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How to read this guide
Each topic starts with a picture of the screen. The orange numbers in the picture match the
numbered steps underneath. Follow the steps in order.
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START HERE

Your first timetable in 8 steps
This is the whole job from start to finish. Do the steps in order the first time. Each step uses one item from
the menu on the left, highlighted in the picture with its step number.

1
STEP 1
Check your institution and semester
Open Academic Structure. Make sure your campuses, departments, programs and the current semester
are correct. The setup wizard already filled in the basics.

2
STEP 2
Add your rooms and labs
Open Rooms & Labs and add every room where classes happen, with how many students fit and whether
it is a laboratory.

3
STEP 3
Add your teachers
Open Instructors and add each teacher. You can also mark the times they cannot teach.

4
STEP 4
Add your courses
Open Courses and add each subject. Say how many lectures, labs or tutorials it has each week and how
long each one is.
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5
STEP 5
Create this semester's classes
Open Semester Classes and select Generate from courses. The software creates a class for every course
and every group of students who take it.

6
STEP 6
Generate the timetable
Open Generate Timetable and select the big GENERATE TIMETABLE button. The software places every
class without clashes. This takes about a minute.

7
STEP 7
Fix anything that could not be placed
Open Conflict Centre. It lists clashes and classes that did not fit, explains why, and suggests fixes. You can
also move classes yourself in the Manual Scheduler.

8
STEP 8
Approve, publish and print
Open Timetables & Versions, then Approve and Publish the finished version. Print or save timetables for
students, teachers and rooms from Timetable Views or the Reports Centre.

Tip  Want to try first? Settings > Advanced > Install demonstration data fills everything in with a sample university
so you can explore safely. You can remove it later.
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START HERE

Signing in
Every person has their own username and password, so the software knows who made each change.

1
STEP 1
Type your username
Your administrator gives you a username. The first administrator account was created in the setup wizard.

2
STEP 2
Type your password
Passwords are private. Select the eye button to check what you typed.

3
STEP 3
Select Sign in
Press Enter or select Sign in. After too many wrong passwords the account is locked for a short time to
keep it safe.

4
STEP 4
Forgot your password?
Staff: ask your administrator to reset it. Administrators: use the recovery key you saved during setup.

Tip  Tick Remember username so you only need to type your password next time.
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START HERE

The Dashboard
The Dashboard is the home screen. It shows how the current semester is going, and has shortcuts to the jobs
you do most.

1
STEP 1
Follow the getting started checklist
The checklist shows the 8 steps to your first timetable. Finished steps get a green tick. Select Go next to
a step to open it.

2
STEP 2
Read the numbers at a glance
Each card shows one number, such as how many classes are scheduled or how many conflicts are left.
Select a card to open the matching screen.

3
STEP 3
Use the quick actions
Shortcut buttons for everyday jobs such as generating a timetable or adding a course.

4
STEP 4
Search for anything
Type part of a course, teacher or room name in the search box at the top. Select a result to open it.
Keyboard shortcut: Ctrl+K.
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5
STEP 5
Get help on any screen
The question-mark button opens this Help Centre. Every screen also has a Show me how button that
walks you through it.
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SET UP YOUR DATA

Academic Structure
This is where your institution is described: campuses, buildings, faculties, departments, programs, the
academic calendar and groups of students.

1
STEP 1
Choose what you want to see
Each tab is one kind of information. Start with Campuses, then Departments and Programs. Semesters
are under Semesters.

2
STEP 2
Add a new record
Select Add. A form opens. Fill in the boxes (the ones marked * are required) and select Save.

3
STEP 3
Find a record
Type in the search box to filter the list as you type.

4
STEP 4
Change a record
Select a row, then Edit (or double-click the row).
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5
STEP 5
Stop using a record
Deactivate hides a record without deleting its history. Delete only works for records nothing else uses.

Tip  Cohorts are groups of students who study together (for example Bachelor of Accounting, Year 1). Sections split
a large cohort into smaller classes.
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SET UP YOUR DATA

Rooms & Labs
The timetable can only use rooms you add here. The software checks that each room is big enough and has
the right equipment.

1
STEP 1
Add a room
Select Add room to open the room form.

6
STEP 6
Review your rooms
All rooms are listed here. Select a row and Edit to change it.
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2
STEP 2
Enter the room code and building
Give each room a short code (for example B204) and choose its building.

