Transfer your Basic Data
from SIMS to TimeTabler

Exporting Basic Data from SIMS to import into TimeTabler

After you first purchase TimeTabler (and after you have worked through the step-by-step Tutorial)
you will need to enter your own data.

The first step is to go to File Menu m» Blank Data.
This will delete all the Tutorial data, leaving the screens blank, ready for your data.

Then you can enter your own Basic Data, of Teachers, Subjects & Rooms,

® either: by typing them in,

e or: by importing this data from your SIMS MIS. Details of how to do this are shown in this
document.

You only need to enter all the Basic Data in the very first year of using TimeTabler. Thereafter
you will simply update the data by editing it. For example, if a Teacher leaves or if you introduce a
new Subject. For full details of how to do this, see the HelpMovie on “Tidying-up last year’s data”.

There are export routines from SIMS Reports for files that contain the information that you need on
(i) Teachers, (ii) Subjects and (iii) Rooms.

For a large school this method will be a definite time-saver.

For a small school you may find it easier to just type the Basic Data into TimeTabler.

For a typical school please read the following pages and judge the best method for you.

The next pages explain how to export the 3 data files.
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Exporting a file of Teacher Data from SIMS

Open SIMS.net and click on Reports » Design Report.

Select Create a New Report

In the People tree, select Staff, then select Next.
From the drop-down menu, select Teaching Staff, all current, then select Next.

Open the Employment Details tree,
and double click on:

1. Staff Code first (lower down the list), then
2. Full Name (at the top of the list)

as shown by the red rectangles:

Note : if you can’t see the ‘Staff Code’ in the list it may be because
you are not in the correct SIMS ‘Permission Group’.
Any of the following groups should work: ‘Senior Management
Team’, ‘TP SuperUser’, ‘Personnel Officer’, or ‘Bursar’.
Ask your SIMS Data / System Manager.

These 2 fields will then be displayed,
in order, in the list at the right-hand side,
beneath Member of Staff.

Click on Next three times.

Select Excel from the list on the left.

Enter a suitable title, for example,
‘Teacher Details for TimeTabler’.

Untick the box marked ‘Go straight to Print
Preview’.

Click on Run at the top of the screen.

Excel will then open, and display the data.

[ Open Save + [0'Run | Preview

[5 Hew
[l select Data Fields

Here you can choose which items of
information you want to be displayed as
columns in your report

(3 Youmust select at least one field to
include in your report

= Load from an existing report

Report Name: Teaching Staff details for Timetabler

@ Dzt arsa: Stff - Population: Teaching Staff, all Curent

@ No columns spectied. You must choose at least ons
lcolumn before running the report!

® Fifter Sioff
® Sor Order
@ Defaut Output: Bxcel
Duplicates suppressed in complex reports

Report Title: Teaching Staff details for import into
Timetabler

iii Define presentations

Here you can design the settings for

Photo Available
Eligible for SWR
[<<Bock | [ e | [(F | Lo Updated
Report Summary + CESThirdPartyFields..

Selectfields to be included in the report

Focus [Member of Staff

Fird | | @ Fullist
= Basic Detalls ~
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Tile Code

Frefemed Sumame

Legal Forename

Freferred Forename

Middle Name(s)

Legal Sumame

Intials

Gender

{Z Previous Name

{E School Tier

Personal Information..

Contact Information...

Employment Details...
Teaching Staff
Teacher Number
Teacher Category
Qualified Teacher Stats
Continuous Service Ste
Local Authority Start Dy
Employment Start Date

molovee/Payroll No
Staff Code
FTEvioUs EMployer

Next Employer

Caption
[ OEEEER

Staff Code

| Report Title [Teacher detals for TimeTabler |

the different types of output
Select the presentation for the report

Presentation
TF Word List Report
T Word Mailmerge

[ Allow choice of output at run-time

<< Back

uppress duplicates  [w]

Excel Setfings

(@ Standard Portrait
(O Standard Landscape
(O Report Template

[ Allows these setiings to be changed
at run-time:

Divider
Frequency ||

Number of
Fixed Columns

[ Go straight to Print Preview

[ Group into separate shests

[ Record count  [Records:

Wiithout ticking the box to Use thess settings, the report will go straight to Excel. Youm

(Click on the Enable content button in Excel if necessary.)
The list of staff codes and names will be displayed:

You can Delete the Codes and Names of any staff who will
not needed for the timetable.

You can Add codes and names of any new staff, if you wish.
Or you can delete/add names on the Teachers Screen in
TimeTabler after the import.

Then save this data as a CSV file
ie. Select ‘Save As’, then ‘Save as type : CSV’, then ‘Yes’.

