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SDICS User Manual

Conventions used within manual:

. . , é Hopefully a helpful hint!
Indicates some action required by the user

@;‘%f; User has no access rights to perform
Topic is only looked at — no exercises to do %{j% this function
5

Anticipated question on behalf of user *kk Indicates the end of user input

@%QU
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Timetable and Resource Unit
Syllabus Plus Data Input Collection System

Introduction

The Syllabus+ Data Input Collection System (SDICS) is a web based data collection system that has
been designed to simplify the annual collection process of timetable scheduling requirements.

The data gathered in SDICS is loaded into the upcoming year’s Syllabus Plus image and is used to
schedule the timetable.

User Levels
SDICS has different levels of access depending on the type of user and the stage of data checking.
1. Timetable Representative (TTR) - can enter/modify data.

- Responsibilities: Communicating with academic staff of their Faculty to gather data about
teaching delivery for their Units of Study and accurately entering this information into SDICS
to ensure the correct timetable setup for the upcoming year.*

2. Timetable Academic (TTA) - can only view data.

- Responsibilities: Reviewing SDICS data relating to the Units they teach, and informing the
TTR for their Faculty of any changes that need to be made for the upcoming year.

SDICS Stages
SDICS has different stages of opening during the data collection period:

1. Confirmation Stage - which will allow modifications to data that has come from the
current year’s timetable as indicated below.

User Level Tables E Del Ad
di ete d
t
TTR POS
Staff

Same Time Activities
Meetings

Modules

Activity Templates
Activity

Named Availability

X X 4 S S X L«
X X 4 A A X L
4 X 4 X { X xX L

! See Appendix 1 for a detailed check list of what needs to be reviewed by TTR.
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2. Review Stage - which allows changes to data in the system as indicated below once
activities are generated.

User Level Tables E Del Ad
di ete d
t
TTR POS X X X
Staff X X X
Same Time Activities v v v
Meetings v v v
Modules X X X
Activity Templates X X X
Activity v v X
Named Availability X X v

Reports can be exported from SDICS during both stages by all access levels.
Dates of the different stages can be viewed on the Timetable timeline via the following link.
http://www.swinburne.edu.au/corporate/registrar/timetable/office/timeline.htm

Logging In
SDICS Login

Enter User Id;

EnterIE e e Select your User Type
P from the drop-down box by
User Type: | Timetable Representative | ™ clicking on this arrow.

Subrmit ] [ Reset]

For further information and help @

SDICS Test Site
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This site is a copy of the live SDICS site; however it is set up specifically for training purposes. Any
changes made in this site will not be reflected in the live SDICS site; therefore users can play with it
as much as they need.

HED is http://aplus-app-2.cc.swin.edu.au/sdics-prod/

TAFE is http://aplus-app-2.cc.swin.edu.au/sdics-tafe/

User names, passwords and types will be issued by the Timetable Office during training sessions.

SDICS Live Site

This site is live and any changes made will be permanent and reflected in the
upcoming year’s timetable. Users are encouraged to use the Report tool to analyse
data before making any changes on this site.

HED URL: http://allocate.swin.edu.au/sdics-prod/index.jsp

TAFE URL: http://allocate.swin.edu.au/sdics-tafe/index.jsp

User names, passwords and types will be issued by the Timetable Office prior to the opening of this
site. These will be different to the SDICS Test Site.

A Quick Overview of the Teaching Activity
Structure

Data entered into SDICS is set up in the same structure that is Module
required for Syllabus Plus. This structure is explained below.

Module

A module refers to a Unit. It is a Unit that a student will be enrolled in
for a teaching period. E.g. HAA119_S1, HAA119 S2 or DCN1D_S1.
It is the highest in the structure and all data entered for the module
should reflect the entire Unit, i.e. size = enrolled size for the Unit,
Named Availability = total teaching weeks for the Unit?, etc. Two
new fields have been added for this year at module level, “Delivery
Hours” and “Nominal Hours”. Delivery Hours will be those detailed Activity
on course finder, Nominal Hours will be those to be scheduled. Template

Activity Template

Activity Templates are the structure in which the Unit is to be
delivered. E.g. a Unit could consist of a lecture (LE1), tutorial (TU1)
and lab (LA1). The total hours of these add up to the total contact
hours of the Unit per week. The data entered for each Activity
Template will be passed down to all generated activities. VL

Activity
An activity is the actual teaching event that a student attends. It can
be a lecture, tutorial or workshop etc. Activities are generated from

Activity

2 Equates to ASCOL Unit occurrence dates
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the information gathered from the Template. A template can generate many activities® e.g. students
can select either LE1/01, LE1/02, LE1/03, etc. Data entered in to an Activity relates only to that
activity. i.e. if LE1/01 has a certain staff member attached to it, this information will need to be re-
entered if the staff member also teaches LE1/02, etc.

3 Depending of the size entered for the Template and the total size of the module. Eg Labs of size 20 are
requested with an expected enrolment of 100 would generate 5 labs, LA1/01, LA1/02, LA1/03, LA1/04, LA1/05.
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Modules

A module is the same as a Unit. It is a unit that a student will be enrolled in for a teaching period, 12
or 6 weeks. A unit must comply with the current HESA regulations and appropriate Divisional
Calendar.

& Click on the desired module (e.g. HAA119 S1 or DCN1D_S1) from the module list on the left hand
U frame. Once selected, all information relating to the selected module will be displayed. The module
information frame outlines all current data for the selected module, (template and activity data is also
displayed where it has been generated).

This information has been taken from the previous years’ timetable, so as little as possible data entry needs
to be addressed by the user.

odule Dutlin®Edit module @

Module HAR184 51
Module Description: Advanced Italian 14

Wane:

Unit: Faculty of Business and Enterprise
Discipline: Japaneses/Italian

Mamed Availability: Sermester One

Semester Offered: =1

Year Offered: 2008

Enrolled Size: 30

Size Previous Year: 0

Editing a Module
@ Clicking on the ‘Edit Module’ link (next to Module Outline) will open the Edit Module frame.

Edit Module

Module Hame: Hamlgd =1

Module Description: I.ﬁ.dvanced Italian 14

Unit: =U94HEER

Discipline: IJapanesesttalian ;I
Mamed Availability: ISemester One |
Semester Offered: =1

Year Offered: 200a

Enroled Size: |3I:I

Size Previous Year: [

Save |

This screen allows the user to edit the following aspects of the module data:
= Module Description

= Discipline

Named Availability

Enrolled Size
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If the Unit has classes on alternative weeks for example, still choose the complete semester named
availability pattern as this will allow this flexibility at activity level.

Other data fields can be viewed but not edited by the user.
(Any changes that are required to these “view only” fields need to be communicated to the Timetable
Office via email on timetable@swin.edu.au)

Once a change is made to any (or all) of the fields that can be edited, the updates will need to be
saved.

The Save button is found at the bottom of the Edit Module table.

Edit Module

Module Name: Haal119 =1

Module Description: |F‘|:|st-'l.fl.l'ar Ttaly

Unit: SU94HEER \
Discipline: |Law \ LI
Hamed Availability: |Semester one \d
Semester Offered: =1

Year Offered: 2008

Enroled Size: |4IZI

Size Previous Year: 0

Save |

The Save process performs a validation check on the current Enrolled Size against the Size from the
Previous year. If these values vary by more than ten percent a warning message appears to the user.

Microsoft Internet Explorer x|
@ The enroled size is more than 10% greater than last year, Please confirm this is ok,
Ok I Cancel |

Once the Save is made the frame returns to the Module Outline.

If a unit is not offered for this year, please change the enrolment size to ‘1’ and add to the
description *Not Offered. This way we can keep the information for the forthcoming year if
needed.
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Templates

Activity Templates are the structure in which the Unit is to be delivered.

Templates define what types of classes or teaching material (activity) a student must attend. For
example a Lecture (LE1), and two lots of tutorials (TU1, TU2), irrespective of whether there are
multiple time offerings of these class types (e.g. LE1/01, LE1/02, TU1/01 - TU1/08, TU2/01 - TU2/08)
or not.

Accessing Template information will give the option of showing or editing data, depending on the
user's rights.

By selecting the desired module (e.g. HAA119 S1 or DCN1D_S1) from the module list on the left

hand frame list, module, template and activity data (where data exists) will be displayed in the main
frame.

HA&SE? 52

HAASEE 51

HAA3EE 52 Templates add a template @
HaACOOO1l 51

HaZoool =2 Template Mame Functions
% HAA119 S1-LE1 | Show | Delete |
HAF440-HAI440 =1 Haal19_ S1-Ti1 | Show | Delete |
HaF441-Haldd41 =2 Haalia =1-TUz | Ehow | Delete |
HAF445 531

HAHIOO =1

HAHIO0O 52 s

HAHI0L 52 Activities @
HAHI103-HARH401 51 S 5
HAHLOZ-HAHAO01L =2 Activity Mame functions
HaHin= Ta Haal1l9 S1-LE1S01 | Show | Delete |

Any existing template name (for the selected module) can be viewed in the main frame of the browser
window. Template details can be viewed by selecting the show function next to the template name
(e.g. HDMD102_S0-LE1).
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The ‘Show’ button will open the Show Activity Template frame, as illustrated in the second image on

the following page.

Haa3e7 S2

Haas58 =1 @
HAAZEE =2 Templates add a template

Hacoool =1

HaZzoool s2 Template Name Functions
% H&&119 S1-LE1 velete |
HAF440-HAI440 =1 Haall9 S1-TUl o | Delete |
HAF441-HAI441 =2 Hafalla S1-TUz | Show | Delete |
HAF445 51

HaH1i00 =1

HaH1o0o =2 .- @
HAHLDL 52 Activities

HAHI03-HAH4A01 =1 - 5
HAH103-HAH401 =7 Activity Name Functions
HAHTM= Tia HaAa119 S1-LE1/01 | Show | Delete |

Details of the template can be viewed in the Show Activity Template frame within the browser

window. At this stage the template cannot be edited. The information is displayed to allow the user to
check the template data.

