Code Subject
S0ram Drama 9 ~
9Eng English 3
IFab Fabrics 3
SFood Food Production 9
SHEd Health Education 9
3HR Haome Room 3
9HASS Hurnanitizz and Social Sci
Aind Indonesian 9
ATAL Italian 9
Skd ath Mathematics 9
9MED Media 9
e Metalwork 3
35ci Science 3 v
i wafancimed 0
< >

Show/Hide Subject List

Note: Reserve, and unallocated, preferences are displayed in red.

e Close Individual Student Preferences

[l

b 2|38 = ||

BB
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6.12.2 Bulk Entry of Student Preferences

Timetabling > Preferences > Bulk Student Preferences

Preferences may be entered in bulk by defining a list of subjects or subject group and groups of
students to which they may be allocated.

Courses may be promoted from last year via the course promotion screen. To be promoted these
courses must have been previously defined in Timetabling > Timetable Set-up > Maintain Course
Promotion Table. Courses may be promoted from a previous year or semester grid.

|:| Student Preferences @
2m7 [+] 2m7-09- 03 [v]v
Preferences by Student | Subject Load Table Bulk Student Preferences |Teaching Sets
Cohort Selected Students
Marne Form M. Prefs Mame Form Mo, Prefs
Antorello Mark, 0z4 0 ~ [
Antorello Valenting Mot zpeill
Bandy Tamara pet1ooi0 s
Bishop Alecia 021 10
Blake Keira oe1 {10 Clear
Borm Corina ogz o
Bott Lara 0a.1 10 [
Brabazan A 0az2 0
Broom Declan 032 0 ¥

Sifosto ) Subiee: Gimups Selected Subjects and Subject Groups

Code/Group  Mame Code/Group  Mame
GROUP :
GROUP
GROUP
GROUP
GROUP
St
SCra

[ala —

Clear

Promate Courses from a Previous Grid Add Remove

Adding preferences in bulk to a group of students

e Highlight students in the cohort and click on the arrows
e Highlight the required subjects and click on the arrows
e Click Add

Removing preferences in bulk from a group of students

e Highlight students in the cohort and click on the arrows
e Highlight the required subjects to be removed and click on the arrows
e Click Remove
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ACTIVITY

Allocate Indonesian 9 to selected Year 8 students moving into Year 9 in 2020.

Timetabling > Preferences > Bulk Student Preferences

e Ensure 2020 School Year and Grid 2020-09-09

e Click Select Students
¢ Find those students studying Indonesian this year

Student Search
W E S b
Genelall F'arametersl Dates].-’-\ddress] Dthell Ul T Sets/Cohorts l
Find by Teaching Set
Timetabling v'ear 2msg w
Grid Reference |2EI‘I 3-03 w
Subject |8IND  Indoriesian 3 v
Teaching Set |__ma3__ "
Find by Cohort
Cohort . v

[ Show Inactive Parameters in Dropdown Lists

Cloze
e Click Find, Select and Yes
e Move the selected students to the right
e Move Indonesian 9 to the right
e Click Add
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Add Italian 9 as a preference to all students who studied Italian this year

Student Search

TE S B

Firnd by Teaching Set
Timetabling v'ear

Grid Reference
Subject

Teaching Set

Find by Cohort
Caohort

2019

Generall Parametersl Dates]ﬁ-\ddress] Dther] Dl T Sets/Cohorts l

|2m19- 08

[SITAL Italian @

| g

g

[ Show Inactive Parameters in Dropdown Lists

Cloze

Allocate the required subjects 8REQ to all Year 7 students.

e Select the Year 8 grid

e Highlight all of the students

e Click on the arrow E

e Highlight Year 8 Required Subjects

e Click on the arrow

Selected Students

MHamea

Alkitik, b aria
Amber Eylis
Andrews Guy
Angus Harmish
Arrowsmith D avid
Arrawszmith william
Avery Foslin
Bandy Brandy
Baverstock Adrian

Farm

Mot spe:
Mot spe:
Mot spe:
Mot spe:
Room ¥
Mot spe
Mot spe:
Mot spe:
Mot spe:

Selected Subjects and Subject Groups

Ma. Prefs

oo ooooo oo

-

m

Code/Group  Mame
GRAOLUP SREQ

I Add I [Hemove]

e Click Add
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Allocate a language to all Year 7 students

¢ Find the students who have studied Indonesian this year and move them to the right

Student Search
WS &
General] Parameters] Dateslhddless] Dther] 1ol T Sets/Coharts l
Find by Teaching Set
Timetabling “vrear 2019 w
Grid Reference |2n1 a.07 -
Subject |?Indon Indanesian 7 ~
Teaching Set |..n,-'$.. =
Find by Cohort
Cohort e "

[] Show Inactive Parameters in Dropdovn Lists Close

e Move Indonesian 8 to the right
e Click Add

e Allocate Italian 8 to the students who studied Italian this year

Student Search
O H O
Genelall Parametersl Dates].ﬁ.ddress] Dthell upl T Sets/Coharts l
Find by Teaching Set
Timetabling Y'ear 2m3 w
Grid Reference |2D1 a-07 -
Subjzct | 7ltal Italian 7 v
Teaching Set |..n;3.. i
Fird by Cahart
Cohort - “

[J Show Inactive Parameters in Dropdown Lists Close
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Promoting Student Courses

The promotion of student courses from a previous grid is initiated from within the Student
Preference > Bulk Entry Window

e Click Promote Courses from a Previous Grid

Preferences by Student] Subject Load Table Bulk Student Preferences ITE

Subjects and Subject Groups

Caohort

M arme Farm Ma. Prefs
Brabazon Amy ngz -
Broam Declan naz2 i |
Erown Oliver ogz 0 L
Carless b atthiew [LRC

Caarbwright Matthew 0|3 Clear
Cheszon Whitney 0g4 1

Coles Aiyana naz2 i

Carey Jordan a5 i

Defazio Matthew L S -

Code/Group  Mame
GRAOUP {9REQ

Yt LATES

ACra iCraft 9

S0RA EDlama 3

9Eng {English 9

9Fab {Fabrics 9

IFood ;Food Production 3
Al d N I [P [N N o PR S AP o §

’ Promate Courses from a Previous Grid ]

lamg| »

PRk R

Clear

e Highlight the appropriate grid and click OK

Select Grid

Select the Grid fram which pou want to promate the
courses

[ Retain all teaching zet groups

“ear Grid Mame

2ma 07 ~
2ma is

2ma 40

2ma ing

2mAa DS

2Me s

2MG {10

26 09

2Me 07 v

(] Cancel
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Note: Thereis an option to retain all teaching sets.

Promoted Subjects
Subjects to be Promoted
Previous Gnd Current Grid
Code Subject Mame Code Subject Mame Save
BEMG  iEnglish 8 9Eng English 3 YES .3
BHASS  iHumanities and Social Science IHASS  iHumanities and Social ScienciYES
BHE Health E ducation 8 9HEd  :Health Education 9 TES E
aHR Haorme Room 8 SHR Hame Foorm 9 YES
Bhlath  iMathematics 8 Ahdath  Mathematics 3 YES
arFE Phyzical Education 8 9FE Phyzical Education 3 YES
g5C1 Science 8 35ci Science 3 YES
ok, Cancel

e Edit as required

e Click OK
- Allows the user to deselect students from course promotion
E Allows the user to deselect subject from course promotion
Allows the user to select which teaching sets are to be retained
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ACTIVITY

Promote all Year 8 students to selected Year 9 courses.

Timetabling > Preferences > Bulk Student Preferences tab

e Select Year 9 grid
e Click on Promote Courses from a Previous Grid
e Highlight 2019 08

Select Grid

Select the Grid from which you want to promate the
COUrEEE

[] Retain all teaching set groups

Tear Grid Marme

2016 s ~
2016 10

2016 [IE]

2018 0s

2018 oy

208 03

2018 o7

2018 10

2018 s v

il Cancel
e Click OK

e Click on each of the toolbar buttons to see what they do

Promoted Subjects
Subjects to be Promoted
Previous Grid Cumrent Grid
Code Subject Mame Code Subject Mame Save
SEMG  iEnglish 8 9Eng Englizh 9 YES 'z
BHAS5S  iHumanities and Social Science 3HASS  :Humanities and 5Social Scienci YES
BHE Health Education 8 SHEd  iHealth Education 9 YES E
8HR Haome Room 8 9HR Home Room 9 YES
BMath  iMathematics & SMath  iMathematics 9 TES
SPE Phyzical Education 8 9FPE Physzical Education 9 YES
8501 Science 8 35ci Science 3 YES
Ok, Cancel
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e Select Home Room and click Retain Teaching Set Groups
e Check Retain Group for each Set
e Click OK

Retain Teaching Set Groups

FromGid 2018 - 2018 - 08

Fram Subject |8HH -Home Room 8

To Grid [2019-2m9-09

To Subject |9HF| -Home Room 9

Teaching Sets (Right click to show members]

Teaching Set Code |Fh3tain Group
EHR_1
EBHR_2
BHR_3
EHR_4
(1].4 Lancel

e To promote all courses, click OK
e Close the Preferences window
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Trainers use Datafile 2

ACTIVITY

File > Change Datafile > Open existing
datafile\C:\keys\Integris\RMDB\TrgData2\Integris.df2

e Log in with User Name Admin
e Password Keys

School Management Solutions - Integrated D atabase
7.0410[19412/15] Extended Mode

($ UserMame  [ADMIN
Pazzword | Sk

RN\ C

Datafile Path:  C:\KEYSINTEGRIS\RMDB\TRGDATAZ\INTEGRIS.DF1

5 [ aun |
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6.13 Validating and Verifying Preference Entry

A number of tools are available to validate student preference entry prior to initiating the Grid
Modelling process.

The Preference by Student window displays the number of preferences entered for each student.
This list can be sorted on column headers so that students with too few or too many preferences
can be examined.

|:| Student Preferences @
26 [=] 2016-08- 08 [=] v
Preferences by Student ]Subiect Load Table] Bulk Student Preferences | Teaching Sets
Feference Student Year  Fomn Gender Mo Pref: Unplaced
874 Alkitik, Maria 7 071 F 12 v -
830 Amber, Kylie 7 071 F 12 \/
aa0 Andrews, Guy 7 071 & 12 o
875 Arrowzmith, 0 avid 7 071 il 12 o
a1 Arrowsmith, William 7 071 il 12 v 3
1 Atking, Aaron 7 071 M 12 o
a91 Ay, Roslyn 7 07.2 F 12 v
aaz2 Bandy, Brandy 7 07 F 12 o
1 Baverstock, Helen 7 071 F 12 \/
883 Black., Mary 7 071 F 12 e
74 Bircwat, Lana 7 071 F 12 o
852 Brown, Roberta 7 072 iF 12 o
aa4 Cooper, Marianne 7 071 F 12 o
4 Carey, Jordan 7 072 iM 12 o
821 D avids, Chelsea 7 071 F 12 \/
54 Ducker, Patrick 7 072 iM 12 e " TEF dpaluis
831 Dudney, Jenna 7 071 iF 12 o | TEEbnabss |
a41 Ethernidge. Kirsty 7 071 F 12 \/ N
EE Fall. Jarrad 7 0r2 i 12 \/ Learning frea Analwsis
aa5 Farnton, Stephanie 7 071 F 12 o
805 Goddard, Tim 7 071 & 12 a v
Tatal Students |59 Fied text: - Student has |eft.

Other reports are available from Timetabling > Reports > Data Validation Reports. Samples of
all of these reports may be viewed in the Timetabling Manual.
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ACTIVITY

Timetabling > Preferences > Bulk Student Preferences

e Select 2020-09 and Bulk Student Preferences

e Click on to column heading No.Prefs

Preferences by Studentl Subject Load Table Bulk Student Preferences lTE

Cohaort

MHame Form Mo. Prefs

Antanello W alentineg Mot spei 2 - E]
Brown Oliver 023 iZ

Hammond Grant Mot speil E
Winters Craig Mat spe: 2

Antonelo Mark 04 0
Atking Aaron LRSI

Bandy .Tamara 0z 10 [E)

Baverstock Helen 05 o0

Bishop Alecia 0l i -

e Highlight the students with fewer than 10 preferences and move them to the right
e Highlight the 9REQ subject group and a language and move them to the right

e Click Add
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Timetabling > Reports > Data Validation Reports > Student Course Summary

e Selectthe TT Year 2020

e Select the Middle School Campus
e Select One student per page
e Use Find to select three Year 8 students

&5 Reports
L) &

3y DataValidation Reports

El TEE Subject Summary

|:| Students Choosging a Subject
D Students Chaooszing a Cambinatic
El Students with Less than a Giver
|:| Preferences for Students Choos
D Subject Recommendation and £

|:| Subject Recommendation and £
Flanning and Preparation Report:
0 & M Reports - Timetable

0 & M Reports - Students

0 & M Repoarts - Staff

0 & M Reports - Roomz

0 & M Reports - Teaching Sets

cooeeo

~
W

Titles

Fain Title |Sludent Course Summary

Page Footer |
Select

TT ear
|2020 v

Campus

| Middle Schoal v

(O Multiple students per page

Students

Broaom, Declan
Brow, Oliver
Carless, Matthews

Remove

Find

Cancel

e Print the report to the screen

e Repeat but select Multiple students per page
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Timetabling > Reports > Data Validation Reports > Students Choosing a Subject

e Selectthe TT Year 2020
e Select the Middle School Campus and 2020-09 Grid
e Check Include Reserve Preferences
¢ Find to select the Active subjects attached to the Art department
&5 Reports @
L) =
4 DataValidation Reports Titles
D Student Course Summary Fain Title |Students Chooging a Subject
El TEE Subject Summary Page Footer |
D Students [ gas
[] Students Choosing a Combinatic Select Subjects
El Students with Less than a Giver
TT i
[ Preferences for Students Choos = |2020 E ECt
D Subject Recommendation and & Campus |Middle School 9Cra Craft 9
El Subject Recommendation and £
L1  Planning and Preparation Fieparts Grid |2D2D- 03
1 O &M Reports - Timetable
L1 O%M Repots - Shudents
1 0 &M Reports - Staff
1 0O &M Reports - Rooms
[0 O &M Reports - Teaching Sets Include Reserve Preferences
Remave
< >
[ ]

Print a report on students choosing an Art subject
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Timetabling > Reports > Data Validation Reports > Preferences for Students Choosing a

Subject

e Selectthe TT Year 2020

e Select the Middle School Campus and 2020-09 Grid
e Check Include Reserve Preferences

[ J

Find to select the Active subjects attached to the Art department

& Reports \EI
L) =
4 DataValidation Reports Titles
tdain Title references for Students Choosing a Subject
Student Courze Summary Pref for Stud Choosi Subi
D TEE Subject Summmam Page Footer |
D Students Choosing a Subject
D Students Choosing a Combinatic Select -
D Students with Less than a Giver Subiects
rr—— TT ear | 2020 Code Subject
Students Choog At d
D Subject Recommendation and & Campus |Middle Schodl Craft 9
D Subject Recommendation and £
1 Planning and Preparation Feports Grid |2D2D- 09
1 0&M Reports - Timetable
1 0&M Feports - Students
1 O%M Reports - Staff
C1  0%M Feports - Booms
[0 O%M Reports - Teaching Sets Include Reserve Preferences
Remave
£ >

Cancel

e Print a report on students choosing an Art subject
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6.14 Subject Load Table

Timetabling > Preferences > Subject Load Table

A subject load table is maintained for each grid and contains a summary of the information relating
to each subject made available to the grid.

The major function of the Subject Load Table is to present information that will allow the number of
sets for each subject to be appropriately set. This decision will be based upon the number of
primary and reserve preferences selected by students and the availability of staff and room
resources. Non-viable subjects may also be identified in this process with the resultant need to
refit affected students.

Note: Grid modelling of teaching sets is not possible until the number of teaching sets to be
made available has been defined

By default, the table will display subjects made available to the grid that have student preferences
recorded. By clicking on the Show/Hide No Preferences button all subjects made available to the
grid will be displayed.

