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1. Getting Started & Basic Viewing

What is CMIS?
CMIS (also known as Facility CMIS) is the acronym for Central Management Information System, it
provides the following services:

e the University’s timetabling system.

e the source of truth for data relating to undergraduate and postgraduate timetabling.

e reporting on timetabling activities and timetabling performance.

What is CMIS used for?
1. Recording of all teaching and learning activities (e.g., lectures, tutorials, labs, workshops, etc.)
including:
e activities taking place in centrally timetabled space or locally managed formal teaching
space
e events scheduled in off-campus locations
e teaching and learning activities taking place outside of “normal” teaching times (e.g.,
some postgraduate teaching and learning activities).
2. Provides a record of all spaces (teaching and non-teaching) available for booking.
3. Booking of rooms for:
e ad-hoc teaching events
e non-teaching events, such as examinations, graduation ceremonies, specific annual
events (e.g., UG/PG Orientation, Trinity Week, Open Day), conference and event
bookings, events designated as high priority by Council, Board, Provost, etc.
4. Student module enrolment (other than for programmes included in the new Online Module
Enrolment (OME) system).
5. Fitting of students into module sub-groups, where required. This activity is usually undertaken
offline, in a separate CMIS application known as TTCMIS, before being integrated back into CMIS.
6. Transfer of timetable details to the My.TCD.ie portal on a nightly basis to provide access to
personal timetables for students and staff.
7. Recording teaching staff details in timetable events in CMIS will enable the academic staff
member to access the corresponding module in Blackboard learn.
8. The measurement and capture of timetabling metrics according to the availability of specific

timetabling and space utilisation data held in CMIS and the quality and accuracy of this data.
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Who may use CMIS?

CMIS is used by professional, administrative staff for the conduct of timetabling and room booking.

Who maintains CMIS and its policies?

CMIS data, its use and procedures are under the remit of the Central Timetabling Unit (CTU). It is housed

in IT Services and is the technical responsibility of the Business Application Support (BAS) team in IT

Services.

CMIS General Policies (under review)

1.

Facility CMIS, the College timetabling system, may not be used unless basic training in its use has
been provided (under review). Upon request by a School or Unit Manager a personal CMIS user

account will be issued. Users may only use their personal user account to log onto Facility CMIS.

School and Programme administrators are responsible for timetabling for their School/
Programme offices. This includes maintenance of course/course part structures, timetable event

management, student enrolment and any other timetabling-related functions?.

Other CMIS users, permitted to use Facility CMIS at the discretion of their School/ Programme
administrator, may only do so under the supervision and guidance of their School/Programme

administrator.

It is, therefore, the responsibility of School/Programme administrators to ensure that other CMIS
users within their team have sufficient knowledge of timetabling business processes. Local and
general business process knowledge must be provided to other CMIS users before they conduct

any timetabling.

Should any one-off bookings be made under specific module codes (rather than a ‘MISC’ code),
they should be deleted from the new academic year dataset once it has been created (following
the timetabling rollover). This is to ensure that teaching accommodation is not blocked for use by

other users.

1 For Schools/programmes involved in shared curriculum timetabling (fixed timetable) the Central Timetabling Unit
(CTU) is responsible for maintenance of course/course part structures and timetable event management. Student
enrolment will continue to be managed locally, where required, by School/Programme administrators.
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CMIS Roles & Responsibilities

CTU & BAS

‘ Activity Responsibility Email
,:csccehssc;cloofl\ljl:‘sitg;::;icgj;: Admin staff only upon request of BAS Team timetabling@tcd.ie
Installation of CMIS and TTCMIS BAS Team asksusu@tcd.ie
Set up of CMIS user accounts & timetable sources BAS Team timetabling@tcd.ie
CMIS timetabling support CTU Team timetabling@tcd.ie
CMIS technical support BAS Team asksusu@tcd.ie
CMIS training (under review with CTU) BAS Team asksusu@tcd.ie

CTU,BAS & School/Programme Admin Managers (SAM)
Activity Responsibility
Requesting of new users SAM
Approval of access requests for new users CTuU
Timetabling policies, procedures, and systems training for users CTU / BAS
Supervision, guidance, and local/general timetable business training for users SAM
Ensure user accounts are not shared & users log out once tasks are complete SAM
Timetabling for shared curriculum/ fixed timetable courses CTuU

Timetabling of non-shared curriculum courses attached to their School/Programme offices

(inc timetable event management, student enrolment and any other timetabling- SAM
related functions)
Maintenance of course/course part structures for shared curriculum CTuU

Maintenance of course/course part structures for courses attached to their

School/Programme offices SAM
Review and sign-off for any Facility Scheduler reintegration files SAM
Awareness of ad-hoc bookings made and deletion of same from new academic year SAM

dataset
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Annual CMIS Activities

Quarter Activities Area Responsible
Local school/programme timetabling SPO
Room bookings CRU/SPO
January to . .
March Timetabling support CTU
CMIS technical support BAS
CMIS rollover BAS/CTU
Shared curriculum timetabling CTU
April to Room bookings CRU/SPO
June Timetabling support CTu
CMIS technical support BAS
Local school/programme timetabling SPO
July to Room bookings CRU
September = Timetabling support CTU
CMIS technical support BAS
Ongoing local school/programme timetabling SPO
October to Room bookings CRU/SPO
December Timetabling support CTU
CMIS technical support BAS
e BAS = Business Applications Support (IT Services) e CRU = Commercial Revenue Unit
e CTU = Central Timetabling Unit e SPO = School/ Programme Offices

What data is available in CMIS
CMIS relies on other IT systems as the source of a range of data. This data is imported into CMIS daily,
and some data cannot be modified in CMIS, it is simply available to use there. When creating events, this

data is referred to as “resources.”

Data type (Resources) Examples Source System

Lecturer Staff Number, Name, Status, Core HR
School

Student Student Number, Name, Course, SITS (Student Information Technology
Year, Type System)

Module Names, Codes, Credits SITS (Student Information Technology

System)

Rooms Site, Code Planon

Sites Name Planon

Courses Name, Course Code, Semester, Manually setup within CMIS

Associated Modules
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Timetable visibility
Timetables created in CMIS are viewable via multiple systems in college. These systems include (but are
not limited to):

e Blackboard
e MyTCD portal
e Trinity Live App

How to gain access to CMIS
Access to CMIS is granted to Admin Staff only, upon request of a School or Unit Manager via the form on
the CTU website. Once access has been approved by the CTU, the account is created by BAS Team in IT

Services.

Installing and launching CMIS

Once you have an active account, CMIS installation can be requested by logging a call with the BAS Team

via asksusu@tcd.ie

e When installed double click on the red CMIS 20.1 Live icon on your desktop [p

CMIS 20.1
LIVE

e You may receive a pop-up requesting permission for the application — select Yes

On the initial screen, select File | Open

& Facility cvis
File Wiew Help

DeH Lt 2R & 7 N

o0
ti

e In the LIVE Facility CMIS folder choose the file CMIS_20.1_Live.MIS file and click Open.

[ open X

+ < Facili... » LIVE Facility ... ~ ] Search LIVE Facility CMIS 2
Organise = Mew folder == > M1 o
S
8 This PC | Mame
j CMIS_20.1_LIVE
=D Obwcts Bl 201 Select a file
[ Desktop to preview.

‘if] Documents
A Nownlnads i S v

File name: v| CMIS Files (*.mis) ~

e Enter your Staff Username and your

temporary Password, click OK oIS —

Login details

E Usemame |
Paszword Cancel

“'ou must enter a comect user name and password befare
pou can continue.

e The application will now open.
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Passwords
You will be given a temporary password when your account is created, you can use this to log in for the
first time. Please note that sharing passwords and accounts is forbidden.

