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Trainers use Datdafile 2

1 Introduction

These Training Notes provide a reference during and following RM Asia-Pacific’s Advanced
Timetabling training. They cover all of the main sections of the Timetabling Module. 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.

The training is designed to start with a review of Administration Manager and the Timetabling

module. The training will then progress through some of the more advanced functions and features
of the Timetabling module.

1.1 Timetabling Advanced Training Program

Time Contents

9.00 am Housekeeping
Introductions

9.15 am Timetabling Parameters
Timetable Setup
Timetable Cycles
Defining Grids

10.30 am Morning Tea

10.50 am Individual Grid Parameters
Student Preferences
Subject Load Table

Grid Modelling
12.30 pm Lunch
1.10 pm Grid Modelling

Student Placement
Resource Allocation

2.40 pm Afternoon Tea

3.00 pm Review
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1.2 Training Outcomes

At the end of the Advanced Timetabling Training program participants should be able to:

Enter and edit timetabling parameters

Create and edit cohorts

Enter and edit staff preferred subjects and subject preferred rooms
Edit Period Structures

Make staff and rooms available to timetabling cycles
Define timetabling grids

Allocate subjects to grids

Allocate grid bands to schedules

Enter student preferences

Complete subject load tables

Copy grid bands

Place and remove teaching sets in the grid

Complete an inter-grid linkage table according to a plan
Complete a time slot map according to a plan

Use the auto-scheduler

Use the grid modelling tools

Allocate teachers and rooms to teaching sets.

1.3 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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1.4 Logging On

Activity: Logging On

e Double click on the /Infegris icon on your desktop.

Integris

The Omnis Studio window opens and after a short delay the user login dialog box is displayed:

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

School Management Solutions - Integrated Database
£.88.31 [29/05/08] Extended Mode

¢$g User Mame  [ADMIN
Pazzword IfHHHt

I { N\ Tlogin | ouit |

Datafile Path: CAKEYSUNTEGRISWRMDENTR GOATAMNTEGRS.OF 1 ‘

e Click on Login, or press < Enter>

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

It is strongly recommended that you change your password regularly
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1.5 The File Menu

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

Password enables the user to change his or her password. For security purposes, it is recommended
that this is done regularly.

Change User should be used to ensure that each person accessing Integris does so under their own
user name and with their personal levels of access.

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

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

Report Destination

Destination |F'arameters| Page sizesl

o

Loy

010l
10160 L=
110100 =
oo1o1yl

Frinter Presdiew Screery Drigh. Clipboard Fort
File HTHML RTF

Cancel | Ok I

Activity: The File Menu

Top Toolbar > File

e View each of the following items in the File menu
Password

Change User

Lock Terminal

Report Destination

0 O O O
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1.6 Help Contents and Index

Activity: Accessing Help

Help > Help Contents and Index

Integris Help

Help iz available for the following installed Integris modules.
Select an area from the list below and click on the 'Help' button.

Help Areaz

Integris Curriculum Council Reports Help -
Integriz Curriculum Manager Contexstual Help
Integriz Curnculum Manager Help

Inteqriz Lesson Attendance Help

Inteqriz Leszon Attendance Reparts Help

dntegrz Time Help
Integriz Transitional Reports Help
Integriz YET Help

Help | Cloze

o Select Integris Time Help
Click Help

The Timetabling Manual will be displayed.

e View the manual
o Close the Help window
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2 Constructing the Timetable

Construction of the timetable may be broken down into the following stages of development. Please
note that not all of these steps are required every year. Those that do need to be completed each
year are indicated with an asterisk. *

General > School Details
1. Set up Timetabling Year *
2. Define Timetable Periods *

3. Setting Parameters

e Campuses

e Physical

e Logical
General>Parameters

Faculties

Departments *

Room Types and Rooms *

Subject Areas, Classification and Type, and Subjects *
Timetabling>Set Up

Campuses

Define Cohorts *

Staff Preferred Subjects

Subject Preferred Rooms

Course Promotion Table
Period Types

A 6 o o o o o

Define Cycle

Add a Cycle *

Master Period Structure *
Staff Availability *

Room Availability *
Define Grids

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

Grid Subject Groups
Grid Rooms

Grid Stoff
Timetabling>Preferences
Student Preferences *

O e e o o

Individual Entry

Bulk Entry

Promote Student Courses
Subject Load Table *

Edit

Manual Teaching Set Allocation

0O e e e o O
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Timetabling>Grid Modelling
Grid Modelling *

Manual Set Allocation to Grid
Enter constraints

Inter-grid Constraints

e o o o O

Auto-schedule Process

10. Refining Student Placement *

e Fit unplaced students

e Balance sets

11. Map time slots to teaching periods (Functions>Timeslot Mapping) *
12. Save grid to the timetable (Functions>Save As Timetable) *
Timetabling>Timetable

13. Allocate Staff and Rooms *

¢  Manual allocation

e Auto allocation
14. Lock Timetable
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3 Review of Administration Manager

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

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

e Student Details

e Staff Details

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

e Departments

e Room Types
e Rooms

e Subjects

3.1 Timetable Periods

General > School Details > Timetabling Periods

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

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

General > School Details

Define Terms 1 to 4

o Click on Timetabling periods
e Ensure 2070 s selected
e Clickon ® 15 create term periods

i imetabingrenocs zl
200~ s
i | Code Description Start Date End Date Semester Mo. gl
20a School vear - 2010 1FEB 2010 16 DEC 2010 ] ;I
¢t |Semester 1 2010 Semester 1 1FEE 2010 :Z2JUL 210 1 il
Semester 2 2010 Semester 2 13JUL 2010 16 DEC 200 2
LE1 Learning Block 1 1FEB 2010 (5 MAR 20010 a El
Tem 1 2010 Term 1 1FEB 2010 1APR 2010 a
Tem 2 2010 Term 2 193APR 2010 2JUL 2010 i
Term 3 2010 Temn 3 19JUL 2010 (24 SEP 2010 i
Tem 4 2010 Term 4 11 0CT 2010 16 DEC 2010 ]
€

Note: In WA it is not necessary fo assign ferms fo semesters.
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3.2 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.

3.2.1 Entering Staff Details

General > Staff Details > Add

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

Female

Personal Info |.-’-‘n.dditiona| Infol Contactsl (]n]] I Qualificationsl Eroupsl Teachingl Training / Skillsl Contractsl

Title Initialz Surname Salutation

|

T | | | |
First Mame I— Freferred Mams I—

Second Mame I— I

Third Mame [ & :

|

|

Address

Leqgal Surnarme I Farmer Surname I
TowndSub

Gender i Male Diate of Birth I State
* Female Postcode I

Cauntry |

Staff Code I Join D ate I.-.i JUL 2006
Reference ID Leave Date I Tel. 1

|

Tel 2 I

1D Mumber I Fax |
I obile Ma. |

Staff Tope | ;l E-bail |

ok I LCancel

Mandatory fields are:
e Surname

First Name

Date of Birth

ID Number

Staff Code

It is also good practice to include:
o Title

e Gender

e Staff Type

e WACOT number
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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.

ACTIVITY: Entering a new member of staff

General > Staff Details

e Enter yourself as a new member of staff, complete only the mandatory fields, title, gender, staff
type and WACOT number (on the UD/+tab)

3.3 Parameters

General > Parameters

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

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

Faculties provide an organizer for school activity and assists with sorting, searching and grouping of
data. Faculties may be physical or logical entities.

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

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

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

Subject Areas provide an additional means of grouping subjects. For example by defining a “food”
subject area the timetabler can identify all subjects relating to food. While this parameter is not
mandatory for timetabling, it is essential for Formal Reporting as it enables the linking of contexts to
learning areas.

Subject Classifications are ways of classifying subjects for monitoring purposes, for example. TER List
1. While this parameter is not mandatory for timetabling, it is very useful and users are
recommended to take advantage of it.
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Subject Types are ways of identifying subjects for Curriculum Council purposes, for example TEE,
WSA. While this parameter is not mandatory for timetabling, it is essential for reporting to the
Curriculum Council.

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.

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

default pa

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

rameter.

3.3.1 Deparitments

General > Parameters > Departments

Use the Add & function or Edit ﬂ as required.

W Departments x|

BT B =&

BUS iBUS
COMP iCOMP
DAN
DET  iD&T
DRA
EMNG
HEt
LOTE
Maths iMaths
MUS
PE PE
5CI 5CI
S0SE {S08E

Business Studies
Computing

Dance

Design & Technolog:
Drama

English

Home Economics
LOTE
Mathematics
husic

FPhysical Education
Science

BUS
COMP
DAMN
DET
DRA
ENG
HEC
LOTE
Maths
MUS
PE
5CI

Society & Environme

SE

Technaolagy an
Technaolagy an
Arts
Technology an
Arts

English DUK1
Technology an
LOTE
Mathematics
Arts

Health and Py,
Science
Society and EniRichas

YES
YES
wES
wES
wES
wES
wES
wES
wES
wES
wES
wES
wES

YES
YES
YES
YES
YES
YES
YES
YES
YES
YES
YES
YES
YES

Cloze |

of the

Head

Search for name

Departrnent

W Edit Department x|

School Code Dept. Code |2

_.|

Dept. Hame |24

Shed Mame  |ART

Faculty

Use Copy Selected Parameter

to be copied.

to quickly create

=

similar departments. Highlight the Department

ITN\
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Nofte: Faculties and Departments may be set up when the school’s data is migrated from their

current school administration system.

3.3.2 Room Type

General > Parameters > Room Type

It is not mandatory to set up room types but it is useful to be able to organise rooms by type.

Use Modify and Add Parameters & to add and edit room types.

x
SGETEa o
Default entry: Clazsroom
School| Code | Description Achive Locked
ART bt TES YES :I
LIB Library TES wES
HEC {Home Economics YES YES
COMEF: Compuiting YES YES
GYM i Gymnazsium YES YES
CL&S  Clagzroom YES YES
SCl iScience YES YES
WITH Withdrawal Room YES YES
MEET: Meeting Foom YES YES
MUS i busic TES YES
D&T :Design & Technolagy YES YES

[~ Orly show active entries 0 record(z] have been hidden

Total Parameters I'I'I

Cloze |

1IN\
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3.3.3 Rooms
General > Parameters > Rooms

Use Add @ to add rooms.

Once a room has been set up, details of similar rooms can be quickly set up.

Highlight the Room to be copied and use Copy Selected Parameter =

$20 2 =&
Code |Description Room Type Capacity | Exam Cap. | Locked
SC11 iBcience Lah1 Science 32 20 TES a
5C12 iScience Lab 2 Science 32 20 YES Bl Copy Room ]
SCl3 {Science Lab 3 Science 32 20 YES
SC14 iScience Lab 4 Science 3z 20 YES Room Code |m
ML hdusic Music 2 10 YES T -
MUS2 {Music 2 Music 22 10 YES iz [science Lab 1
LIB1  iLibrary Meeting Are:Library 15 0 YES Room Tvne -
S -
LIBZ  Library Mesting Arel Library 15 0 YES o |science &
LIB3  iLibrary Conference Library 25 0 YES Mormal Capaciy |32
FAB 1 iFabrics 1 Home Economics 22 10 YES
F&B 2 iFabrics 2 Harme Econamics 22 10 YES Exam Capacity |2EI Locked W
Food 1iFood 1 Home Economics 22 10 YES
Food 2iFood 2 Home Econamics 22 10 YES K| Cordl |

Nofte: Rooms will be set up when the school’s data is migrafed from their current school
administration sysfem.

3.3.4 Subject Area

General > Parameters > Subject Area

Use the Add | < and Edit 7 to add or edit subject areas.

x
FLT B =S

Subject Area Mame

Learning Area Active | Locked

Sci Science SCl YES IWES
b ath Mathematics MATHS YES iYES
FE Physzical Education H&PE YES WES
At At ARTS wES WES
DET Design and Technology TEE YES WES
LATE :LATE LATE wES WES
HEc Home E conomics T&E YES IWES
SEE Saciety & Environrment SEE YES WES
Bus Businesz Studies T&E YES iYES
bl iz b uzic ARTS wES WES
Dram Drama ARTS YES WES
Comp  iComputing T&E YES IYES
[~

Cloze |
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Nofte: While Subject Area is an optional parameter for Timetabling, it is crucial for Reporting fo
Parents that each Subject is linked fo a Subject Area and each Subject Area is linked fo a Learning

Area.

3.3.5 Sub

General > Parameters > Subject Type

Use the Modify/Add Parameters button & to add subject types.

ject Type

ER A==
Default entoy WSA
School| Code | Description
1] TEE iTEE
1] WIS PSA
] WET WET
0 Other : Other
C COS5 :Courze of Study
E CEP :Endorzed Program
W WETCIVET Course of Study

Note: Only subjects with the type TEE, WSA, COS, VETCOS or CEP will be included when reporting
fo the Curriculum Council.

Only Year 12 subjects which include the Tertiary Enfrance Examination may be given the fype TEE.

3.3.6 Subject Classification
General > Parameters > Subject Classification
Use the Modify/Add Parameters button @ to add subject classifications.

W Subject Classification

& W

jal

Default entry: Council Developed Course

School| Code

Description

TER1
TER:
TERL
Feq
Unreg
Other
cocC
P
LUF
CP
FP

ﬂncéDDDDDDD

TER List 1

TER List 2

TER Unlisted
Fegistered
Urnregistered

Other

Council Developed Course
Workplace Program
Univerzsity Program
Coarmmunity Program
Perzonal Program

1IN\
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3.3.7 Subjects

General > Parameters > Subjects

Use the Add B and Edit J buttons to add and edit subjects.

x
e d @b | S/ T E
Subject Mame |English 34
Subject Code W Short Hame IENG—
Subject Area | English
Learning frea | ENG
Examinable - E=arm Duration I— Suzpended for Exam Period [
r Subject Department Subject Clagsification
Department | English Type |C0urse of Study
Faculy IEninsh Classification |Council Developed Courze
Head af Dept. IMITDuke Active [7 Literacy =

Moderating Teacher I Wichasl Schmidt

Room Type Required IEIassroom

r Timetabling D efaults
Freguency 4

Required 2

Boyz and Girls [

Mimirnumn Clazs Size Im
M auirurm Class Size |25

Search [by Subject Code] I

Boys only

~
Girls anly ]

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 WACE Courses the Short Name should be the three digit Course code.

e Subject Area, which will also load Learning Area provided that has been entered in Subject Area

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

o Frequency

o  Maximum Class Size

For Curriculum Council 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.
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ACTIVITY Setting Parameters

General > Parameters > Departments

Make Paul Gabelich the Head of Administration

o Click Department Name to sort departments alphabetically

e Highlight Administration and unlock |

e Click Edit «

e Click Find 2=/
Enter the GAB in the Name/Number field

Staff Search - Extended Mode
L= NS

General |Parameters | Dates I Address I Other | {i]n]] I
Mame/Murmber | GEAR Statuz I ~hidg- d

Preferred Mame

First Mame I
Former Sumame ||
I Murnber I

Gender ~hidg-- -
Staff Code I
Staff Type I g J
Frd | Close |
e Click Find

o Check Locked and click OK
o Close the Departments window
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General > Parameters > Room Types

Enter a new room type: Duty Area.

e Right click on the yellow screen
o Select Add/Edit Paramefers

i Boom Type E3
G0 T o
Default entry:
School] Code | Description Active Locked
IT Information Technology £ G ba First Becord
MM iMultimedia
ART At =7 (o to Last Record
P iPerfarming Arts
HE iHome Economics @ Eitid Bararmeter,
LAB :iLaboratory
PE  :Physical Education .-'!'-.u:lu:l.-"Eu:lit Pararm
ki i Metalwork
LIB  :Library E Delete parameter
M iManual Airts
& Toggle 'Locked' Status
¥ Tooale ‘Active’ state
&1 Make Cument Line Default
™ Only show active enties 0 record(z] have been hidden Total Parameters I‘I‘I

Cloze |

e Enter a code and description

& ot i 5 =) o= |

Default entry:

School | Code. | D escription
| D, [Duty Area
i [ I
e Click OK

e Lock the new parameter

ITN\
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General > Parameters > Rooms

e Add < Duty Area 1

(WAddRoom |
Room Code Al
Description |Dut_l,.l Areal
Room Type |Dut_l,.l Area J

Mormal Capacity ID
Exam Capacity ID Locked W

Lancel |

o Copy 3 to Duty Areas 2 to 6

Foom Code Daz
Description | Duty Area 2
Foom Type |Dut}l Area ;I

Mormal Capacity I 0
Exam Capacity I 0 Locked W

LCancel |

e (Close the Rooms window

General > Parameters > Subject Type

e Click Modify Parameters @
e Enter V, VETCOS and VET Course of Study

[Misubject Type
& of T 5 =

Default enty: WS4

School Code. [escription

[ Cos Course of Study

W VETCOS WET Course of Study
e Click OK

Note: Only subjects with the type TEE, WSA, COS, VETCOS or CEP will be included when reporting
fo the Curriculum Council.

Only Year 12 subjects which include the Tertiary Entrance Examination may be given the type TEE.
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General > Parameters > Subject Classification

e View the parameters

W Subject Classification
SSmmea

Default entry: Council Developed Course

School| Code | Description

TER tTE
TER &TE
TER LTE
Reg :Re
Unreg: Ln

UP  iln

-UHCEDDDDDDD

R List 1
R List 2
R Unlisted
gistered
registered

Other { Other
COC i Council Developed Course
WP Swhorkplace Program

iverszity Program

CP  iComrunity Program
PP :Personal Program

General > Parameters > Subjects

. Add |

W Add Subject

Subject Mame
Subject Code
Subject Area

Learning Area

Examinabla

Yard Duty as a subject

|Yard Diuty
IYD Short Mame IYD

| =
|
- Exam Diration I

r Subject Department

Suzpended for Exam Period [T
Subject Clazsification

Department |Administration

= | Tupe [ -]

Faculty |

Clazsification I - I

Head of Dept. |

Active  [¢ Literacy -

Maderating Teacher

r Timetabling Defaults

Flequied [~

Frequency |1D

| | Room Type Required I = I

Minimumn Class Size ID Boys and Girls «
P amiriurn Class Size ID Boys enly ;

Girlz only

oK | LCancel
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4 Timetabling

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.