1|
[ Student Preferences @
2m7 [+] 2m709-09 [ v
Preferences by Student Subject Load Table lEulk Student F‘referencesl Teaching Setsl

Code  |Mame |Primary [Reserve |T Sets  |Awe Size [Min  |Max |Frequency|Periods |Undlloc  |Req'd
94t A g 43 16 2 22| 1o 2z 2 4 a ~
ACra | Craft 3 22 5 1 220 1o 22 2 2 I

9Dram |Drama 9 21 a7 1 2 | 24 2 2 I

9Eng | Englizh 9 1 i] 4 28 10 3@ 4 16 0

SFood | Food Production 3 32 26 2 16| 10| 22 2 4 1

9HAS55 | Humanities and Social Scier 11 0 4 28| 100 320 4 16 0

9HEd | Health Education 3 111 i 4 26| 10 . 2 a3 1]

9HR  |Home Foom 3 111 i 4 28 5] 30 5 20 I

Sind | Indonesian 9 58 i} 2 29| 10 30 2 4 i

ATAL | ltalian 3 53 i 2 el I ] 2 4 I

Iath | Mathematics 9 111 a 4 28| 100 320 4 16 a

GMED | Mediad 51 33 2 26| 10| % 2 4 1]

A | Metalwork 9 13 40 1 130 14| 22 2 2 I

9PE Phyzical Education 9 11 i} 4 28| 100 30 2 a i

S5 Sciptice 9 111 ] 4 et 10 a0 4 1R N N

Totals
Mumber of Studentz | 111 MHumber of Subjects 18 MHumber of Proposed Sets 44
Students with no Preferences 0 Singletons 4 MHumber of Proposed Periods | 132
Underoaded Students i] Fulti - Set 13
Show/Hide Mo Preferences Frint Edit mE: Cancel

The table will display all defined subjects for the grid including such information as how many
students have elected the subject as a primary or reserve preference, the default minimum and
maximum class size, the default frequency, whether it is a required subject and a number of
unallocated places left in the class. Using this information, the number of teaching sets for each
subject may be planned and edited. From this screen, the number of teaching sets required,
default class sizes, frequency of the classes and whether the subjects are required, may also be
edited. The other fields are populated based on information from this screen and the student
preferences screens.

Next to the number of teaching sets for a subject is a button which if clicked will display a list of
teaching sets for that subject. The maximum and minimum class size for each set can be
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individually edited. To edit the subject details, click on the Edit button and type information into a
selected cell.

At the bottom of the screen a series of totals are displayed. The number of students is the total of
students defined in the cohort. Students with no preferences shows the number of students in
the cohort but with no preferences listed. Underloaded students lists the number of students who
do not have a full study load. Number of subjects lists the total number of subjects defined for the
grid. Singletons lists the number of subjects with only one teaching set. Multi-set shows the
number of subjects with more than one teaching set. Number of proposed sets lists the number
of all teaching sets defined for this grid. Number of proposed periods shows the number of all
teaching periods defined for this grid.

The confirmation or editing of subject frequencies may be defined in one of three places. The
frequency may be entered when defining the subjects for a particular grid (Timetabling > Timetable
Set-up > Individual Grid Parameters > Subjects) or it may be edited in the subject load table
(Timetabling > Preferences > Subject Load Table) or within the vertical grid view of grid modelling
(Timetabling > Grid Modelling > Vertical View).

Note: The Auto scheduler makes use of maximum and minimum teaching set sizes to
determine the placement of teaching sets on the grid. Always check that entered values are
correct. Once the grid has been modelled and saved as a timetable, changes made to the
minimum and maximum class sizes will not affect the number of teaching sets. Any
changes to class sizes must be completed prior to grid modelling either manually or using
the auto-schedule process.

6.14.1 Collapsing Non-Viable Subjects

The timetabler may identify subjects that have been made available to the grid but are considered
not viable to operate within the timetable being constructed. A number of factors will be
considered, one of which is the number of students selecting the subject as a primary or reserve
preference.

If the number of sets for these subjects is set to zero within the load table, then teaching sets of
these subjects will not be available to the grid modelling process for manual or auto scheduler
placement. However, if student preferences are not adjusted then the student will ultimately
remain unplaced. To identify the students involved, print the report Students Choosing a Subject
from the Reports menu within the timetabling sidebar. These students can then be individually
selected and edited within the Preference function or the subject can be removed from all students
using Bulk Allocation > Remove.
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ACTIVITY

Timetabling > Preferences > Subject Load Table

e View Teaching Sets entered for the subject load table for Year 8

e Filter to the Year 9 grid
e Click Edit

e Enter the required number of teaching sets for all subjects (<Tab> to navigate to the next
teaching set)

[ student Preferences x|
2020 [w] 2020-09- 09 v
Preferences by Student Subject Load Table lBulk Student Preferences | Teaching Sets

Code  |Mame Prirnary |Feserve [T Setz |Awve Size |Min  [Max [Frequency|Periods  [Undlloc  [Req'd
9Eng |English 9 111 i] 4 2a| 10 30 4 16 1m | oA
9Fab | Fabrics 9 20 35 1 200 10 24 2 2 20 [ L]
9Food | Food Production 9 27 28 2 14| 10f 22 2 4 27 [ L
9HASS | Humanities and Social Scier 111 i} 4 28| 10 30 4 16 11 |
9HEd |Health Education 3 111 0 4 28| 10( 30 2 a 11 | M
9HR  |Home Room 3 111 i] 4 28 5| 30 ] 20 § |
9ind | Indonesian 9 58 0 2 29| 10 30 2 4 58 | I
9ITAL |ltalian 9 53 i] 2 27| 10 30 2 4 53 [
SMath | b athematics 9 111 0 4 28| 10( 30 4 15 11 |
U5 | ugic 9 34 24 2 17| 10 22 2 4 3¢ [T
b | Metabwork 5 3E 1 2 18| 10 22 2 4 3 [ L

9PE | Physical Education 3 111 0 4 28| 10( 30 2 a 11 |
95ci | Science 3 111 i] 4 2a| 10 30 4 16 11 |
Funad | 'wWoadwark 9 31 23 2 16| 10f 22 2 4 EN

]
Totals
Mumber of Studentz | 111 Mumber of Subjects 18 Mumber of Proposed Sets 4
Students with o Preferences 0 Singletons 0 Mumber of Propozed Periods | 20
Underloaded Students ] bAuilti - Set 1
Show/Hide Mo Preferences Print Edit Cancel

Note: Minimum and maximum class sizes may be edited. Use <Tab> to navigate through
the screen.

e Click OK and Yes
e Print to screen and view the report
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6.15 Review

ACTIVITY

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

1. Promote the following subjects from Year 9 to Year 10.

9Eng Englizh 3 10EMG  Englizk 10

AHASS  Humanities and Social Science 9 10HASS  Humanities and Social Science 10
9HA Horne Room 3 10HR Home Room 10

A ath b athermatics 3 10Math  Mathematics 10

9FE Physzical Education 3 10FE Phyzical Education 10

5 Science 3 105C1 Science 10

9s).

5. Enter the number of teaching sets required for the 2020 — 10 grid

2. Promote these subjects from 2020 Year 9 to 2020 Year 10. Retain the Home Room groups.

3. Add Health Education as a subject for next year for all next year’s Year 10s (the current Year

4. Add Indonesian and Italian 10 as subjects for next year to all of the current Year 9s who are
studying those languages this year.
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6.16 Grid Modelling

Timetabling > Grid Modelling
Construction and manipulation of the grid is referred to as grid modelling.

A comprehensive set of tools is available to the user to assist with the modelling process. The Grid
Modelling screen will allow definition of constraints to be applied to a particular grid and the
construction of the grid allowing for defined constraints.

The grid may be developed in one of three ways:
e Manually placing all elements on the grid and generating nothing (that is creating a fixed grid)

e Manually placing some elements on the grid and automatically generating the rest of the grid
around the fixed elements or

e Automatically generating the entire grid

Although each grid is modelled individually, the grid modelling process will also consider the links
between different grids and the allocation of grids to schedules. Each of these processes can be
manually controlled or in some cases can be left to the auto scheduler and then edited.

Timetablers constructing a Fixed Grid Timetable will create the grid using manual construction
without the need for the auto scheduler and many of the features described below will not be
needed.

The following reports may be useful in the execution of grid modelling:
e Student Fit Report

e Load Table

e Conflict Matrix Report

< Reports

1 Data‘alidation Reports

== B F|=rning and Preparation Feports
D Student Fit Report

[ Load Table

D Comflict b atri=

D Staffing Requests

0 & M Reports - Timetable

0 % M Reports - Students

0 & M Reports - Staff

0 % M Reports - Rooms

0 & M Reports - Teaching Setz

cooeo
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6.16.1 Unlocking the Grid

Timetabling > Grid Modelling > Unlock Grid

Upon entry of the grid-modelling screen, the user will be prompted to unlock the grid. No changes
may be made to the grid until it is unlocked. Unlocking the grid takes a shapshot of the grid so that
the timetabler can revert to the initial position.

Multiple snapshots may be taken of the grid at any time and then changes made. The user may
later retrieve a snapshot and revert to a previous snapshot if required. Student Fit Statistics may
be viewed to note the effect of changes and to highlight problem bands and/or subjects.

The screen will open in the Horizontal View

[ Grid Maodelling

Functions Tools Grid Constraints  Switch View

e [v] 2016-07-07 [v] v & o= @
Students |0 Placed |0 Unplaced |0
Band/
Band Record
1[5 Home Room 7 (F)  |Home Room 7 (F)
'& THR_1 (29}
Ms E Everage
Ms8
2[4] English 7 (F)
IE‘ ‘& TEng_1 (2%)
M= E Abbott
MS7 I
21 English 7 (F) Humanities and Soc
TEng_1 (29) THASS_ 2 (30)
M= E Abbott s T Alan
WMS7 M5
2.2 English 7 (F} Humanities and Soc
7Eng_1 (29) THASS_ 2 (30)
M= E Abbott s T Alan
MS7 W56
23 English 7 (F) Humanitties and Soc
7Eng_1 (23) THASS 2 (30)
M= E Abbott s T Alan
WMS7 MsE
2.4 English 7 (F} Humanities and Soc
TEng_1 (29) THASS_ 2 (30)
Ms E Abbott W= T Alan
WMS7 MS5
3[4] English 7 (F} Humanities and Soc
‘g 7Eng_2 (30) THASS_1 (2%)
M= T Alan Wr J Brigg
Ms2 WSS
4 4] Mathematics 7 (F)} |Science 7 (F)
'ﬂ TMaths_1 (23) TSci_2 (30)
Mr L Ingris M= F Hind
WMS7 3ClI2
5 [4] Mathematics 7 (F) |Science 7 (F)
B |TMaths_2 (30) 73ci_1 (29)
W= C Holis s K Holter
M58 SCIM
612 Indonesian 7 talian 7
B |7ndon_1 (29) Thal 1 (30)
Ms T Lorner Mr T Jones
K510 Ms9

teaching sets

Displays Jpdate d
] P pdates student
available 4*@ % L= é Q + statistics
4 \

Locks unlocks Shnapshots the Fetrieves
the grid grid snapshots
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Band/!
Band Record
! A | Indicates the band is locked
2
Indicates the band is unlocked
3 El -h
v Allows bands to be expanded to band records

Indicates that the grid has been saved to the timetable

Timetabling > Grid Modelling > Display Teaching Sets

Teaching sets may be manually placed on the Bands or Band Records. To display a list of
available teaching sets, click on Display Teaching Sets.

[ Grid Modelling
Functions Teols Grid Constraints  Switch View

2016 [v] 2016-07 - 07 GG ewmil g
Azsign sets by dragaing to the grid. ,—
 Blue test = Part Assigned — W X Students |0 Placed |0 Unplaced
- Red text = Fully Azzigned - Band/
Code Subject Band Record
Thte 2 At T
Thrts_3 Arts T 1151 Home Room 7 (F) |Home Room 7 (F)
TEng_1 Englizh 7 + EI THR_1 (28) THR_2 (30}
7Eng_2 Englizh 7 Ms E Everage M= T Norton
THEPE_1 Health and Phy: M58
THEFE_2 Health and Fhy: 2[4] English 7 (F)
THASS_1 Humanitiez and TEng 1 (29}
THASS 2 [Humanities and a rene 2%
THR_1 Haome Room 7 MsT
;:1355 1 nodg:ezigﬁn}? 3[4] English 7 (F) Humanities and Soc
7hal 1 Italian 7 (& |7Eng2 (30) THASS_1 (78)
Thdathz_1 M athematics 7 :‘: ;; Alan :‘:;‘: Brigg
Thaths 2 t athernatics 7 - —
TSeidl Science 7 4[4] Mathematics 7 (F) |Science 7 (F)
TS 2 Science 7 El TWaths_1 (25} TSci 2 (30)
TTEE_1 Technology anc Mr L Ingris M= F Hind
TTHE_Z Technology anc MST SC12
FTRE_3 Technology anc 5[4] Mathematics 7 (F) |Science 7 (F}

B |TMaths_2 (30)  |7Sci1 (28)

M= C Hollis Ms K Holter
M38 3C11

A list of teaching sets will appear on the left-hand side of the window.

Note: If no teaching sets appear, check that the number of teaching sets required for each
has been entered in the Subject Load Table.

Teaching Sets may be dragged and dropped onto relevant bands or band records. The action of
placing sets onto the grid in a particular cell will fill the band records up to the subject frequency if
the subject frequency is less than or equal to the band frequency. If the subject frequency of the
set is greater than the band record, the user will still be able to place the teaching set but a warning
message will occur and the user may decide to either change to another band record with a
greater frequency or change the frequency of the band or subject.

Teaching sets may also be typed into the box and a band or band record selected by clicking in the
cell and clicking the green tick to place the teaching set.
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All manually placed teaching sets will be marked as Fixed Elements (F) and as such will not be
moved by any auto scheduling process unless marked as not fixed (see below).

Once a teaching set has been allocated to a band or band record, right clicking on the cell will
produce a menu listing the following options:

[ Grid Modelling

Functions Tools Grid Censtraints  Switch View

2018 [v] 2018-07-07 G Flemim g |V
| [X] Studerts |0 Placed |0 Unplaced |0
Band/
Band Record
1[5] Home Room 7 (F} |Home Room 7 (F)
B |THR_1 (29) THR_2 (30)
Ms E Everage Ms T Norton
M58 MST

2[4] English 7 (F} Humanities and Soc
B [7Enat 29) THASS_2 (30)

|MsEAhh|
MS7 Muove Teaching Set

2 A EEE';:“ZT(I Change Selected Students’ Teaching Set

Me T Alan Change Teaching 5et
Ms2

Remowve Teaching Set

4 [4] Mathemati )
EI TMaths_1 Mark As Mon-Fixed Element
Mr L Ingrig
MST Show Teaching 3et Members
5[4] Mathemati Lock Teaching Set
B |maths_2" oy ey —
Ms C Hollis Ms K Holter
MS8 SCI

The first three options will only be available if the band/band record is unlocked.

Adding a Teaching Set within Grid Modelling

If additional teaching sets are needed once the grid modelling process has begun, it is not
necessary to return to the Subject Load Table. Additional teaching sets may be added or deleted
by selecting Tools > Add Teaching Set or Delete Teaching Set. Subject Load Table details will
be automatically updated. At the time of adding a teaching set, the user will be prompted to add
students to the teaching set. The students may be added here or later through the Move Student
function.

Moving a Teaching Set

Moving teaching sets from one band to another may be necessary to resolve an unrecognised
resource conflict or to improve the fit of students. Any movement of a teaching set is likely to result
in students who previously fitted the subject becoming unfitted due to a clash and students who did
not previously fit the grid to now fit. The timetabler must ensure that students affected by this
move are refitted prior to closing the grid. Several moves can be made prior to identifying and
resolving these clashes.

To move ateaching set

Right click on the selected set, and choose Move Teaching Set
Select the appropriate option and then click on OK
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Mowve Teaching Set

Please select an option from the list below:

©) Hetain Students in Teaching Set;

) Remove Unlocked Students from Teaching Set
) Remove ALL Students from Teaching Set
Thig option will not attempt to remowve any students from the

teaching zet. This may rezult in student clashes if you are moving
the teaching zet to & new location on the grid.

[ 0K l l LCancel I

e Select the band that the teaching set is to be moved to and then click on OK

Move Teaching Set

Teaching Set
Code |aaRT_2

Description |8AF|T_2
Subject |t @
Move From | Band: 10

Mave To

Band @ Move All Occurrences on Band
- Move Single Occurence

12

Please select a destination Band
fram the list of available Bands.

All accurrences of the selected
teaching set within the source
Band will be maoved into the
destination Band.

- [ ak H LCancel I

The teaching set will be moved and placed onto the band selected.

6.16.2 Placement of Students

Timetabling > Grid Modelling > Tools > Move Students

Once teaching sets have been manually placed on the grid, the user may choose to automatically
allocate students to teaching sets based on their previously entered preferences or to manually
place students as the user sees fit.

