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PROFESSIONAL LEARNING OBJECTIVES

e Understand the different modules in the Timetabling Solutions suite
e Configure the file locations and name formats in Timetabling Solutions Version 10.1

SKILLS

e Configure file locations
e Configure student and teacher name formats
e Archive data in zip format
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TIMETABLING SOLUTIONS

Timetabling Solutions Version 10.1 is a sophisticated software suite for constructing, managing and
publishing timetables. The program is designed in modular format installed locally on a computer.
Additional compatible cloud applications are also available that complement Version 10.1.

The use of different modules makes it easier for the user to see the logic behind the timetabling
process and allows schools to tailor the installation and use of the program to suit their needs.

DESKTOP APPLICATIONS

In Timetabling Solutions Version 10.1 there are two desktop modules used to construct and maintain
timetables:
e Student Options: Contains student details and is used to create elective lines and assign
classes to students based on their nominated preferences.
e Timetable Development: Used to construct the timetable, allocate yard duties and
print/email timetables and class lists.

These two modules also feed data into the Timetabling Solutions cloud apps including Daily
Organiser, Staff and Student Access Portals and Daily Reports.

Timetable data files for the desktop modules are stored in the following folders:

Folder ‘ Contents

Timetable Project folder | Contains all .sfx and .tfx files for the current year or semester in the
one folder eg Timetable 2026

Backup folder Contains all automatic and point-in-time backups

Export folder Contains files exported from Timetabling Solutions Version 10.1 for
importing into compatible administration systems and other external
programs

FILE LOCATIONS

It is important for users of the desktop modules to have access to the relevant data files. In some
schools, one person is responsible for all student, timetabling and daily organiser tasks while in other
schools the roles may be divided among several people.

Timetabling Solutions Version 10.1 software needs to be installed and activated individually on each
computer for all staff who use the desktop software (Student Options or Timetable Development).
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The data needs to be stored centrally so that all users can access it. The following file locations are
recommended:

Folder ‘ File Location

Timetable Project folder | Network

Backup folder Local drive on individual computers

Export folder Network

Read/write permission to the Timetable Project folder is required by all desktop application users.

CLOUD APPLICATIONS

Cloud apps are fully hosted by Timetabling Solutions using Microsoft Azure.

The web addresses for the apps hosted on Timetabling Solutions servers are:

URL Application

timetabling.education General Site - lists all available applications
mp.timetabling.education Management Portal
cm.timetabling.education Course Manager

do.timetabling.education Daily Organiser

dr.timetabling.education Daily Reports
selectmysubjects.com.au/manager Web Preferences Manager (original version)
pm.timetabling.education Preferences Manager (new version) — Early Access
st.timetabling.education Staffing

sa.timetabling.education Staff Access Portal

su.timetabling.education Student Access Portal

The applications can be accessed using a desktop computer or laptop. The recommended browsers
to use are Google Chrome, Microsoft Edge, Firefox, Safari or any other Chromium-based browser.

Cloud apps read data that is uploaded from the desktop applications. There is no software for users
to install when using any of the cloud apps.
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ACTIVATE VERSION 10.1

Each school is required to have at least one Global Administrator (usually from the IT Department)
for the Timetabling Solutions Management Portal. Part of the Global Administrator’s role is to:

e Set up individual users in the school
¢ Allocate User Roles that determine which apps each individual user can access and what
access levels they have for those apps

Individual users will receive an activation email from the Global Administrator to create a password.
Users will then login using their email address and password to activate Timetabling Solutions
Version 10.1.

If a user forgets their password, it can be reset by the user via the Sign In page in Version 10.1 or on
https://timetabling.education via the Recover your account link.

If a user experiences any other problems logging in, they should check with the Global Administrator
at their school to make sure their username is correct and that they have been assigned the
appropriate roles. To access Version 10.1, users need to be assigned the role of ‘Timetabler’.

The activation process may vary if the school uses Single Sign On or Two Factor Authentication.

Timetabling Solutions Version 10.1 can be opened from the Windows Start menu.

r

Q Search for apps, settings, and documents

All < Back

Timetabling Solutions V10.1 can

Timetabling Soluti .
i Bt be pinned to the Start menu.

m Timetabling Solutions V10.1 /

m Uninstall Timetabling Solutions V10.1

Click Timetabling Solutions V10.1

m Update Timetabling Sclutions V10.1

Alternative methods of opening Version 10.1 include:

e On the Start menu, scroll down to Timetabling Solutions, click Timetabling Solutions V10.1

e Create a desktop shortcut and double click on this

e Double click directly on a Student Options or Timetable Development file that was created in
Version 10.1

When Timetabling Solutions Version 10.1 is opened for the first time, the activation process begins.
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Timetabling Solutions - Authentication

= Timetabling

SOLUTIONS

Desktop Client V10

training@timetabling.com.au
\ Enter the username
> provided
s Clck Find e

[J Remember User Name

Can't sign in? Recover your account

By signing in, you confirm that you have read and agree to the Terms of
Service @ and Privacy Policy &, including how we collect, use, and store
your personal information.

Copyright © Timetabling Selutions Pty. Ltd. 1984...2026. All rights
reserved.

httpsy/fauth timetabling.education/Authenticate/ Version 2.0.9523.11064 )

Timetabling Solutions - Authentication

= Timetabling

SOLUTIONS
Desktop Client V10

training@timetabling.com.au

\ Enter the password
— Click Sign In

Change User

Can't sign in? Recover your account

By signing in, you confirm that you have read and agree to the Terms of
service @ and Privacy Policy &, including how we collect, use, and store
your personal information.

Copyright © Timetabling Solutions Pty. Ltd. 1984...2026. All rights
reserved.

https://auth.timetabling.education/Authenticate/ Version 2.0.9523.11064 )
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L Please select your school

VIC Australia

Click the school’s name

VIC Australia

Licence Information
School: Timetabling Solutions Training

SMA Expires: 01/01/2026
Licence Code: TTSC

10 Timetabling Solutions Versi

The school’s details
are displayed.

Click Confirm

File Edit

w Student Tas Timetable Tasks  Help

Student Options Module  Timetable Development Module

Solutions 10.1

Software Settings

Forgot My Password
Request an Account

Licence Code: <

Timetabling

Student Options Module

Student File

Ope

Version Mumber:

Check for Updates

Configure Settings

Configure File Locations
Configure Settings

Other Hosted Applications
View Applications

Training Courses
Courses

Enrol in Training
Training Manuals and Data

SOLUTIONS

Timetabling

Frierfht

File Location: il

Timetable Development M

Open Last Used Timetable File

When Timetabling Solutions
Version 10.1 is activated the
Welcome Page appears.

The screen shows the software
has been activated and the
school’s License Code is displayed.

File: Mil
File Location: Mil

Web Daily Organiser Moduls

@ 'Web Daily Organiser Login

Software Maintenance Agrezment
School:
Active to:
User: Sign OQut

About Software Maintenance

Renew Agreement

The school’s name and Software
Maintenance details are
displayed at the bottom of the
screen along with the user’s
name and a Sign Out link.

Timetabling Solutions

Hosted Application
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VERSION 10.1 WELCOME PAGE

The Welcome Page can be used to access the desktop modules - Student Options and Timetable

Development and to login to the Daily Organiser cloud app. It also has links to check for updates,
configure the program and go to Timetabling Solutions cloud applications.

10 Timetabling Solutions Version

= m] X
File Edit Student Tasks Timetable Tasks Help

tudent Options Module Timetable Development Module

10 Timetabling Solutions 10.1

Software Settings

Student Options Module
Request an Account Open Last Used Student Fj

Bt i The Software Version Number
VerionNumber BEECaRo Nl is provided, along with links
’
for updates, cloud applications
and other information.

Forgot My Password

Check for Updates

Timetable

Configure Settings

Configure File Locations

Configure Settings File: D

fle Location: Nil
Other Hosted Applications - -
, o Web Daily Organiser Module
View Applications
Training Courses @ Web Daily Organiser Login

Courses
Enrol in Training
Training Manuals and Data

Software Maintenance Agreement

Timetabling ‘.

SOLUTIONS

User:

About Software Maintenance Renew Agreement

Timetabling Solutions
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CONFIGURE FILE LOCATIONS

The file locations can be configured by individual users. It is important that all users of Version 10.1
desktop modules have access to the data in the Project Folder.

For training, the data is saved in a folder called V10.1 Training Data in the Public Documents folder.

10 Timetabling Solutions Version &= a X
Student Tasks Timetable Tasks Help

Student Options Module Timetable Development Module

Timetabling Solutions 10.1

Software Settings

Forgot My Password

Student Options Module

Request an Account Ope i

Student File

Licence Code: File: Nil

Version Number: File Location: Nil

Check for Updates

Timetable Develq Click the link

Confi Setti . . .
SRR Configure File Locations

Configure File Locations

Configure Settings File: Nil

File Location: Nil

Other Hosted Applications
View Applications

Web Daily Organiser Module

Training Courses @ Web Daily Organiser Login
Courses

Enrol in Training

Training Manuals and Data

Software Maintenance Agreement

Timetabling .

SOLUTIONS User:

About Software Maintenance Renew Agreement

Configure

File Locations

Timetable Project Folder

Specify the folder where the new data files will be saved by default. You can override this

location when saving a file, but Timetabling Sclutions recommends keeping all your data files in
one location, when possible.

Browse...

Ch\Users\Public\Documents\V10.1 Training Data
8 Click Browse... to set

ackup Folder

Specify the folder where backup files wi the location of the Browse...
C:\Users\Public\Documents\V10.1 Trainil - Timetable Project folder
Export Folder
Specify the folder where export files will be saved by default. Browse...

Ch\Users\Public\Documents\V10.1 Training Data\Export

MNote: Changes take effect immediately

Cancel
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Browse For Folder

Timetable Project Folder

Navigate to the V10.1 Training Data folder

v Public Documents
> In this case, click Users,

Public Downloads ™ .
Public Music PUbIIc’
Public Pictures Public Documents,
Public Videos . .

s == TechSmith V10.1 Training Data

» Temp |

» Windows C||Ck OK
> __ Libraries A

Folder: V10.1Training Data

Make Mew Folder Cancel

Configure X

File Locations

Timetable Project Folder
Specify the folder where the new data files will be saved by default. You can override this
location when saving a file, but Timetabling Solutions recommends keeping all your data files in

one location, when possible.
Browse...

C:\Users\Public\Documents\V10.1 Training Data

Backup Folder

Specify the folder where backup files will be saved by default. Browse...

C:\Users\Public\Documents\V10.1 Training Data\Backup

/'

The Timetable Project folder
location has been set.

Export Folder
Specify the folder where export files will be saved by d

C:\Users\Public\Documents\V10.1 Training Data\Expo

Click Browse... to set the location
Note: Changes take effect immediately for the BaCkUp f0|dEr

Cancel

Browse For Folder

Timetable Project Folder

v Public Documents

v V¥10.1 Training Data

Backup \ NaVigate to the
’ Zj:::'ga"'se' q V10.1 Training Data folder
Full Manuals |

Select Backup
Scenarios A then click OK

Public Downloads
Public Music

Lesson Starts

Folder: V10.1Training Data

Make Mew Folder Cancel
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Configure

File Locations

Timetable Project Folder

Specify the folder where the new data files will be saved by default. You can override this

location when saving a file, but Timetabling Solutions recommends keeping all your data files in
one location, when possible.

C:\Users\Public\Documents\V10.1 Training Data

Browse...
Backup Folder
Specify the folder where backup files will be saved by default. Browse...
C:\Users\Public\Documents\V10.1 Training Data\Backup
Export Folder

Specify the folder where export files will be saved by default)

C:\Users\Public\Documents\V10.1 Training Data\Export'\

/ Browse...
Note: Changes take effect |

The Backup folder location has been set.

Repeat the process to set up the Export folder

hcel

Configure
File Locations

Timetable Project Folder

Specify the folder where the new data files will be saved by default. You can override this
location when saving a file, but Timetabling Solutions recommends keeping all your data files in
one location, when possible.

Browse...
C:\Users\Public\Documents\V10.1 Training Data

Backup Folder

Specify the folder where backup files will be saved by default

Browse...
C:\Users\Public\Documents\V10.1 Training Data\Backup

Export Folder

Specify the folder where export files will be saved by default.

Browse...
C:\Users\Public\Documents\V10.1 Training Data\Export <——

The Export folder
location has been set.

Note: Changes take effect immediately

Click OK

Cancel

Each user can set up individual locations for the Timetable Project folder, Backup folder and Export
folder. It is recommended that the Timetable Project folder is a shared folder on the school’s
network.

Timetabling Solutions
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CONFIGURE SETTINGS IN VERSION 10.1

The way that data is displayed in the program can be personalised to suit each user’s needs.

10 Timetabling Solutions Version

Student Tasks Timetable Tasks Help

Student Options Module Timetable Development Module

10 Timetabling Solutions 10.1

Software Settings

Student Options Module
Forgot My Password

Request an Account Open Last
Licence Code: File: Nil

dent File

Version Number:

Check for Updates

File Location: Nil

Click Configure Settings

table

Open Last Used Timetable File

Configure Settings
Configure File Locations
Configure Settings File: Nil

File Location: Nil

Other Hosted Applications

Web Daily Organiser Module

Training Courses [—?5 Web Daily Organiser Login
Courses

Enrol in Training

Training Manuals and Data

View Applications

Software Maintenance Agreement

Timetabling .

SOLUTIONS User:

About Software Maintenance Renew Agreement

Configure

Student Mames Format  Teacher Mames Format  Archive Data  Export  Cloud Environment

Student Names Form

The following options allow yo
Student Mames:
() First Name, Middle Name, Family Name
[«] Family Mame, First Name, Middle Name
O Family Mame, Preferred Mame, Middle Name
() Preferred Mame, Middle Name, Family Name

Student Middle Name:
() Full Middle Name

O Initial Only The Configure Settings screen
© Do Not Display contains five tabs:
Student Names Format,
Teacher Names Format,
Archive Data, Export and
Cloud Environment.

o (o ]

Timetabling Solutions Hosted Application Page 22 of 328



Daily Organiser Configure Timetabling Solutions

STUDENT NAMES FORMAT

The settings for displaying student names can be changed to meet individual users’ needs. These
settings are computer-based rather than file-based and apply to all modules used on this computer.

Configure

Student Mames Format  Teacher Mames Format  Archive Data  Export  Cloud Environment

Student Names Format

The following opticns allow you to configure how to display student names.
Student Mames:
() First MName, Middle Name, Family Mame
[«] Family Mame, First Name, Middle Name
() Family Mame, Preferred Name, Middle Name

Select the display format options as shown

(_) Preferred Name, Middle Name, Family Name

Note: The display format for names can be
changed at any time as required.

Student Middle Name:
() Full Middle Name

) Initial Only
© Do Not Display

o (o ]

TEACHER NAMES FORMAT

The settings for displaying teacher names can also be changed to meet individual users’ needs.
These settings are computer-based rather than file-based and apply to all modules used on this
computer.

Configure

Student Mames Format  Teacher Names Format  Archive Data Export  Cloud Environment

Teacher Names Format
The following options allow you to configure how to display teacher names.
Teacher Mames:
() First MName, Middle Name, Family Mame
[«] Family Mame, First Name, Middle Name

Teacher Title
() Display
© Do Not Display

Click the Teacher Names Format tab

Teacher First Name:
© Full First Name
) Initial Only

Select the display format options as shown

The display format for the names can be
changed at any time as required.

Teacher Middle Name:
O Full Middle Name
(_) Initial Only

© Do Not Display

o (o ]
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ARCHIVE DATA

Zip files can be created using the Archive Data function. The zip file will contain the selected file and
any other files linked to the selected file.

Configure

Student Mames Format  Teacher Mames Format  Archive Data  Export  Cloud Environment

Compress Data Files

Compress files into zip files for archiving or sending by email. LiNged files are included automatically in the zip file.

Step 1 - Select the file to compress : Last Student File Timetable File Browse...

AN
Click the Archive Data tab
and click Browse...

Step 2 - Create the archive: Create Zip File...

— Remove all personally identifiable information for students and teachers when using "Email Data to Support” (ie Scramble
— names and remove email addresses)

o (o ]

10 Select file to compress

s « OS(C3) > Users » Public > Public Documents » vioaT| Note: Version 10.1 defaults to the |;... o

Timetable Project folder set in
Organize + Mew folder r O @

Configure File Locations.

Mame

AH
ome B Timetable Lookahead Test 1.tfx

[ Timetable Lookahesd Test 245 Select Timetable Reports.tfx
B Timetable Lookahead Test 3.tfx then click Open

B Timetable MRCG.tx

Timetable New Year Setup Alternate Import.tfx Timetable Develefment Versidy ...
Timetable New Year Setup.tfx yrretable Development Version ).
Timetable Next Year Roll Up.tfx Timetable Development Version ...
Timetable Reports.tfx Timetable Development Version ...
Timetable Rooming 1.tfx Timetable Development Version ...
Timetable Rooming 2.tfx Timetable Development Version ...
Timetable RURs.tfx Timetable Development Version ...
File name: |Timetab|e Reports.tfx v| Timgetabling Selutions Version 1

Cancel
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Configure

Student Mames Format  Teacher Mames Format  Archive Data  Export  Cloud Environment

Compress Data Files

Compress files into zip files for archiving or sending by email. Linked files are included automatically in the zip file.

Step 1 - Select the file to compress : Last Student File Last Timetable File Browse...

Ch\Users\Public\Documents\V10.1 Training Data'\Timetable Reports.tfx

The path of the selected
file is displayed.

Step 2 - Create the archive: Create Zip File...

Click Create Zip File...

0 Remove all personally identifiable information for students and teachers when using "Email Data to Support” (ie Scramble
names and remove email addresses)

o (o ]

A ¥

Browse For Folder

Where do you wish to place the Zip file?
RECOMMENDED: Desktop (top of list)

| Desktop

El Gallery
> Gl Desktop
> = Documents

Select Desktop

» i Downloads

s> (@ Music then click OK
> Pictures
> u Videos
Folder: Desktop /
¥
Make MNew Folder Cancel
L =t
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Information

o Zip file created: Confirmation of the location, name,
C:\Users\Desktop' Timetable Reports.Zip V\ and a list of all individual files contained
in the archive file is displayed.
7 Files included: /
1. Timetable Reports.tfx .
2. Students ¥r 12 Current Vear.sfx Click OK
3. Students ¥r 11 Current Vear.sfx
4, Students ¥r 10 Current Year.sfx
3. Students ¥r 9 Current Year.sfx
B. Students ¥r 8 Current Year.sfx
7. Students ¥r 7 Current Year.sfx.
Recycle Bin
v On the Desktop,
double click the icon
M Timetable Reports.zip
Timetable
Reports.Zip
== Q Search ] L
=]
= Timetable Reports.Zip X =t
& ) (] (J > Desktop > Timetable Reports.Zip Search Timetable Reports.z  Q
N Sort = View & Extractall e (B Details
¢ Home Name - Type Compressed size Password ...  Size
E Students Yr 7 Current Year.sfx Student Options Version 1... 9KB No
[ Students Vr 8 Current Vear.sfx Student Options Version 1... 15KB No
E Students Yr 9 Current Year.sfx Student Option 14KB No
E Students Yr 10 Current Year.sfx Student Options Version 1... 16KB No
E Students Yr 11 Current Year.sfx Student Options Version 1... 17KB No
E Students Yr 12 Current Year.sfx Student Options Version 1... 15KB No
Timetable Reports.tfx Timetable Development V... 144KB No
The timetable file and the attached student files are included in
7items the zip file. These files are much smaller than unzipped files. B=!

Note: Files must be unzipped/extracted before they are modified.

Close the Timetable Reports.Zip window
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EXPORT

The Export tab allows the user to link files provided from various Boards of Studies. Use of this
feature is covered in the specific export lessons available online.

Configure

Student Mames Format  Teacher Mames Format  Archive Data  Export  Cloud Environment

Timetable Devel + Modul,

P

Class List
0 Check consistency of subject codes between the attached text file and the [7D] CI
— Development Module

MNames display in the Timetable

Duplicate Student Codes

() Treat students with the same student code in different linked student files as the same student (Not recommende

Click the Export tab

Board of Studies (BOS) export requirements

[ Access list of class codes provided by BOS when editing BOS Class Codes in [7D] Class Names display

File Delimiter
Comma Tab Pipe

oK Cancel

CLOUD ENVIRONMENT

In Version 10.1, the Cloud Environment tab allows users to change the selected cloud environment.
The default setting is Timetabling Solutions hosted site https://timetabling.education.

Configure

Student Mames Format  Teacher Mames Format  Archive Data  Export Cloud Envirenment

Cloud Environment

Timetabling Sclutions requires a user to be signed in to operate Version 10,1,

Select Cloud Environment

https://timetabling.education/ / v|

Authentication URL

https://auth.timetabling.education/Authenticate

Timetable Datastore URL

https://coreservices.timetabling.ed

Click the Cloud Environment tab
and click the drop-down list

o (o ]
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The cloud environment can be changed for training

Student Mames Format  Teacher Names Format  Archive Data ortoa Customised Site for approved enterprise
Cloud Envi . clients. No change will be made at this stage.
Timetabling Sclutions requires a user to be signed in to operat C||Ck oK
Select Cloud Environment

_—— ]

https://training.timetabling.education/
https://staging.timetabling.education/

Timetable Datastore URL:

https://coreservices.timetabling.education

oK Cancel

10 Timetabling Solutions Version

File Edit View StudentTasks Timetable Tasks Help

Student Options Module Timetable Development Module

Timetabling Solutions 101

Software Settings

——— Student Options Module
o Close Timetablin
Request an Account Open Last Used Student File g

Licence Code: File: Nl Solutions Version 10.1
Version Number: File Location: Nil

Check for Updates

Timetable Development Module

5 5 = Open Last Used Timetable File
Configure File Locations Pe © ——

Configure Settings

Configure Settings File: Nil
File Location: Nil

Other Hosted Applications

Web Daily Organiser Module

Training Courses @ Web Daily Organiser Login
Courses

View Applications

Training Manuals and Data

Software Maintenance Agreement

Timetabling s

SOLUTIONS User:

About Software Maintenance Renew Agreement
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Daily Organiser Lesson 1

PROFESSIONAL LEARNING OBJECTIVES

e Create a new Daily Organiser
e Set up a Calendar

e Define unsupervised classes
e Define reasons

SKILLS

e Set up a new Daily Organiser
e Navigate through the app

e Import and edit Parameters
e Add closure days

e Edit timetable days

e Set cycle start dates

e Add an unsupervised class

e Add and sort reasons
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WHAT IS DAILY ORGANISER?

The Daily Organiser app is a fully hosted cloud application that allows users to manage the day-to-
day operation of a school’s timetable. In this application it is possible to enter teacher absences,
cancel lessons, make room changes, allocate teachers and students to activities, update class lists
and select replacement teachers to cover teacher absences.

From the app, changes for each day can also be emailed to staff, published to the Staff Portal,
Student Portal and Daily Reports or exported to third party applications.

The recommended browsers are Google Chrome, Microsoft Edge, Firefox, Safari or any other
Chromium-based browser.

TIMETABLING SOLUTIONS CLOUD APPS

With the latest update, major changes have been made to several Timetabling Solutions apps to
improve data management, workflow processes and apply a consistent theme across the various
cloud apps.

The following apps have an impact on how the Daily Organiser app is used:

e Management Portal: The Global Administrator or School Administrator must set up the
school’s details, including school name, campus information and academic year dates.
= The Academic Year is the default location for all Published Timetables and Daily
Organiser data.
=  Only one Daily Organiser can be created for an Academic Year in each campus.
= The Timetabler and Daily Organiser no longer have to create Published Timetable
Groups for the storage of data.

These changes were implemented to improve data management.

e Daily Organiser: When the first version of the Daily Organiser app was created, a conscious
decision was made to keep the same classic look used in Versions 8 and 9 Daily Organiser on
the desktop. With the latest release of the modern version, several changes have been
made:

= The Daily Organiser for a particular year is created / opened by selecting the Campus
and Academic Year.

= The Home Page has been redesigned to include the Task Tree.

= [tems on the Task Tree have been renamed and moved to improve workflow and to
better describe the tasks performed on each page.

=  The number of buttons on most screens has been reduced by adding drop-down
menus to some buttons.

= The speed of loading pages and completing tasks has been improved by moving the
data processing from the server to the browser.

=  The Daily Organiser app can be downloaded to the browser so that work can
continue offline if there is a temporary interruption to the internet connectivity.

Note: The classic version of Daily Organiser will be available for a short period so that users can
become familiar with the modern version before changing over.
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HOW TO GET STARTED

At the start of each Academic Year:

e The Global Administrator or School Administrator sets up the term/trimester dates for the
Academic Year in the Management Portal.

e The Global Administrator must add the Timetabler and Daily Organiser as users.

e The Timetabler publishes a timetable from Version 10.1 Timetable Development. When
publishing they select the Campus, Academic Year and enter a start date.

e The Daily Organiser can then open the app and get started.

OPEN DAILY ORGANISER

Open Google Chrome and enter the address for the training course training.timetabling.education.

= Timetabling

SOLUTIONS

Si gn In Enter the username provided

7 . .
training@timetabling.com.au 4/ Click Find Me

[ Remember User Name

Can't sign in? Recover your account

= Timetabling

SOLUTIONS

Sign In

Enter the password provided

training@timetabling.com.au

Click Sign In

Can't sign in? Recover your account
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Daily Organiser

Lesson 1

Note: When logging in at school the address is timetabling.education. The school’s Global
Administrator or User Administrator will allocate staff a username and staff will create their own
password. Timetabling Solutions should not be contacted as records of passwords for individual
usernames are not kept for security reasons.

ManaFement
Porta

Tools for managing tasks based on
your user role.

ﬁ Ti m Et a b I i n g Click Daily Organiser to

SOLUTIONS open the Home Page

Daily
E Organiser /

Tools for managing daily changes to
your timetable.

Sign Out

Daily Organiser // Home Page

5 Open Legacy

[+
3
=1
=

Daily Organisers created before this update
can be accessed by clicking Open Legacy.

(@) National Trainer
@/ Timetabling Solutions Training

@ 8 4 # 0 B

8¢ Open on Today’s Date: Off

Open Organiser

Select the campus and academic year you want to view Organiser data for.

Campus

B3 Senior School
B3 Junior School
B3 Demonstrate Set Up

B3 Demonstrate Set Up (R)

A

A A A a4 oa

Academic Year

/

A A A A A oa

Campuses set up in
the Management
Portal are listed.

The Task Tree and date
4 (Today) »
selector are now located > o
in the side bar.

Timetabling Solutions
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CREATE A DAILY ORGANISER FOR THE ACADEMIC YEAR

Daily Organiser data is accessed by selecting a Campus then selecting an Academic Year.

When opening the Daily Organiser for the first time,

e The start date, end date and school holidays are prefilled based on the term dates entered in
the Management Portal.

e The user configures the Daily Organiser by specifying the start timetable day. This must align
with the start date.

e Other parameters can be edited if required.
e Parameters can be imported from the cloud or from an existing Version 9 file.

In this example, a new Daily Organiser will be created for 2031 for the campus “Demonstrate Set
Up”. It will run from Tuesday 28 January to Friday 12 December. The first timetable has already been

published.

Open Organiser

Select the campus and academic year you want to view Organiser data for.

Campus Academic Year

B3 senior school

B3 Junior Schoaol

B3 Demonstrate Set Up
\ Select the Campus

B3 Demonstrate Set Up (R) Demonstrate Set Up

Open Organiser

Select the campus and academic year you want to view Organiser data for.

Campus Academic Year
B3 senior School H 2031
B9 Junior Schoal F 2030

B3 Demonstrate Set Up

B Demonstrate Set Up (R Select the Academic Year
2031
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# Configure New Academic Year

Demonstrate Set Up - 2031

Details
Start Timetable Day

[Dayz VI

Day 1

Day 3
l Day 4

Day 5

This Academic Year starts on
28/01/2031, which is a Day 2.

Day &
Day 7
Day 8 Select Day 2
Day 9

Day 10

Cancel Create
-

Z Configure New Academic Year

Demonstrate Set Up - 2031

Details
Start Timetable Day
Day 2 -
Start Date End Date
28/01/2031 12/12/2031
Use Days
sunday Mond The Start Date and End Date were Friday saturday
(W defined in the Management Portal (]

when the Academic Year was set up.

Timetable Type These cannot be changed.

(® Each cycle starts
(O cContinuous

Cancel Create
e —
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Z Configure New Academic Year

Demonstrate Set Up - 2031

Details Default values have been entered
Start Timetable Day for Use Days and Timetable Type.
Day 2 These can be changed if required. -
Start Date .
Click Create
28/01/2031

Use Days
Sunday Monday Tuesday Friday Saturday
] (]

Timetable Type

(8 Each cycle starts on the same calendar day
(O Continuous

IMPORT PARAMETERS

Parameters can be imported from the cloud or from an existing Version 9 file. Checkboxes are used
to select which parameters are imported.

When Timetabling Solutions is being used for the first time, there will be no previous Daily Organiser
data to import. All the parameters will need to be entered manually.

Confi
R Click Yes

Do you wish to import parameters from another Daily Organiser file?

Mo

In this example, parameters will be imported from last year’s Daily Organiser on the web.
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T

—

Import Information

Daily Organiser (Web)

Select a file to import information from

Version 9 Daily Organiser

* Name A Start Date
Demonstrate Set Up (|R) - 2030\ 29/01/2030
Demonstrate SetUp-2030 '\ |29/01/2030
Demonstrate Set Up - 2031 28/01/2031
Junior School - 2031 28/01/72031
Senior School - 2031 28/01/2031

End Date
13/12/2030 12/03/2026
13/12/2030 07/04/2026
12/12/2031 07/04/2026
12/12/2031 07/04/2026
1201272031 12/03/2026

Date Modified

e R

With Daily Organiser (Web) selected, click Name to temporarily sort alphabetically by name.

Click Demonstrate Set Up - 2030 then click Next

BREEEE

L Import Information

Daily Organiser (Web)

Select information to import

Calendar Settings
Unsupervised Classes
Teacher Absence Reasons
Room Availability Reasons
Cancellation Reasons
Teacher Details

Casual Teacher Details

Version 9 Daily Organiser

R A
T3]

\

A list of parameters is
displayed. By default, all
checkboxes are ticked.

The following parameters are available to be imported:

Calendar Settings

Unsupervised Classes: All class codes that were classified as unsupervised in the previous file
or dataset can be imported if the codes are also present in this year’s timetable.

Teacher Absence Reasons

Room Availability Reasons

Cancellation Reasons
Teacher Details: Teacher names, codes and loads are read from the linked published
timetable files. It is recommended that teacher details are NOT imported from the previous
Daily Organiser year as they relate to the previous year’s published timetable.

Casual Teacher Details (Note: Casual teachers used to be referred to as Emergency Teachers)

Timetabling Solutions

Hosted Application
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In this example, Teacher Absence Reasons, Room Availability Reasons, Cancellation Reasons and
Casual Teacher Details will be imported.

LY Import Information

EA
LR

Untick the checkboxes as shown

Daily Organiser (Web) Click Import ser

Select information to import
Calendar Settings

Unsupervised Classes
Teacher Absence Reasons
Room Awailability Reasons
Cancellation Reasons

Teacher Details

EO0EEROO

Casual Teacher Details

Back
® Cycle Start Dates
The default setting in all datasets is the first date is both a cycle start date and an overall
limit start date. .
Click OK
Please go to [2C] Calendar - Start Dates to add additional dates. /
@ Information
Click OK

Import completed /

e
=y

Note: The first date has been set as a default start date because all datasets must have cycle start
dates to ensure replacements are allocated and recorded accurately.
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THE SIDE BAR

The sidebar on the right-hand side of the Home Page is available on all screens. It includes:

e User details

e Icon bar

e Task Tree

e Date Selector

e Daily Organiser Selector

; ; e National Trai
21 Daily Organiser / Demonstrate Set Up - 2031 / Home Page '~é»‘ T.:egﬂ.ig Szﬁ‘(’;lenzﬁmmg
@ 8 h # 4 B
= view Timetables ¢ Publish Daily Organiser: off @ Home Page
5 Open Legacy
IS View Chane 1 Parameters
2 Calendar 4
Th g d h I 3 Unsupervised Classes
2. Import Data e user s name and school are P
4  Reasons 1
displayed at the top of the side bar. 5 TeachersandStden..
Open Organiser Teacher Absences ]
Room Availability ]
Select the campus and academic year you want to view Organiser data for. Cancellations 4
Student Activities 4
Campus Academic Year Reminders

Replacements 4

Student Changes
B3 Junior school B 2030 14 Check

15 Teacher Changes
B3 Demonstrate Set Up 16 Bulletin

17  Selected Day Reports
18 Timetables

19 Teacher Totals

20 Student Activity Totals
21 File Statistics

B3 Demonstrate Set Up (IR}

A 4 4 s aa

The Date Selector and the name of the Daily
Organiser is displayed on the base of the side bar. [————— ¢ Twe®iniluue

> Demonstrate Set Up - 2031 -
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National Trainer

2' Demonstrate Set Up - 2031

a Timetabling Solutions Training
® B8 0 O [
(@ Home Page
1 Parameters
2 Calendar |
3 Unsupervised Classes
4  Reasons |
5 Teachers and Studen... 4
Teacher Absences 4
Room Availability 4
Cancellations 1 <
Student Activities 4
Reminders
Replacements 1
Room Changes 1
Student Changes
14 Check
15 Teacher Changes
16  Bulletin 4
17  Selected Day Reports 1
18 Timetables 4
19 Teacher Totals 1
20  Student Activity Totals 4
21 File Statistics ]
4 Tue 28 Jan D2 (Future) »

-

Hover over any icon
to see its description

Click any task with a EI
to expand the branch

Right click and select Expand All or
Collapse All to change how much of
the Task Tree is displayed

Click the date to display
the date selector

Alternatively, click

E to move back one day or

E to move forward one day

'\

>

<

and then

can be used to minimise the side bar

can be used to expand it.

Click the selector to display all
available Daily Organisers datasets

Timetabling Solutions
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PARAMETERS

Parameters include the date format and casual teacher parameters, which can be edited. It also
includes any calendar parameters which were defined during the set up. These cannot be edited.

® National Trainer
W' Timetabling Solutions Training

r— +

> Demonstrate Set Up - 2031

@ M # 0
(1 Home Page
1 Parameters
2 Calendar 4
3 Unsupervised Classes
4  Reasons 4
5 Teachers and Studen... ]
Teacher Absences 4
Room Availability 1
Cancellations ]
Student Activities |
Reminders
Replacements 1
Room Changes 1
Student Changes
14 Check
15 Teacher Changes
16  Bulletin 4
17 Selected Day Reports |
18 Timetables 4
19 Teacher Totals ]
20 Student Activity Totals 1
21 File Statistics |
4 Tue 28 Jan D2 (Future) »

\ Click [1] Parameters

Timetabling Solutions
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Daily Organiser / Demonstrate Set Up - 2031/ Parameters

General

These are general configuration settings.
Date Format /

Tue 28 Jan

This is the default
date format.

Casual Teacher Parameters

These are configuration settings specific to casual teachers.

Casual Teacher Title /
Casual

Casual Spare Field 1
Teacher Reg No
Casual Spare Field 2
Expiry Date

Casual Spare Field 3

Casual is the default
term for Casual
Teacher Title.

The Casual Spare
Fields were imported
from last year’s Daily

Organiser file.

Calendar Parameters

These are configuration settings specific to the dates and days your Organiser will run for.

Start date
28/01/2031

Start timetable day
Day 2

End date
1211272031

Weekday status

Linked timetable
10 day cycle
Timetable type

The Calendar
Parameters were
defined on set up.
These cannot be

edited.

DATE FORMAT

There are four date formats to choose from. They are selected from the drop-down menu in the

General section.

General

These are general configuration settings.
Date Format

Tue 28 Jan

-

Tue 28 Jan 31

Tussday, 28 January 2031

LA—

Click Tue 28 Jan and the drop-down menu displays alternative date formats
Click Tue 28 Jan again to collapse the drop-down menu

The date will be displayed in this format throughout the app.

Timetabling Solutions
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CASUAL TEACHERS

In the classic version, the term “Emergency Teacher” was used for teachers employed on a casual
basis. In the modern version the default term is “Casual”, which can be changed to reflect the term
used in the school. In this case, CRT will be used.

hese are configuration settings

specific to casual teachers.

Casual Teacher Title

Casual Click the default value Casual and type “CRT”
Casual Spa:m

Note: Casual teachers will now be referred to
as CRTs throughout the app.

Teacher Reg No

Casual Spare Field 2

Expiry Date

Casual Spare Field 3

- ey e T e T e (e L
S8 are contiguration settings Specific to casual rteacners.

Casual Teacher Title

CRT In the Spare Field labels

CRT Spare Field 1 Casual has changed to CRT.
Teacher Reg No

CRT Spare Field 2

Expiry Date

CRT Spare Field 3

This change has been applied throughout the app on the Task Tree and on all screens.

CALENDAR

In Daily Organiser, the calendar can be set to include closure days and weeks. A summary of the
number of occurrences of each timetable day is also provided.

Schools can use this information to decide if the timetable day needs to be changed for a particular
date. Timetable days can then be edited. For example, a Day 1 timetable could be run instead of a
Day 3 timetable on a Wednesday.

Once the calendar is set up, all the date selectors throughout the program will only require a date to
be entered and the correct timetable day will automatically be selected.

E On the Task Tree select:
[2A] Calendar - Timetable Days
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CLOSURE DAYS AND WEEKS

Closure Days refer to any days when the regular timetable is not being run. For example, school
holidays or public holidays. The school holidays are automatically entered as closure days based on
the Term Dates set up in the Management Portal. Closure Days can be entered for single days or for

weeks.

Do not include student free days or sports days as teacher absences may need to be recorded on

these days.

Daily Organiser / Demonstrate Set Up - 2031/ Cal

¥ Closure Z SetTimetable Days

Ne Monday Tuesday Wednesday Thursday Friday
Tue28jan Wed29)an Thu30Jan Fri31 Jan
Mon 03 Feb Tue 04 Feb Wed 05 Feb Thu 06 Feb Fri07 Feb
Mon 10Feb Tue 11 Feb Wed 12Feb Thu 13 Feb Fri14 Feb
Mon 17 Feb Tue 18 Feb Wed 19Feb Thu20Feb Fri21 Feb
Mon 24 Feb Tue 25 Feb Wed 26 Feb Thu 27 Feb Fri 28 Feb
Maon 03 Mar Tue 04 Mar Wed 05 Mar Thu 06 Mar Fri 07 Mar
Mon 10 Mar Tue 11 Mar Wed 12 Mar Thu 13 Mar Fri 14 Mar
Mon 17 Mar Tue 18 Mar Wed 19 Mar Thu 20 Mar Fri 21 Mar
S Mon 24 Mar Tue 25 Mar Wed 26 Mar Thu 27 Mar Fri 28 Mar
10 Mon 31 Mar Tue 01 Apr Wed 02 Apr  Thu 03 Apr  Fri 04 Apr

2
- [N
13 Meon 21 Apr Tue R ed 23 Apr  Thu 24 Apr Fri25 Apr
14 Mon 28 Apr Tue 29 Apr Wed 30 Ap Fri 02 May
15 Mon 05 May Tue 06 May Wed 07 May Thu 08 May
16 Mon 12 May Tue 13 May Wed 14 May Thu 15 May Fri 16 May
17 Mon 19 May Tue 20 May Wed 21 May Thu 22 May Fri 23 May,
18 Mon 26 May Tue 27 May Wed 28 May Thu 29 May

1% Mon 02 Jun Tue03jun Wed 04 Jun Thu05 yms
Mon 09 Jun Tue 10 Jun Wed 11 Jun 12 Jun Fri13 Jun
Mon 16 Jun Tue 17 Jun Wed 18 Thu 19 Jun  Fri20 Jun
Mon 23 Jun fed 25 Jun Thu 26 Jun Fri27 Jun

=

Mon 14 Jul Tue15Jul Wed16Jul Thu17Jul Fri18 Jul
Mon 21 Jul Tue 22 jul Wed23Jul Thu24]jul Fri25]ul

oW r =

Ln

0 0o =

(2]

A L AR
Ln

[+

endar / Timetable Days

[J Show timetable days

Selected date

In future @ School closed

School holidays have been entered as
closure weeks and are shown in red.

Daily Organiser / Demonstrate Set Up - 2031 / Calendar / Timetable Days

X Closure # Set Timetable Days

ednesday Thursday Friday

Thu 30Jan Fri31 Jan
&g FriQ7 Feb

E Week

Mon 03 Feb Tue 04 Feb
Mon 10 Feb Tue 11 Feb Wed 12Feb Thu 13 FeB
Mon 17 Feb Tue 18 Feb Wed 19Feb Thu 20 Feb Fri
Mon 24 Feb Tue 25 Feb Wed 26 Feb Thu 27 Feb
Mon 03 Mar Tue 04 Ma sd-bets u 06 Mar Fri 07 Mar
Mon 10 Mar Tue 11 Mar Wed 12 Mar Thu 13 Mar Fri 14 Mar
Mon 17 Mar Tue 18 Mar Wed 19 Mar Thu 20 Mar Fri 21 Mar
9 Mon 24 Mar Tue 25 Mar Wed 26 Mar Thu 27 Mar Fri 28 Mar
10 Mon 31 Mar Tue 01 Apr Wed 02 Apr  Thu 03 Apr Fri 04 Apr

"
13 Mon 21 Apr Tue 22 Apr Wed 23 Apr Thu 24 Apr Fri 25 Apr

14 Mon 28 Apr Tue 29 Apr Wed 30 Apr Thu 01 May Fri 02 May

oW N

Ln

o 0~

[0 Show timetable days

Selected date

Infuture @ School closed

Monday 10 March is a Public Holiday.

Click Mon 10 March, click Closure then
select Day from the drop-down menu

Timetabling Solutions
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@ Confirm

Are you sure you want to set the Closure Day for Mon 10 Mar?

Mo

Yes

Daily Organiser / Demonstrate Set Up - 2031 / Calendar / Timetable Days

* Closure Z SetTimetable Days i

No Monday Tuesday

1 Tue 28 Jan
2 Mon 03 Feb Tue 04 Feb
3 Mon 10 Feb Tue 11 Feb
4 Mon 17 Feb Tue 18 Feb
5 Mon 24 Feb Tue 25 Feb
6 Mon 03 Mar Tue 04 Mar
7LLORIE Tu? 11 Mar
2 Mon 17 Mar Tue 18 Mar
S Mon 24 Mar Tue 25 Mar

10 Mon 31 Mar Tue 01 Apr

Wed 28 Jan
Wed 05 Feb
Wed 12 Feb
Wed 19 Feb
Wed 26 Feb
Wed 05 Ma
Wed 12 Mar
Wed 19 Mar
Wed 26 Mar
Wed 02 Apr

1
12
13 Mon 21 Apr Tue 22 Apr Wed 23 Apr

Thu 13 Mar
Thu 20 Mar
Thu 27 Mar
Thu 03 Apr
Frtator

Thu 24 Apr  Fri 25 Apr

14 Mon 28 Apr Tue 28 Apr Wed 30 Apr  Thu 01 May Fri 02 May

Wednesday Thursday
Thu 30 Jan
Thu 06 Feb
Thu 13 Feb
Thu 20 Feb
Thu 27 Feb

Friday

Fri31 Jan
Fri 07 Feb
Fri14 Feb
Fri21 Feb
Fri 28 Feb

Fri 14 Mar
Fri21 Mar
Fri 28 Mar

Fri 04 Apr

te All Edits [] Show timetable days

(0 Selected date

Click Yes

@ Infuture @ School closed

Monday 10 March is now a closure day.

Alternatively, a closure day can be
added by double clicking on any date.

Double click Fri 25 April

@ Confirm

Are you sure you want to set the Closure Day for Fri 25 Apr?

Mo

e

Daily Organiser / Demonstrate Set Up - 2031/ Calendar / Timetable Days

¥ Closure # SetTimetable Days i

Ne Monday Tuesday Wednesday Thursday

Wed 20 Jan  Thu 30 Jan
Wed 05 Feb
Wed 12 Feb
Wed 19 Feb
Wed 26 Feb
Wed 05 Mar
Wed 12 Mar
Wed 109 Mar
Wed 26 Mar
Wed 02 4

1 Tue 28 Jan
2 Mon 03 Feb Tue 04 Feb
3 Mon 10 Feb Tue 11 Feb
4 Mon 17 Feb Tue 18 Feb
5 Mon 24 Feb Tue 25 Feb
6 Mon 03 Mar Tue 04 Mar
8 Mon 17 Mar Tue 18 Mar
9 Mon 24 Mar Tue 25 Mar
10 Mon 31 Mar Tue 01 Apr

B vono i [rucca o

Thu 12 Ma

Thu 06 Feb
Thu 13 Feb
Thu 20 Feb
Thu 27 Feb

r

Thu 20 Mar

Friday
Fri31 Jan
Fri 07 Feb
Fri 14 Feb
Fri21 Feb
Fri 28 Feb
Fri 07 Ma
Fri 14 Mar

Fri 28 Mar
Fri 04 Apr

(P4 Mon 14 Apr |Tue 15 Apr (Wed 16 Apr |Thu 17 Apr |Fri 18 Apr
13 Mon 21 Apr Tue 22 Apr Wed 23 Apr Thu 24 Apr [Tt g
14 Mon 28 Apr Tue 29 Apr Wed 30 Apr  Thu 01 May Fri 02 May

Edits [ Show timetable days

() Selected date

Click Yes

@ Infuture @ School dosed

The closure days and
weeks are shown in red.
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Closure days can be removed by

e double clicking on a date
e clicking on a date and selecting Closure — Day

Closure weeks can be removed by

e clicking any date in the week and selecting Closure — Week

TIMETABLE DAYS

Timetable days can also be shown on calendars. This is useful for schools that have a 10 day or a
continuous timetable.

121 Daily Organiser / Demonstrate Set Up - 2031/ Calendar / Timetable Days
X Closure ¢/ Set Timetable Days [ | Show timetable days

Ne Monday Tuesday Wednesday Thursday Friday
Tue28)an Wed 29 ]an Thu30Jan Fri31 Jan
D2 D3 D4 D3

_ Mon03Feb Tue04Feb Wed05Feb Thu06Feb Fri07 Feb
“ D6 D7 D8 D9 D10

Mcn 10 Feb Tue 11 Feb Wed 12Feb Thu 13 Feb Fri 14 Feb
D1 D2 D3 D4 D5

Mon 17 Feb Tue 18 Feb Wed 19 Feb Thu 20 Feb Fri 21 Feb

Dé D7 D& D9 D10
5 Meon 24 Feb Tue 25 Feb Wed 26 Feb Thu 27 Feb  Fri 28 Feb
D1 D2 D3 D4 D5

5 pon e TusORlier Hectsliar TUBEHEr 1 Tick Show timetable days and the timetable

_WTUE 11 Mar Wed 12 Mar Thu 13 Mar F days are now displayed under each date

D2 D3 D4 D|

3 Mon 17 Mar Tue 18 Mar Wed 19 Mar Thu 20 Mar Fri 21 Mar
D& D7 Dg D9 D10

L

I
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SUMMARY

The Summary screen gives details of how many times each timetable day occurs during the year.

E

On the Task Tree select:
[2B] Calendar - Summary

121 Daily Organiser / Demonstrate Set Up - 2031/ Calendar / Summary

No D1 D2 D3 D4 D5 D6 D7 D8 D9 D10
1 Mon 10Feb Tue 28Jan Wed 28 Jan  Thu 30 Jan  Fri31] Mon 03 Feb Tue 04 Feb Wed 05 Feb Thu 06 Feb Fri 07 Feb
2 Mon 24Feb Tue 11 Feb Wed 12Feb Thu13Feb Fri14Feb Weon 17 Feb Tue 18 Feb Wed On this screen the headings are
3 Mon 24 Mar Tue 25 Feb Wed 26 Feb Thu 27 Feb Fri 28 Feb Mom\Q3 Mar Tue 04 Mar We .
4 Mon 21 Apr Tue 11 Mar Wed 12 Mar Thu 13 Mar Fri 14 Mar Mon - Tueizmar weg  the timetable days and the
5 Man 05 May Tue 25 Mar Wed 26 Mar Thu 27 Mar Fri 28 Mar Mon 31 Mar\Jue 01 Apr Wed dates that each timetable day
6 Maon 19 May Tue 22 Apr Wed 23 Apr Thu 24 Apr Fri 09 May Mon 28 Apr Tu Wed occurs are listed below.
7 Mon 02 Jun Tue 06 May Wed 07 May Thu 08 May Fri 23 May Mon 12 May Tue 13Way Wed
8 Mon 16 Jun  Tue 20 May Wed 21 May Thu 22 May Fri06Jun Mon 26 May The total number of
9 Mon 14 Jul TuelO3Jun Wed04)un ThuO5jun Fri20Jun Mon0%Jun Tue10jun W .
10 Mon 28Jul  Tue17Jun Wed 18Jun Thu19jun Fri18Jul Man23jun Tue 24 Jun occurrences for each timetable
11 Mon 11 Aug Tue 15Jul  Wed 16Jul  Thu17jul  FriD1 Aug Mon 21 Jul wed  day is displayed at the base of
2 Mon 25 Aug Tue 29 Jul Wed 20 Jul  Thu 31 Jul  Fri15Aug Mon 04 A ue 05 Aug Wed each column.
13 Mon 08 Sep Tue 12 Aug Wed 13 Aug Thu 14 Aug Fri20 Aug M Aug Tue 19 Aug Wed
14 Mon 06 Oct Tue 26 Aug Wed 27 Aug Thu 28 Aug Fri12 Sgg”Mon 01 Sep Tue 02 Sep Wed Note: There are fewer Day 1's
15 Mon 20 Oct Tue 09 Sep Wed 105ep Thu 11 Sep Maon 155ep Tue 165ep Wed .
16 Mon 03 Nov Tue 07 Oct Wed 08 Oct Thu 0 Fri240ct Mon130c Tuei20c wed thanany otherday in the cycle.
17 Mon 17 Nov Tue 21 Oct Wed 22 Oct u230ct Fri07 Nov Mon 27 Oct Tue 28 Oct Wed
18 Mon 01 Dec Tue 04 Nov Wed 0 w Thu 06 Mov Fri 21 Nov Mon 10 Naov Tue 11 Nov Wed 12 Nov Thu 13 Nov Fri 14 Nov
19 Tue 18 NoyAfled 19 Nov Thu 20 Mov Fri 05 Dec Mon 24 Nov Tue 25 Nov Wed 26 Nov Thu 27 Nov Fri 28 Nov
2 Tu Wed 03 Dec Thu 04 Dec Mon 08 Dec Tue 09 Dec Wed 10Dec Thu 11 Dec Fri12 Dec
18 20 20 20 19 20 20 20 20 20

EDIT ATIMETABLE DAY

Sometimes, a school may decide to change which timetable runs on a particular day to balance the
number of occurrences of each timetable day in a semester or year. For example, a Day 1 (D1)
timetable could run instead of Day 3 (D3) on a Wednesday.

E

On the Task Tree select:
[2A] Calendar - Timetable Days
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Daily Organiser / Demonstrate Set Up - 2031 / Calendar / Timetable Days

* Closure & SetTimetable Days i t O Edits Show timetable days 0 Selected date @ Infuture @ School closed
No Monday Tuesday Wednesday Thursday Friday
1 Tue 28 Jan Wed 28 Jan  Thu 30Jan Fri31]an
D2 D3 D4 D5

2 Mon 03 Feb Tue 04 Feb Wed 05Feb Thu 06 Feb Fri07 Feb

D6 D7 [o}:3 D9 D10
3 Mon 10 Feb Tue 11 Feb Wed 12 Feb Thu 13 Feb Fri14 Feb

D1 D2 D3 D4 D5 .

Mon 17 Feb Tue 18 Feb Wed 19 Feb Thu 20 Feb Fri21 Feb CIICk Wed 12 Mar D3 and a

D& D7 D& D9 D10

drop-down menu appears

5 Mon 24 Feb Tue 25 Feb Wed 26 Feb Thu 27 Feb Fri 28 Feb

D1 D2 D3 D4 D5
& Mon 02 Mar Tue 04 Mar Wed 05 Mar Thu 06 Mar Select D1

D6 D7 D8 D9

- Tue 11 Mar Wed 12 Mar
D2 iE

Mon 17 Mar Tue 18 Mar Thu 20 Mar Fri21 Mar

D6 D7 D9 D10
D2
o Mon 24 Mar Tue 25 Mar Thu 27 Mar Fri 28 Mar
D1 D2 D5
10 Mon 31 Mar Tue 01 Apr 4 Thu 03 Apr  Fri04 Apr
D9 D10

D6 D7
D5
T Mon 07 Apr | Tue 08 Api
D6
' e 7
8

Mon 21 Apr Tue 22 Apr D

13
D1 D2 Do

14 Mon 28 Apr Tue 29 Apr D10 Thu 01 May Fri 02 May
D6 D7 (I D10

@ Confirm

You are about to change the day for Wednesday 12 Mar from D3 to D1.

This will update any Daily Organiser data for the date to reflect the new timetable.

Click Yes
Do you want to proceed? /
o
Daily Organiser / Demonstrate Set Up - 2031 / Calendar / Timetable Days
% Closure 2 SetTimetable Days i Tl Delete All Edits Show timetable days | (0 Selected date @ Infuture () Timetable day edic @ School closed

No Monday Tuesday Wednesday Thursday Friday

Tue28jan Wed289)an Thu30Jan Fri31Jan
D2 D3 D4 D5

2 Mon 03 Feb Tue 04 Feb Wed 05 Feb Thu 06 Feb Fri 07 Feb
D6 D7 D8 D9 Di0

3 Mon 10 Feb Tue 11 Feb Wed 12Feb Thu 13 Feb Fri 14 Feb
D1 D2 D3 D4 D5

a Mon 17 Feb Tue 18 Feb Wed 19 Feb Thu 20 Feb Fri 21 Feb
D6 D7 D8 D9 D10

5 Mon 24 Feb Tue25Feb Wed26Feb Thu27Feb Fri2s Feb Wed 12 Mar is now a D1
D1 D2 D3 D4 D5 T
and is highlighted yellow.

6 Mon 03 Mar Tue 04 Mar Wed 05 Mar Thu 06 Mar Fri 07 Mar
D& D7 Da D9

7 [LGLRIREY Tue 11 Mar Wed 12 Mar Fri 14 Mar
D2 D1 D4 D5

8 Mon 17 Mar Tue 18 Mar Wed 19 Mar Thu 20 Mar Fri 21 Mar
D& D7 D2 D9 D10
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Note: The timetable days for a range of dates can be changed by using Set Timetable Days. This can
be useful if a school wants to start each term or semester on Day 1 of a cycle.

E On the Task Tree select:
[2B] Calendar - Summary

Daily Organiser / Demonstrate Set Up - 2031 / Calendar / Summary
Timetable day edit

Ne D1 D2 D3 D4 D5 De D7 D8 D9 D10

Mon 10Feb Tue 28 Jan Wed 29]Jan Thu 30Jan Fri31)an Mon 03 Feb Tue 04 Feb Wed 05 Feb Thu 06 Feb Fri 07 Feb
Mon 24 Feb Tue 11 Feb Wed12Feb Thu 13 Feb Fri14Feb Mon 17Feb Tue 18 Feb Wed 19 Feb Thu20Feb Fri21 Feb
Wed 12 Mar Tue 25 Feb Wed 26 Feb Thu 27 Feb Fri 28 Feb Mon 03 Mar Tue 04 Mar Wed 05 Mar Thu 06 Mar Fri 07 Mar
Mon 24 Mar 11 Mar Wed 26 Mar Thu 13 Mar Fri 14 Mar Mon 17 Mar Tue 18 Mar Wed 19 Mar Thu 20 Mar Fri 21 Mar
Meon 21 Apr Tue 25 Wed 23 Apr Thu 27 Mar Fri 28 Mar Mon 31 Mar Tue 01 Apr Wed 02 Apr Thu 03 Apr Fri 04 Apr
Mon 05 May Tue 22 Apr 07 May Thu 24 Apr Fri 09 May Mon 28 Apr Tue 29 Apr Wed 30 Apr Thu 01 May Fri 02 May
Meon 19 May Tue 06 May Thu 08 May Fri 23 May Mon 12 May Tue 13 May Wed 14 May Thu 15 May Fri 16 May
Mon 02 Jun  Tue 20 May Wed 04 Jun Fri 06 Jun Mon 26 May Tue 27 May Wed 28 May Thu 29 May Fri 30 May
Mon 16 Jun Tue 03 Jun Wed18]Jun Thu O Fri 20 Jun Mon 09 ]Jun Tue 10Jun Wed 11 Jun Thul12jun Fri13]Jun
Mon 14 Jul  Tue 17 Jun Wed 16 Jul  Thu 19 Jun Wed 25 Jun Thu 26 Jun  Fri 27 Jun
Mon 28 Jul  Tue15Jul  Wed 30 ]Jul  Thu 17 Jul Wed 23 Jul Thu24jul  Fri25]ul
Meon 11 Aug Tue 29 Jul  Wed 13 Aug Thu 31 Jul Wed 06 Aug Thu 07 Aug Fri 08 Aug
Mon 25 Aug Tue 12 Aug Wed 27 Aug i 28 Atg—wmormm oo —ToeT=rmg- Wed 20 Aug Thu 21 Aug Fri 22 Aug
Mon 08 Sep Tue 26 Aug Wed 10 5ep i125%ep Mon015ep Tue025=p Wed035ep ThuO45sp Fri055ep
Mon 06 Cct Tue 09 Sep Wed 08 Oct Fri10 Ot Mon 155ep Tue 165ep Wed 17 Sep Thu 185ep Fri19 Sep
Mon 20 Oct Tue 07 Oct Wed 22 Fri24 Oct Mon 13 0ct Tue 14 Oct Wed 150ct Thu 16 Oct Fri 17 Oct
Meon 03 Nov Tue 21 Oct Fri 07 Mov Mon 27 Qct Tue 28 Oct Wed 29 Oct Thu 30 Oct Fri 31 Oct
Mon 17 Nov Tue 04 Noyg Wed 19 Nov 6 Mov Fri 21 Nov Mon 10 Nov Tue 11 Nov Wed 12 Nov Thu 13 Nov Fri 14 Nov
Mon 01 Dec Tue 1 Wed 03 Dec T 20 Nov Fri 05 Dec Mon 24 Nov Tue 25 Nov Wed 26 Nov Thu 27 Nov Fri 28 Nowv
Thu 04 Dec Mon 08 Dec Tue 09 Dec Wed 10 Dec Thu 11 Dec Fri 12 Dec
19 20 19 20 19 20 20 20 20 20

-

]

oo =~ o W

=
(=]

The summary has
been updated.

- =
[

RO O R A ey
2 =~ o U oW

-
o

[f

(=]
=

CYCLE START DATES

In Daily Organiser, cycle start dates are used to reset cycle-based information for allocating
replacements. When a new cycle start date is reached, uncounted and counted replacement cycle
limits are reset. The first date is set as a cycle start date by default when the Daily Organiser is
created.

Usually, the cycle length in the Daily Organiser is the same as the timetable cycle length specified in
the published timetable file — but they can differ. If this is the case, it is important to ensure that
uncounted and counted cycle limits are correct for the cycle length specified in the Daily Organiser.

Cycle start dates can be automatically set to start on:

e the same calendar day each week, which is ideal for a 5 day timetable.
e the same timetable day each cycle, which is ideal for a 10 day cycle or continuous timetable.

They can also be set manually.
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E On the Task Tree select:
[2C] Calendar - Start Dates

Daily Organiser / Demonstrate Set Up - 2031/ Calendar / Start Dates

Cycle Limit Overall Limit * / SetCycle Dates Show Timetable Days () Selected date @ In future () Timetable day edit @ School closed () Cycle start day

No Monday Tuesday Wednesday Thursday Friday

1 Tue 28 Jan [J wed 29 Jan Thu 30 Jan [J Fri31Jan

D2 D3 D5
2 [J Mon03Feb (] Tue 04 Feb [J wed05Feb (] Thu [J Frio7 Feb
D6 D7 D8 D9 D10
3 0 Mon10Feb  [J Tue 11 Feb O wed12Feb [ Thu 13 Feb \ [0 Fri 14 Feb
D1 D2 D3 D4
4 0 Mon17Feb (] Tue 18 Feb [0 wed19Feb ] Thu 20 Feb
D6 D7 D8 D9 .
5 (0 Men24Feb [ Tue 25 Feb [0 wed26Feb  [J Thu 27 Feb Cth Set Cyde Dates
D1 D2 D2 D4 D5
& [0 Mono3Mar [] TueoaMar [J wedosMar [J ThuotMar [J Frio7 Ma
D6 D7 D8 D9 D10

7 (TEORDICETIN (] Tue 11 Mar  [J wed12Mar [ Thu13Mar  [J Fri 14 Mar
D2 D1 D4 D5

g8 O Mon17Mar [] Tue18Mar [J wed19Mar [J Thu20Mar  [J Fri21 Mar

D6 D7 D8 D9 D10
9 [J Mon24Mar [] Tue25Mar [J Wed26Mar [] Thu27Mar  [J Fri 28 Mar
D1 D2 D3 D4 D5

10 [J Mon31 Mar (] Tue 01 Apr [J wed 02 Apr (] Thu 03 Apr [ Frio4 Apr

D6 D7 D8 D9 D10
11 Mon 07 Apr Tue 08 Apr ‘Wed 09 Apr Thu 10 Apr Fri11 Apr
12 Mon 14 Apr Tue 15 Apr Wed 16 Apr

-
13 [J Mon21 Apr (] Tue 22 Apr

[ wed 23 Apr

[ Thu 24 Apr Fri 25 Apr
D1 D2 D3 D4

ty Set Cycle Dates |
Select Each cycle starts on the same timetable day
and select Day 1 from the drop-down menu
The linked timetable file has a 10 day cycle .
Click Save

() Each cycle starts on the same calendar day
@ Each cycle starts on the 5 metable day
Day 1 -

@ Confirm

One or more Day 1s are school closure days. Set the cycle to start on the next day that is Click Yes

not a school closure day? /
-

Timetabling Solutions Hosted Application Page 50 of 328



Daily Organiser Lesson 1

E’] Daily Organiser / Demonstrate Set Up - 2031 / Calendar / Start Dates

Overall Limit * | # setCycle Dates Show Timetable Days Selected date In The fIrSt date was aUtomatlca”y
No Monday Tuesday Wednesday Thursday Frid made a cyCIe Start date
1 Tue 28 Jan Thu 30 Jan [ Fri31jan
D2 D3 D4 D5
2 [J Mon 03 Feb (] Tue 04 Feb (] wed 05 Feb [J Thu 06 Feb [J Fri07 Feb
D6 07 o8 Do D10 Most cycles start on a D1.
3 Mon 10 Feb i Tue 11 Feb [ wWed 12 feb—F-FrTS7ED [7J Fri 14 Feb
D1 D2 D3 D4
4 [J Mon17Feb [ Tue 18 Feb [J wed 19 Feb 0 Feb [ Fri21 Feb
D6 D7 De D10 .
= Maon 24 Feb [] wed 26 Feb [J Thu 27 Feb [ Fri28 Feb When Dl ISa Closure dayl the
D1 D2 D3 D4 D5 H
6 [J Mon03Mar  [] Tue 04 Mar [J wedosMar  [] Thu 06 Mar T ar nEXt day Is SeIeCted
D7 D8 9 D10

D&
7 Tue 11 Mar Wed 12 Mar  [] Thu 13 Mar [J Fri14 Mar
D2 D1 D4 D5

g8 O Mon17Mar (] Tue 18 Mar [ wed 19 Mal Thu 20 Mar [ Fri21 Mar

D6 D7 D38 D! D10
e} Mon 24 Mar  [] Tue 25 Mar [J wed 26 Mar  [] Thu 27 Mar Fri 28 Mar

o 0 s e Wed 12 Mar has been changed
10 [J Mon 31 Mar [ Tue 01 Apr (] wed 02 Apr [J Thu 03 Apr [J Frio4 apr

toaD1.

D7 Dg D9 D10

D6

11 Mon 07 Apr Tue 08 Apr Wed 09 Apr Thu 10 Apr Fri11 Apr

b

13 Mon 21 Apr [ Tue 22 Apr [J wed 23 Apr [ Thu 24 Apr Fri 25 Apr
D1 D2 D3 D4

@ Daily Organiser / Demonstrate Set Up - 2031 / Calendar / Start Dates

Untick the checkbox as the
previous day is a cycle start date

Cycle Limit Overall Limit * # Set Cycle Dates L] Show Timetable Days Selected date In future Timetable day edit @ Scheol closed Cycle start day

No Monda Tuesday Wednesday Thursday

1 Tue 28 Jan [J Wed 28 Jan [ Thu 30]Jan

2 [J Mon 03 Feb (] Tue 04 Feb [J wed 05 Feb [ Thu 06 Feb ]

3 Mon 10 Feb [ Tue 11 Feb [J wed12Feb [ Thu 13 Feb [ Fri14 Feb

4 (J Mon17Feb (] Tue 18 Feb [J wed 19 Feb [J Thu 20 Feb [J Fri21 Feb UntICk ShOW Timetable Days
5 Mon 24 Feb  [J Tue 25 Feb [J wed26Feb [ Thu 27 Feb [ Fri28 Feb

6 [(J Mon 03 Mar [ Tue 04 Mar [ wed 05 Mar  [] Thu 06 Mar [ Fri07 Mar

7 SR ) ue 11 Mar Wed12Mar (] Thui3Mar  [J Fri14 Mar

3 0O Mon17Mar  [] Tue 18 Mar O wed1aMar [ Thu20Mar  [J Fri21 Mar

9 Mon 24 Mar  [] Tue 25 Mar [J wed 26 Mar  [] Thu 27 Mar [J Fri2g Mar
10 [J Mon 31 Mar ] Tue 01 Apr [J wed 02 Apr [ Thu 03 Apr [ Frio4 Apr

11 Mon 07 Apr Tue 08 Apr Wed 03 Apr Thu 10 Apr Fri 11 Apr
-

13 ) Mon21Apr [] Tue22Apr  [] Wed23Apr  [] Thu 24 Apr

UNSUPERVISED CLASSES

An unsupervised class is a class that does not require supervision if their regular teacher is absent.
Any class entered in this section will not appear on the list of classes requiring a replacement on
[11A] Replacements - Assign but will be listed as not requiring supervision on [14] Check.

E On the Task Tree select:
[3] Unsupervised Classes
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Daily Organiser / Demonstrate Set Up - 2031 / Unsupervised Classes

+ Add \

Mo unsupervised classes have been entered,

Click Add

Select Roll Class

12
11
104
108
10C
10D
9A
9B
aC
aD
8A
8B
ac

O Sert = Display

Close

Select 12 and
click Apply

=% Select Classes

Available (42)

12HRM1D
T12INF1A
12L5T1A
12MAATA
12MAATB
12ZMAGTA
12ZMAGTEB
12MAXTA
12ZMTETA
120ED1A
12PED1A
12PED1B
12PHY1A
12PHY1R

[=] Display [ sort

v= selected (0) 4

Scroll down in the Available box,

click 12MAX1A and click
to add the class to the Selected box
or alternatively double click
12MAX1A

Close Apply
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—

=% Select Classes

Available (41) A= Selected (1) #

12L5T1A 1ZMAXTA

12ZMAATA
12MAATE 12MAX1A is now in
12ZMAG1A the Selected box.

2MAGT .
12MTE1A

120ED1A
12PED1A
12PED1B
12PHY1A
12PHY1B
12P5T1A
12P5T1E
12P5T1C

2] Display [] sort

rf*__' Daily Organiser / Demonstrate Set Up - 2031 / Unsupervised Classes

+ Add M Delete All
12MAX1A is now an

Ay el skes chass / unsupervised class.
112 12MAX1A

When the teacher of 12MAX1A is absent, it will not appear in the list of classes needing
replacements.

REASONS

Reasons must be recorded for all teacher absences, room availability changes and lesson
cancellations. The reason name or code can be displayed throughout the app. Reasons can be
imported or entered manually.

When Daily Organiser is used for the first time, there will be no previous Daily Organiser data to
import so teacher absence reasons will need to be entered manually. In this example, reasons were
imported when parameters were imported earlier in the lesson.
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TEACHER ABSENCE REASONS

New reasons can be added at any time. They can be placed before or after existing records or at the
top or bottom of the list.

E On the Task Tree select:
[4A] Reasons - Teacher Absence

r._L_' Daily Organiser / Demonstrate Set Up - 2031 / Reasons / Teacher Absence

+ Add = Sort
No ~ Code Reason ® Count

i CL Carer's Leave No
2 LEAVE Personal Leave No
3 PL Professional Learning No
4 EXC Excursion No
Z ;’:::ET :;:m Veeting :Z The teacher absence reasons are in
7 SMEET Student Meeting o the same order as they were in the
8 PPT  Professional Practice Time No previous Dain Organiser file.
9 CAMP Camp No

10 EXAM Examination No

11 YLA Year Level Activity No

12 OR Orientation No

13 WE Work Experience Visit No

14 F Funeral No

15 |D Jury Duty No

16 LWP Leave Without Pay No

17 STL Study Leave No

18 LSL Long Service Leave No

19 BUS Bus Driver Yes

r.l_' Daily Organiser / Demonstrate Set Up - 2031 / Reasons / Teacher Absence

+ Add [ Delete = Sort

No ~ Code Reason * Count

1ol essarctoave Click in the first cell
2 LEAVE Personal Leave Mo then click Add

3 PL Professional Learning No

4 EXC Excursion No
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Add Reason Code

Code* Reason® Count
No v« The green cells are
required fields, and the
O) Before @ after () T0 record buttons are

inactive until the required
fields are entered.

Cancel

Type “MTR” for the Code and
“Mentor” for the Reason

Click the Count drop-down menu

Add Reason Code and select Yes
Code*‘M\ount
MTR Mentor Yes v

(O Before () After (@) Top (O Bottom

Cancel Record and Mext Record and Close

| v
Select Top to add the new
reason to the top of the list

Click Record and Close
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E_TI Daily Organiser / Demonstrate Set Up - 2031/ Reasons / Teacher Absence

+ Add [l Delete = sort
No ~ Code Reason * Count

1|MTR  |Mentor Yes The new reason has
2 L Carer's Leave No \ been added to the
3 LEAVE Personal Leave No top of the list.

4 PL Professional Learning No

5 EXC Excursion Mo

6 LATE Late No

7 PMEET Parent Meeting No

8 SMEET Student Meeting Mo

For each teacher absence reason, the count value can be set as Yes or No. For most absence reasons
the count is No.

For all absence reasons, the teacher is made absent and replacement teachers will be allocated to all
classes for the absence.

When the count is Yes, the absent teacher is also compensated for any non-teaching periods that
they have lost. The absent teacher will be given one counted replacement for each free period they
are absent.

In this example, when a mentor gives up a non-teaching period to mentor a new teacher, the school
wants it to count towards their cycle limit and overall limit.

Note: Alternatively, in some schools, a mentor is given an Unscheduled Duty in the timetable file. As
a result, individual periods do not have to be recorded.
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SORT TEACHER ABSENCE REASONS

Teacher absence reasons can be sorted alphabetically, or individual reasons can be moved up or
down the list. In this list, the reasons have been manually sorted so that the most frequently used
reasons are towards the top of the list.

E_ZT Daily Organiser / Demonstrate Set Up - 2031 / Reasons / Teacher Absence

+ Add [ Delete = Sort
L]
No ~ Code Reason VM Click Sort
1|MTR  |Mentor Yes
2 CL Carer's Leave No
3 LEAVE Personal Leave Mo
4 PL Professional Learning No
5 EXC Excursion MNo
6 LATE Late Mo
7 PMEET Parent Meeting No
8 SMEET Student Meeting Mo
= Sort
= Sort Ascending = Sort Descending s\ Move Down C Clear
°* No ~ Code Reason Count
1 MTR Mentor Yes
2 CL Caref{s Leave Mo
3 LEAVE Personal Leave No
4 PL Profess\onal Learning No
5 EXC Excursio Mo
6 LATE Late No
7 PMEET Parent Mekting Mo
8 SMEET Student M No
9 PPT Professional\Practice Mo
10 CAMP Camp No
11 EXAM Examination Mo

AT A

LW R I ) [T A

Click Mentor then click Move Down five times
to move the reason down the list below Late

Click OK

Timetabling Solutions

Hosted Application
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rf*__' Daily Organiser / Demonstrate Set Up - 2031/ Reasons / Teacher Absence

+ Add [l Delete = Sort
No ~ Code Reason * Count

T CL Carer's Leave Mo

2 LEAVE Personal Leave Mo

3 PL Professional Learning No Mentor has now

4 EXC  Excursion No moved down the list.
5 LATE Late No

6 MTR Mentor Yes

7 PMEET Parent Meeting No

8 SMEET Student Meeting Mo

ROOM AVAILABILITY REASONS

A class can be removed from a room and the room can be made available or unavailable for other
classes. When removing classes from rooms, room availability reasons must be entered.

E On the Task Tree select:
[4B] Reasons - Room Availability

rf*__' Daily Organiser / Demonstrate Set Up - 2031 / Reasons / Room Availability
+ Add = Sort

No A Code Reason
1 MAINT Maintenance

2 EXAM Examination

ASS  Assembly The room availability
NAPLAN NAPLAN Testing reasons were imported

a4
5 YLA Year Level Activity / earlier in the lesson.
6

SWAP Room Swap

L

7 G5 Guest Speaker
8 HIRE Hire Room

9 MUS Music Concert
10 OR Orientation

11 PG Performance Group
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CANCELLATIONS

When a class is cancelled a reason must be entered.

E On the Task Tree select:
[4C] Reasons - Cancellations

r.l_' Daily Organiser / Demonstrate Set Up - 2031/ Reasons / Cancellations
+ Add = Sort

No ~ Code Reason

The lesson cancellation
1 EXC Excursion .
reasons were imported

2 EXAM Examination L.
earlier in the lesson.
ASS Assembly

4 NAPLAN NAPLAN Testing
5 YLA Year Level Activity
6 CAMP Camp

w

I CE Careers Expo

8 LEAD Leadership Day
9 OR Orientation

10 5D Study Day

11 WE Work Experience

Reasons can be added or edited at any stage. If a reason has been used at any stage it can be edited,
but it cannot be deleted without first assigning a replacement reason. This is because otherwise,
historical data relating to that reason would be lost.

If a reason must be deleted, then it should only be done when a Daily Organiser is first created.
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PROFESSIONAL LEARNING OBJECTIVES

e Understand the different types of replacements

e Setreplacement and eligibility limits for teachers

e Discuss making changes to Uncounted, Cycle Limit and Overall Limit
e Discuss the impact of Industrial Agreements on replacements

e Customise the display

e Set Cycle Limits and Overall Limits for counted replacements
e Utilise the Sort function

e Use the Quick Edit function

e Set uncounted replacement limits

e Make staff ineligible for all replacements

e Make a teacher ineligible for counted replacements only

e Add a casual teacher
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TEACHER DETAILS

Teacher details are available in Daily Organiser through the linked published timetable. These details
include teacher code, name, proposed load, actual load and email. Other teacher details such as the

number of uncounted replacements, cycle limit, overall limit for counted replacements and casual

teacher details are entered directly into Daily Organiser.

