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Welcome!
What’s so special about the Teacher Plan Spreadsheet?  

Many teachers now possess a laptop or home pc, provided either by themselves or their school, so it seems a good idea to put this to effective use!  Excel is a powerful tool now widely available, and well suited to providing records such as attendance, metrics, marks, averages and lesson plans. It is also remarkably good at dealing with dates, and hence the idea of Teacher Plan. Teachers’ professional lives revolve around preparing objectives and materials to coincide with lessons on specific dates according to their own timetable and school calendar – why not have a generic spreadsheet to allow the lessons to be prepared just once and the dates for the lessons for any year/term added around them? In this way next year’s teaching programme is substantially complete, just enter the new school calendar, new class details and all the documentation is in place very quickly. Read on, and see how the spreadsheet can help your personal organisation and accountability, and save a large amount of time, leaving you free to be creative!
Copyright © 2008 CliftonVilla Software

Email: info@teacherplan.co.uk
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Loading Instructions

Visit the Web Site http://www.teacherplan.co.uk
Download the files below into a suitable folder on your hard drive. The total disk space required is approximately 1 MB rising to 4 MB as the spreadsheet is populated.   


teacherplan.xls
the spreadsheet


teacherplan.doc
the documentation

Getting Started
The Teacher Plan spreadsheet is priced at just £15 GBP (or £60 for a multi-user site licence) and is designed to run on Excel 2003 (or later) under Windows XP and its variants. It may run on earlier versions of both Excel and Windows but has not been targeted to earlier platforms. You are asked to Register/Purchase within a 30-day evaluation period. This evaluation period is free of charge and commences when you open the spreadsheet for the first time. If you are happy with the product during this period of use and customisation, please make payment and register on the website http://www.teacherplan.co.uk according to the instructions. At time of payment please provide your name, school/institution, country, Serial Number and Version of Teacher Plan. The Serial Number and Version will be evident inside the spreadsheet. You will then be sent via email a Licence Key which is entered by you into the spreadsheet. This Licence Key is used to signal the end of the evaluation period and allows continued use of the spreadsheet after 30 days. A site licence will result in a number of Licence Keys being provided, one per user.
Please note the following:

The spreadsheet must be installed by an administrator;  this is seen as a sensible precaution against unauthorised loading of software. Usually on a PC/laptop this will be yourself but bear in mind you must be logged in as yourself and not one of your accounts created for others who have access to your PC/laptop. If a school network administrator wishes to know what installation involves, please advise that a folder called CliftonVilla\TeacherPlan is created in the registry to manage the Licence Key system and no other folders are created or files changed. Once installed, you do not need to be an administrator to run the spreadsheet.
The Licence is per PC or laptop, if you wish to transfer the spreadsheet to a new PC/laptop, you are asked to request by email a new Licence Key from CliftonVilla Software, free of charge. Alternatively, if you wish to transfer your customised spreadsheet to a friend or colleague, he/she can simply reregister without a new download.  Please supply the new Serial Number and other details at time of payment/registration. 
The spreadsheet is designed to run whether or not you are logged in to a school network, so the same file can be updated at school and at home. However, depending on your network configuration, you may need to run with two Licence Keys corresponding to the two different implementations (i.e. effectively different computers)
It is probably best to use a resolution of 1024 x 768 or similar to gain the best view of the spreadsheet, you can change the resolution in the Control Panel, remembering that the change will affect the way you view other applications.
Open the spreadsheet and, depending on your Excel settings, observe one of two dialogue boxes. It is most likely that you will see a screen similar to this one:
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The management of the Licence Key system requires your Excel security level setting to be Medium (as opposed to High or Very High). Please click OK then go to Tools/Macro/Security… and choose Medium. Then click OK, save the file, close the spreadsheet and reopen. You will now see the following screen:
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Enable Macros
This is the Microsoft Excel box that appears when you are opening an Excel spreadsheet with ‘macros’. The macros are present to manage the Registration process, and have been virus checked prior to putting onto the web site. Please click the ‘Enable Macros’ button to open the spreadsheet.
You will now see the Welcome message:
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Enter Name    
Please enter your user name as requested and click the ‘OK’ button. You may now proceed, saving your work as required.  When you open the spreadsheet on subsequent occasions, a main spreadsheet page will be displayed. Each day during the 30 day evaluation period, a reminder of ‘Days To Go’ will be displayed - this is the days to go until the end of the evaluation period. Please click OK to these prompts. As soon as Registration is complete (see below), this reminder will disappear and there are no more messages. If however you move the spreadsheet to another PC, please email CliftonVilla Software to obtain a new Licence Key.

You are now ready to go. Check that you are on the ‘Instructions’ worksheet within the spreadsheet and then move the mouse over Cell C7. Then view the Help Notes in Cells C7, D7, and following, reading from left to right.
Note the Troubleshooting Help cells, Cells C21, D21, E21, F21, G21, C22 and D22. These cells tell you how to obtain assistance and also answer common questions e.g. when using the File/Save option in Excel.
Back to Table of Contents
Registration/Purchase
If during your evaluation you are happy with the spreadsheet, and what it can do for you, please purchase and register in two separate stages using the following instructions. 

Registration/Purchase comprises the following:

Go to the tab on the spreadsheet labelled ‘Registration’ i.e. click on the small grey tab (worksheet) immediately to the right of the tab labelled ‘PrintLP’.
Change this screen shot to include PrintLP
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Registration tab
Make a note of your Serial Number displayed in Cell F11 e.g. 929912. This number will be unique to you. If there is a leading zero (e.g. 096874) please note this.

[image: image6.png]Teacher Plan

REGISTRATION AREA

Serial Nurber.  [529912
User Nae:
Licence Key

When you are ready to register click on this button;  REGSTERNOW.













Cell F11 Serial Number
Now return to the website http://www.teacherplan.co.uk and click on the maroon tab labelled Registration/Purchase.

Please follow the instructions to make payment – it is recommended that payment is made via PayPal, which is a secure and trusted method for making payments over the Internet. Alternatively a personal or school cheque may be forwarded to CliftonVilla Software, for details please send an email to info@teacherplan.co.uk requesting this method of payment.

For both methods of payment, please provide



Your name



Your teaching/training organisation



Your country



Serial Number (as above)



Version

The Version is highlighted in various places on the spreadsheet e.g. in Cell O3 of the Instructions tab or Cell H4 of the Registration tab.
That’s it for now.  Once payment has been received you will receive in return a Licence Key which when entered onto the spreadsheet by you, will allow continued use of the spreadsheet after the evaluation period has completed.

Please make a note of the Licence Key provided in the confirmation email, this will be a whole number e.g. 112324. Please enter the Licence Key into the spreadsheet. To do this, revisit the small grey tab labelled ‘Registration’ and click on the small grey button labelled ‘REGISTER NOW’. Enter (type) the Licence Key into the space provided and press the ‘OK’ button. Please do not enter any other information anywhere on the Registration tab. 
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Licence Key
If the Evaluation Period has expired, you will be prompted for the Licence Key when you open the spreadsheet. Your Serial Number will be displayed at this point. In this case please register according to the instructions above and when you receive the Licence Key enter it in response to the prompt. This will automatically be copied into Cell F13 on the Registration tab.  The prompt will be displayed in a small box.  Note that any work you have done in customising the spreadsheet will not be lost even if the Evaluation Period has expired. Entry of the correct Licence Key will bring the spreadsheet to life again at any time.



Licence Key


Good luck with Teacher Plan, this spreadsheet will make a difference to you.

Uninstall Instructions
If for any reason you wish to uninstall the spreadsheet please perform the following instructions. If at a school you may wish this operation to be completed by a system administrator.

· Delete the spreadsheet and its clones from your computer

· Click on’Start’ and ‘Run…’

· In the box, type regedit and click OK

· Identify the folder called ‘CliftonVilla’ and its subfolder ‘TeacherPlan’. Then click on ‘TeacherPlan’ and delete this folder. If you have no more CliftonVilla products installed you may click on ‘CliftonVilla’ and delete this folder as well.

