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

Your comments are of great value to us in improving our computer systems, publications and
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Intellectual Property
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property of Civica Education Pty Ltd and its associates. All rights are reserved except as may be
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1 I ntroducti on

1.1 Integris Timetabling Module

The Timetabling Module enables schools to produce the best possible comprehensive student,
staff and room timetables using the information entered in the Administration module and
Timetabling module. Student preferences may be entered into the system either individually or in
bulk. Users may choose to enter many or few constraints and, using the auto-scheduler, the
system will produce the best possible timetable given the above constraints. If the timetable does
not fit the needs of the school it may be manipulated manually or constraints relaxed or tightened
and the auto-scheduler run again to produce the best possible timetable for the school.

1.2 Key Benefits
Integris Timetabling Module contributes to school effectiveness in the following ways.

It helps teachers and managers to carry out their responsibilities.

It reduces workloads for busy teaching and administrative staff. Data entry of preferences via
the keyboard or mouse is simple and straightforward.

1 It avoids the need for time-consuming manual statistical calculations. A range of standard
reports is included with the system.

1.3 Key Features

Integris Timetabling Module includes the following key features. It

Is simple to set up and run

Supports all aspects of timetabling staff, student and rooms within one simple, easy-to-use
interface

Includes a wide range of standard reports.

Includes the ability to import information from other software applications, thereby facilitating
data sharing where required.

1 Can be configured for/by the people using it, including the descriptions of any codes used, for
example for subjects, faculties and so on.

1 Has seamless links with the other RM Management Solutions products, avoiding the need for
any re-entering of school, staff or student data.
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1.4 How to Use this Manual

This manual describes the features and facilities available in Integris Timetabling Module, a

component of the Integris suite of software.

You should refer to this guide if you are responsible for setting up or maintaining information about
your school, staff or students. It describes how to enter information, print reports and keep the
timetable up to date. The sections are listed below.

Section 1: Introduction to Integris

Section 2: Getting Started

Section 3: Maintaining Parameters

Section 4: Maintaining School Details

Section 5: Timetable Setup

Section 6: Student Preferences

Section 7: Grid Modelling

Section 8: Timetable

Section 9: Student Course

Section 10 Recommendation Data Entry

Section 11: Reports

Section 12: Glossary

CIVICa

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

This section explains the basic functions with
which you need to become familiar as a new user
of Administration Manager and the Timetabling
Module.

This section explains how to set up and maintain
parameters. Use the Parameters functions to
define the lists that users see when entering data.

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

This section describes how to set up details of
your timetable

This section details how to enter either
individually or in bulk the subject preferences of
students.

This section defines how to manipulate a grid
either manually or by using the auto-scheduling
process.

This section describes how to allocate staff and
rooms to a previously saved Timetable.

This section defines how to maintain a current
timetable by adding students to a timetable.

This section describes how teachers can make
future subject recommendations for existing
students.

This section describes how to produce the various
standard reports that are supplied with the
Timetabling Module.

This section contains a glossary of timetabling
terms and concepts.
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Section 13: Index This section provides the location of itemised
timetabling functionality outlined throughout this
document.

Section 14: Support This section provides information on accessing
support for using the Timetabling module.
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2 Getting Started

2.1 Installing Integris

The facilities available in the Timetabling module are covered in this manual. Also included are
relevant features, to creating a timetable, of the Administration Manager.

2.2 Logging On and Exiting
2.2.1 Logging On
To log onto the system following the successful installation of the software, either:

1 Double-click on the Integris icon on your desktop;

G-

ﬂ Inkegris

1 Click on the Windows Start button;

9 Select the Programs option;

1 Select the RM Management Solutions option; and

1 Select the Integris option.

If you are using Integris for the first time after its initial installation you will be provided with a user

name and password to log onto the software. Should you experience any difficulties please
contact your support centre.

1 Inthe User Name field, enter your User Name.
1 Inthe Password field, enter your password.

1 Users of the software can be set up with individual user names and passwords. See
Administration manual for details.

9 Click the Login button or press <Enter> on the keyboard. You will now be able to access the
system.

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

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

When you have finished processing your data, use the following procedure to exit the system.

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

91 Click on the Exit option. The system displays a message asking if you are sure.

9 Confirm your choice.
1

An alternative to this method is to simply click on the cross (X) in the top right hand corner
of the title bar. This acts as a Close button, and also prompts the user to confirm that they
wish to exit.

Minimize E— ! I Close

2.2.3 Changing your Password

(File>Password)

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

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

1 Click on the Password option. The Change Password window is displayed.

Change Password

t%g Lzer name ADMIM
Full name Syztem Administrator
Current Pazsword I

Mew Pazsword I
Werification I

[ [1].4 J [ LCancel
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= =4 =4 =4

Enter your current password.

Tab to the New Password box. Enter the new password you want to use.

Tab to the Verification box and enter the same password again.

Click OK to accept the new password.

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

2.3 Integris Help Function
(Help>Help Contents & Index)

The Integris Help system is located at the top of the screen.

1 Click on Help to open the Help menu.

T

Click on Help Contents and Index.

Help

& Help Contents & Index

RM Asia-Pacific on the Web 4
Technical Support 4

Systern Information
UPM Systemn Status
About ...

On launching Integris Help, users are presented with a list of Help Areas. These areas relate

directly to the currently installed module set.

Integris Help

Integris Help

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

Help Areas

Inteqriz Administration Manager Help -
Integriz Administration Manager Repartz Help
Integriz Behaviour Management Help

Integriz Leszon Attendance Help

Integriz Lezson Attendance Reportz Help

Inteqriz BM Billing Help

Inteqriz Time Help

Inteqgriz WET Help

By selecting a Help Area from the list, users gain access to the related Help files, with content and
search facilities available. The system allows you to narrow the field of the search, thus retrieving

the necessary information with greater ease.

CIVICa
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2.4 General Sidebar Functions

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

General

1 School Details 7T wused to enter and maintain information
relating to the school, as well as accessing the School Diary.

a

School Details

1 Student Details T used to enter and maintain information relating to the
students associated with the school.

[

Student Detailz

1 Staff Details i used to enter and maintain information relating to the
staff associated with the school.
Staff Detailz
% 1 Groups 1 used to enter details of staff and student groups.
Groups ) ] _
1 Parameters i used to set up and maintain a range of Fields, codes and

descriptions to be used throughout Integris.

"

Farameters ] ) o ] ]
1 Control T used to set up options for Integris Administration and to import

information required from another file or system.

.

Control
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2.5 Timetabling Sidebar Functions

The Timetabling features of Integris are grouped on the Timetabling sidebar.

Timetabling . .
1 Student Course - displays for each student a list of preferences, the

student 6s timetable and the r ebbreeachingt gr i
sets highlighted.

L

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

P

Timetable 1 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.

et

Grid Modelling

1 Preferences-r ef ers to the entry of student ¢
% may be entered either on an individual or group basis.
Preferences 1 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.

Reparts 1 Timetable Setup - allows the user to define all aspects of the timetable
prior to creation of a new timetable. Timetable Setup can be completed at any
@ time for future timetables.

1 Exam Scheduler i is an independent module that allows for school
planning / scheduling of extensive invigilated assessments (examinations) in a
single exam session. A separate User Manual exists for Exam Scheduler
navigation.