You will be prompted to change your password every 183 days (approx. 6months)

Changing your Password
Once you log in for the first time, using the temporary password, you must change it to a password
known only to you.

e To do this click Options |User Accounts | Change Password

Change password *
Paszzword details Pazzword policy =
Uszemame  battlec 1] The pazsword must be at least 8 characters long. _

2] The paszword must contain 1 or more uppercase letters. C |
Pazsword | | | 3] The pazsword must contain 1 or more lowercase leters., Snee
. 4] The password must contain 1 or mare numbers.
Enter your existing password, 5] The paszword must contain 1 or more special characters.

E] 24 unique pazsword riust be izsued before an old
paszzword can be reuzed.

7] Percentage of character that must be different ko qualify
az a new paszword : -1

8] Pasaword must be alphanumeric.

9] Uzer must have a pazsword ta lag an.

10] Pagsword cannot contain usermame.

Note the password policy, at least 8 characters, with upper and lower case, number, and a special
character included.

Incorrect password

If you enter an incorrect password, you will be granted three attempts at providing a valid password. If all
three are incorrect, the dialogue box will close, and you will need to restart the application again before

you can proceed.

Forgotten password
If you have forgotten your password, please contact the BAS Team via asksusu@tcd.ie, your password will

be reset, and you will be able to choose a new one the next time you log in.
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Setting up your workspace

When you successfully log into CMIS for the first time you will notice many toolbars that will take up space on your

screen, it is a good idea to reduce these to ensure you are able to clearly see the information you require. You will

only need to do this once.

e Select View and ensure only the Toolbar is checked. Make sure you uncheck any ticks in Planning Design.

Things to note:

As you open windows in
CMIS they may openin a
very small format. Almost
all windows can be dragged
from the top or bottom
corners to be made bigger

or longer to see all text.

Individual set up — INI files

B Facility CMIS - CMIS_20.1_LIVE
File Edit Wiew Database

O =Y Toolbar

Status Bar
[ cmis.
Picture toolbar

Data

Planning design ¥

Databa: Drawing toclbar

Diata sc Alignment toolbar

Cee Old booking system toolbar
Data

Planning Timetable Query Bookings

Reports  Options |

(=] & )

cted data set

223; Academic rear Z2/23

Drawing toolbar

Alignment toolbar

PHYSICAL

Order toclbar

&) E'E'm'i [

Campuzes  Sites  Fooms

Edit toolbar

Depart Design toolbar

[,
L
1 r‘.

| Course
| partz

The CMIS application comes with several configuration files. These files are stored locally on your PCin

the same folder as the CMIS application, usually the Facility 20.1 folder on your C: Drive

These files allow each user to customise many features of the application according to their personal

preference.

The “ini” file contains user-specific configuration in relation to:

Cell Styles

Printout Styles

Timetable Views

Timetable Styles

List view display

Personal screen settings

If you configure columns or make any changes to toolbars, this is saved in the ini file so you don’t have to

make them every time you open CMIS.

Things to note:

1. If you move from one PC to another or get a new PC, please copy this file to a folder on a network

drive or USB stick and copy it back to the folder on the new PC.

2. ltis also advisable to regularly back up your CMIS.INI file by copying and pasting it to a “Backup

INI folder” preferably on your OneDrive.

3. This backup can be very handy if you have any technical issues with CMIS as BAS Team may

recommend using your ini backup to restore your settings.
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Location of your CMIS ini file

Using the correct Data

Set

An important thing to note before beginning any work in CMIS is to ensure you are in the correct dataset.

A dataset refers to the academic year, and each academic year a new data set is created with the relevant

|4 || = | LIVE Facility CMIS

€ > v

& ThisPC
_ 3D Objects
[ Desktop
E] Documents
‘ Downloads
J! Music
&= Pictures
B videos

. Local Disk (C)

|_ﬂv Metwork

11 items

courses, events, and other information. You

can swap between the current and previous

year’s datasets, so it’s always good to make

sure you are in the correct one before

proceeding. See below a screenshot noting

the academic year you are currently

connected to in CMIS

The correct year can be selected as follows:

Share View
< Facility 201 » LIVE Facility CMIS v | D
G MName Date modified

7 omis 2001 Lve
{3 cmis_w
>E] cmis_trn

;‘3 cmis

23/04/2021 10:27

& cvis_20.0_Lv
|:| cmis_w.bak

i:] cmis_trn.bak

Type: Configuration settings
Size: 3.36 MB
Date modified: 07/06/

D cmis.bak
|:] cmis_w.ba2
D cmis_trn.ba2
D cmis.ba2

L 4

1item selected 3.36 MB

Search LIVE Facility CMIS

Type

Shortcut

Configuration setti
Configuration setti
Configuration setti
CMIS Document

BAK File
BAK File
BAK File
BAZ2 File
BAZ2 File

BAZ2 File

B Selected data set

Select Data | Selected Dataset from the

menu

Available data sets

Filter: all data

Class  Class

Description  Link

1213 Academic Year 12413
1314 Academic Year 13/14
1415 Academic Year 1415
1516 Academic Year 15/16
1617 Academic Year 1617
1718 Academic Year 17/18
1819 Academic Year 18/13
1920 Academic Year 13/20

2021 Academic Year 20421

£ Cancel
v

Click on the required Academic Year from the Available data sets and click the Select button
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You will notice that the Selected data set on the main window now displays the dataset as selected.

=N Eem =

& cmis_2001_LIVE

Databasze connection Selected data set

CHIS LIVE 2021
Walidated ¥ Mo

Data source:
Connected ¥ Wes

2122; Academic Year 21/22

Data Interactive scheduling Room booking
[
1_PHYSICAL | RCADEMIC
Campuses SltBS Hooms HDU:‘“ Deparlmenls Mndules Inslances Euurses Enurse
pools
& — : =
Equipment Foom Foveable Travel Course Course Clasz  Sub group Change
& Features Features & equipment  times structures part groups equivalence  sub group
equipment structure code
= MISCELLANE LS LECTURERS STUDENTS
2.
Lecturers Lecturer Students Student uden Student
pools courses COUrse modules
parts
- 1 -
S — = =
weeks Date Lecturer Lecturer module Student Calculate Etvild Ernrol
mappings rodules activity class sizes clazhes  students
groups

Menu Navigation

When users log into CMIS, they will be presented with the CMIS main control screen.

This area of the screen contains icons that navigate to different menus in CMIS.

For example, clicking once on the icon for Lecturers will result in a list of Lecturers. The same list is

accessible via the top menu bar by selecting Data | Resources | Lecturers.

[l Facility CMIS - CMIS_20.1_LIVE

File Edit View Database Planning Timetable Query Bookings Reports Options Window
ey =] T K? o 3%
k CMIS_20.1_LIVE [= [ & |mes]
tabase connection Selected data set
D source:  CMIS LIVE 2021 2
) 2122; Academic Year 21/22
Conrfycted 7 es Walidated ¥ Mo
Data Int®gactive scheduling Room booking
PHYSIC L @—
o B [{E
Campuses Rooms Room Deparlmenls Mudules Inslances Coulses Cuurse
pools parts
& :
o —
(7
Equipment Foom Courze Courze Clazz  Subgroup  Change
% Features Features & structures part groups equivalence sub group
equipment structure code
MISCELLANEOUS LECTURERS STUDENTS
= = || [e] BBl 2] P
Lecturers Lecturer Students Student uden Student
pools COurses course modules
parts
-7 12X - .
B (%=
Wweeks Drate: Lecturer Lecturer module Student  Calculate Build Erral
mappings modules activiby class sizes clashes  students
aroups
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There are three different tabs with different icons on each tab as follows:
= Data (Also available by selecting Data from the top menu)
= Interactive Scheduling (Also available by selecting Timetable from the top menu)

= Room Booking

Depending on security access levels, some users may be unable to use some of these features as they will

be greyed out.

