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FLOWCHART 
This flowchart illustrates the recommended order of data entry in the DCU  

  



  DCU - USER MANUAL 

 

Page | 8  
TABLE OF CONTENTS 

GENERAL INFORMATION 

Version History 
VERSION  DATE AUTHOR DESCRIPTION OF CHANGE 

1.0 2018-01-19 Garrett Cluett Original 

2.0 2019-01-10 Merry Horton Updates for 19-20 cycle 

3.0 2019-12-10 Merry Horton Updates for 20-21 cycle 

4.0 2020-12-10 Merry Horton Updates for 21-22 cycle 

5.0 2022-01-17 Merry Horton Updates for 22-23 cycle 

6.0 2023-01-16 Merry Horton Updates for 23-24 cycle  

7.0 2024-02-08 Merry Horton Updates for 24-25 cycle 
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Logout 
Your name is located in the Top Right Corner of the DCU Screen. This can be seen at any time. 

 

Click your name 

Select “Log out” from the dropdown menu 

A second screen will appear, asking 
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DCU Layout 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

There are 4 main sections: 

1. Navigation Pane: Contains all navigation links 

2. Tool Bar Menu: Contains different icons and features depending on the page in use 

3. Preview Pane: Where information is disu0tD46e
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Main Screen 

 

When you log in, the first screen you will see will be the Message Board 

This is where you will see any new information and/or updates regarding the DCU 

If you need to return to the message board at any time you can do so by clicking the “Home” text at the top of the screen 
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Icons 

Here is a list of icons that you will find throughout the DCU Tool Bar Menu and Preview Pane 

: Add / New  

: Delete 

: Duplicate 

: Show Timetable 

: Export to PDF 

: Print 

: Save 

: Edit 

: Calendar  

 

  



  DCU - USER MANUAL 

 

Page | 15  
TABLE OF CONTENTS 

INSTRUCTORS 

Overview 
In this section you will update the Instructors in your department, First and Last names, Instructor ID, Instructor Type, and Instructor 

Unavailabilities which include Tier I, Tier II and Tier III.  NEW for 2024-25: Tier l and Tier ll will be entered by Faculty office.   See 
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Change an Instructor Tier 

The Tiers can be edited within the “Instructor Editing” screen  

 

Unavailability Type: 

Select an option from the drop-down menu 

 

Term: 

Change term from the drop-down menu 

Start Date & End Date: 

/provost/teaching-and-learning/university-timetabling
/provost/teaching-and-learning/university-timetabling
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Remove an Instructor Tier 

Tiers are found in the “Instructor Editing” screen under “Instructor Unavailabilities Notes” 

Click the checkbox beside the “Tier” you want to delete 

Click the  icon in the “Instructor Unavailabilities Notes” Tool Bar Menu 
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Delete an Instructor 
Click “Instructor” from the Navigation Pane 

The list of Instructors from your department will appear in the Preview Pane 

 

Select the checkbox next to the instructor you wish to delete 

Click the  icon in the Tool Bar Menu 

You will be asked if you are sure you want to delete this instructor 

Click Ok and the instructor will be deleted 
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MEETINGS 

Overview 
Departments have the ability to reserve a time in the timetable to hold a department meeting.  

A central inventory or a departmentally owned room can be reserved in the DCU for the meeting, and instructors can be added.  

Timetabling will try to ensure the meeting time does not conflict with instructors’ courses, as much possible.   

It is expected that department meetings will occur at times according to the University’s slot system. 
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Add a Department Meeting 

Meeting Information 

Select “Meetings” in the 
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Select a Meeting Type from the Dropdown list 

Meeting Type: TESTDEPT Meeting 

Identification: Type the name of the meeting here 

                          ŜΦƎΦ ά¢Ŝǎǘ 5ŜǇǘ {ǘŀŦŦ aŜŜǘƛƴƎέ as seen below 
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Room Request 

When creating a new meeting there are no fields in the “Room Request” section 

Click ά/ƭƛŎƪ ƘŜǊŜ ǘƻ ŀŘŘ ŀ ǊƻƻƳ ǊŜǉǳŜǎǘέ to have access to the “Room Request” section 