4.1 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.

b

Student Course 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.

Uizt 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.

Gnid Modelling

B

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

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

W

Reports

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

W

Timetable Setup
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4.2 Timetabling Terminology and Concepts

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

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

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

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

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

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

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

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

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

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

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

The following screen shows the Timetable Set-up menu:

Wl Timetable Setup x|
r Instructions
Y
It the right hand panel, there ' Campuses -

are a rumber of icons with ' Cohorts
descriptive titles showing which ' Timetable Cul
functions are available. imetahle Lycles
' Timetable Grids
I order bo start & function, . .
plea_se d_ouble il (i ' Individual Grid Parameters
required icor. ' Staff Preferred Subjects
' Subject Preferred Rooms
' M aintain Course Promotion T able
§ Period Types
' Uzer Settings
' Multi-uzer Lock Management
@ Set Course Change Recording for all Students LI

4.3.1 Cohoris

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 e.g. 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 tool or by cloning a cohort from a
previous timetabling period and renaming it. It is also possible to define cohorts within Groups if
the user wishes.

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

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

Note: Users entering sfudents after the timetable has been created will be prompfted fo select a
cohort af time of enrolment. Users moving sfudents fo the former roll will be prompfed fo remove
the student from the cohort. However the user will also have the option fo have the leaving student
remain in a current cohort. These students will be highlighted in red on class rolls fo distinguish
them from current students.
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ACTIVITY: Cohorts

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

Timetabling > Timetable Set-up > Cohorts

Add a Duty cohort
e Ensure 2070 school year is selected

e Add EI a Yard Duty cohort, do not add any students

Define Cohorts

0 - W S
Cohart Nare Surnarne Firsk Mame e Forrm
o B y o
e 2 B
yard Duty EI I—U
Ed

Add the Year 11 student on the Admissions roll to the Upper School cohort.
e Highlight US

o Click Find Students =2 on the right
e Findthe Year 11 student on the Admissions roll

L =N

General |Parameter$ | Dates I Address I DOther | Ul I T Sets/Cohorts I

Surname/Fef. Mo, I— Roll Status Im
Prefermed Name I— “fear Group 11 -
First Mame: I— Foarm g -
Legal Surname I— House - =
Group Type g -
Group g =
Contact Surnanne I—

e Scroll down to check that George Pyatt has been added
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4.3.2 Staff Preferred Subjects

The Timetabling module is able to manage and monitor the allocation of staff to the timetable. This
will only be possible if the subjects that a staff member is able to or designated to teach are
recorded. This is an optional process and if no preferred subject information is recorded for staff
then the timetabler must manage staff allocation manually.

x
AR R S A=
r Staff Details
Staff Code AL
Staff Mame |.f1‘n.le>:ander, wiayne
Stalf Preferred FRoom [41 - A7

Subject Code | Subject Hame Rank
12650 Accounting 1 1 ;I
22700 Accounting [SAS) 2

22702 Accounting Studies [PES) 3

ACCT Accounting 4

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

Activity: Staff Preferred Subjects and Rooms

Timetabling > Timetabling Set-up > Staff Preferred Subjects

Allocate your preferred subjects and room

o Find H your records
e Click Edit ¥

o Click Subject Name to sort subjects alphabetically

e Holding down <C#r/>, highlight your preferred subjects

o Click Add Selected Subjects 1

e Highlight one of the subjects in your list and in the bottom right hand corner type 2
e Press <Enfer>

e Give another subject a ranking of 3
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Add your preferred room

e Click Edit Preferred Room i‘
o Click Find

r Search Criteria

Fioom Code |

Fioom Description |

Rioom Type IAII j

Room Search Results

Fioom Code | Boom Description Room Type
MUS2 Music 2 PMusic =]
51 Roaom 1 Clazzroam
510 Roorm 10 Clazsroom
Room 11 I m
552 Room 12 Clazsroom =
553 Room 13 Clazsroom
554 Fioom 14 Clazsroom
555 Roorm 15 Clazzroam
556 Room 16 Clazsroom hd
< | »

Total records found: |59 Select | Close |

e Highlight a room in the list
e Click Select and OK

4.3.3 Subject Preferred Rooms

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

Preferred rooms may be ranked as
Must Have

Highly Desirable

Desirable

Take if Necessary

Must Not Have

O~

x
o d@b|om -V | gm HE
~ Subject Detailz

Subject Code IDDED

Subject Shaort Mare | 90ED

Subject Mame IDutdoor Education

Fioom Code | Boom Description Foom Type Rank

Tank Tank Physical Education iHighly Desirable A|
Fawili Parilion Phyzical Education :Highly Dezsirable
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Activity: Subject Preferred Rooms

Timetabling > Timetable Set-up > Subject Preferred Rooms

Make the Duty areas Desirable for Yard Duty

e Click Bulk Allocation ﬁ
e Use Subject Find to find Yard Duty by its code YD
e Use Room Find to find the Duty Areas by their Room Type - Duly Area

Subject Code | Subject Mame ﬂl Room Code | Boom Description
D ard Duty ﬂ EI‘ DA

C
C
C
C
C
L

il

4
>
| | 'I Room R ank, IHighI_l,lDesi... 'I il

Remove Rooms | Cloze |

e Change the Room Rank to Highly Desirable and click Update Selected Rooms =k
e Click Add Rooms and Yes
e (Close the Bulk Allocation window
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4.3.4 Promoting Student Courses

Timetabling > Timetable Set-up > Maintain Course Promotion Table

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

If the user wishes to promote a student’s courses from one timetabling period to another, the
promotion path for the subject must be defined showing how students will be moved from a subject
in one timetabling period to a subject in a subsequent period. The Course Promotion Table
performs this function and will need to be set up prior to the course promotion function being
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 period to be
promoted to a different subject in a subsequent timetabling period. For example, students studying
Year 8 English could be promoted to Year 9 English in the following 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 > Course
Promotion Table.

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

I(m Time Advanced.docx 16-Sep-09

: ope Page 34 of 123
RM Asia-Pacific aeesne
© 2009 RM Asia-Pacific Pty Ltd




ACTIVITY: Promoting Courses

Timetabling > Timetable Set-up > Maintain Course Promotion Table

Enable the promotion of students of Year 11 English subjects to the same subjects in
Year 12

e Click Edit ¥
e Click Show available subjects ©
e Drag the Available Subjects window to the right of the Course Promotion Table
e Drag and drop Home Room 11 into the From column
e Drag and drop Home Room 12 into the To column
e Repeat for all the English courses, as shown below
x
Jmla|e
Courge Promation T able
From Subject Ta Subject
SEMG Englizh 8 9Eng Englizh 9 -
BHR Home Room 8 gHR Home Foom 3
SMath  Mathematics 8 Ghdath  Mathematics 9
8FE Phyzical Education 8 9FE Phyzical Education 3
OSEE Saciety & Environment 8 95EE Saciety & Environment 9
851 Science 8 35ci Science 3
1A4EMG  English 14 ZAENG  English 24
1BENG  English 1B ZBENG  English 2B
ZAEMG  English 24 3BENG  English 34
ZBENG  English 2B 3BENG  English 3B
11HR Haome Room 11 12HR Home Room 12

e Click OKand Yes

e Close
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4.3.5 Department Colours

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

Activity: Assigning Department Colours

Timetabling > Timetable Set-up > Department Colours

Code |Depaltmenl MName | Background Colour | Placement Colour

ART At | I N
BUS Business Studies | |

COMP Computing

Dan Dance l— I—

D&ET Design & Technaology | |

DRA Drama | |

ENG English | |

H&FE Health & Physical Education | |

HE: Home E conaomics | |

LOTE Languages | |

MATHS I athematics | |

MUS Pl zic | |

sC Science | |

a&E Society & Environment | | | _PILI

ﬁl Edit Detsils 7 | ok | Eemeel |

e Highlight Computing and click Edlit Details
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Colour Selection

Department Student
Background Placement

[

il

text colour

I I text colour

I I text calaur

I I text colour

I I bext colour

I I text colour

b olow I text colour —
[ :

QK | LCancel |

-

e Select a colour and click OK
e Repeat for the other departments, if you wish
e Click OK'to close

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

I(m Time Advanced.docx 16-Sep-09

RM Asia-Pacific

Page 37 of 123

© 2009 RM Asia-Pacific Pty Lid




4.3.6

Timetable Cycles

At least one timetable cycle must be 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.

e Cycles may remain in use for a number of years or may change from year to year.
o A cycle will be linked to the timetabling year via the grids that use it and may be cloned and/or

edited for use in future years.

e The number of days within a cycle is unlimited. If a 5-day cycle is chosen the day names will
default to Monday, Tuesday etc. If any other cycle is chosen the day names will default to Day 1,

Day 2 etc. The day names are editable if required.
o Cycle details may be added progressively over time.

e A row refers to a line on the timetable and this may be a teaching period or a break, for
example lunch. Therefore 5 rows per day may indicate 5 teaching periods or any combination
of teaching periods and breaks, for example. 3 teaching periods and lunch and recess.

Wl Timetable Cycles

EIEW - | v

Cycle Mame

L

2003 5 Day ‘Week

Cycle dezcription

Mo. Days | Cycle Active

Timetable Cycles |Master Period Structure | Staff Axvailability | Fioom &vailabilit

4|
v
et

¥ Dizplay Only Active Cycles

Week/Cycle No. | Start Date Start Day Description

1 Wwed 29 04N 03 Monday Term 1 -"Week 1 a
2 Wed 5FEB 03 Monday Term 1 -'wWeek 2

3 Wwed12 FEB 03 Maonday Tem 1 -Week 3

4 Wed 19 FEB 03 Maonday Tem 1 -'wWeek 4
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Activity: View the Cycle for 2010

Timetabling > Timetable Set-up > Timetable Cycles

o Click Edit Cycle

e View the cycle for 2070

Edit Timetabling Cycle

r Cycle Properties

Year [2010
Cycle Mame | 01 0-5

Cycle Description |2D‘| 05

Mumber of Duaps |5

Cycle dctive W

Clone From |

|

r Cycle Days
Mo, | Day Hame Short Mo. of Bows
1 Maonday Man a
2 Tueszday Tue g
3 Wwednesday Wed a
4 Thursday Thu 7
5 Friday Fri a

Clome Cycle Davs ™ Clone Davs Open [ Clone Periods [T Clone Row Labels T

r Dayz Open
tonday ~
Tuesday ~
wWednesday ~
Thursday ~
Friday ~
Saburday -
Sunday -

e Click Cancel

Cancel |
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Master Period Structure

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

Nofte: The master period structure can be edifed at the time of cycle creation or af a lafer point if
required.

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

Variations to the day structure across grids, such as early starts, late closing or staggered lunch
breaks, can be accommodated by marking those periods as unavailable (masked) within Individual
Grid Parameters. For example, if the Year 8 students have lunch from 12 noon to 1Tpm, and all
other Years have lessons at that time, this period can made unavailable (masked) for the Year 8 grid
only.

B Timetable Cycles

03 v

Mo, Daps | Cycle Active

Cycle Mame Cycle description
& f 5 YES

13 5 Day "week

’ A

¥ Dizplay Only Active Cycles

Timetable Cycles Master Period Structure | Skaff Availability F!oornAvaiIabilit_l,JI

Dray Mame Row | Start End Duration | Type | AP - Flaw Labels

M onday 1 0755 010 0015 H - Row | Code | Label il
Fonday 2 0g10 {0905 (00:55 T A EI 1 H Haome Room d
tonday 3 0%:05  i0%55 0050 T A ] 1 Leszan 1
tonday 4 0355 120 :00:25 B A il 3 ] L eszan 2

tonday 5 10:20 1110 :00:50 T A 4 ] Break

tonday 5 1110 (1200 i00:50 T P EI 5 3 Leszon 3

tonday 7 1200 {1250 (00:50 L P g 4 Leszon 4

tionday 8 1260 {1340 i00:50 T P 7 L Lurich

Tuezday 1 07585 (0810 0015 H A a 5 Leszan 5

Tuesday 2 0z:10 03.05 00:55 T A
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ACTIVITY: Editing the Master Period Structure

Timetabling > Timetable Set-up > Timetable Cycles > Master Period Structure

o Click Edit il near the centre of the window
e Change the Period Types for rows 4 and 7 to Tfor Monday

Day Fow Mo, |Start Time  |End Time  [Duration  {Type  Jak/P
Monday 1 0815 0230 0015 H A -
Monday 2 08:30 0935 01:05 T i3
Monday 3 03:35 10:40 01:05 T A
Monday 4 10:40 11:10 00:30 T A
Monday 5 11:10 1215 01:08 T P
Monday 3 1215 1320 01:.08 T P
Monday 7 1320 1360 00:30 T P
Monday a 1350 1455 01:05 T P

Note: This will allow us fo timetable yard duty.

e Click Copy El
e Copy Day 1's period times to Days 2 to 5

bl L]

Copy Period Details Between Days

Copy From Day:
|Monday ;I

Copy Selected Peniod Details:

Copy to Selected Days:

H
T
T
T
T
T
T
T

[

Ok | LCancel |

e Click OKtwice
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Staff Availability

Staff must be made available to the cycle to be allocated classes within the grids. The Full Time

Equivalency (FTE) of the staff must be added, edited or cloned in this window.

The FTE is drawn

from the Default FTE in School Details that should be marked as 1.00. Non-teaching activities e.g.
DOTT may be defined for staff and are used to calculate Net FTE which is used by the auto-

scheduling process. The Net FTE is important as the auto-scheduling process

takes this into account

when allocating classes to staff. Net FTE for timetabling purposes is defined as the contact time for
each teacher, that is a Net FTE of 1.00 means that the teacher is available to teach all teaching

periods.

Note: If any staff member has an FTE of 0.00 the auto-schedule process will not be able fo allocate

that staff member fo any class.

B Timetable Cycles 3
2003 v
Cycle Mame Cyele dezcription Mo, Dayz | Cucle Active @}, |

2003 2003 5 Draw

k.

Ll -

W Dizplay Orly &ctive Cycles

Timetable E_l,Ju:IesI Master Period Structure Staff Avalability 1R oom Aseailability

Use the tools in this sectionta | 544 Code Staff Name FTE Net FTE ﬁ'

select e stafl members whe Alewander, Wayne 1.00 067

are available to thiz cycle. | aipplehy. |gnativs 10 0E7 il

*r'ou can use the clone option to BAB Bach, Barbara 1.00 0.67

copy ztaff members from an BEA Bennett, Alan 1.00 0.E7 EI

erizting cycle or use the add BER Bemy, Rick 1.00 0.E7

and remove options to build up | BIR Bird, Richard 1.00 0.E7

the list manually. BIF Bishop, Pater 1.00 0.E7 ﬁl
BoD Bowie, Diavid 1.00 0.E7

The edit option will dlow poutae LR Burns, Michae! 1.00 NE7

change the default FTE value CEM

Celeste, Marie 1.00 0.E7
for each member of staff. CHR

Challenger. Rene 1.00 0E7
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ACTIVITY: Adding Staff to a Cycle

Timetabling > Timetable Setup > Timetable Cycles > Staff Availability

Allocate yourself to the 2010 cycle

e Click Add @I

e Enter the first three letters of your surname into the Name/Number field and click Find

Staff Search - Extended Mode
L= NS

General |F'alameters I Dates | Address I Other I {H]n]] |
Marne/MNurnber |RIC Status ICunent d

Preferred Mame I—
First M ame I—
Farmer Sumare I—
10 Hurnber I—

Gender hi's-- -

Staff Code I

Staff Type I -nfs-- ;I
Edit your Net FTE

e Highlight your name in the list and click Non-teaching Activities il

o Click Edit il
e Enter a Code, Description and FTE

M Mon-Teaching Activities x|

r Staff Details

Staff Mame | Richardson, Susan

Staff Code IFHES Defaulk FTE  |1.00
Staff Mon-Teaching Activities
Code |Descripti0n |FTE fl
DoTT DoTT 040« El
0.00
=]

-

Met FTE ID.BD ak I Cancel

e Click OK, Yes and Close
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Room Availability

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

between cycles in the same timetabling year.

W Timetable Cycles

EIEW - | v

Cyele Mame

Cycle dezcription

20035 Day

Mo, Days | Cycle Active ﬁl

7]
S

4]

Timetahle C_l,lc:lesl Master Period Stucture | Staff Availabilty Foom Availability

Ise the toals in thiz section to
select the rooms which are
available to thiz cycle,

'ou can use the clone option
to copy roons fram an existing
cycle or uze the add and

remaove options to build up the

Bk recmrn o=l

W Display Orly fctive Cycles

ped

Room Code: Room Description Room Type
&1 Al Clazsroom
a10 A10 Clazzroom
a11 Al Clagsroom
a2 A2 Clagsroom
a3 A Clagsroom
Ad Ad Clazsroom

“e

ac

[y JE—

gl
|
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ACTIVITY: Allocating Rooms to a Cycle

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

Allocate Duty Areas to the 2010 5 Day Cycle

. Click Add ]
e Find by Room Type: Duly Area

Tirmetable Cyclesl M aster Period Structurel Staff Availability Foom Asvailability |  Search Criteria
Use the toals in this section to Room Code Fioom D escription Fioom Code I
zelect the raams which are Fioom Description |
available to this cycle. ART1 A1
ART 2 At 2 Rioorn Type IDuty Area ;I
You can uze the clone option ART 3 At 3
to copy rooms from an exizting COMP 1 Comnputing Lab 1
cycle or uze the add and COMF 2 Computing Lab 2
remove options to build up the  |FAB 1 Fabrics 1
lisk manual:lll_l,l. ¢ FAB 2 Fabrics 2 Fioam Search Aesults
Food 1 Food 1 Foom Code | Foom Description Foom Type
Food 2 Food 2 Dal Dty Area 1 Dty Area ;I
Food 3 Food 3 Daz Duty Area 2 Dty Area
Gk Gyrmmasuin 1 Da3 Duty frea 3 Dty Area
G2 Gymnasuim 2 Did Duty Area 4 Dty Area
Gh3 Gumnasuim 3 Dab Diuty Area B Dty Area
G4 Gyrmnasuim 4 D& Duty frea B Dty Area
GYME Gymnasuin 5
GYME Gymnasuim &
“| hd
| | _'I_I

B o | |

e Click Sefectand Yes

o Close Timetable Cycles
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4.3.7 Defining the Grid

Timetabling > Timetable Set-up > Timetable Grids

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

w0 - GldF TR

Grid Code

Gridname TTPeriod Campus Upp Sch| Usr Display

10-09 2010 Gemester 1 iMiddie School £ 20105

9
20010 10 School Year - 2010 { Senior School 205 10 13 MO
200-Us  iUs Schaol vear - 2010 Seriar Schaal 2045 Us 7 YES MO
200050 YD Schoolvear - 2010 11120 Hay Road (20105 ard Diuty 1 1] MO

¥ Show Teachers and Rooms on Grids

Note the option fo Show Teachers and Rooms on Grids.

