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Timetabling Philosophy

e Student driven - subject choices should be as wide as possible.

e Staff input - staff should be able to express their wishes to the
timetablers through their HOD's.

¢ Involvement - Should involve at least 3 people in its production,
preferably one new person each time.

e Scrutiny - Should be open to scrutiny at all times.

e Simplicity - Should be as simple as possible. This allows changes
to be more easily implemented.

The Perfect Timetable

Students get all their options.

Teachers have classes they desire.

All teachers have their correct load.

Teachers have all their classes in their designated room.
Class sizes are balanced and manageable.

Rooms are used efficiently.

The curriculum is delivered.
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There is a mixture of morning and afternoon periods for each class.
Non-contact time is evenly spread for teachers.
Part-timers have their classes blocked.

The timetable is easily understood and easy to modify.

Order of Operations

1 Planning
General Meetings to discuss structure - includes Management, HoD’s, curriculum committee.

1.1
1.2
1.3
1.4
1.5

Departmental Meetings to discuss choices and items raised from 1.1.

Produce a booklet of courses.

Presentation to students and caregivers to discuss options.

Settle on a timetable team.

2 Preparation

2.1
2.2
2.3
2.4
2.5
2.6
2.7

Collect option sheets.
Enter option sheets.

Check options for suitability. Counsel students if required.

Decide number of classes and subjects to cull.
Ask HOD's for their preferred staffing.
Check on requirements of part-timers.

Record other restrictions e.g. rooming, timing etc.

3 Building

3.1

Enter teacher restrictions/requirements

3.2 Enter structural restrictions and consider the order of the option lines through the timetable
cycle. e.g. Monday P1 is A, Monday P2 is B, etc, as well as which lines the juniors will use

3.3

3.4
3.5
3.6
3.7
3.8
3.9

throughout the year. e.g. Term 1, Y9, C& D, Term 2 Y9, I & J, etc.

Decide on acceptable clash humber based on schools size, i.e. the bigger the school the

smaller the clash percentage.
Build option lines.
Test different option combinations for best fit.
Check class sizes and balance.
Confirm teacher classes are ok.
Check critical rooming.
Decide how to handle student clashes.

4 Completion

4.1
4.2
4.3
4.4
4.5
4.6

Decide on option placements during the week.

Insert the ‘extras’ e.g. PED, Music etc.
Complete rooming.

Confirm junior classes.

Do a full room, class clash check.
Publish and be damned !!
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Building a timetable (the detail)

Order of Operations

5 Order of Tasks

e Enter Student subject choices using the Student Editor.

e Print out the subject numbers (via View) and hand to the person who decides on the number of
classes to run.

e These class numbers are then handed to the Department HOD's to decide on their preferred
staffing.

e The staffing is entered into the Teacher Editor.

e The basic timetabling structure is confirmed, e.g. 4 half year options at year 9 along with your
restrictions

e Enter the Maker (option lie creator) program and enter your restrictions via the masking
process and then ‘run’ (build lines).

e If the lines are unsatisfactory then check your masks and rerun. If the lines appear reasonable
then leave the Maker. (There should be NO need to return.)

e Check the Teacher Editor for any problems and if necessary, make corrections.

e Check the Option Editor for class balances and if necessary, make corrections.

e Fine tune using the ‘What If?’ tool (in conjunction with ‘Clash Analysis’) for finding alternative
places for subjects in your lines. ‘Who is free?’ in the Option Editor allows you to balance lines
while also reducing clashes. ‘Who Else?’ is excellent for class balancing.

e When you are satisfied with the lines PIN all student subjects, save your results and from the
TAS Main Menu, choose ‘Transfer’ to send your data over to the Timetable Editor.

An Option Structure example

This example for a 5 day 5 period timetable. The 25 periods are filled with 6 options of 4 periods each,
with 1 spare period.

1(A) 2 (B) 3 (C) 4 (D) 5 (E) 6 (F) 9 (I) 10 (J3)
option | option option | option
Year 9 " L core core core core I 2
half half half half
year year year year
Year 10 core core option | option core core
Years . . . . . .
11,12,13.. option | option | option | option | option | option

All options are assumed to be 4 periods initially. Junior options are often however, only 3 periods.

This means that one period needs to be filled out with something like PE, or a period of core where a
core teacher has a free space in this line, or could be set aside for school assembly.
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Timetable Screens and Notes

1 Starting TAS
Step 1: Student Selection

Year Levels - Choose which levels from year 7 to 15 you wish to work with. These levels may refer to
the student’s year level this year or next year. It is recommended you choose all levels and then filter
later in the student editor which level(s) you may require.

Returning Probability — You can also filter out students who have less than a specified returning
probability. The default is to ignore the returning probability. It is suggested that you only enter
subjects for students who have a greater than 50% chance of returning.

Load a Subject Set [®]

Subject attached to .
- ear e Active
Step 2: Load a subject Set Col Set Option Lines
006 1 o Create a Mew
emo data 2008 Falze O i
2005 2 2006 Final Set Tue | [ =iy ez
This lists the subject set number 1, 2, 2007 1 Dema data 2007 Tue | [
3... for each year level, and the option ggg; g 220? F'”;ég;t FTfIUE g Duplicate the
i i s b selected set
lines that they are attached to_ln Student 0081 Do data 2005 Fare | [
Manager. Each set of subjects may EE : 3002 Firal Set Te |
contain up to 25 subjects. These are 2008 3 Kurunui False Alter the default
stored in columns in the SM database. ] o 2ULS Fle Sich Falss | [ set
2008 5 exam 2008 b Falze O
) 2008 B Blank. Lines 2008 Falze O Bename the
There are buttons available to 2008 7 | MewBlank Lines 2008 v2 | Fake | [ attached Optian
2003 1 Blank Linez 2009 False O Lines
= Create a new empty set
= Duplicate the selected set
= Alter the default set
- Rename the attached Option zubject set containg 25 columng, You may have
H up to 40 zets for each vear. Thiz means a student ﬁ w
Lines could have up ta 1000 subjects per year. Each
subject set can be attached to a set of option lines. Back Mext

Step 3: Option Line Selection

Subject Set 7

Each subject set outlined in step 2 may have an associated 2008 Final Set

set of option lines in SM. The various option lines that exist
are stored in the Option_bases table within CM.MDB. The “load the 2008 Einal Set lines from
data for each option line is stored in the Option_Lines table |:

in CM.MDB. When you create a new subject set, initially
there will be no option lines associated with it. Load another set of lines from

Student Manager.

Student Manager.

You have 4 choices:

. i Load a set of lines held in TAS.
1. Load the lines from Student Manager associated

with the subject set chosen in step 2

Create an empty set.
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This is the option most commonly chosen.