 

You will see this screen 

 

Building: Select a building 

Room: Select a room within that building 
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Add an Instructor  

Click the  icon in the Tool Bar Menu  

A window (Attach List) with a full list of all instructors will appear 

Select the checkbox beside the Instructor(s) you wish to add to the meeting 

 

 

 

 

 

 

Click “Ok”  

Click  in the main Tool Bar Menu 
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Change a Department Meeting 
Select “Meetings” in the Navigation Pane 

Click the meeting you want to change in the Preview Pane 

 

You will see the “Meeting Editing” screen 

 

 

 

 

 

 

 

 

 

 

 

 

Make changes to the fields as needed 
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Note: If you do not click save nothing will be saved 

 

Note:  ¢ƘŜ ƛƴǎǘǊǳŎǘƻǊǎ ŀƭǊŜŀŘȅ ǎƘƻǿƛƴƎ ƛƴ ŀ ƳŜŜǘƛƴƎ ŀǊŜ ǊƻƭƭŜŘ ŦǊƻƳ ƭŀǎǘ ȅŜŀǊΩǎ Řŀǘŀ 

 

Forced Time: you can make changes to the Term, Start Date, End Date, Frequency, Day, Start Time, and End Time 

Room Request: you can make changes to the Building and Room 

Instructor: you can add or delete Instructor(s) 

 

 

Click  

 

 

Delete Department Meeting 
Select “Meetings” from the Navigation Pane 
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Note:  You 
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Once selected, click the icon 

A window will appear “This site says… Do you want to delete the selected item(s)?”  

Click “Ok” if you want to delete 

Your course(s) is deleted 

SECTIONS (Terms) 

Overview 
The word “section” in the DCU simply means term. 
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You will see this screen 

 

Order of Input: Term - Section 

Term: Select the Term from the drop
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Note: It is rare that you would want to delete a section 

If a change in term is needed it is better to change the term 

 

 

 

Delete a Section 
Select “Courses” from the Navigation Pane  

Select the “Course” you want to edit from the Preview Pane 

Go to “Sections” within the “Course Editing Screen” 

Select the “Section” you want to Delete by clicking the empty square beside it 

  

 

 

Then click the  icon in the Tool Bar Menu  

This will delete all Component and Delivery information within the Section 

Click  
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COMPONENT 

Overview 
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Adding a Component 
Open the “Component Editing Screen” 

In the Navigation Pane under “Courses” 
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Component Information 

Fill in fields 

Name: Is the component number – e.g. 001.  Numbers must be unique under the course; they follow sequentially 

E.g. 001, 002, 003 

Type:  Select Component Type from the Dropdown list, e.g. LEC 

Max Enrollment: Max number of students 

RN: Is typed in and must match the component type, e.g. LEC
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Topics Courses Entering into DCU 

Topics courses must be approved by your Faculty’s curriculum process.   
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Delete a Component 
In the Navigation Pane select “Courses” 

Within “Courses” select the  icon beside the Course you want to edit 

 

 

 

 

The drop-down list shows you “Course”, “Section” 

Click the beside the “Section” for “Components” 

 

 

 

 

 

Click the number representing “Section” 
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You will see this screen 

 

In “Components” select the checkbox beside the component(s) you want to delete 

 

 

 

Select the  icon in the Components Tool Bar Menu 
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A window will appear 
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DELIVERY 

Overview 
The delivery area in the DCU is where room and time requests and the instructor(s) are entered. 
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Add A Delivery to a Component 
Deliveries:  There are 3 sections that need to be filled out 

¶ Time Requests 

¶ Room Requests 

¶ Instructors 

“Deliveries” are added and edited within the “Component Editing” screen 

To add additional Deliveries to a Component click the  icon in the Delivery Tool Bar Menu 

 







  DCU - USER MANUAL 

 

Page | 53  
TABLE OF CONTENTS 

Add a Forced Pattern Time(S) 

