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Web Daily Organiser Configure Version 9

TIMETABLING SOLUTIONS

Version 9 is a sophisticated software program for constructing, managing and publishing your
timetable. The program is designed in modular format to enable schools to tailor the installation
and use of the program to suit their needs. Different modules make it easier for the user to see the
logic behind the timetabling process. Some modules are installed on the desktop while others are
web based applications

DESKTOP APPLICATIONS

In Timetabling Solutions Version 9 there are two desktop modules used in constructing and
maintaining timetables.
e Student Options Module: Contains student details and classes assigned to students based
on their nominated preferences.
e Timetable Development Module: Used to prepare, plan and construct a timetable, allocate
yard duties and print/email timetables and class lists
In addition to these two modules there is also a multi-user General Access Module. This is used to
publish timetables, class lists and bulletins.

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

Folder Contents
Timetable Project folder | Contains all .sof9, .tdf9 and .dof9 files for the current year or semester
in the one folder eg Timetable 2020

Backup folder Contains all automatic and point in time backups

Export folder Contains files exported from Timetabling Solutions Version 9 for
importing into administration systems and other programs

General Access folder Contains the General Access program, .ptf9, .pdof9, .jpeg and other

relevant files used for General Access

FILE LOCATIONS

For the desktop modules it is important for all users of the software to have access to the data files.
In some schools one person does all timetabling /daily organiser tasks while in other schools the
roles may be divided among several people. One person may be responsible for student programs,
one for constructing the timetable and another for daily organisation.

Timetabling Solutions Version 9 software needs to be installed on all the computers for all staff who
use the software. The data needs to be stored centrally so that all users can access it.

e Timetable Project folder needs to be placed on the network

e Backup folders should be located on the individuals’ laptops/PCs

e Export folder needs to be placed on the network

e General Access folder is placed on the network.
Read/write permission to the Timetable Project folder is required by all users. Additionally, both the
Timetabler and Daily Organiser need read/write permission to the General Access folder. The
school’s IT person/department should be contacted if there are difficulties accessing these folders.
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‘0 Google Chrome

Web Daily Organiser e Firefox

% Safari

Published Timetable Groups

Student Program Coordinator's Laptop Timetabler's Laptop Daily Organiser's Laptop

E‘ | My Documents | Timetable Data | Backups E | My Documents | Timetable Data|Backups |
e f ‘~ Network | Timetable Project S / | 7 Network | Timetable Project — }

[ »
Timetable 4
Projects | !
Timetable Project !i General Access
+ V9 Users read and write = « Timetable and Daily Organiser data
to *.s0f9, *.tdf9 written to this folder
and *.dof9 files in this
folder « Staff have read-only access via

Folders on Network shortcut to GeneralAccess.exe located
in this folder

WEB APPLICATIONS

The Web Daily Organiser is fully hosted by Timetabling Solutions using Microsoft Azure. Some
enterprise systems will host the program and data on their own servers.

The web addresses for the applications hosted on Timetabling Solutions servers are

URL Contents

timetabling.education General Site - listing all available applications
admin.timetabling.education | Administration Console
do.timetabling.education Web Daily Organiser
training.timetabling.education | Training Site - used for Public Training Courses

The applications can be accessed on your desktop computer or laptop. We recommend using the
following web browsers - Google Chrome, Firefox or Safari.

Web Daily Organiser will read published timetables that are uploaded from the desktop Timetable
Development Module. There is no software for users to install when using Web Daily Organiser.
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VERSION 9 WELCOME PAGE

Timetabling Solutions Version 9 can be opened by going to the Start Menu (Windows 10, 7 or earlier)
or Start screen (Windows 8, 8.1).

T s Timetabling
& Teamviewer 12 soLuTiens

B rcsmin v 9 re
@ Timciebing Solutions ~ Timetabling Update
e Solutions V9 Timetabling...

9 Timetabling Solutions V9

i Uninstall Timetabling Solutions V9

[ Updat= Timetabling Solutions Vo

¥ A shortcut can be added to the
_ R Programs menu on the right.

s Click Timetabling Solutions V9
Weather
Windows Accessories

Windows Administrative Tools

m

Alternative methods of opening Version 9 include:

On the Start Menu, scroll down to Timetabling Solutions, Timetabling Solutions V9 (Windows
10, Windows 7 or earlier)

On the Start screen, display all apps and click on Timetabling Solutions, Timetabling
Solutions V9 (Windows 8, 8.1)

e Create a Desktop shortcut and double click on it
e Double click directly on a file created in Version 9

9 Timetabling Solutions Version

School Code

File Edit View StudentTasks Timetable Tasks Daily Organiser Tasks Help

Welcome Page  Student Options Module  Timetable Development Module  Dail, NOte: Thls Is also the SChOOI'S password
to the Support page on the website.
Imetabling Solutions Version 9
Software
. Software Settings
Version Student Options Module
School Code: TTS1
Number Version Mumber: Open Last Used Student File
Check for Updates File: Nil
File Location: Nil
Cg“f?“'ei"l“i"g’t Timetable Development Module
Links to Cz:f;gd:ziil:rg: . Open Last Used Timetable File
_ En— File i School name and Software
Onllne File Location: Nil . . .
o Maintenance details are displayed at
applications toptons Daily Organiser Module the bottom of the screen
el references Vanager .
and Other X Web Daily Organiser (Beta) Open Last Used Daily Organiser File
. . raining Courses File: Nil
information Tramin € File Locaton: i
Enrol in Training

Timetabling

SOLUTIONS

Software Maintenance Agreement
Schook:  Timetabling Solutions Training College
Active to: 31/12/2019

About Software Maintenance Renew SMA
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CONFIGURE FILE LOCATIONS

When Timetabling Solutions Version 9 is opened the Welcome Page appears. The Welcome Page
can be used to access the desktop modules - Student Options, Timetable Development and Daily
Organiser. It also has links to check for updates, configure the program and go to web applications.

Timetabling Solutions Version 9

Software Settings

Student Options Module

Open Last Used Student File

School Code: TTS1
Version Number:

Check for Updates File: Mil
File Location: Mil

Click Configure File Locations

Configure Settings
Configure File Locations
Configure Settings

Configure General Access File: Mil
File Location: Mil

Timetable Development Module

Open Last Used Timetable File

Applications Daily Organiser Module

Web Preferences Manager

Web Daily Organiser (Beta) Open Last Used Daily Organiser File [] Open file at today's date

File: Mil

Training Courses
File Location: Mil

Courses

Enrol in Training

The way that data is displayed in the program can be personalised to suit each user’s needs. For
training the data has been put in a file called V9 Training Data in the Public Documents folder.

Configure

File Locations  Published File Locations

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

Browse...

Click Browse... to set the location of v
the Timetable Project folder

Note: Browse must be used to set the —
location for the folder. The file path
cannot be typed directly into the folder
location box.

Browse...

MNote: Changes take effect immediately Email Locations to a Colleague

0K Cancel
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Browse For Folder

Choose folder to hold the Timetable Project files

I This PC
v 'y Libraries

Camera Roll

i

v | Documents

E] Documents

V9 Training Data

Pictures
Saved Pictures

E Videos

J'!_ Music

v Public Documents /

Folder: | V3 Training Data

Make New Folder

Cancel

Navigate to the Version 9
Training Data folder

In this case, click Libraries,
Documents,
Public Documents,
V9 Training Data

Click OK

Configure

File Locations  Published File Locations

Timetable Project Folder

when possible.

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

Browse...
ChUsers\Public\Documents\VS Training Data
Backup Folder
Specify the folder where backup files will be saved by ult. Browse...

/

Export Folder

Specify the folder where export files wil

Mote: Changes take effect immediately

Note: The Timetable Project

pwse...

folder location has been set.

Click Browse... to set the location
for the Backup folder

oK Cancel

Browse For Folder

Choose folder to hold the Backup Project files

[ This PC
V¥ = Libraries

Camera Roll

NI

~ |Z Documents
@ Documents
v Public Documents
v V4 Training Data
Backup
Export
General Access

Photos for General Access

Navigate to the Version
9 Training Data folder

Select Backup
then click OK

Folder: Backup /

Make New Folder

Timetabling Solutions
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Configure

File Locations  Published File Locations

Timetable Project Folder

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

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

Browse...
ChUsers\Public\Decuments\VS Training Data
Backup Folder
Specify the folder where backup files will be saved by default. Browse...
ChUsers\Public\Decuments\V3 Training Data'\Backup
Export Folder
Specify the folder where export files will be saved by\Jefault.

P 4 Browse...

ChUsers\Public\Decuments\V3 Training Data\Export \

Mote: Changes take effect immediately Mnn to a Colleaqn

Note: The Backup folder location has been set.

Repeat the process to set up the Export folder  anca

Configure

File Locations  published File Locations

Timetable Project Folder
Specify the folder where the New data files will be saved by default. You can overide this location

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

Browse...
ChUsers\Public\DocumentsiVs Tra\vm g Data
Backup Folder
Specify the folder where backup files will e saved by default. Browse..
ChUsers\Public\Decuments\V3 Training Dalg'\Backup
Export Folder
Specify the folder where export files will be saved Ny default. Browse...

C\Users\Public\Documents\V3 Training Data\Expo rt\

Mote: Changes take effect immediately Ernail Locations to a Colleague

Note: It is possible to send an email that lists the locations

of the configured folders. This is particularly useful when

multiple users are required to access the same set of files
on the local network.

Click on the tab Published File Locations

Note: Each user can set up individual locations for the Timetable Project folder, Backup folder and

Export folder. However, it is recommended that the Timetable Project folder is a shared folder on
the network.
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Configure

File Locations Published File Locations

Published Timetables Folder for Daily Organiser

Specify the folder for published timetable files to be accessed by Daily Organiser Clear Browse...

|C:\Users\PubIiC\DDcuments\VQ Training Data\Published

Published Data Folder for General Access

Specify the shared network folder te be accessed by General Access. This folthegwill c

published files from the Timetable Development and Daily Organiser modules. If Version 9 Daily organiser iS being used
| the file location is specified here.

Program Folder for General Access
Specify the shared network folder frem where the General Access program (General Access.exe)
is to be run,
[7] Same as the Published Data Folder for General Access above (recommended) (T o=
Install V9 General Access and Create Desktop Shortcut Email Locations to a Colleague
Install V8.1 General Access and Create Desktop Shortcut
0K Cancel

GENERAL ACCESS

Published Timetable and Daily Organiser files are needed for General Access. These files can be
downloaded from Web Daily Organiser.

The location of the General Access module and data can be configured here.

Note: The folder for the published data for General Access and the General
Access Module should be on the server. More information regarding
configuring General Access is available in the General Access Lesson.

At this stage no Published Data Folder for
File Locations Pub General Access will be set.
Published Time|
Specify the fold| Cllck OK

ChUsers\Public

Published Data Folder for General Access

Clear Browse...
Program Folder for General Access
Specify the shared network folder from where the General Accessfirogram (General Access.exe)
isto be run.
[] Same as the Published Data Folder for General Access abdve (recommended) Clear T

| - \

Install ¥9 General Access and Create Desktop Shortcut Email Locayjons to a Colleague

Install V8.1 General Access and Create Desktop Shortcut

0K Cancel
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CONFIGURE SETTINGS IN VERSION 9

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

Timetabling Solutions Version 9

Software Settings

Student Options Module

Open Last Used Student File

School Code: TTS1
Version Number:

Check for Updates File: Mil
File Location: Mil

Click Configure Settings

Configure Settings
Configure File Locations
Configure Settings
Configure General Access File: Nil

File Location: Mil

imetable Development Module

Open Last Used Timetable File

Applications Daily Organiser Module
Web Preferences Manager

Web Daily Organiser (Beta) Open Last Used Daily Organiser File [] Open file at today's date

File: Mil
File Location: Mil

Training Courses

Courses
Enrol in Training

Configure

Student Mames Format  Teacher Mames Format  Archive Data  Export

Student Names Format

The following options allow you to conft
Student Names:
() First Name, Middle Name, Family Mame
® Family Marme, First Name, Middle Name
O Family Mame, Preferred Mame, Middle Name

() Preferred Mame, Middle Name, Family Mame The Conﬁgu re Settings screen

Student Middle Name: contains four different tabs:
Full Middle M

© o e e Student Names Format,

(O Initial Only

@® Do Not Display Teacher Names Format,

Archive Data and Export.

Cancel
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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.

Student Names Format  Teacher Mames Format  Archive Data  Export

Student Names Format
The following options allow you te configure how to display student names,
Student Names:
() First Mame, Middle Name, Family Name
[C] Family Mame, First Mame, Middle Name
(@) Family Mame, Preferred Name, Middle Name
() Preferred Mame, Middle Name, Family Mame

Select the options as shown

Student Middle Name:
() Full Middle Mame
(O Initial Only

(® Do Not Display

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

Cancel

TEACHER NAMES FORMAT

As per the student settings, the settings for displaying teacher 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 Names Format Teacher Names Format  Archive Data  Export

Teacher Names Format

Click on the Teacher Names Format tab

The following options allow you to configure how to display teacher names,

Teacher Names:
(O First Name, Middle Name, Family Name

@ Family Mame, First Name, Middle Name

Teacher Title Select the display format

O Display options as shown

(® Do Mot Display

Teacher First Name: Note: The display format for
(® Full First Name

O Initial Only the names can be changed at
Teacher Middle Name: any tlme as reqUII’ed

() Full Middle Mame

() Initial Only

(® Do Mot Display

Mote: Mames Format changes take full effect on restarting program

Cancel
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ARCHIVE DA

Zip files for emailing data can be created using the Archive Data function. The zip file will contain the
selected file and any other files that are linked to it.

Student Mames Format  Teacher Mames Format  Archive Data

Compress Data Files

Compress files into zip files for archiving or sending by email. Lin

Step 1 - Select the file to compress
Last Student File

Export

Last Timetable File

d files are included automatically in the zip file,

Last Daily Organiser File Browse...

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

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

Cancel

9 Select file to compress

T

Organize + Mew folder

MName

B !'metable bnter Constraints.tdty
B Timetable Exporting.tdfd
Timetable Faculties.tdf3
Timetable for DO Version 1.tdf%
Timetable for DO Version 2.tdf%
Timetable Fully Staffed.tdf9
Timetable Last Year.tdf3
Timetable Lookahead Test 1.tdf%
Timetable Lookahead Test 2.tdf%
Timetable Lookahead Test 3.tdf%
B Timetable MRCG.tdf3
Tirnetable Next Year Roll Up.tdf9
Timetable Reports.tdfd
B Timetable Rooming.tdf3
Timetable RURs.tdf9
Timetable Set Up Yard Duties.tdfS

3 Quick access
[ This PC

¥ Network

» Libraries » Documents » Public Documents * V9 Training Data

v Search V9 Training Data 2

Note: Version 9 defaults to the
Timetable Project folder set in
Configure File Locations.

Date modified
/0472016 Y:30 AV
11701

12019

S0/
Bl 2

11/02/2019 3:00 PH

Select Timetable Reports.tdf9
then click Open

Timetable Develo...

Tmetable Develo...
Timetable Develo...
Timetable Develo...

Timetable Develo...

/04/2016 %:41 AM Timetable Develo...
/2016 9:43 AM

5/04/2016 9:45

Timetable Develo...

AM  Timetable Develo...

File name: |Timetab|e Reports.tdfd

Cancel

Timetabling Solutions
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Configure

Student Mames Format  Teacher Mames Format  Archive Data  Export

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 Last Daily Organiser File Browse...

Ch\Users\Public\Documents\VS Training Data\Timetable Reports.tdf9 |

Step 2 - Create the archive: Create Zip File... Note: The path Of the
selected file is displayed.

Click Create Zip File...

Cancel

Browse For Folder

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

3 This PC

‘ra Libraries

[_} Metwerk

Select Desktop
then click OK
]
/
Folder: Desktop /
Make New Folder Cancel

Information

Zip file created: C:\Users\garry.daly’\Desktoph Timetable . . . .
o Reports.Zip \ Note: Confirmation of the location,

L name, and a list of all individual files
File(s) included:
1. Timetable Reports.tdf9 contained in the archive file is displayed.

2. Students ¥r 12 Current Year.sof9
3. Students ¥r 11 Current Year.sof9 / .
4, Students Yr 10 Current Year.sof9 Click OK

5. Students ¥r 9 Current Year.sof9
6. Students Yr 8 Current Year.sof9
7. Students ¥r 7 Current Year.sof9.
o]
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9

yele Bin On the Desktop double

click on the icon

Timetable Reports.zip

Timetable

Compressed Folder Tools [ERIRE LR AL

Note: The timetable file and its attached student
files are included in the zip file. These files are at

File Home Share View Extract
~ (0] - .
least 90% smaller than un-zipped files
: Eidract Close the Timetable Reports.Zip window
Extract To
N : » Timetable Reports.Zip v O Search Timet... @
~
Mame Type Compressed size Password .. | Size Ratio
» 3 Quick access
E Students ¥r 7 Current Year.sof9 Student Options Version 9.0 15KB Mo
[ This PC E Students ¥r & Current Year.sof9 Student Options Version 9.0 23KB MNo
X X E Students ¥r 9 Current Year.sof9 Student Options Version 9.0 23KB Mo
i Libraries . o o
E Students Yr 10 Current Year.sof Student Options Version 9.0 2TKE No
¥ Network E Students ¥r 11 Current Year.sofd Student Options Version 9.0 29KB Mo
E Students ¥r 12 Current Year.sofg Student Options Version 9.0 24KB  No
Timetable Reports.tdf9 Timetable Development V... 240KB Mo
< >
7iterns =

Configure

Student Mames Format  Teacher Mames Format  Archive Data  Export

Compress Data Files

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

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

Last Daily Organiser File Browse...

Ch\Users\Public\Documents\VS Training Data\Timetable Reports.tdf9

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

Maximise the Version 9 window to
display the Configure window

oK Cancel

Timetabling Solutions

Page 25 of 346




Web Daily Organiser

Configure Version 9

EXPORT

The configured export settings are designed to work with files provided from various Boards of
Studies. Use of this feature is covered in the specific export lessons available online.

Configure

Timetable Devel

Student Names Format  Teacher Names Format  Archive Data

+ Madul,

P

Class List

Development Module

Duplicate Student Codes

File Delimiter

Comma Tab

O Check consistency of subject codes between the attached text file and the [7C] Class Nargs display in the Timetable

[ Treat students with the same student code in different linked student files as the same student (Mot recommended)

Board of Studies (BOS) export requirements
[] Access list of class codes provided by BOS when editing BOS Class Codes in [TC] Class Mames display

Export

Click on the
Export tab

Click Cancel

Browse...

Pipe

oK Cancel

9 Timetabling Solutions Version

File Edit View Student Tasks

Welcome Page  Student Options Module  Timetable Development Module  Daily Organiser Module

Software Settings

School Code: TT51
Version Number:

Check for Updates

Configure Settings
Configure File Locations
Configure Settings

Configure General Access

Applications
Web Preferences Manager
Web Deily Orgeniser (Bete)
Training Courses
Courses

Enrol in Training

Timetabling

SOLUTIONS

Timetable Tasks

Daily Organiser Tasks  Help

Timetabling Solutions Version 9

Close out of Timetabling
Solutions Version 9

File Location: Nil

Timetable Development Maodule

Open Last Used Timetable File
File: Mil
File Location: Nil

Daily Organiser Module

Open Last Used Daily Organiser File
File: Mil
File Location: Nil

[JOpen file at today's date

Software Maintenance Agreement
School:
Active to: 31/

ons Training College

About Software Maintenance Renew SMA

Timetabling Solutions
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Web Daily Organiser Lesson 1

WEB DAILY ORGANISER AND VERSION 9

With the release of Web Daily Organiser, Timetabling Solutions is beginning the transition from
being a desktop program to web-based applications. During the transition some parts of the process
will use the traditional desktop programs while others will use web-based applications. In the initial
phase, Student Options, Timetabling Solutions and General Access will continue as desktop
programs while Daily Organiser will be web-based.

Every effort has been made to make the transition as seamless as possible

e Version 9 Daily Organiser and Published Timetable files can be uploaded and converted for
use in Web Daily Organiser

e Files can be published from Version 9 Timetable Development directly to the Web

e Web Daily Organiser can export data for General Access

e Data can be exported directly from Web Daily Organiser for third party applications.

e  Web Daily Organiser datasets can be converted and downloaded to Version 9 Daily
Organiser and Published Timetable files

The initial release of Web Daily Organiser has all the feature of Version 9 Daily Organiser with a few
new features. The main new feature is that Web Daily Organiser is multi-user. Additional features
will be progressively added to Web Daily Organiser.

TIMETABLING SOLUTIONS ADMINISTRATION CONSOLE

The Timetable Solutions Administration Console will be used to manage the Web Daily Organiser
application and all of the relevant data - the daily organiser data and the published timetable data.
Other web-based applications will be added as they come on line. Each school is required to have at
least one Timetabling Console Administrator who will oversee all the timetabling web-based
applications.

The main SMA contact at your school will need to nominate one or more Timetabling Console
Administrators. These people will be emailed a link to log on and set their own password for the
Administration Console.

ROLE OF THE CONSOLE ADMINISTRATOR

The role of the Timetabling Console Administrator involves
e Configuring the account eg security levels, (optional extras include single sign on and email
server settings). Note: IT knowledge will be required for this aspect of the role.
e Set up individual users within the school with usernames
e Set level of access to programs for individual users
e Set up links for data transfer to third party products using LISS or SIF

The first steps for the Console Administrator are to set security levels and add users.
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USER GROUPS AND APP ACCESS

All users must be given group membership and app access
e Group membership determines what a user can do in each of the apps

e App access determines which apps a user can get into

For example

e Console Administrators are assigned to group membership — Administrator. This gives them
full read write privileges. They are given access to all apps.

e The Timetabler would need to be assigned to group membership — File Manager. This allows
them to upload and download data ie publish timetables. They would need to be given
access to the Administration Console where they have limited access to manage

uploaded/downloaded data.

e The Daily Organiser would need to be assigned to group membership — Daily Organiser and
given access to the Daily Organiser app and the Administration Console. This gives them full
access to the Web Daily Organiser app and limited access to the Administration Console to

manage uploaded/downloaded data.

ﬁ TTSC Training

Administration Console

E Permit Support Access Off

Trainer 01 g

TTSC Training
Home Page
Published Timetables
Daily Organiser

View Logs

The Timetabler and Daily Organiser have
limited access to the Administration Console

The Console Administrator must set up the Timetabler and Daily Organiser as users before they can
upload data and start using the apps. As part of this process they will be provided with logon details

including usernames and passwords.

More information regarding setting up and using the Administration Console will be provided to the

Console Administrators.

Timetabling Solutions
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HOW TO GET STARTED

The Timetabler’s role is to construct the timetable. When it is complete it must be published
(uploaded to the web) to make it available for the Web Daily Organiser.

The Timetabler will need to activate Web Daily Organiser in Version 9 in order to publish timetables
for Web Daily Organiser.

ACTIVATE WEB DAILY ORGANISER

When Timetabling Solutions Version 9 is opened, the Welcome Page appears. The Welcome Page
can be used to access the desktop modules - Student Options, Timetable Development and Daily
Organiser. It also has links to check for updates, configure settings and web applications.

9 Timetabling Solutions Version

File Edit View StudentTasks Timetable Tasks Daily Organiser Tasks Help

Welcome Page  Student Options Module  Timetable Development Module  Daily Organiser Module

Timetabling Solutions Version 9

Software Settings

Student Options Module
School Code: TTS1

Version Number: Open Last Used Student File

Check for Updates File: Nil

File Location: Nil

Open Version 9 and click Web
Daily Organiser (Beta)

Confi Setti .
enfigure Settings Timetable Development Mod
Configure File Locations

Configure Settings Open Last Used Timetable File
Configure General Access File: Nil

File Location: Nil

Applications aily Organiser Module

Web Preferences Manager

Web Daily Organiser (Beta) Open Last Used Daily Organiser File []0Open file at today's date
Training Courses File: Nil
Courses File Location: Mil

Enrol in Training

Software Maintenance Agreement

Ti metabllng Schook:  Timetabling Solutions Training College
SOLUTIONS

Active to: 31/12/2019

About Software Maintenance Renew SMA
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Activate Web Daily Organiser Enter the Username
and Password
provided and click
Activate

Please enter your username and password for Web Daily Organiser

All required fields are displayed in green and marked with asterisk *

Username*

Password*

Important: You will need to contact your school Timetable Console Administrator to obftain your
username and password.

Activate Cancel

Note: Your school’s Timetable Console Administrator will provide you with a username and you will
set your own password. Do not contact Timetabling Solutions for these, as we do not keep records
of individual usernames and passwords for security reasons.

“| Timetabling

SOLUTIONS

Enter your username and password
and click Sign In

Sign In

/7

D Remember User Name
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) Timetabling

SOLUTIONS

Administration Daily

Console E Organiser
Tools for managing your data and Tools for managing daily changes to
users. your timetable.

My User Profile

The website opens with links to the applications available to each user. In
this case, the Administration Console and Web Daily Organiser.

Minimise the Chrome browser and return to Version 9.

PUBLISHED TIMETABLE FILES

The role of the Timetabler is to publish the timetable file for the start of the year and then to publish
another timetable file whenever changes are made during the year.

When each file is published, the Timetabler must
e Set the start date for the file
e Specify the Published Timetable Group that the file will be uploaded to

The Web Daily Organiser will automatically read the correct published file each time based on the
date selected when it is opened.

In many schools, the Timetabler and Daily Organiser roles are held by different people. If this is the
case, the Timetabler will be responsible for publishing the files. The Daily Organiser can see details
of the published timetables in the Administration Console or see a list of published timetables in
Web Daily Organiser.
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UPLOAD A PUBLISHED TIMETABLE FILE

Timetables are published to Web Daily Organiser from the Timetable Development module.

Timetabling Solutions Version 9

Software Settings

Student Options Module
School Code: TTS1
Version Mumber; Open Last Used Student File

Check for Updates File: Mil
File Location: Mil

Configure Settings -
gureserngs Timetable Development Module
Configure File Locations
Configure Settings Open Last Used Timeta%le File
Configure General Access File: Nil

File Location: Mil

Applications To open the Timetable Development Module

click on the Timetable Development Module link

Web Preferences Manager

Training Courses

Courses File Location: Nil

Enrol in Training

Timetable Development Module - Home Page

File Open
Timetable File: Mil
Student Files: Nl Click Open File...

Backup File:  Mil

Quick Export:  Nil

File ltermns
_:] Mew File... Save Cuick Export
[% Open File... Copy File... Publish Timetable
Close File Save and Backup Email Data to Support
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Select the file
Timetable for DO Version 1.tdf9

N » ThisPC » Windows (C:) » Users » Public » Pubj ning Data 2
Organize = Mew folder Click open = [ @
Name : "
# Quick access B Timetable Faculties.tdf TimetYole Develo.. 1,330 KB
Timetable for DO Version 1.tdf% Timetabe Develo... 2,639 KB
£ This PC B Timetable for DO Version 2.tdf9 TimetablDevelo.. 2,628 KB
=% Network Timetable Fully Staffed.tdf9 Timetable D\velo.. 1,865 KB
- Timetable Last Year.tdfd Timetable Dedelo... 1,163 KB
Timetable Lookahead Test 1.tdf% Timetable Develp.
Timetable Lookahead Test 2.tdf% Timetable Develo),
Timetable Lookahead Test 3.tdf% Timetable Develo...
Timetable MRCG.tdf% Timetable Develo...
Timetable Mext Year Roll Up.tdf9 Timetable Develo...
Timetable Reports.tdfd Timetable Develo...
Timetable Rooming.tdfd Timetable Develo...
Timetable RURs.tdf% Timetable Develo...
Timetable Set Up Yard Duties.tdf9 Timetable Develo... v

File name: |Timetab|efor DO Version 1.tdf%

T Timetable Development Module - Home Page

File Open
Timetable File: Timetable for DO Version 1.tdf9
Student Files: Students: 619 (Files: 6)

Backup File:  Nil Click Publish Timetable
Quick Export:  Nil

File lterns
|| Mew File... |l Save &% Quick Export
[ Open File... I Copy File... &% publish Timetable
™ Close File |l Save and Backup __| Email Data to Support

9 Supplementary Task

Help F1

Supplementary Task: View Timetable Publish History and Publish Timetable [ Display |Large (@ ~| | k|[&) @
&% Publish Timetable Delete Published Timetable Fle | 3 Clear Published Timetable File History | &% Save to V8.1 General Access | &% Publish Timetable for Web Daily Organiser
[] Hide missing files 4

{There are no published timetables to Daily Organiser from this file

Click Publish Timetable
for Web Daily Organiser
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Web Daily Organiser

Upload to Web Daily Organiser Wizard

Upload data to the following school:

Current school is: TTSC Training

[&sc aining

Lesson 1

Click Next

The school name is
displayed.

Note: If a useris
linked to more than
one school or school
7 site, the school or
school site to upload
the data to will need
to be selected.

Upload to Web Daily Organiser Wizard

Published Timetable Group

< Back MNext

When the Published Timetable file is uploaded it will be allocated to a Published Timetable Group.

The name of the Published Timetable Group can be edited below.

Mote: There must be at least one Published Timetable in the Published Timetable Group before a Daily Organiser file can be
uploaded.

Published Timetable Group in Web Daily Organiser

[]5ave Published file for Version 9 Daily Organiser
[Published 2020 <«

<

Cancel

Timetabling Solutions

Total File(s) uploading

Remaining file(s) to upload

< Back Upload

Cancel

Type “Published
2020” and click
Upload

Note: All
published files
that relate to a
particular Daily
Organiser dataset
must be sent to
the same
Published
Timetable Group.
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Confirm

Click Yes

o Before publishing your timetable to Daily Organiser, you
must first save, Do you want to save now?

Publish Timetable x

Timetable Start Date Publish Comment

1 February 2018 g - |

Mon Tue Wed Thu Fri  Sat Sun \ When the calendar opens, the arrows
2 30 31 1 2 3 4
s s 7 8 9 10 11 can be used to change the date.

12 13 14 13 16 17 18

19 20 21 22 23 24 25

206 27 28 1 2 3 4

5 B 7 8 g M N
[ ] Today: 19/04/2018

QEHCE|

Publish Timetable x

Timetable Start Date Publish Comment
1 January 2020 L4 |
Mon Tue Wed Thu Fri  Sat Sun T Change the date to the last Tuesday in
w3 1 2 3 4 s >
6 7 8 9 1w 1 12 L January next year
13 14 15 18 17 9
20 24 25 2%

27 29 30 3 1

[T %]

5 6 8
[ Today: 19/04/2019

QEHCE|

Publish Timetable x

Timetable Start Date Publish Comment

Start of Year
1 January 2020 4
Mon Tff wﬁd Th; Fg Sa_: S”; Type “Start of Year” in the
& 7 8 8 10 11 12 Publish Comment box
13 14 15 16 17 18 19
0 A 2 23 4 25 % .
27 2 030 3 1 2 Click OK
3 4 5 6 7 & 9
[ ] Today: 19/04/2018

|
Cancel
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Confirm

o Your current timetable has been published to Web Daily
Organiser. [t will start on 28/01/2020

Close the Upload to Web Daily Organiser Wizard? /

Yes Mo

Click Yes

Note: In Web Daily Organiser there can only be one published timetable for each date. Ifa
published timetable is already present for this date it will be removed before the new timetable is
published. A warning message will be given.

9 Supplementary Task

Help F1

Supplementary Task: View Timetable Publish History and Publish Timetable [ Display | Lae™ v k& @

&% Publish Timetable Delete Published Timetable Fle | 3 Clear Published Timetable File History | &% Save to V8.1 General Access | &% Publish Timetable for Web Daily Organiser

[ Hide missing files

ame | Publish Date Start Date | Published Timetable Folder for Daily Organiser | Published Timetable Group on Web | Pys#Red Timetable Folder for General Access | Comments |
etable for DO Version 1.ptf9} 19/04/2019 4:08:11 PM | 28/01/2020 Published 2020 Start of Year

Details of the published file are now displayed on the screen.

Close the Supplementary Task window

Note: It is essential that the Timetabler informs the Daily Organiser of the name of the Published
Timetable Group so that the new Daily Organiser dataset can be linked to the correct published
timetable.

T Timetable Development Module - Home Page

File Open
Timetable File: Timetable for DO Version 1tdf9 | The published timetable is now available for use in Web
Student Files: Students: 619 (Files: f) Daily Organiser_
Backup File:  Nil
Quick Export: Engage Click Close File and close the program
File lterns
|| Mew File... &% Quick Export
[ Open File... I Copy File... &% publish Timetable
™ Close File |l Save and Backup __| Email Data to Support
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THE ADMINISTRATION CONSOLE

Daily Organisers generally should have limited access to the Administration Console. They can view
and manage files uploaded to the web.

“| Timetabling

SOLUTIONS

Administration Daily

Console E Organiser
Tools for managing your dataand Tools for managing daily changes to
users. your timetable.

Open the Chrome web browser and
click Administration Console

L3 TISC Training

Trainer 01 g

TTSC Training
Administration Console GUIEEs

Published Timetables

Daily Organiser

Note: The Daily Organiser has
limited access.

View Logs

Click [3] Published Timetables

B Contact Us rganiser E Download V9
Bl Daily Organiser Bl Change Logs

Send us an email » Open Now » View Now » Download Now »
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X3 Published Timetables

B File Actions B Recycle Bin Trainer 01 g

TTSC Training

190411133902 200128 _Timetable for DO Version 1.ptf9 Published: 19/04/2018 12:46:10 PM Home Page

Published Timetables

Start Date: 28/01/2020 Group: Published

Daily Organiser
190419160811_200128 Timetable for DO Version 1.ptfo Published: 19/04/2019 16:08:44 PM

View Logs
Start Date: 28/01/2020

Group: Published 2020

All the published timetables are listed with details of their start date,
published date and the Published Timetable Group they belong to.

Note: The first file here was published earlier and will be used in later

lessons.

I3 Published Timetables

B File Actions i' Recycle Bin

190411133902 200128 Timetable for DO Version 1.ptf9 Published: 19/04/2019 12:46:10 PM

Start Date: 28/01/2020 Group: Published

190419160811 200128 Timetable for DO Version 1.pt P19 16:08:44. 25

Start Date: 28/01/2020 Group: Publis| CIiCk [4] Daily organiser

ﬁ Daily Organisers

B File Actions B Recycle Bin

Daily Organiser 2020 - one week later Published: 19/04/2019 12:45:54 PM

Start Date: 28/01/2020 End Date: 11/12/2020 Use: Monday, Tuesday, Wednesday, Thursday, Friday Group: Published

This is a list of all the Daily Organiser
datasets. This dataset will be used in later
lessons.

Click Home Page

Trainer 01 g

TTSC Training
Home Page

Published Timetables
Daily Organiser

View Logs

Trainer 01 g

TTSC Training
Home Page
Published Timetables

Daily Organiser

View Logs

Timetabling Solutions
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MOVE BETWEEN WEB APPLICATIONS

There are 2 ways to move from the Administration Console to the Web Daily Organiser.

I3 TISC Training o

Administration Console Notifications

No notifications

Applications

B permit Support Access On

k8] Download vo

Contact Us Open Daily Organiser
B Daily Organiser Change Logs

General Settings

.. Help & Suppert
= Print

Configuration Settings

Send us an email » Open Now » gw » Download Now »

&% User Accounts.

The first way is to click on Open Now... in Open Web Daily
Organiser and the second way is to click the configure settings icon.

Click

L3 TISC Training o Trainer 01 g

Administration Console Notifications

No notifications
B Permit Support Access On

Links to applications available to the
B Contact Us Download V9

user are displayed here. General Settings

R, Help & Support
) = Print
Send us an email » Open Now » View Now » Download Now »

Applications

Configuration Settings

an User Accounts
<+ Applications
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HELP AND SUPPORT

There is a Help and Support link in the Administration Console.

I3 TISC Training o

Administration Console Notifications

No notifications

Applications

B permit Support Access On

L H

Administration  Daily Organiser

B Contact Us Open Daily Organiser E Download V9
Daily Organiser Change Logs ;
General Settings

Send us an email » Op CIiCk Help and Support Brrleed R o Print

Configuration Settings

&% User Accounts
<+ Applications

L3 TISC Training o Help Center X

Administration Consoailat Q Search for help

No notifications

Applications

Information about the Home
Page is displayed. : O H

E e e ﬂ Configure Settings | Access
. . Applications
= Click to see more details i

General Settings

R Help &Support
B Print

Configuration Settings
a User Accounts
&> Applications

App Version: 1.0.0.13512
Core Version: 1.0.0.13515

Home Page

Open | Close the Task Tree

@ Edit your profile | Access other
campuses (if Multi Site user) | Logout

Send us an email » Open Now »

Permit Support Access

On = Timetabling Solutions support desk
people may access your account, any
a changes made to your data will be
g ¥

reflected in the change logs
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L3 TISC Training o

Notifications

Administration Conso

No notific:

Applications

T B

Daily Organiser

B rermit Support Access On

Note: Users can create support tickets or view
How to Info. Support Tickets will be discussed
later.

f—A Contact Us

Send u

Click How to Info (Administration Console)

L3 TISC Training o

Notifications

Administration Conso

No noti

Applications

B rermit Support Access On

Daily Organiser

B Contact Us

Click to move to the

Web Daily Organiser

General Settings
R Help &Support
B Print
Configuration Settings
& User Accounts
&+ Applications
App Version: 1.0.0.
Core Version:

Help Center

Q Search for help

@ ]

Support Tickets

How ToInfo (Admin Co...

Configure Settings | Access
Applications

Open | Close the Task Tree

Edit your profile | Access other
campuses (if Multi Site user) | Logout

Permit Support Access

Help Center

Q Search for help

@ ]

Support Tickets How To Info (Admin Co...

— Timetabling Solutions (Admin Console)
— What to do on each page
Home Page
1 Manage Users
2 Application Access
3 Published Timetables
4 Daily Organiser
5 Settings
6 Integrations
7 View Logs
— Timetabling Solutions (Web apps)
+ FAQs - Daily Organiser Module - (web edition)

Timetabling Solutions
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Web Daily Organiser

LESSON 2: SET UP WEB DAILY ORGANISER

WHAT IS WEB DAILY ORGANISER?....eiitieitieeiitie ittt s esene e e 44
OPEN WEB DAILY ORGANISER ..ottt e s s 44
CREATE A WEB DAILY ORGANISER ...ttt e s e e e s 45
SET THE START DATE, START TIMETABLE DAY AND END DATE .....cccviiiiiiiiiiiiiiiiiiincc i 48
SCHOOL DAYS..ceiii bbb s s a s e s aaa e 50
TIMETABLE CYCLE .ttt et ere e s s 51
IMPORT PARAMETERS ...ttt ettt st e s s e s s e e s s e e e e e saneeas 51
CONFIGURE SETTINGS... ..ottt e s aba e s 54
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WHAT IS WEB DAILY ORGANISER?

Web Daily Organiser is a fully hosted web 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 excursions, update class lists and
select replacement teachers to cover teacher absences.

The recommended browser to use is Google Chrome, Firefox or Safari.

OPEN WEB DAILY ORGANISER

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

‘-’ Timetabling

SOLUTIONS
S | g N | N Enter the username and
password provided and
click Sign In

Note: When logging on at school the address is timetabling.education. Your school’s Console
Administrator will provide you with a username and you will create your own password. Do not
contact Timetabling Solutions for these, as we do not keep records of individual usernames and
passwords for security reasons.
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Web Daily Organiser

Lesson 2

Console

’| Timetabling

SOLUTIONS

Administration

Tools for managing your data and

Daily
Organiser

anaging daily changes to
etable.

users.
Click Daily Organiser
CREATE A WEB DAILY ORGANISER

Each new Web Daily Organiser dataset must be given a unique name. Parameters such as start date,
start timetable days, end date and school days must be specified. In this example, a new Daily
Organiser dataset will be created for the year. It will run from the last Tuesday in January to the

second Friday in December.

E Name: No Calendar Selected

Home Page

Manage Items
B New
3 open
X Close
@ Copy

Task Groups

Information Stage
D Par
D Uns
A
D Les

Published Timetable: Trainer 01 g

n No Date (Toeday) u Ak A Logout

D Teachers
a

D Roon
D Canci
D Teac|
D Room Re|

2]

¢ Configure Settings
& Publish Daily Organiser .. OF

E Permit Support Access Off

.

When first opened most of the
buttons are inactive

Click New

Timetabling Solutions
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Published Timetable Group

Create New

|Pub|ished

=

MName

Start Timetable Day \

N

Timetable Type

(O Continuous

Click on the folder to select the
Published Timetable Group

|Daily Organiser New HDay1
Start Date End Date
|28r’ﬂ1f2€|20 H28."U1f2321
Use Days

O sunday [ Monday [ Tuesday B Wednesday Thursday [ Friday [ Saturday

(®) Each cycle starts on same calendar day

0K Cancel

Published Timetable Group

Select Published 2020

T and click OK

Group Marme

O rublished

O rublished 2020 «—

0K Cancel

Timetabling Solutions

Page 46 of 346



Web Daily Organiser

Lesson 2

Create New
Published Timetable Group
|Pub|ished 2020 ‘ O
Name Start Timetable Day
| Daily Organiser New HDay1 - ‘
Start Date End Date
|28fﬂ1x‘2020 H28."U1f2:2|21 ‘

Use Days

O sunday [ Monday B Tuesday B Wedkesday Thrsday [ Friday [ Saturday

Timetable Type
(®) Each cycle starts on same calendar day

(O Continuous

Default values have been entered in all fields. These
can be edited where necessary.

Create New
Published Timetable Group
Published 2020 ‘ O
Name Start Timetable Day
Daily Organiser 2020 I‘ Day 1 hd ‘
Start Date End Date
|28fﬂ1x‘2020 \ H28m1f2021 ‘

Use Days

O sunday [ Monday B Tuesddy B Wednesday Thursday [ Friday [ Saturday

Timetable Type
(®) Each cycle starts on same calendar day

(O Continuous

In the Name field type oK
“Daily Organiser 2020”

Cancel

Timetabling Solutions
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SET THE START DATE, START TIMETABLE DAY AND END DATE

The start date and start timetable day need to be set before the dataset is created. This is to enable
a calendar to be set up to ensure the correct timetable data is read in Web Daily Organiser each day.

The start date and start timetable day cannot be edited once a Daily Organiser dataset has been
created but the end date can be edited.

Create New
Published Timetable Group
‘Pub shed 2020 | O
Name Start Timetable Day
‘ Daily Crganiser 2020 ‘ Day 1 - |
Start Date End Date
‘28{'313‘2320 - st;‘an‘zam |
Use Days

[ Sunday Monday Tuesday Wednesday Thursday Friday [ Saturday

Timetable Type |
The start date is the start date of the

Each cycle 5 1
© Fecheycie =202 puplished Timetable file. This is correct,

() Continuous

OK Cancel

In Web Daily Organiser, there are two types of days:
e (Calendar days: The days of the week which are used in setting up the Calendar.
e Timetable days: The names and codes for each day of the timetable cycle. These have been
defined in the timetable file.

If a timetable has a 5 day cycle, the timetable days will usually be the same name as the calendar
days. eg Monday, Tuesday but codes may vary eg Mon or Day 1.

If a timetable does not have a 5 day cycle, the timetable days will be different from the calendar
days. For example, in a 7 day cycle they could be Day 1 to Day 7 or for a 10 day cycle Monday Week
A to Friday Week B.

On calendar screens both calendar and timetable days can be displayed. On all other screens only
timetable days are displayed.

In order for the calendar to be set up in the Web Daily Organiser, the timetable day that corresponds
to the start date must be specified before the dataset is created. This is to ensure that the data from
the Published Timetable file is synchronised with the data in Web Daily Organiser.
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Published Timetable Group

Create New

‘Published 2020 | O
Name Start Timetable Day
‘ Daily Organiser 2020 ‘ Day 1 -
Start Date Day 1
‘28501;2020 ‘ Day 2
Day 4
Use Days Day 5

O sunday B Monday [ Tuesday [B Wednesday Thursday\ [ Friday [J

Timetable Type

(®) Each cycle starts on sarme calendar day

(O Continuous

turday

Click on the drop down menu
for Start Timetable Day and
select Day 2 from the list

Published Timetable Group

Create New

‘ Published 2020 | O

Name Start Timetable Day

‘Daily Organiser 2020 HDay?_ - |
Start Date End Date

‘28501;‘2020 Hzgmfzam |
Use Days

O sunday B Monday [ Tuesday [B Wednesday Thursdsy [ Friday [ Saturday

Timetable Type

(®) Each cycle starts on sarme calendar day

(O Continuous

Note: The default end date is one
year after the start date.

Click on the end date and a calendar

appears

Timetabling Solutions
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Use Days
O Sunday Monday [ Tuesday [ Wedned Mo Tu We Th Fr [Sa  Su

Timetable Type 1 2 3 4 5 6
(®) Each cycle starts on same calendar day 7 & 9| 10| 11| 12| 13
() Continuous 14 15 16/ 17 18 19 20

21 22 23 24 23 26 27

28 29 30 N

rel

Create New
Published Timetable Group Use the back arrow to change the
month to December and click on the
‘Published 2020 ) )
second Friday in December
Name Start Timet. —
‘ Daily Organiser 2020 HDay?_ / - |
Start Date End Date /
‘ 28/01/2020 ‘ | 11/12/2020 /
0 & December2020 o

SCHOOL DAYS

School days can be specified.

Create New
Published Timetable Group
|Pub|ished 2020 ‘ O
Name Start Timetable Day
|Daily Organiser 2020 HDayz hd ‘
Start Date End Date
|28fﬂ1x‘2020 H 111272020 ‘

Use Days
O sunday Monday Tuesday Wednesday Thursday Friday [J Saturday

Timetable Type
(® Each cycle starts on same calendar day

() Continuous

The default school days are Monday to Friday, but this
can be edited if the school is open on other days.

Timetabling Solutions
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TIMETABLE CYCLE

The timetable cycle, as specified in the Published Timetable file is listed here. 5 and 10 day
timetable cycles will always start on the same calendar day. If the timetable cycle is any other
length, the program will assume it is a continuous timetable. This is used in automatically setting up
start dates.

Create New

Published Timetable G
MRS e BT The timetable cycle details are determined by the
linked Published Timetable file.

Published 2020

Name If all the information is correct, click OK

Daily Crganiser 2020

Start Date End Date

28/01/2020 1111272020

Use Days

[ Sunday Monday Tuesday Wednesgaf Thursday Friday [[J Saturday

Timetable Type
(®) Each cycle starts on same calendar day

() Continuous

OK Cancel

IMPORT PARAMETERS

Parameters can be entered manually or imported from an existing Version 9 Daily Organiser file or
from another Web Daily Organiser. Checkboxes are used to select which parameters are imported.
The following parameters are available to be imported:

e (Calendar Settings: If the dates in this dataset overlap with the dates in the previous file then
all relevant dates can be imported.

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

e Teacher Absence Reasons

e lLesson Cancellation Reasons

e Room Availability Reasons

e 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 file as they relate to the previous published timetable.

e Emergency Teacher Details

In this example, teacher absence reasons, lesson cancellation reasons, room availability reasons and
emergency teacher details will be imported.

Timetabling Solutions Page 51 of 346



Web Daily Organiser Lesson 2

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

Confirm Click Yes
Do you wish to import parameters from another Daily -ijﬂf“ey/
Yes No

Daily Organiser Import Wizard Select Version 9 Daily Organiser

and click OK

Data can be imported from Web Daily Organiser or from a
Version 9 Daily Organiser file.

Select a data source
(O Daily Organiser (Weh)
@ Version 9 Daily Organiser

0K Cancel

Daily Organiser Import Wizard

Select a source Daily Organiser File

~ .TDS

In this case a Version 9 file

> [ Web Daily Organiser Backups has already been uploaded.
ﬂ Daily Orgariser 2020 - one week later.dofd Select the file
ﬂ Daily Organiser - last year dofd Daily Organiser - last

year.dof9 and click OK

Note: If no Version 9 file is
listed, click Upload Version
9 Daily Organiser file and
Upload Version 9 Daily Organiser file OK Cancel browse to a Version 9 file to

upload.
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Daily Organiser Import Wizard

Select the type of data you wish to import.

Avzilable Data Types

Calendar Settings Note: By default, all
Unsupervised Classes

checkboxes are
Teacher Absence Reasons * , .
Lezson Cancellation Reasons ticked.
Room Availability Reasons

Teacher Details
Emergency Teacher Details

1

0K Cancel

Daily Organiser Import Wizard

Select the type of data you wish to import.
Available Data Types
O calendar Settings Untick the check

O unsupervised Classes boxes as shown
Teacher Absence Heasons
Lesson Cancellation Reasons Click OK
Room Availability Reasons
] Teacher Details

Emergency Teacher Details

4

0K Cancel

Daily Organiser Import Wizard

Impaort Complete /
“«

OK

Click OK

E Name: Daily Organiser 2020 ~  Published Timetable: 190419160811_200128_Timetable for ... Trainer 01 g

Home Page Information Stage Process Stage  Reports Stage =~ | A @v ? | Logout

Manage Items
B Newr Q Wy Published Timptables L& _~=ofifigure Settings

£ open LX View Useggnzed & Publish Daily Organiser off

Web Daily Organiser is now ready to use.

The Daily Organiser dataset, Published Timetable and user are displayed in the page header.
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-

E Name: Daily Organiser 2020

Process Stage  Reports Stage

Published Timetable: 190419160811_200128_Timetable for ...

4 | 28/01/2020 D2 (Future) | P

Home Page Information Stage

Manage Items
B New

X View Publishdd Timetables

# Configure Settings

The page header can be collapsed for

Note: When a new dataset is created it always opens on the first available date.

-~
Click to collapse the page header

maore screen space.

4 |zafuuzuzu DZ (Future) | p

n Home Page  Information Stage

Process Stage

Reports Stage

Manage Iter
B new
3 open View User Changes
X Close 2 Import
D Copy ! Export Data

Task Groups

Information Stage Process Stage

n Parameters and Calendar ... Teachers
u Unsupervised Classes Students
a Teacher Absence Reasons Rooms ...

n Lesson Cancellation Reasons Cancel Lessons and Yard Duties .

B Roarn Availability Reasons Teacher Replacernents ...
ﬂ Teachers and Students .

ﬂ Reminder Notes

Room Replacements ...

Student Attendance Changes

# Configure Settings

& Publish Daily Organiser ...

o

E Permit Support Access

Note: When the page header is

collapsed the navigation buttons
and date are always visible.

Reports S|

B cheex

D Teacher Changes

[ Butetin.

D Selected Day Reports
[] Selected Day Activities ...

E] Timetables ..

D Surnrary Reparts ...

D File: Statistics ..

CONFIGURE SETTINGS

In Web Daily Organiser, the configuration of settings for students and teachers can be set from the

Home Page.

Manage Items

B New

L View Published Tirmetables

L Configure Settings

O pen Click Configure Settings

X Close

i Export Data

IQ Copy

& Publish Daily Organiser .. OfFf
B Permit Support Access OFF
¢ Open on Today's Date Off
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STUDENT NAMES FORMAT

The settings for displaying student names can be changed to meet individual users’ needs. These

settings are stored in your browser.

Configure Settings

Student Name Format | Teacher Narme Format

The following options allow yosgo configure how to display student names.
Student Names:

(O First Name, Middle Name, Family Name

(@ Family Name, First Name, Middle Name
(O Family Name, Preferred Name, Middle Name

O Preferred Name, Middle Name, Family Name

Student Middle Mame:

O Full Middle Narne

O Initial Only

The Student Name Format tab is
open.

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

(® Do Not Display

OK

Cancel

TEACHER NAMES FORMAT

As per the student settings, the settings for displaying teacher names can be changed to meet
individual users’ needs. These settings stored in your browser.

Configure Settings

Student Name Format | Teacher Name Format

The following options allow you to configure how to slay teacher names.
Teacher Names:
(O First Name, Middle Name, Family Name

@ Family Narme, First Name, Middle Name

Teacher Title:
(O Display

@ Do NotDisplay  g—

Click on the tab
Teacher Names
Format

Note: The display

Teacher First Name:

® Full First Name

I ——

format for the
names can be
changed at any

QO Initial Only
time.
Teacher Middle Name:
O Full Middle Name Click Cancel
QO Initial COnly
® Do Not Display
0K Cancel
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Manage Items
B New
3 open
X Close

a View Published Timetables
ﬂ View User Changes

1 Import Data

a Configure Settings

& Publish Daily Organiser .

B Permit Support Access

@ Copy

Click [1] Parameters and Calendar...

/'s Date

Task Groups

Information Stage

n Parameters and Calendar ...
n Unsupervised Classes

B Teacher Absence Reasons
n Lesson Cancellation Reasons
B Room Availability Reasons
ﬂ Teachers and Students ..
n Reminder Notes

ENTER PARAMETERS

Process Stage
Teachers ...
Students ..

Rooms ..

Cancel Lessons and Yard Duties ..

Teacher Replacements ...
Room Replacements ..

Student Attendance Changes

Reports Stage

D Check Replacements
D Teacher Changes

B2 sulietin ..

D Selected Day Reports ...
D Selected Day Activities ...

D Timetables ...

D Summary Reports ...

] Fie statistics ...

Off

Off

Off

In Web Daily Organiser, yellow cells can be edited and white cells cannot be.

4 ‘23;01;2020 DZ{Future]‘ bvl

ﬁ Home Page Information Stage Process Stage  Reports Stage
Parameters ‘ Value
Date Forrmat 28/01/2020 <

Spare Field Titles (leave blank if not required)
Emergency Teachers Spare Field 1
Emergency Teachers Spare Field 2 | Expiry Date

Emergency Teachers Spare Field 3

Teacher Reg No

Emergency Teacher Title on Bulletin | Emergency Teacher

Calendar Parametars

Start date for file 28/01/2020
Start timetable day Day 2
End date for file 1171242020

Sunday status
Monday status
Tuesday status
Wednesday status
Thursday status
Friday status
Saturday status
Linked timetable & day cycle
Tirmetable type

[J Use Sundays
Use Mondays
Use Tuesdays
Use Wednesdays
Use Thursdays
Use Fridays

[ Use Saturdays

(®) Each cycle starts on the same calendar day

() Continuous

This date format is
displayed throughout the

file.

Up to three additional
fields can be added for
emergency teachers. The
two fields shown here
were imported from last
year’s file.

An alternative name for
emergency teacher can be
used on the Bulletin. The
default is Emergency
Teacher.

The end date can be
edited.
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ﬂ Home Page Information Stage  Process Stage  Reports Stage
Parameters Value
Date Format 28/0172020

- Note: The date format can be changed.
Spare Field Titles {(leave blank if not required)
Ernergency Teachers Spare Field 1 | Teacher Reg No Click on the date and the drop down
Emergency Teachers Spare Field 2 | Expiry Date menu appears
Emergency Teachers Spare Field 3
Emergency Teacher Title on Bulletin | Emergency Teacher

H Home Page

Information Stage

Process Stage  Reports Stage

Pararneters

Value

Date Format

Spare Field Titles (leave blank if not

28/01/2020 i v

Emergency Teachers Spare Field 1

Tue 28 Jan 20
28/01/2020

Emergency Teachers Spare Field 2

Tuesday, 28 January 2020

Emergency Teachers Spare Field 3

Emergency Teacher Title on Bulletin

Emergency Teacher

ﬂ Home Page

Information Stage

Process Stage  Reports Stage

Select the date format as shown

Parameters Value
Date Format Tue 28 Jan
Spare Field Titles {(leave blank if not required)

Emergency Teachers Spare Field 1

Teacher Reg No

Emergency Teachers Spare Field 2

Expiry Date

Emergency Teachers Spare Field 3

Click in the cell next to Emergency
Teacher Title on Bulletin and type “CRT”

Note: This will only appear on the
Bulletin and selected reports.

Z

Emergency Teacher Title on Bulletin

CRT
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SET UP THE CALENDAR

In Web 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 a different timetable day needs be scheduled for a particular date. Timetable days can
then be edited. For example, a Day 1 timetable could be run on Day 3.

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:
[1B] Timetable Days

ENTER CLOSURE DAYS AND WEEKS

A closure day or week refers to any day when the regular timetable is not being run. For example,
school holidays, public holidays, sports days and professional learning days.

B HomePage InformationStage Process Stage Reporis Stage 4 ‘ Tue 28 Jan D2 (Future) ‘ [ _

X Closure Day X Closure Week /" Set Timetable Days 9 Q
— Options —Legend
| O show timetable days | | Completed Selected date In future Today Timetable day edit @ School closed Set day |
N
No | Monday |Tue$day |WM§day | Friday |
1 Tue 28 Jarn  Wed 29 Jan  Thu 30 Jan L

Note: On this screen calendar days are

2 |Mon03Feb Tue04Feb Wed05 Feb  Thu 06 Feb | Fri 07 Feb .
shown as column headings.

3 |Mon10Feb Tue11Feb Wed 12 Feb Thu 13 Feb | Fri14 Feb

4 |Mon17Feb Tue18Feh Wed19Feb Thu20Feb Fri21 Feb To see the timetable days

5 |Mon24Feb Tue25Feb Wed 26 Feb Thu 27 Feb  Fri28 Feb tiCk ShOW timetable days

ﬂ Home Page Information Stage Process Stage Reports Stage 4 ‘ Tue 28 Jan D2 (Future) ‘ [ 3 _

X Closure Day ¥ Closure Week # Set Timetable Days (%] [x]
— Options — Legend
Show timetable da}rsu\ Completed Selected date In future Today Timetable day edit @ School closed Set day |
No | Maonday |Tuesday |Wednesd\ayway | Friday |
1 Tue 28Jan |Wed 20 Jan | Thu 30 Jan T Note: Timetable days are now
D2 D3 D4 DS

displayed under each date

2 Mon03Feb Tue04Feb Wed 05 Feb  Thu 06 Feb | Fri 07 Feb
Ef & 0B = EE To hide the timetable days
3 Mon10Feb Tue 11 Feb Wed 12 Feb Thu 13 Feb  Fri 14 Feb . .
untick Show timetable days
b1 D2 D3 D4 D5
4 Mon17Feb Tue 18 Feb Wed 19 Feb Thu 20 Feb | Fri21 Feb
D1 D2 D3 D4 D5
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ﬂ Home Page

Information Stage

Process Stage

Reports Stage

X Closure Day X Closure Week # SetTimetable Days
— Options v ¢ Legend L. )
| O show timetable days | | Completed Selected date In future Today Timetable day edit @ School closed Set day |

Mo | Manday

| Tuesday |

Wednesday |Thu rsday\LFriday |

1

Man 03 Feb
Mon 10 Feb
Mon 17 Feb
Mon 24 Feb
Mon 02 Mar
Maon 09 Mar

Mon 16 Mar

e - T ¥ B = B VI %)

Maon 23 Mar

-
(=]

Maon 30 Mar

-y
—y

Man 06 Apr

-
[}

Mon 13 Apr

j—y
L

Mon 20 Apr

-y
I

Mon 27 Apr

H Home Page

X Closure Day

Tue 28 Jan

Tue 04 Feb
Tue 11 Feb
Tue 18 Feb
Tue 25 Feb
Tue 03 Mar
Tue 10 Mar
Tue 17 Mar
Tue 24 Mar
Tue 31
ue 07 Apr
Tue 14 Apr
Tue 21 Apr
Tue 28 Apr

Wed 29 Jan

Wed 05 Feb
Wed 12 Feb
Wed 19 Feb
Wed 26 Feb
Wed 04 Mar
Wed 11 Mar

Wed 18 Mar

Wed 08 Apr
Wed 15 Apr
Wed 22 Apr
Wed 29 Apr

Information Stage

X Closure Week

Thu 30 Jan
Thu 06 Feb
Thu 13 Feb
Thu 20 Feb
Thu 27 Feb
Thu 05 Mar
Thu 12 Mar
Thu 19 Mar
u 26 Mar
Thu 02 Apr
Thu 09 Apr
Thu 16 Apr
Thu 23 Apr
Thu 30 Apr

Process Stage

Fri 14 Feb
Fri 21 Feb
Fri 28 Feb
Fri 06 Mar

Fri 13 Mar

720 Mar
Fri 27 Mar
Fri 03 Apr
Fri 10 Apr
Fri17 Apr
Fri24 Apr
Fri 01 May

# SetTimetable Days

School holidays are in the first 2 weeks
of April.

Click on the first Monday in April and
click Closure Week

Repeat for the second week in April

Reports S5tage

— Options AN v ¢ Legend
| O ShuwtimetableM

Completed

Selected date

In future Today

Timetable day edit @ School closed Set day |

Mo | Meanday

|Tue3day |WeM|Thursday |Friday |

1

Mon 03 Feb
Mon 10 Feb
Mon 17 Feb
Mon 24 Feb
Man 02 Mar
Maon 09 Mar
Man 16 Mar

[Te i v I - a R ¥ 1 B S M B oS

Maon 23 Mar

-
(=)

Mon 30 Mar

ey
=

Mo
o

- | -
[EU ]

Mon 20 Apr

-
I

Mon 27 Apr

Tue 28 Jan
Tue 04 Feb
Tue 11 Feb
Tue 18 Feb
Tue 25 Feb
Tue 03 Mar
U War
Tue 17 Mar
Tue 24 Mar
Tue 31 Mar

n 06 Apr | Tue 07 Apr

Tue 14 Apr

Wed 249 Jan
Wed 05 Feb
Wed 12 Feb
Wed 19 Feb
Wed 26 Feb
Wed 04 Mar
Wed 11 Mar
Wed 18 Mar
Wed 25 Mar
Wed 01 Apr
Wed I8 Apr
Wed 15 Apr

Thu 06 Pk
Thu 13 Feb
Thu 20 Feb
Thu 27 Feb
Thu 05 Mar
Thu 12 Mar
Thu 19 Mar
Thu 26
G102 Apr

Thu 09 Apr

e 21 Apr |Wed 22 Apr | Thu 23 Apr | Fri 24 Apr

Fri31 Jan
Fri 07 Feb

Fri 03 Apr

Tue 28 Apr | Wed 29 Apr | Thu 30 Apr | Fri 01 May

Note: The closure weeks are shown in red.

The second Monday in March
is a Public Holiday.

Click on this Monday and click Closure Day

Repeat for the first day of Term 2
It is a whole school Professional Learning day.
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ﬂ Home Page Information Stage Process Stage Reports Stage 4 ‘ Tue 28 Jan D2 (Future) | 13 _

X Closure Day X Closure Week # SetTimetable Days € Delete Day Edit € Delete All Day Edits
— Options — Legend
| [ show timetable days | | Completed Selected date In future Today Timetable day edit @ School closed Set day |

N0|Monday |Tuesday |'u'\-'e-::lnes;day|Thursda-5.r |Friday |

1 Tue 28Jan  Wed 29 Jan | Thu 30 Jan | Fri31 Jan
Mon 03 Feb  Tue 04 Feb  Wed 05 Feb  Thu 06 Feb | Fri 07 Feb

Mon 10 Feb | Tue 11 Feb Wed 12 Febb Thu 13 Feb  Fri 14 Feb
Note: All closure days and weeks

have now been entered.

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

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

Maon 02 Mar  Tue 03 Mar

Wed 04 Mar  Fri06 Mar

Tue ar Wed 11 Mar Thu 12 Mar | Fri 13 Mar

Mon 16 Mar Tue 17 Mar Wed 18 Mar Thu 19 Mar | Fri 20 Mar

LT v I LA A ¥ I = M B %)

Mon 23 Mar | Tue 24 Mar Wed 25 Mar Thu 26 Mar | Fri 27 Mar

-
(=]

Mon 30 Mar | Tue 21 Mar | Wed 01 Apr | Thu 02 Apr | Fri 03 Apr

Mon 06 Apr | Tue 07 Apr |Wed 08 Apr | Thu 09 Apr | Fri 10 Apr
Mon 13 Apr | Tue 14 Apr |Wed 15 Apr | Thu 16 Apr | Fri 17 Apr

(WL Tus 21 Apr Wed 22 Apr Thu 23 Apr | Fri24 Apr

=y
pry

j—y
L

-
1}

-y
I

Mon 27 Apr  Tue 28 Apr  Wed 29 Apr  Thu 30 Apr | Fri 01 May

VIEW TIMETABLE DAYS SUMMARY

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

E On the Task Tree select:
[1C] Timetable Days Summary

ﬁ Home Page Information Stage Process Stage  Reports Stage 4 Tue 28 Jan D2 (Future) ) I
—Legend
| Timetable day edit | On this screen the

headi th -
2 CINN CR N N R ey ety

16 |Mon 15 Jun | Tue 26 May | Wed 27 May | Thu 28 May | Fri 29 May

17 [Mon 22 Jun | Tue 02 Jun |Wed 03 Jun | Thu 04 Jun | Fri 05 Jun

18 |Mon 20 Jun |Tue 09Jun |Wed 10Jun |Thu 11 Jun |Fri12Jun \ The date that each
timetable day occurs is

listed.

10 O P | Ty 416 A AT 4177 |y ey T, 10 |y Eri 19 |11

Scroll to the bottom of the screen
40 | Man 30 Nov | Tue 10 Nov | Wed 11 Nov | Thu 12 Nov

41 | Mon 07 Dec | Tue 17 Nov | Wed 18 Nov | Thu 19 Nov The total number of occurrences for each

a2 Tue 24 Mo | Wed 25 Nov | Thu 26 Now timetable day is listed at the base of each
column.

43 Tue 01 Dec |Wed 02 Dec | Thu 03

Tue 08 Dec Thu 10 Dec Note: There are fewer Mondays than any
41 a4 az a4 other day in the cycle.
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EDIT A TIMETABLE DAY

Sometimes a school decides 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 timetable
could run instead of Day 3 on a Wednesday.

E On the Task Tree select:
[1B] Timetable Days

n Home Page Information Stage Process Stage  Reports Stage 4 | Tue 28 Jan D2 (Future) | [ 2 _
X Closure Day X Closure Week Z SetTimetable Days (]
— Options —Legend
| Show timetable days u Completed Selected date Timetable day edit @ School closed Set day |
No | Monday |Tuesday |Wway |Thursday |Fri‘:|a3.r
1 Tue 28 Jan | Wed 29 Jan Fri31 Jan
D2 D3 D5

2 Mon03Feb Tue 04 Feb Wed 05 Feb  Thu 06 FebNEri 07 Feb

D1 D2 D3 D4
3 Mon10Feb Tue11Feb Wed12Feb Thu 13 Feb  Fril4 Feb

o = = o os Tick Show timetable days
4 Mon17Feb Tue18Feb Wed 19 Feb Thu 20 Feb  Fri21 Feb

o o2 o o bs Click on Wed 11 Mar after the Public
5 Mon24Feb Tue25Feb Wed 26 Feb Thu 27 Feb  Fri 28 Feb

b1 o o b4 - Holiday in March and a drop down
& Mon 02 Mar Tue 03 Mar Wed 04 Mar Thu 05 Mar  Fri 06 Mar list appears

01 D2 [VE] b4 5
7 Tue 10 Mar Wed 11 Mar Fri 13 Mar

01 D2 03 D4 D5
2 | Mon 16 Mar Tue 17 Mar Wed 18 Mar  Thu 19 Mar | Fri 20 Mar

ﬂ Home Page Information Stage Process Stage  Reports Stage { | Tue 28 Jan D2 (Future) ‘ } _
X Closure Day X Closure Week # Set Timetable Days [x]

— Options — Legend

| Show timetable days | | Cornpleted Selected date Timetable day edit @ School closed Set day |

No | Monday |Tuesday |Wednesday |Thursc:|a;.r | Friday
1 Tue 28 Jan Wed 20 Jan  Thu 30Jan  Fri31 Jan
D2 D3 D4 D5
2 |Mon03Feb Tue(4Feb Wed 05 Feb |Thu 06 Feb | Fri07 Feb
D1 D2 D3 D4 D5
3 Mon10Feb Tue11Feb Wed 12 Feb Thu 13 Feb Fri14 Feb
D1 D2 D3 D4 D5
4 |Mon17Feb Tue 18 Feb Wed 19 Feb |Thu 20 Feb | Fri21 Feb
D1 D2 D3 D4 D5
5 Mon2dFeb Tue25Feb Wed 26 Feb Thu 27 Feb  Fri 28 Feb
D1 D2 D3 D4 D5
& | Mon 02 Mar  Tue 03 Mar Wed 04 Mar  Thu 05 Mar | Fri 06 Mar
D1 D2 D3 D4 Ds Select D1
7 WTuemMar D3 Thu 12 Mar  Fri13 M
D2 D5
2 | Mon 16 Mar Tue 17 Mar Thu 19 Mar | Fri 20 Mar
D1 D2 D4 D5
9 | Mon 23 Mar  Tue 24 Mar Thu 26 Mar | Fri27 Mar
D1 D2 D4 D5
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Confirm

You are about to change the day for Wednesday 11 Mar from D3 to D1 Click OK

No data has been entered for this date. /

Do you wish to proceed?

0K Cancel

ﬂ Home Page Information Stage Process Stage Reports Stage 4 ‘ Tue 28 Jan D2 (Future) | ) _

X Closure Day X Clogsure Week Z SetTimetable Days Q Delete Day Edit Q Delete All Day Edits
Options Legend
Show tirmetable days ] [_ Campleted Selected date @ In future Taday Timetable day edit @ School closed Set day ]

A
Ncr| Monday |Tue%\lWednesday |Thursda-3.r | Friday |
1 Tue 28 Jan  WadZ0 Jan  Thu 30 Jan  Fri31 Jan
D2 D3 D4 D5
2 | Mon03Feb |Tue04Feb Wed 05 Feb Fri 07 Feb
D1 D2 D3 D4 D5

3 Mon10Feb |Tue11Feb Wed 12 Feb Thu 13 Feb Fril Click on another date

D1 D2 o] D4 DS

4 Mon17Feb Tue18Feb Wed19Feb Thu20Feb Fri2l Feb Note: The timetable day for Wed 11
B 2 o3 b4 bs Mar has been edited and is now

5 |Mon24Feb Tue25Feb Wed 26 Feb Thu 27 Feb  Fri28 Feb highlichted vell
]| D2 D3 D4 D5 ighlighted yellow.

& | Mon 02 Mar Tue 03 Mar Wed 04 Mar  Thu 05 Mar | Fri 06
D1 D2 D3 D5
Fri 13 Mar

Untick Show timetable days

7 LELRGERtETE Tue 10 Mar | Wed 11 Mar
D2 D1 D4 D5

ﬂ Home Page Information Stage Process Stage Reports Stage { ‘ Tue 28 Jan D2 (Future) | } _

X Closure Day X Closure Week Z SetTimetable Days € Delete Day Edit €9 Delete All Day Edits

Options Legend
(D Show timetable days ] ( Campleted Selected date @ In future Today Timetable day edit @ School closed Set day ]

Ncr| Monday |Tuesday |Wednesday |Thursda-3.r |Friday |

1 Tue 28 Jan |Wed 29 Jan  Thu 30Jan  Fri31 Jan
Mon 03 Feb Tue 04Feb Wed 05 Feb Thu 06 Feb  Fri 07 Feb Note: The day change is still

highlighted yellow.

Mon 10 Feb | Tuez 11 Feb Wed 12 Feb Thu 13 Feb | Fri 14 Feb

Mon 17 Feb | Tuz 18 Feb | Wed 19 Feb | Thu 20 Feb | Fri21 Feb

Mon 24 Feb | Tue 25Feb | Wed 26 Feb | Thu 27 Feb
Mon 02 Mar | Tue 03 Mar Wed 04 Mar Thu

[LGLNGENETE Tue 10 Mar  Wed 11 Mar

Fri 06 Mar

A IR I ¥ o B S T I )

Fri 13 Mar
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E On the Task Tree select:
[1C] Timetable Days Summary

ﬂ Home Page Information Stage Process Stage  Reports Stage 4 | Tue 28 Jan DZ (Future) | P I

—Legend

‘ Tirnetable day edit |

h.l:l|[}1 |D2 |D3 ‘Ddl |D5 |

1 [Mon 03 Feb |Tue 28 Jan |Wed 29 Jan | Thu 30 Jan | Fri 31 Jan Note: The Timetable Days

Mon 10 Feb | Tue 04 Feb | Wed 05 Feb | Thu 06 Feb | Fri 07 Feb Summary has been updated.

Mon 17 Feb [Tue 11 Feb |Wed 12 Feb | Thu 13 Fe

Mon 24 Feb (Tue 18 Feb |Wed 19 E

Mon 02 Mar | Tue 25 Wed 26 Feb

Wed 11 Mar | Tue 03 Mar | Wed 04 Mar

- m i | s w | e

Mon 16 Mar | Tue 10 Mar |Wed 18 Mar | Thu 1 i Aar

40 | Mon 23 Nov | Tue 10 Nov | We Fri 13 Nov

41 | Mon 30 Nov | Tue 17 Nov | JWed 25 Nov Fri 20 Nowv

Wed 02 Dec | Thh 26 Nov | Fri 27 Nov

42 | Man 07 Dec | Tue 24

Wed 00 Dec | fhu 03 Dec | Fri 04 Dec

43
Thu 10 Dec |Fri11 Dec

42 44 3 44 44

ENTER CYCLE START DATES

In Web Daily Organiser, the cycle start dates are used to reset cycle based information for allocating
replacements. When a new cycle start date is reached, any uncounted replacements for under
allotted staff will be reset. The values for the counted replacement cycle limits are also reset.

Usually the cycle length in the Daily Organiser is the same as the timetable cycle length as specified
in the Published Timetable file.

Note: The cycle length in the Daily Organiser can be different to the cycle length in the Published
Timetable file. If this is the case, make sure the data is set up correctly for both Uncounted per cycle
and Cycle Limits.

E On the Task Tree select:
[1D] Cycle Start Dates
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ﬁ Home Page Information Stage Process Stage Reports Stage { | Tue 28 Jan D2 (Future) | ) _

# Set Cycle Dates

— Options ~ Legend y
| O show Timetable Days | | pleted Selected date In future Today Timetable day edit @ School cdosed Cyele start day |
Na| Manday |Tuesday |Weh9da{ | Thursday Friday

1 O Tue2slan = [ Wed 29 Jan Thu30jan [ Fri31Jan

2 [ Mon03feb [] Tue04Feb  [] Wed 05 Feb O Fri 07 Feb
2 [ Moni0fet [ Tue11Feb  [] Wed12Feb [ Thu12 Feb Fri 14 Feb

4 O Mon17Feb [ Tue18Feb [ Wed19Feb  [J Thu20Feb [ Fri21

5  OMon24Feb | [JTue25Feb  [J Wed26Feb  [J Thu27Feb | [J Fri 28 Feb Click Set Cycle Dates

& | O Mono2Mar [0 Tue03Mar [ Wed04 Mar  [J Thu05Mar [ Fri 06 Mar

7 (AP (] Tue 10Mar | [ Wed 11 Mar | [J Thu12 Mar = [ Fri 13 Mar

8 O MonieMar [ Tuei7Mar [ Wed18Mar [ Thu19Mar [ Fri 20 Mar

9 O won23Mar [ Tue24Mar [ Wed 25 Mar ] Thu26 Mar [ Fri 27 Mar

10 O MenzoMar [ Tue31Mar [ Wedot Apr | [J Thuo2 Apr | [ Fri 03 Apr

" Mon 06 Apr Tue 07 Apr Thu 09 Apr Fri 10 Apr
12 Mon 13 Apr Tue 14 Apr Wed 15 Thu 16 Apr Fri 17 Apr
12 (TENPOY Sl (] Tue21Apr [ Wed22Apr [ Thu23 Apr [ Fri 24 Apr

14 OMon27apr O Tue2sApr O Wed29Apr [ Thu3oApr - [ Fri 01 May

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.

Set Cycle Dates

The linked Timetable file has a 5 day cycle

(®) Each cycle starts on the same calendar day '\
Leave the default settings
|M”r‘d3-" M ‘ — as displayed
{0 Each cycle starts on the same Timetable day Click OK
OK Cancel
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Confirm .
Click Yes
One or more Mondays is a School Closure Day. Set
the next day that is not a School Closure Day?

Yes

H Home Page Information Stage  Process Stage  Reports Stage " | Tue 28 Jan D2 (Future) | } _

# SetCycle Dates

— Options — Legend
Show Timetable Days Completed Selected date In future Today Timetable day edit @ School closed Cycle start day
e y 5 by &7
No | Manday |Tuesday |Wednesday |Thursday | Friday |
1 Tue28jan | [ Wed29jan [0 Thu30jan [ Fri31Jan

2 Mon 03 Feb  [J Tue 04 Feb O ThuosFeb [ Fri07 Feb

O Fri14Feb
1 Eri 21 Feb Note: Cycle start dates
have been set for all cycles.
When a cycle does not
include a Monday, the next
day is chosen.

32 P Moni0Feh [ Tue11Feb  [] Wed 12 Feb

4 Mon17Feb [ Tue18Feb [ Wed 19Feb  [J Thu 20 Feb
5 Mon24Feb [ Tue25Feb [ Wed26Feb [J Thu27Feb [ Fri 28 Féb
& Mon 02 Mar  [] Tue 03 Mar [ Wed 04 Mar | [J Thu 05 Mar

7 Mon 09 Mar Tue 10 Ma

[ Wed 11 Mar | [ Thu12 Mar = [ Fri 13 Mar

8 M Mon16Mar [ Tue17Mar [ Wed 18 Mar  [J Thu 19 Mar

5 M@ Mon23Mar [ Tue24Mar [ Wed 25 Mar  [J Thu 26 Ma#” [ Fri 27 Mar

o Mon 30 Mar [ Tue31 Mar ] Wed 01 Apr [ Fri 03 Apr

" Mon 06 Apr Tue 07 Apr Wed 08 Arc Fri 10 Apr
12 Mon 13 Apr Tue 14 Apr vied 15 Apr Thu 16 Apr Fri 17 Apr

12 M Apr Tue21 Apr | [ Wed22Apr  [O Thu23Apr | [ Fri 24 Apr

14 Mon27Apr - [ Tue28Apr [0 Wed29apr  [J Thu3oApr | [ Fri 01 May

ENTER UNSUPERVISED CLASSES

Unsupervised classes are classes that do not require supervision if their regular teachers are absent.
Any classes entered in this section will not come up on the list of classes requiring a replacement but
will be listed as not requiring supervision on screen [15] Check Replacements.

E On the Task Tree select:
[2] Unsupervised Classes

ﬂ Home Page Information Stage Process Stage  Reports Stage 4 | Tue 28 Jan D2 (Future) | p I

Classes g Delete Class

No unsupervised classes have been entergth
Click Add Class
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Select Roll Class
Type letter to find alphabetically
12
12
11
104
108
10C -
10D Select 12 and
oA click OK
9B
ac
9D
a8
2B
ac
an
7A
7B
-
I
Show
@) Code () Mame ) Mame/Code [ sort
0K Cancel
Select Class
Ayailable: 42 Selected: 0
Graphical Communication Yr12A 7 12GRATA - -
Homeroom Yri 24/ 12ZHRM1A ~ Move
highlighted
Homeroom ¥r12B / 12ZHRM1B tems to
Selected
Homeroom ¥r12C/ 12HRM1C
Homeroom ¥r12D / 12HRM1D
e
Information Technology Yr12A 7 12INF1A Move a
) termns to
Legal Studies Yr12A /12L8T1A Selectad CIICk on Maths: Extension
Maths: Advanced Yri12A /7 12MAATA . .
Maths: Advanced Yr12B / 12MAATE - leZA/]'ZMAXlA n the Avallable
Maths: General Yr12A / 12MAG1A Move box then click
AMEhted
Maths: General Yr12B / 12MAG1B temns to Move highlighted items to Selected
Maths: Extension Yr12A / 12MAX1A fallable
Materials Technology Yr12A / 12MTETA
EL
Outdoor Education Yr124 /120ED1A Mave a
Physical Education Yr12A/ 12PED1A ems o
Available
Physical Education Yr12B /7 12PED1B
Dhascire Wel 24 7 120DHV1A v
Marme Format

O code O Name (® Name/Code

O sort

More Options...

OK Cancel
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Select Class
Available: 41 Selected: 1
Graphical Communication Yr124 / 12GRATA “ Maths: Extension Yri2A/ 12MAXTA
Homeroom Yr12A 7/ 12ZHRM1A
Homeroom ¥Yr12B/ 12HRM1B
Homeroom ¥r12C 7/ 12ZHRM1C
Homeroom ¥r12D / 12ZHRM1D

lL[:m:u.j Note: Maths Extension is
maths: 22| NOW in the Selected box.
Maths: Ady
Maths: Ge Click OK
Maths: Gel
Materials Technology Yr12A / 12ZMTETA
Outdoor Education ¥r12A / 120ED1A

Physical Education Yr12A 7 12PED1A
Physical Education Yr12B / 12PED1B
Physics Yr12A 7 12PHY1A

Dhueire Vel 2B/ 120UVIER

Narne Format

QO code O Name (® Name/Code

More Options...
O sort
OK Cancel
ﬂ Home Page Information Stage  Process Stage  Reports Stage 4 |Tue 28 Jan D2 (Future) | P .
+ Add Class €) Delete Al Classes € Delete Class

No | Roll Class‘f_‘lass ‘
1 |12 LAY A Note: When the teacher who teaches 12MAX1A is absent,

no replacement teacher is required for this class. Therefore,
it will not appear in the list of classes needing replacements.

TEACHER ABSENCE REASONS

A teacher absence reason must be recorded for all absences. Teacher absence reasons are defined
on this screen by entering a reason name, code and count value. Either the code or the reason can
be displayed on relevant screens throughout the program. A number of reports can be generated
which can include absence reasons.

E On the Task Tree select:
[3] Teacher Absence Reasons
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ﬂ Home Page Information Stage  Process Stage  Reports Stage { Tue 28 Jan D2 (Future) } I
+ Add Reasons € Delete Reason = Sort Reasons

No | Code ‘ Reason ‘COunt‘

1 (5L Sick Leawve No

2 |C Carer's Leave No

3 [STL Study Leave No

4 [LWP | Leave Without Pay No

5 |F Furmeral No

e |[JD Jury Duty Mo

7 |ATE |Late Ne Note: The teacher absence

BE O s kg reasons were imported when

9 |CAMP | Camp No the parameters were imported.

10 [OR Orientation No

11 |WE Work Experience Visit | No

12 [EXAM | Exarmination No

12 | PL Professional Learning | No

14 | PMEET | Parent Meeting No

15 | SMEET | Student Meeting No

16 [BUS Bus Driver Yes

Note: When Timetabling Solutions is being used for the first time, there will be no Daily Organiser
data to import. In this case, teacher absence reasons will need to be entered manually. 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.

ﬂ Home Page

+ Add Reasons

Information Stage  Process Stage

Reports Stage { Tue 28 Jan D2 (Future) } I

€9 Delete Reason = Sort Reasons

Mo | Code ‘ Reazon

\‘%t

1

B | = | & | LA | | | M

SL
CL
STL
LWP
F

D
LATE
EXC

Sick Leave

Carer's Leave
Study Leave

Leave Without Pay
Funeral

Jury Duty

Late

Excursion

No
No
No
No
No
No
No
No

\

Click Add Reasons
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(0 Required Fields *

Code*

Enter Teacher Absence Reason

Reason® Count

<~H\ - HNU v‘ Note: The green cells

Add New Teacher Absg 350N

O Before @ After () Top () Bottom ~

Record and Close Record and Next Cancel

are required fields
and the record
buttons are inactive
until required fields
are entered.

(0 Required Fields *

Enter Teacher Absence Reason

Reason® Count

|MENTDR H Mentor HNU - ‘

Add Mew Teacher Absence Reason

O Befdre O After (O Top  (®) Bottom

Record an Record and Next Cancel

Type “MENTOR” for the Code and “Mentor” for the Absence Reason
For Add New Teacher Absence Reason select Bottom

Click Record and Close
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ﬂ Home Page Information Stage  Process Stage  Reports Stage 4 |Tue 28 Jan D2 (Future) | P I
+ Add Reasons € Delete Reason = Sort Reasons

Mo | Code ‘ Reason ‘Count‘

1 (5L Sick Leawve No

2 |C Carer's Leave No

3 [STL Study Leave No

4 [LWP Leave Without Pay No

5 |F Furmeral No

e |[JD Jury Duty Mo

7 |LATE Late No

8 |EXC Excursion No

g9 |[CAMP Camp No

10 [OR Orientation No

11 |WE Work Experience Visit | No

12 | EXAM Exarnination No

12 | PL Professional Learning | No Note: The new reason

14 |PMEET | Parent Meeting No has been added to the

15 | SMEET | Student Meeting No bottom of the list.

16 [BUS Bus Driver Yes

17 [MENTOR | Mentor No

SORT TEACHER ABSENCE REASONS

Teacher absence reasons can be sorted alphabetically, or individual reasons can be moved up or
down the list.

