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Syllabus Plus

Printing & Reporting

This Syllabus Plus training guide covers printing and reporting data from Syllabus Plus (referred
to as S+ throughout the manual). It assumes some knowledge of the system. If you have not
used S+ before, please contact Programmes & Assessment (Timetabling) on ext. 34009. Topics

covered in this manual are:

% Using templates to produce printouts;
% Exporting data to Excel;
% Editing templates and creating your own templates;

@,

% Saving print templates.

If you have any questions when you have worked through the guide, please contact the
Programmes & Assessment (Timetabling) team on ext. 34009 or timetable@leeds.ac.uk.
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The printing and reporting functions in S+ are based around print templates, which are pre-
defined layouts/views. When you retrieve an image from the Timetabling section of the SES
website, the default print templates (i.e. those which are supplied with S+) will already be loaded.
With the templates, you simply select the data that you want to print, run the report, and it will
be formatted into a print-friendly layout for you.

Section 1: Using templates to produce printouts

When using templates to produce printouts from S+, there are two rules to follow to ensure
success:

1. Select Print with the relevant window open - for example, if you are printing a staff
timetable, you need to open the Staff window; if you are printing a module timetable,
you need to open the Module window, etc.

2. Use Filter to select the records you want to print before selecting your template - for
example, if you are printing room booking timetables for each room in your school, you
can filter locations to show only your rooms, and print the timetables in bulk.

In this section of the guide, you will find step-by-step instructions for producing specific
printouts. If there are any printouts that you would like to be able to produce that do not appear
here, you can create your own templates, following the instructions in the Editing and Creating
Templates section of this manual. If you are unable to create the template you need, contact the
Programmes & Assessment (Timetabling) Team for advice on ext. 34009 or
timetable@leeds.ac.uk.

In general, you should avoid relying on printed timetables wherever possible. Where they are
used, please ensure that the recipients are aware that the information may swiftly become out of
date.

Individual Location Timetables

If you wish to print a timetable showing bookings made in individual locations (for example, to
display on the doors of school-owned rooms):

1. Select Locations from the Timetabler drop-down menu.

2. If you wish to print a single timetable for a specific room only, select the name of the
room by clicking on it in the column on the left of the screen.
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3. If you wish to generate printouts for each of your school-owned rooms, go to the View
drop-down menu and select Filter.

4. Choose Department from the Filter Locations by: menu and select your school in the
Objects box (shown below). Click Filter.

=10l x|
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5. Holding down the Ctrl key, select the names of the rooms for which you require a timetable
by clicking on them.
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6. If you need to print timetables for all your locations, press Ctrl and A on your keyboard to
select all the records.

7. From the File dropdown menu, select Print... to open the Print Style screen.

Print Style x|
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8. Select Individual and Location Individual, as shown above, and select the time periods,
days and weeks you wish to print if required. In this example, we are printing the
timetable of room bookings between 9am & 5pm (09:00 & 17:00), Monday to Friday in S+
week 10.

9. Click Preview. If the resulting preview appears blank, but you know that bookings have
been made, click Cancel (bottom right corner), and then click Preview again - the
bookings should appear. This will open an Individual Print Locations window.
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10. Click the Printer Setup... button (circled above). This will open the Print Setup box.
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11. Make sure the Orientation is set to Landscape, as above, and click OK.

12. Click Print All to send the timetables to the printer. If you have selected more than one
room, then the timetable for each one will be printed on a separate page.
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13. If you wish to view all the timetables before printing, use the drop-down menu (circled
above) to look at each one in turn.

14. If you want to print the timetable you are viewing, rather than all the timetables you’ve
selected, click Print... instead of Print All.

Master Location Timetables

The Master Location Timetable creates a print out with a page for each day of the week, showing
only the locations where there are bookings. It is useful for gaining an overview of usage for the

week.
1. Select Locations from the Timetabler drop-down menu.

2. To select all the rooms owned by your school, select Filter from the View drop-down
menu. As described previously, select Department from the Filter Locations By: list, and
select your school in the Objects box. Click Filter.

3. Select all of your locations by clicking Ctrl and A on your keyboard.

Availatilty Usage

Host Key Department
| Communications Studies

Contract Hours Masimurn Hours Area
210 [§]105.00 Hours 210 [§]105.00 Hows

Activity Day Time

Please note: It is advisable to select all locations to ensure that no bookings are missed from
the master timetable. If a room does not have any bookings it will not appear on the
printout.

