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In front of you there in planner for organizing exam schedule. In this document, you will find
instructions how to use this software and the meanings of icons. This application can work
completely standalone but in order to import data, you might find useful to do that from Wise

Timetable system.

1 Use of icons and shortcuts

I Add program/year of school/subject/professor

J Confirm your choice

N
R Refresh

x Remove the selected record

Additional explanations

Key Esc (escape): If you click to that key, the modal window will close down. A modal window

is a window that prevents background work.
Orange color: Each choice that we make (about subject, program, professor etc.) is colored in
orange. With the help of coloring we know that we have chosen a certain subject area or content.

When we click on a particular selection, it turns to orange.

Filtering

In order to search for professors, we simply enter first letter of name of surname in Blue-marked
line with white window (for example letter D) and the program will find all lecturers whose
names start to that letter. If we want to find lecturer faster, we can type more than one word in
the line (for example Da). The same procedure stands for all the other lists (for example year

of study, program etc.).
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In the Modal Window Lecturers/Professors, the checkbox tab (check mark) can be found in
the upper right corner. If we check the box in the head that lies next to the filter, then all the

lecturers/professors are automatically marked.

Lecturers -+

[] |
"[] AMANDA GOODMAN
[[] ANDREW ALTMAN
[[] ANGELADAVIS
[[] BARBARA STEIN
BEN MURRAY
[[] BERNARD ROCKWELL
[[] COLIN BAKER
[] DAvID COLE
[] EDWARD WEBB
[] ELLEN WILLIAMS

I | PN = WA= o ot e W R R P =

X %X XX

PEX X XXX

Lecturers -+

] [Da] 1
[[] AMANDA GOODMAN

[] ANGELADAVIS

[] DAVID COLE

X XX

Lecturers/Professors — example of filtering
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2 Log in to the application
Wlset'metab'e

User:

Password:

Log in window

In order to log in the application, you use user name and password that you get when from the
administrator of application (or demo, demo for demonstration data only — you can freely
experiment with data entry here). Once you have entered all the required information correctly,

click on the Login button.
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3 User interface

N VIS TECHNOLOGIES = Edit exam period Export file with exam schedule Logout
[DEMO exam data - created from Wise Timetable. =] Delete exam period Export exam schedule - by lecturers
Programs + Years + Exam schedule for selected parameters.

date fitter (] selectionfiter (]~ &

—

Subject Areas +| [ Courses I
‘Accounting for Management x Aspects of Business Law x
[Business and Management Criminal Lawr x
Business Computing and IT % Emerging and Transition Economies x
Business Research and Consultancy %  Enterprise Resource Planning x

International Business Environmant x
[Physics

Psychology & Work x
Strategic Management x
Theories of HRM ®

Lecturers + ion about created exam period
m — [ ]

D 'AMANDA GOODMAN x Program Qakland

[ ANDREW ALTMAN x Year 2

[ AnGELADAVIS x Subject Area  Business and Management

[] BARBARASTEIN x Course Physics

BEN MURRAY Lecturers BEN MURRAY

[C] BERNARD ROCKWELL x Exam date 22012018

[ couNBaker x Start hour 0 )-(fa0

[J oavipcoLe x

[ EowaRD weBB x

Put exam into schedule

[ ELLEN WILLAMS x

o ——————— -

An example of creating a new exam

On the picture above you can see the main screen of Wise Exam planner. There is a drop-
down list of existing exam periods in the planning head. The exam period represents a group of
exams you are working currently — you can have several groups each year, if needed. Each user
can decide what group he/she is editing at the moment. The exam period can include all the
exams in one study year or we can group the exams from separate exam deadlines so the exam
period is equal to the exam deadline. Before you start to enter the data, you have to select the

exam period for editing your exams.

NP \ISE TECHNOLOGIES o Edit exam period

[DEMO exam data - created from Wise Timetable. ' Delete exam period

DEMO exam data - created from Wise Timetable.
+ Years

Selection of the exam period
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In the head area, you can find buttons for editing and deleting the test/exam periods. You can
also find buttons for export the exam schedule to the file. The program offers you two options
for export:

e exporting of file with exam schedule,

e exporting the exam schedule by lecturers.