ﬂ Home Page Information Stage Process Stage  Reports Stage 4 | Tue 28 Jan D2 (Future) | P I
+ Add Reasons 9 Delete Reason = Sort Reasons
' §
Mo | Code ‘ Reason ‘Count‘
1 (5L Sick Leawve No
2 |C Carer's Leave No
3 [STL Study Leave No
4 [LWP Leave Without Pay No Click Sort Reasons
5 |F Furmeral No
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Sort
= SortAZ =SortZ.A + Row * Row Q) Clear

No | Code Reason Count “
5 |F Funeral Mo

& [ID Jury Duty Na

7 |LATE Late Mo

s |exc Excursion o Scroll to the bottom of the list

9 | CAMP Carmp Mo

. . . . t Row

10 |OR Orientation No Click on Mentor then click

11 |WE Wark Experience Visit | No three times to move the reason up the list

12 |EXAM Exarnination Mo

13 |PL Professional Learning | No

14 | PMEET Parent Meeting ,Pé

15 |SMEET Student Meeting Mo

16 |BUS Bus Driver Yes

17 | MENTOR h.lIl’_'nti:lrx No =

0K Cancel
Sort
= SortAZ = SortZ.A * Row Q! Clear
No | Code Reason Count -
5 |F Funeral No
6 |ID Jury Duty No
7 |LATE Late No
8 |EXC Excursion Mo
9 | CAMP Camp Mo
10 |OR Orientation MNo
11 |WE Work Experience Visit | No
12 | EXAM Examination MNo C|ICk oK
13 |PL Professional Learning | No
17 |MENTOR | Mentor No
14 |PMEET |Parent Meeting No
15 |SMEET | Student Meeting No
16 |BUS Bus Driver Yes -
0K Cancel
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H Home Page Information Stage Process Stage  Reports Stage 4 | Tue 28 Jan D2 (Future) | [ 3 I
+ Add Reasons € Delete Reason = Sort Reasons

No |Code | Reason |Coun:|

1 [SL Sick Leave No

CL Carer's Leave Mo
STL Study Leave Mo
LWp Leave Without Pay Mo

L= - R A UL B R PR
(=
=

F Funeral Mo
Jury Duty Mo

LATE Late No

EXC Excursion No

CAMP | Camp No Note: Mentor has now
10 [OR Crientation No moved up the |iSt.
11 |WE Work Experience Visit | No
12 | EXAM Examination
13 |PL Professional Lears Mo
14 | MENTOR | Mentor No
15 |PMEET | Parent Meeting Mo
16 [SMEET | Student Meeting Mo
17 |BUS Bus Driver es

COUNTED TEACHER ABSENCE

In a counted absence, the absent teachers will have any spare periods added to their counted
replacement totals. For example, in some schools when teachers volunteer to be a bus driver any
spare periods they miss will be counted as replacement classes.

ﬂ Home Page Information Stage Process Stage Reports Stage L | | Tue 28 Jan D2 (Future) | | 3 I
+ Add Reasons @ De = Sort Reasons
Mo | Code | Reason |Coun:|
1 [SL Sick Leave No
2 |CL Carer's Leave Mo
3 |STL Study Leave Mo
4 |LWP  |LeaveWithoutPay  |No Count values can be changed by editing the value in
= F Funeral ho the Count cell from No to Yes.
& ||D Jury Duty No
7 |LATE  |Late No In this case, Bus Driver is the only counted absence.
& |EXC Excursion Mo
5 AP | camp o Note: Counted absences are rarely used in schools.
10 [OR Orientation No
11 |WE Work Experience Visit | No
12 | EXAM Examination Mo
13 |PL Professional Learning | No
14 | MENTOR | Mentor Mo
15 | PMEET | Parent Meeting Mo
16 |SMEET | Student Meeting Mo
17 | BUS Bus Driver es
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LESSON CANCELLATION REASONS

Lesson cancellation reasons must be entered for all cancelled lessons. As with absence reasons,
each cancellation reason is assigned a code and a reason. Either the code or the reason can be
displayed on relevant screens throughout the program. A number of reports can be generated
which can include absences reasons.

E On the Task Tree select:
[4] Lesson Cancellation Reasons

E Home Page Information Stage Process Stage  Reports Stage 4 | Tue 28 Jan D2 (Future) | p l

+ Add Reasons 9 Delete Reason = Sort Reasons

hn|Code |Reason |

1 |ASS | Assembly

imported when the
parameters were imported.

OR Orientation

sSD Study Day

2 |CAMP |Camp
3| CE Careers Expo

4 | EXAM | Exarnination

5 |EXC |Excursion Note: The lesson

§ LEAD | Leadership Day cancellation reasons were
7

e

g

WE Work Experience

10 |YLM | Year Level Meeting

Note: When Timetabling Solutions is being used for the first time, there will be no Daily Organiser
data to import. In this case, lesson cancellation reasons need to be entered manually. New reasons
can be added and sorted in the same way as on screen [3] Teacher Absence Reasons.
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ROOM AVAILABILITY REASONS

In Web Daily Organiser, 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 have to
be entered. As with absence reasons, each room availability reason is assigned a code and a reason.
Either the code or the reason can be displayed on relevant screens throughout the program.

E On the Task Tree select:
[5] Room Availability Reasons

E Home Page Information Stage Process Stage  Reports Stage 4 | Tue 28 Jan D2 (Future) | p I

+ Add Reasons 9 Delete Reason = Sort Reasons

No | Code ‘ Reason ‘

1 |ASS Assemnbly

2 |EXAM Exarmination

3 [G5 Guest Speaker

* |AIRE A & Room Note: The room availability

5 |MAINT Maineenance  4—— | reasons were imported when
o o the parameters were imported.
7 | NAPLAN  NAPLAN Testing

g8 |OR Orientation

9 (PG Performance Group

10 | SWAP Roorm Swap

11 | YLA Year Level Activity

Note: When Timetabling Solutions is used for the first time, there will be no Daily Organiser data to
import. In this case, room availability reasons need to be entered manually. New reasons can be
added and sorted in the same way as on screen [3] Teacher Absence Reasons.
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TEACHER DETAILS

Information regarding teachers’ timetables is read into Web Daily Organiser from the published
timetable. Other teacher details such as the number of uncounted replacements, cycle limit, overall
limit for counted replacements and emergency teacher details are entered directly into Web Daily
Organiser.

3 Open Daily Organiser 2020

| 4 ‘ Tue 28 Jan D2 (Future)

Manage Items

B new

w Published Timetablg

Check that the selected date is

3 open Lr view User Chinses Tue 28 Jan D2 ff
X Close 2 import Data Click [6] Teachers and ff
1D copy ¥ Export Dats Students... i

Task Groups

Information Stage ProcessAtage Reports Stage

n Parameters and Calendar ... achers D Check Replacements
EJ unsupervised Classes Students ... D) Teacher changes
B reacher Absence Reasons Reoms B sutietin .

n Lezsan Cancellation Reasonz Cancel Lessons and Yard Duties ..

D Selected Day Reports ...

BB setected Day Activities .

D Timetables ...

D Surnmary Reports

2 Fite statistics .

H Roorn Availability Reasons Teacher Replacements ..

ﬂ Teachers and Students . Room Replacerments ...

BB zerminder Notes Student Attendance Changes

n Tue 28 Jan D2 (Future) u

n Home Page InformationStage Process Stage Reports Stage

rd Q Calculate Uncounted = SortTeachers Email Teachers

~Legend

| Underload Excess |
No| Full Name ‘ Family Name ‘ First Name ‘ Code ‘ Proposed Load ‘Actual Lamﬁ Difference Ellg\b\q Pnor\tﬂ Uﬂcounheq Cycle L\m\a QOverall Limit| Phone ‘ Mobile ‘ Other Phone | Email |S(aFF Room ‘
1 |Adams Rod Adams Rod ADAR |12.50 12.50 0.00 100 0.00 NA NA TeacherTTSC+ADAR@gmail.com |Science
2 | Alderson David | Alderson David ALDD |25.00 2500 a.00 100 0.00 NA NA TeacherTTSC+ALDD@gmail com || Block
3 | Atkinson Danielle | Atkinson Danielle ATKD |25.00 25.00 0.00 100 0.00 NA NA TeacherTTSC+ATKD@gmail.com | Block
4 | Baker Catherine | Baker Catherine | BAKC |12.50 1250 0.00 100 0.00 NA TeacherTSC+BAKC@gmail.com | Block
5 | Bell Heather Bell Heather BELH |25.00 100 0.00 NA eacherTTSC+BELH@grnail.com | Maths
€& | Boswick Sam Boswick Sam BOSS |25.00 100 NA TeacherTTSC+BOSS@gmail.com | Admin
7 |Boyle Joanne Boyle Joanne BOY] |25.00 100 TeacherTTSC+BOY)@gmail.corn | English
8 | Burrows Kelly Burrows Kelly BURK | 25.00 NA TeacherTTSC+BURK@gmail.com | Admin
9 | Butler Alig m | Science
s =] Note: The information in the white cells is imported from the linked published P P
11| chappel) timetable file and cannot be edited. m_{Fock
12 | Cheng Wil om | Science

Cells with a yellow background can be edited by typing directly into the cells.
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B HomePage InformationStage ProcessStage Reports Stage n Tue 28 Jan D2 (Future) u >

# Quick Edit ¥ Calculate Uncounted = SortTeachers B Email Teachers 3£ Display A AT (-] B off = On A
Legend
Underload @ Excess

No) Full Name Family Narne [FirstName [ Code [Proposed Load | Actual Load) Difference) Eligible) Priority] Uncounted Cycle Limi| Overall Limi| Phane | Mobile | Oter phone | Email s Rl | e pase o
1 | Adams Rod Adams Rod ADAR [ 1250 1250 oo | m [in lom I Iy | | TeacherTTer rADARBgmiLcom | Seffrce o [l paremerers anc calendr

2 |Alderson David | Alderson | David ALDD [25.00 2500 +ALDD@gmajLedf (] Block [

3 | Atdnson Danielle| Atkinson | Danielle | ATKD |25.00 25.00 -.' +ATKD@Email.com | Block B mimeseie vays

4 |Baker Cetherine | Baker Catherine | BAKC |12.50 1250 CI ic k too pen t h e He | p Center bekcagmailcom |]Block A 7esebie Deys Summe

5 | Bell Heather Bell Heather |BELH |25.00 2500 +BELH@gmail.com | Maths H Cyele Start Dates

Help Center

Q Search for help

[6A] Teacher Details

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 on the image to enlarge it

l REPLM::EMENTS ]

r ]

l Using Current Staff J I Employing Additional

= = -

Under Allatied I L o Extras
gt o Full neaching sl When o class s cangeiled Aboss rew gl e Emergency Teachers

Rersets at ot of Fosois Counied for o Teachers
nimetabls oyl —h day T, SRS emglnyed on &
ag. ovory 10 drys o yar. dlay 1o day Baus

Tatal rumbes s

based on jarms

of emplogment.
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REPLACEMENT TYPES

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.

‘ REPLACEMENTS ’
1
|l 1
Using Current Staff Employing Additional Staff
1
T 1
‘ Uncounted ’ ‘ Counted ’
|l 1 1 I
Under Allotted In Lieu of Extras E Teach
Not at full teaching load When a class is cancelled Above normal duties mergency leachers
Resets at start of Resets Counted for a Teachers
timetable cycle, each day term, semester employed on a
eg. every 10 days or year. day to day basis

Total number is
based on terms
of employment.

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

e  “Under allotted” are uncounted replacements. These can be used for teachers who have
less than a full teaching load.

o “Inlieu of” are uncounted replacements. These can be given to teachers who have lost a
class today or in forthcoming days, for example when students are attending an excursion.
“In lieu of” replacements should be allocated to these teachers on the day that they have
lost the class before other types of replacements are allocated.

e “Extras” are counted replacements. These can be used for the remaining teachers. Often
schools have industrial regulations governing this type of replacement, for example no more
than 18 extras per year or no more than 1 extra over a 10 day cycle.

In Web Daily Organiser, short term or casual replacement teachers can also be used. They are called
“Emergency Teachers”.

Bl HomePage InformationStage Process Stage  Reports Stage n Tue 28 Jan D2 (Future) u

< = Help Center X

Vd ¢ Calculate Uncounted. = Sort Teachers B Email Teachers
‘ Underload Excess | )
No Full Narme [Fermiy Name [Firsth REPL .
 EEEETE l Close the image and the Help Center
2 | Alderson David Alderson Dav\di
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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 a teacher can take.

The cycle limit is the maximum number of counted replacements for a timetable cycle. It resets at
the start of each cycle. In this example, the timetable is a 5 day cycle and the starting dates were
defined previously.

The overall limit is determined by the length of time that this file will be in use. In this case, a full
time teacher can do a maximum of 10 replacements for the year with a maximum of 1 per cycle.

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

n Home Page Information Stage Process Stage  Reports Stage 4 | Tue 28 Jan D2 (Future) | [ 4 _

# Quick Edit 8:: Calculate Uncounted = Sort Teachers B Email Teachers
— Legend

| Underload Excess |

No| Full Name | Farnily Name | First Name |Code | Proposed Load |Actua| Loacﬂ Difference Eligibla Priaritﬂ Uncounhecﬂ Cyele Limiq Owerall Limﬂ
1 | Adams Rod Adams Raod ADAR | 1250 12.50 0.00 100 0.00 NA NA

2 | Alderson David | Alderson David ALDD |25.00 2500 0.00 100 MA MA

2 | Atkinson Danielle | Atkinson Danielle ATKD |25.00 25.00 0.00 0.00 NA NA

4 | Baker Catherine | Baker Catherine |BAKC |12.50 12.50 0.00 100 0.00 MNA MNA

S | Bell Heather Bell Heather NA

Click in the Cycle Limit column for teacher Rod Adams,
type “1” and press Enter

n Home Page Information Stage Process Stage  Reports Stage 4 ‘ Tue 28 Jan D2 (Future) ‘ o _

# Quick Edit * Caleulate Uncounted = Sort Teachers [ Email Teachers

—Legend

| Underload Excess
Nao | Full Narme | Family Name | First Narne | Code | Proposed Load |Actua| Loatﬂ Difference Eligiblq Prioritﬂ Unmunhecﬂ Cyele Limiq Owerall Limﬂ
1 | Adams Rod Adams Rod ADAR | 1250 12.50 0.00 100 0.00 1.00 .
2 | Alderson David | Alderson David ALDD |25.00 25.00 0.00 100 0.00 NA NA
3 | Atkinson Danielle | Atkinson Danielle ATKD |25.00 25.00 0.00 100 NA
4 | Baker Catherine | Baker Catherine | BAKC | 1250 1350 00n 10 000 ha hls
5 | Bell Heather Bell Heather |BELH |25.00 2 The cycle limit of 1.00 has been entered

and the Overall Limit cell is now active.

Type “10” and press Enter
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ﬂ Home Page Information Stage Process Stage  Reports Stage 4 ‘ Tue 28 Jan D2 (Future) ‘ } _

# Quick Edit * Caleulate Uncounted = Sort Teachers [ Email Teachers
Legend
Underload Excess

No | Full Name Farnily Name Firm Code | Proposed Load | Actual Load | Difference | Eligible | Priority | Uncounted | Cyele Limit | Owverall Limit
1 |Adams Rod Adams Rod Al 1250 12.50 0.00 100 0.00 - 10.00
2 | Alderson David | Alderson David ALDD %OS\ 2500 0.00 100 M MA MA
3 | Atkinson Danielle | Atkinson Danielle ATKD |25.00 25.00 0.00 }06/0.00 NA NA
4 | Baker Catherine |Baker Catherine |BAKC |12.50 12%\ 0.00 100 0.00 MA MA
5 | Bell Heather Bell Heather BELH NA NA

Click on the 1.00 in the Cycle Limit column

Click Quick Edit

H Home Page Information Stage Process Stage  Reports Stage ‘ ‘ Tue 28 Jan D2 (Future) ‘ } _

Z Quick Edit ¢ Caleulate Uncounted = Sort Teachers [ Email Teachers

Legend
( Underload Exce’

No| Full Name Farnily Name \Pﬁst\Name Code | Proposed Load | Actual Load | Difference | Eligible | Priority | Uncounted | Cyele Limit | Overall Limit
1 |Adams Rod Adams Rod ADAR [12.50 12.50 0.00 100 0.00 1.00 10.00

2 | Alderson David | Alderson David Ahb\ 2500 2500 0.00 100 0.00 __» NA MNA

32 | Atkinson Danielle | Atkinson Danielle ATKD 25}0\ 25.00 0.00 ﬂﬁ/’m NA NA

4 | Baker Catherine |Baker Catherine |BAKC |12.50 12.50 0.00 100 0.00 NA MNA

[ Bell Heats Diall 11 . Lol ar arc Fot .1 4 Fot LI LIA

When in Quick Edit mode, the text on the Quick Edit button
turns red and the Cycle Limit column changes colour.

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

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

ﬂ Home Page Information Stage Process Stage Reports Stage 4 ‘ Tue 28 Jan DZ (Future) ‘ } _

# Quick Edit Q Calculate Uncounted = Sort Teachers [ Email Teachers
Legend
Underload Excess
To exit Quick Edit mode
No| Full Name Farnily Name . . . bad | Difference | Eligible | Priority | Uncounted | Cyele Limit | Overall Lirmit
. i click Quick Edit ! = e e ] e el
1 |Adams Rod Adarns 0.00 100 0.00 1.00 10.00
2 | Alderson David | Alderzon David ALDD [25.00 25.00 0.00 100 0.00 1.00 WA
3 | Atkinson Danielle | Atkinson Danielle ATKD |25.00 25.00 0.00 100 0.00 1.00 NA
4 | Baker Catherine | Baker Catherine | BAKC |12.50 12.50 0.00 100 0.00 1.00 NA
5 | Bell Heather Bell Heather BELH |25.00 25.00 0.00 100 0.00 1.00 NA
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ﬁ Home Page Information Stage Process Stage Reports Stage 4 ‘ Tue 28 Jan D2 (Future) ‘ [ 3 _

# Quick Edit o = =
— Legend

| Underload Exci

Na | Full Narne | Family NamWame |Code | Proposed Load |Actua| Loacﬂ Difference Eligiblq Pricritﬂ Uncour*tecﬂ Cyele Limiq Owerall Limﬂ

1 | Adams Rod Adams Rod 12.50 0.00 10.00
2 | Alderson David | Alderson David ALD! 25.00 0.00 NA
2 | Atkinson Danielle | Atkinson Danielle ATKD 25.00 0.00 0.00 1.00 NA
4 Eak el el Lol e L AL 419 ft 4 Fat 4 m MNA
5 | Bell Click on the 10.00 in the Overall Limit column NA

Click Quick Edit

Use either the scroll wheel or press the down arrow to move down the column
and change the overall limit of all teachers to 10.00

Click Quick Edit again when finished

ﬁ Home Page Information Stage Process Stage Reports Stage 4 | Tue 28 Jan DZ (Future) | [ 3 _

1 Email Teachers

# Quick Edit L Calculate Uncou

— Legend

| Underload Excess

Nao | Full Narne | Family Name | First Name |Code | Propogsed Load |Actua| Loacﬂ Difference Eligiblq Priuritﬂ Uncour'tecﬂ Cyele Limiq Owerall Limﬂ
1 |Adarns Rod Adams Rod ADAR (1250 12.50 0.00 100 0.00 1.00 10.00

2 | Alderson David | Alderson David ALDD |2500 2500 0.00 100 0.00 1.00 10.00

3 | Atkinson Danielle | Atkinson Danielle ATKD |25.00 25.00 0.00 100 0.00 1.00 10.00

4 | Baker Catherine | Baker Catherine | BAKC 1250 12.50 0.00 100 0.00 1.00 10.00

5 |BellHe Note: Not all teachers will have an overall limit of 10.00 in the final data. 10.00

For example, part time teachers and teachers who are overload generally do
less replacements. Part time teachers will be dealt with in the next section.

PART TIME TEACHERS

Part time teachers’ availability is set up in the Timetable Development Module. This information
flows through to Web 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 do a pro-rata amount of counted replacements. Hence,
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 a part time teacher can be allocated to. Priority is used as
part of an algorithm to sort teachers in priority order on screen [12A] Allocate Teacher
Replacements. This will be discussed in more detail in a later lesson.
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In this example, the details will be entered for the following part time teachers:

m Proposed Load | Fraction (FTE) Overall Limit

Rod Adams ADAR 12.50
Catherine Baker BAKC 12.50 0.50 50 5.00
Allison Clark CLAA 17.50 0.70 70 7.00
Full Time Teacher - 25.00 1.00 100 10.00

ﬂ Home Page Information Stage Process Stage  Reports Stage 4 ‘ Tue 28 Jan D2 (Future) ‘ [ 4 _

7 !:: Caleulate Uncounted = Sort Teachers Ernail Teachers

— Legend

| Underload Excess
No | Full Name | Family Narme | First Name |Code | Proposed Load |Actua| Loacﬂ Difference Eligibla Priaritﬂ Uncounhecﬂ Cycle Limiq Ovwerall Limﬂ
1 |Adams Rod Adams Rod ADAR | 1250 12.50 0.00 ] 0.00 1.00 S.00
2 | Alderson David | Alderson David ALDD | 25.00 25_0W 10.00
3 | Atkin s = s L = = - < <
4 |sakel  Click in the Priority cell for teacher Rod Adams and type “50” then change the Overall
5 | BellH Limit to “5.00”

This will ensure Rod will be allocated fewer (50%) replacements than a full-time teacher.

ﬂ Home Page Information Stage Process Stage Reports Stage { | Tue 28 Jan D2 (Future) | ) _

rd # Calculate Uncounted = Sort Teachers B Email Teachers

— Legend

| Underload Excess
Na | Full Narne | Family Name | First Name |Code | Proposed Load |Actua| Loacﬂ Difference Eligiblq Prioritﬂ Uncounhe-:ﬂ Cyrele Limiq Owverall Limﬂ
1 |Adams Rod Adams Rod ADAR |1250 12.50 0.00 50 0.00 1.00 5.00
2 | Alderson David | Alderson David ALDD | 25.00 25.00 0.00 & (100 0.00 1.00 10.00
3 | Atkinson Danielle | Atkinson Danielle ATKD | 2500 25.00 0.00 100 0.00 1.00 10.00
4 | Baker Catherine |Baker Catherine |BAKC |12.50 12.50 0.00 B 5o 0.00 1.00 5.00
5 | Bell Heather Bell Heather BELH |25.00 2500 0.00 100 J00 10.00
6 | Boswick g 0.00 1 10.00
7 |Beyielos| Use the data in the table above to change 10,00
8 |Burrows| the Priority and Overall Limit values for 10,00
9 Butler Ali Catherine Baker and Allison Clark 10.00
10 | Carter Le 10.00
11 | Chappelljudy | Chappell Judy CHA] | 25.00 26.00 10.00
12 | Cheng Williarm Cheng William CHEW | 25.00 2500 10.00
13 | Clark Allison Clark Allisan CLlAA | 1750 17.50 0.00 70 0.00 1.00 7.00
14 | Clark Magan Clark Megan CLAM | 25.00 2500 0.00 100 0.00 1.00 10.00

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

In Web 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.

ﬂ Home Page Information Stage Process Stage Reports Stage ‘ | Tue 28 Jan D2 (Future) | ) _

# Quick Edit Q Caleulate Uncounted = Sort Teachers B Email Teachers

— Legend

| Underload Excess |
No| Full Narme | Family Narme | First h{me |Code | Proposed Load |Actua| Loacﬂ Difference Eligibla Pricritﬂ Uncounhecﬁ Cycle Limiq Owerall Limﬂ
1 |Adams Rod Adams Rod ADAR |1250 1250 0.00 50 0.00 1.00 5.00
2 | Alderson David | Alderson David LDD |25.00 2500 0.00 100 0.00 1.00 10.00
3 | Atkinson Danielle | Atkinson Danielle AND |25.00 2500 0.00 100 0.00 1.00 10.00
4 | Baker Catherine |Baker Catherine | BAK 12.50 12.50 0.00 50 0.00 1.00 5.00
5 | Bell Heather Bell Heather |BELH [R5.00 25.00 0.00 100 0.00 1.00 10,00
6 | Boswick Sam Boswick Sam BOSS 2500 0.00 100 0.00 1.00 10.00
7 | Bayle Joanne Boyle Joanne BOY] | 25.00 2300 -2.00 100 0.00 1.00 10.00
& | Burrows Kelly Burrows Kelly xils] 100 0.00 1.00 10.00
9 | Butler Alisan Butler Alison . i 0.00 100 0.00 1.00 10.00
10 | Carter Leanne Carter Leanne X 0.00 100 0.00 1.00 10.00

Note: Joanne Boyle has a proposed load of 25 and an actual load of 23. The value of -2.00
in the difference column indicates that she is underload by 2 lessons per cycle.

Click Calculate Uncounted

ﬂ Home Page Information Stage Process Stage  Reports Stage 4 ‘ Tue 28 Jan D2 (Future) ‘ > _

# Quick Edit L Calculate Uncounted | = Sort Teachers Ermail Teachers

— Legend

| Underload Excess
Neo | Full Name | Family Name | First Narme | Code | Proposed Load |Actua| Loatﬂ Difference Eligibla Priaritﬂ Uncounhecﬂ Cyele Limiq Owerall Limﬂ
1 | Adams Rod Adams Rod ADAR | 1250 12.50 0.00 50 0.00 1.00 5.00
2 | Alderson David | Alderson David ALDD |25.00 25.00 0.00 100 0.00 1.00 10.00
3 | Atkinson Danielle | Atkinson Danielle ATKD |25.00 25.00 0.00 100 0.00 1.00 10.00
4 | Baker Catherine | Baker Catherine | BAKC 1250 1250 0.00 50 0.00 1.00 5.00
5 | Bell Heather Bell Heather BELH |25.00 25.00 0.00 100 0.00 1.00 10.00
& |Boswick Sam Bogswick sam BOSS | 25.00 25.00 0.00 100 0.00 1.00 10.00
7 | Boyle Joanne Bayle Joanne BOY] | 25.00 23.00 -2.00 100 2.00 1.00 10.00
& | Burrows Kelly Burrows Kelly BURK |25.00 25.00 0.00 0.00 1.00 10.00
9 | Butler Alison Butler Alison BUTA | 25.00 25.00 0.00 1.00 10.00
10| Carter Leanne Note: Joanne Boyle now has an Uncounted value of 2.00. At the start of each

11 | Chappel Judy cycle, Joanne will be available for 2 uncounted replacements. These must be

12| Cheng William used during the cycle, as the number is reset at the start of each cycle.
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Note: All teachers who are underload should 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 teachers or other staff that are included in the timetable are eligible to take replacements.
There are two categories:

e Teachers who do not take counted or in lieu replacements. These teachers can be excluded
from appearing on the list of teachers available for a replacement. If their classes are
cancelled, they will not be available to take replacements in lieu of these cancelled classes.
For example, the Principal or Learning Support Teachers.

e Teachers who do not take counted replacements but are available for in lieu replacements
when their classes are cancelled. For example, a teacher who is overload can be
compensated by not being required to take counted replacements. However, they are still
required to take in lieu replacements if their classes are cancelled.

ENTER STAFF WHO DO NOT TAKE EITHER COUNTED OR UNCOUNTED REPLACEMENTS

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

n Home Page Information Stage Process Stage  Reports Stage 4 | Tue 28 Jan D2 (Future) ‘ [ 3 _

# Quick Edit § Caleulate Uncounted = Sort Teachers B Email Teachers

ry— Untick the checkbox in
| Underload Excess the Eligible column next
No | Full Name | Family Narme | First Narme | Code | Proposed Load |Actual Loa(ﬂ Difference | Eligible | Pric to Sam Boswick
1 |Adams Rod Adams Rod ADAR 1250 1250 0.00 50
2 | Alderson David | Alderson David ALDD |25.00 2500 0.00 10.00
3 | Atkinson Danielle | Atkinson Danielle ATKD |25.00 2500 0.00 10,00
4 | Baker Catherine | Baker Catherine |BAKC |12.50 12.50 0.00 500
5 | Bell Heather Bell Heather BELH |25.00 2500 0.00 10.00
6 | Boswick Sam Boswick Sam BOSS | 25.00 2500 0.00 D 10.00
7 | Boyle Joanne Bayle Joanne BOY] |25.00 23.00 -2.00 100 2.00 1.00 10.00
& | Burrows Kelly Burrows Kelly BURK |25.00 2500 0.00 100 0.00 1.00 10.00

Note: There is no need to adjust the data in the other columns for Sam Boswick as his name will not
appear on the list of available teachers. It is possible to override this and allocate a replacement
class if necessary.
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ENTER STAFF WHO CAN TAKE IN LIEU BUT NOT COUNTED REPLACEMENTS

In schools, there are often teachers who do not take counted replacements but are available for in
lieu replacements when these teachers’ 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 has
to be made eligible for in lieu replacements but not for counted replacements.

n Home Page Information Stage Process Stage  Reports Stage 4 | Tue 28 Jan D2 (Future) | > _

rd !:I Calculate Uncounted = Sort Teachers 1 Email Teachers
Excess

Na | Full Narne | Family Name | First Name | Code | Proposed Load |Ar:tua| Loacﬂ Difference Eligiblq Pricritﬂ Uncour'tecﬂ Cyele Limiq Owerall Limﬂ
1 | Adams Rod Adg 0o
5 msereonpene | aml  Note: Judy Chappell is 1 period overload with a proposed load of 25.0 |
3 | Atkinson Danielle | Atk and an actual load of 26.0. .00
& | Baker Catherine |Ba Change the Priority to 0 and the Cycle Limit -
5 | Bell Heather Bell L. 0.00
o P and Overall Limit to 0.00 o
7 | Boyle Joanne BoyTe TOaTTE BOT] SO0 =00 00 T0.00
& | Burrows Kelly Burrows Kelhy BURK |25.00 2500 1.00 10.00
9 | Butler Alison Butler Alison BUTA |25.00 2500 1.00 10.00
10 | Carter Leanne Carter Leanne CARL |25.00 25.00 1. 10.00
11 | Chappell judy | Chappell Judy CHAl [25.00 26.00 1.00 0 0.00 0.00 0.00
12 | Cheng Williarm Cheng William CHEW | 25.00 25.00 0.00 100 0.00 1.00 10.00

Note: 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.

EMERGENCY TEACHER DETAILS

Emergency teachers are called into the school on a daily basis to cover the absent staff for that day.
Emergency teachers can be defined in two ways, either using their actual name or a generic name
such as Emergency Teacher 1. Emergency teacher details can be imported from another Daily
Organiser file or added manually. They will be listed in the Emergency Teacher Details screen.

E On the Task Tree select:
[6B] Emergency Teacher Details

B HomePage InformationStage ProcessStage Reports Stage n Tue 28 Jan D2 (Future) n

+ Add Emerge € Delete Emergency Teacher Vs = SortEmergency Teachers B Email Teachers

 —
Columns selected: 17 of 18 ‘

I\unH Name ‘Ti:le‘FamwlyNamelFirstName‘Midd\eName‘Code |Prmmy|Address |s . .
1 |Marie Curie Curie Marie CURM | 100 NOte' The emergency teaCher detalls Were 1 June 2023
2 | BertEinstein Einstein Bert EINB 100 H H Jan 2021
imported when the parameters were imported.

3 |Billy Shakespeare Shakespeare | Billy SHAB |100  [51MalopSt|G Feb 2025
4 | Peter Crowe Crowe Peter CROP | 100 6 Jun 2022
5 |Garry Daly Daly Garry DALG [100 52281964 |0411 987 654 Maths, Science TeacherTTSC+DALG@gmail.com | 98647924 Jun 2024
6 |Stephen Eisenhuth Eisenhuth Stephen EISS 100 52282005 | 0404222222 PE, Science TeacherTTSC+EISS@gmail com 654988135 Mar 2024
7 |MarkKong Kong Mark KONM | 100 52280000 | 0411123123 Physics Chemistry TeacherTTSC+KONM@; .com | 881965148 Dec 2025
2 |Andrew Lunt Lunt Andrew LUNA | 100 52282002 | 0411 453452 Science TeacherTTSC+LUNA®gmail.com | 1254556 Dec 2020
9 | Matthew McGucken MeGucken Matthew MCGM | 100 52282015 | 0402 303 030 Physics, Maths TeacherTTSC+MCGM@gmail.com | 16556562 Jan 2022
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B HomePage InformationStage ProcessStage  Reports Stage 4 |Tue28jang
b e | @ sssemenn s | #0000 =]  NoOte: The information displayed on the screen can be
Clumns stectes 0118 customised by selecting or deselecting columns.
No | Full Name Title | Family Name | First Name | Middle Narme | Code | Priority | Address Sul
e o o Click on the link Columns selected: 17 of 18
3 | Billy Shakespeare Shakespeare | Billy SHAB |100 |51 Malop St | Ge:
4 Peter Crowe Crowe Peter CROP |100 1999 | 0400 123 & Engnsh TeacherT [SCHCROP@gmail.com 53650 Jun 20
5 | GarryDaly Daly Garry DALG | 100 52281964 | 0411 987 654 Maths, Science TeacherTTSC+DALG@gmail.com | 98647924 Jun 2024
& |Stephen Eisenhuth Eisenhuth Stephen EIsS 100 52282005 | 0404222222 PE, Science TeacherTTSC+EISS@gmail.com 6549881351 Mar 2024
7 |Mark Kong Kong Mark KONM | 100 52280000 |0411123123 Physics Chemistry TeacherTTSC+rKONM@gmail.com | 881965148 Dec 2025
8 |Andrew Lunt Lunt Andrew LUNA | 100 52282003 | 0411 453453 Science TeacherTTSC+LUNA@gmail.com | 1254556 Dec 2020
9 | Matthew McGucken MeGucken Matthew MCGM | 100 52282015 | 0402 303 030 Physics, Maths TeacherTTSC+HMCGM@gmail comn | 16556562 Jan 2022
Columns Displayed Columns Displayed
[ select / Deselect All [ select / Deselect Al
Title O Title
First Name First Name
Middle Name O Middle Name
Famnily Name Farnily Name
Code Code
o Priority d Priority .
: v All columns are ; v To hide a column
o Address . Addrezs .
listed here. the corresponding
Suburb O suburb
. checkbox needs
Post Code Note: The code is [ Post Code ,
) ) to be unticked.
State a required field O stete ~
N .
Phone and cannot be Phone Untick the
Mokbile unticked. Mobile checkboxes as
Other Phane Other Phone shown
Motes Notes
Ernail Email Click OK
Teacher Reg Mo Teacher Reg No
Expiry Date Expiry Date
O

Spare Field 3

OK

Cancel

O spare Field 3

0K

Cancel

B romerage mmaionsiage processaze neporssere  CNOECOETOM . |

+ Add Emergency Teacher €) Delete Emergency Teacher # Quick Edit = Sort Emergency Teachers B Ernail Teachers

Options.

Columns selected: 11 of 18

h
No | Full Name Family Name FM Code wlty Phone Mobile Other Phone | Notes Email Teacher Reg No | Expiry Date
1 | Marie Curie Curie Marie CURM M\%MO 0411555555 Physics,Chemistry TeacherTTSC+CURM@gmail.com | 1234541 June 2023
.
2 | Bert Einstein Einstein Maths TeacherTTSC+EINB@gmail.com | 811716 Jan 2021
3 Billy Shakespeare | Shakespeq Note: The screen i1s now Customlsed not on Mondays | TeacherTTSC+SHAB@gmail com | 676365 Feh 2025
4 | Peter Crowe Crowe H TeacherTTSC+CROP@gmail.com | 5654656 Jun 2022
and the 11 columns are displayed

5 |Garry Daly Daly cience TeacherTTSC+DALG@gmailcom | 98647924 Jun 2024
6 | Stephen Eisenhuth | Eisenhuth along Wlth the Fu” Name ce TeacherTTSC+EISS@gmail.com | 6549881351 Mar 2024
7  MarkKong Kong [Fhemistry TeacherTTSC+KONM@gmail.com | 821965148 Dec 2025
& Andrew Lunt Lunt Click Add Emergency Teacher TeacherTTSC+LUNAGgmail.com | 1254556 Dec 2020
9 | Matthew McGucken | MeGucken) Maths TeacherTTSC+MCGM@grmail.com | 16556562 Jan 2022
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Enter Emergency Teacher Details

{0 Required Fields *

Title First Name* Middle Name Family Name*

L] | | |
4

Code* Priority Address Suburb

| 100 L I |

Post Code State Phone Mobile Other Phone

Notes \ #mail

Teacher Reg No \ Expiry Date

| N\ | |

Add New Emergency Teacher Details

O Before (@ After (O Top (O Bottom

Record/and Close Record and Next Cancel

N—

Note: When adding an emergency teacher all
fields are displayed even if the data is not
displayed on the main screen.

Emergency teachers can be added anytime and
will not be added at this stage.

Click Cancel

SORT EMERGENCY TEACHERS

The list of emergency teachers can be sorted alphabetically or personalised by moving teachers up
or down the list.

n Home Page Information Stage Process Stage  Reporis Stage 4 | Tue 28 Jan D2 (Future) ‘ } _
+ Add Emerg: € Delete Emergency Teacher # Quick Edit = SortEmergency Teachers [ Email Teachers
—Options———
| Columns selected: 11 of 18 ‘
No'| Full Name ‘ Family Name | First Name ‘Code | Prmr\ty| Phone ‘ Maobile |Dther Pt/nne ‘ Notes | Email Teacher Reg No | Expiry Date|

1 | Marie Curie Curie Marie CURM | 100 52283700 | 0411555555 Physics,Chemistry TeacherTTSC+CURM@gmail com | 1234541 June 2023
2 | BertEinstein Einstein Bert EINE | 100| herTTSC+EINB@gmail.com (811716 Jan 2021
3 | Billy Shakespeare | Shakespeare | Billy SHAB |100 Click Sort Emergency Teachers herTTSC+SHAB®gmail.com | 676355 Feb 2025
4 | Peter Crowe Crowe Peter CROP | 100 herTTSC+CROP@gmail.com | 5654656 Jun 2022
5 | Garry Daly Daly Garry DALG | 100 52281964 0411 987 654 Maths, Science TeacherTTSC+DALG@gmail.com | 98647924 Jun 2024
6 | Stephen Eisenhuth | Eisenhuth Stephen EISS 100 52282005 | 0404222222 PE, Science TeacherTTSC+EISS@gmail.com | 6549881351 Mar 2024
7 Mark Kong Kong Mark KONM | 100 52280000 0411123123 Physics Chemistry TeacherTTSC+KONM@gmail.corn | 831965148 Dec 2025
8 | Andrew Lunt Lunt Andrew LUNA | 100 52282003 | 0411453453 Science TeacherTTSC+LUNA@gmail.com | 1254556 Dec 2020
9 | Matthew McGucken | McGucken Matthew | MCGM | 100 52282015 | 0402 303 030 Physics, Maths TeacherTTSC+MCGM®@gmail.com | 16556562 Jan 2022
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Sort
= SortAZ = SortZ.A * Row ¥ Row Q Clear
‘ No |Title‘ Full Narme Family Mame ‘ First Name |Code ‘ Priority ‘Address |Suhurb ‘ Post Code ‘ State‘ Phone ‘ Mobile
1 Marie Curie Curie Marie CURM | 100 52283700 | 0411555555
2 Bert Einstein Einstein Bert EINB 100 52281111 | 0400 111 22
3 Billy Shakespeare Shakespeare | Billy SHAE 100 51 Malop St | Geelong | 3220 VIC | 52283555 0401 222 33]
4 P Note: Emergency teachers can be sorted by any 52281999 | 0400 123 45
5 G column by clicking in the column, then clicking 52281964 | 0411 987 &5.
6 s Sort A..Z or Sort Z..A. 52282005 | 0404222222
7 M 52280000 0411123123
s .| Alternatively, the order can be customised by moving 52282003 | 0211 253 45
s N emergency teachers up or down the list using 29939015 | 0402 303 031
+ Row * Row
or
Emergency teachers will not be sorted at this stage.
3
Click Cancel
0K Cancel

REMINDER NOTES

Reminder notes appear when opening a Daily Organiser dataset on a particular date. They are
particularly useful for reminding the staff managing the Daily Organiser of upcoming events,
especially if multiple staff are responsible for this area.

ADD A REMINDER NOTE

E On the Task Tree select:
[7] Reminder Notes

n Home Page Information Stage  Process Stage  Reports Stage 4 ‘ Tue 28 Jan D2 (Future) | 4 _

€ Delete Reminder # Copy Reminders

+ Add Rerninders

— Options

—————————————— Selected date: Tue 28 Jan — Legend
| O Combine Multiple Notes

=ge
ow all reminders () Show selected date (@) Selected date and later |

Completed Selected date In future
Click Add Reminders

Mo reminder notes have been entered.

Add Reminder

O Bequired Fields *

- Click Select Date
LY Select Date*

Reminder Note*

Record and Close Record and Next Cancel

rd
ft
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Select Date
[0 show tirmetable days  [] Show all dates Click on the second
 Legend Tuesday of the year and
| Today In future Completed @ School closed click OK
| Ncr| Maonday Tuesday |Wednesdag,r W | Friday —‘
1 28/01/2020 29/01 30/01/2020 3170172020
2 | 03/02/2020 04/02/2020 0570272020 06/02/2020 0770272020
3 10/02/2020 11/02/2020 12/02/2020 13/02/2020 1470272020
4 [ 17/02/2020 18/02/2020 1970272020 20/02/2020 2100272020
S| 24/02/2020 25/02/2020 26/02/2020 2710212020 2810272020
& | 02/03/2020 03/03/2020 04/0372020 05/03/2020 0670372020
Fa 09/03/2020 10/03/2020 11/03/2020 12/03/2020 1370372020
& | 1e/03/2020 17/03/2020 1870372020 19/03/2020 2010372020
9 | 23/03/2020 24/03/2020 2570372020 26/03/2020 2710372020
0K Cancel

|
Note: The date is now displayed.

Add Reminder

O Bequired Fields *

d

Tue04Feh € Type “Set Up Year 11 English

Exam” and click Record and Close

IX Select Date*
Reminder Note*
‘Set Up Year 11 English Exam &
Record and Close Record and Next Cancel

ﬂ Home Page Information Stage  Process Stage  Reports Stage { ‘ Tue 28 lan D2 (Future) | } _

+ Add Reminders Delete Reminder /' Copy Reminders

Options Selected date: Tue 28 Jan Legend

O Combine Multiple Notes | | O Show all reminders (O Show selected date @) Selected date and later ] ( Completed Selected date In future ]
Nu| Date ‘ Rerninder Note |
1 |04/02/2020 Set Up Year 11 English Ex3 Note: If multiple notes are added for the one

date they can be displayed separately or as a
combined note by ticking the checkbox.
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Lesson 4
OPEN ANOTHER DAILY ORGANISER DATASET

For the remaining lessons, a Daily Organiser dataset with more data in it will be used. In the new
data set the first week of the school year has been completed.

ﬂ Home Page  Information Stage

Process Stage  Reports Stage n Tue 28 Jan D2 (Future) u

Manage Items

B new L View Published Timetables L Configure Settings

B3 cper 2% view User changes

X Close A Import Data

O con $ rport e On the Home Page click i
to expand the top menu bar

E Name: Daily Organiser 2020

-

Published Timetable: 190419160811_200128_Timetable for DO Versi...

n Tue 28 Jan D2 (Future) u

Home r Daily Organiser 2020 - one week later
Daily Organiser 2020

Manage Items

B vew L viewRplished Timetables L configure Settings
3 open I:: View User Chahges & Publish Daily Organiser _ Off
X

O Click on the Name drop down menu and select
Daily Organiser 2020 — one week later

Note: An alternative is to click Open and select
the Daily Organiser dataset from the list.

E Name: Daily Organiser 2020 - one week later b

Home Page Information Stage

Published Timetable: 190411133902_200128_Timetable for DO Versi...

Process Stage  Repcorts Stage n 28/01/2020 D2 (Future) u

Manage Items

B New
£9 open The name is now displayed on the top menu bar.
X Close
SR
Click to collapse the top menu bar
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SELECT CORRECT DATE AND DATE FORMAT

The date will be changed to the first Tuesday in February and the date format will be changed.

I4 ‘23;01;2020 D2 (Future) | P

Manage ltems

B New Q View Published Timetables Q Configure Settings

Ol Note: The blue colour in the date cell indicates that this is a future o
x| date. If the dateis a completed date, the cell colour would be pink. If off
m today’s date is chosen, the cell colour would be white. -

Click on the date 28/01/2020 D2 (Future)

Note: Not all dates are displayed. There are check boxes to change
the display to include timetable days and all dates if required.

7

/ Select Date

O show timetable days  [] Show all dates

Click on the second Tuesday of the
year and click OK

Note: Dates can also be selected

— Legend s L
Today In future Completed @ School closed Selected dat by double C||Ck|ng on the cell.
_——7
|hu|h1onday Tuesday |Wednesday ‘Thursday Friday / ‘
1 28/01/2020 29701720 30/01/2020 3170172020
2 | 03/02/2020 04/02/2020 0570272020 06/02/2020
3 10/02/2020 11/02/2020 124022020 13/02/2020
4 [ 17/02/2020 18/02/2020 19022020 20/02/2020
S| 24/02/2020 25/02/2020 26/02/2020 2710212020
& | 02/03/2020 03/03/2020 04/0372020 05/03/2020
Fa 09/03/2020 10/03/2020 11/03/2020 12/03/2020
& | 1e/03/2020 17/03/2020 18/03/2020 19/03/2020
9 | 23/03/2020 24/03/2020 2570372020 26/03/2020
0K Cancel
The date reminder appears.
Reminder Click OK
Set Up ¥r 11 English Exam
ok 4
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[

Manage [tems

B MNew
[ open
K Close

IQ Copy

Task Groups

Information Stage

Lx view Published Timetables

ﬂ View User Changes

L& configure Settings

& Publish Daily Organiser ..

Click [1] Parameters and Calendar...

ort Access

¥ ExporiData

XX Openon Today's Date

Process Stage

Reports Stage

n Parameters and Calendar .
Bl unsuoerised Classes

H Teacher Absence Reazons
n Lesson Cancellation Reasons
B room Avilability Reasons
B Techers and Students .
KB reminder Notes

Teachers ...
Students ..

Roams ...

Cancel Lessons and Yard Duties

Teacher Replacernents ..
Room Replacements ..

Student Attendance Changes

BB check Replacements
B0 Teacher changes

B2l suttetin ..

[ selected Day Reports ..
BB selected Day Activities ..

B Timetables ...

m Surnmary Reports ...

B File statistics ...

Off

Off

ﬂ Home Page Information Stage Process Stage  Reports Stage 4 04/02/2020 D2 (Future) } I
Parameters Value |
Date Format 04/02/2020 4 Click on the date and the

Spare Field Titles (leave blank if not required)

drop down menu appears

H Home Page

Information Stage

Process Stage

Reports Stage

‘ 04/02/2020 D2 (Future)

Parameters

Value

Date Format

Spare Field Titles (leave blank if not

Emergency Teachers Spare Field 1

Emergency Teachers Spare Field 2

0470272020

Tue 04 Feb 20
04/02/2020
Tuesday, 04 February 2020

H Home Page

Information Stage

Process Stage

Select the date format as shown

Reports Stage

4 | Tue 04 Feb D2 (Future)

']

/

Pararneters

Value

Date Format

Tue 04 Feb

Note: The date will be displayed in this
format at the top of each page.
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ENTER TEACHER ABSENCES

On the selected day, teachers can be made absent for a whole day or part of a day. Alternatively, a
Teacher Activity can be set up to record teacher absences over a number of days including the
selected day.

E On the Task Tree select:
[8] Teachers...

ﬂ Home Page Information Stage Process Stage  Reports Stage 4 | Tue 04 Feb D2 (Future) | P .
Absent for Period On/Off Absent for Day On/Off # Edit Reasor # Edit Count Value
— Options —Legend
] show teacher absence reason  [] Display balloons ~ Teachers selected: 49 of 49 | | Absent Absent (Activity)
No Teacher‘AM|HR"|‘2‘R‘3‘4‘L1‘L2‘5‘6‘PM| ] _
T | Anar ) The main screen displays all
timetable information for the
2 |ALDD Y |L |L|L| |L|L L
selected day.
3 |ATKD LojLiL| ILL L|L|¥
4 |BAKC (N [N [NIN/N|N|N|N [N |NNIN L: Normal Lesson
c BELH L Ll L N: Not at school
e |BOSS MM U: Unavailable
Y: Yard Dut
7 |BOY) LojLiL| ILL Yy i Y
M: Meeting
2 |BURK M | M Yy L
9 |BUTA L YL L L Note: If teachers have already
10 | CARL L |L|L L LL been made absent in an activity,
11 | CHAJ L CluluTu et they are highlighted in blue.

ﬂ Home Page Information Stage Process Stage  Reports Stage 4 | Tue 04 Feb D2 (Future) | p .
Absent for Period On/Off Absent for Day On/OfF # Edit Reasor # Edit Count Value
— Options — Legend
B4 Show teacher absence reason  [J Display balloons — Ieachers selected: 49 of 49 | | Absent Absent (Activity)
A .Q
Mo Teacher‘AM|HR‘1 ‘Q\I\R\I\B ‘4 ‘L‘I‘LZ‘E |6 ‘PM‘
1 | ADAR L
2 |ALDD ¥ |L |L |L
2 |ATKED L |L |L
4 | BAKC M |N N[N M
c | BELH . Tick Show teacher absence reason
e | poss and the absence reasons are
= P man displayed
& |BURK
9 |BUTA L A
10 | CARL L |L |L L LEXC LEXC EXC
11 | CHAJ L L U U U FEESC L EXC EXC
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B Home Page

Information Stage

Process Stage  Reports Stage

Click on teacher ATKD then

click to turn the Supplementary Information on

Absent for Period On/Off Absent for Day On/Off # Ed e T Display A Ar = W= off = On £ 3
— Ogtions
Show teacher absence reason ] Display balloons ~ Teachers selected: 49 of 49 |
~ Legend
Absent Absent (Activity) @ Absence counted Lesson Cancelled Composite class
No TEa(her‘AM|HR|1 ‘2 ‘R ‘3 ‘4 ‘U‘L?‘S |6 |PM‘ ﬂHomePage
1| ADAR t vn Parameters and Calendar
2 |ADD |¥ L (L L Lo L Deeermeers
3 |ATKD nTume:ab\e Days
4 | BAKC nTime:ab\e Days Summz.

n Home Page Information Stage Process Stage Reports Stage
[ Absent for Period On/Off [ Absent for Day 3= Display A- A+ (-] B or = On E.
— Optians:
Show teacher absence reason [ Display balloons ~ Teachers selected: 49 of 49 |
—~Legend
| Absent Absent (Activity) @ Absence counted Lesson Cancelled Composite class
No Tea(her|AM‘HR‘1 |2 |R ‘3 ‘4 ‘U‘LZ|5 ‘6 ‘PM| i
Supplementary Information A Home Page
1| ADAR - Teacher Timetable: ATKD v Parameters and Calendar
2 JALDD |Y |L |L |L L L L
Period | Class / Activity ‘ Room ‘ Details / Changes ‘ n Parameters
3 | ATKD L (L |L L L L L K T IEI“mmb‘e Days
4 |BAKC N [N NN NN N N[N|N IN N [ rimeatie Days Summ:
HR 07HRM1B 12z B
5 |BELH L Lo L Cycle Start Dates
1 09PEGIA GYM1 .
& BOSS MM ) PR Py nur'supewnsed Classes
7 v Ll L L v L BTeacherAbsente Reasons
R n Lessan Cancellation Reasol
8 |BURK M M Y L
3 O7HPEIC GYM2 B room ruailabiliy Reasans
9 | BUTA L ¥ oL L L
4 O7HBEIC GYmM2 > [ Teachers ang Students
10 | CARL L L |L L LEXC LEXC EXC % nRemmderNo'es
11 | CHAJ L L U U U [LEXC LEXC EXC o ol Teschers
12 | CHEW L L
5 085PT1D ov1
13 | CLAA L L L L L L Teacher Activities
6 085PT1D ov1
14 | CLAM Emergency Teacher Act
i i i P BD  |YardD
o The full timetable for ATKD is now displayed ard Duy Adjust Teacher Loads

in the Supplementary Information.

CHANGE DISPLAY SETTINGS

The current display settings are the default values. Display settings can be changed for individual

screens or on all screens throughout the application.

ﬂ Home Page InformationStage Process Stage Reports Stage

n Tue 04 Feb D2 (Future) u

Abgent for Period On/Off B Absent for Day On/OFf # Edit Reason # Edit Count Value A At -] B or = on F. 3
— Options

Show teacher absence reason [ Display balloons ~ Teachers selected: 49 of 49 ‘
~Lege
‘ Absent Absent (Activity) @ Absence counted Lesson Cancelled Composite class
R Click Display = PO
1 |ADAR L |able: ATKD vParamerarsard Calendar
2 |ALDD Y L |L|L L L L

‘ Period ‘ Class /Amvity| Room ‘ Details / Changes ‘ u Parameters

3 |ATKD L [L L L L L L ¥ ‘AM Br‘mmb‘e Days
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Abzence Reasons

Activities

Cancellation Reasons

Classes

Days

Periods

Roorm Availability Reasons

Rooms

Teachers

Yard Duty Areas

Yard Duty Sessions

Reset ALL - Current Task

Mame Format - ALL Tasks

Mame Format - Current Task

O ®@ @ ® ©®© ©@ @®©@ ® ©® @© @
o o o o0 0O 0 O 0 0 O
o o o o o o o o o o0 /0o

O Apply above settings to ALL tasks

O

Display Settings

Code Name Both

O

Student Information

[ House

[ Home Group
[ web Choices
[ Boarder

The default display settings
are shown.

The Name Format can be
changed for individual screens
or applied to all screens.

Reports to include

Settings for Student
Information and Reports
apply to all relevant screens.

[ Period and Yard Duty |
[ Absence Reasons

[ Cancellation Reasons
O Roorm Availability Reas

[] Replacerment Notes
O Teacher Load

[ Teacher Count

O Roll Classes

Replacement Teachers on [17A] and [18E]
[ sShow replacement teachers in first column

[ List replacermnent teachers alphabetically

Individual Cycle Timetables an [204], [20C] and [200]
[ Timetable iterns on one row

O Transpose

0K Cancel
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Absence Reasons

Activities

Cancellation Reasons

Classes

Days

Periods

Roorn Availability Reasons

Roorns

Teachers

Yard Duty Areas

Yard Duty Sessions

Reset ALL - Current Task

Mame Format - ALL Tasks

Mame Format - Current Task

Code Name Both

O

O @ 0O 0O ® 0 ® @ ®@ 0O @
O 0O @ @ 0O ® O O O @® O

B ~pply above settings to ALL tasks

@®

Display Settings

O

O ONONO OyVO O O /o O

Student Information

Students - Append to Name

0O code O House

O Bos Code O Home Group
0O Gender O web Choices
[ Roll Class O Boarder

N Year Level

Student Lists

L) Student narmagdetails in sepy
0O showesngil addrédses

Reports
Repafts to include

O period ofid ¥ard Puty Loads
[ ApsfrcgBfeasphs

Y CangllationBReazons

Select Name for
Absence Reasons,
Cancellation Reasons,
Room Availability Reasons,
Teachers and
Yard Duty Areas.

Tick Apply above settings
to ALL Tasks

Click OK

|| Bdom Avsflability Reasons
A Replacefment Notes
[ Teacfer Load

O Tefcher Count

[0 Aol Classes

Aeplacement Teachers on [174] apd [18E]
O show replacement teachels in first column

[ List replacement teachers|alphabetically

Individual Cycle Timetables on [201A], [20C] and [200]

O Timetable iterns an one rpw

O Tranzposze

0K

Cancel
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Home Page InformationStage Process Stage Reports Stage n Tue 04 Feb D2 (Future) u

(&) Absent for Period On/Off B Absent for Day On/OFf # Edit Reason # Edit Count Value 3= Display A At = B on = on E.3
Options.
(. Show teacher absence reason [ Display balloons ~ Teachers selected: 49 of 49 ]
Legend
( Absent @ Absent (Activity) @ Absence counted Lesson Cancelled Composite class ]
No)| Teacher AM HR 1 2 R 3 4 L L2 5 | i -
Supplementary Information A Home Page
1 |Adams Rod L
Teacher Ti ble: Danielle Atkinson Vn Parameters and Calendar
2 |Alderson David | ¥ L L L L L /
. Period | Class / Activity |Room | Details / Chal LY peremeters
3 | Atkinson Danielle L L L L L L / o u Timetable Days
4 | Baker Catherine |N N N N N N N N N N / [ Tinetsble Days Summe
HR  O7HRMiE  [J22 o]
5 | Bell Heather L L L L / Cycle Start Dates
il OSPEGTA GYM1 -
6 |Boswick Sam M M / [l Ursupervised Classes
2 OSPEGTA GYM1
Teacher Abs R
7 |BoyleJoanne L L L L L ¥ Bl 7escner Absence Ressans
R n Lesson Cancellation Reason
& | Burrows Kelly M M ¥
2 O7HPEIC ayMm2 B koo ruailatiliy Ressons
9 | Butler Alison L Y L L / L
4 O7HPETC oMz > [ Teschers anc Students
10 | Carter Learne L L L L / 7] Reminder Notes
11 | Chappell judy L L U ] U / 5 « [P0 Teachers
12 | Cheng William / L .TeachensA.bsem
5 08SPTID ovi
13 | Clark Allison L L L / L Teacher Activities
! ™~ & osPTID  |ov1
14 | Clark Megan M M / / L Emergency Teacher Act

15 | ronn i i ! ' ! ‘\V PM___——Pp Bus Duty | Yard Duty Acjust Teacher Losds

Note: Full names are now displayed for teachers, yard duties and absence reasons. By
displaying full names for absence reasons on this screen the entire day’s timetable is now not
visible. It would be better to change the setting back to code just for this screen.

Click Display

Display Settings

Name Format - Current Task Student Information
Code Name Both Students - Append to Name
O code [ House

Absence Reasons
'@' O BOS Code O Home Group

O web Choices

Select Code for
Absence Reasons and
Student Lists C“Ck OK

O student name details in separate columns

Activities [ Roll Class

O vear Level

Cancellation Reasons

Classes O show email addresses
Days
Reports
Periods

Reports to include

O Period and Yard Duty Loads
O Absence Reasons

O cancellation Reasons

O room Availability Reasons

Room Availability Reasons

Rooms O Rreplacement Notes
O Teacher Load
Teachers O Teacher Count

O Roll Classes

Yard Duty Areas Replacement Teachers on [17A] and [188]
O show replacement teachers in first eglurmn

Yard Duty Sessions [ List replacernent teachers alphabetfeally

Individual Cycle Timetables on [20A], [200] and [200]
Reset ALL - Current Task

O ® 0O 0O ® O ®@ ®@ ® 0O @
O 0/® @ O ® O O O @® O
0O o/ o o o o o o o o

O Timetable iterms on one row
Name Format - ALL Tasks O Transpose
O Apply above settings to ALL tasks

OK Cancel
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ﬂ Home Page Information Stage Process Stage  Reports Stage 4 | Tue 04 Feb D2 (Future) | P .
Absent for Period On/Off Absent for Day On/Off # Edit Reasor # Edit Count Value
— Options —Legend
Show teacher absence reason  [] Display balloons ~ Teachers selected: 49 of 49 | | Absent Absent (Activity)
No'| Teacher |AM‘HR|1 |2 ‘R ‘3 |4 |L1|L2|5 ‘6 |PM|
1 |Adams Rod L
2 |AldersonDavid |Y |L |L |L L L L . .
The information now
3 |Atkinson Danielle L [L |L L L L L Y .
fits across the screen
4 | Baker Catherine [N |N [N |N N N N [N |N|N N N
5 |Bell Heather L L L L
& |Bogwick Sam MM
7 |Boyle Joanne L (L L L L i) L
& | Burrows Kelly MM Y L
9 |Butler Alison L Y oL L L
10 | Carter Leanne L (L |L L LEXC LEXC EXC
11 | Chappell Judy L L U (U |U FEEXC LEXC EXC

MAKE A TEACHER ABSENT FOR A DAY

When teachers are made absent for a day, an absence reason needs to be selected. In this case,
Danielle Atkinson is sick.

ﬂ Home Page Information Stage Process Stage  Reports Stage 4 | Tue 04 Feb D2 (Future) | p .

Absent for Period On/Off Absent for Day On/Off # Edit Reasor # Edit Count Value
— Options — Legend
Show teacher absence reason  [J Display t&alloons Teachers selected: 49 of 49 | | Absent Absent (Activity)
\

No | Teacher |AM‘HR|1 |2 ‘R ‘3 |4\|L1|L2|5 ‘6 |PM|

1 |Adams Rod

2 |Alderson David  |Y L

3 |Atkinson Danielle L Y

4 | Baker Catherine | N N M

Danielle Atkinson is absent for the whole day.

To enter the staff absence for the day, click in a cell next to
Danielle Atkinson and click Absent for Day On/Off
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Select Absence Reason

Type letter to find alphabetically

A list of absence reasons is displayed.

D Note: It is possible to view either codes, names or
both names and codes. It is also possible to have
the list displayed alphabetically or in the order that
they were entered.

EXAM

PL
MENTOR
PMEET
SMEET

DLIC

Show « ' e /

(@) Code (O Name (O Name/Code O sort

OK Cancel

Select Absence Reason

Type letter to find alphabetically

Sick Leave

Sick Leave
Carer's Leave

Study Leave

Leave Without Pay

Funeral

Select Name and the
absence reason names
are now displayed

Jury Duty
Late
Excursion

Camp Select Sick Leave and

click OK

Orientation

Work Experience Visit

Exarnination
Professional Learning
Mentor

arent Mesting

Student Meeting

Do Dol

Shaw /

() Code (® Name (O Name/Code O sort

OK Cancel
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N

B Absent for Period On/Off Absent for Day On/Off Vi

— Options
| B show teacher absence reason ] Display balleons  Teachers selected: 49 of 49 |

Edit Reason # Edit Count Value 3= Display

ﬂ Home Page Information Stage Process Stage Reports Stage 4 ‘ Tue 04 Feb D2 (Future) | > _

A At =

13 | Clark Allison
14 | Clark Megan

S '

The changes made to the teacher are displayed on the
teacher’s timetable in the Supplementary Information.

MAKE A TEACHER ABSENT FOR PART OF A DAY

Absen

Absen

—Legend
| Abzent Absent (Activity) @ Absence counted Lesson Cancelled Composite class
NqTeacher |AM|HR |1 |2 ‘R |3 |4 |L1 |L2 ‘5 ‘6 |PM | Supplementary Information
1 | Adams Rod L
Teacher Timetable: Danielle Atkinson
2 | Alderson David |Y L L L L L L B . )
Period ‘ Class / Activity | Room | Details / Changes
3 | Atkinson Danielle |SL |LSLLSL LSL | SLLSL|LSL|SL|SL LSL LSL |¥SL Abs
Absent
4 | Baker Catherne [N [N |N [N PR —
Absent from 07 <V n jes
5 | Bell Heather L
Abzent from 09PEGTA iIn GYM1
6 | Boswick Sam
w' Absent from CSPEGTA in GYM
7 |Boyle Joanne L L L s
Abrzer
B | Burraws Kelly Absent from O7HPEIC in GYM2
3| Butler Alison t Absent from OTHPEIC in GYM2
10 | Carter Leanne U i
. . . . . Absent
7 | —— | Note: The highlighted cells indicate the teacher is absent
ppell judy Absent
12 | Cheng Willarn with the absence reason code displayed in each cell. Nosens from BEPTID i OV

tfrom 0BSPTID in OW1

t from Bus Duty

David Alderson has just rung to say that he will be late. He will be absent for his Yard Duty and

Homeroom class. David also mentioned that he has a parent meeting in Period 1.

ﬂ Home Page Information Stage Process Stage  Reports Stage 4 | Tue 04 Feb D2 (Future) | p .
Absent for Period On/Off Absent for Day On/OfF # Edit Reasor # Edit Count Value
— Options A 3 — Legend
Show teacher absence redsgn  [J Display balloons — Teachers selected: 49 of 49 | | Absent Absent (Activity)
No | Teacher |AM‘HR |1 \TX\|R |3 ‘4 |L1|L2|5 ‘6 |PM‘
1 | Adams Rod L

2 |Alderson David  |Y L L

3 |Atkinson Danielle |[SL LSL L|SL SL|LSL |LSL |¥SL

4 | Baker Catherine |N [N M M MM M M

Double click in the AM column next to David Alderson
to make him absent

To enter a staff absence for a yard duty session or period, click on the cell
and click Absent for Period On/Off or alternatively double click on the cell.
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Type letter to find alphabetically

Select Absence Reason

The list of absence reasons is displayed.

Late

Sick Leave

Carer's Leave

Study Leave

Leave Without Pay
Funeral

Jury Duty

Late

Excursion

Camp

Orientation

Wark Experience Visit
Examination
Professional Learning
Mentor

Parent Mesting

Student Meeting

] [

Select Late

Click OK

Show

O code

@) Name

() Mame/Code

O sort

0K

Cancel

E Home Page

B Absent for Period On/Off

Options

Information Stage

Process Stage

B) Absent for Day On/Off

Reports Stage

# Edit Reason

d |

Tue 04 Feb D2 (Future)

# Edit Count Value

B Show teacher absence reason

[ Display balloans

egend

Teachers selecte|

No|

Next to David Alderson
double click in the HR column

Teacher AM HR |1 2 R |2 4 L1 (L2 |5 L E—
——— then double click in Period 1
1 |Adams Rod L
2 |Alderson David |YLATE L 4T |L L L L
3 | Atkinson Danielle |51 LSL LSL|LSL SL LSL LSL sL SL LSL LSL YsL
4 | Baker Catherine |N N N N N [N N N [N [N N N
E Home Page Information Stage Process Stage Reports Stage 4 Tue 04 Feb D2 (Future) } .
X Absent for Period On/Off B Absent for Day On/Off # Edit Reason # Edit Count Value

Options

B Show teacher absence reason

[ Display balloons

Teachers selected:

—

Note: The absence reason

— automatically defaults to LATE.
No | Teacher AM HR 1 2 R |3 4 »ZS

1 | Adams Rod Lt //

2 | Alderson David | ¥ LATE | L LATE | L LATE L L L L

3 | Atkinson Danielle |SE LSL LSL LSL | SL | LSL|LSL SL SL/LSL LSL |¥SL

4 | Baker Catherine | N M N M N |N M N [N [N M N
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DIFFERENT ABSENCE REASONS ON THE SAME DAY

A teacher can be made absent for a

number of different reasons on the same day. The reason David

Alderson is absent in Period 1 needs to be edited.

ﬂ Home Page

— Qptions

Information Stage  Process Stage  Reports Stage 4 | Tue 04 Feb D2 (Future) | p .
Absent for Period On/OFF Absent for Day On/OfF # Edit Reason # Edit Count Value
— Legend
Show teacher absence reason  [] Display balloons  Teachers selectad: 49 of 49 | | Absent Absent (Activity)

Click on Period 1 next to David

Alderson and click Edit Reason

No | Teacher |AM |HR “I |2 ‘R ‘3 |4 ‘L‘I‘LZ‘S

1 [Adams Rod L

2 | Alderson David | ¥ LATE | L LATE | L LATE L L L

3 | Atkinson Danielle |SE LSL LSL LSL | SL | LSL|LSL SL SL/LSL LSL |¥SL
4 | Baker Catherine | N M N M N |N M N [N [N M

N

Type letter to find alphabetically

Select Absence Reason

Parent Meeting

Sick Leave
Carer's Leave
Study Leave

Leave Without Pay

Select a different reason from the list,
in this case select Parent Meeting

Click OK

Funeral

Jury Duty

Late

Excursion

Camp

Orientation

Work Experience Visit
Exarnination
Professional Learning
Mertor

Parent Meeting

Student Meeting

D3 Do

Show

O Code @® Name

() Mame/Code

O sort

oK Cancel
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ﬂ Home Page Information Stage Process Stage  Reports Stage 4 | Tue 04 Feb D2 (Future) | P .
Absent for Period On/OFF Absent for Day On/Off # Edit Reason # Edit Count Value
— Qptions — Legend

[ Show teacher absence reason Display balloons ~ Teachers seleq .
s = L s Note: The different absence codes

Mol Teacher |AM |HR ‘1 ‘2 |R |3 Jd‘/,lg’iﬂl’f are displayed for the teacher.
1 |Adams Rod
2 | Alderson David | ¥ LATE | L LATE L PMEET L |L L

3 |Atkinson Danielle [SL LSL LSL LSL | SL|LSL LSL|SL SL LSL |LSL |¥SL

FIND TEACHER USING THE RIGHT CLICK MENU

There are many screens in Daily Organiser where teachers can be found by using the right mouse
click menu items. In this case, the teacher to find is Peta Wallen.

ﬁ Home Page Information Stage Process Stage  Reports Stage 4 | Tue 04 Feb D2 (Future) | P .
Absent for Period On/Off Absent for Day On/Off # Edit Reasor # Edit Count Value
— Options —Legend
Show teacher absence reason  [] Display balloons ~ Teachers selected: 49 of 49 | | Absent Absent (Activity)

No'| Teacher |AM |HR "I ‘2 |R |3 ‘4 |L1|L2|5 ‘6 |PM‘
1 |Adams Rod L
2 |Alderson David Y LATE LLATE LPMEET L ~ = e =

. - ' [ Find Cirl+F
3 |Atkinson Danielle [SE LSL LsSL LSl l Y SL

d B Find Teacher  Ctrl+Al+F
4 | Baker Catherine | N N N N N
| Show Search Panel  Alt+F |
5 |Bell Heather L
& |Boswick Sam C' Refresh Display F5
7 | Boyle Joan L L L Displa E11
. . . I Y k-
2 | Burrows K Right click on the main
5 Buier el S€ctionofthescreenand | <o eivien >
select Find Teacher
10 | Carter Lea . L S C EXC
from the displayed menu -HE -

11 | Chappell ) Copy Ctrl+C = EiL
12 | Cheng William 5 paste Ctrl+V
12 | Clark Allison L L T e e s
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Type letter to find alphabetically

Select Teacher

Change the display to Name

Scroll down and select Peta Wallen

Wallen Peta

who will be absent for the day for

TG Pty Jonn
Myers John
Mancarrow Trish
Newman Peter
Patel Marek
Pearson Sean
Rennie Matthew
Rogers Paul
Simpson Kevin
Srmyth Martin
Talbot Peter
Thomson Wayne
Walker Sam
Wallen Peta
White Eva

Wood Paul

Young Bernard

Professional Learning

Click OK

Show

) Code

"

(® Mame

(O Name/Code

O sort

0K Cancel

ﬂ Home Page

B Absent for Periad On/Off

Information Stage

Process Stage  Reports Stage { Tue 04 Feb D2 (Future)

B) Absentfor Day On/Off # Edit Reason # Edit Count Value

Options S

B Show teacher absencereason  [J Display ball-;bxi Teachers selected: 49 of 49 ]

Legend A\

( Absent @) Absent (Activity) @ Absence counted \Dﬂsson Cancelled Composite class ]
\
Fﬂ-‘ Teacher AM HR 1 2 R [3 |4 \{1 L2 |5 ] FM
29 | Manning Katky ¥ oL L L L
30 | Marks Daniel L L L L L L L
Peta Wallen is now selected.

e Rl - - - - - Click Absent for Day On/Off
40 | Rogers Paul L Y
41 | Sirmpson Kevin L L L L
42 | Sriyth Martin L L L L |L L L
43 | Talbot Peter L L L
44 | Thomson Wayne L L L L L L
45 | Walker Sam L L L L
45 | Wallen Peta L ﬂ L L L L

Timetabling Solutions

Page 106 of 346




Web Daily Organiser Lesson 4

Select Absence Reason

Tme latter to find aIEhabeticaIIv

Professional Learning

Sick Leave

carers Leave Select Professional Learning

Study Leave

Leave Without Pay Click OK
Funeral

Jury Duty

Late

Exxcursion

Camp

Orientation

Work Experience Visit
Examination
Professional Learning
Mertar

Parent Meeting

Student Meeting

1] [ie

Shaow

() Code (® Name () Name/Code O sort

OK Cancel

B tomerage momatonsiage Processsiage mevorsseze  KEIETENT D _
E Absent for Period On/Off @ Absent for Day On/Off # Edit Reason # Edit Count Value 3= Dig splay A
Options
( Show teacher absence reason [ Display balloons ~ Teachers selected: 49 of 49 ]
Legend
( Abzent @ Absent (Activity) @ Absence counted Lesson Cancelled Composite class ]
No'| Teacher I it i
Peta Wallen has been made absent for the full day. PP O I Lt
29 | Manning Kathy
acher Timetable: Peta Wallen
30 | Marks Daniel . . L L X
 F——— Note: In Period 3, Peta Wallen has a composite class.  |[od | cisss/actvity | Room | Detsils / Changes
illz Debora
. . . Absent
22 Mulline Sharan Both composites are listed on her timetable.
Absent
33 | Murphy John
Abgent from CUREDID in M18
34 | Myers John L L L Y [ S
2 Absent
35 Nancarrow Trish L L Y L
R Abzent
36 | Newman Peter L L L oL /
3 > Absent from 10MAT1C in M18
37 | Patel Marek L L Absent from 10MAT1V in M18
38 | Pearson Sean L L Lot Y/ L 4 Absent from 11MAG1Cin §12
39 | Rennie Matthew L L L L / L L1 Absent
40 | Rogers Paul L Y L L2 Ahzent
41 | Simpson Kevin L L L / L 5 Apsent from TIMAGTA in 512
42 | Smyth Martin L L L L L/ Lot 3 Absent from 12MAXTAin 511
42 Talbot Peter L L PM Ahsent
44 | Thomson Wayne L L L L L L
45 Walker Sam L L LV L L
46 Wallen Peta PL PL LPL PL PL LPL LPL PL PL LPL LPL PL

In Web Daily Organiser, teacher timetables show all composite classes. When a teacher of a
composite class is absent, all classes in the composite classes can be covered by one or more staff.
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TEACHERS MADE ABSENT IN ACTIVITIES

This screen also displays teachers who have been made absent in Teacher or Student Activities. If a
teacher has been made absent in an activity, they cannot be edited on this screen.

T

Absent for Period On/Off B Absent for Day On/OFf rd rd 3= Display A At ]
— Options;
‘ Show teachexabsence reason ] Display balloons ~ Teachers selected: 49 of 49 ‘
— Lege \
‘ Abzent AbseNr_‘:w ty) @ Absence counted Lesson Cancelled Composite class
N\
No | Teacher |AM \NR |1 ‘2 ‘R |3 |4 |L1 ‘L2|5 |e. ‘PM ‘ Supplementary Information
1 | Adams Rod L
Teacher Timetable: Leanne Carter
2 | Alderson David  [¥ LATE | L LATENL PMEET | L L L L
Periad CIassxAc:uvu:y‘ Room | Details / Changes
3 | Atkinson Danielle |SL LSL L LSL SL|LSL LSL SL|/SL LSL |LSL Y¥YsL AM
4 | Baker Catherine |N N N N N | N N N NN N N . DEHAM 1A 1
O V1A ]
5 | Bell Heather L 1 100EDA ovi
6 | Boswick Sam 2 P — v
7 | Boyle Joanne L L .
8 | Burrows Kelly 3
9 | Butler Alison L . S o
U A 14

10 | Carter Leanne L L T
11 | Chappell Judy L a
12 | cheng Wilkiam 5 Snr Net Student Activity
13 | Clark Allison L / Absent from 085PT1F in GV
14 | Clark Megan [ Snr Wet Student Activity
15 | Connally Jenra | | ) | ) Abzent from 0BSPT1F in OV

. . " Student Activity
| Cooke Denni Scroll up and click in Period 5 for Leanne Carter Absent

Note: Note the blue colour indicates that she has been made absent
in an activity. Leanne’s timetable in the Supplementary Information
shows the absence as a Student Activity.

Click Absent for Period On/Off

Information

Note: Edits to activities cannot
his period must be completed on this screen.

/ Click OK

TEACHER ACTIVITIES

In Web Daily Organiser, Teacher Activities allow Daily Organisers to plan ahead by entering teacher
absences in advance. The absences can be part days, full days or multiple days. This is useful when
recording teacher absences for conferences, professional learning and planned sick leave.

If changes to an activity have to be made, a Teacher Activity can be edited and the program
automatically updates the data to ensure teachers are made absent on the appropriate days.
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EDIT A TEACHER ACTIVITY

A multiple day Teacher Activity has already been set up for Melissa Fraser’s sick leave. The Daily
Organiser has just been informed that Melissa will return to school tomorrow but will be absent
Periods 4, 5 and 6 for another medical appointment.

E On the Task Tree select:
[8B] Teacher Activities

ﬂ Home Page Information Stage Process Stage Reports Stage 4 | Tue 04 Feb D2 (Future) | [ _
+  Add Activity [ ] i ‘{
— Options ed date: Tue 04 Feb

e — Select —Lege‘d
| O Show activity details | | O show all activities (O Show selected date wd later | | Completad Selected date In future |

# Edit Ac

No | Activity Name | Code | Dates | Days |Absence Reason |Type |
1 |Leave FRAM | Leave FRAM | Tue 28 Jan - Tue 04 Feh | 6 Day | Sick Leave Multiple Days Click Edit Activity
Enter Teacher Activity

(O Required Fields *

Activity Name* Activity Code* The Activity Name and Code
| Leave FRAM |Lesverram 4 have been entered.
Teacher Absence Reason |Sick Leave 1\ ~7

Activity Details The Teacher Absence Reason

# Edit Periods and Yard Duties | g Edit Teachers || # Replicate Cell All Days has been selected.

| Nao ‘ Date | Day| Periods and Yard Duties | Teachers |
1 |[Tue28)an |D2 |All Day Fraser Melisza |
2 |Wed29Jan | D2 | All Day Fraser Melissa The days are displayed.
3 [Thu30jan [D4 |All Day Fraser Melisss \ Period and Yard Duties
4 |Fri3ljan |D5 |AlDay Fraser Melissa absences have been entered
S Mon03Feb| D1 | Al Day Fraser Melissa for the relevant teacher.
& |Tue(O4Feb |D2 |All Day Fraser Melissa
3= Display Record and Close Cancel
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Activity Name*

e

Activity Details

(0 Required Fields *

Enter Teacher Activity

/' Edit Periods and Yerd Duties || J° Edit Teachers | Replicate Cell All Days |

No | Date Day | Periods and Yard Duties | Teachers

1 |[Tue28Jan |D2 |All Day Fraser Melisza
2 |Wed 29 Jan (D3 |All Day Fraser Melisza
3 |Thu30Jan |D4 | All Day Fraser Melisza
4 |Fri31]Jan |D5 |All Day Fraser Melisza
5 |Mon 03 Feb | D1 | All Day Fraser Melisza
_ All Day Fraser Melisza

Click Select Dates

‘ 3= Display ‘

Record and Close H Cancel

Legend
() Today @ In future

Set Selected Date

O show Timetable Days [ Show all dates

() Completed @ School dosed () Selected date

Manday

Tuesday

Wednesday

Thursday

Friday

Select the next
day, Wednesday
and click OK

‘ 0K H Cancel
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Enter Teacher Activity
(O Required Fields *

Activity Name* Activity Code*

| Leave FRAM || Leave FRAM # Select Dates

Activity Details

| Nn | Date

Teacher Absence Reason |Sick Leave &7 |

# Edit Periods and Yard Duties

| Day | Periods and Yar

# Edit Teachers

Teachers

1 [ToE Z8Jan
Wed 29 Jan
Thu 30 Jan

Mon 03 Feb

2

3

4 | Fri31 Jan
5

& |Tue 04 Feb
7

Wed 05 Feb

—
3= Display

DZ
D3
D4
D5

D2
D3

Al U&Ey
All Day
All Day
All Day
All Day
All Day

Fraser Melissa
Fraser Melissa

Fraser Melissa

raser Melissa

# Replicate Cell All Days

Click on the date that has been added

Click Edit Periods and Yard Duties
or double click in the Periods and
Yard Duties cell

Record and Close Cancel
Select Periods and Yard Duties
Available: & Selected: &
AM / AM Period 4 / 4
=
Homeroom / HR Move Lunch 1 /L1
Period 1/1 highighted | inen2/12
Period 2/2 Selected | parigd 5 /5
Recess /R Period6 /6
Period 3/3 o PM / PM
Move all periods and yard e
lighlighted
H H itemns to
duties from Period 4 to the Jititnd
end of the day to the
Selected box and click OK Move ai
[ s to
Mo Facu Name Format
O code (® Name/Code
More Options...
O sort
OK Cancel
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Enter Teacher Activity
O Reqguired Fields *
Activity Name* Activity Code*
| Leave FRAM | | Leave FRAM # Select Dates
Teacher Absence Reason |Sick Leave -

Activity Details

# Edit Periods and Yard Duties || g Edit Teachers || # Replicate Cell All Days

Nn | Date Day | Periods and Yard Duties | Teachers -
1 [ToEZ8Jam |OZ | AN Uay Frager MENsss | . . A
: Click on Melissa Fraser in the

2 |Wed29]an (D3 |All Day Fraser Melissa
3 |Thu30Jan |D4 |All Day Frazer Melizza Teachers column and CIICk
4 |Frizijan |DS |AlDay Fraser Melissa Replicate Cell All Days
5 |Mon 03 Feb | D1 |All Day Fraser Melissa
& |Tue04Feb (D2 |All Day Fraser Melissa
7 |WedO05Feb (D3 |4-PM =

= Display Record and Close Cancel

Enter Teacher Activity
Q Required Fields *
Activity Name* Activity Code*
Leave FRAM | | Leave FRAM # Select Dates
Teacher Absence Reason | Sick Leave b |

Activity Details

# Edit Periods and Yard Duties || 4 Edit Teachers | # Replicate Cell All Days I

Mr | Date Day | Periads and Yard Duties | Teachers “
1 [ToeZgJam |[DZ |AMDEy Frager WENsss |
2 |Wed29]an (D3 |All Da Frazar Mealizza .
4 Click Record and Close
3 |Thu30jan |D4 |All Day Fraser Melizsa
4 | Fri31 ]an D5 |All Day Fraser Melizsa
5 |Mon 03 Feb | D1 |All Day Fraser Melissa
& |Tue 04 Feb |D2 |All Day Fraser Melissa
7 |WedOS5Feb D3 |4-PM Fraser Melizsa -
3= Display Record and Close Cancel

Information

Click OK

All changes made to this activity will flow through to the relevant
sereens for all the selected days.

&

0K
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CHANGE THE DAY AND DATE

To see the effects of this change it will be necessary to change the day and date.

n Home Page Information Stage Process Stage Reports Stage { | Tue 04 Feb D2 (Future)
+ Add Activity € Delete Activity # Edit Activity |2 copy Activity = Sort Activitie
— Options ————— — Selected date: Tue 04 Feb  Legend g
| O Show activity details | | O showall activities (O Show selected date @ Selected date andM | Completed Selected date In future |
No | Activity Name | Code | Dates [~ Lo o L= |
1 |Leave FRAM | Leave FRAM Wed 2 ’.
On the date selector click to move to the next timetable day

ﬂ Home Page Information Stage Process Stage Reports Stage { | Wed 05 Feb D3 (Future) | } _

+ Add Activity € Delete Activity # Edit Activity IO Copy Activity = Sort Activ

— Options ——— — Selected date: Wed 05 Feb

| O Show activity details | | (O show all activities () Show selected date (@) Selected date and later | | leted Selected date Ir future |

No | Activity Name|Code |Dates |Days |Absence Reason | Type [
1 | Leave FRAM | Leave FRAM Wed 29 Jan - Wed 05 Feb | & Day | Sick Leave mutipeday  Note: Wednesday is now selected

E On the Task Tree select:
[8A] Teachers Absent

ﬂ Home Page Information Stage Process Stage  Reports Stage 4 | wed 05 Feb D3 (Future) | P .

Absent for Period On/Off Absent for Day On/Off # Edit Reason # Edit Count Value
— Options ~Legend

E Show teacher absence reason [ Display balloons ~ Teachers selected: 49 of 49 | ‘ Absger] Note: Melissa

\
No | Teacher |AM‘HR|1|2|R|3|4 |L1|L2|5 ‘5 |PM‘ Fraser is absent
16 | Cooke Dennis L v L L L [L from Period 4 to the
17 | Dalton James L (L ¥ L end of the day.
18 | Edwards John LojLju| oo L P
19 | Feng Jenny LofLfL| [t L L Click to move
20 | Fraser Melissa L[L SL SL SL LSL LSL SL to the previous
timetable day
Reminder
Click OK

Set Up ¥r 11 English Exam /

OK
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ﬂ Home Page Information Stage Process Stage  Reports Stage 4 Tue‘ 04 Feb D2 (Future) | P .

Absent for Period On/Off Absent for Day On/Off # EditR Edit Count Value
— Options —Legend

Show teacher absence reason  [] Display balloons ~ Teachers selected: 49 of 49 | Absent Absent (Activity)
Mo | Teacher |AM |HR "I ‘2 |R |3 ‘4 |L1|L2|5 ‘6 |ﬂM‘

1
16 | Cooke Dennis L L L L i
Note: Tuesday is now selected.

17 | Dalton James L L L L
18 | Edwards John L L L L L
19 | Feng Jenny L L L L L L
20 | Fraser Melissa sSL sSL SL LSL SL LSL SL SL SL LSL LSL S5SL

ADD A MULTIPLE DAY TEACHER ACTIVITY

Teacher Paul Wood will be updating his professional skills by attending Student Options Training on
Tuesday and Web Daily Organiser Training on Friday of this week.

