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Target Audience

e All Staff

Content

Within this course staff will learn how to:
e Create Rosters
o Edit/Delete an Existing Rosters

¢ View Rosters Reports

Overview

Rosters Module allows schools to create and manage school Rosters.

Module Access

LN
LR ]

1. Selectthe Sentral Waffle Icon *** in the top left corner of the screen, the modules
display, then going to the Scheduling group that includes Rosters.

[El Scheduling

Timetables
Calendars
Resource Booking

Rosters @

Timetable Builder

The module landing page allows you to create Rosters.

Rosters

O N Timwatie Welcome to Rosters!
Manage Timetables @ Rosters s 3 simple 1o use timetabling program designed to allow you to create and store online versions of all the individual timetables that your school may require: RFF, Playground Duty rosters, lbrary, class teaching timetables and more

Timetables can be populated via automatic staff lists, or can be edited manually, and saved for public viewing of for your own personal use.

My Timetables
To get started, use the Manage Timetables and Create a Timetable buttons to the left
Select Timetable v

Recently Viewed

Most Viewed

Manage Timetables

2. From the left-hand menu, click on Manage Timetable button.
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Rosters Setup

Create a Timetable

Manage Timetables []

My Timetables:

- Select Timetable - v
FPublic Timetables:

— Select Timetable —- v

All Timetables:

- Select Timetable - v

Setup v

The Manage Timetables screen displays with current Rosters created.

Manage Timetables

My Personal Timetables

Name Creator Options

Public timetables

Name Creator Options

setDefault | copy | Edit
JC Playground Duties Alexander Forbath
Remove
setDefault | copy | Edit
Hilton Suppert Timetable Alexander Forbath
Remove
setDefault | copy | Edit
Homewark Centre Ray Liceralde
Remove

JC Playground Duties

3. To view any of the public timetables, click on the hyperlink Name of the

timetable.

The Roster displays. You can use the tab and arrow keys to navigate between different
cells.

Title: Jc Playground Duties m

© Youcan use the tab and amow keys to navigate between different cells.
To put entries on multiple lines, use the | character to start a new line

[Monday [Tuesday [Wednesday [Thursday Friday
—ra [Paving 1 [Broomfield Wicallef Lucy Smith Butler McPhee Davey
[Paving 2 [Toia Olsen Joy Smith Greenwood Lucy Smith
loval [French Caswell Steven McLeod Caswell Winfield
Lunch 1 [Playground EquiButler McPhee Judd Judd Kent fToia
Paving oKel dun Foley Jun Rossides
[Roving vilson /amanda McLeod oKl Olsen French
oval [steven McLeod Page Bowman Okell Kasz
Luncha [Playground EqulPage Joy Smith lllouche uudd Butler McPhee
Paving Micallef Steven McLeod Greenwood Page Migallef
Roving lAmanda McLeod Wilson Hanekroot Winfiled Joy Smith
Bus Nilson Winfield Davey Lucy Smith /Amanda Mcleod
|after School
Walk pun Hanekroot Olsen French Caswell

Note: To put entries on multiple lines, use the | character to start a new line.

4. To edit a staff member(s) you can click in a cell Playaround EqulBuiler McPhee]
and edit the name.

5. To randomise the staff click on the Randomise button.
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The Data to Randomise and Premade Lists screen displays.

Title: Jc Playground Duties

© Voucan use the tab and amaw keys to navigate between different cells
To put entries on multiple lines, use the | character to start a new line.

Data to Randomise (Separated by new lines)

King, Jessica
Kriaris, Georgia
Lade, Debra
Liang, Xizoxi
Liceralde, Ray
Lim, Jennifer
Litsas, Costa
Luo, Daisy
Luo, Diana
Luo, Xin

Premade Lists
N Addall Rosters
Rules

O Clear roster first
[ Overwrite existing data

O Maximum of 1
Maximum of 1

P Maximum of 1

o | oo

unique entries per timetable
unique entries per column

wnique entries per row

6. Select from the Premade Lists on the right side of the screen.

Randomised data has Rules that allow you to set maximums and to overwrite existing

data.

7. Tick the check boxes in Rules that are appropriate for your Roster and school staff.

Note: you must select Clear Roster First.

8. Click on the Randomise button and the Roster will update.

The below is the Roster before you select Randomise.