Manual Placement of Students is completed by choosing Tools > Move Students > Unplaced
Students, highlighting the appropriate teaching set, selecting the relevant students and selecting
Place.
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Mowve Student
2016 2016 - 07 - 07

Move/Redistibute l Balance Sets l

Yiew Resultz l Conflict Resolution

Graphical Display

Unplaced Students

Teaching Sets Students Destination Teaching Sets
Code Subject Ho. Max Mame Form Code No.
A 7 20 Arrowsmith, D avid FAFTEY A Thits_2 120
A 2 Arts 7 20 22 Atking Aaron FAOTA LW
A 3 Arts 7 19 22 Erown, Roberta FAOT2EW
7Eng_1 English 7 29 an Erown, Lana Y
7PEng_2  iEnglish 7 a0 a0
THEPE_1 iHealth and Physical Educai 29 an A
FHEPE_2 iHealth and Physical Educai 30 a0 Etheridge. Kirsty A
7HASS_1 iHumaniie: and Social Scie 29 a0 Green, Theresa T2 W
THASS_ 2 iHumanitiez and Social Sciei 30 i} Hardley, Todd James (7071 £ Y
PHR_1~  iHome Poom 7 29 im0 Knowles Bianca T2 LY Maove Student(z]
THR_2 Home Room 7 30 i} Martine, Liam FAOF2 PN
?lndon_1 i Indokesian 7 29 30 Milenovich andrew (7A072 £ Bediztibute
Fltal_1 Italian 7 30 i} Oppeal Craig FAOF2 P
Thaths 1 :Mathematics 7 29 i} Paterson.Erin FAOF2 P Femove
Thaths 2 i Mathematics 7 30 i} Phelpz.Ryan FAOF2 P
751 Science 7 29 i} Richardzon.Ben FAOF PN
7S 2 Science 7 30 i} RobsonZoe FAOF2 PN
TTEE_1 Technology and Enterprizei 13 22 Srnith, Thy FAOF1 P
TTEE_2  iTechnology and Enterprisei 20 22 Sullivan Hannah FAOF2 P
TTEE_3  iTechnology and Enterprize 20 22 Zilter,Susan FAOF2 P .
Alkitik_Maria 7071
Amber Kylie 07 -
Andress Guy A7 v
[C] Allow Dversize Sets | 0 Movements: | 5  Attempts:| 5 oF. Laneel LClose

Checking for Conflicts

To check the fit of students to the grid following one or more moves on the grid: select Check for
Conflicts from the Tools menu. Select students to be checked and click Check for Conflicts.

Conflicts will be identified.

[ Grid Madelling

Functions | Tools

2018 | Add Teaching Set
,7 Delete Teaching Set
Band! Move Students
BandRec | ock All Bands

Unlock All Bands
103]

Check for Conflicts

Fit All Students

Grid Constraints  Switch View

MYV |9 &
" FPlaced IU_

Home Room 7 (F}
THR_Z (30}
M= T Norton
MsT

Conflicts are resolved by clicking on Resolve Conflicts. This could result in students with clashing
teaching sets being removed from one of the teaching sets and being placed in another or

becoming unfitted.

Unfitted students should then be placed by choosing the Fit All Students function from the tools
menu. A summary of moves made will be displayed at the end of the Fit process and the
timetabler can accept or cancel the changes.
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1 Grid Madelling
Functions | Tools Grid Constraints  Switch View

2016 [+]|  Add Teaching Set [~] & S
Delete Teaching 5et
Placed ID_
Band! Move Students
Band R
MARES Lock All Bands
Unlock All Bands
1[5] Hoeme Room 7 (F)
Check for Conflicts THR_Z (30}
- M= T Norton
Fit All Students ey

The Update Student Fit Statistics i is a useful tool for determining the effect of students moving
teaching sets. The number of students fitted to each band or band record as well as student
placement statistics are available when this option is selected.

6.16.3 Locking/Unlocking Bands

Timetabling > Grid Modelling > Tools

Bands may be locked or unlocked at any time by selecting Tools > Lock all Bands or Unlock all
Bands. Once a band has been locked only limited functions are available and the contents of the
band are protected. For a full selection of tools to be available the band must be unlocked.

6.16.4 Horizontal View

Timetabling > Grid Modelling

There are two ways of viewing the Grid Modelling screen — Horizontal and Vertical. Some tools
and functions are available from both views, others only from one view. From the Timetabling
sidebar, select Grid Modelling and the following window will appear:

1 Grid Modelling
Functions Tools Grid Constraints  Switch View
2006 [v] 2016-08-08 [v] v S | em &
Studentz |0 Flaced |0 Unplaced |0 Grid poszitions are fixed
Band/
Band Record
1[5 Home Room 8 (F}  |Home Room & (F) |Home Roeom & (F)  |Home Room 8 (F)
B O|eHR_1 (28) B8HR_2 (26) 8HR_3 (28) 8HR_4 (27)
Mr C Best Mr J Brigg M= J Calvin MrL Evans
M52 W51 MS10 M53
214] Mathematics 8 (F} |Mathematics 8 (F) |Science & (F) Science & (F)
B |ematn_1 (27) 8Math_3 (27) 85C1_1 (27) 83C1_3 (26)
Ms & Corner M= C Hollis Ms 5 Stevens Mr T Duke
K51 Ms2 SCl4 SCl3
3[4] Mathematics & (F) |Mathematics & (F) |Science 8 (F) Science & (F)
E 8Math_2 (27) 2Math_4 (28) a5C1_2 (27) BSC1_4 (27)
Ms K Holter Mr L Ingris Mg S Stevens M= F Hind
WS MS3 SCI1 3ClI2
4[4] English & (F}) English & (F) Humanities and Soc|Humanities and Sec
E BENG_1 (27) BENG_3 (27) 8HASS 2 (27) BHASS 4 (28)
Mr C Best *Mr T Elliot Mr L Evans Mr J Brigg
Ms8 MS1 WSS M52
5[4 English & (F) Englizh & (F) Humanities and Soc|Humanities and Soc
‘& BENG_2 (27) BENG_4 (26) BHASS 1 (27) BHASS 3 (27)
*Ms E Abbott Mr C Best Mr A Guiseppe Ms A Greaves
WSS9 MS10 NS4 *MEE
62 Health Education & (|Health Education & (| talian & Physical Education i
E BHE_1 (27} BHE_4 (2T) BTAL_1 (27) BPE_2 (28)
M= J McLaren Mz T O'Reilley Mr T Jones Mr P Payne
WSS MS10 Ms1 GYM1
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6.16.5 Ver

tical View

Timetabling > Grid Modelling > Switch View

To change

The followi

to Vertical view, click on Switch View and Vertical view.

ng window will appear:

[ Grid Madelling

Functions Tools Grid Constraints Switch View

2016 [v] 2016-08- 08 [v] v & || ow
%EISE;EI &l Sets () Show Singleton Sets () Show MultiSets Urermaten

Subject

B8RT 121) 2121) 321 422 522

SDET 1021) 2121) 321 422) 522

SEMG 1[27) 2127 3[27) 4 [26]

BHASS 1[27) 2127 32T 4[2E]

8HE 1127 2128 3125] 427

8HEc 1021) 2[21) 321 422 522

8HR 1(28) 2[28) 3[28) 427)

8IND 127 |219)

BITAL 1127 |208)

amus 121) 2121) 321 422 522

EMath 127 lzm |z |40

SPE 1(28) 2[2E) 32E) 427

8s5C1 1[27) 2127 32E) 4[27]

The first number indicates the number of the teaching set. The number in brackets shows how
many students there are in that teaching set.

6.16.6 Fixed Grid Elements

Timetabling > Grid Modelling

Teaching sets may be manually fixed so that they cannot be moved unless marked as a non-fixed
element later. This option is particularly useful if manually placing some teaching sets and then
auto-scheduling the rest.

To fix a teaching set on the relevant band/band record: right click and from the menu select Mark
as a Fixed Element the teaching set will be marked as below.

Home Room & (F) |Hc|n1e Room & (F} |Hume Room & (F}

Move Teaching 5et

Change Selected Students’ Teaching Set
Englizh & (F) i ironmi
8ENG_1 (27} Change Teaching Set
2;: Western Remove Teaching Set
English & (F) Mark As Fixed Element ranm
BENG_2 (27)
Mrs F_BruEuk; Show Teaching 5et Members
535 Lock Teaching Set S
Art & (F)
BART 2 (23)
Mt G Kenny
ART A1

The (F) indicates this teaching set is a fixed element.

6.16.7 Locking the Grid
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Timetabling > Grid Modelling > Lock Grid

Upon exiting the grid-modelling screen, the user will be prompted to lock the grid and to save
changes made or not.

The user must lock the grid prior to exiting this window.

ACTIVITY

Timetabling > Grid Modelling
e Filter to the Year 8 grid for 2020

e Unlock the grid

e Click Display Teaching Sets

%

e Click on, drag and drop teaching sets onto the grid

1[5 Home Room & (F) |Home Room & (F)
Y |t @ BHR_Z (0)
2[4] English & (F}) Humanities and Soc
'h 8ENG_1 (0} 8HASS_ 2 (0)
3[4 English 8 (F) Humanities and Soc
7 |eEne_2 @) BHASS 1 (0)
4[4] Mathematics & (F) |Science & (F)
7 |ematn_t () 83C1_2 (0)
5[4] Mathematics & (F) |Science & (F)
2 [ematn_z @) 85C1_1 (0)
52 Health Educaticn 8 (| Physical Education
2 |eHELT () BPE_2 (0}
T2 Indonesian & (F)  |ltalian 8 (F})
'h 8IND_1 (0} a8mAaL_1 (0}
8[2] Health Education & (| Physical Education {
2 [erE2 (@) 8PE_1 (0)
92 Art 8 (F) Dezign and Technol| Home Ecenomics & |Music & (F)
2 |8ART_1 (@) 8DET_2 (0} ZHEC_3 (0) BMUS_4 [0}
10[2] Art 8 (F) Design and Technol|Home Ecenomice & |Music &
'h BART_2 (0) 8D&T_3 (0) BHEc_4 (0} SMUS_1 (0}
11[2] Art 8 (F) Design and Technel|Home Ecenomics & | Music 8 (F)
2 [earT_3 (@ SD&T_4 (0) BHEC_1 (0) aMUS_2 (0}
12 [2] Art & (F) Dezign and Technel| Home Ecenomics & |Music & (F)
2, |8ART_4 (0) 2D&T_1 (0} BHEC_Z (0) EMUS_3 (0}
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Placing Students

Timetabling > Grid Modelling > Tools > Move Students > Unplaced Students

e Click Fit All Students
e Select Ignore students in off-grid sets and click OK

Fit All Students
Optiors

@) l|lgnore students in off-gnid setsi

Include unlocked students in off-gnd sets

Include all students in off-grid setz [ovemde student locks)

| Ok, | | LCancel

e Accept changes by clicking OK
e Close Move Student window

e Click Update Statistics | v to check that all students have been placed

6.17 Inter-grid Linkage

Timetabling > Grid Modelling > Functions > Inter-grid Linkage

The Inter-grid Linkage table is used to link band records from different grids into common time
slots. Time slots link to the period structure that was previously created for the cycle and grid.

The user may populate the inter-grid linkage table in one of three ways:
e Manually linking all bands on the table and generating nothing

e Manually linking some bands containing fixed elements on the table and automatically
generating the rest of the table around the manually placed bands

e Automatically generating the entire table

If the Inter-grid Linkage table is being manually populated, this may be done prior to or after the
population of grids with teaching sets. Completing the Inter-grid Linkage table early will enable the
timetabler’s plans to be recorded and resources more readily tracked.

The Inter-grid Linkage table will be created for the entire timetabling year, with each schedule
appearing within it. The table may be filtered by schedule so that all grids with concurrent band
records may be displayed in isolation.

Selecting Timetabling > Grid Modelling and unlocking the grid and then clicking on the
Functions menu and choosing Inter-grid Linkage table will display the following screen:
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[ Inter-Grid Linkage
$*ué&
Timetabling vear [20160 _
Schedule |AII | [ Show Overlapping Schedules
Cycle W
Gnd Schedule Slot 1 Slot 2 Slot 3 Slot 4 Slot 5 Slot 6 Slot 7 Slot 8
Mon - H Tue-H | Wed-H Thu-H Fn-H Mon - 1 Mon - 2 Mon - 3
2016 - 07 2016 1.1 1.2 1.3 1.4 15 21 31 B.1
2016-08 & | Term 1 1.1 12 1.3 1.4 15 31 6.1 41
2016-08 [ | Term 2 1.1 12 13 1.4 15 31 6.1 4.1
2016-08 [l | Term 3 1.1 12 1.3 1.4 15 31 6.1 41
2016-08 I | Term 4 11 1.2 1.3 1.4 15 31 E.1 41
2016-09 [ | Semester 1 |11 12 1.3 1.4 15 6.1 41 5.1
2016-09 [ | Semesterz |11 12 13 1.4 15 6.1 41 51
2016- 100 | Semester 1 |11 12 1.3 1.4 15 41 5.1 71
2016- 100 | Semester2 |11 1.2 1.3 1.4 15 41 51 71
2016 - UsfE | 2015 1.1 1.2 1.3 1.4 1.5 21 31 4.1
To add another time slot, click on add a slot. E A time slot will be added onto the end of the

existing slots. The new slot will be available for all grids.

Right clicking on an individual cell will produce the following menu.

Slot 6 Slot 7 Slot 8 Slot 9
Mon - 1 Mon - 2 Mon - 3 Mon - 4

21 |31 ER 4.1
1 I 1

21
T Display Teaching Sets

— Mark As Unavailable

21 )
? Unlink Slot
a1 Unlink All Slots in Schedule

Display Teaching Sets will list all teaching sets associated with the band record.

Mark as Unavailable will highlight the slot as unavailable and no band record will be able to be
placed on the slot until it is made available by right clicking and selecting Make Available.

Unlink Slot will delete any band record linked to the slot
Unlink All Slots in Schedule will delete any band record linked to all slots

The last three functions will only be available if the grid has not been saved to a timetable.

Note: Best practice would indicate that all schedules be completely linked together before
saving so that the user can check that the timetable can be resourced.
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ACTIVITY

Timetabling > Grid Modelling > Functions > Inter-grid Linkage

%

e Click on Show Band Record Display
e Select 2020-08 and Term 1

e Filterto Term 1

e Drag the Band Record into the desired slot, as shown below

O
B8

Timetabling “rear | 2020
Cycle 20205

Schedule |Tem 1 w| [ 5hew Overlapping Schedules

Eauclbiecordinrl) Grid Schedule | Slot1 | Slot2 | Slot3 | Slot4 | Slot5 | Slot6 | Slot7 | Slot 8
Girid 202008 =
Schedule [Temn 1 v | [22008 | Temd [11 [1.2 1.3 1.4 [15 |21 |31 |61

e Complete mapping band record to slots by dragging the band records and dropping then into
the desired slots

(See the table below for an explanation of how Band Records are to be assigned to Slots1 to 29.)

e Close the window

Inter-Grid Linkage Table/Timeslot Mapping for Year 8

Monday Tuesday Wednesday Thursday Friday
Band Band Band Band Band

Slot Record Slot Record Slot Record Slot Record Slot Record
Home 1 1.1 2 1.2 3 1.3 4 1.4 5 1.5
Room
Lesson 1 6 2.1 11 7.1 16 5.2 21 4.3 25 3.4
Lesson 2 7 3.1 12 2.2 17 9.1 22 5.3 26 8.2
Lesson 3 8 6.1 13 3.2 18 2.3 23 7.2 27 4.4
Lesson 4 9 4.1 14 8.1 19 3.3 24 2.4 28 5.4
Lesson 5 10 5.1 15 4.2 20 6.2 29 9.2
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6.18 Time Slot Mapping

Timetabling > Grid Modelling > Functions > Time Slot Mapping

Time Slot Mapping is the act of mapping Band Records to the Period Structure.