Adding or Cloning a Grid

Timetabling > Timetable Set-up > Timetable Grids

Grids may be created or cloned from previously defined grids.
Adding a Grid
e Click Add =&
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Add a New Grid Definition

Mame of Grid |Year 8 Band |Frequency
Grid Code [ 22004 [ 1 || «
MHumber af B atdz IS I 2 I 4
Cyeh [2005 5 s =T
. I 4 I 4
Campus I'I'I2D Hay Road - | 5 | 2
Cohort '8 v [ =
UcI DrS hioal I Editable Grid Dizpl L 2
pper Schoo il itable Grid Display [ |—|13]—|33
Timetable Period
|Schaol vear - 2005 v

Clone Grid

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

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

Note: These valves may also be edifed at a later date, provided teaching sets have not yet been
placed on the grid concerned.

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

It is strongly recommended that a timetable period of the school

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

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

Upper School

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

Editable Grid Display
e Click OK and then click Yes

Cloning a Grid

e Click Add =2
o Click Clone Grid and select an appropriate grid

I(m Time Advanced.docx 16-Sep-09
Page 47 of 123

RM Asia-Pacific
© 2009 RM Asia-Pacific Pty Lid




Select Grid

Flease select a grid that you wish to

2003
2004

2004
2004
2005

NNE

clone from

Year Grid MName

2002 Year 9 2002 A~
2003 2003 ear 8 0
2003 2003 vear 9

2003 2003 ear 10

Upper School W
Year 10
10

w0 !

o Change the name, cycle etc. for the new grid

e Click OK
e Click Yes
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Editing a Grid

Timetabling > Timetable Set-up > Timetable Grids

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

e Highlight the appropriate grid

e Click Edit &
Edit Timetable Grid
Name of Grid |L|S Band Mo | Freguency
Grid Code LIS 2005 12 i
MWumber of Bands |7 3 4
4 4
Cycle | 2005 -5 v 5 4
g 5
Campus |'I'I2D Hay Road e 7 4
Cohart |us v
Upper Schoal Editable Gnd Dizplay
Timetable Period
| Schaol Year - 2005 v
e Amend fields as required
e Click Close
Adding a Band
e Click Edit &
Edit Timetable Grid
Mame of Grid |'Vear & Band Mo. | Frequency
- 1 4
Giid Code 52004 ! :
Mumber of Bands | 3 4
Cyel : ]
ycle 2005 5 v 5 2
| S
Carnpus |112D Hay Road w 7 2
8 2 imj
Cohart |Y8 v
Upper School J Editable Grid Display []
Timetable Period
School Year - 2005 v

Cloze

e Change the number of bands to the new value
e Highlight the new band in the pane on the right
e Enter the appropriate frequency by clicking on the grey arrows to the right

I(m Time Advanced.docx 16-Sep-09

: ofr P 49 of 123
RM Asia-Pacific agefro
© 2009 RM Asia-Pacific Pty Lid




e Click Close.

Deleting a Band

e Highlight a band
e Click on Delete El

e Confirm your selection
Increasing/Decreasing a Frequency of a Band
e Highlight a band.

o Click on é‘ to increase the frequency

e Click on i to decrease the frequency

Note: Band frequencies can only be edited within this screen prior fo the placement of feaching sets
on the grid. Following this, changes can only be made within the Grid Modelling screen. If is
suggested that where possible, the band frequencies be defined aft this point.

Deleting a Grid

Timetabling > Timetable Set-up > Timetable Grids
e Highlight the appropriate grid
e Click Delete E‘

o If the highlighted grid has been saved to the timetable you will be required to enter a password

Grid alterations

Password

You have opted to delste, or to make alterations ta, a grid
which is saved as part of the operational timetable. This
operation may only be perfarmed by uzers with
administrator status. Please enter your password below to
canfirm:

User: [ADMIM

Password: |

[ ok ][ Catcel ]

e Enter the password and click OK

Delete Grid - Information

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

Do you want to delete the Grid?

e If you click Yes another warning message will appear:
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Delete Grid - Last Warning

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

This process is not reversible

Do you want to continue?

e Click Yesto delete the grid
e Click Noto cancel the selection

Note: If the Grid has been saved fo the timetable only those users with an administrator status may
delete the grid. The user will be asked to confirm their password before continuing with the above
process.

Important:

Deleting a grid will remove all grid elements including subjects

allocated to the grid and student preferences, as well as the
placement of these in grid modelling.

Remove Non-fixed Teaching sets

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

e Highlight the appropriate grid

e Click Remove Non-fixed Teaching Sets E

o If the highlighted grid has been saved to the timetable you will be required to enter a password

Grid alterations

 Paszword

“'ou hawe opted to delete, or to make alterations to, a gnd
which iz zaved as part of the operational timetable. This
operation may only be performed by users with
administrator status. Please enter your password below to
confirm;

User: |ADMIN

Password: |

[ QK. J[ LCancel ]

e Enter the password and click OK
e The following message will display
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Remove Non-fixed Teaching Sets - Information

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

[ ves [ Mo ]

e Click Yesto remove Non-fixed Teaching Sets from the Grid
e Click Noto cancel the selection

Note: If the grid selected had been saved to a timetable only those teaching sets that were fixed on
the grid would still maintain staffing and room allocations on the timetable.
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ACTIVITY: Creating/Editing Grids

Timetabling > Timetable Set-up > Timetable Grids

- v &|ldF TR

Grid Coda

2010-
201010
200-Us
200D

Gridname

10
5
YD

[ Show Teachers and Fooms on Grids

TTPeriod

Semester 1

riddle 5 chool
School Year - 2010
School vear - 2010
Schoal Year - 2010

Campus

Senior School
Seniar School
1120 Hay Road

Cycle
200-
2m05

2005
20105

Cohart

10
us
Yard Duty

Note the option fo Show Teachers and Rooms on Grids.

Complete the Upper School grid

e Highlight the Upper School grid and click Edif 7

o Check Upper School

I ame of Grid IUS Band Mo, | Frequency
Grid Code E- ! -
Murnber of Bands |12_ 3 4

Cycle |2010E =] ; j
Campus IMiddIe School ;I ? g

Cohort [ =l g 3

Upper Schoal I Editable Grid Dizplay [~ :II1D g
Timetable Period 12 2

Schaool Year - 2010 =1

e Close

2

=2 |e» &

Cloze

Bands

Upp Sch| Usr Dizplay

YES
WO

MO
MO
MO

Cloge
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Define the Yard Duty grid

o Click Add <&

e Enter the following information:

Add a New Grid Definition

Mame of Grid |YD Band |FquuBnC_','
Giid Code [zoo+D [ [ 0 =]
MNurmber of Bands |1

Cycle |20105

Campus |112EI Hay Foad

Upper Schoal ] Editable Grid Dizplay

Timetable Period

-

=l
=l
Cohart IYard Dty ;I
r
=l

|School Year - 2010

Claone Grid | Cancel |

e Click OKand Yes

4.4 Individual Grid Parameters

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

Grid Cohort of Students

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

Grid Parameters

2004 = 200405 - 2004 Upper Schaol -

Cohart |F'eriod Structurel Subiectsl Subject Groups | Floomsl Staffl Batd Allocation

Surname First Hame Year Group| Form
Anderzon Ben 10 101
Andrews Rachael 11 1.1
Bailey Stewen 10 10.2
Bishop Frark. 10 10.3
Bloor Rebecca 10 101
Brogan tichael 10 10.2
B ibrar T 2wkl 1n 12

Note: If a cohort has not been selected for the grid this pane will be blank.

Students cannot be added or removed from the cohort within this screen. This function is performed
within the Cohort paramefer.
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Grid Subjects

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

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

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

Aspects of subject information that should be checked are:

e Subject Frequency - the subject frequency will usually indicate the number of times a teaching set
will meet during a cycle — for example, four times per week (in a five day cycle).

e  Minimum and maximum class sizes
Gender mix

e Required Subject - ensure that the required box is checked. A required subject means any
student with this subject listed as a preference must be allocated the subject, examples of
required subjects could be English, Maths etc.

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

2003 w0 92003 - Year 32003 T

thortl Period Structure Subjects |Subiect Gloupsl Hoomsl Staffl Band Allocationl

Code Mame Frequency | Required | Awvailabl
Tt Art 9 2 MO 5578
90ram Cirama 4 2 MO 5.6.7.8
S9Eng English 9 4 YES 1.2.34
9ESL Englizh a3 & Second Language 9 4 MO 1.234
9Fab Fabricz 9 2 MO 5578
9Food Food Production 3 2 MO 5E78
9FRE French 2 MO 5.6.7.8
9ind Indonesian 9 2 MO 5.6.7.8

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

Note: Subjects cannot be deleted from this list if preferences have been recorded for the subject.
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ACTIVITY: Allocating subjects to a grid

Timetabling > Timetable Setup > Individual Grid Parameters > Subjects

o Select the Upper School grid
Click Set grid as default v

e View the subjects added to the Upper School Grid

Click Add Subjects jea]
e Enter the following and click Find

Subject Search

r Search Criteria
Subject Code E]

Subject Mame |

Giid [

L] Lol

Department I English

[+ Find Active Subjects only

Find
Subject Search Results Ll

Short Mame Subject Mame
JAENG EMG Englizh 34
FHENG (EMG i Englizh 34/

JBENG English 38
3aLIT T i Literature 34
FLIT iLIT i Literature 34/

3BLIT uT Literature 3B

‘| i i [E

Tatal records found: IB— I e Tl |

e Click Sefectand Yes
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Add Yard Duty as a subject to the Yard Duty grid
e Select the Yard Duty grid

e Click Add Subjects 2.
o Enter the Subject Code YD and click Find

Subject search

r Search Criteria
Subject Code I_l,ld

Subject Mame |

Grid [ =]

Cepartrment IAII ;I
™ Find Active Subjects only

Subject Search Result:

Code Short Hame Subject Name
YD i “tard Duty =]

B
4| | »

Total reconds found: |1 Select | Close |

e Click Sefectand Yes

Grid Band Allocation

Band Allocation allows the user to change or add schedules to the grid. Once the grid has been
saved to the timetable, band allocation may not be changed. Common band allocation may show
two semesters within the same grid.

Grid Parameters

2004 = 200405 - 2004 Upper Schoal W

Cohortl Period Structurel Subiectsl Suhject Groupsl Hoomsl Staff Band Allocation |

Band 004 |

SRS EARSESEARS
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Changing Schedules

o Select the appropriate school year and grid.
Click on the Band Allocation tab.

°
Change
e Click on Schedules

Confirm your intention.

. 9P Changing Schedules will overwrite any band unavailability settings already made, Are vou sure you wish to change
\t/ the schedules Far this grid?

e Highlight an appropriate schedule.

Select Grid Schedule Periods

Code Deszcription Start Date End Date

School vear - 2004 27 Jak 2004 10 DEC 2004

1 4 18 LI
Semester 2 2004 Semester 2 19.JUL 2004 10 DEC 2004
Tem 1 2004 Term 1 27 JAk 2004 2 APR 2004
Tem 2 2004 Term 2 13 APR 2004 18 JUN 2004
Tem 3 2004 Term 3 15.JUL 2004 24 SEP 2004
Tem 4 2004 Term 4 4 OCT 2004 10 DEC 2004
< | v
0K | Cancel |

e Click OK

Adding Schedules

e Select the appropriate school year and grid.
Click on the Band Allocation tab.

°
Add
e Click on Schedules

Highlight an appropriate schedule.

Select Grid Schedule Periods

Start D ate End D ate

- [ i =1L 2 UL UL 1 ULICL L
Tem 3 2004 Term 3 'ISJUL 2004 24 SEP 2004
Termn 4 :2004 Term 4 4 0OCT 2004 {10 DEC 2004

[« | »

ok | Cancel |

e Click OK

e Click in the appropriate bands to indicate which bands are allocated to which schedules.
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Grid Parameters

2004 = 8- 2004 Year 8

-

Cohort | Period Structure I Subjects I Subject Groups

Band Semester 1 | Semester 2 |
1 0 W
2 W \/
3 W \/
4 v W
5 v W
; 0
7 \/

8 \/

] v
10 v
11 W

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

schedules or fo one only.

ACTIVITY: Allocating Grid Bands to Schedules

Timetabling > Timetable Setup > Individual Grid Parameters > Band allocation

e Select the Yard Duty grid
e Click Change Schedules and Yes

e Highlight 7Terms 7to 4 and click OK

Term
Temn 3
Termn 4

Code Dezcription Start Date End Date

Semester 1 2010 Semester 1 1FEE 2010 2JUL 2010 ;I
Semester 2 2010 Semester 2 13JUL 2010 16 DEC 2010

LE1 Learning Block 1
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Select the Upper School grid

Click Change Schedules and Yes

Highlight Semesfers T and 2 and click OK

Click in Band 2 for Semester 2to make it unavailable to that semester
Repeat for Bands 3to 7

Cohortl Period Stlucturel Subiectsl Subject Groupsl Hoomsl Staff Band Allacation |

Band Semester 1 | Semester 2 | :I
1 W W Change
= o Schedules
3 v
4 il Scﬁedc?ules
5 v -
6 &
7 o

Note: Later we will copy Bands 2 fo 7 info Semesfer 2
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4.5 Student 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:

Required — all ranked as 7. Required subjects must be allocated to a student e.g. English
Primary Electives — ranked in ascending order. Primary Electives are those the student considers
most important.

e Reserve Electives — ranked in ascending order. Reserve Electives are 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.

;
2004 - i : B

Preferences by Student |Subiect Load Tablel Bulk Student Preferencesl Teaching Setsl

Reference Student Year | Form | Gender | Mo. Prefs | Unplaced

20021073 Antanell, b ark I] a4 &l a - Wiz Detailz ﬁ? I
20021054 Atking, daran i) a5 b a

20021070 Bizhop, Alecia 1] a1 F a

20021075 Blake. Feira 1] a1 F a

2002101 Bom. Carina 03 8.2 F i}

20021055 Buatt, Lara [I] a1 F a

20021008 Brabazon, Ay 0z a2 F i}

20021071 Broaom, Declan na a2 b i}

20021012 Carless, b atthew 1] a3 bl a

20021072 Carbwright, b atthew 0z 83 ] i}

20021077 Chesgsan, Whitney [I] g4 F a

20021056 Coles, Aivana I] 8z F a

20021009 Carey, Jordat 0z a5 & i}

20021013 Liefazio, Matthew 1] a4 bl a

20021073 Del-Prete, Brayden 0z 21 ] i}

20021079 Donner, Liam [I] az bl a :
20021014 iDucker, Patrick 08 85 M 0 ﬂ‘
20021080 Ellictt, Bryce i) a3 b a

20021081 Enbwmistle, Dewyn 0z a4 & i} Learning Area Analysis |

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 fo enter
student preferences.

Student Preferences may be entered by

e Individual entry;

e Bulk entry of preferences or

e Promotion of some or all of a student course from any earlier grid
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4.5.1

Individual Entry of Student 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.

a5 i
l

Srirnme 9

-
| B

i Individual Student Preferences x|
@ | 1) | @ | Code Subject
GRAOUP 9Feq —
Antonello, Mark (6) St At S =
SDram Drama 9 =i
Type Rank | Code | Preference Req | Set Mo Assi 9Erg English 9
Primary i1 9Eng (English 9 YES i1 YES | |9ESL English as a Second Lang ;I @
Primary i1 Ih ath ;M athematics 9 YES i4 YES | |9Fab Fabrics 9
Prirnary i1 9PE  :Phpsical Education 3 YES 5 YES | |9Food Faood Production 9
Prirnary i1 95ci iScience 9 YES 2 YES ¢ |9FRE Fremch 9 ﬂ
Primary i1 95%E (i Society & Environment 9 YES i4 YES ¢ |9lnd Indonesian 9
Primary {6 A iAtS WO i YES § | ATAL Italiar 9 ﬂ
Primary {7 9FRE French 9 WO i YES | |9kath b athematics 3
Primary {8 9MED iMedia WO o2 YES | |9MED tedia 9 E
Reserve i1 S0ram:iDrama 9 [[u} §1u] 1Y LY M etalwork 9 e E=
Rewerme 12 9Fab Fabricz 9 []u} SMUS hduzic 9 i
Reseve i3 9ind  iIndonesian 9 []u} §1n] 9PE Physical Education 9
L]

AR N R

Add preference

Edit Preference

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

Remove from T-set

5

Show/Hide Subject List |

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

preferences.
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4.5.2 Bulk Entry of 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.

