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Copyright

All rights are reserved. No part of this document may be reproduced or transmitted in any form or
means electronic or mechanical including photocopying and recording or by any information
storage or retrieval system except as may be permitted in writing by Civica Education Pty Ltd.

Application for permission for use of copyright material, including permission to reproduce extracts
in other published works, shall be made to the publishers. Full acknowledgement of author,
publisher and source must be given.

Material is contained in this publication for which publishing permission has been sought and for
which copyright is acknowledged. Permission to reproduce such material cannot be granted by the
publishers and application must be made to the copyright holder.

Microsoft, Windows and Excel are registered trademarks of Microsoft Corporation. Visual
Components is a trademark of OMNIS Software Limited. Integris is a trademark of RM Plc.

Because our policy is to improve our products and services continually, we may make changes
without notice. We have tried to keep the information in this manual complete and accurate, but
we cannot be held responsible for the consequences of any errors or omissions.

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

Intellectual Property

The contents, design, solutions and plans contained in this document represent the intellectual
property of Civica Education Pty Ltd and its associates. All rights are reserved except as may be
granted to the addressee in writing by Civica Education.
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Trainers use Datafile 2

1 Introduction

These Training Notes provide a reference during and following Civica Education’s Timetable
Maintenance for School Officers training. The Timetabling Manual provides a comprehensive
guide to the software.

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

1.1 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 Integris modules including Administration Manager, Lesson Attendance and
Transitional Reporting.
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1.2 Training Program

Time

Content

8.30 am

12.30 pm

Coffee/Registration

8.45 am

12.45 pm

Introduction
File Menu
Help
Administration Manager
Staff Details
Student Details
Parameters
Timetable Maintenance
Student Course Maintenance
Staff and Room Maintenance
Operational and Maintenance Reports

10.15 am

2.15 pm

Morning/Afternoon Tea

10.30 am

2.30 pm

Data Entry for Timetable Construction
Cohorts
Course Promotion
Student Preferences
Data Validation Reports

11.45

3.45

Close

1.3 Training Outcomes
At the end of the training, participants will be able to:

CIVICa

Enter Staff Details and make a staff member available to a timetable cycle
Locate students’ records

Add and remove students from timetabling cohorts

Add and edit timetabling parameters

Add and change students’ courses

Add and change teachers and rooms allocated to teaching sets

Produce Operational and Maintenance Timetabling Reports

Create cohorts and add students to them

Edit the Course Promotion Table

Enter student preferences individually, in bulk and through course promotion
Produce Data Validation Reports

Integris Timetabling Maintenance for School Officers
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1.4 Logging On

Activity

A

Inteqgris
Training

e Press <Tab>

e Double click on the Integris icon on your desktop.

e Type ADMIN into the User Name field

e Type keys into the Password field

School Management Solutions - Integrated Database
7.05.40 (17/07118) Extended Mode

[gg Usger Mame | ADMIN
Pazzward xw

RN\ o] [

Datafile Path:  G:\KEYS\NTEGRIS\RMDB\TRGDATAMNTEGRIS. DF1

e Click on Login, or press <Enter>

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

It is strongly recommended that you change your password regularly.

CIVICa
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1.5 Help Contents and Index

Activity:

Help > Help Contents and Index

Integris Help

Integris Help
Help is available for the following installed Integris modules. Select an area fram
the list below and click on the 'Help® button.
MOTE:
Ifyou are unable to play the video tutorials from the Integris Help Menu they can
be opened directly from within the folder K\HELP located on the RMMS drive. You
must have a media player installed on your workstation to play the videos.

Help Areas

Integriz Exam Scheduler Help A
Integriz Lezson Attendance Help

Inteqriz Leszon Attendance Repart: Help

Inteqriz BM Billing Help

Integris Time Help

Yideo LA Using Registration
Wideo LA Using Speed Entry
Yideo LA Using ‘Week View

Help Cloze

e Select Integris Time Help
e Click Help

The Timetabling Manual will be displayed.

e Scroll down to view the Table of Contents
e Close the Help window

CIVICa
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2 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 relate to the timetable 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:

e Faculties
Departments

Room Type

Rooms

Subjects

Subject Area

Subject Classification
Subject Type

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

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

Once you have logged onto the system a blank window with a control panel (side bar) appears on
down the right-hand side of the screen. The General side bar is displayed.

General

School Detailz

)y

o

Student Details

i

Staff Detailz

o

[Eroups

7

Parameters

&.

Control

Adrmin

General

Timetabling

CIVICa

The Administration module comprises of two
sidebars. The one displayed on the left of this page
is the General side bar. This provides access to
the core functions. From here you can enter school
details, view and enter student and staff details and
create groups of students and staff.

It is also where schools set up their own
parameters for the system and use the Control
function to add new modules at a later date, and
set up new users and passwords.

By clicking on the Admin tab on the bottom of the
side bar a second bar is revealed over the General
side bar. This is the Admin side bar provides an
emergency report function, enables users to speed
edit information in students’ records, carry out Year
End procedures and produce reports.

Other sidebars will be available dependent on your
school and level of access.

Admizziong

¥

Reparts

et

Utilitiez ;I

Timetabling

Transitiohal Reports

VET
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2.2 Staff Details

General > Staff Details

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

2.2.1 Entering Staff Details

General > Staff Details > Add

<t

To add a new member of staff click Add. = The following window will appear, enabling users to
enter the relevant information.

Staff

Personal Info lAdditionaI Info l Contacts l (W] ] Qualifications l Groups l Teaching ] Training / Skills ] Contracts l

Title Iitials Surname Salutation |
kot ified
| o EpECiE E | | Address |
Firgt Mame Preferred Hame |
Second Mame |
Third Marne E‘ |
Leqgal Surnarne Former Surnare
Town/Sub  |PINEY w0ODS
Gender I Male Date of Birth
State [l
I Female
Postcode £333
Courntry |
Staff Code Join D ate 16.JUL 2014
Feference 0 Leave Date Tel 1 [
1D Mumber Tel 2 |
Fax |
Stalf Type | [=] MobileNo. |
E-Mail |

[ aK. ][ Cancel

Mandatory fields are:
Surname

First Name
Gender

Date of Birth

ID Number

Staff Code

It may also good practice to include:

e Title

Staff Type

e TRBWA number (Teacher’s Registration Board of WA - for teachers)

To edit 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

Title

Surname

First Name, Gender, Date of Birth
ID Number

Staff Code

Staff Type

e On the UDI tab enter the TRBWA number

O O O O O O

e Enter yourself as a new member of staff, complete the fields:

2.2.2 Making a new staff member available to the timetable

Activity:

Timetabling > Timetable Setup >Timetable Cycles

e Select the cycle for the current year
e Click on the Staff Availability tab

[ Timetable Cycles =
013 [v]
Cycle Mame Cycle dezcription Mo, Days  Cocle Active @
2019-05 2019-05 ES ﬁ
]
< >
Dizplay Only Active Cycles
Timetable Cycles | Master Period Stucture Staff Availability [Room Availahbilig
Use the tools in this sectionto g 0o Staff Hame FTE NetFTE  |gh
select the staff members who AREE Abbott. Elaine 100 0.6
ilable ta thi le. g : - 2
SR EEIEED W Uik EEE ALAT Alan, Maria Theresa 100 .60 g
*r'ou can use the clone option to BaRH Barclay, Harriz 1.00 0.80
copy staff members from an BESC Best, Carl 1.00 0.50 w
erizting cycle or use the add BRI Brigg. Jozeph 1.00 n.an
and remowve options to build up | CALJ Calvin, Jenrifer 1.00 0.80
the list manwialy. CORS Commer, Sandia 1.00 0.50 &7
o CREM Creed, Micholas 1.00 n.a0
The: edit option will allow you to | psag Davids, William 050 0.40 S
change the default FTE walue DUKET Duke, Tany 1.00 0.a0
bor each member of staff ELLT Eliot, Travis 0.50 0.40
. Eval Evanz, Luke 1.00 0.80
The Met FTE iz calculated by -
subtracting the total FTE for IEI\gE«E E.vﬁ'agz‘ Edr;la }gg ggg
MHon-teaching Activities from the 1Eher, AManaa : .
default FTE. GREA Greaves, Anna 1.00 0.80
AGOAZ Guizeppe, Andre 1.00 0.80 v
< >
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e Click Add Staff Members ﬁl
e Enter the first three letters of your surname in the Name/Number field and click Find

Staff Search - EBxtended Mode
L=

General ‘Parameters\Dates ‘Addreslether‘ UDI\

Name/MNumber | Statu5|Current E
Preferred MName l—

First Mame l—

Former l—

IO Mumber l—

Gender —nfs— :

Staff Code

Staff Type |-nfe— 5

| Find | | Close |

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

Edit your net FTE

e Highlight your name and click Non-teaching Activities il

e Click Edit Non-teaching Activities g
e Enter a Code, Description and FTE

Staff Mon-Teaching Activities
Code Description FTE
oaTT DaTT 0.20 -

e Click OK and Close
e Close Timetable Cycles and Timetable Setup
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2.3 Student Details

General > Student Details

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

|:| Student @
Cuent [V 4 @b A7 0 G @ a@uwdOEEenmEng
Jackie Albert ( 766 ) Year 4 Form Room 4
Address
Date of Bith 4 0CT 2008 9 Marmion Drive, Phane 1 9395 FO0g
Ane 10%rs FINEY WOODS, Phane 2
WA,
Gender Fermnale '
5999 e
Teacherz] Mz J Garden Student Mob
Fioam Family Reprezentative [
Usl
LIFM E123456706004 Car Registration
Student No. D000000 E tail Addrezs albert@iinet.net.au
Central 1D 991234R67000001 51
Contacts
Mame _Phone _Address _Helatiun _Hes _Pal _Mail _Emrg _Nutes _Fee
M1 Paul &lbert 19396 7008 19 Marmion Drive, PINEY WOODS, Wi, EFather ives Yes iNo i1 Mes M
Iz Rita Albert i3 Marmion Drive, PINEY WOODS, Wi, EMather | Yes [ Yes (Yes 2 i
Mrz Penhole i4 Wisdom Lane, PINEY W0ODS, W, B Friend iMo fMNo iNo (3 i
JEMMIFER Zalter-Alber i3 Marmion Drive, PINEY W0ODS, W, € Sibling infa infa infa {0
£ . >
Res - Student Resident Par - Parental Responsikility Mail - Family Mail Marker Emrg - Emergency
Search [re1] | | @ Ey 3

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

CIVICa
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Student Details Toolbar

Current "

Admizsiong
Current
-Former

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

1 &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.

A 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

I ElEEEERERBICE R

Teaching Sets

1]
=2
A

1]
=2
A

Miscellaneous details

Student timetable

S

Cohorts

Student Status Bar

C IVI Ca Integris Timetabling Maintenance for School Officers
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| A o0 @

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

The Status Bar is split into two sections, with the left-hand section reserved for more sensitive
data. In both sections, information on the current student is displayed using icons. Hover the
pointer over an icon and it will display a description of its meaning.