HH9- |+ Teacher-d
m Home Insert Page

&

etails-for-TimeTabler.csv

Layout Formulas

i Calibri =
_ié N —_ =
g B Z LU~ E=
Clipboard Font
T1 - Fx
A B C
II Staff Code  Full Name
2 DA Mrs D Addison
3 ABe Mr A Bell
4 EBr Mr E Brass
5 RC Miss R Chadwick
6 Ic Mr J Clarke
7 D Ms J Daniels
8 AFr Mr A Frost

The Teacher data is then ready for importing into TimeTabler (details on page 5).
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Exporting a file of Subject Data from SIMS

Open SIMS.net and click on Reports » Design Report.
Select Create a New Report

Open the School tree, select Subject, then select Next.
In the list double click on:

1. Subject Code first, then on

2. Subject

as shown by the red rectangles:

[B New % 0pen [ Save ~ [@Run [} Preview [F]Resulis

E’." Setectata ek Selectfields to be included in the report

Focus [Subject

Here you can choose which items of

information you want to be displayed as Find & Full list X
columns in your report |:| Caption|

These 2 fields will then be displayed,
in order, in the list at the right-hand side,
beneath Subject, as shown here:

- CES ThidPamyFislds
(5) Youmustselectatlesstonefieldto | .. Lesson Attandance Summary.

include in your repart

{F] Classes for subject

However this would give you every subject code

Define Filter
that the DFE provides in SIMS.net! BNew 10 Wity . Delee
So you need to filter the list to obtain just the codes = Define Filter Condition [= [ |
used by your school, as follows: o |
i i i i Find [ | B Fullist Enter/edit condition phrase
Cl!ck on Next to dlsplay the Define Filter Screen. — [
Click on New to define a filter: i Coniion amm .
£ CESThirdPartyFields... st
o Lesson Attendance Summary.. do not exist
[ Classes for subject ggzzlfm e
, . [ rerri—
Click on Classes for subject and then
select ‘greater than’ in the drop down box. i I
Enter a value of 1 in the box. ‘ ‘
Click OK.
Select Excel from the list on the left. J Define prasentations s
%] P Enter required setiings for report cutout tvpes
H H ere you can design the settings for eport Titls [Subiect details for TimeTabler |
Enter a suitable title, for example, il (oo B
‘Subject Details for TimeTabIer). Spalactthspresamﬁtmnfurtharapnrl Excel Setfinas
. ‘ . . T Word List Report
Untick the box marked ‘Go straight to Print W ot oo I e
PreVieW’, 2 © Standard Landscape Number of
‘J".;:: e © Report Template Fixed Columns
| S
Click on Run at the top of the screen. T T N = S -
T e =
[cBock ] [Hext> | [ Finish_| Withovt ticking the box to use these settings, the report will go straight to Excel. Youn
Excel will then open, and display the data. (& 9~ & - |~ Subject detais for TimeTabler.cov
(Click on the Enable content button in Excel if necessary.)
. . . . . m Hame Insert Page Layout Formulas
The list of subject codes and subjects will be displayed: =y -~
5 . Calibri S11or A A ==
sat —_ =
You can add any additional subject codes needed for the new Poste 9 (B Z U-|H- XA EE
academic year to the list, or you can add them after the import, ||cieboad fout
using the Subjects Screen in TimeTabler. n - L
A B C D
. . 1 | Subjectcode Subject
Save this data as a CSV file ;I Ar At
ie. Select ‘Save As’, then ‘Save as type : CSV’, then ‘Yes’. 3 Bi Biology
4 ch Chemistry
5 Dr Drama

The Subjects data is then ready for importing into TimeTabler (details on page 5).
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Exporting a file of Room Data from SIMS

Note : be aware that this SIMS export may not be very useful, as it will list the Rooms in strict
alphabetical order ...while for scheduling you will probably find it more helpful to have the rooms
grouped by Departments, or grouped in some geographical way. In which case you will find it
better to enter the Rooms into TimeTabler manually, see Section C7 in your printed Manual.

Open SIMS.net and click on Reports » Design Report.

Select Create a New Report

Open the School tree, select Room, then select Next.

In the list, double-click on Room

to move this field over to the right hand side:

Click on Next three times.

Select Excel from the list on the left.

Enter a suitable title, for example,
‘Room Details for TimeTabler’.

Untick the box marked ‘Go straight to Print
Preview’.

Click on Run at the top of the screen.

Excel will open, and display the data.

[B New % Open [ Saveds - [@tRun [0 Preview  Results

E’." Setectata ek Selectfields to be included in the report

Focus [Fisom

Here you can choose which items of

information you want to be displayed as Find I:l W Full list Caption|Foom

columns in your report

Toom description

- ESThirdPartyFields
(i) Youmustselectat least one field to ssons
include in your report

[B New % Open B Saveds - B@tRun [0 Preview  Resulis
Ea’i Define presentations e ——

1
[Reom detais for TimeTabler |

Here you can design the settings for Report Title

the different types of output UPPress duplicates
Select the presentation for the report
p P Excel Settings
Presentation
¥ Word List Report
T Word Mailmerge Divider: -
I —~- (%) Standard Portrait Frequency || [
(O Standard Landscape Number of e
) Report Template Fixed Columns
O Go straight to Print Preview
Allow these settings to be changed ] Group into separais sheeis
[ Allow choice of output at run-time U at run-time g ?