In the drop-down menu of “Time Requests” select “Forced Pattern Time(s)” 

A menu will appear 

 

Pattern: Select an option from the drop-down menu 

Pattern Time: Select a pattern you want to follow 

Example:  

Day, Start Time, End Time: Will be filled out based on “Pattern Time” selection 

Order: This field is not used for timetabling and can be disregarded 

Click  
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Select the checkbox beside the Instructor(s) 

Click Ok 

To Add Instructor from a Different Department 

Click the icon in the Instructor Tool Bar Menu 

Change the department from the drop-down menu 

 

 

 

 

 

 

Select “All” to see all department instructors 

Use the Search Bar to find an Instructor  

Select the checkbox beside the Instructor 

Click Ok 
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Change Delivery 

Time Requests 

 

ά{ǘŀǊǘ 5ŀǘŜέ ϧ ά9ƴŘ 5ŀǘŜέ: Can be changed by selecting either the text or the  icon beside it 

9ǾŜǊȅ ά·έ ²ŜŜƪ
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Instructor 

To change the Instructor(s) 

Scroll to the bottom of the “Component Editing Page” for “Instructors” 

In the Instructor panel, you will see a list of the Instructors connected to this Component 

 

You can add more instructors by clicking  in the Tool Bar Menu 

You can delete instructors by clicking the checkbox beside the instructor you want to remove 

 

Then click  in the Tool Bar Menu

 

Then click 
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Delete a Delivery 
To delete a delivery, go to the “Component Editing” screen 

Course – Section – Component 

 

Under “Deliveries” select the empty checkbox beside the delivery you want to delete 

Click the icon in the “Deliveries” Tool Bar Menu 

Click  
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Delete a Time Request 

Click the checkbox beside the “Time Request”  

 

Click  in the Tool Bar Menu and you will see this screen 

Click Yes 

Click  

 

 

DELETE A ROOM REQUEST 

Click the checkbox beside the “Room Request” 

 

Click the  icon in the Tool Bar Menu and you will see this screen  
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Click Ok 

Click  

 

 

Delete a Room Characteristic(s) 

Click the checkbox beside the “Characteristic” 

 

 

 

Click  in the Tool Bar Menu 
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COMPONENT GROUPS 
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Group Members 

Click the  icon in the Tool Bar Menu under Group Members 

You will see this screen 

 

Add Department: You are able to choose any department  

Course Number: Select the Course/Component you want 

Click Ok 
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Edit a Component Group 
Select “Component Groups” in the Navigation Pane 

In the Tool Bar Menu use the Search Bar to locate groups based on your department 

In the Tool Bar Menu select the “Show All” option in the “Show” drop-down menu 

Click the group you want to make changes to 

 

You will be taken to the “Component Group Editing” screen 
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Group ID: Change as needed, follow this format: 

Fill in Course Number/ Course Number2, Component #, Component Type 

Example: ANAT 309/BMED 831 001-LEC 

Group Constraint: Change as needed 

GROUP MEMBERS 

You can Add or Remove group members from here 

To Add: Click the  icon in the Tool Bar Menu 

Follow steps in the “Add a Component Group” section 

To Remove: Click the empty checkbox beside the Course Name then click the  icon in the Tool Bar Menu 
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Delete a Component Group 
Select “Component Group” from the Navigation Pane 

In the Preview Pane Tool Bar Menu use the Search Bar to find your department 

In the Tool Bar Menu select “Show All” from the drop-down menu in “Show” 
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Click the checkbox beside the “Component Group” you want to delete 

In the Tool Bar Menu click the  

 

The Component Group is now deleted 
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DELIVERY GROUPS 

Overview 
A delivery group is created when… 

¶ There are multiple instructors teaching a component, and each instructor teaches different dates.  Delivery should be created 

for each instructor & their teaching dates.   