[Monday [ruesday [wednesday [Thursday’ Friday
e Paving 1 [Broomfield Micallef Lucy Smith Butler McPhee Davey
Paving 2 [Toia Olsen Joy Smith Greenwood Lucy Smith
Oval [French (Caswell Steven McLeod Caswell Winfield
| neh 1 Playground EqulButler McPhee Wudd Judd Kent Toia
Paving oKell Jun Foley Jun Rossides
Roving Nilson lAmanda McLeod O'Kell Olsen French
Oval [Steven McLeod Page Bowman O'Kell Kasz
| unch2 Playground EquPage Joy Smith lallouche Judd Butler McPhee
Paving IMicallef iSteven McLeod Greenwood Page Micallef
Roving {Amanda McLeod [Wilson Hanekroot \winfiled Joy Smith
Bus vilson Winfield Davey Lucy Smith |amanda Mcleod
|After School
Walk bun Hanekroot Olsen French Caswell
The below is the new Roster.
[Monday [Tuesday [Wednesday [Thursday [Friday
b Paving 1 [Casale, Natalie [TURNER, Linda Sanders, Tahlia Seddon, Leanne Cosgrave, Dylan
[Paving 2. lpoun, Peter akkoumi, Lisa Woodburne, Cassandra Day, Amy Smith, Jocelyn
oval [Spargo, Jeffrey stafford, Jessie Hansen, Bradley MITCHELL, PETER McEwan, Nathan
Lunch1 [Playground Equ|Bamett, Gabriella Prexl, Geraldine Page, Coco Smith, Jocelyn Kriaris, Georgia
Paving Friedlander, Gabrielle Bourke, Sheree [TURNER, Linda McLean, Amanda Fatoures, Andrea
Roving |cameron, Tamaris lLuo, Daisy Handran-Smith, Shannon [Yang, Qing 0'Toole, Mara
Oval /angarden, Cazna Liceralde, Ray MITCHELL, PETER Forbath, Alexander WJames, Ray
Lunch2 IPlayground Equ|Sanders, Tahlia Pittman, Stephen Eriksen, Tine RYAN, Jane McLean, Amanda
IPaving |Prex], Geraldine Wiggins, Laura Mishra, Faridul McLeod, Amanda Taylor, Kate
Roving |Saintilan, Megan RYAN, Jane Prexl, Geraldine Driessen, Rachel Berscheid, Austin
|ater schoal Bus INash, Sandra [Taylor, Kate Micallef, Lorna wohnson, Nicole Okell, Stewart
[Walk lansell, Jacob lLuo, Diana Uones, Sharon Heslop, Kylee Craig, Gameron

9. Click on the Save m button.
The Roster is updated and displays.

JC Playground Duties

Monday Tuesday
) Paving 1 Casale, Natalie TURNER, Linda

Morning u

Paving 2 Aoun, Peter Akkoumi, Lisa

oval Spargo, Jeffrey Stafford, Jessie

Playgrond | et Gabriella Prex| Geraldine
Lunch 1 Equip

Paving Friedlander, Gabrielle Bourke, Sheree

Roving Cameron, Tamaris Luo, Daisy

oval Vangarden, Cazna Liceralde, Ray

Playground

v Sanders, Tahlia Pittman, Stephen

Lunch 2 Equip

Paving Prexl, Geraldine Wiggins, Laura

Roving Saintilan, Megan RYAN, Jane

Bus Nash, Sandra Taylor, Kate
After School 2 £

Walk Ansell, Jacob Luo, Diana

Wednesday
Sanders, Tahlia

Woodburne, Cassandra

Hansen, Bradley

Page, Goco
TURNER, Linda

Handran-Smith, Shannon
MITCHELL, PETER
Eriksen, Tine

Mishra, Faridul

Prex|, Geraldine
Micallef, Lorna

Jones, Sharon

Thursday
Seddon, Leanne
Day, Amy
MITCHELL, PETER
smith, Jocelyn
McLean, Amanda
Yang, Qing
Forbath, Alexander
RYAN, Jane
McLeod, Amanda
Driessen, Rachel
Johnson, Nicole
Heslop, Kylee

10. To edit the Roster you can click on the Edit m button.
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Cosgrave, Dylan
Smith, Jocelyn
McEwan, Nathan
Kriaris, Georgia
Fatouros, Andrea
OToole, Mara
James, Ray
MeLean, Amanda
Taylor, Kate
Berscheid, Austin
Okell, Stewart
Craig, Cameron

Friday



Note: you can click into an individual cell and manually edit or use the Randomise option.

