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Introduction

Welcome to Timetabler SAT (Student Attendance Tracking System)i specialised software used to

create, store, maintain and mark student attendance registers. This brief guide shows you how to start

using SAT, and assumes that the software is ateady installed and configured on your machine. The

guidance is generally in the form of a sd&Pdes hat icmstruc
be used to complete a common task, and you should modify the directions to suit your specific

requirements.

This guide is not a comprehensive description of all SATfeatures; for this you should consult the on-line
help.

The most up-to-date copy of this guide is on the CELCAT web site (check the release number at the end
of this document):

http://www.celcat.com/products/timetabling/pdfs/SAT6GettingStartedGuide.pdf

If you need to install and configure Timetabler software, Timetabler Administrator or SAT, please refer
to the Installation Guide :

http://www.celcat.com/products/timetabling/pdfs/CT6InstallationGuide.pdf

Remember, if you need further help with any of the functions in SAT, please use the built in help facility
(there is aHelp button or menu it em associated with most forms).

SAT s designed to be used in conjunction with CELCAT Timetabler 6, and cannot be used
independently without it. It shares the same timetable database asTimetabler, and relies upon the
events created inTimetabler as the basis for its own student attendance registers. In order to useSAT it
is therefore first of all necessary to useTimetabler to create a timetable database and then to create the
events in your timetable. You will also need to set up the user accounts andoles that will allow your
users to access theTimetabler and/or SAT programs.

For details on how to create a new Timetable database, user accounts, resources and roles, please
consult the Timetabler Getting Started Guide documentation. It will be helpful if you understand the
basic concepts and terminology relating to Timetabler in order to follow the guidelines in this document.
The roles created here assume the reader has a basic knowledge of Timetabler software.

The next section describes how to configire your database so that you can create and manage student
attendance registers. It is designed for managerial or administrative users.


http://www.celcat.com/products/timetabling/pdfs/SAT6GettingStartedGuide.pdf
http://www.celcat.com/products/timetabling/pdfs/CT6InstallationGuide.pdf
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Timetable Configuration

The Timetabler Administrator application is used to enforce timetable -wide preferences, maintain user
details, access rights, etc, and is usually only accessible by privileged users because of the extensive
changes it can make in a timetable. This section describes how to use Administrator to configure an
existing timetable database so that you canuse SAT.

For each timetable database that you administer, you will need to ensure that it has been configured
correctly for use with SAT. There are two aspects that you will need to consider. Firstly, you need to
specify the rules governing whether registers are required for a timetabled event. And secondly, you
need to set up the roles for your users so that they will be given the correct access rights when usingAT.

Register Creation

E Open Timetabler Administrator using Start | Programs | CELCAT | T imetabler |
Administrator

E Select the required timetable and log in (for details see Timetabler 6 Getting Started Guide).

ESelect the 060Settingsé tab.
ESet or clear the O6SAT registers requiredd checkbox as r

This checkbox catrols the default requirement for registers. If checked, it means that all events in the

ti metable require registers (excluding 6globald and O6sus|
produced). If left unchecked, it means that by default events will not require registers. Whichever

setting is chosen, the defaul't action can be overridden
event. Itis thus possible to specify that all events require registers except for certain event categaes

and events, or that no events should produce registers except for certain event categories and events.

This topic will be covered in more details in the section Using Timetabler Client to create Events

General Settings IUsers I Roles I \

— Settings
¥ Enable logging

[~ Enable imports
[« SAT registers required
— SMS Settings

SMS user name:

Default access rights:
Resource type &

Course
Department

|

Figure 1: Setting Oor§AdTimetablei st ers requiredo f

Configuring Users

Access toSAT and attendance registers is controlled for each user by the role that is used. A role not

only specifies whether a user can log in toSAT, but also which registers a user can view or mark, and

whichactons a wuser can perform on a register. I f a role spe
user 6 s 8ATts ansestrictedd For further information please refer to the Roles section of the

Timetabler CT6GettingStartedGuide. In that section you will find detailed information on how to create

new roles or edit existing roles for your timetable database.

E Create a newRole or go to an existing role you wish to modify for SAT use.

E Onthe Tabentitled 6 Ro | setsh@6 May u s ehe&BoX  cdecked. (The Administrator main
window should look similar to that shown in Figure 2)
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General | Settings | Users Roles | Week Schemes | Terminology | Enforced Preferences | User Authentication |
I Details | By Type | By Department | By Item | Protected Fields | |sers |

Raole name:
ISATRDIEExampIE

Description:

deny

[~ Admin May send SM5 I

—BAT
[¥ May use SAT May withdraw students

[T May mark own registers May remove students

10

— F.oom Booker
v May use Foom Booker

Last updated 07,/09,/2005 10:27:27
Administrator

Figure 2: Setting a role to use SAT

Please refer to the sectionUser Accounts of the Timetabler Getting Started Guide if you have
any difficulties creating or editing Users . You will have to set the Role with this flag set for
users you want to use SAT.

Ifé May wi t hdr awischecked, ¢his Ratedill allow users to withdraw students from
Registers they are allowed to modify.

Ifé6 May r emov e iscthecked, this Rofe will allow users to remove students from
Registers they are allowed to modify.

Ifé6 May mar k o wn ischedkedsthiseRols vdll allow users to mark Registers that

they are associated with or Registers with no associated Staff. Users are assaatied with

registers via the member of staff attached to a regi !
Timetabler Administrator) to specify that a user corresponds to a certain member of staff. If

that member of staff is attached to a register, then we can regard the user as also associated

with the register. Using this checkbox provides a convenient way to restrict users so that they

can only mark their own registers without creating a separate role for each user. Staff has to

have access rights thatallow them to modify those Registers.

These settings can be overridden or further restricted by changes made on theBy Type, By
Department and By Item Tabs. Please refer to the online help documentation.

The next section describes how to allow member of $aff to modify registers.