In the upper right corner, there is a button to log out from the application. Please note that
application will lose connection to the database (session) automatically after 2 hours of idle

time (when you do not work on computer).

On the left side, you can add/select programs year of study, Subject area and subjects which
follows in that order. At the highest level, we see window Programs which mean that we cannot
select year of study without choosing the program first. Under the years of study, in the program
hierarchy, we can see courses of study and subjects. In each group we add the record with click
to the icon Plus (+). That icon opens the modal window in which we add data about a group
that we select. If you want to delete data that you enter before, you click to the icon cross ().
Every time you want to delete something, it is necessary to confirm your choice, because the
program asks you to confirm your choice. The selected record is colored in orange.

In a rounded square with an orange color we see information about the selection: program, year
of study, subjects and professors. To add the exam in the exam deadline, it is necessary to
specify the date of exam. It is also possible to enter the time of exam. On the right side, we can
see a list of exams which is already entered displayed. The list can be filtered according to the
conditions on the left side.

Note: At the same time and date, several exams may be taken from different years of study. We
can also add more than one professor at the same term/time. The only limitation is that we
cannot plan more than one exam at the same date if we have the same program, year of study
and Subject area. The lecturers/professors are independent of the other data entered, all other
data, programs, years of study, Subject area, and objects are interconnected and relate to one

another.
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4 Modes of editing the exam period

On the top of the side we select the option Edit the exam period. If we click to that option, we
get a choice to create new, exam period or to create recent/ already existing exam period. A
new window opens, where you can select from a variety of options under the “Creation type”

drop-down list. The values (self-explanatory) are as follows:

Edit exam period.

Creation [Create new, empty exam period. n

Create new, emply exam period.

Description. Create exam period by loading file with new data.

type

Create new exam period by copying data from existing one.
Create new exam period by copying data and exams from existing one.
Append existing data by loading a file with a new data.

Change description in existing exam period.

The tab for editing the exam period

4.1 Create new, empty exam period

With this option, we have to insert data on our own. After we insert data about our study and
professors etc., we can edit exam schedule. In the window Description box, we add the name

of the test period (for example: August 2017, Study year 2017/2018 ect.). To confirm output
we have to click to the button Create exam period.
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4.2  Create exam period by loading file with new data.

If we select this option, it is necessary to prepare data manually in csv file or automatically

export data from the program Wise Timetable before we upload them:

Optimization | Data | Tool:  Help
Load From Database Crl+|

lard
Save To Databaze Chil+E

nezz and kan i
[mpart from O atabase - altemnative

E wport to iCalendar
Expart ta iCalendar - all lecturers
Export to iCalendar - all rooms

Moodle k
FowerCampus r
IIndo Merge

Biakd1-4 B

Ewport all Courzes
Ewport occupancy by room

Export to databaze - altemative Wead 410 Thu. 510
Sync clazzes Chrl+v"
Impart Frarn D atabase T EEAMTE BAMT4
[mpart From kL File r
Irmpart Data Fram CSY File r
Export To C5Y File P Export all classes
Babd1-E

Ewport Lecturers

E wport Biooms

Ewport rooms - date zort

Ewport Groups

Export Groups - all weeks

E=port Program

Ewport Program - extended
Ewport program - curent week,
Ewport Lecturer [Selected Period]

Ewmport List of &ll Courses
Ewport List of All Rooms
Ew=part Lizt of All Lecturers
Ewport Lizt of All Passwords

E=port data for exam entiy app

FPerzonnel Record Report

Export data from the program Wise Timetable

Before you upload the file, you have to check that it is in utf8 format (and if not make encoding

into utf8). We can check that in notepad program (File > Encoding) and if it is necessary, we

can change the form there. Than we have to save data on the computer and later export data in

Exam planner with click to the button Select file to upload.
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B Gt - 2 Wise Timetablecoe - Notepadd - Q x
Fde Eda View Setten ?