Viewing a Timetable

In order to view a timetable, you need to complete the following:
e Ensure that you are in the correct Dataset
e Go to the Timetable menu

e From this list, choose a timetable view, e.g., lecturer view

This causes a further window to be displayed. This is the same window that will be displayed on opening

any timetable view. This window is known as a Timetable View and consists of four distinct parts:

1. Filter Title: These 1

l B Lecturer: ADAMO, DR. GIULIANA (97201952) ] -
—

reports which

/ ] 10 13 Filter...
particular filter f ' |
ITU22042 (ITU44061 ITU33041 ([ITU44041
. LECT: LECT: LECT: OMNLINE-LIV
has been applied 2 : 4097: ARTS : :
N 22-27,29-373-8,10-14 3-8,10-14 3-8,10-14
. Mon
to the underlying TU33072
LECT:
data and it is 22-27,29-33
. ITUi11042
these which Tue LECT:
dictates what will 222
ITU44042 ITU44061
. . ONLINE-LIV LECT:
be displayed in : 4097: ARTS
k‘m 33.27,29-3 3-8,10-14 /
the other parts of \ [TU33072 j
<

the screen. In the
screenshot, there
is a filter applied
for Lecturer
ADAMO, DR.
GIULIANA;
97201952

S et 1d

P 1ea2779
P 1ea3787
F 1690357
P 1682775
F 1631686
P 1638600
F 1633776
P 1eaz758
F 1823720
> 1653408
[ 1696008
P 1ea7226
[ 1833774
P 1eaz777
P 1636021

Day

b onday

b onday
Monday

b onday
Monday
Tuesday
wiednesday
‘wednesday
wiednesday
‘wednesday
‘wiednesday
Thursday
Thursday
Thursday
Friday

Time

10:00
1200
1200
1300
16:00
1200
10:.00
14:00
14:00
16:00
16:00
05:.00
10:00
16:00
1200

Length

01:00
01:00
01:00
01:00
01:00
01:00
01:00
01:00
01:00
0200
0200
0200
01:00
01:00
0200

Weeks
3-8.10-14

381014

22-27.29-3

381014

22-27 233

22-27.29-3

22-27 233
22-27.29-3
281014
381014
24-25
24-25
81014
22-27.29-3
381014
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2. Graphical Timetable View: The upper half of the Timetable View relays a graphical interpretation

of the scheduled events.

3. Timetable List View: The lower left-hand side of the timetable window contains details in a text
list of any information assigned to events. This includes any data that is displayed in the Graphical
Timetable View. It is possible to apply filters to this List View independent of any filter applied to
the Graphical Timetable View; however, any filter applied to the timetable view directly affects

the contents of the list view.

4. Timetable Clashing Window: the lower right-hand side of the window can be used to reporton

possible clashes resulting from a particular event being scheduled.

Filtering to View Specific Timetables
=  Ensure that you are in the correct Dataset
=  Go to the Timetable menu and choose a Timetable View, e.g., Lecturer View
=  Right-click on the grey graphical view and select Filter
= Click on the Clear Filter button to clear any filters that currently exist
You can now apply a filter for the timetable that you require to view.
See the below for some examples.
1. Viewing a Course Timetable: select the Course tab and choose the course from the dropdown.

You can add a year if required. Then select OK

B Timetable filter X
Bazic More Fequests Student | Course Huery  Title  Events Expression Bookings Campus/catering
Courze |UBJSHIST-1 SF; Higtary Single Honor v | Eancel
Year E = Clear Tab
Instance | [ary] ~ Weeks...
Optiors

Include modules compulzory for course

Include modules available for course

Today
[ Only show codes [i.e. omit the equivalent names)

[] Orly show data items that have been scheduled Clear Filter
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2. Viewing a Lecturer Timetable: select the Basic tab, choose a Lecturer from the dropdown list
provided. Then select OK
3. Viewing a Room Timetable: select the More tab, choose the Site first and then the Room required

from the dropdown lists provided. Then select OK

You can apply a Week Range filter in addition to a filter for any timetable that you require e.g. 3-8,10-14
for semester one, or 22-27,29-33 for semester two. Click on OK
= Ensure that “Containing Any” is chosen should you require all events with any combination of

those week ranges. If you require only events with that exact week range, choose “Matching All”

B Lecturer: MOELLER, PROF, IRIS (19206569) - et
g 10 11 12 13 14 15 16 i) 18 2
GGU33001
FIELD:

MOELLER, PROF. IRIS
2
Mon
GGU44975 | |
LECT:
MOELLER, PROF. IRIS
HLT: MUSB
[22-27,29-33
GGU33001
FIELD:
MOELLER, PROF, IRIS
2
Tue
GU44975
ECT: >
< >

Time Day Length  ‘Weeks Site Room  Mod todule A )

> 0300 Monday og:00 2 GGU33001  RESIDEMTIAL FIELD COURSE Re

0920 Tuesday og:00 2 GGU33001  RESIDEMTIAL FIELD COURSE Tue

= 0900 ‘Wednesday 08:00 2 GGU33001  RESIDEMTIAL FIELD COURSE Wed

= 0900 Thursday os00 2 GGU33001  RESIDEMTIAL FIELD COURSE Thu

> 0300  Friday 0g:00 2 MUSE M4 GGU33001  RESIDEMTIAL FIELD COURSE Fri

9000 Friday 0200 381014 MUSE  HLT  GGUI3010  LMWING OM THE EDGE: ESTUARIES AMD COASTY | s=

9000 Friday 000 381014 MUSE HLT  GGUI3012  MNATURAL HAZARDS

= 1600 Monday 0200 22272333 MUSE HLT  GGU44575  COASTALWETLAWDS

1200 Tuesday 00 22272333 MUSE HLT  GGU44575  COASTALWETLAWDS

= 1300 Wednesday 01:00 22272333 MUSE HLT  GGU44975 COASTAL WETLANDS

W
£ > < >

All events for this Lecturer are now displayed in your timetable view
e To select an event, click once on the event
= To View the event - double click on the event to view the resources timetabled for this
event

= To Edit the event right-click and select Edit event

CMIS Standard User Guide - v2.3 (June 2022) Page 14 of 15



2. Information required for Timetabling

Resource Data Required
There are numerous data resources required to build a timetable. This resource data must first be in place

to facilitate timetabling.

An example of this data is: Lecturers Course Parts | Rooms Departments

Modules Courses Sites Schools

Several resources must exist in CMIS before commencing timetabling. These resources are the building
blocks of any timetable. Users need to ensure that all resources are present in CMIS before creating

timetable events.

Courses Information
Courses in CMIS are manually set up following instructions from Academic Registry. The information
provided will include course duration, attendance mode, e.g. PartTime / FullTime, Course Name, Course

Route Code, and Undergraduate or Postgraduate.

Where to find Course details in CMIS:

To view a list of Courses in CMIS, click on the icon for Courses on the main screen as follows:

Data Interactive scheduling Foom booking

PHYSICAL | ACADEMIC

. i I o 1,

= E & || Fl o )| s
Campuzes  Sites  Fooms R oo Departmentz Modules Instances [Courzes Caourse

pooks parks

H| 5 7 oL

i ;E | S E B B 8] o5 7B
E quipment Room toveable  Trawel Course Course Clasz Subgroup  Change
% Features Features & equipment  times stiuctures part groups equivalence sub group

equipment structure code

Alternatively, navigate to Data| Academic|Courses
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Once you have the courses list you can filter to find specific courses
e Right click on the courses list and select Filter

=  You can right click on a particular column to use that as your filter criterion