4. Select Print... from the File drop-down menu.

5. Select Master and Location Master as shown below. Select the time periods, days and
weeks to be printed as required. In this example, we are printing all bookings between
9:00 and 17:00, Monday to Friday, in S+ week 10. Click Preview.
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Print Style x|
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6. Once the timetable is displayed, check the Printer Setup (as described previously in
Individual Location Timetables) to ensure that the page orientation is set to Landscape.
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Print Date: 4 Nov 2010
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7. Monday is displayed automatically. To view other days, click on the up and down arrows
in the page number box (circled above).

8. (lick Print All to print all the pages, or Print... to print only the page you are viewing.

Please note: if a location has a booking on any one day in the week, it will appear on each page
of the printout.

Programmes & Assessment (Timetabling)
Version 1.4 January 2016 Page 8



Syllabus Plus: Printing & Reporting

Staff Timetables

As staff timetables are now available online, you are unlikely to need to provide members of
staff with printed timetables from S+. Staff should be directed to the SES website where they
will find, under the Staff Resources section, a page called Teaching Timetables which details
how to access individual staff timetables online. However, if you do need to print out a staff
timetable, you should make staff aware that, as is the case with all printouts, the timetable is
likely to become out of date soon after being printed and that they will need to check for
updates.

Please note: these timetables will only contain staff data if staff have been assigned to the
activities they teach on S+.

1. Select Staff from the Timetabler drop-down menu.

2. Select the member(s) of staff whose timetable you need to print — do this by selecting
them manually from the list on the left hand side of the window or filter by Department
and press Ctrl and A on your keyboard to select all staff belonging to your school.

3. Select Print... from the File drop-down menu.

printstyle x|
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4. Select Individual and Staff Individual. Select time periods, days and weeks to be covered
by the printout.

5. Click Preview....
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€ Individual Print Staff
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6. To view timetables for the other members of staff you’ve selected, use the drop down list
(circled above).

7. Ensure that the page layout is set to Landscape using Printer Setup..., and then print the
timetables using Print All, or Print... for a single timetable.

Module & Programme Timetables

Individual Module and Programme Timetables can be printed using the same method as
described in the Staff Timetable section above.

Student Timetables

Personalised student timetables are available online. However, you may need to provide
students with printed timetables in the event that they cannot gain access to the web. As
with all printouts, you should make students aware that the timetable is likely to become out
of date soon after being printed, and that they will need to check for updates.

Please note: student activities will only appear on these timetables if the student has been
allocated to the activity in S+.

1. Select Student Sets from the Timetabler drop-down menu.
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2. Select the students whose timetables you need to print — do this by selecting them
manually from the list.

3. Select Print... from the File drop-down menu.

printstyle x|

Data Report Periods:
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4. Select Individual and Student Set Individual as shown above. Select time periods, days
and weeks to be covered by the printout as required.

5. Click Preview....
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6. To view timetables for other students you’ve selected, use the drop-down list (circled
above). The student’s name and ID number will appear here, and also at the top of the
page although in the example shown here the name has been blocked out.
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7. Ensure that the page layout is set to Landscape using Printer Setup..., and then print the
timetables using Print All, or Print... for a single timetable.

Class Lists

The Class List template allows you to print a list of students linked to a particular activity.
Although previously this template was distributed as a separate file which could be
downloaded from the Timetabling web pages, it is now one of the default templates installed
as standard.

1. Open an Activities window from the Timetabler drop-down menu.

2. In the list of activities on the left-hand side of the window, select the activity or activities
for which you need a class list.
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3. From the File drop-down menu select Print... to open the Print Style box.

Print Style x|
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4. Select Text Spreadsheet and Class List as shown above, and click Preview.

tivity: CLASTB0001ALEC 101

| e P eivesenp  ficeesiooooc= (i T

5. The students allocated to the activity will be listed in surname order, together with their
student ID number. Click Print All to print the list.

Lists

Finally, S+ has a template called Generic Object List which is found under Spreadsheet in the
Print window. This template produces a list containing the Name and Description of the
information you have chosen. You may find this useful to:

e  Print alist of modules;

e  Print alist of scheduled or unscheduled activities;

e Print alist of all students enrolled on specific modules or programmes of study;
e Printalist of all students belonging to your school.

Before selecting Print, make sure that you have selected all the items of which you wish to
print details. Do this, as with all printouts, by either manually selected them from the list on
the left while holding down the Ctrl key, or by filtering to the information you want, and
pressing Ctrl & A to select all.

The training guide will use an example of printing a list of unscheduled activities. The same
technique can be used for other examples mentioned above.

