Transferring a timetable from TimeTabler to Scheduler

The process of transferring a timetable from TimeTabler to Facility Scheduler is a fairly
easy task, albeit repetitive! The main issue is that all the core data such as subjects, rooms,
classgroups, teaching groups and staff have to be set up in Facility in advance. You cannot
add, modify or delete any of these core data items within Facility Scheduler simply because
you as the timetabler are not the only one using them! Areas such as cover, attendance,
assessments, reporting, room booking etc all rely on this data. So on one hand not being
able to add an extra teacher in Facility Scheduler may be seen as a disadvantage but other
data that you require will have already been set up by a colleague. So itis a little swings and
roundabouts.

If you wish for your timetable to be transferred for you, so you can utilise your time running
your school, please contact MIST Services who can offer a service of transferring the
timetable.

Throughout these notes it is assumed you are working in the new dataset where your
timetable belongs. To help you through the process is a checklist that refers to the stages
below, simply tick them off when you have done them or any questions make a note of them
and contact MIST Services.

Steps within Facility Admin

Step Completed | Notes

1 — Set up a timetable source

2 — Set up your Day structure

3 — Set up Timetabling weeks

4 — Set up a week range

5 — Set up your event specification

6 - Set up your default event template

7 — Checking your staff

8 — Check your subjects

9 — Create your teaching groups

10 — Create your timetabling classgroups
(virtual classgroups)




1 - Set up atimetable source

e In Facility go to Data | Timetabling | Sources
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g Click on this film-reel icon to see a video on this topic.

We strongly recommend having only a single source set up and called TT (code) and
Timetable (hame)

2 — Set up your Day structure

e In Facility go to Data | Timetabling | Calendar | Day structure

As before, click on this film-reel icon to see a video on this topic.

Ensure your days are in there, if you are on a single week timetable then you shouldn’t have

anything to do. We strongly recommend leaving Sunday in as Day 1 and Saturday as Day 7,
simply because this will mean all the Serco default styles will work and you can still use room
booking and calendar modules at the weekend.

If you do change the day structure in any way fresh refresh the database before continuing
(Options | Refresh database)

3 — Set up Timetabling weeks

e In Facility go to Data | Timetabling | Calendar | Weeks

Simply type 52 weeks if you operate a one week timetable or 26 weeks if you operate a two
week cycle. Having clicked on OK, please refresh the database.

This process has set up the date mappings that will be used by other modules such as lesson
by lesson, cover, room bookings etc It is important to ensure that if you need to modify the
date mappings they are done in advance but from a timetabling viewpoint we just need to tell
Facility how many weeks our timetable could potentially run for.

4 — Set up aweek range

e In Facility go to Data | Timetabling | Week ranges

We recommend setting up a single week range 1-52 for one week timetables and 1-26 for two
week timetables, with all the week numbers having been selected. If you plan on building in
automatic rotations you will need to revisit the week ranges and create ranges for the rotation
time periods but that is beyond the scope of this short booklet. The assumption we are
making here is your timetable is in essence consistent throughout the year.



http://www.mistservices.co.uk/Users/Cptclips.aspx?vidId=5&Video=Creation%20of%20timetable%20source
http://www.mistservices.co.uk/Users/Cptclips.aspx?vidId=6&Video=Creating%20or%20checking%20timetabling%20days
http://www.mistservices.co.uk/Users/Cptclips.aspx?vidId=7&Video=Creating%20timetabling%20weeks
http://www.mistservices.co.uk/Users/Cptclips.aspx?vidId=9&Video=Creating%20a%20week%20range

5 — Set up your event specification

e In Facility go to Data | Timetabling | Event specifications

We recommend setting up a single specification for your lesson times and a separate one for
your registration periods (if you are going to schedule them). This helps with manual
timetabling and printouts.

6 - Set up your default event template

e In Facility go to Options | Timetabling | Edit default template

We recommend you set up the event specification, source, week range and mults to default
values to speed up the data entry process in Scheduler. Remember should you have
different timings for different courses then the default event template can be changed at any
point either in Facility or Scheduler.

The above are very much one off tasks each year and potentially some won’t need modifying
between years but it is worth checking them all!

7 — Checking you staff
e In Facility go to Staff | Staff

e Click on the Browse button at the bottom right of the window, this will list all your
staff.

Please check you have the staff you want to timetable, any new appointments will need to be
added in the staff window. Teachers who are no longer with the school can be removed
(deleted), this will avoid lists becoming bigger than they need to be.

8 — Check you subjects

e In Facility go to Data | Academic | Master subject list
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You will need to set up any new subjects you may require here.

e In Facility go to Data | Academic | School subject list



http://www.mistservices.co.uk/Users/Cptclips.aspx?vidId=10&Video=Creating an event specification for your school timings
http://www.mistservices.co.uk/Users/Cptclips.aspx?vidId=11&Video=Setting%20up%20a%20default%20event%20template
http://www.mistservices.co.uk/Users/Cptclips.aspx?vidId=22&Video=Creating%20new%20members%20of%20staff
http://www.mistservices.co.uk/Users/Cptclips.aspx?vidId=18&Video=Adding subjects to the master list
http://www.mistservices.co.uk/Users/Cptclips.aspx?vidId=19&Video=Adding%20subjects%20to%20the%20school%20list

If you have created a new subject for this academic year then it will need to be added to the
school list. Also if you aren'’t offering a certain subject this academic year then it can be
removed from the school list for this dataset (it will remain in the master subject list).

e In Facility go to Data | Academic | Course subject list

It is important to have tidy subject lists and as such it is here you can say these subjects are
taught at KS3, these are taught at KS4 etc.

9 — Create your teaching groups

e In Facility go to Data | Teaching groups | Edit teaching groups

You may have some teaching groups that have been carried forward from the End of Year
process. If you have we would recommend you delete duplicate teaching groups (i.e. split
teaching) and also remove the teacher name. If you would like assistance in clearing the
teacher names in bulk please contact MIST Services and we can explain how that is done.
We would recommend that any surplus or redundant groups are also deleted. This then
leaves the new or missing teaching groups to be created. When creating teaching groups
you simply need to provide the Course, Year, Subject and the Code you are wasting time
adding the teacher. There is a routine for that!

Looking at the demonstration data from TimeTabler the Year 7 curriculum is shown below
with the teaching group codes showing. These are what you need to type into Facility.

78 [30] Tec[FujTel] Mat [7yiMal] Fre [7v/Fri] Art [Fufar] PE. [FufPE1] RE. [FufREL] PSE [FufPs1] Sei [7A)50] 4
Tec [7ujTez] Mat [ 7y /MaZz] Fre [7v[Frz] Mus [Fuftu] = PE. [Fu/PE2]z RE.[Fu/REZ]y  PSE [FuiPsZ] 2
Tec [7ufTe3] 4 Mat [7y[Ma3] Fre [7v/Fr3]

78 [30] Mat [7yMad]  Fre [7y/Frd] 3 Sc[7Bfsc] 4
Mat [7y/Ma5] 5
7C [30] Tec[7ufTel] Art[7vjarl]  PE.[7vfPE1]  RE [PREL]  PSE[7wPS1]  Sci[7CjSc] 4
Tec [7v/Te2 Art[7vjarZ]»  PE. [7vjPEZ]p RE.[Fw/REZ]| PSE [7wiPs2
[7v(Te2] 4 [7viar2] 2 [?vfPE2] 2 [P¥fREZ] 4 [FwiPs2] 2
7D [30] Sci [70y5c] 4

7E [30] Tec[7wTeil]  Mat[7zfMal]  Fre[7ziFr1]  Ark[7wférl]  PE. [Fw/FE1]  RE [Fw/RE1]  PSE[7EfPS]z  Sci[7E/Sc] 4
Tec [7w]Tez] Mat [7z{Maz] Fre [7z)FrZ] Art [Twfarz] 2 PE. [Fw/PE2] 2  RE. [Pw/REZ] §
Tec [FwiTe3] 4 Mat [Fz/Ma3] Fre [7z/Fr3]
Mat [7z/Ma4] Fre [7zIFrd] 5
Matk [7z/Mas] 5
7G [30]  Tec [Fx)Te] Ark [7xfar] PE. [7x/PE1] RE. [7=/RE1] PSE [7x1PS1] Sei [7E)5c] 4
Atk [7xl8r] 4 Mus [7x/Mu] o PE. [7x/PE2]2 RE.[7x/RE2]; PSE [7xiFs2] o

7H [30] ei [FH{Sc] ¢

7F [30] PSE [FFIPS]z  Sci[FFiSc] 4

vices.co.uk


http://www.mistservices.co.uk/Users/Cptclips.aspx?vidId=20&Video=Adding%20subjects%20to%20the%20course%20list
http://www.mistservices.co.uk/Users/Cptclips.aspx?vidId=21&Video=Creation%20of%20teaching%20groups

10 — Create your timetabling classgroups (virtual classgroups)
e In Facility go to Data | Academic | Classgroups

The naming of the timetabling classgroups is down to the school and is at times quite
subjective. To help look at the TimeTabler demonstration Year 7 curriculum diagram.