E On the Task Tree select:
[8B] Teacher Activities

H Home Page Information Stage Process Stage Reports Stage 4 | Tue 04 Feb D2 (Future) | [ _

+ Add Activity # Edit Activity IO Copy Activity = Sort Activities
— Options —————— ected date: Tue 04 Feb — Legend
| O show activity details | | Qs activities Hate and later | | Completed Selectad date In future |

Click Add Activity

No | Activity Name | Code | Dates

1 |Leave FRAM | Leave FRAM | Wed 29 |an - Wed 05 Feb | & Day | Sick Leave Multiple Days

Enter Teacher Activity
(O Required Fields *
Activity Name* Activity Code®
|1TTraining - ||TI'Train & Select Dates

Teacher Absence Reaso

Activity Details

# Edit Perinds and Yard Duties

| Mo | Date ‘ Day ‘ Periods and Yard Duties ‘ Teachers

Type “TT Training” as the Activity Name
and “TT Train” as the Activity Code

Click Select Dates

1|
Tlll'
)
i

-
[

Record and Close Cancel
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Set Selected Date

[ show Timetable Days  [] Show all dates

Tick the checkboxes for Tuesday
and Friday of this week

Activity Name*

— Click OK
( Today @ In future Completed @ School closed Selected dat
No | Monday Tuesday Wednesday Thursday Frida:
1 O 2&m1/2020 | [ 29/01/2020 1/2020 | [J 3170142020
X
2 | O os/o2/2020 04/02/2020 ﬁmﬂmzo O os/02/2020 (& 07/02/2020
3| O wozzozo [ 1122020 [ 120272020 [ 13/02/2020 [ 140272020
4 | O 17ozzoz0 [ 1s022020 | [ 190272020 [ 20002/2020 [ 21/02/2020
5 | O 24022020 [ 25/02/2020 | [ 2600272020 [ 27/02/2020 [ 28/02/2020
& | [ oxo3/2020 [ 03/03/2020 | [ 040372020 [ 05/03/2020 [ 06/03/2020
W O 10/03/2020  [J 1170372020 [ 12/03/2020 [ 13/03/2020
& | [ iemzz020 0 [ 17032020 | [ 18032020 [ 19/03/2020 [ 20;031202}{
% | [ 23/03/2020 [ 24/03/2020 | [] 25/03/2020  [] 26/03/2020 [ 27/03/2000
10| O 30032020 [ 31/03/2020 | [ o1/04/2020 [ o24i2020 | [ 03/041?{)20
OK Cancel
Enter Teacher Activity
(O Required Fields *

Activity Code*

| TT Training

| | TT Train # Select Dates

Activity Details
# Edit Periods and Yard Duties

Teacher Absence Reason

# Edit Teachers

# Replicate Cell All Days

No | Date Day | Periads and Yard Duties | Teachers
1 |TueodFeb D2 | %
2 |Fri07 Feb |D5

I Display

Note: The dates selected for the activity are
now displayed. The first day is shaded green
indicating that it relates to the selected day.

Record and Close Cancel
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Enter Teacher Activity
O Required Fields *
Activity Name* Activity Code*
| TT Training | | TT Train | # Select Dates
Teacher Absence Reason ! - I
Sick Leawve .
Activity Details Carer's Leave Click the Teacher Absence Reason
# Edit Periads and Vard | Study Leave box and the drop down menu
Leave Without Pay appears
No | Date Day | Peri Funeral
Jury Duty
[ e b Late Select Professional Learning
2 |Fri07Feb DS Excursion
Camp
Orientation
Work Experience Visit
Examnination
Professional Learning
Mentor
Parent Meeting
Student Meeting
3= Display Bus Driver Record and Close Cancel
Enter Teacher Activity
(O Required Fields *
Activity Name* Activity Code®
| TT Training | | TT Train # Select Dates
Teacher Absence Reason | Professional Learning -
Activity Details
# Edit Periods and Yard Duties || # Edit Teachers || 4 Replicate Cell All Days
No | Date Day | Periads and YM Teachers
1 |Tue 04 Feb | D2 . . . .
~ Click Edit Periods and Yard Duties
2 |Fri07Feb DS
T Display Record and Close Cancel
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Select Periods and Yard Duties
Available: 0 Selected: 12
AM S AM
-
Move Hormeroorn / HR
Period 1/1
Period 272
Recess /R
Period3/3
at Period4/4
Selected
Lunch 1/L1
Move all items to the Lunch2 /12
Selected box Period 575
Period 6/6
Click OK PM / PM
<No Faculty Group S <No Faculty Name Format
QO code O MName (® Name/Code
More Options...
O sort
0K Cancel
Enter Teacher Activity
(O Required Fields *
Activity Name* Activity Code*
|TI'Training ||1‘I’Train A Select Dates
Teacher Absence Reason | Professional Learning &7
Activity Details
2 Edit Periods and Yard Duties | #* Edit Teachers | 4 Replicate Cell All Days
‘ Na‘ Date ‘ Day| Periods and Yard Duties ‘ Teachers|
1 |Tue 04 Feb | D2 |All Day
2 |Fri07 Feb | D%
Click on All Day in the Periods and Yard Duties
column and click Replicate Cell All Days
T Display Record and Close Cancel
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Enter Teacher Activity
(0 Reguired Fields *
Activity Name* Activity Code*
TT Training ||1'I'Train & Select Dates
Teacher Absence Reason | Professional Learning -

Activity Details

# Edit Periods and Yard Duties | #* Edit Teachers * Replicate Cell All Days

‘Na| Date ‘Day‘ Periods and Yard Duties | Teachers Note: The same periods have now

been selected for both days.

1 |Tue 04 Feb |D2 | All Day

2 |Fri07 Feb (D5 | All Day
Click in the Teachers column and

click Edit Teachers

=D splay Record and Close Cancel

Select Paul Wood and click
Move highlighted items to Selected |t Teachers

Ayailab) . Selected: 0
Myers
Nancarrow Trish / NANT

Newrnan Peter / NEWP
Patel Marek / PATM
Pearson Sean / PEAS
Rennie Matthew / RENM
Rogers Paul / ROGP

Simpson Kevin / SIMK
Srmyth Martin / SMYM
Talbot Peter / TALP
Tharnson Wayne / THOW
Walker Sam / WALS
Wallen Peta / WALP
White Eva / WHIE

Wood Paul f WOOP

Young Bernard / YOUB -

<No Faculty Group Selected> v || <No Faculty Selected> A Name Format
O code O Name ame/Code

3 sort

More Options...

OK Cancel
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Enter Teacher Activity
O Required Fields *
Activity Name* Activity Code*
|1'I'Training ||1'I'Train # Select Dates
Teacher Absence Reason | Professional Learning -

Activity Details
& Edit Periods and Yard Duties | g Edit Teachers | #* Replicate Cell All Days

‘ Na‘ Date ‘ Day‘ Periods and Yard Duties ‘ Teachers ‘

1 |Tue04Feb | D2 |All Day Wood Paul
2 |[Frni07 Feb (D5 | All Day

Make sure Paul Wood is selected and
click Replicate Cell All Days

EEgy splay Record and Close Cancel
Enter Teacher Activity
(O Required Fields *
Activity Name* Activity Code*
| ” Note: Paul Wood has now
TT Training TT Train .
been assigned to both days.

Teacher Absence Reason |Frofessional Learning M Click Record and Close

Activity Details

& Edit Periods and Yard Duties | #* Edit Teachers | 4 Replicate Cell All Days

‘ N0| Date ‘ Day‘ Periods and Yard Duties ‘ Teachers ‘
1 |Tue 04 Feb (D2 | All Day Wood Paul
2 |Fn07 Feb (D5 | All Day Wood Paul
T Display Record and Close Cancel
Information
Click OK

All changes made to this activity will flow through to the relevant
sereens for all the selected days.

rd

0K
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ﬂ Home Page Information Stage Process Stage  Reports Stage 4 | Tue 04 Feb D2 (Future) | [ _

+ Add Activity 0 o: # Edit Activity IO Copy Activity = Sort Activities
— Options ————  — Selected date: Tue 04 Feb — Legend
| D ghgwactiviﬂf details | O Showallictivi:ies O Show selected date @ Selected date and later | | Completed Selerted date Ir1 future |
No | Activity Name|Code |Dates \ |Days |Absence Reason |Type |
1 |Leave FRAM | Leave FRAM Feb | 6 Day | Sick Leave Multiple Days
2 |TT Training | TT Train Tue 04 Feb >Ry 2 Day | Professional Learning | Multiple Days

Note: The activity is recorded as a Multiple Days activity.

To see more information tick Show activity details and
select Show all activities

ﬂ Home Page Information Stage Process Stage  Reports Stage 4 | Tue 04 Feb D2 (Future) | [ _

+ Add Activity 0 o: ity # Edit Activity IO Copy Activity = Sort Activities
— Options ———— — Selected date: Tue 04 Feb — Legend
| Show activity details | @ Show all activities O Show selected date O Selected date and later | | Completed Selerted date Ir1 future |
A N
No | Activity Name | Code \"Ba{ | Day | Periods and Yard Duties | Teachers |Absen

1 | Leave FRAM
1 | Leave FRAM
1 | Leave FRAM
1 | Leave FRAM
1 | Leave FRAM
1 | Leave FRAM
2 | TT Training

2 | TT Training

Now each day of the activity is displayed
separately.

Leave FRAM | Wed 20 |& 3 | All Day Frazer Melisza | Sick Ly

Leave FRAM | Thu 30 Jan | D4 Frazer Melisza | Sick Ly

Leave FRAM | Fri 31 Jan D5 | All Day Sick Lg

Note: The green cell colour indicates that
the activity is on the selected date, the
pink is on completed dates and the blue
on future dates. The radio buttons can

Profes  also be used to display just the selected

date or the selected and later dates.

Leave FRAM | Mon 03 Feb | D

All Day
Leave FRAM | Tue 04 Feb | D2 | All Day Fraser Mén:
Leave FRAM Wed 05 Feb D3 4-PM Fraser Melissa
TT Train Tue 04 Feb | D2 | All Day Wood Paul
TT Train Fri07 Feb | D5 |All Day Wood Pau

Untick Show activity details

EMERGENCY TEACHER ACTIVITIES

In Web Da

ily Organiser, Emergency Teacher Activities can be used to make emergency teachers

available or unavailable for selected days and dates. Daily Organisers can plan ahead by:

e Booking emergency teachers in advance

e En

The activit

tering details of emergency teacher unavailability

ies can be part days, full days or multiple days. Emergency Teacher Activities have already

been entered.

E

On the Task Tree select:
[8C] Emergency Teacher Activities
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EMERGENCY TEACHER AVAILABLE FOR MULTIPLE DATES

The first activity was set up for when the emergency teacher Bert Einstein was booked to replace
Melissa Fraser.

ﬂ Home Page Information Stage Process Stage  Reports Stage 4 | Tue 04 Feb D2 (Future) | [ _

+ Add Activity #  Edit Activity IO cor ¥ = SortA ies
—Options —— T - Tue 04 Feb — Legend
| [ Show activity details | O show all activities O Show 59&‘@3?6 @ Selected date and later | | Completed Selected date In future |

No | Activity Name |Code | Dates | Days |AvailabIeMe |
1 | Replace FRAM Rple FRAM | Tue 28 Jan -

e 04 Feb |6 Day |Yes
2 | Billy not Tuesday | Blty X Tue | Tue 28 Jan - Tue 31 Mar | 10 Day

2 |¥r11 Camp ¥r 11 Camp | Wed 26 Feb - Fri 28 Feb | 3 Day | Yes

Click on the first activity
and click Edit Activity

Enter Emergency Teacher Activity
(O Reguired Fields *
Activity Name* Activity Code*
|Replace FRAM || Rple FRAM | # Select Dates
Emergency Teacher Available | @) Yes (O Mo - Cannot use
MNotes | \ |
Activity Details
# Edit Periods and Yard Duties | # EditYeachers | # Replicate Cell All Days
‘ No ‘ Date | Day‘ Periods and Yard Duti |Teachers
21 (Tue 28 Jan |D2 | All Day Einstein Bert
22 |Wed 29 Jan [D2 |All Day rstein Bert
23 |Thu30Jan |D4 |All Day EiNstein Bert
24 | Fri31 Jan D5 | All Day Einsyein Bert
25 |Mon 03 Feb D1 | All Day Einsteyn Bert
26 |Tue 04 Feb |D2 | All Day Einstei
Record and Close Cancel

—

Note: Emergency Teacher Activities are set up in a similar way to Teacher Activities.

The only difference is that it is necessary to indicate if the emergency teacher is available or not.
In this case Yes was selected to make Bert Einstein available.

Click Cancel
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EMERGENCY TEACHER UNAVAILABLE FOR MULTIPLE DATES

In Web Daily Organiser, an Emergency Teacher Activity can be used to record when an emergency
teacher cannot be used. In the second activity Billy Shakespeare has been made unavailable every
Tuesday in Term 1.

ﬂ Home Page Information Stage Process Stage  Reports Stage 4 | Tue 04 Feb D2 (Future) | [ _

+ Add Activity [ ] # Edit Act IO Copy Activity = Sort A ies
— Options ————  — Selected date: Tue 04 Feb W — Legend
| O Show activity details | | O show all activities (O Show 59'*%%3?6 @ Selected date and later | | Completed Selected date In future |
No | Activity Name |Code | Dates | Days |AvailabIeM |
1 | Replace FRAM Rple FRAM | Tue 28 Jan - Tue 04 Feb |6 Day |Yes Multiphe Days

Click on the activity Billy not Tuesday

2 | Billy not Tuesday | Blly X Tue | Tue Mar | 10 Day | No Multiple Da;

3 |¥r11 Camp ¥r 11 Camp | Wed 26 Feb - Fri 28 Feb |3 Day | Yes Multiple Days Click Edit Activity

Note: This activity was set up in a
similar way to the previous one,
except in this case, the radio button
No - Cannot use was selected.

Enter Emergency Teacher

O Required Fields * Click Cancel
Activity Name* Activity Code*

| Bilty not Tuesday | | Blly X Tue # Select Dates
Emergency Teacher Available (O Yes (@ No- Cannot use /

Notes | Billy not available Tues Term 1 - at Primary School

Activity Details
# Edit Periods and Yard Duties | # Edit Teachers | # Replicate Cell All Days

‘ No | Date ‘ Day‘ Periods and Yard Duties | Teachers

27 | Tue 28 Jan [D2 | All Day Shakespeare Billy

28 |Tue 04 Feb (D2 | All Day Shakespeare Billy

29 |Tue 11 Feb D2 | All Day Shakespeare Billy

30 [Tue 18 Feb |D2 | All Day Shakespeare Billy

31 [Tue 25 Feb |D2 | All Day Shakespeare Billy

32 [Tue 03 Mar |D2 | All Day Shakespeare Billy

33 Mee it Mar 102 | All Nav Shakesnears Rilke T

£ Dizplay Record and Close Cancel

In both these examples, the data set up here will flow through to [12C] Emergency Teacher
Availability screen.
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TEACHER LOAD ADJUSTMENTS

It is possible to adjust the number of counted replacements a teacher has done. For example, a
teacher may offer 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 3 replacement classes.

E On the Task Tree select:
[8D] Adjust Teacher Loads

ﬂ Home Page Information Stage Process Stage  Reports Stage 4 | Tue 04 Feb D2 (Future) | P I
€ Delete Adjustment # Quick Edit
— Options

| Teachers selected: 49 of 49 ‘

Mo | Teacher |Counted ‘ Notes ‘

1 | Adams Rod 0.00 \ Click in the Counted

2 |Alderson David |0.00 column next to Rod Adams
3 | Atkinson Danielle | 0.00

ﬂ Home Page Information Stage Process Stage  Reports Stage 4 | Tue 04 Feb D2 (Future) | P I
€ Delete Adjustment # Quick Edit

— Options “ " h d Il d
| Teachers selected: 49 of 49 ‘ Type 3.00” in the Counted cell an

) “Help with Aths” in the Notes cell
No | Teacher |Counted ‘ NW

‘,

1 |Adams Rod 3.00 Help with Aths Press Enter

2 | Alderson David | 0.00
3 | Atkinson Danielle | 0.00

H Home Page Information Stage Process Stage  Reports Stage 4 | Tue 04 Feb D2 (Future) | p .
€ Delete Adjustment # Quick Edit
— Options

‘ Teachers selected: 49 of 49 |

No ‘ Teacher ‘ Counted | Notes Supplementary Information

1 |Adams Rod 3.00 Help with Aths

Adjustment History: Adams Rod

2 | Alderson David | 0.00
Date | Count | Reason |

3 | Atkinson Danielle | 0.00

d

}

Click on Rod Adams

Note: The Supplementary Information does not display
these changes. It will only display details of adjustments
made for days other than the selected day.
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ﬂ Home Page Information Stage Process Stage Reports Stage 4 ‘ Tue 04 Feb D2 (Future) ‘ [ 3 _

a Delete Adjustrment # Quick Edit
Options
(Teachers selected: 49 of 49
No [ Teacher Counted | Notes “ | Supplementary Information
1 |Adams Rod 3.00 Help with Aths
Adjustment History: Clark Megan
2 | Alderson David | 0.00
Date Count | Reason
3 | Atkinson Danielle | 0.00
Tue 28 Jan | 2.00 |YL Meetings
4 | Baker Catherine |0.00
5 | Bell Heather 0.00
& | Boswick Sam 0.00
7 |Boyle Joanne 0.00
8 |Burrows Kelly 0.00
9 | Butler Alison 0.00
10 | Carter Leanne 0.00
11 | Chappell Judy 0.00
12 | Cheng William 0.00
13 | Clark Allison 0.00
14 Clark Megan ‘%
15 | Connally fenny  [0.00 | T~

Click on Megan Clark

Note: The Supplementary Information now displays the
Adjustment History as this change was not made on the
selected day.
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CANCEL LESSONS

Lessons and yard duties can be cancelled for the selected day. Lessons can be cancelled on screen
[11A] Cancel Lessons and yard duties can be cancelled on screen [11B] Cancel Yard Duties.

Individual classes and MRCGs can be cancelled for a period. While Roll Classes can be cancelled for a
period or a day. When cancelling classes, a warning can be given if cancelling composite classes or
classes in a MRCG. Each cancellation requires a lesson cancellation reason to be entered.

] Open Daily Organiser 2020 - one week later

Manage ltems

B Mew * View Published Timetables # Configure Settings
[ open View User Changes & Publish Daily Organiser .. OfFf
X Close .
Check that the timetable day and date
D) cory ¥ ExportData correspond to the second Tuesday of the
school year
Task Groups Click [11] Cancel Lessons and Yard Duties...
Information Stage Process Stage
n Parameters and Calendar ... Teachers ... |_| Check Replacements
ﬂ Unsupervised Classes Students /. D Teacher Changes
H Teacher Absence Reasons Room D Bulletin ...
n Lesson Cancellation Ressons Cancel Lessons and Yard Duties .. \:\ Selected Day Reports ...
B Room Availability Reasons Teacher Replacements ... D Selected Day Activities ...
ﬂ Teachers and Students ... Room Replacerments ... D Timetables ...
n Reminder Motes Student Attendance Changeas D Summary Reports .

B File statistics ...

CANCEL A CLASS FOR A PERIOD

The Cancel Lessons screen displays a copy of the master timetable for the selected day and date,
with the 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
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Bl HomePae informationstage Procemtags heporssiose  RRPCIETETERI
() Cancel Class On/Off B cancel Roll Class On/Off [ Cancel Roll Class for Day On/Off B Cancel All Classes for Period On/Off [ cancel MRCG On/Off F= Display

(D Warn if cancelling lesson in MRCG [ Warn if cancelling 2 composite dlass ]

Leger
[_ MRCG (Multi Roll Class Group)

Lesson cancelled

Composite class or shared room @ Timetable clash  Bold®: Room seat deficit ]

||| [T | [ ] [« ] [ ]

12 [12HRM1A |S11 |JamesDakton  [12RELIC |S11 [jamesDalton  |12RELIC |S11 |JamesDalton  |12REL1B |S13 |JamesDalton  [12REL1A [S24 | Adam jones LIE (513 | Rachel Kelly 12RELID ($24 | Adam Jones
12HRM1B | S12 | Alison Butler 12ENG1B 521 |Joanne Boyle 12ENG1B [S21 |loanne Boyle  [12ENSTA | LAB2 | Alison Butler 12ENGIA [S21  Sesnser@on  [12ENGID |S21  DanielMarks | 12ENGIC|S21 | Kelly Burrows
12HRMIC |$13 | Monique Gibson | 12CHE1A | LAB1 | Sam Walker 12CHETA |LABT | Sam Walker 12INFIA |S1SC |Sharon Mulline | 12MTETA | AT; /2yne Thomson | 12BI01A |LABT | Alison Butler 12ENSTB | LABT | Chris Jackson
12HRM1D |S14 | Eva White 12LST1A (514 |Sheren Mullins | 12LST1A |14 |Sharen Mulling | 12MAATE S11 | Paul Rogers 1204#% (511 Heather Bell 12ECO1A |14 | EvaWhite 12MAX1A ST1 | Peta Wallen

Note: Teacher names are displayed on this screen because the display settings
were changed in the previous lesson. In order to see the entire timetable on
the screen it would be better to display teacher codes on this screen.

11| 11HRM1A |S21 | Matthew Rennie
11HRM1B S22 | Judy Chappell
11HRM1C | 523 | John Edwards
11HRM1D |S24 | Dennis Cooke

Click Display

Display Settings

Mame Format - Current Task Student Information

Code Name Both Students - Append to Name

0O code [ House

Ab B
serce Reasons O BOS Code [ Home Group

O ® O

Activities Select Code for Teachers

In this case, the settings should apply to this

| screen only so the checkbox Apply above settings
to ALL tasks should be left unticked.

Cancellation Reasons

Classes

Click OK

Days

Periods

Roorm Availability Reasons

Rooms

Teacher Count
Roll Classes

Teachers
Yard Duty Areas Replacement Teachers an [174] and [188]
[ sShow replacement teachers in first column

Yard Duty Sessions [ List replacement teathers alphabetically

Individual Cycle Timetables gn [204], [20C] and [200]

O @ 0 ® @ O ® ®©® ®©® O @
O O ® O\NO @® O

O~ O O

Reset ALL - Current Task
O Timetable iterns on one row
Mame Format - ALL Tasks O Transpose

[ Apply above settings to ALL tasks

oK Cancel
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Home Page Information Stage Process Stage Reports Stage

B cancel Class On/OFF ) Cancel Rall Class On/Off

Tl I

&) cancel Roll Class for Day On/Off

) cancel All Classes for Period On/Off B cancel MRCG On/OfF

Options: b SN
O warn if cancelling lesson uMarn if cancelling a composite class ]
Legend— _ Click on the class
MRCG (Multi Roll Class Group) Lesson cancelled osite class or shared rof
12CHE1A in Period 1
RC HR 1 2 5 [
12 | 12HRM1A |511 |DAL] |12REL1C |51 DAL] |12RELIC |51 M_{/‘ﬂ'ﬁ?ﬁ . 13 KELR |12RELID 524 |JONA
Click Cancel Class
12HRM1B | 512 BUTA | 12ENG1B | 521 BOY] MSﬂ BOY] | 12ENST 1D | 521 MARD | 12ENG1C | 521 BURK
12HRM1C | 513 |GIBM [12CHE1A MWAIS 12CHE1A [LAB1 |WALS [12INF1 on/off A |[LAB1 |BUTA |12ENS1B |LAB1 |JACC
12HRM1D |S14 |'WHIE | 12LST1A |S14 MULS | 12LST1A |514 MULS | 12MAA]| 1A [514 |WHIE | 12MAX1A | 511 WALP
12SYSTA | S16C |FENJ 125YS1A |516C |FENJ 12ZMAGTB | 512 GIBM | 12ZMAGIA (513 BUTA |12PHY1B |LAB2 |COOD |12PEDTA |314  |ALDD
12PSTIC |526  |WOOP [12PSTIC |S26  |WOOP [12PST1B |S26 | THOW [120EDMA (814 |CARL |12PSTIE |526 RENM | 12PHY1A | LAB2 |COOD
12PSTIA |S26 FENJ 12PSTID | 526 WHIE

Make sure show Name is selected

Select Cancellation Reason

Type letter to find alphabetically

Select the reason Excursion

Excursion

Click OK

Assemnbly

Camp

Careers Expo
Exarmination
Excursion
Leadership Day
Orientation
Study Day

Wark Experience

Year Level Meeting

B Cancel Class On/OFF B Cancel Roll Class On/OFF

-
Show
O code (® Name () Mame/Code O sort
0K Cancel
Home Page Information Stage Process Stage Reports Stage ‘ | Tue 04 Feb D2 (Future) | > _

B Cancel Roll Class for Day On/Off

B Cancel All Classes for Period On/Off B Cancel MRCG On/OfF

Options.
[ Warn if cancelling lesson in MRCG arn if cancelling a composite class }
Lesson cancelled [« site class or sh

Legend
( MRCG (Multi Roll Class Group)

Note: 12CHE1A is highlighted yellow to
indicate it has been cancelled.

RC HR 1 2 >
12 | 12HRM1A [S11 |DAL [12RELIC [S11 DAL |12RELIC S+ DAL |1 Click Cancel Class On/OfftO remove the JONA
12HRM1B | S12 | BUTA |12ENG1B |S21 BOVJMB s21 |BOY) |1 cancellation BURK
12HRM1C |$13 | GIBM [12CHE1A |LAB1 \WALS [12CHETA [LABT WALS |1 JACC
12HRM1D |S14 |WHIE |12LST1A |S14 | MULS [12LST1A [S14 | MULS WALP
125¥S1A |ST6C |FEN] [125YSTA [ST6C |FEN] |12MAGIB|S12 |GIBM |12MAGTA [S13 |BUTA [12PHYVIB |LAB2 |COOD |12PEDIA [S14 |ALDD
12PSTIC |S26 |WOOP [12PSTIC [S26 |WOOP |12PSTIB [S26 |THOW |120ED1A |S14 |CARL [12PSTIE |S26 |RENM |12PHY1A |LAB2 |COOD
12PSTIA (526 |FENJ 12PSTID 526 |WHIE
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All classes in a Roll Class can be cancelled for a period.

n Home Page Information Stage Process Stage  Reports Stage 4 | Tue 04 Feb D2 (Future) | > _

Cancel Class On/Off B cancel Roll Class On/Off Cancel Roll Class for Day On/Off Cancel All Classes for Period On/Off B can

— Options W
O Warn if cancelling lesson in MRCG [ Warn

celling a composite class
—Legend
‘ MRCG (Multi Roll Class Group) Lezson cancelled Mi:eclaa_ C||Ck on any C|aSS in RO” C|aSS 12 in PeI’iOd 1

| [e | [ ] B e 1
12 | 12HRMAA |S11 |DAU |12RELic [s11 |pal |12RELIC DA Click Cancel Roll Class On/Off ELID [524 | JONA

12HRM1B |512 | BUTA | 12ENG1E | 521 2ENGTB | 521 GI1C | 521 BURK
12HRM1C |513 | GIEM [12CHETA M; 12CHE1A |LAB1 |WALS [12INFIA [515C [MULS [12MTETA [AT8 |THOW [12BIOTA [LABE1 |BUTA [12ENSTB |LAB1 |JACC
12HRM1D |514 |WHIE |12LST1A [S14  [MULS [120LST1A |514  |MULS |12MAATB |S11 ROGP | 12MAATA |S11 BELH |12ECO1A (514 |WHIE [12MAX1A|ST1 WALP
125Y81A | S16C |FEN)  [12SYS1A [$16C |FEN] |12MAGIB|312 |GIBM |12MAG1A |S13  |BUTA |12PHYIB |LAB2 COOD |12PED1A |514  |ALDD
12PSTIC |S26  |WOOP |12PST1C (526 |WOOP |12PSTIB 526 | THOW |120ED1A (514 | CARL |12PSTIE |S26 | RENM [12PHY1A |LAB2 |COOD

12PSTIA |S26 | FENJ 12PSTID |S26 | WHIE
Select Cancellation Reason
Lupe letter to find slphabetically Select the reason Year Level Meeting
Year Level Meeting
Assernbly Click OK
Camp
Careers Expo /7
Examination
Excursion

Leadership Day
Orientation
Study Day

Work Experience

Year Level Meeting

Show

O code @ MName O Name/Code O sort

OK Cancel

Home Page Information Stage ProcessStage Reports Stage 4 ‘ Tue 04 Feb D2 (Future) | > _

Cancel Class On/Off Cancel Roll Class On/Off B Cancel Roll Class for Day On/Off Cancel All Classes for Period On/Off [ )
— Options:
[ Warn if cancelling lesson in MRCG ] Warn if-_‘a\quinga composite class
—Legend A\
‘ MRCG (Multi Roll Class Group) Lesson cancelled \{mpog:e class of shared roorm @ Timetable clash  Bold™ Room seat defieit
AN

Re ‘ |HR ‘ ‘1 ‘ T& | I T T I T T | T T | T T I

12 | 12HRM1A |S11 |DAL [12REL1C |S11 DAL |12RELIC |S11\ | D Note: All classes in Roll Class 12 have been cancelled.

12HRM1B (812 | BUTA [12ENG1B S21 BOY|] |12ENG1B 521
12HRM1C (13 | GIBM [12CHEIA LAB1 |WALS | 12CHE1A

Click Cancel Roll Class On/Off to remove the cancellation

12ZHRMID | 514 WHIE |12LST1A |S14 MULS g T1A |514 | M

125YS1A | S16C |FEN] | 125YS1A | S16C |FEN] [12MAGIB|S12  [GIBM |[12MAG1A (513 |BUTA |12PHY1E |LAB2 |COOD |[12PED1A [514 |ALDD
12PSTIC |S26 |WOOP |12PSTIC |S26 |WOOP [12PST1B |S26 | THOW |120ED1A |$14  |CARL |12PSTI1E |S26 |RENM [12PHY1A |LABZ |COOD

12PSTIA |326  |FEN) 12PSTID 526 |WHIE
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CANCEL A ROLL CLASS FOR A

Classes that are blocked in MRCGs often contain students from a number of Roll Classes, and hence
care needs to be taken when cancelling these. As a result, it is important to have a sound level of
knowledge about the structure of the timetable. In this example, the Yr7 students have minimal
blocking. Homeroom is blocked to ensure that all Homeroom classes happen at the same time.
LOTE is half blocked and Yr7 Sport is blocked with Yr8 Sport.

Roll Class 7A have an excursion so classes that only have 7A students will need to be cancelled.

Note: A warning can be given when cancelling a class in a MRCG.

B Homerpage

Cancel Class On/Off

Information Stage

B Cancel Roll Class On/Off |

Process Stage

Reports Stage

— Optians

Warn if cancelling lesson in MRCG

O Warn if eancelling a composite elass

A SN

) Cancel Roll Class for Day On/OFf

—Legend

‘ MRCG (Multi Roll Class Group)

Med

Composite elass or shared room @ Timetable clash  Bold*: Room seat deficit |

Caneel All Classes for Period On/Off

EL:‘

T w0 TR ] ] E :
12 1ZHRMIA |S11 DAL [12REL1C [S11  |DAY |12RELIC 511\D}5\12REL13 S13 DAL |12REL1A |S24 |JONA [12RELIE [S13  |KELR [12RELID |S24 |JONA
12HRM1B |512  BUTA |12ENGIB 521 = R L Loz oime deacueas loas  looag | {2ENGTD |S21 | MARD |12ENGIC 521 BURK
12HRM1C [513 |GIBM |12CHE1A | LAB1 Tick Warn if cance"ing lesson in MRCG  [ow|1281014 |LAB1 BUTA |12ENSTB LAB1 JACC
12HRM1D [S14 |WHIE |12LST1A |S14 H |12ECO1A [S14 |WHIE |12ZMAXIA 11 |WALP
128¥S1A [S16C [FEN) |12S¥S1A [S16C (FEM) |12MAGIB|S12 |GIBM |12MAGIA |§13  |BUTA [12PHY1B |LAB2 |COOD [12PED1A |S14 | ALDD

12PSTIC [S26 |WOOP|12PSTIC |S26 |WOOP|12PSTIE |S26 |THOW |120EDMA |S14 |CARL [12PSTIE [S26 | RENM [12PHYIA |LAB2 |COOD

12PSTIA |S26 | FEN) 12PSTID |S26 | WHIE

n Home Page Information Stage Process Stage  Reports Stage 4 |Tue 04 Feb DZ(Future]| }_

Cancel Class On/Off

Cancel Roll Class On/Off

Cancel Roll Class for Day On/Or

ff

Cancel All Classes for Period On/Off

el

U'._:."naarn if cancelling lesson in MRCG ] Warn if cancelling a composite class \
—Legend
‘ MRCG (Multi Roll Class Group) Lesson cancelled Composite class or shared room \ @ Timetable clash ~ Bold*: Room seat deficit ‘
\
NI [ 2] EAN [« ] E o]
T10ED1A | OVI DW]
TITEXIA |AT4 | C
10A | 10HRM1A | M15|KNIN | 10ACCTIA |M10 |WHIE |10ACCIA |M10 |WHIE | 10MAATA [M14 MYE| \| 10REDTA | M15 TKNIN 11050514 i1 | MANK IIOFNGIA MI0 DAL
108 | 10HRM1B | M16 [SMYM | 10FRETA |M11 |GIBS |10FRE1A |M11 |GIBS |10MAATE ([M15 | NEWFP SOS1B Note The C|aSSGS |n MRCGS are
10C | 10HRM1C | M17 (JACT | 10MED1A | M1SC |MILD |10MED1A |M19C |MILD |10MAT1A |M11 |BELH 10\@31( .
10D | 10HRM1D | M18 | CON] [ 10MUS1A | PAC3 |CONJ | 10MUS1A | PACS |CON] | 10MAT1E |M17 | COOD | 1050ND Shaded Salmon on thls screen. In Yr7
100ED1A |OVI |CARL |100ED1A |OVI |CARL |10MATIC |M18 WALP Homeroom, LOTE and Sport are in
10TEXTA | AT4 | CLAA [10TEX1A |AT4 |CLAA | 1OMATIV MI8 WALP MRCGS
TIMATIX [M14  MYE| /
9A |09HRM1A [M11 | BELH |0SPEB1A |GYM2 |ALDD |O9PEBTA | GYM2 | ALDD |09ENGIA (M10 | TALP OQMA A In Ro“ Class 7A C|ICk |n the Perlod 2
98 | O9HRM1B |M12 | PEAS |09PEGIA |GYM1 ATKD [OSPEGIA |GYM1 | ATKD |O9ENG1E |M16 |PEAS }I{DRMA .
9C |O9HRMIC [M13 | SIMK | OSRED1C [M13 (KNIN |0SGEO1C |M17 |JACT |0SENGIC |M13 M&R{ 0SMUSTA Ce“ and then ClICk cancel Ro“ CIass
9D | O9HRM1D | M14|BOY] |OYRED1D |M1& |WALP |0SSCHD |LAB3 |FRAM |09ENG1D |M12 OY] [O09TEX1A |4 fOl‘ Day On/Off
0SENG1E MMK 0SWOO1A |4
8A | DSHRM1A (111 [CARL | 0BENG1A ()11 JACT | OBRED1A ()11 KELR 085CI15/LF\B4 WOOP | 085CHA | LAB4 |WOOP | 085PTIA [OME  CHAl | 08SPT1A [OV | CHAJ
8B |D8HRMI1B []12 |YOUB | 08MAT1B |12 GIBM |085CIE | LAB4 |ADAR 0@2618 nz GIBS | 08ENG1E |]12 MANK |O8SPT1E |GYM2 | WOOP | 085PT1E | GYM2 WOOP
8C |D8HRMIC [J13 |MUR] | 0ZENGIC |]13 KELR |OZREDIC |J13 KNIN &GECHC 13 SMYM | 08MATIC |]13 NEWP |08SPT1C |GYM1 | THOW | 085PT1C | GYM1 | THOW
8D | O3HRMID |14 |PATM |035CHD |LAB2 |COOD |035CHD |LAB2 |CQOD |08GEOMD |J14  |WHIE |08MATID |]14 MYE] |08SPTID |@W1 |ATRD |08SPTID [OV1 | ATKD
08SPT1E |GV | EDW] |08SPT1E OVl |EDW]
08SPT1F [OW1  CARL |08SPT1F [OW1 | CARL
7A | O7HRM1A (121 [MARD | O7FRE1A |21 MUR] |O7MAT1A 121 NEWP | 07HIS1A | )21 MUR] |O7ENGIA (121 MARD |07SPT1A |@WI | FEN] | 07SPT1A OVl | FENJ
7B |O7HRMI1B (|22 |ATKD |O7ITA1E |J22 NANT |O7ENG1E |J22 TALF |07SCITE |LAB3 |FRAM |O7MATIB |J22 GIBEM |07SPT1B [OV | WALS |O7SPT1E OV | WALS
7C  |O7HRMIC |23 |FENJ |O7ENGIC |J23 SIMK | O7TMATIC | )23 MYE| |O7HPEIC |GYM2|ATKD |O7HPEIC |GYM2 | ATKD |O7SPTIC [@WI ~ YOUB |07SPTIC [OV1  YOUB
7D | O7HRMID |24 |ALDD |07MATID (J24 |NEWP |O7ENG1D |J24 PEAS |07HPEID |GYM1 |ALDD |O7HPEID |GYM1 |ALDD |O7SPTID [OME - FRAM | O7SPTID [OW1 | FRAM
07SPTIE [GV1 | CON] |07SPTIE |OW1 | CONJ
07SPTIF [OW1  CLAA |O7SPTIF [OW1  CLAA
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Ore or more lessons are in an MRCG. Do you want to cancel these

Confirm

lessans too?

Yes

No

Cancel

| — not be cancelled.

As students are not in their
Roll Class groups in LOTE and
Sport, these lessons should

Click No

Select Cancellation Reason

Type letter to find alphabetically

Excursion

Assernbly
Camp

Examination

Excursion

Orientation

Study Day

Careers Expo

Leadership Day

Waork Experience

Year Level Meeting

Select the reason Excursion

Click OK

Showe

O Code

(® Name

(O Name/Code

O sort

oK Cancel

A

O7HRM1A | 121

MARD

O7FRE1A |)21

MURJ

O7MATIA )21

121 MARD |O7SPT1A |OVH | FEN] |O07SPT1A OV | FEN]

7B

O7HRM1B | J22

ATKD

07ITATB  |J22

NANT

O7ENGTE |J22

NEWP |O7HIS1A )21 MUR] |O7ENG1A
TALF |07SCIEB |LAB3 |FRA 07MAT1B

22 GIBM |07SPT1B [OWE | WALS |07SPT1B [OV1 | WALS

7C

O7HRM1C |J23

FEN]

O7ENGTC )23

SIMK

O7MATIC |23

MYE] |O7HPEIC GYM2/(KD O7HPEIC

GYM2Z |ATKD | 07SPTIC |@M1 |YOUB |07SPTIC [OV1 | YOUB

7D

O7HRM1D | J24

ALDD

O7MATID [J24

NEWP

OVENG1D |J24

PEAS OFHPE‘\DW ALDD |O7HPEID

GYM1 |ALDD |07SPT1D [OVI S FRAM [O7SPT1D [OV1 | FRAM
07SPTIE [OVI  CON] |O7SPTIE [OW1 | CONJ

Note: Only classes in 7A not in a MRCG have been cancelled.

Click Cancel Roll Class for Day On/Off to remove the cancellation

07SPT1F [OV1 | CLAA
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Confirm Click No

One or more lessons are in an MRCG. Do you want to remove
cancellations for these lessons too?

Yes No Cancel

CANCEL A MRCG FOR A PERIOD

It is possible to cancel all classes in a MRCG for a period. In this case, Yrl10 are going to have a Year
Level Meeting in Period 6, so their regular classes need to be cancelled.

Home Page Information Stage ProcessStage Reports Stage 4 | Tue 04 Feb D2 (Future) | >

Cancel Class On/Off Cancel Roll Class Or/Off Cancel Roll Class for Day On/Off Cancel All Classes for Period On/Off Cancel MRCG On/Off

— Options
‘ B Warn if cancelling lesson in MRCG ] Warn if cancelling & composite class

egend
‘ MRCG (Multi Roll Class Group) Leszon cancelled Composite class or shared room @ Timetable clash Bold*: Room seat deficit

e[ [w] [ ] N E E

12 | 12HRM1A |S11 (DALl |12REL1C [ST1 DAL] [12RELIC |ST1 DAL] |12REL1B |513 DAL] |12REL1A |S24

| o ]

KELR |12RELID S24 |JONA

12HRM1B | S12 |BUTA |12ENGIB [S21 |BOY] |12ENG1E |S21 BOY] |12ENS1A |LAB2 |BUTA |12ENGIA |S21 MARD |12ENGIC 521 |BURK

12HRM1C | 513 | GIBM | 12CHE1A |LAB1 |WALS |12CHETA |LABT |WALS |12INFIA | S15C |MULS |12MTE1A BUTA |12ENS1B |LAB1 |JACC
12HRM1D | 514 |WHIE [1215T1A (514 |MULS |12L5T1A [514 | MULS | 12MAATE 511 ROGP | 12MAATA 12ECOTA 514 |WHIE | 12MAX1A|ST1 WALP
125YS1A |S16C [FEN] |125YSTA |S16C [FEN] |12MAGIB|S12 | GIBM | 12ZMAGTA 12PHY1B |LABZ |COOD |12PEDIA |514 | ALDD

12PSTIC (526 |WOOP [12PSTIC |526 |WOOP | 12PSTIB |526 | THOW |120ED1A 12PSTIE |526 | RENM |12PHY1A |LAB2 |COOD

12PST1A 12PSTID (526 | WHIE

11 1memia s21 || Note: The salmon colour indicates Yr10 is
11HRMIR | 522 in a MRCG in Period 6.

1T1THRM1C | S23

T1ACCIA |522  |HARB |11REL1A 322 |KNIN
T1ENSTA |LAB3 |JACC |11RELIB |323 | MARD
T1UNFIA | S15C |MULS |11RELIC [512  |GIBS
11HRM1D | 524 TIMAATA | S11 BELH |11RELID 525 |SIMK

Click on any Yr10 class in Period 6 and
TIMAGIA (512 | WALP

click Cancel MRCG On/Off

T1PHYTA

10A | 10HRM1A | M15 |KNIN |10ACCIA (M10 |WHIE |10ACCIA [M10 |WHIE |10MAATA (M4 SMYE|] | T0REDTA |M15 |KNIN [105051A |M11 | MANK [10ENGTA M10 | DALJ

10B | 10HRM1B | M16 [SMYM | 10FRETA |M11 |GIBS |10FRE1A |M11 |GIES |10MAA1B [M15 |NEWP | 1050516 |M16 [SMYM | 10RED1E |M15 |KNIN [10ENGIE M11 | MANK

10C | 10HRM1C | M17 [JACT |[10OMED1A [M1SC |MILD |10MED1A [M19C |MILD | 10MAT1A |M11 |BELH |10RED1C |M10 |TALP [10SCIN1C |LAB4 |CHEW |10ENGIC |M15 |KELR

100 | 10HRM1D | M18 | CON] | 10MUSTA | PACS |CONJ | 10MUS1A | PACS |CON] |10MATIB (M17 | COOD |10S051D |M17 [JACT | 10REDID |M1& |SMYM | 10ENGID | M13 |PEAS
100EDTA |OV1 |CARL |[100ED1A |[OV1 |CARL |10MATIC |MI8 WALP 10ENGTE |M12 | BOY]
10TEXTA |AT4 | CLAA [10TEX1A |AT4 |CLAA | 10MATIV MI& TWALP
TIMATIX | M14  MYE]
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Select Cancellation Reason

Type letter to find alphabetically
Year Level Meeting Select the reason Year Level Meeting
Azzembly .
e Click OK
Camp

Careers Expo
Examination
Excursion
Leadership Day
Orientation
Study Day

Work Experience

Year Level Mesting

Show

() code ® Name () Name/Code [ sort

0K Cancel

10A | 10HRM1A | M15 |KNIN |10ACCIA (M10 |WHIE |10ACCIA [M10 |WHIE |10MAATA [MI4SMYE|] | 1T0REDTA |M15 | KNIN [1050581A |M11 | MANK [10ENGTA M10 | DALJ

10B | 10HRM1B | M16 | SMYM | 10FRETA |M11 | GIBS 10FRE1A |M11 |GIBS | 10MAATE |M15 |NEWP | 105051B |M1& |SMYM | 10RED1B |M15 |KNIN |10ENG1E M11 | MANK
10C | 10HRI . . 410 | TALP 10SCI1C | LAB4 ¥ | 10ENG1C | M15 | KELR
= ™ Note: All classes in the MRCG have been cancelled. = i

10D | 10HRI 417 | JACT m-ﬂi SMYM | 10ENGID | M13 | PEAS

10ENG1E |M12 | BOY]

Click Cancel MRCG On/Off to remove the cancellation

CANCEL A COMPOSITE CLASS

A composite class occurs when one 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 of their composite classes in a
period are cancelled.

A warning can be given when cancelling composite classes.

Note: In Version 9 teacher clashes were treated differently to composite classes when cancelling
classes. In Web Daily Organiser cancelling classes with a teacher clash is treated the same way as
cancelling composite classes.
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P ————————— ... .- -] > [

B Cancel Class On/Off B Cancel Roll Class On/OFf (B cancel Roll Class for Day On/OFf B Cancel All Classes for Period On/OFf B Cancel MRCG Qn/Off

Option;
B Warn if eancelling lesson in MRCG ’ Warn if cancelling a composite class ]

Legend
( MRCG (Multi Roll Class Group) Lesson cancelled @ Comm\-sgclass or shared room @ Timetable clash  Bold*: Room seat deficit }

RC HR 1 2 2 4 s &

12 |12HRM1A |511 |DAL] |12REL1C (511 DAL} |12REL1C |511 DAL] | 12RI 513 DAL] |12REL1A [524 |JONA |12REL1E |513 KELR |12REL1D |524 |JONA
12ZHRM1B |S12 |BUTA [ 12ENG1TEB [S21 BOY) NG1D | 521 MARD | 12ENG1C | 521 BURK
12auic 513 ciew [2cieis et wad  Tick Warn if cancelling a composite class  [siors [Last [sura [12ensie Laet [1acc
12HRM1D |S14 |WHIE |12LST1A (514 [MULSTTZCSTT =T= oS [ TZWMAATE TSTT ROGF | TZWIAAT =TT srrr T T2eCOTA (514 |WHIE | 12MAX1A | 511 WALP

125¥S1A |S16C [FEN] | 125YSTA |S16C |FEN] |12MAGIB (512 |GIBM | 12MAGTA [S513 BUTA |12PHY1B |LAB2 |COOD |12PEDTA | &

=

4 |ALDD

12PSTIC (526 |WOOP [12PSTIC [S26  |WOOP | 12PSTIE |S26 |THOW |120ED1A |S14 | CARL |12PSTIE |S26 | RENM [12PHY1A LABZ |COOD

12PST1A |526 | FEN) 12PSTID |5326  |WHIE

T

B Cancel Class On/OF B cancel Roll Class On/Off B cancel Roll Class for Day On/Off B Cancel All Classes for Period On/Off B Cancel MRCG On/OF
Optior:
B Warn if cancelling lesson in M B Warn if cancelling a composite elass ]

Legend
( MRCG (Multi Roll Class Group) Lesso\q@ed @ Composite class or shared room @ Timetable clash ~ Bold*: Room seat deficit ]

RC HR 1 2 3 4 5 6

12 |12HRM1A |S11 DAL} |12REL1C (811 |DAL] |12RELIC SQ DAL] |12REL1B |513 |DaAL) |12REL1A |S24  |JOMA |12REL1E (813 KELR |12RELID [524  |JONA

12HRM1B | 512 |BUTA [12ENG1B |521 BOY] |12ENGIEB |521 QQVJ 12ENS1A | LAB2 |BUTA [12ENGIA |S21 PEAS | 12ENG1D | 521 MARD |12ENG1C | 521 BURK

12HRM1C | 513 |GIBM [12CHE1A |LABT |WALS | 12CHET1A |LAB1 WAE\HINHA S15C |MULS | 12RITE1A ATR I THOW 11281014 J1ART RITA JI9FNSTR TART | IACC

12HRM1D |S14 WHIE | 12LST1A (514 |MULS |12LST1A [S14  |MULS 12M S ROGP |12 Note- The brown colourlndlcates
125YS1A | S16C |FEN] | 125YS1A [S16C |FEN] | 12MAGI1B GIBM |12

12PSTIC (526 |WOOP |12PSTIC (826 |WOOP | 12PST1E |S26 W12

}? Click on 10MAA1A in Period 3

11HRM1B | 522 |CHA] |[11ART1A |AT1 |RENM | 11ART1A |AT1 RENM | 11CHE1A |LABT |WALY |11
T1HRM1C | 523 |EDWJ [11ECO1A |523 |HARB |11ECO1A |323  |HARB | 11DRATA [PACT h.y{D 1 CIICk cance' CIaSS on/Off
11HRM1D | 524  COOD | 11GRATA (AT3 | SMYM | 11GRATA |AT3  [SMYM [11GEO1A |523  /CHA] |11

composite classes and shared rooms

11 | 11HRM1A |S21 RENM | 11ENG1E |22 |MARD |11ENG1B |522 |MARD [ 11ENGIC |S22 | MANK

TIMTETA |ATS | THOW [ 11IMTETA |ATS | THOW [ 11ITATA 52/ NANT |11PHY1A |LABZ |COOD [11MAGTA|S12  |WALP
110ED1A 1 |EDW]
11TEXT AT4 | CLAA

10A |10HRM1A [M15 KNIN |10ACCIA |M10 |WHIE |10ACCIA [M10 |WHIE 10MM1A-10RED1A M15 |KNIN [10S081A |M11 | MANK |10ENG1A | M10 | DAL)

108 |10HRM1B | M16 SMYM | 1T0FRE1A |M11 |GIBS |[10FRE1A |M11 |GIBS |[10MAAIB | M15 |NEWP |10S051B |M1& |SMYM |10RED1B [M15 |KNIN |10ENGTE M11 | MANK

10C [10HRM1C |M17 JACT |10MED1A | M19C |MILD |10MED1A |M19C |MILD [10MAT1A |M11 | BELH |10RED1C |M10 |TALP |10SCHMC |LAB4 |CHEW |10ENGIC M15 |KELR

10D | 10HRM1D [M18 | CON] | 10MUS1A | PACS |CON] |10MUS1A |PAC3 (CON] [10MATIB (M17 |COOD |10S051D [M17 [JACT |[10RED1D |[M1e |SMYM |10ENG1D M13 | PEAS

100EDA [OVI  |CARL |[100EDTA [OV1 |CARL [10MATIC 10ENG1E M12 | BOY]

TO0TEXTA |AT4 |CLAA [10TEXIA |(AT4 |CLAA [1OMATIV

T1IMATIX

Confirm A Click OK

This lesson is in an MRCG. Cancel lesson?

OK Cancel
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Confirm Note: A decision can be
made whether to cancel

(®) Cancel all lessans in the composite .
both composites or not.

() Cancel selected lesson anly —
Click OK

oK Cancel

Select Cancellation Reason

Type letter to find alphabetically

Careers Expo

Assembly
Camp

Careers Expo
Examination
Excursion
Leadership Day
Orientation

Study Day Select the reason Careers Expo
Work Experience I~

Year Level Meeting Click OK

Show

O code @ MName O Name/Code O sort

OK Cancel

104 | 10HRM1A |M15S | KNIN [10ACCIA [M10 |WHIE |10ACCIA |M10 |WHIE [10MAATA | M14 |MYE] |10RED1A |M15
105 10HRMITS | M6 SNIYM | 10FRETA |M11 |GIES |10FREIA |M11 |GIEs |1omaate s |newe |1oeis |wis| NOte: Both composite classes

1 |BELH |10REDTENM10 have been cancelled.
7 |COOD [10S051D m

5 e Click Cancel Class On/Off and

&  WALP .
s | remove the cancellation

=

10C | 10HRM1C |M17 [JACT |10MED1A [M19C |MILD |10MED1A |M19C |MILD |10MAT1A M

10D | 10HRM1D | M18 [CONJ | 10MUSTA |PAC3 |CONJ |10MUS1A |PAC3 | CON] |10MATIB (M
100EDTA |OV1 |CARL [100ED1A [OV1 |CARL |10MATIC M

10TEXTA |AT4 |CLAA |10TEXTIA |AT4 |CLAA | TOMATIV [M

TIMATIX | M

Confirm

(®) Rernove cancellation for all lessons in composite

{0 Remove cancellation for selected lesson anly /

UK‘(

Click OK
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CANCEL A YARD DUTY

If there are areas in the school that are only used by particular year levels, it may be necessary to

cancel a yard duty when that year level is absent. For example, if the Yr11 students have an exam
for the morning, they may still be in the exam for Recess. In that case, there is 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:
[11B] Cancel Yard Duties

E Home Page Information Stage Process Stage  Reports Stage 4 | Tue 04 Feb D2 (Future) | P .

B cCancelYard Duty On/Off

— Legend

| Cancelled Click on Monique Gibson in the
nior Yar R n

Time/Area | Bus Duty |JuniorYarr:| Senior Yard |Ova| > _Se or Yard at Recess and

: click Cancel Yard Duty On/Off
AM David Alderson
R Alison Butler [Meonigue Gibson | Natalie Knight | Kathy Manning
L1 James Dalton | John Myers Debarah Mills | Sean Pearson | Trish Nancarrow | John Murphy
L2 Joanne Boyle | Eva White Megan Clark | Kelly Burrows | Peter Newman | Paul Rogers
PM Danielle Atkinson

Select Cancellation Reason

Type Jemer to fr slpnanenicsly Select the reason Examination
Examination

Assermnbly Click OK

Camp

Careers Expo
Examination
Excursion
Leadership Day
Orientation
Study Day

Wark Experience

Year Level Meeting

Show

O code ® Mame ) Name/Code [ sert

0K Cancel

Timetabling Solutions Page 136 of 346



Web Daily Organiser

Lesson 5

ﬂ Home Page

Information Stage

B Cancel Yard Duty On/Off

Legend
Cancelled

Process Stage

Reports Stage

p

Tue 04 Feb D2 (Future)

Il

Click somewhere else on the screen

Note: The Yard Duty has been cancelled.

Time/Area | Bus Duty Junior Yard Gym 2

AM David Alderson

R Alison Butler |* Monigue Gibson | Natalie Knight | Kathy Manning

L1 James Dalton | John Myers Debarah Mills | Sean Pearson | Trish Nancarrow | John Murphy
L2 Joanne Boyle | Eva White Megan Clark | Kelly Burrows | Peter Newman | Paul Rogers
P Danielle Atkinson
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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. In some cases, the room can be made available for
another class to use this room while at other times the room will need to be made unavailable for all
classes.

Classes can be removed from rooms for the selected day or a Room Activity can be set up to remove
classes from rooms for other days.

[ Open

Daily Organiser 2020 - one week later

Mynage Items

Task Groups

Information Stage

* View Published Timetables * Configure Settings

* View User Changes & Fublish Daily Organiser ... Off
2+ import Data B Permit Support Access Off
hd Export Data * Open on Today's Date Off

Process Stage

Reports Stage

n Parameters and\Calendar ... Teachers ... [j Check Replacements
n Unzupervised Clasges Students .. D Teacher Changes
B Teacher Absence Resons Rooms ... D Bulletin ...

B roorm Aveilzbility Reaso
—

Cancel Lessons and Yard Duties ...

Teacher Replacernents ..

Click [10] Room:s...

Check that the timetable day and date correspond
to the second Tuesday of the school year

DISPLAY SETTINGS

D Selected Day Reports ...
5] selected Day Activities .

D Timetables ...

[j Surmrary Reports .

E File statistics ...

The display settings can be changed for this screen.

n Home Page Information Stage  Process Stage

o) o)

— Options

®

Q e

O Show room availability reason  [] Display balloons ~ Rooms selected: 52 of 52 ‘ |

—Legend

Roorn available @ Roorn unavailable

Cancellad lesson Composite elass |

I\qkoom‘AM|HR|1‘2|R|3‘4 L1 56|PM‘

1 |AT1 LL L
3 a2 the room availability reasons
3 |AT3 LiL L

Tick Show room availability reason to display

Timetabling Solutions
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Les

son 6

B Homepage informationstage Process Stage  Reports Stage

B Remove Class from Room On/Off

n Tue 04 Feb D2 (Future]

B Remove Class from Room for Day On/Off

S

Room Un: n/Off © Room Unavailable for Day On/Off /# Edit Reason

[. Show room availability reason

Leg
O pisplay balleons w] ( Room available @ Room unavailable

Cancelled lesson Composite class

/ 3= Display A

No| Room | AM HR 1 2 R 3 L Ly N Ic I o I
- : i Note: Full names are displayed
s o 5 : . for room availability reasons.
- Click Display

9 |GYM1 L L L

10 | GYM2 L L L L L L

Period | Roll Class

~ | Supplementary Informatiol

Room Timetable: AT1

Class / Activity

AM

HR

T1ART1A

11ARTIA

9A

09ART1A

Name Format - Current Task

Absence Reasons

Activities

Cancellation Reasons

Classes

Days

Periads

Roorm Availability Reasons

Rooms

Teachers

Yard Duty Areas

Yard Duty Sessions

Reset ALL - Current Task

Mame Format - ALL Tasks

Code

O

O ® O 0 @ ® ®@ ®@ ® 0O @

Name Both

®

O O 0 @ O

o 0 o o o o 0O 0o O 0O O

[ Apply above settings to ALL tasks

Disp

O

lay Settings

Student Information
Students - Append to Name
0O code O House
O B0OS Code O Home Group
[ Gender O wWeb Choices
[ Roll Class O Boarder
O vear Level

Student Lists

[ student name details in separate columns
O show email addresses

Reports
Reports to include

O Period and Yard Duty Loads
[ Absence Reasons

Careellation Reasons

O room A= £as50ns
O Replacement Notes
[ Teacher Load

O Teacher Count

Select Code for
Room Availability

Reasons and click OK

[ Roll Clagses

Replacement Teachers on [17A] and [18E]
O show replacement teachers in firsf colurmn

[ List replacement teachers alpha

Individual Cycle Timetables on [204], [2fC] and [20D]
O Timetable iterns on one row

O Transpose

OK Cancel
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B comersss momaunsuge rocessape nporcoe  [NEECETEOOEY 0 o)

B Remove Class from Room On/Off B Remove Class from Room for Day On/Off @ Room Unavailable On/Off = Display A AT =
& Room Unavailable for Day On/Off # Edit Reason
— Options

| B show roorm availability reason [ Display balloons ~ Rooms selected: 52 of 52 ‘

—Legend
| Room available @ Room unavailable Cancelled lesson Composite class ‘
Nofroom[av [we 1 o fe 3 e u Ju s e fem | supplementary Information
1 |AT1 L L L
Room Timetable: AT1
2 |AT2 . . .
Period | Roll Class ‘ Class / Activity | Teacher Details / Changes
3 |AT3 L
AM
4 AT4 L
HR
5 |ATS
1 11 11ART1A Rennie Matthew
6 |ATE 3
2 1" 11ART1A Rennie Matthew
7 |AT7
R,
8 |ATB L
3
9 |GYM1 L
4 9A 09ARTTA Rennie Matthew
10 | GYM2 L
L1
11 |ovi L
L2
12 |Ov2
5
ERIWY- A MAINT | MAINT | L MAINT | L MAINT | MAINT | L MAINT | MAINT | MAAINT | MAINT | L MAINT | L MAINT e
14 | LAB2 L L L L L L
PM
1C 1Rz 1 1 !

Note: The main screen displays the timetable information for each room
for the selected day. A normal lesson is represented by “L”.
The red cells indicate that a room has already been made unavailable.

Click on room AT1 and the timetable for this room is displayed in the
Supplementary Information

REMOVE A CLASS AND MAKE THE ROOM UNAVAILABLE

In Web Daily Organiser, it is possible to remove a class from a room for a period or a day and make
the room available or unavailable to other classes. In this case, 08RED1A which is normally in room
J11 have negotiated to use AT1 in Period 2 and it will need to be kept free in Period 1 so that it can
be set up.

B Home Page Information Stage Process Stage Reports Stage 4 | Tue 04 Feb D2 (Future) | 1 _

B Remove Class from Room On/Off & Remoave Class from Room for Day On/Off ® Room Unavailable On/Off ® Room Unavailable for Day On/Off # Edit Reasor
— Options —Legend ‘~
Show room availability reason ] Display balloons ~ Rooms selected: 52 of 52 | | Room av}ié:le @ Room unavailable Cancelled lesson Composite class
/.

No Ruom‘AM |HR |1 |2 |R |3 |4 ‘L‘I |L2 |5 |§/ |PM ‘
1 |AT1 L L L
2 AT2
3 |AT3 L L L
4 AT4 L L L

Click on Period 1 for AT1 and
click Room Unavailable On/Off
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Make sure show Name is selected

Select Availability Reason Select the reason Guest Speaker

Type letter to find alphabetically and click OK
Guest Speaker

Aszsermnbly
Exarmination

Guest Speaker

Hire Room
Maintenance

Music Concert
MNAPLAN Testing
Orientation
Performance Group
Room Swap

Year Level Activity

Show

O Code (® MName () Mame/Code [ sort

0K Cancel

Remove Class from Roorm On/Off B Remove Class from Roorm for Day On/OFF @ Room Unavailable On/Off ® Room Unavailable for Day On/Off # EditReason
Opti Legend
[_ Show room availability reason [ Display balloons ~ Rooms selected: 52 of 52 ] {_ Room available @ Room unavailable Cancelled lesson Composite class
NolRoom [aM_ [HR_ |1 2 EE [ o Ju s B [v | - supplementary information
AT1 L L
Room Timetable: AT1
ATZ

Period | Roll Class | Class / Activity | Teacher ‘ Details / Changes

1

2

3 |AT3 L L

4 AT4 L L

5 |AT2 11ART1A with Rennie Matthew reassigned
6 |ATE Unavailable

7 |ATY Rennie Matthew

8 |ATS L L L

Click on Period 2 for AT1

Note: The red colour in Period 1 indicates that the room is
unavailable for other classes to use. The room timetable on the
Supplementary Information has also been updated.

Note: A room can also be made unavailable for a day by using the Room Unavailable for Day On/Off
button.
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REMOVE A CLASS AND MAKE THE ROOM AVAILABLE

emove Class from Room On/Off Remove Class from Room for Day On/Off ® Room Unavailable On/Off ® Room Unavailable for Day On/Off ra
— Options ~Legend
Shcwrac’?ﬂavailamhwreason [ Display balloons ~ Rooms selected: 52 of 52 ‘ ‘ Room available @ Room unavailable Cancelled lesson Cornposite class ‘
No Room‘AM |H}\ 1 2 |R ‘3 |4 ‘L1 |L2 ‘5 ‘6 |PM ‘ Supplementary Information
1 |AT1 L L
Room Timetable: AT1
2 |ATZ
Period | Roll Class | Class / Activity | Teacher ‘ Details / Changes
3 |AT3 L L
AM
4 |AT4 L L L L
HR
5 |ATS
1 11ART 1A with Rennie Matthew reassigned
. . Unavailable
Click on Period 2 for AT1 and e :
2 il T1ART1A Rennie Matthew
click Remove Class from Room On/Off R
Select Availability Reason | S€lect the reason Guest Speaker
Type letter to find alphabeticall :
i S Click OK
Guest Speaker

Assembly

Examination //
Guest Speaker

Hire Room

Maintenance

Music Concert

NAPLAN Testing

Orientation

Performance Group

Room Swap

Year Level Activity

Show

O code @ MName O Name/Code O sort

OK Cancel

Click on another cell

Note: The teal colour in Period 2 indicates that the room is available for other classes to use.
The room timetable on the Supplementary Information has also been updated.

n Home Page

= Remove Class from Room for Day On/OFF Q) Room UpsesttSBle On/Off ® Room Unavailable for Day On/Off Fd
L

— Optians: =

Show room availability reason [ Display balloons ~ Rooms selected: 52 of SLH/;;* available @ Room unavailable \S*\nc:\led 550N Composite class

No|Room ‘AM ‘ HR 1 2 | R ‘3 M |L2 |5 |6 ‘ PM ‘ Supplementary Infor:
1 |am LGs 4
Room Timetable: AT1

2 |AT2

Period | Roll Class | Class / Activity | Teache: ‘ Details / Changes
3 |AT3 L L L

AM
4 AT4 L L L L

HR
5 |ATS

1 T1ART1A with Rennie Matthew reassigned.
6 ATE Unavailable
7 |AT7 L 2 11ART1A with Rennie Matthew reassigned
8 AT L L L Avzilable
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B romersse momminsage rroemsupe wwomsue  (NPUEETORSEY 0

= Rermeve Class from Reom for Day On/Off © Room Unavailable On/Off ® Room Unavailable for Day On/Off rd

— Options: —Legend
B3 Show room availability reason ] Display balloens ~ Rooms selected: 52 of 52 | | Room available @ Room unavailable Cancelled lesson Composite class

NUWRunm‘AM |HR 1 2 |R |3 |4 |L1 |L2 |£ |6 |PM ‘
AT1 LGS L

AT2

AT3 L L L
AT4 L L L L
ATS
ATE
ATT

AT8 L L

w e |~ e e e w | =

Repeat the above steps to remove
the class from room J11 in Period 2

GYMI1 L L L

- -

10 | GYM2 L L L
11 OV L L L

12 |Ovz
13 | LA

m

]
14 |LABZ
15 |LAB3
16 |LAB4

17 | PACH
18 |PACZ
19 |PAC3 L L L
20 |PACL

21 (Ji1 L L LGS

The classes will not be reassigned to other rooms at this stage. This will be done on screen [13A]
Assign Rooms in a later lesson.

Note: A room can also be made available for a day by using the Remove Class from Room for Day
On/Off button.

ROOM ACTIVITIES

Room Activities can be created to make rooms available or unavailable for any day. Room Activities
can be set up for part days, full days or multiple days. These activities are set up in a similar way to
Teacher Activities and Emergency Teacher Activities.

B i) ® o /s
— Optians —Legend
Show room availability reason  [] Display balloons ~ Rooms selected: 52 of 52 ‘ | Room available @ Room unavailable Cancelled lesson Cornposite class |

NolRoem [AM [HR |1 2 EE [+ u o s s [pm ] S TR T R
AT1 Las L

! Room Timetable: LAB1
2 |AT2 L
Il Class | Class / Activity ‘ Teacher‘ Details / Changes
3 |AT2 L L H
Click on the room LAB1 and the Lab 1 Gas Raom Aciviy
4 AT4 L L] Unavailable
s s Supplementary Information shows that it Lob 1 Gas Room Actiity
Unavailable
& ATE . . P
was made unavailable in a Room Activity S S
T AT 12CHE1A with Walker Sam reassigned. No room
8 |ATB L L| Unavailable
9 |GYM1 L L L Lab 1 Gas Room Activity
12CHE1A with Walker Sam reassigned. No room
0] GYM2 - - t Unavailable
1 jov L - L Room Activity
12 | Ov2 Unavailable
LERITUI MAINT | MAINT | L MAINT SREETN L MAINT | MAINT | MAINT | MAINT | L MAINT | L MAINT | MAINT Room Activity
2 L L L N B L 11CHE1A with Walker Sam reassigned. No room

Unavailable
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E On the Task Tree select:
[10B] Room Activities

ﬂ Home Page Information Stage Process Stage  Reports Stage { | Tue 04 Feb D2 (Future) | } _

+ Add Activity € Delete Activity /' Edit Activity

(B copy Activity = Sort Activities

— Options ————— — Selected date: Tue 04 Feb

| O show activity details | | O show all activities () Show selected date @%ﬂ.ﬂate\md later | |'_ Note: An activity for LAB1
: = ——| has already been created.

No | Activity Name|Code |Dates | Days |Avai|ab|e |Type

1 |Lab1 Gas Lab 1 Gas | Tue 04 Feb - Wed 05 Feb | 2 Day | No Multiple Daﬁ/

Click Edit Activity

Enter Room Activity

(O Required Fields * .
Activity name, code and dates

Activity Name* Activity Code*
were entered.
Lab1Gas «—— | |[vics &
. |
Room Availability Reason |Maintenance D

The Room Availability Reason was

Remove classes and make room O Available @ Unavailable
selected from the drop down menu.

Activity Details

# Edit Periods and Yard Duties || # Edit Rooms || # Replicate C

| ; : The Unavailable radio button was
Nu| Date | Day| Periods and Yard Duhes| Rooms| .
s o [T g selected to make the room unavailable.
20 |Wed 05 Feb | D3 | All Day LAB1

3= Display Record ﬁw Cancel

\

Periods, yard duties and rooms were selected/edited.

No changes are going to be made to the Room Activity at this
stage.

Click Cancel
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STUDENT ACTIVITIES

For long term planning, Student Activities can be set up in advance. Student Activities can be set up
for part days, full days or multiple days. In setting up a Student Activity:

e |essons 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 which will 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 Daily Organiser 2020 - one week later

Manaxe Items

B RE W a View Published Timetables * Configure Settings
] ope ﬂ View User Changes & Publish Daily Organiser ... Off
K Close 4 Import Data E Permit Support Access Off
|_|:| Copy ¥ Export Data * Open on Today's Date Off
Task Groups
Information Stage Process Stage Reports Stage
n Parameters and Calendar ... Teachers ... D Check Replacements
E Unsupervised Classe Students .. D Teacher Changes

E Teacher Absence Reas

{pams .. D Bulletin ...

n Lesson Cancellation Reasyns ancel Lessons and Yard Duties ... Selected Day Reports ...

B zoorm Availzbility Reasons eacher Replacements . Selected Day Activities ..

B3 reachers and Students .

n Reminder Notes

Student Attendance Changes Surnmary Reports .

File Statistics ...

18]
38
Room Replacements .. D Tirnetables ...
21]
B

Check that the timetable day and date correspond
to the second Tuesday of the school year

Click [9] Students...
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H Home Page Information Stage  Process Stage  Reports Stage 4 | Tue 04 Feb D2 (Future) | > _

+ Add Activity 9 0= # Edit Activity IO Copy Activity = Sort Activities
— Options———— — Selected date: Tue 04 Feb — Legend
| O show activity details | | O Shcwa‘”adivi:ies QO Show selected date (@) Selected date and later | | Completed Selected date In future |
No | Activity Name |Code | Dates | Days |Cance| Lessons | Roll Class | Type |
7 |¥r11 Camp ¥r 11 Camp | Wed 25 Mar - Fri 27 Mar ay | Yes 11 Multiple Days
8 | Senior Netball | Snr Net Tue 04 Feb - Thu 20 Feb | 3 Day 12,11 Multiple Days

Note: The default setting is to show activities
for the selected date and later.

Select Show all activities

H Home Page Information Stage Process Stage  Reports Stage 4 | Tue 04 Feb D2 (Future) | [ _

+ Add Activity [ <] /' Edit Activity ICT copy = Sort Activities

— Options——— — Selected date: Tue 04 Feb — Legend
| O Show activity details | | (®) Show all activities () Show selected date () Selectad date and later | | Completed Selected date In future |
No | Activity Name |Code | Dates | Days |Cance| Lessons | Roll Class |Type |
1 | YL Meeting 11-12 [YLM 11-12 | Tue 28 Jan D2 |Yes 12,11 Single Day
2 | YL Meeting 10 YLM 10 Tue 28 Jan D2 |Yes 10A,10B,10C,10D | Single Day
3 | YL Meeting 9 YLM 9 Tue 28 Jan D2 Yes GA8B,9C 9D Single Day
4 | YL Meeting 8 YLM 8 Tue 28 Jan D2 Yes BABBACED Single Day
5 | YL Meeting 7 Tue 28 Jan D2 Yes TATBTCTD Single Day
& | ¥r 7 Orientation |7OR 24 Jan D3 Yes TATBTCTD Single Day
7 |¥r11 Camp ¥r 11 Camp  Wed 25 M i 3 Day | Yes 11 Multiple Days
& | Senior Netball Snr Net Tue 04 Feb - Thu 20 3 Day |No Multiple Days

Note: A number of Student Activities have already been entered.
The cell colours indicate if the activity is prior to the selected date
(pink), on the selected date (green) or in the future (blue).

STUDENT ACTIVITY WITH ASSIGNED TEACHERS

If specific teachers are required to supervise the whole activity, they can be included in the activity
and their absence will be entered automatically.

In this next example, Roll Class 9D will be on an excursion to the Zoo. Two teachers will be taking
the students on this excursion.

H Home Page Information Stage Process Stage Reports Stage 4 | Tue 04 Feb D2 (Future) | [ _

+ Add Activity [ < i} /' Edit Activity IC] Copy Activity = Sort Activities
— Options — Selected date: Tue 04 Feb — Legend
| D Show activity details @ Show all activities O Show selected date O Selected date and later | | Completad Selerted date Ir1 future |
No | Activity Name |Code Nes | Days |Cance| Lessons | Roll Class |Type |
1 | YL Meeting 11-12 | YLM 11-12 Tu% D2 |Yes 12,11 Single Day
2 | YL Meeting 10 YLM Yes 10A,10B,10C,10D | Single Day

Click Add Activity
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Teacher Absence Re

Room Availability Reaso

Lesson Cancellations

Roll Classes on Activity

Activity Details

Lesson Cancellation Reason

Enter Student Activity
O Required Fields *
Activity Name* Activity Code*
‘ Yr 9D Zoo Trip || 9D Zoo | # Select Dates

/

M |

| /

M |

@ None - do not cancel lessons

(O caneel all lessons in the selected Roll Classes

[ Caneel composites in pther Roll Classes

neel lessons NOT in an MROG in the selected Roll Clagkes

N\ /

# Select Roll Nasses | / |

|No|Date|Day‘PeﬁudsandvardDuﬁes|Tead1ers|Ronms|M}\(eam 5|M7'{lnoms|

Type “Yr 9D Zoo Trip” for Activity Name
and “9D Zoo” for Activity Code

Click Select Dates

T Display Close Cancel
Set Selected Date

O show Timetable Days [J Show all dates

Legend
(C) Today @ Infuture () Completed @ School closed () Selected date
No | Monday Tuesday Wednesday Thursday Friday

/_

1 0 29/01/2020 | [J 30/01/2020

OK Cancel

Choose the selected
date and click OK
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@ Required Fields *

Activity Name*

Enter Student Activity |

From the drop down menu

Activity Code* for Teacher Absence

| ¥r 9D Zoo

/m

Hgbzoo

Teacher Absence Reason

Room Availability Reason

Lesson Cancellations

Lesson Cancellation Reason

Roll Classes on Activity

Activity Details
# Edit Periods and Yard Duties

| No | Date

| Day | Periods and Yard Duties | Teachers‘ Rooms |Add Teachers ‘Add Rooms ‘

Reason select Excursion

|Excur5icﬁ

| M |

O None - do not cancel lessons For Lesson Cancellations
select Cancel lessons NOT
in an MRCG in the selected

Roll Classes

(O Cancel sl lessans in the selected Roll Classes

[0 Cancel composites in other Roll Classes

<« |

@) Cancel lessons NOT in an MRCG in the selected Roll Classes

| Excursion

*

# Select Roll Classes

From the drop down menu
for Lesson Cancellation

# Edit Teachers || # Edit Rooms | # Replicate Cell All D35

1 |Tue04Feb D2 0 0 Reason select Excursion
D spla Record and Close Cancel
Enter Student Activity
@ Required Fields *
Activity Name* Activity Code*
|‘rr 90 Zoo H‘JD Zoo # Select Dates
Teacher Absence Reason | Excursion - |
Room Availability Reason | - |
O None - do not cancel lessons
(O Cancel sl lessans in the selected Roll Classes
Lesson Cancellations
[0 Cancel composites in other Roll Classes
(@ Cancel lessons NOT in an MRCG in the selected Roll Classes
Lesson Cancellation Reason |Excursiun -
Roll Classes on Activity # Select Roll Classes
Activity Details
# Edit Periods and Yard Duties || #° Edit Teachers | # Edit Rooms Replicate Cell All Days
| No | Date | Day | Periods and Yard Duties | Teachers‘ Rooms |Add Teachers | As ooms ‘
1 | Tue04Feb|D2 0 0
Click Select Roll Classes
D spla Record and Close Cancel
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Select Roll Class

Ayailable: 12 Selected: 0
12712 -

1171

T0A 7 104

108/ 10B

10C /10T

10D /10D

GA S 9A

9B/9B

9C/9C Select 9D and
click

EINETY ,
8B/ 8B fvalEm Move

8C/8C highlighted

8D/8D .
. items to

78178 e Selected
FC/IC -

Click OK

Name Format

QO code

(O Name @® Name/Code

More Options...

O sert

oK Cancel

Enter Student Activity

O Required Fields *

Activity Name*

Activity Code*

‘ Vr 8D Zoo

H9D200

# Select Dates

Teacher Absence Reason

Room Availability Reason

|Excursiur‘

h ‘

h ‘

O None - do not cancel lessons
(© Cancel all lessons in the selected Roll Classes
Lesson Cancellations
[ Cancel composites in other Roll Classes

(®) Cancel legsons NOT in an MRCG in the selected Roll Classes

Lesson Cancellation Reason |Excursion -

# Select Rall Classes || 8D

Roll Classes on Activity

Activity Details

# Edit Periods and Yard Duties || # EditTeachers | 4 Edit Rooms || # Replicate Cell All Days

| Day | Periods MTeachers ‘ Roams ‘ Add Teachers |Add Roorms ‘

1 |Tue 04 Feb | D2 4] 0

| NQ| Date

Click Edit Period and Yard Duties

=D splay Record and Close Cancel
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Select Periods and Yard Duties

Click Move all

O Required Fields *

Roll Classes on Activity

Activity Details

# Edit Periods and Yard Duties

| Nu‘ Date

Activity Name* Activity Code*
| ¥r 9D Zoo | | 9D Zoo # Select Dates
Teacher Absence Reason |Excursior - ‘
Room Availability Reason | -

O None - da not cancel lessons

(O Caneel all lessans in the selected Roll Classes
Lesson Cancellations

[ Cancel composites in other Roll Classes

(@ Cancel lessons NOT in an MRCG in the selected Roll Classes

Lesson Cancellation Reason |Excursion -

# Select Roll Classes |9D

# EditTeachers  # Edit Rooms || # Replicate Cell All Days

| Day| Periods and Yard Duties ‘ Teach | Rooms |Add Teachers ‘Add Rooms |

1 |Tue 04 Feb D2 |All Day

T Display

4] 4]

Click Edit Teachers

Record and Close

Available: 12 Selected: 0 items to Selected
AM 1AM
>
Homeroom / HR Mearve H
highlighted Click OK
Period 1/1 cerns to
Period 2/2 Selected
Recess /R
Perind 2/3 o
Move a
Period 474 tems to
Selected
Lunch 1 /L1
Lunch 2 /L2
<
Period 5/5 Move
Period 616 highlighted
PM / PM Auallable
P
Move a
temns to
Available
Name Fermat
QO code O Name @® Name/Code
More Options...
O sort
0K Cancel
Enter Student Activity

Cancel
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Ayallable: 47
Adams Rod £ ADAR
Alderson David / ALDD
Atkinson Danielle / ATKD
Baker Catherine / BAKC
Bell Heather / BELH
Boswick Sam / BOSS
Burrows Kelly f BURK

Move Joanne Boyle and Dennis Cooke
to the Selected box

Select Teachers

Selected: 2
Boyle Joanne / BOY]
Cooke Dennis / COOD

Click OK

7T T
Dalton James / DAL
Edwards John / EDW]

Feng |enry / FEN|

Roll Classes on Activity

Activity Details

‘ NQ| Date

# Edit Periods and Yard Duties

| Day| Periods and Yard Duties ‘ Teachers

# Select Roll Classes || 9D

# Edit Teachers  # Edit Rooms || # Replicate Cell All Days

| Rooms |Add Teachers |Add Rooms ‘

|
T

1)
h]
[}
e

&
[

1 |Twue 04 Feb | D2 | All Day

Boyle Joanne,Cooke Dennis 0 [i]

Click Record and Close

Record and Close Cancel

- Name Format
O Code (O Mame zme/Code
Maore Options...
O sort
OK Cancel
Enter Student Activity
O Required Fields *
Activity Name* Activity Code*
|Yr 90 Zoo H‘JD Zoo £ Select Dates
Teacher Absence Reason |Excursmn - |
Room Availability Reason | - |
O None - do not cancel lessons
O Caneel all lessons in the selected Roll Classes
Lesson Cancellations
[ Cancel composites in other Roll Classes
(®) Cancel lzssons NOT in an MRCG in the selected Roll Classes
Lesson Cancellation Reason |Excur5\un -
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Information
Click OK

All changes made to this activity will flow through to the relevant

sereens for all the selected days.
OK

E Home Page Information Stage Process Stage  Reports Stage 4 | Tue 04 Feb D2 (Future) | [ 2 _

+  Add Activity € Delete Activity /' Edit Activity IO Copy Activity = Sort Activities

Options Selected date: Tue 04 Feb Legend

D Show activity details @ Show all activities O Show selected date O Selected date and later ] ( Completed Selected date @ In future ]
No | Activity Name |Code | Dates | Days |Cance| Lessons | Roll Class |Type |

1 1 1 1 1 1 1

1 | YL Meeting
e Note: The details for the Student Activity have been recorded with the two teachers
3 | YL Meeting absent for the day and all classes for 9D that are not in a MRCG are cancelled.
4 | YL Meeting
5 | YL Meeting 7 YLM 7 Tue 28 Jan D2 Yes J{?B,?C,?D Single Day
& | ¥r 7 Orientation |7OR Wed 29 Jan D3 Yes TATBTCTID Single Day
7 |¥r11 Camp ¥r 11 Camp | Wed 25 Mar - Fri 27 Mar 3 Day }{ 11 Multiple Days
& | Senior Netball Snr Net Tue 04 Feb - Thu 20 Feb }Da/y No 12,11 Multiple Days
9 |¥r9D Zoo 9D Zoo Tue 04 Feb « D2 Not MRCGs 1v] Single Day

E On the Task Tree select:
[8A] Teachers Absent

B comersss momasonsage rocessuge e CNIPESETORSEY

B Absent for Period On/OFf [ Absent for Day On/Off # Edit Reason # Edit Count Value

Option: Legend
B Show teacher absence reason [ Display balloons ~ Teachers selected: 49 of 49 ] [_ Absent @ Absent (Activity) @ Absence counted Lesson Cancelled @ Composite class ]

Mo | Teacher AM HR 1 2 R 5 4 L1 L2 5 [ PR

1 | Adams Rod L

2 |Alderson David | Y LATE L LATE LPMEET L L L L

3 | Atkinson Danielle | 5L LSL LSL LSL SL |LSL |LSL |SL SL LSL LSL |¥SL

4 | Baker Catherine |N Y N ™ N N N ™ N N N N

5 | Bell Heather L Lot L Note: The teachers made absent in
& |Boswick Sam MM L. . .

B [soyiesoame an activity are displayed with a

& | Burrows Kelly Mo v LT~ different colour on this screen.

G | Butler Alison L Y L L L

10 | Carter Leanne I L . - As these absences were made in a
11 | Chappell Judy L L ] U u .. .

12 | cheng i =un Student Activity, all edits must be
13 | Clark Allison L L Lo Lo done in the Student Activity.

14 | Clark Megan M M Y L

15 | Camnally enry L L L L ‘/f L

E On the Task Tree select:
[11A] Cancel Lessons

Timetabling Solutions Page 155 of 346



Web Daily Organiser

Lesson 7

Home Page

Information Stage

B cancel Clasg On/OFF

Process Stage

) Cancel Rall Class On/Off

&) cancel Roll Class for Day On/Off

Reports Stage

EEETn

Options:
B Warn if cancelling IMRCG Warn if eancelling a eomposite elass ]

) cancel All Classes for Period On/Off B Cancel MRCG On/OfF

Legend
( MRCG (Multi Roll Class Group) Mcance\\ed Composite class or shared room @ Timetable clash ~ Bold*: Ruomseatdeﬁcit]
& & 1 : [EN I N N N [ O A N CRN .