B

E

Open:
Demonstrate Set Up - 2031
Date: Tue 28 Jan D2 (Future)

On the Task Tree select:
[5A] Teachers and Students - Teachers

E‘ Daily Organiser / Demonstrate Set Up - 2031/ Teachers and Students / Teachers

£ Calculate Uncounted = Sort Email Columns selected: 17 of 19 Underload Excess

® No ~ Teacher Family Name FirstName Code ProposedLoad ® Actualload ° Difference ® Eligible * Priority * Uncounted

1 ADAR
2 ALDD
3 ATKD
4 BAKC
5 BELH
6 BOSS
7 BOY)

]
Adams Rod ADAR 25.00 25.00 0.00 100 0.00
Alderson David ALDD 50.00 50.00 0.00 100 0.00
Atkinson Danielle  ATKD 50.00 50.00 0.00 100 0.00
Baker Catherine  BAKC 0.00
Bell Heather BELH 0.00
Boswick sam BOSS 0.00
Boyle 0.00

Joanne BOY]

* cycle Limit " Overall L

NA
NA
NA
NA
NA
NA
NA

VR WNaD *
o @

National Trainer

Timetabling Solutions Training

Home Page
Parameters

Calendar
Unsupervised Classes
Reasons

Teachers and Students

B CRT
C Inactive Teachers
D Students

Note: The information in the white cells is imported from the linked published

timetable file and cannot be edited.

Cells with a yellow background can be edited by typing directly into the cells.

B M # 0

-

-

CUSTOMISE THE DISPLAY

The information displayed on the screen can be customised by changing the display settings and by
changing the columns selected. The default settings are displayed.

T_f_“ Daily Organiser / Demonstrate Set Up - 2031 / Teachers and Students / Teachers

#8 Calculate Uncounted = Sort £ Email Columns selected: 17 of 19 underload Excess

®No A Teacher Family Name FirstName Code ProposedLoad ® ActualLoad ° Difference ° Eligible ° Priority * Uncounted

1 ADAR
2 ALDD
3 ATKD
4 BAKC
5 BELH
6 BOSS
7 BOY)

* Cycle Limit * overall L

Adams Rod ADAR 25.00 @

Alderson David ALDD 50.00 Click to open the

Atkinson Danielle  ATKD 50.00

Baker Catherine  BAKC 25.00 D|sp|ay Settings NA
Bell Heather ~ BELH 50.00 NA
Boswick Sam BOSS 50.00 NA
Boyle Joanne 80Y) 50.00 46.00 -4.00 100 0.00 NA

o) Qe

UEwWN 2D

National Trainer
Timetabling Solutions Training

Home Page
Parameters

Calendar
Unsupervised Classes
Reasons

Teachers and Students

B CRT
C  Inactive Teachers
D  Students

B & # 0

Il

&=

4

4

-
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& Display Settings

Teachers The default setting for Teachers is Code.
® Code O Name
Format: Note: If Name is chosen, can be used to change
LastName ¢ FirstNa the format to First Name/Last Name and the checkbox
[ include title 4~ can be ticked to include the teacher title if required.
Show Additional Information

[0 Teacher Load [J Teacher Count

.O Cancel m Save For All

Select Name

. . Click Save For All to apply this display setting to all screens
E Display Settings

Teachers
O Code

Danton, Margaret

Format:

Last Name First Name

&
O Include title

Show Additional Information
[0 Teacher Load [J Teacher Count

.O Cancel Save For All

Daily Organiser / Demonstrate Set Up - 2031 / Teachers and Students / Teachers

¥ Quick Edit 8 Calculate Uncounted = sort B Email Columns selected: 17 of 19 © uUnderload ) Excess

* No ~ Teacher Family Name First Name Code Proposed Load ® Actual Logd ° Difference * Eligible ° Priority ® Uncounted ° Cycle Limit "

= =
1 Adams, Rod Adams Rod ADAR 25.00 1 0.00 100 0.00 NA
2 alderson, David gAlderson 50.00 0.00 100 0.00 NA
3 Atkinson, Danielle Atkinson 50.00 0.00 100 0.00 NA
4 Baker, Catherine Baker Catherine 25.00 0.00 100 0.00 NA
5 Bell, Heather Bell Heather BELH 50.00 0.00 100 0.00 NA
6 Boswick, Sam Bog . . 0.00 NA
. [T— The teacher names are now displayed in the Teacher column. | - e
8 Burrows, Kelly Bur 0.00 NA

The information displayed on the screen can be personalised
by selecting or deselecting columns.

Click Columns selected: 17 of 19
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Columns Displayed Columns Displayed
salect / Deselect All [] select s Deselect All
Family N [] Family Name
First Name L] First Name
All available To hide a column,
Propo columns are Proposed Load untick the
Actual Loa selected. Actual Load corresponding
i Difference checkbox.
LGEiE T Teacher and b
o ~] Eligible .
Btk Code are Untick the
i . . ~] Priority
Priority required fields ] checkboxes as
+] Uncounte
Uncounted and must be o shown
Cycle Limit displayed Cycle Limit
Overall Limit Overall Limit Click OK
Phone [] Phone
Maobile [] Mobile
Other Phone L] oOther Phone
Email [1 Email
staff Room [] staff Room
Daily Organiser / Demonstrate Set Up - 2031/ Teachers and Students / Teachers
¥ Quick Edit & Calculate Uncounted = Sort B Email Columns selected: 10 of 19 ) Underload ) Excess
® No A Teacher Code Proposed Load ® Actual Load " Difference * Eligible ® Prig rity ® Uncounted * Cycle Limit * overall Limit
= =
1 Adams, Rod ADAR 25.00 25.00 0.00 100 0.00 NA NA
2 Alderson, David  ALDD 50.00 50.00 0.00 100 0.00 NA NA
3 Atkinson, Danielle ATKD 50.00 50.00 100 0.00 NA NA
4 Baker, Catherine  BAKC 25.00 25.00 100 0.00 NA NA
5 Bell, Heather BELH 50.00 50.00 100 0.00 NA NA
6 Boswick, Sam BOSS 50.00 50.00 100 0.00 NA NA
7 Boyle, Joanne BOY) 50.00 46.00 100 0.00 NA NA
8 Burrows, Kelly BURK 5 100 0.00 NA NA

Only the 10 selected
columns are displayed.
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ADDITIONAL INFORMATION BOX

On selected screens throughout the app, the Additional Information box displays relevant
information.

El] Daily Organiser / Demonstrate Set Up - 2031/ Teachers and Students / Teachers

¥ Quick Edit 8 Calculate Uncounted = Sort (M Email Columns selected: 10 of 19 Underload Excess
*No ~ Teacher Code Proposed Load ® Actual Load ° Difference ° Eligible ° Priority ® Uncounted * Cycle Limit * overall Limit
= &
1 Adams, Rod ADAR 25.00 25.00 0.00 NA NA
2 Alderson, David  ALDD 50.00 50.00 0.00 NA NA
3 Atkinson, Danielle ATKD 50.00 50.00 0.00 NA NA
. . .. 0.00 10, . - MA
Click NA in the Cycle Limit Column for Additional Information © B x "
. . &
teacher Rod Adams Adjustment History (Adams, Rod) NA
NA
The Additional Information box : = No adjustment history n
appears as a floating box. It displays 0.00 NA
1 R R 0.00 NA
the Adjustment History for Rod Adams.
1 2.00 NA
e — : : 0.00 NA
13 Clark, Allison CLAA 35.00 35.00 0.00 NA
14 Clark, Megan CLAM 50.00 50.00 0.00 NA
15 Connolly, Jenny CONJ 50.00 50.00 0.00 NA
16 Cooke, Dennis CooD 50.00 48.00 -2.00 NA
17 Dalton, James DAL 50.00 50.00 0.00 NA
18 Edwards, John EDW) 50.00 50.00 0.00 NA
19 Feng, Jenny FENJ 50.00 50.00 0.00 NA
20 Fraser, Melissa FRAM 50.00 48.00 -2.00 J MA
21 Gibson, Monique GIBM 50.00 50.00 0.00 TOw UoU A NA

The Additional Information box can be displayed:

e As a floating box
o Locked to the right, left or base of the screen
e Asa pop out window that can be moved anywhere on the screen, or to a second screen

El:f Daily Organiser / Demonstrate Set Up - 2031/ Teachers and Students / Teachers

¥ Quick Edit 8 Calculate Uncounted = Ssort M Email Columns selected: 10 of 19 Underload Excess
® No A Teacher Code Proposed Load ® Actual Load " Difference ° Eligible ¢ Priority * Uncounted * Cycle Limit * overall Limit
= =
1 Adams, Rod ADAR 25.00 25.00 0.00 100 0.00 NA NA
2 Alderson, David  ALDD 50.00 50.00 0.00 100 0.00 NA NA
3 Atkinson, Danielle ATKD 50.00 50.00 0.00 100 0.00 NA NA
4 Baker, Catherine BAKC 25.00 25.00 0.00 10, ) _rA NA
Additional Information B x
5 Bell, Heather ELH 50.00 50.00 NA
- - &
6 Boswick, Sam Click the words Additional Adjustment History (Adams, Rod) NA
7 Boyle, Joanne . NA
8 Burrows, Kelly Information and drag the box No adjustment history A
9 Butler, Alison to the right of the screen 0
10 Carter, Leanne NA
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National Trainer
/' Timetabling Sclutiens Training

Daily Organiser / Demonstrate Set Up - 2031 / Teachers and Students / Teachers

¥ Quick Edit 82 Calculate Uncounted = Sort = Email Columns selected: 10 of 19 underload () Excess =] m a ©
*No A~ Teacher Code Proposed Load " Actual Load ° Difference ° Eligible ° Priority * Uncounted ° CycleLimit o aqditional Information & — & X @ Home Page
= =] Adi - (Ad Rod!® 1 Parameters
ustment Histo lams, Rod)]
1 Adams, Rod ADAR 25.00 25.00 0.00 100 0.00 NA 4 o 2 Calendar ) 1
2 Alderson, David  ALDD 50.00 50.00 0.00 100 0.00 NA No adjustment history 3 Unsupervised Classes
]
3 Atkinson, Danielle ATKD 50.00 50.00 0.00 100 0.00 4 Reasons
5 Teachers and Studen.. v
4 Baker, Catherine  BAKC 25.00 25.00 0.00 100 0.00
Teachers
5 Bell, Heath gy o 0 a = 100 aan 5 CRT
6 Boswick, )
§ i+ H H C  Inactive Teachers
see|  The Additional Information box is now § nacel

anchored to the right side of the screen.

National Trainer
Timetabling Solutions Training

Daily Organiser / Demonstrate Set Up - 2031 / Teachers and Students / Teachers

¥ Quick edit 82 Calculate Uncounted = sort = email Columns selected: 10 of 19 Underload () Excess & [h =+ a @
*No A Teacher Code Proposed Load ° Actual Load ° Difference ° Eligible ° Priority ° Uncounted ° CycleLimit o aqditional Information @ -~ @ X | @  Home Page
= =] T - ( Rod!® 1 Parameters
ustment Histo lams, Rod)]
1 Adams, Rod ADAR 25.00 25.00 0.00 100 0.00, NA ! " 2 Calendar ) <
2 Alderson, David  ALDD 50.00 50.00 0.00 100 0.00 No adjustment hista; 3 Unsupervised Classes
«
3 Atkinson, Danielle ATKD 50.00 50.00 0.00 100 0.00 4 Reasons
5 Teachers and Studen... hd
4 Baker, Catherine  BAKC 25.00 25.00 0.00 100 0.00 € Teahers
s Bell Heather  BEuH 0.0 0.00 000 [ 100 000 5 cRr
© Boswick sam 54 € Inactive Teachers
e Click to move the Additional 0 Students

Information box to a separate window

Additional Information -...

(3 aboutblank

Adjustment History Midams, Rod)

Mo adjustment history

Click the words Additional
Information and this window can
be dragged anywhere on your
screen or onto another screen

Close the window and it will return
to its previous setting
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National Trainer

) . ) °
EE{ Daily Qrganiser / Demonstrate Set Up - 2031/ Teachers and Students / Teachers &) Timetabling Solurions Training
¥ QuickEdit = ¢ Calculate Uncounted = sort || B Email | Columns selected: 10 of 19 Underload () Excess ® B M fal
°No ~ Teacher Code Prop ted ° Cycle Limit ° O - & —[A% | @ HomePa
e H Additional Information ge
= The Additional Information 1 Parameters
1 Adams, Rod ADAR . Mdjustment History (Adams, Rod) 2 Calendar 4
2 Mo badd A0 box returns to the right | T [D— 3 Unsupervied Ciasses
easons 4
3 Atkinson, Danielle ATKD . 0.00 NA
B coie. comerne o side of the screen. = 5 _Teachers and Students___~
@ Teachers
5 Bell, Heather BELH 0.00 NA B CRT
6 Boswick, Sam BOSS 0.00 NA C Inactive Teachers
7 Boyle, joanne  BOY) 50.00 46.00 -4.00 100 0.00 NA D Students

REPLACEMENT TYPES

The main function of the Daily Organiser is to assign a replacement teacher to any class or activity
that does not have a teacher. There are various categories of replacement teachers that can be

Eg Daily Organiser / Demonstrate Set Up - 2031 / Teachers and Students / Teachers ‘ Ejifgilgga?;en!mwng
¥ Quick Edit #1 calculate Uncounted = sort B email Columns selected: 10 of 19 Underload Excess e = th n
®No A Teacher Code Proposed Load ° Actual Load ° Difference ° Eligible ° Priority * Uncounted ° Cycle Limit * O Additional Information = @ Home Page
= 5] 1 Parameters
1 Adams, Rod ADAR 25.00 25.00 0.00 (Adams, Rod) 2 Calendar 1
2 Alderson, David  ALDD 50.00 50.00 0.00 C||Ck to open T history i gnsupemsed Classes
easons 4
3 Atkinson, Danielle ATKD 50.00 50.00 0.00 5 Teachers and Students
4 Baker, Catherine  BAKC 25.00 25.00 0.00 He|p & Support Teachers
5 Bell, Heather BELH 50.00 50.00 0.00 B CRT
6 Boswick, Sam  BOSS 50.00 50.00 0.00 € Inactive Teachers
7 Boyle, joanne  BOY) 50.00 46.00 -4.00 T U0 vy D Students
4 Help & Support X
4

[SA] Teachers

The main function of the Daily Organiser is to allocate
a replacement teacher to any class or activity that
does not have a teacher. There are various categories

of replacement teachers that can be used.

Click image to enlarge Click the image to open

an enlarged version in
another window

REPLACEMENT TEACHERS ‘ /

I /

r 1

Curremnt Staff | Additional Staff |
. L
. [

Casual Teachers |

There are three different types of replacements that
can be used for your current staff and one from

external staff:
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[ REPLACEMENT TEACHERS ]

[ Current Staff ] [ Additional Staff ]
! |
| | |
In Li EOIEEL Casual Teachers
n Lieu Uncounted/Cycle Replacements
When a class is cancelled When a teacher is underload Specified in Industrial Agreements Teachers employed on a
day to day basis
Resets each day Resets at start of each cycle Counted for a semester or year eg Supply, Relief, CRT

eg every 10 days

The Daily Organiser can be set up to handle three different types of replacements using current
staff:

e “In Lieu” replacements are assigned to teachers who have had a class cancelled on the day
of the replacement. These should be assigned first. They must be used on the day that the
classes have been cancelled as the program does not carry over “In Lieu” values.

e “Uncounted/Cycle” replacements are assigned to teachers who are underload. They should
be assigned after in lieu replacements and before counted replacements. The number of
uncounted replacements for each teacher resets at the start of each cycle.

e  “Counted Replacements” should be assigned last. These are in addition to the teachers’
normal teaching load. Individual school or system wide industrial agreements specify the
limit for this type of replacement — for example, no more than 20 per year and no more than
one over a 10 day cycle.

In Daily Organiser, short term or casual replacement teachers can also be used. In previous versions
they were called “Emergency Teachers”. Now the default term is “Casual” which can be changed as
required. This was defined earlier as “CRT” in [1] Parameters.

Help & Support

Close the image
window then close
Help & Support
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CYCLE LIMIT AND OVERALL LIMIT

The Cycle Limit and Overall Limit columns can be used to set the maximum number of counted
replacement classes that can be assigned to a teacher.

The cycle limit is the maximum number of counted replacements for a timetable cycle. It resets at
the start of each cycle. This timetable has a 10 day cycle and the cycle start dates have been entered
previously.

The overall limit is determined by the school’s Industrial Agreement. This is the maximum number of
counted replacements for a year (default), semester, trimester or term. In schools where the overall
limit is not based on a year, the overall limit can be reset on screen [2C] Calendar - Start Dates.

In this dataset, a full time teacher can do a maximum of 20 counted replacements for the year, with
a maximum of one per cycle.

There is a default value of “NA” in each field for the Cycle Limit and the Overall Limit for each
teacher. To use cycle limits and overall limits, values must be added to these fields.

r._L_' Daily Organiser / Demonstrate Set Up - 2031/ Teachers and Students / Teachers

¥ Quick Edit ¢ Calculate Uncounted = Sort (& Email Columns selected: 10 of 19 Underload Excess
® No A Teacher Code Proposed Load ® Actual Load " Difference ° Eligible ¢ Priority ® Uncounted * Cycle Limit * overall Limit
= =
1 Adams, Rod ADAR 25.00 25.00 0.00 100 0.00 NA NA
2 Alderson, David  ALDD 50.00 50.00 0.00 100 0 NA NA
3 Atkinson, Danielle ATKD 50.00 50.00 0.00 100 0.00 NA NA
4 Baker, Catherine BAKC 25.00 C| k . h C | Limi | f h R d Ad NA
5 Bell. Heather BELH 50.00 ick in the ycle imit column for teacher Ro ams, NA
type “1” and press Tab
In the Overall Limit column type “20” and press Enter
T . .
121 Daily Organiser / Demonstrate Set Up - 2031/ Teachers and Students / Teachers
¥ Quick Edit 8 Calculate Uncounted = Sort M Email Columns selected: 10 of 19 Underload Excess
- - L . - . - . . - L . B - . .
No ~ Teacher Code ProposedLoad = Actual Load ~Difference ~ Eligible ~ Priority =~ Uncounted ~ Cycle Limit =~ Owverall Limit
= =
1 Adams, Rod ADAR 25.00 25.00 0.00 100 0.00 1.00 20.00
2 Alderson, David ALDD 50.00 50.00 0.00 100 NA
3 Atkinson, Danielle ATKD 50.00 50.00 0.00 100 NA NA
4 Baker, Catherine BAKC 25.00 25.00 0.00 100 g MNA MNA
5 Bell, Heather BELH 50.00 50,00 0.00 [ 10 MNA NA

The cycle and overall limits have been entered.

Cells can be selected for editing by clicking in the cell. Alternatively, when moving between cells in
the table, press Tab to move one cell to the right or press Enter to move one cell down.
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Daily Organiser / Demonstrate Set Up - 2031/ Teachers and Students / Teachers

i Calculate Uncounted = Sort B

* No ~ Teacher

ma Columns selected: 10 of 19 ) Underload () Excess

Code Proposed Load ® Actual Load ° Difference * Eligible * Priority * Uncounted * Cycle Limit * overall Limit

1 Adams, Rod ADAR 1.00 20.00
2 Alderson, David  ALDD NA NA
3 Atkinson, Danielle ATKD NA NA
4 Baker, Catherine BAKC NA NA
5 Bell, Heather BELH NA NA
Click 1.00 in the Cycle Limit
column next to Rod Adams
Click Quick Edit
ﬂ Daily Organiser / Daily Organiser 2031/ Teachers and Students / Teachers
£ Calculate Uncounted = Sort B Email Columns selected: 10 of 19 Underload Excess
A A A Al h | A h | A
No ~ Teacher Code Proposed Load Actual Load Difference  Eligible Priority ~Uncounted Cycle Limit  Overall Limit
—
= a
1 Adams, Rod ADAR 25.00 25.00 0.00 100 0.00 1.00 20.00
2 Alderson, David ALDD 50.00 50.00 0.00 100 0.00 1.00 NA
3 Atkinson, Danielle ~ ATKD 500 50.00 0.00 100 0 1.00 NA
4 Baker, Catherine BAKC 25.00 25.00 0.00 100 0.00 1.00 NA
5 Bell, Heather BELH 50.00 0 0.00 100 0.00 1.00 NA

The Quick Edit button is green and the other buttons are inactive.
The Cycle Limit column has also changed to green.

Click the next cell in the Cycle Limit column and its value changes to 1.00

Use either the scroll wheel on the mouse or the down arrow on the keyboard to
move down the column and change the Cycle Limit of all teachers to 1.00

Daily Organiser / Demonstrate Set Up - 2031 / Teachers and Students / Teachers

e e = Sort B Ema Columns selected: 10 of 19 (0 Underload () Excess
® No A Teacher Code Proposed Load ® Actual Load ° Difference ° Eligible ¢ Priority * Uncounted * Cycle Limit * overall Limit
To exit Quick Edit mode =
1 Adams, Rod ADAR . o . 100 0.00 1.00 20.00
2 Alderson, David  ALDD ClICk QUICk Edlt or press ESC 100 0.00 1.00 NA
3 Atkinson, Danielle ATKD ) 100 0.00 1.00 NA
4 Baker, Catherine BAKC 25.00 25.00 0.00 100 0.00 1.00 NA
5 Bell, Heather BELH 50.00 50.00 0.00 100 0.00 1.00 NA
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r.:*__' Daily Organiser / Demonstrate Set Up - 2031 / Teachers and Students / Teachers

¥ Quick Edit 8¢ Calculate Uncounted = Sort & Email Columns selected: 10 of 19 Underload Excess
® No A Teacher Code Proposed Load ® Actual Load ° Difference * Eligible ¢ Priority * Uncounted * Cycle Limit * overall Limit
= =
1 Adams, Rod ADAR 25.00 25.00 0.00 100 0.00 1.00 20.00
2 alderson, David ALDD 50.00 50.00 0.00 100 0.00 1.00 20.00
3 Atkinson, Danielle ATKD 50.00 . . L. 1.00 20.00
B Caker. Catherine | BAKC 25.00 Use Quick Edit to change the overall limit 4 20.00
5 Bell, Heather BELH 50.00 of all teachers to 20.00 1.00 20.00

Not all teachers will require an overall limit of 20.00 in the final data. For example, part time
teachers and teachers who are overload generally take less replacements.

PART TIME TEACHERS

Part time teachers’ availability is configured in the Timetable Development Module. This information
flows through to Daily Organiser from the published timetable file. This means that a teacher will not
appear on a replacement list when they are Not at School or Unavailable.

Part time teachers are usually required to take a pro-rata number of counted replacements, and
their overall limit will need to be adjusted.

The overall limit can be used in conjunction with the Priority column to assist with the even
distribution of replacement classes between full and part time teachers. The overall limit is used to
set a maximum number of replacements to which a part time teacher can be assigned. Priority is
used as part of an algorithm to sort teachers in priority order when assigning replacements on [11A]
Replacements - Assign. This will be discussed in more detail in a later lesson.

TEMPORARY SORT

A temporary sort can be done on any screen in the Daily Organiser app that has a red dot in the first
cell (No) in the top left-hand corner.

Columns can be sorted by clicking on the column header. The first click sorts the data in ascending
order, the second click in descending order, and the third click returns the data to its original order.

r:*__' Daily Organiser / Demonstrate Set Up - 2031/ Teachers and Students / Teachers

¥ Quick Edit 8% Calculate Uncounted = Sort B Email Columns selected: 10 of 19 Underload Excess

Temporarily sort columns by clicking a

tual Load " Difference * Eligible ° Priority ® Uncounted ° Cycle Limit ® overall Limit
column header

=
1 Adams, Rod ADAR 25.00 25.00 0.00 100 0.00 1.00 20.00
2 Alderson, David  ADRQ 5 = 0.00 1.00 20.00
3 Atkinson, Danielle ATKD sq Hover over the first cell with the 0.00 1.00 20.00
4 Baker, Catherine BAKC 3 red dOt to see more information 0.00 1.00 20.00
5 Bell, Heather BELH 50 0.00 1.00 20.00
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E_TI Daily Organiser / Demonstrate Set Up - 2031 / Teachers and Students / Teachers
¥ Quick Edit #80 Calculate Uncounted = Sort X Email Columns selected: 10 of 19 Underload Excess

® No Teacher Code Proposed Load ~ ® Actual Load " Difference * Eligible ¢ Priority ® Uncounted * Cycle Limit * overall Limit

—

Click the heading Proposed Load

1 Adams, Rod ADAR
4 Baker, Catherine BAKC
13 Clark, Allison CLAA

Al . .
Note: The indicates the data is now in

2 Alderson, David ALDD . . .

B o, Daniclle ATKD 0.0 5000 ascending order. Three part time teachers are

5 Bell, Heather BELH 50.00 50.00 now displayed at the top of the screen.

In this example, the details will be entered for the following part time teachers:

m Proposed Load | Fraction (FTE) Overall Limit

Rod Adams ADAR 25.00 0. 10.00
Catherine Baker BAKC 25.00 0.50 50 10.00
Allison Clark CLAA 35.00 0.70 70 14.00
Full Time Teacher - 50.00 1.00 100 20.00

E_ff Daily Organiser / Demonstrate Set Up - 2031/ Teachers and Students / Teachers

¥ Quick Edit 88 Calculate Uncounted = Sort B Email Columns selected: 10 of 19 Underload Excess
® No Teacher Code Proposed Load ~ ® Actual Load ° Difference ° Eligible ¢ Priority ® Uncounted * Cycle Limit * overall Limit
= =]

1 Adams, Rod ADAR 25.00 25.00 0.00 50 0.00 1.00 10.00

4 Baker, Catherine BAKC 25.00 25.00 0.00 1DO\M 20.00
) = T

13 Clark, Allison CLAA 35.00 35.0
Click the Priority cell for teacher Rod Adams and
type “50” then change the Overall Limit to “10.00”

Use the data in the table to change the Priority and Overall Limit values for the
remaining part time teachers - Catherine Baker and Allison Clark

When finished click the heading Proposed Load twice to return to the original sort order

E_ff Daily Organiser / Demonstrate Set Up - 2031/ dents / Teachers

¥ Quick Edit 88 Calculate Uncounted Sort B Email Underload Excess

* No Teacher Code Proposed Load A ® Actual Load ° Difference cle Limit ° Overall Limit

= &

1 Adams, Rod ADAR 25.00 25.00 0.00 50 0.00 1.00 10.00
4 Baker, Catherine BAKC 25.00 25.00 0.00 50 0.00 1.00 10.00
13 Clark, Allison CLAA 35.00 35.00 0.00 70 0.00 1.00 14.00

Note: This data needs to be entered at the start of the year and updated when teacher loads change
in published timetables.
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UNDER ALLOTTED TEACHERS

In most timetables, there are some teachers who are one or two (or even more) periods underload.
Many schools give uncounted replacement classes to teachers who are not on a full load each cycle,
to balance their loads.

In Daily Organiser, the difference between a teacher’s actual load and proposed load is displayed.
This can be used to calculate the uncounted replacements per cycle for teachers who are underload.

E_ff Daily Organiser / Demonstrate Set Up - 2031/ Teachers and Students / Teachers
¥ Quick Edit 8 Calculate Uncounted = Sort X Email Columns selected: 10 of 19 Underload

No Teacher Code Proposed Load ® Actual Load ° Difference ~ ° Eligible ¢ Priority ® Uncounted * Cycle Limit ® overall Limit

28 Knight, Natalie KMNIN 50.00 49,00 100 0.00 1.00 20.00
45 Walker, Sam WALS 50.00 49,00

o Cooke. Denni=s | COOD 50.00 42.00 Click the heading Difference

20 Fraser, Melisza FRAM 50.00 48.00

24 Jackson, Chris  JACC 50.00 42.00 The under allotted teachers are now

33 Murphy, John  MURJ 50.00 48.00 displayed at the top of the screen.

7 Boyle, Joanne BOY] 50.00 46.00

1 Adams, Rod ADAR 25.00 25.00 50 0.00 1.00 0.0

E_?:j Daily Organiser / Demonstrate Set Up - 2031/ Teachers and Students / Teachers

¥ Quick Edit 88 Calculate Uncounted = Sort B Email Columns selected: 10 of 19 Underload

No Teacher Code Propoged Load ® Actual Load ° Difference ~ ° Eligible ¢ Priority ® Uncounted * Cycle Limit * overall Limit

28 Knight, Natalie KNIN 1.00 1.00 20.00

=
45 Walker, Sam WALS -1.00 1.00 1.00 20.00
16 Cooke, Dennis COOoD -2.00 2.00 1.00 20.00
20 Fraser, Melissa FRAM -2.00 2,00 1.00 20.00
24 Jackson, Chris JACC -2.00 2.00 1.00 20.00
33 Murphy, John MURJ -2.00 2,00 1.00 20.00
7 Boyle, Joanne BOY] 4,00 1.00 20.00
1 Adams, Rod ADAR 25.00 25) 50 0.00 1.00 10.00

Click Calculate Uncounted

Under allotted teachers now have a number in the Uncounted column
equal to the value they are underload.

When finished, click the heading Difference twice to return to the original sort order
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r.:*__' Daily Organiser / Demonstrate Set Up - 2031/ Teachers and Students / Teachers

¥ Quick Edit ¢ Calculate Uncounted = Sort (& Email Columns selected: 10 of 19 Underload Excess
* No ~ Teacher Code Proposed Load ® Actual Load ° Difference * Eligible * Priority * Uncounted * Cycle Limit * overall Limit
- 5]
1 Adams, Rod ADAR 25.00 25.00 0.00 = 50 0.00 1.00 10.00
2 Alderson, David  ALDD 50.00 50.00 0.00 100 0.00 1.00 20.00
3 Atkinson, Danielle ATKD 50.00 50.00 0.00 100 0.00 1.00 20.00
4 Baker, Catherine BAKC 25.00 25.00 0.00 = 50 0.00 1.00 10.00
5 Bell, Heather BELH 50.00 50.00 0.00 100 0.00 1.00 20.00
6 Boswick, 5am BOSS 50.00 50.00 0.00 = 100 0.00 1.00 20.00
7 Boyle, Joanne BOY] 50.00 46.00 -4.00 100 4.00 1.00 20.00
8 Burrows, Kelly BURK 50.00 50.00 DVYDC/' 0.00 1.00 20.00

Joanne Boyle has an Uncounted value of 4.00. At the start of each cycle, Joanne will be
available for a load of 4.00 uncounted replacements. This load can only be used in the
current cycle and they will be assigned before she is given any counted replacements.

All teachers who are underload should now have a value in the Uncounted column. These values can
be calculated automatically as described above or manually entered for individual teachers.
Teachers who are on a full load or overload remain unchanged on 0.00.

At the beginning of the year, the number of uncounted replacements would need to be calculated
for all teachers who are underload. They would need to be amended if a teacher’s load changes
during the year — for example, at the start of a new semester.

INELIGIBLE TEACHERS

Not all staff are eligible to take replacements. For example. the Principal, support teachers or
overload teachers may not take replacements. However, in some cases, they may be required to
take In Lieu replacements.

TEACHERS WHO DO NOT TAKE EITHER COUNTED OR UNCOUNTED REPLACEMENTS

Some staff do not take any replacements, either counted or uncounted. These teachers can be
excluded from appearing on the list of teachers available for a replacement so they will not appear
as a possible replacement even if their classes are cancelled. In this case, the Principal, Sam Boswick
(BOSS), should not be assigned replacements.

r.:ﬂ Daily Organiser / Demonstrate Set Up - 2031/ Teachers and Students / Teachers

¥ Quick Edit 8% Calculate Uncounted = Sort B Email Columns selected: 10 of 19
* No ~ Teacher Code Proposed Load ® Actual Load ° Difference * Eligible * Priority * Uncounted ° Cycle Limit * overall Limit
= BOSS =]
6 Boswick, Sam BOSS 50. 50.00 0.00 u 100 0.00 1.00 20.00

Type “BOSS” in the filter cell for Code
and untick Eligible
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Daily Organiser / Demonstrate Set Up - 2031 / Teachers and Students / Teachers

¥ Quick Edit 8% Calculate Uncounted = Sort M Email Columns selected: 10 of 19
L] L] - - - . - . - - - . B - . -
No ~ Teacher Code Proposed Load ~ Actual Load ~Difference  Eligible = Priority Uncounted ~Cycle Limit ~ Owerall Limit
= BOSS

- w Delete “BOSS” in the filter cell for Code
6 Boswick, Sam 0.0 0.00 1.00 20.00

or click El to view all teachers

Daily Organiser / Demonstrate Set Up - 2031/ Teachers and Students / Teachers

¥ Quick Edit ¢ Calculate Uncounted = Sort (& Email Columns selected: 10 of 19 Underload Excess
® No ~ Teacher Code Proposed Load ® Actual Load ° Difference * Eligible * Priority ® Uncounted * Cycle Limit ® overall Limit
= =
1 Adams, Rod ADAR 25.00 25.00 0.00 50 0.00 1.00 10.00
2 Alderson, David ALDD 50.00 50.00 0.00 100 0.00 1.00 20.00
3 Atkinson, Danielle ATKD 50.00 50.00 0.00 100 0.00 1.00 20.00
4 Baker, Catherine BAKC 25.00 25.00 0.00 50 0.00 1.00 10.00
5 Bell, Heather BELH 50.00 50.00 0.00 100 0.00 1.00 20.00
6 Boswick, 5am BOSS 50.00 50.00 0.00 O 100 0.00 1.00 20.00

Note: There is no need to adjust the data in the other columns for Sam Boswick as their name will
not appear on the list of available teachers. It is possible to override this and assign a replacement
class if necessary.

TEACHERS WHO CAN TAKE IN LIEU BUT NOT COUNTED REPLACEMENTS

Some teachers cannot take counted replacements but are available for in lieu replacements when
their classes are cancelled. This is commonly used for teachers with additional duties or who are
overload. In this case, Judy Chappell (CHAJ) is overload. Judy must be made eligible for in lieu
replacements but not counted replacements.

Daily Organiser / Demonstrate Set Up - 2031/ Teachers and Students / Teachers

¥ Quick Edit ¢ Calculate Uncounted = Sort (& Email Columns selected: 10 of 19 Underload Excess

® No A Teacher Code Proposed Load ® Actual Load " Difference * Eligible ¢ Priority ® Uncounted * Cycle Limit * overall Limit
- Judy Chappell is two periods overload with a =

1 A 50 0.00 1.00 10.00
, 4| Pproposed load of 50 and an actual load of 52. 100 000 100 2000
3 A .. . 100 0.00 1.00 20.00
.o Change the Priority to 0 and the Cycle Limit - 0.00 100 10,00
5B and Overall Limit to 0.00 100 0.00 1.00 20.00
6B O 100 0.00 1.00 20.00
7 Boyle, Joanne BOY] 500088 df -4.00 100 4,00 1.00 20.00
8 Burrows, Kelly BURK 50.00 1.00 20.00
9 Butler, Alison BUTA 50.00 X 1.00 20.00
10 Carter, Leanne CARL 50.00 50.00 Ea 20.00
11 Chappell, Judy CHAJ 50.00 52.00 2.00 ] 0.00 0.00 0.00
12 Cheng, William CHEW 50.00 50.00 0.00 100 0.00 1.00 20.00

The tick in the Eligible column indicates that Judy Chappell will appear on lists of teachers available
for replacements. The cycle limit and overall limit of 0.00 indicate that Judy is not available for
counted replacements but can still be used for in lieu replacements.
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CHANGE UNCOUNTED, CYCLE LIMIT AND OVERALL LIMIT

The uncounted, cycle limit and overall limits are cyclic. Any changes will be applied from the start of
a cycle.

CHANGE UNCOUNTED OR CYCLE LIMIT

If a teacher’s load changes during the year, it may affect their uncounted or cycle limit. When these
changes occur in the timetable file, they are not automatically updated in the Daily Organiser app.

The Daily Organiser must manually make these changes on this screen. The changes will take effect
from the start of the current cycle. All changes are displayed in the Additional Information box.

CHANGE THE OVERALL LIMIT

Some schools require the Overall Limit to be reset at the start of each term or semester. In the past
this was done by creating a new Daily Organiser dataset. In the current version there can only be one
dataset for each calendar year. Therefore, changes must be made in this dataset.

Changes to the Overall Limit can only be applied to a cycle start date.

E On the Task Tree select:
[2C] Calendar - Start Dates

E‘.;T]' Daily Organiser / Demonstrate Set Up - 2031 / Calendar / Start Dates

Cycle Limit Overall Limit [J show Timetable Days Selected date In future Timetable day edit @ 5School closed
No Monday Tuesday Thurs —

1 [ Tue 28Jan 1 Click Overall Limit and all the cycle start dates

2 Mon 03 Feb Tue 04 Feb Th are highlighted

3 [ Mon 10 Feb Tue 11 Feb Wed 12 Feb

4 Mon 17 Feb Tue 18 Feb wed 19 Feb The checkbox for Mon 21 Apr can be ticked to

5 [] Mon 24 Feb Tue 25 Feb Wed 26 Feb T restart the Overall Limit at the start of Term 2.

6 Mon 03 Mar Tue 04 Mar Wed 05 Ma Th

SR O e ivar O ar Th This will not be done at this stage.

8 Mon 17 Mar Tue 18 Mar d 19 Mar Th

2 [ Mon 24 Mar Tue 25 Mar Wed 26 Mar Thu 27 Mar Fri 28 Mar

10 Mon 31 Mar Tue 01 Ag Wed 02 Apr Thu 03 Apr Fri 04 Apr

11 Mon 07 Apr Tue g Apr ‘Wed 09 Apr Thu 10 Apr Fri 11 Apr
13 [ Mon 21 Apr Tue 22 Apr Wed 23 Apr Thu 24 Apr Fri 25 Apr

14 Maon 28 Apr Tue 29 Apr Wed 30 Apr Thu 01 May Fri 02 May

E On the Task Tree select:
[5A] Teachers and Students - Teachers
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DIFFERENT MODELS BASED ON INDUSTRIAL AGREEMENTS

It is essential that the Daily Organiser is aware of the sections of their school’s Industrial Agreement
that relate to the assigning of replacement classes. The Industrial Agreement usually specifies how
many replacement classes can be given to teachers. This will vary based on whether teachers are
underload, on load or overload.

MODEL 1: A MAXIMUM NUMBER OF REPLACEMENT CLASSES PER YEAR

[CATHOLIC EMPLOYERS SINGLE ENTERPRISE COLLECTIVE AGREEMENT DIOCESAN SCHOOLS OF
QUEENSLAND 2023-2026]

S3.3.5 However, part of this preparation and correction time may be used for supervision or
cover periods for a maximum of ten (10) periods per year.

In this case, full time teachers can be assigned up to 10 replacement periods per year.
To implement this:

e Set the Overall Limit for each full-time teacher to 10.00.

e Use Uncounted/Cycle replacements for teachers who are underload.
e Use In Lieu replacements when available.

e Employ Casual teachers on a daily basis as required.

MODEL 2: NO REPLACEMENT CLASSES

[MELBOURNE DIOCESE CATHOLIC EDUCATION MULTI-ENTERPRISE AGREEMENT 2022]

60.7 Extras in secondary schools

(a) An extra in a secondary school is defined as any class taken by a Teacher which is in addition
to the maximum number of hours of scheduled class time in clause 60.4(b). These extras do not
include classes which are taken in lieu of a Teacher’s scheduled classes.

(b) Unless a Teacher agrees, the maximum number of extras per annum for full-time Teachers is
as follows (with no more than one extra per week):

(i) 10 hours in the 2023 school year;
(i) five hours in the 2024 school year; and

(iii) no extras in the 2025 school year and subsequent years

In this case, in 2025 and subsequent years, full-time teachers cannot be assigned a replacement class
if doing so would exceed their maximum number of hours of scheduled class time.
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To implement this:

e Set the Cycle Limit and Overall Limit to 0.00 for all teachers. This will produce a warning
message if counted replacements are assigned.

e Use Uncounted/Cycle replacements for teachers who are underload.

e Use In Lieu replacements when available.

e Employ Casual teachers on a daily basis as required.

Schools would need to increase the number of teachers who are underload so that they are able to
cover all replacements. Often, the number of replacements is not evenly spread throughout so
casual teachers could not be employed to cover them all.

MODEL 3: PAID REPLACEMENT CLASSES

[SOUTH AUSTRALIAN SCHOOL AND PRESCHOOL EDUCATION STAFF ENTERPRISE AGREEMENT
2024]

5.2.23 Relief Lessons Above Maximum Face To Face Teaching Load:

a. ..

b. ....incircumstances where the taking of a relief lesson would result in a teacher’s face to
face teaching load exceeding the maximum ..., all reasonable endeavours should be
made to engage a Temporary Relief Teacher (TRT) or Permanent Relief Teacher (PRT).

c.

d

Where a teacher, agrees to take a relief lesson that results in a face to face teaching
time in excess of their provision, they will be entitled to the equivalent amount of non-
instruction time...

f. Inthe event that the NIT is not able to be taken within the agreed period, the employee
will instead receive an additional payment for the time worked in taking the relief
lesson ....

In this case, full time teachers cannot be assigned a replacement (relief lesson) above the maximum
teaching load. Schools must use casual teachers (TRT or PRT) primarily, but full and part time
teachers can agree to do a paid replacement class.

To implement this:

e Set the Cycle Limit and Overall Limit to 0.00 for all teachers.

e If ateacher agrees to do paid replacements, the number they are prepared to do could be
entered as their Cycle Limit and Overall Limit.

e Use Uncounted/Cycle replacements for teachers who are underload.

e Use In Lieu replacements when available.

e Employ Casual teachers on a daily basis as required.

When assigning replacements, In Lieu, Uncounted and Casual teachers would be used first, then
Counted replacements could be given to teachers who have agreed to do paid replacements. At the
end of each cycle a report can be printed with the number of counted (paid) replacements each
teacher has been assigned.
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CASUAL TEACHERS

In this case, the term CRT is being used for Casual teachers. This was defined in an earlier lesson in
[1] Parameters. CRTs are often called into the school on a daily basis to cover the absent staff for

that day.

When a new Daily Organiser is created, the CRT details can be included in the import process. They
can be added manually at any time.

E On the Task Tree select:
[5B] Teachers and Students - CRT

'.?_7' Daily Organiser / Demonstrate Set Up - 2031/ Teachers and Students / CRT

+ Add Z Edit [l Delete = Sort B Email Columns selected: 14 of 15
*No ~ CRT Title FamilyName First Name Code Priority Address Phone ™ Mobile Other Phone Notes Email Teacher Reg No Expiry Date
1 Curie, Marie Mrs  Curie Marie CURM 100 Australia 5228 3700 D411 555 555 Physics, Chemistry TeacherTTSC+CURM@gmail.com 1234541 June 2031
2 Einstein, Bert Mr Einstein Bert EINB 100 Australia 5228 1111 (400 111 222 Physics, Maths TeacherTTSC+EINB@gmail.com 811716 Jan 2032
3 Shakespeare, Billy Mr Shakespeare  Billy SHAB 100 Australia 5228 2222 0§01 222 333 English, not on Tuesday TeacherTTSC+SHAB@gmail.com 676365 Feb 2032
4 Ball, Megan Mrs  Ball Megan BALM 100 Australia 5228 2006 04\12 444 444 Maths TeacherTTSC+BALM@gmail.com 5432189 Feb 2035
5 Crowe, Peter Mr Crowe Peter CROP 100 Australia 5228 1999 04Q0 123 456 English TeacherTTSC+CROP@gmail.com 5654656 Jun 2033
6 Daly, Garry Mr Daly Garn DALG 100 Australia 5228 2021 041) 987 654 Maths, Science TeacﬂerTTSC+DALG@gn"a\\.com 28647924 Jun 2033
7 Eisenhut] 351 Mar 2031
srzand  The CRT details were imported in an earlier lesson. The information displayed Feb 2093
9 Kong, M, . . . a8 Dec 2031
10 Lunt An on the screen can be customised by selecting or deselecting columns. Dec 2031
11 Lynch, M| yas Jan 2034
12 McGuck . 2 Jan 2033
Click Columns selected: 14 of 15
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Columns Displayed

Select / Deselect All

Title

Family Naxqe

8 &

First Name

Priority
Address
Phone
Mabile
Other Phone
Motes

Email

Teacher Reg No

BEEOEEEEEE

Expiry Date

Columns Displayed

[ select/ Deselect All
O Title
All available O Family Name
columns are O First Name
selected.
CRT and Code Priority
are required Address
fields and cannot Phone
be unticked. Mobile
Other Phone

To hide a
column, untick
the
corresponding
checkbox.

Untick the
checkboxes as
shown

Click OK

Motes
Email

Teacher Reg No

BERREEEEOO0

Expiry Date

Daily Organiser / Demonstrate Set Up - 2031 / Teachers and Students / CRT

+ add Z Edit

*No A CRT Code

1 Curie, Marie CURM
2 Einstein, Bert EINB
3 Shakespeare, Billy SHAB
4 Ball, Megan BALM
5 Crowe, Peter CROP
6 Daly, Garry DALG
7 Eisenhuth, Stephen EISS

8 Fitzpatrick, Narelle  FITN
9 Kong, Mark KONM
10 Lunt Andrew LUNA

I Delete

5228 1111
5228 2222 0401 222 333

3

Phone

= sort B Email Columns selected: 9 of 15

Mobile Other Phone Notes Email

TeacherTTSC+CURM@gmail.com
0400 TeacherTTSC+EINB@gmail.com

, not on Tuesday TeacherTTSC#+SHAB@gmail.com
BALM@gmail.com

22008 0412 AAA AAA TeacherTTSC.

1 The selected columns are now displayed. |fo?@gmalcom
5 DALG@gmail.com
5 . EISS@gmail.com
5 CIICk Add FITN@gmail.com
5! KONM@gmail.com
5228 2003 0411 453 453 Sdence TeacherTTSC+LUNA@gmail.com

Teacher Reg No Expiry Date

1234541 June 2031
811716 Jan 2032
676365 Feb 2032
5432189 Feb 2035
5654656 Jun 2033
98647924 Jun 2033
6549881351 Mar 2031
56484628 Feb 2033
881965148 Dec 2031
1254556 Dec 2031
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# Add CRT

Title First Name*
-
Code®

Priority
Address
VIC, Australia

Email

Phone

Middle Name Family Name?*

100

Mobile Other Phone

Teacher Reg Mo

MNotes

The required fields are shaded green. These must contain data before the
CRT can be added. To move from one field to the next, press Tab. All fields
are displayed even if the data is not displayed on the main screen.

CRTs can be added at any time, but will not be added at this stage.

Click Cancel

Cancel

() Top (® Bottom

Note: Some schools also add CRTs with generic names and codes that can be used on busy mornings
when using non-regular casual teachers eg CRT1, CRT2, CRT3.
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PROFESSIONAL LEARNING OBJECTIVES

e Manage teacher absences
e Manage planned Casual teacher availability

SKILLS

e Select a different Daily Organiser dataset

e Set the selected date

e Customise the display

e Make a teacher absent for the selected date

e Make a teacher absent for individual periods or yard duty sessions
e Edit an absence reason for a period

e Find a teacher using the search panel

e Enter a planned group teacher absence for teachers

e Edit a group teacher absence

e Manage Casual teacher availability
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OPEN ANOTHER CAMPUS AND ACADEMIC YEAR

The Daily Organiser for Senior School - 2031 will be used for the remaining lessons. In this data, the
first week of the school year has been completed and Tuesday 4 Feb will be the selected date.

National Trainer
Timetabling Solutions Training

o B f u OB

Home Page
Parameters
Calendar 4
Unsupervised Classes
Reasons
Teachers and Studen...
Open Organiser Teacher Absences
Room Availability
Select the campus and academic year you want to view Organiser data for. Cancellations
Student Activities
Campus Academic Year Reminders
Replacements 4
3 senior school Room Changes 4

Student Changes
B3 Junier School 14 Check

@ Daily Organiser / Senior School - 2031/ Home Page

(] View Timetables & publish Daily Organiser: Off
B Open Legacy
[ View Changes

2, Import Data &, Export Data 8 Open on Today's Date: Off

uawNn =D

A 4 4 A aa

15 Teacher Changes
B2 Demonstrate Set Up 16 Bulletin
17 Selected Day Reports
18 Timetables
19 Teacher Totals
20  Student Activity Totals

On the Home Page select 21 File Statistics
Senior School and 2031

[ Demonstrate Set Up (R)

A 4 4 A aa

4 Tue 28 Jan D2 (Future) »
> Senior School - 2031 -

National Trainer
Timetabling Solutions Training

0o B f @ OB

Home Page
Parameters
Calendar 4
Unsupervised Classes
Reasons
Teachers and Studen...
Open Organiser Teacher Absences
Room Availability
select the campus and academic year you want to view Organiser data for. Cancellations
Student Activities
Campus Academic Year Reminders

Replacements <
Room Cranges <

Student Changes

@ Daily Organiser / Senior School - 2031/ Home Page

(=] View Timetables & publish Daily Organiser: Off
ES Open Legacy
[ View Changes

2 Import Data L Expert Data # Open on Today's Date: Off

uawN 2D

A A A A aa

B Junior school 14 Check
15  Teacher Changes
B3 pDemonstrate set Up 16 Bulletin ‘
17 Selected Day Reports 4
et L To open the date 18 Timetables )
. 19 Teacher Totals 4
selector, click the date 20 Student Activity Totals «
21 File Statistics 4
Tue 28 Jan D2 (Future)
> y
4 Tue 28 Jan D2 (Future) >
> Senior School - 2031 -
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Note: Not all dates are displayed. The checkboxes can be used to
change the display to show timetable days and all dates if required.

Date Selector

[J show timetable days [] Show all dates

@ Infuture @ School closed O Timetable day edit @ Selected date

Click Tue 04 Feb and click OK

Alternatively, double click
Tue 04 Feb

No Monday Tuesday Wednesday ursday Friday

1 Tue 28 Jan Thu 30 Jan Fri 31 Jan
2 Mon 03 Feb Tue 04 Feb Wed 05 Feb Thu 06 Feb

3 Mon 10 Feb Tue 11 Feb Wed 12 Feb Thu 13 Feb

4 Mon 17 Feb Tue 18 Feb Wed 19 Feb Thu 20 Feb

5 Mon 24 Feb Tue 25 Feb Wed 26 Feb Thu 27 Feb

6 Mon 03 Mar Tue 04 Mar Wed 05 Mar Thu 06 Mar

A \ion 1omar  RICRRRVEL Wed 12 Mar Thu 13 Mar

8 Man 17 Mar Tue 18 Mar wed 19 Mar Thu 20 Mar Fri 21 Mar
9 Mon 24 Mar Tue 25 Mar Wed 26 Mar Thu 27 Mar Fri 28 Mar

Daily Organiser / Senior School - 2031/ Home Page

[@) view Timetables
5 Open Legacy

= view Changes ¢5 Synchronise

+

Import Data & Export Data

& Open on Today's Date: OFf

(e National Trainer
\®/ Timetabling Solutions Training

@ 2 *

Q
Home Page
Parameters
Calendar 4
Unsupervised Classes
Reasons

& publish Daily Organiser: Off

Open Organiser
Select the campus and academic year you want to view Organiser data for.

Campus

B3 Junior school
B2 Demonstrate set Up

[ Demonstrate Set Up UR)

Academic Year

Teachers and Studen...
Teacher Absences
Room Availability
Cancellations

Student Activities
Reminders
Replacements 4
Room Changes 4
Student Changes
Check

Teacher Changes
Bulletin

Selected Day Reports
Timetables

Teacher Totals

VN WA WN 2D

A A 4 s aa

The Daily Organiser name and date are
displayed at the bottom of the side bar.

Student Activity Totals
File Statistics

A A 4 s aa

4 Tue 04 Feb D7 (Future)

> Senior School - 2031
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TEACHER ABSENCES

On [6] Teacher Absences there are three ways to make teachers absent:

e On [6A] Selected Day: Individual teachers can be made absent for the whole day or part of
the day that is selected.

e On [6B] Plan Days-Teachers: Individual teachers can be made absent for several days or part
days which may include the selected day.

e On [6B] Plan Days-Groups: Multiple of teachers can be made absent for several days or part
days which may include the selected day.

SELECTED DAY

Individual teachers can be made absent for the whole day or part of the day that is selected.

E On the Task Tree select:
[6A] Teacher Absences - Selected Day

E’.}ﬂ Daily Organiser / Senior School - 2031 / Teacher Absences / Selected Day
& Absent Z Edit [ show Reasons [ pisplay Tooltips Teachers selected: 49 of 49 Group Absence Activity Absence Composite Class

No Teacher AM HR 1 2 R 3 4 L1L25 & PM

Adams, Rod L
Alderson.David Y L L

The main screen displays teachers with
the following timetable information for
the selected day:

Atkinson, Danielle L L

Bell, Heather L
Boswick, 5am

1
2

3

4 Baker, Catherine N N N
5

6

7 Boyle, Joanne L L
8

L: Normal Lesson

Burrows, Kelly

jj Sutler. Altzon g N: Not at school
10 Carter, Leanne L L

11 Chappell, Judy L L UuuultlL U: Unavailable
12 Cheng, William L L Y: Yard Duty

13 Clark, Allison L L L L L L .

14 Clark, Megan MM Y L M: Meeting

15 Connolly, Jenny L L L L L L

16 Cooke, Dennis L L L L L L L

17 Dalton, James L L L L W L

18 Edwards, John L L L L L

19 Feng, Jenny L L L L L L

20 Fraser, Melissa L L L L
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E Daily Organiser / Senior School - 2031 / Teacher Absences / Selected Day

& Absent Z Edit

=
o

Teacher

Adams, Rod
Alderson, David
Atkinson, Danielle
Baker, Catherine
Bell, Heather
Boswick, Sam
Boyle, Joanne
Burrows, Kelly

Butler, Alison

L e R L I T X

Carter, Leanne

Chappell, Judy
12 Cheng, william
13 Clark, Allison
14 Clark, Megan
15 Connolly, Jenny
16 Cocke, Dennis
17 Dalton, James
18 Edwards, John
19 Feng, Jenny

2

=]

Fraser, Melissa

AM

Y

N

[ show Reasons

HR 1
L L
L L
N N
L
L L
L
L L
L

L
L L
L L
L L
L
L L

2

=B e

R

=

<

=

-z -z - =z -

-

-z -z oz

c

- oz

[ Display Tooltips Teachers selected: 49 of 49

L1 L2 5

U

- - - - - -

6

- -l -

- - - -

Group Absence Activity Absence Composite Class

PM

Teachers who have already been made
absent in [9A] Student Activities - Plan are
highlighted in red.

Teachers who have already been made
absent in a Group Absence on
[6B] Teacher Absences - Plan Days are
highlighted in blue.

/

E Daily Organiser / Senior School - 2031/ Teacher Absences / Selected Day

& Absent # Edit

No Teacher

Adams, Rod
Alderson, David
Atkinson, Danielle
Baker, Catherine
Bell, Heather
Boswick, Sam
Boyle, Joanne
Burrows, Kelly

Butler, Alison

©C W oL N W AW

Carter, Leanne
11 Chappell, Judy
12 Cheng, William

AM

Y

N

[ show Reasons

HR 1
L L
L L
N N
L
L L
L
L L
L

z

<

-z - z - z -

- - =z -z -z -rF

(=

[J Display Tooltips Teachers selected: 49 of 49

= | s

Group Absence Activity Absence Composite Class

Tick Show Reasons

E Daily Organiser / Senior School - 2031 / Teacher Absences / Selected Day

& Absent Z Edit

*No Teacher

Adams, Rod
Alderson, David
Atkinson, Danielle
Baker, Catherine
Bell, Heather
Boswick, Sam
Boyle, Joanne
Burrows, Kelly

Butler, Alisen

[T - R - N e U

Carter, Leanne

Chappell, Judy

AM

Y

N

[~ show Reasons

HR 1
L L
L L
NN
L

L L
L

L L

2

= e

R

3

-z - =z oz~

[ pisplay Tooltips Teachers selected: 49 of 49

4

c - =z z - z -

Group Absence Activity Absence Composite Class

L1 L2 5 6 PM

L L Y

M N

- The code for the Absence
L Reason is displayed.
L

L

L EXC LEXC EXC
L EXC L EXC EXC
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E_'] Daily Organiser / Senior School - 2031 / Teacher Absences / Selected Day

B Absent Z Edit Show Reasons (] pisplay Tooltips Teachers selected: 49 of 49 Group Absence Activity Absence Composite Class
* No Teacher AMHR1 2 R 3 4 L1L25 & PM o Additional Information 2 -Bx

1 Adams, Rod L
B iderson David COL L L C . Teacher Timetable (Atkinson, Danielle)
3| atkinson, Danielle L L L L L L L Y Period Class / Activity Room Details / Changes
4 Baker, Catherine N NN N N N N N M N N N N AM
5 Bell, Heather L L L HR 07HRM1B 122
6 Boswick, 5am 1 09PEGTA GYM1
7 Boyle, Joanne 2 09PEG1A GYM1
3 Burrows, Kelly R
9 Butler, Alison 3 07HPE1C GYM2
10 Carter, Leanne 4 07HPE1C GYM2
11 Chappel L1
12 Cheng.\ Select Danielle Atkinson 12
13 Elfaka Al 5 085PT1D ovi
14 Clark, M4

: . ’ . . . 6 085PT1D ovi
15 comnon]  DANIelle’s full timetable is now displayed

y PM BD Yard Duty

i) Cooke, D in the Additional Information box.

HANGE DISPLAY SETTIN

Display settings can be changed for individual screens or for all screens throughout the app.

National Trainer
Timetabling Solutions Training

iD,’_ Daily Organiser / Senior School - 2031/ Teacher Absences / Selected Day

fx Absent 2 Edit Show Reasons [ pisplay Tooltips Teachers selected: 49 of 49 Group Absence Activity Absence Composite Class = fﬁ EH Q. =
*No Teacher AM HR1 2 R 3 4 L1125 6 PM < Additional Information 8 - Bx,q Home Page

1 Adams, Rod L 1 Parameters

2 Alderson,David Y L L L Lot L Teacher Timetable (Atkinson, 2 Calendar ]

3| Atkinson. Danielle L L L L L L L ¥ Period Class / Activity Rog) etails / Changes 3 Unsupervised Classes

4 Baker,Catherine N° N N N N N N N N N N N 4 Reasons 1

5 Bell, Heather L L L L 5 Teachers and Studen... 4

& Boswick, 5am MM Teacher Absences v

7 Boyle,Joanne L L L L L Y L 09PEG1A aYM1

8 Burrows, Kelly L] M Y L Plan DEyS

Plan CRT Days
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E Display Settings

Absence Reasons Reports Include

) Name | ) Both Example: | SL [0 Period and Yard Duty Loads

] Absence Reasons

Cancellation Reasons [J Cancellation Reasons
QO Name O Both Example: = ASS [J Room Availability Reasons

O Replacement Motes

Classes/Activities [J Room Changes Notes

Q) Name | QO  Bat Example: 12ENG1B [0 Teacher Load

[0 Teacher Count

Periods [J Roll Classes
R O nme | O The defa‘ult display settings ar.e shown
for all items except the setting for
Teachers Teachers which was changed earlier.
) Code @® MName Example:  Danton,
lForrrlat:

Last Name .+ First Name

O Include title

Show Additional Information
[ Teacher Load [J Teacher Count

Yard Duty Areas
@® Code O Name | O Both Example: QY

Yard Duty Sessions
® Code Q) Mame | O Both Example: L2

o
O I

Cancel Save For All
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E Display Settings

Absence Reasons

Example:

Cancellation Reasons

Example:

Classes/Activities

Periods

Rooms

Teachers
) Code

Bot

Both Example:

O Name Both

Example:

Format:
Last Name g+ First Name

O Include title

Show Additional Information
[] Teacher Load [ Teachfr Count

Yard Duty Areas

O Code _ Name O Both Example:

Yard Duty Sessions

e
(17

O Both

Example:

Reports Include

Sick Leave [0 Period and Yard Duty Loads

[ Absence Reasons
O
O
a

a
-

Cancellation Reasons
Assermnbly Room Availability Reasons
Replacement Motes
Room Changes Notes

Teal=] Teacher Load

Select Name for Absence Reasons,
Cancellation Reasons and Yard Duty Areas

12E

Click Save For All

Danton, Margaret

Owval

Cancel Save For All

Daily Organiser / Senior School - 2031/ Teacher Absences / Selected Day

() National Trainer
\@®/ Timetabling Solutions Training

& Absent 7 Edit Show Reasons [ Display Tooltips Teachers selected: 40 0f 49 | @) Group Absence (@ Activity Absence @ Composite Class = I'B Q- =
" No Teacher AM HR ‘ 2 i 3 Additional Information = = @ Home Page
1 Adams, Red L - ) a 1 Parameters
2 Alderson, David Y L L Atkinson, Danielle) 2 Calendar <
3 L L L Tiod Class / Activity Room  Details/Change:l] = 3 Unsupervised Classes
4 Baker, Catherine N N N N N P 4 Reasons )
5 Bell, Heath 5 Teachersand Studen... ]
. . 6 Teacher Absences -
K,
oo Displaying Teacher Absence Reasons names has expanded the Selected Day
. . . . B Plan Days
seresd timetable so that it no longer fits on the screen. It would be best to C Plan CRT Days

change the setting back to code just for this screen.

=

Click

Timetabling Solutions

Hosted Application
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Display Settings

Absence Reasons

) Mame | ) Both Example: = SL

Example: | Assembly

Example:  12ENG1B

Periods

O Nyme | O Both Example: | 4

Rooms

O Name O Both Example:  LAB1

Teachers
O Code

Example:  Danton, Margaret

Format:
LastName .+ First Name

O Include title

Show Additional Information
[ Teacher Load [0 Teacher Count

Yard Duty Areas

O Code mOBmh Exd

Yard Duty Sessions

O MName | (O Both Example:
L 17

Qual

Reports Include

Period and Yard Duty Loads
Absence Reasons
Cancellation Reasons

Room Availability Reasons
Replacement Notes

Room Changes Notes
Teacher Load

Teacher Count

Ooooooooao

Raoll Classes

—

Select Code for Absence Reasons
and click Save

Daily Organiser / Senior School - 2031/ Teacher Absences / Selected Day

National Trainer
Timetabling Solutions Training.

(=] Absent Z Edit Show Reasons [ Display Tooltips Teachers selectad: 49 of 49 © Group Absence (@ Activity Absence @ = fh H ﬂ- =
°No Teacher AMHR1 2 R 3 4 L1 L25 6 PM Additional Information S -B% @ HomePage

1 Adams, Rod L . R ) a 1 Parameters

2 Alderson,David ¥ L L L L L L Teacher Timetable (Atkinson, Danielle) 2 Ccalendar «

sfackinson, pamee| L L L Lot LoLy Period Class /Activity Room  Details/Change:[] | 3 Unsupervised Classes

4 Baker, Catherine N N N N N N N N N N N N AM 4 Reasons ]

5 Bell, Heather L LoL L 122 5 Teachers and Studen... q

& Boswick, 5am M M - 6 Teacher Absences -

i i H [ Selected Da
7 Boyle Jeanne LueL oy The timetable information e @] I
B Plan Days
8 Burrows, Kelly MM Y

now fits on the screen.

C  Plan CRT Days

Timetabling Solutions Hosted Application

Page 92 of 328



Daily Organiser Lesson 3

MAKE A TEACHER ABSENT FOR A DAY

When teachers are made absent for a day, a reason needs to be selected. In this case, Danielle
Atkinson is on carer’s leave.

E;T]' Daily Organiser / Senior School - 2031 / Teacher Absences / Selected Day

= Absent /' Edit Show Reascons [ Display Tooltips Teachers selected: 49 of 49 Group Absence

AM HR 1 2 R 3 4 L1 L2 5 6 PM
Alderson, David L L L L

3| Atkinson, Danielle L L L L i

4 Baker, Catherine N Danielle Atkinson is absent for the whole day.
5

Bell, Heather L
Click Absent and select Day from the drop-down menu

Select Absence Reason

arer's Leave

Carer's Leave

Personal Leave

Professional Learning
Excursion

Late

Mentor

Parent Meeting
Student Meeting
Professional Practice Time
Camp

Examination

Year Level Activity

Orientation

[] sort (=] Display

N

Select Carer’s Leave
and click Apply
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j_D[ Daily Organiser / Senior School - 2031/ Teacher Absences / Selected Day

£ 5 Absent Z Edit Show Reasons [0 Display Tooltips Teachers selected: 49 of 49 Individual Absence Group Absence Activity Absence C )

-
No Teacher AM HR 1 2 R 3 4 L1 L25 6 PM Additional Information 2 - Bx

o

Adams, Rod L i R ) a
Alderson,David Y L L L L . L Teacher Timetable (Atkinson, Danielle)
Atkinson, Danielle €L | LCL LCLILCL €L LCL LE€LCL CL [LCL LCL YCL Period Class / Activity Room Details / Changes

Baker, Catherine N N N N N N

AM Absent
Absent from 07HRM18B in J22

Bell, Heather L L

Boswick, Sam Absent from 09PEGTA in GYM1

Absent from 09PEG1A in GYM1

V- . I S T I VI

Boyle, Joanne L L

e

Burrows. Kelly Absent

9 Butler. Alison L L Absent from 07HPE1C in GYM2
10 Carter, Leanne L L L EXC LEXC EXC Absent from 07HPE1C in GYM2
11 Chappell, Judy L L EXC L EXC EXC Absent
12 Cheng, William L L L2 Absent
13 Clark, Allison L 5 Absent fram 085PT1D in OV1
14 Clark. Megan 6 Absent from 085PT1D in OV1

15 Cannnlle lan 1 1

The shading in these cells indicate this is an individual Absence for
Danielle Atkinson and the absence reason code is displayed in each cell.

Absent from Bus Duty

The changes made to her timetable are displayed in the Additional
Information box.

MAKE A TEACHER ABSENT FOR PART OF A DAY

There are times when a teacher may be absent for part of the day. In this case, David Alderson has
just called to say that he will be late and absent for his Yard Duty and Homeroom class. David also
mentioned that he has a parent meeting in Period 1.

Click Y in the AM column next to David Alderson,
click Absent then select Period

Alternatively, a teacher can be made absent for a yard
duty session or a period by double clicking in a cell.

031 / Teacher Absences / Selected Day
Reasons [] Display Tooltips Teachers selected: 49 of 49

R 3 4 LT L2 5 6 PM

& Day d
2 Alderson, David |Y L L L L L L

3 Atkinson, Danielle (€8 [LCL(LCL||ECL (€L (LCL (L CL €L €L LCL (LCL ¥ CL
4 Baker, Catherine N N N N N N N N M N N N
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Select Absence Reason

Late
Select Late and

Carer's Leave click Apply

Persanal Leave

Professional Learning
Excursion

Late

Mentor

Parent Meeting

Student Meeting
Professicnal Practice Time
Camp

Examination

Year Level Activity

Orientation

[ sort 2] Display Close Apply

Daily Organiser / Senior School - 2031 / TeacharAbcancac [ Calactad Mo
Double click in both the HR

& Absent # Edit show Reasons Oo column and in Period 1 : 49 of 49
* No Teacher AM HR 1 2 R 4|  nextto David Alderson
1 Adams, Rod

2 Alderson, David - L L L L L L

3 Atkinson, Danielle [CL LCL LCL LCL |CL | LCL LCLCL €L LCL LCL YL
4 Baker, Catherine N M N M N M N M N N M M

Daily Organiser / Senior School - 2031 / Teacher Absences / Selected Day
When a teacher is made absent for
multiple sessions, the absence

L .
No Teacher AMI - HR 1 2L reason automatically defaults to the
1 Adams, Rod L first absence reason entered.
2 Alderson, David --- L L

3 Atkinson, Danielle [CL LCL LCL LCL €L LCL LCL CL €L LCL LCL YCL
4 Baker, Catherine N M M M M N M N NN M M

= Absent £ Edit Show Reasons [ oi
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DIFFERENT ABSENCE REASONS ON THE SAME DAY

A teacher can be made absent for several different reasons on the same day. The reason David
Alderson is absent in Period 1 needs to be edited.

E Daily Organiser / Senior School - 2031 /Teacher Ahcsancac / Salactad Nay
Click in the cell for Period 1

next to David Alderson and
click Edit then select Reason

& Absent bd: 49 of 40

Z Edit

* No Teacher

1 Adams, Roa/ sountiaiue

u | L
2 Alderson, David --- L L L L

3 Atkinson, Danielle [CL LCL LCL LCL €L LCL LCL CL €L LCL LCL YCL
4 Baker, Catherine N M M M M N M N NN M M

Select Absence Reason

Parent Meeting

Carer's Leave Select Parent Meeting
Personal Leave and click Apply

Professional Learning
Excursion

Late

Mentor

Parent Meeting

Student Meeting
Professional Practice Time
Camp

Examination

Year Level Activity

Orientation

[ sert [ Display Close Apply

E Daily Organiser / Senior School - 2031 / Teacher Absences / Selected Day

. The different absence codes
& Absent # Edit Show Reasons . led: 49 of 49
are displayed for the teacher.
* No Teacher AM HR 1 2 I
1 Adams, Rod

2 Alderson, David  [HARE IIATE |L PMEET| |- L L L

3 Atkinson, Danielle [CL L CL LCL LCL €L LCL LCL CL CL LCL LCL ¥YCL
4 Baker, Catherine N M M M N M M M N N M M
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PLAN DAYS

Plan Days can also be used to enter teacher absences for part days, full days or multiple days.

This is useful when recording teacher absences for conferences, professional learning and planned
personal leave.

On Plan Days there are two modes for entering and viewing data.

e Groups Mode: The screen displays details of all group absences. Absences for groups of
teachers can be entered, edited or deleted for part/single/multiple days.

e Teachers Mode: The screen displays all teachers with summary information on all their
absences. Individual teacher absences can be entered for part/single/multiple days.
Absences can be edited or deleted for single days.

GROUP TEACHER ABSENCES

In this example, teachers Brett Harley and Paul Wood will be updating their professional skills by
attending Timetable Solutions training Tuesday to Friday.

E On the Task Tree select:
[6B] Teacher Absence - Plan Days

Eﬂ‘ Daily Organiser / Senior School - 2031 / Teacher Absences / Plan Days

eachers All Selected Da elected Forward Start Date 28/01/2031 End Date 12/12/2031 Teachers: 49 of 49 Absence Reasens: 20 of 20
+ Add s Select Groups and
* No Group Dates Teachers C||Ck Add ason
1 LSL FRAM Tue 28 Jan - Tue 04 Feb Fraser, Melis ng Service Leave

# Add Group Teacher Absences

Name*

Absence Reason* -

E.. Select Dates*

In Name type “Timetable Training”
(=] Display Cancel
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# Add Group Teacher Absences
Name* Timetable Training
Absence Reason* [ « v]
|
Personal Leave
© Required Fields * Professional Learning
E pisplay Excursion
Late
1 p—
Mentor
Parent Meeting
StudentMe  Click the Absence Reason drop-down list
Profession and select Professional Learning
Camp
Examination
Year Level Activity
Orientation
Work Experience Visit
Funeral
Jury Duty
Leave Without Pay
Study Leave
Long Service Leave
Bus Driver
# Add Group Teacher Absences
Name* Timetable Training
Absence Reason*® Professional Learning hd
EL select Dates* Reminder Replicate All Days
@ Required Fields *
B pisplay Click Select Dates* Cancel

When selecting dates, the Calendar can be used to select individual dates or the Date Range can be

used to select a range of dates.
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Select Dates

- Date Range /

Click Date Range

[ show timetable days

[0 show all dates

@ Infuture (O Completed @ School closed (O Timetable day edit () Selected date

No Monday Tuesday Wednesday Thursday Friday

1 OTue 28 Jan Owed 29 Jan OThu 30 Jan OFri31 Jan
2 [OMon 03 Feb [JTue 04 Feb [Jwed 05 Feb [JThu 06 Feb |DFri 07 Feb
3 [IMon 10 Feb [JTue 11 Feb [Jwed 12 Feb [JThu 13 Feb [JFri 14 Feb
4 [OMon 17 Feb [JTue 12 Feb [Jwed 19 Feb [JThu 20 Feb [JFri 21 Feb
3 (OMon 24 Feb [JTue 25 Feb [Jwed 26 Feb O Thu 27 Feb [JFri 28 Feb
6 [(IMon 03 Mar [JTue 04 Mar [Jwed 05 Mar [ Thu 06 Mar [JFri 07 Mar
7 Druen Mar [Wed 12 Mar [JThu 13 Mar [JFri 14 Mar
2 [IMon 17 Mar [JTue 18 Mar [wed 19 Mar [(JThu 20 Mar [ Fri 21 Mar
] [IMon 24 Mar [JTue 25 Mar [Jwed 26 Mar [ Thu 27 Mar [ Fri 28 Mar
10 [(JnMon 31 Mar [JTue 01 Apr [Owed 02 Apr [(JThu 03 Apr [ Fri 04 Apr

Select Dates

Calendar Date Range

Click and choose the start date Tue 4 Feb
and the end date Fri 7 Feb

Start Date

End Date

o

BA/

Select Dates

Start Date

04/02/2031

Calendar Date Range

End Date

B o07/02/2031

Cancel

Click OK

Timetabling Solutions

Hosted Application
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# Add Group Teacher Absences

Name* Timetable Training

Absence Reason* Professional Learning

Wed 05 Feb D8
Thu 06 Feb D9
Fri07 Feb D10

@ Required Fields *

EL select Dates* Periods/Yard Duties* Reminder Replicate All Days
Date Day Periods and Yard Dutiey Teachers Reminder
Tue 04 Feb D7 I I

@ pisplay The selected dates are now displayed.

Click on the Periods and Yard Duties cell for the first
selected date then click Periods/Yard Duties*

T

|

=¥ Select Periods and Yard Duties

Available (12) Selected (0)
AM

HR

-

>

<<

>
Click - to move all periods and yard
duties to the Selected box

Close

Elpisplay |0 sort

Timetabling Solutions Hosted Application
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=% Select Periods and Yard Duties
Available (0) A= selected (12) A=
AM
HR
1
> 2
— R
a
4
<< L1
— L2
& 5
T 6
PM Click Apply
Elpisplay O sort Close Apply

# Add Group Teacher Absences

Name* Timetable Training
Absence Reason* Professional Learning hd
EL select Dates* Periods/¥ard Duties* Reminder v Replicate All Days
Date Day Periods and Yard Duties Teachers eminder
Tue 04 Feb D7 IAII Day I
i Click Replicate All Days

Thu 06 Feb D9
Fri07 Feb D10

@ Required Fields *

E pisplay Cancel
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# Add Group Teacher Absences
Name* Timetable Training
Absence Reason* Professional Learning -
EL select Dates* Periods/Yard Duties* Reminder Replicate All Days
Date Day Periods and Yard Duties Teachers Reminder
Tue 04 Feb D7 IAII Day ‘\
Wed 05 Feb D8  All Day
Thu 06 Feb D9 All Day The same periods have now
Frio7Feb D10 All Day been selected for all days.
@ Required Fields * Click Teachers*
Display Cancel

=% Select Teachers

o —

Available (49) = Selected (0) =
Clark, Magan &
Connolly, Jenny

Cooke, Dennis

Dalton, James >

Edwards, John
: Scroll down and select Brett Harley
Feng, Jenny >

Fi , Meli . > .
reser Melssa Click - to move him to the Selected box

Gibson, Monigue

Gibson, Shirley B Repeat to add Paul Wood

£

Harley, Brett
Jackson, Chris
Jackson, Toni
Jones, Adam

Kelly, Rachel o

Display [ sort Y Filter Close
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Available (47)
Mancarrow, Trish
Newman, Peter
Patel, Marek
Pearson, 5ean
Rennie, Matthew
Rogers, Paul
Simpson, Kevin
Smyth, Martin
Talbot, Peter
Thomson, Wayne
Wwallen, Peta
wWalker, Sam
wWhite, Eva

Young, Bernard

=% Select Teachers

Elpisplay | sert

Y Filter Close

= Selected (2) =
Harley, Brett
Wood, Paul

>>

8

Click Apply

4

@ Required Fields *

& pisplay

# Add Group Teacher Absences

MName* Timetable Training
Absence Reason* Professional Learning -
B select Dates* Periods/Yard Duties* Teachers* Reminder Replicate All Days
Date Day Periods and Yard Duties Teachers Reminde
Tue 04 Feb D7 All Day IHarIey, Brett, Wood, Paul
Wed 05 Feb D8 All Day
Thu 06 Feb D9 All Day
Fri07 Feb D10 All Day

Click on Brett Harley and Paul Wood
then click Replicate All Days

Cancel

Timetabling Solutions

Hosted Application Page 103 of 328



Daily Organiser

Lesson 3

Name*

Absence Reason*

@ Required Fields *

= Display

# Add Group Teacher Absences

Reminder\ Replicate All Days
Date Day Periods and Yard Duties Teachers minder

Tue 04 Feb D7 All Day IHarIey, Brett, Wood, Paul I

Wed 05 Feb D8 All Day Harley, Brett, Wood, Paul

Thu 06 Feb D9  All Day Harley, Brett, Wood, Paul

Fri07 Feb D10 All Day Harley, Brett, Wood, Paul

Brett Harley and Paul Wood have

Timetable Training now been selected for all days.