Problems with Registration/Purchase?
Please ensure that you register so that the useful work you have done customising the spreadsheet to your own requirements will not be lost. In case of any problem with the registration process, please email CliftonVilla Software on email address info@teacherplan.co.uk with your Serial Number and a description of the problem. The overriding objective is for you to gain benefit from using the spreadsheet and so every effort is made to ensure the registration proceeds as smoothly as possible. If, after customisation, any problems arise, do please seek assistance as all problems and issues can be resolved quickly free of charge by email, or telephone, including resurrection of data after the Evaluation Period has expired. Please note that any assistance with operation of the spreadsheet, customisation, and tips for managing particular situations is completely free of charge.

Back to Table of Contents
FREQUENTLY ASKED QUESTIONS
There now follows a Contents List for the Frequently Asked Questions (FAQ’s).  These are embedded within the first worksheet titled ‘Instructions’. Press Ctrl and click in the boxed header below to go straight to the text which answers the question. Alternatively scroll through this document to find the relevant text.
Cells C7 onwards
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Cell C7 Help Notes


· What does the spreadsheet provide?
· Who is it for?
Cell D7 Help Notes
· Do I need to be an expert in Excel to work this spreadsheet?
· What's special about it? Surely it's just a blank spreadsheet containing a list of dates with cells, we type in the details?
Cell E7 Help Notes
· My school works on a 2 week timetable. Can the spreadsheet help with this?
· OK, but I have more than 10 lessons with some classes per cycle, especially 6th form. Does the spreadsheet allow this number of lessons per cycle?
· So the same lesson pattern each week would imply a 5 day cycle?
· And in a Week 1/Week 2 timetable, the second Monday in the cycle would be Day 6?
· Where do I enter the number of days per cycle?
Cell F7 Help Notes
· How automated is the spreadsheet? Surely there is some manual intervention required to set up the registers and lesson plan templates?
· So, altogether, how much time will be needed before I am ready to roll?
· Can I do this one term at a time, instead of setting up the data for the whole academic year?
· So both half terms of any term are set up at the same time?
Cell G7 Help Notes
· Why isn't the spreadsheet fully automated?
· So how exactly do I set up my school calendar?
· So I will have to enter each day of the term one after the other?
· Any more specific instructions?
Cell C8 Help Notes
· I still don't understand whether the spreadsheet is targetted at the whole academic year or the individual terms.
· How does the spreadsheet 'point to' the correct term?
· Does it 'point to' the correct class in a similar way?
· Does this mean that there is just one Master copy of the registers and lesson plans 
which is copied and customised for each term and each class?

Cell D8 Help Notes
· I still don't get it. How can a single worksheet called 'Master' work for all my different classes and for the three different terms in my school year?
· So the 'Master' worksheet is not really used, it is just a template from which all the 
real registers and lesson plans for all my different terms and classes are generated?
· So I would not expect to populate the 'Master' worksheet with students’ names or 
other data?
· Would I expect to make any changes at all to the 'Master' worksheet?
Cell E8 Help Notes
· The example registers, lesson plans and marks appear to be all on the same worksheet. Is this correct?
· Please explain why the spreadsheet is delivered with 9 worksheets. How many of 

these are relevant to me and what are they all for?
Cell F8 Help Notes


· Any more detailed instructions for setting up terms and classes, registers and 

lesson plans?
· Fine, but won't I have to enter all the lesson plans again for the next academic year in a new spreadsheet, or at least cut and paste them into a new template?

· That doesn't quite work. If I set my new calendar for the next year in the Autumn term spreadsheet, won't I have to cut and paste this new calendar into my new Spring and Summer term worksheets?

Cell G8 Help Notes


· So that means I don't need to download a new Teacher's spreadsheet from the website for next academic year?
· How do I use the Autumn term from last year as a base?

· Another question about my 2 week timetable. Can I get the spreadsheet to tell me for any date whether I am in 'Week 1' or 'Week 2'?
Cell C9 Help Notes
· Anything else I need to know before proceeding?

· What is the Evaluation period?

· What if I take longer than 30 days to evaluate the spreadsheet?
Cell D9 Help Notes


· Any other goodies or ideas?

· Any bugs or limitations in the spreadsheet?

· Any plans for upgrades?

· Has the spreadsheet ever been used in practice?
Cell E9 Help Notes


· So how do I get started?
· So when I have set up the 'Calendar' worksheet with the revised school calendar, I can distribute to colleagues so that they do not have to spend time on the setup?
· Would they need to register again?
Back to Table of Contents
SETUP
Cell C11 Help Notes


· Firstly can I print out these Help Notes?
· So what do I do first?

Cell D11 Help Notes


· Dates and language ok.  So what do I do now?
Cell E11 Help Notes


· Basic data entered. Next?
Cell F11 Help Notes


· How do I accommodate Saturday teaching?
· Why is one date coloured pale yellow in the Calendar?
· School calendar completed. Next?
Cell G11 Help Notes


· So now I enter my classes?

· Class data entered - now the periods?
Cell C12 Help Notes


· Class periods entered – now the homework?
· Now Parents evening dates?
Cell D12 Help Notes


· All the setup data entered. Next?
Cell E12 Help Notes
· Master worksheet looks fine. So?

Cell F12 Help Notes


· What are the ‘Performance Metrics’ near the End of Term?

Cell G12 Help Notes


· Register completed – now the lessons?

Cell C13 Help Notes


· Lessons completed – now the marks?
· What is the 'Copy' button in Cell EZ28?
· More advanced metrics?
Cell D13 Help Notes


· Ok - now Parents Evenings?
Cell E13 Help Notes


· Now repeat for all other classes?
· School motif?
· Can I tidy up the spreadsheet, move worksheets perhaps?
Cell F13 Help Notes


· Any final adjustments?
Back to Table of Contents
OTHER FREQUENTLY ASKED QUESTIONS
Cell C15 Help Notes


· Why does the register allow 60 students in a class?
· I teach in a primary school, can I make use of the spreadsheet?

Cell D15 Help Notes


· There is too much information in the column headers and row titles e.g. the Day Number against each lesson.
· So can I hide other data that I don't need?
· Can I introduce new rows and columns to include my own features? Can I delete rows and columns?
Cell E15 Help Notes


· Why do I see lots of blank space to the right of my last lesson?

· I have some extra dates in Row 26 which are beyond the end of my term.

· There are not enough dates to accommodate my term.

Cell F15 Help Notes


· I have more than 14 lessons per cycle with some of my classes. How do I deal with this?

· Can I use the spreadsheet to manage tutor group and PSHE activities?
Cell G15 Help Notes


· My timetable has changed part way through the term, I have inherited a class. Can the spreadsheet cope with this?

· My timetable has changed part way through the term, I have inherited/lost a lesson from a class. Can the spreadsheet cope with this?
Cell C16 Help Notes


· Can I print out my registers, marks, lesson plans etc?

· Why are some of the cells shaded light blue on the Calendar and Master worksheet?

· I don't like the colour scheme and shading. Can I change it?
Cell D16 Help Notes


· What are the small boxes labelled 'J' and 'B' for?
· What is the little grey button labelled 'A' in Column A, Row 36?
Cell E16 Help Notes


· There is a '1' or '2' on Row 1 of the worksheet and by the side of the lesson plans. What is this?

· How do I unhide rows or columns that I have hidden before?
Cell F16 Help Notes


· How can I stop the names of my students disappearing as I scroll to the right and the top section dates disappearing as I scroll down the worksheet?
· So why would I ever need to use the ‘U’ button to Unfreeze?
Cell G16 Help Notes
· What is the worksheet titled 'Test'?
Cell C17 Help Notes



· What is the worksheet titled 'ExtraTime'?
Cell D17 Help Notes



· Can I have more information about the Administration Panel and the remaining buttons in 'ExtraTime'?
Cell E17 Help Notes



· You mentioned video clips. How does that work?
Cell F17 Help Notes



· More buttons - what does the small 'A' button do in Cell IV12 at the far right end of the Marks worksheet?