78 [30] Tec Mat  Fre art PE. RE. PSE  Stig Eng Hisq Hisz Geos

Tec IMat Fre Mus> PE.2 RE.; P3Ep Eng
76 [a0] o4 HZE :2 . Siq T3 Hsq Hsp Geos
IMat 5
7C [30] Tec Aart PE. RE. PSE  Scig4 Eng His 3 Geo 5
Tec 4 Art>  PE.2> RE.y P3Ez Eng 5
7D [30] Sti 4 His 3 GEO 3

JE [30] Tec Mat  Fre art PE. RE. PSEs Scig Eng Hisq Hisz Geogs

Tec MMak Fre Artz  PE.z RE.g Eng
Tec Iat Fre . Ern "
7F [30] Yl . PSE5  Srig Eng His 5 Geo 5
IMat 5 Eng 3
7 [30] Tec Ark PE. RE. PSE Sci g His 5 ae0 3
Art 4 Musz PE.2 RE.q; P3Egz
7H [30] S 4 His 5 Geo 5
In TimeTabler the Classes are as follows:
A Wertical Class far combi
7B
7 AB frompozita)}
7
7D

7 (D {romposta}

7 ABCD (romposte}
7E

7F

7 EF (romposte}
73

7H

7 GH [romposite)

7 EFGH f{romposta)} o ’ + Hew ] [ Rooms

MNumber of Clagses: 56 Order entered

§ Sont ~ | Plinl] | Availability | [ Insent | [ Delete | [ 2 Help |

Bridgford, |

0.uk




Looking at the curriculum diagram in Excel it would be drawn as follows if entered into Facility
Scheduler:

Virtual Virtual
Classgroup Classgroup

Code Name 3 3 3 4 2 2 1 2 4 3 3
7A 7.01 Mat | Fre | Eng | Tec | Art | Pe | Re | PSE | Sci His Geo
7B 7.02 Mat | Fre | Eng | Tec | Mus | Pe | Re | PSE | Sci His Geo
7AB 7.03 Mat Eng | Tec
7C 7.04 Mat | Fre [ Eng | Tec | Art [ Pe | Re | PSE | Sci His Geo
7D 7.05 Mat | Fre | Eng | Tec | Art [ Pe | Re | PSE | Sci His Geo
7E 7.06 Mat | Fre | Eng | Tec | Art | Pe [ Re | PSE Sci His Geo
7F 7.07 Mat | Fre | Eng | Tec | Art | Pe [ Re | PSE Sci His Geo
7EF 7.08 Mat Eng | Tec
7G 7.09 Mat | Fre [ Eng | Tec | Art [ Pe | Re | PSE | Sci His Geo
7H 7.10 Mat | Fre | Eng | Art | Mus [ Pe | Re | PSE | Sci His Geo

Notice how the curriculum diagrams are virtually identical, French has been spread out
slightly to denote that French gets its students from 7A, 7B, 7C and 7D.

In the ‘Code’ column are the codes we would give the virtual classgroups and the name has
been given 7.01, 7.02 etc simply so that in Scheduler the classgroups display in the order
above (the planning matrices MIST provide are sorted on Name and not Code).

If you are unsure what the virtual classgroups should be called then please contact us or
email us the curriculum diagram from TimeTabler and we can assist.




Steps within Facility Scheduler

Step Completed | Notes

11 - Extract your ttd file

12 — Open your ttd file in Scheduler

13 — Import TimeTabler steps planning
matrices

14 — Creating your curriculum - Blocks

15 — Creating your curriculum — Pure class
activities

16 — Creating your curriculum — Container
blocks

17 — Associating teaching groups (students)
with lessons

18 — Staffing your curriculum

19 — Manually timetabling your curriculum

20 — Rooming your timetable

General notes




11 - Extract your ttd file
e In Facility go to Database | Extract timetable to file

We would always recommend having a sensible naming convention for your extracts. Many
schools will include the date.

12 — Open your ttd file in Scheduler

e Open up Facility Scheduler
e GotoFile| Open

TimeTabler g@

DATA CURRICULLIM Infarmation
(2 ; A Extracted on
g = TE
. L ) ) ) 07-04-2011
Ewent Restrictions Fizedtime  s==# Planning Curiculum  Blocks Links 1626
specifications constraints * matrices by year -
N B E |
i & A 2011/2012
Foom Foom pools  Teacher subject glidate data  “alidate timetable Feasibility Extracted by

preferences associations FERSIBILTY i
1 Admin
INTERACTIVE ALUTOMATIC
=

Use the toalbar to navigate through timetables s T
or access limetables quickly r?f/ {%;l

EI b Pricritize M ain scheduler Room
“ events window agsighment
]
] - . - f [ Operation mode
Timetabls fiters  Change histary  Printauts Activity log Multiple General
solutions scheduling

13 —Import TimeTabler steps planning matrices

Planning matrices are ‘grids’ that display timetabling information or allow the user to create
timetable lessons in Facility Scheduler. To help with the transfer we have designed some
planning matrices specifically for the task, they need to be downloaded from
http://www.timetabler.com/serco-export.html and saved on to your computer. Once the .mtx
file have been downloaded to your machine you can import them.

e In Scheduler go to Planning | Planning matrices | Edit matrix definitions

__I Planning matrices
b atrix definitions
Filter: all data

M ame: Show onmenu | Menu title
Separator 1 [system] Yes 0 e Courze cumicula - s
Flanning [zyztem] ez Curriculum plan

Class - Subject [system)] ez

Subject/Tch - Class [All courses] [spstem] Yes %
Courge Avear curmiculum [syztem] ez Course Avear cumiculum

Separator 2 [system] Yes e Teacher curicula -
Teacher/Sub - Class [spstem) ez

Teacher summary [spstem] ez -
Separator 5 [spstem] Yes e General curicula -
Specialist roome (Al periods) [zysten] ez
Specialist rooms [Multiple periods] [spstem]  Yes
Separator 5 [zystem] Yes e Teaching group curicula |
Teacher/Sub - Teaching Group [system) ez

Azsigning Teaching groups [system] Yes Azzigning Teaching groups

< 31

Dretails
Mame

Show az command on menu
Menu
Filter | <no filkers

Bridgford, |

0.uk



http://www.timetabler.com/serco-export.html

e Click on Advanced | Import
e Browse to where you have saved the TimeTabler steps.mtx

Read matrx(ces)
Laak in: |§:}TimeTabIer iil O ? 2 ‘

My Recent
Documents

ty Computer

File narne: | TimeT abler Steps | VJ [ Open ]
‘Q Files of type: | M atriz (7. rtx) |vl [ Cancel ]
My Netlwork [] 0pen as read-anly

e Highlight the file
e Click on Open
e Click on Close

p———{_CURRICULUM }———
£ | =

F - Course curricula ---------
Curriculurn plan

Class - Subject

SubjeckiTch - Class (All courses)

sl Course fyear curriculum

T Teacher curricula -----—---
TeacherfSub - Class

F—  Teacher summary

——————— General curricula -
Specialist roams (Al periods)

Specialist roams (Multiple periads)
------- Teaching group curricula  -------
Teacher/Sub - Teaching Group
Assigning Teaching groups

——————— TimeTabler steps  -------

b Step 1 - Design your curriculum

Step 2 - Associate with Teaching groups

i Skep 3 - Staff wour curriculurm

The newly imported planning matrices can be accessed by clicking on the Planning Matrices
icon and seen towards the bottom of the menu under TimeTabler steps (see the next page).
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Bridgford, Notting

s alli,4 WWWTHSTSE

ow Road, We
Imist

ervices

0115 8781034 mobile 07580 2



14 — Creating your curriculum - Blocks
To create the curriculum you should use ‘Step 1 — Design your curriculum’

e In Scheduler click on Planning matrices | Step 1 — Design your curriculum
e Filterto Year 7

_IStep 1 - Design your curriculum g@
Crs Ké3; Key Stage 3 [w] ‘Year ? s
| 7 7B 7AB e 7D e 7EF 7F TG TH |
0/30 0/30 010 0/30 0/30 0/30 010 0/30 0/30 0/30
-
Blocks/links
= Mews
Core v
[ Show all selections Blacking 1002+ |

To create the TimeTabler block of Mathematics for the students in 7A, 7B, 7C and 7D:

e Multi-select the cell under 7A, 7B, 7AB, 7C and 7D

_IStep 1 - Design your curriculum E]@
Crz KSS; Key StageB .v' Year |7 v.=
7AB 7C 7D 7E 7EF ?FJ
DfBD EIISEI 0410 0430 0/30 0430 0/10 043
w
Blocksilinks '
Core b
>
[ Show all selections [1002 [+

¢ Right click over the blue and select Create multiple groups




j Group

Dozumences

Occ | :3 Ptz |1 'r_f:j] \wecks 152 .