Professional Learning Click Record and Close ~

Cancel Record and Close

Daily Organiser / Senior School - 2031 / Teacher Absences / Plan Days

Teachers Selected Day Selected Forward Start Date 28/01/2031 End Date 12/12/2031 Teachers: 52 of 52 Absence Reasons: 20 of 20
+ add 2 Edit [il Delete () Selected date
* No Group Dates Teachers Full Day Absences Partial Day Absences Reason Additional Information a8 - B x
1 LSL FRAM Tue 28 Jan - Tue 04 Feb Fraser, Melissa 6 0 Long Service Leave a
3 Timetable Training Tue 04 Feb - Fri 07 Feb. 4 0 Professional Learning Absences for Timetable Training
®Date ~ Periods and Yard Duties  Teachers
Tue 04 Feb  all Day Harley, Brett.Wood, Paul
Wed 05 Feb All Day Harley, Brett.Wood, Paul
Thu 06 Feb  All Day Harley, Brett,Wood, Paul
Fri07 Feb  All Day Harley, BrettWood, Paul

This group absence is now recorded on the main
screen with more details shown in the Additional
Information box

E On the Task Tree select:
[6A] Teacher Absences - Selected Day

Timetabling Solutions Hosted Application
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Eﬂ_ Daily Organiser / Senior School - 2031 / Teacher Absences / Selected Day

5 Absent # Edit Show Reasons [ pisplay Tooltips Teachers selected: 49 of 49 Individual Absence Group Absence Activity Absence Composite Class
® No Teacher AM HR 1 2 R 3 4 L1 L2 5 6 PM

1 Adams, Rod L

2 Alderson, David | Y LATE L LATE L PMEET L L L L

3 Atkinson, Danielle CL LCL LCL LCL CL LCL LCLa €L LCL LaL yao

4 Baker, Catherine N N N N N N N N N N N N

5 Bell, Heather L L L L

6 Boswick, Sam M M

7 Baoyle, Joanne
8 Burrows, Kelly Click Brett Harley
9 Butler, Alison
10 Carter, Leanne
11 Chappel. Judy The blue shading indicates that he has been made absent in a Group Absence.
12 Cheng. William
13 Clark, Allison
14 Clark, Megan

Double click in any period

15 Connolly, Jenny

16 Cooke, Dennis L L L L L L L

17 Dalton, James L L L L Y L

18 Edwards. John L L L L L

19 Feng, Jenny L L L L L L

20 Fraser, Melissa LsL LsL LsL LLSL LSL LLSL LSL ISL LSL LLSL LLSL LSL
21 Gibson, Meonique L L Y L L

22 Gibson, Shirley L L L L L

23 Harley, Brett PL PL LPL LPL |PL |PL LPL PL PL LPL PL PL
24 Jackson, Chris L L

@ Information

Harley, Brett is absent All Day in a Group Teacher Absence on [6B] Plan: Timetable

Training. Edits to this group must be completed on [6B].
Edits to group absences cannot m

be made on this screen. /

Click OK

EDIT A GROUP TEACHER ABSENCE

It has been decided that Brett Harley will not be attending Timetable Training on Tuesday. The
existing Plan Day activity can be edited to exclude Brett.

E On the Task Tree select:
[6B] Teacher Absence - Plan Days

[@ Daily Organiser / Senior School - 2031 / Teacher Absences / Plan Days

Teachers All Selected Day Selected Forward Start Date 28/01/2! = = ence Reasons: 20 of 20

+ add | 2 Edit clected date Select Timetable Training

*No Group Dates Teachers Full Day Absen a nd Cl |Ck Edit
1 LSL FRAM Tue 28 Jan - Tue 04 Feb Fraser, Melis: 6
3| Timetable Training |Tue 04 Feb - Fri Harley. Brett, Wood, Paul 4
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# Edit Group Teacher Absence

Name* Timetable Training
Absence Reason* Professional Learning -
EL select Dates* Periods/Yard Duties* Teachers* Reminder Replicate All Days

Date Day Periods and Yard Duties Reminder

Tue 04 Feb D7  All Day
Wed 05 Feb D8  All Day
Thu 06 Feb D9  All Day
Fri0o7 Feb D10 All Day

ey, Brett, Wood, Paul

@ Required Fields *

Click Brett Harley and Paul Wood in the
Display Teachers column for Tue 4 Feb Cance!

and click Teachers*

Select Brett Harley

Click L to remove him from the Selected
box and click Apply

=% Select Teach

Available (47) 4= Selected (2) 4=

Mancarrow, Trish - Harley, Brett
Mewman, Peter Woeod, Paul

Patel, Marek
Pearson, Sean >
Rennie, Matthew
Rogers, Paul RERE
Simpson, Kevin

Smyth, Martin

Talbot, Peter R
Thomson, Wayne

Wallen, Peta

Walker, Sam

White, Eva

Young, Bernard

4

Display [ sort Y Filter Close Apply
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# Edit Group Teacher Absence

Name* Timetable Training

Absence Reason® Professional Learning

£} select Dates* Periods/Yard Duties* Reminder Replicate All Days

Date Day Periods and Yard Duties Teachers Reminder
IWoud. Paul I
Harley. Breft, Wood, Paul

Tue 04 Feb D7 All Day
Wed 05 Feb D8 All Day
Thu06 Feb D9  AllQ
: Brett Harley has been
Frio7 Feb D10 AllD)
removed from Tuesday.

. Byett, Wood, Paul
, Brett, Wood, Paul

@ Required Fields * )
Click Record and Close

Cancel Record and Close

Display

Daily Organiser / Senior School - 2031 / Teacher Absences / Plan Days

Teachers Selected Day Selected Forward Start Date 28/01/2031 End Date 12/12/2031 Teachers: 52 of 52 Absence Reasons: 20 of 20
+ Add 2 Edit [ Delste ) selected date
*No Group Dates Teachers Full Day Absences Partial Day Absences Reason Additional Information a -Bx
1 LSLFRAM Tue 28 Jan - Tue 04 Feb Fraser, Melissa 6 0 Long Service Leave . . o
o Bl e —— Absences for Timetable Training

3| Timetable Training Tue 04 Feb - Fri 07 Feb  Harley, Brett, Wood, Paul
®Date ~  Periodsand Yard Duties  Teachers

Tue 04 Feb  All Day Wood, Paul
Wed 05 Feb All Day Harley, Brett.Wood, Paul

The Additional Information box has / Thuos Feb Al Dzy Harley, BrettWood, Paul
Frio7 Feb  All Day Harley, Brett,Wood, Paul

been updated
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INDIVIDUAL TEACHER ABSENCES

A summary of all teacher absences is displayed on the Plan Days screen when the Teacher mode is
selected. This screen can also be used to add or edit teacher absences.

[’%’] Daily Organiser / Senior School - 2031 / Teacher Absences / Plan Days

Groups n Selected Day Selected Forward Start Date 28/01/2031 End Date 12/12/2031 Teachers: 49 of 49 Absence Reasons: 20 of 20

Q view

®No ~ Teacher Full\Qay Absences Partial Day Absences Total Days Absent o Additional Information a -Bx

1 Adams, Rod 0 0 I
3 Alderson, David 5 5 Absences for Atkinson, Danielle
3 Atkinson, Danielle 3 10 * Date A Reason A Periods and Yard Duties
4 Baker, Catherine 0 @ Tue 28 Jan  Year Level Activity | 5
5 Bell, Heather 1 1 Wed 29 Jan |Excursion 1-PM
6 Boswick, 5am 0 @ Thu 30Jan Carer's Leave All Day
7 Bovle. loann 1 1 Fri31Jan Carer's Leave All Day
Click Teachers and select Danielle Atkinson e B
Tue 04 Feb Carer's Leave All Day
Wed 12 Feb |Excursion R-L2
Full details of each absence are displayed in the Wed 26 Feb [Camp All Day
Thu 27 Feb |Camp All Day
Additional Information box. Frioafeb GNP All Day

Note: The cell colours in the Additional Information box are the same as those used on [6A] Teacher
Absences - Selected Day. Red cells are Activity absences and teal cells are individual absences
entered on [6A] or this screen.

FIND ATEACHER

The Find feature on the right mouse click menu can be used to search for data on many screens
throughout Daily Organiser. In this case, a search will be done for teacher Peta Wallen who will be
absent on Tue 04 Feb and Tue 11 Feb for Professional Learning.

E’%‘] Daily Organiser / Senior School - 2031 / Teacher Absences / Plan Days

Groups Teachers “ Selected Day Selected Forward Start Date 28/01/2031 End Date 12/12/2031 Teachers: 49 of 49 Absence Reasons: 20 of 20
Q view
*No A Teacher Full Day Absences Partial Day Absences Total Days Absent
1 Adams, Rod 0 o] [1}
2 Alderson, David 0 3 3
Q Find Ctri+F
3 Atkinson, Danielle 7 B [1}
C Refresh Display F5
4 Ba 0
. . . . I Display F11
5% Right click on the main section of !
6 Bol [
7 8o the screen and select Find 1
8 Byl [
9B T 2 +
+
10 Carter, Leanne 3 3 6 G share @
E’-%'] Daily Organiser / Senior School - 2031 / Teacher Absences / Plan Days
Groups All Selected Day Selected Forward Start Date 28/01/2031 End Date 12/12/2031 Teachers: 49 of 49 Absence Reasons: 20 of 20

Q view

X < > Peta

* No A Teacher

A search panel is now displayed at the top of the page.

1 Adams, Rod
2 Alderson, David

3 Atkinson, Danielle 7
4 Baker, Catherine 0 Type ”Peta” and C||Ck
5 Bell, Heather 0

Timetabling Solutions Hosted Application Page 108 of 328



Daily Organiser Lesson 3

Daily Organiser / Senior School - 2031 / Teacher Absences / Plan Days
Groups All Selected Day Selected Forward Start Date 28/01/2031 End Date 12/12/2031
G, View

X < > Peta

* No ~ Teacher Full Daybsences Partial Day Absences Total Days Absent
e L -
28 Knight, Natalie 2
29 Manning, Kathy 0

Scroll down and Peta Wallen

38 Pearson, Sean is now selected

39 Rennie, Matthew . .
Click View

40 Rogers, Paul

41 Simpson, Kevin
42 smyth, Martin

43 Talbot, Peter

44 Thomson, Wayne
p
46 Walker, Sam

47 White, Eva

[ = R = R
(=]
o o o

Absences for Wallen, Peta Click Add

+ Add Z Edit [ Delete

Mo absences have been recorded for this teacher.

Close
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# Add Individual Teacher Absence

Absence Reason* [ - ]

EL select Dates* Carersleave
Personal Leave

0N periods/Yard Duties*
Professional Learning

@ Required Fields * Excursion

E pisplay

Parent Meeting
Student Meeting

Profescinnal Practice Time

From the Absence Reason drop-down list
select Professional Learning

TEST CEVET ATIIVITY
Orientation

Work Experience Visit
Funeral

Jury Duty

Leave Without Pay
Study Leave

Long Service Leave

Bus Driver

# Add Individual Teacher Absence

Absence Reason* [ Professional Learning - ]

E', Select Dates*®

0N periods/Yard Duties* ]
Click Select Dates

@ Required Fields *
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Select Dates

[ show timetable days

Calendar Date Range

Tick the check boxes for Tue 04 Feb and Tue 11 Feb

Click OK

[0 show all dates

@ Infuture ) Completed @ School closed () Timetable day edj

Click Periods/Yard Duties

No Monday Tuesday Friday
1 [JTue 28 Jan Wed 29 Jan [JFri 31 Jan
2 [JMon 03 Feb [+ Tue 04 Feb [Jwed 05 Feb [JThu 06 Feb [JFri 07 Feb
3 [JMon 10 Feb ITue 11Fep K ||:]wEd 12 Feb [JThu 13 Feb CIFri 14 Feb
4 [JMon 17 Feb [JTue 18 Feb [Jwed 19 Feb (JThu 20 Feb [JFri21 Feb
5 [JMon 24 Feb [JTue 25 Feb [Jwed 26 Feb (JThu 27 Feb [JFri28 Feb
6 [Jmon 03 Mar [ Tue 04 Mar [wed 05 Mar O Thu 06 Mar
7 mﬂmen Mar Owed 12 Mar (JThu 13 Mar
2 OMon 17 Mar [ Tue 18 Mar Owed 19 Mar OThu 20 Mar
9 [(JMon 24 Mar [JTue 25 Mar [Jwed 26 Mar (JThu 27 Mar
10 [JMon 31 Mar [JTue 01 Apr [Jwed 02 Apr (JThu 03 Apr [JFri04 Apr
Cancel
# Add Individual Teacher Absence
Absence Reason* Professional Learning -
E'.. Select Dates* Tue 04 Feb, Tue 11 Feb
0N periodssyard Duties*
@ Required Fields *
—_— The dates have been added.
Display Cancel
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>>
Click “— to move all to the selected box

—
-X

Select Periods and Yard Duties

o —

Available (0)

El pisplay | O Sort

Click Apply

Selected (12)

Close

Apply

# Add Individual Teacher Absence

Absence Reason™

EL select Dates*

["1 Periods/Yard Duties*®

@ Required Fields *

= Display

All Day

Click Record and Close

Professional Learning

Tue 04 Feb, Tue 11 Feb

Cancel

Record and Close
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Absences for Wallen, Peta
Click Close
+ Add Individual Absence
- ] .
Date ~ Reason ~ Periods and Yard Duties
Tue 04 Feb Professional Learning All Day
Tue 11 Feb Professional Learning All Day
Close
j_D[ Daily Organiser / Senior School - 2031 / Teacher Absences / Plan Days
Groups All Selected Day Selected Forward Start Date 28/01/2031 End Date 12/12/2031 Teachers: 49 of 49 Absence Reasons: 20 of 20
QA View
X | < || > | Peta Q| = Ab[Ab]mg
® No Teacher Full Day Absences Partial Day Absences Total Days Absent Additional Information 8 -HBx

28 Knixgt. Natalie
29 Manning, Kathy
30 Marks, Dan

Absences for Wallen, Peta

®Date A~ Reason A~ Periods :
31 Mills, Deborah Tue 04 Feb Professional Learning All Day

32 Mullins, Sharon Tue 11 Feb Professional Learning All Day

s oo Moo

33 Murphy. John
34 Myers, John

35 Mancarrow, Trish
36 Newman, Peter
37 Patel, Marek

38 Pearson, Sean
39 Rennie, Matthew
40 Rogers, Pau

41 Simpson, Kevin
42 smyth, Martin

43 Talbot, Peter

[ R R N - R - A R - R SRR -

44 Thomson, Wayne
45| Wallen, Peta
46 Walker, Sam

The data on the main screen and the Additional
Information has been updated.

Click * to close the search panel

EDIT INDIVIDUAL TEACHER ABSENCES

Teachers who have been made absent on either

e [6A] Selected Day
e [6B] Plan Days-Teachers, in an Individual Teacher Absence

can be edited or deleted on either of these screens.

E On the Task Tree select:
[6A] Teacher Absences - Selected Day
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E Daily Organiser / Senior School - 2031 / Teacher Absences / Selected Day

B Absent Z Edit Show Reasons [[] Display Tooltips Teachers selected: 49 of 49

* No Teacher

Select Heather Bell and use the Absent/Day button to record

! Adams, Rod an absence for the day with reason Carer’s Leave (CL)
2 Alderson, David

3 Atkinson, Danielle [CL LCL LCL LCL CL LCL L CL CL LCL LCL YCL
4 Baker, Catherine N M M M NN M M M M

5 Bell, Heather L L L L
6 Boswick, Sam M M

This absence can be deleted by repeating the above steps or individual periods can be
double clicking in individual cells.

E Daily Organiser / Senior School - 2031 / Teacher Absences / Selected Day

edited by

5] Absent Z Edit Double click in periods 5,6 and PM to edit this absence

* No Teacher AM TR T z i 4 ] Lz -] -] FTV
1 Adams, Rod L
2 Alderson, David Y LATE L LATE L PMEET L L L L
3 Atkinson, Danielle [CL L CL LCL LCL €L LCL LCL L LCL LCL YCL
4 Baker, Catherine N N N N N N N N N N N N
5 Bell, Heather CL LCL CL CL CL LCL |[LCL <L CL LCL |CL CL
6 Boswick, Sam M M

E Daily Organiser / Senior School - 2031 / Teacher Absences / Selected Day

& Absent 2 Edit Show Reasons [] Display Tooltips Teachers selected: 49 of 49
play P
- No Teacher AM HR 1 2 R 2 A 11 13 L & M
1 Adams. Rod L The absence has been edited.
2 Alderson, David ¥ LATE L LATE L PMEET L

3 Atkinson, Danielle | CL LCL LCL LCL L LCL LCL d cCL LCL LCL YCL

4 Baker, Catherine N M M M NN M N N M N
5 Bell, Heather CL LCL CL CL CL LCL LCL L CL L
6 Boswick, Sam M M

This absence can also be edited or deleted on [6B] Plan Days-Teachers.

E On the Task Tree select:
[6B] Teacher Absence - Plan Days
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Daily Organiser / Senior School - 2031 / Teacher Absences / Plan Days
Groups All Selected Day Selected Forward Start Date 28/01/2031

Q, view

Select Heather Bell and

* No A Teacher Full Day Absences

1 Adams, Rod 0 click View
2 Alderson, David 0 3

3 Atkinson, Danielle 7 3 10

4 Baker, Catherine 0 0 0

5 Bell, Heather 0 2

& Boswick, 5am 0 0

Absences for Bell, Heather The Edit and Delete buttons are inactive until

an Individual Absence is selected.

+ Add Individug' AL

Select the Individual Absence on Tue 04 Feb

L]
Date A Reason A PETTOOS and Yara DUTES

Tue 28 Jan Year Level Activity =
Tue 04 Feb| Carer's Leave AM-L2
Close
Absences for Bell, Heather
+ Add Z Edit I Delete Individual Absence @ Activity absence

® Date A~ Reason A Periods and Yard Duties
Tue 28 Jan Year Level Activity 3
Tue 04 Feb| Carer's Leave AM-L2

The Edit and Delete buttons are now active. Close

Click Delete
Click Yes

Are you sure you want to delete the Carer's Leave absence(s) on 04/02/2031 for Bell,

Heather?
= - 4
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|
The absence has been deleted.

Absences for Bell, Heather

+ Add Activity absence Click Close
® Date A Reason A Periods and Yard Duties
Tue 28 Jan Year Level Activity 3
Close

[@']‘ Daily Organiser / Senior School - 2031 / Teacher Absences / Plan Days

Groups Teachers “ Selected Day Selected Forward Start Date 28/01/2031
Q. view
®No ~ Teacher Full Day Absences Partial Day Absences T The data has been updated.

1 Adams, Rod 0 0

2 Alderson, David 0 3 2
3 Atkinson, Danielle 7 3 10
4 Baker, Catherine 0 o] 0
5 Bell, Heather 0 1 1
6 Boswick. Sam 0 0

E On the Task Tree select:
[6A] Teacher Absences - Selected Day

Eﬁ_;']‘ Daily Organiser / Senior School - 2031 / Teacher Absences / Selected Day

@ Absent Z Edit Show Reasons [ Display Tooltips Teachers selected: 49 of 49

x | < | 5| peta This screen has also been updated.
.Nc Teacher AM HR 1 2 R 3 4 LT L2 5 FM

1 Adams, Rod L

2 Alderson, David ¥ LATE LLATE LPL L L L

[¥5]

Atkinson, Danielle CL LCL LCLLCL CL LCL LCLCL CLALCL LCL YCL

4 Baker, Catherine N M N M N N M M N N M
5 Bell, Heather L L L L
6 Boswick, 5am il M

PLAN CRT DAYS

Casual teachers (CRTs) can be made available or unavailable for selected days and dates. Daily
Organisers can plan ahead by:

e booking Casual teachers in advance
e entering details of Casual teacher unavailability

In this dataset some group CRT availabilities have already been entered.
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On Plan CRT Days there are two modes for entering and viewing data:

e Group Mode: The screen displays details of all group availability. Availability for groups of
CRTs can be entered, edited or deleted for single/multiple days.

e Individual/Teacher Mode: The screen displays all CRTs with summary information on all their
availabilities. Individual CRT availability can be entered for single/multiple days. Absences
can be edited or deleted for single days.

CRT availabilities can also be added on [11C] Replacements - CRT Availability.

GROUP CRT AVAILABILITIES

Group CRT Availabilities can include one or more CRTs for one or more days. CRTs can be recorded
as Available or Unavailable. Group CRT Availabilities are entered in a similar way to Group Teacher
Absences. The only difference is that it is necessary to indicate if the CRTs are available or not.

A group availability has already been entered for the Year 11 Camp in late February. An extra CRT
will need to be added because of the number of staff required on the camp.

E On the Task Tree select:
[6C] CRT - Plan Days

[’-»;’:{ Daily Organiser / Senior School - 2031/ Teacher Absences / Plan CRT Days

+ Add /Z Edit [ Delete

achers n Selected Day Selected Forward n Available Unavailable Start Date 28/01/2031 End Date 12/12/2031 Teachers: 11 of 11

Selef

e Select Groups and select

.

No Group Dates Teachers Day Unavailability
- Yr 11 Camp

1 Bert Start of Year Tue 28 Jan - Tue 04 Feb _Ei 1]

2] ¥r 11 Camp Feb - Fri 28 Feb Einstein, Bert, Shakespeare, Billy [}

[’-»;’:{ Daily Organiser / Senior School - 2031 / Teacher Absences / Plan CRT Days

m Teachers n Seleqd C”ck Edit n Available Unavailable Start Date 28/01/2031 End Date 12/12/2031 Teachers: 11 of 11

+ Add Z Edi Delete Sel

* No Group Dates Teachers Full Day Availability Partial Day Availability Full Day Unavailability Partial Day Unavailability
1 Bert Start of Year Tue 28 Jan - Tue 04 Feb Einstein, Bert 6 Q0 o Q0
2] ¥r 11 Camp Wed 26 Feb - Fri 28 Feb Einstein, Bert, Shakespeare, Billy 3 0 0 0
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# Edit Group CRT Availabilities

Name* |Yr 11 Camp| ]

Available* ® Available
(O unavailable

EL selact Dates* Periods/¥ard Duties* Reminder Replicate All Days
Date Day Periods and Yard Duties Teachers Reminder
Wed 26 Febl D3 |AII Day Einstein, Bert, Shakespeare, Billy
Thu 27 Feb D4 All Day Einstein, Bert, Shakespeare, Billy
Fri28 Feb D5 All Day Einstein, Bert, Shakespeare, Billy

@ Required Fields * .
equired Helds Click Teachers

) pisplay Cancel Record and Close

Move Megan Ball to Selected box and
click Apply

=% Select CRTs

Available (8) = Selected =
Curie, Marie Einstein/

Crowe, Peter Sha

Daly, Garry Ball, Megan
Eisenhuth, Stephen

Fitzpatrick, Marelle

Kong, Mark B

Lunt, Andrew

McGucken, Matthew | << _
| S
<
\ )
Elpisplay | [ sort Y Filter Close Apply
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Z Edit Group CRT Availabilities
The CRTs on Wed 26 Feb are selected

Yr 11 Camp Click Replicate All Days

Name*

® Available
(O uUnavailable

£ selact Dates* Periods/Yard Duties*® Teachers* Reminder Repllcate All Days

Reminder

Available*

Date Day Periods and Yard Duties Teachers

IElnstem. Bert, Shakespeare, Billy, Ball, Meganl
Einstein, Bert, Shakespeare, Billy
Einstein, Bert, Shakespeare, Billy

Cancel Record and Close

Wed 26 Feb D3  All Day
Thu 27 Feb D4  All Day
Fri28Feb D5 All Day

@ Required Fields *

E pisplay

# Edit Group CRT Availabilities

Name* Yr11 Camp Click Record and Close
Available* (® Available
() unavailable
EL Select Dates* Periods/Yard Duties*® Teachers* Reminder Replicate All Days
Date Day Periods and Yard Duties Teachers Reminder

IEinstein. Bert, Shakespeare, Billy, Ball, Megan

Wed 26 Feb D3 All Day
Einstein, Bert, Shakespeare, Billy, Ball, Megan

Thu 27 Feb D4 All Day
Fri28 Feb D5 All Day

Einstein, Bert, Shakespeare, Billy, Ball, Megan

Cancel Record and Close

@ Required Fields *

IE]Dl'spleq,r

The data has been updated.

Teachers: 11 of 11

Daily Organiser / Senior School - 2031 / Teacher Absences / Plan CRT Days

Teachers Selected Day Selected Forward Al

+ Add Z Edit ] Delete () Selected date @ In future

TITO TR T =T

Unavail STaTT DatE ZaTUTTZUST

* No Group Dates Teachers Full Day Availability Partial wailability Full Day Unavailability Partial Day Unavailability
o o o

1 Bert Start of Year Tue 28 Jan - Tue 04 Feb Einstein, Bert

2|¥r11 Camp

Note: Group Availabilities can only be edited or deleted on this screen.
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INDIVIDUAL CRT AVAILABILITIES

Individual CRT Availabilities are used to record when a Casual teacher is available or unavailable. In
this case, Billy Shakespeare has been made unavailable every Tuesday in Term 1.

Daily Organiser / Senior School - 2031 / Teacher Absences / Plan CRT Days

Groups Teachers Selected Day Selected Forward n Available Unavailable Start Date 28/01/2031 End Date 12/12/2031 Teachers: 11 of 11
Q. view
. - o
No A Teacher Full Day Availability P3 Select Teachers Additional Information & -Bx
1 Curie, Marie 2
. . RN — q -
2 Einstein, Bert / then click BI"y Shakesperare Availabilities for Shakespeare, Billy
3| shakespeare, Billy 3 *Date ~  Availability  Periods and Yard Duties
4 Ball. Megan 3 Tue 28 Jan  Unavailable All Day
5 Crowe, Peter 1 1 o o Tue 04 Feb Unavailable  All Day
6 Daly, Garry ] o 0 0 Tue 11 Feb Unavailable  All Day
7 Eisenhuth, Stephen 0 o 0 o Tue 18 Feb Unavailable  All Day
8 Fitzpatrick, Narelle 0 0 o 0 Tue 25 Feb Unavailable  All Day
9 Kong, Mark 0 0 o o wed 26 Feb
10 Lunt, Andrew 0 0 0 o Thu 27 Feb
11 McGucken, Matthew 0 o 0 o Fri 28 Feb
Tue 04 Mar Unavailable All Day
Tue 11 Mar Unavailable All Day
Tue 18 Mar Unavailable All Day
Tue 25 Mar Unavailable All Day
Tue 01 Apr  Unavailable All Day
Daily Organiser / Senior School - 2031 / Teacher Absences / Plan CRT Days
Groups Teachers n Selected Day Selected Forward n Available Unavailable Start Date 28/01/2031 End Date 12/12/2031 Teachers: 11 of 11
Q view
*No ~ Teacher Full Day Availability Partial Day Availability Full Day Unavailability Partial Day Unavailability Additional Information a8 - B x
1 Curie, Marie -
- [—— Availabilities for Shakespeare, Billy
3| shakespeare, Billy *Date ~  Availability  Periods and Yard Duties
4 Ball. Megan Tue 28 Jan  Unavailable All Day
5 Crowe, Peter Tue 04 Feb Unavailable  All Day
6 Daly, Garry Tue 11 Feb Unavailable All Day
7 Eisenhuth, Stephen Tue 18 Feb Unavailable All Day
8 Fitzpatrick, Narelle Tue 25 Feb Unavailable  All Day
9 Kong, Mark Wed 26 Feb
10 Lunt, Andrew

Thu 27 Feb
Fri 28 Feb

McGucken, Matthew

Tue 04 Mar Unavailable All Day

Summary information is displayed on the Tue 11 ar [ECEEEE R
main screen and individual day details are men [ B

displayed in the Additional Information box. Tue 01 Apr | I

Click View
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Availabilities for Shakespeare, Billy

# Edit i) Delete (O Individual Unavailability @ Group Availability

* Date A Availability Periods and Yard Duties

Tue 28 Jan Unavailable All Day

Tue 04 Feb Unavailable All Day

Tue11Feb Unal  New availabilities can be added when Add is clicked.

Tue 18 Feb Una

Tue 25 Feb una{ The Edit and Delete buttons only become active when

Wed 26 Feb an individual availability or unavailability is selected

Thu 27 Feb

e Click Close

Tue 04 Mar Unatoroor S—

Tue 11 Mar Unavailable All Day

Tue 18 Mar Unavailable All Day

Tue 25 Mar Unavailable All Day

Tue 01 Apr Unavailable All Day

Close

Note: CRT availabilities for the selected day can also be added on [11C] Replacements - CRT

Availability. Individual Availabilities can be edited on either this screen or on [11C].
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PROFESSIONAL LEARNING OBJECTIVES

e Manage the removal of classes from rooms on a selected day or multiple days

SKILLS

e Remove a class from a room and make it unavailable on the selected day
e Remove a class from a room and make it available on the selected day

e Manage a planned individual room availability

e Manage a planned group room availability
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ROOM AVAILABILITY

Permanent room changes are made in the timetable file, but at times it is necessary to remove a
class from a room for a period or for a day. The room can be made available for another class to use,
or the room can be made unavailable for all classes.

On [7] Room Availability, there are two ways of removing classes from a room:

e On [7A] Selected Day, classes can be removed from a room for the whole day or part of the
day that is selected.

e On [7B] Plan Days-Rooms-Individual: Individual classes can be removed from a room for
several days or part days. The selected day may be included.

e On [7B] Plan Days-Groups: Multiple classes can be removed from rooms for several days or
part days. The selected day may be included.

In all cases, the room can be made either available or unavailable for other classes to use.

Open:

@ Senior School 2031

Date: Tue 04 Feb D7 (Future)

E On the Task Tree select:
[7A] Room Availability - Selected Day

z’@' Daily Organiser / Senior School - 2031/ Room Availability / Selected Day

Z Room Show Reasons [ Display Tooltips Rooms selected: 53 of 53 Group Unavailability Composite class
“No Room AM HR 1 2 R 3 4 L1 L25 PM

1 AT1 L L L

2 AT2

3 AT3 L L L .

N = N Tick Show Reasons

5 ATS

6 ATG

7 AT7 L

8 ATS L L L

9 GYM1 L L L L L L

10 GYM2 L L L L L L

11 ov1 L L L

12 ovz

13 LAB1 L L L L

14 LAB2 L L L L L L

15 LAB3 L L L L

16 LAB4 L L L L L
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{21 Daily Organiser / Senior School - 2031 / Room Availability / Selected Day

/ Room Show Reasons [ Display Tooltips Rooms selected: 53 of 53 Group Unavailability Composite class
*No Room AM HR 1 z R 3 4 L1 L2 5 6 PM ol Additional Information g -B x

1 AT L L L ~
B iz Room Timetable (AT4)

3 AT3 L L L Period Class/Activity Teacher Details / Changes

4 AT4 L L L L AM

5 ATS HR

6 ATE 1 10TEXTA Clark, Allison

7 AT7 L 2z 10TEX1 A Clark, Allison

8 ATS L L R

9 GYM1 L L L L 3 TTEXTA Clark, Allison
10 GYM2 L L L L a DITEXTA Clark, Allison
11 0V1 L L
12 OV2

13 LAB1 MAINT MAINT L MAINT L MAINT MAINT L MAINT MAINT MAINT MAINT L MAINT L MAINT MAINT
14 LAB2 MAINT MAINT L MAINT L MAINT MAINT L MAIN MAINT MAINT MAINT L MAINT L MAINT MAIN
15 LAB3 L L
16 LAB4 L L

The main screen displays timetable information for each

room for the selected day. A normal lesson is represented

by “L”. The light tan shading indicates that LAB1 and LAB2

have been made unavailable in a Group Room Availability
on [7B] Room Availability - Plan Days.

Click room AT4 to display the timetable for this room
in the Additional Information box

REMOVE A CLASS AND MAKE THE ROOM UNAVAILABLE

In Daily Organiser, it is possible to remove a class from a room for periods or a day and make the
room available or unavailable to other classes. In this case, 08RED1A, which is normally in room J11,
has negotiated to use AT4 in Period 2 for a guest speaker. AT4 will need to be kept free in Period 1
so that it can be set up.

[@ Daily Organiser / Senior School - 2031 / Room Availability / Selected Day

& Room Show Reasons [ Display Tooltips Rooms selected: 53 of 53 Group Unavailability Composite class

¢ B Available Period

B Available Day

Q unavailable Day
4 ATA L L L
5 ATS

Click L in Period 1 next to room AT4,
click Room then select Unavailable Period
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Select Availability Reason

MAINT
EXAM
ASS
NAPLAN
YLA
SWAP
G5

HIRE

OR
PG

O sert =l Display

Click Display

Close

Apply

E Display Settings

Room Availability Reasons

L [P

Select Name and
click Save For All

Example:

Select Availability Reason

Guest Speaker

Maintenance
Examination
Assembly
MNAPLAN Testing
Year Level Activity
Room Swap
Guest Speaker
Hire Room

Music Concert
Orientation

Performance Group

[ sort &1 Display

Select Guest Speaker
and click Apply

Close

Apply
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{31 Daily Organiser / Senior School - 2031/ Room Availability / Selected Day

Z Room # Edit Reason Show Reasons [ pisplay Tooltips Rooms selected: 53 of 53 Individual Unavailability Group Unavailability Composite class
-ND Room AM HR 1 2 R 3 4 L1 Lz 5 6 PM

1 AT1 L L L

2 AT2

3 AT2 L L The red shading in Period 1 indicates that the

4 AT4 IGuestspeskere—— | . )

5 ATS room is unavailable for other classes to use.
Additional Information e —EBX
Room Timetable (AT4)
Period Class/ Activity Teacher Details / Changes
AM
HR
. Unavailable

TO0TEXT A with Clark, Allison reassigned . No room specified
2 10TEXTA Clark, Allison
R . .
. The room timetable in the

3 TITEXTA Clark, Allison . i
a aTENIA Clark, Allison Additional Information
L1 box has been updated to
L reflect the change.
5
]
PM

REMOVE A CLASS AND MAKE THE ROOM AVAILABLE

A room can also be made available when a class is removed.

{31 Daily Organiser / Senior School - 2031/ Room Availability / Selected Day

# Room Show Reasons [0 pisplay Tooltips Rooms selected: 53 of 53 Individual Unavailability Group Unavailability Composite class

& Available Period B

B Available Day

4 L1 12 D! [} PM

Click L in Period 2 next to room AT4,
click Room and select Available Period

© unavailable Period
© Unavailable Day

5 ATS

E@ Daily Organiser / Senior School - 2031/ Room Availability / Selected Day

# Room # Edit Reason Show Reasons [ pisplay Tooltips Rooms selected: 53 of 53 Individual Availability @ Individual Unavailability () Group Unavailability
® No Room AM HR 1 2 R 3 PM

1 AT1 L L The green shading in Period 2

. . ) indicates that the room is

::I: |L Guest speaker LGuestSneeker/ available for other classes to use.
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Additional Information

Room Timetable (AT4)

Period Class / Activity Teacher

Al
HR

1

ra

TITEXTA Clark, Allison
DSTEXTA Clark, Allison

a8 -@x

The room timetable in the
Details / Changes Additional Information
box has been updated.

Unavailable
10TEX1 A with Clark, Allison reassigned . Mo room specified

Ayailable
TO0TEXT A with Clark, Allison reassigned . No room specified

131] Daily Organiser / Senior School - 2031 / Room Availability / Selected Day

Z Room

/ Edit Reason Show Reasons

*No Room AM HR

1 AT1
2 AT2
3 AT3
4 AT4
5 ATS
6 ATG
7 AT7
8 AT8
9 GYM1

10 GYM2

11 ov1

12 ov2

13 LAB1

14 LAB2

15 LAB3

16 LAB4

17 PACI

18 PAC2

19 PAC3

20 PAC4

21 LB

22 11

23 12

Maintenance Maintenance

Maintenance Maintenance

1
L

L

L Guest Speaker| L Guest Speaker L L

L
L
L
L

L Maintenance

L Maintenance

[ Display Tooltips Rooms selected: 53 of 53 Individual Availability Individual Unavailability Group Unavailability @ Composite class

2 R 3 4 L1 L2 5 6 PM
L L

L L

Repeat the above steps selecting
Guest Speaker again as the
availability reason to make J11

- available in Period 2

L Maintenance Maintenance L Maintenance e

L
L L
L L
L

L Maintenance Maintenance L Maintenance L Maintenance Maintenance Mainten, L Maintenance L Maintenance Maintenance
L L L
L L L

L Guest Speaker

The classes will not be reassigned to other rooms at this stage. This will be done on [12A] Room
Changes - Assign in a later lesson.
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PLAN DAYS
Plan Days can also be used to remove classes and make rooms available/unavailable for part days,

full days or multiple days.
On Plan Days there are two modes for entering and viewing data.

e  Groups Mode: The screen displays details of all group room availabilities. Group room
availabilities can be entered, edited or deleted for part/single/multiple days.

Rooms Mode: The screen displays all rooms with summary information on all their
availabilities. Individual room availabilities can be entered for part/single/multiple days.

Individual Room Availabilities can be edited or deleted for single days.

GROUP ROOM AVAILABILITIES
In this case, a group room availability has already been created for maintenance work in LAB1 and

LAB2.

E On the Task Tree select:
[7B] Room Availability - Plan Days

Click Groups and details of Group
Room Availabilities are displayed

End Date 12/12/2031

Plan Days
Start Date 28/01/2031

Available Unavailable

131 Daily Organiser / Senio

/=

Groups

2

+ Add £
Full Day Availability Partial Day Availability Full Day Unavailability Partial Day Unavailability Reason
0 Maintenance

0

* No Group Dates
1 Lab Gas Tue 04 Feb - Wed 05 Feb LAB1, LAB2 0

Click Lab Gas and click Edit

End Date 12/12/2031

usTTrounTARvanaomy / Plan Days
Start Date 28/01/2031

Selected Forward “ Available Unavailable

Selected date
Rooms Full Day Availability Partial Day Availability Full Day Unavailability Partial Day Unavailability Reason
0 Maintenance

{21 Daily Or,
Selected Day

Delete
2

0 0

1|Lab Gas Tue 04 Feb - Wed 05 Feb LAB1
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Name*

Availability Reason™

# Edit Group Room Availabilities

Lab Gas

Maintenance

Available* O Awvailable
(® Unavailable
Bl select Dates* Periods/Yard Duties® Reminder Replicate All Days
Date Day Periods and Yard Duties Rooms Reminder
Tue 04 Feb |D7 |All Day LAB1, LAB2
Wed 05 Feb D8  All Day LAB1, LAB2

] Display

A group room availability is entered in a similar way
to a group teacher absence.

Note: Rooms can be made available or unavailable. In
this case, they have been made unavailable.

EDIT GROUP ROOM AVAILABILITIES

Rooms that have been made available/unavailable on [7B] Plan Days-Groups can only be edited or

deleted on this screen.

In this case, the maintenance schedule has changed and only LAB1 will be unavailable on Tue 04 Feb,
while both LAB1 and LAB2 will be unavailable on Wed 05 Feb.

Name*
Availability Reason™

Available*

E.. Select Dates* Periods/Yard Duties*

#Z Edit Group Room Availabilities

Lab Gas

Maintenance

(O Available
(® Unavailable

Reminder Replicate All Days
Date Day Periods and Yard Duties Rooms Reminder
Tue 04 Feb D7  All Day LAB1, LAB2
Wed 05 Feb D8  All Day LABA, LAB2
Double Click in the room cell
= Display Cancel Record and Close
— for Tue 04 Feb —
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-—

=% Select Rooms

Available (51) = selected (2) =

AT LAB1

AT2 LAB2
AT3

AT4

S
W

ATS
ATE >
AT7

ATS <«
GYM1

(=Y hAT <

Select LAB2 and click L
to remove it from the
Selected box

Then click Apply

Elpisplay | [ sort Close

Z Edit Group Room Availabilities

Name* Lab Gas Click Record and Close

Availability Reason™ Maintenance

Available* (O Available
(® Unavailable

EL select Dates* Periods/Yard Duties® m Reminder Replicate All Days

Date Day Periods and Yard Duties Rooms Reminde
Tue 04 Feb D7  All Day ILAB‘I
Wed 05 Feb D8  All Day LAB1, LAB2

@ Required Fields *

[ pisplay Cancel Record and Close
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L@ Daily Organiser / Senior School - 2031 / Room Availability / Plan Days

m Rooms “ selected Day selected Forward n Available Unavailable Start Date 28/01/2031 End Date 12/12/2031 Rooms: 53 of 53 Availability Reasons: 11 of 11

+ Add 7 Edit [ Delete selected date
®No Group Dates Rooms Full Day lability Partial Day i Full Day U i Partial Day U i Reason Additional Information a8 -Bx
1 Lab Gas Tue 04 Feb -Wed 05 Feb| LABT, LAB2 0 0 2 0 Maintenance

Availabilities for Lab Gas

®Date A Periodsand Yard Duties  Rooms

. .. Tue 04 Feb All Day LAB1
The data N the Add|t|0na| / Wed 05 Feb All Day LABY,LAB2

Information box has been updated.

Note: Group Room Availabilities cannot be edited or deleted on

e [7A] Room Availability-Selected Day
e [7B] Room Availability-Plan Days-Rooms

INDIVIDUAL ROOM AVAILABILITIES

A summary of all room availabilities is displayed on the Plan Days screen when the Rooms mode is
selected. This screen can also be used to add or edit individual room availabilities.

{21 Daily Organiser / Senior School - 2031 / Room Availability / Plan Days

Groups All Selected Day Selected Forward All Available Unavailable Start Date 28/01/2031 End Date 12/12/2031 Rooms: 53 of 53
Q view
®No ~ Room Full Day Availabjity Partial Day Availability Full Day Unavailability Partial Day Unavailability Additional Information a8 -@Bx
1 AT1 0 ] ] 2
2 aT2 0 0 o | Availabilities for AT4
Bl AT3 0 o 0 | *pate A Reason A  Available Periods and Yard Duties
g [E L g ! Tue 04 Feb |Guest Speaker| Unavailable 1
Bl ATS 0 ° 0 Tue 04 Feb Guest Speaker Available 2
6 ATE 0 ] ]
7 AT7 Q o
8 ATS o
9 GYM1
10 GYM2
11 ov1 H
= Click Rooms and select AT4
v
13 LAB1
14 LAg2 Full details of the availabilities entered on
15 LAB3
16 Laga [7A] Selected Day are displayed in the

Additional Information box.
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Daily Organiser / Senior School - 2031 / Room Availability / Plan Days
Groups “ Selected Day Selected Forward n Available Unavailable Start Date 28/01/2031 End Date 12/12/2031 Rooms: 53 of 53
Q view
*No ~ Room Full Day Availability Partial Day Availability Full Day Unavailability Partial Day Unavailability a8 -[@ x

1 AT1
2 AT2
3 AT2
4 AT4
5 ATS
6 ATG
7 AT7
8 AT
9 GYM1
10 GYM2
11 OVt
12 Ov2
13| LAB1
14 LAB2
15 LAB3
16 LAB4

aQ

o o oo oo oo oo oo o

0

o o o0 oo oo oo = oo

Additional Information
]

Availabilities for LAB1

Tue 04 Feb Maintenance Unavailable All Day

[}
4]
a
1
0 Wed 05 Feb Maintenance Unavailable All Day
4]
4]
Q

- M o0 00 00 o000 o0 o0

Q
1]
Q
0
Q

2N

Full details of the group room availabilities are displayed
in the Additional Information box.

Group room availabilities cannot be edited on this screen.

Select LAB1

®Date A Reason A Available Periods and Yard Duties

Further maintenance work will be scheduled for LAB 3 on Mon 10 Feb and Tue 11 Feb. This will be
entered as an individual room availability.

Daily Qrganiser / Senior School - 2031 / Room Availability / Plan Days

Q, view

Selected Day Selected Forward “ Available

Unavailable

* No ~ Room Fu Day Availability Partial Day Availability Full Day Unavailability Partial Day Unavailability

1 AT1
2 AT2
3 AT3
4 AT4
5 AT5
6 ATE
ATT7
ATE
GYM1
GYM2
11 OV1
12 Ov2
13 LAB1
14 LABZ
15 LAB3
16 LAB4

oOlo o O\ o o o o o o o O

a 0
0 0
0 0
1 0
0 0
a 0

Select LAB3 and click View

[T s TR e R o |

—

o oo o o o o o
=

-y

o o o o o o o o o o o O
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Availabilities for LAB3

Click Add

# Edit

[l Delete

Mo availabilities have been recorded for this room.

Close

# Add Individual Room Availabilities

Availability Reason™® [

Available*

Maintenance

Examination

EL Select Dates* Assembly

MAPLAN Testing

Year Level Activity

@ Required Fields * Room Swap

&l pisplay Guest Speaker

Hire Room

| Music Concert
Crientation

Performance Group

Select Maintenance

Z Add Individual Room Availabilities

Availability Reason™ Maintenance

Available* O Available

(® Unavailable

E.. Select Dates*

© Required Fields *

= pisplay

Select Unavailable then
click Select Dates*

Cancel
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Select Dates

[J show timetable days

@ In future

No Monday

=

[OMon 03 Feb
[¥JMon 10 Feb
OMon 17 Feb
OMon 24 Feb
OMaon 03 Mar

Omon 17 Mar
O Mon 24 Mar
0 [JMon 31 Mar

= D 0 - O kWM

Calendar Date Range

O Show all da

Tick Mon 10 Feb and Tue 11 Feb

Click OK

() Completed @ School closed ) Ti

Tuesday

Owed 29 Jan

[JTue 04 Feb [Jwed 05 Feb

|Tue‘I1Feb |DWE€|‘|2FEIJ
OTue 18 Feb Owed 19 Feb

O Tue 25 Feb O wed 26 Feb

O Tue 04 Mar O wed 05 Mar

Owed 12 Mar

OTue 18 Mar Owed 18 Mar
[JTue 25 Mar [Jwed 26 Mar
[ Tue 01 Apr [Owed 02 Apr

OThu 20 Feb
OThu 27 Feb
O Thu 06 Mar
OThu 13 Mar
OThu 20 Mar
OThu 27 Mar
[JThu 03 Apr

Friday

OJFri31Jan
[JFri 07 Feb
[JFri14 Feb
OFri 21 Feb
OJFri 28 Feb
O Fri 07 Mar

Cancel “

Availability Reason*

Available*

B select Dates*

@ Required Fields *

E Display

# Add Individual Room Availabilities

Maintenance

O Available
(® Unavailable

Mon 10 Feb - Tue 11 Feb

["1 Periods/Yard Duties®

The dates have been added.

Click Periods/Yard Duties*

Cancel
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=% Select Periods and Yard Duties

1

>>
Click - to move all to the
Selected box

Click Apply

Elpisplay | O Sort

Available (0) 4= Selected (12)
AM
HR

o —

Close Apply

Z Add Individual Room Availabilities

Availability Reason™ Maintenance
Available* (O Available
(® Unavailable

EL select Dates* Mon 10 Feb - Tue 11 Feb

0N periods/Yard Duties* All Day

@ Required Fields *

Click Record and Close
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Availabilities for LAB3

Click Close

+ Add Individual Unavailability

®* Date A Reason A Available Periods and Yard Duties

Mon 10 Feb |Maintenance Unavailable All Day

Tue 11 Feb [Maintenance Unavailable All Day

Close

[@ Daily Organ

The data on the main screen and the

Groups lable Start Date 28/01/2031 End Date 12/12/2031 Rooms: 53 of 53

Q view Additional Information has been updated.

.
No ~ Room Full
Additional Information e -B

1 ATY
2 AT2 Availabilities for LAB3
3 AT2
4 AT4
5 ATS

6 ATE

*Date A Reason A Available Periods and Yard Duties
Mon 10 Feb |Maintenance Unavailable All Day

Tue 11 Feb Maintenance Unavailable All Day

7 AT7
8 ATB
9 GYM1
10 GYM2
11 ov1
12 Ov2
13 LAB1
14 LAB2
15 LAB3
16 LAB4

cololo o o o oo oo oo o o oo
oo o0 oo oo oo oo o0 oo

EDIT INDIVIDUAL ROOM AVAILABILITIES

Rooms that have been made available/unavailable on either

e [7A] Selected Day
e [7B] Plan Days-Rooms, in an Individual Room Availability

can be edited or deleted on either of these screens.
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E Daily Organiser

Lesson 5 - Cancel Lessons and Yard Duties

Professional Learning OBjJECTIVES .......cc.uiiiie ettt e et e e e e e e e e sate e e e e abeeeeenbeeeeennrenas 140
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Cancel @ Lesson fOr @ PEIIOM ......coouiiiiiiiiiiieieeete ettt ettt st et e st e s e e sbee e sanes 141
Cancel @ ROII Class fOr @ PEIHOM .......oiuiiiiieieeiee ettt sttt sbe e s 144
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(0T o Yol I W @] g Yo Yo 1 1 LI @1 - 11 RSP 153
CaNCeI Yard DULIES ....cooueiriiiiiiiteeeecee ettt sttt ettt sttt e re e sree st e eteereesneesree e 156
Cancel a Yard Duty Area for @ SESSION ......uueiieiiiiee ettt ettt e e e bee e e e abae e s e nraee e enreeas 156
Cancel All Yard Duty Areas fOr @ SESSION .....cccccueiiieciiiieeecieeeeciiee e eeree e eere e e e e earee e e eeabaeeeesaseeeeeeanenas 158
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Daily Organiser Lesson 5

PROFESSIONAL LEARNING OBJECTIVES

e Manage cancellation of classes and yard duties for the selected day

SKILLS

e (Cancel a lesson for a period

e Cancel a Roll Class for a period or a day
e Cancel an MRCG for a period

e Cancel a composite class

e Remove a cancellation

e (Cancel ayard duty area for a session

e Cancel all yard duties for a session

e Cancel ayard duty area for a day
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CANCELLATIONS

Lessons and Yard Duties can be cancelled for the selected day on [8] Cancellations.

Open:

@ Senior School 2031

Date: Tue 04 Feb D7 (Future)

E On the Task Tree select:
[8A] Cancellations - Lessons

CANCEL LESSONS

Lessons can be cancelled for individual periods or for the selected day. The cancellations can be
applied to Roll Classes, MRCGs or composite classes. When cancelling classes, a warning can be given
if cancelling classes in MRCGs or composite classes. Each cancellation requires a lesson cancellation
reason to be entered.

When a class is cancelled the teacher is made available for an In Lieu replacement and the room is
made available.

CANCEL A LESSON FOR A PERIOD

The Lessons screen displays a copy of the master timetable for the selected day and date, with
classes arranged in the same order as they are in the timetable file.

Colours are used to highlight:

e MRCGs

e Composite classes and shared rooms

e Teacher and room clashes from the timetable file
e Cancelled lessons

{31 Daily Organiser / Senior School - 2031/ Cancellations / Lessons ¢ Wiialiona) LI
= @ Timerabling Selutions Training
B Cancellations Warn if cancelling lesson in MRCG Warn if cancelling a compesite class MRCG (Multi Roll Class Group) @ Composite class or shared room

RC HR 1 2 3 4 Home Page
12 12HRM1A S11 Dalton, James 12REL1IC S11 Dalton, James 12REL1C 511 Dalton, James 12REL1B 513  Dalton, James 12REL1A S24 Jones, Adam 1 Parameters
12HRM1B S12 Butler, Alison  [12ENGIE S21  Boyle.Joanne  |12ENG1B 521 Boyle Joanne  |12ENS1A LAB2 Butler Alison  |12ENGIA S21 Pearson, S 2 Calendar q
12HRM1C 513 Gibson, Monique | 12CHETA LAB1 Walker, Sam 12CHETA LAB1 Walker, Sam 12INF1A  515C Mulling, Sharon [12MTETA AT8 Thomgefi, Wayne 3 UnSUpeWiSGd Classes
12HRM1D 514 White, Eva 12LST1A 514 Mullins, Sharon  [12LST1A 514  Mullins, Sharon  |12MAATB 511 Rogers, Paul 12MAATA 511 [Heather 4 Reasons 1
125YS1A S16C Feng, Jenny 125YS1A S16C Feng, Jenny 12MAG1B 512 Gibson, Monique | 12MAG1A 532”7 Butler, Alison 5 Teachers and Studen... 1
12PSTIC 526  Wood, Pau 12PSTIC 526 Wood, Paul 12PSTIB 526 Thomsan, Wayne|120ED1¢”514  Carter, Leanne Teacher Absences 1
. Room Availability q
526 Feng Jenny N
- Cancellations -
11 11HRM1A S21 Rennie, Matthew [11ENG1E S22  Marks, Daniel  |11ENG1B 522 Marks, Daniel 11ENG1C 522 Manning Kathy”{11ENGID S22  Boyle Joanne
11HRM1B 522 Chappell, Judy 11ART1A AT1 Rennie, Matthew |11ART1A AT1 Rennie, Matthew |11CHE1A LAB1 Walker, S 11GRA1TB AT3 Young, Bernard vard Duties
11HRMIC 523 Edwards,John [11ECO1A 523  Harley, Brett 11ECO1A 523 Harley, Brett 11DRAIA PAC1 Millgfleborah  [11LSTIA 523  Harley, Brett Student Activities q
11HRM1D S24 Cooke, Dennis [11GRATA AT2  Smyth Martin  |11GRA1A AT3  Smyth Martin  |11GEO1A 5232_Chappelljudy |11MAGIC S12 Wallen, Peta Reminders
1IMTE1A AT8  Thomson, Wayne [11MTE1A AT8  Thomson, Wayne [11ITA1A Nancarrow, Trish | 11PHYTA  LAB2 Cooke, Dennis Replacements ‘
1 Edwards, John Room Changes 1
ent Changes
on R V15 K H H H ck
B e i Teacher names are displayed on this screen because the display -
10B 10HRM1B M16 Smyth, Maj c _GFC anges
10C 10HRMIC M17 Jackson, T tti h d i | | T th ti etin ¢
17 jackson settings were changed in an earlier lesson. To see the entire i DayReports ¢
10D 10HRM1D M18 Connally, J etables .
timetable on the screen it would be better to display teacher codes. |ie 7o )
lent Activity Totals q
Statistics 4
Click
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Display Settings

Activities

® Code O MName | O Both Example:  Snr Net

Cancellation Reasons

O Code O  Both Example: Assembly

Classes/Activities

Select Code for Teachers

©®  Code O  Name | ©  Both and click Save
Periods

® Code O  Name | O Both
Rooms

® Code O Na O Both Example: LAB1

\

Teachers

® code O MName | O Both Example: DANM

Format:
Last Name  ¢? | First Name

O Include title

Show Additional Information
O Teacher Load [0 Teacher Count

O Cancel Save Save For All
e

Daily Organiser / Senior School - 2031 / Cancellations / Lessons

@ Cancellations Warn if cancelling lesson in MRCG Warn if cancelling a composite class ) MRCG (Multi Roll
! B Ccancel Lesson 2 Click 12CHE1A in Period 2 a
. B Cancel Roll Class for Period |
1 1C S11 . . b 524 OMA
Click Cancellations and !
E Cancel Roll Class for Day B S21 BOY] 521 PEAS
o ' select Cancel Lesson
BB cancel all Classes for Period 1A LAB1 WALS | 12CHE1A ATE THOW
a Cancel MRCG for Period 1A 514 MULS I 12L5T1A 514 WO [ TEWiAmT D ST T oar Tz A 511 BELH

|125\"S‘IA 516C FEN] |125¥51A 516C FEN] |12MAG1E 512 GIEM |[12MAGI1A 513 BUTA
|12PST1C 526 WOOP|12PST1C 526 WOOP|12P5T1B 526 THOW |120ED1A 514 CARL
| 12PST1A 526 FENJ
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Select Cancellation Reason

Excursion

Excursion
Examination
Assembly
NAPLAM Testing
Year Level Activity
Camp

Careers Expo
Leadership Day
Orientation

Study Day

Work Experience

[ sert (=] Display

Select Excursion
and click Apply

R ——

Close

E Daily Organiser / Senior School - 2031 / Cancellations / Lessons

EI Cancellations

Warn if cancelling lesson in MRCG

Warn if can

The class, room and teacher are
highlighted yellow to indicate the

RC HR 1 2
12 12HRMA1A 511 DAL} |12REL1C 511 DALl |12RELIC S11_DAL |13 lesson has been cancelled.
12HRM1B 512 BUTA [12ENGTB 521 BOY) [12ENGH BOY) |1derrorrr—errme—oror v e e
12HRM1C 513 GIBM |12CHE1A LAB1 WALS | 12CHE1A |LAB1 WALS |[12INF1A 515C MULS |[12ZMTE1A AT8 THOW
12HRM1D 514 WHIE |12L5T1A 514 MULS |12L5T1A 514 MULS |12MAATB 511 ROGP |12MAATA S11 BELH
125YS1A S16C FENJ |125YS1A S16C FENJ |12MAGIB 512 GIBM [12MAGTA 513 BUTA
12PSTIC S26  WOOP|12PSTIC 526 WOOP|12PSTIE 526 THOW|120ED1A 514 CARL
12PST1A 526 FENJ
Hover over the class code to display the cancellation reason
E Daily Org Click Cancellations and select Cancel Lesson to remove the cancellation
& cancellatii  Alternatively, double clicking in a cell can be used to add or remove a cancellation. |l
RC TITE T = =
12 12ZHRM1A 511 DAL |12REL1C 511 DALJ DAL)J 12REL1E 513 DaAL) 12REL1TA 524 JONA
12HRM1B 512 BUTA |12ENG1B 521 BOY] BOY] |12ENS1A LAB2 BUTA |12ENGI1A 521 PEAS
12ZHRM1C 513 GIBM |12CHE1A LAB1 WALS | 12CHE1A MULS |[12MTE1A ATE THOW
12ZHRM1D 514 WHIE |12L5T1A 514 MULS I 12L5T1A 514 MULS |12MAATE 511 ROGP [12MAATA S11 BELH
125YS1A S16C FENJ |125YS1A S16C FEN] |12MAGIB 512 GIEM [12MAGIA S13 BUTA
12PSTIC S26 WOOP|12PSTIC 526 WOOP|12PSTIE 526 THOW|120ED1A S14 CARL
12P5T1A 526 FEN)
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CANCEL A ROLL CLASS FOR A PERIOD

In the timetable, some Roll Classes have more than one class assigned in each period. In this case,
Cancel Roll Class for Period can be used to cancel all the classes.

E Daily Organiser / Senior School - 2031 / Cancellations / Lessons

@ Cancellations Warn if cancelling lesson in MRCG Warn if cancelling a composite class MRCG (Multi Roll

P B cancel Lesson 1 2 3 4

B 5] Cancel Roll Class for Period DAU [12RELIC S11 DAY [12REL1B 513 DAY [12REL1A S24 JOWA

[12ENG1B 521  BOW) [12ENS1A LAB2 BUTA [12ENG1A 521 PEAS
AB1T WALS |12INF1A 515C MULS |12MTE1H ATE8 THOW
MULS |12MAA’B 511 ROGP |1EMF\A1A 511  BELH
PBu| [12MAG1B 512 GiBM [12MAG1A 513 BUTA
[12psT Click any class in Roll Class 12 in Period 2 4 CARL

| I6 FENM)
Click Cancellations and select Cancel Roll Class for Period

& Cancel Roll Class for Day B
BB cCancel All Classes for Period 1A LAB1 WA
Cancel MRCG for Periad 1A 514 MULS [12LSTTA

|‘2SYS1F\ 516C  FEN] I'IZSYS‘IP. 516C

Select Cancellation Reason

Year Level Activity Select Year Level Activity
and click Apply

Excursion

Examination

Assembly

NAPLAM Testing
Year Level Activity
Camp

Careers Expo
Leadership Day
Orientation

Study Day

Waork Experience

[ sort =] Display Close m
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E Daily Organiser / Senior School - 2031 / Cancellations / Lessons

& cancellations Warn if cancelling lesson in MRCG Warn if cancelling a composite class MRCG (Multi Roll €
Cancel Lesso 2 3 4
el el 12RELIC \S11 DALl |[12RELIB S13 DAL |12RELIA 524 JONA
12ENG1 B‘ 521 BOY] |12ENS1A LAB2 BUTA |[12ENGTA 521 PEAS

‘IZCHE‘1P|‘LAB1 WALS |[12INF1A  515C MULS [12MTE1A AT8 THOW

12LST1A 1514  MULS |12MAA1B S11 ROGP |12ZMAATA 511 BELH
‘IZSYS‘IA‘S1EC FEN] |12ZMAG1B 312 GIEM [12MAG1A 513 BUTA

12PST1C‘525 WOOP|[12PST1B 526 THOW |120ED1A 514 CARL

\f 12P5T1A 526  FENJ

All classes in Roll Class 12 have been cancelled in Period 2.

Click Cancellations and select Cancel Roll Class for Period to remove the cancellation

CANCEL A ROLL CLASS FOR A DAY

Classes that are blocked in MRCGs often contain students from several Roll Classes, so it is important
to have a sound knowledge of the timetable when cancelling classes.

In this example, 10A students are going on an excursion. On the selected day, Year 10 students are in
MRCGs for all periods except Periods 4 and 5. This means that 10A students are mixed with students
from other Roll Classes for all of their classes in Periods 1, 2, 3 and 6. Classes 10RED1A and 10SOS1A
that occur in Periods 4 and 5 contain only 10A students so they are the only classes that will be
cancelled.

When cancelling classes in an MRCG, a warning can be given.

E?g Daily Organiser / Senior School - 2031 / Cancellations / Lessons

[ cancellations Warn if cancelling lesson in MRCG Warn if cancelling 2 compaosite class MRCG (Multi Roll Class Group) Composite class or shared room

RC HR 1 2 3 4 3 6

12 12HRM1A S11 DAL} |12REL1C S11 DAL} |12REL 511 DAL] |12REL1B S13 DAL |12REL’—'« 524 JONA |12REL1E 513  KELR |12F{EL1D 524 JONA
| ac | . |

12HRM1B 512 BUTA |12ENG1B 521 BOY] [12ENG1B BOY] |12EN 21 BURK
12HRM1C 513 GIBM [12CHE1A LAB1 WALS [12CHE1A LAB1 12INF Note: The checkbox Warn |f Cance”ing 481 JACC
12HRM1D S14 WHIE [12LST1A S14  MULS [12LST1A 514  MULS [NQMA 1 WALP
12svsia siec e |1zsvsia siec rey |omy  1€SSON N MRCG is ticked and all classes in - |12 oo

12PSTIC 526 WOOP([12PSTIC 526 WOOP|1265T| an MRCG are shaded as indicated AB2 COOD

' 26 WHIE

11 11HRM1A 521 RENM [11ENGTB 522 MARD |11ENG1B 522 RD [11ENG1C 522 MANK|[11ENGID S22 BOY) ACC1A 522 HARB |11REL1A 522  KNIN

RENM [11CHE1A LAB1 WALS [11GRA1B AT2 YOUB [11ENS1A LAB3 JACC [11REL1B 523 MARD

" "

11HRM1B 522 CHAJ [11ART1A AT1  RENM 1 1
HARE |11DRATA PACT MILD |[11LST1A 523 HARB [11INF1IA 5153C MULS [11REL1C 512 GIBS

1 1

1 1

11HRM1C 523 EDW] [11ECO1A 523 HARB
11HRM1D 524 COOD|11GRATA AT3 SMYM
1TIMTETA ATE  THOW

SMYM |11GEOTA 523  CHAJ TMAGIC 512 WALP |11MAATA 511 BELH |[11REL1D 525 3IMK
THOW | 11ITATA 524  NANT [11PHY1A LAB2 COOD |11MAGTA 512 WALP
110ED1A OV1  EDW)
/ TITEX1A AT4  CLAA
10A 10HRM1A M15 KNIN |[10ACC1IA M10 WHIE |10ACCIA M10 WHIE [10MAA1A M14  MYE] | 10RED1A M15 KNIN [1050S1A M11 MANK |10ENG1A M10 DALJ
10B 10HRM1B M16 SMYM|10FRE1A M11 GIBS |10FRETA M11 GIBS [10MAAIE M15 NEWP [1050S1B M16 SMYM [10RED1E M15 KNIN |10ENG1B M11 MANK

10C 10HRM1C M17 JACT |10MED1A M19C MILD |10MED1A M19C MILD |10MAT1A M11 BELH |10RED1C M10 TALP |10SCHMC LAB4 CHEW |10ENG1C M15 KELR

10D 10HRM1D M18 CON] |10MUSTA PAC3 CONJ |10MUS1A PAC3 CON] |10MATIB M17 COOD |105051D M17 JACT |10RED1D M16 SMYM |10ENG1D M13 PEAS
100ED1A OV1 CARL |10CED1A OV1  CARL [10MAT1C M18 WALP 10ENG1E M12 BOY)
10TEX1A AT4 CLAA |10TEX1A AT4 CLAA [10MATIV M18 WALP
TIMATIX M14  MYE]
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Daily Organiser / Senior School - 2031 / Cancellations / Lessons

@ Cancellations Warn if cancelling lesson in MRCG Warn if cancelling 2 compaosite class () MRCG (Multi Roll Class Group) [ ] Composite class or shared room

Cancel Lesson 1 2 3 4 5 6

1 (B Cancel Roll Class for PeriodN ¢ 511 DAl |12RELIC 511 DAL |12REL1B 513 DAL |12REL1A S24 JONA [12REL1E S13 KELR |12RELID 524 JONA

Cancel Roll Class for Day 12ENG1B 521 BOY) |12ENS1A LAB2 BUTA |12ENG1A S21 PEAS |12ENGID 521  MARD |12ENG1C 521  BURK

fE§ Cancel All Classes for Period 12CHE1A LART Wil l12inen jer s l1omTEis aTe  TeOow 12BI0TA LAB1 BUTA [12ENS1B LAB1 JACC
5 Cancel MRCG for Period 12L5T1A ClICk any ClaSS II"I RO" ClaSS 1OA 12ECO1A 514 WHIE |[12MAX1A 511 WALP
125Y51A  516C SYS1A 12PHY1B LABZ COOD |12PED1A 514 ALDD

12PST1C 526 WOOP|12] C 12PST1E 526 RENM |12PHY1A LABZ COOQD

Click Cancellations and select 12P5TID 525 WHIE

11 11HRM1A 521 RENM |11ENG1B 522 MARD |11E¥G1B cancel Ro" class for Day T1ACC1IA 522 HARB |11REL1A 522  KNIN
11HRM1B 522 CHA] |11ART1A ART1A T1ENS1A LAB3 JACC |11REL1B 523 MARD
11HRM1C 523 EDW] [11ECO1A T1ECO1A| T1INF1A  515C MULS |11REL1C 512 GIBS

11HRM1D 524 COOD |11GRATA
TIMTETA

T1GRATA AT3  SMYM |11GEO1A 523  CHAJ |11MAGIC 512 WALP |11MAATA S11 BELH |11REL1D 525 SIMK
TIMTE1A AT8 THOW |11ITATA 524 NANT |11PHY1A LAB2 COOD |11MAGITA 512  WALP
110ED1A OV1  EDW)
TITEX1A  AT4  CLAA

10A  10HRM1A M15 KNIN |10ACC1A IM‘IO WHIE |10ACCIA M10 WHIE 10MM1A--10RED1A M15 KNIN |105051A M11 MANK |10ENG1A M10 DALJ
10B 10HRM1B M16 SMYM |10FRE1A M11 GIBS |10FRETA M11 GIES |[10MAA1E M15 NEWP [10503168 M16 SMYM [10RED1E M15 KNIN |10ENG1B M11 MANK

10C  10HRM1C M17 JACT |10MED1A M19C MILD |1O0MED1A M19C MILD [10MATIA M11 BELH [10RED1C MI10 TALP [105CHC LAB4 CHEW |10ENG1C M15 KELR
10D 10HRM1D M18 CON] |10MUSTA PAC3 CONJ |[10MUS1A PAC3 CON] [10MAT1B M17 COOD (1050510 M17 JACT [10RED1D M16 SMYM |10ENG1D M13 PEAS
100ED1A OV1  CARL [100ED1A OV1 CARL |10MATIC M18 |WALP 10ENG1E M12 BOY]
10TEX1A AT4  CLAA [10TEX1A AT4  CLAA |10MATIV M18 (WALP
TIMATIX M14 | MYE|

@ Confirm

Click No

One or more lessons are in an MRCG. Do you want to cancel these lessons too?

I Cancel l MNo Yes
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Select Cancellation Reason

Excursion

Excursion
Examination
Assembly
NAPLAM Testing
Year Level Activity
Camp

Careers Expo
Leadership Day
Orientation

Study Day

Work Experience

[ sert = Display

Select Excursion and
click Apply

Close

Apply

Daily Organiser / Senior School - 2031 / Cancellations / Lessons

@ Cancellations Warn if cancelling lesson in MRCG

Warn if cancelling a composite class

() MRCG (Multi Roll Class Group) @ Composite class or shared room

RC HR 1 2 3 4 5 6
12 12HRM1A 511 DAL} |12REL1C 511 DAL 12REL1C 511 DAL 12REL1E 513 DALJ |‘\2REL1A 524 JONA |‘\2REL‘\E 513 KELR |12REL1D 524 JONA
12HRM1B S12 BUTA |12ENG1B 521 BOY) 12ENG1B 521 BOY) 12ENS1A LAB2 BUTA |12ENG1A S21 PEAS |12ENG1 D s21 MARD [12ENG1C S21 BURK
12HRM1C S13 GIBM |12CHE1A LAB1T WALS [12CHE1A LAB1 WALS |[12INF1A $1 . LAB1T BUTA |12ENS1B LAB1 JACC
12HRM1D 514 WHIE |12LST1A 514 MULS [12L5T1A 514 MULS |[12MAATE 51 Only CIasses In 10A 514  WHIE [12MAX1A 511 WALP
125YS1A S16C FEN) 125YS1A  S16C FENJ 12MAG1B 51 not |n an MRCG have LAB2 COOD |12PED1A 514  ALDD
12PST1C 526 WOOP|12PST1C 526 WOOP|12PST1B 52 526 RENM |12PHY1A LABZ COOD
been cancelled. 12PSTID 526 |WHIE
1 11HRM1A S21 RENM |11ENG1B 522 MARD |11ENG1B 522 MARD [11ENG1C S2: 522 HARB [11REL1A 522 KNIN
11HRM1B 522 CHA] |11ART1A AT REMM |[11ART1A AT RENM |11CHE1A LAB1 WALS |11GRA1B YOUB |11ENS1A LAB3 JACC 11REL1B 523 MARD
11HRM1C 523 EDW] |11ECO1A 523 HARB |[11ECO1A 523 HARB |11DRA1A PAC1 MILD |11L5T1A 11INF1A  S15C MULS |11REL1C 512 GIBS
11HRM1D S24 COOD|11GRA1A AT3 SMYM | 11GRATA AT3 SMYM |11GEO1A 523 CHAJ TIMAGIC[S512 WAP |11TMAATA 511 BELH [11REL1D 525 SIMK
1T1IMTE1A ATE THOW |11MTE1A ATS THOW |11ITA1A 524 MANT |11PHY1A | LAB2 COODNITMAGITA 512  WALP
110ED1A OV1 EDW]
11TEX1A AT4 CLAA
10A 10HRM1A M15 KNIN | 10ACC1A IM‘IO WHIE |10ACCIA M10 WHIE |10MAATA --10RED1A‘ M15 KNIN 105051}\‘ M11 MANK |10ENG1A M10 DALJ
10B 10HRM1B M16 SMYM |10FRE1A M11 GIBS |10FRE1A M11 GIBS |10MAAIE M15 NEWP |105031B M16 SMYM |10RED1B M15 KNIN |10ENG1B M11 MANK
10C 10HRM1C M17 JACT |10MED1A M19C MILD |10MED1A M19C MILD |10MAT1IA M11 BELH |10RED1C M10 TALP |105CHC LAB4 CHEW |10ENG1C M15 KELR
10D 10HRM1D M18 CONJ |10MUS1A PAC3 CONJ |10MUS1A PAC3 COMN] |[10MATIB M17 COOD |105051D M17 JACT 10RED1D M16 SMYM |[10ENGID M13 PEAS
100ED1A OV1 CARL |100ED1A OV1 CARL |10MATIC M18 |WALP 10ENG1E M12 BOY]
10TEX1A AT4 CLAA [10TEX1A AT4 CLAA |10MATIV M18 WALP
TIMATIX [M14  MYE)
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Lesson 5

Daily Organiser / Senior School - 2031/ Cancellations / Lessons

5

( [E cancellations warn if cancelling lesson in MRCG Warn if cancelling a composite class () MRCG (Multi Roll Class Group)
RC B Cancel Lesson | 1 2 3 1
12 & DAL} |12REL1C 511 DAL] |12REL1EB 513 DAL] |[12REL1A 524 JONA

BOY) |12ENG1B 521 BOY] |12ENSTA LABZ BUTA [12ENG1A 521 PEAS
AB1 WALS [12CHETA LAB1 WALS [12INFIA  515C MULS [12ZMTE1A ATE THOW
12L5T1A 514 MULS [12MAATB 511 ROGP [12MAATA 511  BELH

Cancel MRCG for Period
125Y51

12PSTIC

125Y51A S16C FEN] [12MAG1B 512 GIBM |[12MAGTA 513 BUTA
12PSTIC 526 WOOP|12P5T1B 526 THOW|120ED1A 514 CARL
12PST1A 526 FENJ

12REL1E 513
12ENGID 521
12BIO1A  LAB1
12ECO1A 514
12PHY1B LAB2
12P5T1E 526

() Lesson cancelled @ Composi

6

KELR |[12REL1D 524 JONA
MARD [12ENG1C 521 BURK
BUTA [12ENS1B LAB1 JACC
WHIE |1ZMAX1A 511 WALP

COOD |12PED1A 514  ALDD
RENM [12PHY1A LAB2 COOD

12PSTID 526  WHIE

11 11HRM1A 521 RENM [11ENG1E
11HRM1B 522 CHAJ [11ART1A
11HRM1C 523 EDW] [11ECO1A
11HRM1D 524 COOD|11GRA1A

TIMTE1A

T1ENG1C 522 MANK|[11ENGID 522 BOY]

11CHE1A LAB1 WALS |11GRA1B AT3 YOUB
11DRATA PACT MILD [11LST1A 523 HARB
1T1GEO1A 523  CHA] [11MAGIC 512 WALP
T1ITATA 524 NANT [11PHY1A LAB2 COOD
110ED1A OV1  EDW)
TITEX1A AT4  CLAA

T1ACC1IA 522
11ENS1A LAB3
T1INFIA  515C
T1IMAATA 511
T1MAGIA 512

HARB |11REL1A 522  KNIN
JACC |11REL1B 523 MARD
MULS [11REL1C 512 GIBS
BELH |[11REL1D 325 SIMK

WALP

10A 10HRM1A M15 KNIN |10ACC1IA M10 WHIE |10ACCIA M10 WHB\QMA.MA- 10RED1A'|M15 KNIN

105051}\‘ M11

MANK [10ENG1A M10 DAL

10B  10HRM1B M16 SMYM|10FRE1A M11 GIBS |10FRE1A M11 GIBS ?OW1B M15 NEWP | 120518 M16 SMYM

10RED1B M15

KNIN [10ENG1B M11 MANK

10C 10HRM1C M17 JACT |10MED1A M19C MILD |10MED1A M19C MILD |10MA M11 BELH/|10RED1C M10 TALP

105CMC LAB4

CHEW |10ENG1C M15 KELR

10D 10HRM1D M12 CON] [10MUS1A PAC3 CONJ [10MUS1A PAC3 CON] |[10MATIE D | 1050510 M17 JACT
100ED1A OV1  CARL [100ED1A OV1 _ CARL |10MATIC M1 IALP

10RED1D M16

SMYM |10ENG1D M13  PEAS

10T

Click one of the cancelled classes then click Cancellations and
select Cancel Roll Class for Day to remove the cancellation

10ENG1E M12 BOY]

As a comparison, repeat the above steps and choose Yes when asked to cancel lessons in an MRCG.