Exam Scheduler

1 Data Entry i allows the user to make future Subject recommendations
for existing students.

Data Ertry
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3 Mai ntaining Parameters
(General>Parameters)

Use the Parameters functions to define the lists that users see when entering data.

This section will only outline parameters that are used by the Timetabling module. These are
Faculties, Departments, Room Type, Rooms, Subject Area, Subject Classification, Subject Type
and Subjects. For information on all other parameters, please consult the Administration Manager
manual.

The Parameters functions are located on the General sidebar. Once you have set up a parameter,
you cannot delete it if it is used by any of the existing records in your data file.

To access the parameters, click on the Parameters icon. The system displays the Administration
Parameters window. To locate a specific parameter, type the first few characters of the parameter
name. The system will highlight the parameter onthe |l i st . Press <Enter >
window and view parameter details.

il Admimistration Parameters |

- Inztructions

Fe
I the nght hand panel, there @ Allowance Type
are a number of icans with @ Cantract Type

dezcriptive titles showing which .

functions are awvailable. g County of Birth
@ Curriculum Groups

In order to start a function,

pleaze double click on the @ Departments

required icor. @ Faculties

g First Language

@ Form D' escription

@ Group Types

@ Houzes

@ Indigenaus Status

& Medical Condition =l

Before starting to use the system, you need to set up the parameters you intend to use.

You can use the same procedure to set up many of the parameters used throughout Integris as
they consist of a code, a school code and description. Some will have been set up for the school.

WARNING:Changi ng some parameters wil/ affect th

Some par ameters contain a value é Noatny S peexciis
Specifiedbé parameters.
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3.1 Maintaining Parameters required by the Timetabling module

(General>Parameters)

You may need to set up some or all of the above parameters, depending on the structure of your
school and other factors. These parameters need to be set up in the following sequence, as some
require data from another parameter. Those parameters in the list followed by an asterisk * are
essential to the Timetabling module.

Faculties
Departments *

Room Type

Rooms *

Subject Area

Subject Classification
Subject Type
Subjects *

=4 =4 =48 -89 _-9=19

Note: Subject Type and Subject Classification are essential for reporting to the School
Curriculum and Standards Authority in Western Australia.

3.1.1 Faculties

(General>Parameters>Faculties)
Some schools have a structure that includes faculties. These can be set up in the software.

9 In Parameters, click on Faculties.
1 The Faculties window will open.

1 Right click in the Description column to access the following menu.

£ Gota First Record

SE  iSociety and Environment | = Goto Last Record

M iMathematics

SC  iScience
TE  iTechnology and Enterprize @ Fird Barameter
HF  iHealth and Physical Educ:
L0 LOTE *B 4dd/Edit Parameters

@ Delete parameter

@w Toggle 'Locked' Status
% Toogle ‘Achive' state

=] Make Current Line Diefault

H

1 Choose Add/Edit Parameters and enter the details of a faculty. Alternatively, use the cﬁ
Add function on the menu bar.

The maximum length of the code is determined by the number entered in the Parameter Code
Digits field located in the General sidebar > Control > Preferences > General tab.
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FParameter 'code’ digitz |4_'

1 Add the new faculty. There is no need to enter a School code. Add additional faculties as
required.

Schoal | Code. | Description
AR At
EM English
hA, b athemnatics
SE Society and Environment
5C Science
TE Technology and Enterprize
HP Health and Physical Education
La LATE
LIB Library Studies

3.1.2 Departments

(General>Parameters>Departments)

If your school structure includes departments, you may wish to set up details of departments in
Parameters. Once they are set up, you can amend or delete them when necessary.

Note: if you wish to record details of the faculties and heads of departments with the
departments you add, make sure you have already set up the faculties in your school and
entered Staff Details for the heads of departments. See the Administration Manager manual
for details about holding staff information. However, there is no requirement to enter
faculties, where a school does not have faculties.

Adding a Department
To set up departments:

1 In the Parameters window, double click on the Departments icon. The system displays the
Departments window

B Departments I

AU B|=&

School | Code | Department Mame

Short Mame Active | Locked

= AERT s ~
ART A Arts
DaAMN iDance DAMN Arts
DRA iDrama ORA Arts YES iYES
D&T iDesign & Technalogs D&T Technalagy an YES iYES
COMP; Computing COMP Technology an YES YES
FE FPhysical Education PE Health and Phy YES YES
EMG iEndlish EMG English DUkl YES  iYES
BUS (Business Studies (BUS Technology an YES YES
S&E (Society & EnvironmeiSE&E Society and EniRichas iYES  IYES
SC1 iScience Sl Science YES iYES
LOTE (LOTE LOTE LOTE YES  YES ||
HEc :Home Economics  iHEc Technology an YES YES
MATHE Mathernatics hfaths hathematics YES YES Ll

Cloze |
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1 Click the Add button. The Add Department window is displayed.

B Add Department §|

School Code Dept. Code  |IND

Dept. Mame |Indigennus Studies

Short Mame |15

Faculty |5|:u:iet_lrl & Erviron... w

Head |Mrs M Richards ;
Active Locked il

[ ok ][ Cancel ]

1 Enter the details for the department you are adding. Use the magnifying glass to locate the
staff member who is Head of Department. Staff names are set up in Staff Details.

Click OK to accept the details and add the department to the list.
Continue to add further entries as required.

Click Close when you have finished adding departments.

Editing or Deleting Departments

To amend a department, select it in the list in the Departments window and click on the Edit
button. You can then access its details, make any amendments and accept them

To delete a department, select it in the list and click on the Delete button. w You need to
confirm the deletion. Once you do that, the department is removed from the list. Departments that
are in use cannot be deleted.
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Copying a Department Parameter

Use the Copy Selected Parameter |2 button to clone the fields of another department you have

set up.

9 Click on the name of the department you want to copy and click the Copy Selected Parameter

button.

B Copy Department

X]

School Code Dept. Code  |EMG

Dept. Hame | Englizh

Shot Mame  |Eng

Faculty |English v
Head |Mr B Aibbey
Achive Lacked [F]
[ ok ][ Cancel ]

1 Change any fields as required.
1 Click OK to save.

Printing a List of Departments

To print a list of departments, click on the Print button.

3.1.3 Room Type

(General>Parameters>Room Type)

I f you wi
create each type.

s h

t

(0]

al

ocat e

1 Use the Add function @ to add a room type.

W Room Type

S50 ow

Default entry:

School| Code | Description

Active

Laocked

SCLAScience Lab

YES

WO

1 Enter the details of the new room type

CIVICa
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B Boom Type x

= e e
Drefault entry:
Schoal | Code. | Description
SCLA Science Lab -
HEC Home E conomicd

9 Click OK to save.

3.1.4

Rooms

(General>Parameters>Rooms)

You will need to set up details of the rooms in your school. Once they are set up, you can amend
or delete them when necessary.