Setting Default Access Rights for Staff

E Onthe Tab6 Set t ,isatof ® the Staff entriesontheé De f aul t ac cpane.Onthdligeht s
where6 As p eeads@® Re g i s seethied 8 ¢ c ¢oxithér 6 De ny 6, or®\Mioawas reqiired as
shown in figure 3 below.

This setting specifies the default access right pertaining to SAT that all roles inherit from. It allows a
role to have by default either no access, Oviewbd access
registers associated with all members of staff.

Theé St &Résbudce can be restricted to what operations it can do on registers. Table 1 summarizes the
possible levels of Register Aspect Access:
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Access Meaning

Deny Cannot mark or view registers
View Can view but not mark registers
All Can view and mark registers

Table 1: Register Aspect applied to member of Staff

General Settings |Users I Roles I Week Schemes | Terminology | Enforced Preferences | User Auﬁﬂenﬁmﬁunl

— Settings
[+ Enable logging Enable resource wizard v
[~ Enable imports Enable event wizard v
[¥ SAT registers required

— SMS Settings
S SMS messages are provided by 2sms,com
I Set 5MS Password | Test |
Default access rights:
Resource type & | Aspect | ACCess |;|
Room Timetables View
R.oom Stats View
R.oom Booking re... | View
Site Records View
Staff Records View
Staff Timetables View
S St e —
STt |=f=Tais]al iy —1

Figure 3: Setting Default access right for Staff

This setting has timetable global scope, that is, all roles will have this access by defult for all staff
registers, unless these settings are overridden or further restricted by changes made on theBy Type, By
Department and By Item Tabs. Please refer to the online help documentation.

Setting Default Access Rights for Attendance Reports

ERepeat the steps highlighted on the Epreasiteidavhich secti on, bt
0 As peeads® At t e n d Setitt@\bew or Deny as required (see figure 4 below).

Resource type & | Aspect | Access | =
Department Records View

Equipment Records View

Equipment Timetables View

Equipment Stats View

Event Details All

Event . [Attendance [View
Ewvent category Records View

Faculty Records View

Fixture Records View

Group Records View

Figure 4: Setting Default access right for Event Resource

The 6 E v te @an be restricted to what operations users can do on registers. In this case, the restrictions
relate to the ability to view Attendance Reports . These settings can be overridden or further restricted
by changes made on theBy Type, By Department and By Item Tabs. Please refer to the online help

documentation.
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Access Meaning

Deny Cannot view attendance reports
View Can view attendance reports
All

Table 2: Attendance reports Aspect

The next section describes how to add resources and classifications tgour timetable.
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Using Timetabler Client to Create Events

Use the Record window Timetable page to view and alter events using the weekstyle grid.

Please refer to the sectionEvents of the Timetabler 6 Getting Started Guide. There you will find
detailed information on how to create a new event or edit existing events in your timetable database.

Note: Registers will never be createdforé g1 obrals @ s p e reventsd 6

A single Event will have a register associated with it for every Week that the event is spposed to take
place. In other words, a6 Re g i $ freinstance of anEvent . But Registers will exist physically on your
timetable database only after a student has been marked and the changes committed to the timetable
database. This is calledRegister creation on demand

E Open Timetabler Client using Start | Programs | CELCAT | Timetabler | Client

EOpen the 6Event windowd for an existing event or create
this, please see theTimetabler 6 Getting Started Guide.

EOn the O6Mi s ocfSaltalr,egs estt etcheekhoe(spe Figure 5).0
E Save your changes.

This operation will not create 6 Re g i syeteWedhdved Pot ent i al thatdigéetablerSATswal

display when you search for registers. Once one othe studentsinagiven6 Pot ent i alisregi ster 0o
effectively marked, the 6 R e g i svitl lee mdiually created on your timetable database and there is no

way to remove this register.

Events with no Staff associated with it implies that any user with a Role with 6 May mar k own
r e gi s theakesd &ill also be able to mark registers associated with this event. If there is no
Department associated with this event, any user will be able to view registers associated with this
event and if access rights permit, mark those registers.

SI=I =ibi xd
T T T T T e -
Sep —)| Gct ——)f Nov —f Dec—y] Jan——)] Feb—yf Mar —)| Apr—)| May — Jun —y Jul ——| Aug—)| : ~ Tags
09:00 10:00 11:00 12:00 13:00 14:00 15:00 16:00 17:00 I
-
Mon
2 I
Tue =
Wed [Gtaffa C ¥ SAT registers required
Thu r— Charge indication
o Room | Equipment |
Room & | Depart. .. | Charge I Motes |
Sat
Sun
Timetable /5 tatistics |4 Browse Mode | [Total: 52 0om
Tast updated U8]03/2005 10:38:33
Administrator
|—\Record fTimetable AStatistics |A Browse Mode | |

|A Browse Mode |

Figure 5: Overriding global SAT registers required

Alternatively, you could create an Event Category and use it as a template for Events you create:
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EventCategory - Event Categories = |EI|E|
I Details |

MName:

IEventCategn:nry

Description:

Colour: - Weighting (%): I 100

[¥ SAT registers required

Last updated 03/09/2005 10:45: 14
Administrator

"Record I|I' |A Browse Mode |

Figure 6: Event Categories window

On the O6Miscd Tab you h dionefregisiers foo this eéventnlf youcchodset®dob | e cr e a
so, it will override the timetable default global scope.

We have completed all basic steps needed to start using Timetabler SAT. Most users will use Timetabler

SAT directly, but if you are a user that has an administrative role, you will need to go through the

procedures highlighted hercer.ealtheed Roeng,itbatisetrefitbgstere sai d t o b
will be created when a user actually marks a student belonging to it.
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Extended Absence Marks

Itis possible for an 6Extended Absenced mark to be applie
does not relate directly to any particular register, but
6endd date and t i ntevay of rebdrding that sstudent avith motvbe attendimg any events
for a specified time, and should be given the specified mark for all relevant registers within that period.
This could be used, for exampl e, whoasednbthoattesdtAudent i s 06of f
student may have a number of these 6extended absenced mal

I f a student has an actual mar k on a register, but al so |
time as that activity, then, the O6extended absenced mark shall take pre
possible to change this behaviour in the following way. If the latest actual mark for a student on a

register is defined as havingd P r e c e d, thendt & this register mark that is interpreted as the real

mark for the student. For further details about 6 Mar k pr e c medse refereaodhe section

6Mar king scheme pageb

A student that is unmarked on a register covered by a period of extended absence shall be regarded as
marked.