3
STEP 3
Enter how many students fit
The software never puts a class in a room that is too small.

4
STEP 4
Choose the room type
For example Lecture Theatre, Classroom or Computer Lab. Lab classes are only placed in labs.

5
STEP 5
Save the room
Select Save. The Features and Availability tabs are optional: use them for equipment or times the room is
closed.
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Tip  Mark a room as unavailable on the Availability tab when it is booked for exams or maintenance.
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SET UP YOUR DATA

Instructors (teachers)
Add every teacher, how much they may teach, and when they are available.

1
STEP 1
Add an instructor
Select Add instructor to open the teacher form.

6
STEP 6
Review your teachers
Select a row and Edit to change it, or Activate/Deactivate when someone leaves.
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2
STEP 2
Enter their details
Employee ID, name and department are required.

3
STEP 3
Set the teaching limits
Maximum hours per week and per day. Tick Limits are mandatory if they must never be exceeded.

4
STEP 4
Mark when they cannot teach
Open the Availability tab and paint the times: red means unavailable, green means preferred.

5
STEP 5
Save
Select Save to add the teacher.
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Tip  On the Qualified courses tab, tick the courses a teacher can teach so they are chosen automatically.
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SET UP YOUR DATA

Courses
A course is a subject, such as Accounting Principles. Each course has one or more parts (lectures, labs,
tutorials) that are scheduled every week.

1
STEP 1
Add a course
Select Add course to open the course form.
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2
STEP 2
Enter the code and title
For example ACC111 and Accounting Principles.

3
STEP 3
Choose the department
Every course belongs to a department.

4
STEP 4
Enter the expected number of students
This decides how big the rooms must be.
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5
STEP 5
Add the weekly parts
Open the Components tab and add each part: for example Lecture, 2 times a week, 60 minutes, and
Laboratory, once a week, 120 minutes, in a Computer Lab.

6
STEP 6
Save
Select Save to add the course.

Tip  Lectures are placed before the labs and tutorials of the same group automatically (you can change this in
Settings > Timetable).
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SET UP YOUR DATA

Semester Classes
A class is one part of a course taught to one group of students this semester, for example ACC111 Lecture
for Bachelor of Accounting Year 1.

1
STEP 1
Create the classes automatically
Select Generate from courses. A class is created for every course part and every group that takes the
course. Classes you already have are kept.

2
STEP 2
Check the list
Each row is one class, with its group, teacher and how many sessions it needs each week.

3
STEP 3
Add a class by hand
Select Add class for special cases, such as an extra workshop.

4
STEP 4
Change a class
Select a row and Edit to change its teacher, room preference or fixed time.

Tip  You can fix a class to a set day, time or room. The timetable generator will never move it.
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SET UP YOUR DATA

Time Structure
Decide which days you teach, when the day starts and ends, how long periods are, and when the breaks are.

1
STEP 1
Choose the teaching days
Tick Teaching day for each day classes may be held, and set the opening and closing times.

2
STEP 2
Save the days
Select Save teaching days.

3
STEP 3
Rebuild the time slots
Select Regenerate time slots to create the periods of the day from your start time, end time and period
length, including breaks such as lunch.

4
STEP 4
See the periods and blocks
The other tabs list every time slot (breaks are never used for classes) and teaching blocks such as Morning
or Evening.

Tip  Classes of 90 or 120 minutes simply use two or more periods in a row.
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SET UP YOUR DATA

Constraints & Rules
Rules tell the generator what must happen and what you would prefer. For example: no classes on Friday
afternoon, or Lecture before Tutorial.

1
STEP 1
Choose the kind of rule
The tabs hold general rules and relationships between classes.

2
STEP 2
Add a rule
Select Add and describe the rule. Hard rules are always obeyed; soft rules are followed whenever
possible.

3
STEP 3
Change or switch off a rule
Select a rule and Edit it, or Deactivate it to stop using it without deleting it.

Tip  Start with few rules. Add more only when the generated timetable shows you need them.
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SET UP YOUR DATA

Import data from Excel
Already have your courses, teachers or rooms in a spreadsheet? Import them instead of typing them in.

1
STEP 1
Check which columns you need
Choose what you are importing. The table on the first step lists every column: compulsory ones are
marked * and Compulsory, with what to enter and an example.