S0 R =&
Code |Description | Foom Type Capacity I Exam Cap. | Locked
ART 1 A Art 23 12 YES a
ART 2 jAr 2 Art 22 12 YES
SCl1 :Beience Lab 1 Science 32 20 YES
SC12 iScience Lah 2 Science 32 20 YES __|
SCI3 iBcience Lab 3 Science 32 20 YES
SCl4 (Seience Lah 4 Science 32 20 YES
ART 3 1A 3 Art 22 12 YES
LIB1 iLibrary Meeting AreiLibrary 14 0 YES
LBz iLibrary Meeting AreiLibrary 15 1] YES
LIB3 :Library Conferences Library 25 a YES
WS Room 1 Classroom 30 20 YES
M32 iRoom 2 Classroom 30 20 YES
M53  Room 3 Classraom a0 20 YES
M54 iRoom 4 Clagsroom 30 20 YES Ll
Note: If you wish to record details of the room type with the rooms you add, make sure you
have already set up the Room Types in Parameters.
Adding Rooms

To set up/add rooms:

1 From the Administration Parameters window, double click on the Rooms icon. The Rooms
window is displayed.

i Click on the Add button.

1

Clv

ICa

)

The Add Room window is displayed.
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W Add Room x|
Room Caodg I—
Descrigtion |
Room Type I ;I
Marmal Capacity ID—
Exam Capacity ID— Locked r
OF. I LCancel |

Copying a Room Parameter

Enter the details for the room you are adding.
Click OK to accept the details and add the room to the list.

Use the Copy Selected Parameter button to clone the fields of another room you have set up.

9 Click on the name of the room you want to copy and click the Copy Selected Parameter

button.
Change any fields as required.
Click OK to save.

Printing Details of Rooms

To print a list of rooms, click Print.

=

The following is a sample report on rooms.

West Coast District High School
Parameters - Rooms
Code Description Room Type Capacity  Exam Cap. Locked
ARTT Art Art B Design 20 14 [le]
ART 2 Art2 Art B Design 14 10 [l
SCI1 Science Lab 1 Science 29 20 MO
SCI12  Science Lab 2 Science i 25 [ille]
SCI13 Science Lab 3 Science i 25 MO
5G4 Science Lab 4 Science 34 25 MO
ART 3 A3 Art B Design 14 10 [l
LIB1  Library Meeting ... Library 10 i [le]
LIBZ  Library Meeting ... Library 10 a MO
LIB3  Library Conferen... Library 24 a MO
GYM Gymnasium Gymnasium 275 a0 YES

Editing or Deleting Rooms

To amend a room, select it in the list and click on the Edit button.

“

You can then access its details, make any amendments and accept them.

To delete a room, select it in the list and click on the Delete button.

0]

You need to confirm the deletion. Once you do that, the room is removed from the list.

CIVICa
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3.1.5 Subject Area

(General>Parameters>Subject Area)

Your school may choose to use Subject Area to group subjects. For example, you may group
subjects in Learning Areas.

Adding a Subject Area

 Click on Add 22

Il Subject Areas x|
S0 R =S
Code Subject Area Mame I Learning Area Active | Locked
Add Subject A =
mz L wﬁs i
3 Mathematic ' Code I TES MO
4 Physzizal Ed YES MO
5 At and Des | Name f YES  iND
B Techrnology . YES MO
7 LOTE Learning &rea I T I YES MO
a8 Home Ecan _ TES MO
3 Society & E1 Active v Lacked r YES MO
10 Business St YES MO
ok I Cancel |
J |

1 Enter the required details
M Click OK

Editing and Deleting Subject Areas

To amend a subject area, highlight the appropriate record and click on the Edit Record button.

7 You can then access its details, make any amendments and accept them.

To delete a subject area, highlight it and click on the Delete button. I You will need to confirm
the deletion. Once you do that, the subject area is removed. Subject areas that are in use cannot
be deleted. If you attempt to delete a subject area that is in use the following message will be
displayed.

Infomation E

Art and Desgign iz in use and cannot be deleted.
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Copying a Subject Area Parameter

Use the Copy Selected Parameter button to clone the fields of another Subject Area you

have set up.

1 Click on the name of the Subject Area you want to copy and click the Copy Selected

Parameter button.
1 Change any fields as required.
M Click OK to save.

3.1.6 Subject Classification

(General>Parameters>Subject Classification)

Subject Classifications are ways of identifying like subjects.

For example, Western Australian

users may assign the appropriate classification to all School Curriculum and Standards Authority

accredited subjects.

|:| Subject Classification
S WS

Diefault entry: Other

[l

Schoal Code Description

TER T TER List 1

TER ZTER List 2

TER L:TER Urlisted

Reg :Registered

Urreg: Unregistered

Other { Other

COC :Council Developed Course
WP workplace Program
UP  iUniversity Program
CP  :Community Program
PP iPerzonal Program

ToOCFeooooooo

Orly show active entriez 0 record(s) have been hidden

Active
YES
YES
YES
YES
YES
YES
YES
YES
YES
YES
YES

Lacked
YES
YES
YES
YES
YES
YES
]
YES
YES
YES
YES

Total Parameters |11

Cloze

Adding Subject Classifications

9 Click on Modify/Add Parameters button

i Click OK to save the classification.

CIVICa

&

to add subject classifications.
9 Click on the first blank line and enter appropriate details.
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Editing/Deleting Subject Classifications

&

You can then

To amend a subject classification click, on the Modify/Add Parameter button.
access its details, make any amendments and accept them.

To delete a subject classification, highlight it and click on the Delete button. You will need to
confirm the deletion. Once you do that, the subject classification is removed.

Note: Only subject classifications that have been added by users may be edited or deleted.

3.1.7 Subject Type
(General>Parameters>Subject Type)
Subject Type is a further classification of a subject. For example, Western Australian users may

classify subjects as COS, CEP or VETCOS. These are essential if users are intending to report to
the Western Australian School Curriculum and Standards Authority.

[ Subject Type 5
= R

Drefault entry: TEE

School Code Description Active Locked

a TEE :TEE TES TES

a WISA WIS YES TES

a WET IWET YES TES

a Other | Other YES YES

C COS iCourse of Study YES HO

E CEP :Endorsed Program YES TES

W YETCIWET Course of Study YES MO

Only show active entries 0 record(z] have been hidden Total Parameters |7
Cloze

Adding Subject Types

1 Click the Modify/Add Parameters button & to add subject types.
9 Click on the first blank line and enter appropriate details.

9 Click OK to save the subject type.
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Editing and Deleting Subject Types

To amend a subject type:

1 Click on the Modify/Add Parameter button.

&

amendments and accept them.

To delete a subject type:

You can then access its details, make any

9 Highlight it and click on the Delete button. You will need to confirm the deletion. Once you
do that, the subject classification is removed.

3.1.8 Subjects

(General>Parameters>Subjects)

You may need to set up details of the subjects taught in your school. Once they are set up, you
can amend or delete them when necessary. Each subject can later be linked to one or more

teaching sets.

Adding Subjects
To set up/add subjects:

1 From the Administration Parameters window, double click on the Subjects icon

X

M Subject
1Ay 4/ 0 &
Subject Mame |Mathematics Level 3

Subject Code MATH3I Short Marme | kMathL3

Subject Area [ Mathematics

Learning Area |M,¢THS

Prerequisite |

Examinabls Exam Duration

Subject Department

Suzpended for Exam Period

Subject Clazsification

Department |Mathematics Type |Elther
Faculty | tathematics Clazsification | Dther
Head of Diept. | Active Literacy

toderating T eacher |

Timetabling D efaults

Room Type Required | General Classroom

Frequency 4 inimum Class Size [ Boys and Girls
Required e awirmumn Class Size |32 Bops only
Girlz anly
Search [by Subject Cade] ||

Note: In the Northern Territory, this window may also display SSABSA information.