Show Activity Template
Edit activity template

Template Mame: Haalla =1-TU1

Module: Hanall9 s1
Activity Type: Tutarials
Template Size: 20

Hamed Awailability: Semester One
Duration: &0

Required # Locations: 1

Required # Staff: 0

Teaching Period: Day

Zone: Hawthorn
Suitabilities: o BD Bushzss die

® RT Classroom
Requested Deliveries:

The next section will look at Editing a Template a link to the ‘Edit activity template’ screen is located
under the Show Activity Template title.

SWIN

Timetable and Resource Unit
Facilites and Services Group
Modified: 24/05/2010
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Editing a Template

If the template needs to be edited or updated the user can select the ‘Edit activity template’ link

located under the Show Activity Template.

Where edits or updates are not required then hit the back button

previous screen.

Edit Activity Template

Template Name: HAAL1S9 S1-TU1

Module: Ham119 =1

Activity Type: Tutorials

Template Size: |2D—

Named Availability: ISemester one ;I
Duration: 60 =

Required # Locations: Il—
ID—

Required # Staff:
Teaching Period:

Zone:

¥ L nalr VioY e g
aM Chair - Stool
AM Desk Chair
AM Floor - Carpet

AM Floor - Concrete

AM Floor - Flat

&M Floor - Lino

&M Floor - Sloping ;I

Category 3 Roormn Request

Fallow: Labs immediately after Tutes
Fallow: Tute immediately after Labs
Might: Black Activities

Other: Please contact TT Office
Setup: Lab Tirme Allawance

Strearn! Labs and Tutarials

iStrearn: Lectures

Suitabilities:

Requested Deliveries:

Save

=Back * and retumn to the

The Edit Activity Template screen allows the user to edit the following aspects of the template data:

Template Size

Named Availability

Duration

Required Number of Locations
Required Number of Staff

Teaching Period
Zone

Suitabilities
Requested Delivery

@ Zones are primarily used to work out travel time between campuses

Up to three Requested Deliveries can be chosen. If attached at Template level (where applicable)
they will be copied down to Activity Level. See Appendix

SWIN
BUR

Timetable and Resource Unit
Facilites and Services Group
Modified: 24/05/2010
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€ Other data fields can be viewed but not edited by the user.

In more detail the fields that can be edited comprise:-
= Template Size - can be set to the required number by the user

= Named Availability - filtered by the relevant Teaching Period, e.g. S2 and accessed via a drop down
menu.

If all of a Unit’s labs are to be alternated over each week at the same time
with all of the labs of another Unit, choose the appropriate alternate named availability here
as this will filter through to all activities later.

Template Hame: Haall9 S1-LE1

Module: Hanall9 s1

Activity Type: Lectures

Template Size: |4IZI

Named Availability: Sermester One ;I

Sern 1 Even Wk 10 12 14 15 20 22

Duration: Zern 1 Odd Wk 11 13 1517 13 31
Required # Locations: [EaEE=MEN

Sermnester One - 2nd Week Start
Required # Staff: Semester One Might

Teaching Period: ID.EHJr "'I
Zone: IHawthDrn "I

AM Chair i’
&M Chair - Fixed

&M Chair - Moveable

&M Zhair - Stoal

aM Desk Chair

&M Floor - Carpet

&M Flaar - Concrete

&AM Floor - Flat

&M Floar - Lino

&M Floar - Sloping ;I

Suitahilities:

= Duration - in minutes and selected via a drop down menu
= Required Number of Locations - can be set to the number by the user

= Required Number of Staff - can be set to the number by the user

Customized Named Availabilities should only be attached at Activity Level, unless they apply to all
activities within the activity group
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= Teaching Period - selected via a drop down menu and consists of the following options: Day, Night,
Sat and Sun.

@ The University's standard weekday is between 08:30 and 21:30

Required # Locations: Il
Required # Staff:

Teaching Period:

Zone:

- Fixed :l

&M Chair - Moveable
&M Chair - Stool

Suitabilities: AM Desk Chair

&AM Floor - Carpet

aM Floor - Concrete

&M Floar - Flat

&M Floor - Lino

&M Floor - Sloping ll

= Zone - the teaching zone, such as a particular campus, can be selected from a set of options under
a drop down menu.

Required # Staff: Il

Teaching Period:

Zone:

Lilydale
Moorabbin
st Camp
F‘rahan
&M Floar
&M Floaor
&M Floaor

Suitabilities:

Concrete
Flat
&M Floor - Lino

Sloping LI

&b Floor

SWI N SWINBURNE Timetable and Resource Unit Page 14 of 57

B U R EAMECES  Faciites and Services Group
TECHNOLOGY

N Modffiect 24/05/2010




Timetable and Resource Unit
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= Suitabilities — up to ten suitabilities can be selected from the Suitability menu.

@ Use the Ctrl Key to make multiple selections.

aM Chair -
AM Chair - Fixed

aM Chair - Moveable

aM Chair - Stool

aM Desk Chair

A Floor - Carpe

uitabilities:

M Floor - Concrete

aM Floor - Flat

aM Floor - Lino

aM Floor - Slaping LI

Category 3 Room Reguest

Fallow: Labs immediately after Tutes
Follow: Tute imrmediately after Labs
Might: Block Activities

Other: Please contact TT Office

Requested Deliveries: Setup: Lab Time Allowance

Strearm: Labs and Tutorials
Stream: Lectures

Save

Requested Deliveries — up to three requested deliveries can be selected from the Suitability menu.

The Requested Deliveries list is grouped to help with searching

Once all edits have been made to the template then they must be saved.

There are several inbuilt validations that alert the user to invalid or inconsistent data entry in the
Locations and Staff fields.

Users will receive warning messages if they set Locations or Staff to zero.

Microsoft Internet Explorer x| Microsoft Internet Explor x|

@ Required number of locations is 0. @ Required number of staff is 0.

(04 I Cancel | oK I Cancel |

The dialog-warning messages are simply to alert the user to the fact that no data has been entered in the
location and staff field. Why?

Because, there are legitimate reasons why locations are not chosen, e.g. students attending field
placements and sometimes only unknown sessional teaching staff will be used.

These messages will not prevent changes from saving!
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Some messages will not let the user out! If locations are requested, then at least one suitability must
be chosen. Using suitabilities is the only way to get a location with the desired requirements, (if
available)!! If there are no locations with the required suitabilities, an error will appear and return you
to the previous window:

SDICS Error

jawa.lang.Exception: Mo locations match the requested list of suitabilities, This transaction has been rejected

Back

Windows Internet Explorer x|

L] E Ak least one suikability must be selected when the required number of locations are greater than 0
L

The Show Activity Template screen will reappear, allowing the user to check changes that have been
made.

ar

sylabust data ingud collection systees homs | search | Index

Fle Edt View Favorte: Took Hep
[ Qoo ~ © - [ (2] (| Psewrch Sloreverns @] (0 05 [T B
| Ackdress €] o ot swm.echa.ufscdcs-testhogn =] ||unks 48] Customize Liks 8 ] Windows 2 Windows Marketplace

® HARL19 S1

& HAMIIG 5 =

5 = Module Outline & @
. Module Mame:

* Modula Descrption:

+ HAAIDG G4 it 11t 500
* HAAIDE G2

* HAAZOL SL Discipline:

* HAAZEZ SZ Named Availability:

- Hﬁﬁﬁ; gé Semester Offered: 51

* Haaza

5 e aar Offarod: 7005

» HAAZ30 S2 Eneolind Siza:

* HAASIT S2 Size Pravious Year: &t

5 TR

by uaasu_u“_“ T

* HACHSD 51 Templates idd a terpitata &

+) HACA4TvED

Template Name Functions
Show | Dalete |

¢ HANIOO § st || Dalota |
# HAMIOD 52 Show | Dolete |
, Shaw | Delete |
. WE 103 50 Delet
* HAHIOZ 51

* HAHIOZ 52 it =
* HAHEOS-HAHALE 51 AEtiikios @
* HAHZI0-HAHAIO 52 Activity Narme Fenctions

* HAHZ19-HAHIL9 S2 HAA119_S1-LE1/01 | Show | Dplete |

HAALLS_S1-TWL0L | Show | Dalete |

;'7 From the Show Activity Template Screen users can return to the main screen by selecting
@ the module for which they are entering data, e.g. HAA119 S1.
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Deleting a Template

— ) To delete a template it is as straight-forward as clicking on the delete button next to the template that

@ is to be deleted.

HAA3E7 52

HAA3EE S1

HAA3EE 52 Templates add a template @
HACOOOL S1

Hacoonl =2 Template Mame Function
HACA40 =31 HA8119 S1-TUl | shoy | Delete
HACA4] =2 H&a119 S1-TUZ | Show | Delete |

HAF440-HAT440 S1

A warning message will alert the user to the fact that they are about to delete a template. This
prevents accidental deletion of templates.

Windows Internet Explorer x|

:.i) The ackivity kemplate H&8119_51-TU1 and all associated details will be deleted, Conkinue?

O, I Cancel |

If OK'd by the user then the template is deleted.

@ If a template is accidentally deleted it will need to be recreated, there is no recycle bin in SDICS.
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Adding a Template

If a new template is required the user can select the ‘Add a Template link located next to ‘Templates’
in the main module information frame for the selected module e.g. HAA119 S1.

[ S RS et By

® HALZSY =7

& HAAL3EE =1

s HAAZEE 52 Templat&s add a template

« HACOODI 51

s HACODO1 =32 Template Mame Functions

. % Haa119_S1-TU1 | Show | Delete |
[ ]

IO R S5 HAA119 S1-TUZ | Show | Delete |
® HAF441-HAI441 57

& HAF445 51

* HAH1OO =1 Activities @

« HAH1OO =2

- %Hmn - Activity Mame Functions

- -

T TR T TR HAA119_S1-LE1/01 | Show | Delete |

By selecting the ‘Add a template’ link the Add Activity Template screen will open in the main frame.

Some information is already displayed in the new template, such the module name and the module
description. This is because the template is linked to the module and the system allows for the module
name and the module description to filter down from the information entered for the module.

