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WHAT IS WEB PREFERENCES? 
 
Web Preferences is a fully hosted web based application that allows students to submit 
their subject selections online, removing the burden of having to enter student 
preferences into The Timetabler manually. 
 
There are two versions available, Web Preferences for those on a Software Maintenance 
Agreement and the Web Preferences Manager for those on a Web Software Maintenance 
Agreement. 
 

 

WEB PREFERENCES FEATURES 

Available with a Software Maintenance Agreement 

 

 Nominate the Opening and Closing dates that students will be able to submit 
their preferences 

 Create a plain text opening message for students, such as "Choose 5 subjects and 
nominate a reserve preference at Preference 6" 

 Create a plain text closing message for students, such as "Print this receipt and 
have your parent or guardian sign and return to..."  

 Nominate the maximum number of preferences a student can submit 

 Nominate the maximum number of times a student may change their submission  

 

 

WEB PREFERENCES MANAGER FEATURES 

Available with a Web Software Maintenance Agreement or for a fee for those with a Software Maintenance Agreement 

 
In addition to Web Preferences, the Manager also has the ability to: 
 

 Create Preference Groups; allows subjects to be grouped for preference selection. 
For example, choose at least 1 Maths subject from this group, choose at least 3 
subjects from this group. (These rules can be enforced) 

 Control the minimum number of preferences that a student must enter for a 
group of subjects and the total number of subjects/units that a student must 
select overall.  

 Enter reserve (or backup) preferences for a group of subjects. For example, a 
student could be asked to enter 4 preferences plus 2 reserves from the available 
subjects.  

 Restrict what subjects a student can select through the use of prerequisites and 
restrictions. For example, if a student does not have the required prerequisite to 
study Year 11 Home Economics then the subject does not appear for selection.  

 Create rich text subject descriptions, opening messages, selection instructions and 
receipt instructions.  

 Upload the school logo to be displayed on the student portal.  

 Generate a wide range of reports showing students who have or have not 
submitted, how many times they have submitted and what they have submitted. 
Reports on how many students have requested a particular subject allows the 
administrator to view trends in what is popular, in real time.  
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ABOUT THIS GUIDE 
 
This guide is a quick reference on how to prepare your Student Options files and register 
for Web Preferences – it contains only a summary of the steps required.   

 
PREPARE YOUR STUDENT OPTIONS FILE 
 
The information contained within your Student Options file will be used by Web 
Preferences  to automatically enter student and subject information so it is important to 
ensure this information is up to date prior to registering.  This data will be exported out 
of Student Options into a Web Preference import file (*. wpi). 
 
If you have multiple student groups that you would like to use Web Preferences you will 
need to repeat the registration for each student group. 
 
In the following example, we will prepare a Student Options file for the current Year 11 
students to choose their preference selections for Year 12. 
 
Create a new Student Options file  
 

1. Open the Student Options module of The Timetabler 
 

2. On the File menu, click New 
 

3. Type the name of the new file, eg Students Yr12 2010 and click Save 
The new file will now be open – the file name will appear at the top of the screen 

 
Import the Student Details 
 

4. Click Students (located on the Home Page of the Student Options module) 
 

5. Click Import Students and click Next 
 

6. From the drop down menu select Student Options file (*.sof) and click Next 
 

7. Click Browse and select your current Year 11 Student Options file (containing 
the students that will study Year 12 next year) and click Open 
 

8. Click Import New, click OK and click Finish 
 

9. The Year 11 students have now been imported into the file.  Manually enter any 
new students or delete any student not doing Year 12. 
(Please note, student codes are mandatory and must be unique) 

 
10. Close back to the Home Page of the Student Options module  
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Import the Option Details 
  

11. Click Options (located on the Home Page of the Student Options module) 
 

12. Click Import Options and click Next 
 

13. From the drop down menu select Student Options file (*.sof) and click Next 
 

14. Click Browse and select your current Year 12 file (that contains your Year 12 
subjects) and click Open 
 

15. Click Import New, click OK and click Finish  
 

16. The current Year 12 options have now been imported.  Manually input, delete or 
edit any changes to the Year 12 options for next year. 
(Please note, option codes are mandatory and must be unique) 
 

17. Ensure that all options have a unit value of 1.  The number of preferences 
entered by students may not be calculated correctly if any other value is used in 
this field. 

 
18. Click Save and close back to the Home Page of the Student Options module 

 
You have now completed setting up your Student Options file & are ready to export the file... 
 