Extended absences are currently administered from the Timetabler 6 client program.

M

Open aStudent Record window.
Click the 6 Mi Jabbd

Mmc m

Clickthe 6 A b s e n buttah {he window displayed should look similar to that shown in Figure 7A).

o

Display —— | Start [ End | Mark | students |
= By date

{¥ By student

Select Student. ..

Abley, Tony

Add... Edit... Delete

Help

Figure 7A: Extended Absence Management window

The Extended Absence Management Window provides you with the option to select a student whose

extended absences you wish to manage. An Absence mark can be added or changed for the selected
student. Initially, this wind ows display the student that was selected in theStudent Record ~ window.
Nevertheless you can change the selected student.

E Clickthe6 Sel ect S buttah¢ordispiaythe Resource Browse window (the window displayed
should look similar to that shown in Figure 7B).



ESel ect
window.

t

Select Student
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Unigue name:
|2 M
Unigue name | N..I Department |A
Abley, Tony TA Japanese
Ager, John A& Geography
Ager, Stephen SA  Biology
Ailes, Dave D... Italian
Ailes, Helen H... Design
Allen, Gary G... Biology
Allen, James 1A Public Policy
Allsop, David D... Food Reqgulation
Allsop, Erica EA  Marketing b
Ameerally, Colin C... Portuguese
Ameerally, Joan 1A Sodal Policy & Administration
Ameerally, John JA  Communication
ameerally, Samantha SA  Accounting and Finance
Amos, Tracy TA European Studies
Anderson, Tracey TA Marine Science ;I
QK Cancel | Help |
Figure 7B: Selecting a student
he required student and click 6O0OK®d or

An Extended Absence mark can be applied to the selected student.

ECIl i ckdtdhbe bat t oan ExttendediAbsknce mark to the selected student (the window
displayed should look similar to that shown in Figure 7C):

Select a start date and time for the Extended Absence mark

E
E Select an end date and time for the Extended Absence mark
E

Optionally add comments to the Extended Absence mark. If you press thed St a bytan, you will
get a current date and time string attached to your comments.

E Select the Extended Absence mark. If the Extended Absence mark definition is ad L a marlg please
select thenumber of minutes late for this mark.

E Clickthe 6 Mo d i fbytténdto add more students to be marked with the same Extended Absence
mark. This will display the Resource Browse window for Students.

E Click the 6 O Kodtton to apply your Extended Absence mark to the selected students and dismiss the
Extended Absence Management window.

cl

ck

t

he
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Extended Absence

os/0s/2004 =] fos:o0 =
osfosj2004 x| fo0:45 =

Figure 7C: Extended Absence window

10
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This section describes how to use Timetabler SAT (Student Attendance Tracking System) for the

purpose of marking, editing and printing registers reports.

Previous sections described how to set your timetable database so that users can use Timetabler SAT.
This is mainly a task for a user that has an administrative role. The following sections will cover

Timetabler SAT usage.

E Open Timetabler SAT Client using Start | Programs | CELCAT | CTSAT | CTSat

Before you can access the main windowFigure 13, Ti met abl er

SAT Owielnl Td imepg lasdy etdh e

window so that you can choose the timetable database you wish to work onlt is the same window that
is shown on Timetabler Client. You can only gain access to all Timetabler SAT facilities if you

successfully log onto your timetable database.

The Open Timetable window displays a list of available timetables. These are the tinetables that are
registered with your Timetabler Server, and each one corresponds to a database stored on your database

server.

8 open Timetable _ O] =]
-

Timetable Mame | SErver | Database I
[£5 Wincote Callege 2003-2004 () DEVMAYOR CELCATS_V...

[i5 wincote Callege 2003-2004 (f) DEVMAYOR CELCAT V41F

‘DBS DEVMAYOR.

EHHELCIOSAT DEVMAYOR
[fh Wincote College 2003-2004 (g) DEVMAYCR
£ check DEVMAYOR
[+ Disable silent login (a4 Cancel

HELCIOSAT
SAT TEST
ulcheck

Help

Figure 8: Open Timetable window

Setting Timetabler Server

This section describes how to configure the Timetabler Server that the SAT client will use. You will not
be able to log in to your timetable if the Timetabler Server is not configured correctly.

The first step is to specify your connection to the Timetabler Server. (The Timetabler Server application
should have been instdled and configured during the installation procedure - see the Installation Guide

for further details if required).

E Use the Tools | Options

11

menu to display the Options window and select the Database page.

6
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X

Settings I

Timetabler Server name:

CTTServer CELCAT_TT_Server

server machine(s):

Change... |

QK Cancel Help

Figure 9: Timetable Server setting

ECliGlngedé button to change your Timetabler Server. Thi

window:
x

Timetabler Server DCOM name:
IC Server, CELCAT_TT_Server

Machine name(s):

Test |

Cancel | Help |

Figure 10: Connection Window

E Under Machine name, specify the name of the computer on which you installed the Timetabler Server
component. If you are unsure on which machine the Timetabler Server has been installed, please
consult your system administrator or the administrator of your CELCAT software.

If you leave the field blank, Timetabler SAT assumes that it is installed on the local machine (i.e. the
computer on which the client software is running). The Name field should not normally be changed
from its default value.

E Click the Test button to ensure that the client software can communicate with the Timetabler Server.

Timetabler SAT 6 |

DEVMAYOR. - Connection established (serial number 1234567)

Figure 11: Successful connection windov

12
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E Click the OK button to dismiss the message window.