Contents-

= Comman attributes

[ MWumber periods: 1 New
[ Source: TT —
[ weeks: 152

B Specification: Schaol Day Dalets

FF Dceunence 1 [not created)

Data type |Subiect data tr_l Flemave event
Diepartmient | |vi
Subject | |vi| |v_|
Module type 7!_:] Group |—|':|
MC Activity ]

[ Create alink for the new event(s)

e Select Mat from the Subject drop down
e Click on New

e Inthe Occ field type 3 for three occurrences of Maths

j Group

Dccungncgs ; i )
Qee [3 (2] Muke 1,11 2] Weeks 152 i

[~
Contents-

= Commaon attributes

@ Mumber periods: 1 New
[ Souwce: TT
[ weeks: 1-52
[ Specification: School Day
[ Subject data: Dept: nore. Sub: Maths, Type of madule oc

[ Occunence 1 [not created)

[ Occunence 2 [not created)

[ Occunence 3 [not created)

< - —

Data type | Subject data lv] Re
Diepartment | |vi
Subject !Maths; I athematics |vi| |v_|
Module type 7[:] Group |—':|
M Activity “ l
Create a link far the new eventls) taw per dap 1 h:;'

Notice how the Create a link for the new event(s) has been ticked if you know you have maths
twice on a day, remove the tick here.

If Maths was actually a double and two singles you would type 2,1,1 in the mults field.

o When you have defined the subject and the period make up (Mults) click on OK

MIST Services Ltd
78 Harrow Road, West Bridgford, Nottingham, NG2 7DX

0 219748 chris@mists ces.co.uk

0118 8781034 mobile 075 ervices.co.uk WWW.mistservi



Create organised block or limited link

Details
Do you wigh to create a block or limited link 7

& Block ) Limited link
D etails

Code

Mame

e Type a block code for example 7X-MA
e Type a block name for example 7X-Maths
e Click on OK

Repeat this for all your blocks in TimeTabler. Please note that what TimeTabler refers to as
Blocks, Scheduler calls them Organised Blocks.

To create the Art and Music block for 7A and 7B, we would create an organised block as
above for say Artin 7A and 7B and call it 7AB/ArMu as the following image shows:

_IStep 1 - Design your curriculum E]@
Crz KS3 K.éy'!'St.ageé v Year |7 ) ”v.=
A 7B 7AB 7C 7D 7E 7EF ?FJ
5430 5430 3410 3430 3430 0430 0/10 043
Blocksilinkg i
o 0/2] A |[0/2] At
PABIAML
Lo 0 /3 Maths [0 /3 [Maths] [0 /3 Maths] [0 7 3 Maths] [0 /3 [Maths
< [\l
b
& 1]} »|
[ Show all selections E‘IDDX v .

e Then double click on the Art in 7B to get the Group dialogue box

O.uk



"1 Group w
Documences
Occ 2 (2] Mubs |11 %] weeks 152 i
.Contents- : [ Cancel ]
EuP Comman attributes
| ~ @ Mumber periods: 1 MNew
@ Source: TT Madify
B weeks: 152
: B Specification: Schaol Day Delete
~ [ Subject data: Dept: none, Sub: Art, Type of module occw
[ Class group data: Crs: K53, Class: 7B, Capacity: none, e Expand
O
O

Teacher | | ﬂ
Poal | | ﬂ
[ Fived | |

Create a link for the I aw per day | 1

P currence 1 [event 16
- Ocourence 2 [evert 17)
(<] I | (2]
Data type | Teacher data M

Select..

Add event

s}
[
ES
2
5
2
i}

e Highlight Subject data from the Contents part

=

| ] B Mumber periods: 1

[ Source: TT

[ weeks: 182

B Specification: Schaol Day
el ety

nare,

B ] ! @?

P Occurrence 1 [event 16]
. Dcourence 2 (event 17]

e B Class group datar EISZ. KS3AEIass ?E, E.e;pa‘éit};: B_o

Documences

Occ |2 tﬁji Mults |1, 1 2] weeks |-1_52 I g

.Contents- : Cancel
= P Commot attributes

ne, r'e

3 M | [2]
D ata type |Subiect data M
Diepartmient | |ﬂ
Subject |Art; At |ﬂ [hate] vI
Module type —@ Group | w
M Activiy W
Create a link far the b &e per day |1 _]

ew
b odify

Delete

J03I3E

Expand

Add event

Flemayve event

e Select Music from the drop down
e Click on Modify
e Click on OK

MIST Services Ltd

78 Harrow Road, West Bridgford, Nottingham, NG2 70X

0115 8781034 mobile 07580 219748

chris@mistservices.co.uk

www.mistservices.co.uk



_IStep 1 - Design your curriculum E]@
Ors | K53 Key Stage 3 e | et [all] )
A 7B 7AB 7C 7D TE 7EF ?FJ
5430 5430 3410 3430 3430 0430 0410 043
ey
Blocksilinkg '
0/ 2] At | DEFIE
7 ABIAMU
0/ 3 Maths] [0 /3 [Maths] [0 /3 Maths] [0 /3 Maths] [0/ 3 [Maths
7
= Mewi= i
F] »
/ All events
%o Link &
Event 16
Music Music Eventiir
Locked Locked
Locked Locked
Foom Foam
Multiple 1 Multiple 1
[ Show all selections 100% [+ | [€ >

This is the technique we would suggest to use when creating option blocks in Y10 and Y11.

15 — Creating your curriculum — Pure class activities

In the Year 7 curriculum diagram everything is in a block except for

Science, History and

Geography which are taught as pure class activities. In Scheduler terminology these are
simply ‘events’ i.e. don’t have a structure and are constructed under the ‘Core’.

In Scheduler click on Planning Matrices | Step 1 — Design
Filter to Year 7

your curriculum

e Highlight 7A, 7B, 7C, 7D, 7E, 7F, 7G, 7H on the New row under Core
_IStep 1 - Design your curriculum [Z]@
Crz |K53; Kep Stage 3 | ‘ear .7 pvs
| 7A 7B 7AE 7C 7D 7E 7F 7EF 7G 7H |
20/30 20/30 10410 20/30 20/30 18430 18430 10410 20/30 20/30
3 | Bu JIWTELTT ]
F-tA |
L || || || ||
< Mew
Core
<NEW> - ---- - .
i

[ Show all selections Blocking

100%




e Right click and select Create multiple groups
e Add Science into the Contents
e Type 4 in the Occurrences field

_l Group

Oozumences
Dcc [4 (2] Muks 11,11 (3] Weeks 152 25

Co_ntents

= Comman attributes

B Mumber periods: 1 MNew
B Source: TT
B weeks: 152
B Specification: Schaol Day
[ Subject data: Dept: nore, Sub: Sci., Type of module ocel

FF Dcounence 1 [not created)

FF Dcounence 2 [not created)

FF Dcounence 2 [not created)

FF Dcounence 4 [not created)

‘ - ;

Data type | Subject data e
Department
Subject |Sci.; Science |
Module type [w Group |
M Activity | ' |
Create a link for the new event(z] M ax per day |1 e

e Click on OK

_IStep 1 - Design your curriculum [;]@

Ciz _K§3; Key étageé | vear ? Eva
A 7B 7AB C 7D RE 7F 7EF G 7H |
24 /30 24 /30 10410 24 /30 24 /30 22430 22430 10410 24 /30 24 /30
"
=New>=
Core
0 /4 Sci [[0/47] Sei 0/ 4[Sci [[0/4] Sci [[0/4] Sei [[0/ 4] Sei. 0/ 4 Sci [[0/47] Sei
Science
<Mew=
v.