2. Load another set of lines from Student Manager

This may be chosen when you are perhaps creating some new lines based on a set of lines

you have created previously

3. Load a set of lines held in TAS

When you are building a new timetable you may wish to try several different lines before
finally settling on a final set to use in Student Manager. These trial lines can be saved in
TAS. When you have finally settled on a line structure you like you can then save these to
Student Manager as the lines you wish to associate with your currently loaded subject set.

4. Load an empty set

If you wish to start building lines ‘from scratch’ you can choose this option. Also if you are
building an exam timetable you would choose this option as it removes all teachers from

the process and sets by default the number of exams for each subject to one.

Load the current Student Manager setup

This will choose all students except those with a status of leaver or deleted. It will choose the current

default subject set in Student Manager as well as its associated option lines.

Load the most recent startup options for this terminal

This will choose all students except those with a status of Leaver or Deleted. It will also choose the
subject set that was last chosen and whichever lines were last used. These lines could be from Student

Manager or a set saved in TAS.

2 Student Editor

= Timetable Assistant (SM - version 08/09/2008 14:55) - Student Editor

Flle Edit Utlites View GSelect Help
lE(w e als|p ™S EH el = x
Find |Allocate| Swap | Move | Select | Reset | Pin Tag | Notes | Print | Save [Contact| TT Close
Albert, Erin Margaret . .
% [fuser  [scous [hern.bomm] bt | Mgt | ol
3 3 SAN DUW 1 f:l:’i:c??ifsm DOption Show File = a
~V- @ oo Female Editor Names | first Blank subject

" 2009 Full time:

23500888 A 1 B 2 c El D 4 E 5 F & ~
Rardvark, Tzu-Hsan 12ENG NS ! 12PHY MS ! 1ZART HZ ! 12CHE ME ! 13MAS HL ! 12CLS HN !
Aberhars, Hina 12RCC  TD ! 1ZMRT GB ! 12ENG ST ! 12PHC BR ! 1ZBIO EBE | 12FRE DJ I
Adams, Jzimee 11ENG EG ! 11HIS HM ! 11MAT TR ! 11GER IM ! 11GEC TS [11SCI MS |
Adams, FKelly Marita 13ARH ME I 13PED GS ! 13ENG NN ! 13ART DA ! 13PHO BR | 138TY ZZZ |
Adams, Tracey-Lee Cath 11ENG EG ! 11TIM GE ! 11MAT TR ! 11s5CI SK ! 11RRT WH !

Agmen, Lara Margaret 1ZMAF FL ! 12DTT CW ! 12ENF ST ! 12FLS MR | 1ZART 2B
Agyeman, Sarzh Anne 9TEC MA I 9CED ca 1
Rihunu, Sarsh Louise 11sCI TR ! 11MAT HL | 11MRP SI ! 11ENG HU I 11ECO ED | 11MRO TY !
Riken, Paula Jane 11ENG EG ! 11ART HZ ! 11IMAT TR ! 11GRA WE ! 11sCI DE !
Albers, Erin Margaret STIC Y I 57 o7 | MR 1
Alexander, Luarna-Jayn 10TIM GE !
Allen, Abigail 138TY ZZZ 1 13CLS HN | 13HIS BF | 13ART DA I 132RT HZI | 13ENG Ns !
2llen, Candice Marrie 13MST EM ! 13PED G ! 133TY ZZZ ! 13CHE DK ! 13ENG ST | 13GEQ Js !
Allen, Rachel Jayne L=t BRI 9TEC W1
Allen, Sarzh 9TEC MAR 1 9CED ca !
Alley, Hye Won 10FDT MR I
Amies, Angila SGRA BR ! 3TEC PK !
Amy, Joeline Dawn 11SCT TR ! 11TIM ©E ! 1IMAT TR ! 11ENC HU ! 120ED BE | 11ACC MW !
Anderson. Elizabeth Zn 10TIM GE ! A2
>
Count | 1232 Outof: | 1232 | Selection All Records
Date: | 11/09/2008  Time: | 1:19p.m. User Millie Locess: |3 Teminal | 7

The Student Editor allows you to edit student subjects, year levels, horizontal and vertical forms and
their returning probability. Data is read directly from Student Manager and is saved back there as well.
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3 Teacher Editor

ﬂl Timetable Assistant (SM - version 08/09/2008 14:55) - Teacher Editor

File Edit Utlites View Select Help
#3 Insert Delete @ * ‘ @ [I_El x
Teacher | Teacher | Teacher | Select | Sort Print | Save | Close
,gh?;:che[ Name B ;a: ~ Teacher Editor Main Menu | Student Go to a line
|v Teacher Room i i ) .
[v Teacher Classz Motes T-En‘::tcahb?;s (F‘{ E:;F:;:&r: Srﬂ]:miie first Blank subject
Heme Code |Room |Class |[1(&) 2 (B) 3(C) 4 (D) 5(E &(F) 75 b
I e 1= 1372 1072
ALLEN AL 7 SAL 11GEQ 11GED
AN AN 25 SRMR SRMR 11ENG 13ENC
BARUMFIELD CHRIS BR 3z 10BR 11MAT 1ZMRP 13MRC
BEEF BF 25 11ENG 13HIS 13HIS
BLAFER-HUNT BH g 10EY SGER SJRD 10JAP 11JRP 10GER
BLRES BE 35 SBE 1ZMRE 1Z0ED 13MRS
EREIGHAN BR  FZ SERR 1ZDHO 13DHO 13DHO 10RR0
CLOUGH CL 51 1ZPHY 13PHY
CROSS CR CR1 S0ED S0ED
COWLES cW HZ 13TCU 1ZDTT 11FLS 1ZTCU
DOLEJS DJ 12 SFRX 10FRE 13FRE 1Z2FRE 10FRE
DRAFE DE 51 115CI 1ZCHE 13CHE 115CI
DRVIES VIV ow LR 11ECO 13ECO 11TIM 1ZECO
D'ARCY SHELLEY DY 24 1ZPED
EG EE 1 10EG 11ENG 13ENG 1ZENG
GIBLIN GB 3z 11EMS 1ZMRT 13BMR 11MEM
GORDON GD 3l 11MRD 1ZMRT
GREENSLADE GE cz 11TIM 10TIM 1Z2TIM 101’IM> ¥
Count | 250 Outof | 250 Row | 1 | Selection Al Records
Date: | 11/09/2008 Time: | 1:23 pm. User Millie: Access: |3 Teminal |7 TTH 91

The Teacher Editor allows you to enter data into your Option Lines. In fact it as an alternative way of
viewing and editing the data you see in the Option Editor.