Daily Organiser / Senior School - 2031 / Cancellations / Lessons

' fF Cancel Lesson

warn if cancelling lesson in MRCG warn if cancelling a composite class () MRCG (Multi Roll Class Group) @ Compasite class or shared room

1 2 3 4 5 6

1 B Cancel Roll Class for Period 12RELIC 511 DAL |12REL1B 513 DAL |12REL1A 524 JONA |12REL1E 513 KELR |12RELID 524 |ONA
& Cancel Roll Class for Day 12ENGIB 521 BOY) [12ENS1A LAB2 BUTA [12ENGTA 521 PEAS |12ENGID S21  MARD [12ENGIC 521  BURK
B Cancel All Classes for Period /1A 12CHE1A LAB—aeare Lo sxe snuc lsouress azo mislsannis LAt BuTA [12ENS1B LAB1 JacC
B Cancel MRCG for Period 1A s14 2LST1A Click any class in Roll Class 10A [01" 514 wHis [12maaa st waLp
125¥S1A  S16C Y18 LAB2 COOD |12PED1A S14  ALDD
12PSTIC 526 T1E 526 RENM [12PHY1A LAB2 COOD
Click Cancellations and select 12PSTID 26 WHIE
11 11HRM1A S21 RENM [11ENG1B 522 C1A 522 HARB [11REL1A 522 KNIN
11HRM1B 522 CHAJ [11ART1A AT Cancel Roll Class for Day S1A LAB3 JACC |11REL1B 523 MARD
11HRM1C 523 EDW) |11ECO1A 523 FiA  S15C MULS [11RELIC S12  GIBS
11HRM1D 524 COOD|11GRATA AT3 SMYM [11GEQ1A 523 CHAl [11MAGIC 512 WALP [11MAA1A 511  BELH [11RELID 525 SIMK

1IMTE1A ATS  THOW[11MTE1A ATS  THOW|11ITA1A S24 NANT |11PHY1A LAB2 COOD |11MAGITA S12  WALP

110ED1A OV1  EDW)
MTEXIA AT4  CLAA

10A 10HRM1A M15 KNIN |10ACC1A IM‘I(I WHIE [10ACC1A M10 WHIE |10MAA1A --‘IOREDLA M15 KNIN |10S0S1A M11 MANK [10ENG1A M10 DALJ
108 10HRM1E M16 SMYM[10FRE1A M11 GIBS [10FRETA M11 GIBS |10MAA1E M15 NEWP |10SOS1E8 M16 SMYM |10RED1B M15 KNIN |10ENG1E M11 MANK
10C 10HRM1C M17 JACT [10MED1A M19C MILD [10MED1A M19C MILD |1OMAT1A M11 BELH |10RED1C M10 TALP |10SCI1C LAB4 CHEW |10ENGIC M15 KELR
10D 10HRM1D M18 CONJ [10MUS1A PAC3 COMJ [10MUSTA PAC3 CONJ [10MAT1B M17 COOD [10S051D M17 JACT |10RED1D M16 SMYM |10ENGID M13  PEAS
100ED1A OV1 CARL |100ED1A OVI CARL |10MATIC [M18 |WALP 10ENG1E M12  BOY)

10TEX1A AT4 CLAA [10TEX1A AT4 CLAA [10MAT1V M18 WALP
1T1MAT1X [M14 ||MYE)
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Confirm

Click Yes

One or more lessons are in an MRCG. Do you want to cancel these lessons too?

l Cancel l No

Select Cancellation Reason Select Excursion and
click Apply

ExXcursion

Excursion
Examination
Assembly
MNAPLAN Testing
Year Level Activity
Camp

Careers Expo
Leadership Day
Orientation

Study Day

Work Experience

O sort (=] Display Close

Daily Organiser / Senior School - 2031 / Cancellations / Lessons
@ Cancellations Warn if cancelling lesson in MRCG Warn if cancelling a composite class () MRCG (Multi Roll Class Group) [ ] Composite class or shared room

RC HR 1 2 3 4 5 6

12 12HRM1A 511 DAL} [12REL1C 511 DALl |12REL1C 511 DAL) |12REL1B 513 DAL |‘\2REL1A 524 JONA |[12REL1E 513 KELR |[12REL1D 524 JONA
12HRM1B 512 BUTA [12ENG1B 521 BOY] |12ENG1B_521 BOY| |12ENS1A LAB? BUTA |12ENG1A 521 PEAS [12ENGID 521 MARD [12ENG1C 521 BURK

1ZHRMIC 513 GIBM [12CHETA LABT WALS |12CHET In 10A all lessons have T2 THOW|[12BIO1A LAB1 BUTA |12ENSIE LABT JACC
12HRM1D 514 WHIE [12LST1A 514 MULS |12LST14 11 BELH [12ECO1A 514 WHIE [12MAX1A 511 WALP
nsvsia siec Fy) [125vst  peen cancelled including |12 suma [12pevis Lag2 coop [12pED1A 12 ALDD

12PSTIC 526 WOOP|12PST1 . 14 CARL [12PSTIE S26  RENM |12PHY1A LABZ COOD

classes in an MRCG. 25 FEN 12PSTID 526 WHIE

11 11HRM1A 521 RENM [11ENGIE 522  MARD [11ENG1 22 E0Y] [11ACC1IA 322 HARE |11RELIA 522 KNIN
11HRM1B 522 CHAJ [11ART1IA AT1 RENM |11ARTIA AT1 RENM | 11CHE] TIGRAIE AT2 YOUS |11ENS1A LAB3 JACC [11RELIE 523 MARD

11HRM1C 523 EDWJ |11ECO1A 523 HARB |11ECO1A 523 HARB |11 1A PAC T1LST1A 523 HARB [11INF1A  515C MULS [11REL1C 512 GIBS
11HRM1D 524 COOD |11GRATA AT3  SMYM |11GRATA AT3  SMY
11MTETA AT8 THOW |11MTE1A ATS8

T1GEO1A 523
TITATA 524
110ED1A OV1  EDW)
TITEX1A AT4  CLAA
10A IDHRM1A‘M15 KNIN 1DACC1A.|M‘IO WHIE 10ACC1A‘M10 WHIE 10MM1A‘M14 MYE] 10RED1A‘M15 KNIN 1OSOS1A‘M11 MANK 1DENG1A‘M‘IO DAL)

10B 10HRM1B M16 SMYM |10FRE1A M11 GIBS |10FRETA M11 GIBS |[10MAA1E M15 NEWP [1050516 M16 SMYM [10RED1B M15 KNIN |10ENG1B M11 MANK

TIMAGIC 512 WALP [1T1MAATA S11 BELH |11REL1D 525 SIMK
T1PHY1A LAB2 COOD [11MAGI1A 512  WALP

10C  10HRM1C M17 JACT |10MED1A M19C MILD |1O0MED1A M19C MILD [10MATIA M11 BELH [10RED1C MI10 TALP [105CHC LAB4 CHEW |10ENG1C M15 KELR
10D 10HRM1D M18 CON] |10MUSTA PAC3 CONJ |[10MUS1A PAC3 CON] [10MAT1B M17 COOD (1050510 M17 JACT [10RED1D M16 SMYM |10ENG1D M13 PEAS
100ED1A OV1  CARL [100ED1A OV1 CARL |10MATIC M18 |WALP 10ENG1E M12 BOY]
10TEX1A AT4  CLAA [10TEX1A AT4  CLAA |10MATIV M18 (WALP
TIMATIX M14 | MYE|
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Daily Organiser / Senior School - 2031 / Cancellations / Lessons

@ Cancellations

Warn if cancelling lesson in MRCG ‘Warn if cancelling a composite class () MRCG (Multi Rell Class Group) () Lesson cancelled @ Composite cla

Cancel Lesson

1 2 3 4 5 6
C si DALl |12REL1C 511 DAL} |[12REL1B 513 DAL} [12REL1A 524 JONA |[12RELTE 513 KELR |[12REL1D 524 JONA
B 521 BOY] |12ENG1B 521 BOY] |[12ENMSTA LAB2 BUTA [12ENG1A 521 PEAS |[12ENGID 521 MARD [12ENG1C 521 BURK
Cancel All Classé LABT WALS [12CHE1A LAB1 WALS [12INF1IA  S15C MULS |[12MTE1A AT8 THOW |[12BIOTA LAB1 BUTA [12ENS1B LAB1 JACC
MULS |12L5T1A 514  MULS [12MAA1B 511 ROGP [12ZMAA1A 511 BELH |[12ECO1A 514  WHIE [12MAX1A 511 WALP
FEN] |125Y51A S16C FEN] [12MAGI1B 512 GIBM [12MAGTA 513 BUTA [12PHY1B LAB2 (OOD (12PED1A 514 ALDD
12PSTIC 526 WOOP|12PST1B 526 THOW|120ED1A 514 CARL [12PSTIE 526 RENM [12PHY1A LABZ COOD
12P5T1A 526 FEN] 12PST1D 526  WHIE
522 MARD [1T1ENGTC 522 MANK|[T1ENGID 522 BOY] [11ACCTA 522 HARB |11REL1A 522  KNIN
AT1 RENM |11CHETA LAB1 WALS [11GRATB AT3 YOUB [11EN5S1A LAB3 JACC |[11REL1B 523 MARD
523 HARB [11DRA1A PAC1 MILD [11L5T1A 523 HARB [11INFIA  515C MULS |[11REL1IC 512  GIBS

Cancel MRCG for Perios

11 11HRM1A 521 RENM [11ENG1E
11HRM1B 522 CHAJ [11ART1A AT1
11HRM1C 523 EDWJ (11ECO1A 523 HARB
11HRM1D 524 COOD|11GRATA AT3 SMYM

1IMTE1A ATE THOW

SMYM [11GEO1A 523 CHAJ |11MAGIC 512 WALP |11MAATA S11 BELH |11REL1D 525 SIMK
THOW [11ITATA 524 NANT |11PHY1A LAB2 COOD |11MAGITA 512  WALP
110ED1A OV1  EDW)
TITEX1A  AT4  CLAA

10A IDHRM1A‘ M15 KNIN 1DACC1A‘ M10 WHIE 10ACC1A‘|M10 WH ‘\{)MAAU\‘ M14  MYE| 10RED1A‘ M15 KNIN 105051}\‘ M11  MANK 1DENG1A‘ M10 DAL)
1086 10HRM1B M16 SMYM |10FRE1A M11 GIBS |10FRE 11 GIBS 16 M15 MNEWP 1050518 M16 SMYM [10RED1E M15 KNIN [10ENGIB M11 MANK
10C  10HRM1C M17 JACT |10MED1A M19C MILD |10MED1A Mwme\ 10Mm M11 BELH |10RED1C M10 TALP |105CHC LAB4 CHEW [10ENG1C M15 KELR
10D 10HRM1D M18 CON] [10MUS1A PAC3 CONJ |[10MUSTA PAC3 CONJ 1W COOD [105051D M17 JACT |[10REDID M16 SMYM [10ENGID M13 PEAS
100EDL 1 anyt lannrma i Y PE.YPTC IP-ry ETYIAR-, 10ENGIE M12  BOY]

1 Click one of the cancelled classes then click Cancellations and
select Cancel Roll Class for Day to remove the cancellation

@ Confirm

One or more lessons are in an MRCG. Do you want to remove the cancellations for these Y Click Yes

lessons too?
I Cancel l MNo Yes
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CANCEL AN MRCG FOR A PERIOD

It is possible to cancel all classes in an MRCG for a period. In this case, Year 10 are going to have a
Year Level Meeting in Period 2, so their regular classes need to be cancelled.

E Daily Organiser / Senior School - 2031 / Cancellations / Lessons

@ Cancellations

§ B Cancel Lesson

Warn if cancelling lesson in MRCG

Warn if cancelling a composite class

MRCG (Multi Roll

1 2 3 a4
1 B Cancel Roll Class for Period 2 pAU [12ReLic s11 DAL [12ReL1B s13 DAL [12REL1A s24 JONA
B Cancel Roll Class for Day 1B 521 12ENG1B 521  BOY |12ENS1A LAB2 BUTA |‘12EI\G1A 521 PEAS
Cancel All Classes for Period ! W, A LA A
—— m L':T ::i e L'j L:i Click any Year 10 class in Period 2 10:
125Y51A S16C FEN Click Cancellations and select '™
12P5TIC 526 WOOP|12P5TIC Cancel MRCG for Period TJtJL
11 11HRM1A S21 RENM |11ENG1E 522 MARD |11ENG1B 522/ MARDTTTENGTC S MANK TTENGTD 522 BOY)
11HRM1B S22 CHAJ [11ART1A AT1 RENM |11ART1A AT/ RENM |11CHE1A LAB1 WALS |11GRA1B AT3 YOUB
11HRM1C 523 EDW) [11ECO1A 523 HARB |11ECO1A HARE [11DRA1A PAC1 MILD [11LST1A 523 HARB
11HRM1D S24 COOD|11GRATA AT3  SMYM |11GRATA/AT3  SMYM |11GEQ1A S23 CHAJ |11MAGIC $12  WALP
11MTE1A ATS THOW|11MTE1A ATS THOW |11ITA1A S24 NANT |11PHY1A LAB2 COOD
110ED1A OV1 EDW]
11TEX1A AT4  CLAA
104 10HRM1A M15 KNIN |10ACCIA M10 WHIE |10ACCIA [M10 WHIE 1UMM1A--1DRED1A M15 KNIN
10B  10HRM1E M16 SMYM|10FRE1A M11 GIBS [10FRE1A M11 GIBS |[10MAA1E M15 NEWP |10S0S1E M16 SMYM
10C  10HRM1C M17 JACT |10MED1A M19C MILD |1OMED1A M19C MILD |10MAT1A M11 BELH |10RED1C M10 TALP
10D 10HRM1D M18 CON] |10MUS1A PAC3 CON] |[10MUSIA PAC3 CONJ [10MAT1B M17 COOD |105051D M17 JACT
100ED1A OV1 CARL |100ED1A OV1 CARL |10MATIC [M18 |WALP
10TEX1A AT4 CLAA [10TEX1A AT4 CLAA |10MATIV [M18 |WALP
11MATIX |M14 |MYE)
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Excursion

Examination

Assembly

NAPLAM Testing

Year Level Activity

Year Level Activity

Camp

Careers Expo

Leadership Day

Orientation

Study Day

Waork Experience

[ sort

Select Cancellation Reason

=] Display

Select Year Level Activity
and click Apply

Close

Daily Organiser / Senior School - 2031 / Cancellations / Lessons

@ Cancellations

i B cancel Lesson

Warn if cancelling lesson in MRCG

Warn if cancelling a compaosite class

() MRCG (Multi Roll

1 2 3 4
1 B Cancel Roll Class for Perioth_ ¢ g4 DAL) |12RELIC S11 DAL |[12REL1B S13 DAL |12REL1A S24 JONA
& cancel Roll Class for Day 12ENG1B 521 BOY] |12ENS1A LAB2 BUTA [12ENG1A 521  PEAS
B Cancel Al Classes for Period 12¢HET) All classes in the MRCG have been cancelled. (oW
B cancel MRCG for Period ' 12L5T14 LH
125¥51A  S16C PR Y514 Click one of the cancelled classes TA
12PSTIC 526 WOOP|12 then click Cancellations and RL
select Cancel MRCG for Period N
11 11HRM1A S21 RENM |11ENG1B 522 MARD [11EN to remove the cancellation )
11HRM1B S22 CHAJ |11ART1A AT1 RENM |11ARTH uB
11HRM1C S23 EDWJ |11ECOTA 523 HARB |11ECP1A S23  HARB |11DRATA PACT WILD [T1LST1A 523  HARB
11HRM1D S24 COOD|11GRA1A AT3 SMYM |11GHATA AT3 SMYM |11GEOTA 523 CHA] [11MAGIC 512 WALP
11MTE1A ATS THOW|11MTE1A ATS THOW |11ITATA 524  NANT |11PHY1A LAB2 COQOD
110ED1A OV1 EDW]
11TEX1A  AT4  CLAA
10A 10HRM1A M15 KNIN |[10ACCIA M10 WHIE |10ACCIA [M10 WHIE 1DMM1A¥‘IORED1A M15 KNIN
10B 10HRM1B M16 SMYM|10FRE1A M11 GIBS |10FRE1A YM11 GIBS |10MAA1E M15 NEWP [105051B M16 SMYM
10C  10HRM1C M17 JACT |10MED1A M19C MILD |10MED1A M19C MILD |1OMAT1A M11 BELH |10REDIC M10 TALP
10D 10HRM1D M18 CONJ |10MUS1A PAC3 CON) |10MUS1AYPACZ CONJ |1OMATIB M17 COOD [105051D M17 JACT
100ED1A OV1 CARL |100ED1ATOVI CARL |10MATIC [M18 WALP
10TEXIA AT4 CLAA |10TEX1AYAT2 cLaa |1omaTiv [Mi18 [WALP
11MATIX [M14  MYE]
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CANCEL A COMPOSITE CLASS

A composite class occurs when two or more classes are taken by the same teacher in the same
period. When cancelling a composite class, it is possible to cancel either one or all the classes in the
composite. A teacher is only made available for in lieu classes if all the classes in the composite for a
period are cancelled.

A warning can be given when cancelling composite classes.

E Daily Organiser / Senior School - 2031 / Cancellations / Lessons

E Cancellations Warn if cancelling lesson in MRCG Warn if cancelling a composite class MRCG (Multi Roll ¢
RC HR 1 2 3 4
anwiTre 3&£3 Cuwvw) ITCUUTAR 3235 AARD I rnocCuUTHA 3£5 | Py (3Y=) TTUORATA FRUCT NIy TTLa3TTHA LD MARD

11THEM1D S24 COOD|11GRATA AT3  SMYM |1’GRA’A AT3  S5MYM |11GEO1A 523  CHA] |1TTMAGIC 512 WALP
TTMTETA ATS THOW|1‘I\-“ITE1A ATS HOW |11ITATA 524  NANT |11PHY1A LAB2 COOD
| T10ED1A OW1  EDW]
| T1TEXTA AT4  CLAA

104 10HRM1A M15 KNIN |10ACCTIA M10 WHIE | 10ACC1A M}é) WHIE 10MW._1ORED1A M15  KNIN

10B 14 Note: The checkbox Warn ifcancellinga I\/’H GIBS ‘I'IﬁAA1B M15 NEWP | 105051B M16 SMYM

10C E Composite class is ticked and all MILD |10MAT1A M11 BELH |10RED1C M10 TALP
100 14

W1OMAT1B M17  COOD | 1050510 M17  JACT
OvV1  CARL TOMAHE M18 WALP
TOTERTA AT& C(LAA [TOTEXTA AT4 CLAA |10MATIV [M18 WALP
TTMATIX M14  MYE]

composites are coloured dark brown.

E Daily Organiser / Senior School - 2031 / Cancellations / Lessons

ffl Cancellations Warn if cancelling lesson in MRCG Warn if cancelling a composite class MRCG (Multi Roll ¢

1 2 3 4

Nerigd [TA S£5  TARD [TTCCUTA 325  MARG [TTONATA PRCT WICD [ TICSTTA  5£3  TTARD
A ATZ SMYM |11GRATA AT3Z SMYM |[11GEO1A 523 CHA] |11MAGIC 512 WALP
1A AT THOW [11MTE1A AT8 THOW [11ITA1A 524  NANT |11PHY1A LAB2 COOD
110ED1A OW1 EDW]
TITEXTA AT4  CLAA

104 10HRM1A M15 KNIN 1DACCM 10 WHIE |10ACC1A M1w 10MAATA --1DRED1A M15  KNIN

10B 10HRMI1E M16 SMYM |10FRE1A MGIBS J_DFMH GIES |10MAA1E M15 MNEWP |105051BE M16 SMYM

10C  10HRM1 10MAT1A M11 BELH |10RED1C M10 TALP

—_— Click 10MAA1A in Period 3
10D 10HRM1 10MAT1E M17 COOD |105051D M17 JACT

Cancel All Classes fo

&=
&
BE Cancel Roll Cla2
&
&

Cancel MRCG for Period

Click Cancellations and select Cancel Lesson | |1OMATIC [M18  WALP
10MATIV M18 WALP

| | TIMATIX [M14 | MYE)
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@ Confirm

This lessan is in an MRCG. Cancel this lesson?

Click Yes

d

Cancel

@ Confirm

One or more lessons is 3 composite. Create cancellation for all composites?

* (Yes) Cancel all lessons in the composite.
* (No) Cancel selected lesson only.

whether to

A decision can be made

classes in a composite.

Click Yes

cancel all

Cancel No Yes

Careers Expo

Excursion
Examination

Assembly

Camp

Careers Expo

Orientation

Study Day

[ sort

NAPLAM Testing

Leadership Day

Select Cancellation Reason

Year Level Activity

Waork Experience

=] Display

Select Careers Expo
Click Apply
Close Apply
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Daily Organiser / Senior School - 2031 / Cancellations / Lessons

@ Cancellations
|

Cancel Lesson

Warn if cancelling lesson in MRCG Warn if cancelling a composite class () MRCG (Multi Roll €

1 2 3 4

-C 511 DALl |12REL1C 511 DAL} |12REL1E 513 DAL |12REL1A 524 JONA
1B 521 BOY] |12ENGI1BE 521 BOY] |12ENS1A LABZ2 BUTA |12ENG1A 521 PEAS

|A LABT WALS |12CHETA LAB1 WALS [12INF1A  515C MULS |12MTE1A AT8 THOW
A 514  MULS |[12L5T1A 514 MULS |[12ZMAATEB 511 ROGP |12MAATA 511 BELH
125Y51A 516C FEN) |125Y51A S16C FEN] |12MAGI1E 512 GIEM |12MAG1A 513 BUTA
12P5T1C 526 WOOP|12P5T1C 526 WOOP|12PST1BE 526 THOW |120ED1A 514 CARL
12P5T1A 526  FENJ

522 MARD |11ENG1B 522  MARD |[11ENG1C 522 MANEK [11ENG1D 522 BOY]

AT1 REMM |11ART1A AT1 REMM |11CHE1A LAB1 WALS |11GRAIE AT3 YOUB
523 HARB |11ECO1A 523 HARE |11DRA1A PACT MILD |[11L5T1A 523 HARB
AT3  S5MYM |11GRATA AT3  SMYM |11GECTA 523 CHAJ [11TMAGIC 512 WALP
AT8 THOW|11MTE1A AT8 THOW [11ITATA 524  NANT |11PHY1A LABZ COOD
110ED1A OW1  EDW]
TTEX1A AT4  CLAA

11 11THRM1A 521 REWM
11HRM1B 522 CH
11HRM1C 523 EDW]
1T1THRM1D 524 COOD

10A 10HRM1A M15 KNIN 1D.ACK1\ M10 WHIE |10ACC1IA M10 Wlﬁ 1DMAA1A’|M‘I4 MYE] |10RED1A M15 KNIN

106 10HRM1B M16 SMYM 1DFRE1\(\\M‘I1 GIBS |10FRETA M11 IBS5 |10MAATB M15 NEWP |105051B M16 SMYM

10C 10HRM1C M17 JACT 1DMED1\\N‘IQC MILD |10MED1A W'Q/C MILD |10MAT1IA M11 BELH |10RED1C M10 TALP
PAC3 CON] |10MATIB M17 COOD |105051D M17 JACT
OVl CARL [10MATIC M18 WALP
AT4 CLAA [10MATIV MI18 WALP

/ 1IMATIXY M14 MYE]

10D 10HRM1D M18 COM] |10MUSTA\PAC3 CONJ
100ED1A 1 CARL
10TEX1A A CLAA

Both composite classes have been cancelled.

Click one of the cancelled classes then click Cancellations
and select Cancel Lesson to remove the cancellation

@ Confirm

Click Yes

One or more lessons is a composite. Remove cancellation for all composites?

* (Yes) Remove cancellation for all lessons in compaosite.
* (No) Remaowe cancellation for selected lesson only.

l Cancel l No
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CANCEL YARD DUTIES

Yard Duties can be cancelled for

e an area for individual sessions
e all areas for a session
e anarea foraday

CANCEL A YARD DUTY AREA FOR A SESSION

If there are yard duty areas in the school that are only used by particular year levels, it may be
necessary to cancel these yard duties when that year level is absent. For example, if Year 11 students
have an exam that goes through Recess there may be no need to have a member of staff supervising
the Senior Yard. This duty can be cancelled, and the teacher used for another task.

E On the Task Tree select:
[8B] Cancellations - Yard Duties

131] Daily Organiser / Senior School - 2031/ Cancellations / Yard Duties

= cancellations

Cancel Area for Session Oval

4 B Cancel Al Areas for Session

r @ Cancel Area for Day

Click Monique Gibson in the
Senior Yard at Recess

Click Cancellations and select

ar, Alison | Gibson, Monique JKnight, Matalie
L1 Dalton, James Myers, John Mills, Deborah Cancel Area for Session h
L2 Boyle, Joanne White, Eva Clark, Megan
PM Atkinson, Danielle
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Select Cancellation Reason

Select Examination
and click Apply

Examination

Excursion ‘/ 
Examination

Assembly

NAPLAM Testing
Year Level Activity
Camp

Careers Expo
Leadership Day
Orientation
Study Day

Work Experience

[ sort (=] Display Close

E Daily Organiser / Senior School - 2031 / Cancellations / Yard Duties

& Cancellations ) Cancelled

The yellow shading indicates that the
Time/Area Bus Duty Junior Yard Senlor‘(ari%a[ yard duty has been cancelled.

AM Alderson, David
R Butler, Alison | Gibson, Monique‘ Knight, Matalie Manning, Kathy

L1 Dalton, James Myers, John Mills, Deborah Pearson, Sean  Nancarrow, Trish Murphy, John

L2 Boyle, Joanne White, Eva Clark, Megan Burrows, Kelly Newman, Peter Rogers, Paul

PM Atkinson, Danielle

_',5_\_.,3‘ Daily Organiser / Senior School - 2031 / Cancellations / Yard Duties

EIEEEE® (@ cancelled Hover over the teacher name to
display the cancellation reason

Time/Area Bus Duty Junior Yard Senior Yard Ova
AM Alderson, David
R Butler, Alison | Gibson, Monique‘
L1 Dalton, James Myers, Jochn Mills, Deborah Pearson, Sean  Nancarrow, Trish Murphy, John
L2 Boyle, Joanne White, Eva Clark, Megan Burrows, Kelly Newman, Peter Rogers, Paul
PM Atkinsen, Danielle

Alternatively, double click in a cell to add or remove a cancellation.
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CANCEL ALL YARD DUTY AREAS FOR A SESSION

In some cases, it may be necessary to cancel all yard duty areas for a session. For example, a whole
school event. In this case, there is going to be an early finish so Lunch 2 yard duty will be cancelled
due to a shortened lunch time.

E_ﬂ Daily Organiser / Senior School - 2031 / Cancellations / Yard Duties

f5l cancellations Click on any teacher in Session L2,
then click Cancellations and select

Cancel All Areas for Session

ancelled

1 E Cancel Area for Session

or Yard
B Cancel All Areas for Session

r [E Cancel Area for Day

ar, Alison Gibson, nique‘ Knight, Natalie Manning, Kathy

L1 Dalton, James rs. John Mills, Deborah Pearson, Sean  Nancarrow, Trish Murphy, John
L2 Boyle, Joanne |White, Eva Clark, Megan Burrows, Kelly Newman, Peter Rogers, Paul

PM Atkinzon, Danielle

Select Cancellation Reason

Select Year Level Activity
and click Apply

Year Level Activity

Excursion

Examination
Assembly
NAPLAM Testing
Year Level Activity
Camp

Careers Expo
Leadership Day
Orientation

Study Day

Work Experience

[] sort 2] Display Close m

Timetabling Solutions Hosted Application Page 158 of 328



Daily Organiser Lesson 5

E Daily Organiser / Senior School - 2031 / Cancellations / Yard Duties

= cancellations Cancelled

1 E Cancel Area for Sessios

or Yard Senior Yard Oval Canteen Gym 1 Gym 2
B Cancel All Areas for Session

r B Cancel AreaTd
11
L2

Mills, Deborah Pearson, Sean  Nancarrow, Trish Murphy, John

N Clark, Megan B Burrows, Kelly‘ Newman, Peter B Rogers, paul ¥
PM Atkinson, Danielle

All yard duties have been cancelled in Session L2.

Click Cancellations and select Cancel All Areas for Session
to remove the cancellation

CANCEL A YARD DUTY AREA FOR A DAY

Sometimes, it is necessary to cancel a yard duty area for an entire day. In this case the Gym will be

closed due to interschool sporting activities, so the duties for Gym 1 and Gym 2 will need to be
cancelled for the day.

E?E Daily Organiser / Senior School - 2031 / Cancellations / Yard Duties

= cancellations Cancelled

1 (8 Cancel Area for Session orYard Senior Yard Oval Canteen Gym 1 Gym 2

4 BE Cancel All Areas for Session

Mills, Deborah Pearson, Sean | Nancarrow, Trish Murphy, John

L2 Boyle, Joanne
FM Atkinson, Danielle

grk, Megan  Burrows, Kelly/" Newman, Peter Rogers, Paul

Click on any teacher with a Gym 1
session, then click Cancellations and
select Cancel Area for Day
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Select Cancellation Reason

Select Year Level Activity

Year Level Activity
and click Apply

Excursion

Examination
Assembly
NAPLAM Testing
Year Level Activity
Camp

Careers Expo
Leadership Day
Orientation

Study Day

Waork Experience

O sort =] Display Close

E?E Daily Organiser / Senior School - 2031 / Cancellations / Yard Duties

&= cancellations () Cancelled
Time/Area Bus Duty Junior Yard Senior Yard Oval Canteen Gym 1 Gym 2
AM Alderson, David
R Butler, Alison (Gibhenn Maninus Knisht Matalie Mo ning, Kathy
L1 Dalton, James All yard duties have been son,}r}hﬂurphy,]ohn
L2 Boyle, Joanne cancelled for Gym 1. ows, Kelly MNewman, Peter " Rogers, Paul
PM Atkinson, Danielle

Daily Organiser / Senior School - 2031 / Cancellations / Yard Duties

& cancellations | ) Cancelled

irYard Senior Yard Oval Canteen Gym 1 Gym 2

ison Gibson, Monique‘ Knight, Matalie Manning, Kathy

L1 < yers, John Mills, Deborah Pearson, Murphy,]ohn
L2 va Cl 7 Burrows, Kelly MNewman, Peter " Rogers, Paul

PM Atkinsor

Click on any teacher with a Gym 1 session then
click Cancellations and select Cancel Area for Day
to remove the cancellation for Gym 1
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PROFESSIONAL LEARNING OBJECTIVES

Create and manage Student Activities

SKILLS

Add a Student Activity with specific teachers

Add a Student Activity with assigned rooms and additional teachers
Add reminder notes

Add students to a Student Activity

Link teachers and rooms in a Student Activity

Assign students to teachers or rooms in a Student Activity
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STUDENT ACTIVITIES

For long term planning, Student Activities can be set up in advance for part days, full days or multiple
days.

When creating a Student Activity:

e lessons can be cancelled for the Roll Classes attending the activity

e teachers attending the activity can be made absent

e rooms can be assigned to the activity making them unavailable for other classes
e provision can be made for additional teachers and rooms to be assigned later

Once an activity has been set up:

e teachers and rooms can be linked
e students can be assigned to the activity
e students can be assigned to teachers or rooms

Open:

@ Senior School 2031

Date: Tue 04 Feb D7 (Future)

E On the Task Tree select:
[9A] Student Activities - Plan

:iT Daily Organiser / Senior School - 2031 / Student Activities / Plan

+ Add T Delete # Edit O copy = Sort [0 show Details Date ® Al O selected O selected Forward Completed Selected date In future

*No A Name Code Dates Days Cancel Lessons Roll Class Type

1 YLA11-12 YLA11-12 Tue 28 Jan 1Day Yes 121 Single Day
2 YLA10 YLA 10 Tue 28 Jan 1Day Yes 10A, 10B, 10C.f10D Single Day
3 YLA9 YLA 9 Tue 28 Jan 1Day Yes 9A, 9B, 9C, 9 Single Day
4 YLAZ YLAZ Tue 28 Jan 1Day Yes 8A, 8B, 8C 8 Single Day
5 YLA7 YLA7 Tue 28 Jan 1Day Yes 7A.78,7C 7 Single Day
& YR 7 Orientation 70R Wed 29 Jan 1Day Yes 7A,.78,7C. D Single Day
7 ¥r 11 Camp 11CAMP Wed 26 Feb - Fri 28 Feb 3 Days Yes 11

8 Senior Netball ~ Senior Netball Tue 04 Feb - Thu 20 Feb 3 Days No 12,11

Several Student Activities have already been entered.
Click All

The cell colours indicate if the activity is prior to the selected
date (pink), on the selected date (green) or in the future (blue).
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STUDENT ACTIVITY WITH SPECIFIC TEACHERS

If specific teachers are required to supervise a whole activity, they can be included in the activity and
their absence will be entered automatically. In this example, Roll Class 9D will be on an excursion to
the Zoo. Two teachers will be taking the students on this excursion.

12] Daily Organiser / Senior School - 2031/ Student Activities / Plan

+ Add Tl Delete Z Edit D copy = Sort [ show Details Date @® Al O Selected O Selected Forward Completed Selected date In future
*No ~ Na Code Dates Days Cancel Lessons Roll Class Type
T YLA11-1 e —— Tu2 22 lan 1Day Yes 12,11 single Day
2 YLA10 . 1Day Yes 10A, 10B, 10C, 10D Single Day
3 YLA9 ClICk Add 1Day Yes 9A, 9B, 9C, 9D Single Day
4 YLAS 1Day Yes 8A, 8B, 8C. 8D Single Day
5 YLAY VIA7 TOE Z8Jam 1Day Yes 7A,7B,7C, 7D Single Day
6 YR 7 Orientation 7OR Wed 29 Jan 1Day Yes 7A,7B,7C, 7D Single Day
7 ¥r 11 Camp 11CAMP Wed 26 Feb - Fri 28 Feb 3 Days Yes 11 Multiple Days
8 Senior Netball ~ Senior Netball Tue 04 Feb - Thu 20 Feb 3 Days No 12,11 Multiple Days

#Z Plan Student Activity

Identifiers

Name*  Yr 9D Zoo Trip Code* 8D Zoo

Details

Cancellations In Name type “Yr 9D Zoo Trip” and

ons in Code type “9D Zoo”

(O Cancel all lessons in the selected Roll Classes

(® None - do not cancel |

Then enter the information below
in the relevant fields

(O Cancel lessons NOT in an MRCG in the selected Roll Classe

Roll Classes

Cancellation Reason

] Display Cance

1. Click Select Dates* and select 04 Feb, then click OK

2. Click Periods/Yard Duties* and move all to the Selected box, then click Apply

3. Click Teachers and move Joanne Boyle and Dennis Cooke to the Selected box, then click
Apply

4. Note: A cell has appeared for the teacher Absence Reason, select the reason Excursion

5. In Cancellations select the radio button Cancel lessons NOT in an MRCG in the selected Roll
Classes

6. Note: The fields Roll Classes* and Cancellation Reason* are now green indicating that they
are required fields

7. Click in Roll Classes*, select 9D, then click Apply

8. Click in Cancellation Reason* and select Excursion
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# Plan Student Activity

Cancellations
(O Mone - do not cancel lessons

(O cancel all lessons in the selected Roll Classes

(® Cancel lessons NOT in an MRCG in the selected Roll Classes

Roll Classes™ 9D

Cancellation Reason® Excursion

@ Required Fields *

Identifiers

Name*  Yr9D Zoo Trip Code* 8D Zoo
Details

81 Select Dates™ & Periods/Yard Duties® # Teachers & Rooms Z Reminders & Replicate All Days

No Date Day Periods and Yard Duties Teachers Rooms Add Teachers Add Rooms Reminders

1 Tue 04 Feb D7 All Day I BOY], COOD I 0 0]
Reasons

Absence Reason*  Excursion ¥ Room Availability Reason -

When all the data has been
entered click Record and Close

Information
L Click OK
All changes made to this activity will flow through to the relevant screens for all the
selected days.
E‘:‘g Daily Organiser / Senior School - 2031 / Student Activities / Plan
+ Add I Delete Z Edit & copy = sort [0 show Details Date ® Al (O Selected
* No ~ Name Code Dates Days Cancel Lessons Roll Class Type
1T ¥YLA 1112 YLA 11-12 Tue 28 Jan 1 Day Yes 12, 11 Single Day
2 ¥YLA10 YLA 10 . L. 10A, 10B, 10C, 10D Single Day
The details of the Student Activity _
3 YLA9 YLA 9 9A, 9B, 9C, 9D Single Day
4 ¥LAS YLA B have been recorded. 8A, 8B, 8C, 8D Single Day
5 YLA7 YLAY - — 7A. 7B, 7C, 7D Single Day
6 YR 7 Orientation 7OR Wed 29 Jan 1 Day Yes 7A, 7B, 7C, 7D single Day
7 ¥r 11 Camp 11CAMP Wed 26 Feb - Bfi 28 Feb 3 Days Yes 11 Multiple Days
8 Senior Netball  Senior Metball Tue 04 Feb g/Thu 20 Feb 3 Days Mo 12,11 Multiple Days
9D Zoo Tue 04 Feb 1 Day Mot MRCGs SD Single Day
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On the Task Tree select:
[6A] Teacher Absences - Selected Day

E

Daily Organiser / Senior School - 2031 / Teacher Absences / Selected Day

B Absent Z Edit Show Reasons [ pisplay Tooltips Teachers selected: 49 of 49
*No Teacher AM HR 1 2 L— 4 L1 L2 5 6 PM

1 Adams, Rod L

2 Alderson, David Y LATE L LATE L PMEET L L L L

3 Atkinson, Danielle [CL LCL LCL LCL €L LCL L a a LCL |LEC|\WCL

4 Baker, Catherine N N N N N N N N N N N N

5 Bell, Heather L L L L

6 Boswick, Sam M M

7 Boyle, Joanne EXC LEXC LEXC LEXC EXC L EXC LEXC EXC Y EXC EXC L EXC EXC

8 Burrows, Kelly M M Y L

9 Butler, Alison L Y oL L L

10 Carter, Leanne L L L L LEXC L EXC EXC

11 Chappell, Judy L L U U U |LEXC LEXCEXC

12 Cheng, William L L

13 Clark, Allison L L L L L L

14 Clark, Megan M M Y L

15 Connolly, Jenny L L L L L L

16 Cocke, Dennis EXC LEXC LEXC LEXC EXC LEXC LEXC EXC EXC LEXC LEXC EXC

17 Dalton, James L L L L Y L

18 Edwards, John L L

19 Feng, Jenny L L L

20 Fraser, Melissa LsL LsL LsL LLSL LSL LLSL

21 Gibson, Monique L L Y L

() Individual Absence

) Group Absence

) Activity Absence

() Lesson Cancelled

) Composite Class

The teachers added to the Student Activity
are displayed here with a planned absence.

On the Task Tree select:
[8A] Cancellations - Lessons

E

E Daily Organiser / Senior School - 2031 / Cancellations / Lessons

EI Cancellations Warn if cancelling lesson in MRCG Warn if cancelling a composite class ) MRCG (Multi Roll Class Group) O Lessan cancelled @ Composite ¢!
RC HR . 6

e The classes not in a MRCG have been cancelled. S RTTTSE T
11HRM1B 522 CHAJ 11REL1E 522  MARD

1THRMIC 523 EDW) 09HRM1D which is in an MRCG will also need to be cancelled. s [11RELIC s12 GBS
11HRM1D 524 COOD H |1MRELID 525 SIMK

Double click 099HRM1D ?

10A 10HRM1A M15 KNIN [10ACC1A M10 WHIE |10ACCIA M10 WHIE mMI\lNYEJ 10RED1A M15 KNIN [10S0S1A M11  MANK [10ENG1A M10 DAL
108 10HRM1B M16 SMYM|10FRE1A M11 GIBS |10FRETA M11 GIEyTWB M15 NMTOSOSTB M16 SMYM |10RED1B M15 KNIN |[10ENGIB M11 MANK

10C 10HRM1C M17 JACT |10MED1A M19C MILD |10MEDI1A MMLD WO%QTLA M11 BELH dC M10 TALP [10SCMC LAB4 CHEW |[10ENGI1C M15 KELR

10D 10HRM1D M18 CONJ [10MUSTA PAC3 CON] |10ML PAC3 C 76MAT1B M17 COOD | 105051D 7 JACT |10RED1D M16 SMYM [10ENGID M13 PEAS

100ED1A OV1  CARL )aogj:/ow CARL/|10MATIC M18 |WALP 10ENGI1E M12 BOY)

10TEX1A AT4 10TEX1A C 10MATIV M18 WALP
T1MATIX M14  MYE|
9A 09HRM1A M11 BELH A GYMZ ALDD 09}2‘61.4‘ GYM/ALDD 09ENG1A M10 TALP |09ART1A AT1 RENM OQFRE‘\A\M{{ MUR] |09RED1A M14 MYE]
9B 09HRM1B M12 PEﬁS/ 0SPEG1A GYM1 ATKD '(BPEGTA G}‘H ATKD |09ENG1B M16 PEAS |0SDRA1A PAC2 MILD |09FRE1B M13 }?ﬁ{ 095CIME LAB2 ROGP
9C  09HRM1C SIMK |0SRED1C M13 KM DQGED1C‘|17 JACT  |DYENGIC M13  MARD |0SMUSTA PAC3 CONJ [09ITATA  M14  CLAM |DYRUIC  LAB4 CHEW
oD |09HRM1D|M14 BOY] 09RED1D‘M18 WALP DQSCHD‘LABS FRAM |09ENG1D M12 BOQY] |09TEX1A AT4 CLAA |09ITATE M18 NANT 09HIS1D‘M16 SMYM
0SENG1E M19C SIMK |0SWOO1A AT7 EDW] |09LSP1A M19C PATM
@ Confirm
Click Yes

This lesson is in an MRCG. Cancel this lesson?

Cancel
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Select Cancellation Reason

Excursion

Excursion
Examination
Assembly
NAPLAM Testing
Year Level Activity
Camp

Careers Expo
Leadership Day
Orientation

Study Day

Work Experience

[ seort & Display

Select Excursion
and click Apply

Close

E?g Daily Organiser / Senior School - 2031 / Cancellations / Lessons

[ cancellations warn if cancelling lesson in MRCG wWarn if cancelling a composite class () MRCG (Multi Roll Class Group) () Lesson cancelled @& Composite c|
RC HR 1 2 3 4 5 6
11 11HRM1A 521 RENM[11ENG1B 522 MARD [11ENG1B 522 MARD [11ENG1C 522 MANK|11ENGID 522 BOY] [11ACCIA 522 HARB |11REL1A 522 KNIN
11HRM1B 522 CHAJ [11ART1A AT1 RENM |11ARTIA AT1 RENM |[11CHE1A LAB1 WALS [11GRA1B AT3 YOUB |11ENSIA LAB3 JACC [11REL1B 523 MARD
11HRM1C 523 EDWJ [11ECOTA 523 HARB |11ECO1A 523 HARB |11DRATA PACT MILD [11LST1A S23 HARB |11INFIA S15C MULS [11RELIC S12  GIBS
11HRM1D 524 COOD|11GRATA AT3 SMYM |11GRATA AT3 SMYM |11GEO1A 523 CHAl |[1TMAGIC S12  WALP |11MAA1A 511 BELH |11RELID 525 SIMK
1IMTETIA ATE THOW|11MTE1A ATE THOW [11ITA1A 524  NANT |11PHY1A LAB2 COOD [11MAG1A 512 WALP
Cancellations entered on this screen can be edited here
10A 10HRM1A M15 KNIN |10ACC1A . . L. MANK |10ENG1A M10 DAL
P e e whereas cancellations entered in a Student Activity, o e TR
10C 10HRMIC M17 JACT |10MED1A must be edited on [9A] Student Activities - Plan. CHEW |10ENGIC M15 KELR
10D 10HRM1D M18 CONJ [10MUS1A SMYM [10ENGID M13  PEAS
100ED1A 10ENGIE M12  BOY)
10TEX1A ATA  CLAA |10TEX1A AT4 CLAA [10MAT1V [M18 |WALP
1IMATIX M14  [MYE]
9A  09HRMTA M11 BELH |0SPEB1A GYM2 ALDD |09PEB1A GYM2 ALDD |D9ENG1A M10 TALP |D9ART1A AT1 RENM [09FRETA M12 MUR] |0SRED1A M14 MYE]
98 09HRM1B M12 PEAS |09PEG1A GYM1 ATKD |D9PEG1A GYM1 ATKD [09ENG1B M16 PEAS |09DRATA PAC2 MILD |09FRETE M13 GIBS |09SCHE LAB3 ROGP
9C  09HRMIC M13 SIMK |0SREDIC M13 KNIN |D9GED1C M17 JACT |D9ENGIC M13 MARD |09MUSIA PAC3 CON] |09ITATA M14 CLAM |09SCIC LAB4 CHEW
9D  OOHRM1D M14 BOY] |0SREDIDY M18 WALP |09SCID \LABZ FRAM |D9ENGID M12 BOY] |OSTEXIA AT4 CLAA |OSITATE M18 NANT |0SHISTD \M16  SMYM
09ENG1E M19C SIMK |09WOO1A AT7 EDW) [09LSP1A M18C PATM

Ti
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ADD STUDENTS TO AN ACTIVITY

When students are added to an activity, they are removed from all their classes that have not been
cancelled on that day. These changes will then flow through to class lists in the Staff and Student
Portals. In this case, 9D students will be added to the Yr 9D Zoo Trip activity.

E On the Task Tree select:
[9B] Student Activities - Organise

{21 Daily Organiser / Senior School - 2031 / Student Activities / Organise

+ Add Students G2 Teachers/Rooms/Students Date @ Al O Selected O Selected Forward Days O single @ Multiple Completed Selected date
®No A Name Days Absence Reason Availability Reason Cancel Lessons Cancellation Reason Roll Class Type No. Students
1 YLA 11-12 YLA 11-12 Yes Year Level Activity 12,11 Single Day 203
2 YLA 10 YLA 10 Click 9D Zoo and Yes Year Level Activity  10A. 10B, 10C, 10D Single Day 104
3 YLA9 YLA 9 Tue 28 Jan . Yes Year Level Activity 9A. 9B. 9C, 8D Single Day 101
4vLas Yiag Tue 28 Jan click Add Students |... Year Level Activity ~ 8A, 8B,8C,8D  SingleDay 106
5 YLA7 YLA7 Tue 28 Jan Yes Year Level Activity 7A.7B.7C. 7D Single Day 105
6 YR 7 Orientation 70R Wed 29 ] Yes Excursion 7A, 7B, 7C, 7D Single Day 105
7 Yr11 Camp 11CAMP Wed 26 Feb - Fri 28 Feb 3 Days Camp Yes Camp 11 Multiple Days 103
8 Senior Netball Senior Netball Jde 04 Feb - Thu 20 Feb 3 Days Excursion No 12,11 Multiple Days 12
G ¥r9D Zoo Trip 8D Zoo Tue 04 Feb 1 Day Excursion Not MRCGs Excursion aD Single Day (o]
—
=X Select Students
Available (25) = Selected (0) =
Carilli, Christa / CARICO1
Craigwell, Serina / CRAIS01
Dolson, Adelina / DOLSADT
Goettle, Dorris / GOETDO1 b
Grisson, 5ean / GRISS01
Hollaway, Jordan / HOLLJO1 22
Jurica, Mike / JURIMO1
Libutti, Michael / LIBUMO1 ™
Locus, Corey / LOCUCOT
: ) &
Luppino, Krishna / LUPPKO1
Mauricio, Micah / MAURMO1
Meriweather, Jordon / MERIO1
Mewbill, Joe / NEWE]O1
Palone, Joanna / PALOJO1
Click Display
=] Display [] sort Y Filter Close m
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E Display Settings

Students
O Code

Format:

Last Name ¢ First Name

Select Name and
click Save For All

Exgmple: = Altherr, Claire

O Code
Gender
Year Level

Home Group

0000

Sport Selection

00

Show Additional Information

[0 BOS Code
O Roll Class

[0 House

[ Boarder

[0 Email Address

Cancel m Save For All

=% Select Students

Available (25)
Carilli, Christa
Craigwell, Serina
Dolson, Adelina
Goettle, Dorris
Grisson, 5ean
Hollaway, Jordan
Jurica, Mike
Libutti, Michael
Locus, Corey
Luppine, Krishna
Mauricio, Micah
Meriweather, Jordon
MNewhbill, Jos

Palone, Joanna

=] Display

Only 9D students are listed in the Available box.

>>
Click - to move all students to the Selected box
then click Apply

[J sort

Y Filter Close

Apply

o —
o —
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E Daily Organiser / Senior School - 2031 / Student Activities / Organise

+ Add Students G2 Teachers/Rooms/Students Date @ Al O Selected O Selected Forward Days O single @ Multiple Completed Selected date
®No A Name Code Dates Days Absence Reason Availability Reason Cancel Lessons Cancellation Reason Roll Class Type No. Students

1 YLA 11-12 YLA 11-12 Tue 28 Jan 1 Day Year Level Activity YLA Single Day 203
2 YLA 10 YLA 10 Tue 28 Jan 1Day Year Level Activity YLA 25 StUdentS have now been ,10D SingleDay 104
3 YLA9 YLAQ Tue 28 Jan 1Day Year Level Activity YLA . . Single Day 101
4 YLASB YLAB Tue 28 Jan 1 Day Year Level Activity YLA addEd to the aCtIVIty' Single Day 106
5 YLA7 YLAZ Tue 28 Jan 1Day Year Level Activity YLA 105
6 YR 7 Orientation 70R Wed 29 Jan 1 Day Excursion T TXTOTSTOTT oD 105
7 Yr 11 Camp 11CAMP Wed 26 Feb - Fri 28 Feb 3 Days Camp Yes Camp i iNg Days 103
8 Senior Netball Senior Netball Tue 04 Feb - Thu 20 Feb 3 Days Excursion No 12,11 5 12

G ¥r9D Zoo Trip 8D Zoo Tue 04 Feb 1 Day Excursion Not MRCGs Excursion aD Single Day 25

VIEW STUDENT LESSON CHANGES

These 25 students have now been removed from all classes for this day. Class lists are updated
throughout the app. For example, the updated class lists can be seen in the Reports section.

-EE On the Task Tree select:
[17H] Selected Day Reports - Student Lesson Changes

E Daily Organiser / Senior School - 2031 / Selected Day Reports / Student Lesson Changes

Orientation | Portrait v || Separate Pages | [] | Preview Q a [ BIE: BINLEIE=]
Tmed All reports initially display in Print Preview.
Stude
- Untick Preview
HR kel
1 19D (09RED1D 25 25| 0| 0| 0
2 1aD 035CI1D 25) 25| 0 0 ]

E Daily Organiser / Senior School - 2031 / Selected Day Reports / Student Lesson Changes

Orientation  Portrait ¥ || Separate Pages O Preview

Period Roll Class Class Students (Normal) Students At Activity Students Out StudentsIn Students In Lesson
HR 9D O09HRM1D 25 25 ] 0 o
1 oD QO9RED1D 25 25 0 1] 0
2 oD 0osCMD 25 25 0 1] 0
3 QA 09EMNGTA 22 6 0 0 16
3 9B 09ENG1B 22 5 0 0 17
3 9C 09ENGIC 22 4 0 0 18
3 9D 09ENG1D 22 6 ] 16
3 oD 09ENG1E 13 4 ] ]

4 DA 09ART1A 18 ] 12
4 9B O9DRATA 22 ] 0 16
‘ °c O9MUSTA 22 The number of students attending 7
4 oD O9TEXTA 21 . . . 19
. oo SOWOOA . the activity has resulted in adjusted -

totals for all Year 9 lessons.
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STUDENT ACTIVITIES WITH ADDITIONAL TEACHERS AND SPECIFIC ROOMS

When creating a Student Activity, it is not always necessary to assign teachers for the whole activity
as in the last example. An alternative is to assign teachers based on their availability on a period-by-
period basis. When setting up the activity, only the number of teachers required must be specified.

If specific rooms are required, they can be assigned when setting up the activity. Alternatively, the
number of rooms required can be specified and the actual rooms can be assigned later on a period-
by-period basis.

In this example, a Student Activity for the Yrl1 English Examination will be set up for Periods 1, 2 and
Recess. Five teachers and five rooms will be required. It is not necessary to have the same teachers
supervising the entire exam, but specific rooms will be necessary.

E On the Task Tree select:
[9A] Student Activities - Plan

i’.:e' Daily Organiser / Senior School - 2031 / Student Activities / Plan
+ Add [l Delete 2 Edit |0 copy = sort [ show Details Date ® All O selected
*No ~ Name Code Dates Days Cancel Lessons Roll Class Type
1 YLA 11-12 YLA 11-12 Tue 28 Jan 1Day Yes 12,11 Single Day
. 28 1Day Yes 10A, . 10C, i )
2 ¥YLA10 L Click Add 8lan Day Ye 0A, 10B, 10C, 10D Single Day
3 YLAS YL 28 Jan 1Day Yes 9A, 9B, 9C, 9D Single Day
4 YLA 8 YLAE Tue 28 Jan 1Day Yes 8A, 8B, 8C, 8D Single Day
5 YLAT YLAY Tue 28 Jan 1Day Yes 7A, 7B, 7C, 7D Single Day
6 ¥R 7 Orientation 7OR Wed 29 Jan 1Day Yes 7A, 7B, 7C, 7D Single Day
7 ¥r 11 Camp 11CAMP Wed 26 Feb - Fri 28 Feb 3 Days Yes 11 Multiple Days
8 Senior Netball Senior Netball Tue 04 Feb - Thu 20 Feb 3 Days Mo 12,11 Multiple Days
2 ¥roD Zoo Trip 9D Zoo Tue 04 Feb 1 Day Mot MRCGs oD Single Day

Enter the following details in the relevant cells

1. In Name* type “Yr 11 English Exam” and in Code* type “11ENG EXAM”

2. Click Select Dates* and select 04 Feb, then click OK

3. Click Periods/Yard Duties* and move 1,2 and R to the Selected box, then click Apply

4. Click Rooms and scroll down. Move the last 5 rooms on the list S22, S23, S24, S25 and S26 to
the Selected box, then click Apply

5. Note: A box has appeared for the Room Availability Reason*, select the reason Examination

6. Click in Add Teachers and type “5”

7. Click Reminders and type “Set up for Yr 11 English Exam”, then click OK

8. In Cancellations select the radio button Cancel all lessons in the selected Roll Classes

9. Note: The cells Roll Classes* and Cancellation Reason* are now green indicating that they

are required fields
10. Click in Roll Class, select 11, then click Apply
11. Click in Cancellation Reason and select Examination
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# Plan Student Activity
Identifiers
Name*  ¥r 11English Exam

Details

81 Select Dates* & pe

No Date Day Periods and Yard Duties Teachers

1 Tue 04 Feb D7 1-R

Reasons

Absence Reason

Cancellations

(O None - do not cancel lessons
@ Cancel all lessons in the selected Roll Classes
[] Cancel composites in other Roll Classes
(O cancel lessons NOT in an MRCG in the selected Roll Classes

Roll Classes® 11

Cancellation Reason*® Examination

@ Required Fields *

[Z] Display

& Teac

522,523,524, 525, 526 5

Code*  11ENG EXAM

Z Rooms # Reminders & Replicate All Days

Add Teachers Add Rooms Reminders

0 Setup for ¥r 11 English Exam

¥  Room Availability Reason*  Examination A

When all the data has been entered
click Record and Close

Cancel Record and Close

Information

selected days.

All changes made to this activity will flow through to the relevant screens for all the

Click OK

4
=)
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E?E Daily Organiser / Senior School - 2031 / Student Activities / Plan

+ add I Delete Z Edit IO Copy = sort [J show Details Date @ Al O Selected
*No A Name Code Dates Days Cancel Lessons Roll Class Type
1 ¥YLA11-12 YLA 1112 Tue 28 Jan 1Day Yes 12,11 Single Day
2 YLA10 YLA 10 Tue 28 Jan 1 Day Yes 10A, 10B, 10C, 10D Single Day
3 YLA9 YLA D Tue 28 |an 1 Day Yes 94, 9B, 9C, 9D Single Day
4 YLA S The details of the new Student 1 Day Yes 8A, 8B, 8C, 8D Single Day
5 ¥YLAT Activity have been recorded. 1 Day Yes 7A, 7B, 7C, 7D Single Day
6 YR 7 Orien 1 Day Yes TA. 7B, 7C 7D Single Day
7 ¥r 11 Camp T1CAMP Wed 26 Feb - Fri 28 Feb 3 Days Yes 11 Multiple Days
8 Senior Metball Seni etball Tue 04 Feb - Thu 20 Feb 3 Days No 12,11 Multiple Days

9 ¥Yr 9D Zoo Trip D Zoo Tue 04 Feb 1 Day Not MRCGs oD Single Day
10{¥r 11English Exam [11ENG EXAM Tue 04 Feb 1Day Yes 11 Single Day

One of the key differences between this planned Student Activity and the previous one is that no
teachers were made absent in this activity. The five additional teachers required will be assigned on
a period-by-period basis on [11A] Replacements — Assign.

E On the Task Tree select:
[8A] Cancellations - Lessons

E Daily Organiser / Senior School - 2031 / Cancellations / Lessons

@ Cancellations Warn if cancelling lesson in MRCG Warn if cancelling a composite class ) MRCG (Multi Roll
RC HR 1 2 3 4
12 12ZHRM1A S11 DAL |12REL1C 511 T PP = SV PRV = =L 12RELTA 524 JONA
12ZHRM1B S12 BUTA |12ENGIE 521 All classes in Roll Class 11 have been |14 |12enG1A 521 PEAS
12HRM1C 513 GIBM [12CHE1A LAB1 cancelled for Period 1 and 2. ULS |12MTE1A AT8 THOW
12ZHRM1D 514 WHIE |12L5T1A 514 GP [12MAATA 511 BELH

125Y51A 516C FENJ
12P5T1C 526  WOOP

/

EN] [12ZMAG1E 312 GIBM |12ZMAG1A 513 BUTA
WOOP|12P5T1B 526 THOW |120ED1A 514 CARL
12PST1A 526 FEN]

11 11HRM1A 521 RENM 1'IENG'1El‘ 522  MARD '11ENG1B‘522 MARD |11ENG1C 522 MANK |11ENGID 522 BOY)]
1T1THRM1B 522 CHAJ 11ART1A‘ AT1 RENM ‘I1ART1A‘ AT1 RENM |11CHETA LAB1 WALS |11GRATE AT3 YOUB
T1THRM1C 523 EDW] 1'IECO‘IA‘ 523 HARB |11ECO1 A‘ 523 HARB |11DRATA PACT MILD |11L5T1A 523 HARB
1T1THRM1D 524 COOD 1'IGRA'IA‘ AT3 SMYM 'I1GRA1A‘ AT3 S5MYM |11GEOTA 523 CHAJ |11MAGIC 512 WALP

| A

1T1MTE1A" AT8 THOW | 11MTE1A" ATB  THOW [11ITATA 524  NANT |[11PHY1A LAB2 COOD
110ED1A OV1  EDW]
T1TEX1A AT4  CLAA

E On the Task Tree select:
[7A] Room Availability - Selected Day
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E Daily Organiser / Senior School - 2031 / Room Availability / Selected Day

Z Room Show Reasons O Display Tooltips Rooms selected: 53 of 53 Room available () Room unavailable @ Unavailable (Planned) () Cancelled lesson @ Composite class
®No Room AM L2 " ) a8 -Bx
25 114 Scroll down and click Room S26 Additional information
26 115C Room Timetable (526)
27 |21
. Period Class / Activity Teacher Details / Changes
gl 2 Note: The five rooms have been made
29 J23 AM
. . HR
gl unavailable and classes using these
31 J25 Student Activity
1 11ENG EXAM Unavailable
= Ll rooms have been removed. 12PSTIC with Wood, Paul reassigned .
B M11 Student Activity
34 M12 2 11ENG EXAM Unavailable
35 M13 T T 12PST1C with Wood, Paul reassigned .
36 M14 L \\‘ | ENG EXAM Student Actiurty
27 M15 L L L Unavailable
38 M16 L L L 3 12PST1B Thomson, Wayne
39 M17 L L L L 4 12PST1A Feng, Jenny
40 M18 L L L (&l
41 M19C L L L L2
42 511 L L L L L 5 2PST1E Rennie, Matthew
43 512 L L L 13 2PST1D white. Eva
44 513 L L L (s
45 514 L L L L
46 515C L
47 516C L
48 s21 L L L
49 522 L L Examination L L
st 524 L Examination | _|Examination | xemination [8 L
53 526 L Examination_|iExamination | xamination 8 L

REMINDERS

Reminders appear when opening a Daily Organiser dataset on a particular date. They are especially
useful for reminding the staff using Daily Organiser of upcoming events, especially if multiple staff
are using Daily Organiser.

Reminder notes can be added for:

e Teachers in a Group Teacher Absence on [6B] Teacher Absences - Plan Days

e (Casual teachers in a CRT Availability on [6C] Teacher Absences - Plan CRT Days
e Rooms in a Room Availability on [7B] Room Availability - Plan Days

e Student Activities on [9A] Student Activities - Plan

Reminders can also be added, deleted or edited on [10] Reminders.

-EE On the Task Tree select:
[10] Reminders

E Daily Organiser / Senior School - 2031 / Reminders

+ Add [l Delete & Copy [0 Combine Notes Date @& all (O Selected

TR LS e The reminder that was added when planning the

1 Tue 04 Feb Setupfor ¥r11 English Exam | Student Activity is listed here. This can be edited or
deleted and new reminders added as required.

This reminder will appear any time the Daily Organiser is opened on this date.

Timetabling Solutions Hosted Application Page 174 of 328



Daily Organiser Lesson 6

ADD STUDENTS TO AN ACTIVITY

Students can be added to the activity and then allocated to a particular room or teacher.

E On the Task Tree select:
[9B] Student Activities - Organise

E Daily Organiser / Senior School - 2031 / Student Activities / Organise

+ Add Students €2 Teachers/Rooms/Students Date @ Al O Selected (O Selected Forward Days (O single @® Multiple Completed Selected date

*No A Name Days Absence Reason Availability Reason Cancel Lessons Cancellation Reason Roll Class Type No. students

1 YLA11-12 YLA11-12 Year Level Activity Year Level Activil Yes Year Level Activi 12,11 Single Day 203
2 YLA10 YLA 10 Tue 28 Jan Year Level Activity . 10A, 10B, 10C, 10D Single Day 104
3 YLAQ YLA9Q Tue 28 Jan Click 11ENG EXAM and 9A, 9B, 9C, 9D Single Day 101
4 YLAS YLA 8 Tue 28 Jan 1 Day . 8A, 8B, 8C, 8D Single Day 106
5 YLA7 YLA7 Tue 28 Jan CIICk Add StUdents 7A, 7B, 7C, 7D Single Day 105
6 YR 7 Orientation 70R Wed 29 Jan 7A.7B.7C. 7D Single Day 105
7 Yr11 Camp 11CAMP Wed 26 Feb - Fri 28 Camp YE5 Tamp 11 Multiple Days 103
8 Senior Netball Senior Netball Tue 04 Fel U 20 Feb 3 Days Excursion No 12,11 Multiple Days 12
9 ¥Yr 9D Zoo Trip 9D Zoo 1 Day Excursion Not MRCGs Excursion 9D Single Day 25
10| ¥r 11English Exam [11ENG EXAM Tue 04 Feb 1 Day Examination Yes Examination 11 Single Day 0
—_—
=¥ Select Students
Available (103) L= Selected (0) =
Acosta, Kirstin
. _ >>
Aldi. Adrianne Click - to move all students to the
Ambresio, Riley Selected box then click Apply
Amorello, Rick >

Angilello, Melisza

Arkema, Rhett >
Auerbach, Anthony
Balian, Bethany <<
Battisto, Dana
Beechler, Simone
Berrell, Shannon
Blackburn, Gavin
Bourgue, Darline

Braun, Aida

Elpisplay | [0 sort Y Filter Close
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E Daily Organiser / Senior School - 2031 / Student Activities / Organise

+ Add Students G2 Teachers/Rooms/Students Date @ Al O Selected O Selected Forward Days O Single @ Multiple Completed Selected date
®No ~ Name Code Dates Days Absence Reason Availability Reason Cancel Lessons Cancellation Reason Roll Class Type No. Students

1 YLA11-12 YLA11-12 Tue 28 Jan 1Day Year Level Activity Year L Actiin - Lactiin — Single Day 203
2 YLA10 YLA10 Tue 28 Jan 1Day Year Level Activity Year B. 10C, 10D Single Day 104
3 YLA9 YLAQ Tue 28 Jan 1Day Year Level Activity Year 103 StUdents have nOW pC. oD Single Day 101
4 YLAS YLA 8 Tue 28 Jan 1Day Year Level Activity Year been added to the activity C, 8D Single Day 106
5 YLA7 YLAT Tue 28 Jan 1 Day Year Level Activity Year VC.7D Single Day 105
6 YR 7 Orientation 70R Wed 29 Jan 1 Day Excursion FC. 7D Single Day 105
7 Yr11 Camp 11CAMP Wed 26 Feb - Fri 28 Feb 3 Days Camp Yes 11 Multiple Days 103
8 Senior Netball Senior Netball Tue 04 Feb - Thu 20 Feb 3 Days Excursion No Multiple Days 12
8 ¥r9D Zoo Trip 38D Zoo Tue 04 Feb 1 Day Excursion Not MRCGs Excursion ngle D 25

10| ¥r 11English Exam [11ENG EXAM Tue 04 Feb 1 Day Examination Yes Examination 11 Single D 103

ACHERS/ROO UDEN

When a Student Activity includes both teachers and rooms, teachers can be linked to rooms or

rooms can be linked to teachers.

E Daily Organiser / Senior School - 2031 / Student Activities / Organise

+ Add students G2 Teachers/Rooms/Students Date @ Al O Selected O Selected Forward Days O single @ Multiple Completed Selected date
“No ~ Name Code Dates Absence Reason Availability Reason Cancel Lessons Cancellation Reason Roll Class Type No. Students
1 YLA11-12 YLA 11-12 Tue 28 Jan 1 Day evel Activity Year Level Activity ~ Yes Year Level Activity 12,11 single Day 203
2 YLA10 YLA 10 Tue 28 Jan 1 Day Year Leve {uity Year Leve| gctiusn . ~ = = S— S e Day 104
3 YLAD YLAQ Tue 28 Jan 1Day Year Level Activity CI' e Day 101
ick Teachers/Rooms/Students

4 YLAS YLA 8 Tue 28 Jan 1 Day Year Level Activity Year Le: le Day 106
5 YLA 7 YLAT Tue 28 Jan 1 Day Year Level Atk ear Level e Day 105
6 YR 7 Orientation 70R Wed 29 Jan 1 Yes Excursion 7A 7B, 7C 7D Single Day 105
7 ¥Yr11 Camp 11CAMP Wed 26 Feb - Fri 2: Days Camp Yes Camp 11 Multiple Days 103
8 Senior Netball Senior Netball Tue - Thu 20 Feb 3 Days Excursion No 12,11 Multiple Days 12
9 ¥r9D Zoo Trip 9D Z Tue 04 Feb 1Day Excursion Not MRCGS Excursion 9D singleDay 25

10| ¥Yr 11English Exam [11ENG EXAM Tue 04 Feb 1 Day Examination Yes Examination 11 Single Day 103
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# Link Teachers, Rooms and Students for all days O

B Quick Edit

(O Unk Rooms to Teachers
(#) Link Teachers to Rooms
(O Assign S\ydents to Teachers

ts to Rooms

Available Teachers

iti Add Teacher 1
# Add Teacher 2
iii Add Teacher 3
i Add Teacher 4

iii Add Teacher 5

Select Link Teachers to Rooms

All additional teachers are listed in the first column,
and the other columns represent the rooms.

=] Display Cancel m

Teachers can only be linked to one room, and rooms can only be linked to one teacher.

There are three methods for moving teachers:

e Two clicks: Click on the teacher’s name release the mouse button then click again to drag
and drop the teacher into a room

e Single click: Click on the symbol # next to the teacher’s name to drag and drop the
teacher into a room
e Quick Edit

All three methods are explained here.
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# Link Teachers, Rooms and Students for all days a

B Quick Edit

(O Link Rooms to Teachers

(® Link Teachers to Rooms

(O Assign Students to Teachers
(O Assign Students to Rooms

Available Teachers 522 523 524 525 526

#f  Add Teacher 1

#  Add Teacher 2 \ Click Add Teacher 1 and release the mouse button
i Add Teacher 3

# Add Teacherd Add Teacher 1 is selected.

# Add Teacher 5

[ pisplay Cancel

# Link Teachers, Rooms and Students for all days a

B Quick Edit

(O Link Rooms to Teachers

(® Link Teachers to Rooms

(O Assign Students to Teachers
(O Assign Students to Rooms

Available Teachers 523 524 525 526

i Add Teacher 2
i Add Teacher 3
i Add Teacher 4

i Add Teacher 5

Click Add Teacher 1 again and drag the cell
across until S22 becomes green

Release the mouse button and Add Teacher 1
has been linked to S22

) Display Cancel
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#Z Link Teachers, Rooms and Students for all days

¥ Quick Edit

(O Link Rooms to Teachers

(® Link Teachers to Rooms

(O Assign Students to Teachers
(O Assign Students to Rooms

Available Teachers 522

524 525 526

i Add Teacher 3 # Add Teacher 1 Add Teacher 2

i Add Teacher 4

it Add Teacher 5

Alternatively, click * to the left of Add Teacher 2,
hold the mouse button down and drag the cell to
S$23 and release the mouse button

[l Display

Cancel Save
-

# Link Teachers, Rooms and Students for all days

(O Link Rooms to Teadkgrs
@ Link Teachers to Room
(O Assign Students to Teache)

(O Assign Students to Rooms

Available Teachers 526

i Add Teacher 3 i Add Teacher 1 i Add Teacher 2
i Add Teacher 4

#  Add Teacher 5

The remaining 3 teachers will be added to rooms using Quick Edit.

Click Quick Edit and all the cell headings are shaded blue

[E Display

Cancel Save
- —
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# Link Teachers, Rooms and Students for

m Click Add Teacher 3

(O Link Rooms to Teachers

Click S24 and the cell becomes active

(® Link Teachers to Rooms
(O Assign Students to Teachers

(O Assign Students to Rooms

Available Teachers 525

i Add Teacher 3 i Add Teacher 1 #  Add Teacher 2
i Add Teacher 4

i Add Teacher 5

=] Display

526

# Link Teachers, Rooms and Students for all days

(O Link Rooms to Teachers
(® Link Teachers to Rooms
(O Assign Students to Teachers

(O Assign Students to Rooms

Available Teachers 522 523 524 525

i Add Teacher 4 i Add Teacher 1 i Add Teacher 2 i Add Teacher 3
i Add Teacher 5

Add Teachers 3 is now in S24.
Repeat for rooms S25 and S26
Click S25 then click Add Teacher 4

Click S26 then click Add Teacher 5

[ Display

Cance‘ m

526
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#Z Link Teachers, Rooms and Students for all days O

B Quick Edit

(O Link Rooms to Tedhers
(® Link Teachers to Roo
(O Assign Students to Teach

(O Assign Students to Rooms

Available Teachers S23 524 S25 526

i Add Teacher 1 ¢ Add Teacher2 # Add Teacher 3 i Add Teacher 4 # Add Teacher 5

Click Quick Edit to exit Quick Edit mode
All additional teachers have been linked to a room.

Click Save

=] Display Cancel m

Both teachers and rooms will be displayed on [11A] Replacements - Assign where teachers will be
allocated to the activity.

In the above example, additional teachers were linked to specific rooms. In any Student Activity that
includes specific teachers and/or rooms the links must be established in this way.

If a Student Activity is created that only includes additional teachers and additional rooms, then the
program automatically links Additional Teacher 1 to Additional Room 1, Additional Teacher 2 to
Additional Room 2 and Additional Teacher 3 to Additional Room 3. The links can then be changed on
this screen.
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ASSIGN STUDENTS TO TEACHERS OR ROOMS

Students can now be assigned to the teachers or rooms. As the teachers are linked to the rooms
either can be chosen. In both cases, the room seat limit will be enforced.

The room capacity will determine the number of students that can be assighed to a teacher/room.

In this example, there are 5 English classes at Year 11 and each class will be assigned to their own
room. The Filter Students function will be used to allocate students to teachers.

E Daily Organiser / Senior School - 2031 / Student Activities / Organise

+ Add Students

“No A Name

Code
1 YLA 11-12 YLA 11-12
2 YLA10 YLA 10
3 YLAO YLA S
4 YLAB YLA S
5 YLAT7 YLAT
6 YR 7 Orientation 7OR
7 ¥r 11 Camp T1CAMP
8 Senior Netball Senior Netball
9 Yr9D Zoo Trip 9D Zo

10| ¥r 11English Exam NG EXAM

G2 Teachers/Rooms/Students

Date

@®

Dates s
Tue 28 Jan 1 Day
Tue 28 Jan 1 Day
Tue 28 Jan 1 Day
Tue 28 Jan 1 Day
Tue 28 Jan 1 Day
Wed 29 Jan

Wed 26 Feb - Fij eb 3 Days
Tueg -Thu 20 Feb 3 Days
Tue 04 Feb 1 Day
Tue 04 Feb 1 Day

Al O selected

O selected Forward

Days

Yes

O single

Year Level Activity

® Multiple

Absence Reason Availability Reason Cancel Lessons Cancellation Reason Roll Class

12,11

Year Level Activity Y€
Year Level Activity

vel Activity Year Level Activity

Click Teachers/Rooms/Students

Camp
Excursion
Excursion

Examination

Yes Excursion 7A,7B,7C, 7D
Yes Camp M

No 12,11

Not MRCGs Excursion D

Yes Examination 11

Completed Selected date
Type No. Students
Single Day 203

ingle Day 104
ingle Day 101
ingle Day 106
ingle Day 105
Single Day 105
Multiple Days 103
Multiple Days 12
Single Day 25
single Day 103

B Quick Edit

Q, Filter Students

(O Link Rooms to Teachers
(O Link Teachers to Rooms

Available Students
(103/103)

Acosta, Kirstin
Aldi, Adrianne
Ambrosio, Riley
Amorello, Rick
Angilello, Melissa
Arkema, Rhett
Auerbach, Anthony
Balian, Bethany
Battisto, Dana
Beechler, Simone
Berrell, Shannon

Blackburn, Gavin

O Assign Students to Rooms

(® Assign Students to Teachers

Add Teacher 1
(Students 0/0/27)

#Z Link Teachers, Rooms and Students for all days

Add Teacher 2

(steedents 0/0/27)

Add Teacher 3
(Students 0/0/27)

Add Teacher 4
(Students 0/0/27)

Add Teacher 5
(Students 0/0/27)

Select Assign Students to Teachers

The three numbers next to the students in each
heading indicate the number of visible students,

total students and maximum class size.

