School MIS

Timetable Construction
Steps 1-6

User Guide




Contents

Enabling Access 10 Timetable CONSTIUCTION .. ...iiiciiiii i cciieie sttt e s e e e s st tr e e e s sbtreeessaabaeeessanbeaeeesssteeeessnnseeeeesns 3
SEEP 1) SETUP ...ttt ettt ettt ettt ettt e s et e st e e s a bt e e s a bt e e sa b e e e aabe e e sabee e mbe e e sabe e e sabeeesab e e e sabe e e ambe e e sabe e e aa b e e e sabe e e enbeeeeabeeesabeeeanreeesareas 4
] 2= o 3 I O3 1 T PP PP TSRS P PP PRPO 5
STEP 3) TEACHER DATA ittt ettt ettt et e ettt e ea bt e e bt e e e b bt e e ahbee s b be e e st e e e abeeeembeeeabeeesanbeeeabbeesabaeeenbeesabeeesnbeesabbeesanbeennsneas 6
SEEP 4) TEACHER SETS..ciiiiiitie ettt ettt ettt ettt st e e sab e e e sa bt e e shbee s b teeeaabeeeabeee e abeeeabeeeeanbeeaabbeesabeeeenbeesabeeesnbeesnbeesaneeennnneas 7
STEP 5) CLASS DATA ...ttt ettt ettt ettt e st e bttt e sa bt e e bt e e e b bt e e aab e e s s bee e sb e e e abeeeenbeeeabeeesanbeeeabbeesabeeeenbeeeabeeesnbeesbbeesanbeeennneas 9
SEEP 6) TEACHER ...ttt ettt ettt ettt ettt e ea bt e e b et e e bbe e e bteesabee e e bbeesab e e e s anb e e aabe e e s abbeesabeeesabeeesabbeesabaeesaneeesabeeesanaeesanes 15

2

© School Thing Limited 2015




Enabling Access to Timetable Construction
Timetable Construction is automatically available to any user logged on in the role of Principal. However, it
can also be made available to any user by going to their profile and under “Account” tick the box “Enable

Access Timetable Construction”.

Expand the last red tab (3 lines) and select Timetable Construction from the list

Dashboard

Groups

Classes

Students

Teachers

Settings

Attendance

Assessment

dents about your subject at Senior Cycle please.

Please fill in Mark Achieved & Levels for all subjects. Total CAO points will go o

Notifications
Calendar

Add New Student
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v | Grant access to
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Enable Attendance
Editing
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Behaviour tab
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Medical tab

Allow access to the
Assessment tab
Enable Behaviour
Editing

Allow access to the SEN
tab

Allow access to detailed
student information
Enable Calendar Editing

Enable Access to
Student Options

Enable Access to
Timetable Construction

Substitution
. Recently Uploaded Fee Management
: 5 Room bookin
View all : 0 Ixz Balance Sheet Template.xlsx 2
Behaviour
J2z Homework Template.docx
Options
Student Reporting
Teacher Reporting
% Incidents G”Imetable ConstructiorD
Today's Incidents [
Account
Username Name Layout
‘ JMurphy ‘ Firstname Surname -
User Role Default Language
Principal - English -
Permissions

Allow editing of SEN
data

Allow access to the
Note tab

Mobile Device Photo
Upload
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Step 1) SETUP

@ SETUP @ GRID @ TEACHER DATA @ TEACHER SETS ® CLASS DATA @ TEACHER @ CONSTRUCTION VIEW

In this screen you are invited to select a number of option from the drop-down list box.