2
STEP 2
Download the Excel template
Select Download template. In the Excel file, compulsory headings end with * and are red, and the
Instructions sheet explains every column with an example. Hover over a heading to see its note.

3
STEP 3
Fill in the template
Type one record per row on the Data sheet, starting on row 2. Every compulsory (*) column needs a value.
Codes you mention, such as a department code, must already exist. Save the file.

4
STEP 4
Choose the file
Choose what you are importing, then select Browse and pick your file.
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5
STEP 5
Follow the steps
Select Next to check the columns and preview the rows. Rows with mistakes are listed with the reason.

6
STEP 6
Import
On the last step select Import. Only correct rows are imported; fix the others and import them later.

Tip  Import in this order: faculties, buildings, departments, programs, rooms, courses, instructors, student groups;
then create the classes (Semester Classes > Generate from courses) and import enrollments and availability.
Something missing? The error tells you exactly which code to add first.
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BUILD THE TIMETABLE

Generate the timetable
The generator places every class at a time and in a room without clashes, then improves the result so
teachers and students get sensible days.

1
STEP 1
Choose the semester
Usually the current semester is already selected.

2
STEP 2
Choose what to generate
Leave it on Generate entire timetable the first time. Later you can regenerate just one department or only
the classes that are still unplaced.

3
STEP 3
Choose how long to spend
Fast takes about 15 seconds, Balanced about a minute, Best Quality about 5 minutes. Longer usually
means a better timetable.

4
STEP 4
Start
Select GENERATE TIMETABLE. You can keep working; select Cancel to stop early and keep the best
result found so far.
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5
STEP 5
Watch the progress
The numbers show how many classes are placed and how good the timetable is. The result is saved as a
new version.

Tip  Nothing is ever overwritten: each run creates a new version, so you can always go back to an earlier one.
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BUILD THE TIMETABLE

Conflict Centre — fix problems
A conflict is a problem in the timetable, such as a teacher in two places at once. This screen lists every
problem and helps you fix it.

1
STEP 1
Choose the timetable version
Pick the semester, timetable and version to check.

2
STEP 2
Check again
Select Detect to scan the timetable for problems.

3
STEP 3
Read the list
Red items (Critical/Error) must be fixed before publishing. Amber warnings are only preferences.

4
STEP 4
Fix it in the scheduler
Select a problem and Open in scheduler to move the class yourself.
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5
STEP 5
Ask the Scheduling Assistant
The Scheduling Assistant tab explains why classes could not be placed and suggests exactly what to
change.

Tip  Warnings can be acknowledged or ignored. Only hard conflicts stop a version from being approved.
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BUILD THE TIMETABLE

Manual Scheduler — move classes yourself
See the timetable as a weekly grid and drag classes to new times. Every move is checked straight away.

1
STEP 1
Choose the version to edit
Pick the semester, timetable and version.

2
STEP 2
Choose whose timetable to see
Show one group of students, one teacher, one room or a whole department.

3
STEP 3
Drag a class to move it
Drag a class block to another time. The outline turns green (fine), amber (a warning) or red (a clash, not
allowed).

4
STEP 4
Ask for suggestions
Select a class and then Suggest to see free times and rooms that cause no clashes. Double-click one to
move there.
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5
STEP 5
Lock classes you want to keep
Lock a class so the generator never moves it when you regenerate.

6
STEP 6
Place unscheduled classes
Classes that could not be placed are listed here. Drag them onto the grid.

7
STEP 7
Changed your mind?
Undo and Redo reverse your last changes (Ctrl+Z and Ctrl+Y).

8
STEP 8
Add teachers after the timetable
Made the timetable before deciding who teaches? Select Assign teachers: every class without a teacher
gets a free teacher of that course, and no class is moved. Classes that cannot be staffed are listed with
the reason. Change instructor also lists the free teachers of the course first.

Tip  Published versions cannot be edited. Clone them first on the Timetables & Versions screen.
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BUILD THE TIMETABLE

Timetables & Versions — approve and publish
Every timetable keeps all of its versions. A version moves from Draft to Under Review to Approved to
Published.