[ Display

CEnEe' E
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Lesson 6

Students are selected by using the Filter Students function and they are assigned by moving them
into the relevant column. This can be done by dragging and dropping or by using Quick Edit.

e All available students are listed in the first column. This is a fixed column which is always

displayed.

e Each column has a vertical scroll bar to view all students in the column.

o The horizontal scroll bar appears when all the columns do not fit on the screen.

# Link Teachers, Rooms and Students for all days

B Quick Edit Q, Filter Students

(O Link Rooms to Teachers
O Link Teachers to Rooms . .
@ Assign Students to Teachers ClICk Fllter StUdents

(O Assign Students to Rooms

Available Students Add Teacher 1 Add Teacher 2 Add Teacher 3
(103/103) (Students 0/0/27) (Students 0/0/27) (Students 0/0/27)
Acosta, Kirstin
Aldi, Adrianne
Ambrosio, Riley
Amarello, Rick
Angilello, Melissa
Arkema, Rhett
i Auerbach, Anthony
Balian, Bethany
Battisto, Dana
Beechler, Simane
Berrell, Shannon

Blackburn, Gavin

= Display

Add Teacher 4
(Students 0/0/27)

Add Teacher 5
(Students 0/0/27)

Timetabling Solutions Hosted Application

Page 183 of 328



Daily Organiser
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Y Edit Filters
Gender RollClass | Year Level | House Home Group | Boarder | Sport Selection L Class
Available (0) A= Selected (45) A=
Click the Class tab
11ART1B
. <<
then click - to 11BIO1A
move all classes 11CHE1A
to the Available box 11DRATA
11ECO1A
<« 11ENGTA
11ENG1B
< T1ENGI1C
11ENG1D
11ENGI1E
11EMSTA
Close Apply
Y Edit Filters
Gender RollClass | Year Level | House Home Group | Boarder | Sport Selection | Class
Available (44) A= Selected (1) A=
11ACCTA 1T1ENGT1A
11ART1A
11ART1B
11BIO1A >
11CHE1A '
11DRATA b
11ECO1A N
e Select 11ENG1A and click -
J1ENGIC to move it to the Selected box
T1ENGID Click Apply
11ENGI1E
11EMSTA
11EMNS1B
Close Apply
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# Link Teachers, Rooms and Students for all days

¥ Quick Edit Q, Filter Students

(O Link Rooms to Teachers

(O Link Teachers to Rooms

@ Assign Students to Teachers

(O Assign Students to Rooms
Available Students

Add Teacher 1 Add Teacher 2

(Students 0/0)

Add Teacher 3 Add Teacher 4

(19/103) (Students 0/0/27) (Students 0/0) (Students 0/0)

i Blackburn, Gavin

Add Teacher 5
(Students 0/0)

i Bourgue, Darline

Only the 19 students in 11ENG1A are displayed.

Bredow, Joseph

Click the first student, hold the mouse button
down and scroll down to select all the students
in the available column

i Calmese, Frederick

Cardone, Daniel

Coreas, Julie
Corley, silas

Garcia, Bryce

Then release the mouse button

Gibeau, Paris

Heither, Jared
Jeter, Benson

Lowney, Hugh

) Display Cancel

Save

#Z Link Teachers, Rooms and Students for all days

B Quick Edit Q_ Filter Students

(O Link Rooms to Teachers
(O Link Teachers to Rooms

(® Assign Students to Teachers Blackburn, Gavin

(O Assign Students to Rooms

i  Bourgue, Darline

Bredow, Joseph

Available Students K Teacher 2 Add Teacher 3 Add Teacher 4

it Calmese, Fredericl

Add Teacher 5

(19/103) (Students 0/0) (Students 0/0) (Students 0/0)
Jeter, Benson |
Click the selected students, hold the mouse button down
and drag them across to Add Teacher 1

i Saglimb

# swepieto|  When the column turns green, release the mouse button
Strausr
Tenhoff, Wade

i Vizcaino, Mason

# 0 Zacek, Lyle

El Display

Cancel Save

Timetabling Solutions Hosted Application

Page 185 of 328



Daily Organiser Lesson 6
Repeat this process to add students to the other rooms.
e 11ENGI1B to Add Teacher 2
e 11ENGIC to Add Teacher 3
e 11ENGI1D to Add Teacher 4
e 11ENGIE to Add Teacher 5
Then click Filter students and Apply to display all students again.
# Link Teachers, Rooms and Students for all days O

§ QuickEdit | Q Filter Students

QO Link Rooms to Teachers

Q Link Teachers to Rooms

@ Assign Students to Teachers
(O Assign Students to Rooms

Available Students
(0/0)

Add Teacher 1
(Students 19/19/27)

8lackburn, Gavin
Bourgue, Darline
Bredow, Joseph
Calmese, Frederick
Cardone, Daniel
Coreas, Julie
Corley, Silas
Garcia, Bryce
Gibeau, Paris
Heither, Jared
Jeter, Benson

Lowney, Hugh

[ Display

Add Teacher 2
(Students 21/21)

Add Teacher 3
(Students 22/22)

Amorello, Rick Aldi, Adrianne

Auerbach, Anthony Angilelle, Melissa

Beechler. Simone Arkema, Rhett
Briguglio, Larissa Balian, Bethany
Calligaro, Codi gerrell, Shannon
Delgrosso, Aleen Braun, Aida
Gonzelez, Evan Burgun, Autumn
Herauf, Matilda Chen, Min
Lenherr, Hunter Deacy. Andre
Muskopf, Rebeca Dellagatta, Alec
Neall, Samara Kolek, Gregory

Oberley, Ada Laforge, Glenda

Add Teacher 4
(Students 21/21)

Acosta, Kirstin
Brower, Jay
Coughran, Kassandra
Cozzone, Huong
Deville, Louise
Elgen, Colby
Elstner, Chris
Iwanowski, Becky

Koga. Olinda

Add Teacher 5
(Students 20/20)

Ambrosio, Riley
Battisto, Dana
canfield, Aleida
Dimery, Billy
Halnon, Alejandrina
iurralde. Bradley
Kariger, Katelin
Kelcourse, Soraya

Lannen, Karen

4 Click Save

Pelchat, Beau
Polzin, Nicole

Iston. Tanya

cancel m

E Daily Organiser / Senior School - 2031 / Student Activities / Organise

+ Add Students G2 Teachers/Rooms/Students Date

®*No A~ Name Code Dates Days
1 YLA 1112 YLA11-12 Tue 28 Jan 1 Day

2 YLA10 YLA 10 Tue 28 Jan 1 Day

3 YLAO YLA S Tue 28 Jan 1 Day

4 YLAS YLA S Tue 28 Jan 1 Day

5 YLAT YLAT Tue 28 Jan 1 Day

6 YR 7 Orientation 70R Wed 29 Jan 1 Day
7 Yr11 Camp 11CAMP Wed 26 Feb - Fri 28 Feb 3 Days
8 Senior Netball Senior Netball Tue 04 Feb - Thu 20 Feb 3 Days

9 Yr 9D Zoo Trip 9D Zoo Tue 04 Feb 1 Day

10| ¥r 11English Exam [11ENG EXAM Tue 04 Feb 1 Day

@ Al

QO sSelected (O Selected Forward Days

Year Level Activity Year Level Activity  Yes
Year Level Activity Year Level Activity ~ Yes
Year Level Activity Year Level Activity ~ Yes
Year Level Activity Year Level Activity ~ Yes

Year Level Activity Year Level Activity
Excursion
Camp

Excursion
Excursion ot MRCGs

Examination Yes

O single

@ Multiple

Roll Class

12,11
10A, 10B, 10C,
Year Lg#fel Activity 9A, 9B, 9C, 8D
Level Activity 8A, 8B, 8C, 8D
‘ear Level Activity 7A,7B,7C, 7D
Excursion 7A.7B.7C. 7D
Camp M
12,11
Excursion D
Examination 1"

Completed Selected date
Type No. Students
Single Day 203

10D Single Day 104
Single Day 101
single Day 106
Single Day 105
Single Day 105
Multiple Days 103
Multiple Days 12
Single Day 25
Single Day 103

Note: Both the activities set up in this lesson were single day activities.
When multiple day activities are set up, linking teachers and rooms,
adding students and assigning students can be done for single days or for

all days of the activity by selecting the appropriate radio button.
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E Daily Organiser

Lesson 7 - Assign Replacement Teachers

Professional Learning OBjJECTIVES .......cc.uiiiie ettt e et e e e e e e e e sate e e e e abeeeeenbeeeeennrenas 188
SKIIIS ettt ettt s b e s bt ettt e e bt e bt ehe e sa b e e bt e b e e b e e beeeheeeat e e beenbeesaeesanena 188
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Teachers Load Availability @and COUNTS ....ccccuiieiiiciiiie et e et e e e bae e e s enee e e e e 194
Select Information to Display in LOWET Pan......ccoccuiiiiiiiiieeeciiee et esree e tee e e siree e s svee e s 194
Additional INFOrMAatioN.......coiiiiie et e 196
Gauge Teacher REQUINEMENTS .....ccccuiiieiciiie e ceteeee ettt e ettt e e e et e e e e e tee e e setteeeeebeeeesesteeaeesesaeeeassanaeannes 198
Enter Casual Teacher Availability .......ccceeeeeiiiieieeeeece e e e e e e e e 199
- Yo I X [T 0 41T RSP 200
AsSigN RePlacemMENt TEACKENS .....uii ittt e e s eta e e e e stae e e enbaeeeesanreeeean 202
Assign Teachers from the SamMe FACUILY .....coiviiiiiiiciiie e e 205
Assign One Teacher to Multiple Replacement Classes........cccocceeeeeciiieeeeiiee et 205
Replacement NOt REQUITEA. .......cc.uiiii ettt ettt e e et e e e e are e e e e ate e e s enbaeeeennbeeeeenasenas 209
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Assign One Teacher to Two Different Classes in the Same Period........cccccvveveviiieciiieei i, 214
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F Yol 1)V Y PP PPPUPTPTPPPPPPPPPRE 221
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Daily Organiser Lesson 7

PROFESSIONAL LEARNING OBJECTIVES

e Understand the information available on the Assign screen
e Manage teacher replacements on the Assign screen

e Gauge teacher replacement requirements

e Manage casual teacher availability

SKILLS

e View teacher timetables and student lists in Additional Information
e View the legend

e View highlighted teachers in the same faculty as a class requiring replacement
e Understand the index

e View available in lieu and uncounted loads

e View counted and uncounted replacements in the last 10 days

o View the summary information

e Customise the display

e Enter casual teacher availability for full and part days

e Assign teacher replacements in the upper and lower panes

e Utilise sort functions in the upper and lower panes

e Assign a casual teacher to all replacement lessons for one teacher
e Assign a teacher to more than one class

e Enter replacement notes

e Assign a teacher to a composite class

e Qverride a cycle or overall teacher replacements limit

e Adjust count loads for teacher replacements

e Email students from the upper pane

e Assign teacher replacements automatically
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TEACHER REPLACEMENTS

The Assign screen is used each day to assign replacement teachers to classes, yard duties and to
assign additional teachers to activities. All the relevant information is displayed to help the Daily
Organiser assign teachers as required.

Open:

@ Senior School 2031

Date: Tue 04 Feb D7 (Future)

E On the Task Tree select:
[11A] Replacements - Assign

THE UPPER AND LOWER PANES

The upper and lower panes display information which allows the Daily Organiser to make informed
decisions when assigning replacement teachers.

This is a split screen. The two parts of the
screen are separated by a menu bar.

The position of the menu bar separating the
two panes can be adjusted by clicking the top
of the menu bar and dragging it up or down.

171 Daily Organiser / Senior School - 2031 / Replacements / Assign

Auto Assign

The upper pane shows details for
classes, activities and yard duties that
require a replacement teacher.

The lower pane shows a list of staff available to take the
replacements for the lesson highlighted in the upper pane.
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E@ Daily Organiser / Senior School - 2031 / Replacements / Assign

+ Select I Delete & Not Required @ Auto Assign 1. Sort By Period (default) - [ Unassigned O composites
Period Room Class Absent Teacher Replacement Teacher Load Count Students Notes
AM Bus Duty Alderson, David _ 020 __0.00 0

HR 524 11HRM1D  CooRS 0.20 25
HR )22 O7HRM1B  Atkinson, Danielle Yard Duties show the
HR |24 07HRM1D  Alderson, David 020 0.00 26 .

1 521 12ENG1B  Boyle, Joanne 1.00  0.00 20 location, teacher and load
1 12PSTIC Wood, Paul 1.00  0.00 17

1 GYM2  09PEBTA  Alderson, David 1.00 0.0 24

1 GYM1 OSPEGTA Atkinson, Danielle 1.00 0.00 26

1 LAB2  085CI1D Cooke, Dennis 1.00  0.00 27

1 522 11ENG EXAM Add Teacher 1 1.00  0.00 19

1 523 11ENG EXAM Add Teacher 2 1.00 0.0 21

1 524 11ENG EXAM Add Teacher 3 1.00  0.00 22

1 525 11ENG EXAM Add Teacher 4 1.00  0.00 21

1 526 11ENG EXAM Add Teacher 5 1.00  0.00 20

Classes and Student Activities
show the room, teacher, load and
number of students

F_*Q Daily Organiser / Senior School - 2031 / Replacements / Assign

+ Select E [E Not Required 82 Auto Assign 1. Sert By Period (default) 5 Ou —

Period Room Class Absent Teacher Replacement Teacher Load Count Students Notes Click the Replacement Teacher
AM ED Alderson. David 020 0.00 0 B
HR  S24 1IHRMID  Cooke, Dennis b0 o000 25 cell for Joanne Boyle’s
HR 122 O7HRM1E  Atkinson, Danielle 0.20  0.00 26 . .
HR j24  07HRMID  Alderson, David 020 0.00 26 12ENG]'B In PerIOd 1
1 s 12ENG1B Boyle, joanne ‘ o — H
1 12PSTIC Wood, Paul " 100 0.00 17 in the upper pane
1 GYM2 O09PEB1A Alderson, David 1.00  0.00 24
1 GYM1 O9PEGIA  Atkinson, Danielle 100 0.00 26 Ava”able teachers fOf Period 1
1 LABZ 085C11D Cooke. Dennis 1.00  0.00 27
1 522 11ENG EXAM Add Teacher 1 100 000 19 are d|sp|ayed in the lower pane.
1 523 11ENG EXAM Add Teacher 2 1.00 000 2
1 524 11ENG EXAM Add Teacher 3 1.00 000 22
1 525  11ENG EXAM Add Teacher 4 1.00 000 2
1 526  11ENG EXAM Add Teacher 5 1.00 000 0

& Display < Previous > Next V¥ Same 1. Sort By Index (dpfault) o Legend
Period AM HR 1 2 R 3 4 L1 LZ5 6 PM | Total Available T§dcher ~ Index ~ InLlieu U/Cy UR C u C + U | Last 10 Days Counted TC cL oL
1 0.00| Einstein, Bert (CRT) 1 0.00 0.00 0.00 0.00 0.00 0.00(0.00 500 5.00 5.00 6.50 6.00 0.00 0.00 0.00 0.00|27.50 MNA NaA
1 L L L L L L L 6.20 Smyth, Martin 2 3.00 0.00 300 0.00 0.00 000|000 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00| 0.001.00 20.00
1 L L L L 4.00 Harley, Brett 3 2,00 0.00 200 0.00 0.00 000|000 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00| 0.001.00 20.00
1 L L L L L 4.20 Rennie, Matthew 4 2.00 0.00 2.00 0.00 0.00 0.00(0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00| 0.00 1.00 20.00
1 N I L L L L 6.00 Thomson, Wayne 5 2,00 0.00 200 0.00 0.00 0.00|0.00 0.00 0.00 0.00 200 0.00 0.00 0.00 0.00 0.00) 2.00 -1.00 18.00
1 L L L L L L L 6.20 6 200 0.002.00 0.00 0.00 0.00(0.00 0.00 0.00 1.00 0.00 0.00 0.00 0.00 0.00 0.00| 1.00 0.00 15.00
1 L L 1.20 Patel, Marek 4 0.00 0.00 0.00 0.00 0.00 0.00(0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00| 0.00 1.00 20.00
1 L L 2.00 Jackson, Chris 8 0.00 | 0.0 010 0.00 0.00 0.00(0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00| 0.00 1.00 20.00
1 M M ¥ L ‘50 Burrows, Kely ¢ 0.00 0.00 0.00 0.00 0.00 0.00(0.00 0.00 0.00 020 0.20 0.00 0.00 0.00 0.00 0.00| 0.40 0.60 19.60
1 L L 2.00 Cheng, William 0.00 0.00 0.00 0.00 0.00 0.00(0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00| 0.00 1.00 20.00

An English class is selected on the upper pane, so all teachers in the
English faculty are highlighted bright green in the lower pane.

Teachers in the same faculty can only be displayed in Daily Organiser if classes and teachers have
been added to faculties in the timetable file. If faculty groups have also been set up in the timetable
file, the display can be changed to highlight teachers in the same faculty group.
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Daily Organiser / Senior School - 2031 / Replacements / Assign
+ Select E Not Required 8 Auto Assign 1. Sort By Period (default) - [0 unassigned [0 composites
Period Room Class Absent Teacher Replacement Teacher Load Count Students Notes
AM BD Alderson, David 0.20 0.00 a
HR 524 T1HRM1D Cooke, Dennis 0.20 0.00 25
HR 22 07HRM1B Atkinson, Danielle 0.20 0.00 26
HR 24 07HRM1D Alderson, David 0.20 0.00 26
1 521 12ENG1B Boyle, Joanne _ 1.00 0.00 20 .
1 12PST1C WOVOCI,JPau\ 1.00 0.00 17 CIICk Legend
1 GYM2 O0S9PEB1A Alderson, David 1.00 0.00 24
1 GYM1 0QSPEG1A Atkinson, Danielle 1.00 0.00 26
1 LABZ 085C1D Cocke, Dennis 1.00 0.00 27
1 522 11ENG EXAM Add Teacher 1 1.00 0.00 19
1 523 T1ENG EXAM Add Teacher 2 1.00 0.00 21
1 524 11ENG EXAM Add Teacher 3 1.00 0.00 22
1 525 11ENG EXAM Add Teacher 4 1.00 0.00 21
1 S26  11ENG EXAM Add Teacher 5 1.00 0.0 20
8 Display < Previous > Next ~ Same 1. Sort By Index (default) Legend
Period AM HR 1 2 R 3 4 L1 L2 5 6 PM|Total Available Teacher A Index ~ InLieu U/Cy UR C u C +U | Last 10 Days Counted TC cL oL
1 . 0.00| Einstein, Bert (CRT) u 0.00 0.00 0.00 0.00 0.00 0.00|0.005.00 5.00 5.00 6.50 6.00 0.00 0.00 0.00 0.00|27.50 NA NA
1 L [ENE L L L L | 6.20 Smyth, Martin 2 3.00 0.003.00 0.00 0.00 0‘00|0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0‘00| 0.00 1.00 20.00
1 L L L L | 4.00 Harley, Brett 3 2.00 0.00 2.00 0.00 0.00 n‘no|u.on 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 mm| 0.00 1.00 20.00
1 L |ENE L L | 4.20 Rennie, Matthew 4 2.00 0.00 2.00 0.00 0.00 0‘00|0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 n‘ool 0.00 1.00 20.00
1 L L L L L L | 6.00 Thomson, Wayne 5 2.00 0.00 2.00 0.00 0.00 Q‘UD|D.DU 0.00 0.00 0.00 2.00 0.00 0.00 0.00 0.00 Uﬂ[}l 2.00 -1.00 18.00
1 L BN L L L L | 5.20_6 2.00 0.00 2.00 0.00 0.00 Q‘UD|0.0U 0.00 0.00 1.00 0.00 0.00 0.00 0.00 0.00 mml 1.00 0.00 19.00

Assign Replacements Legend

Colour Guide

' Individual Teacher Absence

Group Teacher Absence
) Activity Teacher Absence
@ Counted Teacher Absence

Codes

C: Counted replacement
M: Mot at school

D¢ Uncounted replacement
U: Unavailable

Column Headings

For selected day
Total: Total timetabled load

UR: Total uncounted replacements
uICy)
C: Counted replacements allocated

C+U: Total replacements allocated

U: Uncounted replacements allocated

remai

In Lieu: Replacement remaining due to cyncelled lefsons

Lesson Cancelled
@ Teacher in same faculty / faculty group as class
7 Load of Replacements available

Load of replacements assigned

L: Mormal lesson
X:Cannot use

M: Meeting
Y: Yard duty
For period

Index: Prioritised ranking

For cycle
U/Cy: Uncounted replacements remaining
CL: Counted replacements remaining

For the file
TC: Total counted replacements allocated
OL: Counted replacements remaining

/ Close

N ——

The Legend provides a key to the colours used in the lower pane, the codes
displayed on teacher timetables and the full names for the column headings.

Click Close
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AVAILABLE TEACHER INFORMATION IN THE LOWER PANE

Along with their name, the following data is displayed for each available teacher:

e the timetable summary, including total teaching load for the day

e the Index

e the availability for In Lieu, Uncounted /Cycle and Uncounted Remaining

e the number of counted and uncounted replacements already allocated

e summary information for Last 10 days, Total Count, Cycle and Overall Limits

TEACHER TIMETABLE

An updated summary of each teacher’s timetable and their period load for the selected date is
displayed to the left of the teacher’s name.

121 Daily Organiser / Senior School - 2031/ Replacements / Assign

+ Select [E Not Required 82 Auto Assign 1. Sort By Period (default) ~ [ Unassigned [ Composites Composite

Period Room Class Absent Teacher Replacement Teacher Load Count Students Notes
AM BD Alderson, David 0.20  0.00 [}
HR 524 11HRM1D Cooke, Dennis 0.20 0.00 25
HR 122 07HRM1B Atkinson, Danielle 0.20 0.00 26
HR 124 07HRMI1D Alderseon, David 0.20 0.00 26

s21 12ENG1B Boyle, Joanne 1.00 0.00 20

12PST1C Wood, Paul
) . . .
GYM2 09PER1A  Aklerson, David A summary of each teacher’s timetable, including any

GYM1 09PEGIA Atkinson, Danielle

cancellations and absences, is displayed to the left of their
name along with their total period load for the day.

LAB2 085CI1D Cooke, Dennis
522 11ENG EXAM Add Teacher 1

523 11ENG EXAM Add Teacher 2
524 11ENG EXAM Add Teacher 3
525 11ENG EXAM Add Teacher 4 1.00 0.00 21
526 11ENG EXAM Add Teacher 5 1.00 0.00 20
& Display < Previous > Next v Same 1. 500 nd

Period AM HR 1 2 R 3 4 L1 L2 5 u/Cy UR C u C+U | Last 10 Days Counted TC cL oL

. 0.00| Einstein, Bert (CRT) 0.00 0.00 0.00 0.00 0.00 0.00)0.00 5.00 5.00 5.00 6.50 6.00 0.00 0.00 0.00 0.00|27.50 NA NA

L L L L L L L 6.20 Smyth, Martin 3.00 0.00 2.00 0.00 0.00 0.00(0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00( 0.00|1.00 20.00
L L L L 4.00 Harley, Brett 2,00 0.00 2.00 0.00 0.00 0.00(0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00( 0.00 1.00 20.00

L L L L L 4.20 Rennie, Matthewy, 4 2,00 0.00 200 0.00 0.00 0.00/0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00| 0.00 1.00 20.00
L L L L L L y 5 2.00 0.00 200 0.00 0.00 0.00/0.00 0.00 0.00 0.00 2.00 0.00 0.00 0.00 0.00 0.00| 2.00 -1.00 18.00

L L L L L L L 6 2,00 0.00 2.00 0.00 0.00 0.00(0.00 0.00 0.00 1.00 0.00 0.00 0.00 0.00 0.00 0.00( 1.00 0.00 19.00
L L 7 0.00 0.00 0.00 0.00 0.00 0.00/0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00| 0.00 1.00 20.00
L L 8 0.00| 0.90 0.10 0.00 0.00 0.00(0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00( 0.00 1.00 20.00

M M Y L 1.50 Burrows, Kelly 9 0.00 0.00 0.00 0.00 0.00 0.00(0.00 0.00 0.00 0.20 0.20 0.00 0.00 0.00 0.00 0.00| 0.40 0.60 19.60

L L 2.00 Cheng, William 10 0.00 0.00 0.00 0.00 0.00 0.00/0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00| 0.00 1.00 20.00

The selected period is displayed and the
relevant column is shaded pale green.
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INDEX

The index is a ranking that is automatically calculated to prioritise the staff for allocation of
replacements. Casual teachers are always ranked first in the index calculations. The algorithm used
to calculate the index for teachers considers the following factors in determining this ranking:

e inlieu

e uncounted/cycle

e total load for the day
o cycle limit

e overall limit

e priority

There are several ways in which the order of the teachers in the lower pane can be displayed. The
default setting is “Sort By Index”. This results in high-priority teachers at the top of the list.

When assigning replacement teachers, the following should be prioritised:

e (Casual teachers

e Inlieu

e Uncounted/cycle

e Counted replacements

11 Daily Organiser / Senior School - 2031/ Replacements / Assign

2 Aut -

+ Select [E Not Required [ Unassigned [ Composites Composite

Period Room Class Absent Teacher Replacement 3 5ot By In Lieu es
AM BD Alderson, David 3. Sort By U/Cy
HR 524 T1THRM1D Cooke, Dennis 4. Sort By UR
::: :zj z;:::xz 21::22:"?::‘:”2 5. Sort by in Lieu this period Clle 1- Sort By |ndeX (default)
521 12ENGIE  Boyle, Joanne _ 6. Sort by Available Teacher
1 12PST1C Wood, Paul | 7. sort By Teachers The drop_down menu iS dISp|ayed
1 GYM2 09PEB1A Alderson, David 8. Sort By Total
1 GYM1 09PEGIA Atkinson, Danielle 3. Sort By Showlng a” so rt Optlons.
1 LAB2 085CI1D Cooke, Dennis
1 522 11ENG EXAM Add Teacher 1 10.50rt By U
1 523 11ENG EXAM Add Teacher 2 11 SertBy € +U
1 524 11ENG EXAM Add Teacher 3 12.5ort By TC
1 525  11ENG EXAM Add Teacher 4 13, Sort By CL
1 526 11ENG EXAM Add Teacher 5 14, s0rt By OL
8t Display < Previous > Next v Same 1. Sort By Index (default) v | Legend
Period AM HR 1 2 R 3 4 L1125 6 PM|Total Available Teacher ~ Index A Inlieu U/Cy UR C u C + U | Last 10 Days Counted TC cL oL
. 0.00| Einstein, Bert (CRT) u 0.00 0.00 0.00 0.00 0.00 0.00|0.00 5.00 5.00 5.00 6.50 6.00 0.00 0.00 0.00 0.00|27.50 NA NA
L L L L L L L 6.20 Smyth, Martin 2 3.00 0.00 3.00 0.00 0.00 0.00|0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00( 0.00 1.00 20.00
L|L L L 4.00 Harley, Brett 3 2,00 0.00 200 0.00 0.00 0.00/0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00| 0.00 1.00 20.00
L L L L L 4.20 Rennie, Matthew 4 2.00 0.00 200 0.00 0.00 0.00/0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00| 0.00 1.00 20.00
L L L L L L 6.00 Thomson, Wayne 5 2.00 0.00 2,00 0.00 0.00 0.00|0.00 0.00 0.00 0.00 2.00 0.00 0.00 0.00 0.00 0.00| 2.00 -1.00 18.00
L L L L L L L ©.20 |Marks, Daniel 1] 2,00 0.00 200 0.00 0.00 0.00/0.00 0.00 0.00 1.00 0.00 0.00 0.00 0.00 0.00 0.00| 1.00 0.00 19.00
L L 1.20 Patel, Marek 7 0.00 0.00 0.00 0.00 0.00 0.00/0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00( 0.00 1.00 20.00
L L 2.00 Jackson, Chris 8 0.00| 0.10 0.10 0.00 0.00 0.00|0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00( 0.00 1.00 20.00
M M Y L 1.50 Burrows, Kelly 9 0.00 0.00 0.00 0.00 0.00 0.00/0.00 0.00 0.00 0.20 0.20 0.00 0.00 0.00 0.00 0.00| 0.40 0.60 19.60
L L 2.00 Cheng, William 10 0.00 0.00 0.00 0.00 0.00 0.00/0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00| 0.00 1.00 20.00

Casual teachers are always listed at the top of the list irrespective of how the list is sorted.

Timetabling Solutions

Hosted Application

Page 193 of 328



Daily Organiser Lesson 7

TEACHERS LOAD AVAILABILITY AND COUNTS

The data to the right of the Index column is colour coded to help the Daily Organiser assign
replacement teachers.

8¢ Display < Previous > Next ¥ Same 1. Sort By Index (default) - Legend

Period AM HR 1 2 R 3 4 L1 L2 5 6 PM |Total Available Teacher A~ Index ~ InlLieu U/Cy UR C u C+U | Last 10 Days Counted TC cL oL

AM - 0.00| Einstein, Bert (CRT) L 0.00 0.00 0.00 0.00 0.00 0.00|0.00 5.00 5.00 5.00 6.50 6.00 0.00 0.00 0.00 0.00|27.50 NA NA
AM L L L L L L L 6.20 Smyth, Martin 2 3.00 0.00 3.00 0.00 0.00 0.00/0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00| 0.00 1.00 20.00
AM L L L L 4.00 Harley, Brett 3 2.00 0.00 200 0.00 0.00 0.00|0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00| 0.00 1.00 20.00
AM L L L L L 4.20 Rennie, Matthew 4 2.00 0.0 2.00 0.00 0.00 0.00(0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00| 0.00 1.00 20.00
AM L L L L L L 6.00 Thomson, Wayne 5 2.00 0.00 2.00 0.00 0.00 0.00/0.00 0.00 0.00 0.00 2.00 0.00 0.00 0.00 0.00 0.00| 2.00 -1.00 18.00
AM L L L L L L L 6.20 Marks, Daniel 6 2.00 0.00 2.00 0.00 0.00 0.00)|0.00 0.00 0.00 1.00 0.00 0.00 0.00 0.00 0.00 0.00| 1.00 0.00 19.00
AM L L Y L L 3.70 Gibson, Monique 7 0.50 0.00 0.50 0.00 0.00 0.00/(0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00| 0.00 1.00 20.00
AM L L L Y L 3.70 Murphy, John 8 0.00 1.00 1.00 0.00 0.00 0.00/0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00| 0.00 1.00 20.00
AM L L L L L 5.00 Walker, Sam 9 0.00 | 1.00 1.00 0.00 0.00 0.00|0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00| 0.00 1.00 20.00
AM L L LY L L L 5.70 Knight, Natalie 10 0.00 1.00 1.00 0.00 0.00 0.00|0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00| 0.00 1.00 20.00

The green cells indicate the load of replacements that teachers are available to be assigned:

e In Lieu: the available replacements to be used today due to cancelled classes

e U/Cy: the available replacements due to a teacher being underload

e UR: the total of In Lieu and U/Cy replacements

e CL:the load of counted replacements a teacher can be given per cycle

e OL: the load of counted replacements a teacher can be given in this dataset

Cells in the following columns will be light red once replacements have been assigned:

e C:theload of counted replacements assigned on the selected day
e U:the load of In Lieu and U/Cy replacements assigned on the selected day
e C+U: the total of the above two

The light red cells indicate the count of replacements already assigned:

e Last 10 Days Counted: the load of counted replacements assigned for each day for the last
10 days
e TC: the total load of counted replacements that have already been assigned in this dataset

SELECT INFORMATION TO DISPLAY IN LOWER PANE

The data displayed in the lower pane can be customised. The Period, Available Teacher and
summary timetable columns are always displayed. All other columns can be displayed or hidden.

82 Display < Previous ? Mext ~ Same 1. Sort By Index (default) - Legend
Period AMN\JR 1 2 R 3 4 L1 L2 5 & PM|Total Available Teacher ~ Index ~ InLieu U/Cy UR C u c+U
AM - 0.00] Einstein, Bert (CRT) 1 0.00 0.00 0.00 0.00 0.00 0.00
AM Ll L L L 6.20 Smyth, Martin 2 3.000 0.00 3.00 0.00 0.00 0.00
AM Click Display L L 4.00 Harley, Brett 3 200 0.00 2.00 0.00 0.00 0.00
AM L L 4.20 Rennie, Matthew 4 2.000 0.00 2.00 0.00 0.00 0.00
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# Show in Lower Pane

Optional Columns to Display
Total

Index

88 &

In Lieu

U/Cy : Uncounted Cycle

UR : Uncounted Remaining (In Lieu +
C: Count

U : Uncounted

800 E

C + U : Total Replacements for Today

©

Last 10 Days

[0 Last 10 Days (Uncounted)
TC : Total Count

CL : Cycle Limit

OL : Overall Limit

Available teachers can be highlighted
by Faculty or Faculty Group.

—

Highlight available teachers by

@® Faculty
(O Faculty Group

Options

u/Cy)
[0 show In Lieu and CRT's only

[ show Tooltips

™~

The optional columns available
to be displayed in the Lower
Pane can be selected by ticking
or unticking the checkboxes.

The display can be changed to show

Last 10 days (Uncounted) instead of Last 10 days (Counted).

# Show in Lower Pane

Optional Columns to Displ;

Total

Index

Tick Last 10 Days (Uncounted) and Show Tooltips

Click OK

In Lieu

B ©

U/Cy : Uncounted Cycle
UR : Uncounted Remaining (In Lieu
C: Count

U : Uncounted

BERAEE

C + U : Total Replacements for Toda

&

Last 10 Days
Last 10 Days (Uncounted)
TC : Total Count

CL : Cycle Limit

OL : Overall Limit

+ U/Cy)

Show Tooltips
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i Display < Previous > Next v Same 1. Sort By Index (default) ~ | Legend
Period AM HR 1 2 R 3 4 L1 L2 5 6 PM Total Available Teacher A Index A InlLieu U/Cy UR C u C+U | Last 10 Days Uncounted TC CcL oL
AM - 0.00| Einstein, Bert (CRT) u 0.00 0.00 0.00 0.00 0.00 0.0 .00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00|27.50 NA NA
AM L L L L L L L 6.20 Smyth, Martin 2 3.00 0.00 3.00 0.00 0.00 O 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00| 0.00 1.00 20.00
AM L L L L 4.00 Harley, Brett 3 2.00 0.00 2.00 0.00 0.00 .00 |0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00| 0.00 1.00 20.00
AM L L L L L 4.20 Rennie, Matthew 4 2.00 0.00 2.00 0.00 0.0 0.00/0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00| 0.00 1.00 20.00
AM L L L L L L 6.00 Thomson, Wayne 5 2.00 0.00 2.00 0.00 0.00(0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00| 2.00 -1.00 18.00
AM L L L L L L L 6.20 Marks, Daniel 6 2.00 0.00 2.00 0.09/0.00 0.00/0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00| 1.00 0.00 19.00
AM L L Y L L 3.70 Gibson, Meonigue 7 0.50 0.00 0.50 0.00 0.00|0.00 0.00 0.00 0.00 1.00 0.00 0.00 0.00 0.00 0.00| 0.00 1.00 20.00
AM L L L Y L 3.70 Murphy. John 8 0.00 1.00 1.00/0.00 0.00 0.00|0.00 0.00 0 1.00 2.00 0.00 0.00 0.00 0.00 0.00| 0.00 1.00 20.00
AM L L L L L 5.00 Walker, Sam 9 0.00 &Gﬂﬁgﬁ 0.00 0.00 1.00 0.00 0.00 0.00 0.00| 0.00 1.00 20.00
AM L L L Y L L L 5.70 Kn ght.Nata ie 10 0.00 0.00 0.00 0.00 0.00 1.00 0.00 0.00 0.00 0.00 0.00| 0.00  1.00 20.00
AM L L 1.20 Patel, Marek 11 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00| 0.00 1.00 20.00
AM L L .50 0.00 0.00 0.00 0.00 0.00| 0.00 1.00 20.00

The details for the Last 10 Days Uncounted
replacements are now displayed.
- - v

Somer | Cems et Y Hover over a number and the date that the
Period AM HR 1 2 R 3 4 L1125 6 PM ed TC cL oL
" | replacement was aSS|gned IS dlsplayed. .00 0.00 0,00 0.00 0.00 0.0027.50 NA NA
AM L L L L L L L 0.00 0.00 0.00 0.00 0.00 0.00| 0.00 1.00 20.00
AM L L L L 0.00 0.00 0.00 0.00 0.00 0.00| 0.00 1.00 20.00
AM L L L L L 4.20 Rennie, Matthew 4 2.00 O.GDID.DG 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00| 0.00 1.00 20.00
AM L L L L L L 6.00 Thomson, Wayne 5 2.00 A 0.0DlD.DO 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00| 2.00 -1.00 18.00
AM L L L L L L L 6.20 Marks, Daniel 6 2.00 0.00 2.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00| 1.00 0.00 18.00
AM L L ¥ L L 3.70 Gibson, Monique 7 0.50 0.00 0.50 0.00 | ®QQ 0.00 1.00 0.00 0.00 0.00 0.00 0.00| 0.00 1.00 20.00
AM L L L Y L 3.70 Murphy, John 8 0.00 1.00 1.00 0.00 0.00 O.CIDl 1.00 2.00 0.00 0.00 0.00 0.00 0.00| 0.00 1.00 20.00
AM L L L L L 5.00 Walker, Sam 9 0.00 1.00 1.00 0.00 0.00 O.GD|D.DO 0.00 0.00 0.00 0.00 1.00 0.00 0.00 0.00 0.00| 0.00 1.00 20.00
AM L L L Y L L L 5.70 Knight, Natalie 10 0.00 ' 1.00 1.00 0.00 0.00 O.GDlD.DG 0.00 0.00 0.00 1.00 0.00 0.00 0.00 0.00 0.00| 0.00 1.00 20.00

18 Display < Previous > Next ~ Same 1. Sort By Index (default) ~ | Legend
Period Al 1 2 R 3 4 L1125 6 PM |Tota| Available Teacher A~ Index ~ Inlieu U/Cy UR C u c+u | Last 10 Days Uncounted TC cL oL
AM - | 0.00| Einstein, Bert (CRT) u 0.00 0.00 0.00 0.00 0.00 U.DQlO.DU 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00|27.50 NA NA
AM L .00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00| 0.00 1.00 20.00
AM LoL Click Display’ untick Last 10 Days (Uncounted) .00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00| 0.00  1.00 20.00
AM L L .00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00| 0.00  1.00 20.00
AM L L L and Show Tooltips .00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00| 2.00 -1.00 18.00
AM L L L L L .00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00| 1.00 0.00 15.00
AM L L ¥ L L . .00 0.00 0.00 1.00 0.00 0.00 0.00 0.00 0.00| 0.00 1.00 20.00
AM L L L Cllck OK .00 0.00 1.00 2.00 0.00 0.00 0.00 0.00 0.00| 0.00 1.00 20.00
AM L L L .00 0.00 0.00 0.00 1.00 0.00 0.00 0.00 0.00| 0.00 1.00 20.00
AM L L L Y L - - - 00 0.00 0.00 1.00 0.00 0.00 0.00 0.00 0.00| 0.00/ 1.00 20.00
AM L L | 1.20 Patel, Marek 11 0.00 0.00 0.00 0.00 0.00 O.GDlD.Dﬂ 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00| 0.00 1.00 20.00
AM L L | 2.00 Jackson, Chris 12 0.00 ' 0.10 0.10 0.00 0.00 O.GDlD.Dﬂ 0.00 0.00 1.40 0.50 0.00 0.00 0.00 0.00 0.00| 0.00 1.00 20.00

DDITIONAL INFORMATION

The data displayed in the Additional Information box varies depending on which cell is selected.

E Daily Organiser / Senior School - 2031 / Replacements / Assign
+ select & Not Required 18 Auto Assign 1. Sort By Period (default) 7 [ Unassigned [J compasites Composite
Period Room Class Absent Teacher Replacement Teacher Load Count Students Notes . . —
F Additional Information =] & x
am ED aderson. oavd | o> oo 0
HR 524  11HRM1D  Cooke¥MBennis 0.20  0.00 25 Teacher Timetable (Alderson, David)
L 122 07HRM18 Atkinson, Danglle 0.20 0.00 26 Period Class / Activity Room Details / Changes
HR 124 07HRM1D Alderson, David 0.20 0.00 26
AM Absent from BD in BD
1 521 12ENG1B Boyle, Joanne 1.00 0.00 20 _
HR Absent from 07HRM1D in J24
1 12P5T1C Waood, Paul 1.00 0.00 17
1 Absent from 09PEB1A In GYM2
1 GYM2 0SPEB1A Alderson, David 1.00 0.00 24
2 EB1A GYM2
1 GYM1 O09PEGTA Atkinson, Danielle 1.00 0.00 26
1 LAB2 085CI1D Cooke, Dennis 0.00
3 07HPE1D GYM1
1 522 11ENG EXAM Add Teacher 1 0.00
4 07HPE1D GYM1
1 523 11ENG EXAM Add Teacher 2 .
1 524 11ENG EXAM Add Teacher 3
ZoEE POTERE (P Click on an absent teacher in the
period AM HR 1 2 R 3 4 L1125 | top pane to display their timetable |:reoia s14
v I
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Daily Organiser / Senior School - 2031 / Replacements / Assign

+ select [ Delete B Not Required 1 Auto Assign 1. Sort By Period (default) - [0 Unassigned [0 Composites &) Composite
Period Room Class Absent Teacher Replacement Teacher Load Count Students Notes L. R -2
b Additional Information = 4 x
AM BD Alderson, David 0.20 0.00 Q
HR 524 11HRM1D  Cooke,Dennis [N o:° 0.00 25 Student List (11THRM1D) = Email
HR 22 O07HRM1B  Atkinson, Danielle 020  0.00 26
No Student
HR J24  O7HRM1D  Alderson, David 0.20 26
1 Acosta, Kirsti
1 s21  12ENGIB  Bayle Joanne 1.00 /0,00 20 costa Kirstin
1 12PSTIC  Wood, Paul 1. 0.00 17 2 Amorello, Rick
1 GYM2 09PEB1A  Alderson, David ‘00 0.00 2 3 Auerbach, Anthony
1 GYM1 D9PEGIA  Atkinson, Danielle 100 0.00 2 4 Balian. Bethany
1 LAB2 085CHD  Caoke, Dennis Blackburn, Gavin
1 S22 11ENG EXAM Add Teacher 1 & Bredow. Joseph
1 11ENG EXAM Add Teachsar 7 Brower. Jay
4 o 8 Calmese, Frederick
— Click on the number of students in the top pane | - Cardone, Daniel
Displ.
. . . P 10 Corley, Silas
to display a list of students in the class or activity
Daily Organiser / Senior School - 2031 / Replacements / Assign
+ Select & Not Required 2 Auto Assign 1. Sort By Period (default) =~ (] Unassigned [J composites D Compasite
Period Room Class Absent Teacher Replacement Teacher Load Count Students Notes . s =
E Additional Information =] & x
AM | k . h | .00 0
HR Clic any rowin the lower pane to .00 25 Teacher Timetable (Burrows, Kelly)
. ’ .
AR dISp|ay the teacher S tlmetable 00 2 Period Class / Activity Room Details / Changes
HR .00 26
AM
1 .00 20
HR
1 12PST1C Wood, Paul 1.00  0.00 17
1
1 GYMZ 0SPEB1A Aldarson, D. 1.00  0.00 24 )
1 GYM1 09PEGIA Atkinson, T 26
R
1 LABZ  08SCID Cocke, Dgnnis 1.00  0.00 7
£l DPMTG3 Meeting
1 522 11ENG EXAM Add Tegther 1 1.00
4 DPMTG4 Meeting
1 523 11ENG EXAM Add Tefacher 2 1.00 U
1 524 11ENG EXAM Add feacher 3 1.00  0.00 22
L2 CN Yard Duty
ﬁt‘ Display < Previous > Next ~ Same 1. Sort By Index (default) - 5
Period AM HR 1 2 R 4 L1125 6 PM|Total Available Teacher ~ Index ~ InLieu U)_ 6 12ENG1C s21
HR 0.00 Einstein, Bert (CRT) 1 000 offlPM
HR L L L L 4.00 Harley, Brett 2 200 0
HR (Bl E L L L L 6.00 Thomson, Wayne 3 2.00 0
HR L L L L L 5.00 Walker, Sam 4 000 1
HR L L 2.00 Jackson, Chris 5 0.00 0
HR B MM YL 1.50 Burrows, Kelly 6 000 0
HR L L 2.00 Cheng. William 7 000 0
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GAUGE TEACHER REQUIREMENTS

Before allocating replacement teachers, it is important to get an overview of how many
replacements are needed for the day and determine if casual teachers are required.

E On the Task Tree select:
[11B] Replacements - Gauge

This screen displays summary information on a period-by-period basis. For each lesson, there are
details of the number of cancelled lessons, in lieu replacements available and replacement teachers
needed. It also calculates the net number of teachers required each lesson. This is useful in
determining if a casual teacher is required.

The first three columns show the number of The last two columns show the
cancelled lessons, in lieu replacements available number of replacements currently
and the initial number of replacements required and the number of available
required. This information is not updated as teachers. These values are updated
replacement teachers are assigned. each time a replacement is assigned.

E’.;T] Daily Organiser / for Schovl - 2031/ Replacements / Gauge

Shortfall

Period ° Cancelled °InLieu ° Initial Replacements Required ® Initial Difference ° Remaining Replacements Required ® Available Teachers

HR 20

22

w0 o w

22

14

o

14

o o o o O
== =R BV I

T T N S Y
W e W o w

(= B R - VR R N

=~

/ ’
The Initial Difference column is the most important. It is the difference
between the number of in lieu lessons and the initial number of replacements
required. This value is not updated each time a replacement is assigned.

For each period, if the Initial Difference value is:

e Zero: There are enough in lieu replacements to cover all classes.

e Greater than zero (green cells): There is an excess of in lieu replacements, more than enough
to cover all classes this period. The excess could be used in other periods.

e Less than zero (light red cells): There is a shortfall of in lieu replacements, more teachers will
be needed to cover classes for this period. These replacement teachers can come from
either unscheduled teachers or casual teachers.
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ENTER CASUAL TEACHER AVAILABILITY

In a previous lesson, casual teachers were made available and unavailable on [6C] Teacher Absences
- Plan CRT Days. On this screen a casual teacher can be made available or unavailable for the
selected day. In this case, Peter Crowe will be made available from Period 3 onwards.

E On the Task Tree select:
[11C] Replacements - CRT Availability

E Daily Organiser / Senior School - 2031 / Replacements / CRT Availability

& Teacher = Ssort

[Jshow Load Columns selected: 7 of 10 @ Group Available Individual Unavailable

“No A CRT AM HR 1 2 R 3 4 L1125 6 PM Day Phone Mobile

Curie, Marie

N N N NN NMNI®NNN 5228 3700 0411 555 555

1
2 Einstein, Bert --.-. BB 52281111 0400111 222

X 5228 2222 0401 222 333
N 5223 2006 0412 444 444
N 5228 1999 0400 123 456

3 Shakespeare, Billy X
4 Ball, Megan N
5 Crowe, Peter N
6 Daly, Garry

Eisenhuth, Stepl

Kong, Mark

(=Tt =R )

Lunt, Andrew

11 McGucken, Matf

The shaded cells indicate casual teacher availability.

Fizpatrick. Nars  Bert Einstein (green) and Billy Shakespeare (light red) were

entered on [6C] Teacher Absences - Plan CRT Days.

Other casual teachers have an “N” in each cell. This indicates
that they have not been made available at this stage.

E Daily Organiser / Senior School - 2031 / Replacements / CRT Availability

& Teacher = Ssort

# Available Period

#  Available Day
B Unavailable Period
B unavailable Day

>

Ball, Megan

Crowe, Peter

[ B Y

Daly. Garry

Fitzpatrick, Narelle

Kong, Mark

(=Tt =R« B

N

N

N
Eisenhuth, Stephen N
N

N

Lunt, Andrew N
N

11 McGucken, Matthew

[Jshow Load Columns selected: 7 of 10 @ Group Available Individual Unavailable

Other Phone MNotes

Physics, Chemistry
Physics, Maths

English, not on Tuesday
Maths

English

Maths, Science

PE, Science

Psychology, Music
Physics Chemistry
Science

Physics, Maths

AM~HR 1 2 R 3 4 L1125 6 PM Day Phone Mobile Other Phone Notes
N N L N . . .
u

Click N in Period 3 for Peter Crowe and

click Teacher then select Available Period

Alternatively, double click the cell

HEEN

X X X X X X X X

N N N N N N N N

N N N N[N N N N N N

N N N N N N N NWMNNDNNIN

N N N N N N N NWMNNDNNIN 5228 2005 0404 222 222
N N N N N N N NWMNNDNNIN 5228 2000 0402 654 654
N N N N N N N N NNDNN 5228 0000 0401123123
N N N N N N N N NNNIN 5228 2003 0411 453 453
N N N N N N N NWMNNDNNIN 5228 2015 0402 303 030

E Daily Organiser / Senior School - 2031 / Replacements / CRT Availability

& Teacher = Ssort

[Jshow Load Columns selected: 7 of 10 Individual Available @ Group Available

PE, 5cience
Psychology, Music
Physics Chemistry
Science

Physics, Maths

Individual Unavailable

No ~ CRT AM HR 1 2 R 3 4 L1 L25 6 PM Day Phone Mobhile Other Phone Notes

Curie, Marie

1
2 Einstein. Bert --.-.-.-.-.- Full 5229

Shakespeare, Billy
Ball, Megan

[= N B S VA )

X
N
Crowe, Peter N
Daly, Garry N

N N N N N NMNDINNINNIN

Repeat for all periods and yard

X X X X X X X X X X X ot duty sessions after Period 3 day
N N N N N N N N NN N 5228

N N N N Part 52281999 0400 123 456 English

N M N N N N N N N N N 5228 2021 0411 987 6534 Maths, Science
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E’]‘ Daily Organiser / Senior School - 2031 / Replacements / CRT Availability

& Teacher = Sort [Jshow Load Columns selected: 7 of 10 Individual Available @ Group Available Individual Unavailable

*No A CRT AM HR 1 2\R 3 4 L1L25 & PM Day Dayload Phone Mobile Other Phone MNotes
1 Curie, Marie N N N N N N N N N N 0.00 5228 3700 0411 555 555 Physics, Chemistry
2 Einstein, Bert ] ] ] ] R 0.00 5228 1111 0400111 222 Physics, Maths
3 Shakespeare, Billy X X X X X X X X X X X 0.00 5228 2222 0401 222 333 English, not on Tuesday
4 Ball. Megan N N N N N N N N N N 0.00 5228 2006 0412 444 444 Maths
5 Crowe, Peter N N N N N art 0.00 5228 1999 0400 123 456 English
6 Daly, Garry N N N N N N N N N N N 0.00 5228 2021 0411 987 654 Maths, Science

Tick Show Load

For casual teachers who have been made available,
the Day column indicates if it is for a full or part day.

The value in the Day Load column is currently 0.00.
This will increase as replacements are assigned.

LOAD ADJUSTMENTS

The number of counted replacements assigned to a teacher can be adjusted. For example, Rod
Adams has offered to help the Sports Co-ordinator for a day to set up for the Athletics Sports and
the Principal has agreed that this will count as three replacement classes.

E On the Task Tree select:
[11D] Replacements - Load Adjustments

E;']‘ Daily Organiser / Senior School - 2031 / Replacements / Load Adjustments

I Delete Adjustment 55 Quick Edit Teachers selected: 49 of 42
No  Teacher Counted MNotes
1 Adams, Rod 0 u\ Click the Counted column
2 Alderson, David 0.00 for Rod Adams
3 Atkinson, Danielle 0.00
4 Baker, Catherine 0.00
5 Bell, Heather 0.00

\31] Daily Organiser / Senior School - 2031 / Replacements / Load Adjustments

] Delete Adjustment ¥ Quick Edit Teachers selected: 49 of 49 Teacher with Adjustment
No Teacher Counted Notes

1 Adams, Rod 3.00 Help with Aths . -

2 Alderson, David e Type “3.00” in the Counted cell and

“ H ”

3 Atkinson, Danielle T Help with Aths” in the Notes cell

4 Baker, Catherine 0.00 Press Enter

5 Bell, Heather 0.00
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Lesson 7

Any teacher who has been given a load adjustment is shaded green. Details of the adjustment are

displayed in the Additional Information box when you select the teacher.

Daily Organiser / Senior School - 2031 / Replacements / Load Adjustments

[l Delete Ad] ] Teacher with Adjustment

Click Megan Clark and the details are
No  Teacher shown in the Additional Information box

1 Adams, Ro
2 Alderson, David 0.00
3 Atkinson, Danielle 0.00 Date Count Notes
4 Baker, Catherine
5 Bell, Heather
6 Boswick, S5am
7 Boyle, Joanne
8 Burrows, Kelly (00
9 Butler, Alison
10 Carter, Leanne 0.00
11 Chappell, Judy 0.00
12 Cheng, William 0.00
13 Clark, Allison 0.00
14 Clark, Megan 0.00
15 Connolly, Jenny 0.00

E On the Task Tree select:
[11A] Replacements - Assign

Period AM HR 1 2 R 3 4 L1 L25 6 PM|Total Available Teacher ~ Index ~ InLieu U/Cy UR C U € +U | Last 10 Days Counted

AM L L Y L 4.50 Myers, John 24 0.00 0.00 0.00 0.00 0.00 0.00/0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
AM L L L L Y 4.50 Newman, Peter 25 0.00 0.00 0.00 0.00 0.00 0.00/0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
AM L L L L Y L 4.70 Dalton, James 26 0.00 0.00 0.00 0.00 0.00 0.00/0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
AM L L L L Y L 4.70 Pearson, Sean 27 0.00 0.00 0.00 0.00 0.00 0.00/0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
AM L L L L L 5.00 Gibson, shirley 28 0.00 0.00 0.00 0.00 000 0.00(0.00 0.00 0.00 0.00 000 0.00 0.00 0.00
AM L L L L L L 5.20 Connolly, Jenny 29 0.00 0.00 0.00 0.00 0.00 0.00/0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
AM L L L L L L 5.20 Feng, Jenny 30 0.00 0.00 0.00 0.00 000 0.00(0.00 0.00 0.00 0.00 000 0.00 0.00 0.00
AM L L L L Y L L 5.70 White, Eva 31 0.00 0.00 0.00 0.00 000 0.00(0.00 0.00 0.00 0.00 000 0.00 0.00 0.00
AM M M Y L 1.50 Clark, Megan 32 0.00 0.00 0.00 0.00 000 0.00(0.00 0.00 0.00 1.00 000 3.00 0.00 0.00
AM L L 2.00 Jones, Adam 33 0.00 0.00 0.00 0.00 000 0.00(0.00 0.00 0.00 1.00 000 0.00 0.00 0.00
AM L 1.00 Adams, Rod 34 0.00 0.00 0.00 3.00 0.00 3.00/3.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
AM L L L L 3.20 Jackson, Toni 35 0.00 0.00 O. 0.00 0.00 0.00/0.00 0.00 0.00 0.00 1.00 0.00 0.00 0.00
AM L L L L 4.00 Kelly, Rachel 36 0.00 000 O0g0 0.00 0.00 0.00(/0.00 0.00 0.00 0.00 1.00 0.00 0.00 0.00
AM L L L L 4.00 Mullins, Sharon 37 0.00 0.00 00 0.00 0.00 0.00({0.00 0.00 0.00 0.00 1.00 000 0.00 0.00
AM Y L L L_L 4.50 Manning, Kathn 38 0.00 0.00/ 0.00 0.00 0.00 0.00/0.00 0.00 0.00 0.00 1.00 0.00 0.00 00
AM L L L L 00
A Lot In the lower pane, scroll down to Rod Adams o0
AM L L U u 00

The load adjustment has been added to the Counted column.

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

TC
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
3.00
1.00
3.00
1.00
1.00
1.00
1.00
1.00
0.00
0.00

Additional Information @ —[EX

Adjustment History (Clark, Megan)

Tue 28 Jan 3.00 Year Level Meetings

cL oL

1.00 20.00
1.00 20.00
1.00 20.00
1.00 20.00
1.00 20.00
1.00 20.00
1.00 20.00
1.00 20.00
-3.00 17.00
0.00 19.00
-2.00 7.00
0.00 19.00
0.00 19.00
0.00 19.00
0.00 19.00
0.00 19.00
0.00 14.00
0.00 0.00
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Daily Organiser Lesson 7

ASSIGN REPLACEMENT TEACHERS

The process of assigning replacement teachers is central to Daily Organiser. Replacement teachers
can be assigned to classes from the upper pane, the lower pane or by using the Select button.

In the lower pane, available teachers are displayed with details of their faculty along with their
availability for Counted, Uncounted/Cycle and In Lieu replacements.

Note: When teachers are available for all three types of replacements they are assigned in the
following order:

e inlieu (must be used on the selected day)

e uncounted/cycle (must be used in the current cycle)

e counted

To assign from the upper pane, double click in the Replacement Teacher cell and the first available
teacher from the lower pane will be assigned. In this case, the available teachers have been sorted
by Index.

2] Daily Organiser / Senior School - 2031/ Replacements / Assign

+ Select & Not Required 8 Auto Assign 1. Sort By Period (default) - [ Unassigned O compeosites Composite
Period Room Class Absent Teacher Replacement Teacher Load Count Students Notes
AM BD Alderson, David 020 0.00 a
HR 524 T1HRM1D Cooke, Dennis : 0.00 25 Double C“Ck the Replacement
HR 122 07HRM1B Atkinson, Danielle 0.20 0.00 i)
HR |24  O7HRMID  Alderson, David 020 0.00 26 Teacher co|umn for David Alderson
1 521 12ENG1B Boyle, joanne 1.00 0.00 20
1 1285TIC wood, Paul 100 000 17 who is absent for his AM Bus Duty
1 GYM2 O0SPEB1A Alderson, David 1.00 0.00 24
1 GYM1 09PEG1A Atkinson, Danielle 1.00 0.00 26
LAB2 085CI1D Cooke, Dennis 1.00 0.00 27
1 522 11ENG EXAM Add Teacher 1 1.00 0.00 19
523 11ENG EXAM Add Teacher 2 1.00 0.00 21
1 524 11ENG EXAM Add Teacher 3 1.00 0.00 22
0] Display < Previous > Next ¥ Same 1. Sort By Index (default) - Legend
Period AM HR 1 2 R 3 4 L1 L2 5 6 PM|Total Available Teacher A Index A InLieu U/Cy UR C u C+U | Last 10 Days Counted TC CL oL
AM - 0.00| Einstein, Bert (CRT) 1 0.00 0.00 0.00 0.00 0.00 0.00|0.00 5.00 5.00(/5.00 6.50 6.00/ 0.00 0.00 0.00 0.00|27.50 NA NA
AM L L L L L L L 3.20 Smyth, Martin 2 3.00 0.00 3.00 0.00 0.00 0.00)|0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00| 0.00 1.00 20.00
AM L L L L 2.00 Harley, Brett 3 2.00 0.00 2.00 0.00 0.00 0.00|0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00| 0.00 1.00 20.00
AM L L L L L 2.20 Rennie, Matthew 4 2.00 0.00 2.00 0.00 0.00 0.00|0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00| 0.00|1.00 20.00
AM L L L L L L 4.00 Thomson, Wayne 5 2.00 0.00 2.00 0.00 0.00 0.00|0.00 0.00 0.00 0.00 2.00 0.00 0.00 0.00 0.00 0.00| 2.00 -1.00 18.00

131] Daily Organiser / Senior School - 2031 / Replacements / Assign

Ll
+ Select E Mot Required 8t Auto Assign 1. Sort By Period (default) -
Period Room Class Absent Teacher Replacement Teacher Load Count Students Notes
AM BD Alderson, David  Einstein, Bert 020 0.20 0
HR 524 11HRM1D Cooke, Dennis 25
HR 122 07HRM1B Atkinson, Daniglle 26
HR |24 OYHRM1D Alderson, David 26

The first available teacher, casual teacher Bert Einstein, has been assigned as the
replacement teacher and a value of 0.20 has been recorded in the Count column.

The blue highlighted cell has moved down to the next class, 11HRM1D,
that needs a replacement teacher.
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8% Display < Previous > Next ¥ Same 1. Sort By Index (default) v Legend

Period AM HR 1 2 R 3 4 L1 L2 5 6 PM |Total Available Teacher A Index A~ InLieu U/Cy UR C U c+uU

HR C - 0.00| Einstein, Bert (CRT) 1 0.00 0.00 0.00 0.20 0.00 0.20
HR L L L L 2.00 Harley, Brett 2 2,00 0.002.00 0.00 0.00 0.00
HR L L L L L L 4.00 Thomson, Wayne 3 2,00 0.002.00 0.00 0.00 0.00
HR L L L L /551 Walker, Sam 4 0.00| 1.00 1.000 0.00 0.00 0.00
HR 2.00 Jackson, Chris 5 0.00 0.10 090 0.00 0.00 0.00

Available teachers for Homeroom
are now displayed in the lower pane.

When a counted replacement is assigned to a teacher, data in the C, Last 10 Days, Cycle Limit and
Overall Limit columns in the lower pane are automatically updated.

09 Bert Einstein’s data in the lower pane has been updated.

+ sq

Peried | The C under AM in his timetable summary indicates that it is a counted replacement.

AM
HR

# | Note: The count value 0.20 is displayed in the C, C+U and the first of the Last 10 Days

HR
O Counted columns. The Total Count (TC) column has been updated.
1
1
1 GYM1 QSPEG1A Atkinson, Danielle 1.00
1 LAB2 085CI1D Cocke, Dennis 27
1 522 11ENG EXAM Add Teacher 1 1.00 0.00 19
1 $23  11ENG EXAM Add Teacher 2 1.00  0.00 21
1 524 11ENG EXAM Add Teacher 3 1.00 0.00 22

i) Display < Previous Mext ¥ Same 1. Sort By Index (default) - Legend
Period AM HR R 3 4 L1L25 6 PMlTotaI Available Teacher ~ Index A InLieu U/Cy UR C u c+U|Last 10 Days Counted |‘I’C CL oL
HR C | 0.00| Einstein, Bert (CRT) 1 0.00 0.00 0.00 0.20 0.00 0.20|0.20 5.00 5.00 5.00 6.50 6.00 0.00 0.00 0.00 0.00|27.7D NA  NA
HR L L L L | 2.00 Harley, Brett 2 2.00 0.00 2.00 0.00 0.00 D.DUlD.OD 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 D.DUl 0.00 1.00 20.00
HR L L L L L L | 4.00 Thomson, Wayne 3 2.00 0.00 2.00 0.00 0.00 D.DU|D.OD 0.00 0.00 0.00 2.00 0.00 0.00 0.00 0.00 D.DU| 2.00 -1.00 18.00
HR L L L L L | 5.00 Walker, Sam 4 0.00 = 1.00 1.00 0.00 0.00 D.DGlD.OD 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 D.Dﬂl 0.00 1.00 20.00
HR L L | 2.00 Jackson, Chris 5 0.00 0.0 0.10 0.00 0.00 D.DG|D.OD 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 D.DCI| 0.00 1.00 20.00

Double clicking on a teacher’s name in the lower pane will assign that teacher to the class selected in
the upper pane. In this case, a teacher with an in lieu replacement available will be selected.

E Daily Organiser / Senior School - 2031/ Replacements / Assign

+ Select & Not Required % Auto Assign 1. Sort By Period (default) & [ Unassigned [J Compesites Composite
Period Room Class Absent Teacher Replacement Teacher Load Count Students Notes
AM BED Alderson, David  Einstein, Bert 020 020 ]
HR 524 11HRM1D Cooke, Dennis _ 0.20 0.00 25
HR 122 07HRM1B Atkinson, Danielle 0.20 0.00 26
HR 124 QO7HRM1D Alderson, David 0.20 0.00 26
1 521 12ENG1B Boyle, Joanne 1.00 0.00 20
1 12PSTIC  Wood, Paul 100 000 17 Double click Brett Harley
1 GYMZ2 0SPEB1A Alderson, David 1.00 0.00 24
1 v seEGra  Atkinzon, Danislle 100 000 % in the lower pane
1 LAB2 08SCI1D Cooke, Dennis 1.00 0.00 27
1 522 11ENG EXAM Add Teacher 1 1.00 0.00 19
1 523 11ENG EXAM Add Teacher 2 1.00 0.00 21
1 524 11ENG EXAM Add Teacher 3 1.00 0.00 22

€ Display < Previous > Next v Same 1. Sort By Index (default) - Legend

Period AM HR 1 2 R 3 4 L1L25 6 FMlTotal Available Teacher ~ Ipdex A InLieu U/Cy UR C u C+U|Last 10 Days Counted |'I'C CL oL

HR C | 0.00 Einstein, Bert (CRT, 0.00 0.00 0.00 0.20 0.00 0.20|D.20 5.00 5.00 5.00 6.50 6.00 0.00 0.00 0.00 D.DU|27.7U NA  NA
HR -L L L L | 2.00| Harley, Brett 2 2.00 0.00 2.00 0.00 0.00 G.UUlD.DD 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 G.Uﬂl 0.00 | 1.00 20.00
HR L L L L L L | 4.00 Thomson, Wayne 3 2.00 0.00 2.00 0.00 0.00 D.DU|D.OD 0.00 0.00 0.00 2.00 0.00 0.00 0.00 0.00 D.DU| 2.00 -1.00 18.00
HR L L L L L | 5.00 Walker, Sam 4 0.00 1.00 1.00 0.00 0.00 D.OOlD.OD 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 D.Oﬂl 0.00 1.00 20.00
HR L L | 2.00 Jackson, Chris 5 0.00 0.10 0.10 0.00 0.00 D.00|D.OD 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 D.00| 0.00 1.00 20.00
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Daily Organiser / Senior School - 2031/ Replacements / Assign

+ Select & Not Required 8 Auto Assign 1. Sort By Period (default) hd O unassigned [0 composites Compaosite
Period Room Class Absent Teacher Replacement Teacher Load Count Students Motes
AM  BD alderson, David  Einstein, Bert 020 020 0 Brett Harley has been
HR 524 T1HRM1D Cooke, Dennis Harley, Brett 0.20 0.00 25 H
z assigned and the count value
HR 122 07HRM1B Atkinson, Danielle;
HR  J24  O7HRMID  Alderson, David is 0.00 |nd|cat|ng thatitis an
1 521 12ENG1B Boyle, Joanne 1.00 0.00
uncounted replacement.
1 12PST1C Woaod, Paul 1.00 0.00
1 GYM2 09PEB1A Alderson, David 1.00
1 GYM1 0OPEGIA  Atkinson, Danielle To see the changes in the
1 LAB2 085CNMD Coocke, Dennis 27 H
lower pane, click Next
1 522 T1ENG EXAM Add Teacher 1 1.00 19
1 523 11ENG EXAM Add Teacher 2 1.00  0.00 21
1 524 11ENG EXAM Add Teacher 3 1.00 0.00 22
8 Display < Previous > Next v Same 1. Sort By Index (default) - Legend

Period AM HR 1 2 R 3 4 L1 L2 5 6 PM|Total Available Teacher A Index ~ InLieu U/Cy UR C u C+ U | Last 10 Days Counted

Daily Organiser / Senior School - 2031/ Replacements / Assign

+ Select
S — A number of columns have been updated in the lower pane.
AM BD Al
B In the timetable summary next to Brett Harley, a D in the HR
HR 122 07HRM1B Al
e« ommvio A column indicates a replacement that did not count. The values in
1 s21 12ENG1B B|
1 12psTIC the In Lieu and Uncounted Remaining (UR) columns have decreased
1 GYM2 O0SPEB1A A
T Gwn osraia A by 0.20. The value 0.20 is displayed in the U and C+U columns.
1 LAB2 085CI1D C|
1 522 1T1ENG EXAM
1 523 T1ENG EXAM Add Teacher 2 1.00 0.00
1 524 11ENG EXAM Add Teacher 3 1.00
18 Display < Previous > Next ~ Same
Period AM HR 1 2 R 3 4 L1 L2 5 6 PM|Total C u €+ U | Last 10 Days Counted TC cL oL
1 C . 1 0.20|0.20 5.00 5.00 5.00 6.50 6.00 0.00 0.00 0.00 0.00|27.70 NA NA
1 L L L L L | 2 D.DOlD.OD 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 D.DOl 0.00 1.00 20.00
1 L L L L | 3 D.DOlD.OD 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 D.DOl 0.00 1.00 20.00
1 L L L | 4 D.DUlD.OD 0.00 0.00 0.00 2.00 0.00 0.00 0.00 0.00 D.DUl 2.00 -1.00 18.00
1 L L L | 5 .DU|D.OD 0.00 0.00 1.00 0.00 0.00 0.00 0.00 0.00 D.DU| 1.00 0.00 19.00
1 D L L L L | 2.20 Harley, Brett 6 1.80 0.00 1.80 0.00 0.20 O.20|D.OD 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 D.Bﬂl 0.00 ' 1.00 20.00
1 L L | 1.20_7 0.00 0.00 0.00 0.00 0.00 D.00|D.OD 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 D.00| 0.00 ' 1.00 20.00

Replacement teachers can be removed by selecting the teacher and using the Delete button or by
double clicking on the teacher’s name.

Daily Organiser / Senior School - 2031 / Replacements / Assign

[l Delete ® Auto Assign 1. Sort By Period (dd es
In HR, double click Brett Harley
Period Room Class Absent Teacher Replacement Teacher Load Count Students|
AM BD Alderson, David  Einstein, Bert 0.20 0.20 ) to remove the replacement
HR S24  11HRM1D  Cooke, Dennis  |REW S 520 0.00 25 teacher for 11HRM1D
HR 122 O07HRM1B Atkinson, Danielle 0.20 0.00 24
HR 124 O7HRM1D Alderson, David 0.20 0.00 2

Daily Organiser / Senior School - 2031 / Replacements / Assign

+ Select E Not Required 8 Auto Assign 1. Sort By Period (default) hd [J Unassigned [0 composites
Period Room Class Absent Teacher Replacement Teacher Load Count Students Notes
AM BD Alderson, David  Einstein, Bert 0.20  0.20 0 h
The teacher has
HR 524 T1THRM1D Cooke, Dennis W
HR |22 07HRM1B  Atkinson, Danielle 0.20 000 26 been removed.
HR 124 O07HRM1D Alderson, David 0.20 0.00 26
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ASSIGN TEACHERS FROM THE SAME FACULTY

If faculties and faculty groups have been set up in the timetable file, they can be useful when
allocating replacements. The default setting is to show teachers in the same faculty as the selected
class.

E@_ Daily Organiser / Senior School - 2031 / Replacements / Assigr

+ Select B) NotRequired | | % Auto Assign | | 1a50r] Click the Replacement Teacher Column for
Period Room Class Absent Teacher Replacement Teacher Load Coy Joanne Boy|e in Period 1
AM BD Alderson, David  Einstein, Bert 0.20 0.
- ,S;; e ZtkkDDH = o 12ENG1B is the selected class so teachers from the
e 3 same faculty are highlighted green in the lower pane.
1 12PSTIC Wood, Paul

GYM2 O0SPEB1A Alderson, David

Double click Daniel Marks to assign this English faculty

1 GYM1 09PEG1A Atkinson, Danielle
LAB2 035CID  Cooke Dennis teacher as the replacement teacher for this class
1 522 11ENG EXAM Add Teacher 1
523 11ENG EXAM Add Teacher 2
1 524 11ENG EXAM Add Teacher 3 22
i8¢ Display < Previous > Next ~ Same 1. Sort By Inflex (default) v  Legend
Period AM HR 1 2 R 3 4 L1 L2 5 6 PM|Total Available Jeacher ~ Index ~ InLieu U/Cy UR C u C+U | Last 10 Days Counted TC cL oL
C . 0.00| Einstein, Bprt (CRT) u 0.00 0.00 0.00 0.20 0.00 0.20|0.20 5.00 5.00 5.00 6.50 6.00 0.00 0.00 0.00 0.00|27.70 NA NA
L L L L L L L 3.20 Smyth, Mrtin 2 3.00 0.00 3.00 0.00 0.00 0.00|0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00| 0.00 1.00 20.00
L L L L 2.00 Harley, Bfett 3 2.00 0.00 2.00 0.00 0.00 0.00|0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00| 0.00 1.00 20.00
L L L L L 2.20 Rennie, Matthew 4 2.00 0.00 2.00 0.00 0.00 0.00|0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00| 0.00 1.00 20.00
L L L L L L 4.00 ThomsW, Wayne 5 2.00 0.00 2.00 0.00 0.00 0.00|0.00 0.00 0.00 0.00 2.00 0.00 0.00 0.00 0.00 0.00| 2.00 -1.00 18.00
L L L L L L L 4.20 [Marks; Daniel 6 2.00 0.00 2.00 0.00 0.00 0.00|0.00 0.00 0.00 1.00 0.00 0.00 0.00 0.00 0.00 0.00| 1.00 0.00 18.00
L L 1.20 Patel, Marek 7 0.00 0.00 0.00 0.00 0.00 0.00/|0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00| 0.00 1.00 20.00
L L 2.00 Jacksen, Chris 1 0.00 0.10 0.10 0.00 0.00 0.00|0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00| 0.00 1.00 20.00
M M Y L 1.50 Burrows, Kelly 9 0.00 0.00 0.00 0.00 0.00 0.00|0.00 0.00 0.00 0.20 0.20 0.00 0.00 0.00 0.00 0.00| 0.40 0.60 19.60
L L 2.00 Cheng, William 10 0.00 0.00 0.00 0.00 0.00 0.00|0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00| 0.00 1.00 20.00

ASSIGN ONE TEACHER TO MULTIPLE REPLACEMENT CLASSES

The ability to sort data in the upper pane is useful when assigning multiple replacements to one
teacher. It can be used to assign:

e one replacement teacher to all sessions of an activity
e acasual teacher to all classes of a teacher who is absent

In this example, Martin Smyth will be assigned as Additional Teacher 1 to all sessions of the Year 11
English Exam in S23.

El]‘ Daily Organiser / Senior School - 2031 / Replacements / Assign

+ Select Mot Required 8 Auto Assign 1. Sort By Period (default) - [ Unassigned [ composites Composite
Period Room Class Absent Teacher Replacement Teacher Lo [EESUasRELIIGEET ]
AM BD Alderson, David  Einstein, Bert 1] 2. sort By Absent Teacher
HR 524  11HRMID  Cooke, Dennis 0 3, Sort 8y ReplacRnent Teacher
HR 122 07HRM1B  Atkinson, Danielle 0 4 sort 8y Class
HR 24 O7HRMID  Alderson, David O e count The data in the upper pane is
3. 50T oun
521 12ENG1B Boyle, Joanne Marks, Daniel 1 v tl t d . . d d
] pe— p—— _ 1 6.Sort By Load currently sortea In period oraer.
1 GYM2 O09PEB1A Aldersan, David 1 7.5ort By Notes
1 GYM1 0SPEGIA  Atkinson, Danielle 1 & sart ay Roll Class To change this, click the drop-down
LAB2 08sSCI1D Cooke, Dennis 1 9. sort 8y Room menu and Select
1 522 11ENG EXAM Add Teacher 1 1
10. Sort By Site
S22 11ENGEXAM Add Teacher2 1 ! 2. Sort By Absent Teacher
1 524 11ENG EXAM Add Teacher 3 1, - Sort By Students
18 Display < Previous > Next v Same 1. Sort By Index (default) ¥ | Legend

Period AM HR 1 2 R 3 4 L1 L2 5 6 PM|Total Available Teacher A Index ~ InLieu U/Cy UR C u C +U | Last 10 Days Counted
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Daily Organiser / Senior School - 2031/ Replacements / Assign
+ Select [E Not Required 8 Auto Assign 2. Sort By Absent Teacher hd [J Unassigned [J composites Compaosite

Period Room Class

522
522
522
523
523
523
524
524
524
525
525
525

DN =D N =N =@ N -

8¢ Display

11ENG EXAM Add Teacher 1
11ENG EXAM Add Teacher 1
11ENG EXAM Add Teacher 1 0.50
11ENG EXAM Add Teacher 2 1.00
11ENG EXAM Add Teacher 2 1.00
11ENG EXAM Add Teacher 2 0.50
11ENG EXAM Add Teacher 3 1.00
11ENG EXAM Add Teacher 3 .00
11ENG EXAM Add Teacher 3 00
11ENG EXAM Add Teacher 4 1.
11ENG EXAM Add Teacher 4 1.0
11ENG EXAM Add Teacher 4 0.50
< Previous > Next v Same 1. Sort By Inde

Period AM HR 1 2 R

C

1
1
1
1
1

Absent Teacher Replacement Teacher Load

3 4 L1125 6 PM|Total Available Teacher A

Count Students Notes

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

(default)

0.00 Einstein, Bert (CR

Index ~

19
19
19
21

- Legend
In Lieu U/ UR C u

0. 0.00 0.00 0.20 0.00

C + U | Last 10 Days Counted

0.20|0.20 5.00 5.00 5.00 6.50 6.00 0.00 0.
0.00'0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.
D.DOl0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.
D.DGl0.0D 0.00 0.00 0.00 0.00 0.00 0.00 0.