Normal Bar Sensitive Status Bar

Student has a flagged medical condition @ Educational Support Program

Language Background other than English

Access restriction

Part-time student

Accepted (Admissions Roll)
Student Notes

EEcE]E

=
]
=
-

B

Name Change

CIVICa
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Activity:

General > Student Details

¢ Find Merika Bloggs

Search |BLO.M

e Click Print Student Timetable =

Print Student Timetable - Year 2019

Mame: |Merka Bloggs

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

Pleaze uze the options below ta choosze the timetable you
want, then click the print button,

Select
Campus |112D Hay Road o
Grid |2019- 09 v
Schedule |2U19 Semester 1 o
Cancel
e Click Print

e Click OK to print to screen
e View then close the report

Note: There is an early lunch and early finish on Thursdays.

e Cancel the Print Timetable window

CIVICa
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I:I Cohorts for Stu

2018 [v]

e Click Cohort
e Ensure the current year is selected

dent

Merika Bloggs

Cohort Name
s
o7
I]
IE]

Joining a Cohort
Click on single or multiple
tems in the ‘Grids’ list.
Click "Add" or drag the
selections to the
‘Member® list

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

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

4 Femove

Note: Once the current year has been selected, click on the green tick to make this
year the default year for Timetable Setup.

(==

Member OF
10

Cancel

e View that Merika is in the Year 9 cohort
e Click Cancel to close

2.3.1 Enteri

ng a new student’s details

General > Student Details

& Students can also be entered into the Current, Admissions, Former or External rolls by
selecting the appropriate roll and clicking Add Student.

The minimum information the system requires is Surname, First Name, Date of Birth, Reference
Number (automatically generated if Auto Number is selected in Control > Preferences > Defaults)
and Entry Date. Any other information can be added at a later date by editing the record.

Where Timetabling is also loaded, the following window will appear at the conclusion of the Add
Student process:

Option

Do you want to add this student to Timetabling?

Click No for primary students and Yes for secondary students where the Timetabling module is
being used and allocate the students a cohort. This prompt does not appear when adding students

CIVICa
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to the Admissions Roll. The timetabler may place children on the Admissions Roll into a cohort via
Timetabling > Timetable Setup.

Activity:

General > Student Details

David Allen has transferred from another school. Add his details to the Current Roll with today
as the Entry Date. We will be able to copy much of his data from his sisters’ records.

e Click Add Student | &
e Type Allen and <Tab>

-

Student

Persanal lFamiI_l,l GrouplAdditionaI] Movement Hist. l Groupsl [0]ul} ] Misc. lAllendance Hist. | Medi

Surname | &l Address
Legs
Fres|
Tat
2nd
3rd
Prefd
eMa

’_ [ 1]8 ] [ LCancel ]

Choose siblings

Select siblings from the list.

Reference
00

ear/Faom
27 i 2 -
5 ¢ Room 5

e Highlight Tamara and Penelope Allen and click OK

Clone Sibling Data
. Information that has been checked will be copied to the
Clepgy FRIOIE |Tamara Allen 2 / Foom 2) |Z| newly added studernt [existing values will be replaced)
Student Address |33 Drury Place,
|
Postcode | 339 Phone 1 |9397 7110
Religion Medical Practice | Perth Children's Hozpital
Houze |Green Doctor |Dr C Fyfe
Health Card
Parent/Guardian 1 |Miss Kelly Allen
Fielation |Mother Par| YES Fes | YES Mail | YES Emrg 1
Parent/Guardian 2 |Mrs Jaret Wheeler
Relaton | dunt Par Res b ail Emrg 2
Other Contacts | 1 ame Relation  Par Res Emrg
br & Mrs Allen : Grandparents; : -
[ Abort Sibling Selection ] Copy Data l [ LCancel Copy
.
C IVI Ca Integris Timetabling Maintenance for School Officers
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e Enter David’s personal details

o) A EATE 11 1 | = VA T

Student

Persanal lFamiI_l,J Graup ] Additional] Movemant Hist. ] Groups] ol ] Misc. ]Attendance Hist. ] edical l Activities]

Surnarne |Allen Address |39 Dy Place

Legal Sumame  |allen [

Prev. Suname | DOB |4 FEE 2002 = |

13t Hame ’David— ' [

2nd Mame @ Male O Female Town/Sub  [PINEY WOODS

3rd Mame ’— State |WA

Preferred Mame ’David— Fosteode IBSSSi

eMail Address County |

Tear ﬁ Reference lﬂi Tel 1 |939? 7110
Certial D [ BTz |

Farrn 0a.1 “ Temp UPN  [] Fa |

House Iﬁ UPN l— B | Student Mab. [

Student Mo, | 00000000
151

Car Registration |

Family Representative [

S

Cancel

e On the Additional tab, check Permanent Resident and Birth Certificate Seen
e Enter Australia as the Country of Birth

e Enter TODAY as the Date Checked and Entry Date

'Student ) o - o I

Perzonal | Family Group Additional lMovement Hist. ] Groupsl Lol ] Misc. ]Attendance Hist. ] Medical]Activilies]

Mationality Not specified |+ Australian Citizen / In Receipt of Allowance ]
Permanent Resident =
- Allowance Type  |Mot specified e
Religion e

Date Arrival Australia
A

First Language Englizh

Wiza Sub Clazs No. "

Yiza Grant Mo. Int. Fee Paying w

Indigenous Status Mot Aboniginal ... < Yiza SC Mo, Expiry Date
Study Type - Birth Certificate Seen I Date Checked  [14 FER 2019 I
Main Lang OTE 584 |Englsh > Country of Birth [Australia .| Passport Sighted [_|

Pazzport Mumber
Mainly zpeak Englizh at home? |
LBOTE | I Entry Date 14 FEB 2013 IF'rev. School |
Dut af State | Leave Date Destination | w
Out of &rea N O Records Sent | Abtendance  |Curent [Single reqistr.. |+
Access Restriction | o
Entered in SLP Program O Terms in thiz school 1] Boarder |
Educational Suppart Program 1 Termg in other school(z) 0 Excluded |
EaL/D Stage [ FTE [1.00  Part Time Status am pr nia Custom
Documented Plan Completed |
In Care of DCP O Documented Flan Feview Date
Risk Maragement Plar 1 Documented Flan forwarded to DCP

&

Cancel
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On the Misc tab,

e Enter Immunisation Details

1

Student

Personal | Family Group]AdditionaI] Movement Hist. l Group&] Ul Misc. l.s’-‘«ttendance Hist. l Medicall.s‘-‘«-:tivities]
Dizabilities Infarmation
Dizability |

v Detail | ~

Other Dizability | e Detail | -
Other Disability | - D etail | -
@ Click here for information about funding for students with disability

Immunization D etails
Evidence provided Date Checked |14 FEB 2019 Yaccination Schedule |Fu||y Completed i
Meazles Waccination Diphtheria, Tetanus and Pertuszis Vaccinations

MMA (12t doze at 12 monthsz) DTPa (Immunization completed to school entry |
MMP [2nd dose at 4 pears] [ DTFa(rear 7) |
Meazles Excluzion Date of lazt Tetanus vaccination

Other Information

Rl withdrawn |

Religion o
Repeating Current v'ear O
Wiza Sub Class Na
~
e Click OK
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Option |2
Do you want to add this student to Timetabling?
E [ N
e Click Yes
e Highlight 08
|:| Cohorts for Student
2013
David Allen
g;h"" Mame Sl Member OF
I Joining a Cohort
09 Click on single or multiple
10 items in the "Grids’ list.
s Click "Add" or drag the
selections to the
‘Member® list
Leaving a Cohort
Click on single or multiple
tems in the "Member' list.
Click ‘Remowve’ or drag
the selections to the
‘Grids’ list
4 Hemove
ok LCancel

o Click L4 »

e Click OK
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2.3.2 Moving a student to the former roll

General > Student Details > Move Student to Former Roll B

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

|:| Cohorts for Student \EI
2018
Guy Andrews
Cohort Mame Member O
us - o7
10 Joining a Cohort
09 Click on single or muttiple
02 items in the "Grids" list.
Click "Add’ or drag the
selections to the
‘Member’ list
Leaving a Cohort
Click on single or multiple
items in the "Member’ list.
Click 'Remove’ or drag
the selections to the
"Grids’ list
4 Femove
Leavers

il 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” ak Cancel

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 El Remove from all Current and Future Cohorts

The second option EI 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 2

Iel Do you wish to save a record of the Student's teaching sets for 097
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Activity:

General > Student Details

Search |BLO.M

e Use Search to locate Merika Bloggs
e Click Move Student to Former Roll i

Warning 2

e Click Yes

e Enter her Leave Date as TODAY, her destination Northern Territory and her Reason for
Leaving as Interstate

Leaving Details

Leave Date

Deshination |Nolthem Termitary Iz‘

Reason for Leaving |Interstate Iz‘
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 only been created until the end of the
term for training purposes. In schools, daily records should be created daily.

e Click Remove from all Current and Future Cohorts EI

Leavers

ﬁ Remove from all Current and Future Cohorts

If the Leaver is left in the Cohort they wil remain on the Timetable but be marked
as "Left”

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 arecord of the leaving student’s current subjects and teaching sets.
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2.4 Parameters

General > Parameters

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

The following parameters will be useful to the Timetabling Module. Schools may need to set up
some or all of the parameters below.

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

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

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

Subject Classifications are ways of identifying subjects for Schools Curriculum and Standards
Authority purposes, for example Council Developed Course or Workplace Program. 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 Curriculum Council purposes, for example
Course of Study or Endorsed Program. While this parameter is not mandatory for timetabling, it is
essential for reporting to the School Curriculum and Standards Authority.

Note: Only subjects with the type 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.
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[ subject (]
1> L7010 &

Subject Mame | Literature ATAR 11

Subject Code AELIT Short Mame  |LIT

Subject frea |

Learning Area |

Prerequisite |

Enarninable E=am Duration l_ Suzpended for Exam Period

Subject Department Subject Clazsification

Department |English Type |-"3-T"""H

Faculty | English Classification | Council Developed Course
Head of Dept. |Mr T Duke Active Literacy
toderating Teacher | Tony Duke Floem Tope Fleaice ,—

Timetabling Defaults
Frequency 4 Fimimurn Clazz Size [ Boys and Girls

Required Maximum Class Size |25 Boys only
Girls only

Search [by Subject Cade] || Close

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

e Subject Code

e Short Name

Note: For Courses the Short Name should be the three-digit Course code.

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

e Fregquency
e Maximum Class Size

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

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.
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Activity:

General > Parameters > Room Type

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

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

1 Room Type

Default entry: Classraam

Schoal | Code. | Description
| P& |Perfarming Ars
e Click OK

e Highlight Performing Arts and Lock
e Click Close

General > Parameters > Rooms
Add two Performing Arts rooms.