" Courses - X
Available courses
Filter: all data
Crs Course Category  Type  Dept First year  Lastpear  ‘“Weighting  Min - Max A Refresh
UBJAFRME-1MF French MAJ and Middle E astern Jewish and |¢lamic Civilizations MIM Option & uG F 3 4 1) 1)
UBJAFRMU-IMF  French MAJ and Music MIM Option & UG F 3 4 0 0 New
UBJAFRPI-TMF French MAJ and Philosophy MIM Optian & uG F 3 4 0 1) Modi
UBJAFRRE-1MF French Ma) and Religion MIN Option & UG F 3 4 0 0 Ea
UBJAFRRU-TMF French MAJ and Russian MIN Optian & uG F 3 4 1) 1) Delete
UBJAFRSO-1MF French Ma) and Sociology MIN Option & UG F 3 4 0 0
UBJAFRSP-IMF  French MaJ and Spanish MIN Optian & UG F k| 4 0o e
LIBJAGAEN-TMF Greek & MAJ and English Literature MIN Option 4 uc Find... | 0 0
UBJAGAFR-1MF Greek & MaJ and French MIN Option & ur Filter 3 Filter to records with Category = UG
UBJAGAGR-TMF Greek A MaJ and German MIN Dption & ur Fittert ds without Cat - UG
UBJAGAHATMF  Gresk A MAJ and History of Art and Architecture MIN Option & Ul Hide column O e ea =
UBJAGALI-TMF Greek A MaJ and Linguistics MIN Option & uc Contents » Clear Fller
UBJAGAME-TMF Greek & MA) and Middle E astern Jewish and lslamic Civiizations MIM Option & e Al : 5
UBJAGBEM-IMF  Greek B MAJ and English Literature MIN Option 4 ut 'gnmen
Width »
Details Current filter: none
Caode |HS | Lirk code [ Modify column details... |
Mame |Masler in Science [Management) Define default sort... |
Category |EEHGD v | i Printing 5 w |
Dept |B e Exporting » vl
‘weighting Graphs. First year E 2| Lastyear IZ =
Use the mouse o the arraw keys to select & recard -
3926 courses

e Select Edit Filter to pull up all filter criteria
e C(Click on the column you wish to filter by
e Use the text input boxes at the bottom to enter the criteria

e C(Click Modify

e Click OK
Note
B Filter information for display >
You can add two criteria per field, and Colurms : — =
Each column can have a data filter. Only information that satisifes each column's data filker
will be included in the display. Carcal
search for both (AND) or search for Coumn Tepe  Fiter
Crs shart
. Courss lor BeD
€I th er (OR) Link code \ong Z
Category shart Clear all
Tupe short
Dept short

First year  shait

Last year  shart
“wheighting  long
Min long
bax long

olumn filter details

Contains | [Histond

None ~

Satisfy bath conditions [And) Satizfy either condition [Or]
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Module Information
The source for all Module information is via SITS. Modules are added by Schools/Programmes via Module
Manager

Where to find Module details in CMIS:

To view a list of Modules in CMIS, click on the icon for Modules on the mainscreen as follows:

Data Interactive scheduling Room booking

—_—
PHYSICAL ACADEMIC |

- E E' Jel o o,
= E @ || [F (= W [ E
Campuses  Sites  Rooms Fioom Departmentgbdodules) Instance:  Courses Courze
pocls parts
H s ? il
. iE | e E o S A = &
E quipment Foom Moveable Trawvel Courze Course Clasz Subgroup Change
t Features Features & equipment  times structures part groups equivalence sub group
equipment zhructure code

Alternatively, navigate to Data| Academic| Modules

Once you have the courses list you can use the filter to find specific modules, as per above with courses.

Lecturer Information
The primary source of all lecturer details that are required for timetabling originates from the Core HR
System.

Where to locate Lecturer details in CMIS

To view a list of Lecturers, click on the icon for Lecturers on the main screen as follows:

LECTURERS =y g=——__ STUDENT5 =

MISCELLANECIS
B 1 1) O
sle 52 || =] |® o Bl & %
Clazzifications Sources Lecturers Lecturer Studentz  Student Studer Student
poolz courzes course  modules

nArk,

Alternatively,
navigate to Data|Resources|Lecturers

Once you have the courses list you can use the filter to find specific Lecturers, as per above with courses.
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Room Information
The primary source of all room information comes from Planon, managed by Estates & Facilities.

Where to locate Room details in CMIS

To view a list of Roomes, click on the icon for Rooms on the

main screen as follows:

PHYSICAL

Campuzesz  Sites

Alternatively, navigate to Data|Resources|Rooms

Once you have the Rooms list you can filter to find specific

rooms, as per above with courses.

Information to note on Rooms

= Centrally managed teaching space — teaching spaces currently designated as ‘Senior Lecturer
Pool Rooms’, which are managed centrally (currently categorised in CMIS as ‘A’ rooms) bookable
by all Timetablers for all teaching events, or by Trinity Enquiries for non-teaching events.

= Locally managed teaching space — teaching spaces located within a range of rooms allocated to a
School in the Space Atlas (Planon). These spaces may be ‘specialist’ teaching rooms, e.g.,
laboratories, libraries, etc. that are booked on a priority basis by the local School (currently
categorised in CMIS as ‘B’, ‘D’ and ‘P’ rooms).

e Departmental Room (B) bookable by School Timetablers for own School teaching events

e Private Departmental Room (D) only bookable by School Timetablers for own School
events

e Enquiries Room (E) bookable by Trinity Enquiries team for Trinity Enquiries & College
events

e Private (P) only bookable by School Timetablers for local own School events

If you would like to possibly use a B or D room outside your own School/Department, please seek

advance permission from the owning School/Departmental before booking the available room.

Suggested approach to Timetabling
¢ Create new teaching modules in Module Manager
e Establish teaching requirements

e Check/create a course and/or course part structures

e Timetable lectures

e Timetable seminars/tutorials/laboratories, etc.

e Create module subgroups and arrange students into subgroups
e Monitor clash check reports and resolve own clashes

(For information on Module Manager please contact the Academic Registry)
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3. Course Structure

A Course structure must be created in CMIS for every course that exists. In other words,
modules must be added to the Course in CMIS to build the course curriculum. Each year of the
Course Structure has modules assigned as either Compulsory or Optional. Shared Curriculum
courses are created and maintained by CTU. Other courses are created and maintained by the

School/Programme Offices.

How to check if a Course Structure exists for a Course
To check if a Course Structure currently exists for a particular Course in CMIS,

e Click on the icon for Course Structure on the main screen as follows:

Data  Interactive scheduling Foom booking

PHYSICAL ACADEMIC]

L I =
Z rJ [l &l O o
H U ' ] 5o 5
Campuzes  Sites  Hooms oo Departments Modules Instances  Courzes Courze
pools parts
. Lo
) [ B 7 B & &E E
F &3 &
= — S
Equiprnent Raom Moweable  Travel Course Courze Clasz Subgroup Chanhge
& Features Features & equiprment  times structures part groups eguivalence  sub group
equiprent structure code
e Alternatively, you can navigate to Data | Academic|Course Structure
e Courses can be selected from the drop-down list of courses
B Course structure X
Selection .
Seach | Cowrse Year  Instance Commit
LIBELIGPIT - and talian O E e =
Structure
(O Compulzory () Available (O Sub groups (@) Parts Clear
Filter: all data
Year Code Mamne Category  Tppe  Link code  Motes  Dept |3 optional ? Add
1 EURS-TCR  Ewropean Studies Triple [Core] M Change
2 EURS-TCR  European Studies Triple [Core] M
3  EURS-TCR  Ewropean Studies Triple [Core] M Riemove
3 ITAEMNS  Italian for European Studies Triple [Minar Strand) M
3 SPAE-MJS  Spanish for European Studies Triple [Major Strand] M
4 EURS-TCR  Eurcpean Studies Triple [Core] M
4 ITAE-MNS  [Italian for European Studies Triple [Minor Strand) M Advanced.
4 SPAE-MJS  Spanish for Eurapean Studies Triple [Major Strand) M
Element
Year Owrier Part
[ 0ptional

Once you select a course from the dropdown you can see the course structure for each year.
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You can filter by year if required.

Find... biel

b nght click on the Year Column Filter b Filter to records with Year = 2

. - Filter to records without Year = 2

e Choose Filter Hide column

Contents b Clear filter
. 78 _n

e Filter to records “with Year =" / B 5 Edit filter...