Use the scroll bar to scroll to the top of the upper pane

L L L L L b | 3.20) Smyth, Martin 2 3.00) 0.00 3.00 0.00 0.00
Lok L L | 2.00 Harley, Br 3 2.000 0.00 2,00 0.00 0.00
L L L L | 2.20 Rennie, Matthew 2.000 0.00 2.00 0.00 0.00
L

Click in the Replacement Teacher column for Add Teacher 1 in Period 1

In the lower pane, double click Martin Smyth

0 2.00 0.00 0.00 0.

Daily Organiser / Senior School - 2031 / Replacements / Assign

+ select

Period Room Class

1 522
2 522
R 522
1 523
2 523
R 523
1 524
2 524
R 524
1 525
2 525
R 525
8¢ Display
Period AM
2 C
2
2
2
2

2. Sort By Absent Teacher v [J Unassigned [J Composites Composite

Martin Smyth has moved further down the Index
list and the In Lieu classes have reduced to 2.00.

Double click Martin Smyth to assign them to the
11ENG EXAM for Period 2 and Recess

22
21
21
21

Legend

0.00 0.00 0.00 0.20 0.00
2.000 0.00 2,00 0.00 0.00
2.000 0.00 2.00 0.00 0.00
2.000 0.00 2,00 0.00 1.00
2.000 0.00 2.00 0.00 0.00

(& Not Required 8 Auto Assign
Absent Teacher Replacement Teacher U
11ENG EXAM Add Teacher 1 smyth, Martin
11ENG Exam Add Teacher 1 ([
11ENG EXAM Add Teacher 1
11ENG EXAM Add Teacher 2
11ENG EXAM Add Teacher 2
11ENG EXAM Add Teacher 2
11ENG EXAM Add Teacher 3
11ENG EXAM Add Teacher 3 TOT TOU
11ENG EXAM Add Teacher 3 0.50 0.00
11ENG EXAM Add Teacher 4 1.00 0.00
11ENG EXAM Add Teacher 4 1.00 0.00
11ENG EXAM Add Teacher 4 0.50 0.00
< Previous ?> Next v Same 1. Sort By Index (default)
HR 1 2 R 3 4 L1L25 & PM|Total Available Teacher ~ Index ~ AnLieu U/Cy UR C u
0.00 Einstein, Bert (CRT)

LoL L L | 2.00 Harley, Brett

L L L L | 2.20 Rennie, Matthew 3

D L L L L B | 4,20 Smyth, Martin 4

L L L L L L | 4.00 Thomson, Wayne 5

C+U | Last 10 Days Counted

0.20|0.20 5.00 5.00 5.00 6.50 6.00 0.00 0.
D.DGl0.0D 0.00 0.00 0.00 0.00 0.00 0.00 0.
D.DCIl0.0D 0.00 0.00 0.00 0.00 0.00 0.00 0.
1.0D|U.UD 0.00 0.00 0.00 0.00 0.00 0.00 0.
D.DGl0.0D 0.00 0.00 0.00 2.00 0.00 0.00 0.
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E Daily Organiser / Senior School - 2031 / Replacements / Assign

+ select [E Not Required 1 Auto Assign 2. Sort By Absent Teacher ~ | [ Unassigned O Composites Composite
Period Room Class Absent Teacher Replacement Teacher Load Count Students Notes
1 522 11ENG EXAM Add Teacher 1 Smyth, Martin 1.00 0.00 19
2 522 11ENGEXAM Add Teacher1  Smyth. Martin 1.00  0.00 19
R 522 11ENGEXAM Add Teacher 1 Smyth, Martin S0 0.00 19 . .
1 523 11ENGEXAM Add Teacher 2 0 2 Martin Smyth has now been aSSIgned
2 523 11ENG EXAM Add Teacher 2 1.00 0.00
R 523 11ENG EXAM Add Teacher 2 050 0.00 to a” Sesslons Of the 11ENG EXAM as
1 524 T1ENGEXAM Add Teacher 3 1.00  0.00 22 .
2 524 11ENGEXAM Add Teacher 3 1.00  0.00 22 Add Teacher 1in S22.
R 524 11ENGEXAM Add Teacher 3 050 000 22
1 525 T1ENG EXAM Add Teacher 4 1.00 0.00 21
2 525 11ENGEXAM Add Teacher 4 1.00  0.00 21
R 525 11ENGEXAM Add Teacher 4 050 000 21

In this second example, a specialist casual teacher has been employed and needs to be assigned to
all classes of an absent teacher. In this case, Dennis Cooke, a Maths/Science teacher is absent, and
all classes are to be assigned to Bert Einstein.

E Daily Organiser / Senior School - 2031 / Replacements / Assign

+ select f& Not Required 1 Auto Assign 2. sort By Absent Teacher ~ | [ Unassigned O Composites Composite
Period Room Class Absent Teacher Replacement Teacher Load Count Students Notes
HR 524 1T1HRM1D Cooke, Dennis _ 0.20 0.00 25
1 LAB2 085CIND Cooke, Dennis 1.00 0.00 27
2 LAB2 08sCI1D Cooke, Dennis 1.00 0.00 27
3 M17  10MAT1B Cooke, Dennis 00 0.00 2
4 LAB2 11PHY1A Cooke, Dennis 1. 0.00 19
5 LAB2 12PHY1B Cooke, Dennis
6 LAB2 12PHY1A Cooke, Dennis
3 LAB3 07sCl1B Fraser, Melissa
5 ov1 07SPT1D Fraser, Melissa
& ov1 07SPT1D Fraser, Melissa
3 M18  10MATIC Wallen, Peta
4 512 11MAG1C Wallen, Peta

8 Display < Previous > Next v Same 1. Sort By Index (default) v Legend

Period AM HR 1 2 R 3 4 L1125 6 PM|TnIa| Available Teacher A Index Inlieu U/Cy UR C u C+U|Last10Dayanunl |TC cL oL

HR C - | 0.00| Einstein, Bert (CRT)
HR LoL L L | 2.00 Harley, Brett
HR [ Lot Lol | 400 Thomson, wayne
HR LoL L L | 5.00 walker, sam

| 5.00| 650 600 0.00 0.00 0.00 0.uo|27.7n NA  NA
0.00 2.00 0.00 0.00 - 0.00 0.00 000 0.00 0.0 0.00 0.00 0.00 D.DOl 0.00 | 1.00 20.00
0.00 2.00 0.00 O CLCIOlD‘DD 0.00 0.00 0.00 200 0.00 0.00 0.00 0.00 D.DDl 2.00 -1.00 18.00

1.00 0.00 CLCIOlD‘DD 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 D.DDl 0.00 | 1.00 20.00

0.00 0.00| 0.20| 0.00

Use the top scroll bar to scroll down to Dennis Cooke’s classes

Double click in the Replacement Teacher column for Dennis Cooke
in Period HR to assign the first available teacher Bert Einstein

E Daily Organiser / Senior School - 2031 / Replacements / Assign

+ Select B Not Required 8 Auto Assign 2. Sort By Absent Teacher ¥ | [ unassigned O composites Composite
Period Room Class Absent Teacher Replacement Teacher Load Count Students Notes
HR 524 11HRM1D Cooke, Dennis Einstein, Bert 0.20 0.20 25
1 LAB2 085CI1D  Cooke, Dennis . . .
> LaE2 085D Cooke Dennis Bert Einstein has been assigned to the class.
3 M17 10MAT1B Cooke, Dennis
4 LABZ 11PHY1A Cooke, Dennis 1. . .
s LAz 12eMviE Cooke Dennis 100 oo : Double click in the Replacement Teacher
6 LAB2 12PHY1A Cooke, Dennis 1.00 0.00 2

3 . 7

3 LAB3 O7CHB  Fraser, Melisss wm om 25 | column for the rest of Dennis Cooke’s classes
5 ov1 07SPT1D  Fraser, Melissa 1.00 0.00 17
) ov1 Q7SPT1D  Fraser, Melissa 1.00 0.00 7
3 M1i8 10MAT1C Wallen, Peta 1.00 0.00 4
4 512 11MAGIC Wallen, Peta 1.00 0.00 23

18 Display < Previous > Next v Same 1. Sort By Index (default) v  Llegend
Period AM HR 1 2 R 3 4 L1 L25 6 PM|ToraI Available Teacher ~ Index ~ InLieu U/Cy UR C u C +U | Last 10 Days Counted |TC cL oL
1 C C . | 0.20] Einstein, Bert (CRT) u 0.00 0.00 0.00 0.40 0.00 D.4D|ﬂ.40 5.00 5.00 5.00 6.50 6.00 0.00 0.00 0.00 E}.DO|27.90 NA NA
1 L L L L | 2.00 Ha’lsy‘ Brett 2 200 0.00 2.00 0.00 0.00 UCIOlDDD 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 D.DDl 0.00 | 1.00 20.00
1 L L L L L | 2.20 Rennie, Matthew 3 2.00 0.00 2.00 0.00 0.00 G‘GO|D‘DD 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 D.DDl 0.00  1.00 20.00
1 L L L L L L | 4.00 Thomson, Wayne 4 2.00 0.00 2.00 0.00 0.00 0‘00|D‘DD 0.00 0.00 0.00 2.00 0.00 0.00 0.00 0.00 D.DDl 2.00 -1.00 18.00
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Daily Organiser / Senior School - 2031/ Replacements / Assign

+ Select Bl Delete [E Mot Required 8 Auto Assign 2. Sort By Absent Teacher - [ Unassigned [ Composites @ Composite
Period Room Class Absent Teacher Replacement Teacher Load Count Students Note:
HR 524 11HRM1D Coocke, Dennis Einstein, Bert 0.20 0.20 25 C|ICk Bert Einstein in the upper
1 LAB2 08SCIMD Cooke, Dennis Einstein, Bert 1.00 1.00 27 . . .
2 LAB2 08SCI1D  Cooke, Dennis  Einstein, Bert 1.00  1.00 27 pane and his timetable appears in
B M17 1DM.~'«T1-B Cooke, Dennis Einste?n. Bert 1.00 1.00 the Addltlonal |nf0|’mati0n bOX
4 LABZ 11PHY1A Coocke, Dennis Einstein, Bert 1.00 19
5 LAB2 12PHY1B Cooke, Dennis Einstein, Bert . d 14
6 LAB2 12PHY1A Cooke, Dennis 1.00 1.0 12
. . — [A
Additional Information = (4 X
Teacher Timetable (Einstein, Bert)
Period Class / Activity Room Details / Changes
AM BD Replaces teacher Alderson, David
HR T1THRM1D 524 Replaces teacher Cooke, Dennis
1 08scnpD LAB2  Replaces teacher Cooke, Dennis
2 08scnpD LAB2  Replaces teacher Cooke, Dennis Bert Einstein’s timetable
R Available has been updated with
3 10MATI1E M17 Replaces teacher Cooke, Dennis all their allocations
- T1PHY1A LAB2Z  Replaces teacher Cooke, Dennis
L1 Available
L2 Available
5 12PHY1B LAB2Z  Replaces teacher Cooke, Dennis
[¥] 12PHY1A LAB2  Replaces teacher Cooke, Dennis »”
PM Available

E On the Task Tree select:
[11C] Replacements - CRT Availability

Daily Organiser / Senior School - 2031 / Replacements / CRT Availability

Z Teacher = Sy [+] Show Load Columns selected: 7 of 10 0 Individual Available @ Group Unavailable

*No A CRT AM HR 1 2 R 3 4 L1L25 6 PM Day Dayload Phone Mobile Other Phone Notes
1 Curie, Marie N N N N N NMNN NN INNN 0.00 5228 3700 0411 555 555 Physics, Chemistry
2 Einstein, Bert C € C C = = C C Full 6.40 5228 1111 0400111 222 Physics, Maths
3 Shakespeare, Billy --..... - 0.00 5228 2222 0401 222 333 English, not on Tuesday
4 Ball, Megan N W N N N N N N N N N 00 5228 2006 0412 444 444 Maths

. . .

5T B Details of Bert Einstein’s replacements have been updated. TS
6 Daly, Garry Maths, Science

In the period columns a C represents a counted replacement,
and the Day Load column has their total load for the day.

E On the Task Tree select:
[11A] Replacements - Assign
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{31 Daily Organiser / Senior School - 2031/ Replacements / Assign

+ Select [E Not Required 8 Auto Assign 2. Sort By Absent Teacher hd [J Unassigned [J composites Compaosite

Period Room Class Absent Teacher Replacement Teacher Loz [EEERUEsSEERLIGEETL]

1 522 11ENG EXAM Add Teacher1  Smyth, Martin ' 2. sort By Absent Teacher
2 522 11ENG EXAM Add Teacher1  Smyth, Martin 1.0 3. Sort By Replacement Teacher ]
R 522 11ENG EXAM Add Teacher1  Smyth, Martin 0! 4 Sort By Class Click the top drop-down
. s
1 522 11ENG ExAM Add Teacher2 ([N '
eacher . Sort 8y Count menu and select
2 522 11ENG EXAM Add Teacher 2 e
R 523 11ENG EXAM Add Teacher 2 0. 6. SortByload 1. Sort By Period (default)
524 11ENG EXAM Add Teacher 3 1.0 7.50rt By Notes
2 524 11ENG EXAM Add Teacher 3 1.4 8. Sort 8y Roll Class
R 524 11ENG EXAM Add Teacher 3 04 . sart By Room
1 525  11ENG EXAM Add Teacher 4 1
10. Sort By Site
2 525  11ENG EXAM Add Teacher 4 1
525 11ENG EXAM Add Teacher 4 g4 11 SortBy Students

REPLACEMENT REQUIRED

Sometimes a decision is made not to cover a class. For example, a small Year 12 class might be
combined with another class, or a Study class might be sent to the Library. In this case, Paul Wood’s
12PST1C class in Periods 1 and 2 will go to the Library.

E_'] Daily Organiser / Senior School - 2031 / Replacements / Assign

+ Select & Not Required 82 Auto Assign 1. Sort By Period (default) - [0 Unassigned [ Compasites Compaosite
Period Room Class Absent Teacher Replacem Teacher Load Count Students Notes
Al BD Alderson, David  |Einstein, Bert 020 0.20 0
HR 524 T1HRM1D Cooke, Dennis Einstein, Bert - 0.20 25
HR |22 O7HRMIEB  Atkinson, Danielle 020 b 26 Locate Paul Wood’s 12PST1C
HR 124 07HRM1D Alderson, David 0.20 0.00 26 . .
s21 12ENG1B Boyle, Joanne Marks, Daniel 1.00 0.00 2 C|ass In PerIOd 1
1 12PST1C Wood, Paul 1.00 000 t
GYMZ2 09PEB1A  Alderson, David 100 000 24 Click in the Replacement Teacher
1 GYM1 O0SPEGIA Atkinson, Danielle 1.00 0.00 26 . .
LAB2 085CI11D Cooke, Dennis Einstein, Bert 1.00 1.00 27 COlumn and CIICk NOt ReqUIred
1 522 11ENG EXAM Add Teacher 1 Smyth, Martin 1.00 0.00 19

F__'] Daily Organiser / Senior School - 2031 / Replacements / Assign

+ Select B Not Required @ Auto Assign 1. Sort By Period (default) - [ Unassigned [0 Composites Compaosite
Period Room Class Absent Teacher Replacement Teacher Load Count Students Notes
AM BD Alderson, David  Einstein, Bert 020 0.20 0 . . . .
HR 524 11HRMID  Cooke, Dennis  |Einstein, Bert 020 020 25 Not ReqU|red IS NOW dISplaVEd n
HR 22 07HRM1B Atkinsaon, Danielle 0.20 0.00

the Replacement Teacher column.

HR 24 Q7HRMI1D Alderson, David 0.20
521 12ENG1B Boyle, Joanne Marks, Daniel 20
1 12PST1C Wwood, Paul Not Required 1.00  0.00 17
GYM2 O09PEB1A Alderson, David _ 1.00 0.00 24
1 GYM1 O0SPEG1A Atkinson, Danielle 1.00 0.00 26
LAB2 085CI1D Cooke, Dennis Einstein, Bert 1.00 1.00 27
1 522 11ENG EXAM Add Teacher 1 Smyth, Martin 1.00 0.00 19

E?_i_i Daily Organiser / Senior School - 2031 / Replacements / Assign

[ Delete @ Auto Assign 1. Sort By Period (default) - Oy posite
: ’
Repeat for Paul Wood'’s
Period Room Class Absent Teacher Replacement Teacher Load Count Students Notes . .
2 s21 12ENG1B Boyle, Jjoanne Curie, Marie 1.00 12PST1C CIass In PerIOd 2
2 Lie 12PST1C Wood, Paul Not Required 1.00 0.00 17
2 GYM1 O09PEGTA Atkinson, Danielle Harley, Brett 1.00 1.00 26
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EMAIL STUDENTS FROM ASSIGN SCREEN

In Daily Organiser, students and teachers can be emailed directly. To send emails, email addresses
must be entered for students in Student Options [2A] Students and for teachers in Timetable
Development [4A] Teachers. When the timetable is published, these email addresses are available to
use in the Daily Organiser dataset.

An email can be sent to students in a particular class directly from the Assign screen. In this case, the
17 students in 12PST1C need to be told to go to the Library in Periods 1 and 2.

[@ Daily Organiser / Senior School - 2031 / Replacements / Assign

[ Delete 82 Auto Assign 1. Sort By Period (default) - [ Unassigned [ Composites Composite

Period ::jm fl:;sh . ::;e‘r;;:::rzrer Replacement Teacher Lzzi Eo:g; Studenﬁ Notes Additional Information &S -2
524 T1ENG EXAM Add Teacher 3 1.00 0.00 22 Student List (12PST1 c) = email
525 1T1ENG EXAM Add Teacher 4 1.00  0.00 21 _
526 11ENG EXAM Add Teacher 5 1.00  0.00 2 Student

2 521 12ENG1B Baoyle, Joanne 1.00 0.00 2

2 12PST1C Wood, Paul 1.00 0.00 1

2 GYM1 0SPEGIA Atkinson, Danielle 1.00  0.00 2

2 LAB2 085CI1D Cooke, Dennis Einstein, Bert 1.00  1.00 2 Bluford, Xavier

2 522 T1ENG EXAM Add Teacher 1 smyth, Martin 1.00  0.00 19 Cavaiani, Barrie

2 523 11ENG EXAM Add Teacher 2 1.00  0.00 21 Diamante, Maria

2 524 11ENG EXAM Add Teacher 3 1.00  0.00 22 Eltringham, Stephen

2 525 11ENG EXAM Add Teacher 4 1.00  0.00 21 Gruzinsky. Tristan

Hanserd, Leah
i8¢ Display < Previous > Next v Same 1. Sort By Index (default)

Heidebrink, Inga

Period AM HR R 3 4 L11L25 6 PM|Total Available Teacher A Index ~ In Lieu Huskins, Garry

10
2 1
2 L L L 2.00| Harley, Brett 1 2.00 0Y0 [2.00 0.00 0.00 A00|0.00 0.00 0.00 0.00 0.00 || 12 Kilgour, Marshall
2 L L L L 2.20 Rennie, Matthew 2 2.00 0.00/0.00 0.00 0.00 0.00 0.00 13 Leadingham, Adrian
2 L L L L 4.00 Thomson, Wayne 3 2,00 0.00\2. 0.00 0.00(0.00 0.00 0.00 0.00 2.00 [ 14 Logrono, Jarred
2 L L L LoL 4.20 Marks, Daniel 4 1.00 0.00 \.9¢70.00 1.00| 1.00|0.00 0.00 0.00 1.00 0.00 § 15 Pizzico, Andrew
2
2

<
-

Click the 17 in the Students column next to 12PST1C in Period 2
The students in this class are displayed in the Additional Information box.

Click Email
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Lesson 7

B Email

To Students selected: 17 of 619 Teachers selected: 0 of 49 CRTs selected: 0 of 11
-

Send From Timetabling Selutions

Templates

Attachments

Merge Fields

Subject*

SansSerif ¥ MNorma H

Hi

Save Template

The 17 students in the Study class have been selected.

The default email sender is Timetabling Solutions.
Emails can also be sent from Microsoft Office or Google
Gmail accounts. This needs to be set up in the
Management Portal by your Global Administrator.

Cancel

B> send

Note: Teachers and CRTs can also be included in emails.
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Subject* 12PST1Cin Periods? &2

Sans Serif ¥ U s A BB = = = @

Hi

E Email O
To Students selected: 17 of 619 Teachers selected: 0 of 49 CRTs selected: 0 of 11
Send From Timetabling Selutions -
Templates -
Attachments =)
Merge Fields - [z

Type “12PST1C in Periods 1 & 2” in the Subject field
and type “Hi” in the email body

Save Template

B Email O
To | Students selected: 17 of 619 I Teachers selected: 0 of 49 || CRTs selected: 0 of 11
Send From Timetabling Selutions -
Templates -
Attachments =
Merge Fields [ o ?

Code
Subject*
Family Name

-

Sans Serif =

Preferrad Name

Hi

Select First Name from the
Merge Fields drop-down menu

and click 0= |

Save Template
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B Email O

To Students selected: 17 of 619 Teachers selected: 0 of 49 CRTs selected: 0 of 11

Send From Timetabling Solutions

Templates

Attachments

Merge Fields First Name

Subject* 12PST1C in Periods1 & 2

il
1]
]!
&
5]

sansserif % MNorma H B I U S A B

Hi [FirstName]

Mr Wood is absent today. At the start of Period 1 go to the Library to collect work and have the roll marked.

Mr Harley
Daily Organiser

When the email is complete it can be sent by clicking Send.
No emails will be sent at this stage.

Click Cancel

\

Save Template Cancel

Note: Email templates can be created and saved. This will be shown in a later lesson.

Important Message for Global Administrator

When using the default email settings, all emails are sent from noreply@timetabling.com.au.
Some schools have experienced issues with their spam and junk filters not delivering these emails.

It is highly recommended that the email settings are changed so that all emails are sent directly
from the school server using a school email address.

The Global Administrator for your school can configure this in
[2B] Configuration — Settings — Email Server Settings in the Management Portal.
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ASSIGN ONE TEACHER TO TWO DIFFERENT CLASSES IN THE SAME PERIOD

Teachers can be assigned to more than one class in the same period.

In this example, it is accepted practice to combine Homeroom classes if a teacher is absent.
Currently Bert Einstein is taking a Bus Duty and a Homeroom. Dennis Cooke’s Homeroom class
(12HRM1D) will be taken off Bert Einstein and supervised by the teacher in the adjacent room, John
Edwards. John will be taking their usual 11HRM1C as well as 11HRM1D. John Edwards is not in the
list of Available Teachers in the lower pane because they have a class this period.

Click Bert Einstein in Dennis
Cooke’s 11HRM1D then click
[ Delete <— W Auto Asyé| Delete to remove them from -
Dennis Cooke’s 11HRMD class

121] Daily Organiser / Senior School - 2031/ Replacemer

Period Room Class Absent Teacher ReplacementAeache

AM BD Alderson, David  Einstein, R&rt 0.20 0.20 0

HR 524 11HRM1D Cooke, Dennis = Be 0.20 0.20 25

HR 122 07HRM1E Atkinson, Danielle 0.20 0.00 26

HR 124 O7HRMID Alderson, David 0.20 0.00 26

E‘]‘ Daily Organiser / Senior School - 2031 / Replacements / Assign
+ Select & Mot Required 8t Auto Assign 1. Sort By Period (default) hd

Period Room\Class Absent Teacher Replacement Teacher Load Count Students MNotes
AM BD Click Select id Einstein, Bert 0.20 0.20 0

HR 524 T1HRN E _ 0.20 0.00 25

HR 122 O07HRM1EB Atkinson, Danielle 0.20 0.00 26

HR 124 O7HRM1D Alderson, David 0.20 0.00 26
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Note: If Sort is unticked, the teachers are displayed

Select Teacher . . .
with the available teachers at the top of the list.

Edwards, Jehn (Own Lesson) Scroll down and note that the teachers who are not
available have the reason displayed after their name
Carter, Leanne {Own Lessan)
Chappell, Judy (Own Lesson) Click John Edwards (OWH LESSOT'I)

Connolly, Jenny {Own Lesson) .
Click Apply

Cooke, Dennis (Absent own lesson)

Dalton, James (Own Lesson)
Edwards, John (Own Lesson)

Feng, Jenny (Own Lesson)

Fraser, Melissa (Absent own lesson)
Gibson, Monigue (Own Lesson)
Jacksen, Toni (Own Lesson)

Knight, Natalie (Own Lesson)
Marks, Daniel (Own Lesson)

Murphy, John {Own Lesson)

[ sort =] Display Close Apply

@ Confirm

Click Yes

Edwards, John is already taking a lesson in HR. Do you want this teacher to take this
replacement as well?

Mo

Daily Organiser / Sen ohn Edwards is now the replacement teacher for this class and
their original class has been added to the list. The value in the -

+ Select
Count column is 0.00 because this is not an additional class.

Period Room Class Al

A BD Alderson, David  Einstein, Bert 20 0.20 0
HR 523 T1THRM1C Edwards, John Edwards, John 0.2 0.00 26
HR 524 T1HRMI1D Cooke, Dennis Edwards, john 0.20 0.00 25
HR 122 O07HRM1EB Atkinson, Danielle _ 0.20 0.00 26
HR 124 O07HRMID Alderson, David 0.20 0.00 26

This process can also be used to swap a teacher from one class to another. For example, if a Year 9
Maths teacher is to be removed from their regular class to take a Year 12 Maths replacement. Use
Select to assign them to the Year 12 Maths class, unassign them from their Year 9 Maths class and
then assign another teacher to this class in that order.
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REPLACEMENT NOTES

Notes can be added for timetabled classes, Student Activities and yard duty replacements. These
notes can be displayed on [15] Teacher Changes and [16] Bulletin.

[’.;?] Daily Organiser / Senior School - 2031 / Replacements / Assign

[ Delete @ Auto Assign 1. Sort By Period (default) -
Period Room Class Absent Teacher Replacement Teacher Load Count Students Notes
AM BD Alderson, David  Einstein, Bert 020 020 0
HR S23 T1HRM1C Edwards, John Edwards, John 0.20 0.00 26
HR 524 T1HRM1D Cooke, Dennis Edwards, John 0.20 0.00

HR 22 O7HRMIB  Atkinson, Danielle 70 0.00 26
HR 124 Click in the Notes column for 11HRM1D and type

“Please mark this roll as well as your own” then click away from the cell

[’.;T] Daily Organiser / Senior School - 2031 / Replacements / Assign

+ Select = Not Required 82 Auto Assign 1. Sort By Period (default) - [0 unassigned
Period Room Class Absent Teacher Replacement Teacher Load Count Students MNotes
AM BD Alderson, David  Einstein, Bert 020 0.20 0
HR 523 T1HRM1C Edwards, John Edwards, John 0.20 0.00 26
HR S24 11HRM1D Cooke, Dennis Edwards, John 0.20 0.00 Please mark this roll as well as your own
HR j2z2 O7HRM1B Atkinson, Danielle 0.20 0. 26
HR J24 O07HRM1D Alderson, David 0.00 26

The note has been recorded. This can now be included on screens [15]
Teacher Changes and [16] Bulletin when reports are printed or emailed.

COMPOSITE CLASSES

In Daily Organiser, the default setting for composite classes is that the first class in the composite is
displayed on the Assign screen. When replacement teachers are assigned, they are assigned to all
instances of the composite class. However, it is possible to display all composite classes and assign
different teachers to each one if required.

In this example, Peta Wallen has a composite class in Period 3 of 10MAT1C and 10MAT1V.
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Daily Organiser / Senior School - 2031 / Replacements / Assign

+ select fH Mot Required 0 Auto Assign 1. Sort By Period (default) - [ Unassigned [ Composites Composite
Period Room Class Absent Teacher Replacement Teacher Load Count Students Notes
R Senior Sch Rm 26 11ENG EXAM Add Teacher 5 0.50 0.00 20
3 M17 10MATI1B Cooke, Dennis Einstein, Bert 1.00 1.00 21
3 M18 10MAT1C wallen, Peta 1.00 0.00 14
3 M12 09ENG1D Boyle, Joanne 00 0.00 16
B LAB4 085CITA Wood, Paul 1.00 26
3 LAB3 073Cl1B Fraser, Melissa
3 oMz O7HPEIC  Atlanson, Danizlle Use the scroll bar to scroll down to
Period 3 and select 10MAT1C
Tick Composites
Daily Organiser / Senior School - 2031 / Replacements / Assign
+ select E Mot Required 18 Auto Assign 1. Sort By Period (default) hd [] unassigned Composites Composite

Period Room Class Absent Teacher Replacement Teacher Load Count Students Notes
129 SEMUT STUTRINT ZO TENGO EAANT AUO TEdJUEr 3 u.ou uvuu LU
B M17 10MATIB Cooke, Dennis Einstein, Bert 1.00 1.00 21 .
S owe owmc waleren 10 ow | Bothcomposite classes
3 Mi8 10MATIV ‘Wallen, Peta 0.00 0.00 6 are now dISp|ay6d
3 M12 09ENG1D Boyle, Joanne 1.0 .00 16
B LAB4 085CIMA Wood, Paul 1.00 0.00 6 A . P h
B LAB3 075CIE Fraser, Melisza 1.00 0.00 SSIgn eter Crowe as t €
3 GYM2 07HPE1C Atkinson, Danielle 1.00 0.00 26 replacement teacher to
4 522 1T1ENG1D Boyle, Joanne 1.00 0.00, 21 . .
PR IMAGIC  Wallen pets w0 g 2| thefirst composite class
4 LAB2 T1PHY1A Cooke, Dennis Einstein, Bert 1.0) .00 19

8 Display < Previous » Next > Same 1. Sort By Index (#&fault) - Legend

Period AM HR 1 2 R 3 4 L1 L2 5 6 PM |Total Availablg¥eacher ~ Index ~ InLieu U/Cy

3 . 0.00| Crowe, Peter (CRT) 1 0.00
3 L L L L 2.00 Harley, Brett 2 2.00
B L L L L L | 2.20 Rennie, Matthew 3 2.00
B L L L Y L L L | 5.70 Knight, Natalie 4 0.00
3 L L | 1.20 Patel, Marek 5 0.00

Daily Organiser / Senior School - 2031 / Replacements / Assign

+ Select E Not Required 8 Auto Assign 1. Sort By Period (default)

Period Room Class Absent Teacher Replacement Teacher Load Count Students
2% SEMUT SUTRITZLO TENG EARNT AQU TEdJLTEr 3
B M17 10MAT1B Cooke, Dennis Einstein, Bert
3 M18 10MAT1C Wallen, Peta Crowe, Peter
3 M18 10MAT1V Wallen, Peta Crowe, Peter 0.00 -
3 M12 09ENG1D Boyle, Joanne _ 1.00 0.00 16
B LAB4 085CI1A Waood, Paul 1.00 0.00 26
e LAB3 075C1B Fraser, Melissa 1.00 0.00 26
B GYM2 07HPETC Atkinson, Danielle 1.00  0.00 26

0.00
0.00
0.00
1.00
0.00

UR C u C+U | Last 10 Days Counted

0.00 0.00 0.00 0.00(0.00 0.00 4.40 0.00 0.00 0.00 0.00
2.00 0.00 0.00 OOOlD.DO 0.00 0.00 0.00 0.00 0.00 0.00
2.00 0.00 0.00 GﬂOlD.DG 0.00 0.00 0.00 0.00 0.00 0.00
1.00 0.00 0.00 G‘OO|D.DO 0.00 0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 OOOlD.DO 0.00 0.00 0.00 0.00 0.00 0.00

In the Replacement Teacher
column Peter Crowe has been
added to both composite classes.

The values in the Count column
indicate that it is only counting as
one replacement.

Note: The replacement teacher is added to both classes whether the checkbox is ticked or unticked.
Any change made to the green cell will apply to both the composite classes. A different teacher
could be assigned to the second class by editing the teacher in the brown cell.
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OVERRIDE A CYCLE OR OVERALL LIMIT

In some cases, it may be necessary to assign a replacement class to a teacher who has already
reached their cycle or overall limit. In this case, Adam Jones was given a counted replacement last
week which is part of this 10 day cycle.

Click 09ENG1D in Period 3

EJ[ Daily Organiser / Senior School - 2031 / Replacements / Assign

+ select [ Not Required 8 Auto Assign 1. Sort By Period (d Ada m Jones has a CyC|e lelt Of 0'00 as
Period Room Class Absent Teacher Replacement Teacher Load Count .
R Senior Sch Rm 26 11ENG EXAM Add Teacher 5 050 00 he was given a replacement last week.
3 M17 10MAT1B Cooke, Dennis Einstein, Bert 1.00 1.0
3 Mig 10MATIC Wallen, Peta Crowe, Peter 1.00 1.0
3 Mig 10MATIV Wallen, Peta Crowe, Peter 0.00
3 M12 09ENG1D  Boyle, Joanne
& LAB4 085CHA Wood, Paul 1.00
3 LAB3 075CI1B Fraser, Melissa 1.00  0.00 26
3 GYM2 O7HPE1C Atkinson, Danielle 1.00  0.00 26
4 s22 11ENGID  Boyle, Joanne 1.00  0.00 21
4 s12 11MAGIC  Wallen, Peta 1.00  0.00 23
a Lama 14DLvaa Crnka Mannis  Einctain Bart 100100 10
1 Display < Previous > Next ¥ Same 1. Sort By Index (default) v Legend

Period AM HR 1 2 R 3 4 L11L25 6 PM|Total Available Teacher A Index A InLieu U/Cy UR C U  C+U|Last 10 Day} Counted T [
3 L L .L L 2.00 Harley, Brett 1 2.00 0.00|2.00| 0.00 0.00 0.00|0.00| 0.00 0.00 0NQ 0.00 0.00 0.00| 0.00  1.00 20.00
3 L oL oL L L 2.20 Rennie, Matthew 2 2.00 0.00/2.00 0.00 0.00 0.00/0.00 0.00 0.00 0.00\0.00 0.00 0.00| 0.00 1.00 20.00
Bl L L LY L L 5.70 Knight, Natalie 3 0.00 1.001.00 0.00 0.00 0.00/0.00 0.00 O. 0.00 0.00 0.00| 0.00 1.00 20.00
3 L L 1.20 Patel, Marek 4 0.00 0.00 0.00 0.00 0.00 0.00|0.00 0.00 0.0 0.00 0.00 0.00| 0.00 1.00 20.00
& L L 2.00 Jackson, Chris 5 0.00 0.100.10 0.00 0.00 0.00|0.00 0.00 0.0 0.00 0.00| 0.00 | 1.00 20.00
Bl L L 2.00 Cheng, William 6 0.00 0.00 0.00 0.00 0.00 0.00(0.00 0.00 0.00 0.00 0.00| 0.00 | 1.00 20.00
3 L L L oL 3.20 Young, Bernard 7 0.00 0.00 0.00 0.00 0.00 0.00|0.00 0.00 0.00 0.00 0.00 | 1.00 20.00
& L L L L L L 5.20 Connolly, Jenny 8 0.00 0.00 0.00 0.00 0.00 0.00(0.00 0.00 0.00 0.00 0.00 1.00 20.00
3 L oL oL L L oL 5.20 Feng, Jenny E] 0.00 0.00 0.00 0.00 0.00 0.00|0.00 0.00 0.00 W00 0.00 0.00 0.00 0.00 0.00 0.00 XDD 1.00 20.00
3 L L 2.00 Jones, Adam 10 0.00 0.00 0.00 0.00 0.00 0.00|0.00 0.00 0.00 1.00 0.00 0.00 0.00 0.00 0.00 0.00| 1.00 0.00 19.00
131 Daily Organiser / Senior School - 2031 / Replacements / Assign

+ Select Not Required 81 Auto Assign 1. Sort By Period (default) - [ Unassigned Composites Composite
Period Room Class Absent Teacher Replacement Teacher Load Count Students Notes
R Senior Sch Rm 26 11ENG EXAM Add Teacher 5 050  0.00 20
3 M17 10MAT1E  Cooke, Dennis  Einstein, Bert 1.00 100 21
3 Mg 10MATIC Wallen, Peta Crowe, Peter 1.00  1.00 14
3 Mig 10MATIV Wallen, Peta Crowe, Peter 0.00  0.00 6
3 M2 0%ENGID  Boyle joanne | NNNEME| 0  0.00 16 Double click Adam Jones
Bl LAB4 085CHA Wood, Paul 1.00 0.00 26
3 LABZ 075CHB Fraser, Melissa 1.00  0.00 26 |n the IOWer pa ne
3 GYM2 07HPE1C Atkinson, Danielle 1.00  0.00 26
4 522 11ENGID  Boyle, Joanne 1.00  0.00 21
4 s12 11MAGIC  Wallen, Peta 1.00  0.00 23
A Laga 14Duve Conlka Dansic  Einctain Bark 100 ann 10

1 Display < Previous > Next v Same 1. Sert By Index (default) v Legend

Period AM HR 1 2 R 3 4 L1 L2 5 6 PM|Total Available Teacher A Index A InLieu U/Cy UR C+ U | Last 10 Days Counted TC CL oL
L L .L

L

L

2.00 Harley, Brett 1 2.00, 0.00 2 0.00 0.00 0.00|0.00) 0.00|0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00| 0.00 1.00 20.00

3 L

3 L L L L 2.20 Rennie, Matthew 2 2.00 0.00,2.00 0.00 0.00 0.00/0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00| 0.00 1.00 20.00
3 L L Y L L L 5.70 Knight, Natalie d 1.00 0.00 0.00 0.00|/0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00| 0.00 1.00 20.00
3 L L 1.20 Patel, Marek 0.00 0.00 0.00|/0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00| 0.00 1.00 20.00
Bl L L 2.00 Jackson, Chris 0.00 0.00 0.00|0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00| 0.00 1.00 20.00
3 L L 2.00 Cheng, William 0.00 0.00 0.00|0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00| 0.00 1.00 20.00
& L L L L 3.20 Young, Bernard 0.00 0.00 0.00|0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00| 0.00 1.00 20.00
Bl L L L L L L 5.20 Connolly, Jenny 0.00 0.00 0.00|0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00| 0.00 1.00 20.00
3 L L L L L L 5.20 Feng, Jenny 0.00 0.00 0.00/0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00| 0.00 1.00 20.00
& L L 2.00 Jones, Adam 10 0.00 0.00 0.00 0.00 0.00 0.00(0.00 0.00 0.00 1.00 0.00 0.00 0.00 0.00 0.00 0.00| 1.00 0.00 19.00

@ Confirm
A message appears

warning that his load is
The cycle limit for the number of replacements taken by teacher Jones, Adam will be about to be exceeded.

exceeded. Do you still want this teacher as a replacement?
Click Yes
"
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Daily Organiser / Senior School - 2031/ Replacements / Assign
+ Select W pe Not Required Auto Assign 1. Sort By Period mposites
& NotReq i g [ Adam Jones has been P
Period Room Class Absent Teacher Replacement Teacher Load Coun assigned to this class
R Senior 5ch Rm 26 11ENG EXAM Add Teacher 5 030 0.0
3 M17 10MATI1B Cooke, Dennis Einstein, Bert 1.00
In the upper pane, scroll up
5 M18 10MAT1C Wallen, Peta Crowe, Peter d | k . d |
3 M18 T0MAT1V Wallen, Peta Crowe, Peter and clic any Perlo 1 class
3 M12 09ENG1D Boyle, Joanne Jones, Adam 1.00 1.0
82 Display < Previous > Next ~ Same 1. Sort By Index (default) ~ | Legend
Period AM HR 1 2 R 3 4 L1 L25 6 PM |TotallAvailable Teacher ~ Index ~ InLieu U/Cy UR € U  C+U|Last10 Days Counted TC cL oL
1 LoL LoL Lo 4.00 Thomson, Wayne 3 200 0.00(2.00 0.00 0.00 0.00[0.00 0.00 0.00 0.00 2.00 0.00 0.00 0.00 0.00 0.00|2.00 -1.00 18.00
1 L L 1.20 Patel, Marek 4 0.00 0.00 0.00 0.00 0.00 0.00(0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00(0.00 1.00 20.00
1 LoL 2.00 Jackson, Chris 5 0.00 0.100.10 0.00 0.00 0.00(0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00|0.00 | 1.00 20.00
1 M M ¥ L 1.50 Burrows, Kelly 5 0.00 000 0.00 0.00 0.00 0.00[0.00 0.00 0.00 0.20 0.20 0.00 0.00 0.00 0.00 0.00|0.40 0.60 19.60
1 L L 2.00 Cheng, william 7 0.00 0.00 0.00 0.00 0.00 0.00(0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00(0.00 1.00 20.00
1 L Y L 2.50 Rogers, Paul 8 0.00 0.00 0.00 0.00 0.00 0.00(0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00(0.00 1.00 20.00
1 L L 3.00 Talbot, Pater 9 0.00 000 0.00 0.00 0.00 0.00[0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00|0.00 1.00 20.00
1 L L Lo 3.20 Young, Bernard 10 0.00 0.00 0.00 0.00 0.00 0.00[0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00|0.00 | 1.00 20.00
1 L L L L 3.40 Bell, Heather 1" 0.00 0.00 0.00 0.00 0.00 0.00(0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00(0.00 1.00 20.00
1 L Y oL oL L 3.70 Butler, Alison 12 0.00 000 0.00 0.00 0.00 0.00[0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00|0.00 | 1.00 20.00
1 c LoL Lo 4.20 13 0.00 0.00 0.00 0.20 0.00 0.20[0.20 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00|0.20 0.80 19.80
1 L LY L 4.50 Myers, John 14 0.00 0.00 0.00 0.00 0.00 0.00(0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00(0.00 1.00 20.00
1 L L Loy L 470 Pearson, Sean 15 0.00 000 0.00 0.00 0.00 0.00[0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00|0.00 1.00 20.00
1 M M Y oL 1.50 Clark, Megan 16 0.00 000 0.00 0.00 0.00 0.00[0.00 0.00 0.00 1.00 0.00 3.00 0.00 0.00 0.00 0.00|3.00 -3.00 17.00
1 L 1.00 Adams, Rod 17 0.00 0.00 0.00 3.00 0.00 3.00{3.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00(3.00 -2.00 7.00
1 C L L 3.00 Jones, Adam 18 0.00 0.00 0.00 1.00 0.00 1.00/1.00 0.00 0.00 1.00 0.00 0.00 0.00 0.00 0.00 0.00|2; -1.00 18.00
1 YL oL LoL 4.50 Manning, Kath, 19 0.00 0.00 0.00 0.00 0.00 1.00 1.00 0.00 19.00
1 L L uuu e 3.40 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00|0.00 0.00 0.00

Adam is now 18th on the index for this period. They have 1.00 replacements today and
their cycle limit is -1.00. The negative value indicates that they are over the cycle limit.
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OF A REPLACEMEN

There are times when it is necessary to manually adjust the Count value of a replacement lesson. In
this example, Kathy Manning will set up the Year 11 English Exam and supervise it in Period 1. This
will be counted as two replacements.

131 Daily Organiser / Senior School - 2031/ Replacements / Assign

+ Select & Not Required 8 Auto Assign 1. Sort By Period (default) v [ Unassigned Composites Compoasite
Period Room  Class Absent Teacher Replacement Teacher Load Count Students Notes
1 s21 12ENGIE  Boyle Joanne  Marks, Daniel 1.00 0.0 20
1 12PSTIC  Wood, Paul Not Required 1.00  0.00 17
1 GYM2  O9PEB1A  Aldersen, David 1.00  0.00 24
1 GYM1  O9PEGIA  Atkinson, Danielle 1.00 0.0 26
1 LAB2  08SCI1D Cooke, Dennis  Einstein, Bert 1.00  1.00 27 . .
1 522 11ENG EXAM Add Teacher 1 Smyth, Martin 1.00 0.0 19 ClICk n the Replacement
1 s23 11ENG EXAM Add Teacher 2 0.00 2 e
© ErEEEr———— ~ Teacher cell for Additional
1 s25 11ENG EXAM Add Teacher 4 1.00 0.0 21 T . .
eacher 2 in Period 1
1 526 11ENG EXAM Add Teacher 5 1.00 0.0 20
2 s21 12ENGIB  Boyle, Joanne 1.00 0.0 20
2 12PSTIC  Wood, Paul Not Required 1.00  0.00 17 In the Iower ane dOUbIe
2 GYM1  O9PEGIA  Atkinson, Danielle 1.00 0.0 26 p
2 LAB2 085CI1D Cooke, Dennis Einstein, Bert 100 1.00 27 CliCk Kathy Manning
3 Display < Previous > MNext ~ Same 1. Sort By Index (defaul) ~ | Legend
Period AM HR 1 2 R 3 4 L1125 6 PM Total Available Teacher ~ Index ~ InLieu U/ICy UR C U / C+U|Last 10 Days Counted TC c oL
1 L L L L 2.00| Harley, Brett 1 200 000200 000 Zoo 0.00/0.00 0.00 000 0.00 0.00 000 0.00 0.00 0.00
1 L oLL L L 2.20 Rennie, Matthew 2 200 0.00 2.00 000 0.00/0.00 0.00 0.00 0.00 0.00 0.00 0.00
1 L L LoL LoL 4.00 Thomson, Wayne 3 200 0.00 2.00 0.00 0.00|0.00 .00 0.00 0.00 0.00 0.00
1 L L 1.20 Parel, Marek 4 000 0.00 000/0.00 0.00 0.00/0.00 .00 0.00 0.00 0.00 0.00
1 M M ¥ L 1.50 Burrows, Kelly 5 0.00 0.00 0.00 000 0.00/0.00 .00 0.00 000 000 000
1 LoL 2.00 Cheng, William 6 000 000 /.00 0.00 0.00 0.00/0.00 .00 0.00 0.00 0.00 0.00
1 c LL 2.20 Jackson, Chris 7 000 0.04 000 040 0.0 0.20/0.10 .00 0.00 0.00 000 0.00
1 L ¥ L 2.50 Rogers, Paul 8 000 #00 000 0.00 0.00 0.00/0.00 .00 0.00 0.00 0.00 000
1 L L oL 3.00 Talbot, Peter 9 000/ 0.00 000 0.00 0.00 0.00/0.00 .00 0.00 0.00 0.00 0.00
1 L L LL 3.20 Young, Bernard 0.00 0.00 000 000 0.00/0.00 .00 0.00 000 000 000
1 L L L L 3.40 Bell, Heather 0.00 0.00 000 000 0.00/0.00 .00 0.00 0.00 000 0.00
1 L YL oL L 3.70 Buter, Alison 0.00 0.00 000 000 0.00/0.00 .00 0.00 0.00 000 0.00
1 c L oL LoL 4.20 Edwards, John 0.00 000020 000/ 020/0.20 .00 0.00 0.00 0.00 0.00
1 L L v L 4.50 Myers, John 0.00 0.00 000 000 0.00/0.00 .00 0.00 0.00 000 0.00
1 L L L LY L 470 Pearson, Sean 0.00 0.00 000 000 0.00/0.00 .00 0.00 000 000 000
1 M M ¥ oL 1.50 Clark, Megan 0.00 0.00 000 000 0.00/0.00 .00 300 000 0.00 0.00
1 L 1.00 Adams, Red 0.00 0.00] 300 000/ 3.00/3.00 0o 0.00 0.00 000 0.00
1 [ L 3.00 Jones, Adam 0.00 000/ 1.00 000 1.00/1.00 0.00 0.00 0.00 0.00 0.00
1 YL oL LL 4.50 Manning, Kathy 19 000 0.00 000 0.00 000 0.00/0.00 000 0.00 0.00 0.00 0.00
1 L L uu utlE 3.40 Chappell, Judy 2 000 0.00 000 0.00 0.00 0.00/0.00 0.00 0.00 0.00 0.00 0.00

@ Confirm

Click Yes

The cycle limit for the number of replacements taken by teacher Manning, Kathy will be
exceeded. Do you still want this teacher as a replacement?

No
131 Daily Organiser / Senior School - 2031 / Replacements / Assign The value in the Count column is 1.00.
I Delete 8 Auto Assign 1. Sort By Period
H H “ 4
Period Room Class Absent Teacher Replacement Teacher Load Count Stud CIICk in the Count Ce” and type 2.00
1 GYMZ O09PEB1A Alderson, David 1.00 0.00
1 GYM1 09PEG1A Atkinson, Danielle 1.00 0.00 PreSS Enter
1 LAB2 085CID Cooke, Dennis Einstein, Bert 1.00 1.00
1 522 11 ENG EXAM Add Teacher 1 Smyth, Martin 1.00 1. 1@
1 523 11 ENG EXAM Add Teacher 2 Manning, Kathy 1.00  1.00 21
1 524 11 ENG EXAM Add Teacher 3 1.00 0.00 22
1 525 11 ENG EXAM Add Teacher 4 1.00 0.00 21
1 526 11 ENG EXAM Add Teacher 5 1.00 0.00 20
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@:‘ Daily Organiser / Senior School - 2031 / Replacements / Assign

[ Delete 81 Auto Assign 1. Sort By Period (default) - [0 Unassigned [0 Composites

Period Room Class Absent Teacher Replacement Teacher Load Count Students Notes

GYM2 O09PEB1A Alderson, David 1.00 0.00 24

GYM1 O09PEG1A Atkinson, Danielle 1.00  0.00 26 . .

LAB2 085CIMD Cooke, Dennis Einstein, Bert 1.00 1.00 27 ThlS WI” now count as

522 11ENGEXAM Add Teacher 1 Smyth, Martin 100 1.00 ‘% 2.00 replacements.

523 11 ENG EXAM Add Teacher 2 Manning, Kathy 2.00 2.00 21

524 11 ENG EXAM Add Teacher 3 1.00 0.00 22

525 11 ENG EXAM Add Teacher 4 1.00 0.00 21

526 11 ENG EXAM Add Teacher 5 1.00 0.00 20

Note: Both the Load and Count have been changed to 2.00.

ACTIVITY

Please complete the following tasks:

e Make casual teacher Marie Curie available for the day.

e Use a combination of casual teachers, counted and uncounted replacements to manually
assign replacement teachers to all Period 1, Period 2 classes and the Student Activities in
Recess

AUTO ASSIGN REMAINING REPLACEMENTS

In Daily Organiser it is also possible to automatically assign replacement teachers. The automatic
function assigns replacements based on the index order so that casual teachers, in lieu and
uncounted replacements are used before counted replacements.

Note: The automatic function does not assign teachers to yard duties.

121 Daily Organiser / Senior School - 2031 / Replacements / Assign

+ Select [ Mot Required 88 Auto Assign 1. Sort By Period (default) v [J Unassigned [¢] Compasites

Period Room Class Absent Teacher Replacement Teache d Count Students Motes

M17 10MAT1E Cooke, Dennis Einstein, Bert

3 1.00 1.00

3 10MATIC Wallen, Peta Crowe, Peter 1.00 1.00

2 10MATIV Wallen, Peta Crowe, Peter 0.00 0.00 . .

3 00ENGID Boyle, Joanne Jones, Adam 1.00 1.00 ClICk AUto ASSIgn
3 085CI1A Wood, Paul 1.00 0.00

3 07sCIE Fraser, N 1.00 0.00 26

3 v O07HPEIC on, Danielle 1.00 0.00 26

4 522 T1ENGID Boyle, Joanne 1.00 0.00 21

4 512 TIMAGTC Wallen, Peta 1.00 0.00 23

@ Information

Auto Assign complete. /

Click OK
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[31] Daily Organiser / Senior School - 2031/ Replacements / Assign
[ Delete 81 Auto Assign 1. Sort By Period (default) w» | [J Unassigned Composites

Period Room Class Absent Teacher Replacement Teacher Load Count Students Notes

3 Wiy TUWIRTTD CUORE, TS CIrisLenn, oere LUy LUy £1

3 M8 10MATI1C Wallen, Peta Crowe, Peter 1.00 1.00 14

3 Mi8 TOMATIV Wallen, Peta Crowe, Peter 0.00 0.00 6

3 Miz 0GENG1D Boyle, Joanne Jones, Adam 1.00 1.00 16

3 LABA 08SCHA  Wood, Paul 100 1,

3 LAB3 075CI1B Fraser, Melissa  Knight, Natalie 1.00 0 All classes have been covered.

3 GYM2 UT’HPE‘C Atkinson, Danielle Curie, Marie 1.00 1 Replacement Teachers W||| St||| need
4 522 T1ENG1D Boyle, Joanne Walker, Sam 1. 7
4 512 1IMAGIC  Wallen, Pets Cheng, William 1907 1) to be assigned to yard duties.

4 LABZ T1PHY1A Cooke, Dennis Einstein, Bert 1. 1]

4 LAB4 085CA Wood, Paul Crowe, Peter 1.00 1.00 26

4 GYM2 07HPEIC Atkinson, Danielle Curie, Marie 1.00 1.00 26

L2 Junior Yard Boyle, Joanne 0.50 0.00 0

5 LABZ 12PHY1B Cooke, Dennis Einstein, Bert 1.00 1.00 4

SHOW UNASSIGNED CLASSES/YARD DUTIES/ACTIVITIES

It is possible to hide classes, activities and yard duties that have already had a replacement teacher
assigned, leaving only those still needing replacements displayed in the upper pane.

':._Lf‘ Daily QOrganiser / Senior School - 2031 / Replacements / Assign

[l Delete 81 Auto Assign 1. Sort By Period (default) /vvi Unassigned

Period Room Class Absent Teacher Replacement Teacher Load Count 5tu
L2 Junior Yard Boyle, Joanne 0.50 0.00 Tick UnaSSigI‘IEd
P Bus Dury Atkinson, Danielle 0.20  0.00

';_Lf‘ Daily Organiser / Senior School - 2031 / Replacements / Assign

+ Select 5 Not Required 2 Auto Assign 1. Sort By Period (default) v Unassigned Composites
Period Room Class Absent Teacher Replacement Teacher Load Count Students Notes
L2 Junior Yard Boyle, Joanne 0.50 0. .
PM  BusDuy ptkineon, Danielle 00! o In the upper pane, click the Replacement
Teacher cell for Joanne Boyle’s Junior Yard
When allocating teachers to yard duties it is
= best to use the information in the lower pane
Display < Previous > Next 1. Sort By Inde} . .
to see if they are teaching before or after the
Period AM HR 1 2 R 3 4 L1 L2 Available Tegth d d
L2 C CcC C C Curie, Mari£ (CRT| yar Uty
L2 C C C C C Einstein /Aert (CH . . .
o = crong/perercr| 1N the lower pane, double click Shirley Gibson
Lz L DL Lt Mafks, Danie who is free before Lunch
L2 D D C L arley, Brett
L2 C C Jackson, Chris = .00 U.00 O T T OO TR O mvivan v v e
L2 L b D C L Rennie, Matthew 7 0.00 0.00 0.00 0,50 2.00 2.50(0.50 0.00 0.00 0.00 0.00
L2 L L Young, Bernard g 0.00 0.00 0.00 0.00 0.00 0.00{0.00 0.00 0.00 0.00 0.00
L2 L L N Myers, John ] 0.00 0.00 0.00 0.00 0.00 0.00(0.00 0.00 0.00 0.00 0.00
L2 L L L L ¥ Dalton, James 10 0.00 0.00 0.00 0.00 0.00 0.00(0.00 0.00 0.00 0.00 0.00
L2 L L D L ¥ Murphy, John 1 0.00 0.00 0.00 0.00 1.00 1.00(0.00 0.00
L2 L L L L Y Pearson, Sean 2 0.00 0.00 0.00 0.00 0.00 0.00(0.00 0.00 0.00 0.00 0.00
L2 L b DDLL Smyth, Martin 13 0.00 0.00 0.00 /0,50 3.00 3.50(0.50 0.00 0.00 0.00 0.00
L2 L L L Gibson, Shirley 14 0.00 0.00 0.00 0.00 0.00 0.00(0.00 0.00 0.00 0.00 0.00
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Daily Organiser / Senior School - 2031 / Replacements / Assign
+ Select B Delete f= Mot Required 2 Auto Assign 1. Sort By Period (default) - Unassigned Composites

Period Room  Class Absent Teacher ReplacementTeacher Load Count Students Notes

PM Bus Duty Atkinson, Danielle 020 0.00 0
18! Display < Previous > Next ~ Same 1. Soxg By Index (default) ¥ | Legend

Period AM HR 1 2 R 3 4 L1 L25 6 PM Total Availabl Teacher ~ Index ~ Inlieu U/Cy UR C U C+U|Last 10 Days Counted
PM c cc c cC c cC | 0.00 Curie, Marie\|CRT) 1 0.00 0.00 0.00 620 0.00 6.20/6.20 6.40 0.00 0.00 6.00
PM C (S c cC c cC | 0.00 Einstein, Bert XRT) 2 0.00 0.00 0.00 620 0.00 6.20/6.20 5.00 5.00 5.00 6.50
PM c C c cC | 0.00 Crowe, Peter (CR 3 0.00 0.00 0.00 4.00 0.00 4.00/4.00 0.00 4.40 0.00 0.00
PM L DL L L L L | 4.20 Marks, Daniel 4 1.00 0.00/1.00 0.00 1.00 1.00(0.00 0.00 0.00 1.00 0.00
PM M M ¥ L | 1.50 Burrows, Kelly 0.00 0.00 0.00 0.00 0.00 0.00/0.00 0.00 0.00 0.20 0.20
PM D D C L 0.00 0.00 0.00 0.50 2.00/ 2.50/0.50 0.00 0.00 0.00 0.00

L || Harley, Bret: )

Joanne Boyle’s Junior Yard duty has now disappeared from the upper pane
because only classes, activities or yard duties with no replacements are displayed.

Assign Brett Harley to the remaining Yard Duty as he is free in Period 6

Daily Organiser / Senior School - 2031 / Replacements / Assign

+ Selec il Delete E Not Required 2 Auto Assign 1. Sort By Period (default) A Unassigned
Period Room Class Absent Teacher Replacement Teacher Load Count 5tudents Notes /

All replacements have now been assigned.

Untick Unassigned

Daily Organiser / Senior School - 2031 / Replacements / Assign

+ Select il Delete [E Not Required 2 Auto Assign 1. Sort By Period (default) v | [ Unassigned Composites
Period Room Class Absent Teacher ReplacementTeacher Load Count Students Motes
AM Bus Duty Alderson, David  Einstein, Bert 0.20 0.20 0
HR 523 TTHRM1C Edwards, John Edwards, John 0.20 0.20 26
HR 524 11THRM1D Cooke, Dennis Edwards, John 0.20 0.00 25 Please mark this roll as well as your own
HR J22 07HRM1B Atkinson, Danielle Curie, Marie 0.20 0.20 26
HR J24 07HRM1D Alderson, David  Jackson, Chris 0.20 0.10 26

All classes, student activities
and yard duties are displayed.
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Daily Organiser Lesson 8

PROFESSIONAL LEARNING OBJECTIVES

e Understand the information available on the Assign and Edit screens
e Manage room changes on the Assign and Edit screens

SKILLS

e  Utilise the Assign screen to assign room replacements
e Assign rooms in the upper and lower panes of the Assign screen

e Assign two classes to the same room
e Utilise the Edit screen to assign, remove or swap rooms for classes
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ROOM REPLACEMENTS

In Daily Organiser on [12] Room Changes, there are two screens that can be used to complete room
changes:

B

E

[12A] Room Changes - Assign: Rooms can be assigned to any classes that have been
removed from a room and also to student activities that need additional rooms.

[12B] Room Changes - Edit: This is the master timetable for the day showing all replacement
teachers, cancelled classes and room changes. Rooms can be added or removed for any
lessons by editing the room.

Note: Student Activities are not displayed on screen [12B] Edit, so only rooms for regular
classes can be edited on this screen.

Open:
Senior School 2031
Date: Tue 04 Feb D7 (Future)

On the Task Tree select:
[12A] Room Changes - Assign

ASSIGN ROOMS

The Assign Rooms screen works in a similar way to screen [11A] Replacements - Assign. The default
settings for this screen display the classes needing a room sorted by period in the upper pane and
the available rooms in the lower pane.

[21] Daily Organiser / Senior School - 2031/ Room Changes / Assign

+ Select B Not Required 1. Sort By Period (default) » [ Show Unassigned [ Show Composite/Shared
Period Class Teacher Timetabled Room Replacement Room Students Notes
1 12CHE1A Walker, Sam  LAB1 ] 17
1 12PST1C 526 17
1 10TEX1A Clark, Allison AT4 14 .
2 12CHETA Walker, Sam  LAB1 I The upper pane shows details
2 12PSTIC 526 5 for classes or activities that need
2 10TEX1A Clark, Allison  AT4 14 aroom to be assigned.
2 0BRED1A Kelly, Rachel 11 28
3 T1CHETA Walker, Sam  LAB1 19
5 12BIO1A Butler, Alison  LAB1 18
& 12ENS1B |ackson, Chris LAB1 12
The two parts of the screen are
separated by a menu bar.
< Previous > Next v Same 1. Sort By Rooms (default) v Legend

Period AM HR 1 2 R 3 4 L1 L2 5 6 PM |Available Room Seats

1

1
1
1
1

L L L AT1
AT2
L L L AT3
ATS
ATE

The lower pane shows a list of
rooms available to be used for
the lesson highlighted in the
upper pane.

|

afra ra opa
~ s

[
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Daily Organiser / Senior School - 2031/ Room Changes / Assign

+ Select [ Delete & Not Required 1. Sart By Period (default) » [ Show Unassigned [ Show Composite/Shared
Period Class Teacher Timetabled Room Replacement Room Students MNotes
1 12CHE1A Walker, Sam  LAB1 ] 17
1 12P5T1C 526 17
1 10TEX1A Clark, Allison AT4 14
2 12CHE1A Walker, Sam  LAB1 17
2 12PSTIC 526 17
2 10TEX1A Clark, Allison  AT4 14
2 0BRED1A Kelly, Rachel |11 28
3 T1CHE1A Walker, Sam  LAB1 19
5 12BIO1A Budler, Alison LAB1 18 C|ICk Legend
] 12ENS1B Jackson, Chris LAB1 12
< Previous > Next ~ Same 1. Sort By Rooms (default) v Legend

Period AM HR 1 2 R 3 4 L1 L25 6 PM

Available Room Seats

1 L L AT1 27
1 | AT2 27
1 L L L |aT3 27
1 |aTs 27
1 |aT6 27

Assign Rooms Legend

Colour Guide

Individual room available

Group room available

Individual room unavailable The Legend provides a key to the colours
) Group room unavailable and letters used in the lower pane.
1 Cancelled lesson
Composite class / Shared room Click Close
Codes
E: Room edit

L: Mormal lesson
R: Room reassigned

Close
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ASSIGN ROOMS IN THE UPPER PANE

Classes can easily be assigned to the room at the top of the lower pane.

In an earlier lesson 10TEX1A was removed from AT4 in Period 1 to allow the room to be set up for a
guest speaker for 08RED1A in Period 2. To complete the set up for this 10TEX1A must be assigned to
AT1 in Periods 1 and 2. The class 08RED1A will need to be assigned to AT4 in Period 2.

I3 Daily Organiser / Senior School - 2031/ Room Changes / Assign

. 5] NotRequired | [FJSeroBy Penad (derati v | [ Show Unassigned | | [ Show Composite/Shared
Period Class Teacher Timetabled Room Replacement Room Students Notes
! 12CHETA Walker, Sam _ LABT 7 Double click in the Replacement
1 12PST1C 526 17
1 10TEX1A Clark, Allison  AT4 14 Room column for class 10TEX1A
2 12CHE1A Walker, Sam  LABI 2 in Period 1 to assign the top
2 12PSTIC 526 17 . .

listed room in the lower pane
2 10TEXTA Clark, Allison  AT4 14
2 OBRED1A Kelly, Rachel |11 2
s T1GIE1A| Wakes, Som | LAB] 10 Then repeat for the same class
5 1281014 Buder, Alison LABI 18 in Period 2
i1 12ENS1B Jackson, Chris LAB1 12

< Previous > MNext ~ Same 1. Sort By Rooms (defgdlt) v Legend

Period AM HR 1 2 R 3 4 L1 L2 5 6 PM)|AvailablfRoom Seats

1 L L L AT1 27
1 AT2 27
1 L L L AT3 27
1 ATS 27
1 ATE 27
1 L AT7 23
1 L L L ATE 25

'CE Daily Organiser / Senior School - 2031 / Room Changes / Assign
+ Select E Not Required 1. Sort By Period (default) - [J Show Unassigned [ Show Composite/Shared

Period Class Teacher Timetabled Room Replacement Room Students MNotes
12CHE1A Walker, Sam  LAB1 17
12PSTIC 526 17 AT1 has been assigned to
10TEX1A Clark, Allison  AT4 these Classes.
12CHE1A Walker, Sam  LAB1
12P5T1C 526
10TEX1A Clark, Allison  AT4
08RED1A Kelly, Rachel J11
T1CHE1A Walker, Sam  LAB1
12BIO1A Butler, Alison LAB1 12
12ENS1B |ackson, Chris LAB1 12

The next class requiring a
room is now highlighted.

DWW NN NN ===
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ASSIGN ROOMS IN THE LOWER PANE

Rooms can also be assigned to classes in the lower pane. In this case, 08RED1A will need to be
assigned to AT4 in Period 2.

[2 Daily Organiser / Senior School - 2031/ Room Changes / Assign

+ Select E Not Required 1. Sort By Period (default) - [ Show Unassigned [ Show Composite/Shared
Period Class Teacher Timetabled Room Replacement Room Students Notes
12CHE1A Walker, Sam  LAB1 17
12P5TIC 526 17
10TEX1A Clark, Allison  AT4 AT1 14
12CHETA Walker, Sam  LAB1 17
12PSTIC 526 17 O8RED1A in Period 2 is
10TEX1A Clark, Allison  AT4 AT1 14

highlighted in the upper pane.

OSRED1A Kelly, Rachel J11 _2\

T1CHE1A Walker, Sam  LAB1
12BI01A Buter, Alison LAB1
12ENS1B |ackson, Chris LAB1

Double click AT4
in the lower pane

D W N N NN ===

< Previous > Next “ Same 1. Sort By Rooms (default)

Period AM HR 1 2 R 3 4 L1 L2 5 6 PM| Available Rogm Seats

2 AT2 27
2 L L L AT3 27
2 L L L AT4 27
2 ATS 27
2 ATB 27

[21] Daily Organiser / Senior School - 2031/ Room Changes / Assign

[ Delete 1. Sort By Period (default) » [0 Show Unassigned [ Show Composite/Shared
Period Class Teacher Timetabled Room Replacement Room Students Notes
1 12CHE1A Walker, Sam  LAB1 17
1 12PSTIC 526 17
1 10TEX1A Clark, Allison  AT4 AT 14 Click AT4 and the room
z 12CHE1A Walker, Sam  LAB1 17 tlmetable W|th changes |S
2 12PSTIC 526 17 . . .
2 10TEX1A Clark, Allison  AT4 AT1 dlsplaVEd n the Add|t|0na|
2 OBRED1A Kelly, Rachel J11 2 Information box
3 T1CHE1A Walker, Sam  LAB1 19
5 12BIO1A Butler, Alison LAB1 12
6 12ENS1B Jackson, Chris LAB1 12
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Additional Information

Room Timetable (AT4)

Period Class/ Activity Teachers Details / Changes
AM
HR

Unavailable

! T0TEX1 A with Clark, Allison reassigned AT1

10TEX1 A with Clark, Allison reassigned ATT
Reassigned from J11

ra

OBRED1A Kelly, Rachel

3 TITEXTA Clark, Allison

4 D9TEX1A Clark, Allison
L1 Room changes are

L2 displayed in blue font.

PM

Note: The Additional Information box can also display student lists (by clicking on a number in the
Students column).

ASSIGN TWO CLASSES TO THE SAME ROOM

It is possible to assign two classes to the same room. In this case the teacher of 12CHE1A, Sam
Walker, has organised to share computer room S16C with another class in Period 2. This room is not
listed on the lower pane because it is in use.

[21] Daily Organiser / Senior School - 2031/ Room Changes / Assign

+ Select = Not Required 1. Sort By Period (default) - [ Show Unassigned [ Show Composite/Shared

Period Class Teacher led Room Replacement Room Students Notes

1 12CHE1A Walker, Sam  LAB1 . .

. DpeTic o Click in the Replacement Room
: 10TEX1A Clark, Allison  ATA column for 12CHE1A in Period 2
2 12CHE1A Walker, Sam  LAB1

2 12PSTIC 526 17 Click Select

2 10TEX1A Clark, Allison AT4 AT1 14

2 08RED1A Kelly, Rachel )11 AT4 26

3 T1CHE1A Walker, Sam  LAB1 19

5 12BIO1A Buder, Alison LAB1 18

il 12ENS1B Jackson, Chris LAB1 12
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Lesson 8

Select Room

516C (Used for lesson)

M10 (Used for lesson)
M11 (Used for lesson)
M17 (Used for lesson)
M19C (Used for leszon)

If Sort is unticked, the rooms are displayed with the
available rooms at the top of the list. Rooms that are in
use or have had their use changed have the reason
displayed after their name/code.

Scroll down the list and select S16C (Used for lesson)

Click Apply

511 (Used for lesson)

514 (Used for lesson)
516C (Used for lesson)
521 (Used for lesson)
522 (Unavailable - Examinarion)
523 (Unavailable - Examinarion)

524 (Unavailable - Examination

[ Sort

= Display

@ Confirm

516C is already in use in 2. Do you want to assign this class to the room as well?

Zn) -]

Click Yes

A

Period Class Teacher Timetabled Room Replacement Room Students Notes
12CHE1A Walker, Sam  LAB1 _ 17
12PSTIC 526 17
10TEX1A Clark, Allison  AT4 AT1 14
12CHE1A Walker, Sam  LAB1 516C
125¥51A Feng, Jenny  516C >
12P5T1C 526 516C 12
10TEX1A Clark, Allison AT4 AT1 14
03RED1A Kelly, Rachel J11 AT4 26
11CHE1A Walker, Sam  LAB1 19
12BIO1A Butler, Alison LAB1 18
12ENS1B Jackson, Chris LAB1 12

1
1
1
2
2
2
2
2
3
5
6

Daily Organiser / Senior School - 2031 / Room Changes / Assign

4 Select & Mot Required 1. Sort By Period (default) -

[ show Unassigned [J show Composite/shared

Note: Both classes are now
listed on the screen.

Click S16C to display the
room timetable in the
Additional Information box
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Additional Information

Room Timetable (S16C)

Period

AM
HR

Class f Activity Teachers

125Y51A
125Y51A
12CHETA

Feng, Jenny
Feng, Jenny

Walker, Sam

(o]

Re

Ln

PM

Details f Changes

Both classes are now
displayed on the
room timetable.

PR

assigned from LAB1

This process could be taken a step further and the original class 12SYS1A could be assigned to

another room if required.

EDIT ROOMS

The Edit screen displays the master timet

able for the selected day including lesson cancellations,

classes without rooms, teacher replacements and reassigned rooms. Student Activities, however, are
not displayed on this screen. This screen can be used to edit rooms by adding or removing rooms for

regular classes.

E

On the Task Tree select:
[12B] Room Changes - Edit

D] i ; : ~ i @ National Trainer
121 Daily Organiser / Senior School - 2031/ Room Changes / Edit Y e
MRCG O Cancelled @ Composite/Shared @ Clash © Noteacher © Noroom  Change ® B M o
RC HR 1 2 3 4 5 Yome Page
12 12HRMIA S11 12RELIC S11  Dakon,James |12RELIC S11 Dalton,james |12RELIB S13 Dakton,James |12REL1A 524 12RELE 513 Parameters
12HRM1B 512 12ENG1B 521 Morks, Daniel  |12ENGIB S21  Nancarrow, Trish |12ENSTA LAB2 Butler,Alison  [12ENGTA 521 12ENG1D 521 Calendar <
12HRMIC 512 Gibson, Monique| 12CHE1A Walker, Sam 121 $15C Mullins, Sharan AT8  Thomson, Wa 1A Unsupervised Classes
12HRM1D 514 White, Eva 12LSTIA S14  Mullins, Sharon |1 12MAATB S11 511 Bell, Heather 01A 514 Reasons N
125YS1A S16C Feng Jenny 1A 12MAGIB 512 3 Butler Alison | 12PHYIB LAB2 Teachers and Students -
12pSTIC 12p8TIC 12PSTIR 26  Thomson, Wayne S14  Carter,Leanne |12PSTIE 526 Rennie, Matthew A ZeRaTchers
1A B
12PSTIA_|S26 |Feng Jenry € Inactive Teachers
11 11HRM{A 521 Rennie, Macthew|11ENG1E' 522  Marks, Daniel  |11ENGIEVS22 Marks, Daniel | 11ENGIC 522 Manning, Kathy |11ENGID 522 Walker,Sam | 11AC Harley, Brett b Students
11HRM1B 522 ChappellJudy |11ARTIAYAT! Rennie, Macthew [11ARTIAVAT!  Rennie, Matthew |11CHEIA Walker Sam  |11GRA1B AT2  Young Bernard |1 lackson, Chris Tonchoc b, .
11HRMIC 523 Sl 11ECO1AY 523 Harley,Brett  |11ECO1AYS23  Harley, 110)
11ermiD 524 [N 11GRA12 A3 Smyth, Mertin  [11GRATAYATS  Smyth, Marin  |114] This screen is an updated copy of the [SA]
1IMTE1AYATE  Thomson, Wayne [11MTEIAYATE  Thomson, Wayne | 111T]
llati ll changes made | -
1 Cancellations - Lessons screen. All changes made
10A 10HRMIA M15 Knight, Natalie [10ACCTA M10  White, Eva 10ACCTA M10  White, Eva 10M I d h h h
108 10HRM1B M16 Smyth,Marun  [10FREIA M11 Gibson, Shiriey |10FREIA M11 Gibson, Shirley |10M toc asses, rooms an teachers are shown here. -
10C 10HRMIC M17 Jackson, Toni | 1OMED1A M19C Mills, Deborah | 10MED1A M19C Mills, Deborah | 10M
10D 10HRM1D M12 Connolly, Jenny [10MUS1A PAC3 10MUSTA PAC3  Connolly, Jenny |10M .
100ED1A OV1 100EDIA OV Carter, Leanne | 10M
10TEX1A AT! Clark Alson  [1OTEXIA ATi  Clark Alison  |10M . —
" Click
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& Display Settings

Classes/Activities

® Code O

MName | Both Example:

Periods

® Code @]

Name | Eoth Example:

Rooms

® Code

O

Name | Both Example:

Teachers
O

MName | Both Example:

Format:
Last Name

&

First Mame

[ Include title
[] Teacher Load

Yard Duty Areas

O  Code

Yard Duty Sessions
® Code O

Show Additional Information

[l Teacher Count

O Both

Name Both

| O

17

LABT Click Save
DANM
Owal
L2
Cancel Save For All

Example:

Example:

12ENG1B

Select Code for Teachers

¢# Edit W Remove i Undo

HR 1
12HRM1A 511 DAL [12RELIC 511
12HRM1B 512 BUTA [12ENG1B 521
12HRMIC 513 GIBM | 12CHE1A
12HRMID 514 WHIE [12LST1A 514

[125vs14 S16C
|

RC
12

Daily Organiser / Senior School -

2031/ Room Changes / Edit

& Undo Al O MRCG

2 3

DAL [12RELTC S11 DAL [[12REL1B 513
MARD [12ENGTB S21  NANJ [12ENSTA LAB2
waLs [12cHE1A [l wAE [12nma sisc
MULS [12LST1A S14  MUJS |12MAA1B S11

FEN] |125Y51A S516C ] |12MAGWB 512
| |

() Cancelled @ Composite/Shared @ Clash () Noteacher () No room

DAL) |12REL‘IA 524

BUTA |12ENG1A 521

MULS |12MTEIA ATE

ROGP |12MAA1A 51

GIBM |12MAGiA 513
|

Change

4 5 6
JONA |12REL1E 513 KELR |12REL1D 524 |ONA

PEAS |12ENG1D 521 MARD|12ENGIC 521 BURK
THOW|12BIO1A BUTA |12ENS1B JACC
BELH |12ECO1A 514 WHIE |12MAX1A 1

EINBE |12PED‘\A 514 ALDD

BUTA |12PHY1E LAB2
|

526 RENM|12PHY‘\F\ LABZ EINB

The legend on the menu bar provides a key for the colours used on
this screen to highlight changes made to the timetable.

| 12PSTID 526 WHIE
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ADD A ROOM TO A CLASS

The Edit button can be used to add a room to a class. In this case, 12PST1C must be assigned to the

Library (LIB) in Periods 1 and 2.

