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Overview

This release note covers the use of the Import Routine from Keith Johnson's TimeTabler for Windows (referred to as TimeTabler in this document)  to Integris, and the associated Staff, Room & Subject Export routine.
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1. Staff, Room & Subject Export routine

As part of the export routine from TimeTabler, you may check the staff, rooms and subjects being used.  To do this you need to export a file containing this information from Integris using the Staff, Room & Subject Export routine that can be found in the Timetable Import menu.
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You should select a destination path for your export file and click Export to create the file.  If a file has been previously created with the same name it will be overwritten.

Import Routines

The Keith Johnson Import is available from the Timetable Import icon on the Timetable sidebar within Integris.

There are two options:

· Keith Johnson TimeTabler Import Checker

This routine allows you to test your data and carry out a dry-run.  This routine can be used whilst other users have access to Integris.

· Keith Johnson TimeTabler Import

This routine allows you to import/re-import a timetable and can only be used in single-user mode within Integris.

1.1. Use of the Keith Johnson TimeTabler Import Routines

You may run the Import Routine in one of four ways:

1. Initial Data Check (use Keith Johnson TimeTabler Import Checker)

This check should be run before first importing a new rota.  This will compare data in the import files from TimeTabler with data already held in Integris (i.e. rooms, staff, subjects, teaching sets and period structure) to help the user identify any mismatches or possible clashes.  Users are advised to run this check for as many times as necessary to ensure that all problems have been identified and resolved.  This check can take place while other users are on the system, though for the final check it is best run when you are the only user on the system.

2. Initial Import (use Keith Johnson TimeTabler Import)

Once all the data issues have been resolved, you can run the Initial Import.  This will import a new rota and must be carried out when you are the only user accessing the datafile - there are checks in the system to ensure this.

3. Repeat Import Data Check (use Keith Johnson TimeTabler Import Checker)

If you have made some changes to your timetable within TimeTabler for Windows, and wish to transfer these changes then you must export the complete timetable from TimeTabler and run the import checker and import on the new export files.  The Import routine will identify the changes that you have made.

4. Repeat Import (use Keith Johnson TimeTabler Import)

Once all the data issues identified in the Data Check have been resolved, you can run the Re-Import.  As with the initial import, this has to be carried out when you are the only user accessing the datafile.  The Import routine will identify the changes that you have made and transfer just the changes.  Changes in day or period structure will force a complete re-import of the timetable.  

Practice Session

Before using the import routines, we recommend that you manually check your data to ensure that codes are consistent.  The Staff, Room & Subject Export may help in this process.

When using the import routines for the first time, we recommend that you practise the import on a backup copy of the datafile, rather than on the live datafile in use at your school.  We anticipate that you might need to set aside half a day for the practice session.  During this session you will produce a report showing where codes do not match or where there may be name mismatches - please remember that any changes that you are prompted to make on the backup Integris datafile, will also need to be made later on the live datafile.  

It is important that you complete a full import as part of the practice exercise, and that you check the rotas created together with any rooms, staff, subject and teaching set records that are created.

We further recommend that you practise a re-import of the timetable.  Prior to the re-import make some minor amendments to the timetable (e.g. swap the rooms allocated to two classes).  You should find that the validation stage of the re-import is slower than the initial import, but that the completion stage will be much quicker.

If you have any queries about the import process, please contact the RMMS helpdesk on 01943 850860.

Once you are satisfied with the import process, you will be ready to import your timetable onto the live datafile.  Please be sure to backup the datafile before completing the import.

NB - Remember to correct any amendments that you made to the timetable as part of the practice exercise.

When you start work on the live datafile, you should start again using the Keith Johnson TimeTabler Import Checker routine, and correct all errors and anomalies before proceeding to the full import routine.  Remember that you will be able to use the checker routine while other users are working on the datafile.  However the full import requires that you have sole access to the datafile.  

You also need to be aware that because the checker allows other users on to the datafile at the same time, you should not assume that no problems will have been introduced between your last use of the checker routine and using the full import routine - in other words please check the validation report carefully during the import routine.