110ED X .

e Note: The classes not in a MRCG have been
10A 10RRMIA W15 KNI |10acciA 10 |wrE |1oaccia wio wisliomas  cancelled. 09HRM1D which is in a MRCG will also
108 10HRM1B |M16 SMYM [10FRE1A |M11 | GIBS [10FRE1A |M11 |GIBS 1% need to be cancelled.
10C  10HRM1C |M17 JACT |10MED1A | M18C MILD |10MED1A|M19C |MILD WT
10D | 10HRM1D |M18 | CONJ |10MUS1A |PAC3 |CON] |10MUS1A |PACS @J ﬁMAT C|ICk on 09HRM1D and C“Ck CGI‘ICE' Class On/Off

100ED1A [OVI | CARL 100E%ﬁ1 CARY/ | 10MAT
10TEXIA |AT4 |cLAa [sefExia |aTs Sﬁﬁ 10MAT TV TIVITETWALF"

11IMATIX |M14  MYE|
0A | OSHRM1A |M11 | BELH | 0SPEBTA ¥M2| ALDD |09PEBTA 94.42 ALDD |09ENGIA |M10 |TALP |09ARTIA |AT1 |RENM |OSFRETA |M12  MUR| |O09RED1A M14 | MYE|
98 09HRM1B |M12 PEAS pwﬁm GYM1 |ATKD 09PEG1yGVM1 ATKD |Q9ENGIB |M16 |PEAS |0SDRATA |PAC2 |MILD |O9FRETB |M13 GIBS |09SCI1B |LAB3 |ROGP
9C | OSHRMIC |M13 stk |0SREDIC |M13 kNN |ooceBbic [m17 [jacT |esencic w1z |mamD |osmusia [pacs [cony [osmata [mi1a cuam [oosciic |Laes | cHEW
9D nwmm%:t BOY] |O9REDID |M18 |WALP |09SCID |LAB3 |FRAM |09ENGID |[M12 |BOY] |O09TEX1A |AT4 |CLAA |09ITATE |M18 | NANT |09HISID |M16 | SMYM

| 0SENGIE |M19C |SIMK |0SWOOD1A |AT7 |EDW] |0SLSP1A |M1SC PATM
Confirm / Click OK
This lesson is in an MRCG. Cancel lesson?
0K Cancel
Select Cancellation Reason
Type letter to find alphabetically
Excursion A
Select Excursion and
Assernibly - .
click OK
Camp |
Careers Expo
Examination
Excursion
Leadership Day
Orientation
Study Day
Work Experience
Year Level Meeting
-
Show
O code @ MName O Name/Code O sort
OK Cancel
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T

B Cancel Qas B Cancel Roll Class On/OFf B Cancel Roll Class f On/Of @ c A e D B cance
— Options
‘ Warn if eaneelling lesson in MRCG Warn if eancelling a composite class
—Legend
MRCG (Multi Roll Class Group) Lesson cancelled Composite class or shared room @ Timetable clash  Bold*: Roomn seat deficit ‘
e[ I T T T [ T BT [ [T T [ ] o ]

Note: Cancellations entered on this screen can be edited on

T 1omma wz | this screen whereas cancellations entered in a Student Activity, [ Toeeis w0 oA

108 10HRM1B | M16 | SMYI must be edited in the Student Activity. NN [10ENGIE M11 | MANK
100 10HRM1C | M17 | JACT FHEW [10ENGIC M15 |KELR

10D | 10HRM1D | M18 |CON] [10MUSTA [PAC3 |CON] | 10MUSTA [PAC3 |CON] | 10MAT1B ([M17 | COOD | 1050510 |M17 |JACT |[10REDD |M16 |SMYM |10ENG1D |M13 |PEAS
100EDTA |OV1  |CARL |7100ED1A |OV1 [CARL | 10MATIC [M18 WALP 10ENG1E M12 | BOY]
10TEX1A |AT4 | CLAA [10TEX1A |AT4 |CLAA | 10MATIV |MI& TWALP
TIMATIX [M14  MYE|

9A |09HRM1A [M11 | BELH |OSPEE1A |GYM2 |ALDD |OSPEB1A |GYM2 | ALDD |09ENG1A |M10 |TALP |09ART1A |AT1 |RENM |O09FRE1A |M12 |MUR] |0S9REDTA |M14 |MYE|

98 |09HRM1B |M12 |PEAS |09PEGIA |GYM1 |ATKD |O09PEGIA |GYM1 ATKD |09ENG1B (M1& |PEAS |O09DRATA |PAC2 |MILD [O9FRE1B |M13 |GIBS |09SCIB |LAB3 |ROGP

9C |09HRMIC [M13 | SIMK | OSREDIC |[M13 [KNIN |OSGEQIC |M17 |JACT |09ENGIC |M13 |MARD |09MUS1A (PACS |CON] |O09ITATA |M14 |CLAM |0SSCHC |LAB4 |CHEW

90 |09HRMI1D|M14 BOY] |09RED1D M18 |WALP |09SCIN1D |LAB3Z |FRAM |09ENG1D |M12 |BOY] |O9TEX1A |AT4 |CLAA |09ITATB |M18 |NANT |09HISTD MI1e |SMYM
09ENG1E [M19C |SIMK | 09WOO1A |AT7 (EDW] |09LSP1A | M19C | PATM

ADD STUDENTS TO AN ACTIVITY

In this case, 9D students will be added to the Yr 9D Zoo Trip activity.

E On the Task Tree select:
[9B] Organise Student Activities

Bl tHomerage InformationStage ProcessStage Reports Stage 4 |Tue 04 Feb D2 (Future) | 4 _

©2 Link Teachers and Rooms + Add Students =] Assign Students
— Selected date: Tue 04 Feb — Organise Activity for ————  —Legend
| (O Show all activities (O Show selected date (@) Selected date and later ‘ | O Single day (@ Multiple days | | Completed Selected date In future |
No | Activity Name |Code \‘\Dates | Days |Type ‘Absence Reason ‘Cancel Reason |Cance| Lesson | Room Availability Reason ‘ No Students |

7 |Yr11Camp  ¥Yr11 Camp We Mar - Fri 2
8 |Senior Netball |SncNet | Tue 04 Fab Note: Only activities for the selected day and later are displayed

S |¥r9D Zoo 49D Zoo Tue 04 Feb
Select Show all activities

n Home Page Information Stage Process Stage Reports Stage 4 |Tue 04 Feb D2 (Future) | > _

@ Link Teachers and Roorms + Add Studer

B Assign Students

— Selected date: Tue 04 Fel R S — Organise Activity for Legend
| (@) Show all activities () Show selected da:ew:ed date and later | ‘ (O single day (@) Multiple days | | Completed Selected date In future |

No'| Activity Name ‘Code |Dates |Days‘|T\ype\ |Absen|_ : : : “Ability Reason | No Students

1 |¥L Meeting 11-12 | YLM 11-12 | Tue 28 Jan Single Day tuden Click on the 9D Zoo activity Ietivity 0

2 | YL Meeting 10 YLM 10 Tue 28 Jan Single Day and CIiCk Add Students Ictivity 1]

3 | YL Meeting 9 YLM 9 Tue 28 Jan Single Da Studen [Ctivity 4]

4 | YL Meeting 8 YLM 8 Tue 28 Jan & Day Studenteeting | Year Level Meeting | Tes Vear Level Activity 0

5 | YL Meeting 7 YLM 7 Tue 28 Jan Single Day Student Meeting | Year Level Meeting | Yes Year Level Activity 0

& |Yr7 Orientation |70R Wed 29 Jan Single Day Excursion Excursion Yes 105
7 |¥r 11 Camp ¥r 11 Camp lar - Fri 27 Mar Multiple Days Camp Camp Yes 100
8 | Senior Netball Snir N Tue 04 Feb - Thu 20 Feb Multiple Days | Excursion No 12
S |¥r9DZoo 9 Tue 04 Feb Single Day Excursion Excursion Not MRCGs 0
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All the students in 9D are listed
in the Available box.

Select Students

_ X Click Move all items to Selected
Available: 25 Seld

Borch Sean / BORCSO1 .
Click OK

Borgnine Mary / BORGMO1
Bourne Erica / BOUREO1

Cage Samantha / CAGESO1
Casey Ben / CASEBO1
Clinton Bill / CLINBO1
Clinton Hillary / CLINHO1
Coultate Aaron / COULADT

Crouch Rowena / CROURO1

De Vito Danny / DEVDO1

Dean James / DEAN)0

Eames Russell / EAMERDT

Foord Carol / FOORCO1

Gates Kelly / GATEKD1

Gibson Henry / GIBSHO

Lake Ricki / LAKERD1

Margerison Barry / MARGBO1 M

Narne Format

QO code (O Nare ®) Name/C

More Options...
O Append display settings  [J Sort

OK Cancel

ﬂ Home Page Information Stage Process Stage  Reports Stage 4 |Tue 04 Feb D2 (Future) | » _

& LinkT and Rooms + Add Students B Assign Students
— Selected date: Tu b — Organise Activity for ————  ~Legend
@® Show all activities (O Show selected date (O Selected date and later | | O single day @ Multiple days | | Completed Selected date In future |
No'| Activity Narme |Code | Dates ‘ Days |Type |Abserce Reason |Cancel Reason |Cance| Leszon ‘ Room Avzilability Reason ‘ Mo Students |
1 |[YL Mesting 11-12 | YLM 11-12 | Tue 28 Jan Single Day Student Meeting | Year Level Meeating | Yes Year Level Activity 0
YL Meeting 10 Year Level Activity 0
YL Messing @ Note: 25 students have now been added to the activity. P —— 0
YL Meeting 8 Year Level Activity 0
YL Mesting 7 YLM 7 Tue 28 Jan Single Day f Meeting | Year Level Meeting | Yes Year Level Activity 0

W s m s Lk

¥r 7 Orientation | JOR Wed 29 |an Single Day Excursion ® 105
Y¥r 11 Camp ¥r 11 Camp | Wed 25 Mar - Fri 27 Mar Multiple Days Camp Camp 100
Senior Netball Snr Net Tue 04 Feb - Thu 20 Feb Multiple Days | Excursion No 12
¥r 9D Zoo 49D Zoo Tue 04 Feb Single Day Excursion Excursion Not MRCGs 25

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 has to 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.
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In this example, an activity for the Yr11 English Examination will be set up for Periods 1, 2 and
Recess. Four teachers and four rooms will be needed. It is not necessary to have the same teacher
supervising the entire exam, but specific rooms will be required.

E On the Task Tree select:
[9A] Student Activities

ﬁ Home Page Information Stage Process Stage Reports Stage { | Tue 04 Feb D2 (Future) | } _

+ Add Activity € Delete Activity /' Edit Activity IO copy Activity = Sort Activities

— Options ~ — Selected date: Tue 04 Feb v Legend g
D Show activity deta | @ Show all activities O Show selected date O Selected date and later | | Completad Selerted date Ir1 future |
No | Activity Name |Code \| Dates | Days |Cance| Lessons | Roll Class |Type |
1 | YL Meeting 11-12 | YLM 11-12 }BKZS_Ian D2 Yes 12,11 Single Day
2 | YL Meeting 10 i . D2 Yes 10A,10B,10C, 10D | Single Day
3 | YL Meeting 9 CIICk Add ACtIVIty D2 Yes GA,98,9C,9D Single Day
4 | YL Meeting 8 2 Yes BA8BACED Single Day
5 | YL Meeting 7 YLM 7 Tue 28 Jan D2 Yes TATB,7CTD Single Day
& |¥r 7 Orientation | 7OR Wed 29 Jan D3 Yes TATB,7CTD Single Day
7 |¥r11 Camp ¥r 11 Camp  Wed 25 Mar - Fri 27 Mar | 3 Day | Yes 1 Multiple Days
& | Senior Netball Snr Net Tue 04 Feb - Thu 20 Feb | 3 Day No 12,11 Multiple Days
9 |¥r9DZoo 9D Zoo Tue 04 Feb D2 Not MRCGs SD Single Day
Enter Student Activity
O Required Fields *
Activity Name* Activity Code*
|Yr 11 Englih Exam H11 ENG EXAM | / Select Dates
Teacher Absehge Reason | IA / - |
Room Availability\geason | i /, - |

@ None - do not cancel lesson

(O Cancel all lessons in the seldcted Roll Classes
Lesson Cancellations
[ Cancel compositesfin other Roll Classes

() Cancel lessons NOT in an MIRCG in the selected

Lesson Cancellation Reason | \ I / hd

Roll Classes on Activity 7' SelectRoll Classes |

Il Classes

Activity Details
# Edit Periods

and Yard Duties  ## Edit Teachers # Replicate Cell All Days

| No| Date: | Day | Periods and Yard Duties | Teachers | Rooms achers |Add Roarms |

Type “Yr 11 English Exam” for Activity Name and
“11 ENG EXAM” for Activity Code

Click Select Dates

ED splay Record and Close Cancel
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O show Timetable Days [J Show all dates

Set Selected Date

Choose the selected
date and click OK

2 | O 03/02/2020

09/03/2020

]

% | [ 23/03/2020

10 | [ 30/03/2020

04/02/2020° " ] 05/02/2020 [ 06/02/2020

[ 10/03/2020
8 [ 16/03/2020 [ 17/03/2020
[ 24/03/2020

[ 31/03/2020

—Legend

| Today In future Completed @ School closed Selected date |
| Mo | Monday Tuesday |Wednesday |Thursc:ia3.r | M/7
1 O 2ami2020 | O 29/01/2020 mos2020 | O 31/01/2020

[ 07/02/2020

3 O 10/02/2020 [ 11/02/2020 [ 12/02/2020 [ 13/02/2020 [ 14/02/2020
4 [0 17/02/2020  [J 18/02/2020 [ 19/02/2020 [ 20/02/2020 [ 21/02/2020
5 [ 24/02/2020  [J 25/02/2020 [ 26/02/2020 [ 27/02/2020 [ 28/02/2020
€ [ o02/03/2020  [J 03/03/2020 [ 04/03/2020 [J 05/03/2020 [ 06/03/2020

[ 11/03/2020 [ 12/03/2020 [ 13/03/2020

[ 18/03/2020 [ 19/03/2020 [ 20/03/2020

[ 25/03/2020 [ 26/03/2020

[0 o1/04/2020 [ 02/04/2020

OK

Cancel

O Required Fields *

Activity Name*

Enter Student Activity

Activity Code*

In this case, no specific teachers will
be entered here, so no Teacher
Absence Reason is needed.

|Yr11 English Exam

|[11enGBxay —

Teacher Absence Reason

Room Availability Reason

Lesson Cancellations

Lesson Cancellation Reason

Roll Classes on Activity

Activity Details

# Edit Periods and Yard Duties

‘ No | Date | Day | Periods and

| il

From the drop down menu for Room

|Examination

\

O None - do not cancel lessons

@) Cancel all lzssons in the selected Roll Classes

O caneel eo g in other Rall Classas

(O Caneal lezsons NOT in an MRCG inT |ected Roll Clagses

Availability Reason select
Examination

For Lesson Cancellations select

|Examination W

Cancel all lessons in the selected

# SelectRoll © dSSES\'\

| Roll Classes

# Edit Teachers | # Edit Rooms | # ReplicataCell &

Yard Duties | Teachers | Rooms |Add Teachers | Add Roorns

1 | Tue 04 Feb | D2

3 Display

0 0

For Lesson Cancellation Reason
select Examination from the
drop down menu

Record and Close Cancel
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Lesson Cancellations

Lesson Cancellation Reason | Exarmination

Roll Classes on Activity # SelectRoll Classes ‘ 1

| No | Date

Enter Student Activity
O Required Fields *
Activity Name* Activity Code*
|Yr11 English Exam || 11 ENG EXAM ‘ # Select Dates
Teacher Absence Reason | b |

Room Availability Reason Examination -

Onone|  Click Select Roll Classes and

@® cancd select Roll Class 11
[

(O Cancel lessans NOTW the selected Roll Classes

V4 -

Activity Details
# Edit Periods and Yard Duties || # Edit Teachers | # Edit Rooms | # Replicate Cell All Days

| Day | Perio&d‘(ard Duties | Teachers | Roomns |Add Teachers |Add Rooms ‘

Tue 04 Feb D2 |1-R 0 0

Click Edit Periods and Yard Duties and
select Period 1, Period 2 and Recess

=D splay Record and Close Cancel
Enter Student Activity
@ Required Fields *
Activity Name* Activity Code*
|‘|’r11 English Exam H 11 ENG EXAM /' Select Dates
Teacher Absence Reason | v |
Room Availability Reason |Examination - |
O None - do not cancel lessons
@ Cancel all lessons in the selected Roll Classes
Lesson Cancellations
[0 Cancel composites in other Roll Classes
(O Caneeal lessons NOT in an MRCG in the selected Roll Classes
Lesson Cancellation Reason Examination v
Roll Classes on Activity /' Select Rall Classes |11
Activity Details
/' Edit Periods and Yard Duties | #* Edit Teachers | # Edit Rooms || # Replicate Cell All Days
| No | Date | Day | Periods and Yard Duties | Teachers | Roo$s|)\dd Teachers |Add Rooms ‘
1 |TueOdFeb D2 |1-R 4] 4]
Note: In this case, no teachers will be used for the whole activity
so this cell is left blank. However, 4 specific rooms are required.
Click Edit Rooms or double click in the Rooms cell
EE ICancel
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Select Rooms
Available: 48 Selected: 4
AT1 Art/ AT1 Senior Sch Rm 23 /523
AT2 Photo / AT2 Senior Sch Rm 24 /524
AT3 Graphics f AT3 Senior Sch Rm 25 / 525
AT4 Textiles [ AT4 Senior Sch Rm 26 / 526
ATS Kitchen / ATS
ATE Tech [ ATE
AT7 Wood / AT7
Scroll down and move the rooms
Senior Sch Rm 23, 24, 25 and 26 to highlighted
the Selected box i
Click OK
Science Lab 4 / LAB4
Theatre / PACT
Mame Format
O code O Namé (® Name/Code
More Options...
O sort
0K Cancel

D Required Fields *

Activity Name*

Enter Student Activity

Note: The selected rooms will be made unavailable

¥r 11 English Exam

so other classes cannot use them.

Teacher Absence Reason

Room Availability Reason

Lesson Cancellations

Lesson Cancellation Reason

Roll Classes on Activity

Activity Details

# Edit Periods and Yard Duties

|Nc | Date

‘ Day | Periods and Yard Duties | Teachers| Rooms

Click in the Add Teachers cell and type”4”

Click Record and Close

[ Cancal composites in other Rall es
(O Caneel lessans NOT i an MRCG in the gelgeted Rall Classes
‘Examination / I \ -

# Select Roll Classes || 11 /

\

# Edit Teachers || # Edit Rooms |[ # Replicate Cell AllD

Adi eathers|AddR ms|

1 |TueO4Feb D2 |1-R

= Display

$23,524575526 4 0

Record and Close Cancel
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Information

Click OK

All changes made to this activity will flow through to the relevant /

sereens for all the selected days.

0K

Note: One of the key differences between this student calendar activity and the previous one is that
no teachers were made absent. The 4 additional teachers will be able to be assigned to this activity
on a period by period basis on screen [12A] Allocate Teacher Replacements.

ﬂ Home Page Information Stage Process Stage  Reports Stage { | Tue 04 Feb D2 (Future) | } _

+ Add Activity €@ Delete Activity /' Edit Activity IO Copy Activity = Sort Activities
Options Selected date: Tue 04 Feb Legend
D Sheow activity details @ Show all activities O Show selected date O Selected date and later ( Completed Selerted date Ir1 future ]
No | Activity Name |Code | Dates | Days |Cance| Lessons | Roll Class |Type |
1 | YL Meeting 11-12 | YLM 11-12 Tue 28 Jan D2 Yes 12,11 Single Day
¥L Meeting 10 ¥LM 10 Tue 28 Jan D2 Yes 104,10B,10C10D | Single Day
¥L Meeting 9 ¥LM 9 Tue 28 Jan
ViMestings VM8 e Note: The activity has been created
¥L Meeting 7 YLM 7 Tue 28 Jan

woee = i s RS

¥r 7 Orientation TOR Wed 29 Jan D3 Yes TATBTCID Single Day
¥r 11 Camp ¥r11 Camp | Wed 25 Mar - Fri 27 Mar | 3 Day | Y 11 Multiple Days
Senior Netball Snr Net Tue 04 Feb - Thu 20 Feb | 3 Dag’| No 12,11 Multiple Days
¥r 9D Zoo 9D Zoo Tue 04 Feb Not MRCGs 1v] Single Day

10 | ¥r 11 English Exam | 11 ENG EXAM | Tue 04 Feb Yes 11 Single Day

E On the Task Tree select:
[11A] Cancel Lessons

ﬂ Home Page Information Stage Process Stage Reports Stage 4 ‘ Tue 04 Feb D2 (Future) | » _

B Cancel Class On/Off B cancel Roll Class On/Off B Cancel Roll Class for Day On/Off B Cancel All Classes for Period On/Off B Cancel MRCG On/Off

Options.
B Warn if cancelling lesson in MRCG B Warn if cancelling a composite class ]

Legend
( MRCG (Multi Roll Class Group) Lesson cancelled Composite class or shared room @ Timetable clash  Bold*: Roorn seat deficit }

STy [ ] ] ] [« ] ] ]
12 |12HRM7TA |S11 |DAL] |12REL1C |ST1 DAL] |12RELIC |S11 DAL] |12REL1B |S13 |DAL] |[12REL1A |524 |JONA |12REL1E [S13 |KELR [12REL1D |S524 |[JONA

12HRM1B |§12 BUTA [12ENGIB 21 B 12ENGID |S21 | MARD |12ENGIC|S21 | BURK
12HRM1C [S13  GIBM |12CHE1A | LAB1 Note: All classes in Roll Class 11 have 128101A |LABT |BUTA [12ENS1E |LAB1 |JACC
12HRM1D [S14 WHIE [12LST1A ($14 M been cancelled for Period 1 and 2. 12ECOTA [S14  |WHIE |12MAXIA|ST1 | WALP
125¥S1A | S16C | FI 12PHYIB |LAB2 |COOD |12PEDIA [S14  |ALDD

12BSTIC | 526 ————y —— e - e | 12PSTIE |S26 | RENM | 12PHY1A |LAB2 |COOD

7 12PSTIA |S26 | FEN) 12PSTID [S26  |WHIE

11 11HRM1A | 521  RENM [ 11ENG1E 522 | MARD | 11ENG] 2 | MARD )/WENGWC 522 |MANK | 11ENGI1D [522 |BOY] |[11ACC1IA [522 |HARB | 11REL1A |522 | KMIN
T1HRM1B [S22 CHAJ [11ART1A AT1 REM ART1A | AT1 Ri% T1CHETA |LABT [WALS |11GRATB |AT3 |YOUB [11ENS1A |LAB3 [JACC [11REL1B |$23 |MARD
11HRM1C (523  EDW] [11ECO1A |52 HARE | 11ECO1A (523 |H TIDRATA |PACT [MILD |11LSTIA 523 |HARB [11INFIA |S15C |MULS [11RELIC (512 |GIBS

11HRM1D |24  COOD [ 11GRATA AT3 |SMYM | 11GRATA |AT3 | SMYM |11GEQ1A |S23  |CHA] |11TMAGIC 512 |WALP | T1MAATA |S11 BELH |11REL1D |525 |SIMK

1IMTE1A (AT | THOW | 11MTE1A |ATE | THOW [11ITATA |S24 | NANT |11PHY1A |LAB2 |COOD |11MAGIA|S12 | WALP
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E On the Task Tree select:
[10A] Change Room Availability

ﬂ Home Page Information Stage Process Stage  Reports Stage

ue 04 Feb D2 (Future!

] 8 ® ® /
~ Options ~Legend
B Show room availability reason Display balloons ~ Rooms selected: 52 of 52 Room available @ Room unavailable Cancelled lesson Composite class
i f play P
No erm‘AM ‘HR ‘1 ‘2 |R |3 ‘4 |L1 |L2 |5 ‘6 ‘PM ‘ “| supplementary Information
FLANNES L L
25 |j15c Room Timetable: 523
26 | 121 L L L L L Period|RnH CIass|C\assz(tivity Teacher Details / Changes
27 122 L L L L L
28 |23 L L L HR n TTHRM1C Edwards John
29 |24 L L L 1 11 ENG EXAM Student Activity
Lesson cancelled - 11ECO1 A with Harley Brett
30 125 Unavailable
31 M10 L L L L L 2 11 ENG EXAM Student Activity
T L L L L L L Lesson cancelled : 11ECO1A with Harley Brett
Unavailable
33 M2 L L L L
R 11 ENG EXAM Student Activity
34 M3 L L L L L Unavailable
45 |515C L L
45 | 516C L L
47 |51 L L L L L L
48 522 L L L L L L L
49 1523 L L EXAM L L L

51 s oo e [ ; ; i
52 526 EXIETIET Scroll down and click on Room S23 in Period 1

Note: The 4 rooms have been made unavailable and
other classes using these rooms have been removed.

LINK TEACHERS AND ROOMS

When a Student Activity includes both teachers and roomes, it is necessary to link the teachers and
rooms.

E On the Task Tree select:
[9B] Organise Student Activities

n Home Page Information Stage Process Stage Reports Stage 4 |TUE 04 Feb D2 (Future) | [ _

& Link Teachers and Rooms + Add Students =] Asgign Students

— Selected date: Tue 04 Fe AA — Organise Activity for Legend
‘ @ Show all activities O Shovzw (O selected date and later | | O singleday @ Multiple days | | Campleted Selected date In future |

No'| Activity Name | Code | Dates \h)ays | Type |Absence Reason | Cancel Reason |Cance| Lesson | Roorn Availability Reason | No Students

1 | YL Meeting 11-12 | ¥YLM 11-12 Tue 28 Jan le Day 9

Click on the activity Yr 11 English Exam and

2 | YL Meeting 10 YLM 10 Tue 28 Jan Single Dar . .

3 | YL Meeting 9 YLM 9 Tue 28 Jan Single D, ClICk Llnk TeaChers and Rooms

4 | YL Meeting 8 YLM & Tue 28 Jan E

5 | YL Meeting 7 YLM 7 Tue 28 Jan Single Day Student Meeting | Year Level Meeting | Yes Year Level Activity 0

6 | ¥r 7 Orientation 70R Wed 29 Jan Single Day Excursion Excursion Yes 105
7 |¥r11 Camp Yr 11 Camp lar - Fri 27 Mar Multiple Days Camp Camp Yes 100
8 | Senior Netball Snr Net ue 04 Feb - Thu 20 Feb Multiple Days | Excursion No 12
9 |¥r9DZoo Tue 04 Feb Single Day Excursion Excursion Not MRCGs 25
10 | ¥r 11 English Exam | 11 ENG EXAM | Tue 04 Feb Single Day Examination Yes Examination 0
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0 Cut || S

# Quick Edit

Supplementary Link Teachers and Rooms in Student Activity - ¥r 1

Link
(@) Teachers to Rooms Rooms to Teachers

|sz4|szs|szs |/

|No

Available Teachers |S?3

1 | Additional Teacher 1
Additional Teacher 2

Additional Teacher 3

Supplementary Task

Make sure Teachers to Rooms is selected

Note: All available teachers are listed in the first column
and the other columns represent the rooms.

There is one white cell below each room indicating that
one teacher can be linked to each room.

RN TR

Additional Teacher 4

Close
Supplementary Task

0 Cut # Quick Edit

Supplementary Link Teac nd Rooms in Student Activity - ¥r 11 English Exarn for all days.

Link

(®) Teachers to Roorms () Rooms to Teacher Click on Additional Teacher 1

nd click

|Nc |Avai|ab|e Teachers |SB|SZW a d click Cut

1| Additional Teacher 14—

2 | Additional Teacher 2

3 | Additional Teacher 23

4 | Additional Teacher 4

Close
Supplementary Task

0O Cut | ES 2 Quick Edit
Supplementary Link Teachers Rooms in Student Activity - ¥r 11 English Exarmn for all days.

Link

@) Teachersto Rooms () Rooms to Teachd Click on the cell below S23 and click Paste
|No Available Teachers | 523 |524|525 Note: Additional Teacher 1 has been linked

1 |Additional Teacher 2 AdditionalTeacherA/ to room S23

2 | Additional Teacher 2
3 | Additional Teacher 4

Close
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Sup There is an alternative method.

o T # QuickEdit Click on Additional Teacher 2 to highlight the cell.
Then click again and hold the mouse button down.
. Drag the teacher to the column below S24. When
@ Teachersto Rooms () Rooms to Teachers the destination cell becomes green release the
mouse button.

Supplementary Link Teachers and Rooms in Student Activity - ¥r 11 Engf

|N0|Available Teachers |[523 |SZ 25|SZG|
! Acditional Teacher | Use either method to link Additional Teacher 3 to $25
2 | Additional Teacher 3 Additional Teacher 2 and Additional Teacher 4 to 526
3 | Additional Teacher 4
Close

Note: All additional teachers have been linked to a room.
This information will be displayed on the [12A] Allocate
Teacher Replacements screen where teachers are allocated.

0 cut | e /' Quick Edit Click Close
Supplementary Link Teachers and Roomns in Student Activity - ¥r 11 English Exarn for all days.
Link
(®) Teachers to Rooms () Rooms to Teachers
|ha|AvaiIabIeTeachers 523 524 525 526
1 Additional Teacher 1 | Additional Teacher 2 | Additional Teacher 3 | Additional Teacher 4
Close

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.

Note: Itis also possible to link rooms to teachers by changing the radio button on the menu bar.
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ASSIGN STUDEN A TEACHER OR ROOM IN AN ACTIVITY

The next step is to assign students to the activity, then they can be assigned to a particular teacher
or room.

B HomePage Information Stage Process Stage  Reports Stage 4 |Tue 04 Feb D2 (Future) | e _

& Link T + Add Students =] Assign Students
— Select: e: Tue 04 Feb \ — Organise & ty for —Legend
@) Show all activities (O Show selected date () Selectdddate and later | O single day (@ Multiple days | | Completed Selerted date In future ‘
hﬂActiviry Name Code Dates | Days M |Ahserce Reason | Cancel Reason |Cance| Lesson | Room Awvailability Reason | No Students |
1 |YLMeeting11-12 |YLM 11-12 Tue 28 Jan Single Student Meeting | Year Level Meeting | Yes Year Level Activity 0
2 | YL Meeting 10 YLM 10 Tue 28 Jan Single Day Student Meeting | Year Level Meeting | Yes Year Level Activity 0
3 | YL Meeting 9 YLM § Tue 28 Jan Single Day nt Meeting ty 0
4 |YL Meeting 8 YLM 8 Tue 28 Jan Single Day | StudentMgeting Click on the Yr 11 English ty 0
5 | YL Meeting 7 YLM 7 Tue 28 Jan Single Day | Student Meed) Exam activity and click ty 0
6 | ¥r 7 Orientation TOR Wed 29 Jan Single Day Add Students 105
7 |¥r11Camp ¥r11 Camp  Wed 25 Mar - Fri 27 Mar & Days | Camp 100
8 | Senior Nethall Snir Net Tue 04 Feb - T] Multiple Days | Excursion 12
9 |¥roDZoo 9D Zoo Single Day Excursion Excursion Not MRCGs 25
10 | ¥r 11 English Exam ENG EXAM | Tue 04 Feb Single Day Examination Yes Examination 0

Select Students

Available: 103 Selected: 0
Adamko Anthea / ADAMAD

Adarmo Michelle / ADAMMO1 Click Move all items to Selected

and click OK

Aguilera Christina / AGUICD1
Aleksandrowicz Narelle / ALEKNO1

Allen Sandy / ALLESO1
Anderson Anthea / ANDEAO1
Arizton Jennifer / ANIS|01
Barbetta Catherine / BARBCO1
Barrymore Drew / BARRDO1
Barton Mischa / BARTMO1
Bawden Kate / BAWDKO1

Beckham Victoria £ BECKVO1
Beggs Juliette / BEGGJO1
Bender Jillian / BEND]01
Berrirman Harriet / BERRHO2

Bisinella Sarah / BISISO1
Britnell Winston / BRITWO1 M

Narne Format

QO code O Name (® Name/Chde
More Options...

O Append display settings [J Sort

OK Cancel
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ﬁ Home Page  Information Stage

& Link Teachers and Rooms + Add Students

— Selected dare: Tue 04 Feb

Process Stage

Reports Stage

(rmmr] > I

B Assign Students

‘ @ Show all activities () Show selected date

— Organise Activity for ~ (—Legend

O selected dat%and later | | O single day (@ Multiple days | | In future ‘

Completed Selected date
/ J
No'| Activity Name |Code ‘ Dates | Da/s ‘Type |Absence Reason ‘Cance\ Reason |Cance| Lesson | Room Awvailability Reason | No Students |
1 |YL Meeting 11-12 |YLM 1112 Tue 28 Jan Single Day Student Meeting | Year Level Meeting | Yes Year Level Activity 0
2 | YL Meeting 10 YLM 10 Tue 28 Jan Single Day Student Meeting | Year Level Meeting | Yes Year Level Activity 0
3 | YL Meeting 9 YLM 9 Tue 28 Jan Single Day Student Meeting | Year Level Meeting | Yes Year Level Activity 0
4 | YL Meeting 8 YLM 8 Tue 28 Jan Single Day Student Meeting | Year Level Meeting | Yes Year Level Activity 0
5 | YL Meeting 7 YLM 7 3 Student Meeting | Year Level Meeting | Yes Year Level Activity 0
& |¥r 7 Orientation 70R CIICk ASSIgn StUdents Excursion Excursion es 105
7 |¥r 11 Camp ¥r 11 Camp F Camp Camp es 100
8 | Senior Netball Snir Net Tue 04 Feb - Thu 20 Feb Multiple Days | Excursion No 12
9 |¥raDZoo 9D Zoo Tue 04 Feb Single Day Excursion Excursion Not MRCGs 25
10 |¥r 11 English Exarm | 11 ENG EXAM  Tue 04 Feb Single Day Examination Yes Exarnination 103
L]
Supplementary Task u
# Quick Edit
Supplementary Assign Students in Student Activity - ¥r 11 English Exam for all days.
Assign Students to
® Teacher () Room
|No Availa&u{enm |Additional Teacher 1 | Additional Teacher 2 | Additional Teacher 3 | Additional Teacher 4
1 Adamko Anthea
2 | Adamo Michelle
3 | Aguilera Christina
4 | Aleksandrowicz Narelle .
= e s Students can be assigned to a teacher or a room. As
Allen Sandy
6 | Angerson Anthes the teachers are liked to a room either can be chosen.
7 | Aniston Jermifer In this case, students will be assigned to a teacher.
8 Barbetta Catherine i
Select the radio button for Teacher
9 | Barrymore Drew
10 |Barton Mischa . . . .
Note: All available students are listed in the first
11 | Bawden Kate .
: column and there is a column for each teacher.
12 | Beckham Victoria
13 | Beggs Juliette
14 | Bender Jillian
15 | Berriman Harriet T
Close
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®

Supplementary

Assign Students to

gn Stu

Teacher () Room

0 Cut - /' Quick Edit

in Student Activity - Yr 11 English [

Supplementary Task

Highlight the first 26 students

Click Cut, click in the column for Additional

No

Available Students

Diaz Cameron

Additional TeacheN

DAdditional Ts Teacher 1 and click Paste

Alternatively, the highlighted cells can be

/ dragged to that column

/ Note: The seat capacity for each room is 27 this

/ is indicated by the grey shading in each column.

28

Donnar Glenda

29

Duff Hilary

30

Edwards Damian

31

Failla Giuseppe

32

Fraser Daniel

Close
Supplementary Task el

0 cut - /' Quick Edit
Supplementary Assign Students in Student Activity - Yr 11 English Exarn for all days.

Aszign Students to

@ Teacher (O Room

No | Available Students | Additional Teacher 1 Additional Teacher 2 | Additional Teacher 3 | Additional Teacher 4 “
19 | Imbruglia Natalie Calafiore John

20 | Ingles Travis Carey Mariah

21 |Jackson Janet Cashin Sean

22 | Jolie Angelina Clarkson Kelly

23 | Jones Martin Coleman Ben

24 | Keay Robert Cruise Torn

25 | Kennedy Michael Di Cristoforo Roberto

26 | Kidman Nicole Di Pasquale Peter

27 | Knightley Keira

28 KOUF_

29 |Lam4 Note: The students are now assigned to Additional Teacher 1

30 |Larra

21 uned Use the same method to assign the next 26 students to Additional Teacher 2,

2 Lwll the next 26 students to Additional Teacher 3 and the remaining students to ;

Additional Teacher 4
Close
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{0 Cut |PEEPESEE | ' Quick Edit

Assign Students to

Supplementary Task

Supplementary Assign Students in Student Activity - ¥r 11 English Exam for all days.

L
w ul

(® Teacher () Room
| No | Available Students | Additional Teacher 1 Additional Teacher 2 | Additional Teacher 3 | Additional Teacher 4

1 Adamko Anthea Diaz Cameron Knightley Keira Puglia Andrew

2 Adamo Michelle Donnar Glenda Kournikova Anna Quigg Richard

3 Aguilera Christina Duff Hilary Larmaro Darren Ricei Christina

4 Aleksandrowicz Narelle | Edwards Damian Larranaga Daniella | Richards Denise

: Note: This information will flow through to other parts of the application.
[

7 Click Close

8

9 Barrymore Drew Furtado Nelly Lopez Je Shaw Clinton

10 Barton Mischa Gstalter Anthony Lyons Stewart Simpson Jessica

11 Bawden Kate Harmmond Kelly Maddalena John

12 Beckham Victoria Harvey Shane McRitchie Martin Skoko Ante

12 Beggs Juliette Hathaway Anne Mendes Eva Stone Amanda

14 Bender Jillian Helman Chris Milano Alyssa Szkuta Mark

15 Berriman Harriet Hill Faith Mangew Kewvin Talhnt Christine T

Close

n Home Page Information Stage

Process Stage

Reports Stage

omers]»

G2 Link Teachers and Rooms + Add Students B Assign Students
— Selected date: Tue 04 Feb - —Organise Activity for Y (~ Legend y
‘ ®) Show zll activities () Show selected date () Selected date and later | | O single day (@) Multiple days | | Cornpleted Selerted date In future |
No | Activity Name Code Dates | Days |Type |Abs nce Reason ﬁancel Reason | Cancel Lesson | Room Availability Reazon | Mo Students |
1 |YL Meeting 11-12 [YLM 11-12 Tue 28 Jan Single Day Student Meeting/| Year Level Meeting | Yes Year Level Activity 0
2 | YL Meeting 10 YLM 10 Tue 28 Jan Single Day Student Meeti Year Level Meeting | Yes Year Level Activity 4]
3 | YL Meeting 9 YLM 9 Tue 28 Jan Single Day Student Meetifg | Year Level Meeting | Yes Year Level Activity 0
4 | YL Meeting & YLM 8 Tue 28 Jan Single Day Student Meefing | Year Level Meeting | Yes Year Level Activity [4]
5 | YL Meeting 7 YLM 7 Tue 28 Jan Single Day Stugient Mefting  Year Level Meeting | Yes Year Level Activity 0
6 | Yr 7 Orientation 70R Wed 29 Jan Single Day Excpirsion Excursion Yes 105
7 ¥r11 Camp ¥ri11 Camp  Wed 25 Mar - Fri 27 Mar Multiple Days Carhp Camp Wes 100
8 | Senior Netball Srr Net Tue 04 Feb - Thu 20 Feb Multiple Days | Exclursi No 12
9 |Yr 9D Zoo 8D Zoo Tue 04 Feb Single Day Exd] Excursion Not MRCGs 25
10 | ¥r 11 English Exam | 11 ENG EXAM | Tue 04 Feb Single Day Examination Yes Examination 102

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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TEACHER REPLACEMENTS

The Allocate Teacher Replacements screen is the main hub of the Daily Organiser. It is used to view
the information needed to allocate replacements and to do the actual allocation of replacement

staff to classes.

] Open

Daily Organiser 2020 - one week later

Mankge ltems

Task Grou

Informatiojn Stage

n Parametgrs and Calendar ..
n Unsupervised Classes

B reechera
n Lesson Can

B Room Availaljility Reasons

ence Reasons

ellation Reasons

n Teachers and btudents ...

n Reminder Mot

- <3 <3

L]

View Published Timetables
Wiew User Changes
Import Data

Export Data

Process Stage

Teachers .
Students ...

Raams ...

Cancel Lessons and Yard Duties ..

Teacher Replacements ..
Room Replacements ...

Student Attendance Changes

Check that the timetable day and date correspond
to the second Tuesday of the school year

Click [12] Teacher Replacements...

* Configure Settings

& Fublish Daily Organiser ..

B Permit Support Access

# Open on Today's Date

Reports Stage
D Check Replacements

B0 Teacher changes

D Bulletin ...

D Selected Day Reports ...
D Selected Day Activities
E timetables ...

D Surnmary Reports .
22]

File Statistics ...
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The upper pane shows details for
classes, activities or yard duties that

.
Allocate Teacher Replacements

is a split screen.

need a replacement.

The two parts of the screen are

separated by a menu bar.

Home Page Information Stage Stage Reports Stage Tue 04 Feb D2 (Futurg
+ Select Teacher @ Delete Replacement [ Replacernent Not Required 2 Auto Allocate
Option Legend
O Show classes with no replacerment [ Show composite classes ] ( Replacemnent Teacher @ Compositd
Period | Room Class Absent Teacher Replacement Teacher | Load | Count | Students | Notes
AM | Bus Duty Alderson David o—]
HR 524 11HRM1D Cooke Dennis 25
HR M14 O%HRM1D Boyle Joanne 25
HR 2z 07HRM1B Atkinson Danielle 0.20 27
HR 24 O7HRM1D Alderson David 0.20 26 T
1 vl 12ENG1B Boyle Joanne 1.00 20
1 12BETIC Wood Paul 1.00 17
1 GYM2 0SPEB1A Alderson David 1.00 26 /
1 GYM1 O9PEGTA Atkinson Danielle 100 _—T24

Lx show In Lower Pane

FS

Previous Period > Mext Period

v Same Period

1. Sort By Tearl

hers (default) ~ Legend

period |am [HR[1 2 [R]2 [4 [L1]12 (56 P | Totel | Available Teacher  [index InLiew [urey[ur ¢ U [ e uliast 10 Days (counted) [te fe Jor |
AM 0.00 | Einstein Bert (Emerg) (1 |0.00 | 0.00 |0.00{0.00 | 0.00 The lower pane shows a list of staff
AM L 1.00 |Adams Rod 3% 000 (000 o,ao-@

AM L L|L L 3.20 | Bell Heather 15 0w |ooo ooojoso om|| available to take the replacements for
AM MM v | L [150 | Burrows Kelly 12 000 |0.00 | 0.00) 0008000 the lesson highlighted in the

AM L YL L L 370 | Butler Alison 23 | 008—m000 | 0.00|0.00| 0.00

AM LoLjL L 320 |Conterleenne %67 000|000 000]000 000 upper pane.

AM L L|ufufu 120 | Chappell judy 41 000 (000 0.00[0.00]0.00

AM L|L| 200 |Chengwilliam 14 [000 [0.00 0.000.00 0.00(0.00 [0.00 o,ao-o,ao 0.00|0.00(0.00 | 0.00| 0.00| 0.00 1.00 |9.00
AM LiL| L LIL| 800 |Clark Allison 35000 [0.00 0.00[0.00 0.00(0.00 |0.00 0.00]0.00 0.00(0.00)0.00(0.00 0.000.00 0.001.00 7.00
AM MlM| [ |L 150 |Clark Megan 13 000 [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 1.00 |6.00
AM Lot L LIL|  |520 |connolylenny 31 000 [0.00 |0.00]0.00 0.00(0.00 |0.00 0.00|0.00 0.00|0.00|0.00 | 0.00 1.00 |9.00
AM Loty o |v Ll [470 |DalonJames 29000 [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 |2.00
AM L Ll LIl |420 |EdwardsJohn 8 000 |2.00 200(0.00 0.00(0.00 |0.00 0.00 0.00{0.00| 0.00 | 0.00 | 0.00 1.00 930
AM L L LIL 520 |Fenglenny 32000 [0.00 0.00(0.00 0.00(0.00 |0.00]0.00]0.00 0.00(0.00 0.00(0.00]0.000.00|0.00|0.00 |1.00 [10.00
AM Lo v 320 |Gibson Monigue |7 050 |0.00 |050{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 |10.00
AM Lt |t LIL|  |5.00 |Gibson Shirley 20 000 [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 1.00 9.00

Note: The position of the menu bar separating the two panes can be adjusted by clicking on the top
of the menu bar and dragging it up or down.

Timetabling Solutions

Page 173 of 346




Web Daily Organiser Lesson 8

THE UPPER PANE

The upper pane displays details of classes and yard duties that require replacements for the day. It
also shows the additional teachers required for Student Activities. Replacement teachers are
allocated here.

ﬂ Home Page Information Stage Process Stage Reports Stage 4 ‘ Tue 04 Feb D2 (Future) ‘ | 3 _

+ Select Teacher [} B Replacement Not Required I3 Auto Allocate Outstanding Replacements
— Options — Legend
‘ [ Show classes with no replacement  [J Show composite classes | Replacernent Teacher Composite class |

Period ‘ Room |Class ‘Absent Teacher Replacement Teacher | Load ‘Count ‘ Students| Notes

AM Bus Duty Alderson David 0.20 0

HR 524 0.20 25

HR ]22 07HRM1B 0.20 27

HR 124 AFHBMID Aldesrann Dianid 020 5

1 When a yard duty requires a replacement teacher, the yard duty session name is
1 displayed in the Period column and the yard duty area is displayed in the Room
1 column. The absent teacher and the load of the yard duty is also displayed.

1

1 LAB2 08sCinD Cooke Dennis 1.00 27

ﬂ Home Page Information Stage Process Stage Reports Stage 4 ‘ Tue 04 Feb D2 (Future) ‘ | 3 _

+ Select Teacher Q B Replacermnent Not Required ¥ Auto Allocate Outstanding Replacements
— Options —Legend
‘ [ Show classes with no replacement  [J Show composite classes | Replacernent Teacher Composite class |
Period ‘ Room |Class ‘Absent Teacher Replacement Teacher | Load ‘Ccmnt ‘ Students| Notes
AM Bus Duty Alderson David 0.20 0
HR 524 11HRM1D Cooke Dennis 0.20 25
HR 122 07HRM1B Atkinson Danielle 0.20 27
HR J24 07HRM1D Alderson David 0.20 26
1 20
1 12PsT1C 17

1 GYM2 . .

Note: For each class needing a replacement teacher, the period, room,
1 GYM1 ]
1 e class, absent teacher, load and number of students are displayed.
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n Home Page Information Stage Process Stage Reports Stage 4 ‘ Tue 04 Feb D2 (Future) | [ 3 _

+ Select Teacher @ Delete Replacement B Replacement Not Required 1:3 Auto Allocate Outstanding Replacerments

— Options —Legend

‘ [ Show classes with no replacement [ Show composite classes | ‘ Replacernent Teacher Composite class ‘
Period | Room ‘Class ‘.ﬁ\bsent Teacher ‘ Replacement Teacher ‘ Load |C0unt ‘ Students| Notes

1 521 12ENG1TE Bayle Joanne 1.00 20

1 12PST1C Wood Paul 1.00 17

1 GYM2 09PEBIA Alderson David 1.00 26

1 GYM1 0SPEG1A Atkinson Danielle 1.00 24

1 LAB2 085CND Cooke Dennis 1.00 27

1 523 11 ENG EXAM | Additional Teacher 1 1.00 26

1 26

1 26

1 25

Scroll down so the Period 1 classes are showing in the upper pane

Note: The four additional teachers specified in [9A] Student Activities can be
allocated here. Details of the period, room, activity name and load are
displayed along with the number of students assigned to each room.

SUPPLEMENTARY INFORMATION

A teacher’s timetable is displayed in the Supplementary Information when the teacher’s name is
clicked. A student list for a timetabled class or Student Activity is displayed when the number in the
student column is clicked.

ﬂ Home Page Information Stage Process Stage  Reports Stage 4 ‘ Tue 04 Feb D2 (Future) ‘ [ 3 _

+ Select Teacher €) Delete Replacement B Replacement Not Required I3 Auto Allocate Outstanding Replacements
— Options — Legend
‘ [ show classes with no replacement [ Show composite classes | Replacernent Teacher Cormposite class |
Period ‘ Room |Class ‘Absent Teacher ‘ Replacement Teacher ‘ Load ‘Ccmnt ‘ Students| Notes
1 521 12ENG1E Boyle Joanne 1.00 20
1 12PST1C Wood Paul 1.00 17
1 GYM2 OYFEB1A Alderson David 1.00 26
1 GYM1 OSPEG1A Atkinson Danielle Click on Dennis Cooke
1 LAB2 0a8sCcnD Cooke Dennis
1 523 11 ENG EXAM | Additional Teacher 1 1.00 26
1 24 11 ENG EXAM | Additional Teacher 2 1.00 26
1 525 11 ENG EXAM | Additional Teacher 3 1.00 26
1 526 11 ENG EXAM | Additional Teacher 4 1.00 25

Timetabling Solutions Page 175 of 346



Web Daily Organiser

Lesson 8

Supplementary Information

Teacher Timetable: Dennis Cooke

Note: This includes any
changes for today in blue font

Dennis Cooke’s timetable is
now displayed in the
Supplementary Information.

Period | Class / Activity | Roorn | Details / Changes
AM 9D Zoo Student Activity

Absent
HR 90 Zoo Student Activity

Abzent from 1THRM1D in 524
1 9D Zoo Student Activity

Abzent from 085CI11D in LAB2
2 90 Zoo Student Activity

Abzent from 085C1D in LAB2
R 9D Zoo Student Activity

Absent
3 90 Zoo Student Activity

Absent from 10MAT1B in M17
4 9D Zoo Student Activity

Absent from T1PHY1A in LAB2
L1 90 Zoo Student Activity

Absent
L2 9D Zoo Student Activity

Absent
5 90 Zoo Student Activity

Absent from 12PHY1B in LAB2
6 9D Zoo Student Activity

Absent from 12PHY1A in LAB2
PM 90 Zoo Student Activity

Absent

ﬂ Home Page

+ Select Teacher

Information Stage

€ Delete Replacement

Process Stage

Reports Stage

4 |TueD4FehD2(Future}| }_

= Replacement Not Required

t:l Auto Allocate Qutstanding Replacements

Option:

O show classes with no replacement

O show composite classes ] (

Replacernent Teacher

© Composite class ]

Period | Room Class Absent Teacher Replacement Teacher | Load | Count | Students | Notes

1 521 12ENG1B Boyle Joanne 1.00 20

1 12PSTIC Wood Paul 1.00 17

1 GYM2 0SPEBIA Alderson David 1.00 26

1 GYM1 09PEGIA | Atkinson Danielle 1.00 24

1 LAB2 085C11D Cooke Dennis _ 1.00 27

1 523 11 ENG EXAM | Additional Teacher 1 1.00 26 \

1 S24 11 ENG EXAM | Additional Teacher 2 1.00 26

1 a5 11 ENG EXAM | Additional Teacher 3 1.00 2 Click on 27 in the
1 526 11 ENG EXAM | Additional Teacher 4 1.00 25 Students column
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Supplementary Information
Students: 085CI1D = Email Students
Mo | Student
1 | Adamns Jim
2 | Ahpene Brenda A list of students
3 | Akenfield Samantha in this class is now
4 | Akers Julie displayed in the
S | Alam Denise Supplementary
& |Alexander Kim Information.
7 | Allison Penny
8 | Allitt Alan
9 | Antonis Martin
10 | MeClure Ken
11 | Maorris Samantha
12 | Norman Harvey
12 | Ferry John
14 | Perry Roseanne

THE LOWER PANE

The lower pane provides information to allow informed decision making regarding teacher
replacements.

B romerape miommonsage Processspe neousse  CNEREETEEO ..

+ 5 Teacher [x] Replacement Not Required ¥ Auto Allocate Outstanding Replace 5 1. Sort By Period -
— Optior L \
| O show classes with no replacement [ Show composite classes | | Replacement Ted

Note: The highlighted cell in the upper pane

Period | Room |Class ‘Abser: Teacher |Rep\acementTeacher ‘ Load ‘ Co . . . .
= o R PR o determines what is displayed in the lower pane.
1 12B5TIC Wood Paul 1.00
T oz QOPEBTA | Alderson David Click in the cell next to Dennis Cooke in Period 1
1 |G OPEGIA__| Akinson Daniell in the upper pane and available teachers for
1 LAB2 08s5CD Cooke Dennis . . .
1 523 11 ENG EXAM | Additional Teacher 1 00 PerIOd 1 are d|Sp|ayed In the |OW€I" pane
1 s24 11 ENG EXAM | Additional Teacher 2 1.00
1 £25 11 ENG EXAM | Additional Teach 1.00 26
1 526 11 ENG EXAM | Additional PEacher 4 1.00 25

¢ Show In Lawer Pane < Previgef Period > MextPerig, ~  Sarme Period 1.Sort By Teachers (default) w || Legend
Periad|AM‘HR 1 2|R|3 |4 L2|5|6‘PM Tﬁtal|AvaiIah\eTeather |Ir'dex‘\r' Lieu|LIny‘UR |C ‘U |C+U Last 10 Days (Counted) TC ‘CL |OL ‘
1 u 0,00 | Einstein Bert (Emerg) (1 0.00 0.00 | 0.00(0.00 | 0.00|0.00 |0.005.00 5.50 570 £.00 5.0010.00 0,00 0.00 |0.00|27.20| NA |NA
1 100 Adams Rod 21 0.00 0.00 0.00 3100 0.00 /300 §300 0.00|0.00 0.00|0.00 | 0.00|0.00|0.00|0.00 000300 |-200|200
1 L|L L 3.20 | Bell Heather 18 0.00 0.00 | 0.00(0.00 | 0.00|0.00 {0.00|0.00|0.00 0.000.00|0.00|0.00)0.00|0.00 000|000 100 |10.00
1 MM Y L 1.50 | Burrows Kelly 10 000 0.00 | 0.00(0.00|0.00|0.00 [0.00|0.00)0.00 0.001.00) 0.00|0.00 0.000.00| 00019000 100 |9.00
1 L ¥|L |L L 270 Butler Alison 18 0.00 0.00 0.00(0.00|000|0.00 |0.00 000 0.00 000000 000|000 000 000 000|000 100 |10.00
1 L L |Uu|u |u e 1.20 | Chappell Judy 23 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
1 L|L 2.00 | Cheng William 12 000 0.00 | 0.00(0.00|0.00|0.00 [0.00 0.00 .00 0.00|0.00|0.00|0.00 0,00 0.00| 00019000 100 |9.00
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THE LEGEND

There is a large amount of information displayed in the lower pane so a legend is provided.

T

+ Select Teacher € Delete Replaceme Replacement Not Required L3 Auto Allocate Qutstanding Replacements 1. Sort By Period -
— Options —Legend
| O Show classes with no replacement ] Show composite classes | Replacement Teacher Composite class |
Period | Room ‘Class |Absent Teacher | Replacement Teacher | Load | Count | Studems‘ Notes
1 521 1ZENG1E Boyle Joanne 1.00 20
1 12PSTIC Wood Paul 1.00 17
1 GYM2 OSPEBIA | Alderson David 100 26 Click Legend
1 GYM1 OSPEGTA Atkinson Danielle 1.00 24
1 LAB2 08sC1D Cooke Dennis _ 1.00 27
1 823 11 ENG EXAM | Additional Teacher 1 1.00 26
1 524 11 ENG EXAM | Additional Teacher 2 1.00 26
1 825 11 ENG EXAM | Additional Teacher 3 1.00 26
1 526 11 ENG EXAM | Additional Teacher 4 1.00 25
-

!; Show In Lower Pane < Previous Period > Mext Period v Same Period 1. Sort By Teachers (default) ~ Legend
Period|AM‘HR 1 2|R‘3 ‘4 |L1 ‘L2‘5|6|PM TotaI|Ava|Iab\eTeacher |Index||n L\eu‘Uny|UR ‘C |U |C+U Last 10 Days (Counted) TC ‘CI. |OL |
1 H 0200 |Einstein Bert (Emerg) (1 0.00 |0.00 |0.00|0.00|0.00(0.00 |0.00 SHONSISANEFONEOANSI008 0.00 | 0.00 (0.00 | 0.00 [2F20) NA | NA
1 L 1.00 | Adams Rod 21 0.00 | 0.00 |0.00 [3:004 0.00 (3200 43.00° 0.00|0.00{0.00 0.00|0.00 0.00|0.00|0.00|0.00 3000 -2.00 | 2.00

Teacher Replacements Legend

Colour Guide The Legend
Lesson cancelled @ Teacher in same faculty / faculty group as class provides a keV to
Teacher absent Load of replacerments assigned the colours used
Teacher absent due to activity Load of replacements svailable in the lower

@ Teacher absent (Counted) pane, the codes

displayed on

Codes

teacher

C: Counted replacement MN: Not at school timetables and

D: Uncounted replacement U: Unavailable the full names

L: Morrmal lesson X Cannot use Emergency Teacher for the column

M: Meeting Y: Yard duty headings.

Colurnn Headings Click Close

For selected day For period

Total: Total timetabled load Index: Prioritised ranking

In Liew: Replacement remaining due to cancelled lessons For cycle

UR: Total uncounted replacements remaining {In Lieu + W/Cy) W/ Cy: Uncounted replacements remdining

C: Counted replacements allocated CL: Counted replacements remaining
U: Uncounted replacements allocated For the file
C+L Total replacerments allocated TC: Total counted replacements allpeated

OL: Uncounted replacements remgining

Close

Timetabling Solutions Page 178 of 346



Web Daily Organiser Lesson 8

TEACHER TIMETABLE

A summary of each teacher’s timetable and the period load for the selected day is displayed to the
left of the teacher’s name. The full teacher timetable can be displayed in the Supplementary
Information.

L Show In Lower Pane < Previous Period > MNext Period v Sar Note. TO the Ieft Of each
PEriad|AM‘HR|1 |2‘R|3 ‘4 ‘U |L2|5|6‘PM TDta\‘AvailahlETeathEr |\r'dex‘ teacher’s name is a Summary of TC |(‘L ‘OL ‘
1 0.00 | Einstein Bert (Emerg) (1 . . 0.00 | 0.00|0.00|0.00 |27200 NA | NA
1 L 1.00 |Adams Rod 21 thelr tlmetable and the tOtaI 0.00 | 0.00 | 0.00 {0.00 | 300 1 -2.00 | 2.00
1 L LiL L 320  Bell Heather period load for the day. 0.00| 0.00|0.00|0.00 .00 [1.00 | 10.00
1 M| M Y L 1.50 |Burrg 0.00 | 0.00|0.00|0.00 (1200 1.00  9.00
1 L YL |L L A7 Butler Alison 18 Click on Judy chappe" 0.00 | 0.00|0.00(0.00(0.00 |1.00 [10.00
1 L I L |U|U (U pE 1.20 | Chappell Judy 23 0.00 | 0.00|0.00(0.00|0.00 |0.00 [0.00
1 L|L 2.00  Cheng William 12 - - - - - - - - - - ~=0.00|0.00|0.00|0.00 112001 1.00 | 9.00
1 M| M Y |L 1.50 | Clark Megan 11 0.00 0.00 |0.00|0.00|0.00|0.00 |0.00 0.00(0.00|0.00 [1286°3.00° 0.00 | 0.00|0.00 (0.00 400 | 1.00 600
1 L L|L L|L 420 | Edwards John 7 000 |2.00 |2.00 0.00|0.00(0.00 |0.00 | 0.00 @F0|0.00 0.00(0.00(0.00|0.00(0.00|0.00)0F01.00 530
1 L|L L L 200 |Harley Brett 3 200 |0.00|2.00 0.00|0.00(0.00 |0.00|0.00|0.00(0.00 H0GY 0.00(0.00|0.00(0.00|0.00 19:00 1 1.00  5.00

Supplementary Information

Teacher Timetable: Judy Chappell

Period | Class / :‘!\C:ivit‘f‘ Roorm ‘ Details / Charges\ ‘
AM Judy Chappell’s timetable is now

HR | 11HRMIB $22 displayed in the Supplementary

1 Information.
2 .

Note: This includes any changes for
R .
today in blue text.

3 T1GEO1A 523
4 Unavailable

L1 Unavailable

L2 Unavailable
5 Snr Net Student Activity

Abzent from 085PT1A In OWV1
6 Snr Net Student Activity
Absent from 085PT1A in OV1
FM Snr Net Student Activity

Abzent
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TEACHER SAME FACULTY

When the class selected in the upper pane is in a faculty all available teachers in that faculty or
faculty group are highlighted in the lower pane. This feature only works if faculties and faculty
groups have been set up properly in the timetable file.

Home Page Information Stage Process Stage Reports Stage 4 | Tue 04 Feb D2 (Future) | » _

+ Select Teacher [>] Replacernent Not Required 3 Auto Allocate Outstanding Replacements 1. Sort By Period -
— Options —Legend
| O show classes with no replacement [ Show composite classes | | Replacement Teacher Composite class |
Periad | Room |Class ‘Absent Teacher | Replacement Teacher ‘ Load ‘ Count ‘ Students | Notes |
1 521 12ENG1E Boyle Joanne 1.00 20
1 12PaTIC Wood Paul 1.00 17 . .

Note: A science class is

1 GYM2 0SPEBTA Alderson David 1.00 26
1 GYM1 O9PEGIA | Atkinson Danielle 1.00 24 selected on the upper pane,
1 |ue UBSCHD | Cooke Dennis so all Science teachers are
1 523 11 ENG EXAM | Additional Teacher 1 . . .
1 524 11 ENG EXAM | Additional Teacher 2 h|gh||ghted In the |0Wer pane
1 525 11 ENG EXAM | Additional Teacher 3
1 526 11 ENG EXAM | Additional Click Show in Lower Pane

£ Show In Lower F=ar'e‘mcw Period > MNext Period v Same Periog 1,54t By Teachers (def
Period|AM‘HR 1 2|R|3 |4 |L1 |L2|5|6‘PM Tobal|AvaiIab\eTeacher ||nde%eu|w R |C ‘U |C+U Last 10 Days (Counted) TC ‘CL |OL ‘
1 000 | Einstein Berﬁ(EmV X 040 (0.00/0.00|0.00|0.00 |0.00 SHOONSISONSFONE000500N 0.00 | 0.00 (0.00 | 0.00 2201 NA | NA
1 L 1.00 | Adams Rod 21 0.00 |0.00 /3000 0.00 300" §3:001 000 |0.00|0.00(0.00|0.00(0.00|0.00|0.00 | 0.00 [S300° -2.00 | 2.00
1 L L|L L 3.20 |Bell Heather 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 10.00
1 M (M Y L 1.50 | Burrows Kelly 0.00 |0.00(0.00|0.00|0.00 |0.00 0.00(0.00 000100 0.00|0.00 0.00|0.00 000100 1.00 |9.00
1 L YL |L L 270 | Butler Alison 0.00 |0.000.00|0.00|0.00 |0.00|0.000.00|0.00(0.00|0.000.00|0.00(0.00|0.00(0.00 [1.00 10.00
1 L L|U|U (u B b 1.20 | Chappell Judy 0.00 |0.00(0.000.00|0.00 |0.00|0.00(0.00|0.00(0.00|0.00(0.00|0.00(0.00/0.00(0.00 |0.00 000

1 L|L 200 Cheng William 12 000 |0.00 |0.00|0.00|0.00|0.00 [0.00) 0.001.00|0.00(0.00)0.00(0.00)0.00(0.00) 000108 1.00 9.00

Show in Lower Pane

Optional Columns to Display Highlight available teachers by
. @ Faculty (O Faculty Group .
& Towl Note: The radio
M Index Options buttons can be used to

O show In Lieu and Emergency Teachers anly

o highlight teachers in
& in Liew O show Balloons ghilg

B WCy - Uncounted Cyde \ the same faculty or
) faculty group.

B UR: Uncounted Remaining (In Lieu + U/Cy)
M C: Count Leave Faculty selected

B U:Uncounted and click Cancel

B C+ U: Total Replacements for Today
B Last 10 Days
O Last 10 Days (Uncounted)
B TC: Total Count
B cL: Cyele Limit

B OL: Overall Limit

OK Cancel

Timetabling Solutions Page 180 of 346



Web Daily Organiser Lesson 8

The index is a ranking calculated by the application to prioritise the staff for allocation of
replacements. Emergency 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:
in lieu, uncounted/cycle, total load for the day, cycle limit, overall limit and priority.

@ Show In Lower Pane < Previous Period > Mext Perind v Same Period 1. Sort By Teachers (defaul) ¥ Legend
Penod|AM‘HR‘1 |2|R‘3 ‘4 |L1 ‘L2‘5|6|PM TotaI|Ava|Iab\eTeacher |Irdex||r L\eu‘Ur'Cy|UR ‘C |U |c+u Last 10 Days (Counted) TC ‘CL |OL |
1 0.00 |Einstein Bert (Emerg) [1 |0.00 | 0.00 |0.00|0.00|0.000.00 |0.00 |5:00 550 570 6.00 500  0.00)0.00|0.00 0.00 2730 NA |NA
1 L 1.00 [Adams Rod 21 VN 000 i -2.00|2.00
1 L L L 3.20 | Bell Heather 16 |0.00 o Note: Emergency teachers are always 1.00 [10.00
1 MMy L 150 | Burrows Kelly 10 |000 000 given the hlghest ranking. 1.00 | 9.00
1 L YL L L 270 [Butler Alison 12 |000 |0.00 1.00 [10.00
1 L l L|uju v 1.20 |Chappell Judy 23 000 |0.00 |0B0]0.00[0.00[0.00 [0.00]000]0.00[0.60]0.00[0.00[0.00[0.00[000 0.00[0.00 | 0.00 |0.00

TEACHER LOAD AVAILABILITY

When a teacher has cancelled classes, the available load will be in the In Lieu column. When a
teacher is underload and has been allocated an Uncounted value on screen [6A] Teacher Details, the
load of Uncounted/Cycle remaining is shown in the U/Cy column. The total of these 2 values is in
the Uncounted Remaining (UR) column.

1:: Show In Lower Pane < Previous Period > Mext Period w  Same Period 1. Sort By Teachers (default) w  Legend
Permn|AM‘HR|1 |2‘R|3 ‘4 ‘U |L2|5|6‘PM Total ‘AvallanleTeather |\r-dex‘ In L\eu|u.ny|UR ‘C |U |C+U Last 10 Days (Counted) TC |CL ‘OL ‘
1 0.00 | Einstein Bert (Emerg) (1 000 |0.00|0.00) 0.00|0.00(0.00 |0.00 500 550 570 6.000 5.00 0.00 | 0.00)0.00|0.00 |27.201 NA | NA
1 L 1.00 |Adams Rod 21 0.00 |0.00 |0.00 [3.004 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 2.00
1 L L L L 3.20 | Bell Heather 16 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 |1.00 710.00
1 M| M Y L 1.50 |Burrows Kelly 10 0.00 0.00 |0.00|0.00|0.000.00 |0.00 0.00(0.00|0.00 (49801 0.00|0.00|0.00|0.00(0.00 1200 | 1.00 |S.00
1 L YL |L L 370  Butler Alison 18 000 |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]|0.00 [1.00 10.00
1 L I L |U|U (U pE 1.20 |Chappell Judy 23 0.00 |0.00 |0.000.00|0.00(0.00 |0.000.00|0.00(0.00 0.00(0.00(0.00|0.00(0.00|0.00]/0.00 |0.00 0.00
1 L|L 200  Cheng William 12 000 |0.00 |0.000.00|0.00(0.00 |0.00|0.009.000.00 0.00(0.00(0.00|0.00(0.00|0.001.00 |1.00 9.00
1 M| M Y |L 1.50 | Clark Megan 11 0.00 0.00 |0.00|0.00|0.00/0.00 |0.00 0.00(0.00|0.00 [1206°2.00° 0.00 |0.00|0.00(0.00 400 | 1.00 600
1 L L|L L|L 420 | Edwards John 7 000 |2.00 |2.00 0.00|0.00(0.00 |0.00|0.00 @F0|0.00 0.00(0.00(0.00|0.00(0.00|0.00)@0F01.00 530
1 L|L L L 200 |Harley Brett 3 200 | 0.0 .00 0.00(0.00(0.00 |0.000.00|0.00(0.00 300N 0.00|0.00|0.00|0.00|0.00 4208 1.00 |9.00
1 L|L 200 Jackson Chris 8 0.00 0.00/0.00|0.00 |0.00|0.00|0.00 400 0.00|0.00(0.00 0.00(0.00(0.00 100 1.00 9.00
1 L L 200 |Jones Adam 12 000 | 0.0 0.00|0.00|0.00 |0.00|0.00 }:201 0.00 2001 0.00 |0.00 | 0.00(0.00 (0.00 1520 1.00 |8.80

Details of available In Lieu and U/Cy are highlighted green.

Note: The 2.00 in the U/Cy column for John Edwards relates to the 2 periods
that he is underload. This was entered on the [6A] Teacher Details screen.

The 2.0 in the In Lieu column for Brett Harley relates to the 2 cancelled
lessons on the selected day.

UR is the total of the In Lieu and U/Cy columns.

Both teachers have 2.0 in the UR column.
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W IN LIEU AND EMERGENCY TEACHER ONL

It is possible to display only in lieu and emergency teachers in the lower pane. This will be useful for
schools who assign teachers to specific periods for replacements.

I:I Show In Lower Pane < Previous Period > Next v Same Period 1. Sort By Teachers (default) » Legend
Period|AM‘N|2‘R|3 ‘4 ‘u |L2| ‘PM Tota\‘AvailableTeacher |\r'dex‘\r' L\eu|U.ny|UR ‘c |U |c+u Last 10 Days (Counted) TC |CL ‘OL ‘
1 0.00 |Einstein Bert(Emerg) [1 | 0.00 | 0.00 [0.00 0.00{0.00{0.00 |0.00 500 550 570 6.00 5.00{0.00|0.00 [0.00 | 0.00 [27.20( NA | NA
1 L 1.00 | Adams Rod 21 000 |0.00|0.00 300] 0.00 [2.00 |3:00) 0.00| 0.00| .00 0.00 |0.00 [0.00  0.00|0.00|0.00 |3:00 | -2.00| 2.00
1 L L . . 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 10.00
1 MM Click Show in Lower Pane 0.00 [0.00] 0.00{0.00{0.00 |0.00]0.00(0.00 |0.00 [4:60] 0.00|0.00 0.00 | 0.00|0.00 |1:00"| 1.00 | 9.00
1 L YL L 0.00 [0.00] 0.00{0.00{0.00 |e.00]0.00(0.00 |0.00] 0.00|0.00|0.00 0.00|0.00|0.00|0.00 [1.00 10.00
1 L I Llujuu Bt 120 |Chappell judy 23 |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
1 L[L|  |200 |ChengWilliam 12 000 [0.00 |0.00 0.00(0.00[0.00 [0.00 0.001:000.00 0.00|0.00 0.00 0.00(0.00(0.00 1460 1.00 |5.00
1 MMy L 150 | Clark Megan 11 000 [0.000.00 0.00(0.00(0.00 [0.00 0.000.00|0.00 4:0012:00) 0.00 0.00(0.00(0.00 400" 1.00 600
1 L Lt L[L|  |420 Edwards lohn 7 |o00 |200(2.00 0.00(0.00(0.00 |0.00 0.00 0:70]c.00 0.00(0.00 0.00 0.00|0.00|0.00 @70 1 1.00 9.0
1 L(L L L 200 | Harley Brett 3 200 |[0.00|2.00 0.00(0.00(0.00 |0.00|0.00]0.00|c.00 1400] 0.00 [0.00 0.00|0.00|0.00 [1:00 1 1.00 |9.00
1 L[L|  |200 [Jackson Chris g |000 |0:300.30 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 | 1.00 9.0
1 L Ll |200 |jones Agam 13 000 [0.00 0.00 0.00(0.00[0.00 |0.00 0.00 820 0.00 168 0.00 [0.00 0.00|0.00|0.00 [1:20" 1.00 280
Show in Lower Pane
Optional Columns to Display Highlight available teachers by Tick Show In Lieu and
Total @ Foculty O Faculty Group Emergency Teachers only and

click OK

ndex Options

B4 show In Lieu and Emergency Teachers only

n Lieu

U/Cy : Uncounted Cycle

O show Balloons

UR : Uncounted Remaining (In Lieu + U/Cy)
C: Count
U : Uncounted
C+ U: Total Replacements for Today
Last 10 Days
O Last 10 Days (Uncounted)
TC: Total Count
CL : Cycle Lirnit

OL: Overall Lirmit

OK Cancel

Perind v Same Period 1.Sort

s

¢ In Lower Pane < Previous Perind >

y Teache|

Only in lieu and emergency

Penod‘AM|HR‘1| |3‘4|L1|L2‘ E‘PM TotaI|Ava|IahIeTeacher ‘\r‘dex‘\r' L\eu|Uny‘UR ‘C ‘U ‘C+ teachers are now dlsplayed, Wlth

1 0.00 | Einstein Bert (Emerg) | 1 0.00 0.00 |0.00{0.00| 000 0.0

1 Lol | L 200 | Harley Brect 3 emergency teachers at the top and
! il W Ljt] 420 |Marks Daniel : 0.0 in lieu teachers in the same order
1 L |L|L L L 2.20 | Rennie Matthew 4 2.00 0.00 0.0

1 L |L|L L|L L(L 3.20 | Smyth Martin 2 3.00 0.00 {3.000.00 | 000 0.0 as they are on screen [11A] Cancel
1 LiL| |LL LiL 400 [ThomsonWayne |6 200 |0.00 |2.00 0.00| 0.00 0.0 Lessons.
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§ Show In Lower Pane < Previous Period > Next Period v Same Period 1. Sort By Teachers (defaul) ¥ Legend
Perwod‘AM|HM‘R|3‘4|L1 |L2‘5|6‘PM TOtaI|AvaiIableTeacher ‘\r‘dex‘\r‘ L\eu|Uny‘UR ‘C ‘U ‘C+U Last 10 Days (Counted) TC |CL |OL ‘
1 0.00 | Einstein Bert (Emerg) | 1 0.00 (0.00 0.00/0.000.00 0.00 |0.00[5.00 550 5.70 6.00 5.001 0,00 0.00|0.00|0.00 2720 NA | NA
1 L|L L 200 | Harlew Brett 200 1000 | 2.0000.000.00 0.00 |0.00(0.000.00 0.009.00 0.00|0.00|0.00|0.00|0.001.00  1.00|9.00
1 L |L|L LIL C“ck Show in Lower Pane 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(0.000.00(0.00 |1.00) 10.00
1 L |L|L L 0 |2.00 0.00|0.00|0.00 |0.00|0.000:20' 0.00|0.00|0.00 | 0.00|0.00(0.000.00)0:20  1.00 5.80
1 L |L|L LIL = = - - =00 |3.00|0.00|0.00 |0.00 |0.00{0.00(0.00|0.00 4.00° 0.00 | 0.00(0.00|0.00|0.0019.00  1.00|9.00
1 L|L LIL LiL 4.00 | Tharnson Wayne ] 200 |0.00 2.00 000 0,00 0.00 |0.001.00 0.00 0.00/0.00 0.00|0.00(0.00|0.00|0.001.00 | 0.00|9.00

Show in Lower Pane

Optional Columns to Display Highlight available teachers by Untick Show In Lieu and
Total © Faculty O Faculty Group Emergency Teachers only and
click OK

ndex Options

] show In Lieu and Emergency Teachers anly

n Lieu

U/Cy : Uncounted Cycle

O show Balloons

UR : Uncounted Remaining (In Lieu + U/Cy)
C: Count
U : Uncounted
C+ U: Total Replacements for Today
Last 10 Days
O Last 10 Days (Uncounted)
TC: Total Count
CL : Cycle Limit

OL: Overall Lirmit

OK Cancel

TEACHER LOAD COUNTS

When a teacher is allocated a replacement a summary of the loads is displayed. The load value of
counted replacements is recorded in the Counted (C) column. The load values of in lieu and
uncounted replacements are recorded in the Uncounted (U) column. The total of these 2 values is in
the C+U column.

¢ Show In Lower Pane < Previous Period > Mext Period w  Same Period 1. Sort By Teachers (default) ~ Legend
Permd|AM‘HR|1 |2‘R|3 ‘4 ‘U |L2|5|6‘DM Tota\‘AvaulahleTeather |\rdex‘\r Lieu UJCy|UR ‘C |U |C+U Last 10 Days (Counted) TC |CL ‘OL ‘
1 0.00 | Einstein Bert (Emerg) (1 000 |0.00 |0.00 0.00|0.00(0.00 |0.00 500 550 570 600 500 0.00 000 0.00|0.00 2720 NA |NA
1 L 1.00 |Adams Rod 21 0.00 |0.00 |0.00 [3.004 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 2.00

0.00

=

1 L L L L 3.20 | Bell Heather 16 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]0.00 |1.00 [10.00

=1

1 M| W ¥ L 1.50 |Burrows Kelly 10 000 |0.00 |0.00 0. 0.00 |0.00 0.00|0.00|0.00 1200 0.00|0.00 0.00|0.00|0.00 | 1200  1.00  S.00

1 L YL L L 370  Butler Alison 1 000 |000|000 0 000 |0.00 000|0.00|0.00| 000 0.00|0.00|000(0.00(0.00[{000 [1.00 1000

1 L I il

Details of allocated replacements are highlighted in pink:
Note: The counted value of 3.00 for Rod Adams refers to the teacher adjustment
entered earlier on the [8D] Adjust Teacher Loads screen.
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ST10D

Either the Last 10 Days (Counted) or the last 10 Days (Uncounted) can be displayed. Additional
information about the last 10 days can also be displayed in balloons.

L Show In Lower Pane

< Previous Period > Next Period v Same Period 1. Sort By Teachers (default) ~ Legend

A
Peri0d|AM‘HR|1 |2‘M&\[4 ‘LW |L2|5|6‘PM TDta\‘AvailableTeacher |\r'dex‘\r' L\eu|U.ny|UR ‘C |U |C+ Uhas:m Days (Counted) TC |CL ‘OL ‘
1 0.00 | Einstein Bert (Emerg) (1 0.00 |0.00 |0.00/0.000.000.00 A0.005.00 550 5.70 6.000 5.00 0.00 0.00|0.00|0.00 | 2720 NA | NA
1 L 1.00 |Adams Rod 21 0.00 |0.00 |0.00 3008 0.00 (3 =:00) 0.00|0.00|0.00{0.00{0.00(0.00 | 0.00|0.00|0.00 |S200 -2.00 (2.00
1 L L L L Bell Heather f,ﬂ'] 0.00|0.00|0.00|0.00{0.00{0.00 | 0.00|0.00|0.00|0.00 |1.00 |10.00
1 MM Y L rrows Kelly 0.00|0.00|0.00|0.00 4300 0.00 {0.00 | 0.00|0.00|0.00 4900 1.00 | 5.00
1 L YL L L 3.70 |Butler A . Q. . X . 0.00/0.00|0.00|0.00|0.00(0.00{0.00|0.00|0.00|0.000.00 |1.00 |10.00
1 L I L (U |U |U s 1.20 | Chappell Judy 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 L|L 200 Cheng William Q00 | 0.00 92001 0.00 | 0.00|0.00 {0.00 | 0.00|0.00|0.00 |1900 | 1.00 | 9.00
1 MM ¥ |L 150 | Clark Megan 0.00|0.00|0.00|0.00 430053001 0.00 | 0.00|0.00|0.00 |400|1.00 600
1 L L L L|L 4.20 | Edwards John 0.00|0.00 f8.701 0.00 | 0.00|0.00 {0.00 | 0.00| 0.00|0.00 870 1 1.00 | 930

Details of the Last 10 Days Counted replacements are displayed
in the next set of columns.

Note: The first of these 10 columns contains details for the
selected day, so this is the same as the Counted column.

Click Show in Lower Pane

Total
ndex

n Lieu

C: Count

U : Uncounted

Last 10 Days

TC: Total Count

CL : Cycle Lirnit

OL: Overall Lirmit

Optional Columns to Disp

U/Cy : Uncounted Cycle

UR : Uncounted Remaining (In Lieu + U/Cy)

C+ U: Total Replacements for Today

Last 10 Days (Uncounted)

Show in Lower Pane

ay Highlight available teacher:

@® Faculty (O Faculty Group

Options
O show In Lieu and Emergency Teachers anly
B show Balloons

Tick Show Balloons
and Last 10 Days uncounted

Click OK

OK Cancel
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‘ QShWInLowerPane < Previous Period > Next Period ‘ v Same Period 1. Sort By Teachers (default) v | Legend

3 |4 |L1|L2|5|6|PM |Total |Available Teacher Index |InLieu |U/Cy([UR |C |U |C+U|Last10 Days (Uncounted) TC | (oL
0.00 |Einstein Bert (Emerg) |1 0.00 [0.00 |0.00|0.00(0.00(0.00 [0.00|0.00| Q00 (0.00(0.00|0.000.00(0.00|0.00|0.00

1.00 _21 0.00 [0.00 0.000‘00 0.97 0.00(0.00|0.00 (0.00|0.00 | 0.00|0.00|0.00

L (L \ L 3.20 | Bell Heather 16 0.00 [0.00 |0.00(0.00|0.00{0.00 |0.00 /00 0.00(0.00|0.00 (0.00|0.00 | 0.00|0.00|0.00
MM ¥ E 1.50 |Burrows Kelly 10 0.00 {0.00 |0.00(0.00|0.00|0.00 0}66 0.00{0.00|0.00{0.00|0.00|0.00|0.00|0.00 |0.00
L L L 370 18 0.00 |0.00 |0.00(0.00|0.00|0.00 40.000.00|0.00(0.00|0.00(0.00|0.000.00|0.00|0.00
LU

u|u 20 23 |0.00 |0.00 |0.00(0.00|0.00 0,6 0.00{0.00|0.00|0.00(0.00|0.00 (0.00|0.00 | 0.00 | 0.00

L] 200 12 000 [0.00|000|0.00]0.09/0.00 |0.00|0.00|0.00[0.00 0.00|0.00|0.00{0.00 | 0.00
Ean 1.50 | CidMegan 11 [0.00 [0.00 0.00[0.00]g00]0.00 {0.00{0.00]0.00]0.00]0.00|0.00[0.00[ 0.00] 0.00|0.00
L L] [a20 anarche{n 7 |ooo 0.00[0.00 |0.00|0.00 0.00|0.00(0.00{0.00|0.00
] 1
L L 200 |Harley Brett 0.00{0.000.00\000 | 47 5 ncounted replacements allocated 4 days prior to selected day
L] [200

0.00 .00|0.00 0.00(0.00|0.00 0.00|0.00 K
t

1 T t

il [
T S

Note: Last 10 Days (Uncounted) is now displayed. Additional
information is displayed when hovering over a value.

Click Show in Lower Pane

Show in Lower Pane

Optional Columns to Display Highlight available teachers by
Facul Faculty Gros
B Total @ Feculy O Feculty Group
B Index Options
O show In Lieu and Emergency Teachers only
B In Lieu

O show Balloons
B UiCy : Uneounted Cyele

B UR: Uncounted Remaining (In Lieu + U/Cy)
Untick Show Balloons

& C:Count and Last 10 Days uncounted

B U Uneounted

Click OK

B C+ U: Total Replacements for Today

B Last 10 Days

D Last 10 Days (Uncounted)
B TC: Total Count
B cL: Cyele Limit

B OL: Overall Limit

OK Cancel
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SUMMARY INFORMATION

The last 3 columns display the summary information

e Total Count (TC): Total sum of all counted replacements assigned
e Cycle Limit (CL): Counted replacements remaining in the current cycle
e Overall Limit (OL): Counted replacements remaining overall

§ Show In Lower Pane < Previous Period > Mext Period v Same Period 1. Sort By Teachers (defaul) ¥ Legend
Per|0d|AM‘HR‘1|2|R‘3 ‘4 |L1 ‘L2‘5|6|PM TotaI|Ava|Iab\eTeacher |Irdex||r L\eu‘Ur’Cy|UR ‘C |U |C+U Last 10 Days (Counted) TC ‘CL |OL |
1 0.00 |Einstein Bert (Emerg) (1 0.00 | 0.00 |0.00 0.00|0.00(0.00 |0.00 [500°5:50 570" 6.000 5001 0.00(0.00|0.00| 0.00 [2F20) NA | NA
1 L 1.00 |Adams Rod 21 0.00 | 0.00 |0.00[3.0010.00 [3:00 43.00° 0.00|0.00(0.00 0.00|0.00 0.00|0.00 300 | -2.00 (2.00
1 L L|L L 3.20 |Bell Heather 16 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(000 1.00 |10.00
1 MM Y L 1.50 | Burrows Kelly 10 0.00 0.00 |0.00|0.00|0.00|0.00 |0.00 0.00(0.00|0.00 100 .00 | 0.00 | 0.00 9200 1.00 | 9.00
1 L YL L L 370 |Butler Alison 13 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 |10.00
1 L l L |U|U U - 1.20 | Chappell Judy 23 0.00 |0.00 |0.00/0.00|0.00(0.00 |0.000.00|0. M} 0.00
1 L|L 2.00 |Cheng William 12 0.00 | 0.00 |0.00|0.0 0.00 |0.00 &~ 0.00 900" 1.00 |9.00

Replacements already allocated are highlighted in pink in the TC column.

Remaining counted replacements are highlighted green in the CL and OL columns

SELECT INFORMATION TO DISPLAY IN LOWER PANE

It is possible for the Daily Organiser to personalise the data displayed in the lower pane. The
Available Teacher and summary timetable columns are always displayed. All other columns can be
displayed or hidden.