New CaleN N F g a

Open.. Q0 Management;Principles of Macroeconomics

Bevent ' managesent;Principles of microeconomics

PO Cotes Managesent;Making Managerial pecisfons

YeS  vanagesent;Effective Managesent Consultancy
Save As.. & management;Management Science Nethod
Save Copy... Cilef6  Management;operaticnal research Techniques

Management; Spoken Interaction fn Business

Read Only
o Management; Intellectual Property
Launch » Managesent;Managesent Science Project
vx'n)ao-.nv srMMpECTCEY
Encoding 2 e ANy
Line Endngs > Unicode ounting
wial pecisions using Accounting Information
Page Setup... Uncode 8 Endian \agement
Print... CurleP L ansfer
UTF-E with Segmature Business Law
Properties. Mece fg  Igement
Create Desktop Link
Recode... 23
Favoetes >
Recent (Mistory). AReM Defaux.. Y
W Managesent; strategic Managesent
ot AleF4 ¢ Managesent; AFM1-1

74 2;0ak land; 1; Business Computing and IT;french - s
75 2;0akland; 1; 8usiness Computing and IT;German - 5
26 2;0ak1and; 1; pusiness Computing and IT;Italian - s
27 2;0akland; 1; Business Computing and IT;Intellectual Property
28 2;0ak1and; 1; Business Computing and IT;Psychology & work
29 2;0ak1and; 1; nusiness Computing and IT;xnowledge Managesent
20 2;0akland; 1; Business Computing and IT;Advanced Spreadsheet Systems
31 2;0akland; 1; Business Computing and IT;IY and web Oevelopment - w
32 2i0akland; 1 ousiness Computing and IT;COURSETEST
33 1;0ak1and; 1; Business Computing and IT;BCIT1-1
34 2;0akland; 1; Business Research and Consultancy;E-8usiness and IT Law
15 2;0ak1and; 1; Business Research and consultancy;Decision Support Systemss
36 2;0aK1and; 1; Business Research and Consultancy; Introduction to Econometrics
37 2;0akland; 1; Business Research and Consultancy; International Business Law
3 2;0akland; 1; susiness Research and Consultancy; International susiness tnvironment
19 2;0ak1and; 1; pusiness Research and Consultancy; Aspects of Business Law
40 2;0ak1and; 1; Business Research and Consultancy;advanced Business Computing
41 2;0akland; 1; Business Research and Consultancy;f-susiness Systems Development
42 2;0ak1and; 1; pusiness Research and consultancy:Market Research Technigues
43 2;0akTand; 1; Business Research and Consultancy;Project management
44 2;0akland; 1; Business Research and Consultancy; 18€ Projects
45 1;0ak1and; 1; pusiness Research and Consultancy;srcl-1
a6 2;0ak1and; 2; Business and Management; Theor fes of MRM
#7 2;0akland; 2; Business and mManagement; International Susiness Environment
48 2;0ak1and; 2; susiness and mManagesent; strategfc Managesent
49 2;0akTand; 2; Business and Management;Criminal Law
50 2;0akland; 2; Business and Management;Aspects of Business Law
51 2;0akland; 2; ousiness and Managesent:Enterprise Resource Planning
52 2;0aK1and; 2; Business and Managemsent; Total Quality Managesent
< >

Ln1:142 Coll Sel® T06 B ANS! CReLF INS Defaul Tent

Prepare file to upload -changing encoding into utf8 using Notepad application

4.3 Create new exam period by copying data from existing one.
From recent exam period, which was chosen recently, we create new exam period. All student

and provider information is transferred.

4.4  Create new exam period by copying data and exams from existing one.
A new test period is created from the already existing exam period that is currently selected.
All student and provider information is transferred. All exams are transferred too. If a choice is

selected Select one year on the date of the exam, a new exam date is set when passing the exams.

The new date is determined by passing the exam in the same week, month, and day of the week
as the current exam is being copied. Let's take a look at the example: if the exam was carried
out within the existing examination period on Thursday, 5/ 5/2016, which falls on the first week
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of May, the transfer date of this exam will be a new date on 4/5/2017, which falls on the same

day, which is Thursday, also in the first week of May.

4.5 Append existing data by loading a file with a new data.
We upload new data from the file to existing data. The file must be prepared as described above

in point 4.2, exported from the Wise Timetable program in UTF-8 format.

4.6 Change description in existing exam period
We can change name (rename it) the current exam periods. We simply change description

(name) of the current period from for example June 2017 to August 2017. To confirm out choice

we have to press the button Change the description.

Edit exam period.

Creation

type

[Change description in existing exam period.