Preparation

Time spent in preparation of the data is time well spent.  We recommend that you check data such as staff and room codes at an early stage, ensuring that they are consistent in both systems.

The following notes explain some of the detail behind the code matches that are undertaken during the import.

1.2. School Year

A School Year must first be set up in General > School Details > Display School Diary

1.3. Rotas

A Rota is a template on to which a timetable is placed. If you are creating a new Integris Timetable from TimeTabler, you can set up a new Rota as part of the Timetable Import process. If you are updating the Timetable, you can select the Rota as part of the process.

1.4. Subjects

You are recommended to keep subject abbreviations to 4 characters or less.  We suggest that you use 4 characters wherever possible e.g.  P.E., R.E., Geog, Geol, Math etc

1.5. Staff

The import assumes a standard format of 


<initial><delimiter><surname>

where the initial and the delimiter are single characters and the surname can be 1-10 characters.    These details are used to populate the surname and initial fields in Integris staff records, if these are created by the import.  However, we recommend that staff records should be created manually prior to the import.  

During the import the staff records in TimeTabler will be matched with those in Integris on the Staff Code field alone.  There is a secondary check that warns where staff names in TimeTabler do not match those in Integris.  This mismatch check is based on the first initial and the surname.

It is important that the teachers initials in TimeTabler match the Staff Codes in Integris.  If they do not, and you complete the import, then new staff records will be created - It is not subsequently possible in Integris to completely delete these new staff records.

1.6. Rooms

It is important that the Room names in TimeTabler match the Room Codes in Integris.  As TimeTabler allows only 5 characters for the room code and Integris allows 6 characters, there should not be any major issues in this aspect of the import.

1.7. Non-Teaching Activities

Where Special Locations have been used in TimeTabler, these will appear in Integris as Non-Teaching Activities.

Teaching Set Codes

You need to ensure that teaching set codes in Integris and the respective components of the teaching set code in TimeTabler match.  

Teaching sets can be created in TimeTabler and then exported to Integris. We recommend that you allow the import routine to create your teaching sets before you link students to them.

You now have control over the codes, so that they can be set up manually in Integris prior to an import.  Teaching sets created in this way will not be overwritten by the import, and students links to sets will not be lost.

The teaching set codes in Integris are compiled from the following TimeTabler codes:

· first four characters of the Class Printing Name ( if there are only one, two or three characters then a hyphen is added to the class name) 

· first four characters of the subject abbreviation (if there are only 1, 2 or 3 characters in the subject code then a hyphen is added to the subject code)

· Block ID (single character - optional and only available in the latest version of TimeTabler)

· set number (one or two characters - optional)

Note that as teaching set codes are restricted to 10 characters, if a teacher team has a Block ID and a double digit set number, the teaching set code may be truncated.  The Validation report will identify if this is about to happen.

Some examples are shown below:

	Class Printing Name
	Subject Abbreviation
	Block ID
	Set
	Teaching Set Code

	7A
	Hist
	-
	-
	7A-Hist

	11A
	Maths
	-
	2
	11A-Math2

	10A
	Span
	D
	-
	10A-SpanD

	10A
	Art
	D
	1
	10A-Art-D1

	9
	Bi
	B
	-
	9-Bi-B


What do you need to do?

You should ensure that:

· Class Printing names (or class scheduling names where there is no class printing name) are either limited to four characters, or are unique on just the first four characters.

· Subject Abbreviations are either limited to four characters, or are unique on just the first four characters.

Step-by-Step Instructions for the Import/Import-Checker

1.8. Creating the Export Files

You will need to have created two export files from TimeTabler using the Export function in TimeTabler.  This is available at:

· File->Export to ....  ->RM Integris. 

The two files created are Ttexp-b.csv and Ttexp-t.csv and they will be found in the Export subdirectory of your TimeTabler for Windows installation.

Each of the files is time stamped, and the import routine will only work with pairs of files with the same time stamp.