Time-5lot Mapping
Timetable Details
Mear 2016 Available [T MoreTeaching [0
Cycle  [20165. 20165 Unavailable [

Slot Mo, Mapped To Row Code Mon Tue Wed Thu Fn =
1 Monday - H - H

2 Tuesday - H b

3 Wednesday - H 1

4 Thurzday - H 2

5 Friday - H

E Manday - 1 B1

7 Monday - 2 = 3

8 Monday - 3 4

9 Manday - 4

10 Monday - 5 B2

11 Tuezday - 1 5

12 Tuesday - 2 R

13 Tuesday - 3

14 Tueszday - 4

15 Tuesday -5

16 Wednesday - 1

17 “Wednesday - 2

18 Wednesday - 3 o -
19 Wednesday - 4 | A b

[ Save ] [ LCloge ]

Time slots may be dragged and dropped around the period structure. If the time slot is dragged to
an already populated cell, a warning message will appear before swapping the contents of the cell.
Right clicking on the time slot will display View Slot Details; if this is clicked a window will appear
that allows the user to view information about the grid, schedule and band record for that particular
time slot.

|:| Slot Information @

Year |20
Cycle |2D'I £-05 - 2016-05
Slot Mumber |B Teaching Period |M0nda_l,.l - Lesson 1

Gnid Schedule Band Record

2016 - 07 2016 21

2016 - 08 Tem 1 |

2016 -08 Term 2 31

2016 -08 Temm 3 31

2016 -08 Temm 4 31

2016-09 Semester 1 B

2016-09 Semester 2 E1

2016-10 Semeaster 1 41

2016-10 Semester 2 41

< >

Saving the time slots will store the row labels, days and row numbers for this grid.
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Note: The time slots may be changed at any time and can be completed before the grid has
been completely modelled.

ACTIVITY

Timetabling > Grid Modelling > Functions > Time Slot Mapping

Map slots to the period structure.

Click on an unmapped time slot
Drag it to an appropriate cell
Repeat until all slots are mapped
Click Save and Close

Slat 10 Slat 15 Slat 200

Please note: Consideration will need to be given to the subjects placed onto bands and the
inter-grid linkage table when planning how to map timeslots.
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Timetabling > Grid Modelling > Functions > Inter-Grid Linkage Table

[ Inter-Grid Linkage
S BE
Timetabling Year | 2020
Schedule |4l « | []5how Overapping 5chedules
Cycle 20205
Gnd Schedule Slot 1 Slot 2 Slot 3 Slot 4 Slot 5 Slot 6 Slot 7 Slot 8
Mon - H Tue-H | Wed-H | Thu-H Fri -H Mon - 1 Mon - 2 Mon - 3

The slots in the inter-grid linkage table are mapped to the period structure.

e Close the window

&y

e Lock the Year 8 grid

Retain Changes?

(S|

.

I.- \ Select YES to retain your changes or NO to restore from the System
' Snapshot.

Yes | ’ Mo ] ’ Cancel

e Click Yes
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6.19 Entering Auto-scheduling Constraints

Timetabling > Grid Modelling

The following constraints are only useful if the auto-scheduling process is to be used. The
constraints are optional but if used, may produce a better timetable with optimal use of fixed
resources.

6.19.1 Fixing Grid Elements

It is possible to fix and lock Teaching sets and Bands manually. The effect of fixing and locking will
signal to the auto-scheduling process to work around these fixed elements while continuing to
assess conflicts by placing teaching sets and students around these elements.

Teaching sets may be filled manually through Grid Modelling > Tools > Move Students. Students
will be able to be added to a set either from an existing set or from the cohort list. Once students
have been added to a set they may then be locked into the set. If a student is locked into a set
they cannot be moved out of the set either manually (unless the set is unlocked) or by the auto-
scheduling process. Teaching sets may also be filled automatically through the Tools > Fit All
Students function.

Note: Students may be manually added to Teaching Sets in two other areas:
Timetabling > Preferences > Teaching Sets or
Timetabling > Timetable > Functions > Move Student.

6.19.2 Subject Constraints

Timetabling > Grid Modelling > Grid Constraints

Users may define subject constraints before a timetable is generated. Constraints are used by the
auto-schedule process, but will also be used for validation during manual placement of fixed
elements.

Constraint categories are:

e Keep Together Sets — sets which must occur at the same time

e Keep Apart Sets — sets which must not occur at the same time

e Linked sets — sets that must have the same membership of students

|:| Constraint Definition

=

keep Together ]Keep Apart | Linked Sets
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ACTIVITY

Timetabling > Grid Modelling > Grid Constraints >Keep Together
9Eng_1 and 9HASS_2 are to be scheduled at the same time.

e Filter to the Year 9 grid and tick the green tick to make it the default grid
e Unlock
e Select Grid Constraints and Keep together

e Click Add Constraint ﬁl
e Give the constraint a name and click OK

Edit Constraint

Constraint Mame

[Engl/Hass2

LCancel

e Highlight 9Eng_1 and 9HASS_2 in the Available Teaching Sets list
e Click Add Selected Teaching Sets il

Timetabling > Grid Modelling > Grid Constraints > Keep Apart
9ITAL_1 and 9ITAL_2 are to be scheduled at different times.

e Click Add Constraint ﬁl
e Give the constraint a name and click OK

Add Constraint

Constraint M.ame

03 Ital

| Ok | [TEance

e Highlight 9ITAL_1 and 9ITAL_2 in the Available Teaching Sets list
e Click Add Selected Teaching Sets il
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Timetabling > Grid Modelling > Grid Constraints > Linked Sets

9-4 is a TAGS group. We want to ensure that these students are in the same teaching set for
each of their MESH subijects.

e Select the Linked Sets tab

e Click Add Constraint ﬁl
e Give the constraint a name and click OK
e Highlight 9Eng_4, 9Math_4, 9HASS_ 4, and 9Sci _4 in the Available Teaching Sets list

e Click Add Selected Teaching Sets il

|:| Constraint Definition

=

Keep Togelherl Keep Apart Linked Sets l

Linked Set Constraints

Constraint Teaching Sets

9Eng_4
9HASS_4
9hd ath_4
54

Teaching Set Code  Subject

Englizh 3
Humanities and Soci
b athematics 9
Science 9

e Close Constraints

=] [ [&
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6.19.3 Fixing Grid Elements

It is possible to fix and lock Teaching sets and Bands manually. The effect of fixing and locking will
signal to the auto-scheduling process to work around these fixed elements while continuing to
assess conflicts by placing teaching sets and students around these elements.

ACTIVITY

Timetabling > Grid Modelling

e Click Display Teaching Sets ©
e Drag and drop the HR teaching sets onto Band 1
e Drag and drop the 9-4 teaching sets onto Bands 2 to 5

1151 Home Room & (F} |Home Room 8 (F} |Home Room @ (F) [Home Room 8 (F)
'h SHR_1 (27} SHR_2 (28) 9HR_3 (26) SHR_4 (26)

214] English 8 (F}

2 |sEno_s ()

3 Humanities and Soc

'h SHASS 4 (0)

4[] Mathematics 9 (F)

Y [omatn_e @
2 [4] Science 9 (F)
'h 8Sci_4 (0)

6.19.4 Manual Teaching Set Allocation

Timetabling > Preferences > Teaching Sets

Teaching set allocation will often be performed by the auto-scheduling process, or using Student
Fit functions within Grid Modelling. However, students may be manually placed in a teaching set
and locked. These will be respected by the auto-scheduling process and student fit functions and
will not be re-allocated. Students must have been allocated preferences before being manually
placed in a related teaching set.

Teaching set allocation may be completed in one of three ways:

e Completely allocated by the auto-scheduler or Student Fit functions
e All teaching sets manually allocated
e A combination of manually allocated teaching sets and using the auto-scheduler
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Note: There are two further opportunities within the Move Students function to manually
place students in teaching sets:

Timetabling > Grid Modelling > Tools > Move Students

Timetabling > Timetable > Functions > Move Students

ACTIVITY

Timetabling > Grid Modelling > Tools > Move Students > Unplaced Students

e Select English 9 in the left-hand pane

Movwe Student
2020 [v] 2020- 09 - 09 Ve
M oved R edistribute | Balance Sets I Yiew Results I Conflict Resolution | Graphical Display ~ Unplaced Students
Subjects Students Destination Teaching Sets
Code Hame u P Hame Form Code Mo.
Parker Michasl 8082 1 U oA
GHASS Humanitizz and Social Scienci 11110 Farkey Bronzan 8084 ¢ L
SHEA Health E ducation 9 111 0 Fate Francine 8/ma3 Uy
Sk ath b athernatics 3 111 0 Pearzon,Tamara a/084 s U
9FE Phyzical Education 9 111 0 Peel Pamela 80871 U
95ci Science 3 111 0 Peter Blake 8/082 iU
N |ndanesian 9 530 Fhelpz Kimberlzy 8083 L
SATAL Italian 9 53 0 Pal Louis ame1 s u
o LR b etalwork 3 3k 0 Frice.Bermard a/084 s U Place
SMUS P uzic 9 KL Famzden,Grant 8/083 f U
T Woodwork 9 Kl 0 Fath,Hugh 8081 i U Remove
St A S o 0 Richardz Lia ga081 :d -
Food Fonad Praduction 9 7 Ritchie, Candice 8/084 | U FitAll
SCia Craft 9 220 Ouk.Joel 8083 U
A0ram Drama 3 22 0 tonneron, Thomas 8/081 U Auto Fromate
9Fab Fabricz 9 20 0 Moore, Gregony 8081 i U U = Unplaced
9HR Hame Room 9 3 108 tarna.Martyn amaz U P = Placed
SMED Media 9 i 0 Miozdale Wanessa 8083 ¢ U Red text indicates
tulroney, Todd 8082 s U unplaced students
turphy.D ale 8084 ¢ 1)
Mankivel Peter g/a083 :Uu h
Moskez Baron 8083 0 u
Moakes Seatt 8081 0 U
] Allow Oversize Sets I 0 Movements: I 10 Attempts: I 10 Ok Laricel Close
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) &
e Click Select Students
Find the students in Form 8.4

Student Search
W E O
General lPalametelsl Dates l .-’-‘«ddressl Dther] []ul} l T Setsx’Cohorts]

Surname/Ref. Mo l—
Preferred Mame l—
First Mame l—
Legal Surname l—

Contact Surnamme

Global Mame Search

|.~'-‘-.II Mames [Excluding History) E

Fiall Status Current :

“fear Group g

Form IDSJ,—E
Housge -tz
Group Type w1
Group g

Termns in 5chool
@ Mot Specified

[] Show Inactive Parameters in Dropdown Lists

) Mare than
I Leszthan i}
I Equal to
[CoFRdTT | Close

Click Select and OK when asked if you want to continue

Click Place and OK
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e Onthe Unplaced Students tab, select Home Room 9 in the left-hand pane

Most students have been promoted into their Home Rooms.

Move Student
2020 2020-09-09
Move/R edistibute l Balance Sets ] Wiew Resultz l Conflict Resolution | Graphical Display  Unplaced Students
Subjects Students Destination Teaching Sets
Code Name u P Name Form Code No.
SHEd Health E ducation 9 111 0 Harnmond,Grant Mot sp U
9FE Phyzical Education 9 111 0 Browen, Oliver 8083 iy 9HR_z 27
9Eng Enaglizh 9 a4 127 Antanello W alenting QfMat s U 9HR_3 26
GHASS Humanities and Social Scienci 84 (27 Bishop.&lecia a/081 ¢ U AHR_4 25
9k ath I athematics 9 a4 127 Winters, Craig /Mot 5 U
35ci Science 3 g4 27 Arkorelo,Mark, g/0e4 iU
Sind Indanesian 9 53 i0 Marna,Martyn a/maz iy
qITaL Italian 9 53 0 Mosdale Wanessa 84083 ¢ Y
A I etalwork 9 3|0 Mulroney, Todd ez iy Place
grUS Fuzic 9 34 0 Mankivel Peter 8083 1 Y
T Wioodwork 3 N0 Moakes,Baron 84083 ¢ Y Remove
At Ak S an oo Moakes,Scott 8081 Y -
Faod Fond Praduction 3 7 Orwin Bemnadette B/0B2 ¥ Fit Al
ACra Craft 3 22 0 Pate.Francine 84083 ¢ Y
90ram Dirama 3 2 0 Dssey.ans B/081 i Y Auto Fromatz
9Fab Fabricz 9 2040 Ok Joel 8083 iy U = Unplaced
; 5 10F Parker Michael a0z iy P = Placed
0 Leng.Ryan 8/083 ¢ % Red text indicates
LeoncioJaymes 8081 Y unplaced students
Lively Micolz a/ma1 iy
Lucewv Michael 84081 ¢ Y b
Lynn,dade a/mez iy
Magan,Shavlee 8082 L Y
[C] Allow Dversize Sets | 0 Movements: | 10  Attempts: | 10 Ok Lancel Close

Select Oliver Brown in the centre pane and 9HR_3 in the right-hand pane
Click Place

Repeat until all students have been placed in a Home Room

Save then Close Move Students
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6.19.5 Locking Sets

Students may be locked into teaching sets, which they cannot be moved from those sets during
auto-scheduling, or the sets themselves may be locked so that no one can be moved in or out.

ACTIVITY

Timetabling > Grid Modelling

e Right click in the cell containing 9Eng_4
e Select Show Teaching Set Members

The students may be locked into this teaching set. This would mean that that the auto-scheduler
could not remove them from this set or the linked sets. It could, however, place other students
into the linked sets.

e Close Teaching Set Members
e Right click in the cell containing 9Eng_4
e Select Lock Teaching Set

Warning [ I

~ Locking this set will lock all sets in this constraint. Do you wish to
continue?

e Read the message and click Yes

Now the auto-scheduler cannot move students into or out of the linked sets.

6.19.6 Locking Bands

Locking an entire band ensures that no changes may be made to that band during auto-
scheduling.

ACTIVITY

Timetabling > Grid Modelling

e Click on the padlock on Band 1 to close it

1[5] Home Room 9 (F) (Home Roem @ (F) [Home Room 3 (F) |Home Room 9 (F)
EI SHR_1 (28) 9HR_2 (28) SHR_3 (27) 9HR_4 (28)

No changes can now be made to that band.
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6.20 Auto-schedule Process

The auto-schedule process will create a grid that optimises the fit of student preferences, taking
into account user nominated constraints on subjects and teacher and room resources.

The following constraints can be selectively applied during the auto scheduling process:

Mandatory | Desirable | Optional

Number of Sets of a Subject v
Maximum and Minimum Class Sizes v
Matching Subject and Band Frequencies v

Resource Usage of other Grids
Staff Preferred Subjects

Subject Preferred Rooms

SRS

Inter-Grid Linkage

Keep Apart Sets

Keep Together Sets

Linked sets

Locking students in Sets

Locking Sets

NENENENENEN

Locking Bands

Note: The mandatory constraints will be applied, and should be checked by the timetabler
prior to initiating the auto scheduling process. Incorrect or incomplete constraints may
result in unacceptable solutions.

The auto-schedule process will function as a wizard requiring the user to nominate various settings
within three screens before the process begins. The fourth screen is displayed while the auto-
scheduler is in process. A user may cancel the auto-schedule process at any time by clicking
Cancel from any of the first three screens or <Ctrl + Break> and then clicking Cancel in the fourth
screen. At certain stages of the auto-schedule process cancelling may corrupt the data file, if this
is the case a warning will be displayed on the screen to that effect.

In screen one the user may select previously defined constraint settings (that is linked sets, keep
apart sets or keep together sets). The user may also elect to use threshold settings and resource
monitoring for teachers and rooms. Resource monitoring can only be selected if staff preferred
subjects and/or subject preferred rooms has been entered. Threshold settings allow the user to
fit the timetable even if teachers and/or rooms are a nominated amount short. Resource
monitoring, if ticked, will allow the user to monitor the placing of teachers and/or rooms.
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[ Auteschedule
Timetable ear I 2016 Current Grid | 2016-03-08 Cycle 20165
—LCansztraint Settings
Linked Sets Keep Apart Sets Keep Together Sets
o4 - ltal - EN1SE2 -

-

-

Congztraint Groups that will be applied during this Autoscheduler run are shown above.
Toreview and change constraintz, use the 'Edit Constraints’ button,

—Rezource Reporting and Thresholds

Select required reparting arealz] and threshold lewvels
S1aff Risk Threshold Modifiers

‘J|||||||||||D|

Roaom

| o] &

— Teaching Set P

Set weighting factors for uze in the placement process

lacement Factors

Relative Weightings

Student
Preference

Reszource
50 ‘ (N ||J| T |ED ‘.-’-‘«vailability

Staff
Resource

Resource

Fioarm
50‘|||||)||||||50‘

Frevious Mext Cancel

Screen 2 will display a list of related grids that have the potential to share resources with the
current grid. If the user wishes, the auto-schedule process to take into account resources from
other grids the relevant grids must be included. The inter-grid linkage table may be edited by
clicking on the Edit Grid Links button.