<

e Click Add

e Enter the following details and click OK

[ Add Room =
Rioom Code ,[317
Diezcription |Drama 1
Room Type |Performing Atz IE‘

Momnal Capacity |25
E=am Capacity i} Locked

[ ) [ oo

e Highlight DI and click Copy -2/
e Enter details for D2

e Close Rooms and Parameters
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To make the new rooms available to the current timetable:

Timetabling > Timetable Setup > Timetable Cycles

e Select the Room Availability tab
e Ensure the current year is selected

[ Timetable Cycles ==
013 [v]
Cycle Name @
]
Dizplay Only Active Cycles
Timetable Cycles | Magter Period Structure | Staff Availability Foom Awvailability
Ui lelod S [ Cace o D R T 4
lable ta thi le. 2
Avataniz fa s epete ART 2 At 2 A ]
“ou can uze the clone option COMPA Computing Lab 1 Camputing
to copy rooms from an existing | COMP 2 Computing Lab 2 Computing
cycle or uze the add and COMP 3 Computing Lab 3 Computing ’E?
remove optionz to bulld up the FAB 1 Fabrics 1 Home Economics
lizt manually. FAR 2 Fabrics 2 Hame Economics
Food 1 Food 1 Home Economics
Food 2 Food 2 Home Economics
Food 3 Food 3 Hame Economics
Food 4 Food 4 Hame Economics
GYM1 Guymnasuin 1 Gyrinasiun
Grm2 Gymnasuim 2 Gymnasium
GrM3 Gymnazuim 3 Gymnazium
GYM4 Gymnasuin 4 Gyrinasiunm
LIB3 Library Conference Room Library v
< >
e Click Add Rooms

e Select by Room Type: Performing Arts and click Find
’Room Search
Search Criteria

Room Code [

Fioom Description |

| Performing Arts |Z|

Room Type

Fioom Search Results

Room Code .HDDITI Description .HDDITI Type
1 iDrama 1 i Performing Arts -
erforming Airts

D2 EDlama2

4 e 2

Total recards found: |2

[ Select ][ Close

e Click Select and Yes
e Close Timetable Cycles and Timetable Setup
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3 The Timetabling Module

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

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

3.1 Using the Timetabling Sidebar

Timetabling 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

P

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

o

. 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.

Grid Model

B

Preferences Preferences refers to the entry of student’s subject preferences which may
w be entered either on an individual or group basis.
Reports Reports allows the user to access a list of timetable reports divided into

three main areas: Data Validation Reports, Planning and Preparation
Reports and Operational and Maintenance Reports.

”

Timetable Setup 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.

g

[rata Entry

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

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

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

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

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

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

Grids may be created manually or by using the AUTO-SCHEDULER or using a combination of the
two to add some fixed elements. The auto-scheduler can consider 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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3.3 Maintaining the Timetable

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

There are Operational and Maintenance reports for:
e The Timetable

Students

Staff

Rooms

Teaching Sets

7 Reports

o

Data ‘¥ alidation Reports

Planning and Preparation Feports
0 & M Reparts - Timetabls

0 % M Reports - Students

0 & M Reparts - Staff

0 % M Reports - Rooms

0 & M Reparts - Teaching Setz

coopepoo

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

3.1.1 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.
BV
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Activity:

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

e Click Edit 7

e Select ON
[] Course Change Recerding @
FEERE oM v

Cancel

Cloze:

e Click OK
Course Change Recording is enabled.

e Close

Note: Itis 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.

]

CIVICa

Integris Timetabling Maintenance for School Officers

Page 33 of 88
© 2019 Civica Education Pty Ltd




3.1.2 Student Course Maintenance

Timetabling > Student Course

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

e New students may enrol during the school year and need to be entered onto the timetable

e Students may leave the school and may be deleted from the timetable

e Students may alter their courses after the new timetable is operating

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

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

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

e Preferences
e Timetable
e 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 of which the
student is a member has been saved to the timetable.

|:| Student Course Maintenance
4 & b | 2me [=] zna.05 v |& " &
Andersecn, Ben (3) \@ Grid [2014-10-10 |=| Time Slice |3FEB 2014 -11 APR 2014 [+
Preferences lTimetable] Grid]
Type Rank  Code Freference Req SetMo Assg Lock Band AlBands Size  Teacher Room
Primary i1 10EMG Englizh 10 YES i1 YES iNO i3 4 23 Mz T Alan 552
Primamy i1 10HR Hame Room 10 YES i1 YES WO i1 1 23 e O Traitor 558
Frimary 1 10k ath b athemnatics 10 YES i1 YES MO B 2.3 23 Mz S Comer 555
Frimary 1 1055 Society & Erdronment 10 YES i1 TES iNO 4 2.5 23 s F Hind S56
Frimary i1 105CI Science 10 YES i1 YES INO 2 3.5 23 Mz & Greaves SCl2
Primary {6 10HE Health Education 10 MO i1 YES {NO (B 10 i7.8.11,12 22 Mr P Payne M54
Primamy 7 10PE Physical Education 10 MO 2 YES IMNO iF.11 (6, 8.10,12 20 Mr P Payne Grhd
Primamy 8 10t At 10 WO i1 TES iNO 13 16
Primamy 9 10Ind Indoresian 10 NO :2 YES tWO 812 7 11 21 Mr T Jones 559
Priray 10 10ew Jewellem 10 NO i YES tWO 8 7 Mz S Stevens kA 1
Resemne i1 10k b etalwork, 10 MO []u} 3 0
Resemnwe (2 1000 Wwioodwork 10 MO []u} 13 0
B

Switching on Course Change Recording will display a further icon 7 that will enable the
user to View or Print the Course Change History.
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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 ]Timetable] Grid |
Type Fank  Code Prefererice Feg SetMo Aszg Lock Band AlbBands Size  Teacher Fioaom
Primary i1 T0ENG Englizh 10 wES i1 TES MO i3 4 23 Mz T Alan 552
Primary 1 10HR Home Room 10 YES i1 YES MO i1 1 23 kAt D Trainor 558
Primary 1 10Math I athematics 10 YES i1 YES IND 5 2.3 23 Mz 5 Comer 555
Primary 1 T10S%E Society & Environment 10 YES i1 YES (NO 4 2.5 23 Mz F Hind SSE
Primary 1 105CI Science 10 YES i1 YES (NO 2 3.5 23 Mz & Greaves sC12
Primary (6 10HE Health Education 10 WO i1 YES (NO 610 i7.8.11.12 22 M1 P Papne M54
Primary |7 10PE Phyzical Education 10 MO 2 YES (NO (711 §6.8.10.12 20 M1 P Papne [ENEE
Primary 8 1040 At 10 MO i1 TES iNO 13 16
Primary (9 10lnd Indonesian 10 MO 2 YES (NO (812 (V.11 21 M1 T Jones 559
Primary (10 T0ew Jewellery 10 MO i1 YES (MO 9 7 Mz S Stevens b 1
Reserve (1 TOMW I etabwork 10 [R1u} [R1u} El 1]
Reserwve (2 T Woodwark, 10 [R1u} [R1u} 13 1]

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:

e Click 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 =)
Code Subject
GROUP 10REQ -
104t At 10
10CRA Craft 10
10DRA Drama 10
10EMG Englizh 10
1HEM G Englizh 148 [v10] |
10Fab Fabrics 10 5
10Food Food Production 10
10HE Health Education 10
10HR Haome Roorm 10
10ind Indonesian 10
10ITAL Italian 10
T10lew Jewellery 10
10Math Mathematics 10
10MWw Metalwork 10 il
171kl 15 bdvicin 1101
P I [3
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Allocating/Promoting Reserve Preferences

o Highlight the appropriate Preference

e Click on the Toggle button o
e Confirm your action.
Warning l"""“"-_J

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 Students 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 on the Teaching Set.

Code Hame Size Band[z] Teache
[ o IE‘ c 1A
o

w2 Bww_2 5]

-

[ QK. ] [ LCancel ]

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

C IVI Ca Integris Timetabling Maintenance for School Officers

Page 36 of 88
© 2019 Civica Education Pty Ltd



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

displayed.

Move Student

WView Results l

2014 [v] 2014-09-09

Student

Krigty Kurtes

Fram

Success

*indicates direct moves
between zets in the
zame Band Records

[] Allow Dversize Sets | 2 Movements: | 10  Attempts: | 10

T

] ’ LCancel

LCloze

The Suggested Fit may be saved or discarded.

Timetable View

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

Periods
H

Freferences Timetable |Grid‘

Monday Tuesday Wednesday Thursday Friday
Home Room 9 {Home Room 8 |Home Room 9 (Home Room 9 |Home Room 9
9HR_3 (30) 9HR_3 (30) 9HR_3 (30) 9HR_3 (30) 9HR_3 (30)
Mr Creed Mr Creed Mr Creed Mr Creed Mr Creed
Ms4 M54 Ms4 MS4 MsS4
Mathematics 9 |Society & Envirc|Drama 9 Science 9 Health Educatic
9Math_3 (30) |9S&E_3 (30) |9Dram_1 (23) (95ci_3 (30) 9HEd_3 (30)
Mr Dale Mr Evans Ms Kennerley  |Ms Heaven Ms O'Reillay
353 M51 GYM1 5C1A M54
Physical Educa|Mathematics 9 |Society & Envirc|Indonesian 9 |English 9
9PE_1 (28) 9Math_3 (30) |9S&E_3 (30) (9Ind_1 (24) 9Eng_3 (30)
Ms Narton Mr Dale Mr Evans Ms Rattigan Mr Brigg
GYM2 553 M3 M510 552

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
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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 a reserve in the preference
view.

Grid View

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

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

hLisic 10 woodwark 10
10MUS_3 (15) 10N 1 (17
M G Kenny Ms B Smith
ART 1 iy 2

bdusic 10

10MUS_1 (13)

Wr G Kenny

ART A

In this example, colour been assigned to the D&T department. The text and background colour
vary according to whether or not the student is in the class. This student is in 10WW _1.

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

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 Move From Teaching Set.

Move Student

Year  |2014 Cycle |2014-05 - 201405
Grid  [2014-09-09

Student | Kristy Kurtes

M owe From Teaching Set |9Math_2 [Mathematics 9]

Move To Teaching Set

Same Band lunplaced l

Band |2 Code Subject Size
9Eng_1 Enaglizh 9 8 -

MBEeErs bl |y Society & Erironment 8 120

Uhhing o the zame Band az the
zet from which pou are trying to
mawve thiz student.

YWhen you zelect a set and click
0K, the system will check that a
Preference can be created for the
selected set and that no conflicts
will be created by moving this
student into the zelected keaching
zet. =

Ll m |2

0K ] [ LCancel
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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

Select

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

FI0SRE_
OSHE_

RN

1054E_

(] | LCancel |

e Automatically, using Generate Suggested Fit icon @from the Student Course screen, which
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
students in their current cohorts and they will remain in their teaching sets, but will be highlighted in
red to show they are no longer current students.
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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.