Screen 1 - Specifying the Source and Destination

Location of Import Files

Enter details of the location of the import files in the Import Details section.  You can either enter the path of one of the files in the text entry box, or you can use the file browser to locate the files.  You only need to select one of the files and the module will check that the other required file is present in the same directory.
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Timetable Rota Details

Enter details of the Timetable Rota being created or updated.  First select the school year for the timetable.  Upon selection of the school year, the list of rotas that have already been created for that year will be refreshed, enabling you to choose one of these rotas to update.  Alternatively, you can enter a new code, which will result in a new rota being created (note that nothing is saved at this point and that you are able to change your mind about the rota code  at this stage).

You can enter the same rota code for two or more separate school years, and the module will distinguish between them.  For instance, a rota with code AUT in 2001/2002 will be treated as a different rota to one with the code AUT in 2002/2003.  However, you are advised to use codes and/or descriptions that help you to distinguish between rotas in different years (e.g. AUT01 for Autumn 2001 and AUT02 for Autumn 2002).

If you select a code that already exists, then you will not be able to amend the rota description, start date or active flag at this point.  (These details can be amended later via Parameters->Rotas).

Once you are happy with the selected data path and the rota header details, select the Next button and click on it.  Please note that most of the validation checks referred to above will be checked when you select the Next button.

If you already have a rota for a school year, you may wish to force the system to completely resave the rotas and period structure for the school year.  If you wish to do this you should select the Recreate Period Structure checkbox.  You should only do this in exceptional circumstances, and typically only after contacting your support desk.

On selecting the Next key you may see one of the following error messages:

	Message
	Description/Action to take

	An Import Data Path is required.
	Error - You will need to enter an Import Data Path and click Next again.

	A Rota Code is required.
	Error - You will need to enter a Rota Code and click Next again.

	A Rota Description is required.
	Error - You will need to enter a Rota Description and click Next again.

	You cannot import to the Master Rota
	Error - You will need to import into a rota that is not the master rota or create a new rota - see notes above.

	A Rota Start Date is required.
	Error - You will need to enter a Start Date and click Next again.

	The Rota Start Date must be a Monday.
	Error - The Integris Timetable module will only allow rotas to start on a Monday.  Please select a date that is a Monday and click Next again.

	The start date you have provided must be within the currently selected year.
	Error - You must either select a new date that falls within the selected year, or you must choose a new year.  Note that on choosing a New Year you will have to redefine or reselect  the rota

	The date in the import file, 'Ttexp-b.csv', is 9 Nov 2000. This is not within the current academic year.
	Warning - This message is a warning that the import file was created in a different year to the school year selected for the rota.  You can choose to ignore this message.

	The school name in the import file, ttexp-b.csv, does not match the school name in the data file.
	Warning

	The two import files have different date stamps. This import will now be stopped.
	Error - You may need to re-export the files from TimeTabler to ensure that they both have the same date and time.

	The date in the import file, 'Ttexp-t.csv', is 9 Nov 2000. This is not within the current academic year.
	Warning - You can choose to ignore this warning. 

	The school name in the import file, ttexp-t.csv, does not match the school name in the data file.
	Warning.


Screen 2 - Day Mapping

This page will only appear in the following circumstances:

· Initial timetable import for a school year

· Re-import for a school year where the period structure of either the Integris timetable or the TimeTabler timetable have been altered.

· You have selected the Recreate Period Structure option on the first screen

The purpose of this window is to enable you to map the Day Structure in TimeTabler to the Day Structure in Integris.

