Export to Phoenix e 18/05/06

Part 2
Ensure that you have already carried out steps 1 — 5 in the document entitled: Preparing for Export.

It is always advisable to do a full backup, for safety, before doing any of the steps below.
Ensure you consult your Phoenix documentation and any LEA guidelines that are available.

For the final stage you will find it useful to have with you printouts of the Class timetables from
TimeTabler, see section J15 or J18 in the Manual, (perhaps with a Printout Design of Line 1: str).

You can also use these to check that each lesson has got a subject and a room, but a quicker way
is to use PrintMenu [0 Rooming Check (which shows all lessons without a Room or without a
Subject label).

There are 2 more main stages to complete the Export to Phoenix e1:

A. Exporting the timetable data from TimeTabler

1. Decide whether to add (more) Block IDs to your schedule.

Block IDs are not essential but they can help you to identify Teaching Groups more easily.
The ‘short name’ used on displays in e1 can be ambiguous. The ‘long name’ is much clearer.

Example 1. Class Name 10A (Printing Name: Year 10), for Maths (Ma), Set 1, taught by CJo.

‘short name’ in el ‘long name’ in et
Without a Block ID: 10AMat Year10/Ma.1/CJo
With a Block ID of ‘B': 10AMaB1 Year10/Ma.B1/CJo

for this Maths Block

If you have used a Container Block, it already has an ID.

Example 2. Class Name 11AB (Printing Name: Year 11), Option Block 1, 3rd Group in the
Block is Art, taught by RNe.

‘short name’ in el ‘long name’ in e
Without a Block ID: 11+Ar3 Year11/Ar.3/RNe
With a Block ID of ‘1" 11+Ar13 Year11/Ar.13/RNe

for this Option Block
(ie. 13’ means Block ‘1’, the Subject in row 3)

Block IDs may be more necessary to help identify Teaching Groups in mixed Option Blocks.

a) At Step 5 below, TimeTabler gives you a list showing the ‘short name’ and the ‘long name’
for each Teaching Group in your schedule.
At that stage you can decide to return here and add more Block IDs if you wish.

b) You can even do the complete export-import into e1, and if you find the names are unclear
in e1, then you can add Block IDs (here) and then re-export-import the data into e1.

c) To add an ID, first ensure that Block IDs are switched on (at CustomizeMenu O Block IDs).
Then in the schedule to be exported, go to the Class Timetable Screen (section F15 in the
Manual), click on the Details button to go to the Edit Details Screen (F14). Enter a Block ID
in the box and click Apply (ensure that “Apply to all other lessons in the Activity” is ticked).
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2. Export the data from TimeTabler.
Go to FileMenu O Export the Timetable to... 0 Phoenix e1

Click Next, then Select the schedule that you want to Export.

TimeTabler displays the contents of a file called BlockIDs.txt (in Notepad).

This shows you which Blocks have a Block ID (if any).

You may find this information useful at a later stage; you can print it out via File O Print.

3. Close the Notepad window, and then select the ‘From’ And the dates the Schedule covers
and ‘To’ dates that your schedule will be valid for. From: [01/09/2006_~| Ter[31/07/2007 <]

To change the date, click on the down-arrow so that a

Ca.lendar appears. Mon Tuewed Thu Frn Satb Sun
Click on the calendar to select a date. - :

4 5 6 7 8 9 10

11 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 2 28 23 30

3 Today: 17/05/2006

4. Click Next to produce the XML Export file. It is called TTX-TIM.xml
You will need it for Part B below, to import into e1.

It is stored in a sub-folder called ‘Export’ within the directory where you installed TimeTabler.
For example, if TimeTabler was installed in the default location of C:\TT4win then the XML file
called TTX-TIM.xml will be stored at C:\TT4win\Export

If e1 is to be accessed on a different machine from this TimeTabler machine, then you will
need to copy this file, to a floppy disc or a USB FlashDrive ‘memorystick’ etc.

5. Inthe same ‘Export’ sub-folder there is a useful file called Teaching-Groups.htm
If you double-click on this file it will open in your browser (Internet Explorer or Firefox etc).

For every activity in your timetable, it lists the ‘short name’, the ‘long name’, and more details to
enable you to identify every Teaching Group unambiguously. See the notes in Step 1 above.