[] Show all selections Blocking 1003 |+

Notice how Scheduler has remembered the highlighted pattern.

Repeat the technique to create 3 single lessons of History and 3 single lessons of Geography.




_IStep 1 - Design your curriculum [;]@
Crs _KS3; Kep Stage 3 | ear .7 | %
A 7B 7AB 7C 7D 7E 7F 7EF G 7H |
30430 3030 10410 3030 3030 28 /30 28 /30 10410 3030 3030
™
Core
0 3 [Geng] [0 3 [Geng 0 3 [Geng| [0/ 3 [Geng] [0/ 3 [Geog] [0/3 [Geng 0 3 [Geng] [0 3 [Geng
Geography
: 0 /3 [ Hist [[0 73] Hist 0 /3[Hist [[0 /3] Hist ||[0/3] Hist }[0/3[Hist 0 /3 [ Hist [[0 73] Hist
History
0/4[Sci [[0/4] i 0/4[Sci [[0/4]Sci [[0/4]Sci J[0/4]Sei 0/4[Sci [[0/4] i
Science
] )
] Show all selections Elacking 100 .v

You will need to create a double PSE for 7E and 7F (they are taught as pure classes unlike
the rest of PSE).

_IStep 1 - Design your curriculum [;]@
Crs _KS3; Kep Stage 3 [ .7 |» |
| A 7B TAB e 7D ZE 7F 7EF G ?r1
30730 30730 10410 30730 30730 30730 30730 10410 30730 304
Core t
03 [Geog] [0 3 [Geny 03 [Geog| [0/ 3[Geog] [0/ 3][Geog| [0 /3 [Geng 03 [Geog|[0/3]
Geography
: 03[ Hist [[0 /3] Hist 0/ 3[Hist [[0 /3] Hist ][0 /3] Hist }[0/3[Hist 0/3[Hist [[0/3]
History
0/2[PSE|[0/2]PSE
FPersonal&Social
) 0/4] Sci. [[0/4] Sei. 0/4] Sci. [[0/4] Sci. [[0/4] Seci. [[0/4] Sei. 0/4] Sci [[0/4]]4
Science
v.
< >
] Show all selections Elacking 100 .v

From the curriculum diagram from TimeTabler we can see that History for 7E and 7H actually
get a double and a single rather than the three singles we have created.

This is easily changed. Highlight 7E History in the planning matrices.




_IStep 1 - Design your curriculum E]@
Crz |K53; Kep Stage 3 | Year |7 pvs
A 7B TAB AL 70 7E 7F 7EF G ?i—I
30430 30430 1010 30430 30430 30430 30430 10/10 30430 a0/
Core t
03 [Geog] [0 3 [Geny 03 [Geog| [0/ 3[Geog] [0/ 3][Geog| [0 /3 [Geng 03 [Geog|[0/3]
Geography
; 03[ Hist [[0 /3] Hist 03[ Hist [[0 3] Hist | NN [0 3 [ Hist 0/3[Hist [[0/3]
History
0/2]PSE]|[0/2]PSE
FPersonal&Social
) 0/4] Sci. [[0/4] Sei. 0/4] Sci. [[0/4] Sci. [[0/4] Seci. [[0/4] Sei. 0/4] Sci. [[0/4]|-
Science
"
< 3
Class 7E Class 7E Class 7E Al events
e Link 7
History History History
Locked Locked Locked
Locked Locked Locked
Foom Foom Foom
Multiple 1 hultiple 1 hultiple 1
] Show all selections Elocking 100% [+ | [ >

Right click on any one of the playing cards (events) at the bottom and select Delete and agree

to the deletion.

0/ 3 [Geog|[0/3]Geoy
Geography
0 /3 Hist |[0 /3] Hist
History
Fersonal&Social
0/ 4] 5ci [0/ 4] 5.
Science
4
Class 7E Class 7E
Histary Histary
Locked Locked
Locked Locked
Foom Foom
Multiple 1 Multiple 1
[] Shaow all selections Elacking

unscneduds

Add element..

Remove element. .
Change...

Change and create new...

Clear

Split weeks. ..

Adjusk days/weeks. ..
Delete

Fix

Unfis

Lok
Unlock,

3 events

You will be left with two playing cards (two lessons) at the bottom. To change one to a double
simply double click on one of the events and change the Mult field to 2.




_I Timetable event; 198, 07/04/2011 17:16

Event details; size on entry: 0

Day | [none] w |  Shart w| Mult 2

Weeks 152 Source (TT:

Subjects

& Hist
Teachers
Clazs groups

B 7E (crs K53) pear 7
Rooms
Details
Fequested rooms
E quipment
Features
Specification

b School Day
Miscelaneous

Owiner w Type

~
L3

[IFix

0

Cancel
A4

Weeks...

Bl

Delete

To be copied: M, Copied: N, Exclude from clashing: M, Schedule...

IIIIIm

e Click on OK

Notice you have two playing cards one is a single and one is a double.

_IStep 1 - Design your curriculum

BE

Crs ,K!-33: K-e_l,l.St.age.S ”v.= Year ,'.-' ”v.:
FEaS 7B 7AB C 7D 7E ZE
30 /30 a0 /30 10410 3030 a0 /30 a0 /30 a0/3
Core i
03 [Geog| [0/ 3 [Geog 03 [Geog| [0 3 [Geog] [0/ 3 [Geog] [0/ 3]
Geography
03[ Hist ][0 /3] Hist 03[ Hist][0/3] Hist | ¥Rzl [0 3| H
History
0/ 2|PSE][0/2]H
Fersonal&Sacial
0/ 4] Sci [[0o/4]Sei 0/ 4] Sci [0/ 4] Sci |0/ 4] Sci |[o/4]92
Science
v.
E [*
Class 7E Class 7E Al everts
History History
Locked Locked
Locked Locked
Room Hoom
Multiple 1 Multiple 2
[ 5how all selections [100% [« | % }

e Repeat this for 7H History




16 — Creating your curriculum — Container blocks

In this Year 7 curriculum there is no need to use container blocks but to illustrate how you
would create one in Scheduler we will pretend Science, History and Geography actually
needed one. In Scheduler, a container block is known as a limited link. The curriculum
diagram shows the four container blocks (limited links), but please appreciate we are only
doing it for demonstration purposes as limited links wouldn’t actually be required.

Code
7A
7B

7AB
7C
7D
7E
7F
7EF
7G
7H

Name
7.01
7.02
7.03
7.04
7.05
7.06
7.07
7.08
7.09
7.10

3 3 3 2 2 2 4 3 3
Mat | Fre | Eng | Tec | Art | Pe | Re | PSE | Sci His Geo
Mat | Fre | Eng | Tec | Mus | Pe | Re | PSE | Sci His Geo
Mat Eng | Tec
Mat | Fre | Eng | Tec | Art | Pe | Re | PSE | Sci His Geo
Mat | Fre | Eng | Tec | Art | Pe | Re | PSE | Sci His Geo
Mat | Fre | Eng | Tec | Art | Pe | Re | PSE Sci His Geo
Mat | Fre | Eng | Tec | Art | Pe | Re | PSE Sci His Geo
Mat Eng | Tec
Mat | Fre | Eng | Tec | Art | Pe | Re | PSE | Sci His Geo
Mat | Fre | Eng | Art | Mus | Pe | Re | PSE | Sci His Geo

To create the limited link you create the lessons for Science, History and Geography in

exactly the same way as above. When they are created we can group the lessons (events)

together.

e Highlight the History, Geography and Science lessons for 7A and 7B.