[ Autoschedule
Timetable vear I 2016 Current Grid | 2016-09-09 Cucle 20165
r—Related Grids
The list dizplays related Grids that have the potential to share resource with the current Grid, & hcked checkbox indicates that
a Gnd will be included when applying resource monitonng [with the selection of Grds saved to Timetable being mandatory).
Un-check a box toignore the grid during this rn of the Autoscheduler.
Schedule Period | Grid Name | Grid Period | Campus |Include
2016 o7 Middle 5 chool E -
Temn 1 0g Middle 5 chool
Tem 2 0a Middle S chool ]
Tem 3 0a Middle S chool ]
Temn 4 0a Middle S chool ]
Semester 1 10 Senior School ]
Semester 2 10 Senior School ]
E dit Girid Link. Grid Links are an eszential conzsideration when monitoring resource usage.
it and Links Where required, uze the Edit Grid Links button to examine and update the Grid Linkage table.
[Previous] ’ Mext ] ’ Cancel ]

Screen 3 allows the user to view the number of available Timetable Cycle slots. The user may
also indicate the number of possible solutions required and the variants of the main solution may

also be requested if required.
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[ Autoschedule @
Timetable ‘Y'ear I 2016 Current Gridl 2016-09-09 Cucle I 2016-5

—Timetable Cycle Slots
The Autozcheduler will position Band Records ok the azzumption that the number of zlats in the Timetable Cycle iz az shown.
The default walue iz based on all existing Grids aszociated with the Cycle, the Grid Linkage table and any existing period
shructure.

MHumber of Awadafd Safrin a zingle ratation of the Timetable Cycle 29

——Mumber of Main Solutions

The Autozcheduler can be zet ta generate multiple zalutions for the same grid:-

Optirmization depends upon making sensible decizions, but in complex problems like timetabling, the results of different mwins will
wary due to the need to select many Hmes on the basis of two equal choices,

Each solution requires a significant bme to generate, so at this point you can choose the number of results to produce.

Flease remember that increasing the number required will result in increased time taken, but provide a greater probability of
producing a better zolution.

Mumber of pozsible solutions to generate I 2

r—Generate Varants

Far each main solution, it is possible to generate variants, with the time required for each of these being less than that needed for
a main zolution. When Generate Wariants iz selected, & total of up ta bwenty variants will be generated far each zalution, this wil
of course mean a noticesble increase in the overall time required.

Ag with main solutions, identical results will be generated
Generate variants for each solution [

[Previous] ’ st ] ’Eancel]

The auto-schedule process completes the following functions in the listed order:
Examining Teacher and Room preferences

Calculating possible teacher use — Selected Schedules

Calculating possible room use — Selected Schedules

Making initial allocation of students to teaching sets

Assessing initial allocation of students to teaching sets

Improving student allocations to teaching sets

Examining current Teaching Set to Band assignments

Saving newly created timetable details

A completion report is displayed at the end of the auto-schedule process showing any conflicts
and/or student dropouts created by the process. The user may then relax or tighten constraints
and run the auto-scheduler again or accept the result and manually manipulate the grid to produce
a better grid.
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[ Autoschedule
Timetable Year I 2016 Current Grid | 20M6-09-09 Cuycle | 20165

Autozchedule Summary

MNumber Mame
! olution: 1.1 -
2 1AS Solution:21 - Dropouts: 38

‘| I 3
Jennifer Zolter—Albert — 1 Subject -

Humber of Students with 1 Un=zatisfied Freference = 34

Humber of Students with 2 Unsatisfied Preferences = 2

Percentage Student Preferences =atisfied = 96 58X
Total Students not fully placed on this Grid = 36

Adutoscheduler run timed at: 00:17.25 Hours:Mins. Secs

Select the zolution you wizh to work with from the lizt to display a full report.
Select 'Cloze’ to exit the Autazcheduler and leave the chozen salution it the Grid Modeling screen

All zolutions have been zawved as shapshots and can be loaded by using the Snapzhot Manager,

Note: The time taken for the auto-schedule process is dependent on the size of the school,
number of constraints used and the processing capacity of your hardware.

Manipulation of Auto scheduler Solutions

Solutions produced by the Auto scheduler can continue to be manipulated using the functions

available within grid modelling. Alternatively, constraints and fixed elements may be adjusted and
the auto scheduler restarted.
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ACTIVITY

Timetabling > Grid Modelling > Functions > Autoschedule

Use the Autoschedule wizard to complete the Year 9 grid

e Click Functions and Autoschedule

e In the first screen view edit, if necessary, previously defined constraint settings, threshold
settings and resource monitoring

=

Staif

Fioom

Resource Reporting and Thirezholds

Select required reparting arealz) and threshold levels

Risk Threshold Modifiers

|)m|°| 2

|)m|“| 2

Teaching Set Placement Factors

|:| Autoschedule
Timetable “rear | 2020 Current Grid | 2020-09 - 03 Cycle | 20205
Cohstraint Settings
Linked Sets Keep Apart Sets Keep Together Sets
9.4 ] EVHZ
Constraint Groups that will be applied during this Autoscheduler run are zhown above. " .
Toreview and change constraints, use the 'Edit Constraints' button, @ Edit Constraints

Set weighting factors for uze in the placement process

Student

Preference

Staff

Rezource

=
Relative Weightings
Resource
54 ‘ (N ||,«J|| I ‘48 ‘Availabilit_l,l
Room
54‘ |||||AJ||||| 4E‘Fhasourc:e
Presious Cancel

e Click Next
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Timetable Year | 2020 Current Grid | 2020-09-09 Cycle | 2020-5

Related Grids

The list dizplayz related Grids that have the potential to share rezource with the current Grid. A ticked checkbox indicates that
a Girid will be included when applying resource manitaring [with the zelection of Grid: aved to Timetable being mandatom].

Ur-check a bow tao ignare the grid during this ran of the Autazcheduler.

Schedule Period Grd Mame | Grid Penod Campus |Include
2020 o7 Middle School O
Tem 1 na Middle Schaol
Temn 2 na Middle Schaol O
Temn 3 0z iddle School O
Tem 4 0z iddle School O
Semester 1 10 Senior School O
Semester 2 1a Senior Schoal O
Edit Grid Links Grid Links are an essential congideration when monitoring resource uzage.

Wihere required, uze the Edit Grid Links button ta exanine and update the Grid Linkage table.

Previous M ext Cancel

|:| Autoschedule @

e Include only the Term 1 Year 8 grid in resource monitoring and click Next
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] Autoschedule

Timetable Year I 2020 Current Grid | 2020-09-09 Cycle | 2020-5

—Timetable Cycle Slats
The Autozcheduler will pozition Band Records on the azsumption that the number of zlotz in the Timetable Cycle iz az shown,
The default value iz based on all existing Grids associated with the Cycle. the Grid Linkage table and any existing period
shuchure.

Mumber of A saaie Shefein a single rotation of the Timetable Cycle 29

—Mumber aof Main Solutions
The Autazcheduler can be et to generate multiple solutions for the same grid:-

Optimization depends upon making sensible decisions, but in complex problems lke timetabling, the results of different rung will
vary due o the need o zelect many times on the bagiz of two equal choices.,

Each solution requires a significant time to generate, o at this point you can choose the number of results to produce.

Pleaze remember that increasing the number required will result in increazed time taken, but provide a greater probability of
producing a better zolution,

Mumber of pozzsible solutions to generate I 2

——Generate Variants

Far each main zolution, it iz possible to generate variants, with the time required for each of these being less than that needed fo
a main solution. “when Generate Y ariants is selected, a total of up to bwenty wariants will be generated for each solution, this will
of course mean a hoticeabls increase in the overall time required.

Az with mait solutions, identical results will be generated
Generate variants for each salution [

Frevious et Cancel

e Enter Number of Possible solutions to generate as 2 and click Next

The Auto-schedule process will commence. Once completed, you may one report per solution on
the screen or you may print these reports.

[ Autoschedule

Timetable v'ear I 2020 Current Grid | 2020-09-09 Crycle | 2020-5

Autozchedule Summary

MHumber lName
(45 Solution: 1.1 - Dropouts: 43

AS Solution: 2.1 — Dropout=:27 ~

There are insufficient teachers to =staff Teaching Set 8HE_1 in Slot 1 of
2020-08.

There are insufficient teachers to =taff Teaching Set SHRE_1 in Slot 2 of
2020-08.

There are insufficient teachers to =taff Teaching Set SHRE_1 in Slot 3 of
2020-08.

There are insuificient teachers to staffi Teaching Set SHR 1 in Slot 4 of
2020-08.

Thava ara inenffimiant toarhasrs o =taff Taaching S=t 80R 1 4% S1a+ © ~F

Select the zolution you wizh to wark with from the lizt to display a full report.
Select Cloze to exit the Autozcheduler and leave the chozen solution in the Giid Modeling screen

All zolutions hawve been zaved az snapshot: and can be laaded by uzing the Snapshot Manager. Frint

Cance|

e Click Close
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Note: The user may manually resolve conflicts or tighten/relax constraints and run the auto-
scheduler again.

6.21 Refining Student Placement

Once all teaching sets are in place, it is now time to refine student placement for the timetable.
Student Placement involves ensuring that all students are placed in a teaching set at any one time
and there are no clashes or unplaced preferences.

This process will involve the use of the Move Student Function to manipulate the placement and
balance of students within sets of multi-set subjects and the use of the Student Course function to
manipulate and fit individual students.

6.21.1 Move Student Function

The Move Student function is available in two places:
e Timetabling > Grid Modelling > Tools > Move Students
e Timetabling > Timetable > Functions > Move Students

The Move Student function allows the user to move or redistribute teaching sets, balance all sets,
view the results of any moves, resolve conflicts and place unplaced students.

Move/Redistribute allows the user to highlight any teaching set and students in the teaching set
will then be automatically highlighted. The Move Students option allows the user to highlight any
or all students and move them to another teaching set for the same subject. If there is more than
one destination teaching set available, using the Redistribute function will try to place students
with the minimum of dropouts. Remove will remove the teaching set from the grid and any
students in that set will become unplaced students.

Move Student
2017 2017 -08- 08
Move/Redistribute l Balance Sets l Yiew Results ] Conflict Resolution | Graphical Display | Unplaced Students
Teaching Sets Students Destination Teaching Sets

Code Subject No. Max Code _Nu.

i W~ |8RT_2 15
BART_2  iArnE 15 22 S8RT_3 {15
BART_3  iArtS 15 22 BART_4 114
BART_4 A8 14 22

aD&T_1 Dezign and Technology 8 (15 22
aDET_2  iDesign and Technology 8 15 22
aDET_3  iDesign and Technology 8 15 22
aD&T_4  :iDesign and Technology 8 :14 22
BEMG_1 {English & 29 30
BEMG_2  iEnglish 8 a0 a0
BHASS_1 iHumanitiez and Social Sciei 29 i}

Move Student(s]

BHASS_2 iHumanities and Social Sciei 30 i} Bedistribute
8HE_1 Health Education 8 29 a0
aHE_2 Health Education 8 30 an Femove
8HEC_1 Home Economics 8 15 22
8HEc_2  iHome Economics 8 15 22
8HE:_3  iHome Economics 8 15 22 Amber K ylie
8HEc_4  iHome Economics 8 14 22 Andrews, Guy
aHR_1 Home Room 8 23 i} Atking Aaron
8HR_2 Home FRoom 2 30 a0 Avery Rosln i .
gIMD_1 Indonesian 8 29 1l B andy Brandy
ATAL 1 iltalian 8 30 an Baverstock Helen :
BMUS_1  iMusic 8 1 22 . Black Mary v
] Allow Oversize Sets | 0 Movements: | 5  Attempts:| 5 ];8 Cancel Close

After any attempted change, the View Results tab will be shown to display the success or failure
for individual students of any move.
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The report may be printed from this screen by selecting Print Log. If Success is listed, the
student has been successfully moved to the destination teaching set. If Failed is listed, the
student has not been moved but remains in their original teaching set. If Dropout is listed, the
student is now not placed in any teaching set for that subject and remains unplaced.

Balance all Sets attempts to redistribute students to allow more equitable teaching sets. Users
can select some or all teaching sets to be balanced. Highlighting the relevant teaching sets and
clicking on Balance Sets will attempt to redistribute the students.

Move Student
2016 =] 2016-03- 03 [=]
Move/Redistibute  Balance Sets ] View Results ] Conflict Rezolution | Graphical Display | Unplaced Students l
Subjects Teaching Sets

Code Mame Code Subject MHo. Max
Gk Artd - Sart_1 At 22 2.
ACra Craft 9 ACra_1 Craft 9 14 22
90ram Dirama 9 90ram_1  iDramad R Select the teaching
IEng English 3 IEng_1 English 2 27 sets that you wish to
IFah Fahrics 3 9Eng 2 Englishd 27 A0 balance.
YFand Food Production 9 9%Eng 3 iEnglsh g 30030 Mote that other sets
JHEd Health Education 3 H3Emg 4 (English 9 27 a0 |z | may be adjusted in
9HR Home Room 3 Fabricz 9 26 22 this process, and that
qTAL |talian 9 2 occasionally the
nd Indonesian 9 situation may appear
QED Media 9 to get worse before it
ImMUS Pusic 9 Health Education 9 gets better.
e retabwork 3 Health Education 3 24 30
It ath Mathematics 9 Health Education 3 23 il
9rE Phyzical Education 9 Home Roarn 9 28 an
95EE Society & Environment 3 9HR_2 Home Room 3 28 i}
95ci Science 9 9HR_3 Harme Room 3 28 a0
Fahad “woodwork, 3 9HRE_4 Home Room 3 27 i}

UTAL_T  ltalian g a0 30

UTAL_2  ltalian g A a0

Qind_1 Indonesian 3 30 i}

And 2 Indanesian 9 30 an

k MED 1 iMedia 3 15 2 -

[7] Allow Dversize Sets 2 Movements: 5 Attempts:| S (] Lancel LCloze

Once the balancing of the sets has been set in motion, the Graphical Display of teaching sets will
be automatically displayed. If the system could balance teaching sets without allowing any
dropouts, the graph will automatically adjust to reflect the balancing.
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Mowve Student

2016 [+] 2016-08-08 [=]

Maove/Redistribute l Balance Setz l Wiew Resultz l Conflict Besolution  Graphical Display l Unplaced Students l

Balancing Teaching Sets

32

28

24

8IND BENG 8HEc BPE 2Math 8HR
BITAL 83C1 8ART EMUs BD&T B3&E 8HE

[] Allow Dversize Sets ] Movements: 5 Attempts: | S ok Cancel LCloze

Conflict Resolution allows the user to select some or all students for a grid and Check for
Conflicts, that is, check for student clashes. Any clashes will be listed and the user may Resolve
Conflicts from this screen.

Move Student
2016 [=] 2015-02-08 [=]
Move/Redistribute ] Balance Sets l View Fesults  Conflict Resolution | Graphical Display | Unplaced Students
Students List of Conflicts
Hame Form Mame Set1 Set2
irAore - ke, Mitchel Eﬁ-’-‘«HT_2 ESMUS_B -
7 tartine, Liam (BART_2  iBMUS_3
Markle, Zoe (BART_2  iBMUS_3
Qliver Mancy Pendlebury, Stacey (BART_2 iBMUS_3
Oppeal Craig Phelps, Ryan (BART_2  :BMUS_3
Faterzon Erin Sampson, Mora (BART_2  iBMUS_3 =
Fendlebury Stacey Sintar, Ellen (BART_Z  i8MUS_3

Peters,Darryl
Fhelps.Ryan 7072
F afferty Eleanar 7072
Richardzon.Ben 707
Robson Zoe

Sampzon Mora
Scanty.Janelle
Sintar,Ellen

‘wiard, Guy BART_2  BMUS_3

Fesalve Conflicts ["] Retain Locked Preferences

Sintar,K.arl

Srith,Thy
Sullivvar Harnah 7072 L

Taylor, Cass 74071 3

W anzhrough, Brandon ;74072 Deselect Al

W ard, Guy 707

e ard Simon A7 Select Al

Zilter,5uzan V072

-

[7] Allow Dversize Sets | 0 Movements: 5 Attempts: | 5 ak Cancel

Unplaced Students displays any subjects in red that have any unplaced students. All other
subjects and placed students are also listed. Students who are unplaced are listed in red and have
a U placed next to their name. The third column displays associated teaching sets for the
highlighted subject. Highlighting the appropriate subject(s), student(s) and teaching set(s) and
clicking Place will attempt to move students into teaching sets. The Remove function will move a
placed student from a teaching set. The Fit All function will attempt to place all unplaced students
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into relevant teaching sets. Auto Promote promotes students’ reserve preference, after which Fit
All may be attempted again. The success or failure of the attempted placements will be shown on
the View Results tab that will display automatically.