¶ The teaching dates should not overlap.  Those deliveries need to be grouped “same time same room” (STSR) to ensure they 

schedule at the same time in the term. 

o E.g. ENGL499, 2189, 001, LEC, 01,  2018/09/06 to 2018/10/26, Instructor: Testy McTest 

AND ENGL499, 2189, 001, LEC, 02,  2018/10/27 to 2018/12/07, Instructor: Shiny McStar 

o Delivery 01 and 02 need to have a delivery group.  Name of that group ENGL499 001 LEC 01 & 02.  The group type is 

STSR. 

¶ More than one room is required for a component.  There can only be one room per delivery, so multiple deliveries need to 

be created based on the number of rooms required.  The type of group for this is the same time different room (STDR). 

o E.g. FREN399, 2189, 001, LEC, 01, 2018/09/06 to 2018/12/07, KINGST pavilion, DC room type, instructor: Testy McTest 

AND FREN399, 2189, 001, LEC, 01, 2018/09/06 to 2018/12/07, ELLIS pavilion, AL room type, Ellis 319 room. 

o Delivery 01 and 02 need to have a delivery group.  Name of that group FREN399 001 LEC 01 & 02 
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Add a Delivery Group 
Select “Delivery Groups” in the Navigation Pane  

Click  in the Tool Bar Menu 

You will see this screen 

 

Fill in the Fields 

Group ID: Fill in Course Number/ Course Number2, Component #, Component Type, delivery # course 1/delivery # course 2 

Example: ANAT 309/BMED 831 001-LEC 01/01 

Group Constraint: Select an option from the drop-down listdown list
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Group Members 

Click the  in the Tool Bar Menu under “Group Members” 

You will see this screen 

 

Add Department: Add your department 

Course Number: Select the Course/Component you want 

Click  
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Change a Delivery Group 
Select “Delivery Groups” in the Navigation Pane  

In the Tool Bar Menu use the Search Bar to locate groups based on your department 

In the Tool Bar Menu select the “Show All” option in the “Show” drop-down menu 

Click the group you want to make changes to 

 

You will be taken to the “Delivery Group Editing” screen 

Group ID: This should not be changed unless the group 
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GROUP MEMBERS 

Under the tab “Group Members” select the department you want to edit  

To do this click the Course Number under “Course”  

The Section 
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Delete a Delivery Group 
Select “Delivery Groups” from the Navigation Pane 

In the Preview Pane Tool Bar Menu use the Search Bar to find your department 

In the Tool Bar Menu select “Show All” from the drop-down menu in “Show” 

Cȇ鉡⌦ሲ愣☒㉡⌦ሲ愣☒㉡⌦ሲ愣☒㉡⌦ሲow愣☒㉡⌦ሲ愧p
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VIEW GROUP ERRORS 

Overview 
For component or delivery groups to be valid, the two parts of the group (both components or both deliveries) must have identical 

room and time requests.  You will see group errors if the room and/or time requests do not match.  The expanded view is the easiest 

way to find Group Conflicts. 

Expanded View is the easiest way to find Group Conflicts 
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Component Groups 
Go to “Component Groups” in the Navigation Pane  

In the Tool Bar Menu click “Expanded View”  

In the Tool Bar Menu type your department in the “Search Box”  

In the Tool Bar Menu under the “Show” tap, select “All” from the drop-down menu  

Scroll through the list looking for errors signs  

 

 

There are two types of errors signs: 

: Time Error 

 

: Room Error 

 

Solve problems 
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COURSE COMBINATIONS 

Overview 
Course combinations is a process used to schedule courses conflict-free. 

It is primarily used for courses that will be part of the block registration process. The timetabling office will let you know if you 

should be entering course combinations.   

Please contact us if in doubt. 
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Add a Course Combination 
Select “Course Combination” from the Navigation Pane 

In the Preview Pane click  in the Tool Bar Menu 

This will take you to the “Course Combination Editing” screen 

Fill in the fields 
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Note: This is only useful for courses that are offered in both terms 

 

 

Course Requests 

Click in the Tool Bar Menu  
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ACADEMIC BLOCKS 

Overview 
An academic block is a set of courses that are to be scheduled conflict-free with each other. 