Timetabler SAT 6 x|

Please close SAT and restart for changes to take effect

Figure 12: Restarting Timetabler SAT
E Click the OK button to dismiss the Connection window.
E Close Timetabler SAT and restart it again.

If you have followed the above instructions, the window displ ayed should look similar to that shown in
Figure 13.

The main window is shown in Figure 13. Timetabler SAT Client uses a single main window and the
various facades of the application can be displayed via buttons or menu choices.

$ DBS - CELCAT Student Attendance Tracking -0l x|
File Register Marking Tools Help

Operations .
Mark registers
@ L — Select operation

]
(g s
A e P

Registers | -=¢ {* Mark registers

— o ™ Print registers

Reports
 Show these pages
v Departments
ﬂ [V Staff
arks [¥ Date range

Enter Register 1Ds if known, (2.9, 123456, 725801, 8270 7):
fi

Click the Mext' button...

< Back | Mext = I Cancel |

| | |Licence: 1234557 (Expiry 30/09/2005), CELCAT( 4

Figure 13 Timetabler SAT main window ( 6 Re g i sdelected) 6

Timetabler SAT starts up with the 6 Re g i swvizard selécted as default. This wizard will assist either
beginners or advanced users with their daily tasks.

Marks 6 di spl ays the oOMar ki ng s cdoeDalete maaks, er&ditiexiseng al | ows you
Marks. Please refertothe6 Mar ki ng s c h sentien fqu farther formation.

Reports 6 di splays the Report Wi zard. The Reports wizard al/l
your default printer.

Timetable Ope rations

Click File menu item (see Figure 14).

(s

m

Click File | Open to open a different timetable.

M

Click File | Close to close currently opened timetable.

13
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(s

Click File | Reports todisplaythe6 Report wi zar do

M

Click File | Exit to close Timetabler SAT.
File ) Reaister [
Open...
Reports...
Close

Exit

Figure 14:

If there are pending items, Timetabler SAT will display a window similar to the one in figure 15,
prompting you to save current changes:

x

There are unsaved changes. Please choose to save or discard
‘-’/ these changes before continuing.

Figure 15: Confirmation Window
E Click OK button to dismiss the Confirmation window.

If this window is displayed, it is very likely that you are in the process of marking a register and either
you need to commit it to the timetable database or Discard changes before closing your currently opened
database.

The Register Wizard

This secti onRedisterwizaidb@& si h hmobe detail. The Register wizar
pages (windows) that guide you through the registers selection process culminating with the register

marking page. This last pageon the Register wizard is where marks are applied to sudents.

Some of wizard pages can be configured and subsequently hidden for easy of use.

E Open Timetabler SAT Client using Start | Programs | CELCAT | Timetabler | CELCAT
Timetabler SAT

The Timetabler SAT main window should look similar to that shown in Figure 13. The Register Wizard
di splays its f iQpsetr apta goenor bsaglelde thet pa gé o

Table 3 summarizes the Register Wizard pages and associated descriptions:

14
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Wizard Page Name ‘ Description

Operation page (Welcome page) - Select desired ogeration, either Mark registers or Print
registers.

- Set if Department Page, Staff Page and Date range page are
visible or not.

- You can enter Registers identifiers manually. Search will be
quicker.

Department page Select Departments for which you want to find Registers. Events
when created can be associated with departments. This will
narrow down your search. The search can include Registers with
no Department.

Staff page Select the Staff that you wish to find associated registers for. The
search can irclude Registers with no Staff.
Date range page Selects the date range (Start and End dates) for which you want
to find Registers. You can choose default shortcut date ranges for
easy of use.
Register list page Displays all registers that match your search criteria.
Register marking page Shown if the Mark registers was the selected operation on the

Operations page. It allows you to mark students for a register
selected from the Register list page.

Register print page Print and/or Print preview one or mo re selected registers from

the Register list page.

Table 3: Register Wizard pages
The bottom of the wizard displays the navigation buttons: Back, Next/Finish and Cancel/Discard

If you reach the last page of the Register wizard, theNext button becomes disabled and its caption
becomesdé Fi n. s ThRdien idsutiod will be enabled if you change student marks or register notes. If
you click the Finish button, the Timetabler SAT Client application will commit all your changes to the
timetable database. Thereis no Undo for this action.

If you change any dataonthed Re gi st er ma rokthemwigardptieg éC@ n captiod changes to

6 Di s c.#&yod dick the Discard buttonyouwill Undo and | oose all yobDrscamd@es, an
caption will revertto & a n c aghid. Clicking the Cancel button will set the wizard back to the

Operations page

If you have pending changes to commit to the timetable database and try toClose current timetable
database,Open anot her ti met abl e dBarkinb@sshemepagh & n@lase theo t he 06
application, Timetabler SAT Client application will display a window similar to figure 15.

The 'Register’ and 'Marking' menu items initially have all its sub -menu items disabled. The Register
menu sub-items might become enabledwh e n 'y ou r e aRedistertlist pagep dge 6

Thed Mar k imang éub-i t ems mi ght become enabl ed Registety when you r eac
marking page 0 .

The6 Regi st er diisspl gpyasgerébegi sters it finds based bn the wiza
display a window with an option to stop the search if the number of registers is greater then 100. That
way you can review your settings and narrow down your search before proceeding.

Theéd Regi st er willhdisglagthel®Regi st er marifithe 9 dMap &g e & gcheskbozr s 6
is checked, otherwise it will displaythe 8 Regi st er print pagebd

Operation Page

The main opening SAT client window displayed should look similar to the one in figure 13, called the
®peration pagebd.

Selecting the Operation
The Selection Operation  group box provides you with two options:

60 Mar k r e gAtthd ead oftide wizard you will be able to mark registers that match your
search criteria.
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6Print ReAtthsdnaeaf thedwizard you will be able to print registers that m atch your
search criteria.

