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Executive Summary

These Guidelines are to assist UTAS staff interpret ADRDM to support timetabling procedures.

More information

For further information, contact the UTAS Timetable Officer

Email: Timetabling.Office@utas.edu.au

What EDRM is used for?

EDRDM or (commonly called Reference Data Manager) holds information including:

e The suitabilities of each location and capacity
o Staff member restraints (when they can teach)
e Student sets (these define what units cannot be scheduled at the same time)

This program is concerned mainly with staff availability, but being able to view the location
parameters can be useful as well. The main window is shown below.

) EDRDM (SciSDE2011Prd) E %

File Institubion Resources Time Constraints  Groups  Took  window  Help -

al-

Institution Time Constraints

Activity Types \ Show | | Mew | Constraint Profiles \ Show | | Mew |

Cost Bands \ Shaw | | Mew | Free Blocks \ Show | | Mew |
Departments ‘ Shawi | | Hew | Maximum Hars ‘ Shavt | | Hew |
Suitabilites ‘ Shawi | | Hew | Maximum Workspans ‘ Shavt | | Hew |

Tags (show J[ mew | Named Avalabiity Pattemns [ show  |[ mew |

Zones ‘ Show | | Hew | Resource Breaks [ show | | Mew |

Start Preferences | show | | Mew |

Resources Tirne Block [ show  |[ mew |
Equipment \ Show | | e | Travel Tables | show | | New |
Locations \ Show | | e | Usage Preferences | show | | New |

Pooled Resources ‘ Show | | Hew |

Staff ( Hew |
4 Conrected ta LITAS (SciSDE2011Prd) | /B, Last SDE Refresh () & o3

Viewing staff

From staff on the main window above click on show.

A list of staff interfaced to Syllabus + from Human Resources will show. The information will show
the staff member’s organisational unit and whether they are part time (PT) or not. The shared with
column is useful if this staff member lectures for a different department as well as a primary
department.
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3\ Staff - EDRDM (SciSDB2011Prd)

Drag a column header here to group by that colurmn
Mame | Email | PT? | Department Shared With | S | Primary Suita... | Other Sui

7 [=] = =)
Clifford, DR Chri... []  Medicing, School of O

] Cliffard, M5 Katrina [7]  English, Journalism and European Languages, School of O

N Clift, PROF Robert [[]  Accounting and Corporate Governance, School of O

] Close, DR Dugald [ Tar O

N Coady, DR, David []  Philosophy, Schoal of O

] Coates, Mr Gecf,., CALT O

] Coates, MRS Lea Cradle Coast Campus O

] Coberaft, DR, Je... [ 1mas O

] Cocker, M3 Fiona [+]  Management, School of 1

[#][«][«] Record3zacf 1770 [»][]pml(+][=] < " |

| Prink... | |E| 0 % | Form Yiew | | o4 | | Cancel |

Changing a staff member availability

To change a staff members time when available, click on the staff member you wish to change, then
click on form view. This will give all information about this staff member available to Syllabus +.
Down the list select named availability and click on the down arrow associated with it. The below
window will appear. The full year is selected, greyed out, in the week pattern for constraints
calendar.

For staff leave the tick box labelled use custom availability ticked as each staff member can choose
their own available times (with Head of School permission).

Use custom availability  Teaching week pattern
= [1 5 ] 15 20 2 a0 i 40 15 50
Week Pattern for Constraints
1 5 10 15 20 25 30 feis) 40 45 50

700 §:00 9:00  10:00 11:00 12:00 13:00 14:00 15:00 16:00 17:00 18:00 19:00 20:00 21:00

Tue

ed

Thu

From this window select when a staff member can be scheduled by painting the times grey when
they are unavailable to teach.

If different teaching times throughout the year are required eg semester 1 availabilities differ from
semester 2, the week pattern for constraints calendar (the strip above the main week calendar) for
particular weeks during the year can be painted for the selected weeks they are unable to teach.