1. Select Activities from the Timetabler drop-down menu.

2. Select Filter from the View drop-down menu.

Programmes & Assessment (Timetabling)
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Filter Activiies by
Department j

Objects

Chemistry
Child Dental Health
Civil Engineering
Clazsics

Lok far: Calour Chemistry

Combusztion & Ener
% Objects / Groups icmhi >
™ Mone Groups

Include :
™ Fully scheduled

Mot Uzed Depatmentz &
S5 — :
WHE Departments b Filter I
_Alwaps allocate level 1 -

_Do nat allocate level 1 Unfilter I
_ProgCatall

Teachinn denartment
weeks 52 weeks from 1 [26/7/10)to B2 [24/7/11)

1 5 W 15 20 25 3 3/ 4 45 B0
O OO O O L O L L L LT

Frorm Yindow. .. I

Cancel I

3. As shown above, filter by Department, and select the name of your School from the
Objects box. On the right (circled above) deselect Fully scheduled and Partially scheduled
by un-ticking the boxes, leaving Unscheduled selected. Click Filter. You will then be
viewing only unscheduled activities for your department.

Please note: this list also includes the Parent activities of Jointly Taught activities.

Fie Datshase Edt Yew Srheduing Timetabler Windows Com  Help

ts (Chemistry) = x|
- D User Text& Tags Delvery Sequencing Resource Pools Beailabity Usage Stats Timetable
Name Host Key Depatment Modus
Chemit =] [CREmzzano =
I I e R
Description CHEMZ34001
CHEM235001 5
I Siee fplan) Tope Total Cast Sections
[ BN =
Section ID Factor
0
Teahing wesk pallsmn: 23 wasks fiom 3 (20/3/10) o 41 (8/5/11)
1 5 10 15 B 5 30 Eg 0 5 50
s e ) S D 1
Duration Suggested Days Suggested ime
7 Morday Set Time |
Parents
¥ Tuesday
7 ‘wednesday
7 Thusday
Children
7 Fiiday
¥ Satuday
7 Sunday
Visning 1 of 42773 oliviies =|
Connected we | wo| Ret| ro| w | con| ois oy Refresh Duplicate
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4. Select all by pressing Ctrl and A, then select Print... from the File drop-down menu.

Printsivie x|

|Data HeEort

Compact

Master

Individual

Tewt Spreadsheet
Text Report

Activity List

consec acts

*COMF activity izt

*Conf Dffice List Wwieeks to Print:

rweekly booking sheet V5 1 5 10 15 20 25 30 35 40 45 EO
Student data PLLCE R R

[~ Show all Templates?

Template Organiser... | Print &ll... | Freview. .. | Eile.... | Cancel |

5. Select Spreadsheet and Generic Object List, as shown above, and click Preview....

readsheet Print Activity

[CHELEZ7LOLEE |
B 0ILEC
B0 UPRe
[CHELB+300LPRE
N
B0 IPRe
[CHELB+300LPRE
N
CHES ehDLEE LnL
[CHEMS LI6bLEE 201
cFms ILEE 1
CHES b LEE 2
CHEMGZ25h I LEE 1
cFmsnmLES 2
CHEL 226D /G
[CHEMG226bILEE 1
CHRLR T GWE
CHESIThLES
CHEMGZ3 7L ILEE 1
cFmsEmLES 2
CHELS 39 0b D LEE 1
[CHOMMDILECDN LECTURE

[CHELE2900 WK S 101 EEcTURE

e B

6. Click on Print All to print the list.

Please note: In Activities, you also have the option Activity List — this produces a list similar to
that shown above, but containing more details about the activity, for example day/time,
duration and location. You may prefer to use this.

Programmes & Assessment (Timetabling)
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Section 2: Exporting Data to Excel

1. If you need to create a spreadsheet rather than printing a list directly, click Cancel to exit
the Print Preview. This will take you back to the Print Style box - click File...

B x|

)

Select File Farmat,

HTML | HTMLecss | Cancel |

2. Select Text in the Select File Format box, as circled above.

3. Specify a name for the file, select the folder you wish to save it in and click Save.

Save Spreadsheet Printout ko File ﬂil
Save in: I @’ Desktop j

'j My Compuker
HM\; Metwork Places

by Computer

@

File narne: ILInsu:heu:IuIed activities. bt j Save I
Save as ype: I,E'-.II Files [*.7] j Cancel |
r

4. The file will be saved as text format. To open this file, open Microsoft Excel.

5. Select File/Open and change the File Type box from All Microsoft Excel Files to Text Files.
6. Navigate to the folder where you saved the file.
7. Click on the filename to select it and click Open.