Showing/Hiding Register Wizard Pages

The wizar doés nDepattment pages Staff payeamd Date range page can be
hidden. If any one of those pages is hidden, the program will remember and use your last
settings on that page. It will also perform a validation check on these settings. For example, if
the Department page  does not have anything selected on it, it will not be possible to find any
registers, and even if you try to hide this page it will re-display it again so that you can change
your settings.

Entering Registers IDs

Registers IDs can be entered so that the registers with these IDs are selected directly, ignoring
the normal selection criteria. It will return the results quicker then a normal search. Registers
IDs can be obtained from printed registers or from th

E Click the Next button to display the Department page
Notes:

The next page displayed will depend on your settings. If Department is checked, then it will be
displayed next.

The next two sections describe the Department and Staff selection page. They show th&rowse
window common to CELCATE Ti metabler 6 product. Pl ease refer
Getting Started Guided for further detail ss.

Department Page
The Department pag e window should look similar to that shown in Figure 16.

The Department page allows you to choose registers associated with the departments selected from the

list. The association between registers and departments is determined from the parent event. Whenan

event is created (or edited) in CELCAT Timetabler, it is possible to assign that event to a department (or

to no department), and all related registers will have the same association. You can display registers that

do not belong to any department by checkingtheé 1| ncl ude regi sters not belonging tc
d e p ar t nohatk box. Your search might produce many entries that you will have to choose from.

If you want to see all of your registers, or all the registers for another member of staff, or you are unsure
which departments your registers O6belongd to, then pleas:
checkthe6l ncl ude registers not belbaxnging to a departmento

Selectingthe6 Don 6t s how t hiwlhigeghg ®epargnant page nexttime you use
Timetabler SAT, and the system will remember the items you have already selected. Any user is allowed
to see any department and therefore there are no access restrictions preventing you from seeing any
department.

16
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. Select the appropriate departments and click the 'Mext' buttor:
B v SN L

M ame;

I ame I -
Accounting and Finance

O &dult Education and Communication D evelopment
O &pplied Biological and Chemical 5 ciences

O area Studies

O &t and Design

O Bialogy

O Biomedical Sciences

O Buziness and Management Studies

O Communication

O Computing

O Cultural Studies

Deszign LI

-

[tems zelected: 2 [~ Selected only

[+ Include registers not belonging to a department Don't show this page again [

Figure 16: The Department page

Saff Page

E On the Department page , click the Next button to display the Staff page .
Notes:

If you previously have set6 St af fnpaged be di splayed, then go to 6é6Date r
6Dat e r an peaotgetatigergotoé Re gi st e re 8edtic pleagea g

Thstaf f wndavehbuldlook similar to that shown in Figure 17.

Thestaff aglloavgaw o choose registers for the selectedstaff on the list. You can display
registers that do not have to anystaff associated with them by checkingthe6 | ncl ude r egi sters with
n o s tcletkfbdx. Your search might produce many entries that you will have to choose from.

There are restrictions on what users can see and modify. Staff with roles that allow6 May mar k own
r e gi s tam malkdregisters without staff associated with it. For more details, please refer to the
Events section above.

Access restrictions will limit which staff you can see and whose registers you can mark.

Selectingthe6 Don 6t show t hiwsi |pla ghebtakigrpagei bnedt tilne you use Timetabler
SAT, and the system will remember the items you have already selected.

17
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Select the appropriate ztaff and click the Mest’ button;

F-B| v ShL|E -fa-

Unigue harne:
| YN
IInigue name | Fame | Department | -
Atking, Stephen 5S4, Drezign
O Banks, Camline CE Media Studies
O Eird. Lean LE Biclogy
[ Erady. Dariel DB Computing
O Carter, Paul PC Media Studies
O Crouchman-Cope, Temy TC Theatre Studies e
O Danks, Trevor TD Commurnication
O Delahaye, David DO Social Policy & Adrminiztration
O Hal. Terence TH Spanish
O Harper, Paul FH Environmental Science
O Hapesz, Jane JH Art and Deszign
O Hapes, Matthew hH Law LI
™. LLa Lai T - 1
[temz zelected: 3 [T Selected only
[ Include registers with no staff Don't show thiz page again I

Figure 17: The Staff page

Date Range Page

E Onthe Staff page clickthe Next but t on t o Dlatsep |lraayn g di @Daddg 6 r ange pageob
not set,thengoto6 Re gi st er dedtispleapea ge 6

The Date range page window should look similar to that shown in Figure 18.

Select the appropriate date range and click the ‘Mext' button:

— Start and End D ates:

L | Apr 2005 » 1 Jun 2005 4
Su M Tw T F S Su M Tw T F S

1 2 1 2 3 4
3B 567 8 13 5 B 7 8 9k 11
1011 12 13 14 15 16 1213 14 15 16 17 15
1718 159 20 21 22 23 19 20 21 22 23 24 25
24 25 26 27 28 29 30 2B 27 28 29 30

Shortcut date range: | Use selected dates j

Dron't showe thiz page again I
Figure 18: The Date range page

Selectingthe6 Dondét show t hiwsi Iplagneo ta ddaisnpd g n ¢ adyarpnexytmé
you use Timetabler SAT, and the system will remember your selection. A very useful setting would be to

18



setthe6 Short cut

the current registers for that day.

Register List Page

E On

ans

tDhaet e

If you have checked theé Ma r k

dabe

6doadapod

r an g dick the lgegtéb uct t o n

before

hidi

t o Rlda gsipd tagyr

R e gd hse cekr bs ddx OperationtPaAge 69,
should look similar to the window displayed on figure 19.