11. To print the Roster, click on the Print button.
The Print Options screen displays.

Print Options X

Header Options

Include school name

Include timetable name
Size Options

O small font sizes

Headers: 12pt, Subheaders: 10pt, Data: 8pt
® Medium font sizes

Headers: 14pt, Subheaders: 12pt, Data: 10pt
O Large font sizes

Headers: 18pt, Subheaders: 16pt, Data: 14pt

print Cancel

12. Select which options you wish to print and click on the Print button.
Below is a sample of a printed roster.

Sentral Public School

Playground
Monday Tuesda | Wednesday
PlaygreundEguipmentiCantesn Subcal 1|Subeal 2 |[Subeel 3 [Subeal 1|Subsel 2 [Subosl 3):
Teacher| Adamson, | Agar, Zadow, | Cope, Coleman, | Bla, Bardshy. | Agaunds, | De Loite
1 Gladis Filomena | Maely Hae Edl Taisha Maribel | Waneia | Jeme
Before
School| Teacher| Zabe, Craimers, |Biwd, |Zahe, |Ashby |Zadow, |Cope, | Corsidine| Cope
2 FaaltyTin Tiishia Balaryn | Katslgmn | Laling Pzl Haa Elnuss Hae
Subrow | Ashby, B, Agmnio| Bardsksy, | Zahel D Loifie, | Chamtion, | Zahel, -
R 1 Laming Tatsha ‘Waraia | Maribel | Kaelynn | Jeme Elisa Katglynn | Bariharyn
MHBEJSubrm Caolamian, B, Agquanidn| Adamson, Zahel bt Bardshey, | Coshslo, | Agando
2 Bl Taishia ‘Warala | Claks Hatslynin | Bahargn | Maribel  |(E W
Subroes | Ashiy Cralmers, |Ashby, | Dm Loine, | Beasdake, | Zahel Agar Charfon, | Adamson,
Lunch 1 Laming Titshia Laiira it Madslorae | Eaehynn | Flomona | Elobe Cadis
Subrow| Bage, Zaha, Ashby, |Cope, | Bug, Zallow, | Coleman, | Blia, Bage,
2 | Tanges Halehnn  |Labna | Hae Taisha | Baly Bal Taisha | Tangela
Subrosw | Do Maisin, Has B, Agar, Bl Bleassaky, | D Lok, | Zahel Charkon,
After 1 Wernie ’ Taisha | Filomena |Katharnm | Madelens | Jetie Katelynn | Eloise
School Subroes | Bardsley, Agaundo, | Tadow, | Adamson,| Bage, Ebuarii, Copa, Elug, Cokeman
2 Miarbo ‘Warara Py o Tangela | Eaharyn | Hae Taisha Bal

Recently Viewed

1. To view recently viewed Rosters, click on Rosters > Recently Viewed from the left-
hand menu.
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Rosters ~

Home

Most Viewed

The Recent Timetables will be displayed.

My Recent Timetables

Timetable Last Viewed
JC Playground Duties 15/10/2020
04:05PM

Most Viewed

2. To view most viewed Rosters, click on Rosters > Most Viewed from the left-hand
menu.

Rosters ~
Home

Recently Viewed

The Most Viewed Timetables will be displayed.

Most Viewed Timetables

@ Only public timetables will show in this listing

Timetable Last Viewed
JG Playground Duties 30/01/2017
12:41PM
Homework Centre: 15/09/2015
09:59AM
Hilton Support Timetable 16/06/2017
09:08AM

Note: only public timetables will show in this listing.
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Glossary of Terms

Sentral software contains many drop-down lists and areas to add detail relevant to data
entry for Rosters. The list below provides further information on data entry fields. Each

school can configure various elements and add to the list of data entry fields, so this is a
default list of glossaries of terms.

Item

Description

Type

Select a Resource

select resource for booking

select from drop
down

User select user for booking select from drop
down

Comments enter Comments for the booking text field

Period select the date range for the report calendar entry

Rosters Default view

how will resources be displayed on
homepage

select from drop
down

Disable Bookings on
Non-Teaching Days

do you want to show on non-teaching
days

Yes/No

Copy periods from

which periods to setup

select from drop
down

Type

Period type

select from drop
down

Link to Timetable period

which period to link this too

select from drop
down

Room name of the room text field
Building name of building text field
Capacity how many numeric
Description Detail of the location text field
Group Name Name of resource category text field
Quantity number of this resource numeric
Max booking time the limit of how many consecutive numeric
days the resource can be booked at
any one time.
Max pre booking time the number of days you can book in numeric

advance of today's date

Location location of this resource select from drop
down

Maximum QTy Per number of resources limited to booking | numeric

Booking

Max number of Periods how many periods throughout each day | tick box

Per Booking a resource can be booked

Can overbook users go into a waiting list tick box

Can Overwrite Time
table lessons

booked over existing time table lesson

select from drop
down

Resource Type

type of resources

select from drop
down

Resource Owner

Who owns or manages this resource

select from drop
down

Notify owners

tick to notify owners

tick box

Notify users

tick to notify users

tick box
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