Description [DEMO exam data - created from Wise Timetable |

Change description
.

Change of the description of current period

Copyright © Wise Technologies Ltd. 11
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5 Process of data editing

5.1 Programs

The Study Programs are shown at the upper left- hand corner. It is possible to add new Programs
or delete those who already exist. If we want to add Program, we have to click on the icon .
In the new modal window, we can add new name for example Communicology. In order to

confirm the choice, you need to click the icon ¥. The number of programs is not limited.

Adding new program

Program name * [New program name

Editing a new program

It is possible to delete the Programs you have added. To delete Program you click on the
button/icon cross (X). Before the Program is completely deleted, you need to confirm your
choice once again.

Note: When deleting programs, you should be aware that not only the selected program will be

deleted, but also all the substructure and exams associated with this program.

Copyright © Wise Technologies Ltd. 12
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Are you sure you want to delete course with all exams included

Criminal Law

Picture 10: Delete an existing program

5.2  Year of study

Editing a new year of study

In the next window lists we can see the study years for the selected program. For each program,
it is necessary to determine study years that coincide with the program (e.g. Communicology
- 1, 2 years; International relations - 1, 2, 3 years, etc.).

If we select to delete one of the entries here, the deletion procedure is the same as described
above (point 5.1). To delete, for example, subject (clicking the cross icon and confirming the
selection), all other subcategories will also be deleted when the item is deleted.

Copyright © Wise Technologies Ltd. 13
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5.3 Subject area
When entering the Subject area, we must pre-select a program and a year that relate to the
chosen subject area. If the year is not selected, it is not possible to edit the subject area. The

selection is marked with an orange color.
We select for example Communicology = 1. year of study = we click on the icon # in the

window names Subject area. It opens a new modal window, where we can put name of our

Subject area.

Adding new subject area

Subject area
name *

[Naw subject area namsg

Adding a new Subject area
When the entry is confirmed, a new subject area is displayed in the subject area list.

5.4 Courses
The same system applies to the addition of objects. Therefore, it is necessary to indicate which
Program, Study Year and Subject area the Course is related to. We do this simply by clicking

on a selection that will (as shown above) colored orange.

Adding new course

Course name *  [New course namg

Copyright © Wise Technologies Ltd. 14
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The procedure:
1. We pre-marked the Subject area on which is related our Course (click on the Course >
our choice colored in orange).
2. Than we click on the icon % in the box Course.
3. We input the name of the Course and confirm our input by clicking on icon ¥.
4. If we want to insert more than one Course, we simply repeat the procedure.

5.5 Lecturer
Independently of the above mentioned structure, we can also enter the lecturers. We do this by
the same procedure, namely to click the button plus (), enter the name of the artist, and then

confirm the entry by clicking on the confirmation button (¥).

Unlike the study structures, we can select several providers/lecturers here, for example,
conducting one exam. We do this by tagging. On the left side, we select the lecturer and the
selection is displayed in the adjacent bordered box on the right side Information about the
exam time that we are creating. You can also enter an unlimited number of lecturers in the
modular window. The operators are independent of all other entries, so that their addition or

deletion will not affect the entries or deletion of other tabs such as Subject area, subject, etc.

Adding new lecturer o
sition E
2 Plann
=50l Lecturer name * | |
ent ¢

R —
it created exam period

If we want to delete one of the lecturers, we simply click on the icon cross (#) and then confirm

our choice.

Copyright © Wise Technologies Ltd. 15
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5.6 Exams

Information about created exam period

Program Cakland

Year 2

Subject Area Business and Management
Course Physics

Lecturers BEN MURRAY

Exam date [22.01.2018 |
Start hour [12:00 |-[1400 |

Put exam into scheduls

Preparation of data for input

In the last orange rounded box, the selection is selected, i.e. Selected program, Year, Subject

area and Subject, and all selected lecturers. In order to enter the exam, it is necessary to mark

the program, year, course, subject and one or more lecturers.