W Student Preferences

2004 - 32004 -Year 3 2004 &

Freferences by Studentl Subject Load Table Bulk Student Preferences |Teaching Setsl

Cohort Selected Students
Mame Form | Mo, Prefs
[—
Selected Subjects and Subject Groups
Code/Group | Mame
- =
9ESL {English as & Second Language 3 _»I
9Fab iFabrics 9
9 Food ‘Food Praduction 3 H |
9nd i9 Indonesian
9 ltal Eltalian | Clear |
At o LI LI
Promate Courses from a Previous Grid | Add | Remove |

Adding preferences in bulk to a group of students

e Highlight students in the cohort and click on the arrows

e Highlight the required subjects and click on the arrows
e Click Add

Removing preferences in bulk from a group of students

e Highlight students in the cohort and click on the arrows
e Highlight the required subjects to be removed and click on the arrows
e Click Remove
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Activity: Adding Preferences in Bulk

Timetabling > Preferences > Bulk Student Preferences

Add Home Room 11 as a subject for all current Year 10s

e Click Sefect students
e Find the current Year 710 students

CHC @S

General |F'alameters| Dates I .-’-‘«clclressl Dthell ol I T Sets#[ﬁohortsl

Surname/Ref. Mo, I— Roll Status Im
Preferred Name l— “fear Group 10 -
First Mamme I— Farm -t 5 -
Legal Surname I— House ~hidg- -

® Move the selected students to the right » |
e  Move Home Room 11 to the right

Preferences by Studentl Subject Load Table Bulk Student Preferences |Teaching Setsl

Cahuart Selected Students

Mame Farm Mo, Prefs Mame Form | Mo. Prefs
Andrews Rachael 1.1 a il 3 | Anderzon Ben 101 10 -
Cooper Fyan 1.1 a Bailzy Steven 102 9

Gold Stephanie 111 8 H | Bizhop Frank 103 9
Johnston Josh 111 2 Bloor Rebecca 101 M

Kraft Chelsea 1.1 i8 Clear | Brogan Michasl 102 i8

Leslie M athan 1.1 a Butter Daniel 103 8

Luong Amber 111 8 [El Dalton .Cara 1071 M

t arston Lauren 1.1 8 Depete Jonathon 102 9

ebville Mibchel 1.1 a ;I Drazic Eleni 103 0 LI
Sulifts a Sulest Bimums Selected Subjects and Subject Groups

Code/Group | Hame Code/Group | Mame

GROUF 12v ;I 11HR Home Room 11 ;l
12HR Home Room 12 1

14C5C Caomputer Science 14

THENG English 14 h |

TAMAT Mathematics 14

TaWFL Wworkplace Learning 14 Clear

B iR e -

Promobe Courses fram a Previous Grid | Add | Remowve |

e Click Add
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4.5.3 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

W Student Preferences

2003 [= | 32003 - Year 9 2003 v w

Frefisreices by Student | Subiect Load Table Buk Student Preferences |

Cohort

Nama | Fioim I Mo Prefs

Arkorelo Mark g4 0 - L
Pukins Maren las o

Bandy .Tamara By 0 H
Baverstock Helen 85 {0

Bihop Alecia 18 i Clea
Blake Keita a1 o B
Bom Comna 8.2 ia

Bl Las a1 o

Brabazon fny 82 0 .
Subjects and Subject Gioups

Code/Giroup | Name

GROUP Year3Feq & "
St At 3

S0am Deama 9

SEng Englizh 3 “
SESL Erglish a3 & Second Language 9

3Fab Fabiics 9 Clisar
SFaod ll ]

Fromobe Cowzes from a Prewiows Gnd |

e Highlight the appropriate grid and click OK
Seloct Grid

Select the Grid fram which you want to pramote the
Courses

[~ Retain all teaching =&t groups

Year Grid Name
20Mm Year 3 -
20Mm Year 10 _I
20m Year 11
20Mm Year 12
2002 Year 10
2002 Year 3
2002 Year 11
Year 12

=

Ok Cancel

Note: There is an option fo retain all feaching sefs.
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Promoted Subjects

Subjects to be Promoted

Previous Grid Current Grid

Code Subject Mame Code Subject Mame Save

BEMNG  iEnglish & 9Eng Englizh 9 YES [«
BMath  :Mathematics 8 Ahath  iMathematics 9 YES _I ﬂ
arPE Phyzical Education 8 9PE Physzical Education 3 YES Hl
a5%E Society & Environment 8 95%E Society & Ervironment 9 YES

as5c1 Science § 95ci Science 9 YES

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

1N = |

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

ACTIVITY: Student Course Promotion

Timetabling > Preferences > Bulk Student Preferences

Promote all Year 11 students to selecied Year 12 courses

e Click on Promote Courses from a Previous Grid
e Highlight 2009 US

Select Grid

Select the Grid from which you want to promote the
courzes

™ Retain all teaching et groups

Year Grid Mame

2007 04 -
2007 og _I
2008 g

2003 %09

2008 10

20038 s

2009 10

2009 ]

2009 I]

Ok, Cancel

e Click OK
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e Highlight the first line in the table

Promoted Subjects

Subjects to be Promoted

e Click Retain Teaching Sets
o Check Retain Group for each Home Room

Retain Teaching Set Groups

From Grid  |2009-US

From Subject |11HR - Home Room 11

To Grid |2010- 201003

ToSubject  |12HR - Home Fioom 12

Teaching Sets (Right click to show members)

Teaching Set Code | Retain Group
11HR_1 I =]
11HR_2 v
11HR_3 v
.
ak. Cancel

e Click OKtwice

Previous Grid Current Grid

Code Subject Mame Code Subject Mame Save

11HR Home Roor 11 12HR  ‘Home Room 12 YESA
14EMG  iEnglizh 14 Z8EMG (English 24 YES il
1BEMG iEnglizh 1B ZBEMG (English 2B TES EI
28EMG  iEnglizh 24 JAEMNG (English 3& TES

ZBEMG iEnglish 2B 3BEMG :English 3B YES
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ACTIVITY: Individual Course Entry

Timetabling > Preferences > Preferences by Student

Click on to column heading No.Prefs

Preferences by Student |Subiect Load Tablel Bulk Student Preferencesl Teaching Sets

George Pyaft has no preferences

Click Show/Hide Subject List

Highlight his name and click View Deftails

Toggle two of these subjects to Reserves %

Feference Student Year |Form | Gender | Mo, Prefz | Unplaced
10 Puyatt, George 11 Mot spe b i} -
g Turricliffe, Hailey 1a 102 iF a '

23 Brogan, Michael 10 102 M 9 o

28 Butter, D'aniel 1o 103 iM 9 v

29 Campbell, Ashleigh 11 11.2 F 9 v

Drag and drop the equivalent of eight year-long subjects into his preference list

Pyatt, George (10) Grid |US Year |2010

Type Rank | Code Preference Req | Set Mo| Asszg| Lock| Band | Alt.Bands

Primary ¢ 1 EMG English 34, TES MO -
Primary  :1 3BEMG English 3B TES MO s
Primary 3 3BIO Biological Sciences 34/B MO MO iMO

Primary 4 FHGEED Geongraphy 34/8 MO MO iMO

Primary 5 20k AT Mathematics 24 MO MO iMO

Primary B ZBrAT tathematics 2B MO MO iMO

Primary 7 FHIM toder History 348 MO MO iMO

Primary 8 3ECD E conomics 34/8 MO MO iMO

Reserve i1 Z4CHE Chernistry 24,/B MO MO

Reserve (2 ARPES FPhyzical Education Studies 20/B (MO 1]

Close Individual Student Preferences

ZBlsle |2 | e
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4.5.4 Subject Load Table

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

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

Note: Grid modelling of teaching sefs is not possible until the number of feaching sefs fo be made
available has been defined

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

W Student Preferences

2004 = 92004 - Year 3 2004 -

Preferences by Student Subject Load Table |Eulk Student Preferencesl Teaching Setsl

Code  |Mame Prirmary [Rezerve T Setz |[Awve Size |Min  [Max |Frequency|Periods |Undlloc  |Req'd
9lnd |9 Indonesian 40 i] o_J al 10 30 2 i} 40 | ¥ .
Altal | ltalian 9 43 I 0_J of 1o 3o 2 a 3 | T
St A 57 o o_| o[ 0| 22 4 I 5 [T
90ram | Drama 9 19 o] o0_]| ol 1o z 2 0 19|
SENG | Englizh 13 ] o_| ol 1o 4 a 131 | ¥
S9FRE | French L)l I 0_J of 1o 4 a a |
SHED | Health Education 22 a 0_J [ L 2 a z |
AT | Mathematics 131 I 0_J of 1o 4 a m |V
SMED | Media 48 ] o_| of 10 == 2 a 4/ [T
SMET | Metahwork 23 1] 0_J of 1o 2 i] |
9Mus | Music 9 53 of o _] o] 10| = 2 o 2 [T
IFE Physical Education 9 131 1] 0_| al 1o 28 2 0 IEEN
95%E | Society and Ervironment 131 ] o_| of 1o = 4 i] IE e
9501 | Science 131 1] o_| of 1w 4 i] IEN
[ 3 i i ol 10l an 2| n vl
—Totalz
Mumber of Students | 131 Mumnber of Subjects I? Mumber of Proposed Sets I—U
Students with no Preferences I_IJ Singletons I_D Mumnber of Proposed Periods I_D
Underloaded Students I_D Fduilti - Set I—D
Show/Hide Mo Preferences | Pritt | Edit | ] | Cance|

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

Next to the number of teaching sets for a subject is a button which if clicked will display a list of
teaching sets for that subject. The maximum and minimum class size for each set can be
individually edited. To edit the subject details click on the Edit button and type information into a
selected cell.
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At the bottom of the screen a series of totals are displayed. The Number of Studenfs is the total of
students defined in the cohort. Students with no Preferences shows the number of students in the
cohort but with no preferences listed. Underloaded Students lists the number of students who do not
have a full study load. Number of Subjecis lists the total number of subjects defined for the grid.
Singlefons lists the number of subjects with only one teaching set. Mulfi-Sef shows the number of
subjects with more than one teaching set. Number of Proposed Sefs lists the number of all teaching
sets defined for this grid. Number of Proposed Periods shows the number of all teaching periods
defined for this grid.

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

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

Collapsing Non-Viable Subjects

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

Preferences by Student  Subject Laad Table |Eulk Student Preferenc

Code  |Mame Primary |Rezerve [T Sets
9Ind |9 Indonesian 40 0 2
Jltal |ltalian g 43 i 2
ot A a7 i] 3
30ram | Drama 9 £ il 1]
3ENG |English 131 0 [

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

Timetabling > Preferences > Subject Load Table
o Click Edit

x

20010 = 2010408 -US e

Preferences by Student Subject Load Table |Eulk Student Preferencesl Teaching Setsl
Code |Name |F'rimar_l,l |Fiesewe |T Sets |Ave Size |Min |Max |Flequency|F'eriods |Unr’-‘«||oc |Heq'd
11HR | Home Room 11 E5 i 0_| il 5 30 A a | F -
12HR |Home Room 12 E4 i] 3| 22 5 30 5 15 0| ¥
TALCSC | Computer Science 1A 21 1 0_| ol 10| 22 4 0 EHIN
1AEMNG| Englizh 14 22 i 0_| of 10| 25 4 a 2| ¥
14MAT| Mathematics 14 22 i] 0_| [ R 4 a 2|
180 PL| Workplace Leaming 14 22 0 0_| ol 10| 25 4 0 | T =
1BCSC | Computer Science 1B 21 1 0_| of 10 25 4 1] 21| T
1BENG| Englizh 1B 22 ] 0_| of 10| 25 4 a 2| ¥
1BMAT| Mathematics 1B 22 i 0_| of 10| 25 4 a |
1BwPL| warkplace Learming 1B 22 1] 0_| o 1| 2% 4 1] 2|
1CWwFL| Workplace Learning 10 21 0 0_| i] 1] 100 4 0 n |
10WPL| workplace Leaming 10 21 0 0_| 0 0| 100 4 0 21 [T
1=CFCI| Children, Family and Comrun 12 10 0_| ] 0] 25 4| 0 12| T
1=PES | Physical Education Studies 10 12 0_| i] 0] =5 4 0 |
24CEC ] Cormnuter Sience 8 ) 0 0 10 23 4 ] ) | i

—Tuatals

MHumber of Students | 130 MHumber of Subjects | 43 Mumber of Froposed Sets | 3
Students with no Preferences I i} Singletons | 1] MHumber of Proposed Periods I 15
Underloaded Students | a MLt - Set | 1

Show/Hide Mo Preferences | Prirt | Edit | 0] | Caryzel |

e Enter the number of teaching sets for each subject

Note: Leave the number of teaching sets for all 1B, 1D, 2B and 3B subjects at zero.

e Click OKto save

o Select the Yard Duty grid

e Click Show/Hide Mo Preferences |

Click Edlit

e Enter the number of teaching sets as six (one for each duty area)

Preferences by Student Subject Load Table |Bulk Student F'referencesl Teaching Setsl

Code  [Mame Primary [Reserve |T Setz |Awe Size [Min  [Max [Frequency|Perods |Undlloc  |Req'd
YD [vard Duly 0 0| s o] 0] o 10 &0 n| - .
o Click OK
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4.6 Grid Modelling

Construction and manipulation of the grid is referred to as grid modelling.

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

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

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

e Automatically generating the entire grid.

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

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

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

e Load Table
e Conflict Matrix Report

Samples of these reports may be viewed in the RM: Timetabling Manual

4.6.1 Unlocking the Grid

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

Multiple snapshots may be taken of the grid at anytime and then changes made. The user may later
retrieve a snapshot and revert to a previous snapshot if required. Student Fit Statistics may be

viewed to note the effect of changes and to highlight problem bands and/or subjects.

The screen will open in the Horizontal View
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Wl Grid Modelling |
Functions Tools  Grid Constraints  Switch Wiew
2003 = US - 200303 vV |Gl | Q|
| ilil Students |D Placed |D Unplaced ID Gnd positions are fixed
Band/ d
Band Record
E[4] Workplace Learning (Computer Science z|Mathematics 28 Children, Family and| Chemistry 288 Englizh Litersture 1z Chemistry 12
EI TAMNPL_T (210 2AC5C 1 (13) 2AMAT_2 [18) 2HCFCL1 (190 2HCHE_1 (200 ED0S_1 (22) E403_1 (17)
D MK Schimick Mr B Pitt D M Swvicherski Mr P Payvne Mz M Jamison M e L Imggris
SES COMP 1 M=10 hs2 SC18 =] SC13
7 [4] Workplace Learning [Physical Education (|Computer Science Z|Design 24 (F) Englizh 22 Histary 12
T [1owRL_1 (25) TXPES_1 (21] ZACSC_Z (21] ZADESG_1 (200 |2AENG_2 [16) E306_1 (25)
Mr C Pringle Dr TP O'Regan M= M Rattigan M= S Ozvvald M= T Scattini M= T Heaven
553 *GYhil COMP 2 COMP 1 559 SCl5
g[4] Mathematics 14 (F) |Mathemstics 18 (F) [English 28 (F) Mathematics 28 (F) [Modern History 288 Biology 12 (F) At 12 (F)
E EI TAMAT_1 (212 1BMAT_1 (21) 2BEMG_3 (21) 2BMAT_3 (23) 2HHM_1 (22) E402_1 (19) EG30_1 (22)
hdr E Dale Idr E Dale Mz T Alan Mz S Corner Mz & Greaves M T Jones Mz T Lorner
SEY SEY 552 559 SC11 SCl 4 ART 1
5.1 Biology 12 (F) Modern History 2A8| & 12 (F) Englizh 28 (F) Mathematics 28 (F) |Mathematics 14 (F)
E402_1 (19) ZXHIM_1 [(22) EG30_1 (22 ZEEMG_3 (21) ZEMAT_3 (23 1AMAT_1 (21)
hr T Jones Mz & Greaves bz T Lorner hiz T Alan Mz 5 Corner hir E Dale
SCl 4 SCIA ARTA 552 559 557
8.2 Biology 12 (F) Modern History 288|186 12 (F) Englizh 2B (F) Mathematics 28 (F) |Mathematics 14 (F)
E402_1 (19) 2HHIM_1 (22) EB30_1 (221 2BEMG_3 (21 2BMAT_3 (23) 1AMAT_ 1 (21)
M T Jones Mz & Greaves Mz T Lorner Mz T Alan Mz S Corner Mr E Dale 1=
SCl4 SC ART 1 552 559 557
63 Biology 12 (F) Modern History 2A8| & 12 (F) Mathematics 18 (F) |English 28 (F) Mathematics 28 (F)
E402_1 (19) ZXHIM_1 [22) EG30_1 (22 1BMAT_1 (21] ZEEMG_3 (211 ZEMAT 3 (23
hr T Jones Mz & Greaves bz T Lorner hir E Diale Mz T Alan hiz 5 Corner
SCl4 SCIH ARTA 557 552 559
8.4 Biology 12 (F) Modern History 288|186 12 (F) Mathematics 18 (F) |English 28 (F) Mathematics 28 (F)
E402_1 (19) 2HHIM_1 (22) EB30_1 (221 1BMAT_1 (210 2BEMG_3 (21) 2BMAT_3 (23)
Mr T Jones Mz & Greaves Mz T Lorner Mr E Diale M= T Alan M= 5 Corner
SCl4 SC ART A1 SE7 552 559
9[4] Englizh 14 (F) Englizh 18 (F) Geography 248 (F |Modern History 28| Physical Education $|Physics 288 (F)  |Discrete Mathemsatic i
Kl | 3|
Search I @ |

ﬂ Indicates that the grid has been saved to the timetable.

4.6.2 Manual Teaching Set Placement

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

W Grid Modelling

Functions Tools  Grid Constraints

Swikch View

2009

-

1S - 200305

v [¢G|lmmy ||

Agzign sets by dragging to the gnd.
- Blue text = Part Azsigned -

I ilil Shudents ID Flaced ID Unplaced

- Red test = Fully Assighed - Band/
Code Subject Band Record
11HR_2 Haome Fioam 117
1T1HR_3 Hame Roorn 11 1[5] Hotme Rootn 11 (F) [Hotne Room 11 (F) |Home Roam 11 (F)
12HR_1 Home Room 12 B [1HR 21y [11HR_2 (210" [11HR_3 (22) m
12HR_2 Home Room 12 Professor K Dicking [Ms T &lan [0
T2HR_3 Home Room 12 =21 =52 553
]igi'éﬂ EO"}P?:? cien {24 Methematics 14 |Mathematics 18 (F) |English 24

_ rglizh 14 + 'tl 1AMAT_1 (212 1BEMAT 1 (21) 2AENG_3 (19)
TAMAT_1 - iMathematics 14 Mr E Dale Mr E Dale Mr J Biigis
TawPL_1 Workplace Lear 557 o7 S
13532—11 Eﬁ;}ﬂﬁt?? FE s English 14 English 18 (F) Geography 248
1BMAT 1 Mathematics 18 T [12ENG_1 (21) 1BENG_1 (21) THGED 1 (22)

- tdr C Best dr C Best Mr P Gabelich
TBWPFL_1 Wiorkplace Lear 254 s54 =58
T0wWFL_1 Workplace Lear
10WwWPL_1 workplace Lear | 4[4 Children, Family and|English 24, Mathematics 24
THCFCL_1 Childrer, Farnily T |THEFCL_ (21) 2AENG_4 (17) 2AMAT_1 (23]
THPES_1 Phyzical Educat s C Maorton Wz J Calvin Mr O Drake
2AC5C 1 Corputer Scien =56 =2 28
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A list of teaching sets will appear on the left hand side of the window.