CIVICa
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1 Click on the Add Record button. <& The Add Subject window is displayed.

W Add Subject (%]

Subject Mame |

Subject Code Short Hame

Subject frea | P

Leaming Area |

Prerequizite |

Examinatle F] Exam Durstion [ Suspended for Exam Peried [
Subject Department Subject Classification

Department | v Type l—v
Faculty [ Classification l—v
Head of Dept. | Aclive Literacy  []
Moderating Teacher | +  Fioom Type Required I—v

Timetabling D efaults
Frequency |0 | Minimum Class Size [ Boys and Girls @

. ) Bays ahly &
: b aximum Clazs Size |0
Requied [ Eits Gl @)

’ ak ] [ Lancel ]

91 Enter the details for the subject you are adding.

Note: When you select a department, details of the faculty and head of department are
automatically completed if the details have been set up in the Faculties and
Departments parameters.

9 Click OK to accept the details.

Editing and Deleting Subjects
To amend a subject:

1 Find it using the Find Record button
4 & b

or the blue Previous Record/Next Record arrows

Search [by Subject Code] I

or by typing the subject code in Search (by Subject Code)
M Click on the Edit Record button. You can then access its details, make any amendments
and accept them.
To delete a subject:

1 Find it using the Find Record button
4 & b

or the blue Previous Record/Next Record arrows

Search [by Subject Code]

or by typing the subject code in Search (by Subject Code)

9 Click on the Delete button. You need to confirm the deletion. Once you do that, the subject
is removed.
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Note: Subjects that are in use cannot be deleted. If you attempt to delete a subject that is
in use, the following message will be displayed.

Information E

Interactive Media 12 iz in uze ahd cannot be deleted.

3.1.9 Toggling Locked Status

(General>Parameters)

Parameters cannot be edited or deleted if they are locked. However, they can be unlocked if you
need to edit or delete them.

To unlock a parameter:

1 When viewing a parameter list, click on the line that you wish to unlock

B Room Type

é@ﬁ@'m:;@||w|

Default entry: Clazzroom

School| Code | Description Active Locked
ART idrt YES YES ;I
LIB  :Libramy YES YES
HEC iHome Econamics YES YES
COMF Computing TES YES
Grh i Gymnazsium TES YES
CLAS { Classroom YES YES
SCl - {Science TES YES

‘withdrawal Room TES =

MEET: Meeting Room vES YES
MUS | Music YES YES
D&T  :Design & Technology TES YES
PA i Performing Arts YES MO

[~ Only show active entries 0 recard(z] have been hidden Tatal Parameters |1 2

Cloze |

Click on the Toggle Lock Status button.
Alternatively, right click within the pane and click Toggle locked status.

Confirm that you wish to change the locked status. The value in the Locked column changes
to NO.
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GS0 Q| e

Default entry:  Classroom

School| Code | Description Active Locked
ART iar TES YES -
LIB  iLibram TES TES i
HEC iHome Economics TES TES
COMF: Computing YES YES
GYM : Gymnaziun YES YES
CLAS i Clagzroom TES TES
SCl iScience TES TES

To change the st at sdecththalméand click anlthe Toggted 6ck States
button again

Some parameters, for example Departments, have a checkbox to indicate a locked status.

W Edit Department E
School Code I Dept. Code IAHT

Dept. Mame [t

Shart Mame IAHT
Faculty I.t‘-‘uts - I
Head IMST Smith Q,_l

Ailive v Locked v
ok I Cancel |

3.1.10 Changing Active Properties of Parameters
(General>Parameters)
When parameters are first set up, they are active. You are not obliged to use all the parameters.

You can make a parameter inactive, thereby switching it off, so it is not available to users. You can
make an inactive parameter active again at a later date if required.

Note: You can only make a parameter inactive if it is unlocked and if it is not being used.

ks

@ Parameter has been used and therefore cannot be made inactive

(1]9 |
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Making a Parameter Inactive

1 When viewing a parameter list, click on the line/s that you wish to make inactive.

B Room Type

@@@Eﬁ@.hﬂ

Diefault entry: Clazsraom

School| Code| Dezchption Active Locked

ART Gar TES TES
LIB  iLibrary YES YES
HEC iHome Economics YES YES
COMF: Computing YES YES
GYM  Gymnasium YES YES
CLAS i Classraom YES YES
SCl  iScience TES TES
i W ithdraveal Hoomn TES

iMEET: Meeting Room iTES iTES

1 Click on the Toggle Active Property button B or right click on the parameter and select
Toggle Active State from the menu. The system displays a message asking you to confirm
this action.

9 Select Yes to proceed. The system reverses the Active state of the selected parameter/s. The
value No is shown in the Active column.

G0 ED o

[efault entry: Classroom

Schoal| Code | Dezcription Aictive Locked
ART thrt YES YES
LIB  :iLibramy vES YES
HEC :Home Economics YES YES
COMF: Computing YES YES
GYM i Gymnaszium YES YES
CLAS | Clazsroom TES YES
SCl iSeience YES YES
Y A ithdrawal B oom _ X
:MEE T: Meeting Room YES YES

Note: To make the parameter active again, re-select the line and click on the Toggle Active
Property button/menu item.

You can change the active setting for more than one parameter at a time.

1 To select all parameters click on the first entry, hold down the <Shift> key and then click on the
last entry.

OR

1 To choose selected parameters hold down the <Ctrl> key and click on the required parameters.

9 Click on the Toggle Active Property button/menu item.
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3.1.11 Printing Parameters

(General>Parameters)

To print a Parameters list:

1 When viewing a parameter list, click on the Print Parameters button. The system displays
the Report Destination window.

1 Select the destination for the printed report.

Room Type. parameter report

el s ER
est Coast District High School ; .
Room Type, parameter report ' anath]
! Eoast

School Code Code Description Active Locked Default
ART A YES  YES [i[e]
LB Library YESE  YES NGO
HEC Home Economics YES YES MO
COmMP Computing YES YES MO
Gy Gymnasium YES YES MO
CLAS Classroom ¥ES YES YES
sCl Science YEE  YES NGO
WITH Withdrawal Room MO MO MO
MEET Meeting Room YES YES MO
MUS Music YEE  YES NGO
DE&T Design & Technalogy YES YES MO
P& Ferforming Arts YES MO MO

3.1.12 Setting a Parameter as the Default

(General>Parameters)

A default parameter will appear automatically in the chosen field.
9 Highlight the appropriate parameter

9 Click on Default.

C IVI Ca Integris Timetabling Manual.docx 8-Jan-14
Page 3-17
© 2014 Civica Education Pty Ltd



C AVA| Ca Integris Timetabling Manual.docx 8-Jan-14
Page 3-18
© 2014 Civica Education Pty Ltd



CIVICAa Timetabling Manual

Maintaining School Detalls




4 Mai ntaining School Details
(General>School Details)

Schoal Detailz
The School Details function enables users to enter details relating to the school and the
timetable. It holds, among other things, details of school sites, the school calendar and timetable
cycles. The School Details function is found on the General sidebar. To access school details
click on the School Details icon in the General sidebar. The School Details window is displayed.