Mark registers Department: Design

Select the regizter you want to mark:

ng

CELCAT SAT 6 Getting Started Guide

this

tlhiesté pagebd

the register

| Time

| Students

| M odule

| staff

| Rieqizterl D |

== - 9098888000

E

T

Column Name

05/05/2005 08&:00 -
1 Student= |05 14:10 -
0 Marked [y5 10010 -
22/04/2005 10:10 -
27/04/2005 11:20 -
28/04/2005 14:10 -
09/04/2005 10:10 -
2504/2005 08&:00 -
28/04/2005 08:00 -
0E/04/2005 14:10 -
13/04/2005 14:10 -
27/04/2005 14:10 -
04/05/2005 11:20 -
04/05/2005 1410 -

—
[ e I = )

o
—i

oo o o O =m

FRIFR

STEOSIZS

MWR57E
EPSTSWwWI02
EPSTSWAWO2
EAAFLTAEWFGESSY
MNRS7E
EPSTSWwWAW2
FRIFR&Z2

STEOSI98

EVLOS

EVLO5

EVLOS
EAAFLTAEWFGESSY
EVLOS

Figure 19: The Register list page

mar ked

y et

Click the column headers to sort the respective column.

Click on the list itself to select one register at a time.

Description

I f the

MeDonald, D avid
Irvine, Caralpn
MeDonald, D avid
Irvine, Caralpn
Irving, Caralyn
Irvine, Carolpn
MeDaonald, D avid
Irvine, Caralyn
MeDonald, D avid
Irvine, Caralyn
Irvine, Caralpn
Irving, Caralyn
Irvine, Caralyn
Irvire, Caralyn
Irvine, Caralyn

displayed on this column.

|l ogged

2051435
1755035
373132
973133
927134
1755034
97N
1166434
2051434
92313
983132
983134
927135
983135

The first column displays an icon indicating the status of the Register: Fully
marked, Partially marked, Empty (no students associated with the register) or Not
current

Time Displays the register start date and time. This is set when you create the Event in
Timetabler Client software.
Students The number of students on this register. You can add, remove or withdraw
students from this register.
Modules The modules associated with this register
Staff The Staff associded with this register. If no Staff present, then this register can be
viewed and possibly marked by Staff with appropriate access rights.
RegisterID The Register identifier. This can be used when printing a specific register or can be

entered on the Operations page to narrow your register search criteria.

Table 4: Register list page T Register list columns

E Click on the list to select a register. Right click on the selected register. TheRegister list page
context menu should look similar to that shown in figure 20:
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‘J‘ [N WPl [N NN L iy B L] ful
€ 11/10/200510:00 - 11:00 3
' 1802005 10:00 -

€  /0/200510:00-17 0 AddStudents... Ins
€©  01A1/200510:00 -1 Remave Students. .. Ctrl+R
© oem/200510:00-1 Withdraw Students...  Ctrl+W
€ 15711/200510:00 -1

‘:} 224142005 10:00 - 1 Save Student List. .. Ctrl+5
€ 2911/200510:00 -1 Select A Ctrl+A
€ 0612/200510:00 -1

€ 1342200510001 S Ctrl+P
€  2012/200510:00 - 11:00 3

€  2712/200510:00 - 11:00 3

€  03/01/2006 10:00 - 11:00 4

Figure 20: The Register list page popup menu

You can Add, Remove or Withdraw students from the selected register. For further information
regarding Adding, Removing and Withdrawing students from a register please refer to the section
Editi ng Selected Register

E Click the Properties submenu item.

Register Property window
The Register Property window should look similar to that window shown in figure 21.

The Register property window displays detailed information for the selected register. If you
have got access rights to modi fy Rehge ssteelre cctoendmernet goi
for this register.

20
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Properties for Register ID - 1166434 il

Date: 25 April 2005
Start: 03:00 End: 09:00
Status: . Reqgister fully marked

Department: Design

Resources:

=] Course

‘... PG Dip Eur Food Regul AFFDL
= Module

... FRIFRAZ22

[=- Roorm

. Kendal Room

[=I- 5taff

.. McDonald, David

=+ Student

E....T:|||Hn+ Mirhzal Dracanth

| v

Motes:

ol

Register Comments

=

QK Cancel | Help |

Figure 21: The Register property window

Save Student List window

E Click the Save Student List submenu item. Save your list as SELNAMED1 (or choose
another meaningful name that you will be able to remember or recognise).

The Save Student List window should look similar to the window shown in figure 22.

save Selection x|

Enter a name under which to save your selection. Alternatively, dick
the Append button to append the selection to an existing list.

Selection name:

ISELNAMEIII 1

Append...
[~ Public access 4'

Ok Cancel | Help |

Figure 22: The Save student list window

You can refer back EaNAMES ldewbeni addhnamesd6B8dents to
registers. For further information please refer to the Editing Selected Register

E Click the main menu Register menu item. The menu item should look similar to the menu displayed
in figure 23.
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incote College 2003-2004 (e) - CELCAT Student Attenda

Register j Marking Tools Help

Ipe Add Students... Ins

- Remove Students... Cirl+R
< ﬂiﬂwdraw Students... Ctrl+w B pau wank ko mark:

Save Student List... Ctrl+5 I

E Select A Cirl+A 12005 1410 - 1505
— P 2005 10:10-11:10
okl el 2005 14:10 - 15.05

15/04/2005 10:10 -

)

Reports € zzoaz00510:000-11010
&  25/04/200502:00 - 03.00
€@  Z7/04/200511:20-13.05

L] ATNAMINNE A AdANn ARNE

Figure 23: The Mai n menu Register item with sub menu items

If you have checkedtheé Pr i nt R ecghi esctkebrosx®perationtPage 66, t he regi ster | i st
should look similar to the window displayed in figure 24.
Print registers
Select the register(s) you want to print:
[
o o o I Time I Studentsl todule I Stalf I RegisterD IA
= C@  13/09/200510:00- 11:00 2 502
OO  20/09/200510:00 - 11:00 2 B3
OO  27/09/200510:00-11:00 2 504
oo 11:00 2 805
: :00 - 11:00 2
B 18/10/200510:00-11:00 2 507
OO  25n10/200510:00-11:00 2 508
OO 01A11/200510:00-11:00 2 509
OO  08A11/200510:00-11:00 2 510
OO  15A11/200510:00-11:00 2 511
OO  22n11/200510:00-11:00 2 512
OO  29/11/200510:00-11:00 2 513
OO  0er2/200510:00-11:00 2 514 =
OC 2 students 2005 10:00 - 11:00 2 515
DCM':;DDSWDD-H:DU 2 515
OO  27n2/200510:00-11:00 2 517
O€  03/01/200610:00-11:00 3 518
O  10/01/200610:00- 11:00 3 519
OO  17/01/200610:00- 11:00 3 520
OO  24/01/200610:00-11:00 3 521 =l
Figure 24: The Register list with checkbox
E Selectoneor more regi stNesb@tintdo rt | ti @ kRAritisnel aRe gihset edr. set up pa

For further information, please refer to the section 6 Pr i nt i ng sel ected registerso

Register Marking Page

ESelect 6Mark registerso omatthee t@OpdreatéoiRenyi sdgeod, iasnd paa
button.
EFrom the | ist of available registers, select the regist

double-click the desired register.