You will find it helpful to print out this document ...you will find it very useful later.
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B. Importing the timetable data into e1

1. Ine1, click on the Curriculum tab.
Then select Curriculum Planning O Timetable O Import.

2_ You W|” see the screen Shown here l School I Adisions I Pupils I Personnel I Reports I Performance 1 Curriculum | Exams |

17 May, 2006 Welcome Administrator Hertfordshire...
a) Click the drop-down list to select the Curriculurn => Timetable >> Impart
Academic Year* thatthe timetable | = setp % Import
refersto. eg. 06/07 as shown here: | # Tmstable Stucture Academic Year®

. * o ) Tirmetable Structure® Select v
Fields marked * are mandatory. e 1o Treport =

= Teaching Set .
I O TeachingSet Group | Select w

= Timetable

b) Select the Timetable Structure*
You have 2 choices:
i) If you have previously entered a Timetable Structure (of Days & Periods) you can now
Select it from the list.
ii) Or choose ‘Create New TTS’, and e1 will create the Timetable Structure of Days & Periods
from the data supplied in the TimeTabler file that you are going to import.
If you choose this option, more entry boxes now appear below (see the diagram below).

c) File to Import* Use the Browse button to find the file exported by TimeTabler.
It is called TTX-TIM.xml  See the details in Step 4 on the previous page.

d) If you chose ‘Create New TTS’ in part (b) above, then 3 new entry boxes are showing:

Name*

Give the new Timetable Structure a Curticulumn >> Timnetable >> Import

nam‘e that you Il recognise. , * Import

eg. '2006-7 timetable structure Y o B

Description Timetable Structure® Create New TTS w

This can be the same as the Name or File To Irnport * CnTTdwinsExport TTX-TIM, xml
a fuller description (as shown here): — Pk N —

Year GI’Oup(S)* Description 06-07 timetable structure created from TT file

Select/highlight the Year Group(s) Year 7 ~
that you are importing to. Year Group(s) * e
To select more than one year, A

hold down the <Ctrl> key.

TeachingSet Group | Create New TSG w
e) TeachingSet GI’OUp* MName * 06-07 Teaching Groups
Unless you have already gOt the Description 06-07 Teaching Groups created from TT file

)

b

Teaching Groups set up in ef, rear?

then select ‘Create New TSG’. Vel Bt el

Four new entry boxes appear: n

Name* Subjects *
Enter a name for the folder that the
new/created Teaching Groups Import File
will be created in.

eg. ‘06-07 Teaching Groups’

Description This can be the same as the Name, or a fuller description, as shown.
Year Group(s)* See (d) above. Do the same here.

Subjects*
You can select individual Subjects, but usually select all of them (by highlighting the first one,
then hold down the <Shift> key and click on the last one).
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3. Click on the button (at bottom-right) [ co.icuium »» Timetable =» 1mpert
labelled ‘Import file’.

> Import

Academic Year For:06f07  And TimeTable Structure For:2006-7 timetable structure

After a few seconds you should see
‘Import completed successfully’. Import completed successfully T

4. Click the Continue button.
After a few seconds you will see:

Curticulumn = Timmetable > Import

Academic Year 0607 TTS 2006-7 timetable structure
5. For each ‘Area’ showing a ‘?’ as its Area Status
Status, you need to ensure that the | =i :
items are matChing CorreCtIy! or ES;ES 3No data available to import
confirm to e1 that they are Sl it
acceptable. Back | Update Timetable

For example, it may be that the initials of a Teacher in e1 do not exactly match the Teacher’s
initials in TimeTabler. Similarly with Days (periods), Subjects, Rooms, Teaching Groups.
To do this,

a) Days. Click on ‘Days’ to display the items: carretur = Timatable = tmpert
Academic Year vesor Trs 20067 timetable structure
i) If an item has Matched = ¢ and Skip = & - Days
you can leave it alone and let e1 accept it. Name  Name  DayOrder Matched  Link Creste  skip
ii) If you want to change it, click on the Link P | e - = © ©
icon (2, and change the data. | e o] s | s U
iii) If an item has Matched = X and Create = ® | ™™ = z 2

then you can leave e1 to create it.