Selectan action from this dropdown
list and other.contextual list boxes

will appear
Action -'

‘ S,ele,cti,ng New Timetable will allow to to enter.a new filename and when you then click on ‘Next', the software will
vChoose an action then automa,tical,ly ad_just your tea,chj}ng groups etc to prepare forthe timeble of the next school year. When the
Create new timetable process is com__plete, you will be move to step 2 (YGVR,I,D)

Select existing timetable

Cloning  timetable willallow you o Next performs the action
Clone timetable  efmmmm—— CXPEiMEN, kNOWiNG that you can ‘
always et back to the previously

Delete timetable .
& version

Pleasg be careful and make sure that the file you selected is the file you want to Delete

The options in the drop-down list box are explained in the screen shot and clicking the NEXT button activates any of
these selections.
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Step 2) GRID
@ SETUP @ GRID @ TEACHER DATA @ TEACHER SETS @ CLASS DATA @ TEACHER @ CONSTRUCTION VIEW

This will display the existing timetable grid and presents you with an opportunity to edit it according to your
needs. Any cell on the grid can be setup to allow it to receive a lesson given by the automatic scheduler.
Clicking on any white cell and it will change to grey. The graphic will change from the ‘academic hat’ to the
‘Knife & fork’ graphic. Lesson will not be placed on the grey cells by the automatic scheduler but lessons could
be placed manually (using make editable in the teacher’s timetable) after the timetable is completed. The
total number of lessons at the bottom will change accordingly.

(If pastoral care is to be timetabled as part of your grid, you could add these to your grid. These are usually 5-
10 min slots on the grid. The pastoral care lessons should then be manually placed on the grid prior to
construction in order to prevent ‘normal’ lessons from taking these specialised slots.)

Period can show this symbol and will be White meaning

I PL-24 . . v s fosiaybclneniag bt} iasons cenref va patel i st
Adjust times manually by, clicking on hr,or,min automatically,but can be placed manually unwanted periods
Tuesday Wednesday J Thursday Friday

09:05 - 09:45 = 09:05 - 09:45 = 09:05 - 09:45 = 09:05 - 09:45 = 09:05 - 09:45 = +
09:45 - 10:25 = 09:45 - 10:25 = 09:45 - 10:25 = 09:45 - 10:25 = 09:45 - 10:25 = +
10:25 - 11:00 = 10:25 - 11:00 = 10:25 - 11:00 = 10:25 - 11:00 = 10:25 - 11:00 = +
11:00 - 11:15 (] 11:00 - 11:15 i 11:00 - 11:15 (] 11:00 - 11:15 (] 11:00 - 11:15 " +
11:15 - 11:55 = 11:15 - 11:55 = 11:15 - 11:55 = 11:15 - 11:55 = 11:15 - 11:55 = +
11:55 - 12:30 = 11:55-12:30 = 11:55-12:30 = 11:55-12:30 = 11:55-12:30 = +
12:30 - 13:30 1] 12:30 - 13:30 ] 12:30 - 13:30 1] 12:30 - 13:30 1] 12:30 - 13:30 "+
13:30 - 14:10 = 13:30 - 14:10 = 13:30 - 14:10 = 13:30 - 14:10 = 13:30 - 14:10 = +
14:10 - 14:45 = 14:10 - 14:45 = 14:10 - 14:45 = 14:10 - 14:45 = 14:10 - 14:45 = +
14:45 - 15:20 = 14:45 - 15:20 = 14:45 - 15:20 = 14:45 - 15:20 = 14:45 - 15:20 = +
15:20 - 15:55 =  15:20 - 15:55 =  15:20-15:55 =  15:20 - 15:55 =  15:20 - 15:55 = +
9 class / 2 break periods. 5h 35m 9 class / 2 break periods. 5h 35m 9 class / 2 break periods. 5h 35m 9 class / 2 break periods. 5h 35m 9 class / 2 break periods. 5h 35m

45 class / 10 break periods. 27h 55m lesson time.

Saves automatically and moves you _____.d “

on to the Teacher.Data Screen.
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Step 3) TEACHER DATA
() seep (2) R

@ TEACHER DATA @ TEACHER SETS @ CLASS DATA

@ TEACHER

@ CONSTRUCTION

VIEW

In this screen you will see the list of teachers that are included in your live timetable. Under the personal
profile of any teacher, there is a tickbox ‘Include in Timetabling’. If this is changed to ‘NO’, the teacher will not
appear in the Teacher Data Screen. You can delete a teacher from the Teacher Data screen if they have been
carried forward in error. This will show you the list of the teachers who will be included in next year’s
timetable. Deleting a teacher from this screen will not delete them from the live data.