Move Student
2016 [=] 2016- 0208 [=]
Move/Redistibute l Balance Sets ] WView Results l Corflict Resolution | Graphical Display  Unplaced Students
Subjects Students Destination Teaching Sets
Code MName u P Mame Form Code MNo.
« |Pendlebury Stacen TOF2 iU .
an&T Design and Technology 8 i} 59 Brown, Lana FLUEA ] B8RT_3 115
BENG Englizh 8 a 53 Sampszon.Mora Rz U B8RT_4 120
BHE Health Education 8 i} 53 Sintar Ellen VAR + U
8HEC Home Economics 8 1} 59 Dudrey.)enna FL A ] A
28HR Home Foom 8 i] 59 Farrton, Stephanie 071 0=
8IMND Indonesian 8 i} 29 Iriz Megan TF2 iU i
BITAL Italian & a 30 Atking Aaran w071 U :
aMUS Music 8 a ] i ard Gy w71 iU Place
Bk ath M athematics 8 i} 59 Longmire, R aghir FOF2 2
arE Phyzical Education 8 i} 59 Lithgow,J ared VAOR2 ey Remove
a5&E Society & Environment 8 i} 59 Lifter Alex FAOr2 8 ——
BSCT Science & 0 isa Lesley, Codie 7071 Fit Al
Koehler Bronson ORI P
Knowles Bianca 7072y | AuoPomcte |
K.ea Mitchell T2 Y U = Unplaced
Hardley, Todd James (70771 & Y P = Placed
b artire, Liam FOF2 2 Red text indicates
Wansbrough Brandon (7072 8 Y unplaced students
Taplor.Cass FOF P
SullivanHannah Rz iy
Smith, T hy ORI
~ |RobsonZoe TOF2 P L
Allow Dversize Sets 0 Movements: 5 Attempts: | 5 ok LCancel LCloze

If the move has been successful, clicking OK will save the move. If the move has been
unsuccessful and the user wants to return all students to their original teaching sets, clicking
Cancel at any time will not save any changes. If the user is in the Grid Modelling screen, the use
of snapshots may be advantageous to check the results of any moves.

Allow Oversize Sets if checked will create teaching sets that are larger than the maximum listed
in the Subject Load table if this will allow more students to be fitted into the teaching sets.
Movements shows the number of student moves that have been allowed for this grid. Attempts
displays the number of attempted moves to place students on the grid.

The Timetable Year and/or Grid may be changed at any time while working within the Move
Students function.

Useful reports to view while analysing student fit are the
e Auto-scheduler Completion Report

e Student Fit Report

e Load Table Report

e Conflict Matrix Report

These reports except for the auto-scheduler completion report are found in Timetabling > Reports
> Planning and Preparation.
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7 Reports

9

AR T 5| en

[ Load Table

copee

&3 Planning and Preparation Feports
D Student Fit Report

D Conflict b atrix

D Staffing Requests
0 &M Reports -
0 %M Reports -
0 % M Reports -
0 &M Reports -
0 %M Reports -

Tirmetabla
Students
Staff
Rooms

Teaching Sets

Data Validation

Thursday, 19th November 2015

These reports are used to support the entry of course

and student Preferances.

‘Drag-and-drop’, tick-boxes and pick-lists allow you to

specify the report format and content.

Cancel
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ACTIVITY

To fit as many students as possible to the Year 9 grid:

Timetabling > Grid Modelling

e Click Update Student Statistics

Q

This will indicate how many students are unplaced overall and for each band record.

-

O
Functions Tools
2020 2020-09- 03
Band/
Band Record

1 (111} [5]

=)
2 (111) [4]

=)
3 (111} [4]

=)
4 (111} [4]

i
5 (87)[4]

i
& (111)[2

=)
7 (108} [2]

=)
3 (111} [2]

=)
g (111} [2]

=)
10 (111) [2]

(=

Grid Constraints  Switch View

¢ &

o g | Y

S X Students 111 Flaced |25 Unplaced |26 Grid poszitionz are fixed

Home Room 9 (F)

Home Room 9 (F)

Home Room 9 (F)

Home Room 9 (F)

SHR_1 (28) SHR_2 (27) 9HR_3 (28) 9HR_4 (28)
English & English 9 (F} Humanities and Soc|Mathematics 9 Science 9

SEng_1 (20} SEng_4 (27} R SHASS_ 2 (10} SMath_1 (26) 9Sci_1 (28)

English & Humanities and Soc|Mathematics & Science 9

SEng_3 (30) SHASS 4 (27)E  [SMath_3 (28) 93ci_3 (28)

English & Humanities and Soc|Mathematics 8 (F)} |Science &

SEng_2 (30) SHASS 1 (24) SMath_4 (27) 8 93ci_2 (30)

Humanities and Soc|Mathematics 9 Science 9 (F)

SHASS_3 (30) SMath_2 (30} 9%ci_4 (27)H

Health Education § |ltalian & Indonesian & Physical Education !

SHEd_3 (25) STAL_2 (30) Bind_1 (28} 9PE_3 (28)

Heaftth Education 8 |Healtth Education 9 (falian § Physical Education !

SHEd_1 (29) 9HEd_4 (28) OmAL_1 (23) 9PE_4 (28)

Heaftth Education 8 |Indonezian 9 Physical Education {| Physical Education !

SHEd_ 2 (29) Sind_2 (27} SPE_1 (28) SPE_2 (2T)

A9 Drama 8 Fabrics 8 Food Production 8 |Music 8 Metalwork § Woodwork 8
QA1 (15) S0ram_1 (22) SFab_1 (200 9Food_1 (8) SMUS_2 (15) SMW_1 (21) SVWW_2 (10)
A9 Craftg Food Production 8 |Music 8 Metalwork 9 Woodwork 8

SAM 2 (15) SCra_1 (22) SFood_2 (19) SMUS_1 (19) SMW_2 (15) SWW_1 (21)

It is likely that one of the Bands between 2 and 5 will contain five teaching sets and another will

have only three.

e Ensure all grid bands are unlocked, then right click on the smallest teaching set on the longest
band and click Move Teaching set
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95ci 1 (28)

2 (111)[4] English & English 9 (F}

7 [eEna_1 2oy 9Eng & (27) &
3 (111)[4] English 9

2 [9Eng_3 (3m) 9HASS_4 (27) H

Humanities and Soc|Mathematics 9

9Math_3 (28)

Science 9 ‘

Move Teaching Set

Change Selected Students' Teaching Set

e Choose Retain Students in Teaching Set and click OK twice

Mowve Teaching Set

Flease zelect an option from the list below:

(®) R etain Shudents in Teaching Set:

() Remove Unlocked Students from Teaching Set
(_) Remove ALL Students from Teaching 5 et
Thiz option will not attempt ko remove any students from the

teaching set. Thiz may result in student clazhes if vou are maving
the teaching et to a new location on the gnd.

LCancel

e Select the shortest Band between 2 and 5 and click OK

Teaching Set

Code [aHass_2
Description | 9HASS_2
Subject |Humanities and Social Science 9

Move From | Band: 2

All acecurrences of the selected
teaching set within the sounce
Band will be maved into the
destination Band.

LCancel

Maove Ta
Band (®) Mave All Decunences on Band
1 Move Single Occurrence
3
4 Please select a destination Band
from the list of available Bands.

This is likely to create conflicts.

e Click on Tools > Move Students and select Conflict Resolution

e Click on Select All and Check for Conflicts
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Mowve Student

2020 2020-09-09

Mave/Redistribute l Balance Sets l Wiew Results

Conflict Resolution

Graphical Dizplay

Unplaced Students

Students List of Conflicts
Name Form MHamea Set Set2
SangoAndrew 8,083 A King, Jared I9HASS 2 9Math_2 ~
5 antoso Jennifer £/08.4 Lang, Jade IGHASS 2 i9Math_2
5 aunders, Tiffary £/08.1 Magan, Shayles IGHASS 2 i9Math_2
Schiuter,S amuel 8/08.2 tMonneron, Thomas (9HASS_ 2 (9Math 2
Scholar.lmogen 8/08.2 Mosdale, Wanessa ESHASS_2 ESMath_E
ScottMark 8/08.3 Mankivell, Peter {HASE_2
Shifter M atalie 8/08.4 Srnith-Carter, Ben
St D avid 8/08.1 Y anderlan, Alizon 9H;
Smith-Carter Ben 8408, :
Shiffen,Megan 8/08.2 -
Sok,Glen 5083
Stancapk Josh 8/08.3
g:sgj;ﬁg?:;e giggl Resolve Conflicts [[] Retain Locked Preferences
Tharme.Chanton 8/08.1
Trinder Aiden 8/08.4 =
W anzhbraug 8708,
Watzon, Tom 8/08.3
Williarns,5 andra 8/08.4 Deselect &l
Winters, Craig /Mot 2
“foung Eilesn 8/08.3 Select Al
Zolter-AlbertJennifer  (8/08.4 v
[JAllow Oversize Sets | 0 Movements: | 5  Attempts:| S (08 Caneel Llaze

e Click Resolve Conflicts and then select the View Results tab to see how the conflicts were

resolved.

e Click OK to save the changes

Now some unplaced students may be placed.

e Onthe Unplaced Students tab, click Fit All

Any subjects highlighted in red have unplaced students. The students highlighted in red
are the unplaced students for the selected subject.
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Move Student

2020 2020-03-09

Move/Redistibute ] Balance Sets l Wiew Results ] Conflict R esolution

Graphical Display

Urnplaced Students

Subjects Students Destination Teaching Sets
Hame Form Code No.
‘ t appin, Phil 3083 0 U oa
e wiaodwark 3 10 21 Lyt Jade a/0ez U GHASS_ 214
SFand Food Praduction 9 8 19 Stanczpk Josh a/mes s U HASS 3130
9Eng Englizh 3 4 107 Bandy,Tamara a/mel U
Sind |hdaresian 3 3 ER Bizhop Alecia a/mel U
Qart Art 9 0 30 Shiffen,Megan a/mnee U
9Cra Craft 9 0 22 Braam,Declan 8082 U
0ram [irama 9 0 22 Ozzeylane /081 U
9Fab Fabricz 9 0 20 Ellictt Eryce 8083 s U Place
9HEd Health E ducation 3 0 m EvanzDayna /081 (U
3HR Home Foom 3 0 m Peter Blake 8082 f U Remove
ATAL |talian 3 0 53 Futterby Aimee a/anss U -
GMED Media 9 0o Foss Hayley B0Rz U Fit &l
MUS Pfusic 9 0 34 W atzon, Tom a8/083 U
g Metalwark 9 o i3 Baom.Cartina 8082 | L Auto Fromote
Ikd ath I athematics 9 0 m tarlin Hayles 8082 U U = Unplaced
9FE Phyzical Education 3 0 m M cdrthur Aimee a8/081 U P = Placed
95ci Science 9 0 m Mok ame Leila a/anss il Red text indicates
W ansbrough,) ustin B0B2 P U unplaced students
Thore, Chanton g8/0871 P U
Pate Francine g8/083 1Y g
Fearson, T amara g/084 1 Y
Mosdale Vanessa 8083 1Y
[J Allow Dversize Sets | 0 Movements: | 5  Attempts:| S Ok LCancel Cloze

e Select Ignore students in off-grid sets and click OK

Some students will be placed.

e Click OK to save the changes and close the Move Students window

e View the stats again
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e Click on Tools > Move Students
e Click on the Unplaced Students tab

Move Student
2020 202009 - 03
t oved/Redistribute ] Balance Sets l Wiew Results ] Conflict Resolution | Graphical Display  Unplaced Students
Subjects Students Destination Teaching Sets
Name Mame Form Code Mo.
9 g Jury, Brad 8087 1 U A
SFaod Food Production 9 5 22 Broam,Declan a8z iU
St At 3 0 an Brabazon.Amy amaz U
ICra Craft 3 0 22 Blake Keira g0 i u
S0rarn Dirarna 9 0 22 Fiath,Hugh amal iU
SEng English 3 0 1 Pol Louis ga081 ¢ U
SFab Fabricz 3 0 20 Monneron, Thomas g8 i
GHASS Humanitiez and Social Scienc 0 1 Bandy,Tamara a/met iU
SHEA Health Education 9 0 111 Mulraren, Tadd amaz iU Flace
9HR Home Room 9 0 111 King.Jared 8081 ¢ Y
ATAL Italian 3 0 53 Moakes,Scott 8081 Y Remove
Nrd Indonesian 9 0 53 Ozzey.lane amal iy -
SMED Media 3 o o Peter Blake Rz i v Fit Al
IMUS Muszic 3 0 34 Rivers.Allan g8z iy
i Metahocrk 9 R Schola Imagen B2 Ao et
Stdath b athematics 9 0 111 Smith, D awid a/081 U = Unplaced
IFE Physical Education 3 0 111 Stewart Joanne 8081 Y P = Placed
35ci Science 9 0 m Tharre,Chanton 8081 Y Red text indicates
Barn,Corina amaz Y unplaced students
Gray Mathan a/ma2 i
Lang.Jade amez iy :
Leoncio,) ayrmes amal iy
Lucey Michael 8081 LY,
[JAllow Oversize Sets 0 Movements: 5 Attemipts: | S ok Lancel Lloze

e Click Auto Promote, then Fit All

e Select Ignore students in off-grid sets and click OK

e Click OK to accept changes and close the Move Students window
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Allow Oversized Sets

e Take a FULL Snapshot of your grid o

Select Snapshot Type
Options

() Grid Map [Teaching Set positions an the Grid)

@ Full Snapshat [Including Freference Data)

I

Enter a Code and Description for your snapshot

Totake a snapshot, enter a code and descriphion for the snapshot and click 0K, Existing snapshots

are displayed in the list below.

Shapshat Tupe: Full Snhapshat [Including Preference Diata)

Code

Description

Timetable Snapshot Manager - Take Full 3napshot

|51

|Befrae oversized sets

Return to the Tools > Move Students > Unplaced Students
Select Allow Oversize Sets and then click on Fit All again.
Click OK to accept any changes and close the window

Switch View > Vertical Grid View

e Identify oversized sets

Subject

St 122 |21

9Cra 1(22)

A0ram

9Eng 1127) 2200 32N 4 (27 =
SFab 120)

SFood 2i22)

JHASS 1128) 2[28) 3[30] 4278
9HEd 1 (30] 2(28) 326 4029)
9HR, 1128) 227 328 4028
ATAL 1123) 2200

nd 120) 2[28)

aMUS 109|218

I 1221 2118

IMath 1128] 2(29) 328 4275
9PE 1129) 2(29) 3(28) 4029)
95¢i 1129) 2(26) 329) 4[27) 5
Fualwd 1122)

e If the oversized set is too big, retrieve your snap shot by clicking and selecting your
shapshot
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e Continue to attempt to place students and to balance sets

Depending on your placement of teaching sets on the grid you may also wish to:
e Add Teaching sets through the Tools menu
e Delete Teaching sets through the Tools menu

Note: You can revert to an earlier snapshot at any time.

e Note the names of three unfitted students
e Close Move Students

e Lock o grid

e Click Yes to save the changes

6.22 Student Counselling

Once a grid has been created, it may be necessary to counsel students regarding changes to their
preferences to allow them a full study load within the constraints of the timetable and the resources
of the school.

After consultation with the student, it will probably be necessary to alter their preferences or
promote reserve preferences and create a new timetable for the affected student. This would
usually be done through Timetabling > Student Courses. The course for each student is presented
in three views. These are Preferences, Timetable and Grid. Each view will allow the entry and
editing of the student’s course and will have advantages in different circumstances. The timetable
view will only be available when the grid to which the student is a member has been saved to the
timetable.

To help in the counselling of students the Student Fit Report (Timetabling > Reports > Planning
and Preparation Reports) may be of use.