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

Teaching Sets may be dragged and dropped onto relevant bands or band records.

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

Teaching sets may also be typed into the box and a band or band record selected by clicking in the
cell and clicking the green tick to place the teaching set.

B Grid Modelling

Functions  Tools  Grid Constrainks  Switch Wiew

2008 - US-2003US v e Glemmg | Q|

'ﬁfséﬁlgesféilbjPd;?ﬁgg?gﬁeg?_?”d' I ilil Students ID Placed IEI Unplaced IEI Grid positions are fixed
--- Red text = Fully Azzigned — Band/

Code Subject Band Record

11HR_2 iHome Room 11

1T1HR_3 iHome Room 11 1[5] Home Room 11 (F) |Home Room 12 (F) |Home Room 12 (F) [Home Roam 12 (F)
12HR_1 iHome Room 12 A |[MHRE 2= [1ZHRL (22im [1HR2 2@)m [12HR_3 (20w
12HR_Z2 iHome Room 12 hr Mrs F Brooks Mz = Corner Mir E Dale

12HR_3 {Home Floom 12 553 555 554 S5

All manually placed teaching sets will be marked as Fixed Elements and as such will not be moveq,
by any auto scheduling process unless marked as not fixed (see below).

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

English 24 Mathematics 24 Modlern History
2AEMG_3 (19) 2AMAT 3 (23 ZEHIM_1 (22
M J Bricig T T
e Move Teaching Set
Geography 28 Change Teaching Set
2MBE0 1 (22 )
Mt P Sabelich Remove Teaching Set
=s8 Mark Az Fixed Element
Mathemstics 2
ZEMAT_1 (25 Show Teaching Set Members
Mr D Drake Lock Teaching Set
s=s
Englich 24, Show Teachers and Fooms

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

4.6.3 Adding a Teaching Set within Grid Modelling

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

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

To move a teaching set:

e Right click on the selected set, and choose Move Teaching Set.

Three options are provided to define the way that students will be managed within this move.

Pleasze select an option from the list below:

i Fetain Students in Teaching Sett

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

teaching set. This may result in ztudent clazhes if pou are moving
the teaching get to a new location on the and.

o Select the appropriate option and then click on OK.

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

Move Teaching Set

Teaching Set
Code [10Math_3

Dezcription |1 Okdath_3
Subject |Mathematics 10
Mave Fram |Band: 4

Move To

Band i+ Move All Dccunences on Band

|  aye Single Decuience

Please select a destination band
from the list of awailable bands.

&l ocourences of the selected
teaching et within the zource
batd will be moved into the
destination band.

LI ak I Cancel |

The teaching set will be moved and placed onto the band selected.
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4.6.5 Locking/Unlocking Bands

Bands may be locked or unlocked at any time by selecting Tools>Lock all Bands or Unlock all
Bands. Once a band has been locked only limited functions are available and the contents of the
band are protected. For a full selection of tools to be available the band must be unlocked.

B Grid Modelling

Functions | Tools Grid Constraints  Switcl
Add Teaching Set

2003 -

I:

Delete Teaching Set

Banc Move Students

Band Re
P ock All Bands
1 (65) Lock all Band
Unlock all Bands
i) Check for Conflicts
Ses Al Students

4.6.6 Horizontal view

There are two ways of viewing the Grid Modelling screen — Horizontal and Vertical. Some tools and
functions are available from both views, others only from one view. From the Timetabling sidebar,
select Grid Modelling and the following window will appear:

W Grid Modelling

Functions  Tools

Grid Constrainks

Switch Views

2003 - S - 2003405

Y S &|=wh Q]

I ilil Students ID Placed ID Unplaced ID Grid poszitions are fixed

Bane/
Band Record
1[5] Home Roaom 11 (F1 [Hotme Room 12 (F) |Home Room 12 (F) [Home Room 12 (F)
11HR_3 (229 = 12HR_1 (22 = 12HR_2 (221 = 12HR_3 (200 =
g hrz F Broaks = 5 Carner tdr E Dale
553 SE5 SE8 M=S
2[4] Mathemstics 22, hiodern History 2408 Biology 12 Arti2
2AMAT_3 (25) 2EHIM_1 (22 E402_1 (19) EG30_1 (22)
Mr T Duke Mz & Greaves hr T Jones Mz T Lorner
559 SCi SCl4 ART 1
3[4] Geography 248  |Modern History 22 |Physical Education (|Physics 288 Dizcrete Mathematic
ZHGEO_1 (22) 2HHIM_2 (220 ZHPES_1 (21) ZEPHY_1 (18) ES02_1 (24)
Mt P Gabelich M & Guizeppe Misz M Mouse Mz K Hofter Mr W Davids
|558 2K G 5510 551

1IN\
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4.6.7 Vertical view

To change to Vertical view, click on Switch View and Vertical view and the following window will
appear:

B Grid Modelling

Functions Tools Grid Constraints | Switch View
2003 ~ 2003Y10- 2003 Year 10 F’_ Horizontal Grid View

I— 11 su Vertical Grid Yiew
W Grid Modelling

Functions Tools  Grid Constraints — Switch Wiew

2003 - 200310 - 2003 Year 10 R |§> §|em @ A |9
[wegﬁgi Al Sets ™ Show Singleton Sets ~ Show MultiSets | Dversize Sets N
Subject

106t

100 ram 1[21) 2[24]

10ESL 1010

10Eng R ERE

10Fab TRy |29

10Food 122|200

1(0Fre 123 |27

10HE 120 2123 3[21]

100kl 1021)

10ew 17 2@

10hw 1018)

4.6.8 Fixed Grid Elements

Teaching sets may be manually fixed so that they can’t be moved unless marked as a non-fixed
element at a later date. This option is particularly useful if manually placing some teaching sets and
then auto-scheduling the rest.

Mathemnatics 18 (F) |Englizh 24
TBMAT_1 (21) 2AEMG_3 (19)

Move Teaching Set

Englizh 1.2 Change Teaching Set
1AEMG_1 (21
Wr C Beat (21 Remove Teaching et

554 Mark. As Fixed Elernent
Children, Farmily
THCFCL_T (21) Show Teaching Set Members

:;BC Martan Lock Teaching Set

_—————————|

To fix a teaching set on the relevant band/band record: right click and from the menu select Mark
as a Fixed Element. The teaching set will be marked as below.

Home Room 11 (F)
TTHR_3 (221 =
hlr

553 The (F) indicating it is a fixed element.

Note: Teaching Sets manually placed onfto the grid are fixed by default.
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4.6.9 Locking the Grid

Upon exiting the grid modelling screen the user will be prompted to lock the grid and to save
changes made or not. The user must lock the grid prior to exiting this window.

B Grid Modelling

Functions Tools Grid Constraints  Switch Yiew

2003 '~ 2003v10-2003Year 10 V% 8 =@

[ ijﬁ Students [0 Placed |0 __LOCkG”dL

ACTIVITY: Grid Modelling

Timetabling > Grid Modelling

Creating a fixed grid

e Unlock ™ the Yard Duty Grid

e Click Display Teaching Sets 2
e Drag and drop each of the Duty sets (one for each duty area) onto the grid.

1[10] “rard Duty (F) “ard Duty (F) ard Duty (F) Yard Duty (F) Yard Duty (F)
2 oo o wD 2 (0) YO_3 (O] wD_4 () w0 5 (0)

Click on to view the band records (one for each duty session)

o Lock T the Duty grid
e Click Yesto save

4.6.10 Entering Auto-scheduling Constraints

The following constraints are only useful if the auto-scheduling process is to be used. The
constraints are optional but if used may produce a better timetable with optimal use of fixed
resources.

Fixing Grid Elements

It is possible to fix and lock Teaching sets and Bands manually. The effect of fixing and locking will
signal to the auto-scheduling process to work around these fixed elements while continuing to assess
conflicts by placing teaching sets and students around these elements.

Teaching sets may be filled manually through Grid Modelling>Tools>Move Students.

Students will be able to be added to a set either from an existing set or from the cohort list. Once
students have been added to a set they may then be locked into the set. If a student is locked into a
set they cannot be moved out of the set either manually (unless the set is unlocked) or by the auto-
scheduling process. Teaching sets may also be filled automatically through the Tools>Fit All
Students function.
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Note: Students may be manually added fo Teaching Sets in two other areas:
Timetabling>Preferences> Teaching Sets or Timetabling > Timetable>Functions>Move Student.

ACTIVITY: Fixing and Locking Teaching Sets and Students

Timetabling > Grid Modelling

Fixing Teaching Sets
e Unlock the Upper School grid

e Click Show Teaching Sets ©
e Drag the Home Room teaching sets onto Band 1

11[5] Home Room 11 (F) JHome Room 11 (F) [Home Room 11 (F)  {Home Room 12 (F) |Home Room 12 (F1 [Home Room 12 (F)
"h [11HR_1 (0] T1HR_2 (01 TIHR_3 (0] 12HR_1 (21 12HR_2 (21) 12HR_3 (22)

e Right click on one of the Year 12 Home Rooms and choose Show Teaching Set Members

Move Teaching Set

Change Teaching Set
Remove Teaching Set

Mark fs Mon-Fixed Element

Show Teaching Set Mambers

Lock Teaching Set

All of the students are locked into the set, that is the Autoscheduler cannot move them out.

o Close Teaching Set Members
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Timetabling > Grid Modelling > Tools > Move Students > Unplaced Students

Placing Students

e Highlight Home Room 117

o Click Select those students matching specified criteria
e Findthe students in 70.7

General |Palametel$| Dates I Addressl Dtherl [i]u]] | T Sets.-’CDhortsI

SurnamedRef. Mo, I— Roll Statusg Im
Preferred Name I— Year Group Iﬁ
First Marme I Farm 10.1 -

Leqgal Surname I— Housze Iﬁ

e Ensure that 77HR 1 is selected

Move/Redistibute I Balance Sets | Wiew Results I Conflict Resolution | Graphical Display  Unplaced Students

Subjects Students Destination Teaching Sets
Name P
Home Room 11 0 Rilton.Angie 104101
2BEMNG Englizh 24, E4 0 Ramber.Cherie (1003 U
2AMAT ke athernatics 24 B4 0 Prout, Troy 10020 U
2BEMG Englizh 2B B4 i Paale, b argrit 10401 U
2BMAT t atheriatics 2B B4 0 Flierani,J andan (10103 U
28C50 Computer Science 28 BF 0 Percival Brandon 101028 U
ZBCSC Computer Science 28 A7 0 Pauley Cameran 10401 U ﬂ
JEMNG Englizh 34 4 0 Parsong @ avin a0A0E: U
3BEMNG Englizh 3B 44 0 Fallister.Maria 104028 U Place
F<FES Physical Education Studies 3640 0 DOgden Allan 10401 U
Z4PES Physical Education Studies 2633 0 |/ [MNorth.Rom nA0E; U FRemove
FECD Economics 34/8 37 il Micholz,5ara 0020 U =
IKHIM Modern History 34,8 7o E a 10/10.1 Fit Al
3<BI0 Biological Sciences 34/B 35 0 tungall Ameli ; ]
ZHIM iModem History 2478 TR Marton Brenda 0 Aute Pramate
2EWAR Wizual Artz 2B 3 U = Unplaced
280AR Wizual Arts 28 3000 110/10.2: F = Placed
2<ECO Economics 2478 26 0 10401 U Fed text indicates
1AEMG Englizh 14 2240 A0A0.3 U unplaced studerts
14MAT b athematics 14, 220 104028 U
1aiPL Wwarkplace Learning 14 220 widerski Coarrie 10101
1BEMG Englizh 1B 22 trather,0 arryl a0A0E: U .
1BMAT bl athematics 1B 224 LI Stewart Abrey 10028 U v|
e Click Place
e Click OK'to save the changes
e In the same way place the students in 70.2into 77HR_2 and the students in 70.3into 711HR 3
e Close Move Students
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Locking a Teaching Set
e Right click in 77HR_T and select Lock Teaching Sef.

Home Room 11 (F)
T1HR_2 (22)

Home Room 11 (F
T1HR_1 (22)

Home Room 11 (F)
T1HR_3 (21)

Move Teaching Set
Change Teaching Set
Remove Teaching Set

Mark As Mon-Fixed Element

Show Teaching Set Members

Laock Teaching Set

e Repeatfor 71HR 2and T11HR 3

No student can now be moved in or out of those sets by the Autoscheduler.

Locking a band
e Click on the padlock adjacent to Band 1

11[5] Home Room 11 (F)
EI 11HR_1 (220 =

The Autoscheduler may not place any other teaching sets on this band.

4.6.11 Subject Constraints

Timetabling > Grid Modelling > Grid Constraints

Users may define subject constraints before a timetable is generated. Constraints are used by the
auto-schedule process, but will also be used for validation during manual placement of fixed
elements.

Constraint categories are:

o Keep Together Sets — sets which must occur at the same time

o Keep Apart Sets — sets which must not occur at the same time

o Linked sets — sets that must have the same membership of students

W Constraint Definition

Keep Together |Keep Apart | Linked Sets I

Keep Taogether Constraints

=

==&
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ACTIVITY: Entering Grid Constraints

Timetabling > Grid Modelling > Grid Constraints > Keep Together

2AMAT_1 and 3AMAT_1 are to be on the same band

Click Add Constraint
e Give the constraint a name and click OK
Highlight ZAMAT 7 and 3AMAT T in the Available Teaching Sefts list

o Click Add Selected Teaching Sets |4

zl
=
K.eep Tagether |Keep Apart I Lirked Sets I
F.eep Together Constraints @l Available Teaching Sets
- r::? | Teaching Set Code | Subject
ZAEMG_1 Englizh 24 ;l
m- | 2BEMG_2 English 24
ZAEMG_3 Englizh 24,
2AMAT_2 I athematics 24
2AMAT_3 F athernatics 24
280AR 1 Yisual Atz 28
2hAR_2 Yisual Atz 28
j Z4B10_1 Biological Sciences 2
ZACHE_1 Chemigtry 20./8
Caonstraint Teaching Sets 2HECO_1 Econarmics 24./B
Teaching Set Code | Subject iég%—% Ez';;?:;ﬁ; iig
BAMAT_T Mathematios 38 - | ZXHIM_T M adem History 26/8
2AMAT_T Mathematics 24 ZXHIM_2 Madern Histary 28,/6
2¥PES_1 Phyzical Education 51
2HPES_2 Phyzical Education S
ZPHY_1 Phwzics 28/8
AAEMG_1 Englizh 34
JAEMG_2 Englizh 34
FBI0_1 Biological Sciences 4
i 3BIO_2 Biolagical Sciences 3™
4] | E 4] | E
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Timetabling > Grid Modelling > Grid Constraints > Keep Apart

3XHIM_1 and 3XHIM _2 are to be scheduled at different times

Click Add Constraint :
Give the constraint a name and click OK
Highlight 3XHIM 1 and 3XHIM _2in the Available Teaching Sets list

e Click Add Selected Teaching Sets L

W Constraint Definition

Feep Together Feep Apart |Linked Setsl

Keep Apart Constraints

[= [ %

[ |

Conztraint Teaching Sets

Teaching Set Code | Subject

B<HIM_1 Maodem History 3}'—\.-"5;'
THIM_2 Maodern Histor 34/

>

=
i | 3

o Close Constraint Definition

4.6.12Inter-grid Linkage

Timetabling > Grid Modelling > Functions > Inter-grid Linkage

The Inter-grid Linkage table is used to link band records from different grids into common time slofs.
Time slots link to the period structure that was previously created for the cycle and grid.

The user may populate the inter-grid linkage table in one of three ways:
e Manually linking all bands on the table and generating nothing

e Manually linking some bands containing fixed elements on the table and automatically
generating the rest of the table around the manually placed bands
e Automatically generating the entire table

If the Inter-grid Linkage table is being manually populated, this may be done prior to or after the
population of grids with teaching sets. Completing the Inter-grid Linkage table early will enable the
timetabler’s plans to be recorded and resources more readily tracked.
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The Inter-grid Linkage table will be created for the entire timetabling year, with each schedule
appearing within it. The table may be filtered by schedule so that all grids with concurrent band
records may be displayed in isolation.

Selecting Timetabling > Grid Modelling and unlocking the grid and then clicking on the Functions
menu and choosing Inter-grid Linkage table will display the following screen:

Show Band Print the inter-
Record grid linkage tahle.
Display.,
M Inter-Grid Linkage
S BE
Timetabling Year |2002
/"Pled I Schedule I-"-\” ;I [ Show Owverlapping
|5 Day ‘week Cycle
Add a slot,

Schedule Slot 1 Slot 2 Slot 3 Slot 4 Slot 5 Slot 6 Slot 7
Mon - 1 Mon - 2 Mon - 4 Mon - 6 Mon - 7 Tue -1 Tue - 2

105SEMZ Semester2 121 71 1.2 2.1 11 72 41
geoo2 [ | 2002 11 23 a2 81 4.2 21 33

To add another time slot, click on add a slot. E A time slot will be added onto the end of the
existing slots. The new slot will be available for all grids.

Right clicking on an individual cell will produce the following menu.

M Inter-Grid Linkage

S BE
Timetabling “'ear |2DD2
Schedule I.-’-‘«II
Chele |5 [ayp week Cycle
Grid Schedule Slot 1 Slot 2 Slot 3

Mon - 1 Mon - 2 Mon - 4
105EM2 Semester 2 |21
a2002 200z 11

Dizplay Teaching Sets
Mark &s Unavailable
Unlink Slat

Display Teaching Sefs will list all teaching sets associated with the band record.