Please read the explanations written on the screen shot below.

@ setup @ cRiD (® TEACHER SETS ®) cLASS DATA (® TEACHER @) CONSTRUCTION VIEW

Actions ~
If a teacher.had been removed (retired, surplus) you might.need to Add a _44 Add Teacher
I S0-27

New Teacher. ‘This allows the New:Teacher.to be included in the Ti
ATeaching Group 6Mat-6.5 spreads over more days than a teacher Nicola Dillon is available for.

fornext,year.but they,will not be added to VS until the timetable is published

Teachers can be removed by clicking here. This
means that they will not be included in the time
table for-next.year. They will remain in VS

Click on the time to adjust. A warning will appearif this load limit
is passed. Reduce lesson or.inquire time allowed

Teacher Load Monday Tuesday sday Thursday Friday Add days off Room
Sarah Baneham 22hr Omin > >
Philip C 22hr Omi : . " = -
i e Nicola Dillon will be allowed 1 day off BUT
this day will be decided by the so:ﬂ_ware.
Alice Corcoran 22hr Omin However, her request has caused this -
message to appear{as Nicola is alMaths
Conor Coyne 22hr Omin teacher in year 6 and we have requested -
" that the 5 lessons of Maths are single
Manday marked as U forAlice eriod - one per day. This could not
Geraldine Cronin 22hr Omin pl et P » ! 1y - =
hlappen if Nicola has a day off
Patricia Darby 22hr Omin \ - -
Damien De Blrca 22hr Omin I I \ - >
Nicola Dillon 22hr Omin \ \ 1days M S 2
Louise Doherty 22hr Omin \ - <
First Period Each|Day - marked as Unayailable for Damien

A new teacher may be added using - Actions — Add Teacher. The new teacher will be added to the list of
teachers in the Teacher Data Screen. When the teacher’s name is not yet known, we suggest that you add
something meaningful like ‘NEW MATHS”. The new teacher will not appear in VS until the timetable for next
year has been published. When the timetable is published, the teacher called ‘NEW MATHS’ will have a profile
and timetable. This can be edited and the precise details of the new maths teacher can then be included.

Although it is very easy to mark a teacher as unavailable, we strongly advise that you only do this where
absolutely necessary. These restrictions will make the construction stage of the timetable more difficult.
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Step 4) TEACHER SETS
(1) serep (2) GR0 (3) TEACHER DATA (5) cuasspata  (6) TEACHER  (7) CONSTRUCTION VIEW

This allows you to associate teachers with subjects and also helps if you are assigning teachers to classes either manually
or automatically. If a teacher has been assigned to a teaching group and they are not included in the teacher sets for
that subject, a warning will appear at the top of each screen in Timetable Construction.

If you are adding teachers manually, the list of the teachers for the subject of that lesson will appear at the top of the list
and the “Other” teachers below. The ‘Auto Assign’ feature on the TEACHER screen will only assign teachers that it finds
the Teacher Sets screen allowing you to decide the pool of teachers that it can choose from. The explanations in the
screen shot below will explain how you can add/remove individual teacher and subjects to/from this screen.

@ seTup @ crid (@ TEACHER DATA () cLAss DATA (® TEACHER (@) CONSTRUCTION VIEW

I S0-27 Help Video forthis Screen

Select a Year

Correct Dept. Code and Subject Name Add anotherteacher Rf‘:move this teacher from association
| Junior Cert - with CSPE
Subject Teachers
Art, Craft, Design (041) Patricia Darby Sinéad Gillespie
Business Studies (042) Nicola Dillon Yvonne Kennedy Eileen McCormack Jacqueline Vaughan
Civic,Social & Political Educ. Sarah Baneham Conor Coyne Christine Fagan Sinéad Gillespie Ann Keogh Fiona McElwaine
(218)
Kate McPhelim Derry Nugent Caitriona O'Brien
Classical Studies (008) Derry Nugent Remoyve Classical Studies from —q
subject association list
Computer Studies (121) Damien De Birca Mark Flynn John Mc Grath
English (002) Conor Coyne Sheila Finnegan Susan Flynn Tara Gallagher Ann Keogh Fiona McElwaine
Mairead Morrow
French (010) Sarah Baneham Christine Fagan Rachael O'Malley
Geography (005) Geraldine Cronin Mark Flynn Tara Gallagher Eileen McCormack Derry Nugent Julianne Picken
German (011) Stephanie Gilmartin Eamonn McGroary
History (004) Sinéad Gillespie Fiona McElwaine Kate McPhelim Caitriona OBrien
= SRS T & Z S T