_IStep 1 - Design your curriculum E]@
Crz |K53; Key Stage 3 (v | Year 7 v
TA 7B 7AB 7 70 ZE ‘
30730 20730 10710 20730 30730 20730
1Y
Core
03 [Geog| [0 /3 [Geog] [0 /3 [Geog
Seagraphy
_ 0/ 3] Hist|[0/3] Hist][0/3] Hist
History
0/ 2[PSE
Fersonal&Social
0/4]Sci |[0/ 4] Sci |[0/4]Eci
Science
"
13
Claszs 7B Clazs 7B Clazs 7B Class 7B|| Allevents
Science Science Science Science
Locked Locked Locked Locked
Locked Locked Locked Locked
Foom Foom Foom Foom
Multiple 1 Multiple 1 Multiple 1 Multiple
4 *
[ Showe all selections 100% [+ ] [ 4

e Right click over the blue and select Create | Link with limit




I Timetable finks

Id Link Link Max periods | Mas per day |4
= Mathz /70 Mathematics /7D 1 B
o athz/7B M athematics / 7B 1
ok Maths/7C Mathematics / 7C 1
oy Maths/ 74 Mathematics / 74 1
q;,‘.:' 5 Maths/FAB  Mathematics / 7AB 1

z

T ArtITR firk 4 TR i "f'
[£3 F—— (2]
Details
Code | Sei/7_000 Mame | Science / 7B
M ax everts per day :3_: | [ho setting] @ | [ho setting] @
Max periods :;] Categary | iv
Max time frame = [] Exclude from overlapping
Dray Time Length | Crs i"_'
F 000 KS3 =
F ot Ks3
F o1:00 KS32
F 01:00 K53 [s)
|2 [T (2
(3)Events ) Blacks (Olinks [ Sameroom [ ] Same tch
Owner | |v_i [ Same weeks [] 5ame start

e Type 10 in the Max periods field as this the number of periods the lessons are going
to fit into on the timetable.
e Type 7AB-HiGgSc in the Code and Name field

I Timetable finks

P

&

Links

Id Link. Link

o tdathe /70 b athematics / 7D 1

a2 tathz/ 7B Mathematicz / 7B 1

n“.._,‘,:' 3 Maths/7C Mathematics / 7C 1
1
"
:

Max periods | Max per day |“1|
Las)

o4 Maths/7A  Mathematics £ 74
u“u‘,:' L} Mathe/7AB  Mathematics / 748

T Ak AR Ak TR : l‘fl
[E3 T (2]
Details
Code |74B-HiGoSc | Mame 74B-HiGgSd
tax events per dap =) | [no zetting] I'q | [no zetting] I'q
Maxperiods |10 & Category | ig
b ax time frame [ Exclude fram averlapping
Day Time Length | Crs I"_'
F 0100 KS3 =
F o:00  KS32
F o100 K53
P 000 KS3 v
(23 | 2]
(@ Events (O Blocks (O Links [ Samermom []Same tch
Owiner | |vj [] Same weeks [ ] Same start

Cloze

MNew

Clear

e Click on New

Notice how it has been removed from the Core to the Blocks/Links section and has been

coloured Green.
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0 /3| Hist
0/3|Geogy

[ Show sl selectons ([Blecking )

Repeat for the other container blocks, in our example 7E and 7F would occupy 12 periods
simply because PSE isn't blocked.

MIST Services Ltd
78 Harrow Road, West Bridgford, Nottingham, NG2 70X
el 0116 8781034 mobile 07590 2187486 <l chris@mistservices.co.uk web www.mistservices.co.uk



17 — Associating teaching groups (students) with lessons

Within Facility you have set up teaching groups which will accommodate the student needs in
respect to their subject curriculum.
It should be noted that whilst you are constructing your timetable a colleague could be

populating the groups within Facility so that the individual student timetables can be printed
as soon as your timetable is complete.

e In Scheduler go to Planning matrices | Step 2 — Associate with teaching groups
e Filterto Year 7

_IStep 2 - Associate with Teaching groups E]@

Crs KS3 ey .ét.age"S

j.v.:- ‘Year "?. ™

I N R R R e = e T

LTEM Unassigned
Eng.  7AB-En
7AB-En2
7AB-En3
7CD-Ent . . | : | : : : :
goperg [ e e
7Y-Ent
7Y¥-En2
7¥-En3
7Y¥-End
7Y-End

| P e T AB R O | TS [ v e T A e
Unassigned ] 1l Il N|N|N|N|N|N_|

French  7%Fp

Show all selections ["Blacking "I.Dﬁ% v |

Scroll down to the Subject and you will see the lessons (events) sitting on the ‘Unassigned’
row. This means the lessons haven't yet been given a group of students (teaching group). In
our example in the 7A column the events are in the organised block called 7AB-EN highlight

the group of events to select them, release your mouse and then click and drag them up
vertically to the 7AB-En1 row.

Facility Scheduler

! E The change that you are making [teacher] will be rippled through to other elements of the blockis) or linkis) that the event is involved in,
L

[ Ok, J’ Cancel l

If you get the following message click on OK, you will need to do this for the number of cards
you are giving away. If you didn’t want to give all the cards away you can cancel a couple of
the cards. If you are finding the message is slowing you down it can be turned off. For
details of this please contact MIST Services.




—IStep 2 - Associate with Teaching groups [Z]@
Crs K83 Key Stage3 ] T
A

<
.
8
—
£

T T e

LTEM Unassigned

Eng.  7AB-En
7AB-En2
7AB-En3
7CD-En1
7CD-En2
7Y-En1
7Y-En2
7Y¥-En3
7Y¥-End
7Y-End

Unassigned
French  7w.Fp

Shaw all zelections | Blacking ‘IDDX v |

Repeat for all events.

_I'Step 2 - Associate with Teaching groups E]@

Crs K83 Key Stage3

LREM [hassigned

Eng.  7AB-Eni
7AB-En2
7AB-En3
JCD-Ent
7CD-En2
7Y¥-Enl
7Y¥-En2
7Y-En3
7¥-End
7¥-End

lUnassigneg : :
French  7uwFp 1 | 1

Shaw all selections | Blacking ‘IDDX v |

If you looked at the Step 1 — Design your curriculum matrix it will look like:




_1Step 1 - Design your curriculum

Crz |K83; K.ey Stage 3

M ear |?

‘ 7A 7B 7AR 7C 7D 7
30/30 30/30 10410 30/30 30/30 30
Blocksilinks
0/3][Eng.|[0/3]Eng.|[0/3]Eng.
TAB-Enl TAB-En? TAB-End

If you wished to associate teaching groups from other planning matrices for example in Step 1
— Design your curriculum matrix, double click on the group of events.

.

e
_ Group
Oozumences
Oce 2 (5] Muls 11 %] weeks 152
Contents-
= P Common attributes
B Mumber periods: 1
Source: TT M
Weeks: 1.52
Specification: School Day etz

Clazs group data: Cre: K53, Clags: 7A, Capacity: 0, Year: '

B
B
B
[ Subject data: Dept: nore, Sub: PE., Type of module ocol
B
O
O

F Dcounence 1 [event 134)
FF Ocounence 2 [event 135)
E3 all | [2]
Data type |Teacher data t‘l
Teacher | |vi
Paool | |vi
[ Fixed '

Here 7A, PE has been double clicked and as no teacher has been added Scheduler has Data
type highlighted at the suggesting a teacher or teaching group should be added.

e Click on Select

-
_ISelect teaching group

Teaching groups

Filter options
Course IK‘33; Key Stage 3 :ﬂ 7 | Teacher | |vi
Diept | |v% Subject !F!E,;F'_hysical Educn |vi

Filter: all data

Cancel

Tcharp | Sub | Teacher Code Course ‘ear | Default Level | De
47 FE. 7AB-Pel  FKeyStage3d 7
43 FE. 7AB-Pe2  FKeyStage3 7
43 PE. TCOPel  EKeyStage3d 7
a0 FE. 7CDPe2 FKeyStage3d 7
A1 FE. FEF-Pel  FKeyStage3 7
h2 FE. VEF-Pe? FKeyStage3d 7
LS FE. 7GH-Pel FKeyStage3 7
54 PE; FGH-Pe2 FKeyStage3 7
|f | 11 |

Naone

e Double click on 7AB-Pel

01156 8781034 mobile 07590

Bridgford, Noftingham, N

MIST Services Ltd




p

-
_ Group
Oozumences
Occ |2 (5] Mults 1.1 %] wesks 152
Contents
= Comman attributes
B Mumber periods: 1 MNew
B Source: TT
B weeks: 152
[ Specification: School Day Delete
[ Subject data: Dept: nore, Sub: PE., Type of module ocol
[ Class group data: Crs: K53, Class: 74, Capacity: 0, Year: |
F Dcounence 1 [event 134)
FF Ocounence 2 [event 135)
2 | 21
Data type |Teacher data bti Flemave event
Teacher | |"E
Paool | ivi
[ Fised K53 (7] / Physical Educn / / FAB-Pel
e Click on New
Fom
— Group

Oozumences
]
Oee |2 2

Muks (1.1 (2] Weeks|152

Contents

= Comman attributes
Murber periods: 1
Source: TT
Weeks: 1.52

il

B

B

[ Specification: School Day Delete
[ Subject data: Dept: nore, Sub: PE., Type of module ocol
B
B
O
O

Madi
Expan

Clazs group data: Cre: K53, Clags: 7A, Capacity: 0, Vear: '
Teacher data: Teh: none, Pool: none; Teaching group: K.
curnence 1 [event 134)
cunence 2 [event 135)

F
F

< _| &
Data type |Teacher data b'i [
Teacher | |"E
Paal | ivi
[ Fised KS3 (7) / Physical Educn / / 7AB-Pe1 |

e Click on OK

You can see the teaching group label has been added (the green label). This will be visible in
the Step 2 — Associate teaching groups planning matrix

Repeat the association for all lessons. If you are unsure if you have associated all events to a

teaching group you can use filtering techniques in the ‘Automatic scheduling’ window. For
more details contact MIST Services.