The data is in two parts.

Teacher Details

The 4 columns on the left contain the teacher details. Each teacher must have a nhame and a unique
code. It is advisable that you enter a room for each teacher. This is the room in which they teach most
of their classes. When your data is finally transferred into the Timetable Editor this is the data that
appears at the top of each teacher’s timetable. If you forget to enter a room then when the transfer
occurs, the teacher’s room defaults to be the same as the teacher’s code.

Show

Iv Teacher Hame
¥ Teacher Foom
W Teachker Clazs

It is useful once this data is entered to hide some of the detail columns in order to expose as many
subject columns as possible as this is where most of the work is done. To hide the columns simply
uncheck the SHOW boxes.
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Subject Details

This contains 25 columns. These columns correspond to the option lines you see in the Option editor.
When the cursor is placed on a subject it is highlighted in blue. Any equivalent classes are highlighted

in yellow.

Hame
Az
ATLEN
AN

BAUMFIELD CHRIS

Code
13

B EER

]

Room Class

SAL

10BR

Z(B) 3(C)
13JRE

11GEQ

SEMER 11ENE

*B 11MRT

| [EEl

In the Option Editor it is possible to place a teacher more than once in the same option column. This
implies the teacher is taking more than one class at the same time. Because it is not possible to show
2 entries in the same cell in the Teacher Editor a yellow and red coding system is used to indicate this
situation. If for instance teacher BA has 11MAT in line 2 and 12MAT inline 2, then one of these (eg.
11MAT) will show correctly in line 2(B) with a red square to its right indicating a 'clash’ in this line and
the other subject will be placed in the first space column available with a yellow square to its right
containing the option letter (B) indicating in fact the line that it is actually placed in.

(RULE: the red square indicates the clashing line and the yellow square indicates the clashing subject)

4 Option Editor

7= Timetable Assistant (SM - version 08/09/2008 14:55) - Option Lines

File Sort Edit View Utlites Teacher Help
Find [l_;_'l @ Delete ‘ﬁ ¥ * %: % x
Subject| Save | Move |Subject| Reset | Pin Sort | Test | Print | Close
apton - [No clashes found Option Lines o to a fine
M Wgﬂtcgﬂlﬁg ?70[ Y [ first Blank subject

Hlde

Teacher >30 (et Gz SIt;‘ll:l‘:ill‘?:lr:t ‘
Timetables
Yearl “Year2 Yeard Yeard Yearb YearB ear 7 Teacher ‘ Show File
Ng[es Year @ “Yeard Year 10 Year12 Year13 Year 14 Year15 Editor Hames
1 244 B 3 258 C 3 31 D 4 242 E 5 24 F G 7 10 H Ll

1 |[11GECQ (AL 26|11GEC AL T 11ENG |AN 27|11FLE |CW 22 11JRF BH 24 115CT 115T1z| ST 4| 11MU0
2 |11MAT |BR 23(115CI |DE SODV 28| 11ENG |HU 29 |11TIM |DW 28| 11M2M 115T1 |BD 4| 11¥00T
3 |[11ENG |BF 28| 11MAD |GD 18| 11HIS |HM 24| 11GER |IM 20|11GER |IM 17| 11MAT 11MUC |ZZZ z
4 |11ENG |(EG 28|11TIM |GE 30| 11ENG |HY 28(11SCH |MI 28|115CT |ME 30| 11ENG |[HM 5 11NMSN |(ZZZ
5 |[11EM5 |GB 28| 11MAT |HL 28| 11FL5S |MP 26|115CI (M5 31|11ENG (W5 28 |11FRE |(HO
& |[11ENZ |MG 15| 11HIS |HM 20| 11MU0 |MR 1|11sCI |SE 30|11ECC (FD 25| 11aCC (MM
7 |11ART |ER 28|11ENG |HU 28|11EED |RD 24| 11GRR |WE Z0/115CR |BEM 17|115CI
8 |1i1MAT |SI 30(11ENM HY Z2&|11MRE |S5T 1%3(110TT |WH Z27|11GEC TS 26| 11TIM |W
3 [115CI |TR 31|112RT |HZ 23| 11MAT |TL 25|112CC |TD 31| 11ART |WH 29| 11M20
10| 11K |ZZZ 11HIS ZB 20|11MAT TR 23|11WTH |ZB 4 11K ZZZ 11N
11 11 | ZZZ 11HHH | ZZZ 11E5L |CT
1z 11HH¥ |ZZZ
13
14
15
1l& w
< >
Date: | 11/09/2008  Time: | 1:24 p. User: Millie Accesz: | 3 Terminal: TTH# 91

Introduction

The Option Editor allows you to enter data into your Option Lines. In fact it as an alternative way of

viewing and editing the data you see in the Teacher Editor.
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The current subject is highlighted in blue and equivalent classes are highlighted in yellow. If the
current teacher is also visible elsewhere on the screen they will be highlighted in [Jal%

The data is arranged in year levels and then in columns showing the subject, teacher and class size (in
grey - may not always be visible).

The subjects may be sorted by subject, teacher or class size using the sort menu.

You can also test your data for clashes ie. a teacher appears twice in the same line. Some clashes may
be ok, eg. where a teacher has a multilevel class.

It is not possible to enter a subject from one year level into another year level, eqg. if you try and enter
9FRE in the year 10 lines a message will say this can't be done. Remember if you use a code that the
program cannot recognise the year level for, it will default it to year 15. See the 'Set Subject Levels'
utility available via the Main Menu.

Option Numbers

You can see class sizes by clicking the Check/Show option numbers button on the left hand side of the
screen. Classes which exceed the 'Desired Maximum Class Size' are indicated in red. This desired
maximum can only be set for each year level, not each subject. To set this figure click on the red
indicator (>30 in the picture).

Whenever you change your option lines the program needs to reallocate the students to them in order
to get accurate class sizes. Therefore if you click the CHECK option numbers button you will be asked
‘do you wish to reallocate’. As long as you are NOT working on your current data you can do this quite
safely.