Activity:

Timetabling > Student Course

Search |AMD.B
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 WES INO 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, then close

e View his course on the Grid tab

e Click Toggle Student Placement/Department Colour

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

92 Drama 10 Food Production 10
ﬂ 10DRA_1 (23} 10Food_3 (21)
s E Abbott Dr N Swiderski
GYM3 Food 1
102 Art 10

B O|10Ar1 (22)

Ir M Rosenberg
ART 1

Colours have been assigned to the Design and Technology (D&T), Art and Home Economics
departments. The text and background colour vary according to whether or not the student is in the
class. Ben is in 10JFood_3 and 10Art_1
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David Allen is a new student and has been added to the Year 8 cohort. Enter his
preferences.

e Find David’s records
e Return to the Preferences tab
e Click Show / Hide Subject List (Hint: Bottom right of screen)

Subjects n
Code Subject
GROUP SREQ
BaRT At 8
A Design and Technology 2
BEMG Englizh &
BHE Health Education 8
8HEC Home Economics 8
8HR Haome Room 8
AHASS Hurnanities and Social Sci
8IND Indonesian &
BITAL Italian &
Bh ath M athematics 8
aMus Muszic &
arE Phyzical Education &
85C1 Science 8
< >

e Drag and drop the Subject Group 8REQ onto the white screen

e Close the Subject box
Allocate David to a Teaching Sets

e Click on Generate Suggested Fit EI for Student

David Allen

ART_1

Move Student

2013 2019-08 - 08

Wiew Results l
Student Fram To Success
Diavid Allen a501_4 SUCCESS®
Diavid Allen aPE_2 SUCCESS®
Diawid Allen Ahath_4 SUCCESS®
David Allen BhUIS_1 SUCCESS®
David Allen 8HR_4 SUCCESS®
David Allen BHE: 1 SUCCESS®
David Allen BHE_3 SUCCESS®
David Allen 8HaAS55_4  (SUCCESS®
David Allen BEMG_4 SUCCESS™
David Allen H0&T_1 SUCCESS™

Print Log

Clear Log

* indicates direct moves
between sets in the
zame Band Records

[JAllow Oversize Sets | 0 Movements: | 10  Attempts: | 10

Ok Catcel Lloze

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 band where David does not have preferences are highlighted in red.

e Right click in the cell containing 10ITAL_2 and click Add Student

T2
al
Show Teaching Set Members
g2 Indonesian 8 (F) Physical Educa
E aIND_2 (27) BPE_1 (28) E
WMr T Jones M= J McLaren Miss M Mouse
GYM1 G4
| Design and Technol|Home Economics 8 |Music 8 (F)
‘g BDET_4 (22) 8HEc_3 (21) amus_z2 (21)
Mr M Rosenberg Wr 0J Trainor Dr N Swiderski Mz T Swindon
ART 2 KW 1 Food 1 MUS1

David Allen does naot have a Preference for Italian &

Do you wish to add a Preference and place them into
teaching set: 8ITAL 2 (Italian 8)7

e

e Click Yes
e Click on the Timetable tab and view David’s timetable

=

e Print David’s timetable to the screen
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Jonathon Depete is moving from Drama to Art.

Search |DEF.)

e Find Jonathon Depete’s records
e Click on the Grid tab

¢ Right click in Jonathon’s Food class on Band 10 and click Move Student

10[2] Art10

ﬂ 104M_1 (22)
Mr i Rosenberg
ARTA

Jewellery 10 (F)
10Jew_1 (10}

Remove Student

Movwe Student

Show Teaching Set Members

Metalwork 10
TOMW_1 (11}

e Select 10Art_1 and click OK

Move Student
Year  |2019 Cycle [2019-05 - 201905
Grid  |2019-10-10

Student |Jonalhon Depete

Mave From Teaching Set |1DFood_'| [Food Praduction 10)
Move To Teaching Set

Same Band lunplaced l

Band [10

Subject

This list shows sets which are
Uhhing o the zame Band az the
zet from which pou are trying to
mawve thiz student.

e 1
10hw/_1

Jewellem 10
Metalwaork 10 ikl

YWhen you zelect a set and click
0K, the system will check that a
Freference can be created for the
selected set and that no conflicts
will be created by moving thiz
student into the zelected keaching
zet.

LCatcel

e Select one of the Food classes and click OK

e Close the report

e Right click on 10DRA_1 on Band 9 and click Move Student

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

|:| Student Course Maintenance

4 @ P | 2ms 201305 ar- =

Depete, Jonathon (48) Gnid |2D1S-1D-1D w | Time Slice |28J.&N 2019-12 4PR 2019+

Preferences |Timetable | Gid
Type Rank Code Preference Regq SetMo. Azzg Lock Band AlkBand: Size  Teacher Room
Primary ~ £1 10EMG Englizh 10 YES 1 WES (MO i3 2.5 22 bz E Abbatt 558
Primary 1 105C1 Science 10 YES i3 wES MO 5 3.4 21 Mr N Creed SCl2
Primary i1 T0HASS  iHumanities and Social Science TEYES (1 YES (MO 2 3.4 23 bg & Fisher 551
Prirary i1 10HR Home Room 10 YES i1 YES MO i1 1 21 Mz & Fisher 551
Prirnary i1 10k ath Mathernatic: 10 YES i3 YES (MO 4 2.5 22 Mz C Halliz 551
Primary 6 10HE Health Education 10 NO i1 YES (MO 8 E 7 al ke T Mortan 552
Primary 7 10Food Food Production 10 HO 2 WES (MO i3 3,10 22 bdr DJ Trainor Food 3
Primary 8 T0ITAL Italian 10 NO i1 YES MO iR 22 Mr T Jones 551
Primary 3 10DRA  Drama 10 ! N
Primary {10 10PE Phyzical Education 10 Wooi2 WES MO (7 E.8 22 bizs M Mouse Gh3
Prirnary 11 1040 Art10 WO i wES (MO {10 23

e Highlight 10DRA Drama 10 and Delete -— and Yes

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

subject.
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3.1.3 Staff and Room Maintenance

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

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

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

[ Timetable - Unlocked
Functions  Switch View
2014 [=] 2405 [=] v 21JuL2014- 26 SEP 2M4 =] &
Filter
Grid [l [=] B Depatment |20 =
Periods 2014 - 08 2014 - 09
Monday -H Home Room 8 [Home Room & |Home Room & |Home Room &  [Home Room & Home Room 9 |Home Room 8 |Home Room 8
8HR_1 (28) |[8HR_Z2 (26) 8HR_3 (26) 8HR_4 (27) 8HR_5 (26) 9HR_1 (8) 9HR_2 (30) 9HR_3 (28)
Mr C Best Mr J Brigg Ms J Calvin Mr L Evans MrW Davids Ms A Greaves Ms K Holter Mr M Creed
Ms2 Ms1 MS10 Ms3 Ms4 MS5 Msa MSE
Monday -1 English 8 English 8 Mathematics 8  |Society & Environ |Science 8 English 9 Mathematics @ |Science 9
SENG_1 (28) |8ENG_5 (26) |8Math_4 (27) |SS&E_3 (26) [8SC1_2 (26) 9Eng_2 (30) oMath_3 (28)  [9Sci_1 (8)
M= E Abbott Mr.J Brigg Mr T Elliot Mr M Creed M= 5 Stevens Mz 5 Corner Ms A Fisher M= E Everage
8953 M3 MS1 MS6 sCl2 551 535 3CI1
Monday - 2 English 2 Mathematics 8  |Mathematics 8  |Society & Environ (Science 8 Health Education |ltalian 9 Physical Educatic
8ENG_2 (26) |8Math_1 (28) 8Math_5 (26) 85&E_4 (27) 85C1_3 (26) 9HEd_1 (20) 9ITAL_1 (23) 9PE_1 (23)
Mr M Creed Ms AFisher Ms E Everage Ms 5 Comer Ms T Heaven Ms T Morton MrT Jones Miss M Mouse
359 Ms3 MS5 Ms9 SCI3 Ms2 Ms1 GYM4

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
of time that the timetable will operate unchanged.

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

Manual placement or editing of teaching staff and rooms are allocated by highlighting an
appropriate teaching set, right clicking and selecting from the list of functions.

English &
BEMNG_1 (28)
Ms Western
554

English 8
BENG_2 (26)
Mrs Brooks
556

|
Allocate Teacher

Change Teacher
Remove Teacher
Allocate Room
Change Room
Remove Room

Change 5et

Health Educat Add te Combined Class

8HE_1 (29)

Miss Mouse Lock Teacher

Ms2 Show Teaching Set Members
Switch View

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

[ Timetable - Unlocked
Functions | Switch View

2014 E“ ¥ Period Summary View

H

Periods

English 24 English 14/B (Y |English 2B
ZAENG_2 (22) |[MXENGX_1 (20(2BENG_1 (21)
Mr Barclay Mr Barclay Mr Barclay

531 333 M33

English 8 English 2A English 1AB (Y
BENG_3 (26) |2AENG_Z (22) [1XENGX_1 (20
Mr Barclay Mr Barclay Mr Barclay

553 357 3553

Filter Timetable View

Staff Timetable\( Room Timetable\ SubjectFilter

Staff Membe |Mr Hanis Barclay h |A” E
Monday Tuesday Wednesday Thursday Friday
Home Room 1Z|Home Room 1z{Home Room 12|Home Room 1Z)Home Room 1:
12HR_2 (22) M2HR_2Z2 (22) [12HR_Z (22) |12HR_2 (22) |12HR_Z2 (22)
Mr Barclay Mr Barclay Mr Barclay Mr Barclay Mr Barclay
553 553 3553 553 553
English 24 English 10 English 8 English 1A/B (Y
ZAENG_1 (200 10ENG_1 (23) |BENG_3 (26) [1XENGX_1 (20
Mr Barclay Mr Barclay Mr Barclay Mr Barclay
552 554 553 553
English 1A/B (Y |English 2A English 10
AXKENGH_1 (20|2AENG_1 (20) 10ENG_1 (23)
Mr Barclay Mr Barclay Mr Barclay
533 532 554

English 8
BEMNG_3 (26)
Mr Barclay

English 10

CIVICa

Integris Timetabling Maintenance for School Officers

Page 46 of 88
© 2019 Civica Education Pty Ltd



Activity:

Timetabling > Timetable

e Filter to the English department

[C] Timetable - Unlocked
Functions  Switch Yiew

2019 [+] 201908 +/ 2BJAN 2019- 12 APR 2019 =]
Filter
Grid |4l v [ Depatment |English ~

e Switch View to Timetable View

e Find Elaine Abbott’'s timetable
e Click on the Room Timetable tab

e Click on o , type SC in the room code and click Find
e Highlight SCI 1 in the results window and click Select

Room Search

Search Criteria

Room Code [sC
Room Description |
Room Type |AII |Z|

Room Search Results

Room Code  Room Description Room Type
Science Lab 1 Science -
sCr2 iScience Lab 2 iScience
SC13 EScience Lab 3 EScience
SC 4 {Science Lab ¢4 {Science
SCIE iScience Lab & iScience
SCIE :

‘Science Lab & ‘Science

4 m I

Total records found: |6

[ Select ][ Close
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Elaine Abbott is going on long service leave. Allocate a suitable member of staff to take

her classes.