Integris will cater for 7, 14, 21 or 28 day timetable cycles.  TimeTabler will cater for a variable number of days.  On this window you will map each day defined in the TimeTabler system to a week in the Integris system.  The first day in the TimeTabler system will always be the first day in Week 1 of the Integris timetable.
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For a school using the basic 5 day week timetable (Monday-Friday) all that is required is to drag the block of four remaining days (Tue-Fri) on to the Week 1 list.  When this is done the window will appear as below.
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Example - Two week cycle with 10 days recorded in the TimeTabler system
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Screen 3 - Year-Group Mapping

It is possible that the year-group descriptions in TimeTabler do not correspond with those in Integris.  If they do not match then you will see a screen similar to that shown below.  
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If you have used different year group names in Integris (e.g. Fifth Form instead of Year 11) then you will need to map each year that has not been mapped automatically.  

The main purpose of this mapping is to ensure that newly created teaching sets are allocated to the correct year group in Integris.

Screen 4 - Preparation for Import screen

The following screen is displayed while the data is loaded from Integris and TimeTabler, and compared.  Although no data is being saved at this stage, users are advised not to interrupt this process.  On completion you will be taken to screen 5.
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Screen 5 - Validation & Comparison Reporting
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In the screenshot above is presented a summary of the data comparisons.  An explanation of the columns follows, taking Rooms as an example:

The third column indicates that there are 43 rooms found in both systems (the comparison is made on the Room Code).  

In the second column the '1' indicates that there is one room that exists in Integris that does not exist in the TimeTabler system.  This may be a room that is no longer used for timetable purposes, or it may be an indication of an error.

In the first column, the '1' indicates that there is one room that exists in the TimeTabler data that does not exist in Integris.  This could be a new room previously unknown to Integris, or it could indicate an error.  When the timetable is saved (see later) a new room record will be created in Integris for this room.  

Where there is one room in TimeTabler only and one room in Integris only, this often indicates a mismatch of room codes between the two systems.  Use the report function to view the room codes in question.

Report Function

By clicking on the two room cells with the entry 1 so that they are shaded green and then clicking on the Report to Screen button, you will obtain a report showing the two room codes concerned.  

Extract from Report:


In this report we see that room L45 appears in TimeTabler only, while room L44 appears in Integris only.  This maybe due to room L44 being put out of use and being replaced by room L45 - in this case there is no issue to be resolved.  L44 will remain on the Integris datafile.

It may also indicate a mismatch in the room codes that needs to be resolved (perhaps the room should be called L14, but someone has changed it to L44 in Integris).  In this case the import process should be cancelled and the mismatch should be resolved before trying again.

Similar comments apply to Staff, Subjects, Teaching Sets and Non-Teaching Activities.  

Note that teaching sets are now allocated to a school year, so a teaching set that is available to year 2000/2001 in Integris, is not available to year 2001/2002 and a new teaching set record will be created when the timetable is saved. Non-Teaching Activities are available to all school years.

Class Meetings and Non-Teaching Activity Meetings in the import data are compared with meetings in the selected Integris rota (if one has been selected).  Some possible errors in Class Meetings may be caused by errors in rooms, staff etc.  In the example shown, the 24 class meetings that do not match are due to the use of different room codes in the two systems.  Resolving the room codes used will, in this example, automatically resolve the discrepancies between class meetings.

On re-importing a timetable into a rota, it is likely that a few small changes have been made to the timetable, so it is likely that there will be entries in all three columns for Class and NTA meetings.

Class & NTA Meetings in Timetable and Integris are deemed to match if:

· they have the same room code;

· they have the same principal teacher (Integris allows 2 teachers per meeting);

· they have the same teaching set (or NTA); and
· they are on the same day and period.

Class & NTA meetings that are found only in Integris will be deleted when the timetable is saved.  You cannot use the import to re-import part of a timetable.

Staff & Subject Mismatches

TimeTabler for Windows also supplies details of staff names for each staff code and subject names for each subject code.  The import routine is based on the comparison of staff codes and subject codes, but it may be that one staff code in Integris represents a different member of staff to the same code in TimeTabler.  For example, JB may represent John Brown in Integris, but represent Jane Bown in TimeTabler.  If the names of staff in the two systems do not match there will be a double asterisk in the summary table and it will be possible to print a list of the mismatches.

Users are not required to resolve these mismatches before saving the timetable.  Users are advised to check all mismatches in case they identify possible problems with the import data.