If you are working on current data, please make sure your students are pinned.
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5 The Maker

Introduction

7= Timetable Assistant (SM - version 08/09/2008 14:55) - Make Option Lines

File Edit Show Help
’ 0 T 0 Copied Mazk
R 2~ | % & £ = ‘ - ‘ > 104R0
Copy Mask | Paste Mask | Build Lines | Load SIF | Save SIF | Teachers |Resetlines Print MNotes Close
Cicktoge Il 1 2 3 4 5 5 ?‘ Subject Masks puid | Efteless | Match | sy
to Year & 910111213 14 15 | DEMDALL Lines | o s | toochere | THIES
Ct |Subject |Total|Size |Teac|Lin (Cls |(|A|B(C|D|E|F|G|H I J|E L MN OB QRS T UV W I Y Comment Pt
20 |10RARO 70 z4 3 z 3 NN .| .[NHHNNY . .M HYNHTHNNTNNE NN
Z1 |1DECO 57 2 z z oA A R v A B AR AN AR AR R AR AR AR AR AR AR AR iR TR i ]
22 |10FDT 3z ml 1 1 oA A R v A B AR AN AR AR R AR AR AR AR AR AR AR iR TR i ]
23 |10FEE 45 23 2 z Z NN .| .[HNHHNNY . .NNHYNHTHNNTNNE NN
24 |10GER 4a 23 2 z Z NN .| .[HNHHNNY . .NNHYNHTHNNTNNE NN
25 |10GRA 3z 16 z z z oA A R v A B AR AN AR AR R AR AR AR AR AR AR AR iR TR i ]
Z& |1l0HIG 45 z3 z z z oA A R v A B AR AN AR AR R AR AR AR AR AR AR AR iR TR i ]
27 |l1oJ2F zZ3 1z 2 z Z NN .| .[HNHHNNY . .NNHYNHTHNNTNNE NN
28 |loMRO i 17 1 1 1 NN .| .[HNHHNNY . .NNHYNHTHNNTNNE NN
29 |1o0MPA z4 z4 1 1 1 oA A R v A B AR AN AR AR R AR AR AR AR AR AR AR iR TR i ]
30 |1loMUC 11 11 1 1 1 oA A R v A B AR AN AR AR R AR AR AR AR AR AR AR iR TR i ]
31 |(1O0TDT 2z 2z 1 1 1 NN .| .[HNHHNNY . .NNHYNHTHNNTNNE NN
32 |10TIM 8a 3 z 3 NN .| .[HNHHNNY . .NNHYNHTHNNTNNE NN
33 |11acc &3 mz z z |- --]-]- N N W MW N NN NN N NE T H NN NN
34 |112RT 28 zs 3 3 3 |-l --]-]- N N W MW N NN NN N NE T H NN NN
35 |(11DTT 27 27 1 1 1 [|-|-]|-|--]- NN N HNNNNNNNNNHNNYNHENTNH
36 |(1l1ECO =l Zg 2 Z 2 |l--]-1-1-]- H|NNHNNNNNNNNNNNNNNNN
37 |11EMS za 14 1 z z |- --]-]- M M| W MW N N[0 N NN N 0T NH N NN 1 teacher(s) needed.
38 |11ENE 215 28 8 3 8 ||-|-]-1-1-]- NN NNNNNNNNNNNNNNNNN
39 |[11ENM Za Zg 1 1 1 ol f-l-1- HINNNNNNNNHNNNHYNHNTNNR ¥
Diate: 11/0942008  Time: | 955 pm. | User Idillie Accerz 3 Teminal |7 Timetable: | 51

This area (known as 'the Maker') combines together student subject choices form the Student Editor
with teacher information from the Teacher Editor to produce option lines. These lines may be for a
normal school timetable or an exam timetable.

The Maker allows you to enter structural restrictions, e.g. if you have 6 11MAT classes, do you wish to
run them over 6 lines or 3 lines with 2 classes in each or even 1 line with all 6 classes. These
restrictions are saved in what is known as a 'mask' which can later be recalled and edited.

There is also a check to see that you have allocated the correct number of teachers to match the
number of classes you wish.

Once your lines have been generated you can save them and also check to see the percentage of
students who fit.

For smaller schools (<500) then the MAKER may not give good results. Instead look at using
the powerful '"What If?' tool to assist in building their lines.

The steps in building lines using the maker are:

STEP 1: Select the year levels you wish to consider. It is strongly suggested when making a school
timetable that you choose ALL your year levels. The Maker can then take into account all the
restrictions that exist in your timetable when producing its lines. Making lines level by level is
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acceptable, BUT merging lines together is very difficult because while students generally take subjects
horizontally, i.e. at one year level, teachers don't. If you try working each level individually you are not
using the full power of the software.

STEP 2: Entering Mask Information

After you have selected your year levels, the program then finds all the subjects at these levels by
searching both the Student Editor and the Teacher Editor. These subjects are then listed with the
lowest year levels shown first. This table has 3 parts, the details area (Ct,Subjects,Total .,,,Cls), the
masks (the columns labelled A to Y (or 1 to 25)) and the comment area.

The Details Area

The 'Total' column shows the number of students found taking each subject. If a subject has NO
students but is listed, then the zero will be highlighted in yellow. This indicates that the subject was
found in the Teacher Editor only. Because 'core subjects' are NOT entered by students then they will be
highlighted in this way.

The 'Size' column indicates the size of each class if the program can produce perfectly balanced lines.
Note that there are to be 2 10FRE classes for the 45 students. At best this means a class of 22 and one
of 23. The 'Size' column shows the highest class size. If a class size is greater than the recommended
maximum size (see 'Edit Class Size Warnings') then it will be highlighted in - (at best 11ACC would
have 2 classes, one of 31 and one of 32, both above the maximum setting of 30).

The 'Teac' area indicates the number of teachers that were found in the Teacher Editor for this subject.
These teachers can be viewed by either pressing the 'Teachers' button or right clicking the mask
alongside the subject concerned. When viewing the teachers you have an option to add or delete a
teacher should you have entered this data incorrectly in the Teacher Editor prior to entering the Maker.
The number of teachers cannot exceed the number of classes you set in the Cls column. If however it
is less, e.g. you have only allocated 3 teachers for 5 classes then the program will indicate in the
'‘Comment' area that you need 2 more teachers. If you do not add these then the program will create 2
teachers using the dummy teacher code ZZZ. Sometimes you do not allocate teachers to classes. For
example a subject may be taken at another school, or by correspondence.

The 'Lin' column shows the number of lines the subject is to run in. By default the program will try and
maximise this ie. if there are 3 classes it will default to 3 lines if it can. If however you wish to over-
ride this to say run all your classes for a given subject at the same time, enter a 1 in this column.
Schools sometimes do this to 'stream' classes or they wish to 'team teach' them. Some schools go
somewhere in between eg. they may decide they wish to run 7 11MAT classes in 3 lines.

The 'Cls' column shows the number of classes you wish to run for each subject. It defaults to the
number of teachers found. It can never be less than the number of teachers found but may exceed the
number of teachers. If you make the number of classes less than the number of lines you have
specified in the Lin Column then the number of lines is automatically reduced.
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The SIF Mask

This is where you indicate the lines where a subject can be placed. There are 3 possible entries in a
mask.