1
STEP 1
Choose the semester
Only timetables for this semester are shown.

2
STEP 2
Pick a timetable
Timetables are listed on the left. Select one to see its versions.

3
STEP 3
Send it for review
Select a version, then Submit for review so others can check it.

4
STEP 4
Approve it
When it is correct and has no hard conflicts, select Approve.

5
STEP 5
Publish it
Select Publish. Everyone now sees this version, and the previously published one is archived.
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6
STEP 6
Compare versions
Compare shows exactly what changed between two versions.

Tip  Use Clone to make a copy you can experiment with, without touching the published timetable.
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BUILD THE TIMETABLE

Timetable Views — see any timetable
Show the timetable for any student group, teacher, room, course, department or the whole institution.

1
STEP 1
Choose the version
Normally the published version.

2
STEP 2
Choose the kind of timetable
For example Cohort (a group of students), Instructor or Room.

3
STEP 3
Choose who or what
Pick the group, teacher or room.

4
STEP 4
Choose the layout
Weekly grid, a single day, or a list.

5
STEP 5
Print or save
Select Print / Export. With Weekly grid chosen you get a one-page calendar of the whole week, with the
course details underneath. Print it or save it as PDF, Excel or CSV.
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BUILD THE TIMETABLE

Room Finder — find a free room
Need a room for a meeting or an extra class? Find rooms that are free at a certain time.

1
STEP 1
Choose the day
Or tick Use a specific date to check one date.

2
STEP 2
Enter the start and end time
Use 24-hour times such as 13:30.

3
STEP 3
Enter how many people
Only rooms at least this big are shown.

4
STEP 4
Search
Select Find rooms. The best matches are listed first, with the reason.
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BUILD THE TIMETABLE

What-If Simulation
Try a change, such as more students or a room being closed, in a safe copy. The real timetable is never
changed.

1
STEP 1
Choose the starting version
The simulation starts from a copy of this version.

2
STEP 2
Describe the change
Fill in only the changes you want to test.

3
STEP 3
Run it
Select Create sandbox & simulate.

4
STEP 4
Compare the results
See how the change affects conflicts, room use and quality.
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BUILD THE TIMETABLE

Change Requests
After a timetable is published, staff can ask for changes. Requests are reviewed and approved before
anything moves.

1
STEP 1
Ask for a change
Select Propose change, choose the class and the new time or room, and give a reason.

2
STEP 2
Review requests
Approvers select a request and choose Approve or Reject.

3
STEP 3
Follow progress
The list shows each request and where it is in the approval steps.
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REPORTS & PRINTING

Reports Centre — print and export
38 ready-made reports: timetables for students, teachers and rooms, week-at-a-glance calendars for each
teacher and class, workloads, room use, conflicts and more.

1
STEP 1
Choose a report
Reports are grouped by type. Select one to see what it shows.

2
STEP 2
Choose the timetable version
Usually the published version.

3
STEP 3
Preview it
Select Preview to see it on screen before printing.

4
STEP 4
Save it
Save as PDF to print or email, or as Excel or CSV to work with the numbers.

Tip  For a week at a glance, choose Teacher Weekly Calendar (a teacher's whole week) or Class Weekly Calendar
(for students): days down the left, times across the top, each class with its code and room, and a list of course
details underneath.

Page 36 of 44



University & College Smart Timetable — User Guide

ADMINISTRATION

Users & Roles
Give each person their own account and decide what they are allowed to do.

1
STEP 1
Add a user
Select Add user, enter their name and username, and choose a role such as Scheduler or Viewer.

2
STEP 2
Reset a password
Select the user and Reset password. They must choose a new one when they sign in.

3
STEP 3
Manage roles
The Roles tab shows what each role can do. Create custom roles if the built-in ones do not fit.
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ADMINISTRATION

Backup & Restore — keep your data safe
A backup is a copy of all your timetable data in one file. Make one before big changes, and keep copies
somewhere safe.

1
STEP 1
Make a backup now
Select Back up now. The copy is saved in the backup folder shown at the top.

2
STEP 2
Check a backup
Select a backup and Verify to make sure it can be restored.

3
STEP 3
Restore a backup
Select a backup and Restore selected. Your current data is backed up first, just in case.

4
STEP 4
Find the backup files
Open folder shows the files so you can copy them to a USB drive or network folder.

Tip  Turn on automatic daily backups in Settings > Backup.
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ADMINISTRATION

Settings
Change how the software works. The recommended options are already chosen, so most people never need
to change them.

