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TRAINING MODULE  

CREATE INSTRUCTIONAL TIMETABLE  

Transforming teachers…….inspiring learners 

THE COLLABORATIVE INSTRUCTIONAL DESIGN SYSTEM 

(CIDS New-Gen) 
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Each user needs to create his/her timetable 
 
Get ready information on your teaching timetable: 
• Subjects 
• Number of teaching period for each classroom interaction for a week 
• Teaching days/times 

 
 
 
 
 
 
 
 
 
 
 
 

• Press Settings - Instructional Timetable 

CREATE INSTRUCTIONAL TIMETABLE  

Read the information, FAQ, 

and watch the short video 

for assistance. 

Check:  Section 1 

 Academic Year/Session: 
Press and choose  

 School session start 
time: There is no need to 
change if this timeline is 
within your instructional 
timetable.  

 School session end time: 
(Press and choose a time 
on the longest day) 
There is no need to 
change if this timeline is 
within your instructional 
timetable.  

 Maximum period per 
session: (Choose total 
instructional periods on 
the longest day) 
There is no need to 
change if this timeline is 
within your instructional 
timetable.  

 Choose school days. 
Press and choose 

 Fill in Timetable Name:  

 Press and choose Effec-
tive date: Set the date 
when this timetable 
started to be use.  

Choose/fill in 

correctly 

Instructional Timetable 

means - A set of individual 

timetables consisting of a 

weekly teaching schedule 

complete with the name 

of the subject, time, and 

duration of teaching   

periods.  
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Section 2:  Scheduling - Press and choose the following items. Read the information carefully. 
Press Add to continue for the next subject.  
If you are the first user in your institution, you need to create classes (all classes in the             
institution).  
 
Before you begin to create a timetable in the system, list down your schedule details as below: 
(Examples are given on the first line) 
 

CREATE INSTRUCTIONAL TIMETABLE  

Read the information 

 

 Refer to module 

“Create Class 

Section 2: 

 Day: Press & choose day 

 Class Name: Press & 
choose Class 

 Subject: Press & Choose 
Category, Subject 

 Time: Press & choose 
your teaching times 

 No. of Periods: Press  & 
choose total                
instructional periods. 

 No. of DLP: Press & 
choose No. of DLP     
required for a particular 
day. 

 Press Add 

 Continue for the next 
teaching day.  

 Press Save  

 Press View Timetable 

DAY CLASS 
NAME 

SUBJECT SUBJECT CATE-
GORY 

TIME 

(FROM—TO) 
NO. OF      

PERIODS 
NO. OF 

DLP 

Monday 1 Alpha Mathe-

matics 

Science & 

Mathematics 

8.00—8.30 AM 1 1 

       

       

       

       

       

       

       

       

       

To determine your Subject 
Category correctly:  
 
Main Menu, Press—Help— 
Subject  Category—Common 
Subject 
 

Congratulations: You have completed the following requirement successfully: 

 Fill All Items in Section 1 

 Section 2: Your Timetable 

 Save at the end of the page 
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Final Step: You need to Activate your timetable 

• Press Activate Timetable button 
 

CREATE INSTRUCTIONAL TIMETABLE  

Read the information 

 

Final Step: Activate          

Timetable 

Read important information: 

Press What Should I Do? 

Full explanations are given 

on: 

 Creating a new          

Timetable 

 Activating the Timetable 

 Deactivating the              

Timetable 

 Changes in Timetable 

 Copy Timetable 

 

Press FAQ 

FAQ on certain important 

issues related to editing due 

to changes in your           

timetable & other issues. 

 

Congratulations! you have   

completed this Module. 

Now you are ready to move to 

the next module. 

 

FAQ 

WHAT SHOULD I DO? 