8. Once you have selected your file, Excel will take you through an Import Wizard. Simply
click Next to accept all the defaults, and click Finish on the third screen. Your file will open
as a spreadsheet. When you have done this, you may want to save it as a spreadsheet so
that the file can be opened in future without needing the Import Wizard.

Programmes & Assessment (Timetabling)
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Please note: If you prefer to open files through Windows Explorer rather than opening Excel
first, right-click on the file and select Open With, followed by Microsoft Excel. The file will

then be opened automatically as a spreadsheet.

Section 3: Editing and creating your own templates

If the existing templates in S+ do not extract the information you require, you will need to
either adapt an existing template, or create your own. The following examples focus on
editing the Activity List, and creating your own Location List template, but the principles

used can be applied for any kind of template.
Editing templates
To edit an activity list template:
1. Open an Activity window from the Timetabler drop-down menu.

2. Select an Activity from the list on the left of the screen.

3. Select Print... from the File drop-down menu to open the Print Style window.

4. Select the print template that you want to edit — for this example, select Spreadsheet and

Activity List as shown below, followed by Preview...

Print Style

Compact

bd azter

Individual

Text Spreadsheet
Text Report

[hone)
Generic Object List

conzec acts

*COMF activity list

“Conf Office L_ist “wizeks ko Print:

“meekly booking sheet W3 1 5 10 15 20 25 30 3/ 40 45 RO
Student data [N NN N RN NN RN RN RN AN ENNANNENNNNNNNAN

[T Show all Templates?

Template Organiser... | Print All... | File... | Cancel

x|
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5. Click the Edit button in the bottom left of the screen.

I E— G

6. The Edit functions will appear on the right of the screen, as shown below:

€2 Spreadsheet Print Activity

Meme of Department __ Activity Gise Day Time Durstion  Location (elinited)
Civil Brghierivg [CIVELTOSOLLEC LO1] 170 B [ 9:00 | 1:00  [Ciedl Brigiueering LT & (1.10)[ 1-11

=CONF activiy fist

*Conf Office List
“Student data
“weekly booking sheet

Dptions...

7. Change the name of the template in the box circled above to whatever you wish to call it
and click Create Template directly beneath the box you have just amended. By doing
this, you are editing your own version of the template rather than the original. The name
of the template you have just created will appear in the list above.

8. There are three main areas of the report which can be edited - the header, footer, and

columns. Right-click anywhere on the white area of the screen, and select Header
Editor... to open the Header Editor box

eader Editor

=o|

——,__  ee—

¥ Show Accessors

Hew Line Add Eemove

ﬂ
< String ) ;I ﬂl
other LI Undo |
& i - |
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Please note: You will see that Show Accessors is selected (circled above). S+ uses the word
Accessor to refer to the fields that you can choose to include in your report.

9. The Header will be repeated at the top of each page in your report. You can include text
(referred to in S+ as String) or fields from S+ (Accessors).

10. To include text, click the New Line button, then select String on the left of your screen.

1. Type the text that you wish to include in the text box beneath the New Line button, then
click Add and your text will be added to the header as shown below:

Header Editor — ol =]
¥ Show Accessars e line : [E— ok
™ Editan
This text will show in the Teeder =] &I
Activities
ather B undo |
4 ¥
_I _I Cancel
Colours: Shading: Farmat:
Teut (o) = Calour [iranel =l I =
Background: Trore] = T exture: Trore] =
—d ification: Wirap style: [nane) -
Horizontal: [ =Tom Force wrap? [l
Wertical: = BE Delimiter —
Font. 2| [Click Eont...] Borders. I

12. On the Header Editor, click Apply and then OK to apply the change.

5] x|

T texit wrill shove in th huader - *COMF activity list

Locsrion (lelimited) Wk “Conf Office List
1 data

ize Day Thne Dnrition 3
Civil Brgneering_|CTVELGI00ILEC 201] 170 | Fri [10.00] 100 [Civil rginesring LT A (L1025, 2] “Studen!
e ing shest \
ctivity List
Generic Object List
consec acts

test dctivity List
LCreate Template

Template Organiser

Template Class:
ctivily -

DOptions

Parameters

13. The text you have entered will be displayed at the top of the page, as circled above.

14.You can also edit the footer — this determines what will be displayed at the bottom of
each page. To do this, right-click on the main part (white area) of the page again, and
select Footer Editor....
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Version 1.4 January 2016 Page 19



Syllabus Plus: Printing & Reporting

15. If you wish to add text to the bottom of the page, you can use the same method as the
header: click New Line, String, type in your text and click Add.