Back to Table of Contents
DATE/LANGUAGE CHANGES

Cell C19 Help Notes


· Can I change dates from the delivered dd/mm format to US format such as mm/dd?
Cell D19 Help Notes


· Can I change the headings from English to my own language?
Back to Table of Contents
TROUBLESHOOTING
Cell C21 Help Notes
· What if I have problems getting the spreadsheet to work as I wish?
Cell D21 Help Notes
· When I use the File/Save option, my worksheets disappear and I see a worksheet called 'Start'.
Cell E21 Help Notes


· When I click the ‘Restart Teacher Plan’ button, it becomes highlighted and I go into a VBA project!
Cell F21 Help Notes


· When I try to Freeze Panes by selecting F nothing happens!
Cell G21 Help Notes


· When I try to select rows I cannot select just a few, I get hundreds and cannot stop the selection!
Cell C22 Help Notes

 
· I have a full set of lesson plans but I think I have accidentally overwritten the formulae so the dates profile is now wrong.

Cell D22 Help Notes


· I have a full set of Marks but I think I have accidentally overwritten the formulae so the dates profile is now wrong.

Back to Table of Contents
FREQUENTLY ASKED QUESTIONS

Cell C7 Help Notes
WELCOME TO TEACHER PLAN                                               VERSION 3.4 JANUARY '08
What does the spreadsheet provide?

The spreadsheet is a tool for teachers. There are three main facilities provided by the spreadsheet, namely registers, lesson plan templates and marks. 

For the registers, the idea is that all the lessons for each of a teacher's classes are identified and appear as column titles. The title includes the lesson number, date, day (e.g. day in cycle), day of week, period, and whether homework is to be set on that particular day. The teacher would typically enter a 1 or 0 to indicate present or absent against each child, plus up to nine other codes related to classroom performance. A similar copy of this template may be used to record marks against homework, tests or classwork on any particular day.

For the lesson plan templates, the idea is again that the precise lessons for each class are identified as before but appear as row titles so that the detail of each lesson may be entered by the teacher across the page. Space is provided for the topic, work scheme reference, lesson objectives, text book or notes reference, homework, starter, plenary and extension work. An individual lesson plan may be printed to A4 for cover teachers, OFSTED, etc.
Other facilities are also provided. These include attendance record (%), various other metrics including those associated with marks, a template for parents evening bookings, record of book marking, and a timetable suitable for laminating on small 67x98mm laminates. There is also a colour-coded worksheet showing relative strengths and weaknesses of students in tests and exams, performance for the whole class/set in specific questions etc. This can also be used by departments to view the effectiveness of teaching particular topics over the whole year group. Finally a worksheet is included to manage the 'Extra Time' students in internal and external examinations. 

Who is it for?

It is designed for teachers at schools and educational institutions, (running Windows XP), or any organisation which delivers training of any sort to a timetable and with enrolled students. It is designed primarily to track attendance at each lesson, marks for specific assignments, lesson content, and homework. It is designed for secondary education, but may be useful for primary schools as well.
Back to Frequently Asked Questions
Cell D7 Help Notes
Do I need to be an expert in Excel to work this spreadsheet?

No, as the instructions are provided. However if you are new to Excel, it may be advisable to obtain a little help from someone with experience.

What's special about it? Surely it's just a blank spreadsheet containing a list of dates with cells, we type in the details?

Imagine setting up all your lesson plans just once, as you go, including work scheme references, objectives, text book references, homeworks, starters, plenaries and extension work. Then see the same plans appear the following academic year against revised dates to coincide with your new school calendar and your new timetable. This is the power of the spreadsheet - no reinventing the wheel on next year's planner!

Yes, some changes will be needed from year to year to accommodate a different school calendar, different groups or abilities, improvements in work schemes, planning and changes to syllabus, but substantially the teaching schedule will probably be similar for any year group from year to year. The idea is not to encourage laziness but to free the teacher's time to be innovative and creative!
Note that all the dates on which the lessons for any particular class occur, are produced automatically for you based on the simple pattern of lessons per cycle, which you enter once in the first worksheet. You will find that this saves an enormous amount of time each term.

Days for which you do not have a lesson are not present and so the registers, lesson plan templates and marks are succinct and complete for each class. You can see clearly the forthcoming lessons for each class and plan the details for your term.

Other benefits include class averages for marks for a given homework or test, and also upper and lower quartiles, and standard deviation. These metrics appear automatically at the bottom of the marks with no additional work for you to do.
Back to Frequently Asked Questions
Cell E7 Help Notes
My school works on a 2 week timetable. Can the spreadsheet help with this?

Yes. This would be a 10 day cycle rather than 5 or 6 or some other cycle. This is all managed by the single worksheet at the front of the spreadsheet called 'Calendar'. The second section allows you to enter the days 1 to 10 for the relevant classes and periods. 'Calendar' is the only place where the lesson pattern is set up.

OK, but I have more than 10 lessons with some classes per cycle, especially 6th form. Does the spreadsheet allow this number of lessons per cycle?

Yes. You may enter up to 14 lessons per cycle. For double periods, just enter the day number twice, three periods in a day three times and so on. This means that for double lessons you can track music lessons, sickness, absence for any reason etc for just one of the 2 lessons in the double.

So the same lesson pattern each week would imply a 5 day cycle?

Yes.

And in a Week 1/Week 2 timetable, the second Monday in the cycle would be Day 6?

Yes.

Where do I enter the number of days per cycle?

In Cell F24 on the 'Calendar' worksheet, this is the second from the front of the spreadsheet, the one immediately after ‘Instructions’.











Days per cycle

                                               
Back to Frequently Asked Questions
Cell F7 Help Notes
How automated is the spreadsheet? Surely there is some manual intervention required to set up the registers and lesson plan templates?

Apart from entering data such as term dates and class teaching patterns, a little manual intervention is required for each term due to non-teaching days e.g. half term, bank holidays and staff training days in the middle of term. However this will take only about 10 minutes to set each term, it is set just once (not once per class) and full instructions are provided in these help notes.

So, altogether, how much time will be needed before I am ready to roll?

If you know the term start and end dates for the academic year, your classes and exactly when you teach them, then the basic data can be entered in a few minutes. If you know the precise dates of the non-teaching time, the adjustments to the term dates to exclude non-teaching days will take up to 10 minutes per term. The copying of worksheets for all your classes, recording of marks, parents evenings etc will take about 5 minutes per class. So in all, about an hour or so.

Can I do this one term at a time, instead of setting up the data for the whole academic year?

Yes, in fact the spreadsheet revolves around terms. You will only run the spreadsheet for one term at a time, and create a fresh set of templates (in a new file) for the next term.

So both half terms of any term are set up at the same time?

Yes.
Back to Frequently Asked Questions
Cell G7 Help Notes
Why isn't the spreadsheet fully automated?

Schools in the UK and abroad are likely to differ widely in the area of non-teaching time. For example some half terms may be 2 weeks long, schools will differ in the way they handle bank holidays and training days relative to the day number in the cycle. They may skip a cycle day completely i.e. a bank holiday on a Monday might mean 'Day 1' of that cycle disappears, or 'Day 1' may be deferred to the Tuesday. Full automation is likely to be complicated to define for the teacher and unreliable to implement in the spreadsheet raising possibilities for error. The alternative, which is for the teacher to handle this locally, seems a more reliable approach. Once set for a particular school, the spreadsheet may of course be distributed to other teachers at the same school or teaching organisation.

So how exactly do I set up my school calendar?
You would review the default school calendar towards the bottom of the worksheet titled 'Calendar'. Then make a few changes to this calendar. Basically you would remove the non-teaching days from the calendar, so that a bank holiday on, say, 5th May would result in your calendar removing 5th May altogether. In a similar way, the 5 days of half term would be removed.
So I will have to enter each day of the term one after the other?

No, the calendar will shuffle as you change a single date, so this is a quick operation.

Any more specific instructions?

Yes, see the details in Help Cells C11 to F13.
Back to Frequently Asked Questions
Cell C8 Help Notes
I still don't understand whether the spreadsheet is targetted at the whole academic year or the individual terms.

The worksheet titled 'Calendar' includes details of all the terms in the academic year but this is only for aesthetic purposes and the details are there to bind together your three spreadsheets for the year. If set at the beginning of the academic year, these dates will suffice for all three spreadsheets since we just move a pointer to point to the correct term start date. This is seen as a tidier approach to the spreadsheet suite. However the spreadsheet has no inbuilt logic about terms and so would happily accommodate 4 terms per year, 6 or 8 half terms per year and other variations.