You can reduce any teacher’s chance of being assigned to a class by clicking on their name and you can then view the
Teacher Priority popup. You can then prioritise some teachers over other teachers. Otherwise, when teachers are
added to the subject in the Teacher Sets screen, they will appear in alphabetical order.

In the filter dropdown list box, Junior Cert adds to years 1,2 & 3 and Leaving Cert adds years 5 & 6
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Subject

Art, Craft, Design (041)

Business Studies (042)

Civic,Social & Political Educ.

(218)

Classical Studies (008)

Computer Studies (121)

English (002)

Teachers

Patricia Darby % Sinéad Gillespie

< 63

Choose Teacher Priority x
Eileen McCormack

Teacher: Patricia Darby

@ 1st Choice

[} 2nd Choice

B 3rd Choice
Damien De Birca  x

Mark Flynn

Conor Coyne x

‘2

Sheila Finnegan

Mairead Morrow

Christine Fagan x

Caitriona OBrien  x

% John Mc Grath x

% Susan Flynn x

Jacqueline Vaughan

Sinéad Gillespie »*  Ann Keogh
Tara Gallagher % Ann Keogh

When you change the priority of any teacher, their cell colour on screen will change accordingly.

Select a Year

Junior Cert -4

Subject
Art, Craft, Design (041)
Business Studies (042)

Civic,Social & Political Educ.
(218)

Classical Studies (008)
Computer Studies (121)

English (002)

French (010)

Geography (005)
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Patricia's chance of being allocated a
class of this subject is lowered

Teachers
Patricia Darby % Sinéad Gillespie
Nicola Dillon x Yvonne Kennedy
Sarah Baneham x Conor Coyne
Kate McPhelim x Derry Nugent
Derry Nugent x

:
x Eileen McCormack

x Christine Fagan x

%  Caitriona OBrien %

e

Damien De Burca g Mark Flynn . x

Conor Coyne x Sheila Finnegan
Mairead Morrow x
Sarah Baneham x Christine Fagan

Geraldine Cronin x

Mark Flynn

John Mc Grath

x Susan Flynn x

x Rachael O'Malley x

x Tara Gallagher x

Jacqueline Vaughan

Sinéad Gillespie x

Ann Keogh

third choice

-

Tara Gallagher % Ann Keogh
Eileen McCormack Derry Nugent

x

X

x

x

x

Fiona McElwaine

Fiona McElwaine

Fiona McElwaine

Damien is first choice, John is
second choice and Mark is

Fiona McElwaine

Julianne Picken

x

x

x

x

x




Step 5) CLASS DATA
(D) setep (2) GRD  (3) TEACHERDATA  (4) TEACHER SETS (6) TeacHer  (7) CONSTRUCTION VIEW

This is a very important screen as it is here that you specify how you want your curriculum to be timetabled.

The screen in divided into two separate sections. The top part displays the “Blocks” in each year group and the lower
part of this screen shows the ‘Core”. Core in this screen means the subjects being studied by each base class.

The base classes are arranged in columns. For the core section of the screen, the classes will be timetabled completely
independently of the other classes in the core section.

In the blocks section, you will also see the base class columns but in this section, these classes will run concurrently. You
may also see what we refer to as a ‘Dummy Class(es)’. These are required when practical subjects in Option Blocks have
less students that the number of students assigned to base classes and therefore you require additional classes to be
created. Normally, three base classes (with thirty students in each) would require four or five groupings for Option
Block classes as these will have only 24 students or less in each.

If the number of Base Classes and Dummy Classes exceeds six, a filter will appear allowing you to select only the class or
classes you wish to view.