B 5chool Details E3
FomBRe & ¢cawvEd
School Mame IW’est Coast District High Schoal Digtrict/S chool I'I 23 |455?
Principal IDr Tania O'Regan District Code I‘I 234
Addiess |112D Ho Foad E;I-:ar!1 Centre Humber I
Digtrict Mame IN':'t specified

Intake Gender IMiged
| Schoal Type IDistlict High Schoal

TowndSub IF'erth Seheol Control IEducaliDn Dept.
State [\wiestemn Australia Curriculum Group. [Not specifed
Irtake rear
Postoode Iggm IK
- Leavers Year |1 2
Cauntry IAustraIla
b ax Intake ID—
Telephone 1 |941 2 3456 Mumber on Raoll  [515
Telephane 2 |9423 £897 FK.indergarten I~
Fax |9423 E9a0 Diefault FTE ID'DD
E-tail

Iwcoastdhs@nzemail.com.au

By default, this window shows the Summary details of the school. Click on the other buttons at the
top of the window to view more details.

Sites

Directory

School Activity

UDIs (User-defined Information)
Print school details

Send a letter

Send an e-mail

Calculate the Current Roll

Display the school calendar

= [ [&] [E [l [ [e] 2] =] ]

Timetabling Periods
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Only Sites, School Calendar and Timetabling Periods will be discussed here as these relate to
creating a timetable. For more information on other areas, please refer to the Administration
Manager manual.

4.1 Maintaining Site Details

(General>School Details>Sites)
Some schools are located on more than one site. Use the Additional Sites tab to record the details
of any further sites at which your school is located, or details of affiliated organisations. Any sites

that are defined in School Details may be made available to the Timetabling module as a separate
campus. It is suggested that only separate sites are defined in School Details.

4.1.1 Adding an Additional Site
(General>School Details>Sites)

M Click on Edit School Details. <
9 Click on the Additional Sites tab.

tain Detalz Additional Sites |Direct0r_l,l|Acti\-'it_l,J| UDIl

Site Location Telephone Fan email

Digtict Regource Centre West Perth 6008 9424 BEYS 9321 00 wcoastsupp@ozeil
Schoal Library  Piney 'woods 94385 6767 prlibiEozemail o

Canteen 9275 6633

Kindergarten 9345 2211

Pre-Prirmary 93098899

<
] 2| =

ak I Cancel

1 Click Add. L]
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Address I Telephone 1 I

I Telephone 2 I

I Fan

I E-tail
Town/Sub I
State I
Posteode I
Country I

Qg LCancel

9 Enter data in the fields as required.
M Click on OK.

4.1.2 Editing Sites
(General>School Details>Sites)

To edit the details of a site:

Click Edit School Details. s
Click on the Additional Sites tab.

Click on the site record you wish to edit.
Click on the Edit button.

Edit the record as required.

=A =4 =4 4 a4 =

Click on OK to save the changes.

4.1.3 Deleting a Site
(General>School Details>Sites)

Additional sites can be deleted if they are no longer required. To delete a site

“

9 Click on the Edit School Details button.
M Click on the Additional Sites tab.

9 Click on the site record to be deleted.

Click on the Delete button I}

Confirm the deletion.

CIVICa
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4.2 Setting up the School Year

(General>School Details>School Diary>Set up School Year))

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

Note: Before creating a new school year it is essential that you back up your data file and
check that no-one else has already created that year.

9 Click on Display School Diary.

1 Click on Set up School Year. ] The Diary Setup window will open. It contains three
functions
B Diary Setup

= Dizplay diary for current year

= Dizplay diary for specified wear :|2003 - I

0K I LCancel |

1 Select Set up year structure.
1 Click OK.

The School Year window will open. It displays fields where you can enter the school year, closure
codes and descriptions, and term dates.

W School Year E
Schoal Year |m
rWWeekly Clogure Pattern —————— [ Clogure Codes
A Pt Code [escription Fill
Monday Clogure Code IC |Elosed
Tueszday
‘Wednesday Huoliday Code IH |Hg|ida_.r.
Thursday Inzet Code IS |Schoo| Dew.
Friday
Saturday Closed Closed Open Code I f
Sunday Closed Clased School Event Calour

BIEN L

- Tems

Mo, I Term Mame I Start D ate I End D ate
1 Term 1 ton 3rd February 2003 Thu 17th April 2003 ;I
2 Tem 2 tdomn Bth bay 2003 Fri dth July 2003
3 Term 3 Mo 21 st July 2003 Fri 26th September 2003
4 Term 4 Mar 13th October 2003 Thu 18th December 2003

J -

ok | LCancel |
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1 Enterthene xt

Setting School Year [ ]

@ Do you wizh to dizcard the unzaved data?

1 Click Yes. The new year wi

ill now be displayed.

gobamlryeassin the School Year field and <Tab>. This prompt will appear.

School Year |[2005
 "Weekly Clozure Pattern r Clogure Codes
A Pt Code Diezcription Fill
fanday Clasure Code IC_ |Closed |
Tuesday
Wiednesday Haliday Cade IH_ |HOIida_l,l |
Thursday Inzet Code II_ |Inset |
Friday
Saturday Closed Closed Open Code I_I |
Sunday Clozed Clozed Schoal Event Colaur I—
r Terms
Ma. | Tem Mame Start D ate End Date
=
4]
o 8]
ok | Cancel |
The @l : l nsetd closure code and description can
school , for example to AS: S ¢ h oriz |Atteridlange. 0d Lessoin f you
Attendance module, do not change the Closure, Holiday and Open codes or descriptions.
9 Click on the Add Term button - to enter the first termbds det ai
will open.
9 Add details of terms, one at a time.
W School Term

Term Mame |Term1

Start Date |4 FEB 2002 JE”
EndDate  [19 4P 2002

ok | cen

cel

Either
1
Or

CIVICa

type the date in the format DD/MM/YYYY
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o
1 Use the Activity Calendar button to open the date selector. Locate the appropriate date.
Use the blue arrows to advance/go back a month. Double click on the required date to enter it
in the School Term window.

PressOKt o save the termbs dat a.

Continue adding terms until all terms are entered for the following year.

Termnz
Mo, I Term Mame | Start D ate End Date ] |
1 Term 1 Maon 4th February 2002 Tue 15th February 2002 ;l
2 Term 2 kon Bth May 2002 Fri Btk July 2002
3 Term 3 Mo 22nd July 2002 Fri 27th September 2002 il
4 Term 4 Mon 14th October 2002 Thu 15th December 2002
]

I f you make a mistake in entering a teEditbdgtondet ai |
Amend the details and press OK to save the amendment.

9 Click on OK to save the new school year set-up.

The system generates the next yearb6s calendar an
professional development days, closed days, and holidays. It is important that holidays and

other closed (student-free) days are entered in the diary as soon as they are known. The

data is used in other modules such as Lesson Attendance and Timetabling.
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4.3 Creating Timetable Periods

(General>School Details>Timetabling Periods)

A default timetabling period will be created automatically which spans the whole timetabling year.
Other timetable periods such as terms, semesters, learning blocks etc may be created. The user
must enter the start and finish dates of the timetable periods.
creating a new grid if the school has timetable periods other than the entire year.