How does the spreadsheet 'point to' the correct term?

The start dates for the terms are listed on the 'Calendar' worksheet in Cells E7, E11 and E15. You will enter a number to ensure that each copy of the Master worksheet will point to its correct term. This pointer is set by you the teacher in Cell A12 of the Master worksheet.
1 = Autumn Term, 5 = Spring Term, 9 = Summer Term















Point to correct class
Does it 'point to' the correct class in a similar way?

Yes. The teacher's classes are listed on the 'Calendar' worksheet in Cells C27, C29, C31, C33, C35, C37, C39, C41, C43, C45, and C47. Each copy of the Master worksheet will not only point to the correct term but also to the specific class. Again you control this (Cell A13).

Does this mean that there is just one Master copy of the registers and lesson plans which is copied and customised for each term and each class?

Exactly. But once the calendar has been set correctly in the 'Calendar' worksheet, no customisation is necessary for each term or class (other than pointing to the correct entry), as the dates profile for each term and class is taken from the 'Calendar' worksheet.
Back to Frequently Asked Questions
Cell D8 Help Notes
I still don't get it. How can a single worksheet called 'Master' work for all my different classes and for the three different terms in my school year?

The worksheet titled 'Calendar' is the one you adjust to finalise all the actual teaching days in the calendar for your term. This is done once and will suffice for all classes, you do not have to make any further alterations to accommodate your classes. Data you have entered on the Calendar worksheet is automatically copied to the Master worksheet. So you must make a copy of the Master worksheet for each of your classes. When you point to the correct class by setting the number in Cell A13 then you will see all the correct dates for your class appear as a register, a lesson plan template and a marks template.

So the 'Master' worksheet is not really used, it is just a template from which all the real registers and lesson plans for all my different terms and classes are generated?

Exactly.

So I would not expect to populate the 'Master' worksheet with students’ names or other data?

Correct.

Would I expect to make any changes at all to the 'Master' worksheet?

No, unless you wish to change the format or colour scheme of your register, lesson plan template, or marks template. Only then would you make any changes to the Master worksheet as this is used to generate the worksheets for all your classes. Alternatively you may change the colour schemes of individual classes once the copy is created.
Back to Frequently Asked Questions
Cell E8 Help Notes
The example registers, lesson plans and marks appear to be all on the same worksheet. Is this correct?

Yes, this is the recommended approach for implementing the spreadsheet.  Think of these as 3 separate views all physically stored on the same worksheet with simple button presses to move between them. This keeps all the data for a class together in one place. However if you prefer you could arrange 3 separate worksheets for each class. The disadvantage of having all 3 templates on one worksheet (and it will not adversely affect performance) is that there are no free columns at all for your own use and, most importantly, you may not delete or insert any rows or columns at all. The columns limit in Excel has been reached, furthermore deletion or insertion would cause the grey buttons to fail as they are very sensitive to the row and column positions for the 3 facilities. However there are many spare columns for you to record additional information.

Please explain why the spreadsheet is delivered with 11 worksheets. How many of these are relevant to me and what are they all for?

The first worksheet (Instructions) contains these Frequently Asked Questions and instructions for working the spreadsheet. The second (Calendar) is very relevant to you as you are certain to make changes to this to reflect your terms and classes. The third is also very relevant since, once you have completed the Calendar worksheet, this will become your Master suitable for duplicating across all your classes. The 4th may be useful as a record of book marking and the 5th is a timetable template which will of course be changed by you. The 6th worksheet is available for tests and is described in Help Cell G16. The 7th worksheet is for 'Extra Time' students, see Help Cells C17 and C18. The 8th (PrintLP) is the template for printing lesson plans. The 9th (Registration) is only relevant to you during the evaluation period and for registration. The 10th is an example worksheet to view and may be deleted after you have seen the general shape and seen how your own worksheets will be produced. The 11th (YearXXParents) is relevant as the template for parents' evenings, duplicate for each of your classes, naming each appropriately changing the number in Cell A2 to represent your class.
Back to Frequently Asked Questions
Cell F8 Help Notes
Any more detailed instructions for setting up terms and classes, registers and lesson plans?

Yes, for detailed instructions in setting all these parameters see the Help Cells C11 to F13.
Fine, but won't I have to enter all the lesson plans again for the next academic year in a new spreadsheet, or at least cut and paste them into a new template?
No. The spreadsheet is designed so that last year's lesson plans may be used again without reentering the lesson plan data.

For the new academic year (Autumn term), use the Autumn term spreadsheet from last year as your base and build the new calendar around it. In this way the lesson plans from the same term last year will be reproduced against slightly different dates for the new term. It is the dates which change, not the lesson plans.

That doesn't quite work. If I set my new calendar for the next year in the Autumn term spreadsheet, won't I have to cut and paste this new calendar into my new Spring and Summer term worksheets?

Yes, or rebuild the new calendar for the Spring (and Summer) term in the new Spring (Summer) spreadsheet, the first method is recommended as it is a one minute operation to cut and paste the new calendar.

Back to Frequently Asked Questions
Cell G8 Help Notes
So that means I don't need to download a new Teacher's spreadsheet from the website for next academic year?
Correct.

How do I use the Autumn term from last year as a base?

Keep the spreadsheet for Autumn term last year intact, but make a copy of it as your base for the new Autumn term. Then implement the calendar changes and other changes as described in Help Cells C11 to F13 below.

Another question about my 2 week timetable. Can I get the spreadsheet to tell me for any date whether I am in 'Week 1' or 'Week 2'?

The spreadsheet has no inbuilt logic about this system apart from allowing a 10 day cycle. However the top row of the registers and marks and the lesson plan rows contain a little number - you can change this if you wish to show Week 1 or 2. The default system is to show which half of term you are in, i.e. 1 or 2. Make this change on the Master worksheet before duplicating for classes.
Back to Frequently Asked Questions
Cell C9 Help Notes
Anything else I need to know before proceeding?

Yes, two things. Firstly please read the notes in Help Cell D9 below with regard to printing and using the Print Preview and other print related options in Excel, these tend to slow the operation of the spreadsheet a little, though not seriously. Secondly make a copy of the spreadsheet and use this copy for your development. In this way you will always have a safe copy of the original to revert to in case of accidental deletion of facilities etc.

What is the Evaluation period?

The spreadsheet is free of charge for the first 30 days, the evaluation period. You are requested to make payment and register with CliftonVilla Software in the UK if you wish to continue to use the spreadsheet after 30 days. Please provide a few details plus a note of your 6 digit Serial Number which you will find in the Registration worksheet (Cell F11). In return you will receive a Licence Key to enable continued use after 30 days evaluation has expired.

What if I take longer than 30 days to evaluate the spreadsheet?

You may have free use of the spreadsheet for 30 days, after which you will need a Licence Key for continued use. Hence if you need more than 30 days to evaluate the spreadsheet you will need to register.

Back to Frequently Asked Questions
Cell D9 Help Notes
Any other goodies or ideas?

You may find it useful to import the marks for tests into a statistical package such as FxStat or similar in order to produce box plots. This is easily done and shows clearly the spread of marks within the teaching group. The spreadsheet may be useful to show as planning and recording evidence in inspections (e.g. Ofsted in UK). It is also transferable to new or supply staff to indicate forthcoming lesson content. It will generally be possible to attach video clips to lessons e.g. where video clips have been supplied by commercial companies or the Internet.

Any bugs or limitations in the spreadsheet?

There is a small problem in the area of Printing, Print Preview, Page Breaks etc. If these options are invoked from the Excel menus (they do not need to be in normal course of operation), they have a slightly detrimental effect on the speed of the buttons. Please therefore try to print pages towards the end of your update session, just before closing. There is currently a maximum of 12 classes/teacher and a maximum of 14 lessons/cycle, and 98 lessons/class per term. You may need to make use of two Licence Keys when running the same spreadsheet on the school network and at home as you are effectively operating on two separate computers, whereas the Licence is per computer. In this case (depending on how your network is configured) you will have two Serial Numbers and two Licence Keys. No other known bugs or limitations in the spreadsheet.