Width »

Current filter: none

“without Year ="

How to create a Course Structure in CMIS
Click on the icon for Course Structure on the main screen or navigate to Data | Academic | Course
structure.
e On the dropdown menu for Course, select the course that the Modules will be attached to.
e Inthe Year field, enter the year of that course that the Modules will be attached to.
e At the bottom of the Course Structure dialogue box, select the appropriate
Department from the drop-down list on the bottom of the screen.
e Click on the dropdown list and find the Modules you require to be attached to
the chosen course.

e (Click on the
B Course structure %

Add button,

Selection

h Search Course Tear  Instance Commit
and the new | | 1 Hleg ~ —
Structure
Modu Ie ®) Compulsory (O Avallable (O Subgroups (O Parts Clear
Filter: all data
should : —
Year Mod Module Dept Size Grpcode Lect  Diversiy rules Add
appear in _ Change
. Remove
the white ‘
box
| Advanced..
e Onceall the
modules are
attached to
the chosen Year Department Module nstance

-

it w B L2

course, click
on the
Commit

button. A confirmation message will then be displayed.
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Course Parts

Course parts are used in CMIS where there is more than one subject in the course. An example of this

would be a Music and Religion Joint Honours course. As there are two different subjects on the course,

each subject requires its own Course Part Structure

How to add Modules to a Course Part Structure

The process for adding modules to the course parts is very similar to adding modules to the course

structure, and the only change is you are adding modules to two-course parts.

e Click on the icon for Course Part Structure on

the main screen or navigate to Data |

{ ACADEMIC |
Academic | Course Part structure. "
=1 (& (W | 8ol |E
e Onthe dropdown menu for Part, select the Departments Modules Instances  Courses Course
parts
part that the Modules will be attached to. = > =
. ?ﬁn a e &
¢ Inthe Year field, enter the year of that part Course Class Subgoup Change
shiuctures groups equivalence  zub group
that the Modules will be attached to. code
e At the bottom of the Course Part Structure
dialogue box, select the appropriate Department
from the dropdown list on the bottom of the screen.
e C(lick on the dropdown list and find the Modules you require to be attached to
the chosen Course
B Course part structure
Part, ensuring you & elaction
h th ' Search Part Instance Commit
ave the correc | _ " (ary] v —
Compulsory or Shucture
(® Compulsory () Available () Sub groups Clear
Available radio Filter: all data
button selected. Year Mod Module Dept Grpoode  Size  Diversity miles Add
Change
e Click on the Add
Remove
button, and the new
Module should
. . Advanced..
appear in the white
box
e Once all the modules
are attached to the Yl:ear: |Departrnent - M odule - Inztance -
chosen course, click
on the Commit
button. A confirmation
message will then be displayed.
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Tip: This can also be done by bringing up the Module Table T,

and the Course Part Structure window at the same time and f= (7 ﬂ M B0 el
. Departmentt Modul t C C
using drag drop to add the modules. A Dl i S
i i Bl ] o8 75
e Selecting the course part from the dropdown in the 52 &
Courze Courze | Class SuI_J group  Change
Course Part Structure window (seen on the left). You structures Shﬁg[[‘le graups equivalence S“'gogdfg“ﬂ

will see any modules attached and the year they are
attached to.

e Go to the bottom of the Course Part Structure window and add the correct year of study you
want to add your module to.

e Using the Module table (seen on the right) select the module you want and drag it across to the
Course Part Structure window, to drop it in the window.

e Ensuring you select Compulsory or Available to add it as a compulsory or optional module.

e Once all the modules are attached to the chosen course, click on the Commit button.
A confirmation message will then be displayed.

You can also select modules to remove on the course part structure and click Remove, ensuring to click

Commit once completed.

X

Cou 3 Modules = x
Selection
Search Part Instance: Cornrit arolisbienodics . Cl
: Filter: il dat (i
‘ ‘UEAHAHJMI;AnclentH\sloly and Archaeclogy v| [any]  ~
Clase tod Class Module &
Refresh
= Gz 112 GREEKHISTORY
O Compusoy @ Avsisble ) Sub greups ] il IO TT2 GREEKHISTORY wiTH PROJECT New
Fier: alldata Filler. all data Gozns 172 GREEKARCHAEOLOGY -
Year | Group Mod Modue Add GCLUzN7 112 ARCHAEOLDGICAL PRACTICE Madiy
G2 202400022113, 202 £ CLUZ2115, 202 4| | G CLUZZ113 GREEK HISTORY WITH PROJECT Change . B ARASIAR I Delte
G CLUZ2115  GREEK ARCHAEOLOGY = @oL2124 112 ROMAN HISTORY =
E)CLUZ2122  ARCHAEOLOGY OF MINOAN CRET | Hemove S LB S R o ==l
ECLUZI26 AOMAN HISTORY Gz 171 INDEPENDENT PROJECT
GCLU221%  LIVING ON THE BAY OF NAPLES Wi iz SF ARCHAEOLOGICAL STUDY TOUR
oLz SF ARCHAEOLOGICAL FIELDWORK.
Oz T2 WRITING THE PAST
Adyanced. oz T2 HEROISM, IDENTITY AND AUTHORITY Advanced.
oz T2 CULTURE AND IDEOLOGY IN THE ANCIENT WORLD
GOz T2 GEMDER AND SEXUALITY IN THE ANCIENT WORLD =
Grluzzes 172 CULTURE AND IDEOLOGY IN THE ANCIENT WORLD WITH PRC Ll
EPOLUZ0E T2 GEMDERAND SEXUALITY IN THE ANCIENT WORLD WITH FRC
£ CLU22300 INTRODUCTION TO GREEK
oLz INTRODUCTION TO NEW TESTAMENT GREEK
iz GREEK PROJECT v
< 3
Details
Code [CLU2Z124 | Mame [ROMaH HISTORY |
Dept [202; Classics o] Link] |
< > < >
Instance | [none] v
‘eal epaitment odule Instance Lect - ged =
E 4 v| ‘ v| - Category ~ | Class |TT2 ~
Size (B8 |3 Min 3 Pref max 3 Max o
Groups | (GRF 1, GRP 2) | s[5 3
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4.Creating a Timetable

Introduction to Events
An Event is a central mechanism of allocating resources to a timetable, in other words it is a booking in
the system with resources reserved for it. For the purposes of this document, it is normally a teaching
event.
All CMIS events should have the following fields populated, to ensure it has the correct resources: Day,
Start, Mins, Weeks, Source, Owner (the School for which the event is scheduled), Type, Module, Lecturer
(where applicable), Room.
A timetable is a collection of teaching events that have a common thread, e.g., course, lecturer, room,
module.
For the purpose of timetabling in Trinity College; users will need to create the following type of events:

A. Teaching events (course-related events e.g. lectures, seminars, labs)

B. Non-teaching Room Bookings events (for one-off or departmental needs)
The steps to create an event in CMIS are as follows:

e Inthe top menu, navigate to Timetable and select a timetable view from the list

provided there.

e Alternatively, click on the Interactive Scheduling tab and then the icon for Timetables on the

main screen.
Data [ Interactive scheduling JRoom booking

e Then choose a timetable o [ CORRICULON ———————————

ETOR
4

Ewent Restrictions
specifications

E'E
Links
w =

Time wieek ranges Module Clazs group
constraints requirements requirements

view from the list provided.

|

Using the filter button on the right

find the timetable you require,

|8

‘
department, course, module,
: . = 3 =0 = =] ==
lecturer or room (see Viewing a .__ ES | =l | |2
3 . R Printouts Resource Reports 9 Timetable J Timetables | Validate
timetable for more information) usage L flters timetables
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e Right-click anywhere in the graphical view and choose New Event