The selection can be reviewed by right clicking on specific weeks within the week pattern for
constraints calendar. Staffing constraints will change from week to week if they differ.

Note: As this restraint can greatly effect when and if an activity can be scheduled it is advised not to
over-constraint the system. If an activity cannot be scheduled, constraints such as staff
availabilities may need to be loosened for it to be scheduled correctly.
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Adding a staff member

If a staff member is required but not listed under staff, this could be because they are a casual and
the list is populated with non-casual staff only. If a staff member is a non-casual staff member, they
may be new to the system and will need to be added. Contact the Timetable Office. It could also be
because staff are not yet allocated to a unit or activity but there may be a need to enter someone to
avoid clashing with other activities this staff member may do. For this, you will have to create a
dummy staff member.

Creating a casual or dummy staff member

To add a staff member (be it a casual or dummy staff member) go to the main window of EDRDM,
find staff and click new. The following screen will show:

@ Staff - EDRDM (SciSDB2011Prd) )]
e New Staff (]
Host Key
Description
Department ]
Ermail
PT O
User Text 1 ~
User Text 2 =]
User Text 3 ~ |
User Text 4 =
User Text § [~
Primary Suitabiliies ]
Cher Sutabilties ]
Avoid Concurrenc: y =]
Mairmum Period 210(]
Contract Perio: 210(]
Constraint Profi ]
Tags ]
Shared With ~
Shared With All O
\NT\ ) @ o [ o [ canel |

On this screen the following fields will be required:

Name

If this is a casual appointment, the staff member’s name can be added. This information will feed
into ECP when choosing a staff member to take an activity. If a dummy staff member is required, it is
recommended the word Temp is added and a number to differentiate it from other temporary staff
eg Templ.

Description
Within this field identify whether they are casual or dummy.

Department

On the down arrow a list is included of all organisational units. Attribute the relevant area to this
staff member to teach in. If in ECP the staff member is not showing after having been manually
entered, it may be that they were assigned to a faculty but not a school. If unsure, staff should be
placed in the school they represent.

PT?
PT? is a tickbox to specify that the staff member is part time. If not, leave box.
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Shared with
Shared with refers to any other department/s that a staff member may teach into. Click on the
shared with down arrow to view the following box:

Unselected Selected

Drag a column header here ko group by that calumn Drag a column header here ko group by that column

Marne = Department Description = ‘ | Marme = Department Description

» |Accounting and ... [Select Department]  Accounting and Corpor.

Aaricultural Scien, . [Select Department]  Agricultural Science

Architecture and... [Select Department]  Architecture and Desiar

#rt, School of [Select Department]  Tasmanian School of Al

Arts, Faculty of  [Select Department]  Arks

Asian Languages... [Select Department]  Asian Languages and St

fustralian Innaw... [Select Department]  Australian Innovation R

Australian Mariti,.. [Select Department]  Australian Maritime Coll

Business, Facult,,, [Select Department]  Business

CALT [Select Department]  Centre for the Adwvance

Central Science L... [Select Department]  Central Science Laborak
Centre for Enwir,,. [Select Department]  Centre for Environment
Chemistry, Scho... [Select Department]  Chemistry

CODES [Select Department]  ARC Centre of Excellen{ |

<]l i ] 0 [ ]

Within this multiple departments can be linked to a staff member. Click to select the relevant area
on the left to add, then click on the >> button to move to the right. If unselect is required, follow the
add process but from the opposite side. Once you are happy with your selection click on the red X.

All other fields on this screen are not required to have an entry. Once OK is clicked on this screen
and this information is written back, the staff member will appear when viewing staff by clicking on
show from the main screen.

After any changes remember to write back to syllabus +

Locations

EDRDM can be useful to view information under each location such as:

e |ocation which is not found under Web Room Booker but need to ensure a venue is available;

e required location’s written capacity to ensure adequate space is available;

e alocation has a specific purpose or equipment but it is not showing as an option. The room
specifications may be out of date in the system;

e viewing the specifications for each location.