Has the spreadsheet ever been used in practice and any plans for upgrades?

Yes, it has been in constant use by the author and colleagues for 3 years. It is anticipated that improvements in the spreadsheet functionality and documentation will be made as time progresses and feedback is obtained.                  
Back to Frequently Asked Questions
Cell E9 Help Notes
So how do I get started?

Read the Help notes in Help Cells C11 through to F13. Each of these cells defines exactly what you need to do and the sensible order in which to do it. It also indicates the point in time at which the spreadsheet, with its revised school calendar, may be distributed to colleagues.

So when I have set up the 'Calendar' worksheet with the revised school calendar, I can distribute to colleagues so that they do not have to spend time on the setup?

Yes, the half completed spreadsheet may be distributed to colleagues within the same organisation. Note however that each teacher will need to make some further changes to coincide with his/her own teaching profile.

Would they need to register again?

Yes, assuming the spreadsheet runs on a different computer/laptop. They will have their own 30 day evaluation period.
Back to Frequently Asked Questions
SETUP
Cell C11 Help Notes
Firstly can I print out these Help Notes?

Yes. Please download these Help Notes which are present in the file teacherplan.doc (available as a download from the home page of the website) and print to your chosen printer. The printed version of the notes contains many additional screen shots which may be useful in configuring the spreadsheet. As a quicker alternative, click on the grey button  'Comments to File' and print the file, named according to your choice. This choice, however, is second choice as it does not include the useful screen shots.
So what do I do first?

Ensure you load the spreadsheet in line with the recommendations – you will need to be logged in to Windows XP as an administrator to install, but after the first opening of the spreadsheet you do not need administrator privileges. Though not designed for Macintosh it appears to work under Mac OS X.

Secondly confirm that you wish to see dates in the format dd/mm and titles in English. If so, progress to Help Cell D11. If you are in US or prefer US or some other date formats, you will probably prefer to see mm/dd or similar. In this case it is important to spend 15 minutes changing the date formats as there is no automatic facility in Excel to do this, even using US settings. Please see the specific instructions in Cell C19.

Confirm that you wish to see headings etc in English. If not, see the specific Help notes in Cell D19.

Please remember to save your work regularly and take backups!    

Back to Instructions
Cell D11 Help Notes
Dates and language ok.  So what do I do now?
Enter the second worksheet titled 'Calendar'. Observe that some of the cells are shaded light blue. These are the cells which should be changed or at least considered for change - no others!

Observe the name of your organisation in Cell C3, the academic year in Cell G3 and the spreadsheet owner initials in Cell D5. Change as you wish.

Observe the names of the terms in Cells C7, C11 and C15. Change the names as you wish e.g. Christmas, Fall, Michaelmas, etc. Then amend as necessary the year identifiers in Cells D7,D11 and D15.

Observe the term/half term start and end dates in Cells E7, E11 and E15, same for Columns G, I and K. Change to coincide with the school calendar.
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Observe the day numbers in Cells E9, E13 and E17 which coincide with the start of term and enter as appropriate. For timetables which are normal 5 day timetables, with same pattern of lessons each week, enter 1 if term starts on a Monday, 2 for Tuesday and so on. It is quite likely that a new term starts on, say, Day 3, hence the need to define the first day of term in this way. If you teach on Saturdays, please change the entry in Cell I17 to Yes.
This is the top section now complete. Now progress to the third section to enter your school calendar, ignoring the second section for the moment, we will come back to that.
Back to Instructions
Cell E11 Help Notes
Basic data entered. Next?
Now the school calendar for the current term. Firstly go to the second section of the Calendar, specifically to Cell F24. Enter the number of days per cycle, normally 5,6 or 10. This simply means that the lesson pattern starts to repeat after this number of days.
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Now go towards the bottom of the current 'Calendar' worksheet (Row 56) and observe the three default calendars, one for each term. These should now be changed to accommodate your own school term or year.

Note firstly that the term start dates in Cells D56, D60 and D64 agree with the dates you entered earlier.  Note that the day numbers in Cells D57,D61 and D65 also agree with the day numbers you entered earlier. Now review cells E56, E57 and so on to check that these days are in fact teaching days. If you find a date which is not a teaching day (e.g. a bank holiday, staff training day, half term, etc) then change it. For example, simply change 05/05/08 to 06/05/08 and observe that all the dates after change in line with your change i.e. they shuffle. Now move along the row and check all the dates until you find the last day of term. All dates to the right of this last date should be emptied. (Note that you might need to insert them again next academic year, however this is a simple operation).

It is good practice when working with an academic calendar to enter dates in format dd/mm/yy as Excel will default to the current year if yy is not specified - this might make some dates incorrect!        
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Back to Instructions
Cell F11 Help Notes
How do I accommodate Saturday teaching?

Please firstly change the entry in Cell I17 to Yes or Y. Note that Saturdays will now appear in the Calendar, but you will need to make some changes to accommodate different half terms and end of term, which are likely to be later than the default dates.
Why is one date coloured pale yellow in the Calendar?
This is an estimate of when half term is, and the date is set at a particular date for the restart after half term. However the colour has no effect on any calculations or class profiles. Please change the dates near half term if they do not agree with your school dates. Note the shuffling, so you will not need to change more than two dates, one being the yellow date, the other being your restart date after half term. You need not bother to change the date colour to yellow or the one currently coloured yellow back to blue.
School Calendar completed. Next?

At this point you have set up all the general data pertaining to your school or organisation. So you might decide to distribute the spreadsheet to work colleagues to save them time implementing the same setup instructions as their calendar will be identical to yours. Alternatively you can press on with the other changes to reflect your own classes, and then distribute to others - this will give you valuable experience in setup so that you may coach others and also gives colleagues an example of the spreadsheet ready for actual classes at your establishment.
Back to Instructions
Cell G11 Help Notes
So now I enter my classes?

Go to Cell C26 and enter the title of your first class. then repeat for all your other classes in Cells C28, C30, C32, C34, C36, C38, C40, C42, C44, C46 and C48. You can clear the contents of any cells which are not relevant to you (they can be put back later).

In Cell D26 enter the first day in the cycle on which you see this class. In Cells E26, F26 and so on enter the other days on which you also see this class. For a double lesson just enter the same day again, for triple lessons or 3 in one day enter the same day three times and so on. There is enough space for a maximum of 14 lessons per cycle for any class. Enter the pattern for one cycle only.
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Class data entered - now the periods?

Now go to Cell D27 and enter in this cell and the adjoining cells to the right the pattern of periods in each day of the cycle when you see this class i.e. the class immediately above. Repeat for all your classes in Cells D29, D31,.... D49, again clearing the contents of any cells which are not relevant to you.

Back to Instructions
Cell C12 Help Notes
Class periods entered – now the homework?

Now go to Cell S26 and enter the Day Number(s) for which homework is normally set for this class. So the first homework in Cell S26, second in Cell T26, and so on with a maximum of 6 homeworks per cycle. Repeat for all your classes in the cells below. Why 6 homeworks? It is possible that schools with 2 week timetables will have different homework nights in Week 2 to Week 1.

Now Parents evening dates?

Now go to Cells Y26 and Y27 and enter up to two parents evening dates for the first class. Repeat for all your classes in the cells below. This can be done later if you wish.

Back to Instructions
Cell D12 Help Notes
All the setup data entered. Next?
You have now completed all the changes to reflect both your school and your classes. When up and running you may wish to revisit this worksheet to review in the bottom block the 10 performance metrics. You may change both the single letter codes and their meaning to reflect your areas of interest. For the moment go into the next worksheet titled 'Master'. Go to Cell A12 and enter one of 3 numbers to reflect the current term. Enter 1 for Autumn term, 5 for Spring term or 9 for Summer term.

Now go to Cell A13 and enter the appropriate number to represent your first class. This is an odd number between 1 and 23 and is the same as the number in Cell B26, B28,.... in Calendar.
Go to Cell U26 and click on the small grey button labelled ‘C’. Wait for the calculations to complete. Observe how the Master worksheet now contains all the appropriate register dates for the current term and current class. Check that all the lessons are present and correct. Do not worry for the moment about the block of spare space on the end which is not required - we will hide this expansion area soon.