Please read carefully the descriptions added to the screen shots below.

@ setup @ R (®) TEACHER DATA (@ TEACHER SETS (® TEACHER (@) CONSTRUCTION VIEW

_‘a Add Base Class
If.you require a new Base Class;
Change the number.of lessons and specify,spread for.entire row. Note thatthe default Refresh Options
50'27 number.of lesson is 5 when this is clicked on and it needs to be adjusted as required S 5 2 /
This, will re-import.any, option block: Print
thatwe find in the Option feature Rl
R J . . . N for,this year.
ATeaching Group @Mat-6.5 spreads over more days than a teacher Nicola Dillon is available for.
Teaching Group Name and block:derived name Dummy, Class - Will
Base Class Name Total Number, of Lessons usually need more
Select a Year Number.of Lessons - (Change " Option Classes tha
an individual teaching group) Teacher/Assigned Base Classes
Zndiyear M Delete a Base Class
Blocks M 45 B 4 2 2 45 8
4 2Fre-1.2 4 2Fre-1.3 4 2Fre-1.5 New/Dummy, Qlass/
Block 1
SBAN ROMA CFAG
25
4 2MetW-2.1 4 2Mus-2.2 4 2HmEc-2.3 4 2Art-2.4 4 2Bus-2.5 4 2ZMTW-2.6
Block 2
> JMCG NOT SET SMCG PDAR JVAU JKIL
4 2MetW-3.1 4 2Bus-3.2 4 2Clas-3.3 } 4 2HmEc-3.4 4 2Mus-3.5 4 2TG-3.6
Block 3
> JOMO YKEN DNUG | AGAL MFLA EMURP
5 2iri-4.1 5 2Iri-4.2 5 2Iri-4.3
k1 S 5 5 i __a
Delete this Block
> MGAL CFAG COBR celefis e

© School Thing Limited 2015




I S0-27

MATeaching Group 6Mat-6.5 spreads over more days than a teacher Nicola Dillon is available for.

Select a Year

The word “Opt*tells us that this block.was imported from our.Options feature but.the Irish Block\was manually created

2nd Year b4 ]
Blocks 45 2B 45 2C 45 2D 45 2E 45
I
4 2Fre-1.2 4 2Fre-1.3 ° 4 2Fre-1.5
Opt Block 1
SBAN ROMA EMCG CFAG
\
4 2MetW-2.1 4 2Mus-2.2 4 2HmEc-2.3 4 2Art-2.4 4 2Bus-2.5 4 2MTW-2.6
Opt Block 2
JMCG NOT SET SMCG PDAR JVAU JKIL
4 2MetW-3.1 4 2Bus-3.2 4 2Cla s-3.3 4 2HmEc-3.4 4 2Mus-3.5 4 2TG-3.6
Opt Block 3
> JOMO YKEN DNUG AGAL MFLA EMURP
5 2Iri-4.1 5 2Iri-4.2 5 2Iri-4.3 Mini Block:involving only,the students from Base Classes
Block 1 h__ 2A, 2B & 2C. The other base classes can be scheduled for.
5 MGAL CFAG COBR other;subject when this block:is running
Mini Block involving only,the students from Base Classes 2D, 5 2Iri-5.1 5 2Iri-5.2
Block 2 & 2E. The other,base classes can be scheduled for,other, _«
subject,when this block:is running MGAL CKEN
<>
5 2Eng-6.1 5 2Eng-6.2 5 2Eng-6.3 5 2Eng-6.4 5 2Eng-6.5
Block 3
> AKEO SFIN SFLY MMOR TGAL
o 2Prim-7.1 ° 2Prim-7.2 o 2PriM-7.3 o 2PriM-7.4 o 2PriM-7.5
Block 4
5 MFLY m YKEN EMURP LMCH

New Block

In the above screen shot, you will see that there are three Option Blocks imported from our Options feature
(Opt Blocks 1,2 & 3). So for example, all five of the Teaching Groups in Opt Block 1 will run concurrently. (In
this case, it is a language line with three French and Two Germans classes.