e Switch View to Period Summary View

e Right click on Elaine’s TENG_1 class

e Click Change Teacher

Monday - 1 English 7
TEng_1 (29)
Mr.J Brigg
M510

English 8
BEMNG_Z (27)
Ms J Calvin
M39

Monday - 3

Monday - 2 English 7
7Eng_2 (30)
Ms E Abbott
M52

wonozy-5 |

Allocate Teacher
Change Teacher

Allocate Room

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

click OK

Optiors

Replace Staff Member

(") Replace Staff tMember far the Selected Clazs Mesting
(") Replace Staff in ALL Clazs Meetings for the Selected Teaching Set

@ iReplace AL L Occurrences of the Selected Staff Member:

QK ] [ LCancel
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e Highlight Harris Barclay and click OK

Staff Preferred Subjects
Subject Details
Subject | English 7 _
Wiew
Teaching Set |F"Eng_2 Ol
Beqin [ End | (®) Prefered Staff
Sumame |First MHame |Hank |.-’-‘«vai|able MNet FTE |Allocated FTE
YES 0.00
Evanz Luke 1 YES 0.50 0.51
Fisher Amanda 1 YES 0.80 051
Greaves Anna 1 YES 0.80 0.EE
Guizeppe Andre 1 YES 0.80 050
< >
o

e Switch View to Timetable View and select Staff Timetable tab

e Find

dh

Harris Barclay’s timetable
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The Drama classes can now be located in the new Performing Arts rooms.

e Return to Period Summary View
e Filter to the Drama department
Filter
Grid |l [+] Department | Drama [=l
e Scroll down to find a Drama class and right click on first occurrence of that class
e Click on Change Room
Tuesday -4
Allocate Teacher
Tuesday-5 Drama g Remove Teacher
90ram_1 (23) Allocate Room
Ms T Alan Change Room
GYM4
Remove Room
Wednesday-H
Change Set

Select Replace Room for the Selected Teaching Set and click OK

[ ]
e Click the All radio button
e Select a Drama room
Preferred Rooms for a Subject
Subject Details
Subject |Dlama 10 )
Wiew
Teaching Set | 10DRA_1
Begin | End | (_) Preferred Roarms
Diezcription Code Type Rank Available
Art 1 ARTA At 0 YES A
Art 2 ART 2 At 1] YES
Computing Lab 3 COMP 3 Computing |0 YES
Ferfarming & 0 g
Drama 2 D2 Perfarming £ | 0 YES
e Click OK
e Repeat for the other Drama Teaching Set
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3.2 Operational and Maintenance Reports

Timetabling > Reports

Timetabling reports are located within the Report sidebar option.

u

D Harizantal Grid Sumrmary

[E] wertical Grid Set Distribution

D Period Summary

|:| Exam Timetables

0 & M Reparts - Students

|:| Student Timetable by D ate Raty
[] student Timetable by Grid

|:| Student Load

D Clearance Farm

|:| Student Course Infarmation

D Student Course Infarmation Exp

|:| Course Change Reports
D Fie-admizsions Form

1 0 &M Reports - Staff

&7 Reports
1 Data‘alidation Reports -
1 Planning and Preparation Feports
[== I [ & 4 Repoits - Timetable

&5 Reports
3 Planning and Preparation Feports
[ I O & M Reports - Timetabls
1 O&M FReports - Students
&4 0 &M Reports - Staff

@

D Teacher Clazh Summam
[E] Staff Timetable

[ 5taff Load

|:| Relief Teacher Timetables
D Teacher Usage Sumrmary
|:| Free Teacher Summary

0 & M Repartz - Rooms

|:| Room Clash Summary

D Fioom Timetable

|:| Room Load

D Fioom Usage Summary

|:| Free Room Summary

0 & M Reports - Teaching Sets

&5 Reports

=

goeoeoop

[iata Walidation Reparts

Flanrning and Preparation Reports
0 & M Reparts - Timetable

0 & i Reports - Students

Laff

0 & M Reports - Rooms

0 & M Reports - Teaching Sets

[£] Teaching Set List (all Sets)

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

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

Timetable
Students

Staff

Rooms
Teaching Sets
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Activity:

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

e Find Rachael Andrews and Ben Anderson
e Check Include Tutors Name(s) and Contact Details
e Deselect Combine Multiple Timetables
e Print the report to the screen
< Reports ]
) =
1 DataValidation Feports Titles
1  Planning and Preparation Fieparts Main Title |Student Timetable by D ate Range
3 0O&M Reports - Timetable Page Froter |
&4 0% M Reports - Shudents

cep

D Student Timetable by Date Fan
] Student Timetable by Grid

D Student Load

D Clearance Form

D Student Course Information

D Student Courze Information Exp
D Cowrse Change Reports

D Fie-adrmizsions Form

0 % M Reports - Staff

0 % M Reports - Booms

0 % M Reports - Teaching Setz

Select ]Sg[tl
Selected Shudents
TT Year |2D19 - Anderson, Ben
Andrews, Rachael
Cycle  |2019-05 v

Range |28JAN 2M3-124F. [~

Include Tutor Mame(z) on Beport
Contact Details

[ Combine Multiple Timetables

[ Student Reference

[ Student Mumber

Remove

Frint Cancel
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Timetabling > Reports > O&M Reports — Students > Student Load

& Reports [
) &
1 Data‘alidation Feports Titles
]  Planning and Preparation Feparts Fain Title |Student Load
C1 O %M Reports - Timetable Page Faater |
4 0 &M Reports - Students
D Student Timetable by Date Rar Select Shud
[ Student Timetable by Grid fudents _
T TT Vear |2IJ‘I 9 ~  |Brogan, Michael
Student Load Butter, Daniel
[ Clearance Fom Cycle  |201305 ~| |Dalton, Cara
B Student Course Information Range [28JAN 2019-124PR 2. |v
El Student Courge Information Exmp
[] course Change Reports (®) Find Student
[F] Re-admissions Fom (O Find by Department
3 0O &M Reports - Staff [ Extract data to TS file
C1 0% Reports - Rooms Format options
1 0 &M Reports - Teaching Sets [] Trahspose repart [Fotate by 90°)
©EIERE |
()t Paper Select Periods Famove Find
£ >

e Find some students in Year 12

e Select A3 Paper
Print to the screen

Print

Click OK

View then close

Check Extract data to CSV file
Select Desktop and click Save

Double click on Student Load on your desktop
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Timetabling > Reports > O&M Reports — Students > Clearance Form

e Select the current term
e Click New Query to find Rachael Andrews

&1 Reports @
L) &
1 Data‘alidation Reports Titles
[ Planning and Preparation Reparts b4 zir Tithe: |Clearance Form
[ 0 &MPRepors - Timetable
Page Footer |

3 0 &M Reports - Students

[ Student Timetable by Date Ran Sort

B Student Timetable by Grid 5”8';'? Sart Field av

D Student Load

D Student Courze Information

g Student Course Information Exp Select Timetable Pariods

Course Change Reports N 20139 - 12 APR 2019
B Re-admissians Form TT ¥ear [2019 | (29 4PR 2019 - 5IUL 2019
22JUL 2015 - 27 SEP 2013
(3 0%MRepors - Staff Cycle  [2m3.05 ~! |14nrT omia. a0 nEr 2014 v
g E im EEDD”S ’ ?oom; 5 Studatits
spots - Teaching Sets |Selected Subset 1. [« [T NeWHuey | [ Show Cortact
Farmat
® UserTest1 (O User Test 2 Edit Text
< >
Print Cancel

e Click Edit Text and edit to reflect the practice in your school

Edit User Text
User Text 1
Edit the text that you would like to appear at the bottom of the Clearance Form. You can use standard text editing
methods to format the text. The text will appear on the Form exactly az you have set it out here, except where you
have added UDI fields.
IF you have added UDI fields, pou can move the fields around, uzing copy and paste. or other editing methods, but the
field must be contained within the "< >" characters. and must not be altered.
Text far extra column headers: |comment/Proposed Grade Teacher Signature
Select User Test: (®) Uzer Test 1 () User text 2
Signature Administration Forwarding Address
Library: Approved /N Student Files Amended /N
DCS: Fees Paid YN Data Sent: IN
Deputy Principal Date of Process I S S
Add UDI Field Undo Cancel

e Print the report to the screen
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Timetabling > Reports > O&M Reports — Students > Student Course Information

e Find some students in Year 8

& Reports @

k) &
3 DataValidation Reports Titles
(1 Planning and Preparation Reports kain Title Student Course Information
1 O%M Reports - Timetable Page Footer
3 0&M Reports - Students Select Selected Students

D Student Timetable by Date Rarn = T

[ Student Timetable by Grid TT Year |2013 _ | ey

D Student Load Campus |1120 Hay Froad » Brabazan, Amy

[ Clearance Farm Broom, Declan

Student Course Information Grid |2D'I 3-08 w

D Student Course Infarmation Exm

[ Couse Change Reparts [ Prirt each student on a new page

D Fie-admizsions Forrm
1 0&M Reports - Staff
3 0% Reports - Rooms
1 0% Reports - Teaching Sets

Remove
< >
Pritat Cancel

e Print to the screen
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e Find all students
e Leave the date range as displayed

Timetabling > Reports > O&M Reports — Students > Course Change Report

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

Selected Students

&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

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

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

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

e Leave the date range as TODAY

e Click Find, OK and Yes

<& Reports X
L) &
1  DataValidation Reports Titles
1 Planning and Preparation Feports Main Tithe |He-admissions Form
1 0 &M Reports - Timetable Page Footer |
23 0 &M Feports - Students

|:| Student Timetable by Date Rar
] Student Timetable by Grid

|:| Student Load

D Clearance Form

El Student Courze Infarmation

D Student Course Infarmation Exp
El Courze Change Reports

|:| Re-admissions

0 & M Reparts - Staff

[}

1 0 &M Repots - Rooms

(1 0O&MRepors - Teaching Sets

< >

Select

TTYear |2019

Leaving Date Range:

From |14 FEB 2015
To |14 FEE 2018

Selected Students

17 BLOGGS Merka

Remove

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”