Mark as Unavailable will highlight the slot as unavailable and no band record will be able to be
placed on the slot until it is made available by right clicking and selecting Make Available.

Unlink Slot will delete any band record linked to the slot

The last two functions will only be available if the grid has not been saved to a timetable.

Note: Best practice would indicate that all schedules be complefely linked together before saving so
that the user can check that the timetable can be resourced.
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ACTIVITY: Completing the Inter-grid Linkage Table

Timetabling > Grid Modelling > Functions > Inter-grid Linkage

Click Display Band Records ©
o Select the Upper School grid for Semesfer 1
[ ]

Complete mapping band record to slots by dragging the band records and dropping them into
the desired slots

Nofte: See the table on the next page for an explanation of how Band Records were assigned fo
Slofs.

W Inter-Grid Linkage

L]
Timetabling v'ear |201D
Schedule ISemester‘I j [~ Show Overlapping S chedules
Cyile |201D-5
p (el iz iy Grid Schedule | Slot1 | Slot2 | Siot3 | Slot4 | Slot5 | Slot6 | Slot7 | Slot8
Grid |2U'| 0-us - I
Scheduls ISemester1 -I 2010-02 Semester 1
BardF I T 2010-09 Semester 1 11 1.2 1.3 1.4 15 21 31 E1
Jonefererd | e = |mo0 | Semeser
13 2 2010-08 Semester1 |11 1.2 13 14 15 21 31 41
1.3 3

e Right click in each of the remaining slots and select Mark as Unavailable

Schedule Slot 29 Slot 30 Slot 31 Slot 32 Slot 33 Slot 34 Slot 35 Slot 36
Semester 1
Semester 1 9.2
Semester 1
Semester 1 74 Unavailable |Unavailable |Unavailable |Unavailable |Unavailable |Unavailable |Unavailable
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Inter-Grid Linkage Table/Timeslot Mapping for Upper School Semester 1

Monday Tuesday Wednesday Thursday Friday
Band Band Band Band Band
Slot Record Slot Record Slot Record Slot Record Slot Record
Home 1 1.1 2 1.2 3 13 | 4 14 | 5 | 15
Room
Lesson 1 6 2.1 11 7.1 16 6.2 21 5.3 25 3.4
Lesson 2 7 3.1 12 2.2 17 7.2 22 6.3 26 4.4
Lesson 3 8 4.1 13 3.2 18 2.3 23 7.3 27 54
Lesson 4 9 5.1 14 4.2 19 3.3 24 2.4 28 6.4
Lesson 5 10 6.1 15 5.2 20 4.3 29 7.4

Timetabling > Grid Modelling > Functions > Inter-grid Linkage

e Select the Yoard Duty grid and Term 1

e Click on Show Band Record Display ¢
e Drag and drop Band Records 1.11to 1.10into Slofs 30to 39

Tirmetabling 'ear | 2010

Scheduls I Term 1

;I ™ Show Overdapping Schedules

Cycle |2mo-5

[ Band Record Display Grid Schedule | Slot34 | Slot35 | Slot36 | Slot37 | Slot38 | Slot39
Giid [2010+D -

Scheduls ITerm'I "I 2010-D Termn 1 145 16 17 18 14 1.10
Band Record Slot Mumber

11 0 =

12 El B

o Exit the Infer-Grid Linkage Table
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4.6.13Time Slot Mapping
Time Slot Mapping is the act of mapping Band Records to the Period Structure.

Selecting the Timetabling Sidebar and Grid modelling, unlocking any grid within the timetabling
year, clicking on the Functions menu and choosing Time Slot Mapping from the menu, will display
the following screen.

Time-5lot Mapping

r Timetable Details

Tear IEDD3 Auailable | Mat-Teaching -

Cycle  [2003 5 DayWesk - 5 Day Week Unavailable [N

| Slot ND-| Mapped To Row Code| Mon Tue Wed Thu Fni | 14
rFY

Mot Mapped —
Mot Mapped
Mot Mapped
Mot b apped
Mot Mapped
Mot Mapped
Mot Mapped
10 Mot b apped
11 Mot Mapped
13 Mot Mapped
14 Mot Mapped
15 Mot b apped

o

(S R B ) I S R LN

m | | |&= || m |k =

Time slots may be dragged and dropped around the period structure. If the time slot is dragged to
an already populated cell a warning message will appear before swapping the contents of the cell.
Right clicking on the time slot will display View Slot Details. If this is clicked a window will appear
that allows the user to view information about the grid, schedule and band record for that particular

fime slot.
Timetable Details Year |2003
vear  [2003 Cycle [2005 6 Day Week - 5 Dap Week
Cycle |2DD3 5 Daytwfeek - 5 Day Week Slot Mumber I?— Teaching Period |Tuesda_l,.l -Lesson 2

! - Row Grid Schedule Band Record
uicsde) - 62002 Semester | 47
8 i Tugsday Wiew Slot Details |> 92003 Semester | 4.7
9 iTueadau I H H

Saving the time slots will store the row labels, days and row numbers for this grid.

Note: The time slofs may be changed at any time and can be completed before the grid has been
completely modelled.
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ACTIVITY: Time Slot Mapping

Timetabling > Grid Modelling > Functions > Time Slot Mapping

e Drag and drop Slots 7to 5 into the H periods
e Drag and drop Slots 30to 39 into the Rand L periods

Nofte: The period structure for Thursday is different.

Row Code Mon Tue Wed Thu Fri

Slat 1 S i} Slat 5

Slat 30 Slat 31

e Save and Close
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4.6.14 Auto-scheduling

Timetabling > Grid Modelling > Functions > Autoschedule

The auto-schedule process will create a grid that optimises the fit of student preferences, taking into
account user nominated constraints on subjects and teacher and room resources.

The following constraints can be selectively applied during the auto scheduling process:

Mandatory | Desirable Optional

Number of Sets of a Subject v
Maximum and Minimum Class Sizes v
Matching Subject and Band Frequencies v

Resource Usage of other Grids

Staff Preferred Subjects

Subject Preferred Rooms

N IENIENRN

Inter-grid Linkage

Keep Apart Sets

Keep Together Sets

Linked sets

Locking students in Sets

Locking Sets

NENENENENEN

Locking Bands

Note: The mandatory constraints will be applied, and should be checked by the timetabler prior to
initiating the aufo scheduling process. Incorrect or incomplete constraints may resulf in
unacceptable solutions.

The auto-schedule process will function as a wizard requiring the user to nominate various settings
within three screens before the process begins. The fourth screen is displayed while the auto-
scheduler is in process. A user may cancel the auto-schedule process at any time by clicking Cancel
from any of the first three screens or Cirl + Break and then clicking Cancel in the fourth screen. At
certain stages of the auto-schedule process cancelling may corrupt the data file, if this is the case a
warning will be displayed on the screen to that effect.

In screen 1 the user may select previously defined constraint settings (that is linked sets, keep apart
sets or keep together sets). The user may also elect to use threshold settings and resource
monitoring for teachers and rooms. Resource monitoring can only be selected if staff preferred
subjects and/or subject preferred rooms has been entered. Threshold settings allow the user to fit
the timetable even if teachers and/or rooms are a nominated amount short. Resource monitoring, if
ticked, will allow the user to monitor the placing of teachers and/or rooms.
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B Autoschedule |
Timetable Year I 2006 Current Gridl US2008 - Upper School 2006 Cycle | 2006 -5
—LConstraint Settings
Linked Sets Keep Apart Sets Keep Together Sets
Cangtraint Groups that will be applied during thiz Autoscheduler mn are shown above. | . . |
To review and change constraints, uge the 'Edit Constraintz' button. % Edit Canstraints
—HRezource Reporting and Thresholds — Teaching Set Placement Factars
Select required reporting area(z) and threshold levels Set weighting factors for uge in the placement process @l
Sraff Risk Threghold Modifiers Relative Weightings
= 0 Student 100 0 Resource
| JI e a Freference JI e Aailabilipy
Foom
Staff Fioom
L ‘JIIIIIIIIII‘D‘ al Resource 1IJE|‘J|||||||||||D Resource
Pleviousl Cancel |

Screen 2 will display a list of related grids that have the potential to share resources with the current
grid. If the user wishes the auto-schedule process to take into account resources from other grids
the relevant grids must be included. Grids saved to the Timetable are always included. The inter-
grid linkage table may be edited by clicking on the Edit Grid Links button.

—Related Grids

Un-check a baw ta ighore the grid during this run of the Autoscheduler.

The list dizplays related Grids that have the potential bo share resource with the curent Grd. & ticked checkbox indicates that
a Girid will be included when applying rezource monitaring [with the selection of Grids zaved to Timetable being mandatory).

Schedule Period Grid Hame | Grid Penod Campus |Int:|ude
2004 2004 Upper School 21 Smith Street - ;l
2004 2004 Year 10 tain Campus i
Semeszter 1 “ear 8 2004 tain Campus i

Edit Grid Links |

Screen 3 allows the user to view the number of available Timetable Cycle slots

Grid Links are an ezsential conzsideration when monitoring resource usage.
“where required, uze the Edit Grid Link s button to examine and update the Grid Linkage table.

. The user may also

indicate the number of possible solutions required and the variants of the main solution may also be

requested if required.
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The auto-schedule process completes the following functions in the listed order:
Examining Teacher and Room preferences

Calculating possible teacher use — Selected Schedules

Calculating possible room use — Selected Schedules

Making initial allocation of students to teaching sets

Assessing initial allocation of students to teaching sets

Improving student allocations to teaching sets

Examining current Teaching Set to Band assignments

Saving newly created timetable details

A completion report is displayed at the end of the auto-schedule process showing any conflicts
and/or student dropouts created by the process. The user may then relax or tighten constraints and
run the auto-scheduler again or accept the result and manually manipulate the grid to produce a
better grid.

B Autoschedule

Timetable Year I 2004 Current Grid | 92004 -Year 3 2004 Crcle | 2004 5-Dap week

|5

Autoschedule Summary

Mumber h ame

olution:1.1 - Dropou

o o

45 Solution:1.1 — Dropouts: 26 j

The following Student Preferences were not =satisfied:—
Subgject: 9FQ0D

Alecia Bishop
Keira Blake

Lara Bott

Brayden Del-Prete
Dayna Evans
Hatalie Gaunt
Brad Jury

Jared King
Ti= 1= Tashor LI

Select the solution wau wizh ta wark with fron the izt to dizplay a fll report.

Select Cloze' to exit the Autozcheduler and leave the chogen zolution in the Grid Modelling screen .
All zolutions have been saved az shapshots and can be laaded by uzing the Shapshat bManager. Frint |

Note: The time taken for the auto-schedule process is dependent on the size of the school and
number of constraints used.
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Activity: Auto-scheduling

Timetabling > Grid Modelling > Functions > Autoschedule

Auto scheduling a grid

e Check both boxes under Resource Reporting and Thresholds
e Give equal weighting to Student Preferences and Resource Availability and to Staff and Room

Resources
W Autoschedule x|
Timetable vear I 2010 Current Gridl 2010-U5 - 1S Cycle | 20105
—Constraint Settings
Linked Sets Keep Apart Sets Keep Together Sets
N Hiztary N Maths =]
- > w
Conztraint Groups that will be applied during thiz Autozcheduler mn are zhown above, . .
Toreview and change constraintz, uze the 'Edit Constraints' button. % | Edit Conshiaints |
—FResource Reporting and Thresholds —————  —Teaching Set Placement Factors
Select required reporting arealz] and threshold levels Set weighting factors for uze in the placement process al
Rigk Threshold Modifiers Relative Weightings
Staff Student Resource
I JI R u B’ Preference | 20 | T JJl o |20 Availability
Room
Staff Roam
v ‘J||||||||||‘ D‘ <:9—"| Resource ED||||||J||||| ED‘Hesource
Previousl ext | Cancell

e Click Next
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e Deselect all other grids and click Next

i Autoschedule x|
Timetable Year I 2010 Currenit Grid | 20005 - U5 Cuycle | 2010-5
—Felated Gridz
The lizt displays related Grids that have the potential to share resource with the current Grid. A ticked checkbos indicates that
a Girid will be included when applying rezource manitaring [with the: selection of Grids saved to Timetable being rmandatarny).
Un-check a box toignore the grid during this run of the Autoscheduler.
Schedule Period | Grid Mame | Grid Period | Campus [Include
Semesher 1 ] Middle 5chaoal r =l
Semester 2 03 tiddle 5 chool O
Semester 1 09 Middle 5 chool m
Semester 1 10 Senior School |
Semester 2 10 Senior School |
Tem 1 D 1120 Hay Road O
Tem 2 YD 1120 Hay Road m
Temn 3 YD 1120 Hay Road |
Temm 4 D 1120 Hay Road O
E dit Girid Link Grid Linkz are an exzential congideration when monitoring resource uzage.
Il and Hnks | Where required, uze the Edit Grid Links button to examine and update the Grid Linkage table.
F'reviousl Mext | Cancel |

e Enter 7 possible solution
e Click Next

The Auto-schedule process will commence. A completion report will be printed to the screen. The
user may print this report.

e Click Close

Note: The user may manually resolve conflicts or tighten/relax constraints and run the auto-
scheduler again.
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4.6.15 Refining Student Placement

Once all teaching sets are in place, it is now time to refine student placement for the timetable.
Student Placement involves ensuring that all students are placed in a teaching set at any one time
and there are no clashes or unplaced preferences.

This process will involve the use of the Move Student Function to manipulate the placement and
balance of students within sets of multi-set subjects and the use of the Student Course function to
manipulate and fit individual students.

Move Student Function

The Move Student function is available in two places:
e Timetabling > Grid Modelling > Tools > Move Students
e Timetabling > Timetable > Functions > Move Students

The Move Studentfunction allows the user to move or redistribute teaching sets, balance all sets,
view the results of any moves, resolve conflicts and place unplaced students.

Move/Redistribute allows the user to highlight any teaching set and students in the teaching set will
then be automatically highlighted. The Move Students option allows the user to highlight any or all
students and move them to another teaching set for the same subject. If there is more than one
destination teaching set available, using the Redlistribute function will try to place students with the
minimum of dropouts. Remove will remove the teaching set from the grid and any students in that
set will become unplaced students.

Move Student

2003 = 92003 - Year 3 2003 T v

M owe/R edistribute | Balance Sets | Wiew Fesults I Conflict Fesolution | Graphical Display | Inplaced Students |

Teaching Sets Students Destination Teaching Sets

Code Subject Mo. Code Mo

w2 Metabwork 3 22 S9PE_Z 130 d
Adath_1  iMathematics 9 30 9PE_3 17

Adath 2 iMathematics 9 26 9PE_4  :30

Adath_ 3 iMathematics 9 27 9PE_5  :3D

Adath_4  Mathematics 9 28

Adath_ 5 iMathematics 9 26
{9PE ! al Education 9 30 =
arE_2 Phyzical Education 9 an J
9FE_23 Phyzical Education 9 17

9PE_4  iPhysical Education 3 0 Hove Student(s) |
9PE_5 Phyzical Education 3 30

955E 1 Saciety & Environment 9 i26 Bediztibute |
95EE_ 2 iSociety & Envionment 3 28

95EE_3  iSociety & Envionment 3 29 Femove |
95LE_4 Society & Ernvironment 9 27

actC R Commimbin 8 O siemimmm o (N a7

After any attempted change the View Resulfs tab will be shown to display the success or failure for
individual students of any move.
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The report may be printed from this screen by selecting Prinf Log. If Success is listed, the student has
been successfully moved to the destination teaching set. If Failed is listed the student has not been
moved but remains in their original teaching set. If Dropout is listed the student is now not placed in
any teaching set for that subject and remains unplaced.

2003 = | 92003 - Year 3 2003 - W

Move/Redistibute I Balance Sets Wiew Results | Conflict Resolution I

Shudent From To Success

Helen Baverstock SPE_1 9FE_3 SUCCESS
Helen B averstock, 90ram_2 A0ram_1 SUCCESS
Helen Baverstack 9Fab_2 9Fab 1 SUCCESS
Alecia Bishop SPE_1 9PE_3 SUCCESS
Alecia Bishop 0ram_2 Aram_1 SUCCESS
Alecia Bishop SFab_2 Fab_1 SUCCESS
Lara Bott SFab_2 CROPOUT
Aivana Coles 9Fab_2 DROPOUT

Balance all Sets attempts to redistribute students to allow more equitable teaching sets. Users can
select some or all teaching sets to be balanced. Highlighting the relevant teaching sets and clicking
on Balance Sets will attempt to redistribute the students.

Move/Redistibute  Balance Sets |View Fresults | Conflict Fesalution I Graphical Dizplay I Unplaced Students |

Subjects Teaching Sets

Mame Subject 3 Balance Sets |
ACram [rrama 9 Qat_2 At 9 22
9ESL English as a Second Language 0ram_1 iDramad IERRES] Select the teaching
IEng English 3 A0rarm 2 (Drama 3 | i zets that you wizh to
9FRE French 9ESL_1 Englizh a5 a Second Langui12 15 balance.
9Fab Fabrics 9 9Eng_1  iEnglish9 32 ik Mote that ather sets
9Food Faod Production 9 9Eng_2  iEnglish9 2 i may be aciusted in
9ITaL Italian 3 S9Eng_3 English 3 29 32 thiz process, and that
And Indonesian 9 9Eng_4 iEnglish9 o i3k ocoasionally the
IED Media 9 9FRE_1  iFrench 1% 30 situation may appesr
LIS Music 3 9Fab_1  iFabrics 9 20 2 to et weorse before it
I Metalwmork 9 9Fab 2 iFabrics 3 16 22 1 oets better.
Akd ath  athematics 9 9Faod 1 iFood Praduction 9 16 22

Once the balancing of the sets has been set in motion the Graphical Display of teaching sets will be
automatically displayed. If the system could balance teaching sets without allowing any dropouts
the graph will automatically adjust to reflect the balancing.