You will also see that we have one block of Maths and 1 Block of English. This will allow all of the students in
year 2 to attend any of those English and Maths lessons. However in Irish, we have two ‘mini-blocks’. One of
these (Block 1) will allow only the students from Base Classes 2A, 2B and 2C to attend. The remaining students
in classes 2D and 2E can be scheduled for any other subject from their core section at that time. Similarly, the
student in Base Classes 2D & 2E will have Irish at the same time allowing them to move between these two
classes.

To create a new block, simply click ‘New Block’ and it will be automatically created

In the screen shot below, you will see that each of the classes 2A, 2B, 2C, 2D, 2E will study each of the eight
subjects listed. All of these classes will run completely independently of each other. However, there is a
random chance that they could have a same subject at the same time.

New Core subject can be added by clicking on ‘New Core”. When doing this, selecting the tick box — ‘Apply to
all Teaching Groups” will create a Teaching Group for each of the base classes with the number of lessons and
spread entered by the user.
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2SPHEC

Social, Personal and

Health Education SFLY

L 2

2PEC

Physical Education (JC

JPIC

Core 2A 45 X 2B 45 X 2C 45 X 2D 45 X 2E 45 X 8 x
4 4 d d d
— oEI» ‘O0ED ‘O0E» S O0ED 0ED )
NEEEED =G -G -Gt -« -
- O "0 "o o D -
graphy ] ] o |of @ x
D e D & e -
X - s 0O ‘@ 25ciD s @0 s
Science (JC) 5 et . e x
N LMCH ] E _ E LMCH E ! E E
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= =] =]
4 ' '
W o) o)
= = =

e
ERLER RS
e

4
@
=
4
jf
!
4
jf
=

and JCSP - Revised Syll.)_)

In all of the Class Data screens, it is important to note that the total number of lessons is shown for each
column and that for the base classes, this number should match the number of available slots on the grid. If
this number is less than the number of slots on the grid, then students will have free periods during the day. If
you have a number of lessons greater than the number of places on the grid, the header for that class will turn
red and this means that all of the lessons could not possibly be scheduled, as there are not enough slots on
the grid.

(Please Note: If a class is entered in the dummy class column of this screen, students from any base class with
an entry in that row are free to attend this class also. Therefore, it is important that the number of lessons in
the dummy class column is never greater than the number of lessons for each of the entries across that same
row)
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Edit this Teaching Group Delete this

Teaching
Group
i 2A 2B 45
4 2Fre-1.1 4 2Bus-1.2 4
ROMA JYAU
=
4 2Mus-2.1 4 2Fre-2.2
MFLA CFAG

Expand this Teaching
Group to show,its
individual lessons

Clicking on the Edit Pen for a Teaching Group will display the popup box shown below.
This will allow you to:

* assign or modify a previously assigned teacher

* Change the Subject to another Subject

* Add the Class Size (defaults to 30) if some of your rooms have limited capacity

* Set the Number of Lessons

* Set how these lesson are to be scheduled (Spread)

* (1,1,1,1,1 means five lessons should be single lessons spread over five days)

* (2,1,1,1 means the five lessons should have one double lesson and three single lessons)

* (2,2,1 means you require two double lessons and one single class)

* (3,2 means atreble lesson and a double lesson)

* (Blank means that you do not mind what the spread will be. The numbers in the spread cannot be greater than
the number of lessons in total)

* Specify a required room

You can also add an additional teacher (TEAM TEACHING) to ALL of these lessons in this teaching group by clicking on
the ‘Set Additional Teachers’ box and selecting the teacher you wish to add.

Sometimes, you might require that a class from two separate years should be Co-Scheduled. The ‘Co-Schedule with...”
dropdown list box will allow you to select a teaching group from other years

12
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Edit Teaching Group

Subject Max Class Size

German (011) 30

Number Of Lessons

4

Teacher

Stephanie Gilmartin

Set Additional Teachers

Co-Schedule with ...