All other fields may be edited by the user, these fields are:

= Activity Type

= [teration

= Template Size

= Named Availability

= Duration

= Required Number of Locations
= Required Number of Staff
= Teaching Period

= Zone

= Suitabilities

= Requested Deliveries

The fields that can be edited are now explained in more detalil.
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Timetable and Resource Unit
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Select Activity Type — e.g. Classes, Lectures, Tutorials, and Labs etc.

Add Activity Template

Module:
Module Description:

Activity Type:
Iteration:
Template Size:
Mamed Availability:
Duration:

Required # Locations:
Required # Staff:
Teaching Period:

Zone:

Haal119_ =1

Classes

=

Cross_ampus

Fieldwaork
Labs
Lectures
Practicals
Presentations
Seminars
Studios
Tutarials
Warkshops

TaT 0

IHawthl:urn vI

Iteration *(compulsory) — which number? e.g. 1 would give CL1 or LE1, 2 gives CL2 or TU2, 3
gives CL3 etc. The iteration value will be calculated by the number of times students attend an
activity. If students has to attend two lectures e.g. a lecture series, then the user will need to create
an LE1 and LE2 template and so on and so forth.

Template Size - can be set to the required number by the user

The size will dictate the size of all activities generated from this ‘blue print’

Module:
Module Description:

Activi

Iteration:

Mamed Availahility:

Duration:

Required # Locations:
Required # Staff:
Teaching Period:

Zone:

Add Activity Template

Haalls =1
Post-war Italy

ef One

-

IHawthu:urn vI

CI—‘&DD:I"-uJU‘\-LI'I-h -2
IJJD
=

4 This is used to identify if there is more than one compulsory type of teaching activity a student must attend. eg LE1, LE2,
LE3. A student must attend each one of these lectures, as the teaching material in each one is different. However once
activities are generated there may be more than one time choice for the student to pick from. Eg LE1/01, LE1/02, LE1/03,
LE2/01, LE2/02, LE2/03, LE3/01, LE3/02, LE3/03.
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Timetable and Resource Unit
Syllabus Plus Data Input Collection System

= Named Availability — this is filtered by the relevant Teaching Period, e.g. S1. This
can be accessed via a drop down menu

Qemester Qne ;I
=110, 12, 14, 16, 18, 20 -
=1 11,13, 16, 18 —

Required # Locations: =111-12
5111-12,17-18

Required # Staff: W
5117, 14, 16, 18

Teaching Period: =11Z2,14,17,19

S112-13

Zone: =11z2-18

S112-21

5116, 1%

51 18,19

51 158-21

519,11, 13, 17, 19, 21

51 9,10,13-16, 20,21
Suitabilities: 51 9-11, 14-21

51 9-17

51 9-17, 20-21

Sern 1 (Wl 11-21%

Semn 1 {wk 14, 17, 19, 21)

Sermn 1 (Wk 16-22)

Sem 1 (wk 9-15)

Sem 1 Block: wlks 9,11,14,16,19,21
Semn 1 Even Wik 10, 12, 14, 16, 18, 20
Semn 1 Odd Wk 9, 11, 13, 17, 19, 21
Sem 1 Weeks 15-22

Sem 1wk 9-15

Sern 1 Whk: 10,13,15

Requested Deliveries: (sem 1 whk: 16,19,21

Sern 1 Wks 9,11,14 T

Named Availability:

= Duration — this is given in minutes and can be selected via a drop down menu

jilability: |Semester one ]|

Duration: 60 |-
. &0
guired # Locafons: an
Required # Staff: 1En
Teaching Period: 130
210
Zone: 240 r -
70 |
300 Ir -
330 ir - Fixed

360 ir - Moveahle
300 ir - Staoal
420 ke Zhair
Suitabilities: 450 - Carpet
480 r - Concrete
510 r - Flat

5410 r - Lino

570 r - Sloping
&00 r - Tiered

g0 pl hd|

&30
730 Fv 3 Roormn Request

romow Labs immediately after Tutes
Fu;ull_u:uw: Tute imme_u:_liatelyr after Labs

= Required Number of Locations - can be set to required number by the user
@ Number of locations define the number of locations attached to each class generated,

SWI N SWINBURNE Timetable and Resource Unit Page 20 of 57

B U R EAMECES  Faciites and Services Group
TECHNOLOGY

N Modffiect 24/05/2010




Timetable and Resource Unit
Syllabus Plus Data Input Collection System

if 10 are chosen here, then each class will have 10 locations!!.

» Required Number of Staff — enter in the appropriate number of staff>.

Staff numbers relate to the number of staff present at each class for the entire duration of the Teaching
Period

= Teaching Period - selected via a drop down menu and consists of the following
options: Day, Night, Sat and Sun

el |

Day |

right
%U” - Fized ﬂ

aM Chair - Moveahle
aM Chair - Staool
amM Desk Chair

= Zone - teaching zone, such as a particular campus®. This is selected from a set
of options via a drop down menu

Teaching Period: IDay "'I
Zone: Hawtharn 'I

Hawthorn

Moorabbin
Off Carnpus
Frahran

&M Floar - Carpet

&AM Floor - Concrete

&M Floaor - Flat

&M Floaor - Lino

&M Floar - Sloping

&M Floar - Tiered

AM Stool hd

able

Suitahilities:

° Team teaching is not supported in Syllabus+. By choosing multiple staff, these staff must be available every week, even if
they only teach three weeks!

Zones are primarily used later in Syllabus to work out the travel time between campuses
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Timetable and Resource Unit
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= Suitabilities — Up to 10 suitabilities can be selected from the Suitability menu.

Use the Ctrl Key to make multiple selections. Remember if a location is required at least on
suitability must be chosen.

Zone:

Requested Deliveries:

Suitahilities:

&M Chair

&M Chair - Fixed
&M Chair - Maveahble
aM Chair - Stool
&M Desk Chair

&M Floar - Carpet
&M Floor - Concrete
|>.ﬁ.r'-'1 Floor - Flat

&M Floaor - Lino

&M Floor - Sloping
&M Flaar - Tiered
A Stool

=

= Requested Deliveries — caters for other arrangements requested for the delivery
of the activities. E.g. Night: Block Activities

ream: Lectures

Category 3 Room Request

Follow: Labs immediately after Tutes
Follow: Tute immediately after Labs
Might: Block Activities

Other: Please contact TT Office
etup: Lab Time Allowance

%ream: Labs and Tutorials

Submit Template

@

Submit Termplate

I button.

SWIN
BUR

&NE;

SWINBURNE
UNIVERSITY OF
TECHNOLOGY

Once all required fields have been entered then the template will need to be saved by selecting the

Timetable and Resource Unit
Facilites and Services Group
Modified: 24/05/2010

Page 22 of 57



&

Timetable and Resource Unit
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There are several inbuilt validations that alert users to invalid or inconsistent data entry.

Users will receive warning messages if they do not enter data in the fields for Template Size,
Locations and Staff, such as the ones outlined, below.

Microsoft Internet Explor x| Microsoft Internet Explorer x|
& Template Size must be a nurmber @ Required number of locations is null. Any entered suitabilities are ignored.
0] I Cancel |

Confused? No, null and zero are two different things. If no locations are required
enter zero

The dialog-warning messages marked with the symbol are simply to alert the user to the fact that
no data has been entered into a particular field and to advise of the outcome.

The dialog-warning messages marked with the symbol advise the user that further action is
required in order for the save to proceed.

If all required data has been successfully entered, selecting the ‘Submit Template Button will save the
Activity Template.

The Show Activity Template screen will be displayed allowing the user to check changes, which have
been made.

Templates add a termplate @
Template Name Functions
HAAL119 S1-CLZ | Show | Delete |
HAA119 S1-LE1 | Show | Delete |
HAA119 S1-PR1 | Show | Delete |
HAA119 S1-TU1 | Show | Delete |
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Timetable and Resource Unit
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Activities

An activity is the actual teaching and learning event that a student attends. It can be a lecture, tutorial
or workshop etc. The number of activities are generated from the information input by the user to the
Template, based on the Unit (module) size.

Activities will only appear when SDICS is in the 2" stage of Data Collection and Review

By selecting the desired module (e.g. HAA119 S1) from the module list on the left hand frame list,
module, template and activity data (where data exists) are displayed in the main frame.

® HAASEF =2

s HAASER =1 @
s HAASER =7 Templates add a template

s HACOODODL 51

e HACOODO] 2 Template Name Furctions

= % Haallo S1-TUl | Show | Delete |
[ ]

e HAF440-HAI440 S1 HAA11D_S1-TUZ | Show | Delete |
s HAF441-HAI441 52

* HAF445 51

s HAH100 s1 @

s HAH100 =2

. HANi0Gtargl S0 L

. .

. HeHInaHARSDL o HAA119_S1-LE1/01 I
s HAH10S TA Haalle S1-TU1l/01 ow | Delete |
® HAHIO03 TB Hasalle_S1-TUifnz | Show | Delete |
* HAH1O03 WT

Any existing activity (for the selected module) can be viewed in the main frame of the browser
window. Activity details can be viewed by selecting the show function next to the Activity name (e.g.
HAA119 S1-LE1/01).

Once activities appear, access to Modules, Template, Pos are restricted to Read Only. To view the
activity detalils, click “Show”
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Timetable and Resource Unit
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Show Activity
Edit activity

Activity Name:
Activity Size:

Mamed Availahility:
Duration:

Haa119_ S1-LE1/01
<0

Sermester One

120

Required # Locations: 1

Required # Staff:
Activity Template:
Teaching Period:

1
Haglls S1-LE1
Day

Suggested Day:
Suggested Time:

Preferred Location: il

Module Name: Haalla =1

Zone: Hawthorn
Suitabilities: ® RT Post Grad Room
Requested Deliveries:

Staft: * Battiston, Simone

Same Time Activities: » HA/119 =1-TU1/01

Details of the activity can be viewed in the Show Activity frame within the browser window. At this
stage the activity cannot be edited, the information displayed is to allow the user to check the activity
data.

The next section will look at Editing an Activity; a link to the ‘Edit activity’ screen is located under the
Show Activity title.
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Syllabus Plus Data Input Collection System

Editing an Activity

If the activity needs to be edited or updated the user can select the ‘Edit activity’ link located under

the Show Activity title.

Where edits or updates are not required then hit the back button

previous screen.