Teaching Set Mismatches

If the class name or the subject abbreviation that have been used in a teaching set code has had to be abbreviated, then the number of teaching sets in the grid will appear with a double-asterisk.  These codes will also be reported in the validation report.  If there are any of these we recommend that you amend the appropriate class names and subjects in TimeTabler.

If you are running the Import in 'Checker' mode, there will be no 'Next' button at this stage and you will not be able to save the timetable.

The Import process up until this stage has concentrated on loading and comparing data in the two systems.  No data has been saved or altered so far.  This means that you can click on Cancel from this screen and resolve any problems in TimeTabler or Integris without affecting timetables previously held in Integris.

If you click on Next then you will be warned that you are about to commit changes to rotas and parameter details to the Integris datafile.  You will be reminded that a backup of the datafile should have been made.
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If you proceed beyond the warning then the rest of the process is automatic and should not be interrupted.
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After the Import

1.9. Staff

All new staff records will be missing the following mandatory fields: NI Number, First name, Date of Birth & Join Date.  You will have to edit each staff record and enter this data.

Each staff member will also use the system default Gender, Ethnicity codes etc so you will need to adjust these as appropriate.

1.10. Rooms

New Room records will contain all the mandatory fields, but you are advised to enter values for the non-mandatory fields such as Capacity, Exam Capacity and Room Type.  

1.11. Subjects

All new Subject records will be missing the Department field which is mandatory and other non-mandatory fields.

1.12. Teaching Sets

All mandatory and non mandatory fields will have been populated by the import.

1.13. Non-Teaching Activities

All mandatory and non mandatory fields will have been populated by the import.

1.14. Days

Day names can be altered following the import (Timetable->Parameters->Day) but you are advised to ensure that the day names are correct in the TimeTabler system prior to export for Integris. 

Re-importing of a timetable from TimeTabler requires that the day names in the two systems match.

If you do change the Day Names in Integris then the Re-Import will not work and any rotas for the selected year will be deleted before the new rota is saved.

1.15. Periods

Period Start and End times will need to be entered in Integris, if they are required for reports.  The Period number can be changed, but this is not advised as it will prevent a re-import of the rota.  

Re-Importing Your Timetable

Once you have imported the first timetable for the year, you may wish to continue revising the timetable using TimeTabler and then send the changes to Integris at a later date.  

You can make changes to the timetable using Integris, or you can make changes in TimeTabler and then re-export from TimeTabler and re-import into Integris.  You should decide which practice you are going to use and stick with it.  If you make changes in both systems and then run a re-import, some of your changes will inevitably be lost.

1.16. A Suggested Procedure when using Re-Importing 

Complete your initial import of the timetable for the school year to a rota (let's call it Rota 1).  You may carry this out at any time after you have built your substantive timetable (typically between June and the start of the school year in September).  

Before the start of term you may wish to make some changes, or add some finishing touches.  When you re-import, you would probably select to overwrite the existing Rota 1.  If you have made substantial changes in TimeTabler you may choose to recreate Rota 1 entirely - you can do this either by creating a new rota or by checking the 'Recreate Period Structures' box on screen one of the import routine.  

Once term has started you may wish to make some more minor alterations in TimeTabler and transfer these changes to Integris.  In this case you would choose the Rota 1 during the import process in order to update it.  This process may be repeated many times, but we recommend that you plan these re-imports, so that you can let other Integris users know when the Timetable will be updated.

If, towards the end of the Autumn term, you become aware of key staff changes, or rooms that will be out of action, we suggest that you make these changes in TimeTabler and then import the timetable as a new rota (Rota 2) into Integris.  You will now have two rotas in Integris.  At the start of the Spring Term all that will then be required will be for you to select Rota 2 as the Master Timetable  (in the Integris Master Timetable window).

Rooms in TimeTabler Only





L45


There is 1 room in TimeTabler only








Rooms in Integris only





L44 


There is 1 room in Integris only
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