'N'  (No) This indicates that a subject may NOT appear in this line
'Y' (Yes) This indicates a subject MUST run in the line indicated
"." (Maybe) This indicates a subject MAY run in the line indicated.

It is recommended that you maximise the number of dots (‘Maybe's') in order to give the software the
maximum amount of choice when placing subjects.

If the number of lines you make available (using dots or Y's) is less than the number of lines indicated
in the Line column then the number of lines is automatically adjusted down to match.

Generally in New Zealand schools most senior students take 6 subjects. These can appear in any order
in 6 lines. Hence a senior mask (years 11, 12 and 13) is normally shown as 6 dots in lines 1 to 6.

In the example shown year 10 students take 4 options - 2 in the first half of the year and 2 in the
second half of the year. It has been decided to line the year 10 lines up with senior lines C and D (or 3
and 4). The second half year courses have been masked out into lines 9 and 10 (any 2 lines outside
the first 6 would do). The compulsory subjects, eg.10ENG and 10MAT will occur when the year 10
options do NOT occur; hence the options have dots in lines 1 to 6 when the core have N's and vice
versa.

It is recommended that subjects which are not staffed (eg. you may have a year 13 Horticulture course
which a student does by correspondence) is shown occurring (following the example above) with 6 dots
and 6 lines and 6 classes. The comments field will show that 6 teachers are needed. This is not a
problem as the dummy teacher will be used. 6 lines are indicated rather than 1 as this is much less
restrictive and the student can do this course at any time.

Edit Class Size Warnings

This allows you to indicate the desired class sizes at each year level. Classes exceeding this will show
in [f=e] in the 'Size' column of the mask.

6 sim p Ie ' Wh a t If? ’ el Timetable Assistant (SM - version 08/09/2008 14:55)

Eile

Tag those students who
% > |Balancing 12ENG-EG (line 4) you wish to move into the
'What If?' is a powerful utility that | et cos class selected.
shows the effect of moving a .
) . . X Classes and sizes
subject (or subjects) into different T
option lines. It produces a table ‘Hﬁ
ShOWing the number of clashes Teacher| Mo of Pupils Line | Balance Test 12ENG
when the subjects are placed in MG 2 1) I =
5T 27 2(B) -1 O Awerage class size is 26 students.
. - . | o
each line displayed. The entries NN 28 30y = o
H ER 24 ETin} 2 Select the class you wish to
with the srr_lallest numbers are =3 > 5((5 E = e e G
the most desirable. normally the smallest class

Back

Students who can only move if they
are unpinned will be indicated.

Step 1

Choose the subject to test. =

Date: | 11/09/2008  Time: | 1:43 p.m. User, tdillie Access: |3 Temminal |70 TTH |91
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Step 2
Subject occurs only once in the option lines
You will be asked if you wish to cross reference your subject with another. This allows you to test 2
subjects simultaneously. It is recommended that only experienced users choose this option.

13ENG
Subject appears more than once in v
g g g : ou may select
the option lines Entry| Teacher| Mo of Pupils Line Test no more than 2
12 Egj ;; gEg g entries to test at
. . time.
In this case you can choose 1 or 2 entries 5 17 4(0) 0 Ay ane fime
(classes) to test simultaneously. 4 =T oE 5(E) 0
5 NS 19 GiF) O

Step 3
You also need to choose the EESF e A EErTaT a7
lines you wish to test. In most 5.

New Zealand schools this
would be from lines 1 to 6. % ﬁ“ X

Print Students Close

This table shows the number of CLASHES. The
best postion is the one with the smallest clash .
riumber and where the teachers are available [ok), 3 better position

cument postion

Step 4 " Tsetizie’;is_ 1:,?‘:?, 10ENE | 12ENE | 12END ok | sEN2 ok
Select the new position you AEETE ) - i
wish by consulting the table EG(A) A L | B 2 € 31D 4 E 8 F 8
and clicking on the new ok a2 1 5 5 5 3 3 5
position. The current situation 10ENE B 2 5 B B s 2 B
is highlighted in blue. If there TLEE - N 2 ® : * ®
. . . . 1ZENE o 4 3 3 3 3 3 3
is a better position it will be e - 2 . . 2 . .
hlghllghted in red. ok F & [ a o a 4 o

. . SHIFT 13ENG SHIFT 13ENG Keep the
The best position is that gz 4omiine1tm ST framline 4o |4— old
which has the smallest Position
clash number AND the
teacher or teachers are Dater | 11/09/2008  Time: 1:30pm. User Millie: Access: |3 Teminal |7 TTH#: 91
both OK (available) to take
the class.

In the example table the smallest number is 3 which occurs in several squares. There are only 2 places
however where the number 3 occurs and BOTH teachers are OK - the current position ST in 4 and EG
in 1 OR ST in 4 and EG in 6. There are two other feasible positions with 5 clashes (ST in 6 and EG in 1)
and 8 clashes (ST in 6 and EG in 6).

Finally click the 'Keep the Old Position' or 'Accept New Position' (if you have made a change). You can
also print this table. In the example above the old position is as good as any.

7 Who Else?

This is a class balancing utility. The idea is to find who else can move into (generally) the smallest
class when you have more than one class in a subject. 'Who Else?' will automatically find all students
who can move into the class selected while still fitting into classes for all their other subjects.

Step 1
Choose the subject to test eg.12ENG

Step 2
The 12ENG classes will then be listed in a table. The smallest class is ticked by default as the one you
wish to find students to move into. In the example 12ENG with teacher EG in line D has 24 students.
The table is indicating that when perfectly balanced all classes would have exactly 26 students. This
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means the class selected needs 2 students whereas the class in entry 3 needs to lose 2 (see the
'balance' column).

Step 3
This will then list all
students who can move,

ﬂl Timetable Assistant (SM - version 08/09/2008 14:55)