Edit Activity

Activity Name:
Activity Size:
Named Availability:
Duration:

Required # Locations:

Required # Staff:
Activity Template:
Teaching Period:
Suggested Day:
Suggested Time:

Preferred Location:
Module Name:

Zone:

Suitabilities
{click here)

Requested Deliveries

(click here)

Staff
{click here)

Same Time Activities
{click here)

_Back ¥ and return to the

HAAL19_S1-LE1/01

P

ISemester one ;I

120

—
—

HAAL119 S1-LE1

IDa\,r 'I

Hama119 51

IHawthorn 'I

Suitabilities:

AM Chair -
AM Chair - Fixzed

AM Chair - Moveable

AM Chair - Stool

AM Desl: Chair

AM Floar -
AM Floar -
AM Floar -
AM Floar -
AM Floor -

Carpet
Concrete
Flat

Lina

Sloping LI

The Edit Activity screen allows the user to edit the following aspects of the activity data:

= Lecture Size

= Named Availability

= Required Number of Locations
= Required Number of Staff
= Teaching Period

= Suggested Day

= Suggested Time

= Preferred Location

= Zone

= Suitabilities

= Requested Deliveries

= Staff

= Same Time Activities

Only lectures sizes can be changed to accommodate the difference in sizes for day and night delivery. All

other activity sizes remain the size defined at template level.
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@ If requirements that have been filtered from the Template to the Activity need changes then:

@

Timetable and Resource Unit
Syllabus Plus Data Input Collection System

In more detail the fields that can be edited comprise:-

= Named Availability - filtered by the relevant Teaching Period, e.g. S1 and it can
be accessed via a drop down menu

This is where the appropriate week pattern can be chosen for each activity.

Activity Name:
Activit i

Named Availability:
Duration:

Require ocations:

Required # Staff:
Activity Template:

Teaching Period:
Suggested Day:
Suggested Time:

Preferred Location:
Module Mame:

Zone:

Suitabilities
(click here)

Requested Deliveries
(click here)

Staff
(click here)

Same Time Activities
(click here)

= Required Number of Locations - can be set to the required number by the user
= Required Number of Staff - can be set to the required number by the user

HaA119_S1-LE1/01

—

ernester One LI
51 10, 12, 14, 16, 18, 20 -
=111, 13, 16, 158 —
=111-1:2

5111-12, 17-18

511z, 14, 16, 13 %

5112, 14,17, 19
51 12-13

1 12-15

51 12-21

51 16, 19

51 18,19

51 18-21

s149,11,13, 17, 19, 21

=1 9,10,13-16, 20,21

=1 9-11, 14-21

51 9-17

51 9-17, 20-21

Zem 1 (Whk 11-21)

Serm 1 (Wl 14,17, 19, 21)

Sem 1 (Whk 16-22)

Serm 1 (Wk 9-15)

Sem 1 Block: Whks 9,11,14,16,19,21
Zem 1 Even Wl 10, 12, 14, 16, 18, 20
Sem 1 0dd whk 9, 11, 13,17, 19, 21
Sem 1 Weelks 15-22

Sem 1wk 9-15

Sern 1 Wl 10,13,15

Serm 1 Whk: 16,1921

Sem 1 Whks 911,14 -

Savel

Indicating multiple staff will mean that all teaching staff will need to be available for the entire teaching

period.
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= Teaching Period — can be selected via a drop down menu and consists of the
following options: Day, Night, Sat and Sun.

Activity Template: H&aa119 S1-LEL
Teaching Period:

Suggested Day:

Suggested Time:

Preferred Location:

Module Mame: H&Aa119 =1

Zone: IHawthnrn vI

Cuidkahilidin-.

= Suggested Day —The user can select a preferred day of the week for the
specified activity from a drop down menu

@ Days and Times will only be considered for Summer School Activities or Post Graduate Activities

Teaching Period:

Suggested Day:

Suggested Tim

Preferred Location:
Thursday

Module Name: Friday

P Saturday
Sunday

Suitabilities - _

(click here) AM Chair &
AM Chair - Fixed

MAamiaAars A Mialisemmine- LT i SR LT T o
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Timetable and Resource Unit
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= Suggested Time —a preferred time of the day for the delivery of the activity from a
drop down menu. Times range from 07:30 to 23:00. Classes are to be scheduled
on the half hour only unless there is a justifiable reason e.g. for apprentices.

@ To define an activity that is to be delivered any time at night use the Teaching Period option.

= Preferred Location —The user can select a preferred or specialist location for the
delivery of the specified activity from a drop down menu

Suggested Ti

eferred Location:

Module Name:

Zone:

Suit

(click here) LGSEZ03 3‘
) : AGEEZ04

Ll e s B s flee

Requested Deliveries [\ 200 -

iclick here) AGSEZ08
AGSEZODD
AGEEZ10
AGSE211

Same Time Activities EEl ]

(click hers) gggg; =]

AS30948

AS31E
AZ332

As405

AS407

AS409

As411

BA& Org Behav Roam

BAZO1

BAZOZ

BAZOS

BAZ04

BAZ10

BAZO0Z

BAZOS hd

Staff
iclick here)

= Zone - the teaching zone, such as a particular campus

ZONe:
Suitabilities et :
rclick hered Moorahbin ﬂ
: _ Off Campus d
Reguested Deliveries Prah Eable
fclick here) |
AM Desk Chair
Staff AM Floor - Carpet
(click here) &M Floor - Concrete
&M Floor - Flat
Same Time Activities AM Floaor - Lino
(click here) &M Floor - Slaping hd

SWI N SWINBURNE Timetable and Resource Unit Page 29 of 57
B U R EAMECES  Faciites and Services Group

TECHNOLOGY

N Modffiect 24/05/2010




Timetable and Resource Unit
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= Suitabilities — up to 10 suitabilities can be selected from the Suitability menu.

@ Use the Ctrl Key to make multiple selections.

@

@

Module Mame:

H&8A119 51

11)[=H

Suitabilities
fclick hered

herej -

(click

Staff
(click here)

Same Time Activities

rclick hered

wihorn ;I
Suitabylities:

A

&M Chair

amM Desk Chair

AM Floor - Carpet

&M Floor - Concrete

arM Floor - Flat

A4 Flaar - Lina

&AM Floor - Sloping ﬂ

Save

To change all suitabilities for an activity click on one of the already selected suitabilities, hold the
Ctrl Key down and click on the suitability again. This removes all previously selected suitabilities.
Remember one suitability must be selected if a location is required!

= Requested Deliveries — caters for other arrangements requested for the delivery

of the activities. E.g. Night: Block Activities. Up to three can be selected.

Preferred Location:

Module Mame:

Zone:

Requested Deliverigs

lick here)

Staff
iclick here)

Same Time Activities
(click here)

- =]
HARL19_ =1

IHawthu:urn vI

Requested Deliveries:

Category 3 Room Reguest

Fallow: Tute immediately after Labs
Might: Block Activities

Cther: Please contact TT Office
Setup: Lab Time Allowance
Stream: Labs and Tutarials
Stream: Lectures

Follow: Labs immediately after Tutes

Save

Clicking the mouse over Suitabilities, Requested Delivery or Staff will change the contents of the list

box display.
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= Same Time Activity — are when a number of activities are to be taught at exactly
the same time but in different locations.

Suitabilities
(click here)

Same Time Activities:

iHAA11D LE1,/01
Haall9 S2-TU1A01
Hasll9_S2-TU1/02
Haalle S2-TUZA01
Haall9 S2-TUzAz
Haalsl S1-CL1A01
Haalsl S1-CL1A02
Hasl81 S1-CLi/f03 ;I

Requested Deliveries
(click here)

Staff
rchick here)

Same Time Activities
(click here)

If there is more than one activity to be “same timed”, hold the Ctrl key down. The activity where
selection is taking place does not need to be selected as SDICS will automatically add this to the list.

Once an activity has been “same timed” with another, this will show for each of the activities involved
— there is no need to go in and repeat the process for each related activity.
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Staff — the name of the staff member who will teach the activity should be selected from the menu.
This is primarily the person(s) who will be taking the class.

Take care if the convenor or multiple staff are attached to a large numbers of activities, their availability and
commitments may stop the activity from scheduling.

? Use the Ctrl Key to make multiple selections.

Module Mame: Hanal19 S1

Zone: IHawthDrn vI

Suitabilities Staff:

{elick here} Abi-Raad, Maurice -
Alabaster, Peter

Requested Deliveries Allbutt, Julie

Allport, MNeville

Anca, Jose

ancilli, Laura

anderson, Lyndon

- e Activities angelucel, Enzao

iclick here) Annakis, John LI

(click here)

If you don’t know the name of a sessional staff or can’t see a staff member’'s name - let the Timetable Office
know, and the name will be added into the system.

Unknown Sessional staff can still be added if you know the number of hours they will teach by adding a
generic name, for example “Accounting Sessional 1" and “Accounting Sessional 2

20 @

J

Save

“Y Once all edits have been made to the activity then it must be saved by clicking the button.

0
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There may be several inbuilt validations that alert the user to invalid or inconsistent data entry in
various fields.

Microsoft Internet Explorer x|
@ ‘fou have entered O For the required number of locations. Please confirm this is ok,
ok, I Cancel |

Users will receive warning messages if they do not enter data, or data entry is inconsistent, for fields
such as Locations, Staff or Suitabilities

Microsoft Internet Explorer x| Microsoft Internet Explorer x|
You have entered 0 for the required number of staff, Please confirm this is ok, Any staff Locations will only be considered if the activity belongs to a Summer School semester or
attached here will be ignored. is at Post Grad level.

The dialog-warning messages are marked with alerts. These alerts are in the categories below:

@ Indicates that no data has been entered.

& Indicates that the data entered may be ignored.

el
S . : :
‘@5 But on some occasions the system won't let you out until you have fixed the problem!
g
x
3 At least one suitability must be selected when the required number of locations are greater than 0

The Show Activity screen will be displayed after clicking the ﬂl button allowing the user to
check changes, which have been made.