'fo‘ Daily Organiser / Senior School - 2031/ Room Changes / Edit

Z Edit MRCG Cancelled Compasite/Shared @ Clash No teacher Ne room  Change
RC 1 . 5 6
Click the blank room cell .

12 12HRMIA 511 DAL [12RELIC ST~_DAL [1ZRELIC JONA [12RELIE $13  KELR [12RELID 524 JONA
12HRMIB 512 BUTA |12ENGIB 521 next to 12PST1C in Period 1 |eeas [12enGiD s21  marp|12EnGiC 521 BURK
12HRMIC 513 GIBM |12CHE1A THOW | 128101A BUTA |12ENS1B JACC
12HRMID 514 WHIE [12LST1A 514 Click Edit BELH [12ECOTA S14  WHIE |12MAXTA S11

[1257514 S16C [125v514 BUTA [12PHYIB LAB2 EINB |1ZPEDIA 514  ALDD
[12psTIC |12psT1C CARL [12PSTIE 526 RENM |12PHY1A LAB2 EINB
| | | [12esTiA s26 FEN) | [12PSTID 526  WHIE
Select Room
LIB
AT2
AT3 (Lesson cancelled - Examinartion)
Select LIB and
ATS .
click Apply
ATE
ATT
ATE (Lesson cancelled - Examinartion)
ovz2
LABZ
LAB4
PACT
PACZ
PAC4A
LIE
[ Sort B Display Close m
|2 Daily Organiser / Senior School - 2031/ Room Changes / Edit
# Edit W Remove MRCG Cancelled Composite/Shared @ Clash No teacher No room  Change

RC HR 1 2 3 4 5 6

12 12HRM1A 511 DAL [12RELIC 511 DAL [12RELIC 511 DAL [12REL1B S13 DAL [12REL1A 524 JONA [12RELTE 513 KELR [12RELID 524 JONA
12HRM1B 512 BUTA [12ENGTB 521 MARD [12ENGIB 521 NANT [12ENS1A LAB2 BUTA [12ENGTA S21 PEAS [12ENGTD S21 MARD|12ENGIC 521  BURK
12HRMIC S13 GIBM |12CHE1A waLs |12cHErs [l wacs [12nFia sisc mucs [avTEia AR THOW|12B101A BUTA |12ENsiE JACC
12HRMID 514 WHIE [12LSTIA 514 MULS [12LSTIA 512 MULS [12MAAIB 511  ROGP [12MAAIA S11  BELH [12ECOTA 514 WHIE |12MAX1A S11

[125v51 s16C FeNj |125vs1A [E[GM FEN] |12MAGTB S12  GIBM |12MAGIA 513 BUTA |12PHY1B LAB2 EINB |12PED1A 514 ALDD
[12psTIC |LIB |12psT1C [12PSTIB 526 THOW|120ED1A S14 CARL [12PSTIE S26 RENM|12PHYIA LAB2 EINB
| \ | [12esT1A 26 FEN | [12pSTID S26  WHIE

o !

The blue text indicates that the room has been edited.

Repeat and assign 12PST1C to the LIB in Period 2
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REMOVE A CLASS FROM A ROOM

The Remove button can be used to remove a class from a room.

120 Daily Organiser / Senior School - 2031/ Room Changes / Edit

& Edit i Remove MRCG Cancelled Compasite/Shared @ Clash Mo teacher Noroom Change

RC HR
12 12HRM1A 511 DAL (12REL1C %
12HRM1B 512 BUTA |12ENG1B 521
12HRM1C 513 GIBM |12CHE1A WALS
12HRM1D 514 WHIE [12L5T1A 514 MULS [12L5T MULS
125¥YS1A S16C FEN] [125YS1A FEN]

12PSTIC LB 12PSTIC LIB

1 2 3 4 5 6
DAL} [12REL1C 511 DALl |12REL1B 513 DAL} |12REL1A 524 JONA |12REL1E_J513 |KELR |12REL1D 524 ]JONA
& 12ENGIB 521  MANT |12ENS1A LAB2 BUTA |[12ENG1A S21 521  MARD [12ENGIC 521 BURK
12INFIA 515C MULS [1ZMTE1A ATS 2BIO1A BUTA |12ZENSTB JACC
12MAATB 511 ROGP [12ZMAA1A ST 12ECOTA 514 WHIE [12ZMAX1A 511
12ZMAGTB 512 GIBM BUTA [12PHY1B LAB2 EINE [12PED1A 514 ALDD
12PST1E 526 THOW 514  CARL |12P5T1E 526 RENM [12PHY1A LAB2Z EINB
26 FENJ 12PSTID 526 WHIE

Click the room S13 in Period 5
and click Remove

T Daily Organiser / Senior School - 2031/ Room Changes / Edit

¢ Edit [ Undo All MRCG Cancelled Composite/Shared @ Clash No teacher Noroom Reom edit Change Room removed
RC HR 1 2 3 4 5 6
12 12HRM1A 511 DAL} |12REL1C 511 DAL] [12RELTC 511 DAL} |12REL1B 513 DALl |12REL1A 524 JONA |12RELIE KELR |12REL1D 524 JONA

12HRM1B 512 BUTA (12ENGTB 52 MARD |12ZENG1E 521  NANT |12ENSTA LABZ BUTA |12ENGTA 521 PEAS |12ENGMH 521 MARD |12ENGIC 521 BURK

12HRMIC 513 GIBM [12CHETA WALS |12CHE1A -wr"._S 12INFIA 515C MULS [12MTE1A AT8 THOW|12BIOJA BUTA |12ENS1B JACC
2HRM1D 514 WHIE [12LST1A S MULS |12LST1A 514  MULS |1ZMAATB 511 ROGP [12MAATA S11 BELH |[12ECO1A 514 WHIE |12MAXTA 511

125Y51A  516C FEN] |125YS1A Eilaell FEN] (12MAGTB 512 GIBM [12MAG1A 513 BUTA [12fHY1B LABZ EINB |12PED1A 514  ALDD

12PSTIC LB 12PsT1C LB 12PST1IB 526 THOW|120ED1A 514 CARL |J2PST1E 526 RENM |12PHY1A LABZ EINB

12PST1A 526 FENJ 12PSTID 526  WHIE

N

Move the cursor to another cell to see the yellow
shading that indicates a room has been removed.

USE EDIT TO SWAP ROOMS

The Edit screen can be used to quickly swap rooms for classes. The teacher of 12ENS1A has
requested computer room S15C in Period 3. The class currently in that room will be moved to S16C.

121 Daily Organiser / Senior School - 2031/ Room Changes / Edit

¢ Edit [ Remove & Undo All MRCG Cancelled Composite/Shared @ Clash Mo teacher No room Reom edit Change Room removed

HR 1 2 3 4 5 6

12 12HRM1A S DAL} |[12REL1C 511 DALl [12REL1C 511 DAL [12REL1E 513 DAL |12REL1A 524 |JONA [12RELTE KELR |12REL1D 524 ]JONA
12HRM1B 512 12ENG1TE 52 MARD |12ENG1E 521  MNANT |[12ENS1A [LAB2 [BUTA [12ENGTA 521 PEAS |12ENG1D 521 MARD |12ENG1C 521 BURK
12HRM1C 513 GIBM | 12CHETA WALS |12CHETA -'u'v'A,S 12INE S15C MULS |12MTE1A ATE THOW|12BIO1A BUTA |12ENS1B JACC
12HRM1D 514 WHIE | WLST1A 514 MULS [12LST1A 514 MULS DAMAAIB S11 ROGP |12MAA1A S11 BELH [12ECO1A 514 WHIE |12MAX1IA S11

FEN] [125YS1A mF 12MAG1B S12  GIBM |12MAGIA 513 BUTA [12PHY1B LAB2 EINB |12PED1A S14  ALDD

12PSTIC U 12PST1B S26 THOW|120ED1A S14  CARL [12PST1E 526 RENM |12PHY1A LAB2 EINB

12PST1A 526 FENJ 12PSTID 526 WHIE

Click LAB2 in the cell next
to 12ENS1A in Period 3

Click Edit
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Select Room

515C (Used for lessaon)

M15 (Used for lesson) Scroll down the list and

M16 (Used for lessan) select room S15C (Used for lesson)
M17 (Used for lesson)
M18 (Used for lesson)
M19C (Used for lesson)
511 (Uzed for lessan)
512 (Used for lesson)
%13 (Used for lesson)
515C (Used for lesson)

Click Apply

522 (Uzed for leszan)
523 (Used for lesson)
524 (Uzed for lessan)

526 (Uszed for lessan)

[ Sort B Display Close

@ Confirm
Click Yes
515C s already in use in 3. Do you want to assign this class to the room as well? //
Daily Organiser / Senior School - 2031 / Room Changes / Edit
Z Edit [ Remove ® Undo ® Undo Al (0 MRCG ) Cancelled @ Composite/Shared @ Clash (0 No teacher ) Norcom Roomedit Changs () Room removed
RC HR 1 2 3 4 5 6
12 12HRMIA S11 DAL [12REL1C S11 DAL [12RELIC S11 DAL [12REL1B S13 DAL [12RELTA S24 JONA [12RELTE KELR [12RELID 524 |ONA
12HRM1B S12 BUTA |12ENGIR S21  MARD [12ENGTB 521 NANT [12ENS1 BUTA [12ENG1A S21  PEAS [12ENGID S21  MARD|12ENGIC 521  BURK
12HRMIC 513 GIBM | 12CHE1A wals |12cHErA [ wes [12ng MULS [1ZMTE1A ATB  THOW|1ZBIO1A BUTA |12ENS1B JACC

ROGP [12MAATA S11  BELH [12ECOTA S14  WHIE |12MAXIA 511

GIEM |12MAGIA S13 BUTA |128HYIE LAS2 EINB |12PEDIA 514  ALDD
[1205T1B 526 THOW|120ED1A 514 CARL |12PSTIE S26 RENM |12PHY1A LAB2 EINB
| |12psT1A 526 FEN) | |12pSTID 5256 WHIE

12HRMID S14 WHIE [12LST1A 514 MULS [12LSTIA 514 MULS |1
|125vs14 st6C Feny [12svs1a (IR FENI
|12pSTIC LB [12psTIC LB

The red cells indicate a room clash.

Click S15C next to 12INF1A

Click Edit
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Select Room

S16C

J15C
122 Click Apply
J23
J24
J25
514
S16C
521
525

Select room S16C

—In Use —
AT4 (Used for lessan)

GYM1 (Used for lesson)
GYM2 (Used for lesson)

O Sort & Display Close

Daily Organiser / Senior School - 2031/ Room Changes / Edit

© un T Undo All ) MRCG O Cancelled @ Composite/Shared @ Clash O Noteacher ) Noroom Reomedit Change () Room removed
RC HR 1 2 3 4 3 6
12 12HRM1A S11 DAL [12RELIC 511 DAL [12RELIC S11 DAL [12RELIB 513 DAL [12REL1A 524 JONA [12RELIE KELR [1ZRELID 524  |ONA
12HRM1B 512 BUTA [12ENGTB 521 MARD 12ENGTB 521 NANT |12ENS1A S15C BUTA [12ENGTA 521 PEAS |12ENGTD 521 MARD|12ENGIC 521  BURK
1ZHRMIC 513 GIBM |12CHE1A wals |12cHetA [l wats [12nea stec MuLs [12MTEIA ATB THOW|12B101A BUTA |12ENS1B JACC

ROGP |12MAA1A 511 BELH |‘\2ECO1A 514 WHIE ‘12MA}(1A 51

M |12MAGIA 513 BUTA |‘\2PHY1B LABZ EINB ‘12PED1A 514 ALDD
120ED1A 514 CARL |‘\2PST1E 526 RENM‘12PHY1A LABZ EINB
PST1A 526  FEN] | ‘12PST1D 526  WHIE

12HRMID 514 WHIE [12LST1A 514 MULS [12L5T1A 514 MULS |1ZMAAIB 511
|12svs1a stec Fen) |125vs1a [EIEE]FEN) [12MAGTE S12
[12psT1C LB |12pSTIC LB |12PST1B 526 THO

\
The red shading has disappeared, and the rooms are now in bold blue to
indicate that they have been edited.

Use screens [12A] Room Changes - Assign or [12B] Room Changes - Edit
to assign rooms to all classes that do not have a room

Daily Organiser / Senior School - 2031 / Room Changes / Edit

& Edit M Undo [ undo All () MRCG () Cancelled @ Composite/Shared @ Clash () No teacher Room edit Change

RC HR i 2 3 4 5 6

12 12HRM1A 511 DAL] |12REL1IC 511 DAL} |12REL1IC 511 DAL] |12REL1B 513 DALJ |12REL1A 524 |JONA |12REL1E 524 KELR |12RELID 524 |ONA
12HRM1B 512 BUTA |12ENG1B 521 MARD | 12ENG1E 521 ROGP |12ENS1A 515C BUTA |12ENG1A 521 PEAS |12ENG1D 521 MARD [12ENG1C 521 BURK
12HRM1C 513 GIBM |12CHE1A LAB3 WALS |12CHETA - WALS |12INFIA  S16C MULS |[12MTE1A ATE8 THOW|12BIO1A 513  BUTA [12ENS1B 513 JACC
12HRM1D 514 WHIE |12L5T1A 514  MULS |[12LST1A 514 MULS |12MAATB 511 ROGP [12MAATA 511  BELH |12ECO1A 514  WHIE [12MAX1A 511

125¥51A  516C FEN] [125Y51A [li el FEN] |12MAG1TB 512 GIBM |12MAG1A 513  BUTA |12PHY1B LAB2 EINB |12PED1A 514  ALDD

12PSTIC LIB 12PSTIC LIB 12P5T1B 526 THOW|120ED1A 514 CARL |12PST1E 526 RENM [12PHY1A LAB2 EINB
FENJ 12PSTID 526 WHIE
11 T1THRM1A 521 RENM 11ENG'\EI‘SZZ MARD 11ENG'\EI‘SZ A” CIasseS have now been MUR] |11ACCTA 522 HARB |11REL1A 522 KNIN
N N
11HRM1B 522 CHAJ |11ART1A " AT1 RENM | T1ART1A ~ AT| ass' ned to aroom YOUB [11EN5S1A LAB3 JACC |[11REL1B 523 MARD
11HRM1C 523 11ECO1A‘ 523 HARB 11ECO1A‘SZ g HARB |11INF1IA  515C MULS [11REL1IC 512 GIBS
11HRM1D 524 11GRA1A‘AT3 SMYM 11GRA1A‘AT WALS [11MAATA 511 BELH [11REL1D 525 SIMK

11MTE1AYATE  THOW | 11MTE1AY

AT8  THOW|11ITATA 524 NANT [11PHY1A LAB2 EINB |11MAGIA 512 MILD
T10ED1A OV1  EDW]

MTEXTA AT4  CLAA
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Daily Organiser Lesson 9

PROFESSIONAL LEARNING OBJECTIVES

Identify the reports available for disseminating daily changes

SKILLS

View and analyse the Check screen

View and customise display settings for disseminating daily changes
Utilise the Teacher Changes screen to print and email teacher changes
Preview and customise display settings for the Bulletin

Add a message to the Bulletin

Print the Bulletin to Microsoft Word

Utilise email teachers to set up an email for the Bulletin
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THE REPORTS SECTION

The items that are green on the Task Tree are in the reports section of the app. All these screens can
be viewed in Preview or Full Screen modes. The default setting is Preview.

Open:
Senior School 2031
Date: Tue 04 Feb D7 (Future)

B

E On the Task Tree select:
[14] Check

121 Daily Organiser / Senior School - 2031/ Check

Orientation | Portrait w || separate Pages | [ || preview | [ Q,

Timetabling Solutions Training

Check Replacements D7: Tue 04 Feb

1. UNSUPERVISED LESSONS REQUIRING SUPERVISION

Wil 4/

2. STUDENT ACTIVITIES REQUIRING ADDITIONAL TEACHERS ASSIGNED
Nil

3. LESSONS REQUIRING ROOMS ASSIGNED

Nil

Tick Preview

A preview of the report is
displayed as it will appear
when printed.

4. STUDENT ACTIVITIES REQUIRING ADDITIONAL ROOMS ASSIGNED

Nil

5. UNSUPERVISED YARD DUTIES REQUIRING SUPERVISION

Nil

6. UNSUPERVISED SESSIONS NOT REQUIRING SUPERVISION
Period : 1, Class: 12PST1C, Room : 526, Teacher : Wood, Paul
Period : 2, Class: 12PST1C, Room : 526, Teacher : Wood, Paul
Period : 6, Class: 12ZMAX1A , Room : 511, Teacher : Wallen, Peta

7. TEACHERS WITH UNUSED IN LIEU LOADS
Marks, Daniel - In Lieu 1.00, In Lieu Used 1.00, Remaining 1.00

8. TEACHER CLASHES CAUSED BY REPLACEMENTS
Edwards, John is timetabled for TTHRM1C when taking 1THRM1D in HR

{20 Daily Organiser / Senior School - 2031/ Check

Orientatior: | Portrait w || Separate Pages | [ ] Preview | []

1. UNSUPERVISED LESSONS REQUIRING SUPERVISION
il

2. STUDENT ACTIVITIES REQUIRING ADDITIOMAL TEACHERS ASSIGNED

il

3. LESSONS REQUIRING ROOMS ASSIGNED
il

4, STUDENT ACTIVITIES REQUIRING ADDITIOMAL ROOMS ASSIGNED
il

5. UNSUPERVISED YARD DUTIES REQUIRING SUPERVISION
Nil

Untick Preview

The information is displayed
in full screen mode.

6. UNSUPERVISED SESSIONS NOT REQUIRING SUPERVISION
Period: 1, Class : 12PST1C, Room : 526, Teacher : Wood, Paul
Period: 2, Class : 12PST1C, Room : 526, Teacher : Wood, Paul
Period : 6, Class: 12ZMAX1A , Room : 511, Teacher : Wallen, Peta

Timetabling Solutions Hosted Application

Page 241 of 328



Daily Organiser

Lesson 9

CHECK REPLACEMENTS

The Check screen is a summary report of changes that have been made for the selected day. It is
strongly recommended that this is reviewed before sending information to staff.

Note: Teacher replacements made in an earlier lesson will flow through to this lesson. Hence,
replacement information may differ on the screen in the following screenshots.

Timetabling Solutions Training

Check Replacements D7: Tue 04 Feb

1. UNSUPERVISED LESS0NS REQUIRING SUPERVISION
Mil

2. 5TUDENT ACTIVITIES REQUIRING ADDITIONAL TEACHERS ASSIGNED
Mil

3. LESS0ON5 REQUIRING ROOMS ASSIGNED

Mil

4 STUDENT ACTIVITIES REQUIRING ADDITIONAL ROOMS ASSIGNED
Mil

5. UNSUPERVISED YARD DUTIES REQUIRING SUPERVISION

Mil

Items 1,2 and 5 cover classes,
activities, and yard duties that
have not had replacement
teachers assigned.

Items 3 and 4 cover lessons
and activities that have not
been assigned to rooms.

6. UNSUPERVISED SESSIONS NOT REQUIRING SUPERVISION
Period : 1, Class : 12P5T1C | Room : 526 , Teacher : Wood, Pau
Period : 2, Class - 12PST1C, Room : 526, Teacher - Wood, Pau
Period : &, Class : 12MAX1A |, Room 511, Teacher : Wallen, Peta

\

Item 6 lists unsupervised
classes where replacements
were designated “Not
Required” on [11A]
Replacements - Assign.

Classes included on
[3] Unsupervised Classes are
also listed here.

7. TEACHERS WITH UNUSED IN LIEU LOADS

Marks, Daniel : In Lieu 1.00, In Lieu Used 1.00, Remaining 1.00

8. TEACHER CLASHES CAUSED BY REPLACEMENTS
Edwards, John is timetabled for 11HRM1C when taking 1THRM1D in HR

9. TEACHERS WHOSE CYCLE OR OVERALL REFLACEMENTS EXCEED THE LIMIT

Cycle Replacements
Adams, Rod : Cycle Limit - 1.00 exceeded by 2.00
Clark, Megan : Cycle Limit - 1.00 exceeded by 3.00

Items 7,8 and 9 contain
information about how
teachers were affected by the
changes made for the
selected day.

Jones, Adam : Cycle Limit - 1.00 exceeded by 1.00
Manning, Kathy : Cycle Limit - 1.00 exceeded by 2.00
Thomson, Wayne : Cycle Limit - 1.00 exceeded by 1.00

Wallen, Peta : Cycle Limit - 1.00 exceeded by 0.20

10. ROOM CLASHES CAUSED BY ROOM CHANGES

The room 516C is used by the replacement 12CHETA and the dass 125¥Y51A0n 2

Item 10 lists any room clashes
created when assigning or
editing rooms.

11. STUDENTS SCHEDULED TQ ATTEND TWQ STUDENT ACTIVITIES AT ONCE = €—u
Mil

Iltem 11 lists students
attending two activities at
the same time.
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TEACHER CHANGES

The Teacher Changes report lists changes for individual teachers and casual teachers for the selected

day. This information can be printed and/or emailed as a single report or as individual reports for the
relevant teachers.

E On the Task Tree select:
[15] Teacher Changes

VIEW TEACHER CHANGES WITH INCLUSIONS

The default setting displays details of replacement classes for teachers. Student attendance lists and
lesson cancellations can also be displayed. Data printed or emailed from this screen can be
customised.

121 Daily Organiser / Senior School - 2031/ Teacher Changes

= || B

Orientation | Partrait - Separate Pages O Preview O

Teacher: Bell, Heather
Please take this replacement class
Period: 6

Cla=zs: 0BSPTID

Room: OV1

Absent Teacher: Atkinson, Danielle

Click Inclusions

Teacher: Butler, Alison
Please take this replacement class
Period: 6

Class: 0BSPT1F

Room: OW1

Absent Teacher: Carter, Leanne

Include in Teacher Changes Report

Display

[] Student attendance lists

[¥] Teacher les=on cancellations
O CRTsonly \ Tick Teacher lesson cancellations

[0 Composite classes separately

Click OK

Print/ Email

(®) Same page

() Teacher new page

() Teacher item new page /
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'ELT Daily Organiser / Senior School - 2031 / Teacher Changes

= || B

Orientation | Partrait w || Separate Pages D Preview D

Teacher: Marks, Daniel
This class has been cancelled
Period: 1

Claszs: 11ENG1E

Room: 522

Scroll down to teacher Daniel Marks

Daniel’s lesson cancellations and
replacement classes are now displayed.

This class has been cancelled
Period: 2

Class: 11ENG1E

Room: 522

Click Inclusions

Please take this replacement class
Period: 1

Claszs: 12ENG1E

Room: 521

Absent Teacher: Boyle, Joanne

Include in Teacher Changes Report

Display

SR \ Untick Teacher lesson cancellations
[ Teacherlesson cancellations $——0yw 7| and tick Student attendance lists
[ CRTsonly

[] Composite classes separately Click OK

Print/ Email

(®) Same page

() Teacher new page
() Teacher item new page
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121 Daily Organiser / Senior School - 2031/ Teacher Changes

= || B

Orientation | Partrait - Separate Pages O Preview O

Teacher: Bell, Heathe
Please take this replacement clas
Period: 6
Cla=zs: 0BSPTID
Room: OV1
Absent Teacher: Atkinson, Danielle
Students: Griep, Brock
Guedes, Charles
Harger, Brent
Head, Brenton
Hullinger, Zachariah
Jeanfrancaois, Johnathon
Kalamaras, Lennard
Khalife, Raguel
Korpela, Brendan
Lobo, Clinton
Loshek, Sachiko
Luick, Tad
Marich, Mathanial
Martrane, Julian
Mendia, Meil
Nickol, Gwen
Olesen, Angie
Palacios, Lara

Scroll up to the top of the screen
Student lists are now included for classes.

For Student Activities, class lists will only
be included if students have been assigned
to a teacher in the activity.

Click Inclusions

VIEW CASUAL TEACHER CHANGES ONLY

Casual teachers are always listed at the end of the full report. The display can be changed to show
only casual teachers.

Include in Teacher Changes Report

Displa

0 I;m:em I Untick Student attendance lists
[C] Teacher lesson cancellatiN and tick CRTs only
=] CRT=onl / .

= o Click OK

[J Composite classes separately

Print/ Email
(®) Same page
() Teacher new page

() Teacher item new page
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121 Daily Organiser / Senior School - 2031/ Teacher Changes

= || B

Orientation | Partrait - Separate Pages O Preview O

Teacher: Curie, Marie
Please take this replacement class
Period: HR

Claszs: 07HRM1E

Room: |22

Absent Teacher: Atkinson, Danielle

Please take this replacement class
Period: 1

Cla=zs: 0OPEG1A

Room: GYM1

Absent Teacher: Atkinson, Danielle

Please take this replacement class
Period: 2

Cla=zs: 0OPEG1A

Room: GYM1

Absent Teacher: Atkinson, Danielle

COMPOSITE CLASSES

Only CRT replacements
are displayed.

This can be printed or
emailed to casual teachers.

Composite classes can be listed together or separately on this screen.

121 Daily Organiser / Senior School - 2031/ Teacher Changes

Orientation | Port

Please take this repscement class
Period: 5

Claszs: 12PHY1E
Room: LAB2
Abszent Teacher: Cooke, Dennis

Please take this replacement class
Period: 6

Clazs: 12PHY1A

Room: LAB2

Abszent Teacher: Cooke, Dennis

Teacher: Crowe, Peter

Please take this replacement class

Period: 3

Class: 1TOMATIC

Room: M18

Absent Teacher: Wallen, Peta

Composite Class: 10MAT1C
10MATTV

- Separate Pages O Preview O

Scroll down to casual teacher Peter Crowe

Only one replacement is recorded for Period 3 with
both classes listed. If student attendance lists were
displayed there would be a single list for this class.

Click Inclusions
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Include in Teacher Changes Report

Display

[ Student attendance lists

[] Teacher lesson cancellations
CRTs anly

Compeosite classes separately

Print/ Email

(® Same page

() Teacher new page

() Teacher item new page

J—

Tick Composite classes separately

Click OK

Daily Organiser / Senior Schaol - 2031 / Teacher Changes

==

Orientation | Portrait

Teacher: Crowe, Peter
Please take this replacement class
Period: 3

Claszs: 10MATIC
Room: M18
Absent Teacher: Wallen, Peta

Please take this replacement class
Period: 3

Claszs: 10MATIV

Room: M18

Absent Teacher: Wallen, Peta

w | | Separate Pages

D Preview D

The composites are now listed separately. If student
attendance lists were displayed there would be
separate class lists for each class of a composite.

Click Inclusions

Include in Teacher Changes Report

Display

[ Student attendance lists

[[] Teacher lesson cancellations
[ CRTsonly

[] Composite classes separately

Print/ Email

(®) Same page

() Teacher new page

() Teacher item new page

Untick all checkboxes

Click OK
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EXPORT TEACHER CHANGES

The report can be exported, printed, emailed or shared with teachers. There are three options for
formatting this report:

e Same page: All information is in one continuous document.

o Teacher new page: The information for each teacher begins on a new page (useful for
distributing printed copies or emailing individual replacement teachers).

o Teacher item new page: The information for each item begins on a new page (useful for
distributing printed copies with class lists to individual teachers or emailing class lists to
individual replacement teachers).

PRINT TEACHER CHANGES ON A NEW PAGE

When the information on the Teacher Changes screen is printed or emailed, the settings on the
Include page determine what is sent to the printer or emailed to teachers. The most common way to
print and email this data is to have each teacher on a new page.

[21] Daily Organiser / Senior School - 2031/ Teacher Changes

Orientation | Portrait w || Separate Pages | [ ] Preview | [

Teacher: Bell, Heather
Please take this replacement class
Period: 6

Class: 0BSPT1D

Room: OW1

Absent Teacher: Atkinson, Danielle

Click Inclusions

Include in Teacher Changes Report

Display
[] Student attendance lists
[] Teacher lesson cancellations Select Teacher new page

[ CRTsonly

Click OK

[0 Compesite classes separately

Print/ Email
() Same page

(®) Teacher new page

() Teacher item new page /
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'[Lj_‘ Daily Organiser / Senior School - 2031/ Teacher Changes
2| B8

Orientation | Portrait w | Separate Pages | [ ] Preview | [

Teacher: Bell, Heather
Please take this replacement class

B aspTiD The quick export, share and print buttons
R: et .
AE:;TntTeacher:Atkrnson‘Daniel\e are on the rlght Of the menu bal‘

The buttons can be used to export, share or print the report as follows:

Export to pdf

- Export to spreadsheet
e Export to document
t

Share the report
=

Print the report

Note: On all screens only one of Export to spreadsheet and Export to document will be active. In this
case Export to spreadsheet is inactive.

'[L? Daily Organiser / Senior School - 2031 / Teacher Changes
= B

Orientation | Portrait w || Separate Pages | [ ] Preview | []

Teacher: Bell, Heather
Please take this replacement class
Period: 6

Class: 085PT1D @

Room: OV1 CIICk

Absent Teacher: Atkinson, Danielle
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[
Timetabling Solutions Training ' Print 26 sheets of paper
Teacher Changes For D7: Tue 04 Feb
.T::{Ef:::.e::'u:::ﬂf; Destinati % Canon -
Pages All v
Copies 1
Colour Colour -
The report is sent to your browser’s print app.
, . X 3 More settings v
Each teacher’s information is on a separate
page. There are 26 pages to this report.
Click Cancel
v

EMAIL TEACHER CHANGES

When the information on the Teacher Changes screen is emailed, the settings chosen on Inclusions
will determine what is included in the attachment. In this case, each teacher will receive an email

with details of their own changes for the day as an attachment.

Email templates can be created and stored in the app.

[21] Daily Organiser / Senior School - 2031/ Teacher Changes

Orientation | P w || Separate Pages | [ ] Praview

Teacher: Bell, Hea
Please take this replacement chas
Period: 6

Class: 0BSPT1D

Raom: OV Click Email

Absent Teacher: Atkinson, Danielle

|
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B Email all changes report O

To Teachers selected: 23 of 49 CRTs selected: 3 of 11

Send From Timetabling Solutions

Templates

Attachments Teacher Changes.pdf

Merge Fields

Subject* Teacher Changes for Day 7: Tue 04 Feb

The attached PDF file contains the These emails will only be sent to the
same details as seen on the Print teachers who have changes today -
screen in the previous example. in this case 23 teachers and 3 CRTs.

Cancel

B Email all changes report O

To Teachers selected: 23 of 49 CRTs selected: 3 of 11

Send From Timetabling Solutions -

Templates [ A v]

Attachments

Daily Changes Senior School

Merge Fields Daily Changes Junior School
Bulletin - Junior School

Subject* = Bulletin - Senior School

mmEsa 5 [pmE & Click in the Templates field and
select Daily Changes Senior School

Cancel
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B Email all changes report

To Teachers selected: 23 of 49

CRTs selected: 3 of 11

Send From Timetabling Solutions

Templates Daily Changes Senior School

Attachments Teacher Changes.pdf

Merge Fields

Subject* Teacher Changes for Senior School Day 2: Tue 28 Jan

Sans Serif %

¢ Norma = B I U S A B

Hi [FirstName]
The attached file details your timetable changes for today.
Regards

Brett Harley
Daily Organiser

Copy Template Delete Template

-

The day and date will
need to be changed.

1

The template contains
the email body.

Emails will not be sent
at this stage.

Click Cancel

Cancel

New email templates can be created by typing in the body of the email and clicking Save Template.

Timetabling Solutions <noreply@timetabling.com.au=
to Teacher TTSC+BELH «

Hi Heather

The attached file details your timetable changes for today.

Regards

Brett Harley

Daily Organiser

This is an example of an
email sent to Heather
Bell with an attachment.

This email was sent to TeacherTTSC+BELH@gmail/om from the Timetabling Solutions cloud apps. If you no longer want to receive these emails you can unsubscribe

One attachment » Scanned by G

m Teacher Changes... '
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Timetabling Solutions Training

Teacher: Bell, Heather

I';'Ef_‘f's tzke this replacement class The attachment only contains details
enoa:

Class: DBSPTLD «— | ofHeather’s changes for the day.
Room: OV1

Absent Teacher: Atkinson, Danielle

DAILY BULLETIN

The Daily Bulletin is a summary report that details changes to the timetable for the selected day. The
Bulletin can be customised to include particular data and display settings. When customising the
Bulletin it is recommended to keep the document as simple as possible.

The Bulletin can be:

e printed and posted on a notice board
e emailed to staff

e viewed in Teacher Portals

e shared by posting a link in Teams

E On the Task Tree select:
[16A] Bulletin - Preview

E‘.;'] Daily Organiser / Senior School - 2031 / Bulletin / Preview

B E

Orientation | Portra ~ || Separate Pages | [] Preview [ ]

Teacher Absences

Teacher Period / Yar

Alderson, David  AM.HR
Alderson, David 1

. .
Click Inclusions

Atkinson, Danielle All Day
Boyle, Joanne All Day
Carter, Leanne 5-PM

Chappell, Judy 5-PM

Cooke, Dennis All Day
Fraser, Melissa All Day
Wallen, Peta All Day
Wood, Paul All Day
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Include in Bulletin Report

3 I 9 9 3 8 3 I Y R Y R 3 [ Y

Teacher Absences

CRTs

Cancellations

Planned Teacher Absences
Student Activities

Student Attendance Changes
Replacement Teachers
Room Changes

Messages

Show compaosite classes

Daily Organiser / Senior School - 2031/ Bulletin / Preview

€]

Orientation | Portrait

Replacement Teachers

Period Room/Area

AM
HR
HR
HR
HR

Note: Changes made in the Replacement Teachers or Reports Include sections in Display settings will

Bus Duty Aldersor Einstein, Bert
523 11HRMIC  Edwards, John Teachers and Students ¢
S24 11HRM1D Cooke, Dennis Edwards, Johr Teacher Absences -

- 2 A Selected Day
22 O7HRMIB  Ackinson, Danielle Curie, Marie 5 Plan Days
124 O7HRMID  Alderson, David  Jackson, Chris ¢ Plan CRT Days
s21 12ENGTE  Boyle Joanne  Marks, Daniel 7 Room Availability ‘
LB 12PSTIC  Weod, Paul s Cancellations P
e e el Seroll down to the Replacement Teachers table 5 Stdent Activites '
GYM1 09PEGIA Atkinson, D: 10 Reminders
LAB2 08sCID Cooke, Den 11 Replacements q
522 T1ENG EXAM Add Teache 12 Room Changes ‘
523 11ENG EXAM Add Teache . @ 13 Student Changes
s24 11ENG EXAM Add Teache CIle 14 Check
525 T1ENG EXAM Add Teache 15 Teacher Changes
LB T1ENG EXAM Add Teache| e Bu"Eti h
s21 12ENG1B Boyle, Joanne Nancarrow, Trish

v |[ separatepages| (]

Class sent Teacher Replacement Teacher

preview| []

The default setting is for all checkboxes to be
ticked. Information can be removed or added by
unticking/ticking the appropriate checkboxes.

Click OK

(‘) National Trainer
\@®/ Timetabling Solutions Training

B M # O

Home Page
Parameters

Calendar
Unsupervised Classes
Reasons

EN RN )

& Display Settings

Absence Reasons

O Code ® Name O Both
Activities

Cancellation Reasons

O Code .:Iiﬂ O Both Example:

Example:

Example:

Cla
In the Reports Include box o
tick Replacement Notes
Da .
Click Save e

be applied to all relevant screens.

B  Messages

Replacement Teachers

[] Replacement teachers first column

Sick Leave

[] Replacement teachers alphabetically
Snr Met Reports Include

[] Period and Yard Duty Loads

[l Absence Reasons
Assembly [ Cancellation Reasons

[0 Room Availability Reasons

Replacement Motes
12ENGTE [0 Room Changes Notes

[] Teacher Load

[ Teacher Count
D3 [ Roll Classes

Timetabling Solutions
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137 Daily Organiser / Senior School - 2031/ Bulletin / Preview
= | 8

Orientation | Portrait

Preview | []

w | SeparatePages | []

Period Room/Area Class Absent Teacher Replacement Teacher Notes

AM  BusDuyy Alderson, David  Einstein, Bert

HR  s23 11HRMIC  Edwards,John  Edwards, John

HR 524 11HRMID  Cooke, Dennis  Edwards, John Please mark this rall as well a5 your own
HR 122 07HRM1B  Atkinson, Danielle Curie, Marie

HR 24 O7HRMID  Alderson, David  Jackson, Chris

(e National Trainer
@/ Timetabling Solutions Training

B M # O =@

Home Page

Parameters

Calendar q
Unsupervised Classes
Reasons ]
Teachers and Students q
Teacher Absences v

A Selected Day
B Plan Days
Plan CRT Days

=

Click

The display settings have changed, and notes are now displayed.

& Display Settings

Absence Reasons

[ N ocos. EFYTERE
Some schools prefer to print the Bulletin
with replacement teachers in the first
column and/or sorted in alphabetical order.

™ Bk L. I Cicle ]

Untick Replacement Notes

Tick Replacement teachers first column and
Replacement teachers alphabetically

Click Save

O Both Example: D3

137 Daily Organiser / Senior School - 2031/ Bulletin / Preview
[=BIN=]
preview | []

Qrientation | Portrait - || separatePages| [

Replacement Teachers

Replacement Teacher ~ Period Room/Area Class Absent Teacher
Bell, Heather [ ov1l 08SPT1D Atkinson, Danielle
Butler, Alison [ ov1l 08SPT1F Cart Leanne
Cheng, William 4 512 T1MAGTC Wallen, Peta
Crowe, Peter 3 M18 10MAT1C Wallen, Peta
Crowe, Peter 3 M18 10MAT1V Wallen, Peta
Crowe, Peter 4 LAB4 085C1A Wood, Paul

Replacement Teachers

Replacement teachers first column

Replacement teachers alphabetically

Reports Include
[0 Period and Yard Duty Loads
[] Absence Reasaons
[ Cancellation Reasons
[0 Room Availability Reasons
[] Replacement Notes
[0 Room Changes Notes
[] Teacher Load
[ Teacher Count
[] Roll Classes

(@ National Trainer
\@®/ Timetabling Solutions Training

@ B h # 0 @

& alale Home Page
1 Parameters
2 Calendar ‘
3 Unsupervised Classes
4 Reasons ]
5  Teachers and Students [
6 Teacher Absences -

A Selected Day
B Plan Days
Plan CRT Days
7  Room Availability ]

Replacement teachers are now in
alphabetical order in the first column.

@ , untick all checkboxes
and click Save

Click
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PRINT BULLETIN

The Bulletin can be printed directly or exported as a Word file or a PDF file. In this case, a Word
document will be created.

12 Daily Organiser / Senior School - 2031/ Bulletin / Preview
=]

Orientation | Portrait w | Separate Pages| [] || Preview | [] & | @ O =

Teacher Absences

Teacher Period / Yard Duty

Alderson, David  AM,HR

Alderson, David

Atkinson, Danielle All Day

Bell, Heather AM

Boyle, Joanne All Day . m
ey T——— Scroll to the top of the screen and click
Chappell Judy _ 5PM to export the document to Word

Cooke, Dennis All Day

Fraser, Melissa All Day

Wallen, Peta All Day
‘Wood, Paul All Day
, Download details appear in the upper
Recent download history x

right corner of your browser.
o Bulletin for D7- Tue 04 Feb.docx —— |

6.0 KB » 1 minute ago

A Word document has been downloaded.
It can be opened as required.

Full download history [ Ed]

EMAIL BULLETIN

A PDF copy of the Bulletin can be emailed to all or selected teachers.

[31] Daily Organiser / Senior School - 2031/ Bulletin / Preview

Orientation (trait w || Separate Pages | [ ] Preview | [

Teacher Absence
Teacher Period /

Alderzon, David  AM,HR

Duty

Click

Alderson, David

Atkinson, Danielle All Day

Bell, Heather AM
Boyle, Joanne All Day
Carter, Leanne 5-PM
Chappell, Judy 5-PM
Cocke, Dennis All Day
Fraser, Melissa All Day
Wallen, Peta All Day
Wood, Paul All Day
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B Email O
To Teachers selected: 49 of 49 CRT Teachers selected: 3 of 11
Send From Timetabling Solutions -
Templates
A PDF of the Bulletin will be sent to
Attachments  gj|jatin Tue 04 Febpdf X all staff and selected casual teachers
Merge Fields (only those used today).
Subject*  Bulletin for DX: Tue 04 Feb
Sans Serif o= 1L 5 AERE = == 9 =
The attached PDF
file is the Bulletin.
Cancel
B Email 0O
To Teachers selected: 49 of 49 CRT Teachers selected: 3 of 11
Send From Timetabling Solutions <
Templates [ < v]
Attachments ) ) ‘
Daily Changes Senior Schoaol
Merge Fields Daily Changes Junior School
Bulletin - Junior Schoaol
SY1ls][la el Bulletin - Senior School
Sans Serif % Norma = B I U s i= E/_Z @ =
Click in the Templates field and
select Bulletin - Senior School
Cancel
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B Email O
To Teachers selected: 49 of 49 CRT Teachers selected: 3 of 11

Send From Timetabling Solutions -

Templates Bulletin - Senior Schoal -

The day and date will
need to be changed.

Attachments  gyjatin Tue 04 Feb.pdf X

Merge Fields

Subject* Bulletin for Senior School Day 2: Tue 28 Jan

R — : B I U s a | Thetemplate contains

/ the email body.
Hi [FirstName]

Today's Bulletin is attached

Regards Emails will not be sent at this stage.
Brett Harley
Daily Organiser Click Cancel

Copy Template Delete Template Cance

New email templates can be created by typing in the body of the email and clicking Save Template.

CREATE BULLETIN MESSAGES

A message can be added to the Bulletin before printing. This will appear under a separate heading at
the end of the Bulletin.

E On the Task Tree select:
[16B] Bulletin - Messages

[21] Daily Organiser / Senior School - 2031/ Bulletin / Messages

+ Add

No messagm
Click Add
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# Enter Bulletin Message

Title*
¥r 11 English Exam

Message

‘_ 

For Title type
“Yr 11 English Exam”

For Message type
“Yr 11 students will be
late to Period 3 because

¥r 11 students will be |ate to Period 3 because of the English Exam  €—

[] Display Message on New Pag
Include in Bulletin

O Before @ After (),

Cancel Record and Close Record and Next

of the English Exam”
Tick Include in Bulletin

Click Record and Close

'[3—“ Daily Organiser / Senior School - 2031 / Bulletin / Messages

+ Add

No ~ Title
1

Message

Yr 11 English Exam Yr 11 students will be late to Pericd 3 because of the English

This message will appear at the end of the Bulletin. If
the New Page column is changed to Yes, the message
will appear at the end of the Bulletin on a new page.

Note: This message is not date specific, so it will keep appearing o
Include in Bulletin cell is changed to No.

SHARE BUTTON

The Share button can be used to send a link to the Bulletin to all o
link will be created to send to staff via Teams.

E

On the Task Tree select:
[16A] Bulletin - Preview

13 Daily Organiser / Senior School - 2031/ Bulletin / Preview
=]

Orientation | Portrait w | separate Fages | [ ]

Preview [
Teacher Absences

Teacher Period / Yard Duty

New Page Include in Bulletin

Exam Mo Yes

n the Bulletin until the value in the

r selected users. In this example a

Alderson, David  AM,HR

Alderson, David Cllck Share

Atkinson, Danielle All Day
Bell, Heather AM

th
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i Share This Content

This will share the information you're currently viewing as it appears right now.

Who will have access to this?
@ #h Anyone from this schoaol

Any user who is logged into this school can view the shared content.
(O & share this with

Will people be able to print this?

[] Pecple with access can print

A link can be created
How should they receive it? to share with others.

(® <2 Give me a link | can share with them <—

Click Create

When should the share expire?

th Share This Content

This will share the information you're currently viewing as it appears right now.

Who will have access to this?
® @ Anyone from this school

Any user who is logged into this school can view the shared ¢
(O 2&* Share this with

0
The link can be copied using L and
pasted into apps such as Teams to

Will people be able to print this?
S . share the Bulletin with other staff.

[0 People with access can print

This will not be done at this stage.

How should they receive it?

(® < Give me alink | can share with them

When should the share expire?

Your share link
http://mp.staging.timetabling.education//interface/Report/ffb59aas-83b5-461b | |0
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ADDITIONAL PRINT FEATURES

Additional print features are available by accessing the Print screen from the Share Button.

i Share This Content

This will share the information you're currently viewing as it appears right now.

Who will have access to this?
(® dh Anyone from this school
Any user who is logged into this school can view the shared content.

(O &# share this with

Will people be able to print this?

[J People with access can print

How should they receive it?

(® < Give me alink | can share with them

Click Print

When should the share expire?

Your share link
http://mp.staging. s

etabling.education//interface/Report/ffb59aas-83b5-461b | |

2 Print Options

Printer Font Settings Print
School Mame Verdana 14 [€] Preview
Table Heading  Verdana 12 Bold
e Export
Table Verdana 9
e
Export Only ¢ Word
Page Orientation Extra Margin (mm) | PDF
@ Portrait Top 10 Left 10
() Landscape
Bottom 10 Right 10
Format Options These settings can be used to change the
O Add extra columns way the data is displayed on the screen.

column  width

[¥] Exporteach table on a separate page/sheet Click Close then click Cancel

Close i=h Print

Timetabling Solutions Hosted Application Page 261 of 328



Daily Organiser Lesson 9

TEACHER PORTAL

Teachers can also see any daily changes in their Teacher Portal.

They can view their timetable by month, week or day and see today’s bulletin.

Monthly View:

& Teacher Portal / Senior School - 2031/ My Timetable

S Day View (D Week View [ Month View

February B souisead
< 2031 > 2
sy 38 29 0 3
ool ULcEm0 vuaalt) ouuuut
pitbal cEuiool aoiadl  Jilaal
3 4 5 6 7
el Uoola UL EmmU vuaciy)  ouoootd
Qoo atibal caoidoo Colaat  Ctiaal
. » 5 - )
gl oot JLcm0 1] = | | ] |
emouu0 itbal eEoiuuo Joiado  ootaal
17 18 19 20 21
el U0oot) UL EmmU vuaciy)  ouoootd
Qoo atibal caoidoo Colaat  Ctiaal
24 25 26 27 28
, Loaal oot JLcm0 1] = | | ] |
emouu0 itbal eEoiuuo Joiado  ootaal

Weekly View:
& Teacher Portal / Senior School - 2031/ My Timetable
D Day View £ Month View
3 -9 February ——
< > =
Today
2031
Monday (3/2/2031) Tuesday (4/2/2031) Wednesday (5/2/2031) Thursday (6/2/2031) Friday (7/2/2031)
AM
HR
! 12REL1D 12REL1F 12REL1A
Religious Education Y120 Religious Education Y128 Rel otion Vr124
522 24 2 ents
2
R

09ENG1D 12REL1A
English ¥raD Religious Education Yr12A
M12 | 22 Swderts <24
h= 12REL1A
Relig on Y124
24 ts

5 12REL1D
"
6 12RELTD 12RELTF
Relig on ¥r12D Rel
24 = 2

12REL1F

Reigio ation Yr1 26
24 | 22 Students
12REL1D
Relgio

24| 1
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% Teacher Portal / Senior School - 2031/ My Timetable

8 Day View (D Week View 1 Month View

< 4th February
Tuesday 2031

AM

HR

4 12REL1A

L
L2

5

Bi 12REL1D

PM

The daily view includes details of replacement
classes with class lists and a link to the Bulletin.

> 3] 8
Today | Bulletin

English YraD -09ENG1D

Changed Lesson Absent Teacher: Joanne Boyle

Students Period Room
22 3 Middle Sch Rm 12

Student Roll

€ Alise Nyberg € Angelika Alberro ¢ Ashlea Amonette € Carina Olivarri
NYBEADT ALBEAOT AMONAD oLveot

€ Collette Fruth € George Precise @ Harrison Perreault € Jill saner
FRUTCO! PRECGD PERRHO SANEJO

€ Kyra Hails © Larry Roehrig ¢ Pia Abina @ Reuben Pietrzak
HAILKD ROEHLO ABINPOT PIETRO

@ Scarlett Garlock

Show Legend

€ Christie Scheller
SCHECO
€ Kiera Levielle

@ Rosalina Bailey
BAILRO
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PROFESSIONAL LEARNING OBJECTIVES

e View and use the reports available in Daily Organiser

SKILLS

e Access selected day reports

e View and customise display settings for teachers and casual teacher timetables
e Access and customise displays for the available Teacher Totals reports
e Adjust the date range for Teacher Totals reports
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REPORTS

In Daily Organiser app, the Reports section contains several reports which can be useful for the Daily
Organiser. Some of the reports provide information for the selected day only, others give summary
information for the entire dataset. All reports can be shared with other staff when required.

SELECTED DAY REPORTS

The information in this section refers to the selected day only. Many of the reports are identical to
tables that were included in the Bulletin in the previous lesson.

Open:

@ Senior School - 2031

Date: Tue 04 Feb D7 (Future)

-E On the Task Tree select:
[17A] Selected Day Reports - Absent Teachers

National Trainer

:ﬂ Daily Organiser / Senior School - 2031 / Selected Day Reports / Absent Teachers ; Timetabling Solutions Training
Orientation | Portrait w || separatePages | [ || Preview| [J & @ M =] o
. . @ Home Page
Teacher Period / Yard Duty 1 Parameters
Alderson, David  AM.HR 2 Calendar q4
Alderson, David 1 3 Unsupervised Classes
Atkinson, Danielle All Day 4 Reasons 4
Boyle, Joanne All Day 5  Teachers and Studen... ]
Carter,Leanne  5-PM Teacher Absences ]
Chappell, Judy ~ 5-PM \ Room Availability 4
Cooke, Dennis All Day Cancellations 1
Fraser, Melissa  All Day . Student Activities ]
waen.pes |l Day A list of all the teachers absent on Remlmdm
R R . . Replacements 1
Wood,Paul  AllDay the selected day is displayed. Room Changes )
Student Changes
Check
. Teacher Changes
CIICk Bulletin ]
Selected Day Reports b

Replacement Teachers
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& Display Settings

Absence Reasons

O Code ® MName O Both Example:  Sick Leave

Periods

Example: 4

Teachers
O Code

Tick Absence Reasons

and click Save

® MName O Both

Format:
Last Mame 2

[ Include dtle

First Name

Show Additional Information
[ Teacher Load [ Teacher Count

Yard Duty Sessions

o

O Both Example: L2

Reports Include
0O
Absence Reasons
0O

a
a
a
a
a
a

Period and Yard Duty Loads

Cancellation Reasons
Room Availability Reasons
Replacement Notes
Room Changes Notes
Teacher Load

Teacher Count

Raoll Classes

Cancel Save For All

E Daily Organiser / Senior School - 2031 / Selected Day Reports / Absent Teachers

Orientation | Portrait ~ || Separate Pages | [] || Preview [J Q @ 2

* Teacher Period / Yard Duty Absence Reason

ENIE DI i)

Alderson, David ~ AM,HR
Alderson, David 1
Atkinson, Danielle All Day

Late
Parent Meeting

Carer’s Leave

o

Absence Reasons are
now displayed.

Boyle, Joanne All Day Excursion

Carter, Leanne 5-PM Excursion

Chappell, Judy 5-PM Excursion

Cooke, Dennis All Day Excursion

Fraser, Melissa All Day Long Service Leave
Wallen, Peta All Day Professional Learning
Wood, Paul All Day Professional Learning

=

(®) National Trainer
\@®/ Timetabling Solutions Training.

@ B Mm @

@ Home Page

1 Parameters

2 Calendar

3 Unsupervised Classes
4 Reasons

5  Teachers and Studen...
6  Teacher Absences

7 Room Availability

g2 Cancellations

9  Student Activities

10 Reminders

11 Replacements

12 Room Changes

13 Student Changes

14 Check
15 Teacher Changes
16 Bulletin

& =

A A A s aa

17 Selected Day Reports
@® Absent Teachers

B Replacement Teachers
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The table below gives a brief description of each report.

No Report Description

17A | Absent Teachers List of teachers absent on the selected day.

17B | Replacement Teachers List of all replacement teachers on the selected day.

17C | Unscheduled Teachers List of all unscheduled teachers and casual teachers for
each lesson of the selected day.

17D | Teacher Summary Report showing all information relating to teachers and

casual teachers on the selected day.

This report combines the information from [6A] Teacher
Absences - Selected Day and the lower pane of the [11A]
Replacements - Assign screen.

17E | Cancellations List of all cancelled classes for the selected day.

17F Room Changes List of all room changes for the selected day. This includes
rooms assigned to classes and activities on [12A] Room
Changes - Assign and room edits from [12B] Room Changes
- Edit.

17G | Unscheduled Rooms List of all unscheduled rooms for each lesson of the

selected day.

17H | Student Lesson Changes List of all classes with updated student numbers.
171 Student Activities List of all Student Activities for the selected day.
17) Students at Activities Lists all students and teachers at activities on the selected

day. This includes the duration of the activity and the
rooms being used.

17K | Activity Class Lists Lists students by class lists as assigned on Teachers /

Rooms / Students on screen [9B] Student Activities -

Organise.

TIMETABLES

In Daily Organiser, timetables for teachers, casual teachers, rooms, students, and a master timetable
can be viewed. Checkboxes are available to change the data displayed for each timetable.

IE On the Task Tree select:
[18A] Timetables - Teachers

TEACHER TIMETABLES

Teacher timetables can be displayed:

e for the selected day or the cycle

e with or without changes for the selected day
e with or without yard duties

e with or without composite classes and clashes
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Select Rod Adams / ADAR

The full timetable for Rod Adams is displayed with yard duties.

Daily Organiser / Senior School - 2031/ Timetgles / Teachers

Teachers selected: 49 of 49 | | Timetable | Full Cycle ~ || Yard duties on timetable Timetable without changes [J || Composites and clashes | [J

Orientation | Portrait v || Separate Pages | [] || Preview | [ a & h| e

Teacher: Adams, Rod

AM HR 1 z R 3 4 11 L2 5 6 PM
) 095CI1A 12PSTID 07SC1A
40 Teachers Avail D1 LAB3 526 LAB3
085CIE
D2 Oval Lan
Adams, Rod / ADAR D3 Not at schaol Not at school Natatschool Nat at schaol Not at schol Mot at school Notat schaol Not at schaol Not at schaal Not at school Not at school Not at schoal
Alderson, David / ALDD
07SCIA 08SCI1B 08SCIB 09SCI1A
Atkinson, Danielle / ATKD (B LAm3 LB LABa LAB3
Baker, Catherine / BAKC s w7SCA 09SCIIA 08SCITE 12PSTID
Bell, Heather / BELH LAB3 LAB3 LAB4 526
Boswick, Sam /BOSS o 12PSTID vl 095CI1A 075CI1A
Boyle, Joanne / BOY] 526 LAB3 LAB3
Burrows, Kelly / BURK o 085C11B
Butler, Alison / BUTA LAB4
Carter, Leanne / CARL D8 Not at scheol Not at school Not at school Not at school Not at school Not at school Not at scheol Not at school Not at school Not at school Not at schoal Not at school
Chappell, Judy / CHAJ . 095CI1A 08SCI1B 08SCIB 075C1A
Cheng, William / CHEW LABs LABs LABs LABs
Clark, Allison / CLAA D10 EZ;‘;”A fisgg”“\ ‘EiSBE”B 15525” D
Clark, Megan / CLAM

Daily Organiser / Senior School - 2031/ Timetables / Teachers

Teachers selected: 49 of 49 | | Timetable | Selected Day ¥ | Yard duties on timetable Timetable without changes| [] || Composites and clashes | []

Orientation | Portrait Full Cycle al(all 5 )

49 Teachers Available

Click the Timetable drop-down box
and select Selected Day

085CI1B LAB4

1
Adams, Rod / ADAR 2
Alderson, David / ALDD R
Atkinson, Danielle / ATKD 3

4

Baker, Catherine / BAKC

el Hesthar  BELH o This displays Rod Adams’ timetable

Boswick, Sam / BOSS P
Boyle, Joanne / BOY) 5 for the current day
Burrows, Kelly / BURK c

Butler, Alison / BUTA PM
Carter, Leanne / CARL

Daily Organiser / Senior School - 2031 / Timetables / Teachers

Teachers selected: 49 of 49 | | Timetable | Selected Day ¥ | Yard duties on timetable Timetable without changes  [] | Composites and clashes (] Timetable change

Orientation | Portrait v || separatePages | [J || preview | [J BRIE- BIE- RN =]
Teacher: Edwards, John

Period Class/ Activity Room Details / Changes

AM
49 Teachers Available
" HR T1HRM1C 523 Replaces teacher Cooke, Dennis
e
1 09PEB1A GYM2 Replaces teacher Alderson, David

Edwards, John / EDW]

To choose another teacher the Filter box can be
used by typing any part of the name.

085PTIE
6 085PTIE ovi

In the Filter box type “ed” then click John Edwards
to display their timetable
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121 Daily Organiser / Senior School - 2031/ Timetables / Teachers

Teachers selected: 49 of 49 | | Timetable | Selected Day ¥ || Yard duties on timetable Timetable without changes | (J

Orientation | Portrait

v || separate Pages [] || Preview | []

Teacher: Edwards. John

Period Class/ Activity Room Details / Changes

AM
HR

40 Teachers Available
ed

Edwards, John / EDW]

11HRM1C 523 Replaces teacher Cooke, Dennis

09PEBTA GYM2 Replaces teacher Alderson, David

T10EDTA ovi
09WOO1A AT7
085PTIE owvi
08SPTIE avi

Composites and clashes (] Timetable change

L N

John’s timetable displays all changes in blue font.

Replacement classes are listed in the Class / Activity column with the
teacher that is replaced displayed in the Details / Changes column.

Tick Composites and clashes

131 Daily Organiser / Senior School - 2031/ Timetables / Teachers

Teachers selected: 49 of 49 | | Timetable | Selected Day ¥ | | Yard duties on timetable Timetable without changes | (]

Orientatien | Portrait

v || Separate Pages | [] || Preview | [J

Teacher: Edwards. John

Period Class / Activity Room Details / Changes

AM
49 Teachers Available

ed HR

Edwards, John / EDW]

Composites and clashes Timetable change

a4 b &

IS 2% Replacesteacher Cooke, Dennis
09PEB1A GYM2 Replaces teacher Alderson, David
110ED1A ov1 The Homeroom clash
0OWOO1A AT7 . .

is now displayed.
08SPT1E ovi
08SPTIE Qavi

131 Daily Organiser / Senior School - 2031/ Timetables / Teachers

Teachers selected: 49 of 49 | | Timetable | Full Cycle ¥ || Yard duties on timetable Timetable without changes (]

Orientation | Portrait

Selected Day

49 Teachers Available D1

ed
D2

Edwards, John / EDW]
D3
D4
D5
D6

D7

D8

D10

AM HR R 3 5 6
1THRMIC 1 09WOO1B 10SPTID  10SPTID
522 AT7 AT7 ov2 ov2
1THRMIC 110EDTAN09WOO1A 0SSPTIE  08SPTIE
523 ovi ov1 ov1
11HRM1C 10WOO1A 10V 09WOO1A 09WOO1A 12P5T18
523 AT7 AT7 AT7 ATT 526
11HRM1C 08WOO1B 10WOO1A\  110ED1A 110EDIA O9PEBIB OOPEBIB
522 AT7 AT7 oVl ovi GYM2
11HRM1C 110ED1A
523 ovi
11HRM1C 0OWOO1E 0OWOO1B Junior Yarg 105PTID AOSPTID
523 AT? AT7 AT7 uniertard gy, ovz
11HRM1C 09PEB1A 110ED1A 08SPTIE
523 GYM2 ovi ov1
11HRM1C 10WOO1A 10WOO1A 001A 12P5T1B
523 ATT AT7 AT7 526
11HRM1C 0OPEBIB 0OPEB1B 110ED1A 110EDT 0OWOO1B 10WOO01A

Composites and clashes (] Timetable change

L )

and untick Composites and clashes

changes included for the selected day.

Click the Timetable drop-down box and select Full Cycle

John's timetable for the cycle is now displayed with
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121 Daily Organiser / Senior School - 2031/ Timetables / Teachers

Teachers selected: 49 of 49 | | Timetable | Full Cycle ~ || Yard duties ontimetable  [¥] || Timetable without changes | |[[2l| | Composites and clashes | []

Orientation | Portrait v || separatepages | [ || preview | O

L N
Teacher: Edwards. John

AM HR 1 2 R 3 4 L2 5 6 PM
) 11HRM1C 10WOO1A 09WOO1E 09WOO18 10SPTID  10SPTID
249 Teachers Available D1 . w7 s 7 ov2 ov2
ed . 11HRM1C 110ED1A 0OWOO1A 0SSPTIE  0BSPTIE
523 ovi AT7 ovi ovi
ELEs, SindEE - 11HRM1C 10WOOTA 10WOOTA  DIWOOTA O9WOD1A Cameen 12PSTIE
523 ATT AT7 AT7 ATT = 526
s 11HRM1C 09WOO1B 10WOO1A  110ED1A 110EDIA DOPEBIB  09P
523 AT7 AT7 ovi o1

11HRM1C 110ED1A
b3 523 ov1
11HRM1C 09WOO1B 09WOO! 10SPY/D  105PTID
D¢ 573 AT7 AT7 Junior Yard o, ov2
o7 TTHRM1C 110EDTA  09W PESPTIE  08SPTIE
523 oVt ATT ov1 ov1
D2 11}—RM1E WO'v_'v'O . . .
2 AT | Tick Timetable without changes
Do 11HRM1C 0SPEH
- 523 GYM2)
11HRM1C .
D0 o Changes for the selected day are not included.

Similar information can be displayed for room and student timetables under [18C] Rooms and [18D]
Students.

CASUAL TEACHER TIMETABLES

Timetables for casual teachers used on the selected day are displayed with all classes, activities and
duties assigned.

E On the Task Tree select:
[18B] Timetables - CRT

':.:i‘ Daily Organiser / Senior Schaool - 2031 / Timetables / CRT
CRTs selected: 30f 3 | | Yard duties on timetable | [¥] || Composites and clashes | [ Timetable change

Orientation | Portrait w | | Separate Pages | [ Preview | []
CRT: Einstein, Bert

Period Class [/ Activity Room Details / Changes

AM Bus Duty Replaces teacher Alderson, David
3 Teachers Available
HR Available
1 085CI1D LAB2 Replaces teacher Cocke, Dennis
Curie, Marie / CURM 2 085CI11D LAB2 Replaces teacher Cooke, Dennis
Einstein, Bert / EINE R Available
Crowe, Peter / CROP 3 T0MATIE M17 Replaces teacher Cooke, Dennis

T1PHY1A LAB2 Replaces teacher Cooke, Dennis
Available
Available
12PHY1B LAB2 Replaces teacher Cocke, Dennis
LAB2 Replaces teacher Cocke, Dennis
Available

Select the second casual teacher Bert Einstein and their
timetable for the day is displayed including yard duties
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MASTER TIMETABLE

The master timetable displays all classes for the selected day. It can be displayed with or without
changes. Note: Student Activities and yard duties are not included in the master timetable.

E On the Task Tree select:
[18E] Timetables - Master

121 Daily Organiser / Senior School - 2031 / Timetables / Master

Roll Class:18/18 | | Display without today's changes | [] No teacher or room assigned Lesson cancellation Teacher or Room changes
Orientation | Partrait w | | Separate Pages | [] Preview | []
RC HR 1 2 2 4

12 12HRM1A 511 Dalton, James 12REL1C 511 Dalton, James 12REL1C 511  Dalton, James 12REL1B 513 Dalton, James 12REL1A  S24  Jones, Adam

12ZHRM1B 512 12ENG1B 521 Marks, Danisl 12ENGI1B S21 Mancarrow, Trish | 12ENS1A S15C Butler, Alison

Pearson, Sean

12HRM1AC 513 Gibson, Monique|12CHE1A LAB3  Walker, Sam 12CHETA er, Sam 12INF S16C Mullins, Sharon Thomson, Wayne

12ZHRM1D S14 White, Eva 12LST1A 514 Mullins, Sharon  |12LST1A S14  Mullins, Sharon | 12N B 511 Rogers, Paul Eell, Heather
125YS1A  S16C Feng, Jenny 125Y51A  S16C Feng, Jenny 12MAGITB 512 Gibson, Monique [12MAG1A S13  Butler, Alison
12PST1C LIB 2PST1C LB 12PST1B 526 Thomson, Wayne| 120EDTA S14  Carter, Leanne

12PST1A 526  Feng Jenny
Marks, Daniel TIENGIC 522 Manning, Kathy |11ENGID S23
Rennie, Matcthew | 11CHETA LAB2 Walker, Sam

PACT Mills, Deborah

Rennie, Matthew [ 11ENG1B 522  Marks, Danie T1ENG1B 52
22 Chappell, Judy T1ART1A AT1 Rennie, Matthew |T1ART1A AT
Edwards, John 11ECO1A 523  Harley, Brett T1ECO1A S2
4 Edwards, John 11GRATA AT3  Smyth, Martin T1GRATA AT3

11MTE1A AT  Thomson, Wayne |[11MTE1A AT8

Walker, Sam
Young, Bernard
Harley, Brett T1DRATA
Smyth, Martin 11GEQ
Thomson, Wayne| 111TA1 52
T10EDTA OV
TITEXTA ¢

A M14  Myers, John 10RED1A M15 Knight, Natalie

Harley, Brett

523  (happell, Judy 11MAGTIC 512 Cheng William
4 Nancarge, Trish | 11PHY1A  LAB2 Einstein, Bert

¢ards, John

Clark, Allisen

104 10HEM1A M15 Knight, Natalie |10ACCIA M10  White, Eva

C1A M10

White, Eva

10B 10HRN M16 Smyth, Martin 10FRE1A M11  Gibson, Shidey | 10FR Gibsan, Shirley B M15 Newman, Peter |105051B M16 Smyth, Martin
10C 10HRM1C 7 Jackson, Toni 10MED1A M19C Mills, Debarah | 10MED1A M11  Bell, Heather 10RED1C M10 Talbot, Peter
100 10HRMID M18 Connaolly, Jenny | 10MUS1A PACS Connolly, Jenny | 10MUSTA PACIN{ y, Jenny M17  Einstein, Bert 1050510 M17  Jacksan, Toni

100ED1A er
1aTEX1A Teacher and room changes are in blue text |

and cancelled classes are shaded yellow.

SUMMARY REPORTS

There are two summary reports sections, [19] Teacher Totals and [20] Student Activity Totals. In
each section a date range can be selected to give summary reports for specific dates.

TEACHER TOTALS

Teacher Totals displays summary information for teacher absences, replacements and adjustments
made during the selected dates. It also displays cycle information set up on screen [5A] Teachers and
Students - Teachers. Screen [19A] Teacher Totals - Summary provides summary information on
teacher absences and replacements for a selected date range. More detailed information is available
on the other screens listed under [19] Teacher Totals.

E On the Task Tree select:
[19A] Teacher Totals - Summary
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r}@ Daily Organiser / Senior School - 2031 / Teacher Totals / Summary

Teachers | Teachers w || Start Date 28/01/2031 End Date 12/12/2031 Teachers:49/49 | | Absence Reasons:20/20 Absences Replacement Limits
Orientation | Portrait w || separatepages | [J || Preview | [J o &t =]
"No A Teacher Days Absence Recorded Periods Absent LessonsReplaced YD Absent CQunted Uncgunted InLieu Absent Adjustments Total Uncounted/Cycle Cycle Limit Overall Limit
1 Adams, Red Q 0.00 0.00 0.00 0.00 0.00 0.00 3.00 3.00 0.00 1.00 10.00
2 Alderson, David 3 820 5.20 0.20 0.00 0.00 0.00 0.00 1.00 0.00 1.00 20.00
3 Atkinson, Danielle 10 52.40 2420 1.60 0.00 1.00 0.00 0.00 1.00 0.00 1.00 20.00
4 Baker, Catherine 0 0.00 0.00 0.00 0.00 3.00 0.00 0.00 3.00 0.00 1.00 10.00

The date range defaults to the start date and end date of the
dataset. The start and end date can be edited by clicking on
the cell and selecting a new date from the calendar.

The first 4 columns, shaded blue, relate to absences:

Days Absence Recorded: Number of days a teacher has been absent for at least one
period.

Periods Absent: Total number of periods a teacher has been absent.

Lessons Replaced: Total number of teaching periods a teacher has been absent and a
replacement teacher has been assigned.

YD Absent: Total load of yard duties a teacher has been absent.

r}@ Daily Organiser / Senior School - 2031 / Teacher Totals / Summ
Teachers Teachers End Date 12/12/2031 | Teachers:49/49 || Absence Reasons:20/20 Absences Replacement Limics

LI RG]

Orientation | Portrait

*No ~ Teacher Days Absence Recorded Periods Absent LessonsReplaced YD Absent Counted Uncounted InLieu Absent Adjustments Total Uncounted/Cycle Cycle Limit Owverall Limit
1 Adams, Red 0 Q.00 0.00 0.00 0.00 0.00 0.00 0.00 3.00 3.00 0.00 1.00 10.00
2 Alderson, David 3 820 520 0.20 1.00 000  0.00 0.00 0.00 1.00 0.00 1.00 20.00
3 Atkinson, Danielle 10 52.40 2420 1.60 0.00 0.00 1.00 0.00 0.00 1.00 0.00 1.00 20,00
4 Baker, Catherine 0 0.00 0.00 0.00 0.00 0.00 3.00 0.00 0.00 3.00 0.00 1.00 10.00
5 Bell, Heather 2 1.00 0.00 0.00 1.00 0.00 0.00 0.00 0.00 1.00 0.00 1.00 20.00
6 Boswick, Sam o Q.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 1.00 20.00
7 Boyle, Joanne 2 7.20 6.00 0.50 0.00 3.00 1.00 0.00 0.00 4.00 4.00 1.00 20.00
8 Burrows, Kelly 0 0.00 0.00 0.00 0.40 000 000 0.00 0.00 040 0.00 1.00 20,00

="

The next 6 columns, shaded light red, relate to the various types of replacements:

Counted: Counted replacements assigned on [11A] Replacements - Assign

Uncounted: Uncounted replacements assigned on [11A] Replacements - Assign

In Lieu: In Lieu replacements assigned on [11A] Replacements - Assign

Absent: Periods absent due to a counted absence assigned on [6A] Teacher Absences —
Selected Day

Adjustments: Load adjustments added on [11D] Replacements — Load Adjustments
Total: The sum of all the above
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121 Daily Organiser / Senior School - 2031/ Teacher Totals / Summary

Teachers | Teachers ¥ || Start Date 28/01/2031 End Date 12/12/2031 Teachers:49/49 | | Absence Reasons:20/20 Absences Replacement Limits
Orientation | Portrait v || separate Pages [] || Preview | [] @ & il =)
" No ~ Teacher Days Absence Recorded Periods Absent LessonsReplaced YD Absent Counted Uncounted InLieu Absent Adjustments Total Uncounted/Cycle Cycle Limit Overall Limit

1 Adams, Rod 0 0.00 0.00 0.00 0.00 0.00 0.00 0.00 3.00 3.00 0.00 1.00 10.00

2 Alderson, David 2 820 520 0.20 1.00 0.00 0.00 0.00 0.00 1.00 0.00 1.00 20.00

3 Atkinson, Danielle 10 52.40 24.20 1.60 0.00 0.00 1.00 0.00 0.00 1.00 0.00 1.00 20.00

4 Baker, Catherine o Q.00 0.00 0.00 0.00 0.00 3.00 0.00 0.00 3.00 0.00 1.00 10.00

5 Bell, Heather 2 1.00 0.00 0.00 1.00 0.00 0.00 0.00 0.00 1.00 0.00 1.00 20.00

6 Boswick, Sam 0 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 1.00 20.00

7 Boyle, Joanne 2 720 6.00 0.50 0.00 3.00 1.00 0.00 0.00 4.00 4.00 1.00 20.00

8 Burrows, Kelly 0 Q.00 0.00 0.00 0.40 0.00 0.00 0.00 0.00 0.40 0.00 1.00 20.00

The last 3 columns shaded green
(Uncounted/Cycle, Cycle Limit and Overall Limit)
relate to information entered on
[5A] Teachers and Students — Teachers.

TEACHER PERIOD ABSENCE DETAILS

The Period Absences screen lists all teacher absences by date with details of periods absent, counted
absences, teaching lessons absent and teaching lessons replaced. This screen can be customised by
selecting a subset of teacher and/or absence reason.

E On the Task Tree select:
[19B] Teacher Totals - Period Absences

}21] Daily Organiser / Senior School - 2031/ Teacher Totals / Period Absences

Start Date 28/01/2031 End Date 12/12/2031 Teachers:49/49 || Absence Reasons:20/20

Orientation | Portrait ¥ | | Separate Pages | [] Preview | []

* Teacher ~ Date ~ Day Periods Periods Absent Counted Absences Teaching Lessons Absent Teaching Lessons Replaced Absence Reason
Alderson, David ~ 28/01/2031 D2 5 1.00 0.00 0.00 Year Level Activity
Alderson, David  29/01/2031 D3  1,23456 6.00 4,00 4,00 Excursion
Alderson, David  04/02/2031 D7 HR Sl — 0.20 Late
Alderson, David  04/02/2031 D7 Click Absence Reasons:zo/ZO 1.00 Parent Meeting

Timetabling Solutions Hosted Application Page 275 of 328



Daily Organiser

Lesson 10

Available (12)
Professional Leaming
Excursion

Late

Mentor

=% Selected Absence Reasons

Parent M¢g
Student
Profession
Camp

Examinati

Year Leve

Orientatid

Click Apply

Remove all reasons
except Carer’s Leave and
Personal Leave from the

Selected box as shown

Work Experience Visit
Funeral

Jury Duty

B Display [ Sort

Selected (2)

Carer’s Leave

Personal Leave

o —

[31] Daily Organiser / Senior School - 2031/ Teacher Totals / Period Absences

Start Date 28/01/2031 End Date 12/12/2031

Orientation | Portrait

* Teacher ~ Date ~

Arkinson, Danielle 30/01/2031
Atkinson, Danielle 31/01/2031
Atkinzon, Danielle 03/02/2031
Arkinson, Danielle 04/02/2031
Knight, Natalie 30/01/2031

Day Periods

D4
D5
D&
D7
D4

HR-23456
HR-2,3456
HR-23456
HR-23456
HR-23456

Teachers:49/49

Absence Reasons:2/20

¥ | | Separate Pages D review D

Periods Absent Counted Ab¥ences Teaching Lessons Absent Teaching Lessons Replaced Absence Reason

6.20
6.20
6.20
6.20
6.20

0.00
0.00
0.00
0.00

0.00

4.20
4.20
6.20
6.20
5.20

Click Absence Reasons:2/20
and move all reasons back into the Selected box

Only details for these 2 reasons are now displayed.