There are four types of academic blocks: 

APSC – 
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Note: Academic Block Unavailabilities is not editable field and should be 

ignored 

 

 

sdfd 

Add an Academic Block 
Select “Academic Block” from the Navigation Pane 

Click  symbol in the Tool Bar Menu 
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Fill in the Fields 
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Change an Academic Block 
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Removing Components 

To remove Components from an “Academic Block”  

Click the empty checkbox beside the component(s) in the “Academic Block Editing” screen 

  

Then click the  icon in the Tool Bar Menu 

Click  
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Delete an Academic Block 
Select “Academic Block” in the Navigation Pane 

Click the empty checkbox in the Preview Pane  

 

Click the  icon in the Tool Bar Menu 

A pop-up window will appear asking to continue 

Click Ok 
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REPORTS 

OVERVIEW 
There are two kinds of reports available for your use. 

1) Those that come with the software which may be helpful for validation. 
2) Queen’s customized reports to help you validate your data and for your record-keeping and sign-off of annual data 

entry.  Information about which reports are required to be emailed to timetabling for sign-off is contained in the “sign-off” 
section of this manual. 
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Conflict Report 
In the Navigation Pane under “Reports” click “Conflict Report” 

  

You will see this screen 

Department: Select your Department  

 

 

Then click “Generate Report” to see a list 
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Conflicting Times: List of times corresponding to the conflicting deliveries 

Conflicting Rooms: If the conflict is “Room” related 

Conflicting Instructors: If the conflict is “Instructor” related 

Conflicting Academic Blocks: If the conflict is “Academic Block” related 

 

Conflicting Unavailabilities: If you created component unavailability to indicate a course component should not be scheduled on a 

certain day/time and that component is scheduled at that day/time you will see the conflict 
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Academic Block Summary 
A summary of all Academic Blocks by the department that can be exported to Excel (CSV) or printed 
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Course Combination Summary 
A summary of all Course Combinations by the department that can be exported to Excel (CSV) or printed 

be 
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Seats and Section by Term and Department 
This a validation tool showing the overview for every Section and Enrollment total 

Showing the total number of components by component type for each course 

And to view the total enrollment for the enrolled and non-enrolled sections to ensure there are adequate seats in both 

In the Navigation Pane under “Reports” click “Seats and Section by Term and Department” 

Select your department from the list 

Select the term 

Click “Generate Report” 
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Note: {ŜŎǘƛƻƴ ƛƴ ǘƘƛǎ ŀǊŜŀ ƳŜŀƴǎ ά/ƻƳǇƻƴŜƴǘέ 

 

 

 

sdfd 
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Prof Tier Blockoffs 
This report shows you an overview of an Instructor
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SIGN OFF  

mailto:timetabl@queensu.ca
mailto:timetabl@queensu.ca
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Help & Contact 
Please contact us at any point with questions. 

 

Timetable Team: 

Jo Brett, Manager Timetabling   

Kaveesha Jayawardena, Lead Timetable Administrator  

Merry Horton, Timetable Administrator |  

All members of the Timetable team are available via Microsoft Teams Chat.  

 

 

Contact: 

Email: timetabl@queensu.ca 

  

mailto:timetabl@queensu.ca
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Instructor Type There are four instructor types: Standard, Back to Back Allowed, Teaching Release Day Standard, and 

Teaching Release Day Back to Back.  The Standard type does not allow for back to back schedule for 

that instructor.  The Back to Back Allowed type will allow for back to back schedule, only if necessary 

(note back to back scheduling is not guaranteed for this type).  Teaching Release Day Standard is to 

be used if a day free from teaching is required for research.  The Scheduler will then assign a day.  

Teaching Release Day Back to Back is to be used if an instructor needs a Teaching Release Day AND 

wants their courses back to back. 

  

Pattern The times that a component is delivered, based on the Queen’s slot system 
https://www.queensu.ca/registrar/sites/uregwww/files/uploaded_files/pdfs/Timetabling_slot_chart_text.pdf 

Examples of patterns are 3 slots X 1 hour, 2 slots X 1.5 hours, 1 slot X 2 hours, 1 slot X 3 hours.   