9 Click on Timetabling periods button

Dates must be entered prior to

will display the following window

B Timetabling Periods x| I
004 - s
Code Description Start Date End Date Semester Mo. [I]l
2004 Schoolvear - 2004 ZFEB 2004 16 DEC 2004 ] ;I
Semester 1 2004 Semester 1 2FEE 2004 :3JUL 2004 1 s |
Semester 2 2004 Semester 2 26JUL 2004 (16 DEC 2004 2

4]

M1 Click on 1 to create semester periods

1 Click on T to create term periods

nil

9 Other timetable periods may be created by clicking Add gl

Add Timetabling Period

'ear |2DD4
Semester Mo. I'I

Code LE1

Description |Learning Block 1

StaitDate  [2FEE 2004
EndDate  [5MAR 2004

Ok

| LCancel |

Enter an appropriate Code and Description

8

]!
Either type the dates in the format DD/MM/YYYY or use the Activity Calendar button EI to

open the date selector. Locate the appropriate date. Use the blue arrows to advance/go back
a month. Click on the required date and then OK

1

1

T PressOKt o s av
CIVICa

e

the ter mbés

dat a.
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Editing a Timetabling Period

1 Highlight the appropriate period and click on Edit. ﬂ
91 Edit the appropriate fields.
71 Click OK.

Deleting a Timetabling Period

f  Highlight the appropriate period and click on Delete |}
1 A warning message will appear asking if you are sure.

9 Click the appropriate answer.
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5 Ti metabl e Setup
(Timetabling>Timetable Setup)

Many of the following functions, that need to be completed before creating a new timetable, will
only need to be done once a year and may only require checking at the commencement of a new
timetable year. These functions may be modified during the year if necessary.

The set up functions are contained within Timetable Setup on the Timetabling sidebar. The
following screen shows the Timetable Setup menu:

B Timetable Setup

Instructions

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

I order ta start a function,
pleaze double click on the
required icon.

X

. Campuzes

. Coharts

. Timetable Cycles

@ Timetable Grids

' Individual Grid Parameters

@ Staff Prefened Subjects

. Subject Prefemed Rooms

. Maintain Course Promotion T able
. Period Types

. Uszer Settings

. Multi-uzer Lock kM anagement

' Set Courze Change Recording for all Students
© Department Calours

' Subject Relstionship Table

Es

5.1 Campuses

(Timetabling>Timetable Setup>Campuses)

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

been linked to a grid.

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

Clicking on Campuses will display the following window
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i Campuses

ST o |bm

Code

Description

Active

Locked

MAIN
MIDDLE
SENIOR
ILC

1120 Hay Road

Middle School

Years 11 and 12
Intergrated Leaming Centre

YES
YES
YES
YES

NO N
NO _I
NO
NO

|

I~ Only show active entries O record(s) have been hidden

5.1.1 Adding a Physical Campus

Tatal Parameters |4

Cloze |

(Timetabling>Timetable Setup>Campuses)

9 Click on sites. LB

9 Click Yes.

Any sites that have been entered in the School Details will now be available. Any that are not

required for Timetabling purposes may be deleted.

5.1.2 Adding a Logical Campus

(Timetabling>Timetable Setup>Campuses)

q_.f
1 Click on Modify/Add parameters.
91 Enter appropriate information.
1 Click OK.

5.1.3 Editing a Campus

(Timetabling>Timetable Setup>Campuses)

q.f
1 Click on Modify/Add parameters.

1 Amend appropriate information.

1 Click OK.
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1
5.1.4 Deleting a Campus
(Timetabling>Timetable Setup>Campuses)

1 Highlight the appropriate parameter.

9 Click on Delete .

1 Confirm your choice.

5.1.5 Making the School Year the Default

To save selecting the appropriate school year every time the Campus screen is opened, the user
can make a particular school year the default, so that the chosen school year is displayed every
time the window is opened.

1 Select the appropriate School Year from the drop down list
1 Click on the green tick.

5.2 Cohorts
(Timetabling>Timetable Setup>Cohorts)

A cohort is a group of students who will be timetabled within a grid. A cohort may consist of a year
level (for example Year 8), a combination of year levels (for example the Upper School) or another
specific group (for example an ESL group). 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 may also be assigned to more than one cohort.

Students will be selected for a cohort using the student FIND tool 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/she is not already in a cohort. Student preferences may also be added for
students on the admissions roll through Preferences provided the student has been included in a
cohort.

Note: Users entering students on the current roll will be prompted to select a cohort at
time of enrolment. Users moving students to the former roll will be prompted to
remove the student from the cohort. However, the user will also have the option to
have the leaving student remain in a current cohort and these students will be
highlighted in red to distinguish them from current students.

Former roll students who are due to come back to the school the following year are able to be

added to a cohort and provided with a timetable. They wi | | be | abelled

red text in the Cohorts window, and in the Student preferences window. This is in effect the same
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situation as that which arises when a student leaves, but the user opts to leave them in their

Cohort. When a Former student is re-i

nstated,

the nl

efto | abel Wi

to ensure that when the student is re-instated, the attendance is updated appropriately, if the
Lesson Attendance module is installed

Define Cohorts

008 v v &
Cohart Mame Surname First Mame ‘ear Forrmn
Cooper Fiyan 11 111 2|
Cooper Hayden 12 121 [+]
Davies Caitlir 1 1n.2
Dexter Fienes 11 1.3 ﬁ|
Dicker K.errie 12 122
Dunne Elairz 12 123 I 128
Ernem Blake 11 111
English Dvion 12 121 j |
Ewveny Jazon 12 122
Forkin Tara 12 123
Fuilter tichael ik 11.3
El Gold Stepharie o
Gray ety 12 121
Click on the button to list all students not @ | Guthrie Sean 1 nz
currently in a cohort Eol?'ant Eatfl :II 12 :II 123
Students not in cohort Year/Form n;::g on S{:Ee 12 12:3
=] | |Johnstan Jash 1 11
Julian Tristan 12 121
Keans Sam 12 122
Kent Clayton 11 1.2
Kingdan Stacey 12 123
Kitchen Marc 11 1.3 Fied tent
Kright Paul 12 121 Shudent
Kraft Chelsea 11 111 ez =6t
;I Kritch tichael 12 122
Lam Chanara 1 1n.2
pint_| pambert Darien noomE o e |

5.2.1 Adding, Editing or Deleting Cohort Names
(Timetabling>Timetable Setup>Cohorts)

Before students can be added to a cohort, the Cohort Name must be defined.

Adding a Cohort Name

T

1

=

Select the appropriate School Year.

Adjacent to Cohort Name click on Add.

[+]

#dd Cohort |

Cohart Mare

|Yeal g

™ Clote

Ok

Cancel

Enter the name and click OK.

Editing a Cohort Name

9 Select the appropriate School Year.
1 Highlight the Cohort Name.

1 Click Edit. ﬂ
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Edit Cohort Name

Enter a new name for the cohort and press 0K, or press Cancel

Cancel | Ok, I
1
9 Enter new Cohort Name.
M Click OK.