$ Show In Lower Pane < Previous Period ¥ Next Period v Same Period 1. Sort By Teachers (default) + Legend
Peri0d|AM ‘ MZ | R‘3 ‘4 |L1 ‘L2‘5 |6 | PM | Total |Avai|ab\e Teacher |Irdex||r Lieu ‘ U/Cy| UR ‘C |U |C‘r U | Last 10 Days (Counted) TC ‘CL |OL |
1 0.00 |Einstein Bert (Emere) |1 2.00 0.00 |0.00/0.00|0.00|0.00 |0.00500°5.:50 5.70 6.00 5.00 0.00|0.00|0.00 |0.00 |27.20| NA |NA
1 L H 0.00 | 0.00 |30 0.00 [3400° {2001 0.00 | 0.00|0.00 | 0.00|0.00|0.00|0.00|0.00 | 0.00 (300" -2.00 |2.00
Click Show In Lower Pane
1 L L|L 0.00 |0.00/0.00|0.00|0.00 |0.00|0.000.00)0.000.000.000.00|0.00|0.00 0.00|0.00 1.00 10.00
1 MM 0.00 |0.00|0.00|0.00|0.00 |0.00(0.000.00|0.00 2008 0.00|0.00|0.00|0.00|0.00 |M200 1.00 (9.00
1 L YL L L 270 |Butler Alison 18 0.00 | 0.00 |0.00/0.00|0.00(0.00 |0.000.000.00(0.00 0.00(0.00 0.00(0.00/0.00|0.00(0.00 |1.00 10,00
1 L l L |U|U |U JSus 1.20 | Chappell judy 23 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
1 L|L 2.00 |Cheng William 12 0.00 | 0.00 |0.00|0.00|0.00(0.00 |0.000.004.0810.00 0.00|0.00 0.00|0.00(0.00|0.00 2000 1.00 |9.00
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Show in Lower Pane

Optional Columns to Display Highlight available teachers by
Faculty Faculty Grou
Total ® v O 1y Group
Index Options
O Show In Lieu teachers only Note: The columns to
In Lieu

O show balloons

display can be selected by
ticking or unticking the
check boxes.

U/Cy : Uncounted Cycle
UR : Uncounted Remaining {In Lisu + W/Cy)

C - Count
No changes will be made

at this time, click Cancel

U - Uncounted

C + U : Total Replacements for Today

Last 10 Days

[ Last 10 Days (Uncounted)
TC : Total Count
CL: Cycle Limit

OL - Overall Limit

oK Cancel

SORT AVAILABLE REPLACEMENT TEACHERS

In the lower pane, the list of available teachers can be sorted by any of the fields, even if the field is
not displayed. Emergency teachers are always listed at the top of the list irrespective of how the list
is sorted.

It is highly recommended that the teachers are sorted with the ones most likely to be used at the top
of the list. In lieu and uncounted/cycle replacements need to be used before counted replacements
so it is best to have these teachers at the top of the list. This can be arranged by sorting by in lieu,
uncounted/cycle or by uncounted remaining. The most popular way to sort is by index as it takes all
this and more into account.

£ Show In Lower Pane < Previous Periad > MextPeriod v Same Period 4. Sort By Index ¥ | Legend
Permd|AM‘HR‘1‘2|R|3 |4 |L1|L2|5|6‘PM Tota||Ava.|ameTeacher |Ir'dex‘\r‘L|eu urq‘un |C ‘u |C+U C ‘CL |OL ‘
1 0.00 |Einstein Bert (Emerg) [1 | 0.00 |0.00 |0.00(0.00 0.00|0.00 2720/ NA |NA
1 Lot [ufL L|L 320 | Senyth Martin 2 300 [0.00)300(0.00 0.00(0.00 100 1.00 |9.00
1 L|L L L 200 | Harley Brett 3 200 |000 200|000 0.00(0.00 100 100 900
1 Lo|L|L L L 220 |RennieMatthew 4 200 |0.00 |2.00|0.00 0.000. . 0
1 Lot [ufL L|L 420 | Marks Daniel 5 200 [0.00 200 0.00)0.000. k on the drop down menu and 00
1 L] oo L 400 |ThomsonWayne |6 200 |0.00 |2.00/0.00 0.00|0. select 4. Sort By Index o
1 L L L L|L 420 | Edwards John 7 |ooo |200 200 0.00)0.00|0. 0
1 L|L 2.00 | Jaekaan Chris g 000 |0.30 030(0.00)0.00|0.00 UU0TOUDTU0T JRD0Y 000 U-UTT 000 U00 U0 U-00 JEUE TA00 790
1 L L 120 | Patel Marek 9 |ooo |0o00 000|000 000(0.00 |0.00 0.00|0.00 0.00/1.80] 000 000 000|000 000108 100 900
1 MM |y | L 1.50 | Burrows Kelly 10 000 [0.00 0.00/0.000.00(0.00 |0.00 0.00(0.00 0.001.00) 0.00|0.00 0.00|0.00|0.00 (100 | 1.00 |9.00
1 MiM[ YL 1.50 | Clark Megan 11000 [0.00 0.00/0.000.00(0.00 |0.00 0.00(0.00 0.00 1.00 2.00{0.00 0.00|0.00|0.00 (400 | 1.00 |6.00
1 L|L 200 |Cheng William 12 000|000 |0.00/0.00 0.00/0.00 |0.00 0.001480) 0.00|0.00 0.00|0.00 0.00|0.00 0.00 100 | 1.00 |9.00
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# Show In Lower Pane < Previous Period > MextPeriod v Same Period 4 Sort By Index - I Legend
Period |AM |HR |1 |2 (R|3 (4 (L1 (L2 5|6 |PM | Total | Available Teacher Index | In Lieu |U/Cy |UR |C u €+ U | Last 10 Days (Counted) TC L |OL
1 0.00 |Einstein Bert (Emerg) (1 000 0.00 |0.00(0.00|0.000.00 |0.00 0.00 | 0.00 | 0.00 | 000 NA | NA
1 L |L|L L|L L|L 320 |Smyth Martin 2 3.00 0.00 |3.00|0.00 | 0.000.00 |0.00 0.000.00 000 0.00(0.00 | 0.00|0.00 | 0,00 1.00 |9.00
1 LL L L 2.00 |Harley Brett, 3 2.00 0.00 [2.00(0) 0.00|0.00 |0.00 0.00|0.000.00 0.00|0.00 | 0.00|0.00 | 0.00 1.00 | 9.00
1 L |L|L L L 220 Renniyétthew 4 200 0.00 [2.00(0.00 MO.GO 0.00 | 0.00 0.00|0.00 | 0.00|0.00 | 0.00|0.00 | 000 1.00 9.80
1 L |L|L L|L L|L 420 5 Daniel 5 2.00 0.00 |2.00(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 1,0(] 10.00
1 LL L (L L(L 4.V Thomson Wayne & 2.00 0.00 {2.00(0.000.00(0.00 |O 0.00 | 0.00|0.00 | 0.00|0.00 | 0.00|0.00 0.00 0.00 |9.00
1 L L (L L(L 120 | Edwards John 7 000 2.00 | 2.00(0.00 Lﬂ@. 00 | 0.00 | OX 0.00|0.00 | 0.00|0.00 | 0.00|0.00 | 000 100 930
1 L 2.00 _8 0.00 0.30 030(0.00 000000 |O.0 0 0.00| 0,00 0.00 | 0.00|0.00|0.00 1.00 |9.00
000 00 | 9.00
Note: Emergency teachers are always | .u | Note: The available teachers are now oo 9.0
listed at the top of the list irrespective | °® |9 listed in index order with teachers having | 5%
000 q 00 | 9.00
of how the list is sorted.

in lieu or U/Cy near the top of the list.
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Web Daily Organiser Lesson 9

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 emergency teachers are needed.

3 Open Daily Organiser 2020 - one week later

(s I

Managd Items

B ey * View Published Timetables * Canfigure Settings
O ope Lr View User Changes € Publish Daily Organiser ... Off
X Close & import Dats B Permmit Support Access Off
@ Cop ¥ Export Data ﬁ Open on Today's Date Off
Task Groups
Information Ytage Process Stage Reports Stage
n Pararneters\and Calendar ... Teachers ... D Check Replacerments
n Unsupervised Classes Students ... D Teacher Changes
Bl Teacher Absece Reasons Rooms . B2l sutietin .
n Lesson Cancellgtion Reasons Cancel Lessons and Yard Duties ... D Selected Day Reports ...

Allocate Teacher Replacements

H Teachers and Sti\dents . Room Replacements ... . Gauge Teacher Requirements

Student Attendanc Emergency Teacher Availability

2] Fite statisties .

n Reminder Motes

Check that the timetable day and date correspond
to the second Tuesday of the school year

Hover over [12] Teacher Replacements...
and the sub-branches are listed

Click [B] Gauge Teacher Requirements
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The Gauge Teacher Requirements screen provides 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 teachers required each lesson. This is

useful in determining if an emergency teacher is needed.

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 allocated. each time a replacement is allocated.

ﬂ Home Page

Infermation Stage  Process Stage  Reports Stage

/\
Tue Ey/Feb D2 {\F‘b\ure] -

— Legend
‘ Shartfall

SN\

Period ‘Cancelled ‘ In Liew ‘ Initial Replacernents Required | Initial Difference | Remaining Replacements Required | Available Teachers|

HR 1 0 3 -3 3
3 5 g -4 g
6 5 8 -3 8
0 0 3 3
] ] z -5 z
] 0 7 7
7 7

L5 LT B A VE R

1 1

20
22
22
14
14
14
16

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 allocated.

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. Excess could be used in other periods.

e Less than zero (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 emergency teachers.

Timetabling Solutions

Page 191 of 346



Web Daily Organiser Lesson 9

ENTER EMERGENCY TEACHER AVAILABILITY

In a previous lesson, emergency teachers were made available and unavailable for a number of days
in an Emergency Teacher Activity. On this screen an emergency teacher can be made available or
unavailable for the selected day.

E On the Task Tree select:
[12C] Emergency Teacher Availability

B comerse momaionsuge mocessupe oo CUICICEOEEEON .

# Teacher Available Period On/Off # Teacher Available for Day OnfOff E Mot to be Used On/Off E Not to be used for Day On/Off = Sort Emergency Teachers
— Opfions —Legend

| O show day load | ‘ Available Mot available Available {Activity) @ Not available (Activity) ‘

0| Teacher |AM|HR|1 ‘2 |R |3 |4 ‘L1 ‘LZ‘S ‘6 |PM|Day|Phone |Moh\\e Phone|0therPhone|Notes Teacher Reg NQ|Exp\ryDate|

1 | Curie Marie N [N |[N/NIN[N|N/N N N NN 52283700 | 0411 555 555 Physics, Chemistry 1234541 June 2023

2 | Einstein Bert Il | 5228 1111|0400 111 222 Physics, Maths 811716 Jan 2021

3 | Shakespeare Billy 2282222 | 0401 222 333 English, not on Mondays | 676365 Feb 2025

4 | Crowe Peter N[N [NINN[N|NIN|N NNN 0400 123 456 English 5654656 Jun 2022

5 |Daly Garry N [N [NINN[N|N/N|N N/NN 0411 987 654 Maths, Science 28647924 Jun 2023

& |Eisenh 024

7 |Kong Note: The data from the Emergency Teacher Activities is shown here. o

B [Lunch Bert Einstein was made available and is displayed here in blue. -

9 | McGuel 022

The red for Billy Shakespeare indicates that he is not to be used.

For other teachers the N indicates that they have not been made
available at this stage.

n Home Page Information Stage Process Stage Reports Stage 4 |Tue 04 Feb D2 (Future) | » _

rd er Available Period On/Off # Teacher Available for Day On/Off E Not to be Used On/Off E Mot to be used for Day On/Off = Sort Emergency Teachers

— Optios — Legend .

| O srowsayioas | | © mvaistie @ Notsvaleii~aawiste ey @rormeind  When Peter Crowe was contacted, he said
Noooor ‘AM|HR|1 2T [3 [ [0 [2]5 5 [pw oo Trace [wasie pro that he was available from Period 3 onwards. [

1 | Curie Marie N [N|N|N/N/NIN|N [N|N|N 52283700 3555

2 |Einstein Bert Full | 52281111 ] Click on Period 3 for Peter Crowe and click

3 ShakespeareBlly .lllll sz DA 223 Teacher Available Period On/Off or

4 | Crowe Peter N |N N [N N N [N[N|N 52281999 | 0400 123 4! I . | bl | k h “

5 |Daly Garry N [N [N|NN/N|N[N |N [N|N|N 52281964 |0411 987 6! a ternatlve y dou e clickon t ece

6 |Eisenhuth Stephen ([N [N [N|N|[N|N|N|N [N [N|N[N 52282005 | 0404 222 2

7 | Kong Mark N |[N [N|NN/N/N[N |N [N|N|N 52280000 | 0401123123 Physics Chemistry 831965148 Dec 2025

8 | Lunt Andrew N |[N [N|N/N/N|N[N |N [N|N|N 52282003 0411453453 Science 1254556 Dec 2020

9 | McGucken Matthew [N [N [N|N|N|N|N|N N [N|NN 52282015 | 0402 303 030 Physics, Maths 16556562 Jan 2022

n Home Page Information Stage Process Stage  Reports Stage 4 ‘ Tue 04 Feb D2 (Future) | » _

rd d On/Off # Teacher Available for Day OnfOff E Mot to be Used On/Off E Not to be u: = Sort Emergency Teachers
— Optiol — Legend
| O Show day load | | Available Not available Available (Activity) @ Not available (Activity) ‘
NnWTeacher |AM‘HR|1 ‘2 ‘R |3 |4 |L1 |L2|£ |6 |PM‘Day |Phnne ‘Mcb\\e Phane‘OtherPhune‘Nuteﬁ ‘Teacher Req N0|F_xpiryDate|
1 | Curie Marig N [N [N/N/NNNNI|[N|[N[NIN 52283700 | 0411 555 555
2 | Einstein Bert Full 52281111 0400 111 222 Repeat for Period 4, 5 & 6 and for
3 | shakespeare bily ..lllll..ll. 4WW Yard Duty Sessions L1, L2 & PM
4 | Crowe Peter 2281999 | 0400 123 456
5 | Daly Garry N [N |[N/N/NNNNIN|[NININ 52281964 | 0411 987 654
6 |EisenhuthStephen [N [N [N|N|/N[N[N|N N [N|N|N 52282005 | 0404 222222 PE, Science 6549881351 Mar 2024
7 | Kong Mark N [N |[N/N/NNNNIN|[NININ 52280000 | 0401 123123 Physics Chemistry 281965148 Dec 2025
8 | Lunt Andrew N [N [N/N/NNNNI|[N|[N[NIN 52282003 | 0411 453453 Science 1254556 Dec 2020
9 | McGucken Matthew [N (N [N/N|N|N|N[N |N N|N[N 52282015 | 0402 303 030 Physics, Maths 16556562 Jan 2022
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n Home Page Information Stage Process Stage Reports Stage 4 |Tue 04 Feb D2 (Future) | > _

T Awailable Period On/Off # Teacher Available for Day On/Off e T|Ck show day Ioad
— Options ~ Legend
Show day lead wb\e Not available Available (Activity) @ Not availay
NS Tescrer [tk [1 [z [R5 T2 er ] s oM [Day [Day Load | phone Note: For teachers who have been made
oo B R RESERE SRS T—="1 available, the Day column indicates if it is for a
instein Bert u
3 | Shakespeare Billy 0 Full day or Part day. The value in the Day Load
4| Crawe peter N_|N [NININ Part |0 s2¢92| - column is currently 0.00. This will increase as
5 |Daly Garry N[N [NININ/N|NIN|N|NIN|N 0 52281064 I ” d
6 |Eisenhuth Stephen [N [N [N|N|N|N|N|N N |[N|NIN 1] 52282005 rep acements area Ocate -
7 | Kong Mark N [N [N|N/N/NNN|N|N/NN 1] 52280000
& | Lunt Andrew N [N [N|N/N/N|ININ|N|NIN|N 0 52282003 | 0411453453 Science 1254556 Dec 2020
9 | McGucken Matthew [N [N [N|N|N|N|N|N N |[N|NIN Q 52282015 | 0402 303 030 Physics, Maths 16556562 Jam 2022

Note: Teachers can also be changed to “Not to be used” for individual periods or for the day.

ALLOCATE REPLACEMENT TEACHERS IN THE UPPER PANE

The process of allocating replacement teachers is central to Web Daily Organiser. Replacement
teachers can be allocated to classes from the upper pane or from the lower pane. To allocate from
the upper pane, double click in the Replacement Teacher cell and the first available teacher from the
lower pane will be allocated.

E On the Task Tree select:
[12A] Allocate Teacher Replacements

Home Page Information Stage Process Stage Reports Stage 4 ‘ Tue 04 Feb D2 (Future) | » _

+ Select Teacher [} Replacement Not Required Q@ Auto Allocate Outstanding Replacements 1. Sort By Period -
—Options. —Legend
| O Show classes with no replacerment [ Show composite classes ‘ Replacernent Teacher Composite class |
Periad | Roorm |C\ass |Absent Teacher Replacement Teacher | Load ‘Count ‘ Students‘ Notes

AM Bus Duty Alderson David 020 0
HR s TTHRMID | Cooke Dennis 020 25
HR  [j22 O7HRMTB | Atkinsan Danielle 0.20 27
HR |24 O7HRM1ID | Alderson David 020 2
1 521 12ENGIB Boyle Joanne 1. 20 Note: In the lower pane, the
1 12PSTIC | Wood Paul 1.00 17 .
available teachers have been
1 GYM2 09PEBTA | Alderson David 1.00
1 v 0OPEGTA | Atkinson Danielle 1.00 24 sorted by Index with
1 LAB2 085CI1D Cooke Dennis 1.00 27 emergency teachers at the top |
£ Show In Lower Pane < Previous Period > Next Period ~ Same Period 4. Sort By Index .
of the list.
Perind | AM HR‘W |2|R|3 |4 |L1 |I_2|5‘6|PM Total‘AvailableTeacher ‘\ndex|ln Lieu|UICy|UR |CJ_LL_|£LU. j
AM 0.00 | Einstein Bert (Emerg) 1 0 [ 0.00 | 0.00 |0.00 |0.00 |a D s
ouble click in the
AM Lofofef fufu LiL| |220 SmythMartin 2 |300 |0.00|2.00(0.00(0.00(0.00 |o b
AM L|L L L 2.00 | Harley Brett 2 l2m oo 2m0momow |of Replacement Teacher column |,
AM L |L|L L L 220 | Rennie Matthew 4 2.00 |0.00 |2.000.000.00(0.00 |0 beside David A|derson WhO is 4l
AM Lofofof fufu LL|  |220 Merks Daniel s |200 |0.00|2.00/0.00(0.00(000 |0 b for his Bus D o
AM L] [LL LL| |400 ThomsonwWeyne 6  [200 |0.00 [2.00/0.00 000000 |o absent for his Bus Duty h
AM L] [yl L 320 |Gibson Monique |7 |0.50 |0.00 [0.50|0.00|0.00(0.00 [a. ho
AM L Ll LiL| |20 |Edwards john 2 |0o0o |2.00|2.00(0.00 0.00(0.00 |0.00 0.00 [8:28]0.00|0.00 0.00 0.00 |0.00 0.00|0.00 870" 1.00 [930
AM Lol L] |v L 270 | Murphy John o |oo0o |1.001.00(0.00(0.00(0.00 |0.00 0.00|0.00 0.001.50]0.00 0.00 0.00 0.00|0.00[1.50  1.00 850
AM LL|  |200 Jackson chris 10 |ooo 030 (030]0.00|000/0.00 |0.00| 000|000 {100 0.00|0.00| 000|000 000 0.00 (108 1.00 900
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Home Page Information Stage

QEmEmEn

Replacement Not Required

Process Stage  Reports Stage

+ Select Teacher

@ Auto Allocate Outstanding Replacements

1. Sort By Period

— Options.

— Legend

O Show classes with no replacerment ] Show composite classes ‘ ‘ Replacernent Teacher Composite class |

Pericd|Ruom |Class |AhsentTeacher |ReplacementTeacher|Luad ‘Count‘smdenls‘ Notes The fl rst ava”able tea Cher,

AM Bus Duty Alderson David Einstein Bert 020 (020 (O . .
P T | coore Denrie emergency teacher Bert Einstein has
HR 122 OTHRMIB | Atkinson Darielle been allocated as the replacement
L O7HENID _ {fderson Daid teacher. A count value of 0.20 has

1 521 12ENG1B Boyle Joanne

! 1295T1C | Woed paul been recorded in the Count column.
1 GYM2 09PEB1A Alderson David

1 GYM1 09PEGTA Atkinson Danielle

1 LAB2 08sCHD Cooke Dennis

Lr show In Lower Pane

< Previous Period

> Next Period

me

Note: The cursor in the upper pane
has moved down to the next class

Period|AM HR 1| |R|3 |4 |L1|L2 6|PM Totaandex|lnLieu|Ule|UR |c |u |C+U
HR | 020 EinsteimBers(Zmerg) 1 000 |0.00 000020 000le20| Fequiring a replacement teacher.
HR L L 2.00 | Harley Srett 2 |200 |0.00|2.000.00|0.00(0.00 i

this case, a Homeroom class.
HR Lt LiL 400 |ThomsonWayne |3 (200 [0.00 [2.00]0.00(0.00|0.00
HR LiL 2.00 |Jackson Chris 4 |ooo |0.30|0.30(0.00|0.00(0.00 .

Available teachers for HR are now
HR MM [¥ | L 1.50 | Burrows Kelly s |ooo |0.00|0.00|0.00|0.00|0.00
HR MM YL 1.50 | Clark Megan 6 |000 |0.00|0.00(0.00|0.00(0.00 dlsplayed in the lower pane.
Home Page Information Stage Process Stage Reports Stage 4 ‘Tue 04 Feb D2 (Future)| } _

(— Options:
O show classes with no replacement  [J Show composite classes ‘ ‘

+ Select Teacher

ete

Replacement

B Replacement Not Required

¢ Auto Allocate Outstanding Replacements

—Legend
Replacement Teacher

Composite class |

1. Sort By Period

Period | Room |Class |Ahsent Teacher | Replacement Tear:her| Load ‘Count‘ Smden(s‘ Notes
AM Bus Duty Alderson David Einstein Bert 020 (020 |0

HR 524 11HRM1D Cooke Dennis _ 020 25

HR 22 07HRM1B Atkinson Danielle 020 27

HR J24 07HRM1D Alderson David 0.20 26

1 521 12ENG1E Boyle Joanne 1.00 20

1 12PSTIC Wood Paul 1.00 17

1 GYM2 09PEB1A Alderson David 1.00 26

1 GYM1 09PEGTA Atkinson Danielle 1.00 24

1 LAB2 08scno Cooke Dennis 1.00 27

£ Show In Lower Pane

< Previous Period

> Next Period

v Same Period

4. Sort By Index

¥ Legend

Period |AM HR |1 | | R|3 |4 | L1 | L2 6 | PM | Total ‘Available Teacher ‘ \ndex| In Lieu | Ule| UR |C | u |C+ U | Last 10 Days (Counted) |CL |OL |
HR C 0:20 | Einstein Bert (Emerg) | 1 0.00 |0.00 |0.00 (05204 0.00 020182005001 5:508 570860085001 0.00 (0.00 0 | 27400 NA | NA
HR 2.00 |Harley Brett z 2.00 .00 | 0.00|0.00 | 0.00 1,001 0.00 0.0014.00 |1.00 | 5.00
HR 4.00 | Thornson Wayne 3 2.00 0.00 M2008 0.00 | 0.00 | 0.0 0.00|0.00 | 0.00 |GG 0.00 (9.00
HR 2.00 |Jackson Chris 4 0.00 00|0.00 |0.00 000 0.00|0.00|0.00 | 0.00|0.00 |4900 1 1.00 | 9.00
HR 5 0.00 0.00|0.00 4208 0.00|0.00|0.00 | 0.00|0.00 | 1:08  1.00 |5.00
HR 6 0.00 0.000.000.00| 0.00 9.08°3.001 0.00|0.00|0.00{0.00 (400 1.00 | £.00

Bert Einstein’s data in the lower pane has been updated.

The C under AM in his timetable summary indicates that he has been
allocated a counted replacement.

Note: The count value 0.20 is displayed in the C, C+U and the first of the Last
10 Days (Counted) columns. The Total Count (TC) column has been updated.
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ASSIGN EMERGENCY TEACHER TO TAKE ALL OF ONE TEACHER’S CLASSES

It is often useful to assign the entire day’s classes for an absent teacher to a single emergency
teacher. The most common examples of this are in primary school settings or with specialist subject
areas. In this case, all of Melissa Fraser’s classes will be allocated to Bert Einstein.

The ability to sort data in the upper pane is useful when allocating replacements in this way.

n Home Page Information Stage Process Stage Reports Stage 4 ‘ Tue 04 Feb D2 (Future) | » _

+ Select Teacher € Delete Replacement Replacement Not Required @ Auto Allocate Outstanding Replacements 1. Sort By Period -
— Options. ~Legend 1. Sort By Period
| [0 Show classes with no replacement [ Show composite classes ‘ Replacernent Teacher Composite class | 2. Sort By Room

3. Sort By Class

Period | Room | Class |Absent Teacher | Replacement Teacher | Load ‘ Count ‘ Students ‘ Notes | 4. Sort By Roll Class
R . 5_Sort By Absent Teacher
AM Bus Duty Alderson David Einstein Bert 020 (020 |0

6. Sort By Replacernent Teacher
7. Sort By Load

8. Sort By Count

9. Sort By Students

HR 524 11HRM1D Cooke Dennis _ 0.20 25

HR 2z 07HRM1B Atkinson Danielle 27

HR J24 10. Sort By Notes
1 |s2 | The datain the upper pane is currently sorted
: — in period order.
1 GYM1 . .
. u=2| Tochange this, click on the drop down menu
2 show s and select 5. Sort By Absent Teacher ~ | Legend
Period |AM |H €+ U | Last 10 Days (Cournted) TC |CL |OL |
HR C 0.20 | Einstein Bert (Emerg) |1 0.00 0.00 | 0.00 [0:20 0.00 |0:20° 10:20 5.00° 5.50 5.70° 6.00 15.001 0.00 | 0.00 | 0.00|0.00 |27:400 NA |NA
HR L|L L L 2.00 |Harley Brett 2 2.00 0.00 |2.00(0.00(0.00|0.00 |0.00|0.00|0.00 0.00 42004 0.00|0.000.00|0.00|0.00 1208 1.00 |9.00

B romersss womatonsige rrocemsuge meoousoe  NIPEEAOTEEOE 0

+ Select Teacher € Delete Replacement Replacement Not Required L3 Auto Allocate Outstanding Replacements 5. Sort By Absent Teacher -
— Options —Legend
O Show classes with no replacement  [J Show composite classes | ‘ Replacerment Teacher Cornposite class |
Period | Room ‘Class |Absent Teacher | Replacement Teacher | Load |Count | Students| Notes -
4 LAB2 T1PHY1A Cooke Dennis 1.00 19
5 LAB2 12PHY1B Cooke Dennis 1.00 14
6 LAB2 12PHY1A Cooke Dennis 1.00 12
3 LAB3 075C11B Fraser Melissa 1.00 27
5 v 07SPTID Fraser Meli 1.00 17
6 ot 075PTI1D Fraser Melissa 1.00 17
3 M1g TOMATIC Wallen Peta 1.00 14
4 512 TIMAGIC Wallen Peta 1.00 23 /
5 1 11MAGT WWallan Par. 100 1a h
L show In Lower Pane < Previous Period > Next Period v S3me Period 4. Sort By Index ¥ | Legend
Period|AM|HR|1 |2‘R 3 4|L1 |L2|5‘6‘PM Total|AvaMab\eTeacher Nex|ln L\eu|U.ny‘UR |C ‘U |C+U LasMODW TC ‘CL ‘OL |
3 C H 0:20 | Einstein Bert (Emerg) | 1 . Mﬁ 5:5005.7006:0005:000 0.00 | 0.00 | 0.00 | 0.00 [ 27408 NA | NA
3 0.00 |Crowe Peter (Emerg) |2 0.00/0.00|0.00|0.00|0.00|0.00(0.00|0.00(0.00|0.00({0.00 |NA |NA
3 L(L L L 200 |Harley Brett 3 0.00|0.00 | 0.00 {0.00 93081 0.00 | 0.00 | 0.00|0.00  0.00 208 1.00 | 9.00
3 L |L . . 00.00 | 0.00 POS2ON 1.00 | 9.80
. Note: The data in the upper pane is now sorted by Absent Teacher. [,/ . omlios 1m0 oo

Use the top scroll bar to scroll down to Melissa Fraser’s classes

Double click in the Replacement Teacher column next to Melissa
Fraser in Period 3 to allocate the first available teacher
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4 [Tweosren oz e »_

@ Auto Allocate Outstanding Replacements

Home Page Information Stage Pr Stage Reports Stage
+ Select Teacher € Delete Replacement B Replacement Not Requirad
Option Legand

O Show classes with no replacement

O show composite classes ] (

Replacernent Teacher

Composite class ]

5. Sort By Absent Teacher

Periad | Room Class Absent Teacher Replacernent Teacher | Load | Count | Students | Notes
4 LAB2 11PHYIA | Cooke Dennis 1.00 19
5 LAB2 12PHY1B Cooke Dennis 1.00 14
3 LAB2 12PHYIA | Cooke Dennis 1.00 12
E] LAE3 075C1E Fraser Melissa Einstein Bert 1.00 [1.00 |27 Note: Bert Einstein has been allocated
5 ovl 07SPT1D Fragser Melissa 1 17 t th I
6 owv 07SPTID Fraser Melissa % 17 0 € class.
3 M18 10MATIC | Wallen Peta 1.00 TR
T sz TMAGIC|watten Peta T = Repeat this process by double clicking
R <1 UMM wiallen Desa Lit = in the Replacement Teacher column  |—
# Show In Lower Pane < Previous Period > Mext Period ~ Sarne Period 4 Sort ,
for the rest of Melissa Fraser’s classes |
Period [AM | HR | 1|2 |R|2 4 |L1|L2[5 |6 |PM |Total | Available Teacher  |Index |In Lieu |U/Cy|UR |C L
5 c c 1.20 | Einstein Bert (Emerg) 1 0.00 [0.00|0.00 — A
5 0.00 | Crowe Peter (Emerg) |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 0.00(0.00|0.00 |NA |NA
5 Lofuf vl o 320 GibsonMonique |2 |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 1000

Hom ge Information Stage Process Stage  Reporis Stage 4 | Tue 04 Feb D2 (Future) | > -

+ Select Teacher

€@ Delete Replacement

¥ Replacement Not Reguired

@ Auto Allocats Outstanding Replacements

Opfions

[ Show classes with no replacement

[

[ Show composite classes ] (

Legend
Replacement Teacher

Composite class }

5. Sort By Absent Teacher

-

Period | Room Class Absent Teacher Replacement Teacher Load | Count | Students | Notes |
]
5 LAB2 12PHY1B Cooke Dennis 1.00 14 . B E. . .
6 LAB2 12PHY1A Cooke Dennis 1.00 12 CIICk on ert InSteln n the upper
3 LAB3 07SCHME  |Fraser Melissa Einstein Bert 1.00 |1.00 |27 pane and his timetable appears in
5 avi O7SPTID Fraser Melissa Einstein Bert 1.00 [1.00 47— H
«— the Supplementary Information
6 ovi 07SPT1D Fraser Melissa Einstein Bert 1.00 |[100 (17
3 M18 10MATAC ‘Wallen Peta 1.00 14
4 S12 TIMAGIC Wallen Peta 1.00 23
5 312 TIMAGTA ‘Wallen Peta 1.00 19
£ Show In Lower Pane < Previous Period > Next Period ~ Same Period 4. Sort By Index * Legend
Period| AM |HR|1(2 (R |3 |4 |L1|L2(5|6 | PM |Total |Available Teacher Index |InLieu |UCy |UR [C |U | C+U|Last 10 Days (Counted) TC |CL [OL
6 0.00 | Crowe Peter (Emerg) (1 0.00 |0.00 000|000 000|000 |0.00|000 000 000|000 000 000|000 000 000[000 NA |NA
6 L |L|L L|L LiL 3.20 | Smyth Martin 2 3.00 |0.00 |3.00 0.00|0.00|0.00 |0.00(0.000.00 000 0.00|0.00 {0.00| 0.00 9.00
6 L|L L L 2.00 | Harley Brett 3 200 |0.00 2.00 000000000 |0.00|000| 000 000 0.00 (0,00 |{0.00| 0.00 9.00
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Supplementary Information
Emergency Teacher Timetable: Bert Einstein
Period CIass.-’Acﬁvity|Ruom |Detai|s [ Changes
AM Bus Duty | Emergency Teacher activity (Rplc FRAM)
Replaces teacher Alderson David
. ey e
un acher activity (Relc FRAM) Bert Einstein’s timetable
gacher available has been updated with all
1 Emergency Teacher activity (R . .
et sisilable of his allocations.
2 Emergency Teacher activity (Rplc FRAM) . .
Teacher available Note: Bertis now taklng
R Ernergency Teacher activity (Rple FRAM) all of Melissa Fraser’s
Teacher available
_ . . . classes but he can also be
3 075CB LAB2 Emergency Teacher activity (Rplc FRAM)
Replaces teacher Fraser Melissa used in the other periods
4 Emergency Teacher activity (Rplc FRA to rep|ace absent teachers.
Teacher available
L1
L2
s 075PT1D oVl
dres teacher Fraser Melissa
6 075PT1D oVl Emergency Teacher activity (Rplc FRAM)
Replaces teacher Fraser Melissa
P Emergency Teacher activity (Rplc FRAM)
Teacher available

E On the Task Tree select:
[12C] Emergency Teacher Availability

ﬂ Home Page Information Stage Process Stage  Reports Stage ‘ |TLIE 04 Feb D2 (Future) | } _

# Teacher Available Period On/Off # Teacher Available for Day On/Off E Mot to be Used On/Off E Not to be used for Day On/Off = mergency Teachers
(— Options — Legend )
| B Show day load | | Available Not available Available (Activity) @ Not available (Activity) |
No'| Teacher ‘AM ‘ HR‘ 1 ‘2 ‘ R |3 |4 |L1 ‘ L2 ‘5 ‘6 ‘ PM | Day |Day Load | Phone |Mohlle Phone|0ther Phone | Notes Teacher Reg No| Expiry Date‘
1 | Curie Marie N [N |[N/N/N/NNMNININNN 0 52283700 | 0411 555 555 Physics, Chemistry 1234541 June 2023
Einstein Bert cc Full |320 52281111 | 0400 111 222 Physics, Maths 811716 Jan 2021
Shakespeare Billy ...... 52282222 | 0401 222 333 English, not on Mondays | 676365 Feb 2025

Crowe Peter N |N|N|N 0400 123 456 English 5654656 Jun 2022

wle o n | s w e

Daly Garry N [N [N/N/N[N|N|N [N |[NINN 4] 0411 987 654 Maths, Science 98647924 Jun 2023

Eisenhuth Stephen 1 Mar 2024

Keng Mark Note: Details of Bert Einstein’s replacements have been updated. Dee 2025

Lunt Andrew . Dec 2020
In the period columns a C represents a counted replacement and

McGucken Matthew Jan 2022

the Day Load column has his total load for the day.

-E On the Task Tree select:
[12A] Allocate Teacher Replacements
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n Home Page Information Stage Process Stage  Reports Stage 4 | Tue 04 Feb D2 (Future) | | _

+ Select Teacher ﬂ ) Replacement Not Required ¢ Auto Allocate Qutstanding Replacements 1. Sort By Period -
— Options —Legend
| O Show classes with no replacement ] Show composite classes | eplacement Teacher Composite class |
Period | Room ‘C\ass ‘Abser: Teacher Replacement Teacher | Load |C0un: | S:udems| Notes / ‘
AM Bus Duty Alderson David Einstein Bert 020 1020 |0 /
HR 524 11HRM1D Cooke Dennis 020 = .
Click on the drop down menu
HR J2z 07HRM1B Atkinson Danielle 0.20 A .
HR J24 07HRM1D Alderson David 0.20 g a nd seleCt 1‘ Sort By PerIOd

ALLOCATE REPLACEMENT TEACHERS IN THE LOWER PANE

The data displayed in the lower pane can be helpful when making the following decisions:

e Who can be allocated to a replacement class?
e Willit be allocated as an in lieu, counted or uncounted replacement?
e Willit be allocated to a teacher from the same faculty?

There are two types of uncounted replacements — in lieu and uncounted/cycle. In lieus should be
used first as they are only available to be used on the selected day. Uncounted/cycle must be used
in this timetable cycle.

Note: When replacements are allocated the application uses them in the following order
e inlieu
e uncounted/cycle
e counted

ALLOCATE AN UNCOUNTED REPLACEMENT

Double clicking on a teacher’s name in the lower pane will allocate that teacher to the class selected
in the upper pane. In this case teachers with in lieu replacements available will be selected.

T

+ Select Teacher [<] &) Replacement Not Re

tstanding Replace: 1. Sort By Period =~

—Options — Legen

| C’D3 ‘Suhm-.- classes with no replacement  [J Show composite classes | | - GRe:Iazemer: Teacher Composite class |
Period | Room |Class ‘Abser: Teacher |Rep\acementTeacher ‘ Load ‘ Count ‘ Students | Notes |
AM Bus Duty Alderson David Einstein Bert 020 |0.20 |0 C“Ck on the flrst ClaSS in the
HR 524 11HRM1D Cooke Dennis 0220 25
HR  |Mis OSHRMID | Beyle jeanne 20 25 upper pane that needs a
HR 2z O7HRM1B Atkinson Danielle 020 27 replacement teacher
HR J24 O7HRM1D Alderson David 0220 26
1 521 12ENG1B Boyle Joanne 1.00 20 a”ocated
1 12PSTIC Wood Paul 1.00 17
1 |eme 09PEBIA  Aldersen David 100 Double click on Brett Harley
1 GYM1 QSPEGTA Atkinson Danielle 1.00 24 |n the |OW€F pa ne

13 show In Lower Pane < Previous Period > MNextPeriod ~ Same PeAod 4. SortBy |

Perind|AM HR |1 ‘2|R|3 |4 |L1 |L2|5|6‘PM Total|AvaiIab\eTeather |Ir'd%‘ Lieu|Uny‘UR |C ‘U |C+U Last 10 Days (Counted) TC CL |oL
HR C C c|C 320 | Einstein Bert (Emerg) 000 |0.00 00033200 0.00|3:20 1320 500 550 570 600 500 0.00 | 0.00|0.00 00030401 NA |NA
HR L|L L L 2.00 |Harley Brett 2 200 |0.00 |2.00]0.00|0.00|0.00 [0.00) 0.00(0.00)0.004.004 0.00(0.00)0.00(0.00)0.00 42000 1.00 |9.00
HR L|L L|L L|L 4.00 |Thomson Wayne 3 200 |0.00 |2.00)0.00|0.00/0.00 [0.00 1.000.00 0.00(0.00)0.00(0.00)0.00(0.00)0.001.000  0.00 |9.00
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+ Select Teacher € Delete Replacement ) Rreplacement Not Required @ Auto Allocate Outstanding Replacements 1. Sort By Period

Options: Legend
(D Show classes with no replacement  [J Show composite classes ] ( Replacerment Teacher Composite class ]
Period | Room Class Absent Teacher Replacement Teacher | Load | Count | Students | Notes
AM Bus Duty Alderson David Einstein Bert 020 (020 (O
HR s24 1T1HRM1D Cooke Dennis Harley Brett 0.20 |0.00 |25
HR 122 07HRM1B Askingon Danielle 0.20 K 27
HR 24 O7HRM1D Alderson Dawid 020 \ 26
1 21 12ENG1B Boyle Joanne 00 20
1 12PSTIC Wood Paul 1.00 7
1 GYM2 Q9PEB1A Alderson David hﬁ\ 2‘
1 GYM1 09PEGTA Askinson Danielle 1.00 \2(\
1 LAB2 085C1D =

@ soenienersane | < of  NOte: Brett Harley has been allocated and the count value
sl ERE 2 iz is 0.00 indicating that it is an uncounted replacement. % | la
1 C H C P 0.00)0.00 |30:400 NA |NA
1 Cofufef e To see the changes in the lower pane, click on the first b 0.00/0.00 {160 |1.00 5.0
! et Period 1 class that requires a replacement p|0.00]0.00 SR B8
1 L |L|L L (L p|0.00|0.00|0.00 {1.00 |10.00
1 L|L L|L 0.00|0.00 108 | 0.00 |9.00
1 D |L|L L L 2.20 |Harley Brett & 1.80 0.00 |1.80(0.00 [@:20° 0:20° | 0.00 | 0.00 (0.00 | 0.00 11200 0.00|0.00 | 0.00 | 0.00|0.00 (1.00 | 1.00 |%.00
1 L L (L LiL 4.20 | Edwards John 7 0.00 2.00 | 2.00(0.00{0.00|0.00 |0.00 0.00 (@708 0.00|0.00(0.00|0.000.00|0.00|0.00 070 1.00 |9.30

Home Page Information Stage Process Stage Reports Stage 4 ‘ Tue 04 Feb D2 (Future) | } _

+ Select Teacher & Delete Replacement ) Rreplacement Not Required Q@ Auto Allocate Outstanding Replacements 1. Sort By Period
[f:,"‘;:;w b | [z i or ]
E—— Note: A number of columns have been updated in the lower pane.
AM Bus [
we |2« | In the timetable summary next to Brett Harley, a D in the HR column indicates a
:: Ei replacement that did not count.
1 |s2 The value in the In Lieu and Uncounted Remaining (UR) columns has been
] decreased by 0.20. The value 0.20 is displayed in the U and C+U column:s.
1 GYMA
1 GYM

| | i | [ I |
T e s Jcontepenms | I\ |

£ Show In Lower Pane < Previous Period > Next Pem/Same Pemcc/ \ \ Sort By Index ¥ Legend

Period [AM |HR |12 [R(3 |4 |L1(L2(5 6 (PM |Total |Availabl acher Index | In Lieu IIIC* UR\\ u € + U | Last 10 Days (Counted) TC L oL

1 C H c c|c 320 }@n Bert (Emerg) |1 0.00 fo.00{f0.00 ?)Q 0.00 [3:20° 220 51001 5.50 570 6:00 1500/ 0.00 | 0.00|0.00|0.00 [30400 NA | NA

1 L |L|L L|L LiL ﬁ) Smyth Martin 2 3.00 [0.00)2.00 &GO Q.UO 0.00 |0.00]0.00|0.00 | 0.00 42007 0.00|0.00(0.00 0.00|0.0014.00 11.00 | 5.00
1 L |L|L L Vg 2.20 | Rennie Matthew 3 2.00 l 0.00 |2.00 0.0\ O.\&e 0.00 |0.00|0.00 J@2288 0.00| 0.00|0.00{0.00 {0.00 | 0.00|0.00 |8:20°4 1.00 | 5.80
1 L |L|L L (LT LiL 4320 _4 2,[}ﬂl 0.00 |2.00 0.00 (J,DO 0.00 |0.000.00|0.00|0.00|0.00|0.00{0.00(0.00) 000|0.00|0.00 |1.00  10.00
1 L{LLA L LiL 4.00 | Thamson Wayne 5 2,0{* 0.00 [P.00|0.00 (&0 (M) 0.00 19081 0.00 | 0.00|0.00|0.00| 0.00|0.00|0.00|0.00 (4200 0.00 |9.00
1 D L L L 2.20 | Harley Brett 6 1.80 | 0.00 {1.800.00 0:2000:-20 4 0.00 | 0.00|0.00 | 0.00 42001 0.00 | 0.00 {0.00 | 0.00|0.00 |4200°1 1.00 | 5.00
1 L L|L LiL 4.20 | Edwards John 7 0.00 |2.00 (2.00(0.00|0.00|0.00 |0.00|0.00 JG:7EN 0.00|0.00|0.00(0.00(0.00 | 0.00|0.00 G0N 1.00 | 9.30
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ALLOCATE A CO

When you allocate a counted replacement to a teacher, the C, Last 10 Days, Cycle Limit and Overall
Limit columns in the lower pane are automatically updated.

p—— .- - I

+ Select Teacher © Delete e Replacement Not Required L3 Auto Allocate Qutstanding Replacements 1. Sort By Period -
— Options: .

| O Show classes with no replacement ] Show composite classes | Replacement Teacher Composite class |

Period | Room ‘Class |Absent Teacher | Replacement Teacher | Load | Count | Studems‘ Notes |

AM Bus Duty Alderson David Einstein Bert 0.20 |0.20 |0

HR s24 TTHRM1D Cooke Dennis Harley Brett 0.20 |0.00 (25

HR J22 07HRM1B Atkinson Danielle 0.20 27

HR  |j24 O7HRMAD | Alderson David 26 In the upper pane, click next

1 521 12ENG1B Boyle Joanne 20 to DaVid Alderson’s

1 12PSTIC Wood Paul 1.00 17

1 GYM2 OSPEB1A Alderson David 1.00 26 Home room C|ass

1 GYM1 09PEGTA Atkingon Danielle 1.00 24

1 LAB2 085CHD | Cooke Dennis 1.00 27 In the lower pane, double
o sh Lower Pane < Previous Period > Mext Period v Same Period 4 C||Ck on Ke"y Burrows

Period|AM HR 1|2|R‘3 ‘4 |L1‘L2‘5|6|PM Total|AvaiIab\eTeacher |Index||n L\eu‘U/CM‘C |U |C+U Last pL

HR € C c(c 3.20 | Einsten Bert (Emerg) | 1 0.00 100 | 0.00 [S200 0.00 [S:20045-20085.0015:5005. 700600 15.000 0.00| 0.00 | 0.00 | 0.00 |S0:401 NA | NA

HR L|L L L LiL 400 |Thamson Wayne 2 0.00 {2.00 0.00|0.00|0.00 |0.00 9400 0.00|0.00 | 0.00|0.00|0.00|0.00|0.00 0009000 000 |9.00
HR LiL 2.00 |Jackson Chris 030 |0.30 0.00|0.00|0.00 |0.000.00|0.00 4000 0.00|0.00|0.00|0.00(0.00 | 0.00 1400 1.00 |9.00
HR MM Y L 1.50 | Burrows Kelly 4 0.00 000 |0.00/0.00/0.000.00 |0.00/0.000.00)0.004.0810.00 0.00)0.00|0.00/0.00400  1.00 9.00
HR MM Y L 1.50 | Clark Megan 5 0.00 |0.00 |0.00]0.00(0.00(0.00 |0.000.00|0.00|0.00 J208¥3.001 0.00|0.00|0.00 | 0.00 (400 1.00 |6.00

+ Select Teacher © Delet ent B Replacernent Not Required @ Auto Allocate Outstanding Replacements 1. Sort By Period -
— Options —Legend
| [ show classes with no replacement  [] Show composite classes | Replacement Teacher Composite class |
Period | Room |Class |Absent Teacher | Replacement Teacher | Load |Cmun( | Students | Notes The re placement IS cou ntEd
AM | Bus Duty Alderson David Einstein Bert 020 [020 |0 and the value of 0.20 is
HR 524 TTHRM1D Cooke Dennis Harley Brett 020 |0.00 (25 . .
HR J2z 07HRM1B Atkinson Danielle 0.20 27 dISpIayed n the Count CO|umn
HR 124 07HRM1D Alderson David Burrows Kelly 0.20 |0.20 |26
1 val 12ENGI1B Boyle Joanne _ 1.00 20
1 12PETIC Wood Paul 1.00 17
1 GYM2 09PEB1A Alderson David 1.00 26
1 GYM1 0SPEGTA Atkinson Danielle 1.00 24
1 LAB2 08scnp Cooke Dennis 1.00 27

£ Show In Lower Pane < Previous Period > Next Period ~ Same Period 4. Sort By Index ¥ Legend
Periad|AM|HR|1 ‘2‘R|3 |4 ‘LW ‘LZ 6|PM Total‘AvailahleTeacher |Index|\n L\eu|U.ny‘UR |C ‘U |C+U Last 10 Days (Counted) TC |CL |OL |
1 L L|L L|L 420 | Edwards John 7 0.00 |2.00 2.00|0.00|0.00|0.00 |0.00 0.00}0:7040.00(0.00|0.00|0.00|0.00|0.00|0.00 0.7 | 1.00 |9.30
1 L|L 2.00 |Jackson Chris 8 0.00 |0.30 030|0.00|000|0.00 [0.00 0.00(0.00420010.00|0.00|0.00|0.00|0.00|0.00 108 1.00 |5.00
1 L L 1.20 | Patel Marek 9 0.00 |0.00 |0.00|0.00|0.00)0.00 |0.000.00(0.00|0.00 [4.001 0.00 |0.00|0.00|0.00|0.00 [1.08°  1.00 |5.00
1 M (M Y [L 1.50 | Clark Megan 10 0.00 0.00 |0.00|0.00|0.00|0.00 |0.00|0.00|0.00|0.00 (3803001 0.00 | 0.00 | 0.00|0.00 400 1.00 |6.00
1 C MM Y L 1.70  Burrows Kelly 11 0.00 |0.00 |0.00 }0:20 0.00 /0:2040:204 0.00 (0.00 | 0.00 (42004 0.00 | 0.00 | 0.00 1.20 |0.80 8.80
1 \2.00 Cheng William 12 0.00 |0.00 |00 0.00 |0.00 0.00 4007 0.00|0.00 1.00 |1.00 |9.00

In the lower pane, Kelly Burrows has a C in the HR column to indicate a counted
replacement. The value of 0.20 is displayed in the C, C+U and the first of the Last
10 Days columns. The Total Count (TC) column has increased by 0.20. The totals in
the CL and OL columns have decreased by 0.20
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ALLOCATE TEACHERS FROM THE SAME FACULTY

In the timetable file, classes and teachers can be assigned to faculties. Faculties can also be
allocated to faculty groups. 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.

n Home Page Information Stage Proc

Note: 12ENG1B is the selected class so teachers from the _

+ Select Teache -
— Tocer | MR same faculty are highlighted green in the lower pane.
| [ show classes with no replacement [ Sh
parioa Faom [cos [PoseniT Double click on Daniel Marks to allocate this English faculty
AM_|Bus Duy Aderson teacher as the replacement teacher for this class
HR 524 11THRM1D Cooke D
HR 122 07HRM1B Atkinson barmer =
HR J2. 07HRM1D Alderson David Burrows Kelly 0.20
1 s21 12ENGI1B Boyle Joanne 1.00 20
1 12PSTIC Wood Paul 1.00 17
1 GYM2 0SPEB1A Alderson David 1.00 286
1 GYM1 OSPEGTA Atkinson Danielle 1.00 4
1 LAE2 08sCHD Cooke Dennis 1.00 27
¢ Show In Lower Pane < Previous Period > Next Period v Same Perigd 4 Sort By Index ¥  Legend
Periad|AM|HR 1 2‘R|3 |4 ‘LW ‘L2‘5|6|PM Total‘AvailableTeacher |Irdex|\r/4eu|UJCy‘UR |C ‘U |C+U Last 10 Days (Counted) TC |CL |0L |
1 C H C c|C 3.20 | Einstein Bert (Emerg) (1 0.00 0.00 | 0.0012:20 0,00 |2:20 |3:20 '5.00 5.50 5.70 6.0015.001 0.00 (0.00 | 0.00 | 0.00 30400 NA |NA
1 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 (200 0.00|0.00|0.00|0.00|0.00 1200 1.00 |3.00
1 L |L|L L L 2.20 | Rennie Matthew £l 2.00 0.00 |2.00|0.00 |0.00|0.00 |0.00|0.00 }0:201 0.00 (0.00(0.00|0.000.00|0.00|0.00 020" 1.00 |S.80
1 L LL L |L L|L 420 Marks Daniel 4 2.00 0.00 |200|0.00 000|000 J0.00 0.00|000(0.00|0.00|{0.00|000|0.00 0.00(000(0.00 |1.00 |10.00
1 LL L (L L|L 4.00 | Thomson Wayne 5 2.00 0.00 |2.00| 0.00 |0.00|0.00 |0.00 42081 0.00|0.00(0.00(0.00|0.000.00|0.00|0.00 4200 0.00 |9.00

Note: The highlighting can be changed from Faculty to Faculty Group by clicking Show in Lower Pane
and selecting the relevant radio button.

REMOVE A REPLACEMENT TEACHER

Replacement teachers can be removed by using the Delete Replacement button or by double
clicking on the teacher’s name

Home P: Information St P Stage Reports Sta Tue 04 Feb D) .
|| e TSR FRmSIfE £e il In HR, double click on Brett Harley to I
+ SelectTeacher | | € B Repecementiotfequired | B Ased e gve him as a replacement teacher
— Options —Legend
| [ show classes with na replacement [ Show composite m_ g Teacher q for 11HRM1D
— L
Period | Room |Class |Abser: Teacher | Replacement Teacher | Load |Cow/y|'{den .
AM Bus Duty Alderson David Einstein Bert - 020 (0 Alternatlvely’ the Delete
HR |s24 11HRM1D | Cooke Dennis Harley Brett 020 [0.00 |25 Replacement button could be used.
HR |12 O7HRMIB | Atkinson Danielle 020 27

B romersgs momuonsage procsssage nporcsee  QNICEECOSTEOREN 0 |

ect Teacher (<] B) Replacement Not Requirad ¥ Auto Allocate Outstanding Replacements 1. Sort By Period -
—Legend
[ show dasses with no replacement [ Show composite classes | Replacement Teacher Composite class |
Period | Room |Class |Abser‘:Teather |ReplacementTeather | Load |C0un:|5tudems| Notes Note: The teacher has
AM Bus Duty Alderson David Einstein Bert 0.20 |0.20 |0 b d
HR 5o i Jcoere: = | | een removea.
HR j22 07HRM1B Atkinson Danielle 0.20 27
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REPLACEMENT NOT REQUIRED

Sometimes a decision is made not to cover a class. For example, a small Yrl12 class might be
combined with another class or sent to the Library. In this case, Dennis Cook’s 12PHY1A in Period 6
will go to the Library.

+ Select Teacher [} B Replacemer

Required L3 Auto Allocate Qutstanding Replacements 1. Sort By Period A

_ Optio T
| O Show classes with no replacement  [J Show composite classes | Re:&emer‘ﬂea:'\e' Composite class |
\
Perind | Roorn ‘Class |Abser‘: Teacher |Rep\acementTeacher | Nad | Coun:|S:uden:s‘ Motes -
5 OV 07SPTID Fraser Melissa Einstein Bert
[ LAB2 12PHY1A Cooke Dennis
3 M12 10ENGIE Boyle Joanne
5 oV D8SPT1A Chappell Judy
3 GYM2 DRSPT1B Wood Paul
6 ov1 03SPT1D Atkinson Danielle
6 o1 08SPT1F Carter Leanne
5 oV 07SPT1D Fraser Melissa Einstein Bert
PR Bus Duty Atkinson Daniglle /
@ Show In Lower Pane < Previous Period > MextPeriod v Same Period 4. 80X By Index ¥ | Legend
period | aM [HR[1]2[R[3 T4 [11 {1215 [6 [pm ] Totel [Available Teacher [index|in Lieu[uscy[ur [c N Tast 10 Days (Counted) [rc Ta |og
[ H H ’ H H I
Use the scroll bar to find Dennis Cooke’s 12PHY1A in Period 6
3 LojLfe| [u oo
5 LiL . . . . oo
; 0 Click in the Replacement Teacher column and click Replacement Not Required |
n Home Page Information Stage  Process Stage  Reports Stage 4 | Tue 04 Feb D2 (Fut . . . -
Note: Not Required is now
+ Select Teacher [~] (B Replacement Not Required T Auto Allocat] . . -
E displayed in the Replacement
— Options: —Legend
| O show classes with no replacement  [J Show composite classes | Replacement Teacher ZSmpo Teacher column_
Period | Room |Class |Abser: Teacher | Replacement Teacher | Lcaws:udems‘ No
5 Lol 075PT1D Fraser Melissa Einstein Bert /Aﬁ 1.00 (17
[ LAB2 12PHY1A Cooke Dennis Not Required 1.00 12
[ M12 10ENGIE Boyle Joanne _ 1.00 20
6 oVt 08SFT1A Chappell Judy 1.00 17
[ GYM2 085PT1B Wood Paul 1.00 18

EMAIL STUDENTS FROM ALLOCATE TEACHER REPLACEMENTS SCREEN

In Web Daily Organiser, it is possible to email students and teachers directly. To send emails, email
addresses must be entered for students in Student Options [2A] Student Names and for teachers in
Timetable Development [4A] Teacher Names. 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 Allocate Teacher
Replacements screen. In this case, the 12 students in 12PHY1A need to be told to go to the Library
in Period 6.
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B HomePage InformationStage ProcessStage Reports Stage

4 Jrue oereo o2 v >_

+ Select Teacher € Delete Replacement BB Replacement Not Required

Options

¢ Auto Allocate Outstanding Replacements

1. Sort By Perind

Legend
(D Show classes with no replacerment [ Show composite classes ] (

Replacement Teacher

Composite class }

Period | Reom | Class |Absent Teacher ‘ Replacernent Teacher ‘ Load | Count| Students | Notes . .
B oV 07SPTID Fraser Melissa Einstein Bert 100 100 |17 Click on the 12 in the
[3 LABZ 12PHY1A Cooke Dennis Not Required 1.00 12 - | Students column next
3 M12 10ENGTE Boyle Joanne 1.00 20

to 12PHY1A
3 ovi 03SPT1A Chappell Judy 1.00 17
3 GYM2 03SPT1B Wood Paul 1.00 18

Supplementary Information

Students: 12PHY1A Students

= Email

No | Student

1 | Adams David
Bromby Robin
Hamilton Jonathan
Lee Sara

Macintyre Stuart

The students in this class
are displayed in the
Supplementary
Information

Click Email Students

2
2
4
5
& | Moffat David

7 | Moulton Kay

& | Oliver John

9 | Privopoulos Ellie
10 | Suzuki David

11 | Volcker Paul

12 | Washington Denzel

Note: The blue hyperlink shows that 12
students have been selected.

The default email sender is Timetabling

Solutions. Emails can also be sent from

your Microsoft Office or Google Gmail

Email
Students:  Students Selected: 12
Send From: Timetabling Solutions -
Subject: 12PHY1A In Pd & g
Attachrments: \
—~
Merge Fields:

accounts. This needs to be set up in the

Administration Console by your Console
Administrator.

Type “12PHY1A in Pd 6” in the Subject
field

View Sent Email Summary

Send Test Email Send Close
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Email
Students:  Students Selected: 12
Send From: Timetabling Solutions -
Subject: 12PHY1AINPd &
Attachments: +
Merge Fields: First Name A Insert

B J U e x, X TvTTvmval\g\ i=

Hi [FirstName]|

=@ % Euﬂ

Compose the email body using merge fields where desired.

Type “Hi” and then select First Name from the
drop down menu and click Insert

View Sent Email Summary Send Test Emall Send Close
Email
Students:  Students Selected: 12
Send From: Timetabling Solutions -
Subject: 12PHY1AInPd &
Attachments: +
Merge Fields: First Name ¥ | Insert

B 7 Uade x, X T-1FH-Tg T, T = =
Hi [FirsthName]

3
i
(]

L) Erjf=Wh

Mr Cooke is absent today. At the start of Period 6 go to the Library to collect work and have the roll marked.

Mr Harley i i
Daily Organiser When complete, a test email can be sent before sending

emails. No emails will be sent at this stage.

Click Close

\

View Sent Email Summary Send Test Email Send Close
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ALLOCATE ONE TEACHER TO TWO DIFFERENT CLASSES IN THE SAME LESSON

It is possible to allocate teachers 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. The
Homeroom (11HRM1D) will be supervised by the teacher in the adjacent room, John Edwards. John
will be taking his usual 11HRM1C as well as 11HRM1D.

n Home Page Information Stage Process Stage Reports Stage 4 ‘ Tue 04 Feb D2 (Future) | » _

+ Select Teacher () Replacement Not Required I Auto Allocate|

— Options
| [ Show classes with no replacement  [] Showssaqposite classes

 Legend Scroll back to the top

Periad | Room |Class |Absent Teacher | Rep\acemenh\ﬁh&l&ad |Count

Replacement Teacher Composi
of the screen

Students| Note|

AM
HR
HR
HR
1

Bus Duty Alderson David Einstein Bert 0.20 | 0.

Click in the Replacement Teacher

s24 11HRMID | Cooke Dennis B . i
122 O7HRMIE | Atkinson Danielle 020 27 column next to Dennis Cooke’s
24 OTHRMID | Alderson David Burrows Kelly 020 [020 |26 11HRM1D class

521 12ENG1E | BoyleJoanne Marks Dariel 100 [0.00 |20

Click Select Teacher

Select Teacher

Type letter to find alphabetically

Mills Deborah
Mulling Sharon
Myers John
MNancarrow Trish
Newrnan Peter
Rogers Paul
Talbot Peter
Thornson Wayne
Walker Sarm

---Mot Available ---

Note: If Sort is unticked, the teachers are displayed with the
available teachers at the top of the list.

Scroll down and note that the teacher who are not available
have the reason displayed after their name/code.

Curie Marie (Emergency) (Not available)
Shakespeare Billy (Emergency) (Mot to be used)
Crowe Peter (Emergency) (Not available)

Daly Garry (Emergency) (Not available)
Eisenhuth Stephen (Emergency) (Not available)

Kong Mark (Emergency) (Not available)

Lunt Andrew (Emergency) (Not available)

Show

) Code ® Mamne (O Name/Code

O seort

0K Cancel
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Type letter to find alphabetically
Edwards John (Own lesson) w_

Select Teacher

T

Boswick Sam (Ineligible)

Boyle Joanne (Absent own lessan)
Burrows Kelly (Replacement lesson)
Butler Alison (Own lesson)

Carter Leanne (Own lesson)
Chappell Judy (Own lesson)
Cannolly Jenrmy (Own lesson)
Cooke Dennis (Absent own lesson)
Dalton James (Own lesson)
Edwards John (Own lessaon)

Feng Jenny (Own leszan)

Fraser Melizsa (Absent)

Gibsan Monique (Own lesson)
Jacksan Toni (Own lesson)

Knight Natalie (Own lesson)

Marks Danigl (Own lesson)

Show

O Code

(® Name (O Name/Code

O sort

OK

Cancel

Confirm

Edwards John is already taking a lesson at HR. Do you want this teacher

to take this replacement as well?

Yes 44

Scroll down
and click on
John Edwards

Click OK

Click Yes

B romersge mormansage processsage neporcsoge K| EECEETESERNR) ,_

Options
(D Show classes with no replacement  [J Show composite classes ] (

+ Select Teacher

€ Delete Replacement B Replacement Not Required

@ Auto Allocate

Legend
Replacement Teacher

Composite class ]

Outstanding Replacements

1. Sort By Period

Period | Roorn Class Absent Teacher Replacement Teacher | Load | Count | Students | Notes

AM Bus Duty Alderson David Einstein Bert 020 |0.20 |0

HR 523 TTHRMIC Edwards John Edwards John 020 |0.00 |26

HR 524 T1HRM1D Cooke Dennis Edwards John A S 0.00 R%S

HR 122 O07HRM1B Atkinson Danielle _ 020 2\

HR 24 Q7HRM1D Alderann Daid Kelhe n20 1020 2

s 12En6s | Note: John Edwards is now the replacement teacher for this class

and his original class has been added to the list. The value in the
Count column is 0.00 because this is not an additional class.
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This process can also be used to swap a teacher from one class to another. For example, if a Yr9
Maths teacher is to be removed from their regular class to take a Yr12 Maths replacement. Use
Select Replacement as above and then remove the teacher from their original class.

REPLACEMENT NOTES

Notes can be added for timetabled classes, Student Activities and yard duty replacements. It is
possible to include the added notes on the [17] Bulletin, [16] Teacher Changes report and also have
them appear in General Access if required.

B comersss momsionsage rocessuge neossore COICCENYEORRON |

+ € Delete Replacement = ¥ Auto Allocate Outstanding Replacements 1. Sort By Period v
— Oprions coe
O Show classes with no replacement  [J Show composite classes | Replacement Teacher Composite class | Cllck in the Notes column
Period‘Rmm |Class |Abser‘:Teacher |ReplatemeﬂtTeather|Lnad‘Coun:‘S:udemshates for 11HRM1D and type
AM Bus Duty Alderson David Einstein Bert 0.20 (020 |0

“Please mark this roll as

HR 523 T1HRM1C Edwards John Edhwards John 020 000 |26 / N
HR 24 11HRM1D Cooke Dennis Edwards John 0.20 We“ as your own and

000 |25
HR O J22 O7HRM1B | Atkinson Danielle 020 27 press Enter
HRJ24 07HRMID | Alderson David Burraws Kelly 020 (020 |26

n Home Page Information Stage Process Stage Reports Stage 4 | Tue 04 Feb D2 (Future) ‘ > _

+ @ Delete Replacernent = @ Auto Allocate Outstanding Replacements 1.Sort By Period -
— Options —Legend
[ Show classes with no replacerment  [J Show composite classes | Replacement Teacher Composite class ‘
Period | Room ‘Class |Ahser‘: Teacher ‘ Replacement Teacher ‘ Load |Coun: S:udems| Notes
AM Bus Duty Alderson David Einstein Bert 020 |0.20 |0
HR 523 TTHRMAC Edwards John Edwards John 020 |0.00 |28
HR 524 TTHRM1D Cooke Dennis 020 |0.00 |25 Please mark this roll as well as your own
HR 2z 07HRM1B Atkinson Danielle 0.20 27
HR 124 O07HRMAD Alderson David Burrows Kelly 020 |0.20 |28

The note has been recorded. This can now be included on screens [17]
Bulletin and [16] Teacher Changes when reports are printed or emailed.

COMPOSITE CLASSES

In Web Daily Organiser, the default setting for composite classes is the first class in the composite is
displayed on the Allocate Teacher Replacement screen. When replacement teachers are allocated,
they are allocated to all instances of the composite class. However, it is possible to display all
composite classes and allocate different teachers to each one if required.

In this case, Peta Wallen had a composite class in Period 3 of 10MAT1C and 10MAT1V.
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B comersse momansage proessage neporssage K EXETEEETRNR) ._

+ Select Teacher & Delete Replacement B Replacement Not Required ¥ Auto Allocate Qutstanding Replacements 1. Sort By Period
QOptions Legend
(D Show classes with no replacement ] Show composite classes ( Replacement Teacher Composite class ]
Period | Roorm ‘Class |Absent Teacher | Replacaxgent Teacher‘ Load ‘Count‘ Swdems| Notes
R Senior Sch Rrn 26 | 11 ENG EXAM | Additional Teacher 4
S M17 10MAT1B Cooke Dennis
3 Mi1g TOMATI1C Wallen Peta
3 M12 09ENG1D Boyle Joanne
3 LAB4 085CIHA Wood Paul
3 LABZ 07sCINEB Frager Melissa Einstein Bert 1.00
3 GYM2 07HPEIC Atkinson Danielle 1.00
4 g22 T1ENGID Boyle Joanne 1.00
£ Show In Lower Pane < Previous Period > Mext Perind ~ Same Period 4. Sort By Index ¥ | Legend
perioa [ an [HR1 ‘2|R‘i4|u |2[s]e|pm [romi [avaieeie Tesne|  Use the scroll bar to scroll down to Period 3 N
3 000 | Crowe Peter (Eme} P 0.00]|0.00| NA |NA
and select 10MAT1C
3 L|L L L 2.00 |Harley Brett P |0.00 (42001 1.00 |9.00
3 L |L|L L L 2.20 | Rennie Matthew . . p|0.00 f0:201 1.00 |9.80
Tick Show composite classes

B romersgs inomatonstsge  rrocesstage neporssose K| PRI ._

+ Select Teacher & Delete Replacernent Replacemnent Not Required L3 Auto Allocate Outstanding Replacements 1. Sort By Period

Options. Legend

O show classes with no replacement Show composite classes } {_ Replacement Teacher Composite class }
Period | Roam |Class |Absent Teacher ‘ Replacement Teacher‘ Load | Count| Smdents‘ Notes |
R Zenior Sch Rm 26 | 11 ENG EXAM | Additional Teacher 4 0.50 25
3 M17 10MATIE | Cooke Dennis 1.00 2 Both comp05|te classes are
: N owaric wetenpee [ 1 now displayed
3 M18 10MATIV  Wallen Peta - 4
3 M12 D9ENGID | Beyle Joanne 1.00

Allocate Peter Crowe as the

3 LAB4 085CHA Wond Paul 1.00
3 LAB3 0750118 Fraser Melissa Finstein Bert 100 |1.00 rEp|acement teacher to the
3 GYM2Z O7HPEIC Atkinson Danielle 1.00 ﬂrst Composite CIaSS

¥ Show In Lower Pane < Previous Period > Next Period ~ Same Beflod 4. Sort By Index
Period|AM|HR|1|2‘R E] 4|L1|I_2|5|6‘PM Tobal‘}\va\\ableTeamer Iny InLieu|U/Cy‘UR ‘c |u |C+U Last 10 Days (Counted) TC |CL |0L ‘
3 0.00 | Crowe Peter (Emer, 0.00 |0.00 0.00 0.00/0.00/0.00 |0.00/0.000.00(0.00(0.00 0.00 0.000.00(0.00(0.00[0.00(NA |NA
3 Lt L L 200 Harley Brett 2 |200 |000 200 0.000.00|0.00 |0.000.00|0.00|0.00 {4400 0.00|0.00|0.00 |0.00|0.00 [1.08 1.00 |5.00
3 LofLL L L 220 |Rennie Matthew |3 |200 [0.00 ' 2.00{0.00{0.00|0.00 |0.00|0.00 [@:20) 0.00|0.00|0.00 | 0.00 |0.00 | 0.00|0.00 |@:201 1.00 |9.80

. T
Bl HomerPage InformationStage ProcessStage Reports Stage 4 | Tue 04 Feb D
Note: In the Replacement Teacher
+ Select Teacher € Delete Replacement Replacement Not Required 3 Auto Al
apians column Peter Crowe has been added

egend
( Replacernent Teacher C

O show classes with no replacement Show cormposite classes

to both composite classes.

Period | Room |Class ‘Ahsenrt Teacher | Replacement Teacher| Load |Count| Studenty

R Senior Sch Rm 26| 11 ENG EXAM | Additional Teacher 4 0.50 The values in the Count column

3 w7 10MATIB | Cooke Dennis Al indicate that it is only counting as one
3 Mig 10MATIC  Wallen Peta Crowe Peter 0 [1.00" [14

. replacement.

Mig8 10MATIV Wallen Peta Crowe Peter 1.00 |0.00 |4

Note: The replacement teacher is added to both classes whether the check box is ticked or unticked.
Any change made to the green cell will apply to both the composite classes. A different teacher
could be allocated 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 allocate a replacement class to a teacher who has already
reached their cycle or overall limit.

Home Page Information Stage Process Stage Reports Stage 4 | Tue 04 Feb D2 (Future) ‘ > _

+ Select Teacher € Dele ent Replacement Not Required Q¢ Auto Allocate Outstanding Replacements 1. Sort By Period -
— Options: — Legend

[ Show classes with no replacement Show composite classes | Replacernent Teacher Cornposite class |
Period | Room |Class ‘Absent Teacher | Replacement Teacher | Load |C0unt|S(udents | Notes . . .

Click on 09ENG1D in Period 3
R Senior Sch Rm 26 |11 ENG EXAM | Additional Teacher 4 0.50 25
3 M17 10MAT1B Cooke Dennis 1.00 22 . .
3 M18 TOMATIC Wallen Peta Crowe Peter 1.00 |1.00 (14 NOte Adam Jones IS avallable
E M1g 1OMATIV.  Wallen Peta Crowe Peter 1.00 |0.00 |4 and he is also available in
3 M12 O0SENG1D Bayle Joanne _v—vv Periods 1 & 2
3 LAE4 085CNA Wood Paul
3 LABZ 07SCB Fraser Melissa Einstein Bert DOUbIe CliCk on Adam Jones in
3 GYM2 O7HPEIC Atkinson Danielle
the lower pane _—
wer Pane < Previous Period > Nesxt Period Same Period 4 Sort By Index

Period|AM|HR|1 ‘2 ‘ R‘S ‘4|L1 |L2|5|6 ‘ PM | Total ‘Avaw\ab%er ‘ mdex|ln Lueu|%f| UR ‘C ‘U |C+U Last 10 Days (Counted) TC |CL oL |
3 L|L L L yféﬁren 1 2.00 /|0.00 |2.00 0.00|0.00|0.00 |0.000.00(0.00(0.00 192008 0.00 (0.00|0.00|0.00|0.00 [9:00° 1.00 | S.00
3 L |L|L L L 720 |Rennie Matthew |2 0.00 |2.00 0.00 0.00 (0,00 |0.00|0.00 f8:200 0.00|0.00| 0.00|0.00 | 0.00 (0.00(0.00 |0:281 1.00 | 9.80
3 L 2.00 |Jackson Chris 3 0.000 |0.30 030 0.00|0.00|0.00 |0.000.000.00 45084 0.00 0.00 (0.00|0.00|0.00|0.00 [9:00° 1.00 | S.00
3 L L 1.20 | Patel Marek 0.000 |0.00|0.00/0.00|0.00|0.00 |0.000.00(0.00(0.00 92008 0.00 (0.00|0.00|0.00|0.00 [9.00° 1.00 | S.00
3 L|L 2.00 |Cheng Willia 0.000 |0.00|0.00/0.00|0.00|0.00 |0.000.00 {42081 0.000.00 0.00(0.00|0.00|0.00|0.00 [9.00° 1.00 | S.00
3 L L 2.00 |Jones Adam ] 0.000 |0.00|0.00/0.00|0.00|0.00 |0.000.00 fO:20Y 0.00 92008 0.00 (0.00 |0.00|0.00|0.00 [9:20° 1.00 | 8.80
3 L |L|L L 220 | Jacksen Toni 7 0.000 |0.00|0.00/0.00|0.00|0.00 |0.000.00(0.00(0.00 92008 0.00 (0.00|0.00|0.00|0.00 [9.00° 1.00 | S.00

Home Page Information Stage Process Stage Reports Stage 4 ‘ Tue 04 Feb D2 (Future) | > _

€ Delete Replacernent

+

ed ¢ Auto Allocate Outstanding Replacements 1. Sort By Period hd

— Options 2
[ Show classes with no replacement Show composite classes ‘ Replacement Teacher - - |

Period | Room |Class |Absent Teacher | Replacement Teacher | Load |Count | Studd Adam Jones has been a I |0cated to
R Senior Sch Rm 26 | 11 ENG EXAM | Additional Teacher 4 0.50 25 th Is Class'
3 M17 10MAT1B Cooke Dennis
£ Mig 10MATIC Wallen Peta Crowe Peter In the upper pane’ Scro“ Up to
3 Mg 10MATIV  Wallen Peta Crowe Peter Period 1 and click next to 09PEB1A
3 M12 09ENG1D Boyle Joanne Jones Adam
3 LAB4 085CHA Wood Paul 1.00 26
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e

+ Select Teacher @ Delete Replacement B Replacement Not Required @ Auto Allocate Outstanding Replacements 1. Sort By Period

Home Page Information Stage

Stage Reports S

Option: Legend
[0 show classes with no replacement Show composite classes } ( Replacement Teacher (0 Composite class ]

Period | Room Class Absent Teacher Replacement Teacher | Load | Count | Students | Notes ‘
1 521 12ENG1B Boyle Joanne Marks Daniel 1.00 |0.00 |20 :
: 12PSTIC | Wood pau @ = 09PEB1A is now highlighted
1 GvM2 09PEBIA | Alderson David _ 1.00 26
9 GYMi 09PEGIA | Atkinson Danielle 1.00 24 Note: The lower pane is sorted by index
e 085D _|Cooke Denns e 7 and Adam Jones is now near the bottom
1 523 11 ENG EXAM | Additional Teacher 1 1.00 S
1 s 11 ENG EXAM | Additions] Tescher 2 100 2 of the available teachers because he has
1 s25 11 ENG EXAM | Additional Teacher 3 1.00 26 7 already been allocated a replacement.
1 2E 11 FMG EXAM | Additinnal Tearher 4 100 el /

13 show In Lower Pane < Previous Period > Next Period v Same Period 4. Soﬁyl

In the lower pane, scroll to the bottom

Period |AM |HR |12 |R|3 |4 |L1|12|5 |6 |PM Total‘AvanableTeacher |Index nties Uy R U and double click on Adam Jones to
1 D Ll LlL 420 _e 000|200 2/69 0.00 0.
1 LUl 200 | jackson chris 7 |ooo |020/620 000 0. allocate him to this class as well
1 L L 120 | Patel Marek & 000
1 an 1.50 | Clark Megan s |ooo 0.00]0.00]0.00 100 |6.00
1 c MM v | L 170 Burrows Kelly 10 |000 0.00|0.00 | 0.00 020 280
1 LlL 2.00 | Cheng William 1 o.o/ 0.00|0.00 |0.00 1.00 [9.00
1 L v | L 250 Rogers Paul 12 9410 0.00|0.00 0.00 0320 |9.80
1 Lo 300 Talbot Peter 13 fooo 0.00|0.00 | 0.00 1.00 |9.00
1 L Ll L 320 | Bell Heather 14/ 000 |0.00 000|000 0.00(0.00 |0.00 0.00|0.00(0.00]0.00|0.00 000|000 0.00/0.00{000 [1.00 1000
1 L L LlL 320 Voung Bernard 000 |0.00 000|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 [1.00 1000
1 L v(L (L L 370 | Butler Alison 16 |0.00 |0.00 000|000 000000 |0.00] 000000 0.00 0.00(0.00 0.00(0.00 c00fa0o(coe 100 1000
1 viL L LlL 450 | Manning Kathy / 17 |0.00 |o.00 |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 [1.00 [1000
1 L .L v L 450 Myers John / 18 |000 |0.00 000|000 000|000 |0.00] 000000 0.00 0.00(0.00 0.00(0.00 0.00000(000 1.00 1000
1 L 100 | Adams Rod.( 19 |000 0.00 0.000.00 | 0.00 |0.00 -2.00 {2.00
1 clL L 300 |jones Adam 20 000 0.00/0.000.00 | 0.00 |0.00 000 [7.80
1 L) [y L 470 Pesrson Sean 21 |00 |0.00 000|000 0.00(000 |o .00{0.00| 0.00| 0,00 0.00 | 0.00 |0.00 0.00 800

Confirm
Note: A message appears warning

The cycle limit for the number of replacernents taken by teacher JONA that his load is about to be exceeded.
will be exceeded. Do you still want this teacher as a replacement?

Click Yes
Yes No
2 L L LIL 3.20 |Young Bernard 18 0.00 0.00 0.00|0.00(0.00| 000 |0.00(0.00|0.00 000/ 000 000(000/000 000(000(000 100 1000
2 L L Y L 3.50 |Nancarrow Trish 19 0.00 0.00 |0.00|0.00{0.00 | 0.00 |0.00|0.00(0.00|0.00|0.00|0.00|0.000.00|0.00|0.00]0.00 [1.00 | 10.00
2 L YL L L 3.70 |Butler Alison 20 0.00 0.00 |0.00|0.00{0.00 | 0.00 |0.00|0.00(0.00|0.00|0.00|0.00|0.000.00|0.00|0.00]0.00 [1.00 |10.00
2 YL L LiL 450 _21 0.00 0.00 |0.00|C.00{0.00 0.00 |0.00|0.00(0.00 0.000.00|0.00|0.000.00|0.00|0.00(0.00 (100 10.00
2 C C|L L 400 |Jones Adam 22 0.00 0.00 0.00|0.00|0.00 | 0.00|0.00 -1.00 | 6.80
2 L L(Uuju|u -1.20 Chappell Judy \23 0.00 0.00 | 0.00 4400 |0.00 | 0.00 |0.00|0.00(0.00 | 0.00|0.00|0.00(0.00|0.00 0880.00(0.00 000 | 0.00

Click on any Period 2 class in the upper pane to see the effect in the lower pane

Note: Adam is now second last on the index. He now has 2.0 replacements
today and his cycle limit is -1.00. The negative indicates that he is over the limit.
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ADJUST THE COUNT STATUS OF A REPLACEMENT

There are times when it is necessary to manually adjust the Count value of a replacement lesson. In
this case, Kathy Manning will set up the Yr11 English Exam and supervise it in Period 1. This will be
counted as two replacements.

n Home Page Information Stage Process Stage Reports Stage 4 | Tue 04 Feb D2 (Future) | »
+ Select Teacher & Delete Replacement Replacernent Not Required £ Auto Allocate Outstanding Replacements 1. Sort By Period -
— Options —Legend
O show dlasses with no replacement Show composite classes | Replacement Teacher Composite class |
Period | Room |Class ‘Ahsem Teacher | Replacement Teacher ‘ Load ‘ Count ‘ Students | Notes ‘
1 GYM1 OSPEGTA Atkinson Danielle 1.00 24
1 LAB2 085C1D Conke Dennis 1.00 27 In the upper pane click next
1 523 11 ENG EXAM | Additional Teacher 1 1.00 26 .
1 224 11 ENG EXAM | Additional Teacher 2 1.00 to Addltlonal TeaCher 1 for
1 515 11 ENG EXAM | Additional Teacher 3 1.00 2 11 ENG EXAM in Period 1
1 326 11 ENG EXAM | Additional Teacher 4 1.00 25
2 521 12ENGTB Boyle Joanne 1.00 20 In the |OWEF pane double
2 12PaTIC Wood Paul 1.00 17 I k K h M .
2 GYM1 Q9PEGTA Atkinson Danielle 1.00 24 clickon at y annlng

L Show In Lower Pane < Previous Period > Mext Period v Same Period 4. SOrtE;.flﬂdex/ -

Periad|AM‘HR‘1 ‘2|R|3 |4 |L1 |L2|£|6‘PM Total|AvaiIah\ETeather |Index‘\n Lieu|LIny‘UR |C ‘U/f('*—U Last 10 Days (Counted) TC ‘CL |OL ‘

1 LiL L|L LiL 4.00 | Thamson Wayne ES 200 | 0.00 2.00)0.00/0.00|0.00 |0.004.0010.00 0.000.00|0.00(0.00 0.00|0.00 0.00400 0.00 9.00
1 D L|L LiL 4.20 |Edwards John [ 0.00 |2.00 200 0.00(0.00 |0.00|0.00 j@:704 0.00|0.00 | 0.00|0.00|0.00(0.00 | 0.00 pOFON 100 |9.30
1 LiL 200 |Jackson Chris 7 000 |030 034 000 000|000 |0.00)0.00|0.00 900 0.00|0.00(0.00) 000|0.00 000108 100 900
1 L L 1.20 | Patel Marek 2 0.00 0.00/0.00|0.00 |0.00/0.000.00) 0.004.000 0.00|0.00|0.00|0.00 | 0.00 1.000 1.00 | 9.00
1 MM Y |L 1.50 | Clark Megan 9 0.00 0.00/0.00(0.00 |0.00|0.00|0.00|0.00 42003000 0.00 | 0.00 | 0.00 | 0.00 4000 1.00 |6.00
1 [ MM Y L 170 | Burrows Kelly 10 0.00 0:20° 0.00 |0:20 }0:20° 0.00 | 0.00 | 0.00 950800 0.00 | 0.00|0.00|0.00 |0.00 120" 0.80 |8.80
1 LiL 2.00 | Cheng William 0.00 |0.00/0.00 0.00|0.00 |0.00]0.004.000 0.00|0.00|0.00(0.00 0.00|0.00 0.00400 1.00 |9.00
1 L Y L 2.50 |Rogers Paul 0.00 |0.00(0.00|0.00|0.00 |0.00 J@E264 0.00 0.00|0.00|0.00(0.00 | 0.00|0.00 | 0.00 JOE2GN 0.80 |9.80
1 L L|L 300 |Talbot Peter 0.00 |0.00|0.00 0.00|0.00 |0.00|0.00|0.00 900 0.00|0.00|0.00 0.00|0.00 000100  1.00 9.00
1 L L|L L 3.20 | Bell Heather 0.00 |0.00(0.00 0.00|0.00 |0.00]0.00|0.00 0.000.00|0.00{0.000.00)0.00/0.00{0.00 [1.00  10.00
1 L L LiL 3.20 |Young Bernard 0.00 |0.00 |0.00(0.000.00|0.00 |0.00|0.00|0.000.00|0.00|0.00(0.00|0.00|0.00|0.00{000 [1.00 |10.00
1 L YL L L 370 |Butler Alison 16 000 |0.00 000|000 000|000 |0.00 000|000 000 0.00| 000|000/ 000000 000(000 1.00 1000
1 YL L LiL 4.50 | Manning Kathy 17 0.00  |0.00 0.00/0.00 0.00|0.00 |0.000.00|0.000.000.00|0.00{0.00/0.00)0.00|0.00{0.00 [1.00 10.00
1 L LY L 4.50 |Myers John 18 0.00 |0.00 |0.00(0.000.00|0.00 |0.00|0.00|0.000.00|0.00|0.00(0.00|0.00|0.00|0.00{000 [1.00 |10.00

B romersg womaonsiage procmsare rovoee CICEEETE®ODN .