At the bottom of the list, click OK.
Under ‘Status’ you will now see that Days is ¢ ticked.

b) Su bjects Curriculum == Timetable => Impart
DO the same for Su bJeCtS : Academic Year 06/07 TTS 2006-7 timetable structure
* Subjects
. . Subject Code Subject Name External 1d Matched Link Skip
You can usually just click OK at the bottom of x = ®
th I t Ps Private Study x = ®
e IS . KS Key Skills X = ®
M Media Studies % @
Curriculum == Timetable => Import
C) Rooms Academic Year 06/07 TTS 2006-7 timetable structure
Do the same for Rooms: ¥ Rooms
Short Name Long Name Matched Link Create Skip
102 102 (Site 1) W = ®
103 103 (Site 1) v E @
104 104 (Site 1) v = @
M GYM (Site 1) v E ®
HALL HALL (Sits 1) v B (O]
Curriculurn == Timetable == Import
d) Staff Academic Year 06/07 TTS 2006-7 timetable structure
And do the same for the Staff:  Teachers
ShortName LongName fxternal Ref Matched Link Skip
ACH Rosernary Ham v =] ®
ACH Peter Chambe v = ®
4D Frances Dunn v = ®
AH Karen Hoak v = ®
AKE Estslle Kers v i=| ®
AKI Belinda King v =) ®
am Mohammed Mue v = ®
AMA Preeti Atkin v = ®
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e) Teaching Groups
This screen allows you to match the imported
Teaching Groups with any ‘TeachingSet Groups’

Curriculum == Timetable => Import

Academic Year

* TeachingSets

06/07

TTS 2006-7 timetable structure

TeachingSet Group: 06-07 Teaching Groups

Short Name  Long Name Subject Id Matched Link Create Skip

that have already been set up (and populated) in

el. If none has been set up then empty iy e .
Teaching Groups will be created, for you to T REEEE IET
populate later (see below). R

. . 10AEMNL Year 10/EM.1/ES ENG
el uses the phrase ‘Teaching Set’ for all Teaching Groups 108ENZ Year 10/EN.2/ET  ENG x

10AENS Tear 10/EM.3/FBR

ar 10/EM.4/FC

whether the students are ‘setted’ by ability or not. Ene

10AEMNS ENG

10APS3 ar 10/PS.3/ES
ar 10/PS.4/ET

ar 10/PS.5/51

PSE

10ARS4 PSE

G 6 T
IcNoNoRoNoNcoRoNoRoNoNO]
000000000000

= ===
T T on @

The ‘short names’ are often difficult to interpret
(because at present they are limited to only 8
characters), but:

i) See the examples in part A-1 on page 1 of this document.

ii) See your printouts of the file called ‘Teaching-Groups.htm’ (see part A-5 above).

At the bottom of the list, click OK.

10ARSS PSE

6. The screen shown above at Step 4 _— I
. . . . urriculurm => imetable == mpo
will now look like this, all ticked:
. Academic Year 0607 TTS 2006-7 timetable structure
At the bottom of the list, . -
click on ‘Update timetable’. o v
Subjects v
. Rooms v
7. After a delay (a minute or so), Pupils ¥ No data available to import
you will see a message Teaching Sets v
‘Update completed successfully’. B e e

Click OK. The import is complete.

To view the imported timetable
Go to Curriculum Planning O Timetable O View.

To populate the list of Teachers, you should click on the Helper icon E& , then highlight ‘Teaching’,
click on Search, and Select all the staff by ticking the box next to Name, then click OK at the bottom.

To edit the ‘Start’ and ‘End’ times of periods
Go to Curriculum Setup O Timetable Structure O Edit.

To make small changes to the timetable
Go to Curriculum Planning O Timetable O Edit.
For major structural changes it is best to make the changes in TimeTabler and then re-export-import.

To populate the Teaching Groups with your pupils

If you did not set up Teaching Groups before importing the timetable, then the Groups will be empty.
Go to Curriculum Planning [0 Teaching Set [0 Edit and in the Pupil Details section,
either use ‘Selected’ to pick from a list, or ‘Based on’ to import a whole pre-existing group.

Use the Help documentation provided by Pearson-Phoenix.
The Phoenix HelpDesk telephone number is: 01722-344-800
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