B | Department : Electronic & Electrical Eng (308) - x
9 1 11 Ib) 13 1 15 16 17 18 19 2 Az
Mon
EEU33C02 [EEMTOD2 EEP55C21 (EEU33C02 |EEP55C03 [[EE4LAB EESMO1
LECT: LECT: LECT: LECT: LECT: LAB: LAB:
OLOUGHLIN|BATES, END4 SILIAK, DR. {[OLOUGHLIN||QUINN, DR. OROURKE, M
2043: ARTS [l MMTLAB M20: MUSE [LBOS: LLOYL|SPSR_3.3: S| hp2.28: AP e
22-27,29-333-8,10-14 3-8,10-14 ([[22-27,29-3313-8 3-8,10-14 22-27,29-33 =
it event...
EESC16 EEUA5C07 |EEU33CO05 |EEP55C22 |EEU33C01 |EEACLG
LECT: LECT: LECT: ECT: LECT: LAB: Delete event
PITIE, DR. F ANANDARAJIKOKARAM, PIDOWLING, 5
: M20: MUSE |M20: MUSBE [AP2.28: AP |[GOLDHALL: (|AP2.28: AP Options »
3-8,10-14 ||3-8,10-14 [22-27,29-3322-27,29-3q3-8,10-14 |[[3-8,10-14 Filter..
EMT14 EEU11EO6 EESCO3 |EE5CI]1 |EE5CI]1 ot s N
ECT: LECT: LECT: ECT: LECT:
< Filter history...
Day Time  Length Owner  ‘wWeeks Ewentld  Site Fioom tod Module Coenfiguration ¥
F 0o:00 1665038 Printing >
F 00:00 1692265 EEPSEMOE  DIGITAL
Advanced >
F 8982938:08 1580148
F 00:00 1679367
F 0o:00 1692268 EEPBEMO8  DIGITAL
F 00:00 2465736 MUSE M17
F 00:00 2465785 EEPSEMOE  DIGITAL
F 00:00 1452312 CS3LAR J5 COM
F 00:00 2465771 PARS FEDESIGH
F 0o:00 16312598 EEU44C02  4C2MIC
F 00:00 2465773 PARS FBECAL
F- 1 1RITANN AP APZ N3 & v
< > < 5

Depending on the type of event you create in the system, you will need to include particular data to

adhere to the timetabling procedures (see appendix in timetabling policies and procedures document)

Creating Teaching Events
When entering teaching events in CMIS it is essential that all the following data areas are populated.
On the initial event entry screen, you need to enter the Day, , , Weeks, Source,

& Type. See Timetabling Policies and Procedures for further explanation on required information.

Adding basic information to a Teaching Event

e Add the preferred Day, and (in minutes).

. can be a single week or a week range (continual or specific) i.e. in this example we have
weeks 3 to 8 inclusive— missing week 9 and then weeks 10 to 14 inclusive. 3-14 would have all
weeks from 3 to 14. If | wanted every second week 3,5,7,9,11,13 and so on. Use of hyphen (-)

includes all weeks between, use of comma (,) includes only the week number given.

e Source is the person creating the event, usually the school/programme Timetabler — this is a

dropdown field so select your username from the list. Only named Timetablers can create events.
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, this is

the school for :

Timetable event

Ewent details: size on entry: 0

. —
which the Day | Monday s OFix
event is F\r"eeks 3810414 Source |battlec; Admin vI
Modules
scheduled - 7 [dept Electronic & Electical Eng); Mon cor: -1
. Lecturers
e.g. S30 is the S
Details
School of Equinment
X . Features
Engineering Specification
5
Miscellanzous
Type refers to Tobe copied: -, Copied: -, Exclude from clashing: - Schedule...

Booking..

Catering..

the kind of
event, in this
case LECT is
chosen for
Lecture, but it

could be LAB for

Event Audit Trail

Cwner |530; School of Engineering ~ Tupe

LECT

Laboratory, FIELD for a field trip, PLACE for placements, PRACTICAL for any practical class, PROJ

for project work, SEM for seminars or TUT for tutorials.

With all these fields filled we can move to the centre area of the window, to place the Module, Lecturer,

Room to the event.

Adding Module to a Teaching Event

Click on Module from
the centre area of the
window, this activates
a set of dropdown
menus for module
below the centre area.
Using the drop-down
menus, select the
Department you are
adding the event for.
This will give you a list
of Modules associated
with the department

to choose from.

B Timetable event

Event details; size on entry: 0

Day | Monday

| Start 1200 |5 Mins |0 5 []Fix

Weells | 3810414 | qsurce | battlec; Admin

=7 |

Cancel

Modules

STEMS [dept Electrani

Lecturers

Rooms

Details
Equipment
Features
Specification

: & Electrical Eng); Mon cor: O

Weeks...

Booking..

Catering..

Maodule type

Activity

Owiner |530; School of Engineering

Click on New to add the

Module details to the event
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Adding Lecturers to a Teaching Event

e C(Click on Lecturers from the centre area of the window, this activates a set of dropdown menus

for Lecturer below the

B Timetable event X
centre area. Event details; size on entry: 0 _DK
. Day Monday | Stat[12:00 |5 Mins |60 |3 [JFix
e Using the dropdown EZ o7 | i
Weeks |3-8,1 014 | Sowrce | battlec; Admin v|
menu, select the Weeks...
Modules ~
lecturer to be assigned New
to the event, the list can ' Hekls
Roamsz
. . Detail
be extensive, so it is Ee?'s
quiprment
Features ;
i ic vi Booking.
easiest to do this via Shsciicaii ooking
Tu-F
aff Catering..
Staff ID number, you can Miscaisrasis
W
Adhoc Students
type (or paste) the Staff Lecturer |DOWLING, wWILLIAM JOSEPH: 83950364 v]
. Evwent Audit Trail
ID number in, and the Pool v
] OFired | |
correct Lecturer will be
added. Dwiner |SBU;SchooI of Engineering v| Type |LECT v

e Click on New to add the Lecturer details to the event

Adding Rooms to a Teaching Event

The final required piece to

add to the event is a room. A Timetable event X

° Click on Rooms from Event details; size on entry: 0

Day Manday | Stat[12:00 15 Mins |60 |3 [JFix

Cancel

the centre area of the \Weeks | 348,10-14] Source |battlec; Admin v| s

window, this activates Moddles . Wesks..
(301 SIGNALS &ND SYSTEMS [dept Electronic & Electical Eng); Non con: 0

a set of dropdown i
& DOWLING, WILLIAM JOSEFH

Delete
menus for rooms.

! ; oldzmith H...
e Using the first Details
Equipment Blaaiz.
dropdown menu, Features
Specification Catering..
select a Site —this is &
Miscelansous i Adhoc Students
the building that the Site | GOLDSMITH: Goldsmith Hall

Event Audit Trail

Room

GOLDHALL: SLGOLDSMITH HALL 15 (&) I

room you require is
y q 3| [Fired | <ally, LEC, FLAT, [4], cap 500 v

Size uzed

located in.

° Next select the Room Owrier |S3U;School of Engineering v| Type ||_ECT

from the dropdown
below Site, only rooms in
this site will be available to choose from.

e Click on New to add the Room details to the event
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With all the required fields now filled in - Click OK and the event is saved. Any clashes will be notified to

you, so you can adjust if needed.
Checking room availability

To check if a room is available, on the CMIS main menu, choose Query | Room availability.

Now fill in

the B Available rooms — >
Options

required Site Weeks [381014 |

fields to Start ime range  First I@ | Last @ | Intereal (B0 F5 Close

[ay range Start | Monday ~ | Finizh | Monday w4

search for. Weeks...

e Site: Choose from the drop-down menu

e  Weeks: Chose the week number required by clicking on the Weeks button on the right-hand side
or enter a week

e Set Time Range: set the period for which you want to check availability.

e Interval: Set this to the length of time (in minutes) you wish to display.

o Date Range: You can choose a single day or a range of days.

e Thereis a box to the right of the Finish field where the default is a *. We advise typing an “F” in

there as it makes the results clearer to read.