+ Select Teacher [x] Replacement Not Required 0 Auto . .
_ The value in the Count column is 1.00
— Options: —Legend
O Show classes with no replacement Show composite classes | Replacement Teacher q
Click in the Count cell and edit the value

Periad | Room |Class |Absent Teacher | Replacement Teacher | Load |Count | Studgfiy
1 GYM1 0SPEGTA Atkinson Danielle 1.00 to 2'00
1 LAB2 08sCnD Cooke Dennis 1.00 27
1 523 11 ENG EXAM | Additional Teacher 1 | Manning Katkny 1.00 (1.00 (26 Press Enter
1 sad 11 ENG EXAM | Additional Teacher 2 _ 1.00 26

n Home Page Information Stage Process Stage  Reports Stage 4 ‘ Tue 04 Feb D2 (Future) | > _

che € Delete Replacement [B) Replacement Not Required @ Auto Allocate Outstanding Replacement: 1 Sort By Period v

— Options —Lege . 1 H

| [ Show classes with no replacement Show compuosite classes | = gRen:\a:emer‘: Teacher Composite class NOte' Th|5 wi “ now Count
Period | Room |C\ass |Absent Teacher | Replacement Teacher | Load |C0unt | Students| Not}/ as 200 replacements' T
1 GYM1 0SPEGIA Atkinson Danielle 1.00 24
1 LAB2 0B85C11D Cooke Dennis 1.00
1 523 11 ENG EXAM | Additional Teacher 1 200|200 |28
1 s24 11 ENG EXAM | Additional Teacher 2 1.00 26
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ACTIVITY

Please complete the following tasks

o Make emergency teacher Marie Curie available for the day.
e Use a combination of emergency teachers, counted and uncounted replacements to
manually allocate replacement teachers to all Period 1 and 2 classes.

AUTO ALLOCATE OUTSTANDING REPLACEMENTS

In Web Daily Organiser it is also possible to automatically allocate replacement teachers. The
automatic function allocates replacements based on the index order. This way emergency teachers,
in lieus and uncounted replacements are used before counted replacements.

Note: The automatic function does not allocate teachers to Yard Duties.

n Home Page Information Stage Process Stage  Reports Stage 4 ‘ Tue 04 Feb D2 (Future) | > _

+ Select Teacher [<] (B Replacement Not Required Q@ Auto Allocate Outstanding Replacements 1. Sort By Period v
— Options —Legend k
| [ show classes with no replacement Show composite classes ‘ Replacement Teacher Composite N|
Period | Room |Class |Abser: Teacher | Replacement Teacher | Load |C0un: | S:udems| Notes |
2 12P3T1C Wood Paul Marks Daniel 1.00 (000 (17
2 GYM1 O9PEGTA Atkinson Daniglle Einstein Bert 100400 24
2 |2 GESCHD  |CookeDennis  [BRICHEERS 1 Click Auto Allocate Outstanding Replacements
z 23 11 ENG EXAM | Additional Teacher 1| Thamson Wayne 1.00)
2 524 11 ENG EXAM | Additional Teacher 2 | Smyth Martin 1.00 7000 [26
2 525 11 ENG EXAM | Additional Teacher 3 | Harley Brett 100 (1.00 |26
= 526 11 ENG EXAM | Additional Teacher 4 | Rennie Matthew 100 (000 (25
R Senior Sch Rm 23| 11 ENG EXAM | Additional Teacher 1 _ 0.50 26
R Senior Sch Rm 24| 11 ENG EXAM | Additional Teacher 2 0.50 26

B romerse nomatonsige procesvae meowsore | REEEEGTNEOD 0. |

+ Select Teacher [} B) Replacement Not Required @ Auto Allocate Outstanding Replacerments 1. Sort By Period -
— Optia ~Legend
| [ show classes with no replacement Show composite classes | eplacement Teacher Composite class |
Period | Room |C‘\ass |Abser: Teacher ‘ Replacement Teacher | Load ‘ Count ‘ S:uden:s‘ Notes |
2 GYM1 0SPEGTA Atkinson Danielle Einstein Bert 1.00 [1.00 |24
2 LAB2 08sCD Cooke Dennis Butler Alizon 1.00 [1.00 |27 .
Note: All classes have been covered.
2 523 11 ENG EXAM | Additional Teacher 1 | Thomson Wayne 1.00 [0.00 |26 h ” d b ” d
Z 24 11 ENG EXAM | Additional Teacher 2 | Smiyth Martin 1.00 |0.00 |26 Teac ers Stl nee to ea Ocate to
2 s25 11 ENG EXAM | Additional Teacher 3 | Harley Brett 100 100 |26 Yard Duties.
2 526 11 ENG EXAM | Additional Teacher 4 | Rennie Matthew 1.00 [1.00 |25
R Senior Sch Rm 23 | 11 ENG EXAM | Additional Teacher 1 0.50 26
R Senior Sch Rm 24 | 11 ENG EXAM | Additional Teacher 2 _ 0.50 26
R Senior Sch R 25 | 11 ENG EXAM | Additional Teacher 3 0.50 26
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SHOW CLASSES WITH NO REPLACEMENTS

It is possible to hide classes, activities and yard duties that have already had a replacement teacher
allocated, leaving only those still needing replacements displayed in the upper pane.

ﬂ Home Page Information Stage Process Stage Reports Stage 4 ‘ Tue 04 Feb D2 (Future) | > _

+ Select Teacher Q - Repl ent Not Required @ Auto Allorate Outstanding Replacements 1_Sort By Period v
— Options —Legend
Show classes with no replacement Show composite classes ‘ ‘ Replacement Teacher Composite cla |
A Su . .

Period | Room |Class Macher Replacement Teacher| TICk Show CIasses Wlth no replacement
R Senior Sch Rrn 23 | 11 ENG EXAM | Additional Tea
R | Senior SchRm 24| 11 ENG EXAM | Acditional Teacher 2 Note: All allocated replacements have now been
R Senior Sch Rm 25 | 11 ENG EXAM | Additional Teacher 3 hidden and onIy unallocated ones are shown.
R Senior Sch Rrn 26 | 11 ENG EXAM | Additional Teacher 4
L2 |Junior Yard Boyle Joanne Allocate teachers to all remaining yard duties
& LAB2 12PHY1A Cooke Dennis Not Required
PM Bus Duty Atkinson Danielle 0.20 0

n Home Page Information Stage Process Stage Reports Stage 4 ‘ Tue 04 Feb D2 (Future) ‘ | 3 _

+ Select Teacher e Delete Replacement Replacement Not Required ¢ Auto Allocate Outstanding Replacements 1. Sort By Period hd
— Options —Legend

Show classes with no replacement Show composite classes | Replacermnent Teacher Composite class |
Periﬂd‘Rmm ‘Class ‘AbsemTeacher Replacement Teacher | Load | Count | Students | Notes) ’
R Senior SchRm 23 |11 ENG EXAM |Additional Teacher 1 0.50 26 Note: When aIIocatlng teachers to
R Senior Sch Rm 24 | 11 ENG EXAM | Additional Teacher 2 0.50 26 yard dUtIeS |t |S beSt tO use the
R Senior Sch R 25 | 11 ENG EXAM | Additional Teacher 3 0.50 26 . . . .
R Senior 5ch Rm 26 | 11 ENG EXAM | Additional Teacher 4 0.50 25 |nformat|0n In the |0Wer pane tO see If
L2 JunorYerd Boyle Josnne 050 0 they are teaching before or after the
6 LAB2 12PHY1A Cooke Dennis Not Required 1.00 12

yard duty.
PM Bus Duty Atkinson Danielle 020 0
Double click on John Edwards who is

L Show In Lower Pane < Previous Period > Next Perjud v Same Perig 4. Sort By Ind| free before ReceSS
Peliod‘AM|HR‘1|2|R|3 |4 ‘L1‘L2|5‘6|PM Totawle'[eacher |\ndex||}'ﬁeu|U."Cy‘UR ‘C |U T T TaST TU Uays (COUTTED] T [ |
R C |C|C C|C cc 20 | Curie Marie (Emerg) |1 0.00 [0.00 0.00 6201 0.00 |6.20 | 620 0.00| 0.00 | 0.00 |5:501 0.00 | 0.00 | 0.00 | 0.00|0.00 P19.70) NA | NA
R C c|c C|C C 6.20 |Einstein Bert (Emerg) 0.00 [0.00 | 0.00 [6:2010.00 6.20 |6:2005.00 5.50 570 6.000 5.00( 0.00 | 0.00 | 0.00|0.00 |3340) NA | NA
R L|D L (L LiL 500 |Tharmson Wayn, 3 1.00 0.00 |1.00| 0.00 120071200 | 0.00 1.001 0.00 |0.00|0.00|0.00|0.00 | 0.00|0.00|0.00 908 | 0.00 |9.00
R D I L|L L|L 4.20 | Edwards John 4 0.00 (2.00 2.00 0.00|0.00|0.00 |0.00|0.00 FO:ON 0.00|0.00(0.00|0.00 0.00 0.00|0.00 JOFON 1.00 (9.30
R C M (M Y L 1.70 |Burrows Kelly E 0.00 0.00 | 0.00 0201 0.00 [B:20° 10201 0.00 | 0.00 | 0.00 1388 0.00 | 0.00 | 0.00 | 0.00| 0.00 42281 0.80 |8.80

B romerse womatonsiuge procmsare oo QICREIETEEODN 0. |

+ Select Teacher € Delete Replacement Replacernent Not Required £ Auto Allocate Outstanding Replacements 1. Sort By Period b
— Options —Legend
Show classes with no replacement Show composite classes ‘ eplacem Note: ThlS aCtiVity haS now disappeared from the

Period | Room ‘Class |Absent Teacher replacementTeacher Lof — Upper pane because only classes, activities or yard
Senior Sch Rm 24 11 ENG EXAM | Additional Teacher 2 0.4

g duties with no replacements are displayed.

R Senior Sch Rrn 25 | 11 ENG EXAM | Additional Teacher 3 0.9

R Senior Sch Rm 26 | 11 ENG EXAM | Additional Teacher 4 0.9 . o e
Allocate replacements in all remaining cells

L2 Jurior Yard Bayle Joanne 0.4

6 LAB2 12PHY1A Cooke Dennis Not Required 14

PM Bus Duty Atkinson Danielle 0.20 [4]
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Home Page Information Stage  Process Stage  Reports Stage 4 ‘ Tue 04 Feb D2 (Future) | ) _

+ Select Teacher @ Delete Replacement B) Replacement Not Required Q@ Auto Allocate Quistanding Replacements 1. Sort By Period
Option: Legend
B Show classes with‘nP replacement Show composite classes ] ( Replacement Teacher Composite class ]
Period | Room | Class Absent er | Replacement Teacher | Load | Count Swdents|Nutes |
6 LAB2 |12PHY1A |Cooke Dennis Md 1.00 12 .
Note: All replacements have now been

allocated. The only class listed is the class
that does not require a replacement teacher

Untick Show classes with no replacement

Home rege iormatonstage  Processsage neporssope | K PR >_

+ Select Teacher € Delete Replacement B Replacement Not Required €3 Auto Allocate OQutstanding Replacements 1. Sort By Period
Options Legend

(D Show classes with no replacement Show composite classes ] ( Replacement Teacher Composite class ]

Period | Room Class Absent Teacher Replacement Teacher | Load | Count | Students | Notes

AM Bus Duty Alderson David Einstein Bert 020 |0.20 (0O

HR 523 TTHRMI1C Edwards John Edwards Juhn 020 |0.00 (26

HR 24 TTHRMI1D Cooke Dennis Edwards Juhn 020 |0.00 (25 Please mark this roll as well as your own

HR J22 07HRM1B Atkinson Danielle Curie Marie 020 |0.20 (27

HR J24 O7HRMI1D Alderson David Burrows Kelly 020 |0.20 (26

1 521 12ENG1B Boyle Joanne Marks Daniel 1.00 |0.00 |20

1 12PSTIC Wood Paul Curie Marie A" CIaSS, activity and yard

1 GYM2 0SPEB1A Alderson David Jones Adam

duty data is displayed.
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ROOM REPLACEMENTS

In Web Daily Organiser, there are two screens that can be used to complete room changes:

e [13A] Assign Rooms: Rooms can be assigned to any classes that have been removed from a
room and to student activities that need additional rooms.

e [13B] Edit Rooms: 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 [13B] Edit Rooms so only rooms for
regular classes can be edited on this screen.

] Open Daily Organiser 2020 - one week later

Manage Items

ﬁ View Published Timetables * Configure Settings
Lr view User Changes & Fublish Daily Organiser .. Off
----- 1 Import Data Permit Support Access Off
p
i Export Data Open on Today's Date Off
P ¥
Process Stage Reports Stage
n Paraiieters and Calendar ... Teachers .. D Check Replacemnents
Students _.. D Teacher Changes
Absence Reasons Rooms ... D Bulletin ...
n Lesson Cancellation Reasons Cancel Lessons and Yard Duties . D Selected Day Reports ...
B room adsilability Reasons Teacher Replacements .. B setected Day Activities ..
n Teachers nd Students ... Room Replacerments .. D Timetables ...
n Reminder Wotes Student Attendance Changes D Summary Reports ...

B2 Fite statistics ..

Check that the timetable day and date
correspond to the second Tuesday of the
school year

Click [13] Room Replacements...
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ASSIGN ROOMS

The Assign Rooms screen works in a similar way to screen [12A] Allocate Teacher Replacements. The
default settings for this screen display the classes needing a room sorted by period in the top pane
and the available rooms sorted alphabetically in the lower pane.

E Home Page Information Stage Process Stage  Reports Stage 4 | Tue 04 Feb D2 (Future) | P .
+ Select Room to Assign ﬁ 1. Sort By Period -

— Options The upper pane shows details for

| [0 Show classes with no assigned roam ] Show balloons (lower pane) [

classes or activities that need a
room to be assigned.

Period|CIass |Tean:her ‘Time:abled Room | Assi

! IR 'V 2lker Sam | LABH Click on the first class

1 12PSTIC | Curie Marie
2 12CHETA | Walker Sam
Z 12PSTIC | Marks Daniel The teachers in blue text are
2 DBRED1A | Kelly Rachel | J11 26 replacement teachers.
3 11CHETA | Walker Sam | LABT 19
5 12BI01A | Butler Alison | LABT 18
3 12ENS1B | Jackson Chris | LAB1 12
< Previous Period » Mext Period ~  Same Period 1.Sort By Rooms (default) * Legend
Period | AM ‘ HR([1 |2 | R | 3 | 4 | L1 | Lz | L | 3] | PM | Available Roarms ‘Seats
1 ATZ 27 The two parts of the screen are
1 L|L L AT3 27 separated by a menu bar.
1 ATS 27
1 ATE 27
1 L AT7 25
1 L|L L ATS 25 The lower pane shows a list of
1 ovz 100 rooms available to be used for
1 Lo N LAB3 27 the lesson highlighted in the
1 L| |L|L L|L LAB4 27 upper pane.
1 L PACT 200 Note: Data can be sorted in both
1 L PAC2 27 the upper pane and lower pane.
1 PACA 27
1 L L|L n4 27
1 )5 27
1 J25 27
1 L L L|L M12 27
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Lesson 10

E Home Page

+ Select Room to Assign

Options
(l:l Show clagzses with no assigned room

Information Stage

Process Stage

€ Delete Assigned Room

1. Sort By Period

Reports Stage

d

Tue 04 Feb D2 (Future)

-

O Show balloons (lower pane) [ Show composite classes and shared rooms ]

Period | Class Teacher Timetabled Room | Assigned Roomn | Students
1 12CHETA | Walker Sam | LAB1

1 12PST1C | Curie Marie | 526

2 12CHETA | Walker Sam | LAB1 17

2 12PST1C | Marks Daniel | 526 17

2 OBRED1A | Kelly Rachel |11 26

3 T1CHETA | Walker Sam | LAB1 19

5 12BIO1A | Butler Alison | LAB1 18

6 12ENS1B | Jackson Chris | LAB1 12

Click Legend

< Previous Perind

» Mext Period

~ Same Period

1.5ort By Rooms (default) -

Legend

Period [AM [HR|1 |2 |R|3|4|L1 (L2 PM | Available Rooms | Seats
1 AT2 27
1 L|L L AT3 27
Room Replacements Legend
Colour Guide Codes
Lesson cancelled E: Room edit

Room available

@ Foom unavailable

L: Normal lesson

R: Room reassigned

Close

The Legend provides a
key to the colours and
letters used in the lower
pane.

Click Close
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ASSIGN ROOMS IN THE UPPER PANE

To assign the top listed room in the lower pane it is a simple matter of double clicking in the
Assigned Room cell next to the class in the upper pane. In this case, 08RED1A must be assigned to
AT1.

ﬂ Home Page Information Stage Process Stage  Reports Stage 4 | Tue 04 Feb D2 (Future) | P .

+ Select Room to Assign ﬁ Delete Azsigned Room 1. Sort By Period -

— Options
[0 Show classes with no assigned roam ] Show balloons (lower pane) [ Show composite classes and shared rooms ‘

Period | Class |Teacher ‘Timetabled Room ‘Assigned Roarn | Students|
1 12CHETA | Walker Sam | LABT 17
1 12PSTIC | Curie Marie | $26 17
2 12CHETA | Walker Sam | LABT 17 Double click in the Assigned
2 12PSTIC | Marks Daniel | 26 17 Room column next to
2 0ZRED1A | Kelly Rachel | J11 26 08RED1A in Period 2
3 11CHETA | Walker Sam | LABT 19
5 12BI01A | Butler Alison | LABT 18
6 12ENS1B | Jackson Chris | LABT 12
< Previous Period > MNext Period v Same Period 1.5ort By Rooms (default) * Legend

Period|AM‘HR 112 R|3|4|L1|L2|5|6|PM AvailableRooms‘Sea13|

2 L AT1 27
2 ATZ 27
ﬂ Home Page Information Stage Process Stage  Reports Stage 4 | Tue 04 Feb D2 (Future) | P .
+ Select Room to Assign ﬁ Delete Assigned Room 1. Sort By Period -
— Options

[0 Show classes with no assigned roam ] Show balloons (lower pane) [ Show composite classes and shared rooms ‘

Period | Class |Teacher ‘Timetabled Room ‘Assigned Roarn | Students|
1 12CHE1A | Walker Sam | LABT 17 ]

: : Note: AT1 has been assigned
1 12PSTIC | Curie Marie | S26 17

to the class.
2 12CHE1A | Walker Sam | LABT 17
2 12PSTIC | Marks Daniel | 526 17 The next class requiring a
2 0ZRED1A | Kelly Rachel | J11 AT room is now highlighted and
3 H1CHEIA | Walker Sarm | LAB 1o Period 3 data is displayed in
5 12BI01A | Butler Alison | LABT 18 the lower pane.
g 12ENS1B | Jackson Chris | LABT 12
< Previous Period > et Period v Same Period 1.5ort By Rooms (default) * Legend

Period|AM‘HR 1 R|3 4|L1 |L2|5|6|PM Available Rooms‘Seam|

3 / R L AT 27
3 AT2 27

Timetabling Solutions Page 219 of 346



Web Daily Organiser Lesson 10

ASSIGN ROOMS IN THE LOWER PANE

Double clicking on any room in the lower pane will assign this room to the class selected in the upper
pane.

ﬂ Home Page Information Stage Process Stage  Reports Stage 4 | Tue 04 Feb D2 (Future) | P .
+ Select Room to Assign ﬁ Delete Assigned Roor 1. Sort By Period -
— Options

| [0 Show classes with no assigned roam ] Show balloons (lower pane) [ Show composite classes and shared rooms ‘

Period | Class |Teacher ‘Timetabled Room ‘Assigned Roarn | Students|
1 12CHETA | Walker Sam | LAB1 17
1 12PST1C | Curie Marie | 526 17
2 12CHETA | Walker Sam | LAB1 17
2 12PST1C | Marks Daniel | 526 17
2 OZRED1A | Kelly Rachel |11 AT1 26
3 T1CHETA | Walker Sarm | LAB1 19
5 12BIO1A | Butler Alison | LAB1 18
6 12ENS1B |Jackson Chris | LAB1 12
< Previous Period > MNext Period v Same Period 1.Sort By Roomns (default) + Legend
Peri0d|AM ‘ HR|1 |2|R|3|4|L1 |L2|5|6|PM Available Roorms ‘S%@|
3 ATS
3 ATH
3 L AT7
3 L|L L AT 11CHE1A in Period 3 is
3 ov2 highlighted in the upper pane.
: . PAC Double click on S21
? L)t L PACS in the lower pane
3 PACA
3 L |L|L m
3 J15C
3 L |L|L L 122
3 L |L|L 123
3 L |L|L 24
3 125
3 L |L|L L L|L S14
3 L|L S16C
3 L |L|L l L L|L 521
3 lll L 525 27
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Lesson 10

E Home Page

+ Select Roomn to Assign

Options
(l:l Show clagzses with no assigned room

Information Stage

€ Delete Assigned Room

Proce:

ss Stage

Reports Stage

'l

Tue 04 Feb D2 (Future)

1. Sort By Period -

O Show balloons (lower pane) [ Show composite classes and shared rooms ]

Period | Class Teacher Timetabled Room | Assigned Roomn | Students

1 12CHETA | Walker Sam | LAB1T 17

1 12PSTIC | Curie Marie | S26 17

2 12CHETA | Walker Sam | LAB1T 17 Click on $21 and the

2 12PSTIC | Marks Daniel | $26 17 room timetable with

2 OSRED1A | Kelly Rachel |]11 AT 26 ] changes is displayed in
Supplementary

3 11CHETA | Walker Sam | LAB1 g .

Information
5 1281014 | Butler Alison | LABT 18
£ 12ENS1B | Jackson Chris | LABT 12

Supplementary Information
Room Timetable: 521
Period | Roll Class | Class / Activity | Teacher Details / Changes
AM
HR 1 TTHRM1A Rennie Matthew
1 12 12ENG1E Boyle Joanne
2 12 12ENG1E Boyle Joanne
R
3 1 T1CHETA Walker Sarm Reaszigned from LAB1
4 12 12ENGTA Pearson Sean
L1
L2
5 12 12ENGID Marks Daniel
6 12 12ENGIC Burraws Kelly
FM

Note: room changes are
displayed in blue font.

Note: The Supplementary Information can also display student lists (by clicking on a number in the
Students column) and a teacher’s timetable (by clicking on a teacher’s name/code).
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ASSIGN TWO CLASSES TO THE SAME ROOM

It is possible to allocate 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 in the lower pane because it is in use.

ﬂ Home Page Information Stage Process Stage  Reports Stage 4 | Tue 04 Feb D2 (Future) | P .

+ Select Room to Assign € Delete Assigned Roor 1. Sort By Periad
" otions — Click in the Assigned
| [0 Show classes with no assigned roam ] Show ba ower pane) ] Show d Room column for

12CHE1A in Period 2

Period | Class |Teacher ‘Timetabled Room ‘Assigned Roarn | Students|

1 12CHETA | Walker Sam | LABT 17 Click Select Room to
1 12PSTIC | Curie Marie | S26 Assign

2 12CHE1A | Walker Sam | LAB1

2 12PSTIC | Marks Daniel | 526

2 DSRED1A | Kelly Rachel |11 AT1 26

3 11CHE1A | Walker Sam | LABT 521 19

c 12BI01A | Butler Alison | LABT 12

g 12ENS1B | Jackson Chris | LABT 12

Select Room

Type letter to find alphabetically

516C (Used for lesson) - |
TT3Used for lesson)

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.

121 {Used for lesson)

22 (Used for lessan)
23 (Used for lessan)

|24 (Used for lessan)
M10 (Used for lesson)
M11 (Used for lesson)
M17 (Used for lesson)

M18C (Used for lessan)
Scroll down the list and select

$16C (Used for lesson)

511 (Used for lesson)
514 (Used for lesson)
516C (Used for lesson)

Click OK

521 (Used for lesson)

L

23 (Lesson cancelled - EXAM, Unavailable - EXAM, Activity)

524 (Unavailable - EXAM, Activity)

525 (Unavailable - EXAM, Activity)

526 (Used for Lesson, Unavailable - EXAM, Activity)

Show

@ Code O Name O Name/Code O sort

oK Cancel
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Confirm
] Click Yes
S16C i5 in use this period. Do you want to proceed?
Yes No
ﬂ Home Page Information Stage Process Stage  Reports Stage 4 | Tue 04 Feb D2 (Future) | p .
+ € Delete Assigned Room 1. Sort By Period -
— Options
O Show classes with no assigned roam [ Show balloons (lower pane)  [J Show composite classes and shared rooms ‘
Period | Class |Teacher ‘Time:abled Room ‘Assigned Room | S:uden:s| Note: Both classes are now
1 12CHETA | Walker Sam | LABT 17 listed on the screen.
1 12PSTIC | Curie Marie | S26 17 . .
Click on S16C to display the
2 12CHETA [ Walker Sam | LAB1 S16C 17 . .
room timetable in the
2 125Y51A |Fenglenny | S16C 2 Supplementary Information
2 12PSTI1C | Marks Daniel | S26 17

Supplementary Information

Room Timetable: S16C

Period ‘ Rell Class | Class / Activity | Teacher ‘ Details / Changes ‘ Note: Both classes are
AM now displayed on the
R room timetable.

1 12 125Y51A Feng Jenny
2 12 12ZCHETA Walker Sam | Reassigned from LABT /

12 125YS1A Feng Jenmy
R

This process could be taken a step further and the original class 12S5YS1A could be assigned to
another room if required.

EDIT ROOMS

The Edit Rooms screen displays the master timetable 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:
[13B] Edit Rooms
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Bl HomePage Information Stage Process Stage  Reports Stage

Tue 04 Feb D2 (Future) u

# EditRoom @ Undo Edit @ Undo All Edits 3= Display
Lege
MRCG (Multi Roll Class Groug) () Lesson cancelled @ Composite class or shared room @ Timetable clash @ Noteacher () No room assigned  Bold*:Room seat deficit  Bold bluetRoom edit
Teacher or Room change
RC HR 1 2 3 4 s &
12 [12HRM1A S11 JamesDalton |12RELIC |S11 |JamesDalten |12RELIC |S11 |JamesDalten [12RELIB |S13 | JamesDalton |12RELIA (524 | Adamones 12RELIE [S13 Kelly 12RELID |S24  |Adem Jones

12HRM1B |S12 | Alison Butler [ 12ENGIB |52

Daniel Marks [ 12ENGTE |S21 | Marie Curie 12ENS1A | LAB2 |Alison Butler 12ENGTA |S21 | Sean Pearson | 12ENGID Daniel Marks | 12ENG1C |S21 | Kelly Burrows

12HRM1C | 513 | Monique Gibson [ 12CHE1A Sam Walker 12CHE1A Sam Walker 12INFiA |$15C | Sharon Mullins | 12MTE1A |ATE | Wayne Thomson | 1 3 Alison Butler 12ENSTE Chris Jackson

12HRM1D |S14 | Eva White 12LSTIA [S14  |Sharen Mullins | 12LST1A Sharon Mullins [ 12MAATB |11 | Paul Rogers 12MARTA [S1T | Heather B 126COTA |S14 | EvaWhite 12MAXIA | S11

12SYS1A |S16C |Jenny Feng 125Y51A Jenny Feng Lscioioin scsalioniacas o = 2o iaps i ADPEDTA |S14 | David Alderson

12PSTIC Marie Curie 12PSTIC Daniel Marks PHY1A |LAB2

This screen is an updated copy of the |.... ..
[11A] Cancel Lessons screen. All A 5 Nl gty

Eva White

11 [11HRM1A | 52

Matthew Rennie | 11ENG1E S22 |Daniel Marks | 11ENGTE S22 | Daniel Marks

TTHRM1B | S22 Judy Chappell T1ART1A Matthew Rennie [ 11ART1A Matthew Rennie REL1B |S23 Daniel Marks
11HRM1C 523 | John Edwards 11ECOTA Brett Harley T1ECOTA Brett Harley RELIC 812 Shirley Gibson
11THRM1D  $24 | John Edwards TIGRATA | AT3 Martin Smyth T1GRATA | AT3 Martin Smyth Changes made to Classes’ rooms and REL1D [S25 Kevin Simpson
11IMTEIA |ATE | Wayne Thomson | 11MTE1A (AT |Wayne Thomson teachers are Shown here
10A | 10HRM1A | M15 | Natalie Knight 10ACCTA M10 | Eva White 10ACCTIA M10 | Eva White Click Display ENG1A |M10 | James Dalton
108  10HRM1B M16 Martin Smyth 10FRE1A M11 | Shirley Gibson 10FRE1A  M11 | Shirley Gibson ENG1B |M11 | Kathy Manning
10C | 10HRM1C | M17 Toni Jacksen 10MED1A M19C | Deborah Mills 10MED1A M19C | Deborah Mills ENG1C |M15 | Rachel Kelly
10D | 10HRM1D M18 Jenny Connolly | 10MUS1A | PACS | Jenny Connolly [ 10MUS1A | PAC3 |Jenny Connolly  [10MAT1B |M17 | Marie Curie 10S051D |M17 | Toni Jackson 10REDTD [M16 |Martin Smyth 10ENG1D M13  Sean Pearson
100EDIA OV1 Leanne Carter 100ED1A OV1 Leanne Carter 10MATIC M18 Peter Crowe 10ENGTE |M12  Marie Curie
10TEX1A AT4 | Allison Clark 10TEX1A AT4 | Allison Clark TOMAT1V |M18  Peter Crowe
TIMATIX M14  John Myers
Display Settings
Name Format - Current Task Student Information
Code Name Both Students - Append to Name
. . 0O code O House
sence Reasons
O ® O O BOS Code O Home Group
0O Gender O web Choices
Activities O Roli Class O Boarder
[ vear Level
Cancellation Reasons Student Lists
O student narme details in separate columns
Classes [ show email addresses
Select Code
Days
for Teachers
Reports
Periods Reports to indude Click OK
O Period and Yard Duty L

Room Availability Reasons [ Absence Reas
[ Cancellst

arm Availability Reasons

r Reazons

Rooms O Replacement Notes
O Teacher Load
Teachers O Teacher Count

[ Roll Classes

Yard Duty Areas Replacement Teachers on [17A] and [18EB]

O show replacement teachers in firgt column

Yard Duty Sessions [ List replacement teachers alphabfetically

Individual Cycle Timetables on [204], [
Reset ALL - Current Task

O ® 0 ® ® 0 ® ® ® 0O ®@
O 0O ® O\O ® O O O ® O
O O 0O O\NO O O O O 0 o

O Timetable iterns on one row
Name Format - ALL Tasks 0O Transpose
O Apply above settings to ALL tasks

0K Cancel
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# Edit Roor € Undo Edit &) Undo Al Edits
—Legend
MRCG (Multi Roll Class Group) Lesson cancelled Composite class or shared room @ Timetable clash No teacher No room assigned  Bold*:Room seatdeficit  Bold blue:Room edit
Teacher or Room change ,
N [ ] [ ] ] [+ ] [ 1] e ]

12 |12HRM1A |S11 DAL |[12REL1C |S11 |DAL) [12RELIC [S11 |DAL] [12REL1B |S13 L] |12REL1A |[S24 |JONA |12REL1E |$13 |KELR |12REL1D |S24 |JONA
12HRM1B |S12 | BUTA |12ENG1B 521 |MARD [12ENG1B |S21 |CURM [12ENS1A |LABY |BUTA |12ENG1A |521 | PEAS |[12ENGID [$21 |MARD [12ENGI1C|S21 |BURK
12HRM1C | 513 | GIBM |12CHE1A WALS |12CHETA -WALS 12INF1A 5C |MULS [12MTE1A |ATS |THOW |12BIO1A BUTA |12ENS1B JACC

12HRI

Note: The legend at the top of the screen provides a key for the colours used
on this screen to highlight changes made to the timetable.

ADD A ROOM

SS

The Edit Room button can be used to add a room to a class.

# EditRoom € Undo Edit € Undo All Edits
~ Legerd—— W=
MRCG (Multi Roll Clas® up) Lesson cancelled Composite class or shared roorn @ Timetable dash No teacher No room assigned  Bold*:Room seat deficit  Bold blue:Room edit
Teacher or Rcm’\;:s\ ‘
e[ ] [ ] ] ] [« ] [ ] e ]
12 [12HRM1A |511 |DAL] |12RELIC |51 DAL] |12RELIC DAL) |12REL1IB |513 DAL} |12REL1A |524 |JONA |12REL1E |S513 KELR |12REL1D |524 | JONA
12HRM1B |S12 | BUTA |12ENG1E |S21 MARD 12ENGM ENS1A |LAB2 |BUTA [12ENGTA |S21 PEAS |12ENGI1D |S21 MARD [ 12ENG1C | S21 BURK
12HRM1C | 513 |GIBM |12CHE1A WALS [12CHE1A -WALS MULS [12MTE1A |ATS | THOW | 12BIO1A BUTA |12ENS1B JACC
12HRM1D [514 |WHIE [12LST1A |514 | MULS |12LST1A |§14  |MULS | 12MAA1B |S11 12MAATA 511 BELH Mﬁi WHIE [12MAX1A|S11
125¥S1A |516C | FENJ 125vS1A  Ealem FEN) 12ZMAG1B (512 |GIBM |12M 513 BUTA #12PHY1B |LAB2 |CURM |12PED1A |514 |ALDD

Click on the blank cell next to 12BIO1A in Period 5 |

Click Edit Room

Select Room
Type letter to find alphabetically
525 -
14
NsC

25 Select S25

M17 L Click OK

GYM1 (Used for lesson)
GYM2Z (Used for lesson)

Show

@® Code O MName O Name/Code O sort

OK Cancel
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# EditRoom & Undo Edit €@ Undo Al Edits
~ Legend
MRCG (Multi Roll Class Group) Lesson cancelled Composite class or shared room @ Timetable clash No teacher No room assigned  Bold*:Room seat deficit  Bold blue:Roorn edit

Teacher or Room change

e | [oe | Click on another cell | 1 e 1
12 12HRM1A |S11 | DAL 12REL1C K JONA | 12REL1E |S13 KELR 12REL1D S24 JONA
12HRM1B | 512 |BUTA | 12ENG1H % 12ENGI1D |S21 MARD | 12ENG1C | 521 BURK

12HRMIC | 513 |GIBM | 120cHE14 Note: The bold blue text indicates | riow[o®ia sz | sura |12ensie JACT
[me e WRE | 2ETAL - that the room has been edited.

BELH |12ECO1A |S14 |WHIE |12MAX1A | S11

125YS1A BUTA |12PHY1B |LAB2 |CURM |12PED1A |S14 |ALDD
12PST1C | CARL [12PSTI1E |S26 |RENM |12PHY1A |LAB2
| | |12PST1A 526 | FEN] 12PSTID |526 |WHIE

REMOVE A CLASS FROM A ROOM

The Edit Room button can be used to remove a class from a room.

# Edit Room @ une € Undo All Edits

~Legend
MRCG (Multi Roll Class

Lesson cancelled Comnposite class or shared room @ Timetable clash No teacher No room assigned  Bold*:Room seat deficit  Bold blueRoom edit

Teacher or Room change

e [ w] [ ] ] ] [« ] -] ]

12 [12HRM1A |511 |DAL] | 12RELIC |51 DAL} |12RELIC DAL] |12REL1B [513 DAL] |12REL1A |S24 |JONA |12REL1E |513 KELR |12REL1D (524 [JONA
12HRM1B | 512 |BUTA |12ENG1B [S21 |MARD 12ENGWm 12ENG1A 521 |PEAS WS% MARD |12ENG1C 521 |BURK
12HRM1C | 513 |GIBM | 12CHE1A WALS | 12CHE1A -WALS 12MTE1A |ATS 12BIO1A [S25 | BUTA |12ENS1E JACC
12HRM1D 514 ‘WHIE | 12LST1A |514 MULS | 12L5T1A 514 MULS | 12MAATB | 511

12ZMAATA |51 12ECOTA [S514  |WHIE [12MAX1A 511

1 BuTs l1oorvin l1amo | ciion [12PED1A [S14 |ALDD

12eeTIc CURM [1278TIC "4 Click on the room S13 in Period 5 E:S“:;‘ ::2 -
and click Edit Room

125Y51A | 516C |FEN) 125YS1A |[Eploeel FERL 112MACIR (S] IBA M

Select Room

Type letter to find alphabetically

ATE Leave the select
ATT field blank

ov Click OK

ns

114

Show

@® Code O MName O Name/Code O sort

OK Cancel
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# Edit Room € Undo Edit € Undo Al Edit

~ Legend

MRCG (Multi Roll Class Group) Lesson cancelled Composite class or shared room @ Timetable clash No teacher No room assigned  Bold*:Room seat deficit  Bold blue:Room edit
Teacher or Room change

e [ ] [T ] ] [T [ 1 [ ]

12 [12HRM1A |511 (DAL |12REL1C |511 DAL |12RELIC |51 DAL] |12REL1B [513 DAL] |12REL1A [524 |JONA |12REL1E KELR |12REL1D |524 | JONA
12HRM1B | 512 |BUTA |12ENGI1B 521 MARD | 12ENG1B | 521 CURM | 12ENSTA |LAB2 |BUTA [12ENG1A |S21 PEAS M 521 MARD | 12ENG1C | 521 BURK
12HRM1C |S13 |GIBM |12CHETA WALS | 12CHETA -WALS 12INFIA | 515C |MULS |12MTE1A |ATS | THOWAM2BIOIA |S25 | BUTA |12ENS1E JACC
12HRM1D |S14 |WHIE [12LST1A |$14  |MULS |12LST1A |$14 | MULS [12MAA1E |S11 ROGP | 12MAATA |S11 ELH 112ECO1A |514 |WHIE | 12MAXIA|ST1

128Y51A [S16C |FEN] | 125YS1A Eylcle FEN] | 1) . . S$14  |ALDD
Click in another cell
12PSTIC CURM | 12PST1C MARD | 1] LABZ
526 WHIE

Note: The green colour indicates
that no room has been assigned.

USE EDIT TO SWAP ROOMS

The Edit Rooms screen can be used to quickly swap rooms for classes. The teacher of 12ENS1A has
requested a computer room, preferably S15C in Period 3.

# EditRoom %] d
—

~ Legend . .
MRCG (Multi Roll Class Group) Lesson cancelled L o ssgr shared roomn @ Timetable clash No teacher CIICk On LABZ |n the Ce” neXt to

Teacher or Room change 12ENSlA in Period 3
Y [ ] ] ] _—

12 12HRMIA|ST1 DAL [12RELIC |S11 |DAL [12RELTC |11 |DAL [12RELTB |S13  QU—TTIRELIA 524 |JONA |1 Click Edit Room

12HRM1B | 512 |BUTA | 12ENG1B |521 MARD | 12ENG1B | 521 CURM [12ENS1A |LAB2 BUTA |12ENGIA |S21 PEAS |1

€ Undo All Edits

12HRM1C | 513 |GIBM | 12CHE1A WALS [12CHE1A -WALS 12INF1A  |S15C |MULS |12MTE1A |ATS | THOW |1
12HRM1D | 514 |WHIE | 12LST1A |514  |MULS [12LST1A (514 | MULS | 12MAATB ST1 ROGP | 12MAATA |ST1 BELH |12ECO1A |S14 |WHIE |12ZMAX1A|ST1
125Y51A |516C |FEN) 125Y51A Ealaem FEN) 12MAG1B 512 |GIBM | 12ZMAG1A |513 BUTA |12PHY1B |LAB2 |CURM |12PED1A |S514 |ALDD
12PSTIC CURM |12PST1C MARD |12PST1E |S26 | THOW |120ED1A |§14 | CARL |12PSTI1E |S26 |RENM [12PHY1A |LAB2Z
12PSTIA |526 | FEN] 12PSTID (526 |WHIE
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Select Room

Type letter to find alphabetically
515C (Used for lesson) —
W1 (Jzed Tor 1es50n) N

M12 (Uzed for lesson)
M13 (Uzed for lesson)
M14 (Uzed for lesson) T~
M15 (Uzed for lesson)

M16 (Uszed for lesson)

M17 (Uzed for lesson)

M18 (Uszed for lesson)

M15C (Uszed for lesson)

511 (Used for lezson)

512 (Used for lezson)

513 (Used for lezson)

515C (Used for lesson)

522 (Used for lezson)

523 (Used for lezson)

524 (Used for lezson)

526 (Used for lezson) -

Scroll down the list and select
room S$15C (Used for lesson)

P Click OK

Show

@® Code O MName O Name/Code O sort

OK Cancel

Confirm Click Yes

The room 515C is currently in use. Do you still want to continue?

Yes No

# Edit Room € Undo Edit € Undo Al Edits Note: The red CEHS indicate

Legend
MRCG (Multi Roll Class Group) Lesson cancet omposite class or shared room @ Timetable clash No teacher No room| a roo m C I a S h
{ Teacher or Roomn change

z HA ! 2 £ 2 — Click on S15C next to
12 | 12HRM1A |S11 |DAL) |[12REL1C |S11 DAL) |12REL1C |511 DALl |12REL1B |$13 |DAL |12REL1A [S24 |IOM*12RELIE
12HRM1B |S12 |BUTA |12ENG1E |521 MARD | 12ENG1B | 521 CURM [12ENS1A -BUTA M521 PEAS |12ENGID 12|NF1A
b §
12HRM1C | 513 |GIBM |12CHETA WALS [12CHE1A WALS |12INFIA [S15C | MULS |12MTETA |ATS |THOW | 12BIO1A
12HRM1D 514 |WHIE [12LST1A |S14 |MULS |12LST1A |514 MULS | 12MAATB |ST1 ROGP | 12MAATA |511 BELH |12ECO1A Click Edit Room
125Y51A [S16C [FEN] | 125YS1A ElElel FEN] [12MAG1B (512 |GIBM | 12MAGIA |513 BUTA |12PHY1B
12PETIC CURM [12PST1C MARD [12PST1B |S26 |THOW |120ED1A |S14  |CARL | 12PSTIE T T T T ] T
12PST1A  |S26 FEN] | ‘ |12PST1D |S2E ‘WH\E |
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Select Room

Type letter to find alphabetically

SIEC e
PAC3 -

PACL
1 Select room S16C
J15C
122 L Click OK
123
124
J25
514
516C
521
525

-—In Use —

AT4 (Used for lesson)
GYM1 (Used for lesson)
GYM2Z (Used for lesson)

OVl (Used for lesson) -
Show

@® Code O MName O Name/Code O sort

OK Cancel

# EditRoom @ Undo Edit € Undo All Edits
Legend
MRCG (Multi Roll Class Group) Lesson cancelled Composite class or shared room @ Timetable clash No teacher No room assigned  Bold*:Room seat deficit ~ Bold blue:Room edit

Teacher or Room change

RC HR 1 2 3 4 5 6
12 |12HRM1A |S11 |DAL] [12REL1C |S11  [DAL) |12RELIC |§

12HRM1B | 512 |BUTA |12ENG1B |S521 MARD | 12ENG1B | 521 CURM [12ENS1A | 515C |BUTA | 12ENGTA |S21 PEAS | 12ENG1D |521 MARD | 12ENG1C 521 BURK

1 |DAL |[12REL1B |S13 |DAL] |12REL1A |S24 |[JONA |12REL1E KELR |12REL1D |S524 |JONA

12HRM1C 513 |GIBM [ 12CHE1A WALS [12CHE1A WALS [12INF1A | 516C |MULS | 12MTE1A |ATS |THOW | 12BIO1A |525 BUTA |12ENS1B JACC

12HRM1D 514 |WHIE |12LST1A |$14  |MULS | 12LST1A MULS 12MAATE |S11  |ROGP [12MAATA |S11 | BELH [12ECO1A |S14  |WHIE |12MAX1A|S11

125Y51A |S16C |FEN] |[125YS1A pldel FEN| | 12MAGI1B | &

2 |GIBM |12MAG1A |S13 |BUTA |12PHY1B |LABZ |CURM |12PED1A |$

4 |ALDD

12PSTIC CURM [12PSTIC MARD | 12PST1B | 526 THOW [120ED1A |S14  |CARL |12PSTIE |S526 RENM | 12PHY1A | LAB2

12PSTID |S26 WHIE

Use screens [13A] Assign Rooms or [13B] Edit Rooms to
assign rooms to all classes that do not have a room.

Home Page Informa

# EditRoom €@ Undo Edit € Undo Al Edits
Legend
MRCG (Multi Roll Class Group) Lesson cancelled Composite class or shared room @ Timetable clash No teacher No room assigned  Bold*:Room seat deficit ~ Bold blue:Room edit

Teacher or Room change

RC HR 1 2 3 4 5 6
12 |12HRM1A |S11 |DAL] [12REL1C [S11 |DAL] |12RELIC |§

1 |DAL] |12RELTB |S13 |DAL] |12REL1A [S24 [JONA |12REL1E [S23 |(KELR |12REL1D |S524 |JONA

12HRM1B |S12 BUTA | 12ENG1B |S21 |MARD |12ENG1E |S21 |CURM |12ENS1A |S15C |BUTA |12ENG1A |S21 |PEAS |12ENGID |S21 |MARD |12ENG1C 521 |BURK
12HRM1C |S13 | GIBM | 12CHE1A |LAB3 |WALS | 12CHETA

WALS |12INFTIA |S16C |MULS | 12MTE1A |AT8 |THOW |12BIO1A [S25 |BUTA |12ENS1B (513 |JACC

12HRM1D |S14 'WHIE | 12LST1A |S$14  |MULS [12LST1A |S14 | MULS [12MAATE |S11  |ROGP | 12MAATA |S11  |BELH |12ECOTA |S14  |WHIE |12MAX1A |S11

125YS1A |S16C |FEN) | 125YS1A ELIell FEN) | 12MAG1B|S12  |GIBM |12MAG1A |S13  |BUTA |12PHY1EB |LAB2 |CURM |12PED1A |S14 |ALDD

12PSTIC [512 HY1A | LAB2

All classes have now been assigned to a room.  [smo sz e
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CHECK AND DISSEMINATE THE DAILY CHANGES

Once the replacements have been allocated and rooms assigned, the next stage is to inform staff of
all the changes. There are a number of ways this can be done:

e Teacher changes can be printed or emailed to relevant staff

e A Bulletin can be printed or emailed to all staff

o Daily Organiser information can be published to General Access (this is covered in a later
lesson)

CHECK REPLACEMENTS

The Check Replacements screen is a summary report of changes that have been made for the
selected day. It is strongly recommended that this is checked 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.

] Open

Daily Organiser 2020 - one week later

Manage \tems

B New Q View Published Timetables a Configure Settings

0 open L2 View User Changes & Publish Daily Organiser .. Off
X Close 2 Import Data B Permit Support Access Off
|_|:| Copy b Export Data ﬂ Open on Taday's Date Off

Task Groups

Information Stage Process Stage Reports Stage

n Parameters and\Calendar ... Teachers __. D Check Replacermnents
E Unsupervised Clagses St 5 D Teacher Changes

B Teacher Absence l:’ Bulletin ...

n Lesson Cancellation\Reasons I:\ Selected Day Reports ...
B room Awilability Redgons T Teacher Replacements .. [ selected Day Activities .
I! Teachers and Student: Roarmn Replacerments l:’ Timetables .

Check that the timetable day and date correspond  fanges
to the second Tuesday of the school year

Click [15] Check Replacements

D Summary Reports ...

E2 sile statistics ..

Timetabling Solutions
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ﬂ Home Page Information Stage

Process Stage

Reports Stage 4

Tue 04 Feb D2 (Future) | P

1. UNSUPERVISED LESS0ONS REQUIRING SUPERVISION
il

2. STUDENT ACTIVITIES REQUIRING ADDITIOMNAL TEACHERS ASSIGNE>
il

3. STUDENT ACTIVITIES REQUIRING ADDITIONAL ROOMS ASSIGNED
il

4, UNSUPERVISED YARD DUTIES REQUIRING SUPERVISION

il

The first four items cover
classes, activities and yard
duties that have not had
replacement teachers
allocated along with activities
that have not been assigned
to rooms.

5. UNSUPERVISED LESSOMS NOT REQUIRING SUPERVISION
Period : 6, Class : 12ZPHY1A, Room : LABZ, Teacher : Cooke Dennis
Period : 6, Class : 12ZMAX1A, Room @ 511, Teacher : Wallen Peta

The fifth item lists
unsupervised classes that
were designated
“Replacement Not Required”
in [12A] Allocate Teacher
Replacements. Classes
included in [2] Unsupervised
Classes are also listed here.

6. TEACHERS WITH UNUSED IN LIEU LOADS
Thomson Wayne @ In Lieu 2.00, In Lieu Used 1.00, Remaining 1.00

7. TEACHER CLASHES CAUSED BY REPLACEMENTS
il

8. TEACHERS WHOSE CYCLE OR OVERALL REFLACEMENTS EXCEED THE LIMIT

The next three items contain
information about how
teachers were affected by the
changes made for the selected
day.

Cycle Replacements
Adams Red : Cycle Limit - 1.00 exceeded by 2.00
lones Adam : Cycle Limit - 1.00 exceeded by 1.00

Manning Kathy : Cycle Limit - 1.00 exceeded by 1.00
Smyth Martin : Cycle Limit - 1.00 exceeded by 1.00

The ninth item lists any room
clashes created when
assigning or editing rooms.

9. ROOM CLASHES CAUSED BY ROOM CHAMGES

The room 516C is used by the replacement 12CHETA and the class 125Y51A410in 2

10. STUDENTS SCHEDULED TO ATTEND TWO STUDENT ACTIVITIES AT ONCE

The tenth item lists students
attending two activities at the
same time.

Timetabling Solutions

Page 233 of 346




Web Daily Organiser Lesson 11

TEACHER CHANGES

The Teacher Changes report lists changes for individual teachers and emergency teachers for the
selected day. This information can be printed and emailed as a single report or as individual reports
for the relevant teachers.

E On the Task Tree select:
[16] Teacher Changes

VIEW TEACHER CHANGES

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.

ﬂ Home Page Information Stage Process Stage Reports Stage 4 | Tue 04 Feb D2 (Future) ‘ [ ] _

B Email Teachers

— Options

[ show student attendance lists ~ [J Show teacher lesson cancellations  [[] Show emergency teachers only  [[J Show composite classes separately |

— Print new page opteas AN
| @ Same page O TE [ new page O cher item new page |

Teacher changes on Tuesday: 04/02/2020

Teacher: Alderson David

Please take this replacement class
Period: 5
Class: 08SPTTF R
Room: OV1 Untick all the checkboxes

Absent Teacher: Carter Leanne

ﬂ Home Page Information Stage Process Stage  Reports Stage 4 | Tue 04 Feb D2 (Future) | [ ] _

B email Teachers

— Options

| [ show student attendance lists Show teacher lesson cancellations  [[] Show emergency teachers only  [J Show composite classes separately |

— Print new page options k
@ Same page O Teacher new page &Teacher item new page

Teacher: Marks Daniel

This class has been cancelled
Period: 1
Class: 11ENG1B
Room: 522

Tick Show teacher lesson cancellations
This class has been cancelled

Period: 2 .
Class 11ENG1E Scroll down to teacher Daniel Marks

Room: 522
Teacher: Marks Daniel Both his lesson cancellations and

Flesse toke this replscement dess replacement classes are now displayed.
Class: 12ZENG1E
Room: 521
Absent Teacher: Boyle Joanne

Please take this replacement class
Period: 2
Class: 12PSTIC
Room: 526
Absent Teacher: Wood Paul
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ﬂ Home Page Information Stage Process Stage  Reports Stage 4 |Tue 04 Feb D2 (Future) ‘ | ] _

B email Teachers

— Options
Show student attendance lists  [[J Show teacher lesson cancellations  [[J Show emergency teachersonly  [[] Show composite classes separately |
w

— Print new page ORgons
| @ Same page Teacher new page Teacher item new page |

Teacher changes on Tuesday: 0

Teacher: Alderson David
Please take this replacement class
Period: 5
Class: D8SPT1F
Room: OV1
Absent Teacher: Carter Leanne
Students: Adams Jim
Ahpene Brenda
Akers Julie
Alam Denise
Alba Jessica
Biscan Elizabeth
Braxton Toni

Untick Show teacher lesson cancellations and
tick Show student attendance lists

Scroll up to the top of the screen
Student lists are now included for classes.

Note: For Student Activities, class lists will only

Brightman Sarah . . .
Hocking Buddha be included if students have been assigned to a
Hooke Michael teacher in the activity.

Hovey Matthew
Madison Hugh
Marinovic Leonor
Maurer Kevin
Trainor Mark
Truman Walter
Walker Colin

VIEW EMERGENCY TEACHER CHANGES ONLY

The emergency teachers are always listed at the end of the full report. The display can be changed
to show only emergency teachers.

n Home Page Information Stage Process Stage  Reports Stage 4 |Tue 04 Feb D2 (Future) ‘ 4 _

B Email Teachers

— Options
[0 show student attendance lists ~ [] Show teacher lesson cancellations Show emergency teachersonly  [J Show composite classes separately |

— Print new page options ~
| @ samepage O Teacw O Teacher item new page |

Teacher changes on Tuesday: 04/02/2020

Teacher: Curie Marie Unthk ShOW Student
Please take this replacement class
Period: HR attendance lists and tick
Class: 07THRM1E
Room: |22 Show emergency teachers
Absent Teacher: Atkinson Danielle
only
Please take this replacement class
Period: 1
Class: 12PST1C Note: Only emergency
Room: 526 . .
Absent Teacher: Wood Paul teaCherS are dlsplayed' ThlS
Please take this replacement class can be prlnted or emalled
Period: 2
Class: 19ENG1E to emergency teachers.
Room: 521

Absent Teacher: Boyle Joanne
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COMPOSITE CLASSES

Composite classes can be listed together or separately on this screen.

ﬂ Home Page

B email Teachers

Information Stage

Process Stage  Reports Stage

— Options
D Show student attendance lists

[ show teacher lesson cancellations show emergency teachers only  [] Show composite classes separately |

— Print new page options

| @ samepage (O Teachernewpage (0 Teacher item new page |

ROOM: ST
Absent Teacher: Wallen Peta

Please take this replacement class
Period: 5
Class: D7SPT1D
Room: OV1
Absent Teacher: Fraser Melissa

Please take this replacement class
Period: &
Class: 07SPTID
Room: OV1
Absent Teacher: Fraser Melissa

Teacher: Crowe Peter

Please take this replacement ¢
Period: 3
Class: TOMATIC
Room: M18
Absent Teacher: Wallen Peta
Compaosite Class: 1T0MATTV

H Home Page

B Email Teachers

Information Stage

Scroll down to emergency teacher Peter Crowe

Note: Only one replacement is recorded for Period 3
with both classes listed. If student attendance lists
were displayed there would be one list for this class.

Process 5tage  Reports Stage

— Optians
[ show student attendance lists

[ show teacher lesson cancellations Show emergency teachers only Show composite classes separately |

— Print new page options

| @ Same page O Teacher new page O Teacher item new page |

/

CIEsSTUTSPFTTD
Room: OV1
Absent Teacher: Fraser Melissa

Please take this replacement class
Pericd: 8
Class: 075PT1D
Room: OV1
Absent Teacher: Fraser Melissa

Teacher: Crowe Peter
Please take this replacement class
Period: 3
Class: 10MATIC
Room: M18
Absent Teacher: Wallen Peta

Please take this replacement class
Pericd: 3
Class: 10MAT1V
Room: M18
Absent Teacher: Wallen Peta

Tick Show composite classes separately

Note: The composites are
now listed separately. If
student attendance lists

were displayed there would
be one list for each
composite class.
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ﬂ Home Page Information Stage Process Stage  Reports Stage 4 ‘ Tue 04 Feb D2 (Future) | > _

Email Teachers

— Options
[ show student attendance lists  [[] Show teacher lesson cancellations  [J] Show emergency teachers only  |[J Show composite classes separately |

— Print new page u:utic-wav\ A S
| @ samepage QO TEHM O Teaw new page |

Teacher changes on Tuesday: 04/02/2020

Teacher: Alderson David

Please take this replacement class
Period: 5
Class: D85PTIF

Room: OV1
Absent Teacher: Carter Leanne Untick all checkboxes and scroll to the

top of the screen

PRINT AND EMAIL TEACHER CHANGES

The information on screen can be printed and emailed to teachers in one of three ways:

e Allinformation in one document/attachment
e Allinformation for each teacher on a separate page/attachment

e Each replacement class and lesson cancellation on a separate page/attachment

ﬂ Home Page Information Stage Process Stage Reports Stage 4 ‘ Tue 04 Feb D2 (Future) | | 3 _

B Email Teachers

— Options
| [0 show student attendance lists ~ [J Show teacher lesson cancellations  [] Show emergency teachers only  [J Show composite classes separately |

— Print new page options
| @ Same page O Teacher new page O Teacher item new page
L™ |

T~ AL »w

Teacher changes on Tug

Teacher: Alderson David
Please take this replacement class
Period: 5
Class: DBSPTIF
Room: OV1
Absent Teacher:

There are three options for formatting this report.
Same page: All information is in one continuous document.

Teacher new page: The information for each teacher begins on a
new page (useful for distributing printed copies or emailing
individual replacement teachers).

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).
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PRINT TEACHER CHANGES

When the information on the Teacher Changes screen is printed the settings on the task bar
determine what is sent to the printer. In this case, teacher replacements will be printed with each
teacher on a new page.

n Home Page Information Stage Process Stage Reports Stage n Tue 04 Feb D2 (Future) n

B Email Teachers

T Displa A- A+ =
‘7é]'tsyhlnw student attendance lists  [[] Show teacher lesson cancellations  [[] Show emergency teachers only ] Show composite classes separately
‘70 Sa:::p:g:: ‘ é) Teacher new page O Teacher item new page
-
—
Teacher changes on Tuesday: 04/02/2020
Teacher: Alderson David
Please take this replacement class
Period: 5
Class: D85PT1F
Room: OV1
Absent Teacher: Carter Leanne SeleCt Teacher new page
Teacher: Bell Heather
Please take this replacement class
Period: 6 =
roomon Click
Absent Teacher: Carter Leanne
Print Options
Printer Font Settings Print
School Name Verdana 14 B ereview
Table Heading Verdana 12 Bold
xport
Table Verdana 9
The reports for each teacher
Export Only can be previewed or sent xH
Page Orientation directly to Word or PDF.
© Portrait Click Preview @ word
() Landscape =

ory
L

Format Options

[ e ]
[0 Add extra columns Column width :

Print Close
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Print Preview

TTSC Training

Report: Teacher Changes D2 Tue 04 Feb

Alderson David

Teacher: Alderson David
Please take this replacement cla
Period: 5
Class: DBSPT1F
Room: OV1
Absent Teacher: Carter Leanne

Note: This is the report for David Alderson. There
are similar reports for all other teachers. The scroll
bar can be used to view other reports.

The print button can be used to print all pages or
selected pages.

Close back to the Teacher Changes screen Close

EMAIL TEACHER CHANGES

When the information on the Teacher Changes screen is emailed, the settings on the task bar
determine what is included in the attachment. In this case, teacher replacements will be printed
with all details for each teacher in one attachment.

B Homerage Information Stage ProcessStage  Reports Stage 4 | Tue 04 Feb D2 (Future) | » _

B email Teachers

— Options

| [0 show student attendance Nhow teacher lesson cancellations  [] Show emergency teachers only ~ [J Show composite classes separately |

— Print new page options

O Same page @ Teacher new page O Tei r item new page
-

Teacher changes on Tuesday: 04/02/2020

Teacher: Alderson David Make sure Teacher new page is
Please take this replacement class . .
Period: 5 selected and click Email Teachers
Class: DBSPTIF
Room: OWV1

Absent Teacher: Carter Leanne
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Only teachers and emergency teachers with changes are selected.
In this case, each selected teacher and emergency teacher will get
a personalised attachment
Teachers: Teachers Selected: 25  Emergency Teachers: Emergency Teachers Selected: 3
Send From: Timetabling Solutions hd
Subject: Teacher Changes for Day 2: Tue 04/02/2020 The attached pdf file
Attachments: Teacher Changes.pdf \ contains the same details
Merge Fields: First Name as seen on the Print
screen in the previous
B 7 Uae x, X’ T-1TH-Tg T T = i= =EE9 =@
— example.
Hi [EirstName]
The attached file has details of your timetable changes for today.
Regards
Brett Harley
Daily Organiser
View Sent Email Summary Send Test Email Send Close

Compose the email body using the merge fields where desired

When complete, a test email can be sent before sending emails.
Emails will not be sent at this stage.

Click Close
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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 Sent to the General Access Module (this is covered in a later lesson)

-E On the Task Tree select:
[17A] Preview Bulletin

n Home Page Information Stage Process Stage  Reports Stage 4 ‘ Tue 04 Feb D2 (Future) | | _

F1 Email Bulletin

— Optians

Teacher Abssnces Emergency Teachers Lesson Cancellations Teacher Activities Student Activities Student Attendance Changes Replacement Teachers

Room Changes Messages Show Composite classes and shared moms'\

Bulletin for Day 2: Tue 04 Feb
Note: The default setting is for all check boxes to
Teacher Abserices

[N rescr S be ticked. Information can be removed or added
2 |Davig Alderson | AM, HR by unticking/ticking the appropriate checkboxes.

2 |David Alderson |1

3 [Danielle Atkinson | All Day

7 |Joanne Boyle All Day

0 | Leanne Carter 5-PM

11 |Judy Chappell | 5-PM

& | Dennis Cooke All Day
20 | Melissa Fraser All Day
46 | Peta Wallen All Day
48 | Paul Wood All Day

n Home Page Information Stage  Process Stage  Reports Stage n Tue 04 Feb D2 (Future) n

B Email Bulletin 3= Display
~ Options

Teacher Absences Emergency Teachers Lesson Cancellations Teacher Activities Student Activities Student Attendance Changes Replacement Teachers

Roomn Changes Messages Show Composite classes and shared rooms

Replacement Teachers

Period | Room/Area ‘ Class \L&sent Teacher | Replacement Teacher
AM Bus Duty Aldwwd Einstein Bert

HR 523 TTHRM1C Edwards John Edwards John

HR 523 TTHRM1C Edwards John

HR 524 11HRM1D Cooke Dennis Edwards Jo!

HR 122 O7THRM1B Atkinson Danielle Curie Marie

HR 124 O7HRM1D Alderson David Burrows Kelly

1 s21 12ENG1B Boyle Joanne Marks Daniel

1 526 12PsTIC Wood Paul Curie Marie

1 GYM2 09PEBTA Alderson Da

T lowm owmen  aemnne]  OCroll down to the Replacement Teachers table
1 LAB2 03s5CI1D Coake Dennil

1 523 11 ENG EXAM | Additional T¢ Click DISpIay
1 S24 11 ENG EXAM | Additional Tg

1 525 11 ENG EXAM | Additional Tg

1 526 11 ENG EXAM | Additional Teacher 4 | Rennie Matthew
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Display Settings
Name Format - Current Task Student Information
Code Name Both Students - Append to Name
Code House
Absence Reasons O g BOS [ Hou
O cen Under Reports tick Replacement Notes
Activities | (@) O roll
DOvest  Note: This change will apply to all reports.
Cancellation Reasons O ® O Student L
0 st Click OK
u
dasses | @ O O O shey
by @ O O
Reports
Periods ®@ O O Reports to include
Period and Yard Huty Loads
ty
Room AvailabilityReasons | O @ O [ Absence Re
O cancellagén keasons
O koo
Rooms @ O O Replacement Notes
[ Teacher Load
Teachers O Teacher Count
O ® O [ Eoll Classes
Yard Duty Areas O ® O Replacement Teachers on [174] and [1§E]
O show replacement teachers inffirst column
Yard Duty Sessions ®@ O O [ List replacerment teachers alphabetically
Individual Cycle Timetables an [20A]f [20C] and [20D]
ResstALL-CurrentTask O O O O Timetable iterms an one ro
Name Format - ALL Tasks [ Transpose
O Apply above settings to ALL tasks
oK Cancel

ﬂ Home Page Information Stage Process Stage Reports Stage n Tue 04 Feb D2 (Future) u

B3 Email Bulletin

= Display

ol
B Teacher Absences [ Emergency Teachers Lesson Cancellations Teacher Activities [l Studert Activities Student Attendance Changes B Replacement Teachers
B Room Changes Messages Show Composite classes and shared rooms

Replacement Teachers

Period | Room/Area | Class Absent Teacher Replacement Teacher | Notes

AM Bus Duty Alderson David Einstein Bert

HR 523 TTHRM1C Edwards John Edwards John

HR 523 TTHRM1C Edwards John Edwards John

HR 524 11HRM1D Cooke Dennis Edwards John Flease rmark this roll as well as your own
HR j22 07HRM1B Atkinson Danielle Curie Marie

HR J24 07HRM1D Alderson David Burrows Kelly

Note: The display settings have changed
and Notes are now displayed.

Click Display
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Display Settings
Name Format - Current Task Student Information
Code Name Both Some schools prefer to print the bulletin with
AbsenceRessons () @) () replacement teachers in the first column and/or
sorted in alphabetical order.
Activities ® O O
Untick Replacement Notes
Cancellation Reasons O ® O . .
Tick Show replacement teachers in first column and
st | @ O O List replacement teachers alphabetical
Click OK
bayvs | @ O O
Epors
Periods ® O O Reports te include
O Period and Yard Duty L
Room Availability Reasons [ Absence Reasons
2 O ® O
O cancellation R
0O room Avaj
Rooms | @ O O [ Replacemment Noge
[ Teacher Load
Teachers [ Teacher Cognt
O ® O O roll Clagzts
Yard Duty Areas O @ O Replac on [174] and [19E]
Show replaggrment teachers inffirst column
Yard DutySessions | @ O O List replacement teachers alphabetically
. AL sk ndividual Cycle Timetables an [20A]/[20C] and [200]
eset ALL - Current Tas
O O O O Timetable iterns an one ro
Name Format - ALL Tasks [ Transpose
[ Apply above settings to ALL tasks
OK Cancel

ﬂ Home Page  Information Stage Process Stage  Reports Stage Tue 04 Feb D2 (Future) u

B Email Bulletin 3£ Display

~Opri
B Teacher Absences [ Emergency Teachers Lesson Cancellations Teacher Activities [ Student Activities Student Attendance Changes [ Replacement Teachers
B Room Changes Messages Show Composite classes and shared rooms

Replacement Teachers

| Replacement Teacher | Period | Room/Area | Class Absent Teacher

Not Required & LAB2 12PHY1A Cooke Dennis

Alderson David

5 ovt 08SPT1F Carter Leanne

Bell Heather 08SPT1F Carter Leanne
Burrows Kelly HR 24 O07HRM1D

Butler Alison 2 LAB2 085CID Cooke Dernis
Cheng William 3 GYM2 O7HPEIC Atkinso

Note: Replacement teachers are now in
alphabetical order in the first column.

Click Display and untick all check boxes
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PRINT BULLETIN

The Bulletin can be printed directly or saved as a Word file or a pdf file. In this case, a Word
document will be created.

Bl HomePage InformationStage ProcessStage Reports Stage

1 Email Bulletin
— Options:
Teacher Absences Ermergency Teachers Lesson Cancellations Teather Activities Student Activities Student Attendance Changes Replacement Teachers ‘

Room Changes Messages Show Composite elasses and shared rooms

Replacement Teachers /

Period ‘ RDDm/Area‘C\ass Absent Teacher Replacement Teacher
AM Bus Duty Alderson David Einstein Bert ﬁ
HR  [s23 1THRMIC Edwards John Edwards [ohn CI|Ck -
HR 523 11HRMIC Edwards John Edwards John
HR 524 11HRM1D Cooke Dennis Edwards John
HR 122 07HRM1B Atkinson Danielle Curie Marie
HR J24 07HRM1D Alderson David Burrows Kelly
1 521 12ENG1B Boyle Joanne Marks Daniel
1 526 12PSTIC Wood Paul Curie Marie
1 GYM2 09PEB1A Alderson David Jones Adam
Print Options
Printer Font Settings Print
ol M Verd 14 B preview
School Narne erdana
Table Heading Verdana 12 Bold
Export
Table Verdana 9
Export Only x 3
Page Orientation Extra Margin {(mm)
O portrait Top | 10 | Left | 10 | @ word
O Landscape Bottamn |10 | Right | 10 |
wa
PDF
Format Options
[~ ]
Click Word )
Print Close

Confirm

Click Yes

Landscape page orientation is recommended. Do you want to ch

1+

O
i

to La
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Web Daily Organiser

P Save As

4 4 5 ThisPC » Downloads
Organize = MNew folder

7 Quick access

~ O Search Downloads

[ This PC
W Libraries A Word document has been created.
|_j Metwork
Click Save to complete the download
Note: The Word document can be
opened and edited if necessary.
ZIE A RBulletin Day 2 4 02_2020.docy "

Save as type: | Microsoft Word Document (*.docx)

» Hide Folders

Save

Cancel

Print Options

Printer Font Settings Print
School Name Verdana 14 B Freview
Table Heading Verdana 12 Bold
Export
Table Verdarna 9
ET Excel
Export Only & excel Al
Page Orientation Extra Margin {(mm)
QO Portrait Top Left @& word
% POF
Format Options
O Add extra columns C‘nlumn Widtr« Click Close PDF Al
Print

Clase
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EMAIL BULLETIN

A pdf copy of the bulletin can be emailed to teachers.

ﬂ Home Page Information Stage Process Stage  Reports Stage 4 | Tue 04 Feb D2 (Future) | P -

B Email Bulletin

— Options
Teacher Absences Erm

ency Teachers Lesson Cancellations Teacher Activities Student Activities

Roomn Changes Messages how Cornposite classes and shared rooms

Bulletin for Day 2: Tue 04 Feb

Click Email Bulletin

Teacher Absences

| No ‘ Teacher Period / Yard Duty

2 | David Alderson AM, HE
2 | David Alderson |1

3 | Danielle Atkinson | All Day
7 |Joanne Boyle All Day
10 |Learne Carter 5-PM

Email

Teachers: Teachers Selected: 49  Emergency Teachers: Emergency Teachers Selected: 3

A pdf of the Bulletin will be sent to all
staff and selected emergency

Subject: Bulletin for Day 2: Tue 04/02/2020 / teachers (0n|y the ones used today)_

Send From: Timetabling Solutions

Attachments: Bulletin Tue 04 Feb.pdf <«
Merge Fields: First Narme hd Insert
s

B / Uabex, ¥ T-ThH-Tg T 7 = i= =E=E9 =Ea ma
Hi [FirstMame]
Today's Bulletin is attached.
Brett Harley
Daily Organiser

The email body can be created by Click Close

typing and inserting merged fields.

View Sent Email Summary Send Test Email Send Close
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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:
[17B] Messages

ﬂ Home Page Information Stage Process Stage  Reports Stage 4 |Tue 04 Feb D2 (Future) | P .
+ Add r-.-‘-—;sasge‘\g Delete Message I copy Meszage
No messages have been enterad. Click Add Message

Enter Bulletin Message
For Title type

Title* “Yr 11 English Exam”

“fr11 English Exam -— |

Message For Message type

o .
“fr 11 students will be late to Pd 3 because of the English Exam — Yr 11 students will be

PEEE————— late to Pd 3 because of
[ Display Message on New Page Inelude in Bulletin . ”
the English Exam

) . Add New Bulletin Message ) . .
(0 Required Fields * Tick Include in Bulletin

O Before @ After (O Top (O Befom
Click Record and Close

Record and Next Record and Close Cancel
ﬂ Home Page Information Stage Process Stage  Reports Stage 4 |Tue 04 Feb D2 (Future) | P .
+ Add Message €) Delete Message IC] copy Message
No | Title | Messaze | Mew Page | Include in Bulletin ‘
1 |¥r 11 English Exam | ¥r 11 students will be late to Pd 3 because of the English Exam | No fes

This message will appear at the end of the Bulletin. If the
New Page column is changed to a 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 on the Bulletin until the value in
the Include in Bulletin cell is changed to No.
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Lesson 12

REPORTS

In Web Daily Organiser, the Reports section contains a number of reports which can be useful for
Daily Organisers. Some of the reports provide information for the selected day only, others give
summary information for the entire dataset.

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

Daily Organiser 2020 - one week later

Manige ltems

Task Groups
Information Gtage

n Pararmeterdand Calendar
a Unsupervisell Classes
Bl rescher absel
n Lesson Cance

ce Reasons

tion Reasons

B oo Avsilabiidy Reasons

ﬂ Teachers and Stufents ...

BB rerincer Notes

a View Published Timetables
Lr view User Changes
4 import Data

! Export Data

Process Stage
Teachers _
Students .

Rooms

Cancel Lessons and Yard Duties .

Tescher Replacerments ...

Rearn Replacerments ...

school year

Check that the timetable day and date
correspond to the second Tuesday of the

Hover over [18] Selected Day Reports...

Note: The sub-branches are displayed.
Each sub-branch is a separate report.

Click [A] Absent Teachers

Student Attendance Changes

a Canfigure Settings

& Publish Daily Organiser

B Permit Support Access

a Open on Today's Date

Reports Stage
[ creck nepizcements
[0 reacher changes

l:’ Bulletin .

Off

Off

[i8 sclected Day Reports _ J&] Absent Teachers

NVed Day Activities ...

Bs

Timetables ...

File Statistics

I:‘ Replacement Teachers
[ vnseheduted Teachers

D Teacher Summary

D Lesson Cancellations

I:‘ Roarm Changes

[ unseheduies Rooms

I:‘ Student Lesson Changes

Timetabling Solutions

Page 250 of 346



Web Daily Organiser Lesson 12

ﬂ Home Page Information Stage  Process Stage  Reports Stage 4 | Tue 04 Feb D2 (Future) | 3 _
/ = Display

No'| Teacher | Period / Yard Duty|

2 | Alderson David AM, HE
2 | Alderson David |1

3 | Atkinson Danielle | All Day
7 |Boyle Joanne All Day
10 | Carter Leanne 5-PM
11 |Chappelljudy  [5-PM

16 | Cooke Dennis | All Day A list of all the teachers absent on
20 FroserMelssa | Al Doy the selected day is displayed.

46 | Wallen Peta All Day
48 | Wood Paul All Day . .
oofPad il Click Display
Display Settings
Name Format - Currant Task Student Information
Code Name Both Students - Append to Name
O code [ House
Absence Reasons
O @ O O BOS Code O Home Group
[ Gender O Web Choices
Adivities | @ O O [ Roll Class [ Boarder
[ vear Level
Cancellation Reasons O @® O Student Lists
[ Student narme details in separate colurnnz
Castes | @ O O [ sShow email addresses
Tick Absence Reasons
s @ O O and click OK
Reports
Periods @ O O Reports to include
[ Period and Yard Loads
Room Availsbility Reasons | () @ O Absence Reasons
[ Cancellation Reasons
[0 Room Availability Reasons
Rooms | @ O O [ Replacement Notes
[ Teacher Load
Teachers [ Teacher Count
O @® O [ kol Classes
Yard Duty Areas O ® O Replacement Teachers on [174] and [188]
[ Show replacermnent teachers fn first column
Yard Duty Sessions | @ (O O [ List replacerment teachers alphabetically
Individual Cycle Timetables on [204)], [20C] and [200]
Reset ALL - Current Task O 0O O
[ Timetable iterns on ane rof
Name Format - ALL Tasks O Transpose
O Apply above settings to ALL tasks
oK Cancel
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n Home Page Information Stage Process Stage  Reports Stage 4 | Tue 04 Feb D2 (Future) | P I
No'| Teacher | Period / Yard Duty ‘ Absence Reason ‘

2 |Alderson David | AM, HR Late

2 |Alderson David |1 Parent Meeting

3 | Atkinson Danielle | All Day Sick Leave Absence reasons are now displayed
7_|BoyleJoanne 'f'” Da:f Exr'ursfm Note: David Alderson is listed

10 | Carter Leanne |3 PN Breursion twice because he is absent for two
11 | Chappell Judy E-PM Excursion different reasons.

16 | Cooke Dennis All Day Excursion

20 |Fraser Melissa All Day Sick Leave

45 [Wallen Peta All Day Professional Learning

43 | Wood Paul All Day Professional Learning

The table below gives a brief description of each report.

No | Report | Description

18A | Absent Teachers List of teachers absent on the selected day.

18B | Replacement Teachers List of all replacement teachers on the selected day.

18C | Unscheduled Teachers List of all unscheduled teachers and emergency teachers
for each lesson of the selected day.

18D | Teacher Summary Report showing all information relating to teachers and

emergency teachers on the selected day.

Note: This report combines the information from [8A]
Teachers Absent and the lower pane of the [12A] Allocate
Teacher Replacements screen.

18E | Lesson Cancellations List of all cancelled classes for the selected day.

18F | Room Changes List of all room changes for the selected day. This includes
rooms assigned to classes and activities on [13A] Assign
Rooms and room edits from [13B] Edit Rooms.

18G | Unscheduled Rooms List of all unscheduled rooms for each lesson of the

selected day.

18H | Student Lesson Changes List of all classes with updated student numbers.
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SELECTED DAY ACTIVITIES
The information in this section relates to activities created for the selected day.

-E On the Task Tree select:
[19A] Teacher Activities Reports

n Home Page Information Stage Process Stage  Reports Stage 4 | Tue 04 Feb D2 (Future) | P I
r\n|TeacherActivity|Periods ‘Teachers |Abserce Reason |

1 | Leave FRAM All Day | Fraser Melissa | Sick Leave

2 | TT Train All Day | Wood Paul Professional Learning \ Thisis alist of all of the Teacher

Activities on the selected day.

The table below gives a brief description of each report.

No Report Description
19A | Teacher Activities Report List of activities with teachers made absent for the selected
day.
19B | Emergency Teacher List of activities with emergency teachers’ availability for
Activities Report the selected day.

19C | Student Activities Report List of Student Activities for the selected day. This list
includes teachers, classes and rooms included in the
activity and the number of added teachers and/or rooms.

19D | Students at Activities List of students who were assigned to an activity for the
selected day.

19E | Activity Class List List of students who were assigned to a teacher or room in
an activity for the selected day.

19F | Room Activities Report List of activities with rooms made available or unavailable

for the selected day.
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TIMETABLES

In Web Daily Organiser, timetables for teachers, emergency teachers, rooms, students and a master
timetable can be viewed. Checkboxes are available to change the data displayed for each timetable.

-E On the Task Tree select:
[20A] Teacher Timetables

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

n Home Page Information Stage Process Stage  Reports Stage

—Teacher : Adams Rod ~ Option

~Legend
‘ Teachers selected: 49 of 49 ‘ | (m] Tc@y‘s timetable ONLY [ Yard duties on timetable [ T\met}ble without changes  [] Composites and clashes | | Cancelled today  Timetable change ‘
AN I o
L NE R T Ei R |

Selected Teachers (4% available)

D1 12PST1D 5C
| | 526
| Adams Rod / ADAR |

D2
Adams Rod / ADAR
Alderson David / ALDD D3 | Notatschool |Notats Not at school | Not at school
atkinsan Danielle / ATKD D4 085CI15 075CI1A

LAB3
Baker Catherine / BAKC
_ D5 0ascie 12PETID

Bell Heather / BELH LABA 525
Boswick Sam / BOSS

Untick all the checkboxes

Note: The full timetable for Rod Adams is displayed with no changes.

ﬁ Home Page Information Stage Process Stage  Reports Stage 4 ‘ Tue 04 Feb D2 (Future) | » _
—Teacher : Adams Rod —Qption

- Legend

‘ Teachers selected: 49 of 49 | | Today's timetable ONLY Yard duties on timetable  [] Timetable without changes  [J Composites and clashes ‘

Cancelled today  Timetable change ‘

*
Period |Class J'A:tiww | Details / Changi
Selected Teachers (49 available)
| | AM
| Adamns Rod 1 ADAR | |HR
1
Adams Rod / ADAR
2 083CI1B LAB4
Alderson David / ALDD
R
Atkinson Danielle / ATKD
3
Baker Catherine / BAKC
Bell Heather / BELH 4
L1
Boswick Sam / BOSS 1 ’ H
oswick Sam = Tick Today’s timetable ONLY and
Boyle Joanne / BOY] . .
Burroms Kely / BURK 5 Yard duties on timetable
Butler Alison / BUTA :
Carter Leanne / CARL PM
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Teacher : Marks Daniel Qptions nd

{_TEaChEFS selected: 49 of 49 [_ Today's timetable ONLY [ Yard duties on timetable  [] Timetable without changes  [J Composites and clashes ] [_ Cancelled today  Timetable change ]
Period ‘ Class fActivity ‘ Room ‘ Details / Changes ‘

Selected Teachers (49 available)
AM

[ W |

| Marks Daniel / MARD | [HR |O7HRM1A 21
1 12ENG1E s21 Lesson cancelled: 11 11ENG1B

Manning Kathry / MANK

Replaces teacher Boyle Joanne

Marks Daniel / MARD V\ 12PSTIC $26 | Lesson cancelled: 11 11ENG1S
Newran Peter / NEWP Replaces teacher Wood Paul
Patel Marek / PATM
Rennie Matthew / RENM

Smyth Martin / SMYM O7ENG1A

To choose another teacher the Filter box or the Select Panel can be used.

If using the Filter any part of the name can be typed while if using the Select
Panel the surname would need to be entered.

In the Filter box type “ma” then click on Daniel Marks

Teacher : Marks Daniel Options nd
[_Teachers selected: 49 of 49 [_. Today's timetable ONLY [ Yard duties on timetable  [] Timetable without changes [ Composites and clashes ] [_ Cancelled today ~ Timetable change ]
Period ‘ Class fActivity ‘ Room ‘ Details / Changes ‘

Selected Teachers (4% available)

AM
[me |
| Marks Daniel / MARD e L . T .

1 12ENGIE s Lesson cancelled: 11 11ENG1B NOte Danlel S tlmetable dlsplays
Marining Kathy / MANK Replaces teacher Boyle Joanne a” Chan esin blue
AE S PRI 2 12PSTIC  |526 | Lesson eancelled: 11 11ENGTE g '
Newrman Peter / NEWP Replaces teacher Wood Paul
Patel Marek / PATM R Replacement classes are listed in
Rennie Matthew / RENM g 0%ENGIC W13 P .
ot o/ e the Class/Activity column with the

L teacher he is replacing in the

L2 .

Details/Changes column along

5 12ENGID s

6 |nmEiE s with lessons cancelled.

PM

ﬂ Home Page  Information Stage  Process Stage

Teacher : Marks Daniel Option
[_Tea:hers selected: 49 0f 49 | | [ Today's timetable ONLY Yard duties on timetable

[0 Tirmetable without changes ] Composites and clashes

{_ Cancelled today ~ Timetable change ]
‘HR ‘1 |2 ‘R |3 |4 |u |L2|5 ‘s |PM‘
Selected Teachers (49 lable)
D1 \O7HRM1A 07ENGIA T1RELIB | 12ENGID
‘""a | 121 523 521
[ Marks Daniel / MARD |
D2 RM1A |12ENGTE |12PSTIC 09ENGIC | OTENGIA 12ENGTD | 11REL1B
Maning Kathy / MANK s21 526 M13 121 s21 523
Merke Daniel / MARD D3 O7ENGIA 12ENGTD | 09ENGIC
J21 Canteen 521 M13
Newman Peter / NEWP
D4 | O7HRMIA 1ENGIE 09ENGIC O7ENGIA
Patel Marek / PATM J21 M13 Senior Yard J21
; !
Renrie Matthew / RENM 5| |o7HRMIA engio 09ENGIC | 11ENG1E TIRELIE | O7ENGIA
Seryth Martin / SMYM 121 21 M13 522 523 121

Untick the checkbox Today’s timetable ONLY

Note: Daniel’s timetable for the cycle is now displayed with
changes included for the selected day.
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ﬂ Home Page  Information Stage

Process Stage  Reports Stage

—Teacher : Marks Daniel — Options

—Legend

‘ Teachers selected: 49 of 49 | | O Today's timetable OMLY Yard duties on timetable Timetable without changes  [] Composites and clashes ‘ | Cancelled today  Timetable change |

‘AM‘HR |1 ‘2 |R ‘3 |4 f ‘u |L2|5 ‘s ‘PM‘
Selected Teachers (49 ilable)

D1 O7HRM1A 07ENG1A 1RELIB | 12ENGID
|"‘a ‘ J21 121 523 521
| Marks Daniel / MARD |

D2 O7HRM1A [11ENGIB | 11ENGIB senG1/|o7ENGIA 12ENGID | 11REL1B
Manning Kashy / MANK 21 s22 s22 wiz /| s21 523
e BT D3 OTHRM1A |O7ENGIA 12ENG1D | 0SENGIC

J21 J21 s21 M13

Newman Peter / NEWP

D4 O7HRMIA [11RELIB |11ENGIB 09ENGIC 07ENGTA
Patel Marek / PATM 121 523 522 M13 Senior Vard 121
Rennie Matthew / RENM D5 O7HRMI1A [12ENG1D |12ENGID 09ENGIC | 11ENGIB 1RELIE | 07ENGIA
Smiyth Martin / SMYM 121 21 21 b1 2 2 1

Tick Timetable without changes
Note: Changes for the selected day are not included.

There are similar screens for room and student timetables.

EMERGENCY TEACHER TIMETABLES

Timetables for emergency teachers used on the selected day are displayed with all classes, activities
and duties assigned.