Deleting a Cohort

9 Select the appropriate School Year.
Highlight the Cohort Name.

9 Click on Delete.

Delete Cohort ]

Delete Cohort Year 117

=

9 Click Yes.

Note: A Cohort cannot be deleted if it is linked to a timetabling grid. A warning message
will appear if you try to delete a linked Cohort.
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5.2.2 Adding or Deleting students in a Cohort

Once a cohort name has been defined, students may be added to the cohort.

(Timetabling>Timetable Setup>Cohorts)

Adding Students to a Cohort

1
T

1
1
T
1

= =4 A=A

Select the appropriate School Year.

Highlight the appropriate Cohort name.

On the right hand side click on Add. El
Using the FIND tool find the appropriate students to add to the Cohort.

If the selected students are, or student is, on the former roll then the following message will
appear

waming x|

1 Ore or more of the new students that you chose are on the Former Rall, These students will be marked as "Left",
until they are re-instated onto the current roll,

Click on OK and the added students or student will appear in red.

Deleting Students from a Cohort

9 Select the appropriate School Year.

1 Highlight the appropriate Cohort name.

1 Highlight some or all of the students listed on the right hand side.
9 Click on Delete. E

Delete Students from Cohort

Delete selected student(z) from cohort vYear 117

1 Answer as appropriate.

1 If the selected students have subject preferences recorded the following warning message will
appear

Confirm

1

@ Some selected students have preferences recorded. Are pou sure that pou wish to continue to delete the students from

the grid?

Answer as appropriate.
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OR

(General > Student details > Cohorts)

Adding Students to a Cohort

1 Select the appropriate student 1 it is possible to add a student from the current, admissions or

former roll
Click on Change cohort

1
1 The following window will appear
1

i Cohorts for Student

2005 v &

David Smith

Cohort Hame

us -
10 _I
A

i

Joining a Cohort
Click on =ingle or multiple
itemz in the 'Grids' list.
Click 'Add' or drag the
zelections to the
‘Member list

Leaving & Cohort
Click on single or multiple
tems in the Member' list.

Click 'Remaove’ or drag
the zelections to the
'Gricls' list

LI 4 Remove |

)l
1
1 Highlight the cohort you wish to place the student in and click on
1
x
2005 v N
David Smith
Cohort N M i
U; ort Mame ;I 7 ;I
10 Joining a Cohort
e Click on zingle or muttiple
items in the 'Grids' list.
Click 'Add' or drag the
selections to the
1'[ ‘Mermber! list
1
1 Clickon __%_|
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1

Deleting Students from a Cohort

9 Select the appropriate student

§ Click on Change cohort &
T Highlight the cohort you wish to removek the

#  FRemove

Note: If a studentis removed from a cohort in this way they will be removed from all
preferences and teaching sets.

5.2.3 Cloning a Cohort

(Timetabling>Timetable Setup>Cohorts)

Cohorts may be cloned from previous or future School Years as required. The user will be
prompted to enter a cohort name; students from the cloned cohort will automatically be added to
the new Cohort.

9 Select the appropriate School Year.

1 Adjacent to Cohort Name click on Add. gl

Add Cohort |
Cohort Mame
| 2004 ear 10
v Clone =]
2003 - 20038 -
el 0039
2003 - 200305 _IJ
—_— 002 - Upper School 2002 —
ﬂ 2002 - ear 10 2002 -

Check the Clone box.
From the drop down list (includes all current, future and previous Cohorts), highlight a Cohort.

Enter a Cohort Name and click OK.
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5.2.4 Students not in a Cohort
(Timetabling>Timetable Setup>Cohorts)
Users are able to check that all students have been assigned to a cohort. When entering new

students the user will be prompted to add the student to a cohort but may choose not to do so at
that time.

Define Cohorts

04 = v S

Cohort Mame:

2004005 d

2004770

&
2|
&

| |
Select student{z] and press Select, or
double-click on a student or drag and drop gl
Students nat in cohort ear/Fom
Brokenshire, Pamela 6/Foom & d
Richards, Mazon 5/Fioom &
:Brown, Oliver a/8.3
O'Donnell, Sean 12421
Browin, Patrick 124121
Oringe, Nathan 124121 i
Schonberg, Luke 124121
Feterson, Candice 12421
Roediger, Craig 12121
Canner Hauden 124121 LI

Adding Students not already in a Cohort to a Cohort

1 Click on Refresh list of students without a Cohort g
1 Highlight student(s) from the list

1 Highlight a Cohort.

1

Click Select. The students will be added to the selected cohort.

The list of students without a cohort may be printed by selecting the Print button.

5.2.5 Printing a Cohort List
(Timetabling>Timetable Setup>Cohorts)

Cohort lists may be printed at any time after they have been defined.
9 Select the appropriate School Year.
1 Highlight the appropriate Cohort.

M Click on Print = .
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1 Choose the destination of the report.

5.3 Timetable Cycles

(Timetabling>Timetable Setup>Timetable Cycles)

A timetable cycle is defined for each timetabling year and contains the details of the cycle dates
and period structures the school will use. The timetable cycle draws details from the school
calendar and forms the connection to the Lesson Attendance Year.

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

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

1 The number of days within a cycle is unlimited. If a 5 day cycle is chosen the day names will
default to Monday, Tuesday etc. If any other cycle is chosen the day hames will default to Day
1, Day 2 etc. The day names are editable if required.

Cycle details may be added progressively over time.

1 A row refers to a line on the timetable and this may be a teaching period or a break like recess
or lunch. Therefore, six rows per day may indicate six teaching periods or any combination of
teaching periods and breaks, for example four teaching periods and lunch and recess.

Bl Timetable Cycles
2001 =

¥ Display Only Active Cycles

Timetable Cycles IMaster Period Structure | Staff Availability | Room Avalability

‘wieek/Cycle No. | Start Date Start Day Diescription il
1 ton 5FEE 0 Monday Term 1 -'week 1 -
2 ton 12 FEB (1 Monday Term 1 -'week 2
3 ton 19 FEB (1 Monday Tem 1 -week 3
4 kon 26 FEB (1 Monday Term 1 -week 4
I} ton 5 MAaR 0 Monday Term 1 -'week 5
B ton 12 MaR 01 Monday Term 1 -'week B
7 kon 19 MaR 01 Monday Term 1 -Week 7
g kaon 26 MaR 01 Monday Term 1 -'week 8
9 bon 2 APR 01 bonday Term 1 -'week 9
10 bon 9 AFR 01 bonday Term 1 -'wWeek 10
11 hon 30 AFR 01 bonday Term 2 -'wWeek 1
12 ton 7 kAY 01 Monday Tem 2 -'week 2
13 ton 14 MaY 01 Monday Tem 2 - Week 3
14 Mon 21 MaY 01 Monday Term 2 - Week 4
15 ton 28 May 01 Monday Tem 2 -'week 5
16 ton 4 JUN (1 Monday Tem 2 -'week & -
4| | »
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5.3.1 Adding a Timetable Cycle
(Timetabling>Timetable Setup>Timetable Cycles)

You may have as many timetable cycles as you require, but at least one must be defined for a
school to create a timetable.

9 Select the appropriate school year.

M Click on Add < .