Now you can get a feel for this worksheet and see how the buttons help you move between the register, the lesson plans and the marks. Click on any of the buttons labelled 'To Lesson Plans' and 'To Marks' and of course 'To Register' and observe the different templates which will become your records for each class.  But now you need to create the first copy of the Master for your first class.

Performance Metrics:
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Back to Instructions
Cell E12 Help Notes
Master worksheet looks fine. So?
Ensure you are in the ‘Register’ view within Master (Cell V25). From the Master worksheet, click on the grey button 'Create New Class' in Cell AR12. Enter a suitable name for your new class e.g. 11A2. Observe the new worksheet created and named correctly. Note also that Cell A13 is automatically set to 1. For your other classes this Cell will also be set appropriately but may be changed by you at any time to reflect any class.

Now click on the small grey button labelled ‘C’ in Cell U26 to calculate the dates profile for this class. Please wait a few moments while the rows are filled with the correct data and the 'calculate' message disappears. Check that the lessons and other data are all present and correct for the class.

Now go to Cell V29,W29 and below in the Register and enter the names of your students (or do this later). Now an adjustment. You will probably find there is a large number of empty columns for this class, so scroll to the right on the dates (to Column EL) and identify the grey button 'Hide Spare Columns'. Click this button and observe the expansion space is hidden.

There are a number of columns included to record various information against students, click on the grey button 'D' (Cell X26) to observe the titles and set this data, these titles may be changed to suit your purposes. Click on 'H' to hide the columns again. The register is now ready for use.        

Important Note: Please always use the grey buttons provided to hide rows/columns and do not use Delete to delete unwanted rows/columns, as this would compromise the working of the spreadsheet.

Back to Instructions
Cell F12 Help Notes
What are the ‘Performance Metrics’ near the End of Term?

These are records of various events happening in the classroom in the course of a lesson. The idea is that the first metric is Attendance denoted by 1 for present, 0 (or blank) for absent. The remaining 9 performance metrics are single letter codes to represent measures of your choice. For example M might mean Music lesson, L for Late, P for Positive Contribution to lesson, H for Homework issue and so on. In the register enter your codes where relevant one after the other with no spaces necessary. For example 1MP means present, Music lesson for part of lesson and an especially positive contribution. The codes can be entered in any order. At any point in time you may see the cumulative effect of the metrics by clicking on the grey button labelled ' Get Metrics'. If the Register is quite busy with data, this can take up to a minute to prepare. To clear the metrics, click on 'Clear Metrics'. You may set the Metrics codes on the 'Calendar' worksheet in the fourth block at the bottom - please change just the blue shaded cells. Please do not change the codes or titles on the Master worksheet - these will be changed automatically for you, based on the codes you have entered on the ‘Calendar’.
Performance Metrics:
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Back to Instructions
Cell G12 Help Notes
Register completed - now the lessons?

Now the lessons.  From the register click on 'To Lesson Plans' and observe all your lessons identified from top to bottom. Browse down the worksheet and check that all the lessons are present and correct with space to enter the lesson detail. 

There is one correction to make, similar to before. Go down to the bottom of the lessons list, and identify the grey button labelled 'Hide Spare Rows'. Click on this button and observe the expansion space is hidden.

Note in Cell C13 the button ‘F’ to freeze the panes to stop the titles disappearing as you scroll about the worksheet. This may be needed from time to time but not immediately as this step is done for you. Note that you may only have one of these Freeze Panes active on the worksheet so Freeze and Unfreeze by clicking on ‘F’ and ‘U’ as necessary.

This is now ready to use. Enter lesson plan information as you wish. To print an individual lesson plan in A4 format, place the cursor in Column B and type P (or any letter/character) followed by Return. Reply Yes to the prompt - redesign the template in worksheet 'PrintLP' as you wish.
Back to Instructions
Cell C13 Help Notes
Lessons completed - now the marks?

Now the marks. From the lesson plan template, click on 'To Marks' and observe a template very similar to the Register except there are no performance metrics at the end of term. There is however a block of data at the very bottom of the marks to record the mean averages of tests performed in lessons, tests and for homework. More advanced metrics include Mean, Standard Deviation and Quartiles. There is the usual change to make. Click on the button near the end of term labelled 'Hide Spare Columns'. Notice the ‘F’ and ‘U’ buttons to freeze and unfreeze panes as before. Notice the small 'M’ button which takes you to the actual marks at the bottom of the worksheet.

What is the 'Copy' button in Cell EZ28?

You may use this button to copy a full set of students names (and Tutor Group)  from the Register to the Marks template to save time once you have entered them into your Register. Do this with care as inappropriate use will cause mismatches between students and their marks e.g. when new students enter the class, the button does not attempt to transfer any data except student names. Delete the button if you wish after use.
More advanced metrics?

The middle 50% of the class has scores between the Lower and Upper Quartile and so these are useful measures for a teacher to gauge teaching effect - the Standard Deviation is a measure of the spread of the class relative to the Mean average.
Back to Instructions
Cell D13 Help Notes
Ok - now Parents Evenings?
Prepare the worksheet for Parents Evening(s) for this class. This does not come from the Master worksheet, instead it comes from the template worksheet labelled YearXXParents. Go into this worksheet and click on the button 'Create New Parents Evening'. Label the newly created worksheet as you wish e.g. Year11. Cell A2 will automatically be changed to the next class in your list, however you may change this number to point to any class you wish. This process may be repeated for all classes. You may delete template worksheet YearXXParents once you have new copies.

Back to Instructions
Cell E13 Help Notes
Now repeat for all other classes?

Simply repeat the procedure for your remaining classes, each time copying from the previously created worksheet (better than copying Master) and check the numbers in Cells A12 and A13 coincide with the correct term and class. Then click ‘C’ to calculate the date profiles. Ensure the worksheets labels reflect your new classes, change as necessary. Populate your names in the registers as the classes are created or later. Copy the Parents evening template as required.

School motif?

You may wish to add a motif or school emblem of some sort at the top of the worksheets. It would seem sensible to do this for the Master worksheet so that the emblem is copied each time.

Can I tidy up the spreadsheet, move worksheets perhaps?

You may wish to tidy your spreadsheet a little e.g. move the first 3 worksheets titled Instructions, Calendar and Master to the end of the sheets, beyond the YearXXParents tab. These will not be needed for the moment so can usefully be moved out of the way. To do this just left click on the tab name and drag it to the right past the other worksheet tabs.
Cell F13 Help Notes
Any final adjustments?
From the Register observe the buttons near Cell AM12 labelled CS,C,C,C. Click on these buttons to change colours. Click on CS and observe a new frame which will help you with alternative colour schemes. Go to Cell AT5 and select a different colour, the whole readable list is just above left to right. Choose a colour and then click on 'Set Colour' and observe a variation in the interior colours. Click on 'Close and Back to Register' to see the full effect. To revert to the basic colours click on 'Back to Original'. Of course you may perform colour changes manually and make more interesting variations including different border colours and line thickness. To do this, select the cells, choose Format Cells.../ Patterns /Border etc. The buttons C,C,C change colours in three areas of the sheet, these simply rotate around the available colours, leaving out particularly dark colours.

That's it, you are ready to roll.

Back to Instructions
OTHER FREQUENTLY ASKED QUESTIONS

Cell C15 Help Notes
Why does the register allow 60 students in a class?

The expected class size is 25 to 35. The maximum of 60 is an attempt at dealing with students new to the class,set changes, and keeping records of past students, though this is a difficult area to control on the spreadsheet. A possible way forward is to keep the records of past students, using up the remaining rows to record new entrants to the class. If you want to place a new student in the middle of the existing class, please do not insert new rows - instead select the contents of the rows immediately below the row of the new student (including the accumulated attendance and other performance records) and copy the whole batch to the next row down, thereby consuming one more of the available 60 rows but leaving a space for the new entrant. For example, to enter a new student into Row 36, select the grey '8' box and all the cells to the right and below down to your last student, then press Ctrl-C to copy. Then move down one row to grey box '9' , select and Ctrl-V to paste. Then copy the formula for the student id number. Select Cell U35 then copy using Ctrl-C, then highlight all the cells below down to and including your last student. Then Paste using Ctrl-V and notice the student id's are reset to include your new student(s). Perform a similar operation for the Marks section of the worksheet. Be careful not to disrupt your lesson plans which are currently hidden from view.
I teach in a primary school, can I make use of the spreadsheet?