01156 878

34 mobile 07530




18 — Staffing your curriculum

Before you can staff your curriculum you need to tell Scheduler who you want to teach
English, compared to Maths etc. Please note a teacher can teach many subjects. If the
association isn’'t made then Scheduler won’t automatically give you maths teachers when you

are staffing maths lessons.

e In Scheduler go to Data | Academic | Teacher — subject associations (there is a

shortcut on the control path)

PE

| Teacher - subject associations
Teachers
- - ) Filter: all data
Tch Teacher |
B 4B BURGIN, & [
W ABe BELL, &
o AR FROST. &
= AHa HAWLEY, &
= Al JOHMSOM, &
& LK KELLY, &
o/ AS SEDDOM, &
BATa T&YLOR, &
-, A WILLIAMS, &
=Bl BIMMS. E
5 Bl JACKSOM,. B
& CC MeCULLOUGH,
= Che MEWALL, T
= DA ADDISON. D
®0Ke  KESTERTON.D
=05 SMITH. D [t
(&) 2
Attributes
Min weekly o Max weskly

Subjects

Sub
7 At
£ Biol
() Bus. 5t
() Chem
7 Eng.
£ French
7 Ga
(7 Geog
£ Hist
7 Lang
7 Maths
7 Mus
&) PE.
£ PSE
7 Phys
7 RE.

el Min

- Filter: all data
Subject Ead |
At |
Biology

Busineszs Study
Chemistry

Englizh

French

Games

Geography

Histary

Language extra

I athematics

Music

Physzical Educn
PerzonalSocial

Inacceszible
data [zharing]

Physics |

Religious Eduzn (%]
i

1% Max 3l

e Highlight the teacher in the Teachers window
e Double click on the Subject in the Subjects window that you want them to teach

e Click on Set

Repeat accordingly.

It might be more efficient to operate to the other way i.e. the Teachers and Subjects window

swapped around. To operate this way:

e In Scheduler go to Data | Academic | Subject —teacher associations

— Subject - teacher associations
Subjects Teachers
- - Filter: all data o
Sub Subject Drefes | Tch

(0 Chern  Chemistry o AR
FEng. English % [Ne
P French  French o Gwid
HGa Games & JHA
(P Geog Geography - i
£ Hist History - Jwi
) Lang Language extra o MA
(Tidaths " Mathematics B vH
7 Mus Music oy ABe
G PE. Physical Educn =5 AF
7 PSE PersonaltS ocial % &Ha
) Phys Physics ¥ &do
P RE. Religious Eduen [y | 57AK

&L B 3

AB

Attributes

Min weekly %] Max weskly = Min

- Filter: all data
BURGIM, A
MNEWALL, C
i
HARRISONM, J Remove
g [_femove ]
WALSOM, Remove Al
ABRAHAMS, M
HAGAN, ¥
BELL, &
FROST. 4
Hahw/LEY, A
JOHMSOM, &
KELLY, & el

& Max ;3.:

Bridgford, |

0.uk




Having made the associations you can now staff your curriculum.

e In Scheduler go to Planning matrices | Step 3 — Staff your curriculum

I Step 3 - Staff your curriculum E]@
Crs KS3 K.éy”SltlageEE f.v-:; ‘ear | [alllll] v
A 7B 7AB 7C 7D 7E 7F 75 7H

Maths - 30 AB Of
Che O/ 1
Wl
A 07
—
i D07
WA 07
WH Of

Unassigned |[[05] (03 I o3 T A
_ _ T-hia TH-Ma2 ||| TX-Ma3 Tr-Mad ||| TH-Ma5 ™

Show all selections [Blacking ‘I DUZV

Please note if we have told Scheduler that AB can only teach 21 lessons then it would show
0/21, with the 0 increasing as we allocate lessons to them.

e Drag 7X-Mal vertically up to JHa




_IStep 3 - Staff your curriculum [Z]@

Cre K83 K.éy”S.t.age-S i-v-f; ‘ear -[a.l.l.] v
7A 7B 7AB i 70 7E iF FiE 7H
bl
Maths - 30 AB 0Of
Che 0f |
GWd 0/
JHA 36 073 [UHA
v Of
o
VH 07
Unassigned: (0.3 T o3 TN 03 [N A
_ ! Froha2 |[[FRemas ||| Tniad ™

Show all selections [“Blacking

If you get the ‘ripple’ message click on OK for as many cards (lessons) you wish to give away.

If you wish to staff your curriculum from another matrix for example Step 1 — Design your
curriculum.

e Double click the group of events for example the 7B, Maths

A

_ | Group

Oecumences

oo (3 B Muis 111 B3] Weeks|152 Bt

Cancel

1

Contets
= Comman attributes
B Mumber periods: 1 New
B Source: TT
[ ‘weeks 182
[ Specification: School Day
[ Subject data: Dept: none. Sub: Maths, Twpe of module ac
[ Teacher data: Tch: none. Poaol: nane; Teaching graup: K.
[ Class group data: Crs: K53, Class: 7B, Capacity: 0, Year:
F Occunence 1 [event 4] Select.
F Occunence 2 [event 5]
F Oceunence 3 [event B)

ES Il | Add event

D ata type | Teacher data |

Teacher |

Ponl |
[ Fixed

e Highlight the Teacher data row from the contents window




:fGruup .
Oozumences
Occ |3 Mults 1,11 %] Wweeks|152
Contents-

:QF

r

2

Comman attributes

Murnber periods: 1

Source: TT

Weeks: 1.52

Specification: School Day

Subject data: Dept: none, Sub: Maths, Type of module oc
Teacher data: Teh: none, Pool: none; Teaching group: K
Clazs group data: Cre: K53, Clags: 7B, Capacity: 0, vear: '
curnence 1 [event 4]

cunence 2 [event 5)

ccunence 3 [event B)

il

B
B
B
B
B
B
=
=

o]
o]
u]

Data

] Fixed

Teacher |¥H; HAGAN W

Lreate a

type | Teacher data

v
P

Poal |

K53 (7) / Mathematics / / T5Ma2

link: far the riey

E

=

b odify
Delete
Expand

Select..

Add event

e Click on Modify
- = |
] Group
Oozumences
Occ |3 Mults 1,11 %] Wweeks|152
Contents-
= Comman attributes
[ Mumber periodsz: 1
B Source: TT “
odif
B weeks: 152
B Specification: Schaol Day
[ Subject data: Dept: nore, Sub: Maths, Type of module oc
[ Teacher data: Toh: WH, Pool: none; Teaching group: K57
[ Clasz group data: Cre: K53, Class: 7B, Capacity: 0, Year:
- Dccunence 1 [evert 4)
- Dccunence 2 [evert 5)
- Dccunence 3 [evert §)
0l | @
Data tupe |Teacher data M li i
Teacher |vH; HAGAN, ¥ vl
Poal | |v]
[ClFiwed K53 (7)/Mathematics / / 74Ma2 |
Craate a link far the ey
e Click on OK

0115 8781034 mobile 07

78 Harrow Road, West Bridgford, Nottingham, INC
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jzﬁteb i D.es'ién }nur"curri'culu'r:n [_.JE[_JE
Crs |KS3;Key Stage 3 o] ear [[al] [
‘ TA 7B 7AB Pt 7D e ‘
30/30 20/30 1010 30/30 30/30 30/30 N
Bl
5 03 FrencH [0/ 3 Frenc 03 FrencH [0/ 3 Frenc
i Tk TRl T TiRd
0/ 3 Maths] DRENIERE [0 / 3 IMaths] [0 73 [Maths] [0/ 3 [Maths]
JHA ! |
Tii-hdal Ti-hfad Ti-hlad T H
0/3]Eng.
T'-Enl
0.3 ]
il
] I | [i2]
Bloc " Allevents
22 Link 2
HAGAM, W HAGAM, W HAGAM, W © Event 4
Mathematics Mathematics Mathematics E::::g
Locked Locked Locked
Fixed Fixed Fixed
Foom Foom Foom
Multiple 1 Multiple 1 Multinle 1
[] Show all selections Iil |_|L’_|

Notice how the teacher is displayed in the middle row.