Remove 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 — Teaching Sets > User Defined Teaching Set Lists
e Select Harris Barclay
& Reports 55
L) &
1 DataVslidation Reports Titles i i :
[ Planning and Preparation Reparts Title |Usel Defined Teaching Set Lists
1 0O%M Reports - Timetable Footer |
L1 O%M Bepors - Students
[ 0O%M Reports - Staff Selest lSDrtl Includes]
1 0O#%M Reports - Fooms Timetable
3 0 %M Reports - Teaching Sets T 078 Cycle |2D1SDE
ear -
[ Teaching Set List [all Sets) = =
(] Teaching Set List by Schedule Date Range |28 JAM 2019 - 12 APR 2019
: Day  [an | Period | &l »
ABBE  Abbott, Elaine -
Teach
Q Teasier ALAT - Alan, Maria Theresa
‘BARH  Barclay, Hams
D Lt 14 F s
O Depatmen BESC  Best, Cal
(O Subject/Teach Set E?,“, Brigg. JD,S_eF'h(_ v |
[ Use Prefered Mame
[ Show Teaching Sets lists and Period infarmation for all Periods selected,
< >
e Click the Includes tab
e Check Student Form, Parent/Guardian Name, Parent/Guardian Mobile
e Enter 5in Number of Columns
fd I
& Reports =
k) &
1 Data‘alidation Reports Titles : : i
1 Planning and Preparation Feports Title |USB' Defined Teaching Set Lists
3 0&M Reports - Timetable Footer |
C1 O &M FReports - Students
(1 0O%M Reports - Staff Select] Sart Includes l
g g zm EEDD[:S ’ ?DDI‘H; Sat [ Student Reference Mumber Check List Calurnrs
Teac:::: ;et LT:tiallrget:]S Order Select the number of columng you
D [] Student Year Group would Iike_to appear in the check
|:| Teaching Set List by Schedule 1 Student Form lizt. The width of theze colurmng
01 [T Betiicd) Teemim S el will be calculated by dividing the
Llzer Defined Teaching Se E D Student Gender available zpace remaining by the
D Students and their Teaching Se [] Student OB number of columng selected.
[ Student Address ou can select up to 50 columng
[ Student Telephane
0 StudentMob:I:e MHumber of Colurnns: |5_
2 Parent/Guardian Mame Check Calurn width [em]  [1.34
[] Paent/Guardian Addiess Orientation Partrait =
[ Parent/Guardian Phane . . ..
3 Parent/Guardian Mabile Available space [in cm) remaining:
[] Parent/Guardian E-mail 6.705
< >
Frint Cancel
e Print the report to the screen
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e Go back to the Select Tab and repeat for a Teaching Set
<& Reports X
L) =
1 DataValidation Reports Titles - - -
3 Planring and Freparation Feparts Title |L|ser Defined Teaching Set Lists
1 0%M Reports - Timetable Footer |
L3 O%M Feports - Shudents
1 0O%M Reports - Staff Select lSortl Include&]
1 0%M Reports - Fooms Timetahle
0 & M Reparts - Teaching Set:
= Fports - | Saciing Sets TT Year [2019 < Cycle (201305 =
D Teaching Set List [all Setz)
[] Teaching Set List by Schedule Date Range |28 JAN 2019 - 12 4PR 2019
BJUiser Define H Day  al +| Period | v
D Students and their Teaching Se
() Teacher 104 - T0ArM_1 rs
10ENG_1
D L k -
® D TOENG - 10ENG_2
(®) Subject/Teach Set ]EE[Q_GJ 129?‘_5;31 v |
[ Use Preferred Name
[] Show Teaching Sets lists and Period infarmation for all Periods selected.
< >
e Print the report to the screen
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3.3 Review 1

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. Change
his course. (Hint: This swap will require his PE classes to be swapped as well. There may
also be billing implications).

2. Peter Payne is taking over Home Room Class (11HR_1) from Mr Fisher. Make the
necessary changes in the timetable. (Hint: View should be Period Summary View and the
Upper School US Grid)

3. Move Ms Fisher’s Year 11 Geography class (AEGEO 1) to Library on Mondays only. (Hint:
the Library is not a preferred room for Humanities.)
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3.4 Data Entry for 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.

3.4.1 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

e Set up Timetabling Year *
o Define Timetable Periods *

e Setting Parameters
o Campuses

General > Parameters

Faculties
Departments *
Room Types and Rooms*

O
O
O
o Subject Areas, Classification and Type, and Subjects *

Timetabling > Set Up

Campuses

Define Cohorts *

Staff Preferred Subjects
Subject Preferred Rooms
Course Promotion Table
Period Types

e Define Cycle
o AddaCycle *
o Master Period Structure *
o Staff Availability *
o Room Availability *

e Define Grids

Grid Cohort of Students *
Grid Period Structure *
Grid Subjects *

Grid Subject Groups
Grid Rooms

Grid Staff

O 0O O O O O
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Timetabling > Preferences

e Student Preferences *
o Individual Entry
o Bulk Entry
o Promote Student Courses

e Subject Load Table *
o Edit

e Manual Teaching Set Allocation

Timetabling > Grid Modelling

e Grid Modelling *
o Manual Set Allocation to Grid
o Enter Constraints
o Inter-grid Constraints
o Auto-schedule Process

e Refining Student Placement *
o Fit unplaced students
o Balance sets

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

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

Timetabling > Timetable

e Allocate Staff and Rooms *
o Manual allocation
o Auto allocation

e Lock Timetable

In this course, we will work on only parts of this process.
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1.1.2 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.
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Activity

All students must be attached to a cohort. David Allen has only just enrolled at school and

has not yet been allocated a cohort for next year.

Timetabling > Timetable Setup > Cohorts

e Select 2020

e Click on the green tick to make 2020 the default year for Timetable Setup

e Click on Refresh list gl
e Click on Year/Form to order students

e Look for students in Years 7 to 12 who are not in cohorts.

Define Cohorts
w20 Vv &

Cohort Name
o7
] E3]
10 &
(R

jm)
Select student(z] and press Select, or @
double-click on a student or drag and drop
Students not in cohart rear/Fam
Becker, Tareg i9/RoomB A
Allen, Penelope i5/Foom 5
Allen, David 8/08.1
English, Dion iz2nz21
Mentaring, Jess 12121
Martin, Kristian i1z2A21
Schonbera, Luke 12121
Julian, Tristan 12121
Lestan, Apan 12121
Anns Sally 12171 v

e Select 09 from Cohort Name
e Double click on David Allen

He is added to the Year 9 cohort for 2020.
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Add Students on the Admissions Roll to a cohort

Florence and Paris Davids are currently on the Admissions Roll. They will be starting school next
Year. We would like to add them to their cohort in preparation for next year’s timetable.

e Select 2020
e Select Cohort Name 10

e Click Add @ on the right-hand side of the student list
e Change the Roll Status to Admissions
e Select Year 10 from the Year Group menu

W E O A

General lF'alameters l D ates ] Address l Other l []ul} l T Sets/Cohorts l

Surname/Ref. Mo. Roll Statuz Admizzions w
Preferred Mame Year Group 10 "
First Marne Farm . V
Legal Surnarme House ~fie g ~
Group Type N v
Group ~ndg-- ~
Contact Surnarne
Global Name Search Terms in School
(®) Not Specified
|.~'-‘-.II Mames [Excluding History) p ) More than
| () Less than 0
(O Equalta
[1 Show Inactive Parameters in Dropdown Lists Clase
. Fird
e Click il
| &
Reference Surname Preferred Mame Year Form Date of Birth
4B Davids Florence 10 Mot specifie: 16 JUN 2005
45 Davids Pariz 10 Mot specifie: 16 JUMN 2005
Total records found |2
Back Select Cloze

e Click Select and Yes

Florence and Paris have now been placed in the Year 10 cohort for next year
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3.4.2 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 the preference is automatically updated for selected students.

If the user wishes to promote a student’s course 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
invoked. 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 9 English Home Room, Maths, Science, and Society
and Environment to the same subjects in Year 10.

Timetabling > Timetable Set-up > Maintain Course Promotion Table

e Click Edit J

%

e Click Show available subjects
[
e Check Only show active subjects
[
positioned correctly in the cell)
[ ]

Drag and drop English 10 into the To column

e Repeat for the other subjects as shown below

Drag the Available Subjects window to the right of the Course Promotion Table

Drag and drop English 9 into the From column (A black rectangle will appear once cursor is

Hint: Click into the row first before you drag and drop the subject

e Click OK and Yes
e Close the window

|:| Course Promotion Table @
£
Course Promotion T able sl duly sE n
From Subject To Subject i
BENG English & SEng English 3 Subject Code  Subject Mame
BHASS Humanities and Social Science 8 9HASS Hurnanitizz and Social Science 9 104t At 10 ~
BHE Health Education & SHEd Heallh Education 9 T0CRA Craft 10
8HR Home Roomn 8 SHR Home Room 3 JODRA D[ama 10
- - T0ENG English 10
Bk ath b athematics 8 Sk ath Mathematics 9 10Fah Fahrics 10
arE Physical Education 8 9FE Phyzical Education 3 10Food Food Production 10
a5C1 Science 8 35ci Science 3 10HASS Hurnanities and Social Scienc
9Eng Englizh 9 10ENG English 10 10HE Health Education 10
9HASS Humanities and Social Science 9 10HASS Hurnanitizs and Social Science 10 10HR Home Foom 10
SHEd Health Education 3 TOHE Health E ducation 10 10ind Indonesian 10
SR Home Floom 9 10HR Home Foom 10 TaTaL 'J‘:m;rﬂ 0
Skd ath b athematics 9 10Math Mathematics 10 10Math W athematics 10
3FE Physical Education 9 10PE Physical Education 10 10MUS Muszic 10
35ci Science 3 105C Science 10 10k Metalwork 10
10PE Phyzical Education 10
Science 10
T Swdoodwork 10
11HR {Home Room 11 v
Claze
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1.1.4  Grid Subject Groups

Timetabling > Timetable Set-up > 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 impacting on the timetabling process.

Grid Parameters

2014 [¥] 2014-03-03

[=] v

Cohort] Period Structure | Subjects  Subject Groups lHoomsl Staffl Band .t'-‘«llocationl

Code
Sart
ACra
30ram
9Eng
9Fab
3Food
9HEA
9HR
9ind
9ITAL
G ath
SMED
b
gMus
9PE
95c
95%E
T

Subject

ArtS

Craft 3

Drama 9

Englizh 9

Fabrics 3

Food Production 3
Health Education 9
Home Roaomn 3
Indonesian 3

Italian 9

I athernatics 9
tedia 9

b etalwork. 3

Muszic 3

Phyzical Education 3
Science 3

Society & Environment 3
Wioodwark 3

J

]

Subject Group

Subjects in Group
9Eng - Englizh 9

9HEd - Health Education 3
9HR - Home Room 3

Sk ath - M athematics 3
9PE - Physical Education 3

95EE - Society & Environment 9

35¢i - Science 3

=) [

LCloge

CIVICa

Integris Timetabling Maintenance for School Officers

Page 68 of 88

© 2019 Civica Education Pty Ltd



Activity

Timetabling > Timetable Set-up > Individual Grid Parameters

e Select 2020 and the Year 10 grid

e Click on the green tick ¥ to make this grid the default
e Select the Subject Groups tab

e Click Add %!
e Enter the Subject Group name — 10REQ - and click OK

Enter a Subject Group Name

Subject Group Name |10REQ

e Highlight English, HASS, Home Room, Maths, Phys Ed and Science
e Click on the red chevrons (arrows) L»] pointing right

Grid Parameters
2020 [v] 202010-10 v

Cohortl Period Structure | Subjects  Subject Groups lHoomsl Staffl Band Allocationl

Code Subject Subject Group
106k A0

10CRA Craft 10
100RA Drama 10 ]
Englizh 10
10Fab Fabricz 10
10Food Food Production 10
Health Ed
ne Subjects in Group
[
100TAL Italian 10
T ew Jewellery 10 “
iMetahwark 10
iMusic 1
Cloze
e Click Close
e Close Timetable Setup
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3.4.3 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 either for 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.

f|:| Student Preferences @‘
2015 [=] 2015-10-10 [=] v

Freferences by Student lSubiect Load Table] Bulk Student Preferences | Teaching Sets

Reference Student Year  Fom  Gender Mo Prefs Unplaced

7 Aszpinall, Simone 9 09.2 F 1] -
12 Benneatt, Tracey | 03.3 F 1]

22 Braddon, Braydie 9 09.2 I 0

27 Buszuttil, Sacha g 033 iF a L

32 Carter, Christine | 031 F a 3

ar Clark, Gemma 3 03z iF ]

42 Curliffe, &aran 3 09.3 ] 1]

47 Drert, K. aitip 9 091 F i

52 Douglas, M athew | 03.2 ] 1]

g7 Elliz, Jessica 9 033 iF a

B2 Eren, Aidan 9 091 b a

E7 Fawkes, Ryan 9 09.2 & i

T2 Fricker. Chloe ] 033 iF ]

7 George, Ellena 9 09.1 F 0

a2 Green, Williarm 9 09.2 b a

ar Hidderm, Traviz ] 093 M ] T TEF fralusie |
92 Hubbls, Regan 3 031 iF 0 | TEEAnabss |
7 |zacc, Brendan 3 03.2 ] 1] e —
102 K.after, Brad 9 09.3 & i Learning Area Analysis
107 Keil. Ethan ] 091 bl ]

12 Kilpatrick, Chice 9 0.2 iF a "

Total Students |87 Red test: - Student has left.