Provided you can split your teaching between different core subjects, you can have a different worksheet for each. In other words you assume each core subject is a different class, this allows you to prepare and document different lesson plans for each core subject.

Back to Other FAQ
Cell D15 Help Notes
There is too much information in the column headers and row titles e.g. the Day Number against each lesson.

Then hide it. Highlight the column or row, right click and Hide. Please do not delete or insert a column or row.

So can I hide other data that I don't need?

Yes, the spreadsheet will work the same whether or not data is hidden.

Can I introduce new rows and columns to include my own features? Can I delete rows and columns?

No! It is unsafe to do so as the addition/deletion of rows and columns anywhere within the registers, marks and lesson plans will upset the formulae which are sensitive to ranges of rows and columns, especially formulae to move between views, calculate metrics and assist with colour schemes. The Calendar worksheet is also very sensitive to the current row and column positions and so rows and columns should not be entered or deleted. The spreadsheet has been designed to allow for expansion e.g. a particular class on your timetable may change radically due to set changes etc so a maximum of 60 students may be included, perhaps keeping the records of 'old' students hidden.

Back to Other FAQ
Cell E15 Help Notes
Why do I see lots of blank space to the right of my last lesson?

The spreadsheet is designed to allow for long terms,and up to 14 lessons per cycle for any class so the Master worksheet must have enough dates in it to accommodate this. The maximum lessons per term, without extending this yourself, is 14 weeks x 7 lessons/week = 98. Remember this worksheet is the template for ALL terms in the academic year and should be suitable for all teaching institutions. The blank spaces may be hidden. This does not affect the integrity of the spreadsheet - just hide the extra space using the buttons provided labelled 'Hide Spare Columns'.

I have some extra dates in Row 26 which are beyond the end of my term.

The dates should agree with the definition of your term as set up by you in the bottom section of the Calendar worksheet. Please check the dates there.

There are not enough dates to accommodate my term.

Please check the calendar carefully as the spreadsheet allows 98 lessons per class per term. Any more than this is not possible in the present design, a fix would be to have separate worksheets for registers, marks and lesson plans.

Back to Other FAQ
Cell F15 Help Notes
I have more than 14 lessons per cycle with some of my classes. How do I deal with this?

Request a modification from CliftonVilla Software, the spreadsheet is currently designed around a maximum of 14 lessons per cycle.

Can I use the spreadsheet to manage tutor group and PSHE activities?

Yes, set up a class for this to record your tutee names, attendance, the standard lesson performance metrics, also the PSHE lesson content.

Back to Other FAQ
Cell G15 Help Notes
My timetable has changed part way through the term, I have inherited a class. Can the spreadsheet cope with this?

Yes, simply add the class to the list of classes on the worksheet 'Calendar'. Produce another worksheet from Master and point to the same term and new class. Then ignore or hide the dates which have passed, the irrelevant dates will not affect the integrity of the spreadsheet except for the attendance figure. You would need to include a formula to include only the dates for which you expect students to have been present. All the other performance metrics will be correct.

My timetable has changed part way through the term, I have inherited/lost a lesson from a class. Can the spreadsheet cope with this?

Not really. If you simply change the lesson pattern to include/exclude the lesson, the spreadsheet will change the pattern throughout the term and therefore change your history in terms of dates, this would ruin your register and lesson planning. The best solution is to pretend this is a brand new class and enter the class again in the classes list, with its new definition, in the Calendar worksheet. The history up to today will be left blank and can easily be hidden. The class can be labelled exactly as before.

Back to Other FAQ
Cell C16 Help Notes
Can I print out my registers, marks, lesson plans etc?

Yes, it is best to perform the 'Print Preview' task before printing to see how the various worksheets will be printed. You may wish to make small adjustments e.g. adjust the column and row widths and heights first. Or you can reduce to a % of normal size before printing.

Why are some of the cells shaded light blue on the Calendar and Master worksheet?

These are the cells which you should change, no others!

I don't like the colour scheme and shading. Can I change it?

Yes, select the cells you wish to change, right click and Format Cells... select Patterns and choose your own shading. Try the button ‘Colour Scheme’ and try new colours to give an idea of possibilities. See the help notes in Cell F13.

Back to Other FAQ
Cell D16 Help Notes
What are the small boxes labelled 'J' and 'B' for?
Click on these boxes to jump along/back/down/up the worksheet at a fast pace.
What is the little grey button labelled 'A' in Column A, Row 36?
This simply shows all the 3 facilities together on the same worksheet. Use with 'F'/'U' buttons.

Back to Other FAQ
Cell E16 Help Notes
There is a '1' or '2' on Row 1 of the worksheet and by the side of the lesson plans. What is this?

It simply indicates whether you are in the first half of term or the second half. It may be changed to reflect Week 1 or Week 2 or any other indicator.

How do I unhide rows or columns that I have hidden before?

Highlight the rows (columns) surrounding the hidden row (column), right click and then Unhide.

Back to Other FAQ
Cell F16 Help Notes
How can I stop the names of my students disappearing as I scroll to the right and the top section dates disappearing as I scroll down the worksheet?

You may click on a cell and then select Windows/Freeze Panes. Observe a black horizontal line and a black vertical line, this will have the desired effect. Alternatively, click on the very small F buttons.

So why would I ever need to use the ‘U’ button to Unfreeze?
You will hardly ever need to use this button, but it is important to include it (though you could move it from its present position or even delete it, using instead the Excel provided facility for unfreezing panes). If at any time Excel stops you moving about the worksheet freely, the fix is probably to click on ‘U’ to unfreeze the current pane. However there is no particular circumstance which causes this situation to happen, though Excel users are aware of it.
Back to Other FAQ
Cell G16 Help Notes
What is the worksheet titled 'Test'?

This worksheet allows you as a teacher and also your students to see where their strengths and weaknesses are relative to specific questions on the test or exam. It gives the teacher a very good overview of which questions were found easy and difficult, with supporting metrics such as medians and means. The marks are colour coded so that green means full marks, red means less than half marks, white is anything between. Yellow means the question was not attempted. You as the teacher only enter the key information i.e. students names (cut and paste from the register), marks for each question for each student and of course the marks available for each question. The colour coding is done automatically for you.
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Back to Other FAQ
Cell C17 Help Notes
What is the worksheet titled 'ExtraTime'?
This worksheet is for the Examinations Officers to manage the extra time students in school and public examinations. Enter the name of the student in Column D, and exam details in Columns E,F and G. Then change the item 'N' in Column G to 'Y' to schedule the exam today. This entry (row) will now become active. Please enter the exam start time and normal duration in Columns H and I, and the % extra time in Column J. The finish time is of course calculated automatically. Then start the clock (button in Cell H4) and wait to see the status change to 'Started'. The worksheet assumes the candidate has appeared for the exam. Observe 'Time to Go' in Column P. For additional clarity, the numeric status is included in Column N. As the end of a student's time approaches, the colour changes to yellow for 'warning' to the Examinations Officer to give '5 minutes to go' instruction or get ready to stop the student. At one minute to finish time, the colour changes to red. You may change these settings by clicking on 'Admin' and adjusting the whole numbers in Cells D11 and D12 to reflect 'warning' and 'finish' messages, values are in Minutes. When the student has finished, please manually change the status in Column M to Y to tell the worksheet that you have noted the end time and have stopped the student. When all finished, please stop the clock. You may start and stop the clock at will as it runs in real time and does not pause at any time. To reset the table for the next session click on 'Reset'. The actual values used by reset may be changed by you in the Administration Panel.

Cell D17 Help Notes
Can I have more information about the Administration Panel and the remaining buttons in 'ExtraTime'?

