Always check for a later version

Exporting students’ data from Options into PASS

When you have used Options to create a good Pattern of Subjects in blocks, and populated them in
such a way as to get good Student Satisfaction, then you will want to get the Names of the students into
the correct Teaching Groups in PASS.

There are 2 ways of doing this:

® |In Options print out the Teaching Groups lists (see page 49 in the Options Handbook) and then type
all the Students’ Names into the correct Teaching Groups in PASS. This is tedious.

or, much better,

e Use the method described in this article. It transfers the data electronically from Options to PASS.
This populates the option groups, ensures accuracy and will save you a lot of typing time.
The bigger the school, the more time it will save you.

Check with our web-site and with the HelpDesk at WCBS/PASS to see if there any recent improvements.

In order to import the data electronically into the current (v5.8.1) version of PASS, the file needs to contain:
1. The ‘Subject Code’, in the same format as it is stored in PASS. Page 2 explains how to ensure this.

2. The ‘Pupil Code’. ie. a unique identifier in PASS for each student.
This is so that PASS can recognise each student unambiguously.
This Code is stored in PASS and is imported into Options as explained on page 3.

3. The ‘Subject Set Code’ as it is called in PASS (in Options we call it the TeachingGroupName or TGN).
The Teaching Groups in your final Options Pattern have to be given the same TeachingGroupNames
as already exist in PASS. This is so that PASS can recognise what to do with the data.

Pages 5-6 explains how to enter these ‘Subject Set Codes’ into Options.

Options will export a file with exactly these properties, ready for you to import it into PASS, as explained
on page 7. The import tells PASS the details of which Students are in each Teaching Group in each Block.
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A. Exporting the Subject Codes from PASS

At some stage before exporting the final Options data from the Options program, you need to ensure
that the Subjects have exactly the same Subject Codes as are used in PASS.

You don’t have to have the codes identical from the start of using Options but it is probably the simplest.
Alternatively, you can change the Subject Names in Options at any stage, as long as they are correct
before you export the data from Options to import it into PASS (on page 7).

The first step is to @ PAss "] User: BROWN. Chaistina - checking for long long longn  Mon, 17 December
Export, from PASS, 7
the Subject Codes
that it is using.  Subject Maintenance
Lést Ambidad
Follow this route: 9 O 9 Q Q 9 @ @ Q @ mended By
i ogiess Tracking Codes |

ENGLAN English Language

Code EMGLAM In use? I

Dezcription |m

Category |--'.':-:-:'\r-: Cots Subject \-l

Subject lype E-?; v.

Status ﬁ

Faculty |;---' bt and Drama vl

Detpartment |'- reghizh and Dirama vl
e Hoad of siibject [BAXER Mar v|

School report pozition |1 :i

ap-Untis code I’.,J—l
Export the list of Subjects as a CSV file, which looks like this: A B

Code Description

(Maximum length of the Subject Code = 6 characters)
A+D Art & Design

1

2

3 DRAMA Drama

4 |FRENCH French

5 GEOGRA  Geography
6 GERMAN German

7 |HISTOR History

Then go to the Subjects Screen in Options: | subjects for Year 10 PASS-Export (10) @)
Abbrev. |Fu|| Name | Fac | Min | Max |Groups | — Subject Details:
A+D Art & desian 9 10 30 s ) s
oA i 3 | Subject abbreviation.  A+D | )
FRENCH French 3. | 1¢ 30 2 Subject full name: Art & design
GEOGRA Geography 5 10 30 4 s 5
b GERMAN German 1 10 30 1 tin. Group size: 15 students
u = S p—
ject HISTOR  History 49 1w 30 4 Max. Group size: 30 students
MUSIC Music = 10 30 2
SPANIS  Spanish 3 ag | 3 3 Max. Groups allowed: 2 per pattem @)
SEORIS RS 10 g Faculty / colour: - ~ @
TECH Technology 9 10 3 2
_ | Use Levels @) i;
e
Mumberof Subjects 10 Alphabstical
& oort v == Print ¥ Import efaults « elete Help Lloze
[ Sont ~ | [ @ Print | |2 import| | Defaulis~ | [ Delete | | 7 Help | | Nl Close |

and use the CSV file from PASS to either Enter or Edit the PASS Subject Codes on this Subjects Screen
(for the optional Subjects that are to be in your Option Blocks/Columns).

You can use either the Abbreviations column (as above) or the Full Name column, but be consistent.
During the export (page 7) you will be asked which column you’ve used.