4.20 Carer's Leave
4,20 Carer's Leave
6.20 Carer's Leave
6.20 Carer's Leave

3.20 Personal Leave

This report is useful if teacher absences need to be reported to the Business Manager on a regular
basis. Use the date selector and Absences Reason selector to customise the data.
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TEACHER REPLACEMENT DETAILS

The Replacements screen lists all counted, uncounted and in lieu replacements. Either teachers or

casual teachers can be selected.

E

On the Task Tree select:
[19D] Teacher Totals - Replacements

|27 Daily Organiser / Senior School - 2031/ Teacher Totals / Replacements

Teachers | Teachers ¥ | Start Date 28/01/2031 || End Date 12/12/2031 || Teachers:49/49
Orientation | Portrait w | | Separate Pages | [ Preview | []
. Replacement Teacher Date Day Period AbsentTeacher Class Room Load Counted Uncounted In Lieu
Rogers, Paul 28/01/2031 D2 Cooke, Dennis TOMATIB M17 1.00 0.00 0.00 1.00
Manning, Kathy 28/01/2031 D2 08GEQ1D J14 .00 0.00 0.00 1.00
Talbot, Peter 28 031 D2 07ENGIC )23 1.00 0.00 0.00 1.00
D2 Marks, Daniel iz 1.00 0.00 1.00 0.00
D2 5 Atkinsan, Danielle 085PT1D OV 0.00 0.00 1.0

Sort by replacement teacher | [

Include absence reason | []

a a4 S

By default, the data is sorted by date.

Tick Sort by replacement teacher

120 Daily Organiser / Senior School - 2031/ Teacher Totals / Replacements

Teachers | Teachers ¥ || Start Date 28/01/2031 End Date 12/12/2031 Teachers:49/49

Sort by replacement teacher

Include absence reason [

a & hle

Orientation | Portrait w | | Separate Pages | [] Preview | []

* Replacement Teacher Date Day Period AbsentTeacher Class Room Load Counted Uncounted In Lieu
Alderson, David 1D4 6 Atkinsan, Danielle 09PEGTB  GYM1 1.00 1.00 0.00 000
Atkinson, Danielle 102 6 Young, Bernard  075PT1C  OV1 1.00 0.00 0.00 1.00

Baker, Catherine 3 ENE, QSYS1A  M19C 1.00
Baker, Catherine 3 2 Ald 02HPETC vz 1.00
Baker, Catherine 3 4 Feng, Jenny 12PST1A 526 .00 0 0.00

Bell, Heather 7 6 Atkinsan, Danielle 085PT1D  OV1 .00 1.00 0.00  0.00

The data is now sorted by
Replacement Teacher.

INDIVIDUAL TEACHER SUMMARIES

The Individual screen displays the specific details of absences and replacements for a selected

teacher.

E

On the Task Tree select:
[19F] Teacher Totals - Individual
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121 Daily Organiser / Senior School - 2031/ Teacher Totals / Individual

Teachers Teachers ¥ | | Start Date 28/01/2031 || End Date 12/12/2031

Orientation | Portrait - || separate Pages| [ || preview  []

Teacher Summary for Edwards, John
28/01/2031 to 12/12/2031

49 Teachers Available

Absences

ed

Name  Period / Yard Duty Counted Reason
Edwards, John / EDW] YLA 1112 1 0.00 Year Level Activity

T1CAMP Al Day 0.00 Camp

T1CAMP  All Day 0.00 Camp

T1CAMP  All Day 0.00 Camp

Period / Yard Duty Absent Teacher Class Room Load Counted Uncounted Inlieu Adjustment Notes

Alderson, David O0SPEB1A GYM2 1.00 1.00 0.00 0.00

Lesson 04/02/2031 D7 HR

Type “ed” and click John Edwards

All information relating to John’s absences and replacements is displayed.

STUDENT ACTIVITY TOTALS

Teachers selected: 49 of 49

LB DI

Cooke, Dennis T1HRM1D 524 0.20 0.00 0.00 0.00 Please mark this roll as well as yx

Student Activity Totals displays summary information for Roll Classes and students made during the

selected dates.

The table below gives a brief description of each report.

No | Report ‘ Description

20A | Roll Classes Lists the number of periods each Roll Class has participated in
activities.

20B | Students Lists the number of periods each student has participated in activities.

20C | Details Lists the details of the activities each student has participated in. This
includes the activity, date, period load and activity periods.
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Daily Organiser Lesson 11

PROFESSIONAL LEARNING OBJECTIVES

e Define the importance of publishing a timetable when the timetable data changes
e Define the ability to have multiple users

SKILLS

e Publish a timetable to the cloud Daily Organiser application from a Version 10.1 timetable
file

e Change the date in a Daily Organiser data set to edit teacher details from a new published
timetable file

e Change a teacher classification to become a casual teacher

e Move between dates to access a previous published timetable file

e Publish a timetable to the cloud Daily Organiser application from the Management Portal
e Approve timetable actions that will result in removal of Daily Organiser data

e Access Import and Export Data Functions

e Activate the Open on Today’s Date

e Access the Profile and change to the Classic Version

e Activate Permit Support Access
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PUBLISHED TIMETABLE FILES

Each time the timetable changes, the Timetabler will need to publish a new timetable. The Campus,
Academic Year and the start date will need to be specified.

A timetable has been published to start on 3 March. In this timetable three new teachers are
included to replace staff who are retiring or on leave:

e Fred Flintstone has replaced Rod Adams who will become a casual teacher.

e Wilma Flintstone has replaced David Alderson who has retired.

e  Marie Curie, who is currently a casual teacher, will be replacing Dennis Cooke while he is on

long service leave.

It is important that there is good communication between the Timetabler and the Daily Organiser.
When major changes are made the Daily Organiser needs to update data in the app for new
teachers.

Open:
Senior School - 2031
Date: Tue 04 Feb D7 (Future)

VIEW PUBLISHED TIMETABLES IN DAILY ORGANISER

A list of published timetable files and start dates can be viewed from the Home Page.

121 Daily Organiser / Senior School - 2031/ Home Page

@) View Timetables ¢y Publish Daily Organiser: Off
= Open Legacy
@ View Change
X Import Data A ExportData 8 Open on Today's Date: OFf
Click View Timetables
& Published Timetables
Current Future
* Name Start Date ~ Publish Date
20310128_2574_ Timetable 2031 v1.tfx Tue 28 J]an Sat 19 Sep
20310303_2574_ Timetable 2031 V2.tfx Mon 03 Mar  Sat 19 Sep
A list of all the published timetable files for this Academic ——

Year is displayed with the current timetable shaded green.

Click Close

For all dates between 28 Jan 2031 and 02 Mar 2031 the first file will be read by the Daily Organiser
app. For all dates on and after the 03 Mar 2031 the second file will be read.
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CHANGE THE DATE

When the date is changed, the Daily Organiser app reads the appropriate timetable file for the
selected date.

\ National Trainer

6 Timetabling Solutions Training
@ 8 n 8 & @
Home Page
Parameters
Calendar 1
Unsupervised Classes
Reasons
Teachers and Students
Teacher Absences
Open Orga niser Room Availability
Cancellations
Select the campus and academic year you want to view Organiser data for. Student Activities
Reminders
Campus Academic Year Replacements Al

. . Room Changes 1

|31 Daily Organiser / Senior School - 2031/ Home Page (

[@ View Timerables & Publish Daily Organiser: Off
S5 Open Legacy
@ View Changes

2 Import Data & Export Data 1 Open on Today's Date: OFf

e wN D

14 Check
Scheol
B3 Junior Scheol 15 Teacher Changes
16 Bulletin

B3 Demonstrate Set Up
17 Selected Day Reports

18 Timetables

19 Teacher Totals

20 Student Activity Totals
21 File Statistics

Click the date to open
the Date Selector box

Tue 04 Feb D7 (Future) »
> Senior School - 2031 -

Date Selector
The checkboxes can be used to

/ display more data if required.
| | Show timetable days [] Show all dates

In future Completed @ School closed Timetable day edit Selected date

Mo Menday Tuesday Wednesday Thursday Friday

1 Tue 28 Jan Wed 29 Jan Thu 30 Jan Fri 31 Jan

2 Meon 02 Feb Tue 04 Feb Wed 05 Feb Thu 06 Feb Fri 07 Feb
3 Meon 10 Feb Tue 11 Feb Wed 12 Feb Thu 13 Feb Fri 14 Feb
4 Maon 17 Feb Tue 18 Feb Wed 19 Feb Thu 20 Feb Fri 21 Feb
5 Man 24 Feb Tue 25 Feb Wed 26 Feb Thu 27 Feb Fri 28 Feb
6 Man 03 Mar Tue 04 Mar Wed 05 Mar Thu 06 Mar Fri 07 Mar
7 [MontoMar  RESENVER Wed 12 Mar Thu 13 Mar Fri 14 Mar
8 Meon 17 Mar Tue 18 Mar Wed 19 Mar Thu 20 Mar Fri 21 Mar
9 Mon 24 Mar Tue 25 Mar Wed 26 Mar Thu 27 Mar Fri 28 Mar
10 Mon 31 Mar Tue 01 Apr Wed 02 Apr Thu 03 Apr Fri 04 Apr
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Date Selector
Select the first Monday in March, the date that
the new published timetable will start
O Show timetable days [ Show all dates

In future Completed @ School closed Tirmeta Alternativelyr double click the date
MNeo Menday Tuesday Click OK
1 Tue 28 Jan -
2 Meon 03 Feb Tue 04 Feb Wed 05 Feb hu 06 Feb Fri 07 Feb
3 Mon 10 Feb Tue 11 Feb Thu 13 Feb Fri 14 Feb
4 Man 17 Feb Tue 18 Feb Thu 20 Feb Fri 21 Feb
5 Mon 24 Feb Tue Wed 26 Feb Thu 27 Feb Fri 28 Feb
] Mon 03 Mar Tue 04 Mar Wed 05 Mar Thu 06 Mar
7 [Mon 10Mar  [RITERERNEL Wed 12 Mar Thu 13 Mar
] Maon 17 Mar Tue 18 Mar Wed 19 Mar Thu 20 Mar
0 Man 24 Mar Tue 25 Mar Wed 26 Mar Thu 27 Mar Fri 28 Mar
10 Men 31 Mar Tue 01 Apr Wed 02 Apr Thu 03 Apr Fri 04 Apr

Cancel

E On the Task Tree select:
[5A] Teachers and Students - Teachers

|3 Daily Organiser / Senior School - 2031/ Teachers and Students / Teachers

Lrg Quick Edit @ Calculate Uncounted = Sort B Email Columns selected: 10 of 19 Underload Excess
“No ~ Teacher Code Proposed Load ® Actual Load " Difference * Eligible - Priority * Uncounted ° Cycle Limit * Overall Limit
= =]
18 Gibson, Shir E 20.00
20 Harley, Bret Scroll to the bottom of the screen and the three new 5 20.00
g [2=on. & teachers are now included with default values in the 0 2000
22 Jackson, To . . L. L. ] 20.00
23 jones, adan]  PTIOFity, Uncounted, Cycle Limit and Overall Limit columns. | 20,00
42 Walker, Sam WALS 1.00 20.00
43 Wallen, Peta WALP 1.00 20.00
44 White, Eva WHIE 1.00 20.00
45 Woaod, Paul 'WOoOoP 1.00 20.00
46 Young, Bernard YOUB 1.00 20.00
47 Curie, Marie CURM MA A
48 Flintstone, Fred FLIF MA A
49 Flintstone, Wilma FLIW MA A

Teacher Priority Uncounted Cycle Limit Overall Limit
Marie Curie 100 2.00 1.00 18.00
Fred Flintstone 50 0.00 1.00 9.00
Wilma Flintstone 100 0.00 1.00 18.00
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Daily Organiser / Senior School - 2031/ Teachers and Students / Teachers

L3 Quick Edit @ Calculate Uncounted

“No ~ Teacher

19 Gibson, Shirle)
20 Harley, Brett
21 Jackson, Chris
22 Jackson, Teni
23 Jones, Adam

= Sort & Email

Code Proposed Load ® Actual Load " Difference

y  GIBS
HARB
JACC
JACT
[ONA

50,00
50,00
50,00
50,00
50.00

50.00
50.00
43.00
50.00
50.00

0.00
0.00
-2.00
0.00
0.00

Columns selected: 10 of 19

) Underload () Excess

® Eligible " Priority ~ Uncounted ~ Cycle Limit ~ Overall Limit

R OO

100
100
100
100
100

0.00 1.00 20.00
0.00 1.00 20.00
2.00 1.00 20.00
0.00 1.00 20.00
0.00 1.00 20.00

24 Kelly, Racl

41 Thomson,

For the three new teachers use the information in the above table to edit
the values in the Priority, Uncounted, Cycle Limit and Overall Limit columns

42 Walker, Sam
43 Wallen, Peta
44 White, Fva
45 Woaod, Paul

T

WALS
WALP
WHIE
'WOoOoP

46 Young, Bernard YOUB

47 Curie, Marie

CURM

48 Flintstone, Fred FLIF

48 Flintstone, Wil

Daily Organiser / Senior School - 2031 / Teachers and Students / Teachers

ma  FLIW

50.00
50.00
50.00
50.00
50.00
50.00
25.00
50.00

L Quick Edit @ Calculate Uncounted

" No ~ Teacher

18 Gibson, Shirle
20 Harley, Brett
21 Jackson, Chris

22 Jackson, Toni

49.00
50.00
50.00
50.00
50.00
48.00
25.00
50.00

= Sort B Email

Code Proposed Load
y  GIBS 50.00
HARB 50.00
. 48.00
Click Sort w000

-1.00
0.00
0.00
0.00
0.00

-2.00
0.00
0.00

0.00
0.00
-2.00
0.00

REEEEAE

BEEEO

Columns selected: 10 of 19

100
100
100
100

20.00
20.00
20.00
20.00
20.00
2.00 1.00 18.00
0.00 1.00 9.00
0.00 1.00 18.00

0 Underload () Excess

Actual Load " Difference ~ Eligible * Priority * Uncounted * Cycle Limit * Overall Limit

0.00 1.00 20.00
0.00 1.00 20.00
2,00 1.00 20.00
0.00 1.00 20.00

= Sort

= Sort Ascending

Sort Descending

No Teacher

Code Proposed Load Actual Load Difference Eligible Priority Uncounted Cycle Limit (

»l Move Down 2 Clear

1! Atkinson, Daniell 50 50 0.00 rue 100 0 1 Z
2 Baker, Watherine KC 25 25 0.00 rue 50 1] 1 1
3 Bell, Heath 50 50 0.00 true 100 0 1 .
4 Boswick, Sam 0.00 false 100 0 1 z
5 Boyle, Joanne -4.00 true 100 4 1 z
6 Burrows, Kelly 0.00 true 100 0 1 z
7 Butler, Alison 0.00 rue 100 0 1 z
& Carter, Leanne 0.00 true 100 0 1 z
9 Chappell, Judy 2.00 true 0 0 0 C
10 Cheng, William 0.00 true 100 0 1 .
11 Clark, Allisen 0.00 true 70 0 1 1
//;me» [ ok |
N————

Click OK

Click on a teacher in the first column and click Sort Ascending
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[37] Daily Organiser / Senior School - 2031/ Teachers and Students / Teachers

7 Quick Edit

“No ~

(= I I = R ¥ B R

[F=]

10
11

12
13
14

E

Teacher

Atkinson, Danielle
Baker, Catherine
Bell, Heather
Boswick, S5am
Boyle, Joanne
Burrows, Kelly
Butler, Alisan
Carter, Leanne
Chappell, jJudy
Cheng, William
Clark, Allison
Clark, Megan
Connally, Jenny
Curie, Marie
Daltan, James
Edwards, John
Feng, Jenny
Flintstone, Fred
Flintstone, Wilma

Fraser Melissa

On the Task Tree select:

Code Proposed Load ® Actual Load

ATKD
BAKC
BELH
BOSS
BOY)
BURK
BUTA
CARL
CHAJ
CHEW
CLAA
CLAM
conJ
CURM
DAL
EDW)
FEN]
FLIF
FLIW
FRAM

@3 Calculate Uncounted

50,00
25,00
50,00
50,00
50,00
50,00
50,00
50,00
50,00
50,00
35.00
50.00
50.00
50.00
50.00
50.00
50.00
25.00
50.00
50.00

Sort

BE

50.00
25.00
50.00
50.00
46,00
50.00
50.00
50.00
52.00
50.00
35.00
50.00
50.00
48.00
50.00
50.00
50.00
25.00
50.00
48.00

mail Columns selected: 10 of 19 Underload Excess

° Difference Eligible - Priority * Uncounted * Cycle Limit * Overall Limit

=
0.00 100 0.00 1.00
0.00 50 0.00 1.00
0.00 100 0.00 1.00
000 0O 100 0.00 1.00
-4.00 100 4.00 1.00
0.00 100 0.00 1.00
0.00 100 0.00 1.00
000 [
o0 The teachers are now
0.00 sorted alphabetically.
000 [
0.00 TOU TOT o0
0.00 100 0.00 1.00
-2.00 100 2.00 1.00
0.00 100 0.00 1.00
0.00 100 0.00 1.00
0.00 100 0.00 1.00
0.00 50 0.00 1.00
0.00 100 0.00 1.00
-2.00 100 2.00 1.00

[5C] Teachers and Students - Inactive Teachers

[ Daily Organiser / Senior School - 2031/ Teachers and Students / Inactive Teachers

li] Delete

*No Teacher

1 Adams, Rod

2 Alderson, David

3 Cooke, Dennis

# Edit Classification

Proposed Load * Actual Load

21.00
50.00

® Eligible " Priority

=

5
10
10

=]

=

20.00
10.00
20.00
20.00
20.00
20.00
20.00
20.00

0.00
20.00
14.00
20.00
20.00
18.00
20.00
20.00
20.00

8.00
18.00
20.00

® Uncounted ° Cycle Limit * Overall Limit Phone Mobile Other Phone Email

0.00 1.00 10.00
0.00 1.00 20.00
2.00 1.00 20.00

TeacherTTSC+ADAR@gmail.com
TeacherTTSCHALDD@gmail.com

TeacherTTSC+HCOOD@gmail.com

The teachers listed here are teachers who were in
any published timetable for this academic year
but not in the current published timetable.

Warning: Although there is a button to delete teachers from this list, it is strongly recommended
that teachers are not deleted. If a teacher is deleted, all historical data for that teacher is removed
from the file. That is, there will be no records of absences or replacements taken for deleted
teachers.
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CHANGE THE CLASSIFICATION OF A TEACHER

When timetable changes are made, it is often necessary to change the classification of a teacher or
teachers. In this case:

e Marie Curie was a casual teacher before the change, and she is now a full time teacher.
e Rod Adams was a part time teacher, and he now wants to be a casual teacher.

|2 Daily Organiser / Senior School - 2031/ Teachers and Students / Inactive Teachers

[i] Delete # Edit Classification

*No Teacher Proposed Load” “Ycgual Load : Eligible - Priority ® Uncounted " Cycle Limit * Overall Limit Phone Mohile Other Phone Email
1 Adams, Rod Click Rod Adams TeacherTTSC+HADAR@gmail.com
2 Alderson, David .0 . . .ge . TeacherTTSC+ALDD@gmail.com
and click Edit Classification
3 Cooke, Dennis 50.00 42,00 3] TeacherTT5C+C00D@gmail.com
@ Confirm
Convert inactive teacher Adams, Redto 2 CRT ? / Click OK
?;i‘ Daily Organiser / Senior School - 2031 / Teachers and Students / Inactive Teachers
[l Delete # Edit Classification (RTs
"No Teacher Proposed Load * Actual Load " Eligible : Priority * Uncounted " Cycle Limit * Overall Limit Phone Mobile Other Phone Email
= =]
1| Adams, Rod 25.00 21.00 50 0.00 1.00 10.00 TeacherTTSC+ADAR@gmail.com
2 Alderson, David 50.00 50.00 () m
3 Cooke, Dennis 50.00 48.00 =

Rod Adams’ details are now shaded green  pm
indicating that they are a casual teacher.

E On the Task Tree select:
[5B] Teachers and Students - CRT

'[3_7‘ Daily Organiser / Senior School - 2031 / Teachers and Students / CRT
+ Add A Edit [ Delete = Sort B Email Columns selected: 9 of 15

*No ~ CRT Code Phone Mobile Other Phone Notes Email Teacher Reg No Expiry Date

1 Adams, Rod ADAR TeacherTTSC+ADAR@gmail.com

2 Einstein EINB 5228 1111 0400 111 222 Physics, Maths TeacherTTSCHEINB@gmail.com 811716 Jan 2032
3 ShakespeareNgilly SHABE 5 . pS Feb 2032
£ Bal, Megan e E Rod Adams has now been added to the list of casual = o
5 Crowe, Peter foP 5 teachers and Marie Curie has been removed. = Jun 2033
6 Daly, Garry DAl 5 yoz4 Jun 2033
7 Eisenhuth, Stephen _EISS If the date is changed back to a date prior to this B1351  |Wlar 2031
& Fitzpatrick, Narelle FITN 5 . . i . . ) . k] Feb 2033
9 Kong, Mark wonw 5 published timetable file, Marie Curie will then be listed, |z Dec 2031
) Lun:, Andrew LUNA 5 and Rod Adams will not be listed as a casual teacher. =0 Bec203]
11 McGucken, Matthew MCGM 5 p562 Jan 2033
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RET

TO AN EARLIER DATE

Data integrity is maintained for staff who are in one published timetable file but not another. Their
names will appear in the appropriate lists depending on the date that the file is opened. All records
will be retained for absences, replacements, and activities as either a teacher or as a casual teacher.

:D[ Daily Organiser / Senior School - 2031 / Teachers and Students / CRT

+ Add Z Edit [ Delete =
°No A CRT Code Phone  Mobile

1 ADAR

2 Einstein, Bert EINB 52281111 0400 111222
3 Shakespeare, Billy SHAB 52282222 0401 222 333
4 Ball, Megan BALM 5228 2006 0412 444 444
S Crowe, Peter CROP 52281999 0400 123 456
6 Daly, Garry DALG 5228 2021 0411 987 654
7 Eisenhuth, Stephen EISS 5228 2005 0404 222 222
8 Fitzpatrick, Narelle  FITN 5228 2000 0402 654 654
9 Kong, Mark KONM 5228 0000 0401 123123
0 Lunt Andrew LUNA 52282003 0411 453 453
1

McGucken, Matthew MCGM

5228 2015 0402 303 030

Sort B Email

Other Phone Notes

Physics, Maths

English, not on Tuesday

Maths

English

Maths, Science
PE, Science
psychology, Music
Physics Chemistry
Science

Physics, Maths

Columns selected: 9 of 15

Email

TeacherTTSC+EINB@gmail.com
TeacherTTSC+SHAB@gmail.com
TeacherTTSC+BALM@gmail.com
TeacherTTSC+CROP@gmail.com
TeacherTTSC+DALG@gmail.com
TeacherTTSC+EISS@gmail.com
TeacherTTSC+FITN@gmail.com
TeacherTTSC+KONM®@gmail.com
TeacherTTSC+LUNA@gmail.com
TeacherTTSC+MCGM@gmail.com

Click on the date and change the date back to

Tue 04 Feb D7

+ Add # Edit
*No ~ CRT
1 Curie, Marie

(]

Einstein, Bert

[ Delete
Code Phone
CURM 5228 3700

2281111

= Sort

Mobile

0411 555 5355
0400 111 222

222

';_Lf‘ Daily Organiser / Senior School - 2031 / Teachers and Students / CRT

B Email

Other Phone Notes

Physics, Chemistry
Physics, Maths

Teacher Reg No Expiry Date
811716 Jan 2032
676265 Feb 2032
5432189 Feb 2035
5654656 Jun 2033
98647924 Jun 2033
6549881351 Mar 2031
5648468 Feb 2033
881965148 Dec 2031
1254556 Dec 2031
16556562 Jan 2033

4
> Senior School - 2031

Columns selected: 9 of 15

Email

TeacherTTSCHCURM@gmail.com

TeacherTTSCHEINB@gmail.com

TeacherTTSC+BALM@gmail.com
TeacherTTSC+HCROP@gmail.com

DALG@gmail.com
EISS@gmail.com
FITN@gmail.com
KONM@gmail.com

LUNA@gmail.com

3 Shakespeare, Billy SHAB 5228 22 1222333 English, not on Tuesday TeacherTTSC+SHAB@gmail.com
4 Ball, Megan BALM 5228 2006 0412 444 Maths

5 Crowe, Peter CROP 5228 1999 0400 123 456 nglish

6 Daly, Garry DALG 5228 2021 . .. . .

7 Eisennuh, Sephen £55 52082009  Marie Curie is again listed as a casual

8 Fitzpatrick, Narelle  FITN 5228 2000 teacher and Rod Adams is not.

9 Kong, Mark KONM 5228 0000,
10 Lunt, Andrew LUNA 5228 2003 0=TT o35 = TTENTT TEaUErT IS
11 McGucken, Matthew MCGM 5222 2015 0402 303 020 Physics, Maths

E

On the Task Tree select:
[5C] Teachers and Students - Inactive Teachers

[Lj_‘ Daily Organiser / Senior School - 2031/ Teachers and Students / Inactive Teachers

[l Delete

"No Teacher

1 Curie, Marie
2 Flintstone, Fred

3 Flintstone, Wilma

# Edit Classification

(RTs

48.00
21.00
50.00

TeacherTTSCHMCGM@gmail.com

™ National Trainer
/' Timetabling Solutions Training

® & 0 & @

Home Page
Parameters
Calendar 4
Unsupervised Classes
Reasons 4
Teachers and Studen...
A Teachers
C  Inactive Teachers
D Students
Teacher Absences
Room Availability
Cancellations
Student Activities
Reminders
Replacements
Room Changes 4
Student Changes
Check
Teacher Changes
Bulletin
Selected Day Reports
Timetables
Teacher Totals
Student Activity Totals
File Statistics

VR WN=D

-

A 4 a4 a

a

A A 4 aaa

Mon 03 Mar D6 (Future)

Teacher Reg No Expiry Date

1234541 June 2031
811716 Jan 2032
676365 Feb 2032
5432189 Feb 2035
5654656 Jun 2033
98647924 Jun 2033
6549881351 Mar 2031
5642468 Feb 2033
881965143 Dec 2031
1254556 Dec 2031
16556562 Jan 2033

Proposed Load ® Actual Load ~ Eligible " Priority ® Uncounted ° Cycle Limit ° Overall Limit Phone Mobile Other Phone Email

=
100
EH 100

The teachers in the published timetable file starting on
3 March are listed as inactive teachers for this date.
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PUBLISH A TIMETABLE IN VERSION 10.1

The Timetabler creates and maintains the timetable file for the academic year. It is their
responsibility to publish a timetable at the start of the year and when any changes are made
throughout the year. In some cases, the Timetabler is also the Daily Organiser.

The best way to publish a timetable is directly from Version 10.1 desktop app.

Note: In training courses this process will be demonstrated only.

Important Message for Global Administrator

When adding staff as users in the Management Portal it is important to assign them
the correct roles, so that they have the appropriate access needed to perform their
responsibilities within the school.

The person responsible for constructing the timetable will need to be assigned the role
of Timetabler (to be able to use the Version 10.1) on the desktop.

The person who uses the Daily Organiser module will need to be assigned the role of
Daily Organiser. If this person is also responsible for uploading published timetables,
they would also need to be assigned the role of Timetabler.

OPEN VERSION 10.1

On the Desktop, open Timetabling Solutions Version 10.1.

Timetabling Solutions 10.1

Software Settings

Forgot My Password

Student Options Module

Request an Account pen Last Usec

Click Timetable Development Module

Licence Code: File: Mil

Version Mumber: * File Location: Mil

Check for Updates /

Timetable Development Module
Configure Settings

Configure File Locations Open Last Used Timetable File

Configure Settings File: Mil

File Location: Mil

Other Hosted Applications

o Web Daily Organiser Module
View Applications

Training Courses 3 Web Daily Organiser Sign in

Courses

Enrclin Training

Training Manuals and Data
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. Timetable Development Module - Home Page

File Open
Timetable File: Mil
Student Files: Nil Click Open File...

Backup File:  Nil
Quick Export:  Nil

File [termns
_1 Mew File... Save Quick Export
[ Open File... Copy File... Publish Timetable
Close File Save and Backup Contact Support...
Timetable File
€ Y v M » ThisPC » OS(C) » Users » Public » Public Documents » V10.1 Training Data » ~ &) Search V10.7 Training Data »
Organise » Mew folder - (] o
~
A Home Name Date modified Type Size
Backup File folder
Daily Organiser 2031 -+~ 12/10/2025 2:03 PM File folder |
Export File folder
Full Manuals File folder Select the folder
Lesson Starts PM . .
, Daily Organiser 2031
Scenarios 5 12:36 PM File folder
Timatable?_sites i Timetable|
Timetable 10 Day.tfx 01/05/2025 8:12 AM Timetable Develo..
Timetablelﬂlﬁ.tfx 5 3:24 PM Timetable Develo... 321KB
TlmatabIEAlln(ateVard Duties 1.tx 34 PM Timetable Develo... 1,933 KB
Timetable Allocate Yard Duties 2.tfx 812 AM Timetable Develo... 1,923 KB
Timetable Check Data tfx 5812 AM Timetable Develo... 1,542 KB
Timatable Construction All Blocks On b4 ... Timetable Develo... 1,734 KB
Timatable Construction All Blocks On.tfx Timetable Develo.. 1732 KB
File name: | v| Timetable Files (*.th) ~
Timetable File
&« 3 v » ThisPC » 05(C) > Users » Public » Public Documents » V10.1 Training Data > Daily Organiser 2031 ~ C Search Daily Organise 2
Organise = Mew folder =~ 0O @
A Home Mame Date medified Type Size
Timetable 2031 V1.tfx 10/10/2025 4:09 PM Timetable Develo..
TimetabIEZOET V2.tfx PM Timetable Develo...
Timetable 2031 V3.t W 12/10/2025 2:02 PM Timetable Develo... 2,509 KB
Select Timetable 2031 V3.tfx
Click Open
File name: [Timetable 2021 V3 fx | Timetable Files (%) v
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Timetable Development Module - Home Page

File Open

Timetable File: Tiretable 2031 V3.t
Student Files: Students: 619 (Files: )
Backup File:  Nil

Quick Export:

Click Publish Timetable

|| New File... | Save \ 4% Quick Export

[% Open File... kel Copy File... Publish Tirmetable

File ltems

[® Close File | Save and Backup _| Contact Support...

10 Supplementary Task
Help F1

Supplementary Task: View V9 Timetable Publish History and Publish Timetable

'93 Publish Timetable for Web Daily Organiser Clear Published Timetable File History ‘93 Publish for V9 Daily Organiser Delete Published Timetable File For V9
[C] Hide missing files Sign into m ps:/Ttagtabling.education to view Published Timetables for Web Daily Organiser

Information |

iThere are no published timetables to V9 Daily Organiser from this fileﬂ\ Cl ICk Publlsh Tlmetable for Web Dally Organlser

Confirm x

Check all day, period and yard duty codes before publishing.

Changing or removing these codes later will require a Timetable Publish Approval

which may permanently delete data from your Daily Organiser.

Day Codes - edited on task [1B] Days and Periods per Day
Period Codes - edited on task [1C] Period Details - select Period Codes
Yard Duty Codes - edited on task [10C] Yard Duty Session Mames

[[] Don't show again

— /'

This warning message will appear the first time the timetable is published.
The checkbox can be ticked so that it does not appear again.

Click OK

Timetabling Solutions Hosted Application Page 290 of 328



Daily Organiser Lesson 11

/| Before publishing your timetable to Daily Organiser, Click Yes
—=2 you must first save, Do you want to save now?

= Timetabling

SOLUTIONS

Desktop Client V10 —
nter your

/ Credentials to IOg in
Email Address

[0 Remember User Name

Can't sign in? Recover your account

By signing in, you confirm that you have read and agree to the Terms of
Service @ and Privacy Policy & , including how we collect, use, and store
your personal information.

Copyright © Timetabling Solutions Pty. Ltd. 1984...2025. All rights
reserved.

Timetabling Solutions Hosted Application Page 291 of 328



Daily Organiser Lesson 11

Please select your schocl

e Timetabling Solutions Training
Australia VICk

Select your school

Timetabling Sclutions - Cloud Integration

School
Timetabling Solutions Training

Re-activate Select m

The school and timetable
file are selected.

Timetable Development File

Timetable 2031 V3.tfx

Published To *
Publish To Campus/academic Year -
Campus v
Start Date
19/09/202 @

Select start date for the published file:

Click the Campus drop-down menu
to select the Senior School campus
and 2031 academic year

Version 2.0.9523.11064

https://coresenices.timetabling.education
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Timetabling Selutions - Cloud Integration

o -
Re-activate Select Logout
Timetabling Solutions Training L

Timetable Development File

Timetable 2031 V3.tfx Browse
Published To
Publish Ta Campus/Academic Year -
Campus Senior Scheol -

‘ | .
Academic Year | 2031 \ v
Start Date

28/01/2031

Select start date for the published file:

The Campus and Academic
Year are displayed.

https:/fcoreservices.timetabling.education Version 2.0.9523.11064

Timetabling Selutions - Cloud Integration

School
Timetabling Solutions Training racivate elec L

Timetable Development File

Timetable 2031 V3.tfx Browse
Published To
Publish Ta Campus/Academic Year -
Campus Senior School -
Academic Year 2031 -
Start Date
28/01/2031 [i5]
Select start date for the published file:
. < 031 »
Click the date selector and
select 17 March 2031 M- Tu. W. Th. F. Sa. Su.
24 25 26 27 28|12
. . 3 4 5 6 7 & 9
Click Publish : 13 14 15 18
SA
17 18 19 1 22 23
24 25 26 27 2B
311 2 3 4 5 6

https://coreservices.timetabling.education Version 2.0.9523.11064
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(® Timetable Publishing

Your current timetable is being published to Daily Organiser. It will
start on 17/03/2031.

When this process is complete you will be sent an email. /

Click OK

'1 Ti m Eta b I i n g The email has details

SOLUTIONS of the campus,
academic year and the

published file.

Import Completed

o The following files imported successfully to "Senior School_2031":
1. 310317135555_310317_Timetable 2031 V3.tfx

They are now ready for use in your Timetabling Solutions web apps.

10 Supplementary Task

Help F1

Supplementary Task: View V9 Timetable Publish History and Publish Timetable
@3 Publish Timetable for Web Daily Organiser Clear Published Timetable File History @3 Publish for V3 Daily Organiser Delete Published Timetable File For V3

I Hide missing files Signin to https://timetabling.educatien to view Published Timetables for Web Daily Organiser

o g Details of files published to the cloud can be

There are no published timetables to V3 Daily Organiser from this file
viewed in the cloud applications.

Close out of the Timetable Development Module

Timetabling Solutions Hosted Application Page 294 of 328



Daily Organiser Lesson 11

MANAGEMENT PORTAL

All staff and students in your school can be set up as users in the Management Portal. The roles and
apps they are assigned when they are set up will determine what they can access in the portal.

~@ National Trainer
@B/ Timetabling Solutions Training

@ B M #HeH &

m Home Page

1 Parameters P

2 Calendar ! Click L“** | to view apps
3 Unsupervised Classes

4  Reasons 1

5 Teachers and Students 1

~@ National Trainer
@R/ Timetabling Solutions Training

@ B M ﬂ 0 = In this case, the user has access to the Daily
Organiser and the Management Portal.

/ Click Management Portal

Applications

ﬁ Management Portal

Daily Organiser

‘é} Management Portal / Timetabling Solutions Training / (e National Trainer

o
\®/ Timetabling Solutions Training
@ Timetabling Solutions V10 g Timetabling Solutions V9

®@ 8 M @ 0 @
Timetabling Solutions V10 is our latest full-featured desktop software for your Solutions V9 is the previous desktop software version which is now unsupported
school. however we will maintain access to it for compatibility reasons.

Home Page
Operations
Curriculum

Data Management
Daily Organiser
Approvals

Lo vawD

A ==

I

Timetabling Training

At Timetabling Solutions Training Courses, the emphasis is on hands-o:1
learning. Each Training Course includes a comprehensive training maziual
with sample data. Course mater als are enhanced and updated on 2.regular

' basis.and correspond u/ith the current product version.

The Daily Organiser role was assigned to this user and they only have
access to five items on the task tree. From the Home Page, they can
download the Version 9 or 10 desktop apps and view training information.
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PUBLISH TIMETABLES FROM THE MANAGEMENT PORTAL

Files created in Timetabling Solutions desktop apps can be uploaded to the Management Portal.
Uploaded files are displayed in Data Management.

E On the Task Tree select:
[SA] Data Management - File Explorer

Note: In training courses uploading files will be demonstrated only.

National Trainer

f&} Management Portal / Timetabling Solutions Training / Data Management / File Explorer (@) Timetabling Solutions Training
3 Files & Import L. Upload L Download [ Recycle Bin Display @ Icons O List @ 8 fh # 4 @
Path: TDS / N @ Home Page
3 Operations 1
4 Curriculum 4
Data Management -
H Export Bundles
Demonstrate S Demonstrate S Junior School Senior CIICk Upload Daily Organiser ]
[ t Up (R
IR Approvals

« v <« Public » Public Documents » V10.1 Training Data »  Daily Organiser 2031 v G Search Daily Organiser 2031 0@
Organise * MNew folder =~ O 0
2 Home MName Date modified Type Size
E Students ¥r 7 for 10 day.sfx 24/03/2025 1:05 PM Student Options V... 110 KB

E Students Yr 8 for 10 day.sfx

A file can be uploaded by browsing to the folder
on your desktop where timetable files are
located, selecting the file and clicking Open.

E Students ¥r @ for 10 day.sfx
E Students ¥r 10 for 10 day.sfx
E Students ¥r 11 for 10 day.sfx

E Students ¥r 12 for 10 day.sfx

No files will be uploaded at this time.
Timetable 2031 V1.t

B Timetable 2031 V2.th Click Cancel
B Timetable 2031 V3.t

File name: v| Customised FileEsofx ™ tdfx™ ~
. . . - q @ National Trainer
‘j}? Management Portal / Timetabling Solutions Training / Data Management / File Explorer (@) Timetabling Solutians Training
B Files & Import 2 upload 4 Download [ Recycle Bin Display @ lcons O List ® & ﬁ ] fa) =
Path: TDS / ™ @ Home Page
3 Operations 4
4 Curriculum ]
Data Management -
<\ Select the folder Export Bundles
. i . Daily Organiser 4
S Tn G ! € Senior School Campus
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81 Management Portal / Timetabling Solutions Training / Data Management / File Explorer National Trainer
B Files & Import X upload &

Timetabling Solutions Training
& Download T Recycle Bin Display ® lcons O List ®@ B h = A @
Path: TDS / Senior School Campus / T~ @ Home Page
3 Operations 1
4 Curriculum ]
T T T 5 Data Management -
These files have already @D File Explorer
"\ B Export Bundles
Daily Organiser ~ Timetable 2031 Timetable 2031 Timetable 2031 been uploaded' 6 Da”y Organiser 1
2031.dofo V1.thx V2.tfx V3.tfx

Click on the file Timetable 2031 V3.tfx

Click Import and select Import to Published Timetables

‘j_"e} Management Portal / Time Alutions Training / Data Management / File Explorer

3 Files & Downloyd [ Recycle Bin Display @ icons (O List
& Import to Daily Orgapiéer Web '
Path: TDS 7 §

& Import to Published Timetables

Import TlmetabIeJStudent Optlons

Uploaded -
31/08/2025
Version 10
Timetable

Daily Organlser Tlmetable 2031 Tlmetable 2031

Timetable 2031
2031.dof9 V3.t

Select a Campus and Academic Year

Select the Campus Senior School
and Academic Year 2031
Campus

senior school /

Academic Year
2031

Click OK
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# Enter Information

Please enter the publish date for Timetable 2031 V3.tfx
17/03/2031 l

e (ee, 08

Mar 2031 »

Select 17/03/2031

Click OK

16 138 19 20 21 22

23 24 25 26 27 28 20

30 31

Apr2031 >

2’3} Management Portal / Timetabling Solutions Training / Data Management / File Explorer

2 Files & Import 2. upload & Download [ Recycle Bin Display @ icons O List

Path: TDS / Senior School Campus /

Daily Organlser Tlmetab\e 2031 Tlmetable 2031 Tlmetable 2031
2031.d

The file is being published.
Its progress is displayed in
the lower left corner.

20310317 _Timetable 2031 V3.tfx

Publishing Timetable Data...

Current Status Items: 1 ﬁ

E On the Task Tree select:
[6B] Daily Organiser - Published Timetables
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f.jiz Management Portal / Timetabling Solutions Training / Daily Organiser / Published Timetables

B Files Tl Recycle Bin

Demonstrate Set Up - 2030

Timetable 2030.tfx
Start Date: 25/01/2030

a

Published: 15/11/25 5:06 pm

Demonstrate Set Up - 2031

Timetable 2031.tfx
Start Date: 28/01/2031

a

Published: 19/11/25 5:07 pm

Senior School - 2031
Timetable 2031 V1.tfx
Start Date: 28/01/2031
Timetable 2031 V2.tfx
Start Date: 03/03/2031

Timetable 2031 V3.tfx
Start Date: 17/03/2031

a

Published: 19/11/25 5:11 pm

Published: 19/11/25 5:11 pm

Published: 16/12/25 12:55 pm

Details of all published
timetables are displayed.

E On the Task Tree select:
[6A] Daily Organiser - Organisers

fg} Management Portal / Timetabling Solutions Training / Daily Organiser / Organisers

B Files [ Recycle Bin

Demonstrate Set Up - 2030
Daily Organiser 2030.dof9

Start Date: 29/01/2030 End Date: 13/12/2030 Use: Monday, Tuesday, Wednesday, Thursday, Friday

a

Published: 19/11/25 5:13 pm

Demonstrate Set Up - 2031
Demonstrate Set Up - 2031

Start Date: 28/01/2031 End Date: 12/12/2031 Use: Monday, Tuesday, Wednesday. Thursday. Friday

a

Published: 10/12/25 10:17 am

Senior School - 2031
Daily Organiser 2031.dof9

Start Date: 23/01/2031 End Date: 12/12/2031 Use: Mondsy, Tuesday, Wednesday. Thursday. Friday

a

Published: 19/11/25 5:18 pm

Details of all Daily Organiser
datasets are displayed.

@ B M

m
3
4
5

6

Published Timetables

National Trainer
Timetabling Selutions Training

Qo

Home Page
QOperations
Curriculum
Data Management
A File Explorer
B Export Bundles
Daily Organiser
Organisers

National Trainer
Timetabling Solutions Training

@ B M al
@ Home Page

3 Operations

4 Curriculum

5  Data Management

6

A File Explorer
B ExportBundles
Daily Organiser
Organisers
B Published Timetables

Timetabling Solutions

Hosted Application
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APPROVALS

When a timetable is published, recycled/deleted or restored, the system automatically checks the
effect of the action on linked Daily Organiser files. Approval is required if the action would remove
more than three of any of the following:

e (Cancellations

e Teacher Absences

e Room Availabilities

e Teacher Replacements

e Room Replacements

e CRT Availabilities

e Student Attendance Changes

e Change to the Day/Period structure

Changing Period or Yard Duty codes in the timetable will trigger an approval requirement, as those
changes will alter the Day/Period structure or cause existing Daily Organiser records to be removed.

Teacher changes in the timetable may also trigger approval, but only if publishing the timetable
would remove or invalidate existing Daily Organiser data. For example, if a teacher change results in
teacher absences, replacements, cancellations, or similar records no longer matching the timetable
and being deleted, those deletions contribute to the approval threshold.

A simple teacher change that updates the timetable but does not result in more than three affected
Daily Organiser records (or a Day/Period structure change) would not require approval.

Approval requests can be actioned by users assigned one of the following roles:

e Global Administrator
e School Administrator
e User Administrator

e Daily Organiser
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= Timetabling

SOLUTIONS

Your approval is required

The publish of timetable 20310131_1__Timetable 2031 V3.tfx has validation items
that need your approval before it can be finalised:

+ Daily Organiser Secondary - 2031 had the following problem - Structural

changes were detected in the period structure, this could resultin data
loss and requires approval before proceeding.

View Approval Details

This email was sent to = = g mo= w from the Timetabling
Solutions cloud apps. If youaa lonagneiont o rocciun thaes amaile weas non

When a request is created, all eligible approvers receive
an email notification so it can be reviewed promptly.

APPROVALS PAGE

The process for viewing and approving a published timetable file that requires approval is outlined in
the following steps. This will not be carried out during training.

The Approvals page in the Management Portal displays timetable actions that require authorisation
before they can proceed. The approval process helps protect important Daily Organiser data by
ensuring that high-impact timetable changes are reviewed before they are applied.

On the Task Tree select:
E [8] Approvals

133 Management Portal / Timetabling Solutions Training / Approvals

Timetable Publish Approval Required

Created On: 21/7/26 7:43ir| Created By: / Q
. < = y

The date and time that the timetable change requiring approval was
actioned, along with the user that made the change, are displayed.

Click
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<« Approval Details

Timetable Publish
Created On: 21/7/26 7:43 am Created By:
The publish of timetable 20310131_1__Timetable 2031 V3.tfx has validation items that need your approval before it can be

finalised:

* Daily Organiser Senior 5chool - 2031 had the following problem - Structural changes were detected in the period
structure, this could result in data loss and requires approval before proceeding.

Note: Rejecting this approval will \emove the associated published timetable from the system.

Approval Required

Details of the effect of the timetable action are shown.

If the change was made in error the action can be
rejected and will be cancelled.

Click Approve

Are you sure you want to approve this request? This action cannot be undone. L Click Approve

Cancel Approve

® Approval processed successfully

The approval has been processed and any actions related to the approval have been

initiated. Click OK
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AUDIT TRAIL

« Approval Details

Timetable Publish

Created On: 21/7/26 7:43 am Created By:

The publish of timetable 20310131_1__Timetable 2031 v3.tfx has validation items that need your approval before it can be
finalised:

® Daily Organiser Senior School - 2031 had the following problem - Structural changes were detected in the period
structure, this could result in data loss and requires approval before proceeding.

Approved On: 21/7/26 7:47 am Approved By:

/ Close
~),

For accountability, the system records who approved or rejected the
request and the date and time the decision was made.

This provides a clear audit trail for significant timetable changes.

Click Close

ﬁl Management Portal/ Timetabling Solutions Training/ Approvals

Timetable Publish Approved: 21/7/26 7:47 am
Created On: 21/7/26 7:43 am Created By: / O\

The action is approved and the changes are completed.

iff; Management Portal / Timetabling Solutions Training / Approvals (&) wﬁiggﬂg:ﬂgizﬁaimg
(]
oo GElS e
Approved: 21/7/26 10:25 am

Timetable Publish
Q

Created On: 21/7/26 10:08 am Created By:

®i Management Portal

e /'@ Daily Organiser

Click L*** | then /

click Daily Organiser

The details of Published Timetables can be viewed in the Daily Organiser.
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[ Daily Organiser / Senior School - 2031/ Home Page

[@) View Timetables ¢35 Publish Daily Organiser: Off

BS Open Legacy
@] View Changes

= ""™ On the Home Page of Daily Organiser

@ Open on Today's Date: OFf

click View Timetables

® Published Timetables

A list of all the published timetable files is displayed.

Click Close

Current Future

* Name Start Date ~ Publish Date

20310128_2574__Timetable 2031 V1.tfx
20310303_2574__Timetable 2031 V2. Sat 19 Sep
310317135555_310317_Timetable 2031 V3.tfx Mon 17 Mar at 19 Sep
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THE HOME PAGE

The Home Page in this version of Daily Organiser is quite different from the Home Page in the classic
version.

Daily Organisers created before this update
can be accessed by clicking Open Legacy.

, National Trainer
Timerabling Selutions Training

[ Daily Organiser / Senior School - 203,

® B M @ o
(@] View Timetables & Publish Daily Organiser: OFf
E5 Open Legacy @ Home Page
@ View Changes 1 Parameters
2 Calendar 4
1 Import Data & Export Data #8 Open on Today's Date: Off 3 Unsupervised Classes
4  Reasons 4
5 Teachers and Students 4
Open Organiser Teacher Absences 4
Room Availability 4
Select the campus and academic year you want to view Organiser data for. Cancellations )
Student Activities 4
Campus Academic Year Reminders
Replacements 4
Student Changes
B3 Junior School 14 Check
15 Teacher Changes
B Demonstrate Set Up 16 Bulletin .
P 17 Selected Day Reports 4
18 Timetables 4
19 Teacher Totals 4
20 Student Activity Totals 4
21 File statistics 4
Campuses set up in The task tree and date
the Management selector are now
4 Tue 04 Feb D7 (Future) »
Portal are listed. located in the side bar. > senior school - 2031 .

IMPORT AND EXPORT DATA

Data was imported when the file was first created. If data had not been imported at this stage, it
could be imported at a later date provided no data had been manually entered on the relevant
screens.

Data can be exported at any time to the listed files.

:-i’j Daily Organiser / Senior School - 2031/ Home Page

Click Export Data
@ View Timetables niser: OFF
= Open Legacy
@ View Changes
& Import Data & ExportData @ Open on Today's Date: Off
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& Export Information

C5V Files (*.csv)

SV Timetable Files (*.cav)

Excel {*.xlsx) A list of available exports is displayed.

Simon Timetable [*.tx) | Click V9 Daily Organiser (*.dof9/*.ptf9/*.xml)

eWarkspace (*.csv)

V& Integration (*.do

V9 Daily Organiser (*.dof0/* ptfA/*.xml)

Cancel

@ Information

Your export file is being created, this may take up to 10 minutes for large files, We will

email nt@dev.com when it's ready

Click OK

= Timetabling

SOLUTIONS

Export Complete

You can use the details in this email to download the files you have exported,
either click the Download button or copy and paste the URL below into your
browser in order to start the download.

When the export is
complete the data can
be downloaded.

If the above button does not open your browser you can copy and paste the
below link into your browser and press enter.

https://auth.staging.timetabling.education/ExportBundle/7d2d3f46-e3cb-
4115-8ba6-9505019f9c5e

This link is valid for 24 hours from the receipt of this email.
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Seniar Schoal - 2031_v9 X + - = &8
& T™ (] (J > Downloads > TTS Exportzip > Senior School - 2031_v9 Search Senior School - 2031 v9 Q
@ New T Sort = view [5 Extractal (B Details
~ Home Name Type Compressed size Password ...  Size Ratio Date medified
E 250830233403_310128_Timetable 2031 V1.ptf% Published Timetable File 292KB  No
E Senior School - 2031.dof9 Daily Organiser Version 9.0 49KB  No 1,096 KB 9
& TimetableDays.ml Microsoft Edge HTML Do... 1KE No

The relevant files are contained
in the downloaded zip file.

Jitems

MULTIPLE USERS

Daily Organiser allows access by multiple users at the one time.

e Current users can be viewed in the Notifications tab.
e Changes made by individual users can be viewed.

|30 Daily Organiser / Senior School - 2031/ Home Page ) National Trainer
o /) Timesabling Solutions Training
.

@ B f #Hp 40 &
@ View Timet] f
B5 Open Legacy € Page
@ View Cha Parameters
. .p: . Calend
Click Notifications - alendar

2, Import Data & ExportD)

1
2

3 Unsupervised Classes
4 Reasons 4

Tamrhre A S

National Trainer
Timetabling Solutions Training

@ =B M &

Motifications

Mo notifications

Messaging

[ Messaging Dashboard

Other Users are listed.

Click n to close the

Notifications tab

Timetabling Solutions x

Export CompleteYou can use the details
in this email to download the files you
have exported, either click the...

Other Users

& Global Administrator
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'CLE‘ Daily Organiser / Senior School - 2031/ Home Page

@ View Timetables & Publish Daily Organiser: Off
= Open Legacy
@ View Changes

1 Import Data & Export Data \ & Open on Today's Dare: OFf

Click View Changes

@ Daily Organiser Changes All changes are listed with details of 0O
the user who made the changes.

Date User Action CIle CIose
26/10/25 3:01 pm  nt@dev.com Teacher Details Joanne B o "0.0"
26/10/25 3:01 pm nt@dev.com Teacher Details Denniz Cooke [COUD] had s value 1ot
26/10/25 3:01 pm  nt@dev.com Teacher Details Melissa Fraser (FRAM) had its val
26/10/25 3:01 pm  nt@dev.com Teacher Details Chris Jackson (JACC) had it
26/10/25 3:01 pm  nt@dev.com Teacher Details Natalie Knight (KNIN
26/10/25 3:01 pm  nt@dev.com Teacher Details John Murphy R} had its value for Uncounted chagged from "2.00000" o "0.0"
26/10/25 3:01 pm  nt@dev.com Teacher Details Sam Wal from "1.00000" to "0.0"

26/10/25 3:01 pm  nt@dev.com Teacher Details Jo e Boyle (BOY]) had its value for Uncounted changed Xom "0.00000" to "4.0"
26/10/25 3:01 pm  nt@dev.com Teacher Detgl
26/10/25 3:01 pm  nt@dev.com Teachg "0.00000" to "2.0"
26/10/25 3:01 pm  nt@dev.com
26/10/25 3:01 pm  nt@dev.com
26/10/25 3:01 pm  nt@dev.com Teacher Details John Murphy (MURJ) had its value for Uncounted changed from "0.0000X to "2.0"
26/10/25 3:01 pm  nt@dev.com Teacher Details Sam Walker (WALS) had its value for Uncounted changed from "0.00000" t&\'1.0"

26/10/25 2216 pm  nt@dev.com Teacher Details Joanne Boyle (BOY]) had its value for Uncounted changed from "4.00000" to "
26/M10/23 2116 pm  nt@dev.com Teacher Details Dennis Cooke (COOD) had its value for Uncounted changed from "2.00000" to "
26/M10/25 2216 pm  nt@dev.com Teacher Details Melissa Fraser (FRAM) had its value for Uncounted changed from "2.00000" to "0.0"
26/10/25 2216 pm  nt@dev.com Teacher Details Chris Jackson (JACC) had its value for Uncounted changed from "2.00000" to "0.0"

26/M0/22 216 pm  nt@dev.com Teacher Details Natalie Knight (KNIN) had its value for Uncounted changed from "1.00000" to "0.07

TRANIE 1A A ntiMdais raon Taarhar Narzile labha Moenbo (AALIRND had ise walos far | ncanntad chanmad feamn "7 0OOON" £~ "0 0"

counted changed from - Z.00000" to "0.0"
nted changed from "2.00000" to "0.0"
changed from "2.00000" to "0.0"

hanged from "1.00000" to "0.0"

lue for Uncount

ad its value for Uncounte

f (WALS) had its value for Uncounted chang

Close

PUBLISH DAILY ORGANISER

The Daily Organiser can be published directly to the Staff Portal, Student Portal and third-party
applications. This must be set up in the Management Portal by the Global Administrator at your
school.

For the Staff and Student Portals, the Global Administrator must:

e Import users for each portal
e Configure settings for each portal

For third-party applications, the Global Administrator must:
e Set up the SIFF/LISS integrations

Once configured, data can be transferred from Daily Organiser directly to the other programs. The
sync can be scheduled to run at a specified time each day, or it can be triggered manually by the
Daily Organiser.

Timetabling Solutions Hosted Application Page 308 of 328



Daily Organiser

Lesson 11

After these settings have been configured in the Management Portal, they must be turned on in

Daily Organiser.

Daily Organiser / Senior School - 2031/ Home Page

¢ Publish Daily Organiser: Off
5 Open Legacy Click Publish Daily Organiser: Off /

toturniton

1 Import Data

@ Open on Today's Date: Off

Publish this Daily Organiser dataset to the S5taff and Student Access Portals and third-

party applications? /

Click Publish

<, Publish Status Changed

Publish Daily Organiser is on.

Data will be transferred to third-party applications as set up in the Management Portal
until Publish Daily Organiser is turned off.

rd

131 Daily Organiser / Senior School - 2031/ Home Page

5 Open Legacy
[@ View Changes

2 Import Data & ExportData

Click OK

@ View Timetables & Publish Daily Organiser: On

¢3 Synchronise Integrations

1 Open gpfToday's Date: OFf

The data will be synced with third party applications at the
time specified in the Management Portal. If an immediate
sync is required Synchronise Integrations can be clicked.
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OPEN ON TODAY’S DATE

In Daily Organiser, the default setting is for the application to always open on the date that the
dataset was last opened on. Some users prefer it to always open on today’s date.

121 Daily Organiser / Senior School - 2031/ Home Page

@ View Timetables ¢ Publish Daily Organiser: On

[@ View Changes ¢3 Synchronise Integrations

= Open Legacy

2 Import Data & Export Data % Open on Today's Date: Off

Click Open on Today’s Date: Off to turn it on

Note: If today is not a school day it will open
on the next date that is a school day.

131 Daily Organiser / Senior School - 2031/ Home Page

@ View Timetables & Publish Daily Organiser: On

@) View Changes ¢J Synchronise Integrations

5 Open Legacy

2 Import Data & ExportData @ QOpen on Taday's Date: On

Click Open on Today’s Date: On to turn it off

USER’S PROFILE

Users can access their profile by clicking their name at the top of the task tree.

"o National Trainer
Timetabling Solutions Training

[ Daily Organiser / Senior School - 2031/ Home Page (
", National Trainer

| Member of: Daiy Orgarissr. Users
@ Profile

M Permit Support Access

@ View Timetables & Publish Daily Organiser: Off
BS Open Legagy

@ View Changes

L Import Data & BxportData

Click your name
Open Organiser then click Profile

Select the campus and academic year you want to view Organiser data for.

@ Timetabling Solutions Tra

Campus Academic Year

3 Senior School A 2031

B3 Junior Schoal

B3 Demonstrate Set Up
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. n . P /@ National Trainer
°
ﬁﬁ Management Portal / Timetabling Solutions Training / Home Page €Y St mier
2
® 2 M # 4 @
National Trainer Change Password ] @  Home Page
3 Operations <
4 Curriculum 4
. . 5  Data Management v
Basic Information 8
A File Explorer
Title - B Export Bundles
6 Daily Organiser -
First Name National Middle Name A Organisers
Last Name Trainer Gender NofSpecified - B Published Timetables
8  Approvals
Phone Numbers i
Addresses +
E-mail Addresses +
trainer3@tts.com
Two-Factor Authentication
This section allows you to configure a second factor which will be used during sign-Xa to verify yourfdentity.
O email [J Authenticator
Passwordless Authentication / Passkeys e +

This section allows you to configure passwordless authentication whit ¢o usX yofir device to authenticate you rather than a username and
password,

metabling Solutions Training

The Profile screen can be used to change a Password, update
details, turn on Two-Factor Authentication or Passkeys.

/@ National Trainer

\®/ Timetabling Solutions Training

2 B

ﬁ} Management Portal / Timetabling Solutions Training / Home Page

I National Trainer Change Password o] .
Basic Information

7 . .
#31) Daily Organiser
Title -

Click then
click Daily Organiser
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HELP AND SUPPORT

Support from Timetabling Solutions can be requested directly through Daily Organiser.

When raising an issue, the procedure is:
e Activate Permit Support Access on the Home Page
o Create a support ticket on the screen that assistance is needed

e Submit the support ticket

National Trainer
Timetabling Solutions Training

| Maticnal Trainer
[ . | Member of: Daily Organiser, Users
" B Profile

& Permit Support Access

Click your name and click
Permit Support Access

Click on your name again to My Schools Logout
return to the Home Page

@ Timetabling Solutions Tra...

Note: At no time will the school’s data be removed from its secure location. Any changes made by
Timetabling Solutions Support will be logged. These can be viewed on the Home Page.

y National Trainer

3 Dai R 0
[20 Daily Organiser / Senior School - 2031 / Home Page Oy e e
]
@ 8 h # 0 B
View Timetables Publish Daily Orgariser: OFf
[ View Timezable @ Pu sily Organ R
B Open Legagy
[ View Changes 1 Parameters
2 Calendar ]
2 Import Data & ExportData 8 Open on Today's Date: OFf 3 Unsupervised Classes
4

Reasons ‘

Click @
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S Help & Suppart X

Q Search for help /

i @ €

Knowledge Baze Support Tickets

]

|
=
-
=

ok n:

[
[

All PDF Lessons W10 POF Lessons W10 - Videos

L)
@® Por
Services Prices - 2026 PDF Lezzons (DO) Zugoest 3 Feature

taffing - videos

Home Page &

We have released a new short video that
guides you through setting up Daily
Organiser for the 2026 school year, utilising
the new Campus and Academic Year
structure. View Video

Side Bar

The following icons are at the top of the side bar.

® Profile

Click on your name or icon in the top right-hand

Items can be searched
by using the Search for
help field.

Support tickets can be
created requesting
support from
Timetabling Solutions.

PDF copies of all lessons
in the manual can be
downloaded here.
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1]

Knowledge Base

g

All PDF Lessons

®

Services Prices - 2026

m:

Staffing - Videos

| Create new conversation

Help & Support

@

Support Tickets

g

[

V10 PDF Lessons

g

PDF Lessons (DO)

43

System 5tatus

m:

V10 - Videos

Click Support Tickets

Knowledge Base

g

All PDF Lessons

®

Services Prices - 2026

m:

Staffing - Videos

() Create — [3

Help & Support
@ ol
Support Tickets System 5tatus
ook a3

V10 PDF Lessons

g

PDF Lessons (DO)

Create new conversation

V10 - Videos

Details of the support issue can be
entered in the appropriate fields before
the ticket is submitted.

A ticket will not be submitted at this time.
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Help & Support

5] @ 63

Knowledge Base Support Tickets System 5tatus

Close Help & Support and
return to the Home Page

—a —a
ok ok m:
All PDF Lessons V10 PDF Lessons V10 - Videos
—a
® ot w
Services Prices - 2026 PDF Lessons (DO) Suggest a Feature

Staffing - Videos

When Timetabling Solutions receive a support ticket, we will:
e Assign a Programmer to investigate the issue raised in the ticket
e  When the issue is fixed it will be checked in a test environment before an update is applied
e Daily Organiser is updated on the server
e The user who raised the ticket is notified
e The user turns off Permit Support Access on the Home Page
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DOWNLOAD THE APPS

The Daily Organiser and Management Portal apps can be downloaded from the browser and
shortcut icons can be pinned to the taskbar.

WARNING

Do not do this during training as you are using the training site training.timetabling.education.

To get the latest version of the app log onto timetabling.education.

v % TT5-SignIn x  +

< c 2% auth.timetabling.education/Login

= Timetabling

SOLUTIONS

Sign In

[J rRemember User Name

Go to timetabling.education
and sign in

Can't sign in? Recover your account

v Home Page x4
€ G % dodtimetsbling.education/Interface

{7 Daily Organiser / Demonstrate Set up - 2030/ Home Page

[ View Timetable:

Parameters
Calendar

3 Unsupervised Classes
Reasons

[ View Changes

@ Home Page
B
2
a

On the Home Page of Daily Organiser

click ™= to download the app
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1 Daily Organiser - Home Page

E Daily Organiser // Home Page

55 Open Legacy

Install app Click Install
Daily Organiser /
(22 do3.timetabling.education
e [} - m] X

r: Off
(3 synchronise Integrations

8 Open on Today's Date: Off

The app has been

Open
downloaded.

Organiser

Select the campus and academic year you want to view Organiser data for.

Campus

B3 senior School
B3 Junior School

B3 Demonstrate Setup

Academic Year

X

e

A shortcut can be added to
your taskbar for easy access.

Q Search L

Il Timetabling Solutions online apps can be downloaded.

BLdadadRe e
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TEMPORARY INTERNET DISRUPTION

If there is an interruption to internet connectivity while using the app either on the browser or the
downloaded app a warning message appears but work can continue.

E@ Daily Organiser / Senior School - 2031/ Home Page

[E] View Timetables @& Publish Daily Organiser: Off
&S Open Legacy
@) View Changes

L Import Data & Export Data 18 Open on Teday's Date: OFf

Open Organiser

Select the campus and academic year you want te view Organiser data for.

Campus Academic Year

B3 Junior School

B3 Demonstrate Set Up

A message appears at the
bottom of your screen.

%! No Internet Connection

E?Q Daily Organiser / Senior School - 2031/ Replacements / Assign

+ Select [ Not Required 18 Auto Assign 2. Sort By Absent Teacher v | [ Unassigned Composites Composite
Period Room Class  AbsentTeacher Replacement Teacher Load Count Students Notes
HR 524 11HRMID Cooke Denniz  Edwards, John 020 0.00 25 Please mark this roll as well as your own
1 1AB2 08SCID  Cooke, Dennis 0 0.00 27
2 LAB2 085CHD  Cooke, Dennis 100 0.00 27
3 M7 1OMAT1E Cooke, Dennis 100 0.00 21
4 LAB2 11PHY1A Cocke, Dennis 00 19
5 LAB2 12PHYIE Cooke,Dennis (NN 100 14
6 LAB2 12PHY1A Cocke, Dennis Einstein, Bert 1.00 12
HR 523 11HRMIC Edwards,John Edwards, John 0.20 2
3 LAB3 07SCIB  Fraser, Me Knight, Natalie 100 0.00 2
5 OVI  O7SPTID Fraser, Mel Curie, Marie 100 1.00 17
6 OVI  O7SPTID Fraser, Melissa  |Curie, Marie 100 1.00 17
3 W18 1OMATIC [Wallen, Peta  Crowe, Peter 1.00 14

%1 Display < Previous > Next ~ Same 1. Sort By Index (default) v  legend
Pericd AM HR 1 2 R 3 4 L1 L2 5 6 PM |Total AvailableTeacher A Index A Inlieu U/Cy UR C U  C+U|Last 10 Days Counted T L oL
5 C B -5.00| Einstein, Bert (CRT) |1 0.00 0.00 0.00[1:20 0.00[ 1:20/1.:20/ 500/ 500/ 500/ 6:50[6:00 0.00 0.00 0.00(2870 NA NA
5 MM L 1.50 Burrows, Kelly 2 000 000 0.00 0.00 D00 0.000.00 000 000 0.20 0.20 0.00 0.00 0.00 0.00| 0.40 | 0.6019.60
5 L . v L 450 Myers, John 3 000 0.00 0.00 0.00 0.00 0.000.00 000 000 0.00 0.00 0.00 0.00 0.0 0.00| 0.00| 1.00 20.00
5 LoL LoL ¥ 450 Newman, Pe 4 000 0.00 0.00 0.00 0.00 0.00/0.00 000 0.00 0.00 0.00 0.00 0.00 0.0 0.00| 0.00/ 1.00 20.00
5 Lol L [ L 470 Dalton, James 5 000 000 0.00 0.00 D00 0.000.00 000 0.00 0.00 0.00 0.00 0.00 0.00 0.00| 0.00| 1.00 20.00
5 L L Ll oy L 470 Pearsan, Sean 6 000 000 0.00 0.00 D00 0.000.00 000 0.00 0.00 0.00 0.00 0.00 0.00 0.00| 0.00| 1.00 20.00
5 L 1.00 [ECmElRel 0.00 000 0.00/3.00 000 3.00/3.00 000 0.00 0.00 0.00 0.00 0.00 0.00 0.00| 3.00 -2.00 | 7.00
5 oL L 3.00 Jones, Adam 8 000 0.00 0.00)1.00 0.00 1.00/1.00 000 000 1.00 0.00 0.00 0.00 0.00 0.00| 2.00 -1.00 18.00
5 Lol L 3.20 Jackson, Toni 9 000 000 0.00 0.00 D00 0.000.00 000 0.00 0.00 1.00 0.00 0.00 0.00 0.00| 1.00 0.00 19.00
5 B - LL L 5.40 Alderson, David 10 000 000 0.00 0.00 0.00 0.000.00 000 000 1.00 0.00 0.00 0.00 0.0 0.00| 1.00 0.00 [19.00
5 LoL LL oy c 550 Mills, Deborah 1 0.00 0.00 0.00[1.00 0.00 1.00/1.00 000 000 0.00 0.00 0.00 0.00 0.0 0.00| 1.00 0.00 [19.00

The message updates
as changes are made.

T e
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% Synchronising Offline Changes

<
ceul

——

When internet connectivity
is restored, all changes
made will be synchronised.

Emails cannot be sent while there is no internet connectivity.
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HOSTED APPLICATIONS

Timetabling Solutions has a range of cloud applications to assist with the timetabling process.

The flow-chart below shows each of the applications and how they can fit together in the
timetabling process.

-] Student subject selections
=1 made in Preferences

% —_
M
anager i

Grids built and
managed in Student
Options

-/ Student subjects changes
K updated in Course &

Manager

Resource planning with Student Options files

linked to Timetable file

Staffing prior to &

timetable construction for construction

Sync using LISS through v
Management Portal to Timetable published to
external systems and € FRI Daily Organiser
software

= (&

w
—

Individual timetable W v

information viewed in
Staff and Student
Portals

Timetable information
and changes viewed in
Daily Reports

T
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PREFERENCES MANAGER

Timetabling Solutions Preferences Manager App is a fully hosted web application that can be used
for students to enter their preferences online.

e Dataimported into Preferences Manager is uploaded as a V10.1 Student Options file.
e Data exported from Preferences Manager is downloaded as a V10.1 Student Options file.

Add/update students > Add/u pdate subjects > Create or copy a
in Management Portal & descriptions in student group

Management Portal

Import data from €«

!

™ Consider curriculum

Create preference

.sfx or Excel group/s rules
1
Consider study y Notify students to N 2 Collect preferences
streams select preferences and monitor progress

s

0

Export to .sfx or €T Take student group
Excel offline

PREFERENCES MANAGER SUBSCRIPTION

The purchase of a 12 month Preferences Manager subscription includes full access to the application
with unlimited users, students and student groups.

A 60 minute demonstration/tutorial is also included with the subscription.

Click or scan the QR code to organise a demonstration or free trial of Preferences
:7.?'.- ﬁﬁ Manager or any one of our Web Applications.
R
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COURSE MANAGER APP

Course Manager is a multi-user fully hosted app (Microsoft Azure) that allows multiple users to
access and change student subject preferences and classes.

D — Student subject selections
[5] =] made in Web Preferences
D — Manager
|
Grids built and Student Options files
managed in Student - linked to Timetable file &
Options for construction
1
Student Options file(s) Stumjents_wish to change
uploaded to Course Manager their subject selections
1
-/ Student subject changes
K updated in Course [ H
Manager

!

New Student Options file(s)
downloaded from Course
Manager

4

New Student Options
file replaces existing
Student Options file

COURSE MANAGER SUBSCRIPTION

The purchase of a 12 month Course Manager subscription includes five user accounts, access to
online help and 60 minutes of phone/email “How to” support.

::E'-' -L X i .
L

bl

Click or scan the QR code to organise a demonstration or free trial of Course
Manager or any one of our Web Applications.

e g s E

O]
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STAFFING APP

Staffing is a multi-user fully hosted app (Microsoft Azure) that allows users to analyse staffing needs
and create staffing loads for their timetable. Data from Staffing can be imported and exported easily
to and from the timetable file and can be used at various stages of the timetabling process. Its
greatest advantage is when it is used prior to construction of the timetable.

Before Subject Selection

Evaluating the number of classes that can be staffed prior to
subject selection can inform the range of elective options
offered to students. The semester feature can be used to
balance staff loads across the year.

During Grid Creation

Evaluating staffing impact is crucial when determining the
number of classes to run. Staffing allows for easy testing of the
impact of increasing or decreasing the number of classes and the
respective impact on staffing.

Before Timetabling

Staffing helps you pinpoint potential shortfalls or surplus in
)_ specific teaching disciplines based on the planned number of
classes prior to the commencement of timetable development.
Allows team members to collaborate on staff planning in a

centralised location.

After Timetable Completion

Staffing can be used at any point throughout the year to assist
with curriculum reviews or evaluating possible solutions in the
event of sudden staff departures. In addition, it enables you to

assess the implications of changes to EBA’s and awards,
providing a comprehensive view of the potential impact on staff
loads for more informed decision making.

STAFFING SUBSCRIPTION

The purchase of a 12 month Staffing subscription includes three user accounts, access to online help
and 60 minutes of phone/email “How to” support.

@ﬂi’h';}@ Click or scan the QR code to organise a demonstration or free trial of Staffing or
= _"’% i T any one of our Web Applications.

SR b

Ol
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DAILY REPORTS APP

Daily Reports provides read-only access to a teacher’s personal timetable, class list, activities,

changes and bulletin.

Students and subject choices
managed in Student Options
l

Classes, rooms, teachers and
structure managed in the
Timetable file

l

31

FR\

Daily changes, absences
and activities managed in
i the Daily Organiser

!

31

FRI

V

Timetable information and
daily changes viewed in Daily
Reports

Daily Reports Viewer - Restricted

Read only access to master timetable
and all individual teacher, room and
student timetables, student lists and
school bulletins. Free teachers, rooms
and students can also be viewed.

Suitable for administration staff

Daily Reports Viewer

Access to all information in the restricted
view, with the addition of selected day
reports and file statistics on teacher
absences and reasons.

Suitable for managers and leaders

DAILY REPORTS SUBSCRIPTION

The purchase of a 12 month Daily Reports subscription includes user accounts, access to online help

and 60 minutes of phone/email “How to” support.

@ o h'ﬂi'-? ®
EE
%%‘i

i3

i

&

O

b% Click or scan the QR code to organise a demonstration or free trial of Daily
i Reports or any one of our Web Applications.
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STAFF ACCESS PORTAL

The Staff Access Portal is a multi-user fully hosted app (Microsoft Azure) that reads directly from
Timetabling Solutions Daily Organiser Web Application. It allows users to view their own personal
timetable, class lists, activities, changes and the school bulletin.

Students and subject choices
managed in Student Options

A4

Classes, rooms, teachers and
structure managed in the
Timetable file

y

3 .' Daily changes, absences
and activities managed in
FR\ i the Daily Organiser

A4

-y

[~ View personal timetable, class

' lists, activities, changes and
. the school bulletin

STAFF ACCESS PORTAL SUBSCRIPTION

The Staff Access Portal is supplied with the Web Daily Organiser, no additional fees apply.

A user with the role Global Administrator is required to complete the setup of the Staff Access
Portals. Refer to the help section of the Management Portal for further information.
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STUDENT ACCESS PORTAL

The Student Access Portal is a multi-user fully hosted app (Microsoft Azure) that allows users to view
their own personal timetable, activities and changes.

Students and subject choices
managed in Student Options

A4

Classes, rooms, teachers and
structure managed in the
Timetable file

h 4

Daily changes, absences
and activities managed in
the Daily Organiser

A 4

View personal timetable,
activities, room and teacher
changes

STUDENT ACCESS PORTAL SUBSCRIPTION

The Student Access Portal is supplied with the Web Daily Organiser, no additional fees apply.

A user with the role Global Administrator is required to complete the setup of the Student Access
Portals. Refer to the help section of the Management Portal for further information.
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