Preferences View

|:| Student Course Maintenance

4 & P | zos 201605 ar-a N o]
Anderson, Ben (3) B Gid |2EI1B -10-10 ~| Time Slice |1 FEB 2016 - 8 AFR 2016 |«
Freferences ITimetable] Grid]

Tupe Rank  Code Freference FReq SetMo Aszg Lock Band AlLBands Size  Teacher Foom
Frimary i1 T0ENG English 10 YES i1 YES (NO i4 2,3 23 trJ Brigg 555
Primary i1 10HR Hame Room 10 YES i1 WES MO i1 1 23 tr DJ Trainor 558
Primary i1 10k ath Mathematics 10 YES i1 YES (NO i2 3.0 23 Mz T Heaven 558
Primary i1 10HASS  iHumanities and Social Science 1GYES i1 WES (WO i3 4.5 23 Mz & Fisher 551
Frimary i1 105C Science 10 YES i1 YES (MO 5 2,4 23 Mz K Halter SCI3
Primary  iE 10FE Phwsical Education 10 WO i1 YES INO 8 B 21 Mz T O'Reiley [ENY & K]
Primary 7 10Ind Indanesian 10 WO 2 YES (MO 7 7 17 Mz J Calvin 558
Frimary {8 10HE Health Education 10 WO i1 YES (NO B 7.8 21 Mz T O'Reiley 552
Frimary 9 104 Art10 WO i YES (MO 10 22
Primary {10 10DRA Drama 10 WO i1 YES (NO 9 24 Mz J Calvin [N K]
Reserve i1 T0CRA, Craft 10 WO MO a
FRezeme 2 T0lew Jewellery 10 (§]a] MO 10 0

Any preference that has not been assigned to a teaching set will be highlighted in red and have NO
in the Assign column. In order to fit a student to a grid, preferences may have to be added,
deleted or promoted from Reserve.
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To add preferences, click on Show/Hide Subject List to bring up the subject list. Then click on
the required subject and drag and drop it onto the student preferences window.

To delete a preference, highlight it and click on Delete. E

To promote a preference, highlight it and click on the Toggle button.

Fitting the Student into existing Teaching Sets

e Highlight the unassigned preference

e Click on Assign Teaching Set

e Highlight the appropriate teaching set and click OK

Select Teaching Set

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

Code Mame Size
10FE_2 HOFE 2 H0

10PE_3 10PE_3 23

Teacher
Mz T Mortan

{Mr P Payne
M Peter

[ ok ] [ LCancel ]

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

displayed.

Alternatively, suggested Student Fit may be used. % The following screen will be displayed.

Maowe Student

Ben Anderson 10PE_1

10PE_2

2016 [+~] 2016-10-10
WView Results ]
Shudent Fram To Success
Ben Anderson 10PE_1 SUCCESS*
Ben Anderson 10Ind_2 SUCCESS*
Ben Anderson 10HE_3 SUCCESS

Frint Log

Clear Log

= indicates direct moves
between sets in the
zame Band Recards

[JAllow Oversize Sets | 1 Movements: | 10  Attempts:| 10

ak Lancel Lloze
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The Suggested Fit may be saved or cancelled.

Timetable View

The Timetable View displays the selected student’s course within the grid and timeslice selected.
Right clicking on a period presents a number of options to manipulate the student’s course.

|:| Student Course Maintenance

{ &P

2016

Anderson, Ben (3)

Preferences 1 imetable lGlidl

Periods
H

Monday

201605

Tuesday

Mv & =

Giid [2016

Wednesday

-10-10

Thursday

Friday

Home Room 10
10HR_1 (23)
Mr DJ Trainor
558

Home Room 10
10HR_1 (23)
fr D.J Trainor
358

Home Room 10
10HR_1 (23)
Wr DJ Trainor
558

Home Room 10
10HR_1 (23)
Mr DJ Trainor
558

Home Room 1(
10HR_1 (23)
fr D.J Trainaor
358

Indonesian 10

English 10 Health Educatic
10EMG_1 (23) |10HE_3 (15)
MrJ Brigg Ms T Mortar
585 554

Science 10 English 10
105CI_1 (23) |10EMNG_1 |
Ms K Holter MrJ Brigg
5C13 355

Science 10

Humanities anc
10HASS_1 (23

Mathematics 1C
10Math_1 (23)

Show Teaching 5et Members
Show Available Sets

Remove Student

GYM4

English 10

Health Educatic
10HE_3 (15)
Ms T Morton
554

558

GYM3

10ind_2 (17) |10SCI_1 (23) [10ENG_1 (23)
Ms J Calvin Ms K Holter Mr.J Brigg

555 SCI3 355
Mathematics 1C|Drama 10 Science 10
10Math_1 (23) [10DRA_1 (24) [10SCI_1 (23)
Ms T Heaven |Ms J Calvin Ms K Holter

SCI3

Humanities anc|Mathematics 1C|Indonesian 10

Ms AFisher

Ms T Heaven

10HASS_1 (23 |10Math_1 (23) |10Ind_2 (17)

Ms J Calvin

English 10
10EMG_1 (23)
Mr.J Brigg
585

Science 10
108CI_1 (23)
"7 K Holter
i3
ama 10
DRA_1 (24)
J Calvin
GYM3

Mathematics 1C
10Math_1 (23)
Ms T Heaven
558

Humanities anc
10HASS_1 (23
Ms A Fisher
351

Physical Educa
10PE_2 (23)
Mr P Payne
GYM4

| TimeSlice [1FEB 2016 - 8 APR 2016

Note: This view is only available once the grid has been saved as timetable.

Grid View

Grid View presents the selected student’s course overlayed onto the grid. 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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8 Indonesian 10 (F) |Physical Education -
2]
Mowe Student
92 Drama 10 Show Teaching Set Members etalwark 10
# |10DRA_1 (34) Remove Student WMW_1 (11)
Mr C Best - r P Scott
GYN1 MW 2
1002 Health Education 10| #alian 10
B [10HE_1 21) 10MAL_1 (22)
Mr P Payne MrT Jones
M54 552
1112 Health Education 10 Physical Education ©
| |10HE_2 (22) 10PE_2 (20}
Mr J Peter Mr P Payne
M35 G4

Timetabling > Student Course

Find the unfitted students

Filter to 2020

Reassign the preferences of these students in your preferred view
Close

6.23 Save as Timetable

Timetabling > Grid Modelling > Functions > Save as Timetable

Saving the grid as a timetable will incorporate the grid into the total overview of the school’s use of
resources, that is, the timetable. The action of saving locks the band records in the saved
schedule into the grid. Once the grid has been saved, it may not be re-modelled. However, a grid
may be unsaved if necessary and then may be re-modelled.

Unlocking the grid, clicking on the Functions menu and choosing Save as Timetable from the
menu will display the following screen.

Save As Timetable

r Timetable D etails
Year 2016

Cycle |2D‘I E-05 - 2016-05

Grid |Sc:hedule Band Hecords| Mapped| Slats Used| Periods Availablelcan Save |Saved
0 23 29 3 29 |
2016 - 08 Term 1 29 23 35 29 |
2016 - 08 Tem 2 29 29 35 29
2016 - 08 Term 3 29 23 35 29
2016 - 08 Term 4 29 29 35 23
2016-09 Semester 1 29 29 35 29
2016-09 Semester 2 29 29 35 29
2016-10 Semester 1 29 29 35 29
2016-10 Semester 2 29 29 35 29
2016 - U5 2B 24 29 35 29
Unzave Save Cloze

Highlight the grid to be saved and click the Save button.
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ACTIVITY

Save the Semesters 1 Year 8 and 9 grids to the timetable.

Timetabling > Grid Modelling > Functions > Save as Timetable

e Highlight the Term 1 for the Year 8 grid and Semesters 1 and 2 for the Year 9 grid

Sawve As Timetable

Timetable Details

Vear [2020

Cycle  [20205 - 20205

Grid

2020-08

|5 chedule
Termn 1
Tem 2

23

| Band Records| Mapped| Slots Used| Perinds Available|Can Save |Saved

2020-08

Termn 3

29

2020-08

202010

Semeaster 1

Close the window and lock the grid
Click Yes you do wish to save

i ||
2020-10 Semester 2 0 29 L]
2020-07 2020 i ] L]
Unzave Save Cloze
Click Save
Click Yes
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6.24 Allocating Staff and Rooms

Allocate Staff and Rooms allows the user to indicate which teacher and room will be used for each
occurrence of a teaching set on the timetable.

Allocation and maintenance of staff and room details is performed within the Timetable. 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

2m7 20175 &7 30JAN 2017 - 7 APR 2017 =]
Filter
Grid [&l v| 2 Department [l v

Periods 2017- 08 2017-09

Monday - H Home Room & |Home Room & Home Room @  |Home Room @  |Home Room @ |Home Room 9
8HR_1 (29) |8HR_Z2 (30) 9HR_1 (27) 9HR_2 (28) 9HR_3 (28) 9HR_4 (28)

Monday - 1 English 8 Humanities and £ English 9 Humanities and £|Mathematics 8  |Science 9
8ENG_1 (29) [8HASS_2 (30) 9Eng_3 (29) 9HASS_4 (27) |9Math_3 (26) |95ci_2 (29)

Monday - 2 English 8 Humanities and £ Health Education |ltalian 9 Physical Educatic|Physical Educatic
8ENG_2 (30) |8HASS_1 (29) 9HEd_4 (28) 9ITAL_2 (24) 9PE_1 (30) 9PE_2 (29)

woncy -

Monday - 3 Health Educatic|Physical Educatic English 9 Humanities and £|Mathematics 8  |Science 9
8HE_1 (29) |8PE_2 (30) 9Eng_2 (27) 9HASS_2 (30) [9Math_4 (27) |9Sci_3 (27)

Monday - 4 Mathematics 8 |Science 8 Humanities and {{Humanities and {|Mathematics 9 |Science 9
8Math_1 (29) |8SC1_2 (30) 9HASS_1 (24) |9HASS_3 (30) |9Math_1 (30)  |9Sci_4 (27)

Staff and rooms may be allocated to subjects on the timetable in one of three ways:
e Manually placing staff and rooms for every occurrence of a teaching set on the grid
e Auto-allocate all staff and rooms

e Manually allocate staff and/or rooms for some teaching sets and then auto-allocate staff and/or
rooms to the remaining teaching sets
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6.24.1 Manual Placement of Staff and Rooms

Teaching staff and rooms are allocated manually by highlighting an appropriate teaching set, right
clicking and selecting from the list of functions.

[ Timetable - Unlocked

Functions  Switch View

2mv 2M7A & 30JAN 2017 -7 APR 2017 =
Filker
Grid |AII v| B Department |AII
Feriods 2017 -08
Monday-H Home Room & |Home Room &
8HR_1 (29) BHR_2 (30)
Monday - 1 English 8 Allocate Teacher
8ENG_1 (29 Change Teacher
Remaowve Teacher
—_— Allocate Room
Monday - 2 English 8
SENG_2 (30 Change Room
Remaowve Room
Change Set
Monday - B _ Add to Combined Class -
Monday - 3 Health EdUCZ  Show/Add User Defined Period times
8HE_1 (29)
Show Teaching Set Members
| | |

6.24.2 Auto-allocation of Staff and Rooms

Auto-allocation of staff and rooms relies on subject-preferred rooms and staff preferred subject and
rooms. The auto-allocate staff and room function are available from the Function menu item
within the Timetable.

[ Timetable - Unlocked
Functions Switch View
Auto Allocate Staff
Auto Allocate Rooms
Move Students
Remove All Staff
Remove All Rooms

Clone Resource Allocation from alternative Schedule

Lock Timetable

Auto-Allocate Staff

The Auto Allocate Staff attempts to assign staff to all class meetings that are currently displayed
in the Timetable window.

Note That the Auto Staff Allocation function will only allocate staff to subjects in their list of
preferences. No allocations will be made where staff/subject preferences have not been
made.

If a set has been partially allocated to a single teacher, that teacher has the subject of the set in
their list of preferences, and it can allocate the remaining meetings to the same teacher then it will
allocate the remaining meetings to the same teacher.
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If a set has no teacher allocations, it can be taught by a single teacher, and the teacher has the
subject of the set in their preferences, then the teacher may be allocated to teach the set (this also
takes account of preference rank). It will do this first for staff who only have one subject
preference, and then for remaining staff. Over allocation of staff is not allowed at this stage (that
is, staff will not be timetabled above specified Net FTE).

If any class meetings remain to be allocated, then you will be asked if over-allocation of staff is
allowed. If it is then the previous step is repeated allowing over-allocation of staff.

If a Combined Class has class meetings relating to two or more subjects, then a staff/subject
preference for either subject will be sufficient for an allocation to be made. Note that this means
that some subjects may therefore be allocated to non-preferred staff.

If a displayed class meeting is part of a Combined Class and is linked to a class meeting that is not
displayed, then it will still attempt to allocate staff to the class meeting. If successful then the
allocation will apply to all class meetings that make up the Combined Class.

Auto-Allocate Rooms

The Auto Room Allocation will attempt to assign rooms to all class meetings that are currently
displayed in the Timetable window.

Note: The Auto Room Allocation function will only allocate rooms to subjects in their list of
preferences. No allocations will be made where room/subject preferences have not been
made.

Rooms are allocated to class meetings for a set where the set is already partially allocated to a
single room, as long as all of the remaining meetings can be allocated to the same room.

Sets that are linked to a room by a Must Have preference will be allocated to the Must Have room
as long as the room can be used for all meetings of the set.

Sets that are linked to a room by a positive preference (Highly Desirable, Desirable, Take if
Necessary) will be allocated to an appropriate room as long as the room can be used for all
meetings of the set. This will take account of the rank of the preference.

The previous step is repeated on an individual class-meeting basis — that is it does not check that
all meetings of a set will be allocated to the same room. Some meetings for a set may be allocated
whilst others remain unallocated.

Room allocation is then repeated on an individual class-meeting basis.

Before proceeding, users will be asked if they wish to proceed or to skip room allocation on an
individual class-meeting basis.

If a Combined Class has class meetings relating to two or more subjects, then a room/subject
preference for either subject will be sufficient for an allocation to be made. Note that this means
that some subjects may therefore be allocated to non-preferred rooms.

If a displayed class meeting is part of a Combined Class and is linked to a class meeting that is not
displayed, then it will still attempt to allocate rooms to the class meeting. If successful then the
allocation will apply to all class meetings that make up the Combined Class. For instance, if the
Combined Class includes a Science class and a Maths class, and the Science class has Lab 1 as
preferred room and Maths class has M1 as a preferred room, then if the auto room allocation
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function is run with Maths classes only, it will select M1 for the Combined Class, whereas if the
Science filter is applied then Lab 1 will be chosen.

Staffing and Rooming Reports

Some reports that may be of use are:
e Period Summary

Teacher Clash Summary

Staff Load

Room Clash Summary Report
Room Load

ACTIVITY

Manually allocate Elizabeth Taylor to one of the English teaching sets on the 2020
timetable

Timetabling > Timetable

e Open the 2020 timetable
e Right click on an English class and from the menu select Allocate Teacher
e Select Allocate Staff Member To All Class Meetings and click OK

Allocate Staff Member
Options
) Allocate Staff Member for the Selected Clazs Mesting

@ Allocate Staff Member bo ALL Clazz Meetings for the Teaching Set

[ 0K H Lancel J

A list of preferred staff for the subject will be displayed.
e Highlight Elizabeth Taylor and click OK

Note that Elizabeth’s preferred room has also been allocated.
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Auto-allocate staff and rooms for the remaining teaching sets for the Year 8 and 9 grids.

e Click Functions
e Select Auto-allocate staff
e Click Yes twice

e Click on Functions again and select Auto-allocate rooms
e Click Yes twice

Note: If there are teaching sets that cannot be allocated a teacher or room, users will be
given the option to display an exception report to the screen (that may be printed). These
teaching sets may be allocated manually or constraints relaxed and the auto-allocate
process run again.

e Manually allocate teachers and rooms to classes still requiring them

6.25 Lock Timetable

ACTIVITY

Timetabling > Timetable

e Go to the Functions menu and click Lock Timetable
e Enter your password and click OK

Lock Timetable
Password

“r'ou are about bo Lock the timetable for Cycle: 201 3-5.
Thiz waill restrict available manipulation tools to the
movement of studentz, You must supply a pagsword to
continue,

User: |ADMIN

Password: |

QK l [ LCancel

e Click Yes
e Close the timetable
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7 Timetabling Reports

The current timetabling reports are available from Timetabling>Reports. Most reports are also
available by printing of the relevant screens within the Timetabling module. The following list of
reports may change in the future to meet the changing needs of users. Samples of the available

reports may be viewed in Timetabling Manual.

Timetabling Reports have been broken up into three areas: Data Validation, Planning and

Preparation, and Operational and Maintenance.