From the Show Activity Screen users can return to the main screen by selecting the module for which
they are entering data, e.g. HAA119 S1 from the list on the left hand frame.
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Deleting an Activity

In order to delete an activity it is as straight-forward as clicking on the ‘Delete’ Function button next to
the activity which is to be deleted.

HYMG5s Sl
HAAZEY 52
Haasss 51
HAAZEE 52
HACO001 =3
Hacoool 52
HacC440 51
HaC441 52

HAF440-HAI440 S1

HAF441-HAI441 S2

HaF445 51
HaH100 =31
HaHion 52
HaH101 52

HAHI1O03-HAH401 S1

HAHI103-HAH401 S2

HAHIO0F TA
HaH105 TB
HaHI105 WT

Templates add a template @

Template Mame
Haall9 =1-T1
HAA119 =1-TUZ

Activities

Activity Hame
HAAL19_ =1-LE1/01
HAaA1l9 S1-TUi/s01
HA&AL119_=1-TU1/ 02

Functions
| Show | Delete |
| Ehow | Delete |

@

Fungho
| Show [Tretete
| Show | Delete |

A warning message will alert the user to the fact that they are about to delete a Template. This

prevents accidental deletion of Templates.

once gone, it can not be recreated or undone

Creating an Activity

&)
?ﬂlj activities needs to be added or recreated!

SWIN
BUR

If OK'd by the user then the Template is deleted. But

Activities can only be created by the Timetable Office, please send a request by email if an
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Program of Study (POS)

A Program of Study (POS) is very similar to a Program Outcome, except that it looks at the core or
popular Unit selections that students do over each semester and year to finally gain their
degree/diploma etc. It is used in scheduling to allow students to attend a class of all the Units within

the Programs of Study.

Programs of Study are not normally used for Summer Term; however this may change as both Summer
and Winter terms become more formal within the Academic Year.

‘POS’ is selected from the main menu bar at the top of the screen as outlined in the image below.

2

Modules:

HAALLS

HAALGZ

HaAZE1

HAAZES

HAAZEE

HAAZES

HA &S5

Programs of Study
Add a program

POS Name
4003-4_3%1
an007-1_51
a007-1_%2
a04z-18_3%1
an4z-148_ 52
andz-1g_s2
a04z-1C_ 52
an4z-1_ =1
and4z-1 =2
a04z2-2B_51
and4z-2C_ 51

SWIN
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H&A119
Haa151

HAALE
HAALES

HAaAZGE

HAAZED
HAAZES

HAAZG
HaAZE1

HAAZET

Description
Doctor Of Philosophy{Business)
Doctor Of Business administration

Coctor Of Business Administration
Bachelor Of Business{Accounting)
Bachelor Of Business{Accounting)
Bachelor Of Business{Accounting)
Bachelor Of Business{Accounting)
Bachelor Of Business{Accounting)
Bachelor Of Business{Accounting)
Bachelor Of Business{Accounting)
Bachelor Of Business{Accounting)

&NE;

SWINBURNE
UNIVERSITY OF
TECHNOLOGY

pff | Meetings | Availabilities | Manage User

Module Qutline Edit module @

Module Mame:

Module Description:

Unit:
Discipline:

Named Awvailability:
Semester Offered:

Year Offered:
Enrolled Size:

HA&A119 51

Post-War Italy

Faculty of Business and Enterprise
Law

Semester One

=1

2008

40

Size Previous Year: 0

Selecting the ‘POS’ link will allow the user to view any existing Program as illustrated below:

Timetable and Resource Unit
Facilites and Services Group
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‘9:'3 The ‘Show’ Function button will open the Show Program of Study frame.

Show Program of Study

Edit program
POS Mame: andz-14a =2
Unit: Faculty .Df Business and
Enterprise
Description: Bachelor Of Business({Accounting)
Year Level: 1
Semester: S2
e HBCZ220_52
) e HBE11l0 _S2
bl e s HBH110_S2
e HBL111-HBSL100_S2
POS Size: &
Previous POS Size: 0

Details of the POS can be viewed in the Show Program of Study frame within the browser window. At
this stage the POS cannot be edited. The information is displayed to allow the user to check the POS
data.

same year and teaching period. These combinations are usually a combination of the popular

@ Some Programs may have multiple entries, which define the different module combinations for the
Electives and Core Units

Show Program of Study

Edit program
POS Mame: a0dz-1p_ 52
Unit: Faculty _u:uf Business and
Enterprise
Description: Bachelor Of Business{Accounting)
Year Level: 1
Semester: 52
¢ HBC110 S2
Modules: * HBE110_%SZ2
« HBH110_ =2
POS Size: &
Prewvious POS Size: O
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Editing a POS

If the POS needs to be edited or updated the user can select the ‘Edit program’ link located under the
Show Program of Study title.

= Back -

Where edits or updates are not required then hit the back button and return to the

previous screen.

Edits and updates can be made on the Edit Program of Study frame.

Edit Program of Study

POS Name: A042-1B_Z2

Description: |Bache|or f Business({Accounting)

Yea =
Semester: =2

HAf119_S2 Post-War Italy ﬂ
HaalaZz_ =2 Italy and its Language 2

HaA1a5_S2 Advanced Italian 1B

HAAZE3_SZ Italian 22

HaazZae_S2 Adwvanced Italian 2C

HAAZEY_SZ Comparative European Politics

Haa3ad_=2 Individual Project

HA&A3ET_S2 Advanced Business Italian *Mot Offered

HAAZEE_S2 Contemporary Italy *Mot offered

HA&CO001_S2 Careers in the Curriculum

HAC441 52 Media & Cultural Studies Seminar B

HAF441-HAl441 S2 Social Science Seminar B _'%

POS Size: IE.

Previous POS Size: [

Modules:

Save |

The Edit Program of Study screen allows users to edit the following aspects of the POS data:

= POS Description — this field can be completely edited by the user (see image above).

= Module —The Units that make up the POS for any given semester and/or year.

Multiple modules (up to 5) can be selected by holding the Ctrl key when making selections.

Edit Program of Study

PDS Name: A042-14_ 51

Unit: SU34HEER

Description: Bachelor Of Business{accounting)
Year Level: 1

Semester: 51

HATG411_S1 Statistics & Resesarch Methods
HATG420_51 Developmental Psychology

HATE421_ 51 Design & Measurement 2
HATE430_%1 The Psychology of Personality
AT3431 =1 Psychological Measurement

]

ABC110 51 Accounting fo 5
HBCZ20_51 Financial Information Systems
HBC221_S1 Caorporate Accounting
HBCZ2Z_51 Management Decision Making

Modules:

HBCZ223_51 Analysis for Competitive Advantage
HECZZ24_51 Financial Management
HBECZ25_S1 Auditing =|

POS Size: |6

Previous POS Size: 0

Save |
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A maximum of 5 modules can be entered for any given Program of Study; if a user attempts to enter
more that 5 modules a warning message will alert the user, any extra modules are automatically

deselected.
x

& Only up ta 5 modules allowed,

An average student enrols in four Units for a 12 week period. There are very few who are allowed to enrol in
another, so the Program reflects the number of practical Unit combinations rather than program outcome
combinations.

Microsoft Internek Expl x|

& POS Size must be 6 or above

= POS Size — This is the anticipated number of students who will enrol in the course, the
POS size must be 6 or greater.

If the Program size entered is less than six, an error message will alert users and advise that the
value must be at least six.

Once all edits have been made to the activity then it must be saved, by selecting ﬂl

The Show Program of Study screen will be displayed allowing the user to check changes, which have
been made.

Show Program of Study

Edit program
POS Mame: andz-14a_ =2
Unit: Faculty .Df Business and
Enterprise
Description: Bachelor Of Business({Accounting)
Year Level: 1
Semester: 52
s HBCZZO_S2
. e HBE11l0 _S2
bl e s HBH110_S2
e HBL111-HBSL100_S2
POS Size: &
Previous POS Size: 0

From the Show Program of Study Screen users can return to the main Program screen by selecting
the ‘POS’ link from the main menu bar at the top of the screen.
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Deleting a POS

@ To delete a POS is as straight-forward as clicking on the delete button next to the POS that is to be
- deleted.

Programs of Study
Add a program

@
POS Name Description Furncltions
A0D3-4_S1 Doctor OF Philosophy{Business)
A007-1_51 Dioctor Of Business Administration
A007-1_52 Dioctar Of Business administration
A04z-1a_51 Bachelor Of Business{accounting)
a0g4z-1a_52 Bachelar Of Business(Accounting)
a0g4z-1p_s2 Bachelar Of Business(Accounting)
a042-1C_52 Bachelor Of Business(Accounting)
Andz-1_51 Bachelor Of Business{accounting)
Aldz-1_52 Bachelor Of Business{accounting)

A warning message will alert the user to the fact that they are about to delete a template. This
prevents accidental deletion of templates.

Microsoft Internet Explorer x|

@ The prograrm of study A042-14_51 and all associated details will be deleted. Continue?

K I Cancel |

If OK'd by the user then the Template is deleted.

@ The only way to get back a deleted POS is to recreate it!
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Adding a POS

If a new POS is required the user can select the ‘Add a Program’ link located under the Programs of
Study in the main POS information frame.

ollection System

Modules: 21| POS | Staff | Same Time &ct | Meetings | Availabilities | Reports | Help | Logout |

« HITOOOO 51

s HITOOOO S2

s HITOOOL 51 Programs of Study

« HITOOO1 52 Add & program

« HITOOOZ 51 @
« HITOOOZ2 S2

e HITOOOS 52 POS Name Description Functions

« HITOOO4 51 _ .

s HITOOD4 52 ADG6-14_51 Bachelor of Informatfon Systems | show | delete |
& HITOOOS 51 ADG6-14_52 Bachelor of Information Systems | show | delete |
» HITO103 531 AQG6-1B_52 Bachelor of Information Systems | how | delete |
: % AQge-1C_ 52  Bachelor of Information Systems

e HIT10Z5 =1 A0GGE-10_S2 Bachelor of Information Systerms

® HIT1025 52 A0RA-1E_5Z Bachelor of Information Systerms delete |
. % AlG6-1_51 Bachelor of Information Systems

L] .

s HITi051 51 AlGG-1_52 Bachelor of Information Systems

® HIT1OS51 S2 AQG6-24_51 Bachelor of Information Systems | delete |
# HITI052 51 ADEG-ZA_S2 Bachelor of Informatmn Systems

» HIT1052 52 P e——— — -

@ By selecting the ‘Add a Program’ link the Add Program of Study screen will open in the main
frame.

