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INTRODUCTION TO THE STAFF ACCESS PORTAL 

The Staff Access Portal is a fully hosted web application that provides a personalised view of an 
individual timetable. Class lists, absences, lesson cancellations and activities recorded by the Daily 
Organiser can also be viewed. 

 

 

SIGN IN TO THE STAFF ACCESS PORTAL 

To access the Staff Access Portal, open your browser and enter the address timetabling.education. 

 

 

 

Enter the teacher username 
provided and click Find Me 
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Enter the password provided 
and click Sign In 

Click Staff Access Portal 
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VIEWS 

Joanne’s timetable is displayed. Week View is the default view selected when first logged in. Other 
views are Day View and Month View. 

 

 

 

 

 

 

 

 

 

 

 

The date selected is at the top of the timetable. 
Use the arrows to move between weeks. 

Joanne’s classes for the week are listed. 

Click Show Legend 
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THE LEGEND 

A legend provides a key for the colours used on the timetable. 

 

 

A list of coloured icons and what 
they represent is displayed. 

Click Close 

The school is closed on Monday and all lessons 
cancelled are indicated by the red shading. 

The blue classes are lessons that have not changed. 

Click 12ENG1B on Tuesday 
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The display changes to Day View. 

The purple shading indicates 12ENG1B is a changed lesson. 

The room for this class has been changed from Rm S21 to Rm S24. 

Click Bulletin 
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THE BULLETIN 

The Bulletin is a summary report that details changes to the school’s master timetable for the 
selected day.  

 

 

CLASS LISTS 

The class list for each class is available including any changes. 

 
On the Task Tree select: 
[1] My Timetable 

Tuesday’s bulletin is displayed listing all the changes 
to the master timetable for the selected day. 
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The class list for 12ENG1B is displayed. 
This list can be exported to Excel. 
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UPCOMING CHANGES 

It is possible to view a list of upcoming changes to the timetable for a selected amount of time. The 
number of days in advance that are displayed can be edited in the Management Portal. 

 

 
On the Task Tree select: 
[2] Upcoming 

 

 

 

 

A list of all upcoming changes to the timetable is displayed 
including absences, lesson cancellations and activities. 
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DISPLAY SETTINGS 

Display settings for the timetable can be customised. 

 
Click the  icon 
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Display settings for Classes, 
Students, Teachers, Periods and 

Rooms can be changed and 
checkboxes ticked to include 

various details. 

Click Cancel 
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INSTALL APPLICATION 

The Staff Access Portal can be installed as an app, making it easier to open and check the timetable 
daily. 

 

 

 

 

 

 

 

Click the  icon in the browser menu 

Click Install 

A message appears that the app has been installed successfully. 

It can be configured to auto-start on device login, or can be 
pinned to the taskbar or Start menu. A Desktop shortcut can 

also be created.  

Tick / untick checkboxes then click Allow 

Click Yes to pin the 
app to the taskbar 
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