Move/Redistribute I Balance Setz I Wiews Flesults I Conflict Fesolution  Graphical Display | Unplaced Students I

Balancing Teaching Sets Refiesh |

e

30

25

20 —

TAL A0ratm AF oo 9FRE Shdath AFak b= 94
M= AmED 932E 9PE SEngY 9zci Sy 9ESL
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Conflict Resolution allows the user to select some or all students for a grid and Check for Conflicts,
that is, check for student clashes. Any clashes will be listed and the user may Resolve Conflicts from
this screen.

b e/ edistribute I Ealance Sets I Wiew Flesult:  Conflict Resolution | Graphical Dizplay | IUnplaced Students |

Students List of Conflicts
Mame Form Marme Set Set 2
Antonello,Mark 8/8.4 -
Atking Aaran 8/8.5 —
Bandy,Tamara a/81
Baverstock Helen 8/8.5
Bishop flecia /8.1 —
Blake Keira a/81
Barn, Carina 8/8.2
Batt Lara 8/
Erabazon.Amy a/8.2
Broam.Declan a/8.2
Brown, Oliver 8/8.3
Carless,Matthew 8/8.3 Check. for Conflicts |
Cartiright M atthew a8/8.3
Cheszon Whitney a/8.4 —
Cales Ajpana 8/8.2 i Resolve Lonflicts
Corey,Jordan /8.5
MNefamim bdatthem aMmd

Unplaced Students displays any subjects in red that have any unplaced students. All other subjects
and placed students are also listed. Students who are unplaced are listed in red and have a U
placed next to their name. The third column displays associated teaching sets for the highlighted
subject. Highlighting the appropriate subject(s), student(s) and teaching set(s) and clicking Place will
attempt to move students into teaching sets. The Remove function will move a placed student from a
teaching set. The Fit A/l function will attempt to place all unplaced students into relevant teaching
sets. Aufo Promote promotes students’ reserve preference, after which Fit All may be attempted
again. The success or failure of the attempted placements will be shown on the View Resulfs tab that
will display automatically.

2003 (= 92003 - Year 3 2003 =l

tove/Fedistibute I Balance Sets I iew Fesulis | Conflict Resolution I Graphical Display ~ Unplaced Students |

Subjects Students Destination Teaching Sets
Code Name u P Mame Form Code No.
| |Middleton,5arah a8/8.4 -
9Eng Englizh 3 & 114 Diefazio b atthew 8/84 IR
SMED tedia 9 5 32 Mohammad,Cameron (8/8.5 1]
Sart A9 a 38 Manneran, Thomas a8/81 1]
SD0ram Drama 9 a 36 Carless Matthew 883 1]
9ESL Englizh az & Second Languac: 0 12 Famzden, Grant 8/8.3 i
9Fab Fabricz 9 i 36 Gray,Mathan a8/8.2 i ;I
Fand Food Praduction 9 1] 44 Harcock, Kyle 8/8.3 i
ATAL |talian 9 1] g0 Harper Rhys 8/8.3 i
9ind Indonesian 9 a a |bit,Maah /8.4 1] Flace |
IUS Fuzic 9 1] 46 Iriz M egat 8/85 i
ki Fetabwork 9 1] 36 Moaore Gregon 8/81 A
GMath Mathematics 9 o1 Milenovich dndiew  8/85 M |
9PE Phyzical Education 9 1] 137 Rath Hugh 8/81 A :
954E Society & Ervironment 9 0 37 Richards, Lia 8/81 v Fit Al |
35ci Science 9 a 137 Mickan,Jazon 8/8.4 Ny
Tt Woodwork 3 1] 43 Mermp Ben 8/8.3 N Auto Promote |
Mells dysia 8/8.3 N

If the move has been successful, clicking OKwill save the move. If the move has been unsuccessful
and the user wants to revert all students to their original teaching sets, clicking Cance/ at any time
will not save any changes. If the user is in the Grid Modelling screen the use of snapshots may be
advantageous to check the results of any moves.

Allow Oversize Sefts if checked will create teaching sets that are larger than the maximum listed in
the Subject Load table if this will allow more students to be fitted into the teaching sets. Movements
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shows the number of student moves that have been allowed for this grid. Affempts displays the
number of attempted moves to place students on the grid.

The Timetable Year and/or Grid may be changed at any time while working within the Move
Students function.

Useful reports to view while analysing student fit are the

e Auto-scheduler Completion Report

e Student Fit Report
e Load Table Report
[ ]

Conflict Matrix Report

These reports except for the auto-scheduler completion report are found in Timetabling > Reports >

Planning and Preparation.

& Reports

X[ LT S|

[ Load Table

cooeo

1 DataVaslidation Feports
Planning and Freparation Feports:
D Student Fit Report

D Conflict M atrix

D Staffing Requests
0 &M Reports -
0% M Reports -
0% M Reports -
0 &M Reports -
0% M Reports -

Timetable
Students

Staff

Roaoms
Teaching Setz

Planning and Preparation

Tuesday, 13th April 2004

These reports are used to supprtthe planning and

preparation of the timetahle.

Drag-and-drop’, tick-hoxes and pick-lists allow you to

specify the report format and content.
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ACTIVITY: Fitting Students to the Grid

Timetabling > Grid Modelling
To fit as many students as possible to the Upper School grid:
o Click Update Student Statistics Y

This will indicate how many students are unplaced overall and for each band record.

Tools > Move Students

e Click on the Unplaced Students tab

Any subjects highlighted in red have unplaced students. The students highlighted in red are the
unplaced students for the selected subject.

Move/Redistribute I Balance Sets I Wiew Festlts I Conflict Resolution I Graphical Display ~ Unplaced Students |

Subjects Students Destination Teaching Sets

P Name Form Code No.

2BEMNG B4 D Fallister b aria 10028 U - ;l

ZBMAT E4 i0 || |MorthRon 10403 U

2BCSC Computer Science 28 57 i Micholz.5ara 10028 U

IBEMG Englizh 3B 44 10 tungall Amelia 1041038 U

2BWaR Wizual Arts 28 30 tartar,Brenda 10028 U

1BEMG Englizh 1B 220 tilker Hamzon 1041038 U

1BMAT M athematicz 1B 22 0 e, D aptona 10028 U LI

1BWPL Wiorkplace Learning 18 2240 Masters, Tod 1041038 U

IBMAT M athernatics 38 22 i Marston, Lana 10028 U Place

1BCSC Computer Science 1B 21 0 Looby, Tiana 107028 U

100 PL Wiorkplace Learning 10 210 | |LimMaddie 104028 U Femowve

T=CFCL Children, Farily and Comrmunii 12 £0 Lesley Monique 1041038 U -

ZHCFCL  iChildren, Family and Communii12 0 Laughtan Brit 10402 U Fit &l

T+FES Phwzical Education Studies 1410 (0 Kinter,Deonne 107028 U Auto Promote

F<CHE Chemizstry 34/B 7 11 i Adrienne 104028 U

Z<GED Geography 24/8 E 11 K.arman Clay 10038 U U = Unplaced

1ACSC Computer Science 14 2 19 Zip.Michelle 104028 U F = Placed

FGED Geography 388 2 15 “irgil, Tadd 1041038 U Red text indicates

T<PHY Physics 34/8 2 12 Tunnicliffe,Hailey 104028 U unplaced students

Z{CHE Chemistry 28/B 1 14 Strather Duarml 107028 U

Z2<ECO Economics 24/8 1 25 Stewart Abrey 104028 U

11HR Home Room 11 1] E5 Sloconm,Phillip 10403 U &

12HR Home Room 12 0 ) j Simmons. Renas 10028 U LI

e Click Aufo Promotfe, then Fit All
o Select lgnore students in off-grid sefs and click OK
e Click OK'to accept changes and close the Move Students window
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o Take a FULL Snapshot of your grid s

Select Snapshot Type

Options
= Grid Map [Teaching Set positions on the Grid)

& Full Snapshat [Including Preference D atal;

ak I LCancel |

e Enter a Code and Description for your snapshot

Timetable Snapshot Manager - Take Full Snapzhot

Totake a snapshot, enter a code and name for the shapshot and click 0K, Existing snapshots are
dizplaged in the list below.

Shapzhat Tepe: Full Snapshat [Including Preference Data)
Code Dezcription

551 |Eefore oversized setd

Tools > Move Students > Unplaced Students

o Select Allow Oversize Sets and then click on Fit All again
Click OKto accept any changes and close the window

&

e View your grid, if any sets are significantly oversized you may wish to retrieve "= your
snapshot
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Balancing Sets

Tools > Move Student > Balance Sets

e Highlight any unbalanced sets (especially if some are over-sized)and click Balance Sefs

Move/Fedistibute  Balance Sets |\-’iew Fesults I Canflict R ezalution I Graphical Dizplay | Unplaced Students I

Subjects Teaching Sets

Code Mame Code Subject Mo. | Max
EB04 Lpplicable Mathematics a ZACHE_1 iChemisty 28/B 15 25 a
EE30 At 12 = Z{ECO_1 iEconomics 26./B 13 25
Z<BI0 Biological Sciences 2478 ZAECO_2 {Economics 24/B 12 25

u] ZXGED_1 iGeography 24/B A 25
E402 Biology 12 Z4HIM_1  iModem History 24/B 15 25
E403 Chermizty 12 Z4HIM_2  iModem History 24/B 22 25
Z<ICHE Chemisty 24/ ZXPES_1 iPhysical Education Studies 19 25
I<CHE Chemisty 34/ ZHPES_2 iPhwysical Education Studies 25 25
T=CFCL Children, Family and Community Z4PHY_1 iPhysics 24/B 12 25
Z=CFCL Children, Farnily and Commurity JAENG_1 :English 34 25 25
1AC5C Computer Science 14 = JAEMNG_2 iEnglish 34 19 25
1BCSC Computer Science 1B 3AaMAT_1 iMathematics 34 22 25
2850 Computer Science 24 o 2
2BCSC Computer Science 2B 25
EBOZ Dizcrete Mathematics FCHE_1 iChemisty 34/B 11 28
ZAECO Economics 28/B FECO_1 iEconomics 35/8 17 28
I=ECD Econaomics 3478 FKECO_2 iEconomics 35/B 20 25
1AEMG English 14 FHGEO_1 iGeography 34/B 15 25
1BENG Englizh 1B FHIM_1  iModem History 3448 14 25
2AENG English 24 FHIM_2  iModem History 3448 25 25
2BEMG English 2B IHPES_1 iPhysical Education Studies 12 25
JAENG Englizh 34 IKPES_2 iPhysical Education Studies: 29 25
3BENG English 3B LI LPHY_1 iPhysics 3448 16 25 T

e Click the View Resulfs tab
e Click OKto accept the solution

_| Balance Setz |

Select the teaching
sets that you wish to
halance.

Maote that other sets
may ke adjusted in
this process, and that
occasionally the
situstion may appear
to get worse befare it
gets better.
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Moving teaching sets on the grid

e Take another FULL Snapshot of your grid

e Right click on a teaching set you want to move and choose Move Teaching Set

e Choose Retain Students in Teaching Set and click OK

Move Teaching Set

Please select an option from the list belaw:

% Fetain Students in Teaching Set

= Remave Unlocked Students fram Teaching Set
= Remove ALL Students fram Teaching Set
This option will not attempt to remove any students from the

teaching zet. Thiz may rezult in student clashes if pou are moving
the teaching et to a new location on the grid.

e Select the band you want to move the teaching set to and click OK

Move Teaching Set

~ Teaching Set
Code |3<GEO_1

Description | 3GED_T
Subject |Geograph_l,l 358
Move From IEand: 5

Mave Ta

Band i Move All Dccurrences on Band
{~ Move Single Decunence

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

&ll occuences of the selected
teaching zet within the source
Band will be: moved inta the
destination Band.

;I ak I Cancel |

Tools > Move Students > Conflict Resolution

Click Select All and Check for Conflicts

Click Resolve Confiicts
Click the View Results tab
Click OKto accept the solution
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Depending on your placement of teaching sets on the grid you may also wish to:

o Add Teaching sets through the Tools menu
e Delete Teaching sets through the Tools menu

Note: You can revert to an earlier snapshoft af any time.

e Lock | ¥ the grid and click Yesto save the changes

4.6.16 Copying Grid Bands

Activity: Copying Grid Bands

Timetabling > Preferences > Subject Load Table
e Click Edit

e Enter the number of teaching sets required for each 78, 1D, 2B and 3B subject

e Click OKto save
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Timetabling > Grid Modelling
o Unlock I the Upper School grid
e Right click in the grey area next to Band 2

2[4] | IMH’thmH’rinR 14
Add Band

Insert Band

4] Delete Band

Copy Band

Add Band Record
4[4]
Show Teachers and Rooms

e Click Copy Band
o Check Insert New Band At End and select the Semesfer 2 schedule

Copy Band

r Band Properties

Frequency |4 Inzert before Band Mo: |2

W Irsert Mew Band &t End

Schedule(z)

14 I Cancel |

e Click OKand Yes
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e Right click in a cell on Band & containing a Semester 1 Subject (that is 74, 1C, 2A or 3A)
e Select Remove Teaching Set

Englizh 1.4
1AEMT S oo
Move Teaching Set

English 24

Change Teaching Set

C
1;'22: Remove Teaching Set

Mark As Mon-Fixed Element

Show Teaching Set Members
Lock Teaching Set

o Select Retain Students in Teaching Sef and click OK

Remove Teaching Set

Pleaze zelect an option from the list below:

% Fetain Students in Teaching Set;

= Remove Unlocked Students fram Teaching Set
i~ Remove ALL Shudents fram T eaching Set
This option will not attempt to remove any students from the

teaching st This may result in student clashes if you are maving
the teaching zet to & new location on the gnd.

Ok I LCancel |

Timetabling > Grid Modelling

Click Display Teaching Sets @

[

e Select the Semester 2 equivalent of one of the teaching sets you have removed

e Drag and drop it onto Band &

e Repeat for any other Semester 1 subjects on Band &

S[4] Mathematics 18 (F) |Englizh 28 (F) Mathematics 28 (F) [Biological Sciences |Biological Sciences |Mathematics 38 (F)

2 |emat_1 @ 2BENG_2 (1) 2BMAT_1 (D) 2HBIC_1 (20) IMEIC_2 (129 ZBMAT_1 (D)

Note: In school this will need fo be repeated for each band containing semesterised subjects.
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Timetabling > Grid Modelling > Tools > Unplaced Students

e Select one of the subjects for which you just placed a teaching set on the grid

(If there is more than one teaching set for that subject:

e Click Select ...
e Find the students in the Semester 1 equivalent of the teaching set you have placed on the grid

v H o B S

Generall Parametersl DateslAddressI Dthell upl T Sets/Cohorts |

Find by Teaching Set
Timetabling *r'ear |2U'I 0 - I
Grid Reference |2U‘| 05 ;I
Subject IZ&CSC Computer Science. . ;I
Teaching Set IQACSC_'] ;I

Move/Redistibute | Balance Sets I Wienw Festlts I Conflict Resolution I Graphical Display  Unplaced Students

Subjects Students Destination Teaching Sets
Code Hame u P HName Form
EE30 A2 a ;I Parsons, G avin
Z4BI0 Biological Sciences 24/B 18 i
FBID Biological Sciences 3448 46
E402 Biology 12 a Iilker, Hamizon
E403 Chemistry 12 i] e, D aptona

Z4CHE Chemistry 24/B
F<CHE Chemizstry 34/B
1=CFCL Childrer, Family atnd Corariuni

15 Mazters, Tod

L L et B e o o P Bl o |
iy
sy

Z<CFCL Children, Farily and Comrmunii 12 £0 Place
14050 Computer Science 14 20 K, 3

1BCSC Computer Science 18 10 K.arman, Clay X Femowve
28050 Computer Science 24, 58— |lstanKevin -
2BCSC Compute ] 53 ' Fit Al
EROZ Dizcrete Mathematics a

LD Economics 24/8 2% Auto Fromate
IECO Economics 38/8 a7 U = Unplaced
TAEMG English 14 22 P = Placed
1BENG English 18 2 il Red text indicates
2AENG English 24 unplaced students

=
=

ZBEMNG English 2B
3AENG English 38

44 - ] 2
Fomer. G abriele .
'

b O e Y S R g
o
=

3BEMG English 3B 4 0
EQ0S English Literature 12 0 j Foberty Cassie )
Click Place
o Click OK

e Repeat for the other teaching sets placed on Band 8

e Lock |¥ the grid and click Yesto save the changes

I(N Time Advanced.docx 16-Sep-09
Page 105 of 123

RM Asia-Pacific
© 2009 RM Asia-Pacific Pty Lid




Timetabling > Timetable Setup > Individual Grid Parameters > Band Allocation

e View the additional band

thorll Perind Slruclurel Subiectsl Subject Groupsl Floomsl Staff Band Allacation

Band Semester 1 | Semester 2 |

<Jefefala 4]

ol

4.6.17 Editable Grid Display

Activity: Moving Sets on a Band

Timetabling > Timetable Setup > Timetable Grids

o Select the Upper School grid and click Edit 7
o Check Editable Grid Display

Edit Timetable Grid
Mame of Grid |U5 Band Mo, | Frequency

Grid Code |2D1 0-us

MHumber of Bands IS

Cyele {20105
Campus ISenior Schoal
Cahort jus

Upper Schoaol rd

Timetable Period

T L L L

Editable Grid Dizplay W

School Year - 2010

e Close

L

1

[=a RN e I R PV

B

R S S S i}

ERCIENTN

-
Cloze |
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Timetabling > Grid Modelling

e Unlock the Upper School grid

o Click Show Teaching Sefts @
e Drop and drag the Spacer into the appropriate cells so that the stage 3 sets are aligned

4 b

Note: Move Teaching Sets -~ may be used fo move feaching sets across bands.
Biological Sciences Mathemstics 34 Biological Sciences
2EBIC_1 (200 JAMAT_1 (220 IXBIC_2 (12
Chemistry 248 Physical Education § Geography 348 Modern History 3484
2HZHET (12) 2MPEZ 1 (23) IHGEO 1 (1) JHHIM_1T (21

Moclern History 2478 English 3.4 Modern History 344
2HHIM_2 (18) JAENG_2 (11) IEHIM_2 (16
Geography 2808 |Physical Education {|Physics 248 Chemistry 348 Economics 348
2HGEC_1 (10) 2HPES_2 (16) ZEPHY_1 () IHCHE_1 (13) SHECO_1 (13)

Modern History 2478
2HHIM_1 (24)

Biological Sciences
IHBIO_1 (24)

Economics 348
IKECO_2 (25)

Mathematics 24
28MAT_2 (110

Economics 248
2XECO_1 (27

English 3.4
JAEMG_1 (32)

Biological Sciences
2EBIC 1 (200

Mathematics 3B (F)
JEMAT_1 (9

Biological Sciences
IMBIC_2 (12
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4.6.18 Save as Timetable

Saving the Grid as a Timetable will incorporate the grid into the total overview of the school’s use of
resources, that is, the timetable. The action of saving locks the band records in the saved schedule
into the grid. Once the grid has been saved it may not be remodelled. However a grid may be
unsaved if necessary and then may be remodelled.