16. You may also wish to add standard text at the bottom of the page. To view options for

this, click other on the left of the screen (circled below).

ooter Editor

(=11

¥ Show Accessars

Mew Line Add Hemowe
™ Editan
- <] Apply |
LI Undo |
xported Y F ¥
TN —I _I Cancel |
- Institution Available
-Page Mo . . PR )
- Period Length Colours: Shading: Format:
- Print D ate . .
Brint Time Text: [none] - Colour: I[n-:-ne] ;I I ;I
+User Backaround: - — Temture: [mone) =—
~Justification: Wwiap style: [none] -
Harnizantal: [ = ] Farce wrap? -
Wertical: Ezlg Drelimiter I_
Eont. | %] (Click Eant...] Eorders, .

17. To add an item, click the New Line button, then click the item you wish to use, and click
Add. You may find it useful to include Print Date and Print Time in the footer - this is
helpful in working out how recently a list has been printed, particularly during the

compilation of the timetable when information frequently changes. These can be found

in the other list as circled above.

18. You can use a combination of text and automatic fields.

rinted on < Print Date > at < Print Time > by & User - Wame
¥ Show decessors New Line adld Remove
[T Edital
Appl
m L ey |
lI Urdao |
9 »
_I _I Cancel |
|—Culuurs: | |—Shading: | Format:

Programmes & Assessment (Timetabling)
Version 1.4 January 2016

Page 20




Syllabus Plus: Printing & Reporting

19. In the example above, Printed on, at and by are all text strings, and <Print Date>, <Print
Time> and <User-Name> are all selected from the other list. To combine elements in this
way, click New Line, followed by string, then enter your first item (in this case, “Printed
on”)in the text box and click Add twice:

¥ Show Accessors
I Edital

Mew Line Bemove

ik

Apply

Frinted on ;I
]

Unda |

= o
|—Culuurs: | |—Shading:—‘ Format;

Cancel

i

20.1t will appear twice, as shown above. Click on the second item (circled above) and
change the selection as shown below - your item will update accordingly.

_ ol x|
Printed on ¥ Pont Date
¥ Show Acoessors (i L | Add Hemme
™ Edital
- Apply |

Printed on ;I
-]

\ Unda |

LI) _’I Cancel |
\/ Colours: Shading: Farmat:

Text: [hang] hd Calour: I [hone] j Date j

Backaground: frome] = Texture: [hore] = m

~Justification: ————  “Wrap style: - -

Horizantal: ]+ [ Force wrap? r

Wertical EZIE Delimiter I_

Font... | X| [Click Fortt..] Borders. .
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21. Click Add to add a third item, edit as required - in this example, alternating between
strings and other items, clicking Add in between. Continue until your footer is complete.
Click Apply and OK when you have finished.

22. Finally, you will need to edit your columns. Right-click again and select Column Editor....

The currently selected columns are shown on screen:

Spreadsheet L. ~Mlumn Editor = II:I Iil
Mame of Department Activitp Mame Activity [0 Size rdodule 1D Cray Time Cruration Staff [delimited)
Teness o onoo LIU§ 5319001 /SMR 1706 [HSPLUSOFDEOE 23 15117 Fri 10:00 1:00  |Leonidou,Constantinos, Dr B Lisin
Business School JLURST100002/LEC 1401 [HSPLUSOFDESD a8 27375 Thu 11:00 200 |Undensood, Sarah/Duff Gerrard [Parki
School 4 ES101002/LEC 101 [#HSPLUSOPDEEZ 50 27376 hon 9:00 200 |Undenwond, Sarah bdichsy
4 »
Add | Bemowe | = Edit Selected Column
—— 7 Edital
Activities
+ D' epartment " Edit Colurnn Titles Apply |

other Undao |
[# Show Grid Lines?

¥ Show Column Titles? Cancel |
— Colours: Shading: Column Drata Format:
Text: [hame) - Calour: I [hone) ;I I [hone) LI
Background: [rore] - Texture: [rare) -
—Justification; ————————————  Wwrap style: [nonel -
Haorizontal: (4] = T Force wrap? [l
Wertical: Ezlg Delimiter I_

Eont... X | [Click Eont....]

23.Click on a column in the top section (circled above, containing the text Business School).
The S+ field (accessor) relating to this column is shown ( , just beneath the
Add button).

24.This example will now work through three scenarios - changing the contents of a
column, removing a column, and adding a new column.

25.We need to change the Module ID column to display the module name. Click in the
Module ID column to select it.