File
and the ||ne that they : Tag those students who
. a ?"3 i - i izh t into th
will come out for 12ENG % Spmh e |Balancing 12ENG-EG (line 4) Yo ass solected.
in order to move into Student's tested 110 [Max students required FROM ¢~ Dinrelsubiectyou Line | Current |Ct |After ct W’ﬁ/_..’
. Thase whi 5 12ENG-ST fline 2) are balancing _ . 2 , 2
ne 4. To help you |Iwmecnme soTHERTRST BEET o e
. . = .. . 2 sUD|jec
decide which specific S”Q'”‘T class size gj & gg;g;:ge;i;h:emngs c-3 |1lzacc MW 11 12ACC MN 11 |being Felesd
ew clazs size tax students STILL r_equired . D-4 12BIO DE Z& 12ENG EG 5 .
students are best to volido studrte whe | FOR 12ENG-EG (ine 4 Review Option s luevcn 15 1mosE 29 Sbistsow
move, as you scroll v Eﬂlnotimpm\’eme 2z HEmbers F-¢ |12CHE DE 25 12CHE DE 25 recomm?anded
: alance. c-7 class size.
through them you will meen | hwer | e |B -
see a table for the iase e 1-s
H 18|2(B) |ST Ho Arnot, Fiona J-10
Current student ShOWIng 13(2(B) |ST Ho Borrie, Helen ] E-11
their before and after z0/z(8) [ST |We Duff, Kate O L-12
H H 21/ 2(B) 8T No Fisher, Tess=z D M-13
ptOSétIOIQ. While Sonle 2z|2(B) |ST Ho Hurst, Luhiz ] N-14
stuaents may move to 23z [sT [No Fepple, Chilipps O o-15
assist your balance in | 220Ch 0 . g o
one SUbjeCt they may z6/2(B) |5T |Mo Rackley, Eathryn O B-1g
equa”y Cause an ET E-EBJ 5T No iJ%rcrf:e, 2lyshe ] 5-13
. ) 282 (B) |ST No Williams, Charlette O T-20 Y.
imbalance in another. 23(3(C) [N [No  |averharc, Nina ] vzl
z0/2(0) MM |Wo Zndrews, Chelsea [} v-zz Cancel
31 3(C) NN No Blzkemore, Sophie D W-23
At the top of the screen | s2[zic) mt |wo  |cheung, zsme ] x-24
. 33| 3(C) |HW No Fleming, Michzel O ¥-25 Switch
you are also reminded | Z2-- - - = —
hOW many Students you Date: | 11/09/2008  Time: | 1:53 p.m. User Millie Accesz. |3 Teminal |7 TTH# |91

need to move from each line in order to achieve a perfect balance.

Pinning
Some students may only be moved if some of their subjects are unpinned. You will be prompted if this
is the case. You have an option to pin the students after you have moved them. You can just pin the
subject you are balancing or all the subjects of the students concerned. Pinning is a good idea to avoid
upsetting your balances later while adjusting other subjects.
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8 Who can go in or out of a line?

Who Can Move

Teacher | Subject | Count

GE T1TIM et
TR 115CI 28
TR 115CI 27
WK 115CI 24
WWH T1ART et
EG T1ENG 28
HU T1ENG e
AN T1ENG 25
HU T1ENG 25
TR T1MAT 26
RO 11PED 25
HU 11FRE 15
Ws 11TIM 27
GB T1KAR 28
HZ T1ART 28

Line

en | —= | en | Rafen | chEn | ER | e |t | = En | e | =

If#

Who can move INTO Line b
VWhat

Move to

I o o

&9 .
Frint | Cancel

Select the Class
ou wish to MOVE.

The numbers in the
What IF?* column
indicate the
INCREASE in clashes
if you move the
subject indicated. A
negative number
indicates an
IMPROYEMEHNT in
the overall clash
count.

Click on the column
headings to zort.

'ou may tick anly
OME subject at a time
ta mave.

Ed

This is very useful when in the Option Editor to see who can move into a line that may be short of
subjects. If you right click in say line 6 at year 11 and chose ‘Who can move into 6’ you will get a table
similar to that illustrated. The subjects that can move from other lines are listed and the ‘What If?’
column illustrates the effect on the clash count of moving them - The smaller the number the better. A
negative ‘What If?’ number would mean that your overall clash count would reduce by the number
indicated. The best alternatives are listed at the top.
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9 Timetable Editor — Individual Timetables

7= the Timetable Editor (SM - version 08/09/2008 14:55)

File Edit Spreadsheet Teacher Student Room Class Year Optionlines Configuration Utiities Help
=
M Find P H Insert J x
Sprdsheet Teacher Teacher Print Save Replace Reset Close
b B | & 4 S B L™
Cut Copy Paste Wipe Refresh |Summary| Lines Rooms Motes
Teacher BAUMFIZLD CHRIS Code B2 il | teacher 5 of 79
Class 10B2 Room A4 b
Monday Toes Wednesday |Thurs Fri
1 B c 12MBE | 10BA |MAT n 11MAT |F 13MaAC
5 1 ca E E] room 9 of 50
2 & 11MAT |10BZ |MAT F 13MAC SMN | MAT 8
] ca 3 zs o
3 |10BA |MAT c 1ZMRP |R 11MAT
c4 LB g paday Thurs Fri
4 |F 13MAC |2 11MAT 10BA |MAT c 12MAD Bl 11MAT B2 L3MRC BR
El 5 C4 LR 2 £
[ BR 12ZHIS Bd
5 |C 1IMAD |SMN |MAT 1y 11MAT |F 13MAC o
L2 s 2 2 Bd 11MAT TR 11MAT BA
{3 c N
GF 12ESL HY 11MRET IR
D c
i e ==t =i 13MRC BR SMER GF
c 1M a F =S
[
v
Date: | 11/09/2008 Time: | 206 p.m.  User Millie Accesz |3 Teminal |70 TTH |91 Description: CORE Year| 9

You can display Student, Teacher, Room, Class and Year timetables. You can only edit Teacher
Timetables however. The other timetables are generated from the teacher information.

Student Timetables

These display the classes a student takes during the week. It also shows the student's photo. You can
also change the current subject set, show the student's subjects and also display their caregiver
contact details.

Teacher Timetables

The Individual Teacher Editor is the most common way to enter timetable data. Data is entered in the
3 parts that make up each cell. Data can then be copied and pasted into other cells in the current
timetable or into any other displayed teacher timetable.

Whenever you click on a cell it is highlighted in blue, and all equivalent cells are highlighted in yellow.
Pink cells indicate an option which does not exist in your current option lines.
Timetable problems are indicated in red in the bottom right hand corner.

You can have more than one teacher timetable open at a time. This can be done by typing Ctrl-T or
clicking the teacher menu and choosing 'Show a teacher Timetable". If you click the 'Find Teacher'
button this normally replaces the current teacher with the new teacher you select. If however you click
the check box ("Open a new timetable") at the bottom right corner of the 'Find' screen, this will also
open an extra timetable.
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Details Area

The 4 fields displayed in the details area can be edited unless the entry is a subsequent teacher. A
teacher must have data in the 'Name' and 'Code' field. The code field must be unique. If the 'Room’
field happens to be the same as the 'Code' field (e.g. both are BA) , then when you fill in the correct
room for the teacher any instances of the teacher code in the timetable will also be converted to the
correct room. This can happen when you transfer data from TAS and forget to predefine the teacher’s
room in the TAS Teacher Editor.

