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Report Dashboard Guidance 
 

Student Clashes and Travel Time reports can be generated in the EventMap system in order to monitor students in your department, and find ways to resolve problems. 

 

To access this report, log-in to your Timetabler account through MyEd. Search for ‘Timetables’ and log-in as required below. 

 

 

 

 

 

 

 

Then, use the top tool bar of the Timetabling Tool to navigate to ‘Reports’. 
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The ‘Reports’ view will open with a new dashboard which will comprise of the report tile and the report configuration section. 

 

 

 

 

 

 

 

 

 

 

  

 

You can add new widgets if you want to 

view several reports on your dashboard 

You can access your previous reports, mark 

them as favourites and share them with 

other users 

You can update the report 

name by clicking here 

Additional options like 

sharing your dashboard 

or downloading it are 

available 
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Click within the box to 

open the calendar view 

You can search for the report 

or scroll down the list 

You can filter your results by 

department using this box 
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The first configuration icon will allow to 

select the main report details 

A static report generates the data once 

and saves it to allow the report to load 

faster in future. Keep in mind that this may 

result in outdated information being 

shown 

You can pick the best way to present 

your data through the Report Type 
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The second icon will allow you to select the 

columns you want to generate in your report and 

add any conditional formatting you require 

All columns will 

automatically be 

selected, you can 

remove any by 

clicking on the name 

to remove the tick 
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The third icon will allow you to 

add resource and/or value filters 
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When you are happy with the setting selected for your report, click ‘Apply Changes’. Your report will load up. 

If you want to select a different report, click ‘Change Report’ – it will return you to the list of reports 

To reset the settings on your report, click ‘Reset’ 

The last icon will allow you to change the 

font options (type, size, colour)  
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Downloading Reports and Sharing Reports 
 

Once you click ‘Apply Changes’ your report will start loading. Depending on the number of weeks of data requested, the department size, and anything affecting the 

amount of data the report is loading, time taken to load report will vary. The dashboard will show the loading icon below. 

 

When the report loads up, you will be able to review the report in the dashboard, or you will receive it as an export. 

 

To download report from the dashboard in another format (excel, csv, word, pdf etc), 

click the 3 dots icon in the top right corner of the report you want to download. 

 

NB: The Student Travel Time report will also send a link to an excel export of your report 

to your email inbox automatically, as this report has a longer load time on the dashboard 

– an export can be sent more quickly over email.  

 

 

You can also share dashboard to other users if required. To do this, click on the 

3 dots in the main panel (on page 2) and select ‘Share’. You can then share a 

report with other users:  
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Student Clashes and Student Travel Time Reports 

 

The Student Clashes Report give Student ID/Name and lists the events which clash, the event types, modules, and whether the modules are compulsory, along with other 

event information. This can be used to find students with compulsory and optional clashes. The report can also be extracted to excel as shown above. 

 

The Student Travel Time report shows Student ID/Name and lists the events where a student does not have enough time to reach their next class – as it’s on a different 

Site/Campus. The ‘Time Gap’ is the time a student has to travel, Travel Time is the time needed to change campus, and Exceeded Time is the time that they needed (and 

didn’t have) to make the trip. The report also lists information about the 2 consecutive events. If a Time Gap has -number, this means the student is also double booked. 

The report can also be extracted to excel as shown above. 
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NB: Some of the contents of these reports will be subject to change over the next few months as the EventMap software is upgraded. If there is any information which you 

require additionally within these reports, or reports which would be useful, please get in touch with the Modelling & Reporting team (contacts below). 

 

If you have any further questions on the contents of these reports or how to use them, please get in touch with timetabling@ed.ac.uk or studentanalytics@ed.ac.uk 

mailto:timetabling@ed.ac.uk
mailto:studentanalytics@ed.ac.uk