Then click ‘Apply’, Close, Save -> Yes
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B. Exporting the Pupil Codes (and Names) from PASS

At some stage before exporting the final Options data from the Options program, you need to ensure that
each of the Students has exactly the same Pupil Code that is used in PASS. This is essential for PASS to
recognise the students during the import (page 7).

You don’t have to have the correct Codes from the start of using Options but that is probably the simplest.

To do this, the first step is to Export (from PASS) the Pupil Code that it is using for each named pupil.
Follow this route:

Christina - checking fod long long longn  Mon, 17 December 2008

W P AIU-G:BREW. Lee — _—
Fis PPt & ,‘. ‘t’ WEP:? Z |'h‘1
‘e o Pupil Inquiry
52 Pupd Inquey <
cmnnen | QOO OO
%s_- 1% shory Prugd |raguny First  Prew. PMexi Lavi  Frint  Sisp  Help
g P Falaton b jorma | Legwng | T bis | At Sel Aighs Bassires | Makbook | ExExsn
> | telkess | | | Jorwa | Lears ] | | s | 6 | |
g BUROOT EURTON. Meriell J Meriell Form 10A
¢ " Surname Inuse? [¥
ik Finst W Mened John :
iz siclpiz Pasonal] Addess | Rsia | Joring | Lassing | Tmstabie | Acivities | Sats | Assoss. | Bateloes | Maskbook | EXE
g Pueterred Name
Bt M Ttk BURODD1 BURTON, Meriell J Meriell Form 104
Puie 3 Sehool Categony
g Pad Pug Shott Hame Fomm Main Categony
: I r-l" Ir. i Sahktations Form Tutor By | Second Categoy
:: 7 Label Sechon Pugnl type
: Lettes fI.L'ﬂﬂﬂl“!( Howse k. . Relerence
F i Boardes? o Weckly boarder? || Unigue pupd mumdwer
Gender e
Date of Binth Ady Age 2211 Hatianakity
Frust L snguadge E thrmic ongin
Second Language Religion
Countip of Hendence
Scottich Index of Multiple D eprivation ["SIMD)
Rank Duanitile: Decile: Vigimtile
. . . . . . A B ' D
Export the list of Pupil Codes as a CSV file, which looks like this: :
1 code surname first_names gender
(Maximum length of a pupil code = 8 characters) 2 |ABBOOL Abbey Fred M
3 ADADOlL Adams  Michael James M
4 |ADAD0D2 Adams  Melvin James M
5 |ADADO3 Adams  Eliza F
6 ALDODL  Alder Claire Deborah F
. . . . . 7 |ALD0O02 Aldernan Keith M
Importing this CSV file into Options B ALLOOL Allen  Kirsty Ann ;
. . . ) . i 9 |ARKOO1 Arkan James M
The pupil Code in the first column (A) is to be imported into 10 ARKOD2 Arkan  Josephine F

the ‘UPN’* field in Options. If you don’t already have UPNs
switched on in Options, you will need to first tick the option
at: Customize »» Record Student UPNs / ULNs*.

Then import this data from PASS into Options, as described in the orange Options Handbook on page 42,
or: in the PDF of the Handbook : www.timetabler.com/Options-Handbook.pdf page 42,
or: on the ‘Index’ Tab in the HelpScreens, find: “Importing Students’ Names : Import Screen”.

Alternatively, if you have completed your work in Options without using Pupil Codes (UPNs*), then you don’t need to start over
again. You can simply update your students in Options with their Pupil Codes (UPNs) from PASS by following these 2 steps:

i) Create afile in PASS that contains your students’ forenames & surnames and their Pupil Codes, as above.

i) In Options, go to: Students and Choices m Other checks m Re-import UPNs from a file.
This will add the PASS Pupil Codes into the UPN field of each of your students, so you can then export back to PASS, as
described on page 7.

* UPN = Unique Pupil Number. ULN = Unique Learner Number.
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Using Options to get the best Pattern for these students

You do this in the usual way, as described in
detail in the orange Options Handbook, and
summarised on pages 40-41 in that Handbook.

Student Assignments for Pattern: Solution 7

Reports

Block A Block B Block C Block D

Choice Order
Block Order
161 out of 161
Students Fitted
Student 5 atistaction
Choice 5 atisfaction
100%
View students: Add / remove: Toals:
[Assigned%] {Missing&] [+ Add ] [ -— Hemuve] {a'-Shuﬂle] [ﬂBunch] [=Equal]
%Lod( Auto- Re- Student Reserve ||s—— Chedk - - =
R Assign ﬁ Design I Inspector Choices g Rules e e l l =

Tidy up the Pattern, and adjust the Group Sizes as necessary.