Room Timetables

These display the classes taking place in each room for each period. Faults in room timetables (such as
room clashes) are indicated by a start in the bottom right hand corner. If you click on a faulty period
then the description of the fault will appear in red at the top right of the timetable. These can be fixed
by loading the appropriate teacher timetables.

Class Timetables

Class timetables show the classes taken by the selected form grouping during the week. They display
faults in a similar way to the Room Timetables.

Year Timetables
Year Timetables display the option letters for each period for the selected year level.

10 The Spreadsheet

71 the Timetable Editor (SM - version 08/09/2008 14:55) - the Spreadsheet

File Edit Teacher Room Class OptionLines Configuration Utlites Help
ﬂ - | G| ™| =

\k @ Insert Dalata E Nj n M ?:
Individual | Rooms |Teachers | Teacher | Teacher | Select | Replace | Reset Save Print Motes | Summary | Close
Teachers ﬂ Days ’ Equivalent Cell Advant}Ed Problems 0 |
= [ e S < | = b [ CollFind | ) e [pr] _

Teacher Go To F3-Repeat Help | Owenwrite
Teacher Details Monday Monday Monday Monday Mondasy Monday A
Timetzable 31 pd 1 pd z rd 3 Pd 4 rd 5 rd &

ANEUS .1 ] 10JAP " SHRADMIN

LE 23

LINSWORTH 2H | | | SBU | 55T | |

L3

ALLEN MARE AL A 11GEQ SBN |S5T SBH | 55T

133L & 5 |& 5 | |

LLLISON LN o 13ENC SAN |ENG c 11ENG

SEW L1 1R L1l 14

BAUMFIZLD CHRIS B2 BN |MAT a 11MAT |1GE@, MAT |F 13MRC |c 12MAR |

10B2 24 25 |9 ||::4 |9 |LR |

BAUMFIELD JOHN Bd | | | | |

BAUMFIZLD JEN BF z 13HIS |2 11ENE |1-31:-. SST |9HLT S5T ||: 13HIS |

23 23 | 5 | 23 | 23 | 23 | 3

< >
Selection Ct: | 79 Outof: | 79 | Selection: | Al Records
Date: | 11/09/2008  Time: | 07 p.m. User Fillie Access 3 Teminak |7 TTH: |91 Description: CORE Year | 9

This is an alternative way of viewing student timetables.
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On the left of the spreadsheet you enter the details for each teacher. There are 4 boxes.

On the top line enter the teacher’'s name (up to 15 characters). You then enter the teacher’s code. This
must be a unique 2 or 3 letter code. On the second line you have 13 characters available in which you
can enter the class the teacher is responsible for, or you may enter a note, eg. Yr 10 Dean. The last
cell is shows the room that the teacher is responsible for.

The remaining cells show the teachers timetable for each period in the week.

Some Extras

How do I build an Exam Timetable?

Example: Let us assume you are running exams all week for years 11 and 13
Make sure you have the latest version of TTSM (check the MUSAC website www.musac.co.nz).

Enter TTSM and choose Timetable Assistant

Choose 1) Step through...

Select the Year Levels you wish - click Next

SUBJECT SET SELECTION: If this is the first time you are setting up your exams then highlight
the default set then (VERY IMPORTANT) click “Duplicate the selected set”

A WNRE

At the yellow screen in the Option Lines box choose the 2nd option 'Attach to a new BLANK set of
Option Lines'

Give your set a name eg. Exams 2009
Click OK - this could take a bit of time to set up, so be patient
Choose the new set you have created - NOT THE DEFAULT SET (in red) by mistake.

5. LOAD OPTION LINES: Choose the top button Load ...... from Student Manager

6. Enter the Student Editor and unpin all subjects if they are pinned at present using the Pin
button. (If the grey line to the right of student’s subjects has an exclamation mark then their
subjects are pinned.)

7. Choose Utility - delete subjects, to remove any subjects that you do not wish to examine.

8. If there are subjects you wish to keep apart e.g. 11ENG, 12ENG and 13ENG then you can also
use the Teacher Editor to create a teacher called e.g. MATHS code MT and give them these
subjects. This will ensure 'the MAKER' places these in different lines. It is suggested you try
generating lines without doing this first as it may not be necessary.

9. At the MAIN MENU go to MAKE OPTION LINES ('the MAKER")

10. Choose the numbers corresponding to years 11 and 13 (probably 5 and 7) and press ENTER

11. Choose Make Option Lines.

12.Consider lines 1 to 10 to coincide with your 10 half-days from Monday morning to Friday
afternoon. In the mask each exam subject should have a dot in lines 1 to 10 and they must
have one class indicated (i.e. the exam runs once).

If you find you have some non-exam subjects listed (they may have been missed in step 7 above), in
order that they don't cause problems let them have the same mask but let them run 10 classes in 10
lines. This will place them in every line and hence they will be no constraint. You can then simply
ignore them.

13. Choose BUILD to then generate your timetable (ie. exam lines) and indicate which students
won't fit.
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14. Use the normal tools (eg.What If?) and the Editors to tune your timetable lines.
15. EXIT TAS saving any changes.

How do I enter multilevel classes?

Assume teacher SA takes 12FRE and 13FRE at the same time in room 12 in the E line. In the timetable
editor create teacher SA and then for the periods s/he takes this class enter E 12FRE in room E. Now
go to the spreadsheet (if you are not there already) and find teacher SA, click the ‘Insert Teacher’
button and choose ‘subsequent copy’. This effectively creates a second copy (clone) of teacher SA.
Now choose ‘Copy to blank cells only’ in the yellow box at the top right of the screen and then type E
13FRE in room E in the first period it occurs for the clone teacher. After entering the room you should
find that tis entry has been copied to all the other periods line E occurs in. If the copy does not occur
then you can manually enter it in each period. In this case you should also check ‘arrange the
timetable structure’ in configuration to see where you have line E entered.

How do I enter shared classes?

Assume a student has 13STY in line F and it is taken by SM, BY, TK and DL for the 4 periods. Give the
student 13STY with ANY teacher code in their line F in Student Manager (eg 13STY ZZ). For each
teacher, in the period they take this class, enter on their timetable F* 13STY followed by the room.
The '*' (star) indicates they teach ANY student who has 13STY in line F as opposed to ONLY those
students who have 13STY-SM (or 13STY-BY etc).

If there are 2 or more studies occurring in this line, use coding such as 13STYA and 13STYB to indicate
which group the teacher is taking.

Moving data from the server to a laptop and back again?

This is something that timetablers often wish to do so they can work on their timetable at home.