[

On the Task Tree select:
[20B] Emergency Teacher Timetables

Information Stage 4 | Tue 04 Feb D2 (Future)

H Home Page

— Emergency Teacher : Crowe Peter — Options

| Emergency Teachers selected: 3 of 3 | | Yard duties on timetable Composites and clashes | |
A 4

Process Stage  Reports Stage

3
— Legend

Timetable change |

x 7
Period | Class fmm\y‘ Room ‘ Details / Chang&/s ‘

Selected Teachers (3 available)

AM Mot available
Crowe Peter / CROP HR Not available
1 Mot available
Curie Marie / CURM
2 Mot available
Einstein Bert / EINB
R
Crowe Peter / CROP
3 TOMATIC M18\ | Replaces tepeher Wallen Peta
TOMATIV
™ T1PHY1A LABZ \Replaces tpacher Cooke Dennis

T1TMAGTA

0B5PT1A

Dhd

Select the emergency teacher Peter Crowe
Tick Yard duties on timetable and Composites and clashes

Note: Both composites are now listed in Period 3.
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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:
[20E] Master Timetable

B HomePage InformationStage ProcessStage Reports Stage n Tue 04 Feb D2 (Future) n

— Options ~Roll O ~Legen

‘ [ Display without today's changes ‘ ‘ Roll Class selected: 18 of 18 ‘ | 'Noteacher or room assigned () Lesson cancellation

Re [ fun] [ 1 EN [ \ [ |

12 12HRM1A S11 DaltonJames  |12RELIC S11  Dalhonjemes [12RELIC |ST1 | Dakonjemes | 12RELIB |S13 | Dakonjemes |12REL1A |S24  Jones Adam 12RELIE |S23 Kelly Rachel 12RELID (524 |Jones Adem
12HRM1B |$12 | Butler Alison 12ENG1B | 521 Marks Daniel 12ENGI1B |21 Curie Marie 12ENS1A |S15C | Butler Alison 12ENGIA |S21 Pearson Sean 12ENG, bl Marks Daniel 12ENG1C | S21 Burrows Kelly
12HRM1C |$13 | Gibson Monique | 12CHE1A | LAB2 | Walker Sarm 12CHE1A |S16C | Walker Sarn 12INFIA | ST6C | Mullins Sharon 12ZMTE1A |AT8 | Thornson Wayne [ 12BIAA | S25 Butler Alison 12ENS1B |S13 Jackson Chris
12HRM1D | S14 | White Eva 12LST1IA |S14 Mullins Sharon 12LST1A |S14 Mullins Sharon 12ZMAATB | S11 Rogers Paul 12ZMAATA |S11 Bell Heather ECOTA |S14 | White Eva 12MAX1A | ST1

12SYS1A |S16C 125Y51A |S16C | FengJenny 12MAG1B | 512 Gibson Monique | 12MAGTA | 513
B

5
s Butler Alison 12PHY18 | LAB2 | Curie Marie 12PED1A |S14 | Alderson David
12PSTIC 812 | Curie Marie 12PSTIC 2 |Marks Daniel 12PSTIB |S26 | Thomson Wayne | 120ED1A (514 | Carter Leapfie 12PSTIE |S26 nnie Matthew | 12PHY1A | LAB2
12PSTIA 526 | Fenglefiny / 12PSTID (526 | White Eva
522

11 | 11HRM1A |321 |Rennie Matthew | 11ENG1B (522 | Marks Daniel 11ENGIB |52 Marks Daniel TENGIC |522  |Manning Kathy |11ENGID |52 Cufle Marie ’I'y'{ 522 |Harley Brett 11REL1A 522 | Knight Natalie
11HRM1B | 522 | Chappell judy 11ART1A Rennie Matthew | 11ART1A Rennie Matthew | 11CHETA | 821 | Walker Sam 11GRAIB |AT3 /Young Bernar ENS1A |LAB2 |Jackson Chris 11RELIB 523 | Marks Daniel
11HRM1C | 523 | Edwards John TIECO1A Harley Breit T11ECOTA Harley Brett 11DRATA | PACT | Mills Deborah 1LSTIA |5 T1INF1A |S15C | Mullins Sharon | 11RELIC |S12 | Gibson Shirley
11HRM1D |S24 |Edwards John | 11GRATA |AT3 | Smyth Martin  |11GRAIA ATS |SmythMartin  |11GEO1A 523 | Chappell Judy

T1MAGT TIMAATA | S11 | Bell Heather T1RELID 525 | Simpson Kevin

TIMTETA | ATS | Thomson Wayne [ 11MTETA Thomson Wayne | 11ITATA |S24 | Nancarrow Trish TIMAGTA | 512

110ED1A |OV1 | Edwards John

TITEXIA |AT4 | Clark Allison

10A | 10HRM1A | M15 |Knight Natalie [ 10ACCTA | M10 | White Eva 10ACCTA |M10 | White Eva N Mi14 Mytrs]wy TORED1A |M15 | Knight Namslie | 10SOS1A |M11 |Manning Kathy | 10ENGI1A|M10 | Dalton james
108 | 10HRM1B | M16 |Smyth Martin | 10FRETA |M11 |Gibson Shirley |10FRE1A [M11 | Gibson Shirley IG\V\A'N NewrFeter | 1050518 | M16 | Semyth Martin 10REDTB | M15 | Knight Natalie  [10ENGIB | M11 | Manning Kathy
10C | 10HRM1C | M17 |Jackson Toni TOMED1TA | M19C | Mills Debopab—Il 10005014 00900 |00 Dabazai 110010792 2112 L LoDERIT M Tae s socciue liaps cepngWilliam  [10ENGIC M15 | Kelly Rachel
10D | 10HRM1D | M18 | Connolly Jenmy | 10MUS1A | PAC3 | Connolly J . h d h H bl th Martin 10ENGID | M13 | Pearson Sean
100EDTA |OVI | Carter Lea NOte' Teac eran roo c anges arein ue tEXt 10ENGIE | M12 | Curie Marie

and cancelled classes are shaded yellow.

SUMMARY REPORTS

There are two summary reports sections, Teacher Totals and Students Activities 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 in screen [6A] Teacher
Details. Screen [21A1] Teacher Totals gives summary information on teacher absences and
replacements for a selected date range. More detailed information is available on the other screens.

E On the Task Tree select:
[21A1] Teacher Totals Report
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E Home Page

Information Stage  Pro« tage Reports Stage

T E
Date Selection

sh
[_@ Teachers ()

Emergency teachers

(SLartDate‘ZS/D‘\QDZG | End Date| 11/12/2020 ]

Filter

{_Teach ers

490f49  Absence Reasons selected : 17 of 17 ]

No'| Teacher

Days Absent | Lessons Absent | Lessons Replaced Replacements(in Lieu) | Replacements(T) | Adjustments | Uncounted / Cycle | Cycle Limit | Overall Limit

Adams Rod
Alderson David
Atkinson Danielle
Baker Catherine
Bell Heather

Boswick Sam

0.00 0.00

~ m|m‘>|w|~‘—

Boyle Joanne

Note: 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.

c

Days Absent: Number of days a teacher has been absent for at least one period.

Lessons Replaced: Total number of teaching periods a teacher has been absent

The first 4 columns relate to absences:

Lessons Absent: Total number of lessons a teacher has been absent.

and a replacement teacher has been allocated.
YD Absent: Total load of yard duties a teacher has been absent.

Show

Date Selectio

(@ Teachers ()

Emergency teachers

/2020 )2(‘

Filter

Teachers selected:

(Sbart Date | 28/01

490f49 Absence

Teacher

Lessons Replaced | YD Absent | Replacements(C) | Replacements(U) | Replacements(in Lieu) | Replacements(T) | Adjustments [ Uncounted / Cycle | Cycle Limit | Overall Limit

Adams Rod

Alderson David
Atkinson Danielle
Baker Catherine
Bell Heather
Boswick Sam
Boyle Joanne

Burrows Kelly

Butler Alison

il el e el
o

=1

Carter Leanne

ﬂ Home Page

Show

The next 4 columns relate to the various types of replacements —
Counted (C), Uncounted (U), In Lieu and Total (T).

Information Stage  Pro e Reports Stage

(rmeme]
Date Selectio

(@ Teachers (O

Filtar

Em?fge”f!fteamers] (Start Date|28ll]1f2u2€l | End Dare|1w1212n20 ”

{_Teach ers

490f49 Absence Reasons selected : 17 of 17 ]

No'| Teacher

Days Absent | Lessons Absent | Lessons Replaced | YD Absent | Replacements(C) | Replacements(U) | Replacements(in Lieu) | Replacements(T) | Adjustments | Uncounted / Cycle | Cycle Limit | Overall Limit

‘Adams Rod
Alderson David
Atkinson Danielle
Baker Catherine
Bell Heather
Boswick Sam

Boyle Joanne

Burrows Kelly
Butler Alison

Carter Leanne

Nl Bl sl B

0.00 0.00 0.00

The Adjustments column is a summary of information added on the
[8D] Adjust Teacher Loads screen.

The last 3 columns — Uncounted/Cycle, Cycle Limit and Overall Limit are a
summary of information added on the [6A] Teacher Details screen.
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TEACHER PERIOD ABSENCE DETAILS

The Teacher Period Absence Details screen lists all teacher absences by date with details of periods
absent, lessons replaced and absence reasons. This screen can be customised by selecting a subset
of teacher and/or absence reasons.

E

ﬂ Home Page

—D

Start Date | 28/01/2020 End Date | 11/12/2020

ate Selection

Information Stage

On the Task Tree select:
[21A2] Teacher Period Absence Details

Process Stage

Reports Stage 4 | Tue 04 Feb D2 (Future) | p -

— Filter
‘ ‘ Teachers selected: 49 of 49 Absence Reasons selected : 17 of 17 ‘

No | Teacher | Date | Day | Periods | Lessons Absent | Lessons Replaced |Absence F!/éxson |

2 |Alderson David | 28/01/2020|D2 |5 1.00 0.00 S:udc:?/ﬁeeting

2 |Alderson David | 29/01/2020| D32 |1,2,3,4,5,6|6.00 4.00 Excurgsion

2 | Alderson David |04/02/2020|D2 |HR 0.20 Click Absence Reasons selected: 17 of 17
2 |Alderson David | 04/02/2020 D2 |1 1.00

3 |Atkinson Danielle | 28/01/2020| D2 |5 1.00 1.00 Student Meeting

3 | Atkinson Danielle | 29/01/2020|(D2 (1,23, 4,5, 6|6.00 300 Excursion

3 |Atkinson Danielle | 30/01/2020 | D4 | All Day 6.20 420 Carer's Leave

3 |Atkinson Danielle | 31/01/2020 | D5 | All Day 6.20 420 Carer's Leave

Ju

o

M
P

Available: 15
Study Leave / STL

Funeral / F

ry Duty / D

Late / LATE
Excursion / EXC

Carmp / CAMP

Leave Without Pay / LWP

Select Absence Reasons

Remove all reasons except Sick
Leave and Carer’s Leave from
the Selected box as shown

=

Click OK

Bus Driver / BUS

More Options.

y Selected> <Ne

highlighted

Selected: 2
Sick Leave / SL

Maove Carer's Leave / CL

Move all
iterns to
Selected

<
Maove

iterns to
Available

Move
iterns to
Available

Mame Format
O code O MName
O sort

(® Mame/Code

OK Cancel
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ﬂ Home Page Information Stage Process Stage  Reports Stage 4 | Tue 04 Feb D2 (Future) | P -
— Date Selection ~ Filter

| Start Date End Date ’m‘ ‘ ‘ Teachers selected: 49 0of 49  Absence Reasons selected : 2 of 17 |

No | Teacher | Date | Day | Periods ‘ Lessans Absent ‘ Lessans Replaced ‘Absence Reason

3 |Atkinson Danielle | 30/01/2020 | D4 | All Day | 6.20 420 Carer's Leave

3 |Atkinson Danielle | 31/01/2020 | D5 | All Day | 6.20 420 Carer's Leave

3 |Atkinson Danielle | 03/02/2020 | D1 | All Day | 6.20 6.20 Carer's Leave

3 |Atkinson Danielle | 0470272020 | D2 | All Day | 6.20 6.20 Sick Leave
20 | Fraser Melissa 28/01/72020 (D2 | All Day |6.20 3.00 Sick Leave
20 | Fraser Melissa 29/0172020 (D3 | All Day |6.20 4.00 Sick Leave
20 | Fraser Melissa 30/0172020 (D4 | All Day |6.20 4. Sick Leave

il Fraser Melissa Note: Only absences for these 2 reasons are now displayed.

20 | Fraszer Melissa
Click Absence Reasons selected: 2 of 17

and move all reasons back into the Selected box.

20 | Fraszer Melizza

20 | Fraszer Melizza

TEACHER REPLACEMENT DETAILS

The Teacher Replacement Details screen lists all counted, uncounted and in lieu replacements.
Uncounted and in lieu replacements can be hidden. Either teachers or emergency teachers can be
selected.

E On the Task Tree select:
[21A4] Teacher Replacement Details

T -

— Show

B Email Full Report @) Teachers (O Emergencyteachers [ Include uncounted and in lieu replacements [ Sort by replacement teacher [ Include absence reason |
— Date Selection — Filter
Start Date End Date | 11/12/2020 | | eachers e ected s ofida ‘ \ f
No'| Replacerment Teacher | Date | Day| Perind ‘Absent Teacher |Class | Room ‘ Laa\| Counted |
23 Harley Brett 28/01/2020 (D2 |1 White Eva 10ACCTA M10 | 1.00
45 | Walker Sam 28/01/2020 | D2 Cooke Dennis 085C1D LAB2 |1.00
13 | Clark Allison 28/01/2020 Srmyth Martin 11GRAIA  [ATZ 1.00
47 | White Eva 28/01/2020 (D2 |2 Jackson TanT 09GEQ1C 1.00
22 | Gibson Shirley 28/01/2020 (D2 |2 Knight Natalie 0ZREDIC 1.00
30 | Marks Daniel 28/01/2020 (D2 |3 Bell Heather 10MATIA  [M11
49 | Young Bernard 28/01/2020 (D2 |5 Clark Megan .
45 Walkfrsam 28/01/2020 (D2 |5 A:kinsur‘gDame Note: Data is sorted by date and onIy counted
44 | Thomsan Wayne 28/01/2020 D2 |6 Young Bernard rep|acements are diSplayed.
4 | Baker Catherine 29/01/2020|D3 (1 Simpson Kevin
33 | Murphyohn 20/0172020|D3 [1 | Fenglenny Tick Include uncounted and in lieu replacements
and Sort by replacement teacher
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T E——— .. < - <] » [

— Show

B Email Full Report

@ Teachers (O Emergency teachers Inelude uneounted and in lieu replacernents Sort by replacement teacher [ Include absence reason |

— Date Selection ~ Filter
Start Dat End Date’m‘ | | Teachers selected: 49 of 49 |
MNo'| Replacement Teacher | Date | Day | Period ‘Absem Teacher Class ‘ Room | Load | Counted | Uncounted | In Lieu |
Alderson David 3070172020\ D4 |2 Atkinson Danielle OSPEGIE GYM1 [ 1.00 | 1.00 0.00 0.00
Alderson David 04/02/2020|D2 |5 Carter Leanne OBSPT1F OV [ 1.00 |1.00 0.00 0.00
Baker Catherine 29/01/2020/ D3 |1 Simpson Kevin T1ENG1E 522 1.00 | 0.00 0.00 1.00

Baker Catherine & Simpson Kevin OSENGTE M1SC | 1.00 (000 0.00

Baker Catherine 30/01/2020 Atkinson Danielle 07HRM1B 122 0.20

020

S R T RV TS S S R R

Bell Heather 04/02/2020 D2 |8 085PTIF OVl [ 1.00 0.00
Boyle Joanne 29/01/2020 (D3 |2 Manning Katiny 521 1.00 1.00
Boyle Joanne 29/01/2020 (D3 |5 Manning Katiny 105051 M11 | 1.00 0.00

Note: The data is now sorted by Replacement Teacher.
Counted, Uncounted and In Lieu totals are displayed.

INDIVIDUAL TEACHER SUMMARIES

The Individual Teacher Summaries screen displays the specific details of absences and replacements
for a selected teacher.

-E On the Task Tree select:
[21A6] Individual Teacher Summaries

_‘ Home Page Information Stage  Process Stage  Reports Stage 4 ‘ Tue 04 Feb D2 {Future) | »
~ Show
2 Email Full Report | (® Teachers () Emergency teachers | A A* = B On = On fr
— Date Select — Filter 3= Display
| Start Date [28/01/2020 |  End Date | 111122020 | | | Teachers selected: 49 of 49 |
ﬂ Home Page Information Stage Process Stage  Reports Stage 4 | Tue 04 Feb D2 (Future) | » _
— Show Date Selection

F Email Full Report

(®) Teachers () Emergency teachers ‘ | Start

e er
ate|28/01/2020 | End Date|11/12/2020 ‘ ‘ Teachers selected: 49 0f49 ‘

Report Type ‘ Date ‘ Day| Report |
Select Teacher [ available)
| Activity Absence 28/01/2020 | D2 |Activity YLM 7, Periods: 5, RollClass:7A 7B, 7C,7D
[ vk Daniel  marD | |Actiy Apsence 29/01/2020 D3 | Activity 7OR, Periods: 1,2,3,4,5,6,R.L1L2PM, RollClass: 74 78,7070

L 3

Lesson Replacerent taken 28/01/2020 | D2 |Period 3, Absent Teacher Bell Heather , Roll Class LClass Code L, Room Code L, Load 1.00, Count 0.00, In Lieu 1.00
Adams Rod / ADAR N

Replacement taken 04/02/2020| D2 | Period 1, Absent Teacher Boyle Joanne , Roll Class LClass Code L, Room Code L, Load 1.00, Count 0.00, In Lieu 1.00
ent taken 04/02/2020 | D2 |Period 2, Absent Tea

Alderson David f ALDD

Lesson Repl r Wood Paul, Roll Class LClass Code L, Room Code L, Load 1.00, Count 1.00, In Lieu 0.00
Atkinsan Danielle / ATKD

Yard Duty Replacemery D3 | Yard Duty Session/Abgent Teacher Marks Daniel , Yard Duty Canteen , Load 0.50, In Lieu 0.00
Baker Catherine / BAKC

Lesson Replaced by

Bell Heather / BELH D2 |Period 5, Repj#ement Teacher Einstein Bert, Roll Class LClass Code L, Load 1.00, Count 1.00, In Lieu 0.00

Lesson Replaced by 29/01/2020

Period 5, peplacernent Teacher Walker Sarn , Roll Class LClass Code L, Load 1.00, Count 1.00, In Lieu 0.00
Boswick Sam / BOSS

B - - —p 0.00

B Note: Daniel Marks is still selected because he was selected on an earlier screen.
B

All information relating to Daniel’s absences and replacements is displayed.

Bl HomePage InformationStage ProcessStage  Reports Stage

~S ~Filker . . . _
£ Email Full Report ‘ @ Teachers (O Emergency teachers ‘ ‘ N 0172020 |BRE o | 11/1272020 ‘ ‘ Teachers selected: 49 of 49 ‘ 3= Display A oA B
ot Tescher (snilsne) Report Type [oste [Day[Repors
elect Teacher ( available) H
e 28/01/2020| D2 | Activity YLM 7, Periods: 5, RollClass:7A 76,7C.7D To Close the Web Da||y
Merks Daniel / MARD Activity Absence 26/01/2020| D3 | Activity 7OR, Periods: 1.2,3.45,6R.L1,L2.PM, RollClass TATB,7 . .
Lesson taken | 28/01/2020|D2 |Period 3, Absent Teacher Bell Heather , Roll Class LClass Codel Orgar"ser click LOgout
[ adame mevt 7 a002R: |
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OPEN A TIMETABLE FILE

At some stage during the school year changes will be made to the timetable. As changes are made
the Timetabler publishes new files from the Timetable Development Module. When each file is
published, the Timetabler sets the start date for the file.

Web Daily Organiser will automatically read the correct published timetable file for the selected
date. A list of published timetable files can be viewed from the Home Page.

On the Desktop open Timetabling Solutions Version 9.

Timetabling Solutions Version 9

Software Settings

Student Options Module
School Code: TTS1

Version Mumber: Open Last Used Student File
Check for Updates File: Mil

File Location: Mil

Click Timetable Development Module

Configure Settings

S . Timetable Development Module
Configure File Locations

Configure Settings & Open Last Used Timetable File
Configure General Access File: Timetable for DO Version 1.df9

File Location: Ch\Users\Public\Docurents\V9 Training Data

Applications Daily Organiser Module

Web Preferences Manager

Web Daily Organiser (Beta) Open Last Used Daily Organiser File []Open file at today's date
Training Courses File: Nil

Courses File Location: Nil

Enrol in Training

PUBLISH A TIMETABLE FILE WITH CHANGES

When changes are made to a timetable file, a new published timetable file needs to be created. A
start date for the new published timetable file is specified when it is published.

In this case, three new teachers are in the file:

e Fred Flintstone has replaced Rod Adams who will become an emergency teacher
e  Wilma Flintstone has replaced David Alderson who has retired
e Marie Curie who is currently an emergency teacher will be filling in for Dennis Cooke while
he is on long service leave
Other minor timetable changes are included as Fred is to have Tuesday off.

Q} Open File...
Open the file: C:\Users\Public\Documents\V9 Training Data\Timetable for DO Version 2.tdf9
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T Timetable Development Module - Home Page

File Open

Timetable File: Timetable for DO Version 2.tdf9
Student Files: Students: 619 (Files: )

Backup File:  Nil

Quick Export: E
uick Expo naage Click Publish Timetable

|| New File... I Save \ 4% Quick Export
[~ Open File... k=) Copy File...

4% publish Timetable

File [tems

™ Close File | Save and Backup _J Send Support Ticket

Help F1

Supplementary Task: View Timetable Publish History and Publish Timetable
4% Publish Timetable

Delete Published Timetable File x Llear Published Timetable File History @3 Save to V8.1 General Access | % Publish Timetable for Web Daily Organiser
[JHide missing files

'There are no published timetables to Daily Organiser from this file

Click Publish Timetable for Web Daily Organiser

Upload te Web Daily Organiser Wizard

Upload data to the following school:

Current schoel is: TTSC Training
%] TTSC Training

Click Next

\ 4
< Back Cancel
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Upload to Web Daily Organiser Wizard

Published Timetable Group

When the Published Timetable file is uploaded it will be allecated to a Published Timetable Group.

The name of the Published Timetable Group can be edited below.

Mote: There must be at least one Published Timetable in the Published Timetable Group before a Daily Organiser file can be
uploaded.

Change the name of the
Published Timetable Group to
Published Timetable Group in Web Daily Organiser | “Published” and click Upload

[]Save Published file for Version 9 Daily Organi \

|Pub|ished P

< Back Upload Cancel

Click Yes

Confirm

o Before publishing your timetable to Daily Organiser, you
must first save, Do you want to save now?

Publish Timetable

|

Timetable Start Date Publish Comment
3 new teachers Use the arrows to
1 March 2020 ’
are My select the start date as
Maon Tue Wed Thu Fri  Sat Sun . .
24 25 26 27 28 28 1 the first Monday in
78 March next year
w1 12 13 14 i

17 18 18 20 21 22
23 24 25 26 27 28 29 Type “3 new teachers”

3 0N 1 2 3 4 5 ; ;
in the Publish

1 Today: 2/05/2019
Comment box

s Click OK
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Confirm

o Your current timetable has been published to Web Daily
Organiser. It will start on 2/03/2020

Close the Upload to Web Daily Organiserwy

Yes Mo

Click Yes

9 Supplementary Task

Help F1

Supplementary Task: View Timetable Publish History and Publish Timetable
4% Publish Timetable Delete Published Timetable File | 3¢ Clear Published Timetable File History | “% Save to V8.1 General Access | % Publish Timetable for Web Daily Organiser

[ Hide missing files

d Timetable File Name ‘Publ\sh Date ‘Start Date ‘Publ\shed Tlmetah\eFDIdErfurDa\lyOrqamsEr‘Puhllshed Timetable Group on Web | Published Timetable Folder for General Access | Comments
190502092022 200302 _Timetable for DO Version 2.ptf9 £ 2/05/2019 %:20:22 AM | 2/03/2020 Published 3 new teachers

-

Note: The published file has been created for Web Daily
Organiser in Published Timetable Group called Published.

Close out of the Timetable Development Module

REOPEN WEB DAILY ORGANISER

) Timetabling

SOLUTIONS

Daily Organiser

Go to Google Chrome and sign in to
wdottsc+T01 @gma”.com Web Da||y Organiser

Note: You may have to enter your
username and password again.

[J remember User Name

Forgot your password?

=in]
EC
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Reminder

Set Up Yr 11 English Exam /

OK

Click OK

OFTTmen

Manage Items

B Meaw * Wiew Published Timetables ¢ Configure Settings

0O open Lt vieyUser Changes & Publish Daily Organiser .. OfFf

X Close 2/ Import Data E Permit Support Access Off
Note: The Daily Organiser file opened on the timetable day and date it was |ays Date Off

last opened on. In this case, it is the second Tuesday of the school year.

Click View Published Timetables

Available Published Timetables

(~ Legend y

‘ Current Future Previous

‘ Narne Start Date Publizh Date
1604111335902_200128_Timetable for DO Version 1.ptf9 2870172020 2770442019 04:4%:40
190502093016_200302_Timetable for DO Version 2.ptf9 0270372020 02/05/2019 09:30:28

R

A list of all the files available to this Daily Organiser file is displayed.

For all dates between 28/01/2020 and 1/03/2020 the first file will be read by

Click OK

Organiser file. For all dates on and after the 2/03/2020 the second file will be read.

the Daily

Timetabling Solutions
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[ Treeoare oz | o

Manage Items

New ¥ view bublished Timetables Configure Settings

B = £

[ open Click on the date to open the ges & Publish Daily Organiser . Off
Select Date box

X Closg] B Permit Support Access Off

D Copy ¥ cExportData I: Open on Today's Date Off

Select Date
0] show timetable days  [[] Show all dates
Legend

[_ Today @ In future Completed @ School closed Selected date

No| Monday Select the first Monday in March, the date that ;.

” the new published timetable will start e
2 |03/02/2020 Click OK 7/02/2020
2 10/0272020 _ 470272020
4 1770272020 18/02/2020 4’9?@}2!?\ 20/02/2020 21/02/2020
5 2440272020 M 26/02/2020 \ 271022020 28/02/2020
& || 02/03/2020 037032020 04/03/2020 05/03/2020 06/03/2020
?_ 10/03/2020 11/03/2020 1%(@"»"202!] 13/03/2020
& | 1e/03/2020 17/03/2020 18/03/2020 19!05%12!] 20/03/2020
S | 23/03/2020 247032020 25/03/2020 26!03."2&{ 277032020
10 | 30/03/2020 317032020 01/04/2020 027042020 \ 03/04/2020

OK Cancel
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[T I

Manage ltems

B New ﬂ View Published Timetables * Configure Settings

[ open L£r View User Changes &> Fublish Daily Organiser .. Off
X Close 4 import Data E Permit Support Access Off
|_|:| Copy hd Export Data !:l Open on Today's Date Off

Click [6] Teachers and Students...

Task Groups

Information Stage

n Parameters and Calendar ..
B unsupervised Classes

H Teacher Absence Reasons
n Lesson Cancellation Reasons
B Room Availability Reasons Teacher Replacements ..
n Teachers and Students ... Room Replacements ...

EB zeminder Notes Student Attendance Changes

Cancel Lessons and Yard Duties ..

Reports Stage

EE check Replacements
B0 Teacher changes
B sutietin ..

m Selected Day Reports ...
m Selected Day Activities ..

B timetables ..

E Surmrary Reports ...

B Fite statistics ..

H Home Page Information Stage Process Stage  Reports Stage

morra I

# Quick @ Calculate Uncounted = Sort Teachers B Email Teachers
— Legend 5
| Underload Excess
Ncﬁ Full Narme | Farnily Name | First Name |Code | Proposed Load |Actua| Loacﬂ Difference Elugubla Prucrutﬂ Uncounhecﬁ Cycle Lumuq Overall Lumw
74 [Jackson CAris Jackzon Chng JACC (2500 2450 50 TO0 T.50 T00 TO.00
25 | Jackson Toni Jackson Toni JACT | 25.00 25.00 0.00 100 0.00 1.00 10.00
o8 leresadzm | Seroll to the bottom of the screen and the 3 new teachers h e L e
are now included with default values in the Priority,
22 warcer som Uncounted, Cycle Limit and Overall Limit columns. o o0 (0o
45 | Wallen Peta VWATETT TOO 0.00 1.00 10.00
47 | White Bva White 100 0.00 1.00 10.00
43 | Wood Paul Wood 1.00 10.00
49 | Young Bernard | Young 1.00 10.00
50 | Curie Marie Curie NA NA
51 | Flintstone Fred Flintstane Fred FLIF 12.50 12.50 .00 100 0.00 NA NA
52 | Flintstone Wilma | Flintstone Wilma FLIW | 25.00 25.00 0.00 100 0.00 NA NA
Teacher Priority \ Uncounted Cycle Limit \ Overall Limit
Marie Curie 100 1.00 1.00 9.00
Fred Flintstone 50 0.00 1.00 5.00
Wilma Flintstone 100 0.00 1.00 9.00
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ﬁ Home Page Information Stage Process Stage  Reports Stage 4 ‘ Mon 02 Mar D1 (Future) ‘ } _

# Quick Edit Q Calculate Uncounted = Sort Teachers B Email Teachers
Legend
[(© Uneroas @ Excess |
No | Full Narme Family Name | First Name | Code | Proposed Load | Actual Load | Difference | Eligible | Priority | Uncounted | Cyele Lirnit | Owverall Limit
24 | Jackson Chris Jackson Chris JACT [Z500 2450 -Us0 B 100 .50 T.00 TO.00
25 | Jacksan Toni Jackson Toni JACT 2500 25.00 0.00 B 100 0.00 1.00 10.00
26 | Jones Adam Jones Adam JONA [ 15.00 15.00 0.00 B 100 0.00 1.00 10.00

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

45 | Walker Sam .00
48 | Wallen Peta Wallen Pata WALFP | 25.00 25.00 N B 100 0.00 1.00 10.00
47 | White Eva White Eva WHIE | 25.00 25.00 Ehe\ 100 0.00 1.00 10.00

48 | Wood Paul Wood Paul WOOP | 25.00 25.00 0.00 \R ‘I-@Q\ 0 1.00 10.00
49 |Young Bernard | Young Bernard |YOUB |25.00 25.00 0.00 mhﬁg\ % 10.00
=

50 | Curie Marie Curie Marie CURM | 25.00 24.00 -1.00 100 1.00 1.00 9.00
51 | Flintstone Fred Flintstone Fred FLIF 12.50 12.50 0.00 B 5o 0.00 1.00 4.00
52 | Flintstone Wilma | Flintstone Wilma FLIW | 25.00 25.00 0.00 B 100 0.00 1.00 9.00

H Home Page Information Stage Process Stage  Reports Stage 4 | Mon 02 Mar D1 (Future) | P _

# Quick Edit I:! Calculate Uncounted = Sort Teachers B Email Teachers
Legend
Underload Excess
Na | Full Narne Farmily Name | First Name | Code | Pfoposed Load | Actual Load | Difference | Eligible | Priority | Uncounted | Cycle Lirit | Overall Lirnit
3 | Atkinson Danielle | Atkinson Da| .00 0.00 = |10 0.00 1.00 10.00
4 | Baker Catherine | Baker Ca Click Sort Teachers .50 0.00 B |50 0.00 1.00 5.00
Sort
= SortAZ = SortZ.A * pow * Row Q Clear

No | Full Name Family Name m de |Proposed Load | Actual Load | Difference | Eligible | Priority | Uncounted | Cyele Lir =

3 |Atkinson Daniglle | Atkinson Danielle  |ATKD |25.00 % 0.00 true 100 0 Click on a teacherin

4 | Baker Catherine |Bal@g——— Catherine |BAKC |12.50 12.50 [o——Ltrue 50 0 the ﬁrSt Column and

5 | Bell Heather Bell Heather BELH |25.00 25.00 000 TTrme—e0— .

click Sort A...Z

& | Boswick Sam Boswick Sam BOSS |25.00 25.00 0.00 false 100 0

7 | Boyle Joanne Boyle Joanne BOY] |25.00 23.00 -2.00 true 100 2 I ClICk OK

8 | Burrows Kelly Burrows Kelly BURK |25.00 25.00 0.00 true 100 0 /

S | Butler Alison Butler Alison BUTA |25.00 25.00 0.00 true 100 0 / 1

10 | Carter Leanne Carter Leanne CARL |25.00 25.00 0.00 true 100 0 l 1

11 |Chappell Judy | Chappell Judy CHA | 25.00 26.00 1.00 true |0 0 / 0

12 | Cheng William Cheng Williarn CHEW | 25.00 25.00 0.00 true 100 0 l 1

13 | Clark Allison Clark Allison CLAA |17.50 17.50 0.00 true |70 0 / 1

14 | Clark Megan Clark Megan CLAM | 25.00 25.00 0.00 true 100 OI 1 -

4 »

OK Cancel
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ﬂ Home Page Information Stage Process Stage Reports Stage 1 ‘ Mon 02 Mar D1 (Future) ‘ } _

# Quick Edit Q Calculate Uncounted = Sort Teachers B Email Teachers
Legend
Underload Excess

Nao | Full Narne Family Name | First Name | Code | Proposed Load | Actual Load | Difference | Eligible | Priority | Uncounted | Cycle Lirnit | Owverall Limit
1 |Atkinson Danielle | Atkinson Danielle ATKD |25.00 2500 0.00 100 0.00 1.00 10.00
2 | Baker Catherine | Baker Catherine |BAKC [12.50 12.50 0.00 ] 0.00 1.00 500
3 | Bell Heather Bell Heather BELH |25.00 2500 0.00 100 0.00 1.00 10.00
4 | Boswick Sam Boswick Sam BOSS |25.00 25.00 0.00 a [0 0.00 1.00 10.00
5 |Boyle Joanne Boyle Joanne BOY] |25.00 23.00 -2.00 100 200 1.00 10.00
6 | Burrows Kelly Burrows Kelhy BURK |25.00 2500 0.00 100 0.00 1.00 10.00
7 | Butler Alisan Butler Alison BUTA | 25.00 25.00 0.00 100 0.00 1.00 10.00
& |Carter Leanne Carter Leanne C The teachers are now 100 0.00 1.00 10.00
9 |Chappelljudy  |Chappell Judy C sorted alphabetically. 0 0.00 0.00 0.00
10 | Cheng William Cheng William Cl 100 0.00 1.00 10.00
11 | Clark Allison Clark Allison Claa |17.50 17.50 0.00 70 0.00 1.00 7.00
12 | Clark Megan Clark Megan CLAM | 25.00 2500 0.00 100 0.00 1.00 10.00
13 | Connolly Jenny | Connalby lenny CON] | 25.00 25.00 0.00 100 0.00 1.00 10.00
14 | Curie Marie Curie Marie CURM | 25.00 24.00 -1.00 100 1.00 1.00 9.00
15 | Dalton Jarmes Dalton James DALl | 25.00 2500 0.00 100 0.00 1.00 10.00

E On the Task Tree select:
[6C] Other Teacher Details

ﬂ Home Page Information Stage Process Stage Reports Stage { | Maon 02 Mar D1 (Future) | } _

9 Delete Teachar # Edit Teacher Classification

Legend
No'| Teacher Proposed Load | Actual Load | Eligible | Priority | Uncounted | Cycle Limit | Overall Lirnit| Phone | Mobile | Other Phone | Email
1 | Adams Rod 0.00 0.00 50 0.00 1.00 500 TeacherTTSC+ADAR@gmail.com
2 | Alderson David | 0.00 0.00 -+ 100 0.00 1.00 10.00 TeacherTTSC+ALDD@gmail.com
16 | Cooke Dennis | 0.00 0.00 WU\J& 1.00 10.00 TeacherTTSC+CO0D@gmail.com

Note: The teachers listed here are teachers who were in
any published timetable that were attached previously
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 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 an emergency 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 an emergency teacher

E On the Task Tree select:
[6B] Emergency Teacher Details

n Home Page Information Stage  Process Stage  Reports Stage 4 | Mon 02 Mar D1 (Futu re)| | 3 _

+ Add Emerg # Quick Edit = Sort Emergency Teachers [ Email Teachers
—Options————

| Columns selected: 11 of 18 |

No'| Full Name | Family Name | First Name | Code ‘ Priority| Phone ‘ Mobile Other Phone | Notes Email Teacher Reg No ‘ Expiry Date|
Bert Einstein Einstein Bert EINB | 100 52281111 | 0400 111 222 Physies, Maths TeacherTTSC+EINB@gmail.eom 811716 Jan 2021
Billy Shakespeare | Shakespeare | Billy SHAE | 100 52282222 | 0401222333 English, not on Mondays | TeacherTTSC+SHAB@gmail.com | 676365 Feb 2025
Peter Crowe Crowe Peter CROP | 100 52281999 | 0400 123 456 English TeacherTTSC+CROP@gmail.com | 5654656 Jun 2022
Garry Daly Daly Garry DALG | 100 52281964 | 0411 687 654 Maths, Science TeacherTTSC+DALG@gmail.com | 98647924 Jun 2023

Stephen Eisenhuth 351 Mar 2024

Note: Marie Curie is now in the published timetable, so she is no longer |~
Andrew Lunt listed as an emergency teacher. Her details including teacher code have Dec 2020
Mesmsnticeesenl - remained the same. Records of all the replacements she was allocated [* %%
to as an emergency teacher have been retained.

2
3
4
5
3
7 | MarkKong
3

9

If the date is changed back to a date prior to this published timetable
file, Marie Curie will be in the list of emergency teachers.

E On the Task Tree select:
[6C] Other Teacher Details

ﬂ Home Page Information Stage Process Stage  Reports Stage 4 | Mon 02 Mar D1 (Future) | > _

€ Delete Teacher # Edit Teacher Clazsification
—Legend
| Emergency Teachers |
No'| Teacher | Proposed Load |Actua| Load | EIi}QIa Priuritﬂ Uncounhecﬁ Cycle Limq Qverall Limﬁ Phone | Mobile | Other Phone | Email
1 | Adams Rod 0 0.00 50 0.00 1.00 500 TeacherTTSC+ADAR@gmail.com
2 | Alderson David rCl_.'JCl 000 0 000 1.00 10 TeacherTTSC+ALDD@gmail.com
16 | Cooke Dennis | 0.00 Click on Rod Adams o] TeacherTTSC+CO0OD@gmail.com

and click Edit Teacher Classification

Confirm
_{ Click OK

Convert other teacher Adams Rod to an emergency teacher?

0K Cancel
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Home Page Information Stage  Process Stage  Reports Stage { | Mon 02 Mar D1 (Future) | ) _

Q Delete Teacher # EditTeacher Classification
Legend
Emergency Teachers
No| Teacher Proposed Load | Actual Load | Eligible | Priority | Uncounted | Cycle Limit | Overall Limit | Phone | Mobile | Other Phone | Email
1 | Adams Rod 0.00 0.00 M o 0.00 1.00 5.00 TeacherTTSC+ADAR@gmail.com
2 | Alderson David |0.00 0.00 & |00 0.00 1.00 10.00 TeacherTTSC+ALDD®@gmail.com
16 | Cooke Dennis | 0.00 0.00 100 H H B FeacherTTSC+CO0OD@grnail.cormn
LN Note: Rod Adams is now highlighted g

as an emergency teacher.

E On the Task Tree select:
[6B] Emergency Teacher Details

Home Page Information Stage  Process Stage  Reports Stage 4 ‘ Maon 02 Mar D1 [Future]| » _

+ Add Emergency Teacher @ Delete Emergency Teacher # Quick Edit = Sort Emergency Teachers A Email Teachers

Qptions:
Ne\ Full Narme Family Neme | FirstName |Code | Priority Phone | Mobile | Other Phone | Notes Email Teacher Reg No| Expiry Date
2 | BertEinstein Einstein Bert TeacherTTSC+EINB@gmail.com | 811716 Jan 2021
3 | Billy Shakespeare | Shakespeare | Billy| Note: Rod Adams has now been added s | TeacherTTSC+SHAB@gmail.com | 676365 Feb 2025
4 | Peter Crowe Crowe Petd to the list of emergency teachers. TeacherTTSC+CROP@grmail.com | 5654656 Jun 2022
5 |Garry Daly Daly Gar TeacherTTSC+DALG@gmail.com | 98647524 Jun 2023
6 |Stephen Eisenhuth | Eisenhuth Stephen EISS 100 52282005 04%)2? 222 PE, Science TeacherTTSC+EISS@gmail com | 6546881351 Mar 2024
7 Mark Kong Kong Mark KONM | 100 522W 0401125123 Physics Chemistry TeacherTTSC+KONM@gmail.com | 881565148 Dec 2025
8 | Andrew Lunt Lunt Andrew LUNA | 100 282003 | 0411453453 Science TeacherTTSC+LUNA@gmail.com | 1254556 Dec 2020
9 | Matthew McGucken | McGucken Matthew Mgﬁkﬁ 52282015 | 0402303030 Physies, Maths TeacherTTSC+MCGM®@gmail.com | 16556562 Jan 2022
10 | Rod Adams Adamz Rod %AR 50 TeacherTTSC+ADAR@gmail.com

E On the Task Tree select:
[8A] Teachers Absent

(] Absent for Period On/Off ) Absent for Day On/Off # Edit Reason # Edit Count Value
QOptions Legend
B Show teacher absencereason  [J Display balloons ~ Teachers selected: 46 of 49 } Absent @ Absent (Activity) @ Absence counted Lesson Cancelled Compasite class ]
No'| Teacher AM(HR(1 |2 |R |3 |4 [L1|L2|5 (6 |PM
1 | Atkinson Danielle L |L|L L|L L|L|Y
2 | Baker Catherine |N [N |[N/N|/N|/N|N|N|N |N|/N|N
3 | Bell Heather L YL |L L
4 | Boswick Sam M| M
5 | Boyle oanne L |L L|L L
6 | Burrows Kelly LL MM
7 [Butler Aison L Ll v L Note: The file is now
& | Carter Leanne L L|L L|L ready to enter
9 |Chappell judy Lojoie] cjufufu i i . .
7 [ e— T Ty information for this date.
11 | Clark Allisan N [N |[N|N/N/N|N|N|N NNN
12 | Clark Megan L M| M
13 | Connolly Jenny Lol i
14 | Curie Marie L |L|L L L|L
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RETURN 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 an emergency
teacher.

B omersse womstonsuge rocessoge meposoe  CELCETOESOSE 0|

B Absent for Periad Or/OfF Absent for Day On/OfF # Ed # EditC e
— Options —Legend
B Show teacher absencereason [ Display balloons ~ Teachers selected: 49 of 49 | ‘ Absant Abs%i«ily) @ Absence courtted Lesson Cancelled Composite class
No'| Teacher |AM‘HR|1‘2‘R|3|4|L1‘L2|5|6‘PM|
1 | Atkinson Danielle L (L|L L|L L|L ¥
2 Baker Catherine [N [N |NONNIN NN N NN Click on the date and change the date back to
3 | Bell Heather L ¥ L |L L

the second Tuesday of the school year

B romerspe momaunsage roessupe mouse [IOEESTERORY 0

Absent for Period On/Off Absent for Day On/Off # Edit Reason # Edit CoupValue
— Options — Legend

Show teacher absencereason [ Display balloons ~ Teachers selected: 49 of 46 | | Absent \ﬁ.bser':(f\::mt;.-] @ Absence counted Lesson Cancelled Composite class
No'| Teacher ‘AM |HR ‘1 ‘2 |R |3 |4 ‘L1 |L2 |5 ‘6 |PM ‘

1 | Adams Rod L

1 | Atkinson Danielle | SL LsL  LSL LSL |SL |LSL |LSL SL |sL SL

2 | Alderson David [ LATE |L LATE L PMEET | L L L

On this date Rod Adams is a teacher
not an emergency teacher

-E On the Task Tree select:
[6B] Emergency Teacher Details

B omers womsunsege rocemsase oo [NIPEECOSTROEEN |

+ Add Emergency Teacher € Delete Emergency Teacher # Quick Edit = SortEmergency Teachers A Email Teachers

—Options ——————————
| Columns selected: 11 of 18 ‘

No'| Full Name ‘ Family Narne ‘ First Name |Code ‘ Priority ‘ Phone | Mabile Other Phone | Notes Email Teacher Reg No ‘ Expiry Date‘
1 Marie Curie Curie Marie CURM 100 |52283700 | 0411555555 Physics, Chemistry TeacherTTSC+CURM@gmail.com | 1234541 June 2023
2 BertEinstein Einstein Bert EINB 100 52231111 0400111222 Physics, Math TeacherTTSC-EINE@gmailcom | 811716 Jan 2021

3 BillyShakespeare  Shakespeare | Billy SHAB 100 |5: 0401222333 English, not on Mondays TeacherTTSC-SHABGemailcom | 676365 Feb 2025

4 | Peter Crowe Crowe Peter CROP | 100] Note_ Marle Curle |S I|Sted as an emergency 654656 Jun 2022

S Carry Daly Daly Garry DALG | 100) 2647924 Jun 2022

6 |StephenEisenhuth |Eisenhuth | Stephen |EISS | 100) teacher and Rod Adams is not on this list. 549881351 | Mar 2024

7 Mark Kong Kong Mark KONM | 100] 81965148 Dec 2025

& Andrew Lunt Lurt Andrew  |LUNA 100 | 52282003 | 0411453453 Science TeacherTTSC+LUNA@gmail.com | 1254556 Dee 2020

5 Matthew McGucken McGucken | Mstthew | MCGM 100 52282015 | 0402303 030 Physics, Maths TeacherTTSC+MCGM@gmail.com | 16556562 Jan 2022
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ﬂ Home Page

€ Delete Teacher

Information Stage

E On the Task Tree select:
[6C] Other Teacher Details

Process Stage  Reports Stage

# Edit Teacher Classification

Legend
Emergency Teachers

T I

No'| Teacher

Proposed Load | Actual Load

Eligible | Priority | Uncounted

Cycle Limit | Overall Lirnit

Phone

Mabile

Other Phone

Email

14 | Curie Marie 25.00 2400 100 1.00 1.00 9.00 TeacherTTSC+CURM@gmail.com

18 | Flintstone Fred | 12.50 10.50 100 0.00 \}\UO 4.00 TeacherTTSC+FLIF@grmail.com

19 | Flintstone Wilma | 25.00 2500 100 0.00 1.UN 9.00 TeacherTTSC+FLIW@gmail corn
AN

Note: The teachers in the newer published timetable file

are listed as other teachers on this date.
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THE HOME PAGE

There are a number of features that can be activated by using the buttons in the Manage Items
section at the top of the Home Page.

] Open Daily Organiser 2020 - one week later

Manage Items

B New ﬂ View Published Timetables * Configure Settings

[ open L view User Changes & Publish Daily Organiser .. OfFf
X Close * Import Data B Permit Support Access Off
D Copy i Export Data * Open on Today's Date Off

Check that the timetable day and date correspond
to the second Tuesday of the school year

OPEN ON TODAY’S DATE

In Web 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.

Manage Items

B New * View Published Timetables * Configure Settings

0 open L View User Changes & Publish Daily Organiser .. Off
X Close 2 importData g Permit Support Access Off
@ Capy i Export Data * Open on Today's Date Off

Open on Today’s Date is currently Off.
Click Open on Today’s Date
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Manage Items

B New a View Published Timetables * Configure Settings

0 open L£r view User Changes &€ Fublish Daily Organiser .. Off
X Close A import Data g Permit Support Access Off
1D copy h 4

Export Data y on

Open on Today’s Date is on.

Note: If today is not a school day it will open on the next date that is a school day.

Click Open on Today’s Date to turn it off

EXPORT AND PUBLISH DATA

There are a variety of ways that data can be transferred to third party applications. The data
transfer process has been designed to meet the requirements of these organisations.

EXPORT DATA

Data can be exported and downloaded as zipped files in a number of different formats. Each has
been created according to specifications provided by the relevant administration companies.

Manage Items

B New * View Published Timetables * Configure Settings

3 open Lr view User Changes & Fublish Daily Organiser .. Off
X Close 4 Import Data g Permit Support Access Off
|_|:| Copy i Export Data * Open on Today's Date Off

™~

Click Export Data
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Export Data

C5V Files (*.cav) . .
A list of available

exports is displayed.

CEV Timetable Data (*.csv)
Excel (*.xlsx) /
General Access - V.1 (*.ox) / Click Cancel
General Access - V9 (* ptfar*_ pdofd/* aml)

Sirmon Timetable (* o)

eWorkspace (*.cav)

VB Daily Organiser (*.dofx/* ptfx)

0K Cancel

T T S

CSV Files (*csv) Export files that were available in V9 Daily Organiser
CSV Timetable Data (*csv) Export files that were available in V9 Daily Organiser
Excel (*xlsx) Export files that were available in V9 Daily Organiser
General Access — V8.1 (*txt) Text files for Timetabling Solutions General Access V8.1
General Access — V9 Published Timetable file and Published Daily Organiser file for
(*ptf9/*pdof9/*xml) Timetabling Solutions General Access V9

Simon Timetable (*.txt) Text file for Simon

eWorkspace (*.csv) CSV file for eWorkspace

V8.1 Daily Organiser . . . )

(* dofx/* tdfx) V8.1 Daily Organiser and Timetable Development file
V9 Daily Organiser . . ) . . )
(*dof9/*ptfo/* xml) V9 Daily Organiser file and Published Timetable file

PUBLISH DAILY ORGANISER

A number of administration companies are using LISS or SIFF to transfer data from Web Daily
Organiser directly to their programs. The transfer of data occurs automatically with the Daily
Organiser data syncing with the third-party applications on a regular basis. This must be set up in
the Administration Console and then turned on in Web Daily Organiser
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[ Trueoerev oz e o

Manage ltems

B Mew ﬂ View Published Timetables ﬂ Configure Settings
[ open X View User Changes &) Publish Daily Organiser ..~ Off @3 Publish On/OfF
X Close 1 Import Data B Permit Jupport Access
D Copy ! Export Data ﬂ Open or| Today's Date
Hover over Publish Daily Organiser...
and click Publish On/Off
Confirm .
e Click Yes
Publish this Daily Organiser dataset to third-party applications?
Yes No
Information
Publish Daily Organiser is on.
[.}ata.will :le.tra ﬁ_sferred to th 'd-p.arr;,r an .r__‘_aticn.s as setup in ‘:"I:E Click OK
Administration Console until Publish Daily Organiser is turned off. /
ok &7

The data from Web Daily organiser will now be synced with the third-party application on a regular
basis. If the Daily Organiser makes a change and wants the data to be sent before the next sync they
can push the data out immediately.
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Manage Items

B New Q View Published Timetables ¢ Configure Settings

0 open * Wiew User Changes 6 Publish Daily Organiser ... 6 Publish On/Off
X Close X import Data B Pefmit Support Access

@ Copy 3 Export Data # pen on Today's D Off

Hover over Publish Daily Organiser...
and click Sync

CREATE A VERSION 9 DAILY ORGANISER FILE

Some Administration Systems import data directly from Version 9 Daily Organiser files.

The Web Daily Organiser dataset can be converted into a Version 9 Daily Organiser file. In the
export process a Daily Organiser file, Published Timetable file and a xml Timetable Days file are
created and downloaded in a zipped folder. When the data is extracted from the zipped folder
Timetabling Solutions Version 9 can be used to open the file.

Note: The Published Timetable file that is created is a copy of the current Published Timetable for
the selected day. Previous and future Published Timetable were not converted.

Manage Items

B New * View Published Timetables * Canfigure Settings

[ open Lr view User Changes & Publish Daily Organiser...  On
X Close 2 import Data B Permit Support Access Off
@ Copy i Export Data * Open on Today's Date Off

™~

Click Export Data
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Export Data

Select V9 Daily Organiser(*.dof9/*.ptf9/*.xml)

CSV Files (*.cav)

CSV Timetable Data (F.c3v)

Excel (*.xlsx)

General Access - Va1 [*.txg)

General Access - V9 (% ptfo/* pdofa/* xmil)

Sirmon Tirmetable (*.txt)

eWarkspace (*.csv)

V3 Daily Organigser (*.dof3/* ptfo/* i)

and click OK

N

0K Cancel

P Save As

1 * » ThisPC » Downloads »

Organize MNew folder

7 Quick access

[ This PC
‘r Libraries

|_j Network

v O Search Downloads y=

Note: A zipped folder called
DOExport.zip is created.

Click Save

File name:

Save as type: | WinRAR ZIP archive (*.zip)

» Hide Folders

Save Cancel
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H TTS - Daily Organiser

* ° b H o
Bl szckoot| Timetabli., Q) elevio @ Freshdesk »

4 #& ?  Logout

<« [¢] @ htips;//do.testtimetabling.education
Garry TIS ™ Test ™ Training ¥ TTS-Support () Web DO -lssues (G Admin Console Issu...

Apps ¥ Google Maps @ Training Courses ~... @ Tutes - GD

Home Page Information Stage  Process Stage  Reports Stage

Manage Items

B new L View Published Timetables L configure Settings

3 open L View User Changes & Fublish Daily Organiser .. On
X Close & import Data BY Permit Support Access off
1O copy ¥ ExportData L Open on Today's Date off
Task Groups

Information Stage Process Stage Reports Stage
Parameters and Calendar .. Teachers ... [ check meplecements
! o tudens [ Teacher changes

Click Show in Folder | ... B, .

< [0 selected Day Acthvities
Tezchers and Stdents 7 TG REplacements ... B3 imesbles
[l reringer Notes Student Attendance Changes B summary reports ..

[ it statistics ...

Show in folder

Privacy | License Agreement | Support

Cancel

£ DOExportzip Showall X

Compressed Folder Tools ywnloads

File Home Share View Extract

5 [fbie e [® X =p 1 Fo

‘r Open = [ selectan

w.] Copy path Edit 1o Select none
Paste _ Move Copy Delete Rename Mew Properties X X
[1] Paste shortcut tar  to-w - folder - 42 History |j':“ln\rertse\ect|on
Clipboard Crganize Mew Open Select

1+ ‘ » ThisPC » Windows () » Users » garry.daly » Downloads v O Search Downl... @

-

Mame Date medified Type Size
3 Quick access
Bulletin Day D2_05_02_2019.pdf 26/04/2019 8:54 AM  Adobe Acrobat D... 31KB
- WERE ¢ DOExportzip 2/05/2019 244 PM  Compressed (zipp.. 266 KB
i Libraries
|_j Metwork

Right click on DOExport.zip
and extract all files

1item selected 263 KB
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l Downloads
File Home Share View 0
u & cut x IE:E [ New item ~ ‘r Open = Hselectan
w.| Copy path « ﬂ Easy access = Edit 10 Select none
Pin to Quick Copy Paste _ Move Copy Delete Rename New Properties
E 3 E] Paste shortcut to~ to~ - folder - 47 History D;‘Imrertse\ection
Clipboard Organize Mew Open Select
4N ; » ThisPC » Windows () » Users » garry.daly » Downloads ] Search Downl... ©
~
Mame Date modified Type Size
3+ Quick access
DOExport /05/2019 250 PM File folder
[ This PC Bulletin Day D2_05_02_2019.pdf 54 AM  Adobe Acrobat D... 81 KB
w Libraries ¥ DOExport.zip 266 KB
Double click on DOExport
=¥ Network
- to open the folder
1 item selected 265 KB B2 =]

B B - | poBxport
File Home Share View (2]
o Cut 8 %New item = Open ESelect all
* u W] Copy path x 'L ﬂ Easy access = Edit 10 Select none
Pin to Quick Copy Paste Move Copy Delete Rename Mew Properties
access E]Paste shortcut ta to - falder - £ History EF_'Imrert ection
Clipboard Organize Mew Open Select
T » ThisPC » Downloads » DOExport v @ Search DOExp... @
Mame - Date modified Type ize
3 Quick access
E?_DO?_N_Dai\y Organiser 2020 - one week |... 50 PM Daily Orgapietr Ve... 957 KB

[ This PC [E] 190427164955_200128_200128_Timetable ... PM  Publjsted Timeta... 2,644 KB

. D TimetableDays.xml 50 PM AL Document 1KE

i Libraries

¥ Network \

Note: A Version 9 Daily Organiser file, the relevant published
timetable and xml file have been created. Version 9 can now be
used to access the data in the Daily Organiser file.
Close the window

3 itemns == =1
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SUPPORT AND HELP

Help is available on all screens including the Home Page.

Manage ltems

B e
3 open

View Published Timetables

- £ &>

* Configure Settings

View User Changes & Publish Daily Organiser .. on
X Close Import Data B Permit Support Access Off
|_D Copy ¥ ExportData * Open on Todzay's Date Off

Task Groups

Information Stage

n Parameters and Calendar ...
EY ursupervised Classes

Process Stage

Teachers ...

Studen ts\
Rooms .

Reports Stage
D Check Replacements
B Teacher changes

B Teacher Absence Reasons P ovees
n Lesson Cancellation Reasons Cancel || Click [8] Teachers... Day Reports ...
B Room Availability Reasons Teacher k=g Day Activities _..

B reachers and students ..
BB zemincer Notes

Room Replacements ...

Student Atteridance Changas

=
B timetables ...

D Surnirmary Reports ..

B Fite statistics .

B HomePage Information Stage Process Stage  Reports Stage n Tue 04 Feb D2 (Future) u

Absent for Period On/Off Absent for Day On/Off # Edi # Ed I= Display A A+ = B on = On 3
— Options:

Show teacher absence reason [ Display balloons ~ Teachers selected: 49 of 49 ‘
~Lege
| Absent Absent (Activity) @ Absence counted Lesson Cancelled Composite class
e [w " [ B [ [ule [ 5 ]

H -

1 | Adams Rod L C I I C k |d Calendar
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Help Center

Q Search for help

[8A] Teachers Absent

When the Help Center
opens help and support
for the current screen is
entered: displayed.

Click E

There are a number of ways teacher absences can b2

» Directly on the [9A] Teachers Absent screen

* In a Teacher Activity for a future date or multiple

dates

* In a Student Activity for school related absences

involving students

<= Help Center X PDF versions of the
training lessons are
available to view or
Q Search for help download.

@ [ poE

Support tickets can be
created requesting support
Course Evaluation from Timetabling Solutions.
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TIMETABLING SOLUTIONS SUPPORT

Support from Timetabling Solutions can be requested directly through Web Daily Organiser.

When raising an issue, the procedure is
e Create a support ticket on the screen that assistance is needed
e Submit the support ticket
e Activate Permit Support Access on the Home Page
When Timetabling Solutions receive a support ticket, we will
e Assign a Support Person to the ticket
e Make a copy of the dataset (at your secure location) to reproduce the issue
e Provide details to our programmers
e When the issue is fixed it will be checked in a test environment before an update is applied
e The copy of the dataset will then be deleted
e Web 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
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.

< = Help Center X

Click Support Tickets

Create new ticket
Details of the support

issue can be entered
in the appropriate
fields before the ticket
is submitted.

Note: A ticket will not
be submitted at this
time.

Add files

Timetabling Solutions Page 288 of 346



Web Daily Organiser Lesson 14

Help Center

Q. Search for help

— Close the Help Center and
POE Lessans (DO return to the Home Page

PERMIT SUPPORT ACCESS

When support ticket is submitted Permit Support Access must be turned on.

Manage Items

Note: Permit Support Access is off. retables L Configure Sewings

] . s & Publish Daily Organiser .. On
Click Permit Support Access \
g Permit Support Access Off

|_|:| Copy ¥ Export Data ¢ Open on Today's Date Off

Manage Items

Note: When Permit Support Access is on any = &3 Configure Settings

changes made to your data by our staff will be € publish Daily Organiser..  On
reflected in the change logs which are available in % B permit Support Access on

View User Changes. o
Lx Open on Today's Date OFf

Click Permit Support Access to turn it off
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MULTIPLE USERS

Web Daily Organiser allows access by multiple users at the one time. Information about other users
currently in the file is displayed on the menu bar and changes made by individual users can be
viewed.

I( |Tue 04 Feb DZ(Futur’e]| » ss A #¢ ? | Logout

Note: A red dot appears when more

o than one user is in a dataset.
View Published Tin

* Wiew User Changeq H
Click on to see who the other

1 Import Data .
user iIs
i Export Data

I{ |Tue 04 Feb D2 (Future) | P 2 A B ?

Other Editors

0 DO Assistant

e View Published Timetables

Note: In this example, DO

Wiew User Changes . .
K View serchange Assistant is the other user.

1 Import Data

b4 Export Data ¢ Open on Today's Date Off

Manage ltems

B New ¢ View Published Timetables ¢ Configure Settings

:l Open ¢ View User Changes o Publish Daily Organiser ... On

X Close 1 Import Data A - i Cumnort Access Off
Click View User Changes i

|D Copy i Export Data day's Date Off

Timetabling Solutions Page 290 of 346



Web Daily Organiser

Lesson 14

Daily Organiser Changes

Date

User

Action

2019-05-02 16:43:25.893

doassist@gmail.com

Teacher Absence 2/5/2020 (ATKD) was add

2019-05-02 16:43:25.893

doassist@gmail.com

Teacher Absence 2/5/2020 (ATKD) was add

2019-05-02 16:43:25.893

doassist@gmail.com

Teacher Absence 2/5/2020 (ATKD) was add

2019-05-02 16:43:25.893

doassist@gmail.com

Note: All changes are listed
with details of the user who
made the changes.

Click Close

Teacher Absence 2/5/2020 (ATKD) w:

2019-05-02 16:43:25.893

doassist@gmail com 47

eacher Absence 2/5/2020 (ATKD) was added

2019-04-03 15:33:36.41

webhdailyorg@grnail.com

Teacher Absence 1/28/2020 (B as deleted

2019-04-03 15:33:29.903

webdailyorg@grnail.com

Teacher AbsWﬂ (BELH) was added

2019-04-03 15:25:15.15

webdailyorg@grnail.com

D ing 1D (0) was added

2019-04-03 15:22:55.26

-~
webdailyorg@grmnail.com

DOSetting ID (0) was added

2019-04-03 15:22:53.51

webdailyorg@gmail.com

Teacher Details |D {0) was added

2019-04-03 15:22:53.51

webdailyorg@gmail.com

Teacher Details |D (0) was added

2019-04-03 15:22:53.51

webdailyorg@gmail.com

Teacher Details |D (0) was added

ANANNA WD ACC3 C4

RN R PN N - PRI e

Tensarbasme Tiobaile 1P SO0 warar el el ed

Close
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b Daily Organiser

Lesson 15

UPLOAD CURRENT DAILY ORGANISER AND PUBLISHED TIMETABLE FILES

When a school starts using Web Daily Organiser during a school year the current Version 9 Daily
Organiser file and the relevant Published Timetable files can be uploaded from Version 9 to the web.
As part of this process the Version 9 Daily Organiser file is converted to a Web Daily Organiser
dataset.

9 Timetabling Solutions Version

File

&

Software Settings

Schocol Code: TTS1

Version Mumber:

Check for Updates

Configure Settings
Configure File Locations
Configure Settings
Configure General Access

Applications

Web Preferences Manager
Web Daily Organiser (Beta

Training Courses

Courses

Enrol in Training

Wiew

Software Activated

ED Upload V3 to Web Daily Organiser
EE| Convert Files from V8 to W9 Format

Open Last Used Student File
Open Last Used Timetable File
Open Last Used Daily Organiser File

New

Cpen
Recpen File
Close

Save

Copy File ...

Save and Backup
Save As Exarn...
Save To V8 Format...
View File...

View Conflicts

Print

Student Tasks

Timetabling Solutions Version 9

Student Options Module

File: Mil

Open Last Used Student File

File Location: Nil

Open Timetabling Solutions Version 9

Timetable Development Module

(=% Open Last Used Timetable File

File: Timetable for DO Version 2.tdf%
File Location: C:\Users\Public\Documents\V9 Training Data

Daily Organiser Module

Open Last Used Daily Organiser File

File: Mil

File Location: Mil

Timetable Tasks

Dai

[JOpen file at today's date

Click File and select
Upload V9 to Web Daily Organiser

Software Settings

School Code: TTS1

Version Mumber:

Check for Updates

Configure Settings
Configure File Locations
Configure Settings
Configure General Access
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Upload to Web Daily Organiser Wizard

Upload data to the following schocl:

The Upload to Web Daily
Organiser wizard opens
to start the process.

Current school is: TTSC Training

Information about the
school linked to the
username is displayed.

Click Next

|4

< Back Mext = Cancel

Note: If a user is linked to more than one school or school site, the school or school site to upload

the data to will need to be selected.

Select Daily Organiser file (.dof9) and
Published Timetable file (.ptf9) and
click Next

Upload te Web Daily Organiser Wizard

Select File Types to Upload
Daily Organiser files (.dofd) and/or Published Timetable files (.ptf9) can be uploaded tg

Select the file type and then click Mext /

® Daily Organiser file (dofd) and Published Timetable file (ptf9)

@) Daily Organiser file (dofd) only

(O Published Timetable file (.ptf9) only

< Back Mext = Cancel
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Upload to Web Daily Organiser

Select File
Select the Daily Organiser file(s) to upload,

Click Browse to select files and then click MNext . Gl

1§

Click Browse...

< Back Mext = Cancel

elect Files To Upload to TDS

N » ThisPC » Windows (C:) » Users » Public » Public Documents » V9 Training Data v Search V9 Training Data 2
Organize = Mew folder = [ @
Name Select Daily Organiser — current year.dof9

7 Quick access .
Backup and click Open

[ This PC Export
General Access File folder

¥ Network Photos for General Access File folder

Previous Year's Daily Organiser Files File folder
Published
Published Semester 1
Scenarios

E Daily Organiser - current year.dofd

E Daily Organiser 2020 - one week later.dof% Daily Organisxg Ve... 522 KB

File name: | Daily Organiser 2020 - current year.dof9 Organiser Files (*.dofd; *.c ~
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Upload to Web Daily Organiser Wizard

Select File
Select the Daily Organiser file(s) to upload,

Published Timetable Folder for Daily Organiser

ChUsers\Public\Documents\W9 Training Data\Published
2 file(s) were selectd.

Note: Only the last timetable published for

All relevant Published Timetable files are
selected from the Published Timetable folder.

each date has been selected.

Mo | Published Timetable File

Selected

190411133902_200128_Timetable for DO Version 1.ptf9 AR
2 |190302172412_200302_Timetable for DO Version 2.ptf9  2.57 MB

Upload to Web Daily Organiser Wizard

< Back Mext = Cancel

Published Timetable Group

When the Published Timetable file is uploaded it will be allocated te a Published Timetable Group.
The name of the Published Timetable Group can be edited below.

Note: There must be at least one Published Timetable in the Published Timetable Group before a Daily

Organiser file can be uploaded.

Published Timetable Group in Web Daily Organiser

Published Current Year 1\

uploading (3) 35.66 ME

Remaining file(s) to uplead (3) 3.66 MB

< Back Upload Cancel

Type “Published
Current Year”
and click Upload
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Confirm

Note: The files are now being
o Your files are being uploaded and converted. The time taken to
prepared for use in Web Daily Organiser. . .
convert the files will depend on the

/ number of files selected.

An email will be sent when the
upload is complete

Close the Upload to Web Daily Organiser Wizard?

Click Yes

Timetabling Solutions <noreply@timetabling.com.au=
to wdottsc+T01

In this example, this is the
email that was received.

"Timetahling

SOLUTIONS

Import Completed

The following files imported sucessfully to Published Timetable Group "Published
Current Year":

1.190411133902_200128_Timetable for DO Version 1.ptf9
2. 190502172412_200302_Timetable for DO Version 2 ptf9
3. Daily Organiser - current year.dof9
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In Version 9, the General Access Module is included in the initial download and is updated whenever
Version 9 is updated. The procedure to set up General Access is:

e Configure File Locations - set the location on the school network, install the General Access
program and create a Desktop shortcut

e Configure General Access - set the default settings for all users
e Export data to General Access

DATA FOR GENERAL ACCESS

Timetabling Solutions Version 9 includes both Version 8.1 General Access and Version 9 General
Access. The data files read by these programs are different.

e Version 8.1 General Access reads text files exported from Web Daily Organiser

e Version 9 General Access reads a Published Timetable file and a Published Daily Organiser
file exported from Web Daily Organiser

Note: If Web Daily Organiser is not used, it is possible to export relevant files directly from the
Timetable Development Module or the Daily Organiser Module.

CONFIGURE FILE LOCATIONS

When configuring General Access it is possible to set different file locations for the General Access
program and the data. However, it is recommended that the same location is set for both.

The file locations can be configured through a link on the Version 9 Welcome Page. The program
and data files need to be located in a shared folder on the school network. All staff who will use
General Access will access this folder through the shortcut created when configuring file locations.

9 Timetabling Solutions Daily Organiser File: Daily Organiser Semester 1 - one week later.dofd Day 2: 6/02/2018

File Edit View StudentTasks Timetable Tasks Daily Organiser Tasks Help
Welcome Page  Student Options Module  Timetable Development Medule  Daily Organiser Module

Timetabling Solutions Version 9

Software Settings

schonl Code 1151 Student Options Module

Version Number: = Open Last Used Student File

Check for Updates File: Students Yr 10 Current Year for DO.sofg

File Location: C:\Users\Public\Do

Click Configure File Locations
Cc°"ﬂrg”'e S:IttiL"gst. Tmetable Develo

Lonfigure Settings = Open Last Used Timetable File
Configure General Access

File: Timetable Semester 1 for DO Version 2.tdf9

File Location: C:\Users\Public\Documents\V9 Training Data

Applications H H
PP Daily Organiser Module
Web Preferences Manager
2 Open Last Used Daily Organiser File [ Open file at today's date
Training Courses File: Daily Organiser Semester 1 - one week later.dofd
Lourses File Location: C:\Users\Public\Documents\VS Training Data

Enrol in Training
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Configure

File Lecations Published File Locations

Published Timetables Fold&r for Daily Organiser

Specify the folder for publisheg timetable files to be accessed by Daily Organiser

Clear Browse...
|C:\Users\Puinc\Documents\V‘? 'hseining Data\Published

Published Data Folder for General Ac

Specify the . is folder will contain

published fi Click on the tab nodules, Clear Browse...
|: Published File Locations

Note: The location for the

Program Fo|  Published Timetables Folder for
Specify the Da||y Organiser has been set ram (General Access.exe)
is to be run, :
Same as mended) Clear Browse...

Install V9 General Access and Create Desktop Shortcut

Ermail Locations to a Colleague
Install V8.1 General Access and Create Desktop Shertcut

Cancel

Configure

File Locations Published File Locations

Published Timetables Folder for Daily Organiser

Specify the folder for published timetable files to be accessed by Daily Organiser

Clear Browse...
ChUsers\Public\Documents\V3 Training Data\Published

Published Data Folder for General Access

Specify the shared network folder to be accessed by General Access. This folder will contain
published files from the Timetable Development and Da

Make sure this checkbox is ticked

This will ensure the same location is

Pragram Folder for General Acc SpeCiﬁEd for the data and program.

Specify the shared n

clder from where the Gener
is to be run,

Same as the Published Data Folder for General Access above (recommended)

Clear Browse...

Install V9 General Access and Create Desktop Shortcut

Email Locations to a Colleague
Install V8.1 General Access and Create Desktop Shertcut

Cancel
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Configure

File Lecations Published File Locations

Published Timetables Folder for Daily Organiser

Specify the folder for published timetable files to be accessed by Daily Organiser

Clear Browse...
|C:\Users\Puinc\Documents\V‘? Training Data\Published
Published Data Folder for General Access
Specify the shared network folder to be accessed by General Access, This folder will contain
published files from the Timetable Develepment and Daily Organiser modules, Clear Browse...

| v

Program Folder for General Access

Specify the shared network folder from where the General Acce
is to be run

1 5ame

ogram (General Access.exe)

Browse...

|: click Browse... :|

mti] Note: Browse must be used to set the folder location;
p— the file path cannot be typed directly into the box.

To specify the location for the data and the program |

ions to a Colleague

QK Cancel

Browse For Folder

Navigate to the folder where General
Access is to be installed. In this case a
General Access folder has already been

Set Published Data Location for General Access

~ || V9 Training Data ~ created in the V9 Training Data Folder.
Backup
Export || Browse to Libraries, Documents,

General Access /

Public Documents, V9 Training Data,
Photos for General Access

General Access
Previous Year's Daily Organis ¥
v

L T T T - . |

. - / Click OK

Folder: General Access |
r'd
Make Mew Folder Cancel
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Configure

File Lecations Published File Locations

Published Timetables Fol Note: The same location has been specified for the data
Specify the folder for pul and the program.

|C:\User5\Puinc\Docume

Click Install V9 General Access and Create Desktop Shortcut

Published Data Folder for General Access

T Thi£ felder will contain
odules. Clear Browse...

Specify the shared network folder to be accessed by General Acc
published files from the Timetable Develepment and Daily O

|C:\Users\Puinc\Documents\VQ Training Data\General Access /

Program Folder for General Access

Specify the shared network folder from where the Ge
is to be run,

ral Access program (General Access.exe)

Same as the Published Data Folder for Genergl Access above (recommended)

Clear Browse...
|C:\Users\Puinc\Documents\‘u‘Q Training Dyé\General Access
Install V9 General Access and Create Desktop Shortcut Email Locations to a Colleague
Install V8.1 General Access and Create Desktop Shertcut
oK Cancel
Information
Click OK

o General Access V9 in the shared Program Folder has
been updated with the latest installed update.

Close back to the
Welcome Page

Note: The Desktop shortcut that
has been created will open
Version 9 General Access. This
shortcut will need to be sent to
all users of General Access.

If Version 8.1 General Access is going to be used, Install V8.1 General Access and Create Desktop

Shortcut will need to be clicked instead.
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CONFIGURE GENERAL ACCESS

There are a number of options for displaying information in General Access which can be set by the
user.

9 Timetabling Solutions

File Edit View StudentTasks Timetable Tasks Daily Organiser Tasks Help

Welcome Page  Student Options Module  Timetable Development Module  Daily Organiser Module

Timetabling Solutions Version 9

Software Settings

Student Options Module

School Code: TTST

Version Number: [ Open Last Used Student File
Check for Updates File: Students 't 1

File Location: C:\l

Click Configure General Access

Configure Settings
Cenfigure File Lecatiens
Configure Settings
Configure General Access

metabl

[ Open Last Used Timetable File

File: Timetable Semester 1 for DO Version 2.tdf9
File Location: C:\Users\Public\DocumentsiV9 Training Data

DISPLAY SETTINGS

The settings selected here will be the default settings for General Access.

9 Configure General Access

Display Settings  Student Names Format Teacher Names Format  Printer Settings  Photo Settings
Name Format Student Information
Code Name Both Students - Append to Name
AbsenceReasons @ (O O [JcCode [IHome Group
[]eOS Code [JwWeb Choices
Activites @ O O [ Gender [ Spare Field 1 Note: The settings selected
CIRall iz CIspareied2 here will be the default
Cancellation Reasens @ O O [ Vear Level []5pare Field 3 . .
[House displays for timetables and
Classes ® O O f
or students.
Student Lists
Days ®@ O O []5tudent name details in separate columns
Show email addresses
Meetings
® O O General
Perind [15how Roll Class Codes in Individual Timetables
eriods ® O O []Transpose (Days in Columns) Cycle Timetables
R Availability R [] Timetable iterns on one row (Cycle Timetables)
oom Availability Reasons| @ O O [ Show Select ltem Pane (General Access Version 8)
Bulletin ltems
Ri
ooms ® O O []Show replacement teachers in first column
[List replacement teachers alphabetically
Teachers @ O O [JPeriod and Yard Duty Loads
Ab Ri
Unscheduled Duties @ (O O [JAbsence Reasons
[] Cancellation Reasons
Yard Duty Areas @ () O [JRoom Availability Reasons
[]Replacement Notes
Yard Duty Sessions @ (O O [ Teacher Load
[ Teacher Count
Reset-ALL & O O [JRoll Classes
Configure Data and Folder Locations
oK Cancel
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9 Configure General Access

Select the

settings as shown
for the Student

Information and
General settings

Display Settings  Student Names Format  Teacher Names Format  Printer Settings  Photo Settings
Name Format Student Information
Code Name Both Students - Append to Name
Absence Reasons @® (O O M Code (] Home Group
BOS Code [
Activities @ O O [ Gender
Roll Class
Cancellation Reasons @ (O O [ Year Level
[JHouse
cl
s @ O O Student Lists
[] Student name detgd€ in separate columns
Days O ® O Show email adgfesses
Meetings @ () General
[ shoyfoll Class Codes in Individual Timetables
Periods O @ Transpose (Days in Columns) Cycle Timetables
[ Timetable items on one row (Cycle Timetables)
Show Teacher Load her Cycle Timetabl
Room Availability Reasons @ (O [IShow Teacher Loads (Teacher Cycle Timetabic)
[ Show Select ltem Pane (General Access Version 8)
Rooms ® O O Select the _
. first column
settings as shown |, ...,
Teachers () @
for Name Format
Unscheduled Duties @® (O (O
[] Cancellation Reasons
Yard Duty Areas () (@) [ Room Availability Reasons
[JReplacement Motes
Yard Duty Sessions () (@ [] Teacher Load
[ Teacher Count
Reset - ALL O O O ] Roll Classes
Configure Data and Folder Locations
oK

Cancel

Note: Individual users can change the settings when they are in General Access but they will revert
to the defaults set here each time General Access is opened.
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STUDENT AND TEACHER NAME FORMATS

The format for student and teacher names can also be set.

9 Configure General Access

Display Settings  Student Mames Format  Teacher Names Format  Printer Settings  Photo Settings

Student Mames Format

The following options allow you to configure hiw to display student names,

Student Names:

() First Name, Middle Mame, Family Mame

@ Family Mame, First Mame, Middle Mame

) Family Mame, Preferred Mame, Middle Mame
() Preferred Mame, Middle Name, Family Mame

Student Middle Name: Click the tab Student Names Format
() Full Middle Mame

O Initial Only Note: There is a similar tab for

{®) Do Mot Display Teacher Names Format.
Sort students by: | Family Mame w

Configure Data and Folder Locations
OK Cancel

Note: These settings cannot be changed by individual users when in General Access.
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PRINTER SETTINGS

The settings selected here will be the default printer settings for General Access.

9 Configure General Access X

Display Settings  Student Names Format Teacher Names Format  Printer Settings  Photo Settings

Font Settings
Select the font, size and style for printed reports.

School Name:

Tahoma 12 Bold

Heading: Click the tab Printer Settings
Choose Font... | Verdana 10

Main:

Choose Font ... | Verdana 8

Page Orientation

Select page orientation for printed reports,
Page Orientation

(®) Portrait (O Landscape

Configure Data and Folder Locations

oK Cancel

Note: Individual users can change the settings when they are in General Access but they will revert
to the defaults set here each time General Access is opened.

PHOTO SETTINGS

It is possible to link teacher and student photos to the General Access Module. When an individual
timetable is selected, the photo of that person will appear on the screen. There is also the facility to
print class lists to Excel with student photos.

Note: The photos need to be named with the code of the teacher or student and the file type must
be JPEG. For example, a student with the code WOODO01 would have a student photo, WOODOL1.jpg.
The photos should be stored in a shared network folder but in this example, a folder on the local
computer hard drive will be selected.
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9 Configure General Access

Display Settings  Student Names Format  Teacher Mames Format  Printer Settings  Photo Settings

Photo Location

Specify the network folder of the student and teacher photo files in jpeg format. (Displayed ok student and teacher
timetable screens and class lists where selected)

Photo Location: Bro‘wse...

| \ /[ ]

Display Settings \

Select the default settings for the display of student and teacher photos.

Size of photo:  |Eighth “

Mumber of students to display on each row:

Click on the tab Photo Settings

To set the folder location for the
photos click Browse...

Colour or black and white:  |Colour

II

School CrestlLogo

Specify the network felder of the school crest/logo file in jpeg format. (Size 130 x 84 pixels; Displayed on timetables
sent to PDF format)

School Crest/Loge Location: Clear Browse ...

Configure Data and Folder Locations

oK Cancel
Browse For Folder
Select the folder to hold the photo files. Navigate to the folder which
contains the photos for General
A4 V8 Training Data ~ Access
Backup . . . .
Eport In this case, click Libraries,
General Access B Documents, Public Documents,
Photos for General Access 4 | V9 Training Data,
Previcus Year's Daily Organis % Photos for General Access
S I [ RIS R | w
L4 > .
Click OK
Folder: Photos for General Access |
r'd

Make Mew Folder Cancel
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9 Configure General Access

Display Settings Student Names Format Teacher Names Format  Printer Settings  Photo Settings

Photo Location

Specify the network folder of the student and teacher photo files in jpeg format. (Displayed on student and teacher
timetable screens and class lists where selected)

Photo Location: Browse
|C:\Users\Puinc\Documents\‘u“}Training Data\Photos for General Access Note: DISplay Settings for phOtOS can
Display Settings be specified here.

Select the default settings for the display of student and teacher photos.

Size of photo:  |Eighth ~
MNumber of students to display on each row:

Change the Number of students to
display on each row to 3

Colour or black and white: Individual users can change the
settings when they are in General
School CrestiLogo Access but they will revert to the

Specify the network folder of the school crest/logoe file in jpeg format. (Size 150 x 84 pixels; Display] H
sent to PDF format) defaults set here each time General

School Crest/Logo Location: Clear Access is Opened.

Configure Data and Folder Locations

oK Cancel

9 Configure General Access

Display Settings Student Names Format Teacher Names Format  Printer Settings  Photo Settings

Photo Location

Specify the network folder of the student and teacher photo files in jpeg format. (Displayed on student and teacher
timetable screens and class lists where selected)

Photo Location: T

cisespubiicbecd]  Note: It is also possible to display the school | ]
Display Setings crest on all pdf timetables in General Access.

selectthe defautt sty The location of the school crest can be specified
here. This will not be done at this time.

MNumber of studen Cllck OK

School CrestiLogo

Specify the network folder of the school crest/lo
sent to PDF format)

ed on timetables

ilein jpeg format. (Size \30 x 84 pixels; Dis

School Crest/Logo Location: TOWSE ...

| x \

Configure Data and Folder Locations

oK Cancel
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EXPORT DATA TO GENERAL ACCESS FROM WEB DAILY ORGANISER

The files required for Gerneral Access Version 8.1 and Gereral Access Version 9 can be exported
from the Home Page.

Manage ltems

B new Lr view Published Timetables Lr Configure Settings

[ oped  Click Export Data ﬂ View User Changes & Fublish Daily Organiser . On
X Clos ANmport Data B Permit Support Access Off
IO copy ¥ ExportData & Open on Today's Date Off

Select General Access -V9 Daily
Organiser(*.ptf9/*.pdof9/*.xml)

CSV Files (*.cav) and click OK
CSV Timetable Data (*.csv)

Export Data

Excel (*.xls5x)

General Access - VAT (* txx)

General Access - V9 (*_ptforf* pdofa/*saml)

Sirmaon Timetable (*.txt) /|
eWorkspace (*.csv)

V9 Daily Organiser (*.dofa/* ptf9/* xml)

r’d

OK Cancel

P Save As

o <« Public Documents » Public Documents » V9 Training Data » General Access v Search General Access pe)
Organize » New folder =

Mame Dafe modified Type Size
3¢ Quick access

Mo items match your search,
3 This PC
i Libraries

¥ Network

Browse to the General Access
folder and click Save to
complete the export

File name: | DOExport(1).zip v
Save astype: | WinRAR ZIP archive (*.zip) \ ~
~ Hide Folders Cancel
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ﬂ Home Page Information Stage Process Stage Reports Stage 4 | Tue 04 Feb 20 D2 {Future) ‘ } _

Manage Items

B New

LX View Published Timetables

[ open ¢ View User Changes
X Close 4 Import Data
@ Copy ! Export Data

Task Groups

Information Stage Process Stage

n Parameters and Calendar ... Teachers ...
n Unsupervised Classes Students
C||Ck Show in Folder E Teacher Absence Reasons Rooms

n Lesson Cancellation Reazons Cancel Leszons and Yard Duties .

Teacher Replacements _

B Roorn Availability Reasons
B Teachers and Students _ Roorn Replacements

Reminder Notes Student Attendance Changes

ys open files of this type
Show in folder

Cancel

i DOExport(1}.zip e

Compressed Folder Tools eral Access
Home Share View Extract o
r% L'I & cut x IEII [ New item ~ '+ Open = [ selectan
w.] Copy path « ﬂ Easy access Edit 1o Select none
Pin to Quick Copy Paste Move Copy Delete Rename Mew Properties X X
access [1] Paste shortcut tar  to-w - folder 42 History |j':“ln\rertse\ect|on
Clipboard Organize New Open Select
1+ » ThisPC » Windows (C:) » Users » Public » Public Documents » V9 Training Data » General Access v O Search Gener.. 0@
~
Mame Date medified Type Size
3 Quick access
¢ DOExport(1).zip 9/05/2019 10:03 AM  Compressed (zipp...
8/03/2019 25 Applicati
g This pC ﬁ GeneralAccesslXexe 8/03/2019 2251 PM Application 3
,E MetFiles.Ini 9/ 0 AM  Configuration sett.. 2KE
' Libraries £3:] Vard Duty Roster Semester 1.xls 30/01/20181 Microsoft Excel 12KB
|_j Metwork

Privacy | License Agreement | Support

X Configure Settings

& FPublish Daily Organiser an
E Permit Support Access Off
¢ Open on Today's Date Off

Reports Stage

m Check Replacements
m Teacher Changes

[ sutetin.

m Selected Day Reports
m Selected Day Activities .
E Timetables

m Summary Reports ...