For more details, in the orange Options Handbook:

AutoCreate, Improve, and ‘Seed’

pages 28, 34 - 37

Adjusting any Rules pages 38 — 39
Adjusting Group Sizes using ‘Shuffle’, ‘Bunch’, ‘Equalize’, etc pages 29 — 33
Review & Counsel : Using the Student Inspector Screen Appendix 1

Note:

If you haven’t already done steps A and B (pages 2 and 3), do them now.
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C. Exporting the Subject Set Codes (TGNs) used by PASS,

and entering them into Options

In order that PASS can recognise each Teaching Group in your pattern, and relate it the Teaching Groups
already set up in PASS (so that it can then place each student in the correct group), each Teaching Group

in Options must be given the correct TeachingGroupName (TGN).

There are 2 steps to do this:

1. Geta CSV file from PASS of what the TeachingGroupNames (‘Subject Set Codes’) are for this YearGroup.

2. Enter those TeachingGroupNames into Options.

These 2 steps are covered in turn.

1. Getting a CSV file from PASS of the names of the PASS ‘Subject Set Codes’ (TGNs)

To do this, follow this route:

Bl e

Reports  Reminders Backup Websits

------ Schoaol Activities
------ External Exarms

Uszer: BROWN, Christina - checking for long long longn

Yo - Side M
...... . ® Tree
------ Adminiztration 2 :

Online Payments

Mon, 17 December 2018

""" Academic Applications Bunning
------ Azzezsments
______ b arkbooks Subject Set Maintenance
...... P Tracki
------ = 9000000000 =
: . Amended By BROW M
[l Subiect Sety <€ First Add Update Delete Mext Last Print  Stop  Help i Sletl o2

fe82 Subject Sets By Pupil

H F'uplls Timetable | Maotes
&".r Pupil Subject Setz Grid | I I I

-l Import Subject Set Lists |} ENG LANEAT0A English Language Set 10A
------ Pupil Events and Attendance
------ SFaff Ewvents and Attendance Subject ENGLAN In use?
------ Timetables
------ Schonl Reparts Code EAT04
;T:;Tf;:;!;i:ﬁnt Description Erll:||i:£:h Language Set 104 |
------ secton [
------ Purchaze
Export the list of Subject Set Codes as a CSV file, which looks like this: A B
(Maximum length = 6 characters) 1 Set Subject
2 EAlOA ENGLAN
. . 3 |EA10B ENGLAN
These Subject Set Codes in PASS can be any format,_ whatever 2 EAlc ENGLAN
you or your colleagues have chosen ...but it is essential that 5 |FR10A FRENCH
. . . . . 6 |FR10B FRENCH
e thereis a Subject Set Code in PASS for each Teaching Group in = GF10A  |GEOGRA
your Options Pattern, and 8 |GE10B GEOGRA
. . . 9 |HIL0A HISTOR
e you use these same Subject Set Codes (TGNs) in Options, 5 itoe HISTOR

as described on the next page.
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Stage C (continued)

2. Entering the Teaching Group Names into Options

In Options, you need to give each of the groups on
your pattern a Teaching Group Name (TGN).

To do this, go to the Current Pattern Screen:

Click on the TGNs button

and then tick Display Teaching Group Names.

You will see a blue [?] appear by any group that does
not yet have a TGN:

Block A

Block B

Block C

Block D

GERMAN 27
SPANIS 26
DRAMA 20
FREMCH 26
FREMCH 25
GEOGRA 19
HISTOR. 18

=161

1 I B e S

DRAMA 21
HISTOR 26
TECH 20
A+ 24
GEOGRA 22
GEOGRA 22
SPANIS 26

=161

FREMCH 26
FREMCH 25
MUSIC 24
DRAMA 21
GEOGRA 23
HISTOR. 22
TECH 20

=161

Block A

GERMAN 27
SPANIS 26
DRAMA 20

il
FRENCH 25

~Jo o |a]u]|n]~
=

Block B

DRAMA 21

HISTOR 26
[kl
TECH 20
k|
A+D 24
Ikl
GEOGRA 22

GEOGRA 22
[}

SPANIS 26
71

Block C

FREMCH 26
i}
FREMCH 25

MUSIC 24
DRAMA 21
GEOGRA 23
HISTOR. 22
jE}

TECH 20
[l

Block D

GEOGRA 20
SPORTS 25

SPORTS 24
i}
HISTOR 22
&
HISTOR 22
&
MUSIC 23
i}

A+D 25
1

Click on the [?] and enter the TGN for that group (eg. FR10B):

To find and enter the correct TGN for each group,

e highlight one of the groups (highlighted in yellow), click on [?],
® to help you identify the group, the screen shows 6 students in it:
e from the PASS CSV file (previous page) find the correct name of

the TGN for this subject group,
e enter the TGN, in the box shown here:

Note : This needs to be exactly the same as the Subject Set Code

used in PASS. If they are not the same, then PASS will
not import this group’s students.