e When you have the details keyed in press Generate

B Available rooms

- x
Options
Site [ARTS. Ats Buidh | weeks [381014 | [TGenerate_|
Start time range First (03:00 5 Last 1800 5| Interval (B0 5 Close
Day range Start | Monday ~ | Finish | Monday v Weeks,
Rooms
Filter: all data
Site Room Room Capacity  Categom Type Clasz  Owner Mo 10 11 12 13 14 15 16 17 18 o
J&RTS  SLEDMUND BURKE THEATRE (&) 1008 396 LEC TIER (&) a14 F
JHLARTS  SLEDMUND BURKE THEATRE (4] 1008 10 OFEN FLAT [E] a14 E F E F k. E F FE. F F
J&RTS  SLSAMUEL BECKETT - PCLAR () 1013 36 PCLAR FLAT (4] 814 F F F F F
JAARTS  SLSAMUEL BECKETT - MAC LAB (&) 1014 36 MACLAE FLAT (&) g14 F F F F F F F F
JA#RTS  ARTS BUILDING CONFERENCE ROOM (PRIVATE]F) 2026 25 MTG FLAT [F] FO7 E P F F Fx R F B F F
J&RTS  SLROBERT EMMET THEATRE (&) 2037 156 LEC TIER (&) 814 F F
JALARTS  SLJM SYNGE THEATRE [4] 2039 200 LEC TIER (&) g14 F
FLARTS  SLJONATHAM SWIFT THEATRE (&) 20474 100 LEC TIER [A] a4 F F
JAARTS  SLTEATAR MHAIRTIN UI CHADHAIN (4) 20418 100 LEC TIER (&) g14 F F
FLARTS  SLTHOMAS DAVIS THEATRE (&) 2043 193 LEC TIER (4] a14 F
J&RTS  BESS - SEMINAR ROOM (P) 3020 22 SEM FLAT (8] 520 F F F
JL&RTS  SLSEMINAR ROOM (PG ONLY) (&) 3025 a0 SEM FLAT (&) g14 F FF F F F F
JARTS  SLSEMINAR ROOM (4) an0z7 25 SEM FLAT (A a4 F F F F F: F F
J&RTS  SLLECTURE ROOM (4] 3051 40 LEC FLAT (&) g14 F F F F v

The rooms will display for the site, showing room availability for the day, time, and week range required.
Where the letter F appears, this indicates that the room is free at this point.

A blank space indicates that it is in use at that time.
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Adding Groups to a Teaching Event

If you have created groups for a module they can be applied here, these are used primarily for tutorials,
labs and seminars where only selected students need to attend.

e Select Group
number from the
Group dropdown

Once a group is applied, this
timetable event will only be
visable to the students in
that group.

B Timetable event X
Event details; size on entry: 0
Day | Monday o | Stat 1200 |5| Ming|B0 |3 []Fix
Cancel
Weeks|3-8,1ﬂ-14] | Saurce |battlec;Admin v|
Modules = Wweeks...
513 G Electical Eng): Mon con: O
Mew
Delete
Lecturers
Rooms
Details
Equipment :
Features Hhif
Specification Catei
s atening..
311
Miscelaneous b &d-hoc Students

Department |3E|8; Electraric & Electrical Eng

Event Audit Trail |

Module |EEU33I:D1; 3C1 SIGMALS AMD SYSTEMS v| [nane]
taodule type w Group |1 w
o 1
Activity | 10
11
Owiner |830;School of Enginesring V| 12
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Creating non-teaching Room Booking Events:

Use this process for booking a room for an event that is non-teaching, it will not turn up on a

student/course or lecturer timetable, but the room will be reserved in CMIS for you.

Using the same steps as to create a Teaching Event, however in this case the Module and Lecturer fields

are not populated, but the Details felid is required.

e Open up a Room Timetable view and use the left Filter button to select the room and view its

click OK.

timetable,

B Timetable filter

Basic Mo Requests Student Course Query

Title

Events

Expression  Bookings Campus/catering

Site [4RTS

Roam 3071

E quipment |

Weeks [310

(0 Matching all
(®) Containing any

() Containing all

Type |

w

Equivalent

‘wieek dayp | [any]

[ Oy shaw codes [i.e. amit the equivalent names)

[ Only shaw data items that have been scheduled

Cancel

Clear Tab

Weeks

Today

Clear Filter

e Right-click in the graphical area and choose New Event

7 Site: Arts Building (ARTS); Room : SL LECTURE ROOM [A) (3071); Weeks : 3-10

Filter.
EUU11001 [FUU11001 |[GRU44001[RUU11051 [FRU11001 [FRU11001
TuT: Gra  frut:Gr2  ffrurc LECT: & [TUT: Group TUT: Group
CARR, MS. RI[CARR, MS. RI[EBERBACH, ll AURAITIS, ([HAMDANI, M|EOQUSTIE, M New event...
6-8,10-14 [5-8,10-14 |[3-8,10-14 |[B-8,10-14 |[4-8,10-14 [4-8,10-14 i
GRU22001 [FRU22001 FRU11001 [FRU11001 FRU11021 [RU34661 [frmi A
T: A TUT: Group § [TUT: Group JTUT: Group ITUT: Group {LECT: U
PRATH-PERE|HAMDANI, M HAMDANI, M|[WARDE, DR. MILONET, Mefpvic crarTH|PTf Options
4-8,10-14 [4-8,10-14 h-g8,10-14 [fa-8,10-14 4-8,10-14  [B-8,10-14 6~ -
GRU11001 |FRU11001 [EUU11001 [FRU11001 |[GRU44001]FRU22051 [ITU11121 |NMU33091 s e
uT: C TUT: Group 4TUT: Gr 2 [[TUT: Group {[TUT: B [TUT: Group JTUT: 3 LECT:
PFLANZ, DR.[MALVAL, M5 JlCARR, MS. RIFERREIRA, M|WIEDEMANNGAUTRON, M[PIRRO, DR. HYOGEV, MRS.|HA Filter history...
4-8,10-14 |4-8,10-14 [6-8,10-14 [4-8,10-14 [[3-8,10-14 [h-8,10-14 [6-8,10-14 [5-8,10-14
Configuration
nTFAM Friis=ne lenii1 1nn1 leoninanss o1 1no1 renanana e e
< Printing >
Day ‘Weeks Site Room  Time  Length  Mod M odule Advanced H in
P Mornday 50,1014 ARTS 3071 1100 0100 EUU1I001  INTRODUCTION TO THE HISTORY OF IDEAS
P Monday 61014 ARTS 3071 1200 0100  EUUT1001 INTRODUCTION TO THE HISTORY OF IDEAS
- Monday 381014 ARTS 3071 1300 0100 GRU44DDT  GERMAN LANGLIAGE 4 VS)
P Monday 381014 ARTS 3071 1400 0100 RUUTIOST  RUSSIAN LANGUAGE 1 BEGINMERS MT
- Monday 481014 ARTS 3071 1500 0100 FRUTI00T  WRITTEN LANGUAGE MT
P Monday 401014 AATS 2071 1600 0100 FRUTIONT  WRITTEN LANGUAGE MT
P Tuesdsy 481014 ARTS 3071 0900 0100 GRUZD0T  GERMAN LANGUAGE 2 [VS)
B Tuesdsp 481014 ARTS 3071 1000 0100  FRUZI00T  ORAL AND WRITTEN FRENCH MT
P Tuesdsy 481014 ARTS 3071 1200 0100 FRUTI00T  WRITTEN LANGUAGE MT
P Tuesdap 481014 ARTS 3071 1300 0100  FRUTIOOT  WRITTEN LANGUAGE MT
P Tuesdsy 407014 AATS 2071 1500 0100 FRUTI0Z  FRENCH AMD FRANCOPHONE CULTURES MT
P Tuesdsy 341014 ARTS 3071 1600 000  IRUB4EET  FILIOCHT MA FIANMAIOCHTA
P Tuesdsy 681043 ARTS 3071 1700 0100 ITUTIIZ] ITALLEM LANGUAGE 1 (BEGINMERS)
P wednesday 48,1014 ARTS 3071 0900 0100 GRUTIDOT  GERMAN LANGUAGE 1(VS)
P Wednesday 48,1014 ARTS 3071 10:00 0100 FRUTIOOT  WRITTEN LANGUAGE MT
P wednesday 68,1014 ARTS 3071 1100 0100 EUUI1001 INTRODUCTION TO THE HISTORY OF IDEAS
P wednesday 481014 ARTS 3071 1200 0100 FRUTI00T  WRITTEN LANGUAGE MT .
:, i— e SRR TR S s S B 5 - - v
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This will call up the event window, and you can input the details of the non-teaching event.