Pavilion Timetabling term that is equivalent to a building, with one exception.  Auditorium rooms have their 

own pavilion called “AUD”. 

Room Characteristic Denotes specific characteristics within a room, e.g., “02” means blackboard extra, “14” means 

document camera  

Room Type The predominant layout of a room, e.g. seminar-style, tiered, etc.  See room type legend in this 

document.   

Section in DCU In the DCU, the term “section” means term. 

Slot System Queen’s approved pattern times when courses can be scheduled. 

 

 

 

 

  

/registrar/sites/uregwww/files/uploaded_files/pdfs/Timetabling_slot_chart_text.pdf


mailto:timetabl@queensu.ca
/provost/teaching-and-learning/university-timetabling
/provost/teaching-and-learning/university-timetabling
/provost/teaching-and-learning/university-timetabling
http://www.queensu.ca/registrar/faculty-staff/timetabling
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Active Learning (AL) Rooms 
For Fall 2024, there will be 18 Active Learning classrooms on the main campus: 

 

/classrooms/
/classrooms/
/its/forms/itsc/helpform/
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The description in the red section is the elements related to the tie, which we use for naming the Tie and choosing the type. 

Indicating the courses and component numbers and types with their relationships.  

To make things easier some of the cells have been fixed with a drop-down menu to make data entry 

easier and reduce room for error. As seen here: 

Only the cells without a drop-down menu are free-form text entry. 

 

If you have to add a new line right-click in the table and select “Insert > Table Row Below”. 

When you select Update/New the text will change to a  

bolded red to indicate a change. If Remove is selected a 

strikethrough will go through the text to indicate the 

removal. 
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Timetable Timeline 
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APPENDIX “B” - Websites 

Relevant Websites 
 

OUR Timetabling main page: http://www.queensu.ca/registrar/faculty-staff/timetabling  

 

UTC Basic Rules of Timetabling: https://www.queensu.ca/provost/teaching-and-learning/university-timetabling 

 

Room Information: http://www.queensu.ca/registrar/faculty-staff/timetabling/room-info 

 

Room Pictures and Detailed Information: https://www.queensu.ca/classrooms/  

 

Centre for Teaching and Learning: https://www.queensu.ca/classrooms/  

 

University Timetabling Information for Instructors & Unit Heads: https://www.queensu.ca/provost/teaching-and-learning/university-timetabling  

 

  

  

http://www.queensu.ca/registrar/faculty-staff/timetabling
http://www.queensu.ca/registrar/faculty-staff/timetabling/room-info
/classrooms/
/classrooms/classrooms
/provost/teaching-and-learning/university-timetabling
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APPENDIX “C” - Legends 
Component Type Legend 

    

BLN  Blended SEM Seminar 

CLN            Clinical STD Studio 

DIS           Discussion THE Thesis 

EXM            Exam TUT Tutorial 

FLD       Field School   

IND           Individual Study/Instruction   

LDI             Lecture/Discussion   

LLB             Lecture/Laboratory   

LSM             Lecture/Seminar   

LTU              Lecture/Tutorial   

LAB          Laboratory   

LEC            Lecture/Class   

ONL  Online   

PRA            Practical   

PRJ            Project   

REA            Reading   
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Room Type Legend 
 

A Auditorium (rooms capacity 200 to 450) 

AL Active Learning Classroom 

C Classroom style, no data/video 

DC Data/video, classroom style 

DT Data/video, tiered style 

FS Flexible seating 

I IBCPA centrally booked rooms 

S Seminar-style, no data/video 

SD Seminar-style, with data/video 

L* Laboratory 

Y* Departmentally-owned room 

*Not central inventory rooms 
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KINES Kinesiology and Health Studies 

KINGST Kingston Hall 

MACDON Macdonald Hall 

MACCOR Mackintosh-Corry Hall 

MCLAUG 
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Centrally Books Rooms: By Building  
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Table 2 Office with responsibility for entering Tier 1 & 2 data. 