Spreadsheet Column Editor _ o>
Mame of Departrment Activity Mame Activitg 1D Size  Module D Day Time  Duration Staff [delirmited)
Buginess School  JLUB5313001/5MR 1./06 [BSPLUS07DEOE 23 01T/ Fri 10:00 1:00  |Leonidou, Constantinos, Dr BLisiry
Buzirezz School  LUBS100002/LEC 1/00 [HSPLUSOYDESD 88 27375 Thu 11:00 200 |Underwood, Sarah/Duff Gerrard [Parki
Buginess School  LUB5101002/LEC 1/01 [HSPLUS07DEEZ 50 oralk, kon 3:00 2:00  Undenwood, Sarah b icha

Bemove | @ Edit Selected Calumn 0K
© Editall
€ Edit Column Titles Apply

Undo
¥ Show Grid Lines?

W Shaow Column Titles? Cancel

ALk
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26. The currently selected field (or accessor) — i.e. Module Host Key - is highlighted, as circled
above. Click Activities, at the top of the list, to expand the options.

preadsheet Column Editor

Name of Department____Activiy Name Activiy 1D Size ModulelD Day  Time  Dusalion Stalf (delmited] Localion (delfimited) Weeks Teaching week paliein

Eusiness School | LUBS313001 /MR 106 [HSFLUS 07DE0E 23 10:00 1:00__|Leonidow,Constantings.Dr i i . 5, 7.9, 11[00000000000101 01010100000000000000000000
Business School | UBS100002/LEC 1/01 |[HSPLUS07065D B 27375 3 2:00 _|Underwood, Sarah/Duff.Gerard [Parkinson SR (1.08) 23, N000000000000000000000000011111111110000
Business School |LUBST01002/LEC 1701 [#SPLUS07D662 | 50  f 27a7B d Mon | 900 | 200 |Undewood, Sarah [Michael S adler SF (LG.19) |11 |p000000GO1T1117111110000000000000000000¢

Add Fiemove & Edit Selected Column

© Edital

vities € Edit Column Titles Zpply
- Activity dates
+detivity Or Parents Unido

+ Activity Template ¥ Show Grid Lines?

+tllacated Equipment

+Allocated Locations ¥ Show Column Tides? Cancel

+ Bllacated Moddes

-Allocated Pooled Resources
+tllacated Posts

T Alocated Stalf - Colours. Shacing Column Dt Formak
+ Allocated Student Sets Text -

- &y Problems? b [none) - ol (rane) - (none) -
- wvalable Periads over Delivered week Pattem B ackground: et

- Available Periods ower Week Paltern ackground: [none] = e (rone) [

-Booking Periods =

- Baoking Periods Distinct ustiieation ——————————— Wap st [inone) =l

) 7

L Bnoking Horizontak = Focsmes? [

- Contact perinds

ot P it venes == pebm [

- Contact?

- Cover Periods Eant X| [Click Font...)

- Caver Periods Distinct

-Caver?

-Daste of Scheduling
~Daws for Maximum?
~Daays for Minimum?
-Defened Aesouce Types |
+Department

- Description

-Double Bookings

- Duratian

+Equipment

-Equipment cost

+ Equipment Suitabilties

- Factor

-Host Key

~Link Size

~Location cost
+Lacation Sutabilties
+ Lacations

27.We need to change the column to display the Module Name - find Module in this list and
click on it to expand the available options.

preadsheet Column Editor ;|g|5|
Mame of Departrent Activity Name Activity (D Size  Module D Daw Time  Curation Staff [delimited]
Buginess School  LUBS 319001 /5MA 1406 I—ﬂSPLUSD?DBDE 23 TaTTy Fri 10:00 1:00  [Leonidou,Constantings,Dr B usit
Buginess School  JLUBS100002/LEC 1/01 [#5PLUSD/DERD 23 27375 Thu 11:00 200 |Undenwood. 5 arah/Dulf.Gerrard [Parki
Bugingss School  JLUBST01002/LEC 1401 |T¢SPLUSD?DBE2 50 R tan 500 200 [Underwood, Sarah Miche

Add | Bemove & Edit Selected Colurn oK
o Edital
€ Edit Column Titles Apply

+ Activitie

- Ay Prablems?
- fvailable Periods over Week Patter Unda
- Booking Peniods W Show Grid Lines? —
. Egzgﬁ% E:,inoodd; Distinct v Shaws Columin Titles? Cancel
- Contact Periods Distinct
+ Course