e Choose the Day

e Enter the Start

time and B’ Timetable event e

duration of

- ]
Stat [17.00 2 Minz [0 2| []Fix

Source | battlec; Admin w |

the meeting

e Enter the

Modules
Week number Lecturers
R oomsz
if known or (00 [(&), LEC, FLAT, (&), cap 35 [zite Atz Buidi... Delete
Dretailz
select the qUIDMENt
Features
week range by T
Specificatian B
C . Ta-F Booking..
clicking on the 51
Mizcelaneous Catering..
Weeks button Tobe copied: -, Copied: -, Exclude from clashing: -, Scheduled: -
. Ad-hoc Students
on the I’Ight- Dezcription | v|
hand side and Cost details | v| Ewent Audit Trail
Cost | ] ik | |

then selecting

the week

Dwirier |S24;Schuul of Law v| Type |SEM: DERAF «

number from

the list given.
(You can also double click in this field to pull up a calendar select the Date required from the

calendar and click OK.)
e For the source, enter your source name
e Enter an Owner and Type on both field at the bottom of the dialogue box

e Next, in the main window area click on Details to bring up the detail’s dropdown section, and in
the Description box you can add what the event is, e.g., Viva presentation, Departmental
Showcase etc. Ensure you click New once you have typed in the description box to add this to the

booking.

e Click OK, and you should now see the event appearing in the room timetable.

Locating a Timetable Event

If you know the event ID, you can find and open the event via Query| Locate Event
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Editing Timetable Events
e Double click on the event on the graphical or list view. This will open the timetable event window.
e Click on the item in the event you want to change.
o For example, if you need to change the current lecturer to another lecturer; click on the
current lecturer in that event.
e This will bring up the item’s details, and you will then be able to add, delete or change that item.

o Inthe above example for lecturer change, select a lecturer that you require from the

drop-down
list B Timetable event; 1665638, 24/03/2022 20:11 >
available or Event details; size o entry: 12 -
. Day | Tuesday | Start |[10:00 5| Mins (B0 | [CJFix I—
paste in the I: Cancel
Wwieeks | 4-8.10-14 | Source | daranzi R |
lecturer’s Wesk
b odules -~ e
staff ID (P ORAL AMD WRITTEM FREMNCH MT [dept French] - Group 8; Mok con i
Lecturers .
number to L3 HekdDaMI, kS, Lielete
Rooms
add them [ SLLECTURE ROOM [&). LEC, FLAT, [A]. cap 35 [site Arts Building] Calect.
Dretailz
E quipment .
Booking..
to the Featurez = g
S pecification ;
event. Once s v Eoterng,
< >
&d-hoc Students
you select Lecturer [HAMDANI, MS. ASSA; 20200123 v
the lecturer Poal | i3 | Ewent Audit Trail
[ Fized | |
required;
you will Owarer |S‘I2 - Type
notice that

the change is
implemented straight away. The lecturer’s name that you have just selected should now
be visible.

e C(Click OK to close the event

You can change any resource in the event by completing the above process.
If adding a new resource, and not replacing one as per the above example, follow the process and before

you click OK, click New, this adds the new item to the event and the existing resource will also be there.
Important to remember:

=  When editing an existing resource in the event; highlight the resource in the event window;
select the new resource from the lists provided underneath the white area andclick on Ok to
close the event.

=  When adding a new resource to the event; highlight the resource you wish to add e.g.
Modules; select the new resource from the lists provided underneath the white area, click on
New to add the resource to the event and click on Ok to close the event

CMIS Standard User Guide - v2.3 (June 2022) Page 31 of 32



Drag-and-Drop of events

e C(Click on the event in question on the graphical view of a timetable.
e Hold down the mouse button (left) and Drag the event to a time/day where no clashes occur.
Repeat this process for any events that clash with the timetable. The drag-and-drop method can also be

used as a quick way of moving the events.

Locating Resources

e Go to the Timetable menu and choose a timetable view, e.g., Room

e Inthe graphical view, select the event that you wish to locate a resource for.

e Right click
7 Course: Religion Single Honor (UBJSRELI-1SF) (compulsory & available); year 3 [any instance] -
and choose " ~ [
[22-27.29-3]
Locate
Wed
Resource
from the
Thi 3-5,10-14 :IEWE'VE”THHU Thursd
m —_— ace event at 1230 on Thursday...
d rOpdown REU33522 Mave event to 12:30 on Thursday...
LECT: Remove event from timetable
G0.6: ISE-LI Show clashing items
menu 22-27,29-33 Exdin eeen v
< >
Delete event
° From the Day Tme Lengh Weeks  Gte  Room T l° R |'~
P honday 1400 0 e
PMor\day 1400 0 B Locate resources X
P Tuesday 1100 ©
sub-menu P i 1300 0 -
g Requirements for resources
P Tuesda i
S lmjaj ::EE E Type |Room v | @Free (O Scheduled [ Locate resources on weekly availability
P Thursday 11:00 0
Choose PTh::zd:; 100 0 Day | Thusday  ~ Time [11:00 |55 Ming|120 = ‘Wwieek range selection (e
P Fidsy 1000 0
P Fiiday 100 0 weeks |3-8,10-14
Room PFuda: 1300 0 | leehss
PFidr 1300 0 Bacouices
Filter: all data Cler flter
e The Locate
Site Foom L] -
R His ENGUIRIES OFFICE (] Timeteble
esources B34 F0sPL 5L LECTURE ROOM (SOCIAL WORK 15T CALL (&) =
F a4 FospL MEDICAL CONFERENCE ROOM (] TR
d|a|0gue bOX 34 FOsPL TEACHER EDUCATION [M.5C) [B] St :
Fl79LEMNST  3RD FLOOR MEZZANINE - SCHOOL OF LAW (8] (UG and PG) LEEEE
. Fl7aLEmsT SCS55 [OMLY)
appears, ShOWIng a F79LEMST CLIMICAL SPEECH [F)
Fl7aLEmsT CLIMICAL SPEECH [F]
FL79LEINST CLIMICAL SPEECH [F)
summary Of the event Fl7aLEmMsT CLIMICAL SPEECH [P]
. . FL7aLEMNST CLIMICAL SPEECH [F]
details and a list of Fl7aLEmsT CLINICAL SPEECH (F)
FlL7aLENsT DEAF STUDIES [F) "
which resources are £ i
ava ||a ble match | ng Create a block for all events amended/created when "split event' is clicked

the criteria:
e Ensure that Free is selected
e Select a Room from the list given.

e Dragthe room and drop it into the event required in the graphical view

You will be asked to confirm if you want to add the new room.
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e Be sure to click No, this replaces
any existing room and adds the

one you chose.

e Close the Locate Resources

window.

Deleting Timetable Events

e Right-click on the event on the
graphical view.
e Choose Delete Event
You will now be asked if you want to delete
the event in question as follows:
Click on Yes if deletion of event required.
Clicking on No prevents the deletion of the

event.

By clicking on the event, you can view details of the event in question, in case you need to check before

you confirm the deletion. If deleting events from the list view, highlight the event in question, right-click

and choose Timetabling| Delete Event

5. Glossary of Terms

CMIS

Do you want to add the resource to the selected event 7 If
you press Mo then the resource will be assigned and lose the
resource(s) already there,

Confirm deletion

Confirm
Are you sure that you want to delete event 1697385 7 Tes
Mo
es ta all
Ewent..

| Term | Definition
BAS Business Application Support Team (IT Services)
CMIS Central Management Information System (Facility CMIS)
CTuU Central Timetabling Unit
OME Online Module Enrolment
Planon Holds College Atlas details, interfaces with CMIS
SAM School Administrative Manager
SPO School/Programme Offices
TTCMIS CMIS Facility Scheduler
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6. Further resources and information

More information, policy documents and other resources are available at https://www.tcd.ie/academic-

services/central-timetabling-unit/.
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