[ Record count | F2cords
<< Back Without ticking ths box to use these settings, the report will go straight to Bxcel. Your

. | ) EH9- |+  Room-details-for TimeTabler.csv
(Click on the Enable content button in Excel if necessary.) m ; e ml Y PE—
. . . ome nse age Layou ormulas
The list of rooms will be displayed: S—
j & Calibri 11 o+ A AT
_é' ....... —_ -
You can add any additional Rooms needed for the new Pt g |BLUC[EH- |2 A E
academic year to the list, or you can add them after the import, |[Zigboard Font
using the Rooms Screen in TimeTabler. m M &
A B C D E
. . 1 Room
Save this data as a CSV file ;I a
ie. Select ‘Save As’, then ‘Save as type : CSV’, then ‘Yes’. 3 AW
4 All
5 Al2

The Rooms data is then ready for importing into TimeTabler (details on page 5).
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Importing the 3 files of Basic Data into TimeTabler

You will load each of the 3 files into TimeTabler in turn.

To load them into TimeTabler, go to the Basic Data Screen:

[1 Bazic Data ]

and then click on the button at the bottom-right-hand-side: [Impurt from a file [¢] ]

Follow the 5 steps on the

Impart from 3rd-Party or MIS File (in 5 steps)

|

screen, making sure that:

Stepl: —m8

n Chooze the file to import from:

| E ‘Teacher-details-for-TimeTabler. csv |

You steer/browse to
wherever you have
saved the Teachers file
from SIMS.

Step 2: » 5 Mr J Clarke
JD Ms J Danicis
Ensure that only 'the/ D s ) Do
Teachers box is ticked. Ut |Miss J Hamison
AHa Mrs A Hawdey
Ko Mr K Johnson
Step 4: DKe Wr D Kesierion
MMc Mrs M Mol

Ensure the Abbreviation
is set to field 1;
and the Full Name to
field 2, as shown:

/— \

Click here to see the required file formats:

The import flle contains this data:
Siaff Code |Full Name

DA Mrs D Addison
ABs Mr A Bsf
EBr Nr E Bx

RC s R Chadwick

¢ Paringion

| B Visit the KBase | | @) Length of Fields |

Choose the data to import from thiz file:

If you only want to import a specific type of data, leaving the others

und'mned please tick the type(s) you want to import below:
Teachers v Subjects Rooms

Identifier required *:

H Choose the import method:

Import data like this: replace [ overwrite (7))

-

n Select the file format:

Abbreviation is field: 1 ~ @) | Delimiter is: Comma

-

Full Name is field: 2 - Header is:

&

none -

E Click to import thiz basic data:

| ? Help | ’ ﬂ!glose ]

Then click on Import. You will be told if there are any duplicate items in the data, or if any of the
data have had to be truncated to fit into TimeTabler.

Then do the same for the
Subjects, changing just

“- uuse lh |I l |m|:|nltll:|m 1

Import Filename {d|ck on yellow folder to browse):

the settings shown here:

I. E ‘.,Sub]ect—deblls ~for-TimeTabler. csv I

And do the same for the
Rooms, changing just the
settings shown here:

Click here to see the required file formats: &)
The import file contains this data:

n [Zuuse lhe Iil tuimpurl lum:

Import Filename (dick on yellow folder to browse):
I E:'\Room-details-for ﬂmeTébIer.csv I
| Click here to see the required file formats: &)
The import file contains this data:

Choose the data luimpml from this file:
If you only want to import a spedific type of data, leaving the others |
unchanaged, please tick the type(s) you want to import below:

Teachers | Subjects »| Rooms |

Identifier required 7: | @)

unse lhe ata to mpull lnm tilile: 1
| If you only want to impert & spedific type of data, leaving the others
| unchanged, please tick the type(s) you want to import below:

Teachers Subjects

Rooms ¥

)

Identifier required ?:

The Basic Data has now been imported from SIMS to TimeTabler.
Next, go to the Subjects Screen, the Rooms Screen and the Teachers Screen (Sections C6 — C9 in

your Manual), to
[}

[
For example,

check that the data is now there, and
edit it as necessary until it is correct & complete.

— on the Subjects Screen you can specify a suitable colour for each subject,

— on the Rooms Screen you can specify the preferred rooms for each subject,

— on the Teachers Screen all the staff will have been put in Faculty 1 but you can now put the
Maths staff in Faculty 1 and English Staff in Faculty 2 etc., as you wish. You can also specify
each teacher's Room preferences. See also Step 10 in the QuickStart Guide.

Our thanks to Michael Scott and Debbie Hayton for their help in preparing this document.
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