Data Validation Reports

[== B L ata '/ slidation Feports
D Student Course Surmmary
D TEE Subject Summary
D Students Choozing a Subject
D Students Choozing a Combinatic
D Students with Less that a Giver

D Freferences for Students Choos

D Subject Recarmmendation and £

D Subject Recommendation and £

These reports allow the user to identify that correct subjects have been entered and allocated to

the relevant students.

Planning and Preparation Reports

1 Data‘Validation Reports =
Flanning and Freparation Reparts

|:| Student Fit Repor
[] Load Table

|:| Conflict b atris

D Staffing Requests

These reports assist the user in the planning and preparation of timetables.

Operational and Maintenance Reports — Timetable

1 Data‘alidation Feports ;I
[ Planning and Preparation Feports

0 & M Reports - Timetable
D Harizantal Grid Sumnary

[E] wertical Grid Set Distribution
D Period Surarmary

|:| Exam Timetables
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Operational and Maintenance Reports — Students

| % M Reports - Students
D Student Timetable by Date Rarn
[E] Student Timetable by Grid
D Student Load
D Clearance Form

D Student Courge Infarmation
D Student Courze Information Exp

D Courze Change Reports

Operational and Maintenance Reports — Staff

& b o Staff
D Teacher Clash
[ staff Timetable

[ Staff Load

D Relief Teacher Timetables
D Teacher Uzage Summary

Summary

D Free Teacher Surmary

Operational and Maintenance Reports — Rooms

D Fioom Timetable
D Fioom Load
D Fioom Uzage Summary

D Free Room Summamn

Operational and Maintenance Reports — Teaching Sets

0 & M Reports - Teaching Sets

[E] Teaching Set List [all Sets)

D Teaching Set List by Schedule
D Uzer Defined Teaching Set Lists
D Students and their Teaching Sel
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ACTIVITY

View the following reports

Timetabling > Reports > Planning and Preparation Reports > Conflict Matrix

e Select 2020, the Middle School and the 2020-09 grid
e Use Find to select all Active Year 9 subjects

< Reports (23]

L) =]
[ DataValidation Feports Titles
3 Planning and Preparation Reports Main Title |Conf|ic:t Matri

D Student Fit Repart Page Footer |

[ Load Table

D Comflict kdatrix Select Subioct

" ubjects

D Staffing Fequests TT Year |2EI2EI = 3t At D -
1  0&M Reports - Timetable ACra Craft9
[ 0O%MReports - Shuderts Campus |Middle School » ggrl]szE;;nhasﬂ
D O&mM HEDD[tS - Staff 9Fab Fabric: 9

eports - Rooms Ti 2020-09 w ood Food Praduction
[0 O&MR R Grid 9Food Food Production 9
; 3HEd Health Education 9

0 &M Reparts - Teaching Set

a Fpars - TRaching =t 9HR Home Roam 9
9HASS Humanities ahd Social Scienc v
Remave
Frint Cancel
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Timetabling > Reports > Planning and Preparation Reports > Staffing Requests

e Check Combined Staffing Report

e Enter 24 as the number of periods taught by a full-time teacher
e Enter 4 as the number of periods in a standard unit

e Print the report to the screen

&t Reports

9 &

[] Student Fit R
[£] Load Table

0 & M Reports -
0 % i Reports -
0 &M Reports -
0 % i Reports -
0 &M Reparts -

cooep

D ata alidation Reports
3y Planning and Preparation Feports

eport

El Conflict Matrix

Timetable
Shudents

Staff

Rooms
Teaching Sets

Titles
b iy Title: | Staffing Requests

Page Footer |

Select
Combined Staffing Repart
Timetabling Year 2013 ~
Cycle | 201905 v
D epartrnent |Art e

Mumber of periods taught by a full time teacher |24
Mumber of periods in a Standard Unit 4

Maote
Mumber of penods taught by a full time teacher:

This figure defaults to the sum of all the periods in the Timetable cycle. Please
adjust thiz figure to take inta account non-teaching periods, breaks, extended

days. etc. The figure should represent the number of peniods comprising a full load.

T Cancel
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Timetabling > Reports > O&M Reports-Students > Student Timetable by Date Range
e Select 2020

e Use Find to locate students currently in Years 7 and 8 whose surnames begin with A
e Print the report to the screen
|
& Reports X3

L) &
[ DataValidation Feports Titles
3 Planning and Preparation Feports Main Title |Student Timetable by D ate Range
1  0%M Reports - Timetable Page Footer |
=3 0 &M Reports - Students

g Shudent Trnet.ahle by O .te Ran Selact lSDrt]

Student Timetable by Grid Selacted Studants

D Student Load TT “ear |2020 - Antonello, bark

[] Clearance Farm Avery, Roslyn

D Student Course Information Cpele |2020_5 -

D Student Courze Information Exp

[ Course Change Reparts Range |3FEE 2020-34FR 2 [

D Re-admizsions Form O
(1 0%M Repors - Staff Include Tutor.Name[s] on Report
C1  0%M Reports - Rooms O Eontalc:l Detallls .
[ 0#M Feports - Teaching Sets [] Cambine Multiple Timetables

[] Studert Reference
[ Student Mumber Remove
< >
Print Cancel
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Timetabling > Reports > O&M Reports-Students > Student Course Information

e Select 2020, the Middle School Campus and the 2020-09 Grid
e Find three students
e Print the report to the screen

pee

D Student Course Information Exp
|:| Courze Change Reports

D Fie-admizsions Farm

0 & M Reports - Staff

0 %t Reports - Rooms

0 & M Reports - Teaching Sets

[ Prirt each studert on a new page

& Reports =
k) &
[0 Data¥alidation Reparts Titles
[  Planning and Preparation Reports tain Title |Sludent Course Information
1 0&M Reports - Timetable Page Footer |
3 0 %M Reports - Students Select Selected Students
D Studert Timetable by D ate Rare 5 ool
[ Student Timetable by Gid TT Year 2020 __ [ et
|:| Student Load Campus |Middle % chaol » Carless. Matthew
D Clearance Form
Student Courze Infarmation Grid |202EI- 09 ~

Remove

Pritat Cancel
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Timetabling > Reports > O&M Reports-Staff > Staff Timetable

e Select 2020
e Use Find to locate some teachers
e Print the report to the screen

& Reports X
L) =
[ Data‘alidation Reports Titlez
1 Planning and Preparation Feports Main Title |5taff Timetable
31 0 &M Reports - Timetable Page Footer |
[  0O%M Reports - Students
24 0 &M Reports - Staff Select
Teacher(z]
) TT Year |2U2D « |ABBE ABBOTT Elaine ~
B Staff Load BARH  BARCLAY Harriz
Cycle |2D2U-5 «| |BESC BEST Cal
D Relief Teacher Timetables ERl BRIGG Joseph
[ Teacher Uzage Summary Fange |3 FEB 2020-9APR 2. |~ |CALI CALVIN Jernifer
CREM CREED Micholas
0 Fre= Teacher Summary DAY DAVIDS Wiliam v
1 0&MReparts - Rooms
1 0 %M Reports - Teaching Sets Remave
Fritit Cancel
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Timetabling > Reports > O&M Reports-Teaching Sets > Teaching Set List (all Sets)

e Select 2020 and the English Department
e Print the report to the screen

& Reports @
L) =
1 Data‘alidation Feports Titles
1 Planning and Preparation Feports Main Title |Teaching Set List [all Sets)
C1 O %M Feports - Timetable e
(1 0% Repors - Students eIl |
1 0 %M Reports - Staff Ophions
(1 0O&M Reports - Rooms Timetablin
g'vear | 2020 w
£ 0 &M Reports - Teaching Sets O TS Headers only i |
BNT caching Set List (all Sets] (@) List Students Gird |A" >
|:| Teaching Set List by Schedule Department |English -
[£] User Defined Teaching Set List: [] Use Preferied Name S b
D Students and their Teaching Se ubiect |M| hd
Teaching Set |A|| -

Cancel

e Close the report

e Select TS Headers only

e Print the report to the screen again
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8 Final Review

ACTIVITY

Where would you go to complete each of these tasks in the timetabling process?
1. Set up the school year

2. Add a new room type and room

3. Edit a subject frequency

4. Set up cohorts

5. Edit staff preferred subjects

6. Make members of staff available to a timetable cycle

7. Setup agrid

o

Make subjects available to a grid

C IVI Ca Integris Timetable Construction

Page 243 of 248
© 2019 Civica Pty Ltd




9. Enter students’ preferences in bulk

10. Edit a subject load table

11. Manually place teaching sets on the grid

12. Edit the inter-grid linkage table

13. Balance teaching sets

14. Map time slots to teaching periods

15. Save a grid to the timetable

16. Auto-allocate staff and rooms
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B
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BANDS ...ttt ettt sttt sttt sae e 33,61
Bulk Entry of Student Preferences.......ccccceevevveiivieieninnnn. 166
Bulk Student Preferences .......cccceeeeeeevveeeeeceeccnnnnnnn. 167,176

C
CANMPUS ... e
CAMPUSES ettt e e s nenen s
change a teaching set...
Change of Course..........
Change Schedules......... .
Change Teaching Set .......ccccceeveerieenieeee e
CRANGE USEr ...........ooeeeeeeeeeee e see e
Changing Schedules........cccooviiiiiieeicieecec e
Changing Teachers & ROOMS ......cc.cevviiieeiiieeniiee e 56
Check for Conflicts...............ccooovuevoieeeeeieerieeieeee e 220
Checking for Conflicts .....cvevvveieerieieeeeree e 189
Clearance FOrM.....occoriiiiienieeee et 76
CloNiNg @ Grid .....ceiiiieiiiiie e 132
Cloning Resources from One Schedule to Another ............. 52
(o] 3o AP 96
COHORT ... e 33
(000] 3T o £ RSP UTRRRRRUR 96, 97
CombiNING ClIaSSeS .....eiiiiriieiiieeiirieeeieee et e e e 59
(0o o1 [To1 - 4 O 237
Conflict Resolution ...................ccccoveeeeeceesceeeiieeeeseenenn 220
Constructing the Timetable ........cccccovvveiiiiiieiciiee e 87
Course change ......cccccueeenns

Course Change Recording
Course Promotion Table..

Data ENtry cooeceeeeee s

Data Validation REPOItS ......cccveeviiiiiniiieeriiee e
(D17 10 1T Y= o
Deleting @ Band........cccooeuiieeiiiieiiieeeceee e
Deleting a Grid ....
Deleting Preferences..
Departments............ccccoeeveeiniiiiiniiennnnn,
Displaying Teachers and Rooms on Grids

E
Edit Subject Parameters........ccccoeeveeeecieecciiee e 142
Editing @ Grid.......oeeiiieiieiieecceee e e 132
Entering Staff Details .......ccoceevieeieerieeeeeeeeeee e 17
EXam Scheduler ..................cccoocveiiniiiiniiiieniiieesiiee e 32

F
File IMENU .ttt 14
FIE ATl ..ottt s 223
Fitting the Student into existing Teaching Sets............ 40, 226
[ D<o I T g T USSR 192
Fixed Grid EIEmMents ......cccevvviiieiiiieiniee e 191
Fixing Grid EI@mMents .......cceevveeveeneeeneerieenee e 199, 202
FOrmer ROIl c..eeeieeeieeeee et 24
Free ROOM SUMMANY ....evviiiiiiiiiiiieeee e e 83
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G
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Grid Constraints ..
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Grid Period STrUCLUre ....ccccvviiiiiiie e
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Grid SUDJECES .uvviiiiiieiiieectie et
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|
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Lock Terminal.................c.cccocveveiiniuiniiiniiiieenieenee e 14
LOCK TIMEtable ..cooveviiiieiieenieeeseee e 234
LOCKING BANAS ....cccvviieiiiieciiiecciiee et 206
LOCKING SELS ..ttt 206
Locking the Grid........coccveeviiieiniiieeiie e 191
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M
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Re-admission FOIrM .....ccocuiiiiiiiiiiieiieeeeeee e 79
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Remove Non-fixed Teaching sets.......cccceevvvveeeiieeeeiveeennns 135
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Report Destingtion ...................ccccooevevuuvieeeienniiiiieeeeessssiinenns 14
REPOITS. .ttt e e e 32
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Resolve Conflicts................cooeeeeveeicceieeiiiieeeiieeeecvee e 221
Restore a SNapshot ......cccveeeiiiiiccieeecree e 72
Room Availability .......ccoovueeiniiiiiiieeieeeee e 127,128
ROOM LOAd ...iiiiiiiiiiiiecteeeee et 82
ROOM TYPES ...ttt e e e e 26
ROOMS .......ooeveeeveveveeeeeeeeeeeeeeeeeeeeeeerereseseseresesesesenes 27,151, 152
S
Save as TiImetable ..ccuveeeviiiiecieeeec s 228,229
SCHEDULES ............uuueeieciecccec s 33
Set Up SChOoOol YA ....coiieriiieieeieeeeieeee e 89
SNAPSAOL ... 224
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L OO 154
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Staff Availability .......coovvveiiiiiiiiii s 122,123,126
SEAff DELIIS ..eeeveeeiieeeceee s 17
SEAff LOAd .eiiiieiieeieceeceee s 80
Staff Preferred Subjects .......cocveveeriennienieieeeeee 99, 100
Staff Timetable......cooviiiiiiie e 241
Staffing and Rooming RePOrtS ......cccvvvvveeriveneeriieenieeieennns 233
Staffing REQUESTS ...eeveeiieeiiececeece e 238
Student Counselling .......covviiieniiiiiiieeeee e 225
SEUAENT COUMSE vttt 32
Student Course Information ........cceceeeveeriieeneeniieeniieeseennns 240
Student Course Maintenance ......ccoceeeeeereeerieeneeeceesee e 38
Student Course SUMMAIY ....occueereereeeneenieeneeeeeeeseeenneenens 177
Student Details.......cooeerierriieriieieeeeee e 21
Student Preferences .......coceevveeveeniennienieesie e 160
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Student Timetable by Date Range .......ccccceevvveeevviennnns 76, 239
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Subject Classifications ...................cccocoveevcieeenieeesicieeeninennn 27
Subject CoNSTraINTS ....eevveeieeieeee e 199
SUDJECE GIrOUPS..eevviereereieeieeeieeeeesteeseeeeaeeseee e esneeeneennes 150
Subject Load Table ......ccccovvieiiiiieiciiie e 180, 182
Subject Preferred ROOMS ......ccccvveeviieeiiiieeeiieeenieen 104, 105
Subject Recommendation and Selection Sheet ................. 115
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Subject Types......................

Subjects............
Switch View

T
Take @ SNAPSNOT...c.eeeeiieeecieece e 69
Teaching SEL LISt ..ccuveveeeceerieeeeee e 242
Time Slot Mapping ......cccveeieiiieeiiie et 196, 197
TIMESICE cvvieeeeee e e e 51
TIMESLICE ...........ccoooomeeiiiiieeeeieiiiieee e eesiireeeesesssivaeeee s s snanes 33
TIMetable .....oooeeeeee e 32
TIMETABLE.............eeeeeeeeee s 33
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Timetable Cycles ..128
Timetable SEtUP ....ooveeeeeeeeeee e 95
Timetable Set-UpP ....coiviiiiiiiecce e 32
TIMetable VIEW ....ccoviiiiiieeeccccccee e 227
TImMetable Year...o e 89
Timetabling Periods.......ccoocveeiviiiiiiiieiiee et 92
Timetabling Sidebar.........cccovviiiiiiiiec e 32
Timetabling Terminology and Concepts........ccceevveeeeciveeennns 33
U
Unlocking the Grid.......cccceevviiiiiiieiiiiieccieee e 185

Unlocking the terminal

Unplaced Students ..................coeveeeevenceeecieesieeceeseeeeens
UNSaViNg @ 8rid......cccviieiiiiieiiiee et
Update Student Fit StatistiCS.......cccceervveeeniiieeiiieeeciieeeeins 190
User Defined Teaching Set Lists .......cccveveercieeveesiieesie e 83
Vv

Validating and verifying Preference entry ........cccceevvevueennes 175
Vertical Grid ....eeeeiieeiiieeeee e 224
VErtiCal VIEW .....eovuiiiieeniecieceiccee e 191
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9 Support

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

Contact details below:

9.1 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.

9.2 Fax (CSC)
9264 4701

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

9.3 Email (CSC)
customer.service.centre@education.wa.edu.au

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

10 Online Manuals and Training Notes

10.1 Civica Education

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

Www.civicaeducation.com.au.

Select online manual login.
Username: school
Password: help

10.2 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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