Add Program of Study

Course Outcome: IDBIDlD vI

Unit: IHigher Education Hawthorn/Prahran ;I
Description: IE-acheIDr of Business (%

Year Level: IE

Semester: 51 r

POS Size: |35

Submit POS |

All of the fields in the new POS can be edited/selected by the user. However only those Course Outcome
codes owned by the Faculty will be displayed.
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SW' N SWINLRRE

BUR | sameme : ollection System

- N E . 3

Modules: “|| POS | Staff | Zame Time Act | Meetings | Availabilities | Reports | Help | Logout |
& HITOOOO 51

« HITOOOOD S2

e HITODO1 51 Add Program of Study

» HITOOO1 52

« HITOOO= S1 .

= HITOOOZ 52 Course Dutcome:IZDcM ;I

e HITOO03 52 - = _

« HITOOO4 S1 Unit: e —AInformation Technology;l
« HITOOO4 52 o 1607 —

 HITOOOS =1 Description: T

« HITO103 51 Y L 1: AOB7

e HITO103 52 ear Level: 4075

e HIT101S S1 Semester: A097

« HIT1025 51 1050

# HIT1025 S2 POS Size: 071

» HIT1031 51 a2 -

o BLULDGL G- 1083 ¥
« HIT1051 51

» HIT1051 52

» HIT1052 51

« HIT1052 S2

« HIT1091 51

The new POS must be saved using the |_Submit POS | yytt0n,

A new frame opens ‘Add Program of Study Modules’ which lists the available modules that can be
selected for the new POS.

Add Program of Study Modules

HAAL119_S1 Post-war Italy ﬂ
HaA181_ =1 Italy & Its Language 1

HAaAl84_ =1 Advanced Italian 1A

HaAZE1_ =1 Italian 2.

HAaAZE2Z_51 Introductory Business Italian

HAaAZ84_ 51 Advanced Italian 24

HaAZE5_S1 Introductory Business Italian *Maot Offered

HAAZE9_S1 Comparative European Politics

HARZS1_=1 Italian 3%

HAaA387_51 Advanced Business Italian *Mot offered

HAAZEE_S1 Contemporary Italy *Not Offered

HACO001_S1 Careers in the Curriculum LI

submit POS |

Modules:

Once all the required modules are selected by the user (use the Ctrl key to make multiple
selections) the POS must be saved. Changes must be saved using the | submit pos | button.

The POS is now saved and the frame will return to the Programs of Study screen with the new POS
included.
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If the Program code already exists the system will modify the code, with ‘A’, ‘B’ ‘C’ etc so that it is
unigue and identifies a different combination of Units.

[T IRV VTRV INTReITEY

@
POS Name Descriptio Functions
ADODZ-4_S1 Docto Philosophy{Business) | show | delete |
ADOD7-1_51 Actor Of Business Administration | show | delete |
ADO7-1_52 Coctor Of Business Administration | show | delete |
AD4Z-14_ 51 Bachelor Of Business{Accounting) | show | delete |
AD4Z-18_5Z2 Bachelor Of Business({Accounting) | show | delete |
AD4Z-1B_S2 Bachelor Of Business{Accounting) | show | delete |
AD42-1C_S2 Biachelor Of Business{Accounting) | show | delete |
AD42-1_S1 Bachelor Of Business{Accounting) % | show | delete |
AD4Z-1_52 Bachelor Of Business({Accounting) | show | delete |
AD4Z-2B_S1 Bachelor Of Business{Accounting) | show | delete |
anaz»-»c <A Rarhrlar Mf Bncinrzaf Accanntinnh I chmw | delate |
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Staff Availability

Staff availability allows some restricting of times when staff is available for teaching. It enables the
availability to be “blocked out” for legitimate reasons such research or allows for none availability of
staff for evening teaching.

‘Staff’ should be selected from the main menu bar at the top of the screen as outlined in the image

below.

Modules:

H&A119 =1
H&&119 52
Haslsl S1
HAaR152 52
Haaigd 51
HAA185 S2
Ha&8251 51
Haaz52 51
HAAZES 52
Had254 51
H&AZE5 51
HAAZ2E6 52
Haaz59 S1
HARZE9 52
H&a381 51
HaA3584 S22
HARSET 51
HAAZET &2
HAA3E8 S1
HARSEES S2

HAC440 51
HAC441 52

HACOO01 =1
HACOO01 52

HAF440-HAT440 51

LACAAT UATAAL o0

ﬂl Import/Export | | Awailabilities | Manage Use

Module Outline Edit module

Module Name:

Haa119_ 51

Module Description: Post-war Italy
Faculty of Business and Enterprise

Unit:

Discipline:

Law

Named Awvailability: Semester One
Semester Offered: 51

Year Offered:

2008

Enrolled Size: 40
Size Previous Year: 0

Templates add a template @

Template Name
H&a/119_ 51-TUl
Haall9 S1-TUzZ

Functions
| Show | Delete |
| Show | Delete |

frame of the browser window, as illustrated.

@

@) Selecting the ‘Staff’ link allows the user to view all the names of existing staff members in the main

S

Staff

Staff Id
Abi-Raad M
Alabaster P
allbutt 1
allen R
Aallpart M
Anca ]

Ancilli L
Anderson L
Angelucc E
Annakis 1
Armnitage G

Arnold 2

First Name

Maurice
Peter
Julie
Rob
Neville
Jose

Laura
Lyndon
Enzo
John

Grenville

Josie

their teaching commitments are also listed.

SWIN

Last Mame Unit Unit Shared Teach!ng unction
Comit

Abi-Raad Swinburne Lilvdale Swinburne Lilvdale Full Time Availability

Alabaster Faculty of Life and Social Sciences Faculty of Engineering and Industrial Full Time ibabil

Sciences

allbutt Faculty of Design Faculty of Design Full Tirme Availability

Faculty of Information and Communication  Faculty of Information and Commmunication e H{AF
Allem Technologies Technologies Full iz Availability
Allpart Faculty of Business and Enterprise Faculty of Business and Enterprise Full Time Availability

Faculty of Engineering and Industrial Faculty of Engineering and Industrial

Anca Sionoss Soionoss Full Time Availabilit
ancilli Faculty of Business and Enterprise Faculty of Business and Enterprise Full Time Availability
Anderson Faculty of Design Faculty of Design Full Time Availability
Anageluce Faculty of Design Faculty of Design Full Time Availability
Annakis Faculty of Business and Enterprise Faculty of Business and Enterprise Full Time Availability

. Faculty of Information and Communication  Faculty of Information and Comrnunication . b

Armitage Technolagies Technolagies Full Time Availabilit
Arnold Swinburne Lilydale Swinburne Lilydale Full Time Availability

This frame lists all staff members by name with the unit to which they belong, any shared unit and
. . . ey . . . .
Selecting the ‘Availability’ function button will open the Show Staff Availability frame.
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In the Show Staff Availability frame a shared teaching unit can be added for a staff member where
they can share their time between org-units, e.g. Business Enterprise and Life and Social Sciences.

Show Staff Availability

Staff ID: Abi-Raad M

Last Mame: Abi-Raad

First Name: Maurice

Unit: Swinburne Lilydale

Unit Shared: ISwinburne Lilvdale ;I

Teaching Commit: IFuII Time vl

Semester 51 Semester 52 Semester T1

Day Start End MNone Day Start End Mone Day Start End Mone

Monday mm (] Monday mm (il Monday mm |
Tuesday mm (| Tuesday mm (| Tuesday mm -
Wednesdaymm (| Wednesdaymm (| Wednesdaymlm (|
Thursday mm O Thursday m’m O Thursday mm Il
Friday mm O Friday m’m O Friday mm Il
Saturday mlm (] Saturday mlm (| Saturday mlm (|
Sunday mm v Sunday mm v Sunday mm 7

Update Availability |

Staff member works between more than one other Faculty? — Let the Timetable office know as this is
uncommon and is only setup in Syllabus Plus.

Teaching Commit can also be modified to either Part Time or Full Time whilst in the Show Staff
Availability screen.

The availability of the staff member to teach can be set for each Teaching Period by day, using the
drop down menu of times. If, for a particular day, the staff member is not available then the option for
‘None’ should be checked.

S ata L Collection System

=
| Impatt/Expart | POS | Staff | Sarme Time Act | Meetings | Availabilities | Manage Users | System | Reports | Help | Logout |

Show Staff Availability

Staff ID: Abi-Raad M

Last Name: Abi-Raad

First Name: Maurice

Unit: Ewinburne Lilydale Campus

Unit Shared: [---- =l

Teaching Commit: IPart Time =

Semester 51 Semester 52 Semester 50 Semester TP1
Day Start End None Day Start End None Day Start End Mone Day Start

Monday lm lm || Monday m lm | Monday m lm | Monday m
Tuesday m lm [T Tuesday m lm [T Tuesday m lm [T Tuesday m
Wednesday m lm M Wednesday m lm I Wednesday m lm | | Wednesday m
Thursday m m [T Thursday m m [T Thursday m lm T Thursday m
Friday m lm [ Friday m lm [ Friday m lm ] Friday m
Saturday m m ¥ Saturday m m || Saturday m m ~ Saturday m
Sunday m m 2 Sunday m m 2 Sunday m m 7 Sunday m
Update Awvailability
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@ Default availability times are automatically put in by system and only need to be changed where necessary.

—— Once the availability has been entered the |__Undate Availabiity | pytton will save any changes.

Return to the main staff screen by selecting ‘Staff’ from the main menu bar at the top of the screen.

= |f a staff name is not showing — contact the Timetable Office

= |f a staff member is to be removed — please set all their availability to ‘None’

= Sessional staff can still be added with a temporary generic name, and the number or
hours available
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Meetings

The recording of meetings, or ‘green time’, relates only to those that are official meetings of the
Faculty or discipline, e.g. staff weekly seminars. Ad hoc meetings are not recorded via the meeting
function or taken into consideration.