Add Timetabling Cycle |

- Cycle Properties

Year [z004

Cucle Mame |2[|[|4

Cycle Description |2E|E|4 - B day week

Mumber of Daps |5 Cycle &ctive W
Clone Fram | =l
Clore Cycle Daw: [ Clone Days Open [ Clome Perind: = Clone Bow Label: [
m Cycle Daps - Dlaysz Open
Mo, |Dav Name |Shart [Ma. of Rows tanday v
1 M onday Mon g Tuesday ¥
2 Tuesday Tue 8
Wednesd
3 Wednesday Wed 8 HNESEY =
4 | Thursday Thu ] Thursday 1
[ Friday Fri 3 Friday v
Saturday r
Sunday r
ok

1 Enter a Cycle Name and Cycle Description. The Number of Days refers to the number of days
in the cycle. Ensure that you fill in the number of rows per cycle day.

1 Click OK.

5.3.2 Editing or Deleting a Timetable Cycle
(Timetabling>Timetable Setup>Timetable Cycles)

Timetable Cycles may be edited or deleted after they have been defined, but only before teaching
sets have been placed in any grids linked to the cycle if editing or before linking grids to the cycle if
deleting.

Editing a Timetable Cycle Definition
9 Highlight the appropriate cycle.

Click Edit.

Amend the appropriate field(s).

Click OK. If you have Lesson attendance data attached to the cycle the following displays:
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Warning X

You are about to change the Master Period Structure for this Timetable Cyde. You already have Lesson Attendance
\f/ data saved down which uses this Cyde. Any changes you make might cause that data to display incorrectly.
Do you want to continue?

1
1

9 Click Yes to continue or No to cancel.

If you click Yes, the following message appears.

There are Grid Period Labels set up for this Cyde. This process will amend these labels to match the number of

\?/ Periods.

Are you sure you wish to change the information for the Day/s in this Cyde?

9 Click Yes to continue or No to cancel.

1

1 If you do not have Lesson attendance data attached to the cycle the following displays:
1

\‘{) Are you sure you wish to change the information for the Day/fs in this Cyde?
[ Yes ] £ Mo |

1

1

9 Click Yes to continue or No to cancel.

1

Editing Timetable Cycles

Timetable Cycles may be edited if the cycle dates differ to the school calendar only for future
weeks. You cannot edit weeks in the past.

9 Highlight the appropriate Timetable Cycle.

9 Click on the Timetable Cycle tab.

1 Click Edit. ﬂ
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Edit Individual Cycles

Timetable Cycles |Master Period Structurel Row Labelsl Staff .-’-‘«vailabilityl
Use the table to the right to update CycleMwesk Mo, [Start Date Start Day Description
cycle weeks that have not pet
cormmenced it the timetabling year. 1 MonSFEBE 01 7 [Monday W—;
y " e start date f 2 Mon12FEB 01 7 [Monday Temn 1 -Week 2
ou can change the start date for a
cucle week by clicking or the date 3 Mon 19FEE M1 7 |Monday Tem 1 -Week 3
selection button and selecting a date | 4 Mon 26 FEB 01 7 [Monday Tem 1 -week 4
from the calendar. The spzstem wil " —
nipple the change forward to the end 5 MonSMAR 01 |Monday Tem 1-eek 5
of the timetabling pear. g Mon 12MAR 01 _F [Manday Tem 1 -Week B
v p the start daw b 7 Mon 19MAR 01 _F [Manday Temn 1 -Week 7
ou can change the start day by
sither typing in the day name or right g Mon 26 MaR 01 4F [Monday Tem 1 -Week 8
u:!icking in_ the 'Star_t Day' field to 9 Mon 24FR 01 F |Monday Tem 1 -Wweek 9
el @l ol vt dae E MonG4FR 0T 7 |Monday Tem 1 -week 10
You may also change the cpcle week 11 Mon 20APR 01 F |Monday Temn 2 -wWeek 1
dezcription, 12 Mon 7 May 01 F [Monday Tem 2 - Week 2
14 Mon 14 bay 01 & |Mondaw Tem - Week 3 X
0K Cancel

Click on the pencil next to any date in the future.
Select a new date using the calendar.

All future weeks will be adjusted accordingly.

Click OK.

=A =4 =4 =4

Deleting a Timetable Cycle

9 Highlight the appropriate cycle.

9 Click on Delete. El

1 Confirm your selection.

9 If the cycle has been attached to a timetable grid(s) the following warning message will appeatr.
Warning

@ Thiz epcle has gridz attached and cannot be deleted.

5.3.3 Defining Additional Cycle Information

(Timetabling>Timetable Setup>Timetable Cycles)

Once a Timetable Cycle has been defined, the user must add additional information to the cycle.
Timetable Cycles are added automatically and come from the school calendar that was defined for
the school year in General>School Details. The user must define Master Period Structure, Room
and Staff Availability.
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Master Period Structure

(Timetabling>Timetable Setup>Timetable Cycles>Master Period Structure)

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

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

If the user would like to show breaks (for example lunch, recess and/or before or after school
activities) these must be included when calculating the number of rows per day and then included
when entering the timing of periods.

Staggered lunch breaks across cohorts are allowed by defining those periods where some cohorts
s ome

have lesso n s

Adding or Editing Master Period Structure

and

have

l unch as

teaching peri

(Timetabling>Timetable Setup>Timetable Cycles>Master Period Structure)

9 Highlight the appropriate Timetable Cycle.

9 Click on the Master Period Structure tab.

Timetable Cycles Master Period Structure: |Staff Availabilty | Room Availabilty |

Day Marne Fiow | Skart End Duration | Tupe | Ak APM El  Row Labels
Monday 1 03:.00 10:00 01:00 T A - Row | Code | Label il
Maonday 2 LLELE R B H U ) ] T A — El 1 1 1 d
Maonday 3 1300 1400  01:00 T P 2 ] ]
Monday 4 1400 100 :01:00 T P il 3 3 ]
Tuesday 1 0x00 oo 000 T A 4 4 4
Tuesday 2 1000 1100 01:00 T A El g 5 5
Tuesday 3 11:00 1200 01:00 T A
Tuesday 4 1300 1400 01:00 T P
Tueszday 5 14:00 1500 01:00 T P
Wednesday 1 03:.00 10:00 01:00 T A
Wednezday 2 10:00 1100 01:00 T i3 e
Wwednesday 3 11:00 1200 01:00 T A
Wednesday 4 1300 1400 01:00 T P
Wednezday 5 1400 100 01:00 T P
Thursday 1 09:00 10:00 01:00 T A ¥,
Thursday 2 10:00 11:00 01:00 T A - Fl | | »
1| | »
1 Click Edit. J‘{?
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1 Enter the start and finish times for each period or break (if you included breaks) for the first
cycle day. Make sure that any breaks are given the appropriate period type (B for break or
recess and L for lunch) and periods that are in the afternoon are changed to PM. This is
essential for the correct functioning of the Lesson Attendance module.

Note: A twenty-four hour clock is used to enter start and finish times of periods/breaks.

If subsequent cycle days have the same start and finish times for periods/breaks,

91 Click on Copy Periods between Days

1 Highlight the appropriate period details and the days you want to have copied.
1 Click OK.
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