File Statistics .

Access folder

Right click on DOExport (1).zip to unzip the
data and put the files into the General
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Compressed Folder Tools General Access

File Home Share View Extract 0
- ] b cut B x iﬁ [y Mew item ~ Ii-l ‘m Open = Hselectan
w.| Copy path « -T__'| Easy access = Edit Select none
P ¢ Copy P Move Copy Delete Rename New Properties
L} shortcut to~ to~ folder - 47 History DDImrertse\ection
Clipboard COrganize Mew Open Select
N » ThisPC » Windows (C:) » Users » Public » Public Documents » V9 Training Data » General Access » ] Search Gener.. 0O
~
Mame Date medified Type Size
3 Quick access
E 200204_Daily Organiser 2020 - one week later.pdofd Published Daily Or... 932 KB
#& OneDrive - Personal [E] 190423005034_200128_200128_Timetable for DO Version 1,ptf9 Published Timeta... 2,644 KB
G OneDrive - Timetabli ¢ DOExport(1).zip Compressed (zipp... 265 KB
w GeneralAccesslX exe Application 55,461 KB
[ This PC ,[J MetFiles.Ini Configuration sett... 2KB
& Libraries d TimetableDays.xml AML Document 1KE
@ Yard Duty Roster Semester 1.xlsx Microsoft Excel W.., 12KB
¥ Network
The Published Timetable file, Published Daily Organiser

file and xml file needed for General are now present.

Close the window

SAVE THE BULLETIN TO GENERAL ACCESS

The bulletin can be exported from Web Daily Organiser to General Access so that users can
view/print the bulletin in General Access.

I 4 ‘Tue 04 Feb D2 (Future) ‘ b

Manage Items

B New View Published Timetables * Canfigure Settings

- & {3

0 open View User Changes & Publish Daily Organiser ... On
XK Close Import Data B Permit Support Access On
@ Copy 1 Export Data * Open on Today's Date Off
Task Groups Click [17] Bulletin...
Information Stage Pr = Reports Stage
n Parameters and Calendar ... Teachers ... D Check Replacements

Students ...

B} unsupervised Classes

E Teacher Absence Reasons
n Lezson Cancellation Reasong
B Room Availability Reasons
n Teachers and Students ...
n Reminder Motes

Rooms ..

Cancel Lessons and Yard Duties .

Teacher Replacements ..
Room Replacements ...

Student Attendance Changes

D) Teacher changes

2] sulletin ..
D Selected Day Reports ...
[j Selected Day Activities _..

D Timetables ...

D Summary Reports ...

E File statistics ..
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ﬂ Home Page Information Stage  Process Stage  Reports Stage 4 ‘TuemFeh 20 D2 (Fumre)‘ »
[ Email Bulletin 3£ Display A At =
~Opt
[ Teacher Absences [ Emergency Teachers

Lesson Cancellations Teacher Activities [ Student Activities Student Attendance Changes [ Replacement Teachers
B Room Changes Messages Show Composite classes and shared rooms

Bulletin for Day 2: Tue 04 Feb 20

Teacher Absences
No | Teacher Period / Yard Duty -
1| Danielle Atkinson | All Day . =
2 | David Alderson AM, HR CIICk
2 | David Alderson 1
Print Options
Printer Font Settings Print
School Name Verdana 14 B preview
Table Heading Verdana 12 Bold
Export
Table Verdana 9
BT Excel
Export Only & excel i
Page Orientation Extra Marg Click Word
O Portrait Top |10 J\ @& word
"L pDE
Format Options
(=}
O Add extra colurnns Calurmn width 2 PDF Al
Print Close
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N <« Public Documents » Public Documents » V9 Training Data » General Access ~ O Search General Access y=)

Organize MNew folder

MName Datg modified Type Size

7 Quick access

Mo items match your search.

[ This PC
'+ Libraries

|_j Network

The General Access folder is still
selected.

Click Save to complete the export

File name:

Save as type: | Microsoft Word Document (*.docx)

» Hide Folders Cancel

l l General Access

File Home Share View 0
&4 eut x EI' 7 Mew item - il open - FH setectal
w.| Copy path « ﬂ Easy access = DEd\t 10 Select none
Copy Paste = Move Copy Delete Rename New Properties
[7] Paste shortcut tovr  tow folder - £ History D‘:_‘In\rertse\ection
Clipboard Crganize Mew Open Select
N » ThisPC » Windows (C:) » Users » Public » Public Documents » V9 Training Data » General Access ] Search Gener.. 2
~
Mame Date modified Type Size
3t Quick access
EZDOZN_Dai\y Organiser 2020 - one week later.pdofd Published Daily Or... 932 KB
[ This PC E 190423095034_200128_200128_Timetable for DO Version 1.ptf% Published Timeta... 2,644 KB
__ @ Bulletin Day 2 4_02_2020.docx Microsoft Word D... 14 KB
n Libraries ; DOExport(1).zip Compressed (zipp... 263 KB
=¥ Metwork m GeneralAccessl X exe Application 55,461 KB
- ,B MNetFiles.Ini Configuration sett... 2KB
D TimetableDays.aml XML Document 1KB
@ ‘Yard Duty Roster Semester 1.xlsx 30/01/201812:57 ... Microsoft Excel W... 12KB
All the files needed for General Access including a
8 it 1 it lected 13.9 KB H
ftems [ em selecte copy of the Bulletin are now present.

Close the window
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GENERAL ACCESS HOME PAGE

The General Access Module can provide read only access to timetables, class lists, activities, student
lists and other information on all computers connected to the school’s network. To allow access, the
Information Systems Manager will need to place a shortcut to the GeneralAccessIX.exe program
(located in the data folder for General Access set up previously in Configure File Locations) on all
computers on the network that will use General Access. A copy of this shortcut was produced in the
previous lesson.

General Access is opened by double clicking on the shortcut on the Desktop.

Double click on the
Desktop shortcut for
General Access V9

o General Access Version 9

File Edit View Help
Timetable Date: 4/02/2020 Timetable Day: Day 2 (Not Today)

Timetables ... Class Lists . Free . Activities .. Student Lists ... Bulletin ...

@ General Access Module - Version 9

File Open
File Location: C:\Users\Public\Documents\V9 Training Data\General Access\200204_Daily Organiser 2020 - one
Timetable Date: 4/02/2020 General Access has not been updated today

Timetable Day: Day

Timetabling

SOLUTIONS

The Timetable date and day information is supplied by Web Daily Organiser.

Note: The message “General Access has not been updated today” appears as the data
for the first Tuesday next year was exported to General Access. If the current day’s data
is correctly exported, this message does not appear.
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[0 Timetables .. ([ ClassLists... |/[E] Free.. |2 Activities ... |[E]] Student Lists... | [E] Bulletin ..

The menu bar at the top of the screen provides access to all screens.
Each item in the menu bar has a drop down menu.

@ General Access Module - Version 9

SCREEN FEATURES

[F1 Timetables ... l Class Lists ... | |[E]] Free... [Z] Activities... | [E] Student Lists ... | [E] Bulletin ...

Teacher Timetables % \ ;

(mll=]fo]=]] =

Master Timetable

Emergency Teacher Tim |
Student Timetables

Room Timetables

Click Timetables... and
select Teacher Timetables

m General Access Module - Version 9

GA General Access Version 9

Teacher: Adams Rod [] Teday's timetable ONLY []Yard duties on timetable [] Timetable without changes

File Edit View Help
Timetable Date: 4/02/2020 Timetable Day: Day 2 (Mot Today)

[EY Timetables .. | [ Class Lists .. | [El Free.. [ Activities..  [[E Student Lists ... [&] Bulletin ...

Task: View Teacher Timetables

Teachers selected: Al (493 Dayl |Day2 |Day3 [Day4 [pays |
[]Show teachers with changes Homeroom Mot at school
- Period1  [12PSTID Not at school
[Fitter o6
Rod Adams / ADAR " | |Period 2 035CI1B | Not at school | 0OSCITA
David Alderson / ALDD LAB4 LAB3
Danielle Atkinson / ATKD Period 2 Not at school 085CIE 07SCITA
Catherine Baker /|

[& Display | Large @ v | & B

'omposites and clashes Duties on printout  Double click on a class to display individual or photo class lists

Heather Bell / BEI
Sam Boswick / B
Joanne Boyle / B
Kelly Burrows / B
Alison Butler / BJ
Leanne Carter /
Judy Chappell /

Note: The menu bar remains at the top of the screen throughout
the program. This can be used to navigate between the screens.
Alternatively, the General Access Task Tree at the right of the
screen can also be used to navigate between screens.

For the remainder of this lesson, the Task Tree will be used to
navigate between screens.

General Access Tasks

~ [ Timetables
i [ Teacher Timetables
. -l Emergency Teacher Timetables
i [ student Timetables
[5] Room Timetables
i -[5 Master Timetable
v [E Class Lists
| Teacher Class Lists
i -l Emergency Teacher Class Lists
i [ Room Class Lists
[[5] Roll Class Class Lists
o - AN Class Lists
~ [E Free

[ Free Teachers
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The Teacher Timetables screen has several main components that are common to other screens in
General Access:

e Top Panel: The timetable date and day is always displayed in the top panel along with the
menu bar which can be used to navigate to other screens.

e Task Bar: The task bar under the top panel has the task screen title, checkboxes and buttons
to change display settings and print.

o Task Tree: The task tree on the right hand side of the screen can be used to navigate to
other screens. As a default setting this is expanded to show all tasks. It can be collapsed by
right clicking on the task tree and selecting Expand/Collapse Tree.

e Main Data Display: The central area of the screen where relevant data is displayed.

e Select Panel: The select panel on the left hand side of the screen is used to select what data
is displayed in the main data display.

e Lower Panel: This panel at the base of the screen only appears when teacher and student
timetables are displayed. Photos are displayed if the photos have been linked to General
Access and are present for the teacher or student. For teacher timetables, load and duties
information is also displayed.

Select Panel Top Panel Task Bar Task Tree

GA General Access  ersion 9

File Edit View [Help
Tirmetable Date: 4402/2020 Timetable Day: Day 2 (Not Today)

[N Timetables .. [ ClassLists... ) Free .. [ Activities...  |[E] Student Lists ... [ Bulletin ...
Task: View Teacher Timetables & Display | Large @  ~ | s
Teacher: Adagfis Rod [ Today's timetable ONLY [ Yard duties on timetable [] Timetable without changes [ Composites and clashes [7] Duties on printout  Double click on a class to display individualygphote class lists
Teachers seledget: All 149 Dayl [Day2 |Day3 [Daya [peys | General Access Tasks
[] Show teachers with changes Homeroom Not st school [ Timetables
[fier Period 1 ;szsrm Nt st school I Techer Timetabies
= LE]] Emergency Teacher Timetables
Rod Adams / ADAR “ | |Period 2 08SCI1E Mot at school | 095CITA & Student Timetables
David Alderson / ALDD LAB4 LAB3 {3] Room Timetables
Danielle Atkinson / ATKD Period 3 Mot at school | 025CITE | 07SCIA 5] Master Timetable
Catherine Baker / BAKC LAB4 |LAB3 [ Class Lists
Heather Bell / BELH Period4  [09SCI1A Mot at school | 08SCITE | 03SCI1A [ Teacher Class Lists
Sam Boswick / BOSS LAB3 LAB4 |LAB3 [ Emergency Teacher Class Lists
Joanne Boyle/ BOY) Period 5 [075CIA Mot at school | 07SCITA | 085CI1B [ Room Cless Lists
Kelly Burrows / BURK LABS LAB3 |LAB4 5] Roll Class Class Lists
Alison Butler / BUTA P B Mot at school 12P5T1D 5] ANl Class Lists
Leanne Carter / CARL 526 v [E Free
Judy Chappell / CHAI [ Free Teachers
William Cheng / CHEW (] Free Students
Allison Clark / CLAA ljD Free Rooms
Activities
Megan Clark / CLAM v
Jenny Connolly / CONJ 1 Students at Activities
Dennis Cooke / COOD -[E] Activity Class Lists
~ [E Student Lists
James Dalton / DAL 3 A Students
Rl T ) Students by Roll Class
oy g REd 5 student Teachers
Melissa Fraser / FRAM « [ Buletin
Menique Gibson / GIBM - - [ Bulletin ltems Today
Shirley Gibson / GIBS Timetable Duties and Load ] View Bulletin Today in Word
Brett Harley / HARS el S View Files
Chris Jackson / JACC o |
Toni Jackson / JACT (v |ooy1Reces
Adam Jones / JONA —
Rachel Kelly / KELR v . .
Doy Main Data Display
First Name / Family Name / Code
Sort A-Z[]
Lower Panel
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TIMETABLES

Timetables can be displayed for teachers, emergency teachers, students, rooms and the master
timetable.

TEACHER TIMETABLES

Teacher timetables can be displayed for the selected day or for the cycle. They can include:

e Changes for the selected day

e Yard duties

e Composite classes and clashes
Task: View Teacher Timetables

Teacher: Adams Rod [ ] Today's timetable ONLY [ ] Vard duties on timetable [] Timetable without changes

Teachers selected: All (42 Day 1 |Da\,.r 2 |Da\,.r3 |Da\,~1 |Da\,.r 5 |
] Show teachers with chanyges Homeroom Mot at school
— Period 1 12PST1D Mot at school
|F|ItE| <36
Rod Adams / ADAR Period 2 D8SCI1B Mot at school | 09SCITA
David Alderson / ALDD LAB4 LAB3
Danielle Atkinson / ATKD PaNod 2 Mios o1 nnceian noesias
Catherine Baker / BAKC Rod Adams’ timetable for the cycle is displayed.
Heather Bell / BELH Period 4 09|
Sam Boswick / BOSS Note: Teachers shaded green in the Select Panel
Joanne Boyle / BOY) Period5 |07 have changes to their timetable.
Kelly Burrows / BURK LA
Al L Period 6 Select Heather Bell /BELH
Leanne Carter / CARL

Judy Chappell / CHA
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Task: View Teacher Timetables

Teacher: Bell Heather DToday'stim%a\bleONLY [*¥ard duties on timetable [] Timetable without changes

Teachers selected: All (49]

Dayl  |Day2  |Day3  |Day4  |Day5

[]5how teachers with changes

M11 M11 M11 M11

Homeroom™Q@HRM1A 09HRM1A 09HRM1A 09HRMIA 0IHRMIA
M

[Fitter Period 1

Rod Adams / ADAR ~

0SMATIA | 12ZMAATA TTMAATA
M11 51 51

David Alderson / ALDD Period 2
Danielle Atkinson / ATKD

ST Note: Changes to Heather Bell’s

Catherine Baker / BAKC Period 3
: Heather Bell / BELH :

0SMAT1A 10MATI1A
M11 M11 51

timetable for Day 2 are highlighted

Sam Boswick / BOSS Period 4
Joanne Boyle / BOY)

TZMAATA TZMAATA  12ZMAATA

green. Her picture and load details
51 51 51

Kelly Burrows / BURK Period 5
Alison Butler / BUTA

11MAATA are displayed in the lower pane.

51

Leanne Carter / CARL Period 6
Judy Chappell / CHAJ
William Cheng / CHEW
Allison Clark / CLAA
Megan Clark / CLAM
Jenny Connolly / CONJ
Dennis Cooke / COOD
James Dalton / DALJ
John Edwards / EDW)
Jenny Feng / FENJ
Melissa Fraser / FRAM

TIMAATA 085PTIF
51 o1

AT1A | D9MATTA

Tick Today’s timetable ONLY

Monique Gibson / GIBM

Brett Harley / HARB

Chris Jackson / JACC

Toni Jackson / JACT

Adam Jones / JONA

Rachel Kelly / KELR v

Display
First Name / Family Narme / Code  ~

SotAZ[] |

Shirley Gibson / GIBS Timetable Dutpés and Load

Class / Duty |
Classes |
N Day 1 Recess
sY Day 5 Lunch 1
HOD Maths

Task: View Teacher Timetables

Teacher: Bell Heather [“]iToday's timetable ONLY: [] Yard duties on timetable [ Timetable without changes

Teachers selected: All (49

[] Show teachers with changes

|Filter

Rod Adams / ADAR ~
David Alderson / ALDD
Danielle Atkinson / ATKD
Catherine Baker / BAKC
Heather Bell / BELH

Sam Boswick / BOSS
loanne Boyle / BOY)
Kelly Burrows / BURK
Alison Butler / BUTA
Leanne Carter / CARL
Judy Chappell / CHAJ
William Cheng / CHEW
Allison Clark / CLAA

Period | Class / Activity | Room | Details / Changes |
Homeroom [03HRM1A |11 Note: Today’s
Period 1 .

: timetable shows all
Period 2

Period3  |10MATIA M1 changes in blue font.

Period 4 TZMAATA 51

Pericd 3 TIMAATA 51

Period & DBSPTITF OWV1 | Replaces teacher Carter Leanne

Megan Clark / CLAM

Display
First Name / Family Mame / Code

Sort A-Z[ ]

Timetable Duties and Load

Class / Duty |
Classes |
1l Day 1 Recess
SY Day 5 Lunch 1
HOD Maths
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Task: View Teacher Timetables

Teacher: Harley Brett [ Today's timetable OMLY  []i¥ard duties on timetable; [ ] Timetable without changes [] Composites

Teachers selected: All (4%

(] Show teachers with changes

|

|ha -

Judy Chappell / CH&J
Brett Harley / HARE
Sharon Mullins / MULS

™~

Period Class / Activity | Room |Detai|sl Changes |
Homeroom I
Period 1 11 ENG EXAM Student Activity
Lesson cancelled for student activity: 1TECOTA
Period 2 nBschp LABZ | Lesson cancelled for student activity: T1ECO1A
Replaces teacher Cocke Dennis
Lesson cancelled: TTIECO1A
Rende 3
Peric LILST1A 3
1 1A 522

Period 3

n Al

classes and activities

Type “ha” in the filter box and select Brett Harley / HARB

Note: His timetable has details of cancelled classes, replacement

Task: View Teacher Timetables

Teacher: Harley Brett [ | Today's timetable ONLY  [“]¥ard duties on timetable; [] Timetable without changes [«

Teachers selected: All (49

[] Show teachers with changes\

|ha

Judy Chappell / CHAJ
Brett Harley / HARB
Sharen Mullins / MULS

pA1  |pay2 [payz  [Day4  [Day5
AM
Homeroom |
Period 1 Activity 12ACCTA TTACCIA
11 ENG EXAM | S16C 522
Period 2 085CI1D 12ACCTA  TECO1A T1ACCIA
LAB2 516C 523 522
Ré(ess Junior Yard
Perigd 3 12HCCIA 11L5TY
513 523
Peried TILFT1A  T1LST1A LST14A TIECO1A
523 523 523 523
Lunch 1 \
Lunch 2 Senior Yard
Period 3 1 1A 12ACCTIA
22 513

Untick Today’s timetable ONLY and tick Yard Duties on timetable

Note: Yard duties are displayed on the timetable.
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EMERGENCY TEACHER TIMETABLES

Today’s timetable is displayed for all emergency teachers used on the selected day.

-E On the Task Tree select:
[1B] Emergency Teacher Timetables

Task: View Emergency Teacher Timetables

Emergency Teacher: Crowe Peter [ Vard duties on timetable Composites and clashes Double click on a class to display individual or photo class lists

Period Class |Room |@4@ Changes |
Homeroom | Mot Avateble

Period 1 Mot Available
Period 2 Mot Available

Filter

Curie Marie / CURM

Einstein Bert / EINB
“Crowe Peter / CROP i| | Period 3 10MATIC | M18

i TOMATIV
| ——— . .
Periodd | 1IPFIVIE Note: As Composites and

Period5 | 11MAGIA 512 | Replaces teacher Wallen Peta clashes is ticked both
Period 6 DBSPT1A | OV1 | Replaces teacher Chappell Judy Composite classes in Period

3 are displayed.

Select Peter Crowe / CROP

STUDENT TIMETABLES

Student timetables are displayed in the same way as teacher timetables.

E On the Task Tree select:
[1C] Student Timetables

Task: View Student Timetables

Student: Adamo Michelle / ADAMMO1 /11 [ Today's timetable ONLY [ ] Yard duties on timetable [ Timetable without changes [ ]Clashes Changed today

Students selected: All (619] Day 1 |Da\,r2 |Da\,r3 |Da\,r4 |Da\,r5 |
: Homercom [ 1THRM1E TTHRM1E TIHRM1E TTHRM1E TTHRM1E
WS s e = Chappell Judy Chappell Judy Chappell Judy | Chappell Judy Chappell Judy
|mich » 522 522 522 522 522
“MichelieXdama / ADAMMO1 Period 1 T15YSTA Activity: 11 ENG EXAM T1ENGTE T1RELTE TIMAG1A
Thomson Wayne| Manning Kathy Simpson Kevin | Marks Daniel Wallen Peta
Michael Badgelard / BACHMO1 S16C 533 37 523 s12
Michelle Bach¥let / BACHMO2
Michelle B 0SSMO1 Period 2 T15YSTA Activity: 11 ENG EXAM T1ENGTE TECO1A TIMAG1A
ey Thomson Wayne Thomson Wayne Simpson Kevin | Harley Brett Wallen Peta
Michael Carlon / CARLMO1 S16C 5723 572 523 512
MichalicieoretiAEONMI] Period3 | 11ENGIE T1yATA 11GRATB MITAIA TITAIA
Michael Ealy / EALYMO1 Simpson Kevin ancarrow Trish Young Bernard | Mancarrow Trish | Nancarrow Trish
Michael Hooke / HOOKM 522 AT3 524 524
Michael Judd / JUDDMO1 T1GRATE T1GRATB T1GRATB TIITATA TIECO1A
Michael Kennedy / KENNMO1 Young Berngfd | Young Bernard Young Bernard | Nancarrow Trish | Harley Brett
Frederic Michalak / MICHFOT AT3 AT3 524 5
Sarah Michelle / MICHS01 TIMAGTA T15PT1E TEYS1A TIREL1B
Michael Picker / PICKMOT Crowe Peter Fraser Melissa | Thomson Wayne | Marks Daniel
512 GYMI 516C 523
Michelle Wilson / WILSMO1
Michael Wood / WOODMO1 T1RELTB T15PT1E TENGIE TI5YS1A
' Marks Daniel Fraser Melissa | Simpson Kevin | Thomson Wayne
523 GYMI 522 516C

Type “mich” and select Michelle Adamo /ADAMMO1

Note: Changes are highlighted in green.
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Task: View Student Timetables

Student: Adamo Michelle / ADAMMO1 / 11 [ Today's timetable OMNLY [ ] Yard duties on timetable [“]Timetable without changes [ ] Clashes

Students selected: All (519) Day 1 |Da\,r 2 Day 3 |Da 4 Day 5 |
- Homeroom | 1THRM1B T11HRM1B T11HRM1B 11HRM1E 1IHRM1B
Show students with ch
W S L Chappell Judy | Chappellludy  Chappell Judy | Chappellludy  Chappell Judy
| mich | s22 s22 s22 522 522
Michelle Adamo / ADAMMO1 Period 1 T15¥514 TIECO1A 11ENG1E . TIREL1E . TIMAGTA
Michael Bachelard / BACHMO1 1—:150(;”50” Wayne Is-iaagrley Brett ;r;pson Kevin ga’lzaar = Daniel ‘\S"‘;"‘aj_llen Peta
Michelle Bochelet / BACHIMOZ Period 2 115YS1A TECO1A TIENG1E TIECQ1A TIMAGTA
. erio
Michelle Bosse / BOSSMO1 Thomson Wayne | Harley Brett Simpson Kevin Brett Wallen Peta
Michael Carlen / CARLMO1 S16C 533 512
Michelle Corlett / CORLMO Peried 3 | 11ENGIE TITATA TTATA
Michael Ealy / EALYMDT Simpson Kevin | Nancarrow Trish ncafpow Trish | Mancarrow Trish
Michael Hooke / HOQKMO1 522 524 AT3 524
[ iglemel il P Period4 | 11GRA1B T1GRATE Tick Timetable without changes
Michael Kennedy / KENNMO1 Young Bernard | Young B
= Wi AT3 AT3 .
Frederic Michalak / MICHFO1 R Note: The complete student timetable
Sarah Michelle / MICHS01 Period 3 11REL1E TIMAGTA .
Michael Picker / PICKMOT f;-‘laa}rksDaniel ‘;"gllen ps  for the selected student is displayed.
Michelle Wilson / WILSMO1 [
Michael Wood / WOODMO1 Pericd & TIMAGTA TIREL1E ] TISFTTE ] -|.-||'_NLI-||'_ ] TT5YSTA
Wallen Peta Marks Daniel Fraser Melissa | Simpson Kevin | Thomson Wayne
512 523 GYM1 522 516C

ROOM TIMETABLES

Individual room timetables can be displayed for the selected day or for the cycle. Room changes can
also be shown.

E

On the Task Tree select:
[1D] Room Timetables

Task: View Room Timetahles

Room: AT1 [] Today's timetable ONLY [ ] Yard duties on timetable [ | Timetable without changes [ ] Shared rooms and clashes Double click

Rooms selected: All (52 Day 1 |Da\,.r2 Day 3 |Da\,r4 Day 5
[[]show rooms with changes AamETan |
|F'I - Period 1 09ART1B Lesson 11ART1B DBART1A
ilter Rennie Matthew Cancelled Rennie Matthew Rennie Matthew
AT Art f AT * ||Period2 | 0OARTIE 0BRED1A 11ART1B T1ART1A DBART14
AT2 Photo / AT2 Rennie Matthew  Kelly Rachel Rennie Matthew Rennie Matthew | Rennie Matthew
AT3 Graphics / AT3 Period3  |11ARTIE DSARTTA
AT4 Textiles £ AT4 Rennie Matthew Rennie Matthew
AT3 Kitchen / ATS Period 4 D9ART1A D9ART1A T1ART1A
ATE Tech / ATE Rennie Matthew Rennie Matthew Rennie Matthew
AT7 Wood / ATY Period 5 D2ART1B DIARTIB
ATE Metal / ATE Rennie Matthew  Rennie Matthew
Gymnasium 1/ GYM1 Period 6 0BART1B 11ART1E
Gymnasium 2 / GYM2 Rennie Matthew  Rennie Matthew
Cheal 14/ OW1

Note: The timetable for room AT1 is displayed for
the cycle. Changes for today (Day 2) are shaded.
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MASTER TIMETABLE

A master timetable for each day of the cycle can be displayed.

-E On the Task Tree select:
[1E] Master Timetable

Task: View Master Timetable for Selected Day &l Dploy | Large ) )
et . ;

Note: The timetable is spread across the screen
because full names are used for teachers.

CHANGE DISPLAY

The display settings can be changed from any screen by clickingon the Display button. These display
settings will hold for this session in General Access. When General Access is closed and opened again
the default settings will apply

Task: View Master Timetable for Selected Day
Day: Day 1 Roll Ca 4. 0 (18

Display Settings - General Access

Name Format - Current Task Student Information
Code Name Both Students - Append to Name
Cod H G
AbsenceReasons @ (O O B;SEC : gwo:zhr.oup
oce £ mnolees To display teacher codes only,
Activities @ O O [] Gender []Boarder
[ARoll Class select Code for Teachers
Cancellation Reasens @ (O O [1¥ear Level
[JHouse Note: Changes made to the
Classes ® O O X .
S radio buttons can be applied
Days O ® O Df;u:‘e:;:::edj:?_i_lz_in separate columns throughout the program or just
Mestings @ O O for this screen.
Pericds O @® O General .
S To make the change to this
R Availability Reasons @ O O []5how Roll Class Code dividual Timgéble
oom screen only, make sure the
Rooms @ O O checkbox
Taches @ O O Apply above settings to ALL
_ Tasks is not ticked
Unscheduled Duties @ (O O
Yard Duty Areas () ® O Click OK
Yard Duty Sessions  (O) @ (O
Reset ALL - Current Task () (O O

[] Apply above settings to ALL Tasks Cancel
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Task: View Master Timetable for Selected Day

Day:Day1 | |Display without today's changes Roll Classes selected: All (18)

Homeraom Period 1 Period 2 Period 3 Period 4 Period 5 Period 6
= 2 [zl s Toau fioretin Ts24iona [izReLio (s ona |1ReIF (54 JONA |1oReLIA 524 [IONA [12RELIC (511 DAL [12RELIE 13 KELR
T2HRMIB 12 BUTA |12ENGIC 521 BURK |12ENGIC 521 BURK |12ENGTE 521  MANK|12ENGIA S21 PEAS |12ENGIB |S21 BOY) |12ENGID 521  MARD
Day 1/D1 GiBM | 12eNs1B st o socacan Liags 1) sonccan Lo oo loonercsn ave Tevalincrcss Liagy |wars |12B101A | LABT |BUTA
Day2/D2 (Today) $12 WHIE | 12MAX1A] . . MULS | 12ECO1A 514 WHIE
Day3/D3 12PEDTA Note: The timetable is now more Compact. lc FEN) |12PHY1B LABZ COOD
Day4/D4 12PHY1A WOOP|12PSTIE 526 NANT
Day5/D5 NeRgTID
S

Select Day 2 / D2 (Today) and untick
Display without today’s changes

Task: View Master Timetable for Selected Day
Day:Day2 [ Display without today's changes Roll Classes selected: All (18] Change today Mo room or teacher assigned  Cancelled today

Homeroom Period 1 Period 2 Period 3 Period 4 Period 5 Period 6

=T |12 [ize@na] st1 Toaus [izreic Tsvn [oau [1aReic Tsin (oAl [1266l18 513 DAL [12Reia 54 [JONA [12ReLIE (S5 TKER [12RELD 524 [IONA
| [12HRMIB S12 |BUTA |12ENGTB |S21 | MARD [12ENGTB |S21 |EINB |12ENSTA S1SC BUTA |12ENGIA 521  PEAS |12ENGID |S21 | MARD [126NGIC |S21 |BURK

Day1/01 | |12HRMIC $13 | GIBM |12CHETA |S1SC \WALS |12CHETA |S15C WALS [12NFIA  S16C MULS |12MTE1A ATE  THOW|128I01A |S25  BUTA [12ENSTB |S13  JACC

Day2/02 (Today) | |12HRMID 14 WHIE [1215T1A |S14 | MULS [121STIA |S14 | MULS [12MAAIB 511 ROGP [12MAAIA 511 BELH [12ECOTA 514 |WHIE [12MAX1A |S11

Day3/03 | 125v51A |S16C |FEMJ |125vSTA  SI6C FEM) |12MAGIE 512 GIBM |12MAGTA 13 BUTA [12PHVIE |LAB2 |CURM |12PEDTA |S14  ALDD

BEY‘;‘:B‘; | 12PSTIC |§12  CURM |12PSTIC |S12  CURM [12PSTIE 526  THOW|120ED1A S14  CARL [12PSTIE |S26  RENM [12PHV1A |LAB2

ay 5/

12PST1A 526 FENJ 12PSTID (526 WHIE
(11 [1THRM1A 521 |RENM |11ENGIB S22  MARD |T11ENG1B S22  MARD | 11ENG1C | 52 MANK | TIENG1D 522 CURM |11ACCIA 522 | HARB |11REL1A 522 KNIN
TIHRMIE (522 CHAJ |TIARTIA AT RENM | 11ART1A RENM | 11CHETA 82 WALS | TIGRAIB  AT3  YOUB |11ENSIA | LAB3 JACC |TIRELTB |523 MARD
11HRM1C 523 EDW) |11ECO1A HARB [11ECO1A HARB | 11DRATA PACT MILD [TILST1IA 523 HARB |11INFIA | $15C MULS [TIRELIC 512 GIBS
11HRMID (524 EDW) |11GRATA AT3 \SMYM |11GRATA AT3  SMYM|11GEQ1A 52 CHAJ |1IMAGIC 512 EINB | 1TMAATA S11 BELH |11RELID 525  SIMK
TIMTEIA AT8 HOW | TIMTEIA AT THOW| T1ITAIA S NANT [11PHY1A LAB2 CROP |11MAG1A §12  CROP
TI0ED1A OV1  EDWI
TTEXIA AT4  CLAA
10 [10HRMIA M15 KNIN [10accia [mi0 |wHK_[10accta [M10 [wHE [1omaata ”14 MYE] |10REDIA MI13 KNIN _|1050S1A  M11_ MANK|10ENGIA |M10  DALJ
10B_|10HRM1B M16 SMYM | 10FRETA | M11 G& 10FRETA |M11_ GIBS | 10MAA1E 15 NEWP | 10S0S1B  M16  SMYM |10REDIE | M15  KNIN | 10ENG1B |M11 | MANK
10C_|10HRM1C M17 JACT |10MEDIA M13C MILD \1OMED1A M19C MILD 1DMAT1A/M11 BELH |10REDIC M0 TALP |10SCIC _ LAB4 CHEW |10ENGIC M15 KELR
(10D | 10HRM1D |M18 | COMNJ |10MUS1A |PAC3 | CONJ MUSTA | PAC3 |CONJ | 10MAT1Bf M17  CURM [105051D MI17 JACT |[10REDID M16 |SMYM|10ENGID M13  PEAS

=

BR

[ 100ED1A OV1 |CARL |10QED1A OV1 | CARL [10MATIL M18 CROP 10ENGTE |M12 | CURM
[ 10TEX1A  AT4 | CLAA |10TEXTA AT4  CLAA | 10MAT, M18  CROP /

TIMAJ1X  M14  MYE)
SA |0SHRM1A M11 BELH |0SPEBTA | GYMZ JONA DQPEE\A GYM2  ALDD #TA M0 TALP |OSART1A AT  RENM | 0SF) M12 _ MURJ |DSRED1A |M14  MYE)
|SB_|0SHRM1B | M12 PEAS |0SPEGIA | GYM1 EDWI DDPEGT\ GYM1 EDW) |DSEIGIB _ M16  PEAS |0SDRATA PACZ MILD, SFRETB__ M13  GIBS [0SSCI1B | LAB3 ROGP

9C _|0SHRMIC M13 SIMK LOSREDIC |M13 | KNIN DDGEOTC\ M17 | JACT DD#‘JGT[ M13  MARD | 0SMUS1A PA[}/Eﬁ\U 0SITATA M14 | CLAM |0SSCITC_ LAB4  CHEW
9D |0SHRMID M14 EOYJ) |09REDID M18 095CIND B3 OfENGID M12 BQY) |09TEX1A CLAA |09TAIE  M18  MANT |DSHISID ~ M16  SMYM
OENGIE | M19C SIMK | 09W) A AT7 EDWJ |0SLSP1A  M19C  PATM

8A  |08HRM1A )11 CARL |08ENGIA )11 JACT | DSRED1A AT1\ KELR A08SCHA  LAB4 M 085CMA_ LAB4 MUR) |08SPTIA |OV1  GIBM |08SPT1A QW1 | CROP
|88 |08HRM1B J12  YOUB |08MAT1B )12 GIBM _|085CI1B LABA\ ADAP/ 0SRED1B J)Z/G\ES 0BENG1B )12 MANK | 08SPT1B  GYM2 TALP |08SPT1B  GYM2 SMYM
8C |08HRMIC )13 MURJ |0S8ENG1C )13 KELR |OSRED1C )13 \KNI %QQ(JH SMYM | 0BMATIC 13 NEWP |08SPT1C_ GYM1 THOW|08SPTIC | GYM1 THOW
(8D |028HRMID )14 | PATM |085CI1D |LAB2 |SMYM |085CI1D | LAB2 EQ1D WHIE |08MATID J14 MYEl |08SPTID OV1 JACT |08SPTID OV1 CLAM
08SPTIE |OV1 | EDW) [0SSPTIE |OV1 EDW)
. . 0SSPTIF | OV1  ALDD |03SPTIF | OV1 | BELH
A |OTHRM1A 121 Note: The master timetable for Day 2is O7SPTIA | OV1 |FENJ |07SPTIA |OVI | FENJ
7B [O7THRMIE 22 . . . . 07SPTIE | OV1 | WALS [O7SPTIE |OV1 |WALS
7C_|OTHRMIC 123 Fi dISplayed with all changes hlgh'lghtEd O7TSPTIC | OVI | YOUB |07SPTIC |OVI | YOUB
170 |o7HRMID 124 B 07SPTID |OV1 |EINE |07SPTID |OV1 |EINB
07SPTIE |OV1 | CONJ |O7SPTIE |OV1 | COMNJ
L T T T T OTSPTIF |OVI | CLAA |O7SPTIF |OV1 |CLAA

ST

hdES

CLASS LISTS

There are a number of ways to view and print class lists. They can be viewed by teacher, emergency
teacher, room, Roll Class or all class lists.

Teachers can view their class list for the selected day or for the cycle. The class lists can be printed
in a number of ways:

e All class lists for a teacher on one page
e Individual class lists
e Individual class lists with extra columns
e Individual class lists with photos

Note: Class lists can also be exported to Excel.
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E

ALL CLASS LISTS FOR A TEACHER

On the Task Tree select:
[2A] Teacher Class Lists

All the class lists for a teacher can be printed on one page.

Task: View Teacher Class Lists

Teacher: Bell Heather [ Display today's class lists

Double click on a class to display individual or phote class lists

Nt attending today  Change today

Teachers selected: All (49 \ Period | Day 2 Homercom Day 2 Period 3 Day 2 Period 4 Day 2 Period 5 Day 2 Period 6
Roll Class |9A 10C 12 1 8D
L e Class | 09HRMIA 10MAT1A 12MAATA TIMAATA 08SPTIF
Filer Teacher | Bell Heather Bell Heather Bell Heather Bell Heather Bell Heather
Rod Adams / ADAR ~ \room [ M1 M1 s s oVt
David Alderson / ALDD o Students Students Students Students Students ’
Danielle Atkinson / ATKD 1 [iderson Roger / ALDERDT / 94 ] Barnes John / BARNIOT / 108 Bamford Renee / BAMFRO1 /12 Allen Sandy / ALLESOT / 11 Adams Jim #/ADAMIOT / 2D
Catherine Baker / BAKC 2\ |Beattie Peter/ BEATPOT /A Brereton Emilia / BREREQ1 / 10D Billingsworth Kerry / BILLKD1 /12| Andersen Anthea / ANDEAOT / 11 Ahpene Bfénda / AHPEBO1 / 8D
{ Heather B o ! Blyzack Richard / BLYZRO1 / 9A Bridges Lloyd / BRIDLO1 / 104 Cooper Alana / COOPADT /12 Bamymore Drew / BARRDO1 / 11 Akers Jfie / AKERIDT / 8D
Sam Boswick / BOSS 4 % Burns Nicole / BURNNO1 / 94 Caesar David / CAESDO1 / 10D Gelonesi Joe / GELOJOT /12 Beckham Victoria / BECKVO1 /11 AlargDenise / ALAMDO1 / 8D
Joanne Boyle / BOV) \ 5 Cosner Kevin / COSNKO1 / 9A Carr Bob / CARRBOT / 10C Hamilton Kieran / HAMIKOT /12 Britnell Winston / BRITWO1 /11 A Jessica / ALBAJOT / BC
Kelly Burrows / BURK Crowe Peter / CROWPDT / 34 Davey Margaret / DAVEMOT/ 108 Hanlon Benjamin / HANLEO1 / 12 Calafiore John / CALAIDT / 11 iscan Elizabeth / BISCEO1 / 38
Alison Butler / BUTA TN &IyGarry / DALYGO1/9A Dawe Trinity / DAWETO1 / 10D Hannan Ewin / HANNEOT /12 Clarkson Kelly / CLARKD1 / 11 Braxton Toni / BRAXTO1 / 8C
Leanne - - Leo / DESLOT/ 10D Hewish Bernadette / HEWIBO1/ 12 | Di Cristoforo Roberto / DICRO1/ 11 Brightman Sarah / BRIGSO1 / 88
Judy Cha Juliette / EINOJOT / 108 Picker Michael / PICKMO1/ 12 Di Pasquale Peter / DIPPOT / 11 Hocking Buddha / HOCKBOT / 38
[y Select Heather Bell / BELH n Elizabeth / FERGED1 / 10C s Do /EDVEADD1 /1 Hooke Micheel/ HOOKMD! 52
Allison Cla ole / FIRTNOT / 10A Freeman Cathy / FREECO1/ 11 (Activigf: Snr Net) | Hovey Matthew / HOVEMOT / 8C
Megan Cla icole / FORENOT / 104 Madison Hugh / MADIHD1 / 8C
Jenny Con . i i g / LEESMO1 / 10C Marinovic Leonor / MARILOT / 8A
Dennis Co Note: The defaU|t Settlng IS Eddie / MAGUEQ1 / 10B Maurer Kevin / MAURKOT / 8A
James Dalt . ’ : ade Trevor / MARIMTO1 / 10C Trainor Mark / TRAIMO1 / 34
John Edwal D|5p|ay tOday S ClaSS ||StS. nJack £ NICHIO1 / 10D Truman Walter / TRUMWO1 / 84
Jenny Fen ris / ROCKCO1 / 10C Walker Colin / WALKCO1 / 84
Melissa Fig ristine / ROCKC02 / 10A
Monique Gibson / GIEM 18 Tyler-Moore Mary / TYLEMOT/9A  Sinatra Francine / SINAFU1 / 108
Shirley Gibson / GIES 20 Watts Katrina / WATSKO1 / 9A Spillane Ricky / SPILROT / 104 Stone Aman\ia /ATONAOT / 11
Brett Harley / HARB 21 Weaver Sigourney / WEAYSDT/9A  Stewart Rod / STRAMENT / 108 euta Mark MZK1IMO1 /11
Chris Jackson / JACC 2 Wilson Annie / WILSAD2 / 94 Sully Sandra / SU .
Toni Jackson / JACT 3 Wood Glenda / WOODGD1 / 94 Note: A” Changes made for today are dISp|ayed.
Adam Jones / JONA 24 Wood Michael / WOODMO1 / 9A
Rachel Kelly / KELR 25 Wood Paul / WOODPOT/ 94

Task: View Teacher Class Lists

The class list for a replacement class for Heather
Bell 08SPT1F is included. Students attending an

activity are highlighted

Display | Large @) ~| iz T

Teacher: Bell Heather [ ] Display today's class lists Double click on a class to display individual er photo cl Change today
Teachers selected: All (49) Period | Day 2 Homeroom Day 2 Period 3 Day 2 Period 4 Day 2 Period 5 Day 2 Period 6
[ Show teachers with changes RollGk 14 Il E i i)
Class | 09HRMIA 10MATIA 12MAATA 1IMAATA 08SPTIF
[Fiter Teacher | Bell Heather Bell Heather Bell Heather Bell Heathse” Bell Heather
Rod Adams / ADAR ~|[Room  [mm1 M1 511 511 ov1
David Alderson / ALDD No Students Students Students Students
Danielle Atkinson / ATKD [Alderson Roger / ALDERDT / 94 | Barnes John / BARNIOT / 108 Bamford Renee/88M  (C|ick Dlspla ‘Adams Jim / ADAMIOT / 2D
Catherine Baker / BAKC 2 Beattie Peter / BEATPOT / 94 Brereton Emilia/ BREREDT /10D Billingsworth Kerry / B Y oo Ahpene Brenda / AHPEBOT / 2D
Heather Bell/ BELH ] Blyzack Richard / BLYZRD1 / 9A Bridges Lioyd / BRIDLOY / 104 Cooper Alana / COOP) 1711 | Akers Julie / AKERIOT / 2D
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Display Settings - General Access

Mame Format - Current Task

Abzence Reazons

Activities

Cancellation Reasons

Classes

Days

Meetings

Periods

Room Availability Reasons

Rooms

Teachers

Unscheduled Duties

Yard Duty Areas

Yard Duty Sessions

Reset ALL - Current Task

Code Name Both

@]
@]

0O 0O ® 0 ® ® 0 ® 0O @©® @ @ ®
O ® ® O ® O O ® O ® O O O
o o o o 0o 0 o O o o O O O

o)

[[] Apply above settings to ALL Tasks

Task: View Teacher Class Lists

Student Information

Students - Append to Mame
[]Home Group
[JWeb Choices

[]cede

[]Roll Class
[ Year Level

[JHouse

Student Lists

[]5tudent name details in s
Show email addresses

General

[]Boarder

Untick Code and Roll Class

Note: Changes made to the
checkboxes are applied
throughout the program.

Click OK

[]5how Rell Class Code in |ndividual Timetables
[#] Transpose (Days in Colufnns) Cycle Timetables

[J Timetable items on on
Bulletin ltems

[ ] Show replacement teafhers in first column

[ List replacement teacHers alphabetically

oK

Cancel

row (Cycle Timetables)

[E] Display |Large (9) v |ia|| T8

Teacher: Bell Heather Display today's class lists Double click on a class to display individual or photo class lists  Not attending today Change toda

Teachers selected: All (49) Period Day 2 Homeroom Day 2 Period 3 Day 2 Period 4 Day 2 Period 5 'ﬁa\.r}l Period 6
[]5how teachers with changes Eoililss=)| 1A ik £ i 4
Class 09HRM1A 10MAT1A 12MAATA TIMAATA 085PT1F

|Filter Teacher | Bell Heather Bell Heather Bell Heather Bell Heather Bell Heather
Rod Adams / ADAR # | |Room M11 M11 Sl s oV
David Alderson / ALDD Mo Students Students Students Wts Students
Danielle Atkinson / ATKD 1 Alderson Roger E Barnes John Bamford Rene Allen Sandy Adams Jim
Catherine Baker / BAKC 2 Beattie P Brereton Emilia Billingsuy Kerry | Anderson Anthea Ahpene Brenda
Heather Bell / BELH 3 Blyzack Richa Bridges Lloyd Coefer Alana Barrymore Drew Aleers Julie
Sam Boswick / BOSS 4 Burns Micole Caesar David Gelonesi Joe Beckham Victoria Alam Denise
Joanne Boyle / BOY) 5 Cosner Kevin Hamilton Kieran | Britnell Winston Alba Jessica
Kelly Burrows / BURK 16 o o EEEE— - alafiore John Biscan Elizabeth

Note: The class lists now display
student names only.

Click =
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Print Options x

Printer Font Settings Page Layout Assessment

Click Preview to produce assessment n -
School Name | Tahoma 12 bold progues [ Preview
The values below are estimates only because
Table Headin verdana 10 bold this display may require page breaks to occur g] Preview All
g prior to printing a full page of text.
Table Verdana 9 Font |\Fer1.Page-s |Hor71.Pa-ge| Excel
1 1 <] Excel All
Page Orientation Extra Margin (mm) =
=
(®) Portrait = PDE
=T PDF Al
(O Landscape 1
Format Options 1
Show screen colours [ Farmat fields in Excel to text 2
2 -
Footnote: Show file name, date and time & Print Setup
2
[JAdd extra columns 1 /= 25 5 /< Quick Print
14 1 2 i< Quick Print Al
15 1 2
Note: The Page Layout Assessment gives an indication of

how many pages will be used when printing.

In the table select Font Size 9 and click Preview

GA Report Preview

QAR 5% |14 42

Timetabling Solutions Training College
Teacher Bell Heather - Class Lists Tue 4 Feb

Period Day 2 Homeroom Day 2 Period 3 Day 2 Period 4 Day 2 Period 5 Dgy 2 Period 6
Roll Class [9A 10C 12 11 8D

Class 09HRM1A 10MAT1A 12MAA1LA 11MAA1A 08SPT1F
Teacher |Bell Heather Bell Heather Bell Heather Bell Heather Bell Heather
Room M11 Mii 511 Si1 ovi

No Students Students Students Students Students

1 Alderson Roger Barnes John Bamford Renee Allen Sapdy Adams Jim

2 Beattie Peter Brereton Emilia Billingsworth Kerry [Andepson Anthea Ahpene Brenda
3 Blyzack Richard Bridges Lloyd Cooper Alana Basymore Drew Akers Julie

4 Burns Nicole Caesar David Gelonesi Joe JBackham Victoria Alam Denise

5 Cosner Kevin Carr Bob Hamilton Kieran Britnell Winston Alba Jessica

6 Crowe Peter Davey Margaret Hanlon Benjamif  [Calafiore John Biscan Elizabeth

This page will not be printed at this stage (to print this page click '“=).

Note: All class lists will be printed on one page.

Click Close
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Print Options x

Printer Font Settings Page Layout Assessment

SchoolName | Tahoma 12 bold .
The values below are estimates only because

Table Heading verdana 10 bold this display may require page breaks to occur t't] Preview All
prior to printing a full page of text.

Click Preview to produce assessment

Table Verdana 9 Font |\Fer1.Page-s |Hor71.Pa-ge| Excel
4 1 1 ] Excel All
Page Orientation Extra Margin (mm) 5 1 1 -
=
(®) Portrait Top Left g 1 1 = PDE
7 1 1 “L PDFAl
FY . Y
(O Landscape Bottom Right 3 1 1
Format Options 9 1 1
Show screen colours [C] Farmat fields in Excel to text ! 2
2 -
~| Footnote: Show file name, da =
F Show fil p 8 Print Setup
2
[JAdd extra columns 1 = 5 = Quick Print
2 7= Quick Print All
2
Make sure Show screen colours is ticked

To export the same class lists to an Excel
spreadsheet click Excel

AutoSave (® Off) = B ® ~

File Home Insert Page Layout Formulas Data Review View Help Acrobat £ Tell me what you w

Al w7 5 Timetabling Solutions Training College
A E C D E F G

1 ITimetainlllg Solutions Training College
2 |Teacher Bell Heather - Class Lists Tue 4 Feb
3 |Period Day 2 Homeroom  |Day 2 Period 3 Day 2 Period 4 Day 2 Period 5 Day 2 Period 6
4 |Roll Class QA 10C 12 11 BD
5 |Class 09HEM1A 10MATI1A 12ZMAATA 11MAALA 08SPT1F
g |Teacher Bell Heather Bell Heather Bell Heather Bell Heather Bell Heather
7 |[Room M11 M11 511 511 ovi
g |No Students Students Students Students Students
g (1 Alderson Roger Barnes John Bamford Renee Allen Sandy Adams Jim
102 Beattie Peter Brereton Emilia Billingsworth Kerry  Anderson Anthea Ahpene Brenda
nj3 Blyz¢  Note: The class lists have been exported to Excel with colour. Ul

Close the Excel spreadsheet
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Print Options x

Printer Font Settings
School Name
Table Heading

Table Verdana 9

Page Orientation

Tahoma 12 bold

Verdana 10 bold

Page Layout Assessment

Click Preview to produce assessment

The values below are estimates only because
this display may require page breaks to occur

prior to printing a full page of text.

Font |\|fer1.Pages |Hor|'z.Page|
4 1 1
Extra Margin (mm) - 1 1

(®) Portrait

(O Landscape

Format Options

Show screen colours
Footnote: Show file na
[J] Add extra columns

Close the Print Options window

Note: Preview All will print all class lists for all
teachers. These can be printed on separate
pages if required. Excel All will send all the class
lists for all teachers to Excel. These can be
exported to a single spreadsheet or to multiple

spreadsheets.

Note: All class lists can also be saved as pdf files.

INDIVIDUAL CLASS LISTS FROM TEACHER CLASS LIST SCREEN

l,j Preview

Excel
Excel All
“L PDE

= pDF Al

8 Print Setup
= Quick Print

7= Quick Print All

Individual class lists for teachers can be printed from this screen by double clicking on any class to

bring up the individual class list.

Note: Individual class lists for teachers can also be printed from [1A] Teacher Timetables

Task: View Teacher Class Lists

Teacher: Bell Heather Display today's class lists Double click on a class to display individual or photo class lists

Mot attending today  Change today

Teachers selected: All [49] Pericd Day 2 Homeroom Day 2 Period 3 Day 2 Period 4 Day 2 Period 5 Day 2 Period &
[]Show teachers with changes Roll Class |9A 10€ 12 il 80
Class 03HRM1A 10MATI1A 12MAATA TIMAATA 085PT1F

|Filter Teacher |Bell Heather Bell Heather Bell Heather Bell Heather Bell Heather
Rod Adams / ADAR Room M11 M11 S SN o
David Alderson / ALDD MNo Students Students Students Students Students
Danielle Atkinson / ATKD 1 Alderson Roger Barnes John Bamford Renee Allen Sandy Adams Jim
Catherine Baker / BAKC 2 Beattie Peter Erereton Emilia Billingsworth Kerry | Anderson Anthea Ahpene Brenda
Heather Bell / BELH 5] Blyzack Richard _ Cooper Alana Barrymore Drew Akers Julie
Sam Boswick / BOSS 4 Burns Nicole Caesar David Gelonesi Joe Beckham Victoria Alam Denise
Joanne Boyle / BOY) 5 Cosner Kevin Carr Bob Hamilton Kieran | Britnell Winston Alba Jessica
Kelly Burrows / BURK 6 Crowe Peter Davey Margaret Hanlon Benjamin | Calafiore John Biscan Elizabeth

Double click anywhere on
the 10MAT1A class
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GA Supplementary Task

Help F1

10C 10MAT1A; Bell Heather; M11; Day 2 Period 3  [& Display | Large (@) | | @
[]Display photos & % /

Mo | Student |

1 Barnes John I

|2 | Brereton Emilia

|3 |Bridges Lloyd

4 | Caesar David

13 |CarrBob

6 |Davey Margaret

7| Dawe Trinity Note: The class list is displayed in a

8 | De Simoni Leo Supplementary Task window.

19 |Einoche Juliette

110 |Ferguson Elizabeth Click Display

111 |Firth Nicole

112 |Forest Nicole

113 |Lees Meg

114 |Maguire Eddie

13 | Marmalade Trever

Display Settings - General Access

MName Format - Current Task Student Information
Code Name Both Students - Append to Mame
[]cede [¥] Home Group
Abzence Reazons
® O O [(]BOS Cod [JWeb Choices
[]Boarder

Activities @® (O O

Year Level

[JHouse

Cancellation Reasons @® () ()

Tick Gender and

Home Group Student Lists

Student narme details in separate columns

Tick Student name details [] Show email addresses
in separate columns

General

Click OK
[]5how Rell Class Code in Individual Timetables
Transpose (Days in Columns) Cycle Timetables
Rooms ® O O Timetable iterns on ene row (Cycle Timetables)
Teachers () @® (O
[] Shw replacement teachers in first column
LEEL s s O e . lacement teachers alphabetically
Yard Duty Areas () @ (O
Yard Duty Sessions () (@ ()
Reset ALL - Current Task () (O (O
[[] Apply above settings to ALL Tasks OK Cancel
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GA Supplementary Task

Help F1

10C 10MAT1A; Bell Heather; M11; Day 2 Period 3 large®) v | @
[]Display photos & % /

Mo | First Name |Midd|e MNarne |Famil1,r MNarne |Gender |Home Group |

1 pohn | Barnes M 108

2 |Emilia Brereton F 10D

3 |Lloyd Bridges M 104 Note: Data is now displayed

4 |David Caesar M 10D . |

5 |Bob Carr M 100 in separate columns

6 |Margaret Davey F 10B |

7| Trinity Dawe F 10D Click =

18 |Leo De Simoni M 10D

19 |Juliette Eincche F 10B

10 | Elizabeth Ferguson F 10C

111 | Micole Firth F 104

112 |Micole Forest F 104

113 |Meg Lees F 10C

14 | Eddie Maguire M 10B

Print Options x

Printer Font Settings Page Layout Assessment

School Mame Tahoma 12 bold

Click Preview to produce assessment ﬂ Preview

The values below are estimates only because

Table Heading Verdana 10 bold th!s displa].,r may require page breaks to occur ﬂ Preview All
prior to printing a full page of text.
Table Verdana 9 Font Vert Pages | Horiz.Page | 9 Exeel
Page Orientation Extra Margin (mm) : 1 Lli| -
(®) Portrait Top Left g 1 . PDE
7 1 T PDFAI
(O Landscape Bottom Right 3 1
Format Opticns 9 1
Show screen colours ] Fermat fields in Excel to text 10 ! !
[] Footnote: Show file name, date and time n ! ! % Print Setup
[ Add extra columns Column width 1 1 ‘% Quick Print
14 1 2 ¢ Quick Print Al
15 1 2

Tick Add extra columns and change the number of columnsto5 | —

Click Preview
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GA Report Preview

G AR s%- QE| 144

Timetabling Solutions Training College
10C 10MAT1A; Bell Heather; M11; Day 2 Period 3

No [First Name [Middle Name |[Family Name |Gender [Home Group

1 |John Barnes M 10B

2 |Emilia Brereton F 10D

3 |Lloyd Bridges

4 |David Caesar The class list can will not be printed now.
5 |Bob Carr

6 |Margaret Davey Click Close

7  |Trinity Dawe

8 |Leo De Simoni r— == I I I I I

Print Options x

Printer Font Settings

Tahoma 12 bold

Verdana 10 bold

School Mame

Table Heading

Page Layout Assessment

Click Preview to produce assessment

‘u_-')'] Preview

The values below are estimates only because
this display may require page breaks to occur
pricr to printing a full page of text.

~| Preview Al

Table Verdana 9 Font |\rerl.Page5 |Hoﬁz.Page| Excel
A 1 1 Excel All
. . . HCEl
Page Orientation Extra Margin (mm) . .
! ! Click Preview All = oo
(®) Portrait Top Left |10 3] 1 = =
1 1 =T PDFAI
(O Landscape Bottom Right 3 1 1
Format Options 1 1
Show screen colours [ Format fields in Excel to text 10 ! !
11 1 1 ;
Footnote: Show file name, date and time &%, Print Setup
12 1 1
[] Add extra columns Column width 13 1 1 &Quick Print
14 1 2 i< Quick Print All
15 1 2
o Do you want each of the 5 listings on a different page? Click Yes

Mo

Cancel
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GA Report Preview

G A& m%- QL E| 144

Timetabling Solutions

9A 09HRM1A; Bell Heather)M11; Day 2 Homeroom

No [First Name [Middle Name [Famiy Name |Gender [Home Group

1 |Roger Aldersqn M 9A

2 |Peter Beattie \ M 9A

3 |Richard Blyzack \ [M o

4 |Nicole Burns N\ [F Note: All 5 class lists will be

g g:t\:elp gsj\ﬁr;eer F;l\ printed on separate pages.

; EZ:;; ,[:Jl-zlfés m\\ The arrows at the top can be

9 |Marlene Fitzgerald F | used to scroll through the pages.

10 |Geraldine Hunt F

1l Suzette Hunter il Click Close and close back to the

12 |Carolyn Jones F

13 |[Kevin Kline M Teacher Class Lists screen

14 |Andrew Lunt M

15 |Matthew Mg@ucken M 9A

16 |[Cevan Bheedy M 9A

17 [Nicole Stevenson F 9A

18 |Paul Thompson M 9A

19 |Mary Tyler-Moore |F 9A

20 |Katrina Watts F 9A

21 |Sigourney Weaver F 9A

22 |Annie Wilson F 9A

23 |Glendg” Wood F 9A

24 |Michael Wood M 9A

25 Pl Wood M 9A

>

Page1of 5

CLASS LIST WITH PHOTOS

When student photos are linked to General Access, class lists with student photos can be printed.

Task: View Teacher Class Lists

Teacher: Bell Heather [ ] Display today's class lists  Double click on a class te display individual er phote class lists

Teachers selected: All 49] Roll Class |12 12 9 1" 10C 9
[ . Msg_ [12man14 12PSTIF 09HRM1A 1IMAATA 1OMATIA OIMATIA
[ri | Teacher™NEell Heather Atkinson Danielle Bell Heather Bell Heather Bell Heather Bell Heather
Ifter Bell Heather
Rod Adams / ADAR ~ ||Room |11 526 M1 si1 M1 M1
David Alderson / ALDD No Students Students Students Students Students Students
Danielle Atkinson / ATKD 1 [Bamford Renee / F/YSG__| Adams David /M /124 Alderson Roger /M /A  Allen Sandy / F/ 11D Barnes John / 1M / 108 Bugns Nicole / F /94
EI“’“;:”";T:Z’JLE{AKC 2 Billingsworth Kerry / F / 12BN&achelard Michael / M / 12B | Beattie Peter / M / 94 Anderson Anthea / F/ 11D Brereton Emilia / F / 10) Trowe Peter / M / 94
. = Ber = Neoss 3 Cooper Alana / F / 12C Blyzack Richard /M /9A | Barrymore Drew /F/ 11D Daly Garry / M/ SA
am Boswic
Jnanne Boyle/50V) 4 Gelonesi Joe / M/ 128 Burns Nicole / F / 94 Beckham Victoria / F / 11D 2 David / M/ 10D Hunter Suzette / F / 94
Kelly Burrows / BURK 5 Harilton Kieran /1M /12D Chartier Bennie DR Cosner Kevin / M/ 9A Britnell Winston / M. Carr Bob / M/ 10C Lunt Andrew / M / 94
Alison Butler / BUTA § Hanlon Benjamin / M/ 12C | Fricker Nicholas / M / Crowe Peter / M/ 94 Davey Margaret / F/10B | McGucken Matthew / M/ 9A
Leanne Carter / CARL 7 Hannan Ewin/M/ 124 Hall-Patch lan / M/ 12C Garry / M/ 94 arkson Kelly / F / 1B Dawe Trinity / F / 10D Thompsen Paul / M/ 94
Judy Chappell / CHAJ [ Hewish Bernadette / F /12D Lange Martine / F/ 124 | FieldsMarty /b Di Cristoforo Roberto / M / 11D | De Simoni Leo /M /100 | Watts Katrina / F / 9A
William Cheng / CHEW 9 Picker Michael / che Juliette /F/ 108 | Wood Glenda / F / 9A
(T e GRS 10 Untick Disp|ay today’s class lists uson Elizabeth / F/ 10C | Wood Michael / M/ 94
ieoan(ClaERTAN] 11 Nicole / F / 10A Wood Paul / M/ SA
s ol £ ORI

and double click on the 09MAT1A class
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GA Supplementary Task

Help F1

9A 09MAT1A; Bell Heather; M11 [ Display | Large (@ ~| & @
[ ]Display photos 2 %

Mo | First Name |Middlm&mil? MNarne |Gender |Home Group |

1 |Nicole | Bumns F 9A

2 |Peter Crowe M™24 | Tick Display photos

3 | Garry Daly M 94

4 Suzette Hunter F 9A

3 |Andrew Lunt M 94

] Matthew McGucken M 9A

7 |Paul Thempson M 94

8 Katrina Watts F 9A

9  |Glenda Wood F 94

10 | Michael Wood M 9A

11 | Paul Wood M 94

GA Supplementary Task O X

Help F1

9A 09MAT1A; Bell Heather; M11

Display photos

Burns Nicole / F/ 9A Crowe Peter / M / 9A Daly :Garry/i\;l /9A

Hunter Suze/ F/9A _ Lunt Andr/ M/ 9A v McGucken Matthew / M //OA

>

Thompson Paul / M / 9A _ Watts Katrina/F/9| A class list with photos is displayed. This

can be printed or exported to Excel.

Close the Supplementary Task window

€@ S
Wood Michael / M / 9A Wood Paul / M/ 9A
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INDIVIDUAL CLASS LIST FROM THE TEACHER TIMETABLE SCREEN

In Version 9 General Access, individual class lists for teachers can also be printed from the teacher
timetable screen.

E On the Task Tree select:
[1A] Teacher Timetables

Task: View Teacher Timetables

Teacher: Bell Heather [ ] Today's timetable ONLY [] Yard duties on timetable [ Timetable without changes

Teachers selected: All (49 Day 1 |Dav2 |Da',r3 |Dav4 |Dal,r5 |
L] Show teachers with changes e i i Double click on 09MATIA
[Fitter Period 1 on Day 1 Period 3
Rod Adams / ADAR ™
David Alderson / ALDD Period 2 T2PSTIF TIVMAATA
Danielle Atkinson / ATKD 526 sn
Catherine Baker / BAKC Period 3 1AL 10MATIA | 12MAATA 10MAT1A 10MAT1A
Heather Bell / BELH M1 M1 sn M1 M1
Sam Boswick / BOSS Periodd  |1ZMAATA | 12MAATA 12MAATA
loanne Boyle / BOY) 5T 5N 5T
Kelly Burrows / BURK Period 3 TIMAATA D9MATTA
Alisen Butler / BUTA 511 M1
Leanne Carter / CARL Pericd6  |11MAATA 0BSPTIF  10MAT1A |D9MAT1A
Judy Chappell / CHAJ 5T oV M1 M1

GA Supplementary Task

Help F1

Class List: 09MAT1A; Teacher: Bell Heather; Room: M11 | & Display |Large (@ /~| & @

[ Display photes 3 5

Mo | First Name |Midd|e Mame |Fami|1,r Mame |Gender |H0me Group |

1 [Micole I Burns F L1

|2 |Peter Crowe il 94

|13 |Garry Daly M SA

4 | Suzette Hunter L A A

5 | Andrew Lunt The class list is displayed in the Supplementary Task window
6 | Matthew McGucken and can be printed as described in the previous sections.
7 |Paul Thompsan

3 |Katrina Watts Close the Supplementary Task window

9 |Glenda Wood

110 | Michael Wood il 94

11 |Paul Wood M L1
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OTHER CLASS LISTS

Class lists can also be viewed and printed for Roll Classes and all classes on the screens:

[2B] or [1B] Emergency Teacher Class Lists
[2C] Room Class Lists

[2D] Roll Class Class Lists

[2E] All Class Lists

FREE TEACHERS, STUDENTS AND ROOMS

Lists of free teachers, students and rooms can be displayed for today or for the cycle.
E On the Task Tree select:

[3C] Free Rooms

Task: View Free Rooms

Day: Day 1 Display without today's changes Rooms selected: All (52)

Mo | Homeroom |F'eri|:|d 1 |Peri0d 2 | Pericd 3 | Period 4 | Pericd 3 | Period 5|
e 1 [am a2 a12 (AT4 AT a1 AT
2 |am2 AT3 AT3 ATS AT2 A2 |AT2
L, 3 |aT3 ATA |ATA  ATE AT AT3  AT3
Lol 1B s 4 |aT4 ATS |ATS  Ov2 ATS ATA  |AT4
Day3/D3 AT6  |ATE  PA .
Day 4/ D4 6 |4t ovi  pa| Freeroomsare displayed for each
Day5/D5 7 |aT7 o2 ow period of Day 1.

Select Day 2 / D2 (Today)

Task: View Free Rooms

Day: Day 2 [ | Display without today's changes Rooms selected: All (52) Room is now available

Mo | Homeroom |F'eri|:|d 1 |Peri0d 2 | Pericd 3 | Period 4 | Pericd 3 | Period 5|
Filter | N S AT2 AT AT2 AT AT

2 |AT2 T2 |AT3 AT2  |AT4  AT2 A2
Day 1/

3 |AT3 AT3 AT3 . PRI
By 3703 Today 2 T ara ATs Note: Today’s list includes
Day 3/ D3 5 |ats AT6 rooms that have been made
Day4/D4 6 |ATE A7 AT@  AT7 o available through room swaps
Day /03 7| ATT ATS vz ATS o or cancelled classes.

|8 |ATE ov2  LABZ  Oovz L4

9 |GYM1 LAB3 | PACT |LAB2 PATT TOVZ TOVZ

There are similar screens for teachers and students.
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ACTIVITIES

Lists of students at activities can be displayed for all students assigned to an activity or by activity
class lists with students assigned to specific teachers/rooms.

STUDENTS AT ACTIVITY

A list of students at an activity can be

displayed if students have been assigned to an activity in the

Daily Organiser file. In this case, students have been assigned to all activities.

E On the Task Tree select:
[4A] Students at Activities

Task: View Students at Activities Today

Student Activity: Snr Net * Whole of Activity
Activity

Snr Met

Filter | Duration

Period 3, Period 6, PM

: ;| | Teach
: Senior Metball / Snr Met 1 eacner

¥r 90 Zoo Trip / 90 Zoo m\

Carter Leanne™

¥r 11 English Exarn / 11 ENG EXAM =
o

Chappell Judy™®
Bamford Renee\fw I

Pa | =

[F%)

=

Ln

on

==l

ACTIVITY CLASS LISTS

SM\
Berry Hale / F /124

Cranna Samantha / F/ 12C

Dusek Andrea / F/
Freeman Cathy /F|  1here are three activities today. Students

Hill Faith / F/114|  are currently displayed for Senior Netball.

Imbruglia Matalie /

Jolie Angelina / F/ Note: The duration of the activity and
Kidman Nicole / F teachers on the activity are also listed.

Lengoria Eva / F/
Milano Alyssa /F /114
Portran Matalie / F/ 11C

Activity class lists can be displayed if students have been assigned to a teacher or room in an activity
in the Daily Organiser file. In this case, students have been assigned to a room for the Yrl1 English

Exam.

E On the Task Tree select:
[4B] Activity Class Lists
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Task: View Activity Class Lists Today

Student Activity: 11 ENG EXAM
Activity |11 ENG EXAM 11 ENG EXAM 11 ENG EXAM 11 ENG EXAM

Filter Duration | Period 1 Period 1, Period 2 Period 1, Period 2 Period 1, Period 2

- Teacher |Manning Kathy Smyth Martin Harley Brett Rennie Matthew
Senior Netba.ll_a Snr Met Room |523 524 525 = s

; BT ZDD_T”p Dz | | Mo Students \ Students Students / Students

e Ea R ) [Adarnko Anthea / IN1A | Diaz Cameron /F/ 114 | Knightlgyéeia / F/ 11C Puglia Andrew / M / 11C
2 Adamo Michelle / F /1 Donnar Glenda / F/ 11B urnikova Anna / F/ 11C Quigg Richard / M/ 11C
3 L Duff Hilary / F/ 1 Lamaro Darren / M/ 110 Ricci Christina / F/ 11D
4 AleksandrowicZ LF /TS Edwar: mian /M /11B | Larranaga Daniella/ F/ 11B Richards Denise / F/ 11B
El * * —ppher / M/ 114 Riley S5amantha / F/ 11C
8l Select Yr 11 English Exam / 11 ENG EXAM  |ic Ruiz Richard / M/ 11C

Class lists are displayed for each room.

STUDENT LISTS

Student Lists can be viewed from the following screens:

e [5A] All Students
e [5B] Student by Roll Class

On either screen student lists can be created by selecting individual students or subsets of students.
In this case, a list of girls in Yr12 in Barwon house will be selected.

On the Task Tree select:
[5A] All Students

E

Task: View All Students List

Students selected: All (619) "] Display photos 3

-

Mo | First Mame Mme |Fami|‘,r Mame |Gender |H0me Group

1 |Paula I F O7THRM1A

12 |Gary Ablett 10B

3 Anthea Adamko 1A A X

4 |Michelle Adamo F Click on the link

15 |David Adams M 124 Students selected: All (619)
&6 |lim Adams M DBHRA

7 Christina Aguilera F 11D

8 Brenda Ahpene F D8HRM1D
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Select Students x
Available: 0 Selected: 619

Abdul Paula / ABDUPDI ~

Ablett Gary / ABLEGO1

Adamko Anthea / ADAMADT

Adame Michelle / ADAMMOT

Maowve Adams David / ADAMDO1

highlighted  |Adams Jim / ADAMIOT
items to  |Aguilera Christina / AGUICO1
Selected  |Ahpene Brenda / AHPEBO1

Akenfield Samantha / AKENS01

Akers Julie / AKERJOT

Alam Denise / ALAMDO1

Alba Jessica / ALBAID

Mave all
o |Alderson Roger / ALDERDT
H H Aleksandrowicz Marelle / ALEKMNO1
Selected
Click More Options... elected | i 7 ALEXKO1

Allen Sandy / ALLES01
Allison Penny / ALLIPOT
a Allitt Alan / ALLIADT
Maove Altman Robert / ALTMRO1

highlighted | |Anderson Anthea / ANDEADT
itemsto | |Anderson Gillian / ANDEGO1
Available | |Aniston Jennifer / ANISION
Antonelli Laura S ANTOLO1
Antonis Martin / ANTOMO1
Appleby Shiri / APPLS01
Applegate Christina / APPLCO1
Ardizzon Trinity / ARDITO1
Atwood Jensen S ATWOIOT
Austin Jane / AUSTION
Aykroyd Dan / AYKRDO1
Bachelard Michael / BACHMO1

Pl los RAI_L 1 P OASE IR AR

MName Format
(O Code (O Name (®) Mame / Code
More Options... Sort Cancel

Move all
iterns to
Available

Select

tudents to Display

Gender Roll Class Year Level House Home Group Boarder

Available: t Selected:

Male a

Mot specified Mave

hightighted
iterns to
Selected

2
Leave Female in the Selected Move all

box and click Year Level items to
Selected

Mowve
highlighted
items to
Available

Maove all
items to
Available
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lect Students to Display

Gender Roll Class YearLevel House Home Group Boarder

Available: f Selected:

10 0 |
1
7
a
9

ems to
Selected

Move all
iterns to
Selected

Leave only 12 in the
Selected box and click a

Mowve
House highlighted
items to
Available

Maove all
items to
Available

elect Students to Display

Gender Roll Class Year Level House Home Group Boarder

HAvailable: Selected:
HUNTER 1 |
SWAN

TORREMS

Move all
iterns to
Selected

Leave only Barwon in
the Selected box a

Mowve
Click OK hi.ghlighted
itemns to
ilable

Maove all
items to
Available
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Select Students x

Available: 606 Selected: 13

Abdul Paula / ABDUPDT Bamford Renee / BAMFRO1

Ablett Gary / ABLEGO1 Bosse Michelle / BOSSMO1
Adamko Anthea / ADAMAD Dusek Andrea / DUSEADT

Adamo Michelle / ADAMMOT a Hewish Bernadette / HEWIBO1
Adams David / ADAMDO1 Maove Holland Linda / HOLLLO

Adams Jim / ADAMIO highlighted | |Kovalam Prue / KOVAPO1

Aguilera Christina / AGUICO1 itemsto | |Lien Yvette / LIENYO1

Ahpene Brenda / AHPEBO1 Selected | |Marsland Sally / MARSS01
Akenfield Samantha / AKENS01 Mullen Jessica / MULLIOT

Akers Julie / AKERIOT Pringle Daniella / PRINDO1

Alam Denise / ALAMDO1 5 | Privopoulos Ellie / PRIVEDT

Alba Jessica / ALBAIDT Moveall | |Reynolds Darlene / REYNDO1
Alderson Roger / ALDERD1 temsto | |2inclair Jenny / SINCIOT
Aleksandrowicz Marelle / ALEKMNO1 Selected

Alexander Kim / ALEXKD1

Allen Sandy / ALLESO1

Allison Penny / ALLIPO1

Al Alan ¢ ALLIADT a Note: 13 students are
Altman Robert / ALTMRO1 Maove .

Anderson Anthea / ANDEAOT highlighted in the Selected box.
Anderson Gillian / ANDEGO1 iterns to

Aniston Jennifer / ANISIOT Available .
Antonelli Laura / ANTOLOT Click OK
Antonis Martin / ANTOMO1

Appleby Shiri / APPLS01

Applegate Christina / APPLCO1

Ardizzon Trinity / ARDITO1 'I\t’L"r:: :!

Atwood Jensen / ATWOIO AeTehl

Austin Jane / AUSTION

Aykroyd Dan / AYKRDO1

Bachelard Michael / BACHMO1

More Options...

MName Format

(O Code (O Name

(® Name / C&

Sort oK Cancel

Task: View All Students List

Students selected: 13 of 619 [] Display photos |3 [

Mo | First Mame |Midee |Fami|l,r MName |Gender |Home Group

1 |Renee | Bamford F 128

12 | Michelle F 120

'3 |Andrea Dusek 12D

4 |Bernadette Hexsish D The 13 girls in Yr12 in Barwon
5 Linda Holland F

6 |Prue Kovalam E House are now listed.

7 Yvette Lien F

8 |[sally Marsland F 128 This list can be printed if required.
9 |lessica Mullen F 12B . i

10| Daniella Pringle F 12D Click on the link

111 |Ellie Privopoulos | F 120 Students selected: 13 of 619
112 |Darlene Reynolds F 12B

113 |Jenny Sinclair F 124
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Select Students x
Available: 606 Selected: 13
Abdul Paula / ABDUPD S Bamford Renee / BAMFRO1
Ablett Gary / ABLEGO1 Bosse Michelle / BOSSMO1
Adamko Anthea / ADAMAD Dusek Andrea / DUSEADT
Adamo Michelle / ADAMMOT a Hewish Bernadette / HEWIBO1
Adams David / ADAMDO1 Maove Holland Linda / HOLLLO
Adams lim / ADAMIOT highlighted | |Kovalam Prue / KOVAPO1
Aguilera Christina / AGUIC0 items to Lien Yvette / LIEMNY01
Ahpene Brenda / AHPEBO1 Selected | (Marsland Sally / MARSS01
Akenfield Samantha / AKENS01 Mullen Jessica / MULLIOT
Akers Julie / AKERIOT Pringle Daniella / PRINDO1
Alam Denise / ALAMDO1 5 | Privopoulos Ellie / PRIVEDT
Alba Jessica / AL{BA_I[N Move all R_e)rno_lds Darle{ne_a' REYMNDO1
Alderson Roger / ALDERD1 : Sinclair Jenny / SINCI01
Alekgamelemiion blacelle {81 CERIN b 4 ST
Al Selected
exg . .
A Click Move all items to Selected
Allis
Allitt . a
Altm| CIICk OK Maove
Andg highlighted
Anda Kems to
Aniston Jennifer / ANISIOT Avatalle
Antonelli Laura / ANTOLOT
Antonis Martin / ANTOMO1
Appleby Shiri / APPLS01 &
Applegate Christina / APPLCO1 M 1l
Ardizzon Trinity / ARDITO1 st
Atwood Jensen / ATWOIO Available
Austin Jane / AUSTION
Aykroyd Dan / AYKRDO1
Bachelard Michael / BACHMO1 w
— MName Format
(O Code (O Name (®) Narmsy Code
More Options... [ sort Cancel

TEACHERS OF A STUDENT

A list of all the teachers of a student can be displayed.

On the Task Tree select:
[5C] Student Teachers

E

Task: View Student Teachers
Student: Abdul Paula / F f 0THRM1A

Students selected: All (619 Mo | Teacher Class 1 |C|assl
Fiter | 1 |FengJenny 075PT14A |
_ — 2| Marks Daniel OTHRM1A OTENG1A
{Paula Abdul / ABDUPO1 | * |[3 |Nancarrow Trish |07ITA1B
T 4 TatbotReter | O7RED1A Select Paula Abdul / ABDUPO1
Anthea Adamka [ ADAMADT 5 | zeroem Bean
gﬂichdeledarTléiagE1MD1 6 |Adams Rod 075CNA Note: All teachers of Paula Abdul
avid Adams / 7 |MurphyJohn <T7HISTA are displayed
Jim Adams / ADAMJOT 8 | Atkinson Danielle | 0THPE1A '
Christina Aguilera / AGUICOT 9 |Young Bernard O7DRATA
Brenda Ahpene / AHPEBO1 10 | Baker Catherine | 07TMUSTA
Samantha Akenfield / AKENS01
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BULLETIN

All items that are produced for the Daily Bulletin in Daily Organiser can be viewed in General Access.

-E On the Task Tree select:
[6A] Bulletin Items Today

Task: Preview and Print Bulletin

Bulletin ltem: Teacher Absences

Mo | Teacher Pericd,ard Duty |
2 |Alderson David |AM, Homeroom |
2 |Alderson David | Peried 1

3 | Atkinson Danielle | All Day

7 |Boyle Joanne All Day

10 |CartffLeanne  |Period 5-PM

11 Ch/ppell]ud‘,.r Period 3-PM

16 | Ghoke Dennis | All Day

20 /ﬁraserMeIissa All Day

Teacher Absences

Emergency Teachers
Lesson Cancellations

Teacher Activities
Student Activities
Student Attendance Changes
Replacernent Teachers

Room Changes

Messages 46/ | Wallen Peta All Day
#£ | Wood Paul All Day
\/

All Bulletin Items are listed in the Select Panel
and Teacher Absences are displayed.

VIEW BULLETIN TODAY IN WORD

If the Daily Organiser has saved a copy of today’s Bulletin to General Access it can be opened in
Word.

E On the Task Tree select:
[6B] View Bulletin in Word

Task: View Bulletin Today in Word Double click on

Mo |File (Double click on a file name to open the file) Date the file name

1 ACA\Users\Public\Documents\V3 Training Data\General Access\Bulletin Day 2 4 02 ZDZD.chxE 4702/,
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Bulletin Day 2 4 02_2020.docx - Compatibility Mode - Saved to this PC

Mailings Review View Dictation Help Acrobat £ Tell me what you want to do

folicr=-r == 2T AaBbCcDe| AaBbCcDc AaBbC¢ AaBbCc AaBbCcC AaBbCcL AaBbCeDc A4oBbCcDc AgBbCcDc AsBSCcDIE  AaBbCoDdt /—\a

A - B ===|1=- | &~ TMormal | ThNoSpac.. THeading1 Heading2 Heading3 Heading4 Heading3 Headingé Heading7 Heading8 Heading 9@ Titl
] Paragraph ] Styles
Teg e o Leq 200 o3 4 o5 B T B 9. q 101 dLe 1 1200 1301 14 g 21500 c16e 4 2170 0 c18. 1 21901 200 0 c2Le 1 22200 2300 244 251 2 26e 1 2701 A28
[TTSC Training
Bulletin Day D2: Tue 04 Feb
Teacher Absences ’ H
Teacher Period / Yard Duty | Absence reason A Copy Of tOday S Bu”etln
Danielle Atkinson | All Day Sick Leave has opened in Word_
David Alderson AM, HR Late
David Alderson 1 Late
Joanne Boyle All Day Excursion Close the WOI’d document
Leanne Carter 5-PM Excursion
Judy Chappell 5-PM Excursion
Dennis Cooke All Day Excursion
Melissa Fraser All Day Sick Leave
Peta Wallen All Day Professional Learning
Paul Wood All Day Professional Learning

VIEW FILES

Files that have been saved in the General Access data folder can be opened using General Access.
The files can be Word, Excel or PDF. In this case, all the Bulletins for the year and the Semester 1
Yard Duty Roster have been saved to the General Access data folder.

E On the Task Tree select:
[6C] View Files

Task: View Word, Excel or PDF Files

File Type: Excel [_]Sort by date

Mo | File {(Double click on a file name to open the file) | Date
Ward 1 |¥ard Duty Roster Semester 1.xlsx | 05/05/2019
 Excel \
PDF

Select Excel and double click on Yard Duty Roster
Semester 1.xlsx to open the Excel spreadsheet
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AutoSave (@ off)

B3~

Yard Duty Roster 54

File Home Insert Page Layout Formulas Data Review View Help Acrobat S Tell me what you want to do
Al "7 F Timetabling Solutions Training College
A B C D E F G H

1 |Timetab|ing_| Solutions Training College
z |Yard Duty Timetable — Yard Duty Areas selected: All (7)
3 |Day - Time/Area |Bus Duty Junior Yard Senior Yard Oval Canteen Gym 1 Gym 2
4 (D1 AM Alderson David
5 DIR Bell Heather Patel Marek Adams Rod Knight Natalie
6 D1L1 Butler Alison Simpson Kevin  [Jackson Chris Kelly Rachel White Eva Rennie Matthew
7 |D1L2 Edwards John  |Manning Kathy [Mils Deborah Cheng William  |Wallen Peta Mullins Sharon
g D1 PM Atkinson Danielle
g (D2 AM Alderson David
10 D2 R Butler Alison Gibson Monique |Knight Natalie  [Manning Kathy
11 (D2 L1 Dalton James Myers John Mills Deborah Pearson Sean Nancarrow Trish |Murphy John
12 |D2 L2 Boyle Joanne White Eva Clark Meg = Leall = Dok Rogers Paul
13 D2 PM Atkinson Danielle Close the Excel file and
14 |D3 AM Alderson David
15 /D3 R Baker Catherine |Myers John Cooke Den C|ose General Access
16 (D3 L1 Dalton James Kelly Rachel Patel Marg Murphy John
17 |D3 L2 Boyle Joanne Harley Brett Talbot Peter Gibson Monique [Wood Paul Mullins Sharon
18 D3 PM Atkinson Danielle
19 |D4 AM Alderson David
20 D4R Harley Brett Burrows Kelly  |Feng Jenny Rennie Matthew
21 (D4 L1 Carter Leanne |Marks Daniel Wallen Peta Wood Paul Smyth Martin
22 D4 L2 Clark Allison Connolly Jenny |Fraser Melissa  |Gibson Shirley  |Smyth Martin Newman Peter
23 D4 PM Atkinson Danielle
24 D5 AM Alderson David
25 D5 R Feng Jenny Young Bernard |Cheng William Gibson Shirley
26 (D5 L1 Carter Leanne |Bell Heather Nancarrow Trish |Clark Megan Rogers Paul Simpson Kevin
27 D5 L2 Cooke Dennis Connolly Jenny |Edwards John Fraser Melissa |Jackson Chris Talbot Peter
28 D5 PM Atkinson Danielle
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