The Administration Panel (click on Admin) allows you to define the 'defaults' for the 'Reset' function and is really a means to entering your base data more quickly. However there are items of data which are more functional e.g. Cell D11 contains the 'Warning' time, in minutes, and Cell D12 contains the 'Stopping' time i.e.minutes to go before Exam end time to give you time to get ready to stop the candidate(s). Change these as you wish. The 'Clock Update' in Cell D13 allows you to vary the 'ticks', 5 or 10 seconds is recommended rather than 1 second. Cell D15 allows you to switch off the numeric status. The button 'Hide' is useful as this hides all candidates who are not scheduled today and so focuses on those who are scheduled today. To see them again, click on 'Unhide'. Button 'Create New ET Worksheet' creates a new Extra Time worksheet for monitoring different students e.g. in a different room. The standard display is 'View Size' but if for any reason you wish to print the schedule, then please click on 'Print Size' which is designed for A4 landscape printing. You may need to squeeze the display a little before printing using the Zoom facility within Excel. Button 'Next 20' provides an additional 20 candidates making a total of 40 available.
Cell E17 Help Notes
You mentioned video clips. How does that work?

The spreadsheet provides cells which represent actual lessons. A video clip held either on the Internet or on the school server or on the laptop/computer itself (not recommended) may be 'fired up' by clicking on the lesson cell, perhaps you wish to attach the video clip to the lesson 'Starter'.  Some possibilities are - click on the cell, choose Insert from the Excel menu, then Object... then 'Create from file' and Browse... to find your clip which may be a .wmv file or similar. Then double click on the icon and the video should be launched. Alternatively you may wish to use Internet video clips such as those provided by http:\\www.teachers.tv. In this case you would right click on the cell, choose Hyperlink... and connect to your clip in this way. This assumes you have a connected projector or Interactive White Board, TV or similar device for showing to the class. You may need some assistance from your System Administrator to secure the connection depending on your school configuration and the type of file you have  (.wmv, Internet URL, etc). Important:  The little icons cause trouble on the spreadsheet if not configured - right click on the icon, choose Format Object... then Properties, then click on 'Move and size with cells'. This avoids unfavourable interaction with the normal spreadsheet buttons.  

Back to Other FAQ
Cell F17 Help Notes
More buttons - what does the small 'A' button do in Cell IV12 at the far right end of the Marks worksheet?

This button provides you with a 'running total' Average (Mean) for each student to show how they are performing against all the various homeworks, class assignments, tests etc recorded within the Marks worksheet. If there is no 'parent' mark in Row 28 (you would typically replace the letter h with the total mark for the assignment)  the assignment will not count in the calculation of the Average. In addition if a student is marked as 'a' for absent or there is no mark at all because they have not completed the assignment, then again this assignment will not count for them. As soon as they acquire a mark (which could be zero) then this assignment will start to count against their performance metric. This is useful for parents’ evenings to give a broad brush average for the student in terms of a percentage. If they have not yet completed any assignment then the % will be blank. Grades may be used but will be ignored completely by the calculations.  The small 'S' button allows you to sort the students in the class in descending order of attainment, click on button and enter S to sort or just return to put the records back to how they were before the sort.
DATE/LANGUAGE CHANGES

Cell C19 Help Notes
Can I change dates from the delivered dd/mm format to US format such as mm/dd?
Yes, this will take about 15 minutes. It is recommended that this is done before you start to change the delivered school calendar and reproduce the registers and lesson plans for all your classes. If you do this once it will be properly replicated for all your classes. There are two worksheets to change. Firstly go into the 'Calendar' worksheet (the second worksheet) and observe the dates in Rows 7, 11 and 15 and also in Rows 56, 60 and 64. Go into Cell E7 and left click to highlight the date. Now right click and select Format Cells... then Number and Date, Custom, then select or type in your required format e.g. mm/dd/yyyy. Repeat for the other dates as required in Cells E11, E15, G7, G11, G15, I7, I11, I15, K7, K11 and K15. Now go to Row 56 and do the same for the date in Cell D56, then repeat for Cells D60 and D64. Now select all the cells E56, F56 and all cells up to CD56 (do this in one select) and choose Format Cells.../Number/Date/Custom and type in mm/dd/yy or required format. Repeat for Rows 60 and 64.

Now go into the worksheet titled 'Master' and observe the dates in Row 26. Perform a similar operation, selecting all the dates in Row 26 and then Format Cells... etc to change as required e.g. to mm/dd. Now click on 'To Marks' and repeat for the dates in Row 26.  Finally click on 'To Lesson Plans' and repeat for the dates in Column G. As before select all the cells and change date formats as a group.

Back to Date/Language Changes
Cell D19 Help Notes
Can I change the headings from English to my own language?

Yes, it is fine to change any text on any worksheet from the default English to your own language, this will have no effect on the functionality of the spreadsheet.

However it is recommended that you make these changes on the Master worksheet before duplicating for all your classes. As the worksheets for each class are replicated they will all inherit your local language. Minor changes will be required to the other worksheets.  On the Calendar worksheet you may wish to change the letter 'h' for homework to your own letter (Cell T25), this will be replicated in the registers and lesson plans. Similarly change the wording in Cell W24, this name for Parents Evening will be reproduced in the Parents Evening worksheet.

Back to Date/Language Changes
TROUBLESHOOTING

Cell C21 Help Notes
What if I have problems getting the spreadsheet to work as I wish?

Please email your question/problem to info@teacherplan.co.uk . Your question will be answered by email, every effort will be made to ensure that the spreadsheet works for you.

Back to Troubleshooting
Cell D21 Help Notes
When I use the File/Save option, my worksheets disappear and I see a worksheet called 'Start'.

Yes, this is related to the Licence Key security system. If you are in a 'Start' worksheet, click on the button labelled  'Restart Teacher Plan'. Your spreadsheet will return to normal. If you wish to close the file at this stage, the spreadsheet will also return to normal when you reopen later
.         

Restart
[image: image16.png](31

2

EE)

51
i vistart/





[image: image17.png]Restart Teacher Plan

i you have used FilefSave then click on Restart Teacher Plan
Mote you have to Enable Macros to work with this prograrn!





Back to Troubleshooting



Cell E21 Help Notes
When I click the ‘Restart Teacher Plan’ button, it becomes highlighted and I go into a VBA project!

Yes, this is because you have opened the spreadsheet without 'enabling' the macros which control the Licence Key. Exit from the spreadsheet, and reenter, this time clicking on 'Enable Macros'.
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Click on Enable Macros
Back to Troubleshooting
Cell F21 Help Notes
When I try to Freeze Panes by selecting F nothing happens!

This means that panes have been frozen within a different view e.g. lesson plans. The solution is to click on U to Unfreeze Panes and then click on F.

Cell G21 Help Notes
When I try to select rows I cannot select just a few, I get hundreds and cannot stop the selection!

Yes, this is an idiosyncrasy of Excel. The way to do this is to select the first row (column) you need and use the Shift button and up/down/left/right arrow keys together to select one row at a time.
Cell C22 Help Notes
I have a full set of lesson plans but I think I have accidentally overwritten the formulae so the dates profile is now wrong.

There is a grey button to cope with this eventuality. Click on 'Copy Data from Register' at the bottom of the Lesson Plans template and after two confirmation messages you will see the dates and lessons profile from the Register copied into the Lesson Plan template so that the two sets are restored to be the same. Note that you should not perform this copy on the Master worksheet, only on copies i.e. your classes as the Master should always contain the original formulae.

Cell D22 Help Notes
I have a full set of Marks but I think I have accidentally overwritten the formulae so the dates profile is now wrong.

There is a grey button to cope with this eventuality. Click on 'Copy Data from Register' at the bottom of Marks and after two confirmation messages you will see the dates and lessons profile from the Register copied into the Marks template so that the two sets are restored to be the same. Note that you should not perform this copy on the Master worksheet, only on copies i.e. your classes as the Master should always contain the original formulae.

Back to Troubleshooting
RELEASE NOTES


Version 3.4 of the spreadsheet was released 01 January 2008 and includes the following 
· 
· 
· New facility added – print out the lesson plan in a format suitable for cover teachers, OFSTED, etc. New worksheet called ‘PrintLP’
· New facility added – allow Saturday lessons.
· New facility added – allow up to 6 homeworks per cycle instead of 4.

· New facility added – button to create new Parents Evening worksheets
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