Clicking on the ‘Expand Teaching Group’ symbol will give you the popup box in the screenshot below. This will allow you
to:

* Change the Teacher for any of the lessons

* Add an additional teacher for any of the lessons. To do this, you must change the default teacher to show the
main teacher for the lesson and then the additional teacher option box will appear

*  You can specify rooms to be used for specific lessons only. (This can be useful to manage a scare room’s usage.
You might specify that a double lesson requires the room but not the single lessons)

13
© School Thing Limited 2015




Edit Lessons in Options 3

Teaching Group: 2MetW-3.1 Subject: Metalwork

Teachers for Teaching Group: O'Moore, John

Teacher: Teacher:
Default teacher(s) Default teacher(s)

Room: Room:

Multiple: 2 Multiple: 1

© School Thing Limited 2015

Teacher:

Default teacher(s)

Room:

Multiple: 1
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Step 6) TEACHER
() serep (2) R0 (3) TEACHERDATA  (4) TEACHERSETs  (5) CLASSDATA (7) coNsTRUCTION VIEW

This screen is in two sections. Both sections will scroll separately to allow for easy viewing and moving of classes.

This screen will show you the list of teachers who will be included in the timetable and the list of classes that they have
been assigned. It will also show you the ‘Load Taken’ by that teacher (in hours & minutes and Periods) and their
permitted ‘Load’ (set by you in a previous screen)

The classes can be dragged and dropped from one teacher to another or also to the Unassigned Teaching Groups section
at the bottom of the screen. This will allow you to assign a class to a teacher or to “fine tune” the classes already
assigned. (Changes made in this screen will be reflected in the Class Data screen

The ‘Auto-assign’ feature in also available on this screen. Clicking Auti-assign will use the information added in the
Teacher Sets screen to automatically add a teacher to any teaching group without a teacher assigned. It will not modify
the teacher already assigned to a teaching group allowing us to ensure continuity of a class teacher from year to the
next. You can manually replace any teacher who has been automatically assigned with a teacher of your choice.

Please read carefully the descriptions added to the screen shots below.

@ setup @ GRiD (® TEACHER DATA (@) TEACHER SETS () cLASS DATA (® TEACHER @) CONSTRUCTION ® view (2)
$0-27 Warning message triggered because Nicola has been given a Mandatory1 Day Off and
/ the Year.6 Maths is requested to be scheduled for.5 single lesson (1 per.day) -

ATeaching Group 6Mat-6.5 spreads over more days than a teacher Nicola Dillon is available for.

Estimated Teaching Time - Estimated and there is Allow the automatic assignment of teachers to any/teaching

a mixture of 35 & 40 minute periods on the grid group which has not already had a teacher. assigned. —# Auto-assign
Number. of lessons assigned This pin means that the lesson will not be removed

from t!:is teacher.with the Auto-assign feature.
Clicking on the pin will remove/add it

TEACHER LOWD TAKEN LOAD PERIODS ACHING GROUPS

Sarah Baneham 15hr 25min  22hr Omin 25 - ¢ 3Fr:—1.3 d 4Fr:—1.1 : 6Fr:—5.6 4 1Fre-2.1 : 4Fr:—6.1 B 2Fre-1.2

Philip Carey Ohr Omin 22hr Omin 0

Alice Corcoran Ohr Omin 22hr Omin 0

Conor Coyne 14hr 11min 22hr Omin 23 4 3E:gD - & 4\:@ | 3 4E:gA 56En;-11‘2
Geraldine Cronin 12hr 57min 22hr Omin 21 3 BG:oD 3 ZG:oD z 1GeoC - 6Ret1.3 66@:“’.5 B 5Geo-2.3

SR S S ! - - - - - -

a LN
4Arc5.1 2Mus-2.2 - 5Mus-4.1 - 5Acc-4.3 SEng-5.1 5Eng-5.2
This part of the screen 5Eng-5.3 5Eng-5.4 5Eng-5.5 51ri-6.1 51ri-6.2 51ri-6.3 5ri-6.4 51ri-6.5
will also scrollif there __a

are more than four.rows

Damien De Blrca 12hr 57min 22hr Omin 24
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The UNASSIGNED TEACHING GROUPS at the bottom of this screen will highlight any teaching group without a teacher
assigned. Teaching Groups can be dragged from here and dropped into the row of the required teacher.
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