- Coveer Periods

AL

- Cover Periods Distinct - Colours: Shading: Column Data Format:
fg:zs:g?;z:t Teat: [naone) - Colour: I[none] j I[none] j
: qugltp'zn;nl cost B ackground: [mone] = Texture: [none] =
:trgaﬁsr?cost r Justification; Wirap style: [rore] =
. m::%ﬁts?iﬁcfnégx;ncrtngiriods i & Horizontal Force wiap? r
<m atweek Yertical ==1= Drelirmiter I_
ailability

+ Mamed Start Preference Font... | %] [Click Font..]
+ Mamed Uzage Preference LI

+ Nntinnal Pronrammes

28.Select Name from this list (indicated above).
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preadsheet Column Editor — IEI Iﬂ
Mame of Department Activity Mame Achivity D Size todule 1D Day Time  Duration Staff [delimited)
Business School |[LUBS5315001/5MR 1/06 [#SPLUSO7DEOE 23 =B T30 Fri 10:00 1:00 [Leonidow,Constantinos, Dr Byl
Business School [LUBST00002/LEC 1/01 [#SPLUSOFDESD 88 EUBRS10000Z  Thu 1100 200 [Underwood, SarahdDuff.Genard [Pa)
Business School [LUBST0T002/LEC 1/01 [#SPLUSO7DER2 50 LRS00 Mon 5:.00 200 [Underwood, Sarah i

o |

»
Add | Bemove | & Edit Selectad Colurmn
At & Edital
Chivities
| + Module ¢ Edit Column Titles Lpply |
other Undo |
¥ Show Grid Lines?
¥ Show Column Titles? Cancel |
— Colours: Shading: Calumn D ata Format:
Tent: [mone] - Colour: I [nore] j I [mone] j
Background: [mone] - Tewture: [nore] -
—Justification: Wrap style: o] =
Huarizantal: Force wiap? r
Wertical: EZ'E Deelimiter I_
Font... | 2| [Click Font...)

29.The contents of this column will update. Finally, you need to update the column header.
Double-click on the text (Module ID in this example) and select other... from the list
which appears.

30.Edit the text as required and press the Return key on your keyboard. You must press the
Return key for the changes to be accepted. If you move to another column using the
mouse, the column header will revert to its original value.

31. When you are happy with your changes, click on the Apply button and the template will
be updated.

32.We also need to remove the Staff, Location, Weeks and Teaching Week Pattern columns
from the template. Click on the Staff column, then click on the Remove button. Repeat
for each of the other columns to be removed.

33.Click Apply to update the changes in the template.
34.Finally, we need to add a new column between the Size and Module Name columns.
35.Click on the Size column, and click Add. This will create a second Size column.

36.With this new, second column selected, click on Activities in the Accessor (or fields) box,
and choose Scheduled? from the list that appears. The column will update accordingly.

37.Click Apply and OK to finish.
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38.0n the right of the screen, check that the correct template name is displayed, and click
Create Template again to ensure your changes are saved.

Please note: These actions can be carried out to add or remove any columns from your
report as required. When you have added all required columns to your report, remember to
change the column heading by double-clicking on each one, selecting other... and entering
the text you require. If the report you wish to create or edit is a timetable grid, this can also
be done through S+ print templates. However, we recommend that you contact
Programmes & Assessment (Timetabling) to discuss the best way to generate the report you
require.

Creating templates

You may wish to create a new template if there is no existing template for you to adapt.

1. From the Timetabler menu, open the screen that you want to report on - for this
example, select Locations.

2. Filter to the locations you need to include in your report by selecting Filter from the View
drop-down menu. Either press Ctrl and A to select all locations in this list, or click on the
locations you want to include, whilst pressing the Ctrl key to multiple select.

3. Select Print... from the File menu to open the Print Style window.

Individual
Teut Spreadzhest
Text Repart

Wheeks to Print:
1 &5 10 1858 20 25 30 35 40 45 B0
NN AR RN N AN AN NNNANAANA

[ Show all Templates?

Template Organizer... | Frimt &ll... | Presiew... | Eile... | Cancel |

4. Select Spreadsheet and (none) as circled above, and click Preview....
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No Template Selected

6. Enter the name of your template in the box on the right of the screen (Template name
here), as indicated above, and change the Template Class drop-down box to Location. If
you are creating a report in another area of S+, Template Class should be changed to the
name of record type, e.g. Staff, Activity, Activity Template, etc.) that you are creating
the template for.