To view locations

From the main window of EDRDM, find locations and click on the show button to view locations. It
will not be possible to create, edit or delete locations. This information is maintained by Property
Services regularly.

Click show and the window below will appear:
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Drag a column hesder hers to roup by that column
Name + [ copacty [ pepartment [ shared witn 5. [ rimary sutabittes [other sutabi... [co.. [Ma.. |constramter... [costeand | |
[ [=]
» [AB.ABOL.LO2,234 1 UTAS [} 210 210 Hone.
[ AB.ABO1.L03,312 10 UTAS Health Science, ... ] LB-AB.ABO1, LF-Moveabl,.. 210 210 Hone
[ ABABOLLLO3. 315 20 UTAs Accounting and ... LB-AB.ABO1, LE-DVD Play... LT-LECTHETR 210 210 Hene
[ AB.ABOL.LO3.317 12 UTAs Accounting and ... LB-AB.ABO1, LE-Network ... LT-LECTHETR. 210 210 Hone
| |ae.ce01.003.310 12 utAs Accounting and LB-8.AB01, LE-Netwrk ... LT-LECTHETR 20 20 None
| |ae.a601.003.328 10000 UTAS 1T Resources [] Lr-vibconF 20 20 Nore
|| ae.a801.L03.332 5 UTAs Accounting and LE-AB. ABO1, LE-Netwark ... LTLECTHETR 20 e Hone
| |66 601 101 000 1 UTas [m] 20 oo Hone
| |es.e01.01.105 15 uTAs australian Mari... (] L6-86.5801, LE-Mutimed.. 20 zi0 Hone
[ BH.RCO1.L01.104 20 UTAS Rural Health, De. [ LB-BH.RCO1, LT-TRAINRM 210 z10 Hone
[ BH.RCO1.L01.1068 10000 UTAS IT Resources ] LT-vIDCONF 210 210 Hone
[ BH.RCO1.L02.226 10000 UTAS IT Resources ] LT-VIDCONF 210 210 Hone
[ BHRCO1.L02.248 16 UTAS Rural Health, De...  []  LB-BH.RCO1, LT-TEACHL. .. 210 210 Hene
[ BH.RCO1.L02.250 40 UTAS Rural Health, De... (] LB-BH.RCO1, LT-VIDCONF 210 210 Hone
| |enrori02.252 16 UTAS Rural Health, De... [ ]  LB-BH.RCOL, LT-TUT/SEM  LT-LECTHETR 20 20 None
:EH XITR.RCS.001 10000 UTAS 1T Resources [ Lr-vibconF 20 20 Nore
Recard 1 of 705 [ |0 [i][+] —
IR ORI (_Form yew | (o ) )
Name

This is the location name. This can be difficult to read in the format given. A known name can be
added by right clicking on the title row, with name, capacity etc, and choose column chooser from
the menu. This will bring up a small menu below

Customization x

|' Area Z‘

| &void Concurrency

|' Description

| Host Key b

| Mamed Availabilicy |

| Mamed Starts |
| Mamed Usage

This menu allows customisation of the columns from the previous screen. Extra columns can be
added to this list by clicking and dragging a column where required on the previous screen. To add
the traditional names, click and drag the word description to where required on the locations
window. This window can be closed by clicking on the red X

Capacity

This will show the capacity that Property Services has recorded for this room. It is university policy
that this room number should not exceed this number of students in an event or activity in this
space.

Department
This will always be set to UTAS.

Shared with
Shared with will include all organisational units that can see the location as a bookable space for
timetabling activities:

e alocally managed space may only have one organisational unit listed in the shared with
column. This signifies that this is the only area to use or negotiate use of this room to others;

e acentrally managed space will have all organisational units available to use this space.

Other columns on this screen may not be relevant to specific needs and can be ignored.
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