Should you wish to change the teacher for a single card (lesson) rather than all three, simply
double click at the card level and change the teacher there.

I Timetable event; 6, 08/04/2011 08:35

Event details; size on entry: 0

Day | [none] VI Start vl Mult |1 % [IFix

Weeks 152 Source |TT; M

Cancel

Weeks...

o
e

Subjects
) Maths
Teachers
& JWwi; Teaching group: K53 (7] £ Mathematics 4/ F<-Ma2
Clazs groups
& 7B (ors KS3) vear 7. cap 0
Rooms Select..
Detail:
Requested rooms
E quipment
Features
Specification
i Schaal Day
Mizzellaneous
To be copied: M, Copied: M, Exclude from clashing: M, Schedule...

Mew

Delete

Teacher [T/ WILSON.J v

Poal | M

[ Fixed KS3 [7] / Mathematics / 7 Tx-bda2

Ower M e |

The planning matrix will then show the ‘split’ group.

MIST Services Ltd
78 Harrow Road, West Bridgford, Nottingham, NG2 70X
0115 8781034 mobile 07590 219746 chris@mistservices.co.uk WwWw.mistservices.co.uk



:f'Step i D.esi'gn your curriculum g@
Crz |KS3; Key Stage 3 |v_l ' ear | [all] |1|
‘ TA 7B 7AB Pt 7D e ‘
a0/30 30430 10410 30430 30430 30430 N
fl
[0/ 3 Frencq [0/ 3 FrencH [0 /3 Frenc jl] /3 Frencq
TRl || _ R QI Terd |
0/ 3 [Math 0/ 3 [Mathg] [0/ 3 Maths] [0/ 3 [Maths [ l
JHA x
Tii-hdal Ti-hfad Ti-hlad T =
13 1
hal
] I [
Bl 7 i - All events
I - Event 4
HAGAM, W HAGAM, W " Event5
Mathematics Mathematics
Locked Locked
Fixed Fixed
Foam Room
Multiple 1 Multiple 1
[ Shows all selection: 7 100% | w |f_| |_[?_|

Repeat the staffing for your entire curriculum. If unsure whether you have staffed all your
curriculum, remember you can use filtering techniques within the ‘Automatic scheduling’
window, for help on this please contact MIST Services.

It should be noted that some schools schedule the timetable before allocating staff, as far as
Scheduler is concerned it doesn’t matter in the order as you are copying a timetable that you
know fits!

19 — Manually timetabling your curriculum
There are many ways (and views) in which you can manually timetable so it is important to
find a screen that you feel confident with and compliments the format you have your

TimeTabler printouts in.

To enter the Year 7 timetable we would either print out timetables for 7A, 7B, 7C etc or print
out the master class timetable for Year 7.

Here is the single class timetable from TimeTabler

MIST Services Ltd
78 Harrow Road, West Bridgford, Nottingham, NG2 7DX
0118 8781034 mobile 07580 2197486 chris@mistservices.co.uk wWWwWw.mistservices.co.uk



Timetable for 7A

+++Chris Knights-Branch High School (Inclusive) 02042011

period 1 periad2 periodd periodd periodd period&
9.00--9.40 9.40--10.20 10.40--11.20 11.20--12.00 1.00--1.40 1.40--2.20
Mo nday Miss W.PERRY | hirs A HAUWLEY | Mz G ROBSON hir DILSON mr S TAYLOR
Feog L1 RE. L2323 Hist L2a FSE Lz Ar LA0 Eng.
hdr JAWILSON Migs W.PERRY | Mizz C.NEWALL | hMr B JACKSON
L12 RE. FSE Muszic L7 Eng.
tolrs . LI A AR
L27 Eng.
Tues M R.HOWELL | M=J.DAMIELS iz bl PLANT i== J.HARRIZOM
LZ5 Hist L4 Soi. L43 Tech L9 French L19 hdaths
hir P.ROBINSOHN fofr W HAG AN
L21 Tech L23 French L28 Maths
hirz O.HESLIN hr JAVILS OM
L14 Tech L24 Franch L12 Maths
Mlizs C.NEWUALL
L2 French L2 Maths
hrhd ABRAHAME
L26 hlaths
Wad hir A BELL hlizs J HARRISON| MrS TAYLOR | M G.ROBSON
L2 French Gym-1 FE. Lz Ard L18 hiath= L10 Eng. LZ3 Hist
Mizs S.ORLAND | hisz C.NEWALL ol r W HAG AN hir B.JACKSON
L27 French Hall PE. Music L28 haths L7 Eng.
hidr JWILS OH hilrs bl Ll bl AR
L24 French L128 Maths LZ7 Eng.
Misz CMEWSALL
L3 French L2 Maths
hirtd ABRAHANMSE
L26 Maths
Here is part of the master class timetable from TimeTabler
Th hiisz W PERRY | hirz A HAWLEY | s & ROBSON hir DAILS O W
Geog L1 RE. L23 Hist L23 PSE Lz Art
mdr JAWILSON Mizs W.PERRY hlizs C.HEWALL
L1& RE. FSE hiluzic
7B hrD KESTERTON M T.O'BRIEN
L22 Geog L24 Hist
TC Mr B JACKSON | Miss S.ORLAND |MIT.TIMPERLEY | MrT. TIMPERLEY | Mizs S.ORLAMD
L7 Ena. FSE L10 RE. L1 Ar Gym-1 PE.
hilrs bt UhdAAR | hirs Wl JOHNSOHN hilrs E.BINMS hir H.LOWE hir 3 NESS
L27 Eng. FSE L11 RE. L11 Art L17 PE.
70 u

To enter your timetable from the ‘class’ timetable start off by having 7A timetable from
TimeTabler printed out and in front of you.

In Scheduler double click on the Class icon under interactive (blackboard icon)

e Double click on 7A

I Class groups

BE=]

Class Class group | Cre | “ear| Gip code

@ 70
g 7.03
o 75 7.02
@ 704
@7 705
I S
®7EF 7.8
& 7F 7.07
@5 70
EFH 710

[

K53
K53
K53
K53
K53
K53

e R R R R R

C




£/

H4PrH2

SEE EF sedHAPEEHES

DEhOhR S@

Block | Ltdlinks | Teh| Tchop | Sub | Crz | Year| Class| Foor
= 7aB fabdy TAB-A1 At K53 7 T
[ 7aBEN TAB-Enl Eng. K53 7 Th
F 7R TN French KS3 7 74
F 7AB-HiGg5c TAGeo Geog Ks3 7 A
F FAB-HiGg5c Th-His Higt K53 7 A
P 7a, JHE  THMal  Maths K53 7 FA
= 7aB-PE TAB-Pel PE. Ks3 7 A
> 7aBPSE TAB-Psel  PSE Ks3 7 A
> 74B-RE TAB-Rel RE. K53 7 A
F 7aB-HiGg5c TASc Sei. kK53 7 Th
F 74B-TE TAE-Tel Tech k53 7 A

From our printout TimeTabler says Geography for 7A is on Monday period one:

e Select the white flag on the Geography row

M 4)rp 2

DEE EF $seIAPEHES

DO B

£ x|
Black | Ltdlinks | Teh| Tchop | Sub | Crz | Year| Class| Foor
= 78R faubdy TAB-A1 Art K53 7 A
VAB-EN TAB-Enl Eng. k53 7 ?.5\
7-FR THFn French K53 7
—
P 78B-HiGaSe TéHis  Hist  KS3 7
THMA JHE  TaMal Maths K53 7 ?."3«
7AB-PE 7AB-Pel FE. KS3 7 A
7aB-PSE 74B-Psel  PSE KS3 7 A
7AB-RE 74B-Rel  RE. k53 7 A
7AB-HiGg5c TASc Sei. k53 7 A
7AB-TE TAB-Tel Tech K53 7 A
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e Drag the white flag to the start of Monday Period 1 and drop the flag