1
STEP 1
Choose a section
Sections include Timetable rules, Solver speed, Backup schedule, Security and Appearance (light or dark
theme, text size).

2
STEP 2
Change the options
Hover over an option to see what it does.

3
STEP 3
Save
Select Save to keep your changes.
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ADMINISTRATION

Audit Trail
Every change is recorded: who did it, when, and what changed. Records cannot be edited or deleted.

1
STEP 1
Search the history
Choose the dates, user or module, then select Search.

2
STEP 2
Prove nothing was altered
Verify integrity checks that no record has been changed or removed.

3
STEP 3
Export
Save the list as a CSV file for auditors.
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ADMINISTRATION

Notifications
Messages from the software, such as a finished timetable, new conflicts, approvals and backups.

1
STEP 1
Read your messages
New messages are shown in bold. The bell at the top shows how many are unread.

2
STEP 2
Mark them as read
Select Mark all read to clear the list.
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MORE HELP

Where is my data stored?
All of your data is kept in one database file on this computer. There is no database server or other software
to install.

1
STEP 1
The normal place
C:\ProgramData\OneBridge\Timetable\Data\Timetable.db. Leave it there unless you have a reason to
move it.

2
STEP 2
Sharing with other computers
For a small team, open Settings > Database, choose Change database location, and pick a file in a shared
network folder every computer can open.

3
STEP 3
Moving to a new computer
Make a backup, copy the .tbak file to the new computer, install Smart Timetable there and use Backup &
Restore > Restore from file.

4
STEP 4
Start again with an empty database
Finished testing? A Super Administrator can open Settings > Advanced and choose Start again with an
empty database. Type RESET to confirm. A safety backup is made first, then everything is deleted and the
Setup Wizard opens, like a new installation.

5
STEP 5
Bring the old data back
Changed your mind? Use Backup & Restore > Restore from file and choose the backup with PreReset in
its name.

Tip  Keep a copy of your backups somewhere other than this computer: a USB drive, network folder or cloud
storage.
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MORE HELP

Common questions
Quick answers to the questions people ask most.

1
STEP 1
Some classes could not be placed
Open Conflict Centre > Scheduling Assistant and select Analyse unscheduled classes. It tells you what is
missing, such as a big enough room or an available teacher.

2
STEP 2
The timetable has clashes
Red conflicts must be fixed before publishing. Use Open in scheduler, then Suggest to find a free time.

3
STEP 3
I forgot my password
Ask your administrator to reset it. Administrators can reset their own password with the recovery key
from setup.

4
STEP 4
The trial has ended
Select Buy Licence (or visit onebridgetechnologies.com.au/smart-timetable). Your key appears straight
away and is emailed to you. Then open Licence, enter the email address you used to buy and the key, and
select Activate Online. Your data is kept.

5
STEP 5
Moving to a new computer
Open Licence on the old computer and select Deactivate Licence, then activate on the new one with the
same email and key. No internet on the new computer? Use Offline Activation.

6
STEP 6
The screen text is too small
Open Settings > Appearance and choose a larger text size.

7
STEP 7
Generate says there are no classes
Classes are made from courses. Open Semester Classes and select Generate from courses, then generate
the timetable.

8
STEP 8
The software closed unexpectedly
Start it again — your saved data is safe. It will offer to open the folder with the log files: email the newest
file to info@onebridgetechnologies.com.au and tell us what you were doing, and we will fix it.
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MORE HELP

Keyboard shortcuts
Shortcuts save time once you know your way around.

1
STEP 1
Search
Ctrl+K or Ctrl+F

2
STEP 2
Main screens
Ctrl+1 Dashboard · Ctrl+2 Timetables · Ctrl+3 Manual Scheduler · Ctrl+4 Conflict Centre · Ctrl+5
Timetable Views · Ctrl+G Generate · Ctrl+R Reports

3
STEP 3
Lists
Ctrl+N adds a new record · Delete removes the selected record · F5 refreshes the screen

4
STEP 4
Manual Scheduler
Ctrl+Z undo · Ctrl+Y redo · Ctrl+L lock or unlock · Ctrl+C copy · Ctrl+V paste · Delete unschedules

5
STEP 5
Everywhere
F1 help · Ctrl+P print · Ctrl+B hide or show the menu
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