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START BY CLICKING 
ON THE MENU 
BUTTON



Menu options

New:
Create a new timetable
Save: 
Save a current timetable
Load:
Load an existing timetable



Type your message here!

Double click and insert your e-mail 
and telephone number. Once 
finished click on “Send Now”



Other Menu options:
Restore Code:
When we send your information back, 
you will be provided with a code to load 
from Skystore.

Manual:
Online training videos

Download update:
Latest update can be downloaded here

Internal Backups:
System makes Internal Backups

Training Videos:
Online Training Videos



This is where you 













You can click and drag, or double click 
to open a dialogue box









Double click to 
add or remove a 
subject and then 
click on save











Click on Auto Build. The following Dialogue boxes 
will open. Decide on the speed



Click here and 
click on improve





Deviation 2%  lower 
than previous slide. 
Press the UNDO button











Click on Build in the 
Menu
Then click on Build Now
Select a speed on the 
dialogue box.
Click OK





The Timetable is 
ready – we can 

move to STEP 4…..
BUT….



Let us explore the 
Timetable Options 
and MENUS in the 

Timetable



RESTORE 
DOUBLES



Click on:
• MENU
• SAVE
Dialogue box opens:
• Type TT NAME in 
• Click on SAVE



Click on:
• BUILD
• RESTORE DOUBLES
Choose the SPEED
• FAST – Quick fix
• SLOW takes a bit longer
Select your desired option





PRINT 
TIMETABLES



The following 
PRINT OPTIONS 

are available



PRINT 
to printer



Click on:
• CLASSES
• SELECT ALL

Wait for .pdf’s  to load
• Click on PRINT

1.

2.

3.



PRINT 
to 

.pdf format



Click on:
• CLASSES
• SELECT ALL

Wait for .pdf’s  to load
• Click on PDF
Dialogue box will open
• Click OK

1.

3.

3.



SELECT Drive you want to SAVE in
Type in the file NAME
Click on SAVE

1.

2.
3.



PRINT 
to 

EXCEL



Click on:
• EXCEL

Wait for the DIALOGUE BOX 
to OPEN

Click on:
• OK

1.

2.

3.



• On your Keyboard:
PRESS the START button
(It is the second button in the 
bottom left corner between 
Ctrl and Alt)

• Type the word EXCEL

• Select Excel

1.

2.

3.



• PUT Mouse cursor in Block A
• CLICK on Paste

1.

2.





Working 
in 

the VIEWER



There are 2 ways of getting into 
the Viewer:
1.Click on the BAR
OR
2. Click on MENU – Select Step 4 
VIEWER

1.

2.



MAIN MENU OPTIONS

SUB MENU OPTIONS

SCHOOL INFORMATION 
AND STATISTICS

CLASS AND INDIVIDUAL 
STUDENT INFORMATION



CLICK ON COMBINATIONS

SELECT A GRADE



Making 
changes in 

the VIEWER



A Sub-Menu is available and the 
following changes can be made 
in the viewer:
• SUBJECT changes
• CLASS changes
• EDIT, DELETE, PROMOTE

In search bar option, type 
student’s surname

1.

2.



To change a subject:
1. One can SELECT the ALL 

Tab or the specific subject 
in the Sub-Menu

Eg: Change BS to ACC
2. Select FROM
3. Double click on the selected 

subject in the TO menu1.

2. 3.

BS will change to 
ACC



BS changed to 
ACC



Changes can take place in Key 1, 3 and 4
1. KEY 1 – Not recommended – class has 39 

students
2. KEY 3 –Class has 23 students
3. KEY 4 – Best option – Class has 14 students 



Dialogue box opens
Choose the best available option
Click OK





To DELETE, EDIT, PROMOTE or 
DEMOTE a student Dialogue box 
opens:
1. Choose the required option 
2. Click YES1.

2.



The following options are 
available under the PRINT 
MISCELLANEOUS:
1. Alphabetical lists of all 

students in a Grade
2. Class lists
3. Export function
4. Matrix
5. Workload

1. 2. 3. 4. 5.



Teacher Absentees/Substitution
1. Select the Day
2. Double click on the name of  

Teacher absent
3. You can SAVE
4. You can PRINT names of 

available Teachers

1.

2.

3.



Reminder to SAVE



(menu)->Support->Ticket