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.
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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.

_Individual Student Preferences x|
2 4 r =
| | | Subjects | E—
Angus, Sally (5) Code Subject L
GROUP 11H =
Type Rank | Code Fieference Feq | 5 |GROUP 11a
Frimary 1 2RENG  iEnglish 24 YES i2 |GROUP 1y = t@l
Primary 1 ZBENG  :Englsh 2B YES iz |GROUP 1eH
Primary 1 12HR Hame Foom 12 YES i3 |GROUP 120 y'
Primnary 4 1CWPL  Pworkplace Learning 1C Mo i1 |EROUP 1_2\" . .
Frimary 5 1DWPL  wiorkplace Leaming 10 MO i |Z<EID Biological Sciences 24/B ggl
Primary  iE 2AC5C Computer Science 24 MO iz [3AEID Binlogical Sciences 34
Pimary 7 25MAT  iMathematics 24, MO i3 |3EI0 Biolagical Sciences 3478 @l
Primary 8 2BCSC Cormputer Science 2B WO iz |3EEIO Biological 5 ciences 38
Primary 19 IBMAT  iMathematics 26 MO i3 |CALMI CalM Bushrangers Level =
Frimary 110 ZXCFCL  iChildien, Family and Cammunity 220 i1 [2¢EHE Chemistry 26/B
Primary 11 ZHGED  iGeography 28/8 WO i1 |3ACHE Chemistry 34 |
ICHE Chernistry 348

3BCHE Chermistry 3B -
AN CleilAemim Cmrmiliy mnd T mees
a r | B |

Show/Hide Subject List |

Add preference

Edit Preference

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

Remove from T-set

(B[] [ ] [

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

I:I Student Preferences @
24 [+] 2014-08-08 [=] v
Preferences by Student | Subject Load Table Bulk Student Preferences lTeaching Sets
Cohort Selected Students
M ame Form Mo, Prefs Marne Form Mo, Prefs
Alkitik Adann 051 a - 3 a
Aller David 081 i}
Antonela Mark og4 2 H
Bandy .Tamara 02 12
Baverstock Helen 0gs 12 Clear
Bishop Alecia 0a 12 -
Blake Feira 081 12 £
Bom Corina og2 2
Bott Lara 0el 12 - -

Sulost e S Bievs Selected Subjects and Subject Groupz

Code/Group  Mame Code/Group  Mame

GROUF {08 REQ -

BART A e L» ]

aDeT iDesign and Technology 8 =

BENG {English & H

8HE iHealth Education 8

8HEC {Home Econamics 8

8HR {Home Room & i !

| Promate Courses from a Previous Grid | | Add | | Remave |

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

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
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Freferences by Student | Subject Load Table Bulk Student
Cohort

Mame

_ Ma. Prefs
Drazic Eleni

Gold Em
Guester Kea
Hill Hanna
Istan Kevin

Subjects and Subject Groups

Code/Group Mame
GRAURF (10REQ

10t a0 =
1CR&  Craft 10 El

10DRA EDrama'ID
T0EMG i

| Promate Courses from a Previous Grid I

e Highlight the appropriate grid and click OK

Select Grid

Select the Grid from which you want to promote the
courses

[T Retain all teaching set groups

Year Grid Mame

23 iz -
013 T

2m3 s

-

[ ak ” Cancel ]

Note: There is an option to retain all teaching sets.

Promoted Subjects

Subjects to be Promoted
Previous Gnid Current Grid
Code Subject Mame Code Subject Mame Save
SEng Englizh 9 T0EMG :iEnglish 10 TES j
AHASS  iHumanities and Social Scienced 10HAS S iHumanities and Social Science YES
SHEd Health Education 3 T10HE  iHealth Education 10 YES E
Home 9 e m 10 YES
SMath  iMathematics 9 10Math iMathematics 10 YES
SPE Phyzical Education 3 10PE Phyzical Education 10 TES
3S5ci Science 3 105C1  iScience 10 YES
Ok Cancel
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e Edit as required
e Click OK

Allows the user to deselect students from course promotion
Allows the user to deselect subject from course promotion

Allows the user to select which teaching sets are to be retained

1D | 5.
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Activity:

Promote all Year 9 students to selected Year 10 courses.

Timetabling > Preferences > Bulk Student Preferences tab

e Select 2020, Year 10 grid and the Bulk Preferences tab

(T

Clear

Clexar

Selected Students

M arme Farm

Selected Subjects and Subject Groups

Wa. Prefs

Code/Group | Mame

Add

|:| Student Preferences
2020 202010 - 10 v
Preferences by Student | Subject Load Table Bulk Student Preferences [T eaching Sets

Cahart

M arme Farm Wa. Prefs
Alkitik. Adam 091 1] ~
Azpinall Simone 092 0

Bennett  Tracey 093 0

Braddon Brapdie 032 0

Buzuttl Sacha 03.3 0

Carter Chinisting 031 i}

Clark. Gemma 032 o

Cunliffe Aaron 0.3 o

Davids Florence Mot speil v
Subjects and Subject Groups

Code/Group  Mane

GROUP §1DHED ~
10t A0

10CRA iCraft 10

10DRA :Dirarna 10

10EMG iEnglish 10

10Fab :Fabries 10

10Food {Food Production 10 o

Promate Courses from a Previous Grid

Remove

e Click on Promote Courses from a Previous Grid |

e Highlight 2019 09

Select the Gnd from which pou want to promote the
courses

[ Retain all teaching s&t groups

Year Grid Mame
2018 us
2018 10
2018 0s
2018 o7
2018 1]
2019 Us

10

Ok Cancel

e Click OK

Promote Courses from a Previous Grid
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e Select Home Room

Promoted Subjects

Subjects to be Promoted

Previous Gnd Current Grid
Code Subject Mame Code Subject Marme
9Eng Englizh 9 T0EMG (Engligh 10 z
9HAS5S  iHumanitier and Social Science TOHASS {Humanities and Social Scienc
9HEd Health E ducation 9 10HE  iHealth Education 10 E
Home Roorm 3 10HR  Home Room 10 YES
Ahdath  iMathematics 9 10Math iMathemnatics 10 rr
9FE Phyzical Education 3 10PE Physical Education 10
35ci Science 3 105C1  (Science 10
ak. Cancel

e Click Retain Teaching Set Groups

Retain Teaching Set Groups

FromGid  |2019-2019-09

From Subject |9HF| - Home Room 3

To Grid |2020 - 2020-10

ToSubject | 10HR - Home Room 10

Teaching Sets [Right click to show members)

Teaching Set Code |F|etain Group
SHR_1
SHR_2Z
SHR_3
ok Cancel

e Check each box and click OK
e To promote all courses, click OK
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Allocate Indonesian to selected students

e Click Select those students matching specified criteria
e Find those students studying Indonesian this year

Student Search

W o dh

Find by Teaching Set

General] Parameters] DateslAddlessl Dther] upl T Sets/Coharts l

Timetabling vear 2013 w

Grid Reference |2m 9.09 "

Subject |9ind Indonesian 9 v

Teaching Set |..n,-'$.. v
Find by Cohort

Cohort . V

[] Show Inactive Parameters in Dropdovn Lists

Cloze

e Click Find, Select and Yes

e Move the selected students to the right
e Move Indonesian 10 to the right

I:l Student Preferences
2020 202010-10

[+]+

Preferences by Student | Subject Load Table Bulk Student Preferences [Teaching Sets

Cohaort

Marne Form Mo, Prefs
Alkitik, Adamm 031 a ~
Aspinal Simone 03z iz
Braddon Braydis 03z 7

Clark. .Gemma 03z 7

Davids Florence Mot zpeil

Dravids Pariz Mat spe:0

Douglas M athew 03z 7

Fawkes Fyan 032 7

Green w/illiam oz 7 v
Subjects and Subject Groups

Code/Group  Mame

10Fab EFabrics 10 ~
10Food iFood Production 10

10HASS {Humanities and Social Science 10
10HE EHeaIth Education 10

10HR iHome Foom 10

10ITAL Iraliam 10

T0lew EJeweIIel_l,l 10 o

Framate Courses from a Previous Grid

Clear

T

Clear

Selected Shudents

MHame Form Moo Prefs

Bennett Tracey 033 7 ~

Buzuttl Sacha 093 iv

Carter Christine 091 7

Cunliffe Aaron 093 7

Dent Kaitlyn 091 ¥

Elliz Jessica 093 7

Eren Aidan 031 7

Fricker .Chloe 03.3 7

George Ellena 091 7 W
Selected Subjects and Subject Groups

Code/Group  Mame

10ind Elndonesian 10

Add Femove

e Click Add
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e Allocate Italian to all students who studied it this year

Student Search

wE o &
General] Palametelsl DateslAddressl Dther] uDl T Sets/Cohorts ]

Find by Teaching Set
Timetabling 'ear 23 -
Gind Reference |2m 9.09 - |
Subiject [SITAL Italian 3 v
Teaching Set |--n£s-- V

Fird by Cohart
Cohart |..n;3.. v

[] Show Inactive Parameters in Dropdown Lists Close
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Timetabling > Preferences > Preferences by Student

e Click on the column heading No.Prefs

O

2020 2020-10-10

[v] v

Preferences by Student ]Subiect Laad Table] Bulk Student Preferences | Teaching Sets