The Register marking page  window should look similar to that shown in Figure 25:
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Mark registers Register ID: 973131

08/04/2005 10:10 - 11:10 (5 students), EPSTSWWO02, (Irvine, Carofyn)

Historical Marks Student Last change | By user Comment
| || || || || || N Hynes, Lee 03 05 11:06 Administrator
| Hynes, Stewart 03/05/2005 10:35 Administrator
/ Queally, Sarah 09/09/2005 10:23 Administrator
/ Upton, Sarah 09/09/2005 10:23 Administrator
| Wake, Kathleen Beverley 09/08/2005 10:23 Administrator

Mark given on this register

Mark grid

I KT

Register Motes

'ﬁ’_ " Mark Key:
“e= W Prezent,'a’ Bbe
L

i

Mark key panel .ate [authonized),'w' New Mark,'s' 465

.
o

etk

|

(]

Figure 25: The register marking page

The Register marking page is the wizard page on which students are marked. The Ma r k pameelyad
the bottom of the page displays the marks available in your timetable database. It displays the shortcut
key followed by the mark Key name. You are only allowed to apply marks displayed in this panel.

The discussion that follows assume that your Marking scheme is set up with the default marking scheme

(and shortcut keys) that is provided when a new timetable is first created. For further details, please
refer to the sectioné Mar ki ng sch.eme paged

ESelect a student on the Mark grid vhkaybdaa ey Thet
mark will be applied to the selected student, and the program will automatically select the next student
in the o6Mark gridd ready for you to enter the

list)

The Register ID is displayed at the top of the page and you can use it on thé®peratio n page to select
this register again. The page caption provides basic information such as the start date, start time, end
time, number of students, Module and the Staff associated with this register.

E Enter notes about this register on the Register Notes field.

Thed Mar k ig the noin table showing students on the register and where the making takes place. It

shows following fields:
Field Description Access

Displays a number of historical marks for Read Only

related registers in previous weeks.The

Historical Marks number of Historical marks will be

configurable in a future release of this
product

=

Displays the last mark applied to this Editable (*) (**)

(Current mark) student on this register.

Student Name Read only
Last change When last mark was gpplied Read only
Bv user Will display the User name of the user Read only
y that applied the mark
Comments can be added or changed to Editable (*) (**)
Comment the mark being applied. Comments are

applied to marks.

Table 5: Register Marking page i Mark gr id columns

(*) The currently logged-i n user has to have 6Register Viewbd
Modi fyé access to be able to change any of the

23

been o6wit

next mar k

access to
permitted



CELCAT SAT 6 Getting Started Guide

(**) The currently logged -in userhastohave6 r e gi st eracddssdrnidbeyyMay wi t hdr aw
s t u d eflagtsét to change a previous Withdraw mark or comments associated with this mark. The only
way to change a previously withdrawn studentis viathe6 Canc el Wi dptionr awo

If you have just entered a mark against a student, you @n go back to the same student before you hit the
O0Finishé button and change the mark. Only the | ast e
click OFinisho. I f you then go back to that same regist
new mar k. When you click O6Finishd the new mark will al
and new marks are stored. When a studentds register mar
timestamp, so that if a student on a register has anumber of marks, the mark with the latest timestamp

is taken as the real, current mark (unless it is overridden by an extended absence). Marks that are

defined asPresent , Late , Undefined or Absent can be replaced by any other mark. AWithdraw

mark that h as been committed to the timetable database cannot replace by any mark. To replace an

existing Withdraw  mark, use the submenuitemé Canc el Wi.Cdncklling a\Withdraw mark

wi |1 add the student back to the r €agncesWithdraw dhésst udent
committed to the timetable database. This is equivalent to adding the student with a given mark

associated with it. Students that are marked as withdrawn can be removed to the register. The same

access right that allows a user towithdr awa st udent a p pCancel®itharbwvs 06 .t o t he 6

nt e
i

Any mark defined as 6 L a tequéres the number of Minutes Late to be entered. It is not possible to set
a Late mark with 0 minutes late. Minutes late have to be greater then one minute.

E Select a studenton the Mark gird and press the 6 Lkéyboard key.

The window displayed should look similar to that shown in Figure 26.

Minutes Late x|

Enter number of minutes late fol Queally, Sarah

Minutes late:

oK Cancel

Figure 26: The Minutes late window
E Enter the minutes late for the selected student and press OK button.

If you have followed the above instructions, the selected student should now be marked as Late. For
further details onMaok ¢ oilefertodghi seaiondeMay ki n@ scheme paged
please.

As you enter marks on a register, all changes made are saved tothé Un d o . Yoo gagrdundo one

change at a time and eventually go back to the stagethé®é Re gi st er Ma rwas firstglisptaged. e 6
Alternatively, if you press the 6 Di s c lauttod @n the Navigation Panel all your changes will be lost
andthe 6 Mar k ig settditd original state.

E Right click on the Mark grid  to display operations you can perform on the Register Marking page.

The pop up menu should look similar to that shown in figure 27.