If the staff meeting is for a select number of Units within a discipline, then a list of the Units involved
will need to be given to the Timetable Office.

A Faculty can have up to two hours per week for staff meetings, which can then be attached to the
Faculty’s Unit as a time constraint.

‘Meetings’ are selected from the main menu bar at the top of the screen

Modules: 21| Import/Export | POS | Staff | Meetings | Availabilities | Manage Users | System | Reports | Help | Log
s HAAK119 =1

e HAAKL19 2

e HAAlE1 51 .

e HAALBZ 57 Module QOutline Edit module 6]
e HaAslg4 51

s HAALES =2 Module Name: Haal19 =1

e HAAZE1 51 Module Description: Post-w ar Italy

e HAAZEZ 51 — p :
« HAAZES 52 U!1|t.- : Faculty of Business and Enterprise
* HAAZES 51 Discipline: Law

# HAARZES S1 NMamed Availability: Semester One

. % Semester Offered: =1

L

s HEAZED S2 Year Offered: 2008

e HAAZEL S1 Enrolled Size: 40

® HAA3ZRd 52 Size Previous Year: 0

e HAAGE? 51

e HAASE? 52

e HAAGES 51

o HAA3EE 52 Templates add s template. &

e HACOOOL 51

* HACOOO1 52 Template Name Functions

* HAC440 51 Handia 4-THA I hrw | Mielats |

Add a New Meeting

U Adding a new meeting is accomplished by first selecting the ‘Add a meeting’ link.

Start End

Meeting Id Unit Day Time Time Co
Faculty Meeting Faculty of Design Friday 1500 17:00
AEFL Faculty of Business and Enterprise wednesday 11:30 13:30 "Accounting, Eco, Finant
ME Group Faculty of Business and Enterprise Monday .30 11:30 Mgmt and Entreprenear
MIS Group Faculty of Business and Enterprise Monday 1330 15:30 "MIS Group-Mktg, Jap, 1
Facul!:y of ICT Staff Faculty of _Infu:urmatlnn and Cornmunication Thursday 12:30 14230
rmeeting Techrologies
FEIS Staff Meeting Faculty of Engineering and Industrial Sciences  Friday 14:00 17:30
Staff Meetings Faculty of Life and Social Sciences Friday 1430 1630 To allow discipline grou

rmeetings
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The ‘Add Staff Meeting’ frame opens a new meeting can be added by entering data for: -

= Meeting Name - this can be whatever name is suitable, and is chosen by the
user.

= Unit - e.g. Faculty of Business Enterprise, chosen from the drop down menu,
field will be filtered so as to show only those relevant to the Unit of the user.

= Day - e.g. Monday, chosen from the drop down menu.

= Start Time - chosen from the drop down menu.

= End Time - chosen from the drop down menu.

= Comment - this can be as required, and is chosen by the user.

Add Staff Meeting

Meeting Name:l

Unit: IHigher Education Hawthorn/Prahran |
Day: Im

Start Time:  |7:30 =]

End Time: m

Comment: |

add Meeting |

Add Meeting I

| — ) The meeting will need to be saved by pressing the |

o

button. This meeting will
@ now be visible on the main window.

Staff Meetings
Add a meesting

. Start End
Luiis Day Time Time
Faculty Meeting Faculty of Design Friday 15:00 17:00
Faculty of Business and Enterprise Wednesday 11:30 13:30
ME Group Faculty of Business and Enterprise Monday ;30 11:30
MIS Group Faculty of Business and Enterprise Monday 13:30 15:30
Fau:uH_:yr of ICT Staff Faculty of _Infu:urrnatlu:un and Cormmunication Thursday 12:30 14:30
rmeeting Technologies
FEIZ Staff Meeting Faculty of Engineering and Industrial Sciences  Friday 14:00 17:30
Staff Meetings Faculty of Life and Social Sciences Friday 14:30 16:30
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~ Editing a Meeting

@ To edit an existing meeting, which has already been entered into SDICS, simply select the
‘Edit’ function button, as outlined.

Staff Meetings
Add a meeting

. - Start End
Meeting Id Unit Day Time Time Comment

Faculty Meeting Faculty of Design Friday 15:00 17:00 | Delgte |

AEFL Faculty of Business and Enterprise Wednesday 11:30 13:30 "Accounting, Eco, Finance & law Group” | DeleNg |

ME Group Faculty of Business and Enterprise Monday 9:30 11:30 Mgrnt and Entrepreneurship Group | Delete | Edit |
MIS Group Faculty of Business and Enterprise Monday 13:30 15:30 "MIS Group-Mictg, Jap, Italian & IB" | Delete | Edit |
FacuIFy of ICT Staff Faculty of _Information and Communication Thursday 12330 14:30 | Delete | Edit |
meeting Technologies _—

FEIS Staff Meeting Faculty of Engineering and Industrial Sciences  Friday 14:00 17:30 | Delete | Edit |
Staff Meetings Faculty of Life and Social Sciences Friday 14:30 16:30 Lopzlliiv:<d|50|pllne groups within faculty to hold their | Delete | Edit |
=) ; . | Lpdate Meetin I ;

7 Once the applicable fields have been amended the £ 2 button will

U save any changes and return the screen back to the main ‘Staff Meetings’ frame.

Deleting a Meeting

e D To delete a staff meeting is as straight-forward as clicking on the ‘delete’ function button next to the
U meeting which is to be deleted.
Staff Meetings
£dd 5 meeting
. - Start End ;
Meeting Id Unit Day Time Time Comment Funcltions

Faculty Meeting Faculty of Design Friday 15:00 17:00 Delete | Rdit |
AEFL Faculty of Business and Enterprise Wednesday 11:30 13:30 "sccounting, Eco, Finance & law Group” | Delete | EHIt |
ME Group Faculty of Business and Enterprise Monday 9:30 11:30 Mgrnt and Entrepreneurship Group Qielete Edit |
MIS Group Faculty of Business and Enterprise Monday 13:30 15:30 "MIS Group-Mictg, Jap, Italian & IB" | Delete | Edit |
FacuIFy of ICT Staff Faculty of _Information and Communication Thursday 12330 14:30 | Delete | Edit |
meeting Technologies _—
FEIS Staff Meeting Faculty of Engineering and Industrial Sciences  Friday 14:00 17:30 | Delete | Edit |
Staff Meetings Faculty of Life and Social Sciences Friday 14:30 16:30 Lopzlliiv:<d|50|pllne EpEums et fEeuliz & fhelk) e | Delete | Edit |
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Availabilities

Customized availabilities allow Faculties to tailor teaching delivery weeks, e.g. alternating or more
specific Summer School Delivery.

A large number of default or popular week patterns will still be available for each Teaching Period.

RV TR

Modules: ﬁll Import/Expaort | POS | Staff | Meetings | Availabilities | Manage Users | Systern | Reports | Help | Logout |
® HAALIOM S1
® HAAT19-HAASIIN S1 :I
: 7::?1;?,:::3;1“ gi Add a named availability for semester |51 R_ddl
® HAATB2-HAATBZN S2
® HAALGA-HAAIBAN S1 Named Awvailability Sem|Weeks |
® HAALGS-HAALGSH S2 55 57,59 TTITIII
& HAAZOLIM S1 FFYE | | ‘ | ‘ | ‘
& HAAZOLM S2 ATESTL
s HAAZODZM S1
o HaAZO2M S2 MTEsTE
* HAAZEL-HAAZEIN S1 Eomesir O
e HAAZGZ-HAAZEIMN =1 Sermester One - 2nd Week StarjS1
o HAAZEZ AMZET S2 Sermester One Even 51
® HAAZS4-HAAZE4N S1 Semester One Odd 51
® HAAZSS-HAAZEEN 51 Sernester Two 52
® HAAZESM-HAAZEE S2 Sernester Two - 2nd Week Startjs2
® HAAZED HAAZEIN 51 Semester Two Even sz
® HAAZE9 HAAZBON 52 Semester Two Odd 5z
& HAASO12MN 51
® HAASOIM 51 _IS-:::nm:Ul’u'rrel’m IS -
& HAASOIM 52
[Term One 1 m

® HAASORM 51
s HAAZOZN S2 [Term Three T3
o HAAIION S1 MR 12 [
s HAAZION 52 st 2 51 |
s HAASIZM-HAAZDF S2 feek 10,1117 18,19 51 |l
® HAASE1-HAASEIN S1 Weck 15-15 51
o HAASBA-HAAIGAN S1 Week 31-35, 42, 43 52 | | 1
® HAASSA-HAASEIN S2 Week 41 S2 |
® HAASEF S2 eeks 10 and 11 51
® HAASSS-HAAZIBEN S2 weeks 12 - 20 51
» HACO001-HEGO004-HES0000- Weeks 16 and 17 51
—:'ILDESED;‘;TSI ireeks 17,19,20 51

e eeks 15 and 19 =1
D S | [weeks 54,56 58,59 i 1| Bl

[
| ’_,_’_,_’_,_‘\_-! Local intranet [®wooe - 4
distart| | @ (W] ] (o] B ) | W hovel G I;ésmcsf... G2 Syla -| &1 - ascoL | @Micrusuf..‘l |3 Other in... | W] 3 Micr.., -| |5J & MNP assan
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Reports

@ There are several reports available within SDICS that will allow a staff member to check and or record
N the data that they have entered.

‘Reports’ are accessed from the main menu bar at the top of the screen as outlined in the following
image.

| EOE | Staff | Meetings | .ﬁ.'-.-'ailal:uilities(l Feports ) Help | Logout |

Reports

Report
Same Time Activities
Provides a total list of all same time activity reguests and their related Run
activities,
Requested Deliveries Run
Prowides a list of all requested deliveries registered against activities, —
Staff Availability Fun
Prowvides staff availability information, —
Activity Templates Fun
Provides a listing of all activity templates. —_—
Activities Run
Prowides a listing of all activities —
Programs of Study Run
Prowides a list of all Programs of Study and the associated modules, —
Module Fun
Provides a list of all modules and their details —
Staff Fun

Prowides a list of staff and associated details,

The reports that are available to Timetable Representative and Timetable Academic Users are:

= Same Time Activities - Provides a total list of all same time activity requests and their
related activities.