Unlocking the grid, clicking on the Functions menu and choosing Save as Timetable from the menu
will display the following screen.

Save As Timetable
r Timetable Details
Year  [2003

Cycle |2DD3 5 Day'Week - 5 Day*Week

Grid |Schedule Band Hecordsl Mappedl Slotz Used| Penods Available|Can Save |Saved
52003 Semezter 1 24 24 24 23 v 0 =
1020073 Semester 1 24 i i 29 [ [
52003 2003 25 a a 30 [ r
52003 Semester 1 24 24 24 29 v [l

Highlight the grid to be saved and click the Save button.

I(m Time Advanced.docx 16-Sep-09

: oo P 108 of 123
RM Asia-Pacific age °
© 2009 RM Asia-Pacific Pty Lid



ACTIVITY: Save As Timetable

Timetabling > Grid Modelling > Functions > Save as Timetable

Save the Upper School and Yard Duty grids to the timetable.

e Highlight the Semester 1 Upper School grid and the 7erm 7 Yard Duty grid

Save As Timetable

r Timetable Details

Year  [2010

Cycle  [20105- 20105

Grid |Schedule Band Hecolds| Mapped| Slotz Uszed| Penods Availablelcan Save |Saved
2010-08 Semester 1 2 0 o | [ r =
201008 Semaster 2 29 0 i} 39 [ [
2010-09 Semester 1 29 29 29 33 [cd r
20010 Semaster 1 29 0 0 39 [ [
2010-10 Semester 2 23 0 i 39 [ [
201005 5 29 29 29 39 I

e Click Save and Yes

e Close

=

200D Tem 3 r r

20107 D Tem 4 i 0 r r
Unzave | Save | LCloze |

Lock | the grid and click Yes you do wish to save the changes

Click Close
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4.7 Allocating Staff and Rooms

Allocate Staff and Rooms allows the user to indicate which teacher and room will be used for each

occurrence of a teaching set on the timetable.

Allocation and maintenance of staff and room details is performed within the Timetable 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.

B Timetable - Unlocked

Functions  Switch View

2003 = 2003 5 Day Week - & 30JAN 2003 - 4 JUL 2003 - &b
Filker
Grid IA" = Department Iﬁ-\” |
Periods |
Monday - 1 English 8 English as a Seci|English as a Sec|Enalish 9

BEMG_1 (13) |8ESL_1 (4 GESL_1 (12) SEng_1 (38)

Maonday - 2 Mathematics 8 |English 8 Mathematics 9 |Society & Erwiron
BMath_1 (17) [9Eng_4 (30} AMath_2 (26) 95&E_2 (28)

Staff and rooms may be allocated to subjects on the timetable in one of three ways:

e  Manually placing staff and rooms for every occurrence of a teaching set on the grid,

e Auto-allocate all staff and rooms

® Manually allocate staff and/or rooms for some teaching sets and then auto-allocate staff and/or

rooms to the remaining teaching sets.

4.7.1 Manual Placement of Staff and Rooms

Teaching staff and rooms are allocated manually by highlighting an appropriate teaching set, right

clicking and selecting from the list of functions.

English as a Sen
BESL_1 (4

English 8
BENG_1 (13)

En
9E

&llocate Teacher
Change Teacher
Remove Teacher
Allocate Foom

= Change Boom

—I Remove Boom

: Change Set

&dd to Combined Clas:

Show Teaching Set Members
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4.7.2 Auto-allocation of Staff and Rooms

Auto-allocation of staff and rooms relies on subject-preferred rooms and staff preferred subject and
rooms. The auto-allocate staff and room function is available from the Function menu item within
the Timetable sidebar item.

B Timetable - Unlocked

Functions [RETRTRAE
Auto Allocate Staff
Auto Allocate Rooms
Move Students
Femaove &l Staff

Lack, Timetable

Avuto-Allocate Staff

The Auto Allocate Staff function attempts to assign staff to all class meetings that are currently
displayed in the Timetable window

Note: The Auto Staff Allocation function will only allocate staff to subjects in their list of preferences.
No allocations will be made where staff/subject preferences have not been made.

If a set has been partially allocated to a single teacher and that teacher has the subject of the set in
their list of preferences and it can allocate the remaining meetings to the same teacher then it will
allocate the remaining meetings to the same teacher.

If a set has no teacher allocations and it can be taught by a single teacher and the teacher has the
subject of the set in their preferences, then the teacher may be allocated to teach the set (this also
takes account of preference rank). It will do this first for staff who only have one subject preference,
and then for remaining staff. Over allocation of staff is not allowed at this stage (i.e. staff will not be
timetabled above specified Net FTE).

If any class meetings remain to be allocated, then you will be asked if over-allocation of staff is

allowed. If it is then the previous step is repeated allowing staff to be timetabled above specified
Net FTE.

If a Combined Class has class meetings relating to two or more subjects, then a staff/subject
preference for either subject will be sufficient for an allocation to be made. Note that this means
that some subjects may therefore be allocated to non-preferred staff.

If a displayed class meeting is part of a Combined Class and is linked to a class meeting that is not
displayed, then it will still attempt to allocate staff to the class meeting. If successful then the
allocation will apply to all class meetings that make up the Combined Class.
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Avuto-Allocate Rooms

The Auto Room Allocation function will attempt to assign rooms to all class meetings that are
currently displayed in the Timetable window.

The Aufo Room Allocation function will only allocate rooms fo subjects in their list of preferences.
No allocations will be made where room/subject preferences have not been defined.

Rooms are allocated to class meetings for a set where the set is already partially allocated to a
single room, as long as all of the remaining meetings can be allocated to the same room.

Sets that are linked to a room by a ‘Must Have’ preference will be allocated to the ‘Must Have’ room
as long as the room can be used for all meetings of the set.

Sets that are linked to a room by a positive preference (Highly Desirable, Desirable, Take if
Necessary) will be allocated to an appropriate room as long as the room can be used for all
meetings of the set. This will take account of the rank of the preference.

The previous step is repeated on an individual class meeting basis — that is it does not check that all
meetings of a set will be allocated to the same room. Some meetings for a set may be allocated
whilst others remain unallocated.

Room allocation is then repeated on an individual class meeting basis.

Before proceeding, users will be asked if they wish to proceed or to skip room allocation on an
individual class meeting basis.

Auto-Room Allocation F |

4 There were Teaching Sets that could not be allocated a Room.
\'/ Do you want to try and allocate Rooms to individual Class Meetings?

If a Combined Class has class meetings relating to two or more subjects, then a room/subject
preference for either subject will be sufficient for an allocation to be made. Note that this means
that some subjects may therefore be allocated to non-preferred rooms.

If a displayed class meeting is part of a Combined Class and is linked to a class meeting that is not
displayed, then it will still attempt to allocate rooms to the class meeting. If successful then the
allocation will apply to all class meetings that make up the Combined Class. For instance if the
Combined Class includes a Science class and a Maths class, and the Science class has Lab 1 as
preferred room and Maths class has M1 as a preferred room, then if the auto room allocation
function is run with Maths classes only, it will select M1 for the Combined Class, whereas if the
Science filter is applied then Lab 1 will be chosen.
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Staffing and Rooming Reports

Some reports that may be of use are:
e Period Summary

Teacher Clash Summary

Staff Load

Room Clash Summary Report
Room Load

ACTIVITY: Allocating Staff and Rooms

Timetabling > Timetable

Manually allocate a teacher and room to a teaching set

e Filter to the 2070 timetable
e Right click in one of the English classes and choose Allocate Teacher

Allocate Staff Member

Options
= Allocate Staff Member for the Selected Class Mesting

i Allocate Staff Member to ALL Class Meetings for the Teaching Seti

(1] I LCancel |

o Select Allocate Staff Member to ALL Class Meetings for the Teaching Set and click OK
o Select Harris Barclay and click OK

Note: As Harris Barclay has a preferred room, the room is also allocated.
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Timetabling > Timetable

Auto-allocate staff and rooms to the teaching sets for 2010

e Click Functions
o Select Aufo-allocate staff
e Read the prompts and click Yes

Note: If staff are overloaded or there are feaching sets that cannot be allocated fo a staff member,
users will be given the option fo display an exception report to the screen (that may be prinfed). These
feaching sets may be allocated manually or constraints relaxed and the aufo-allocate process run
again.

e Click Functions again and select Aufo-allocate rooms
e Read the prompts and click Yes

Note: If there are feaching sefs that cannot be allocated a room, users will be given the option fo
display an exception report fo the screen (that may be prinfed). These feaching sefs may be allocated
manually or constraints relaxed and the aufo-allocate process run again.

Rooms have been allocated to Yard Duty but not teachers

Filter to the Yard Duty grid

Right click in the first occurrence of duty

Select Allocate Teacher

Choose to Allocate Staff Member for the Selected Class Meeting

Allocate Staff Member

Options
& Pllocate Staff Member for the Selected Clazs Meeting
£ Allocate Staff Member to ALL Class Meetings for the T eaching Set

Ok I Cancel |

e Select a suitable teacher and click OK
e Repeat for each Duty Area for Monday recess

e Close the Timetable

I{m Time Advanced.docx 16-Sep-09

: oo P 114 of 123
RM Asia-Pacific age °
© 2009 RM Asia-Pacific Pty Lid




5 Timetabling Reports

The current timetabling reports are available from Timetabling > Reports. Most reports are also
available by printing from the relevant screens within the Timetabling module. The following list of
reports may change in the future to meet the changing needs of users. Samples of the available
reports may be viewed in the Timetabling Manual.

Timetabling Reports have been broken up into three areas: Data Validation, Planning and
Preparation, and Operational and Maintenance.

Data Validation Reports consist of:

Student Course Summary

Students Choosing A Subject

Students Choosing A Combination Of Subject
Students With Less Than A Given Number Of Subjects

These reports allow the user to identify that correct subjects has been entered and allocated to the
relevant students.

Planning Preparation Reports consist of:

Student Fit Report
Load Table
Conflict Matrix
Staffing Requests

These reports help the user in the planning and preparation of timetables.

Operational and Maintenance Reports - Timetable consist of:

Horizontal Grid Summary
Vertical Grid Set Distribution
Period Summary

Exam Timetable

Operational and Maintenance Reports - Student consist of:

Student Timetable by Date Range
Student Timetable by Grid
Student Load

Clearance Form
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Operational and Maintenance Reports - Staff consist of:

Teacher Clash Summary
Staff Timetable

Staff Load

Relief Teacher Timetables
Teacher Usage Summary
Free Teacher Summary

Operational and Maintenance Reports - Rooms consist of:

Room Clash Summary
Room Timetable

Room Load

Room Usage Summary

Free Room Summary

Operational and Maintenance Reports - Teaching Sets consist of:

Teaching Set List (all Sets)
Teaching Set List by Schedule
User Defined Teaching Set Lists
Students and Their Teaching Sets
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ACTIVITY: Timetabling Reports

View the following reports

Timetabling > Reports > O&M Reports Student > Student Timetable by Grid

o View the 2070timetables for several Upper School students

i
VLTS =
[  Data\alidation Fepaorts ;I Titles
1  Planning and Preparation Feparts b ain Title IStudent Timetable by Grid
3 0#%M Reports - Timetable Bleme Fafin I
29 0 &M Reports - Students
D Student Timetable by Date Rane Select |Solt|
Student Timetable by Grid S elected Students
U Student Load TT Year |2010 =] [25 BROGAN Michael ]
D Clearance Form 28 BUTTER Dariel
L3 O%M Reports - Staff Campus |Senior School ;l 23 CAMPEELL Ashleigh
34 CASS0M Shane
1 0%M Reparts - Rooms
Grid |2EI'I oS ;I 33 COOPER Rwan
1 0%M Repors - Teaching Sets 43 DALTOM Cara
Schedule |2EI'I 0 Semester 1 ;I
[ Include Tutar Name(s) on Report

|

| o

[~ Contact Details

Remaowve |

Prift |

Cancel
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Timetabling > Reports > O&M Reports - Staff > Staff Timetable

e View the 2070 timetables for several staff members

zl

YD B | =
(1 DataValidation Reports ﬂ rTitles
3 Planning and Preparation Fleports I ain Title IStaff Timnetable
1 0%M Reports - Timetable o I
3 0%MReports - Students
3 0 &M Repars - Staff ~Select

D Teacher Clash Summary Teacherz]

Staff Timetable TT Year |2IJ‘ID ;l ABBE ABBOTT Elaine “
B Staff Load BARH BARCLAY Harris
Cpcle |2IJ‘IIJ-5 j BESC BEST Carl
D Relief Teacher Timetables ERl BRIGG Joseph
D Teacher Uzage Summary Range |1 FEB 2070 -1 &PR 2d BROF EROOKS Fiona
CaL) CALWIM Jennifer

D Free Teacher Summary CREM CREED Michalas LI
3 0%MReports - Rooms
3 0 %M Reports - Teaching Sets Remave |

w
4] »
Frint | Cancel |

Timetabling > Reports > O&M Reports - Teaching Sets > Teaching Set List by Schedule

e Print the teaching set lists for the Upper School English classes for Semester 1, 2010

x|
B AT S|
[0 DataValidation Reports 2 [ rittes
1 Planning ahd Preparation Fleports Mair Title ITeaching Set List by Schedule
1 O%M Reports - Timetable p Eoot
1 0%M Reports - Students i I
1 0O&M FReports - Staff
1 0 &M Reports - Fooms fptians Timetabling *f'ear |2EI‘IEI =
4  0%M Reports - Teaching Sets 15 Head |
[ Teaching Set List (all Sats) SRR Bl Girid [20005-Us =]
aching Set Li edule i List Students
(@ User Defined Teaching Set Lists [~ Use Prefemed Name Sl |2D-I 0 Semester 1 j
D Studentz and their Teaching Sel
Department I English ;I
Subject ] =l
Teaching Set [l =1
! I _'I_I
Cancel
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Activity: Review

Note the pathways you would take to complete each of the following timetabling
tasks.

1. Add a new department

2. Add a new subject

3. Make a new subject available to a grid

4. Add a new grid

5. Allocate grid bands to schedules

6. Manually place a teaching set onto a grid

7. Lock a teaching set on the grid
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8. Lock students into a teaching set

9. Copy a grid band

10. Manually allocate staff to yard duty
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Logging On ..o 9
C
Change User .............cccccovveiiiioiiiaiieeeee 10 M
Chonging Schedules....oovmeeiieeeeeeee e 58 Manual Placement of Staff and Rooms .....ovvvvvvviniinl. 110
Cloning O G e, 47 Manual Teqching Set Placement......ooeeeie, 73
COHORT ... 28 Master Period StrUCTUI.....e e, 40
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Collapsing Non-Viable Subjects ..........ccccoveiiiinnn 70 Moving @ teaching Set ........ccocveieveceeeeieieeeeeeeeen, 75
Constructing the Timetable ........ccccoeeeviiiiiiiiieeees 12 Moving a Teaching Set .......c.ccoovvveeveeiiieieceeeieeenn. 75
COpyihg Grid Bands...oeeeeeee e, 102 Moving Sets 0N A BANA ..o 106
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CYCLE ...t 28 P
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PaSSWOID...........uvveiiieeeiiiiiiie e 10
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Delefing O Grid e 50 Promoting Student Courses.....ovveveeeeieieieiiinnn, 34, 65
Departments .............eueeeiieiiiiiiiiiiiii 17, 18
R
E
Refining Student Placement............covvviviviiiiiiiiiiininnn, 94
Editable Grid DiSp'Gy .............................................. 106 Remove Non-fixed Teqching SIS e 51
Editing @ Grid ..ovveeeiiiiiiiiiiiiiiiiiiiiiee 49 Removing preferences in bulk ..., 63
Entering Staff Details ..o 16 Report Destingtion. ...................ccccoceeeeeneiseneenennanss 10
Room Availability ........cooiiiiiiiiiiiiiee 44
F ROOM TYPE e 19
RoomM Types .....covviiiiiiiiiii 17
FOCUIHES ..o 17 ROOMS ... 17, 20
File MENU......oooiiiiiiiee e 10
Fixed Grid Elements .........ccccouviiiiiiiieiiiiiiiieeeeeeeeins 77 S
Fixing Grid Elements .........cooooiiiiiiiiiiieeeee e 78
Fixing Teaching Sets ........ccoeveiiiiiiieieiiiiiieee e 79 Save as TIMetable .o e 108
SCHEDULES ...ttt 28
G Staff Availability ....coeeee 42
Staff Details .........ooocvviiiiiiiii 16
Grid Band Allocation ..........ccoviiiieiniiiieiiieeeee e 57 Staff Preferred Subjects ......ooooeiiiiiiiii 31
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Timetabling Sidebar ........cooiiiiiiiis 27
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U

Unlocking the Grid........ccocciviiiiieiiiiiieeiee e, 72

Unlocking the terminal ........cccoeieiiiiiiiiiiieeeece, 10
\'
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6 Support

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

Contact details below:

6.1 Phone (CSC)

Metro: 9264 5555
Country: 1800 012 828

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

6.2 Fax (CSC)
9264 4701

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

6.3 Email (CSC)

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

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

7 Online Manuals and Training Notes
7.1 RMA

Online manuals and training notes are available to download in PDF format from the RM Asia-
Pacific website.

www.rmap.com.au

Select online manual login.
Username: school
Password: help

7.2 STIMS Project

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

http://www.eddept.wa.edu.au/sis/

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