Total Students |69

Reference Student Year  Form

46 Davidz, Florence 10 Mot spesF
45 Davids, Paris 10 Mot spesF
7 Aspinall, Simone 3 0z iF
12 Bennett, Tracey 9 092 F
22 Braddon, Braydie 9 032 k4
27 Busuttil, Sacha 9 09.3 F
32 Carter, Christine 3 031 F
Kr) Clark, Gemma 3 032 iF
42 Curliffe, Aaron 3 033 &l
47 Dent, Kaitlyn 9 031 F
52 Diouglas, Mathew 9 032 k4
57 Elliz, Jeszica 9 09.3 F
g2 Eren, Aidan 9 031 &l
B7 Fawkes, Ryan 3 03z b
72 Fricker, Chloe 9 033 iF
7 George, Ellena 9 091 F
az2 Green, Williamn 9 9.2 b
ar Hiddem, Traviz 9 09.3 b
92 Hubble, Fegan 3 091 F
97 Isacc, Brendan 3 03z &l
102 F.after, Brad 9 093 iM

Gender

100 00 00 00 OO 00 00 00 00 OO 00 00 00 00 00 00 00 00 00 O O

Red test:

Highlight the students with no preferences and click View Details
Click Show/Hide Subject List
Drag and drop the GROUP 10 Req onto the white screen
Add the other preferences in the same way

Mo, Prefs

2
Unplaced
»
vy
vy
v
v
vy
v
vy
vy
v
v
v
v
vy
v TEE Analysis
v
v - -
o Learming Area Analysiz
v
v v
- Student has left.

|:| Individual Student Preferences

ExS

Grid |1

0 Year |2uzu

e |4 P | &

Davids, Florence (46)
Type Rank  Code
Primary i1 10EMG
Primary {1 10HR
Primary {1 10HASS
Prirnary i1 10k ath
Prirnary i1 105C1
Primary  if 10FE
Primary {7 10ind
Primary  i8 Tew
Primary {9 1005
Reserve i1 10050
Reserve 2 10Food

Preference

Englizh 10

Harme Room 10
Humanities and Social Science 10
b athemnatics 10
Science 10

Phyzical Education 10
Indonesian 10
Jewellery 10

buzic 10

Wwioodwark 10

Food Production 10

Req
TES
TES
TES
YES
YES
MO
MO
MO
[ln]
MO
MO

Set Mo, Azzg Lock Band AlLEands

KO
KO
MO
1]
KO
KO

MO
MO
MO
MO
MO
MO
MO
MO
MO
MO
MO

EE%E}%%&

Show/Hide Subject List
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e Highlight Woodwork and Food Production

: e
e Click Toggle to Reserve and Yes
e Click Next Student and enter the following preferences
|:| Individual Student Preferences @
e 4 ) &
Davids, Paris (45) Grid 10 ‘ear |zuzn
Type Rank Code Preference Req SetMo fzsg Lock Band AlbBands
Primary {1 10EMG Englizh 10 YES MO MO @
Primary i1 T0HR Home Room 10 YES MO MO
Primary 1 T0HASS  iHumanities and Saocial Science 1GYES MO (MO ‘?
Prirnary  §1 10k ath Fd atheriatic: 10 YES MO iMO
Primary  :1 105C1 Science 10 TES MO (MO ﬁ?
Primary 6 10FE Phyzical Education 10 MO MO MO
Primary 7 T0ITAL Italian 10 HO HO |
Primary 8 IOt At 10 MO MO
Frimary (9 10Faod  Food Praduction 10 I MO
Feserve i1 T e Jewelzm 10 MO MO
Resenve 2 TS Wioodwork 10 §1n] [§1u}

Show/Hide Subject List

e Close Individual Student Preferences
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Timetabling > Preferences > Teaching Sets

Assign the Davids twins to a Home Room

e Select Home Room from the Subject menu

e Highlight 10HR_1

|:| Student Preferences
2020 2020-10- 10

Teaching Sets
Timetabling Period
|School Year - 2020
Subject

10HR

10HR_1 - 10HR_1
10HR_Z - 10HR_2
10HR_3 - 10HF_3

e Click Add EI

[v] v

Preferences by Student | Subject Load Tablel Eulk Student Preferences Teaching Sets

Studentz

Ref. Ho. Surname First Name Year/Form
22 Braddon Eraydie 9/09.2
47 Dent K.t 9/091
52 Douglas M athew 9/03.2
i George Ellena 3/03.1
a2 Green Williamn 3/08.2
a7 |sacc Brendan 9/08.2
102 K.after Brad 9/08.3
127 Kurtes Krigty 9/09.2
132 Larry Tara 9/09.3
162 M ach augall John 9/09.2
167 M argison Courtrey 3/03.3
212 orriz Azhley 3/03.1
227 Heilli Fobert 9/09.2
272 Peter Chrigtopher 53/09.1
257 Pickup K. aitliry 9/09.2
307 Roberts Tina 94081
327 Szl Sarah 9/09.2
332 Schoknecht Peter 9/08.3
WwT Ch Lk 919 7
£

Student Total |22

e Highlight both names and click Select

Select Students

Urnaszigned Students with Subject Preference:
Home Room 10

MHame Year/Fom

Select

LCancel

Male Total |12

&

w

Female Total |10
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3.4.4

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.

=

2ms

w| 2M5-10-10

Student Preferences @
v v

Preferences by Student | Subject Load Table] Bulk Student Preferences] Teaching Set&l

Feference  Student

7 Azpinall, Simone
12 Bennett, Tracey
22 Braddon, Braydie
27 Busuttil, Sacha
32 Carter, Christing
I Clark, Gemma
42 Cunliffe, Aaron
46 D avids, Florence
45 Davids, Paris

47 Dent, Kaitipn

52 Douglas, Mathew
57 Elliz, Jessica

B2 Eren, Aidan

E7 Fawkes, Ryat
72 Fricker, Chloe

77 George, Ellena
a2 Green, William
a7 Hidderm, Trawiz
92 Hubble, Regan
97 |sacc, Brendan
102 Kafter, Brad

Total Students |69

ear Form
03.2
03.3
0.2
03.3
03.1
0.2
03.3
10.1
10.1
03.1
03.2
03.3
03.1
03.2
03.3
03.1
03.2
09.3
031
0.2
03.3

oo

1D WD WD WD WD WD D LD WD D D D = = O D D D D D D =

Gender Mo, Prefs

[y

rplaced

- View Detals 7

[ )

TEE Analysis

Learning Area Analysis

100000000 00 OO OO OO OO 00 OO 00—+ — 00 00 00 00 00 00 OO

€ e e

L

Red text: - Student has left,

Other reports are available from Timetabling > Reports > Data Validation Reports.

& Reports

-

copeepope

(e

Daka ¥ alidation Reparts »

Planning and Preparation Reportz

0 %M Reparts -
0 % M Reports -
0 %M Reports -
0 %M Reparts -
0 % M Reports -

CIVICa

Tirmetable
Students
Staff
Roams

Teaching Sets

2
1.

)
-
-

Data Validation

Thursday, 24th July 2014

These reports are used to support the entry of course
and student Preferences.

‘Drag-and-drop’, tick-boxes and pick-lists allow you to
specify the report format and content.

Frint ] I Cancel
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| Samples of all of these reports may be viewed in the Timetabling Manual.

Activity:

Timetabling > Reports > Data Validation Reports > Student Course Summary

e Selectthe TT Year 2020 and the Senior School Campus and Multiple students per page
e Use Find to locate a few Year 9 students

& Reports

L) &

B

9 DataYalidation Feports
&5 tudent Co firmary
D TEE Subject Summary
D Students Chaoosing a Subject
D Students Choosing a Combinatic
D Students with Less than a Giver

D Preferences for Students Choos

D Subject Recommendation and £
D Subject Recommendation and £
Planning and Preparation Reports
0 & M Reports - Timetable

0 % M Reports - Students

0 & M Reports - Staff

0 & M Reports - Rooms

0 & M Reports - Teaching Setz

cooeoe

Titles

Main Title |Student Course Summary

FPage Footer |
Select

TT Year
|2020 )

Campus

[ »
() One student per page

(®) Multiple students per page

e Print the report to the screen

Students

Braddon, Braydie
Buzuttl, Sacha
Carter, Christine
Clark., Gemma

Remove

Print

Cancel
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Timetabling > Reports > Data Validation Reports > Students Choosing a Subject

e Selectthe TT Year 2020, Campus Middle School and Grid 2020-09
e Click Find
e Select Department — Languages, check Find Active Subjects only and click Find

Search Criteria
Subject Code |

Subject Mame |

Grid |2020-10 v

Diepartment | Languages w

Find &ctive Subjects anly

Find
Subject Search Results

Code Shot Mame  Subject Hame

10TaL ITaL 10 Italian 10

10ind Ind 10 Indonesian 10

£ >
Total records found: |2 T — Elemz

e Highlight the Languages and click, Select
e Click Print

< Reports ==
k) &

2 DataValidation Reports Titles
E] Student Caurse Summary Main Title |Students Chaosing a Subject
[ TEE Subject Summary Page Footer |
D Students a Subject

[E] Studerts Choasing a Combinatic Select
D Students with Less than a Giver
D Preferences for Students Choos

Subjects

TT Year [2020 v

[ Subject Recammendation and € Campus |Seni0r & choal

10Ind

D Subject Recommendation and £
Flanning and Preparation Repoarts Grid |2D2D-1 i] i
0 & M Repoarts - Timetable

0 & M Reports - Students

0 % M Reports - Staff

0 & M Reports - Roarms

0 & M Reports - Teaching Sets

[ Inciude Reserve Preferences

ropepo

Remave

~
L

Print Cancel
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3.5 Review 2

Activity:

Note the pathway you took to complete each of the following tasks
1. Search for the Year 12 student George Pyatt on the Admissions roll and add to the Upper

School cohort for 2020.

2. Add the following subjects to the Course Promotion Table.

==

|:| Course Promotion Table
©
Courze Promation T able
From Subject To Subject
8HR Home Foom 8 SHR Home Foom 3
BMath Mathematics & Sk ath Mathematics 9
arE Phyzical Education 8 IFE Phyzical Education 3
85C1 Science § 95ci Science 3
9Eng English 3 T0EMG English 10
9Ha55 Hurnanities ahd Social Science 9 10H&55 Hurnanities ahd Social Science 10
9HEd Health Education 3 10HE Health Education 10
9HR Haome Foom 3 10HR Home Foom 10
Ak ath Mathematics 3 10Math Mathematics 10
9PE Phyzical Education 9 10PE Phyzical Education 10
J5ci Science 9 10501 Science 10
7Ena Enaglizh 7 SEMG Enaglizh &
THASS Humanities and Social Science 7 BHASS Humanities and Social Science 8
7HR Haome Foom 7 8HR Haome Foom &
Maths Mathematics 7 Bk ath M athematics 8
75 Science 7 8501 Science 8
|

Cancel

Llaze

3. Tracey Bennett wants to do Music and Fabrics with Craft and Art in reserve. Add these to

her preferences.
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4 Support

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

Contact details below:

4.1 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.

4.2 Fax (CSC)
9264 4701

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

4.3 Email (CSC)
customer.service.centre@education.wa.edu.au

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

5 Online Manuals and Training Notes

5.1 Civica Education

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

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

Select Integris Support.

Log in to Western Australian SIS Schools.
Username: school

Password: help

5.2 STIMS Project

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

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

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