24
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Ealina TRy K o=t

1, Sarzh Add Students... Ins
. Kathleen Remove Student... Ctrl+R
Withdraw Student Ctrl+wy
Add Comment to Mark... Cirl+alt+C
Block Mark... Ctrl+B
Student Ledger... Shift+HCtrl +P

Figure 27: The register mark page popup menu

Regarding adding, removing and withdrawing students from a register refer to the Editing
Selected Register section for further information please. This topic will be covered in details
there.

O0Regi st er Ccambeaddéedorichanged in the box underthed Mar k .ghei d 6
6 Re gi sotneme nCredafes to the register as a whole. Individual comments can be applied
to individual marks as explained in the section 6 Addi ng Comment. t o a mar k?©d

Undo

Timetabler SAT allows changes to be undoneonthed Regi st er marokly.Evgry paged
change issaved inthe6 Un d o ahdoyguéan go back to previous changes, one at a time as

you undo changes until you reach the6 Ma r k grigimaldstate. Clickingonthe 6 Di scar d 6
buttononthe 6 Nav i gat i owill uflaall ehenyes in one action and you looseall your
intermediate changed states.

E Select a student and change his marks two or more times.

EPress O6Control Z& and see your intermediate changes

Revert Mark

Revert will set a change you performed a student mark to the value it hadoriginally when the
Register mar wiasgfpageod dRaepé raty eblibton i¥iheatedds a
change itself and will therefore be added to the Undo log. So if you undo a Revert mark, you
will go back to the mark you changed.

Block Mark

Youcanmar k all students on the regBlsadoek Mabrtkhd a common r
menu item.

E Right click on the Mark grid, select and click Block Mark.

The window displayed should look similar to that shown in Figure 28.

E Select6 Pr e smankt 6

E Click OK button to apply the selected mark and dismiss the Block Mark window.

Students already marked will have their corresponding marks replaced by 6 P r e sittmet 6
60verwrite exiisdhécked mar ks o

The Block Mark window is displayed automatically whenthe R e gi st er mar ki ng pagebo
shownifthe6 Aut omatically displ ayiséhBdkedlc k Mar kdé6 di al ogb

25



CELCAT SAT 6 Getting Started Guide

x

. Select the mark you want to use from the drop-down

list, and indicate if you want to overwrite any
existing marks,

Mark:

iPresent i

[~ Overwrite existing marks

Automatically display 'Block Mark' dialog [

OK Cancel Help

Figure 28: The Block mark window

Adding a Comment to a mark

E Select a student you want to add a new comment to or change an existing one. Right click on
the selected student and selectandd Add Co mment trmenullan: k é 0

The window displayed should look similar to that shown in Figure 29.

F

Wake, Kathleen Beverley

Comments added here|

QK Cancel Help

Figure 29: The Comments window

E Enter a comment or change the existing one and click on the OK button to accept the
changes and dismissthe6 Ad d Co mme nt fdrmno. Cidekthit the selected student has
the Comment field on the Mark grid updated.

Showing Historical Marks

E Right click on the Mark grid andtoggle 6 Show Hi st or ion arbff. Gbservk lsod
the Mark gri d changes to accommodate the changes.

Historical marks are marks from related registers in previous weeks (related registers are
registers with the same parent event). TheMark grid  will currently display up to 6 columns of
historical marks containing the last updated mark for the week corresponding to a register. If
6Show Hi st or iistegyled b yokvalldonly see the field corresponding to the
current register to which marks are being applied.

The maxi mum Hiusnberi od lis éuvtantl ykfiged at 6, but will be made
configurable in future releases of the Timetabler SAT Client application.
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08/04/2005 10:10 - 11:10 (5 students), EPST
Histaorical Marks Student

L I I

Hiztorical Marks

T Hynes, Stewart
! Queally, Sarah

/ Upton, Sarzh
| Wake, Kathleen Be

Current Marking fie

Figure 30: Mark grid view

Student Ledger

As explained previously, it is possible to go back to a previously marked register and change the
mark given to a student (or a number of students). Each time the register is saved (by clicking
the 6Finishd button), any new mar ks applied
and other information such as the identity of the user that applied the mark . It is thus possible
(although in practice it might only occur rarely) for a student on a register to have several

marks. When you view or print the register however, you will only see the latest mark as it
supersedes the previous ones. It is, however, stl possible to see the full list of applied marks by
viewingthe 6 St ud e nt [he 8tgdent ledger window displays information relating to

the current register marks for the selected student. The Student Ledger  does not relate to
Historical Marks and refers only to the current register.

E Select a student you want to displaythe 6 St ud e nt foreRightelickoon the selected
student and selectthe6 St ude nt Lmedugtenr. é 6

The window displayed should look similar to that shown in Figure 31.

New entries are added totheé St ud e nt ds god edi thedcurrent register.

x|
Wake, Kathleen Beverley
b alk, | Time Stamp | Staff |D | Late | Comments
31/08/2005 09:19 Added to register Administrator
/ 09/09/2005 10:23 Administrator
¥ Show when student was added to register! Close Help

Figure 31: Student Ledger window

E Click Close button to dismissthe 6 St udent Ledger 6.
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Printing Selected Registers

Print registers

Select the printing options:

— Destination

" Preview window

Printer setup... Setup,

Help <Back Finish Cancel | ‘

Figure 32: The Print registers page
E Cl i Rikn idsuttod to start printing the registersif 6 P r i noptieridselected.
E Click Printer set up button to set your printer properties.
E Click Setup to set up the register printout properties.
E Click Cancel to return to the Operation page

The next section descibes the windows, which are displayed when you click the Setup button

Register Setup
I'f you display the ORegister setupd window it should | ool
Page name Description
Margins (Figure 33) This window allows you to set t_he siz_e of your printable area and page
orientation.
Headers (Figure 34) Sets captions for Headings and footers.
Fonts (Figure 35) Sets Font size and colours for_the different sections of the register
printout.
Miscellaneous (Figure 36)

Table 6: Register Setup pages

Once you have adjusted your settings, you can save them and load them back whenever you want to fe
apply them.
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Figure 33: Register Setup i Margins page

Figure 34: Register Setup T Headers page
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