I Course : Key Stage 3 (KS3): Class group : 7.01 (74) [;] =
HA4P A 2 GEE EF s PSERS: DDDORMR &6
1 2 3 + 3 3 Ai
| et |
[ Geor |
N |
I
m I I I
i I I I
| | | [ el
Block Ltd links Tch| Tchap Sub Crz | Year| Class| Foor
= 78R faubdy TAB-A1 Art K53 7 A
= 7aBEN TAB-Ent Eng. k53 7 A K53, 74, 7 1
F 7FR TRl Fiench KS3 7 7A
F FAB-HiGaSc TaGeo  Geog  KS3 7 78
F 7aB-HiGg5c Ta-Hiz Hist K53 7 7A
F ma JHA  T-Mal Maths K53 7 A
[ 7aBPE 7AB-Pel FE. KS3 7 A
> 7aB-PSE TA4B-Pzel  PSE KS3 7 A
> 74B-RE 74B-Rel  RE. k53 7 A
F 7AB-HiGg5c TASc Sei. k53 7 A
[ 7aB-TE TAB-Tel Tech K53 7 A
EXE ] i [ [£1] (2]

Because you already have Geography highlighted you could look at your printout to see
where else Geography was timetabled and place them in those periods. Or if you prefer you
can just look to see what is on Monday period 2 from the timetable and drag that flag onto the
timetable.

In the screenshot below you can see | have manually timetabled 7A on Monday. If I look at
7B’s timetable, you will see any organised blocks that were used by 7B have already been
timetabled.

"I Course : Key Stage 3 (KS3); Class group : 7.02 (7B) [Z] O
Iiibbl:l‘ﬂl__@ﬂlﬁl EH sa PR EEHES: DoDhih &A@
1 z 3 3 5 [ !A:
ThEIsl ThEPsel TAELnl TAEFFu ‘ E‘
EF EE L Hug
Mok
TLEFE TEEPE ThEFalin TEE-EH
J I - ]
Block. Ltd links Tch Tchap Sub Crs | Year| Class Hi‘ ;
VABEN 74BEn2  Eng K53 7 7B ; i
T FR T2 French K53 7 7B
FAB-HiGg5c 7B-Geo Geog K53 7 7B
7eB-HiGg5c 7BHiz Hist k53 7 7B
T pi WH o PMal Maths K53 7 7B =
T Sl THMaZ Maths K53 7 7B
VAR AU TAB-Mul Mus k53 7 7B
7AB-PE 7AB-Pe2  PE kK53 7 7B
[ 788-PSE 74B-PzeZ  PSE K53 7 7B
7AB-RE 74BHe2  RE K53 7 7B
7AB-HiGg5c 7B-Sci Sei. K53 7 7B [l
ZADTC TFAD T AT Tanls yoo 7 To )
£3] m [ [[e] [2]
MIST Services Ltd
78 Harrow Road, W 3ridgford, Nottingham, NC )
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Repeat this process for the rest of your curriculum. Please remember that this technique is
the same whether you are looking at individual or master staff, class, subject, room
timetables. You can decide what the easiest or quickest method is for you. The obvious
advantage of say a master class timetable is you see the whole year group building up in one
go, rather than just looking at a single class.

If you get familiar with the planning matrices you can double click on the card and simply
select the day and time from the drop down menus:

_I Timetable event; 12, 08/04/2011 09:00

Event details; size on entry: 0

Day | [none] +|  Stat se| Mult ::: [IFix

‘Weeks Sunday Source |TT: v

tonday ]

Tuesday
Sul*wednesday

£ tat| Thursday
TefFriday Mew

 Ha o KS3 (7)/ Mathematics / / To¢Mal

Clazsgroup
B 74 [ors KS3) pear 7. cap 0

Rooms

Details

Fequested rooms

E quipment

Features

Specification
S School Day

Miscelansous

Ta be copied: M, Copied: M, Exclude fram clashing: M, Scheduls...

Ok

Cancel

Weeks...

Delste

Owiner v Type v

Coming back to the point about some schools manually timetable their curriculum first and
then staff it later. This can easily be done as you can see the Day and Time of the cards at
the bottom as can be seen below:

Bridgford, |

O.uk




_IStep 3 - Staff your curriculum E]@ "
Crs K83 ey Sfage 3 vl Year [aIII] Tael]
7A 7B 7AB c 7D 7E il 7EF 75 7H

Che 07 -
GWd 0/
JHA 35 3 [JHA
:
N OF
]
hld, 0/
WH 2f 2 [wH
Unassigned
Mus-4  Unassigned A
: bl
| [ = Al events
e Link 5
! ' I @ Event13
Mathematics Mathematics fathematics E E:Z:H;
Locked Wed Locked Fri Locked Thu
Fixed 0345 Fixed 0845 Fixed 11.85
Foom Room Foom
Multiple 1 Multiple 1 Multiple 1
[+] Show all selections ‘IDEIZV

e If you wanted to give the Wednesday and Thursday lesson to CNe when you get the
ripple message you would say OK, Cancel and OK

_IStep 3 - Staff your curriculum

Ers.K"S-S;KeySt.ageIE vl Year [aI.I] Tael
7A 7B 7AB ic 70 7E iF fEF piE 7H

CMe 2¢ [2 Jcre] 1
THMaE
Giwd 0/
JHA 36 3 [JHA
:
N OF
A
hlA, 0/
WH 2 2 [wH
Unassigned
Mus-4  Unagsigned ;
: b
= - Al events
!
Mathematics
Locked Fri
Fixed 03:45
Foom
Multiple 1
[#] Showe all selections 'IDDZV

This leaves the Friday card to be dragged up to another teacher, let's say JV




_IStep 3 - Staff your curriculum E]@
Erst"S.é; Keyét.age"S f-v.f- ‘ear -[aI.I] Tael
T 7B 7AB 7C 7D 7E 7F ZEF 75 7H
Chle 2/ [2 [cne]
_ TX-Mad
GWd 0/
JHA 36 3 [UHA
T [ 1]
TH-had
VAT
WH 2 i 2 [WH
|
Unassigned
Mus-4  Unagsigned -
i FAB-Mu ud
Show all zelections 'IDDZ v |

Because of this technique many schools construct the post 16 option blocks as ‘Organised
blocks’ rather than ‘Limited links’, meaning you schedule the block (as it does all the block
rather than lesson by lesson) and then assign the staff in the correct order.

Should you wish for any clarification on this please contact MIST Services.

Bridgford, |
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20 — Rooming your timetable

Within Scheduler they are many different ways to room your timetable, whether that is
changing at event level, group of events, by using bulk change functionality or using
Scheduler to automatically assign the rooms. The method you use depends slightly on the
association of rooms to teachers and subjects. Should you wish to discuss one method over
another please contact MIST Services.

The method below describes the use of planning matrices to room your timetable.

e In Scheduler go to Planning matrices | Step 4 — Room your timetable

"I Step 4 - Room your timetable [Z]@
[klot roomed L1 L10 L11 12 =z ]
Maths ]
AB
2 |IMaths
CNe CNe
Ti-had
Ghd
3 [Maths
JHA, JHA
TH-Mal
I N b
F] »
[ Show 4l selections 100% | w

You will see all your rooms if you want to hide certain rooms to make the assignment easier
multi select the rooms you wish to hide and right click | Hide

_IStep 4 - Room your timetable E]@
Lhiot raorned L1 L10 I L1l Select timetabls data, ..
haths B
AB Create single group
Hide. ..
2 [Maths Order »
CMe CNe
Ti-Mad Show hidden elements. ..
1 element
Ghd
3 [Maths
dHA, JHA,
Tr-hal
Jv I "
4 »
[ Shaw all selections [Blacking 100% |+




Scroll down to the subject area and you will see all the teachers of that subject and all of their
lessons (for that subject).

e If you wish CNe to be in L1, simply drag the events across. Repeat this for the rest of
your timetable.

T¥-Mad

[ Shaw all selections 100% E
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