Copying Data to a laptop

1. Make a MUSAC folder on your laptop, eg. C:\MUSAC

2. Copy \TTSM from your server into this folder.

3. Make a \CM folder on your laptop. Copy CM.MDB, SM.MDB and STAFF.MDB from \CM on
your server into this folder.

This will allow you to run all the features in TTSM, but not Student Manager on your laptop.
That should be all you need.

System Files: To run either version of the Timetable Suite you MUST have the latest MUSAC
System 32 files on your laptop. These can be loaded from MUSAC CDs distributed after October
2008 or from the MUSAC website.

The biggest hassle when copying files from a server to a standalone is sorting out all the paths
issues. The following steps should overcome this by creating a matching server MUSAC drive on
your standalone:

1. Open up NOTEPAD and type SUBST M: C:\MUSAC where M: is the name of the drive on
your server containing your MUSAC data. Save this file as MAKEM.BAT to your desktop, (or
to a folder and make a shortcut to it for your desktop).

2.  Run MAKEM.BAT by clicking it and you should now have an M: drive on your laptop. You
will need to do this one step each time you wish to use the files when disconnected
from the network. (There are ways to automate this but this is beyond the scope of these
instructions.)
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At this stage you should be able to run the Timetable Suite. Don't forget the need to run
MAKEM.BAT each time before starting, or the software will indicate it is having PATH problems.

Restoring Data to the server

This process must be done carefully. MUSAC cannot accept responsibility for any problems that may
eventuate from users restoring data incorrectly.

The Timetable

The timetable data is generally stored in the \TTSM\TT folder.

The most important thing is to remember your timetable number. If it is a number from 1 to 9
then the files you are looking for are files ending in .5A<timetable number> eg. timetable 7
files end in .5A7. Timetables numbered from 10 to 99 end in .5<timetable number> eg.
timetable 71 end in .571 These files are generally quite small and can easily fit on a pen drive.

The files for timetable 71 (for example) are:

ACTOPTS.571 - the option structure

CLASSES.571 - the core class names

ROOMS.571 - the rooms

STATS.571 - the number of days and periods

TEACHERS.571 - the main timetable file

TEACHOLD.571 - an automatic backup - this file is not essential.

A Manual Copy of the Timetable

Copy the files indicated to a pen drive and then transfer them to the equivalent folder on
your server.

Using Backup/Restore

In the Timetable Editor, plug in a pen drive, click File > Backup Data > choose your
timetable number > OK. On your server use File > Restore data.

Option Lines
1 On your laptop Enter Timetable Assistant.
2 Make sure you load your correct option lines.
3 Go into the Option Editor on your laptop and choose SAVE - Save as a TAS OPTION FILE.

Choose a sensible name e.g. FINAL LINES 2010. Record the path where you saved these to
or save to a floppy disk/pen drive. The file will be saved as FINAL LINES 2010.0PT into
whatever path you chose.

The Default TAS Option Line path is \TTSM\TAS\OPT folder

Either copy this file into the equivalent path on your server or insert your pen drive

This file can then be loaded on your server when you choose to LOAD OPTION LINES in TAS
(as long as you choose the correct path).

You can then enter the Option Editor on your server and save these directly to Student
Manager as your default lines.

Student Information
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If your student subjects data was originally copied in from your server AND the subjects on your
laptop are still the same, ie. a student still has History, Geography, French etc (even though
they may not be now sorted into classes on your laptop) then you may decide NOT to
restore these. Many timetablers take the safe option of merely restoring the option lines from
their laptop and reallocating the kids when back at school. They can then manually match up
the laptop with the server. The Import/Export process however is a simple and effective
process.

Import/Export process from TAS
In the Student Editor in TAS there is the ability to export student subject.
Process

Export: Go into the Student Editor > Utilities > Export Data. Here choose to export all the
student's subject data to a pen drive (or some other file).

Import: On your server go into TAS loading the appropriate subject set - enter the Student
Editor > Utilities > Import Data. Decide how to cope with students who already have data.
Normally you would choose 'Overwrite' all TAS subjects, but if you are nervous about this there
is a choice to only overwrite if the student has no data on the server or the subjects match
(even though the actual classes, ie. teachers may vary).

Restoring Other Stuff
Timetable Assistant (TAS) (Useful but not essential)
The TAS folder is always \TTSM\TAS
The files in Timetable Assistant are effectively planning files - .ie. a 'means to an end' to
create your timetable. Once the timetable is completed they are not required again. They
are, however, useful when it comes to build the timetable for the following year. With
this in mind you can copy the whole TAS folder between machines quite happily updating
with the newest files. To save time, you can copy the most recent files in \SIF sub

folder (the masks) and \OPT sub folder (practice option lines), and the teacher file
SCHOOL.TCH.

QuickFind (This is rarely required)

The only QuickFind files you may wish to copy are the customised timetable entries. This
would ONLY be required if you have gone to the trouble of also doing all the customising
for your new timetable at home. Most schools do this on site.

Copy TT.MDB in the \TTSM folder.

Page 21 of 22



MUSAC Timetable Suite
Notes (Generally not necessary)

These are not essential and can be in several places depending on the type of note you
may have made.

Check the \TTSM\TT\NOTES folder.
Summary

Please be careful transferring data back to your server. It can be done quite safely but (as
always) please make sure your backup systems are secure. If you are in any doubt, please
contact your MUSAC agent before proceeding.

Checklist - What You Need as a Timetabler

e A dedicated room which can be locked if necessary.

e A filter person to remove unnecessary information/requests before they reach you.
e Fast computer connected to the network with a large/multiple monitor/s.

e A dedicated area in the staff room where you can pin notices about the timetable.
e White board/pin board/to hold notes and ideas?

e Access to a Local Printer.

e Some power to make decisions - rapid access to critical decision makers.

e Time allowance - 2 to 3 hours per week over a year.

e Release time to attend training courses.

e Buddy system with another school.

e A toll line available by your computer.

e Fast Internet access with sufficient network rights.

e An apprentice.

¢ A method to file incoming documentation and requests - as a check list and for your protection
against disputes.

e A senior admin person to share the responsibility with you if problems occur - you don't carry
the can.

e Ability for others to check your work.

e Recognition for your efforts when the timetable is presented.

e Recognition that the timetable is not static and requires ongoing maintenance.
e Demand all requests in writing' - a TT request form would be useful.

e Access to policies which prioritise the constraints and clearly spell out any relevant school
philosophies. These should cover issues like

¢ Criteria for accepting/rejecting classes

¢+ Dealing with under/overloaded teachers

¢ Rooming issues

¢ Staff who are in more than one department

e All constraints are public unless approved by the senior management. A policy is required re
room ownership. Teachers must be prepared to move and that they no not 'own' a room.

e Produce a timetable calendar - showing key events for the productions and maintenance of your
timetable.
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