= Requested Deliveries - Provides a list of all requested deliveries registered against
activities.

= Staff Availability - Provides staff availability information.

= Activity Templates - Provides a listing of all activity templates.

= Activities - Provides a listing of all activities.

= Programs of Study - Provides a list of all Programs of Study and the associated modules.

= Module - Provides a list of all modules and their details.

= Staff - Provides a list of staff and associated details.

The reports are simple to run and produce text files that can easily be imported into Microsoft Excel
for further analysis, if required.
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%’) Choose the report that you are interested in by clicking on the blue ‘Run’ next to the report

@ description.

The system will open a File Download dialog box, choose to ‘Save’ the file to disk by selecting the
Save option.

File Download

2

Some filez can harm vour computer. |F the file information below
look s suspicious, or pou do not fully trust the =ource, do not open or
zave this file.

Filz narme: SameTimedctivities. txt

File type:  Text Document

From: allocate. swin. edu.au

o open the file or zaveNQto vour computer?

| Save I Cafcel | More [nfo

|

= hlways&%:peninmy%file

@ Users of Netscape will have to right click on the word ‘Run’ and ‘Save Link Target as’

@ Next choose a location to save the file to. e.g.

Savens 21|
Save in: |@ Timetable ;I - =k EB-
|_1Access
| Jap
| Jap_old
|_15tudsntchoics
File name: E:arnEeT imed.ctivities.ty LI Save I
Save as lype: IText D ocument ;I Cancel |
|

The file can be opened in Microsoft Excel via the Wizard, remember to change the file type to
Text in Excel.
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Follow the steps of the Excel Text Import Wizard as per normal and manipulate the data as required.

@ File Edit Wiew Insert Format Tools Data Window Help

DS SRY $a||o-(as 248l |lE 7w w0 -|B r o
A i | =]
= A [3] I s I n T = T c I [ T 1 J < | i
] 1 Text Import Wizard - Step 1 of 3 ed | =
2— The Text \Wizard has determined that your data is Delimited,
3_ If this is correct, choose Next, or choose the data type that best describes vour data,
A_ ’—Or\ginal data bype
5_ Choos type that best describes your data:
i ‘ - Characters such as commas or tabs separate each field,
:é; ‘ € Fixed width - Fields are aligned in calumns with spaces betwesn each field.
19? Start impork: at rove: 1 3‘ File arigin: windows (ANST) -
% Preview of File C\Documents and Settings'C...\SameTimeActivities. txt.
13 |l kecquest idlorg unitDactiviey nams ﬂ
14 |2 Lanquage Reg 1OSUS4HEBHOHAZ1S1 S1-CL1/01
15 |3 Lanmuage Req 1OSUS4HEBHOHAL1S4 S1-CL1/01
TE_ [4 ftalisn Semester 1OSUS4HEBHOHARLIE1 S1-CL1/01
F [Sftalisn Semester 10SUS4HEBHOHARLIG4 S1-CL1/01 vI
T 4 ¥
13
20 Cancel % Back I Mest = I Eirish |
21
22
24
24
25

4 4[» v} sheet1  sheetz { Shests /

When working through the Wizard, choose ‘tab delimitated’ and all column formats to “text” for better
importing.

4 Microsoft Excel - Activity.bxt

File  Edit Data  ‘Window #Adobe PDF Type a question For

DNEEH8 SRY L BAR-S|v-o- @ 3-8 3 @ -3,

Wiew Insert  Format  Tools Help

Arial -0 - | B J U E=E=EEH$ %, @3 LB AL
AG - £ HITOO04_S1-CL1/01
A [ B | C | o E | F | 6 [H[ 1] 1 | K [ ]
required_nu
duration_ required_num mber_of_st teaching_
1 |activity_name size named_availability minutes  ber_of locs aff period day time location zone unit
2 |HITO000_S1-CL1O1 B0 |Sernester One Day IT B0 M il Day 7 B40 |SE413 |Hawthorn  SUS4HEIT
3 |HITO000_S2-CL1/O1 50 |Sernester Twa Day IT B0 i il Day aull null | null Hawthorn | SUS4HEIT
4 |HITO001_S1-CL1O1 B0 | Sernester One Day IT &0 i il Day null [noll | null Hawthorn | SUS4HEIT
5 |HITO001 _S2-CL1401 B0 | Sernester Two Day IT &0 il il Day null [noll | null Hawthorn | SU4HEIT
B_|HITOD0Z_S1-LE1/01 M50 |Sermester One Day IT B0 il il Day null null | null Hawthorn | SUS4HEIT
7 |HITOO02 S2-LE1/01 "150 |Serester Two Day IT B0 i il Day null null | null Hawthorn | SUS4HEIT
& [HITO004 S1-CL1/01 25  Semester One Day IT B0 i i Day mull [null | null Hawthorn | SUS4HEIT
9 [HITO004_S1-CL1az2 725 Serester One Day T B0 M il Day null null | null Hawthorn | SUS4HEIT
10 [HITO004_S1-CL1O3 25 | Sernester One Day IT B0 i il Day aull null | null Hawthorn | SUS4HEIT
11 |[HITOOO04_S1-CL1O4 5 | Sernester One Day IT &0 i il Day null [noll | null Hawthorn | SUS4HEIT
12 [HITO004_S1-CL1/05 25 | Sernester One Day IT &0 il il Day null [noll | null Hawthorn | SU4HEIT
13 |HITO004_S1-CL1A0G 25 | Sermester One Day IT B0 fi fi Day null null | null Hawthorn | SUS4HEIT
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Help

Further assistance is available via the Help Link which goes to the SDICS Help Page and is also
found off the Timetable webpage (http://www.swin.edu.au/hed/timetable/sdics/help.htm).

Syllabus+ Data Input

Collection System

+ 8DICE Home

» Help Overview Help Menu

+ Module Overiew

P TR Gremes The Help pages are designed to address the major areas of data entry and interpretation of Syllabus conventions. They are

organised in the order of.
= Entry into SDICS
» Prograrm Overvigw =« Main areas of data entry

+ Gtaff Availability = Related Information to assist in data entry

> Artivity Overview

+ BameTime Overiew . . . . . . . . . .
_ On all help pages on the left hand side are guick links to introductions to main topics. These in turm will link to more detailed
» Faculty Meetings information. General questions are addressed in the Frequently Asked Qluestions (FAQ) page

> Report Overview
Below are links to the Help Topics
= Logging into SDICS
= Main areas of data entry [»\\g
= Moving around Screens
N

Freguently Asked Questions

Logout

The logout function will simply log the user out of SDICS and take them back to the SDICS login
screen. It is recommended that you logout of the system this way.

SDICS Login

Enter User Id: I

Enter Password: |

User Type: |Timetab|e Office ;l
Subrnit I Resetl

For further information and help @
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Appendix 1 — Check List

It is hoped that this list will assist in verifying that all required data has been collected or the existing
data has been checked. To print this form, simply go to File — Print.

Data Group Item Checked
Module Unit Code

Unit Name

Size

Current Semester Pattern (Named Availability)

Faculty offering Unit

Year being offered

Delivery Hours

Nominal Hours

Activity Template Type (LE, TU etc)

Size

Duration in minutes

Room Type and/or suitabilities

Preferred teaching period (Day/Night/Sat/Sun)

No. required staff and locations

Location zone

Named Availability

Activity Is there a different Named Availability pattern

Is it a Sametime Activity

Staff Member(s)

Special Request for delivery

Program of Study POS Name

Modules included

Responsible Faculty

Size

Year level

Semester

Staff Name

Main Teaching Department

Full time or part time

Shared with other Faculty

Availability over semester

Will they be attending department meetings

Official Faculty Meetings Meeting name

Responsible Faculty

Day of meeting

Start and end time

Have the Discipline Units been identified

Has the semester of the meeting been specified

SW N Timetable Office
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Appendix 2 — Requested Deliveries

Request Type

Process

Follow: Labs immediately after Tutes

Specific activities must immediately follow one. eg

LA2/01 and TU2/01 will be scheduled one after the other.
Convention used will keep same stream number together
eg LA2/01 and TU2/01, LA2/02 and TU2/02 will be paired

Follow: Tute immediately after Labs

Similar to above, only reverse order.

Night: Block Activities

Many night activities are delivered in a block, i.e. one
activity immediately after another. The convention used
will place Lectures first, followed by general classroom
event eg tutorial, class or seminar, followed lastly by a
lab.

Other: Please contact TT Office

Alerts the Timetable Office to expect to be contacted.

Setup: Lab Time Allowance

Allows one hour/later start for labs where preparation is
needed.

Stream: Labs and Tutorials

The streams of the tutorials and Lab series will be
matched in allocation of student sets. Eg LA/01 and
TU1/01 LA/02 and TU1/02 will be matched. Please note
this is highly constrains the timetable and is only done for
those activities that must be multiparted in Allocate+. Any
new requests for this will be reviewed in detail.

Schedule: Consecutive Activity type

This allows a lab to follow a tutorial eg LA1/01 must be
followed by TU1/01.

Stream: Lectures

The streams of the lecture series will be matched in
allocation of student sets. Eg LE1/01, LE2/01, LE3/01 will
be matched. Please note this is highly constrains the
timetable and is only done for those activities that must
be multiparted in Allocate+. Any new requests for this will
be reviewed in detail.
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Streamed Activities

Streamed Activities are where some subjects must be offered in a particular way that is part of the
teaching delivery of the subject. For example, if a student attends LE1/01 they are then forced to
attend LE2/01 and not LE2/02. These are multipart activities.

Activities may also be restricted at the request of a faculty by day/night for e.g. if a student attend a
night lecture they must attend a night tutorial.

These requests are not processed automatically by SDICS so the faculty TTR must inform the
Timetable Office if any units of study require such restrictions.

= This Manual has been designed to give a general
overview of data collection for timetabling.

= |If you have any questions about the use of SDICS
or how the data will be interpreted for timetabling
purposes please do not hesitate to contact the
Timetable Office at timetable@swin.edu.au
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