The screen shows what you have entered:

Continue until each of the groups has got a TGN
entered.

www.timetabler.com

Teaching Group Mame

Enter the same Teaching Group Mame here, as you
are using in your MIS.

Typical names include 3A/Hi or 9xMal or 9zMa1Q

Block A

GERMAN 27
A
SPANIS 28
A

DRAMA 20

FRENCHP25
[FR10B]
GEOGRA 19
A

HISTOR 18

1
2
3
A m
By
[
"=

or 98-MA, etc.

To help identify this group, its students indude:

Edwards, M Ellis, L

Fienner, R Fishbourne-Ashe, &

Henderson, M Jones, H

MName for this Group:

FR10B

/ g/ Apply Cancel

Block B Block C Block O

DRAMA 21 FREMCH 26 GEOGRA 20
A A A
HISTOR 26 FREMCH 25 SPORTS 25
A A [
TECH 20 MUSIC 24 SPORTS 24
A A [
A4D P DRAMA 21 HISTOR 22
A [ A
GEOGRA 22 GEOGRA 23 HISTOR 22
A [A A
GEOGRA 22 HISTOR 22 MUSIC 23
A i | [
SPANIS 26 TECH 20 A4D 25
A A1 [
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D. Exporting the data from Options, as a spreadsheet

ready for importing into PASS [ . |
xporkt

In Options, go to Export = _
w MIS / Admin System (= M5 / adrin System -]
m» Populate Teaching Groups in WCBS/PASS: ‘ = Populate Teaching Groups in PASS (xls)
Then click on the Export now button: | meert from Mis | Export to MIS |
Choose where you want to save the B Export the Group Populations (students in each Teaching Group) to your MIS:
file. and click OK. You can export the Students in each Group to PASS/35ys, by diddng below:
If Options is on a different network ezl brerrd |
from PASS then save the file to a
memorystick. n 5 c

1 Subject |Set Code |Pupil Code
Options saves a spreadsheet file called: Options TT WCBS.xIs like this: § g'gmg ggf:a igggg]
This is the file that will be imported into PASS. 4 GEOGRA |GE10D _ |ABBO01

5 SPORTS |SP10A ABBO01

6 DRAMA |DR10A __ |ABLEO3
You can click on the button to check that the 7 [CEOGRA |[GE10B__ |ABLE03
file is correct and that every student has the correct items. g ;FESH ;%‘100% igtggg
Perhaps make a few spot-checks? 10 [SPANIS _|SP10A__ |ADAMOT

E. Importing this spreadsheet into PASS

In PASS go to to the section that imports the spreadsheet,
via this route:

[ PASSF_I o Import Subject Set Lists
...... ile
------ Adrriniztration
------ School Activities
------ External Exams Update Frint  Stop  Help
------ Academic I
...... A b
...... Mﬁekizr;iz ¥ Thiz routine will allow import of a Microzoft Excel spreadshest to

. create Subject Setz and to add Pupilz to Subject Sets.
------ Frogress Tracking

______ SubiECt Cets To e T ] :I‘..lll_. e 1pedadi e Sl D O eaal;d wnmd
m SubiECt SEtS i -n‘-::hrl'tr sl gl Bhee Bielld eeairereni s are a il
b Subject Sets By Pupil Subyect Sets Woskshest ) N .
&8, Pupil Subject Sets Grid ik 1 6 et Fac ied
ﬁ Import Subject Set Lists g : :r.:-: it ;o L i 1 l'lrr-r: ii ';“;I--II‘;!.'-
. , . - Format - | il
At ‘Format’, choose ‘Pupils’ (only): IREEE e
Filename Pupilz & Sets
. . ELE
Refer to PASS documentation for any further details Pupil:
of this stage. _ o ) Verify €] 1
The pupils’ Choices are imported and the Pupils are Clear pupils from existing sets? [ ]

automatically assigned to the correct Groups. Select the format of the file to import

Once imported it may be wise to make a few spot-
checks of students.

Our thanks to Jamie Darby and to WCBS staff for their help in preparing this document.
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