Lecturers -+

L I
'[[] AMANDA GOODMAN
[[] ANDREW ALTMAN
ANGELA DAVIS
BARBARA STEIN

[] BEN MURRAY

[[] BERNARD ROCKWELL
[] CcOLINBAKER

[] pavip coLe

(] EDwARD WEBB

[] ELLEN WILLIAMS

| B L L Lt ST

XX

PX X X XXX

Information about created exam period

Program
Year

Subject Area
Course

Lecturers
Exam date

Start hour

Oakland

2

Business and Management
Physics

ANGELA DAVIS BARBARA STEIN

22.01.2018

200 )-[a00 )

Put exam into schedule

Copyright © Wise Technologies Ltd.
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The example of the procedure:

- Click on the program for example Communicology. Only then you will see a list of
years.

- We select first year of study than Subject area (for example Media and
communication studies = MCS). At the end, we pick a course (for example Film
studies).

- We select one or more lecturers.

- After that we select a date and hour of exam.

- We click on the button Put exam into schedule. When the entry is successful, a new

record is written to the right and all the exam data is displayed in exam schedule/table.

When the entry of data is successful, we get a notification as shown in the picture below.
The message is displayed in the window in the upper right corner. After a specified time (5

seconds), the message is automatically closed.

1 file with exam schedule

. Exam period successfuly created.
xam schedule - by lecturers

Exam schedule for selected parameters

date filter D selection filter D o

L J N ]
2
2

Business and Managemer Physics BEN MURRAY
Business and Managemer Physics ANGELA DAVIS BARBAR, ¥

1from 1 B8 20

22.01.2018 12:00-14:00 Oakland

23.01.2018 12:00-14:00 Oakland

If an entry is not successful, we receive an error message. An error occurs if one of the
mandatory conditions is not entered, namely the subject, the lecturer or the date of the exam.
It is also a mistake to enter multiple exams on the same date for the same Subject area. The
error is displayed in the window in the upper right corner. After a specified time (5 seconds),

the error is automatically closed.
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it file with exam schedule
Ending hour for exam must be after starting hour.

wam schedule - by lecturers

Exam schedule for selected parameters
date filter I:I selection filter D o

LI o | [
22.01.2018 12:00-14:00 Oakland 2  Business and Managemer Physics BEN MURRAY
2

23.01.2018 12:00-14:00 Oakland Business and Managemer Physics ANGELA DAVIS BARBAR, ¥

1from 1 B

An example of the message and the error

On the right-hand side of the Exam schedule for selected parameters is a list of all exams
created. To help find a particular exam, you can use:

» text filters in the head of the window

* check the date filter

* check the filter selection

When the filters are checked, the exams are filtered according to the selected conditions on the
left side. In this way, it is easier to find exams that run on a specific date or according to the
selected criteria. If the date or filter is checked, the window looks like this Filter selection:

Exam schedule for selected parameters
date filter D selection filter D o

22.01.2018 12:00-14:00 Oakland

1 from 1 B8

The entry of the exam on the left side is displayed on the right side, where we will find a list of
all exams and exams lecturers. The date and time of the exam, which we have entered, are also

written.

Copyright © Wise Technologies Ltd. 18



Wise Exam Planner User Manual

H ©- = DEMO exam data - created from Wise Timetabld
Insert Page Layout Formulas Data Review View Add-ins Team @ Tell me what you want to do
s =
D % Cut Calibri KN T == %-‘Wrap Text General - =¢ A | Normal
P BB Copy - C d | Fi -
aste P - - = = = &= 3= R 0 o0 onditional Format as IZ'
- ¥ Format Painter CRLRU - & L SE=EEE Merge & Center e o Formatting = Table~
Clipboard [F] Font (F] Alignment (F] Number [F]
Al - e DEMO exam data - created from Wise Timetable._17.09.2017
A B i D E F G H J
1 |DEMO exam data - created from Wise Timetable._17.09.2017 |
2 | 22.01.2018 12:00 14:00 Oakland 2 Business ¢ Physics  BEN MURRAY
3 | 23.01.2018 12:00 14:00 Oakland 2 Business :Physics  ANGELA D BARBARA STEIN
4
=

An example of an output

If we click on the Output button, the entered data (in the form of a csv file) is exported. The
first line of the output is a description of the test period. In the first column, we find the exam
date, the second and third columns show the exam time (the beginning and end of the exam),
followed by which program and subject the exam is conducted, and the last line shows the
lecturers.

The second output of data which shows the lecturers is the same as the one describes above.

The only difference is that the data lines are grouped by lecturers.
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