7. Click Create Template.
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&% Spreadsheet Print Location

|=Click HERE to Edit Header=

GG eneric Dbject List

emplate name here

Hime
Clothroriers Certral Building CAD (WD 1.73)
Clotkrroniers Ceraral Building CAD (WD 1.77)
Clothwrombers Certral Building ME: (WD 1.67)
Clotkrroners Ceraral Building SR 1 (WD 1.60)
Clothwrombers Corral Building SR 2 (WD 1.61)
Clothrockters Certral Building SE. 3 OHD GR.72)
Clothwrodvers Cortral Bullding SF. ¢ (WD GR.75)

Clothoworkers Central Building SR 5a (WD GR.764) Template name here
Clothyroikers Camal Building SE 5 (WD G 76b)
Clotkooikers Cenral Building Testing (WD GR.720) Lreate Template
Clotkrokers Ceral Buildfng Vis Com Site (WD GR.77)|
Clothororkers South Building Kitting (1.04) Jemplate Organiser
Clotkerorkers Soth Euilding Prive (GR.07) Sy
Clotterorkers South Building Weaving (1.04b) emnplate Class:

Lk Building CAD (L 1382)
Link Euilding CAD (L 13%)
Lk Buildng MA (L GF.G32)

Lirk Building M (L BF. 052b)

8. A Name column will appear in the report. You can then continue to add and edit columns,
header, and footer as described in the previous section, Editing Templates.

9. When you have finished, click Create Template again to ensure that your changes have
saved. Click Print All if you want to create a printout immediately.

Section 4: Saving print templates

If you create or change a print template in S+, it is advisable to save it outside your current
image. This means that you will be able to use your template even if you need to retrieve a
new image from the Programmes & Assessment (Timetabling) web pages.

1. From the File drop-down menu, select Template Organiser.

Print Template Organiser — IEI Iil
StudentSet Maodule I.ﬂ CreateStudentList ﬂ
conzec acts <Delete “COMF activity lizt
CreateStudentLizst = |"Conf Office List
FCOMFE achivity list Copys> “weekly booking she
*Conf Office List —_— |*Student data
“weekly booking she test duchivity List
*Student data el Template name here
besst Activity List sl Courze Individual
‘T emplate name here Locatian Individual
Courze Individual <Lapy Joint Module Individe
Location Individual ;I = |Module Individual ;I

IMemDr_l,l j
Open... I
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2. In the box on the left, select the name of the template you wish to save, and click the
Save As... button (circled above).

Save Print Template il

i Sawve All

Save Save As... | Discard |

3. Select Save Selected and click the Save As... button.

4. The Windows Save dialogue box will open. Choose a folder into which to save your
template, type a filename into the File name box (circled below) and click Save. When
typing a filename, simply replace the asterisk with the name. The file should always end
.ptm.

21
Save In: Iﬁ Frinting j & Iff T

O |E| L

Diezkto Ju]

File name:

j Save I
Save as lype; &l Files [*.%] j Cancel |
g

5. When you next need to use this print template, you can import it into S+ in addition to
the default print templates which are already loaded in the image you retrieve from our
website.
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6. From the File drop-down menu, select Template Organiser. You will see that the default
templates are already loaded.

rint Template Organiser — IEI Iil
Frogramme List Spre « Frogramme List Spre «
“Clazs liztvLE <[elete “Clazs liztvLE
Drata Repart - |Data Report
*Booking Confirmatio Copyss *Booking Confirmatio
*SHC Booking Canfir —_— 1 |*5HC Booking Confir
Location baster Location baster
Location Usage Dol Location Usage
Location Master DD ==tz Location Master DD
Genenc Object List Genenc Object List
Achivity List <Lapy Achivity List
StudentSet Module L;I = |StudentSet Module L;I
k - IMemn:nr_l,l j

< A T Oper.. |

7. Click on Open... (circled above), and navigate to where you have saved the print templates
which you have created.

=1o] x|

Frogramme List Spre «

rint Template Organiser

: [ emplate name here

<Delete | |*Class listvLE
Data Feport

Copys > *Booking Confirmatio
*SHC Booking Canfir

Location kaster
Location Usage
Location kMaster DD
Genenc Object List
<Lapy Achivity List
= |StudentSet Module L;I

[Meletes

template name here. j IMemDr_l,l j
Save bz I Open... I

Cloze |

8. Select the name of the template(s) you wish to import in the list on the left, then click
Copy>>. The template will then be added to the list on the right. You can then close the Print
Template Organiser window.

9. Itis recommended that you do not over-write the print templates provided with S+. If you
have edited one of these templates, please save it using a different name.
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This is the end of the manual. If you have any questions, please don't
hesitate to contact Programmes & Assessment (Timetabling)

on ext. 34009 or, by email on timetable@leeds.ac.uk.
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