Create the Web Preferences import file 
 

19. On the File menu, click Export  
(located on the Home Page of the Student Options module) 
 

20. Select Web Preferences import file (*.wpi)  
 

21. Ensure Students, Options and Enable Options for selection are ticked.   
(Note: the checkbox referring to “Options assigned as Completed Subjects” is 
only available for the Web Preferences Manager.  Clients using Web Preferences 
do not have access to this feature) 
 

22. Click Browse and select the folder where you would like the file to be stored.  
Click Next and click Finish 
 

The export file has now been created and is stored in the folder you specified... 
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SUBMIT YOUR REGISTRATION  
 

1. Using Internet Explorer or a similar web browser, go to 
http://www.timetabling.com.au/support and select Web Preferences Registration 
 

2. Enter your SMA User Name and Password (found on the packaging of The 
Timetabler, please contact us on 03 5241 9801 or info@timetabling.com.au if you 
do not know this.)  
 

3. Enter your name so we know who to contact if we have any questions. 
 

4. Enter your email address so we can email you the Student Access Guides, Status 
Reports and a file containing your final student preferences. 

 
5. Enter the Student Group Name. For example, Year 12.  This will appear at the top 

of the student portal. 
 
6. Enter the Preference Total: What is the maximum number of preferences a student 

can choose?  (Indicates the number of preferences boxes that will appear on the 
selection screen when students login) 
 

7. Enter the Submission Total: How many times can a student change their 
preferences?  (Maximum 20) 
 

8. Enter the Opening Date:  When do you want students to start submitting 
preferences?  (This is for Timetabling Solutions internal administration purposes 
only.  Access will be provided immediately from time of receipt by school of 
Student Access Guides)  
 

9. Enter the Closing Date: When do you want students to stop submitting 
preferences?  (Exact time cannot be specified - access closes no later than 5pm on 
the date specified)  
 

10. Enter an Opening Message: Do you have a message you wish displayed when 
students are selecting preferences?   
 

11. Enter a Closing Message: Do you have a message you wish displayed on a student’s 
preference receipt?  The default in the box is a line for the Student and Parent 
/Guardian signatures. 
 

12. Click Browse to locate and upload your Web Preferences import (*.wpi) file.  (The 
wpi file is exported by you from the Student Options module and contains the 
students and options you want made available in Web Preferences.) 
 

13. Click Submit Registration 
  
When the school's registration has been received and processed at Timetabling 

Solutions, an Acrobat Reader (PDF) file, containing a personalised Student Access 
Guide for each student will be emailed back to the address nominated in the form.  
Note, Student Access Guides will be ordered by Home Room.  Please allow up to 
5 business days for this process. 

http://www.timetabling.com.au/support
mailto:info@timetabling.com.au
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STUDENT ACCESS GUIDE EXAMPLE 
 
On the next page is an example of a Student Access Guide for the student Michael 
Wood.   
 
Each student is to receive only their own copy as it contains their private Student Access 
Code and Password. 
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Home Group: 11-BARWON      House: 
Year Level: 11       Roll Class: 11-B 
 

 
Introduction  

Web Preferences is a web application that allows students to enter their subject preferences on-line.  
This Access Guide details the procedures to access and use Web Preferences.  

Before you begin, make sure that you have access to a computer that has the following:  
-An Internet Connection.  
-Microsoft Internet Explorer 7.0 or higher.  
-Access to a printer.  

Step One - Accessing Web Preferences  

To use Web Preferences open your web browser and go to the following internet site.  

https://www.webpreferences.com.au  

Click on the button “Access Web Preferences Student Portal” to access the Login page.  

Step Two - Logging into Web Preferences  

To login enter the Student Access Code and Password below. Note the entries are case sensitive.  

Student Access Code: ACA43-312-22061 

Password: TE4PV8 

Then click on the button “Enter the Web Preferences Student Portal”.  

If there is an error in entering either the Student Code or Password, an error message in red text will be  
displayed at the bottom of the page.  

Step Three – Selecting Preferences  

To view a list of the subjects available for selection and any personal restrictions click on the “View Subject Report” 

button. To continue click on the button “Return to Home Page”.  

To select or change your preferences click on the “Add New Preferences” button. An Initial Instructions  

page may appear, once you have read these instructions click the “Continue” button.  

On the Preference Selection page, follow the instruction on this page to select subjects from the drop down list boxes. 

When you have finished, click on the “Submit Selected Preferences” button. 

Step Four – Validating Preferences  

The “Preference Validation” page will display all your preferences in the order you selected them. If you are happy with 

your preferences then continue by clicking the “Submit Valid Preferences” button which will open a page titled 

“Preference Receipt”. Alternatively if you would like to make changes to the preferences entered click on the “Cancel” 

button this will take you back to the Preference Selection page. 

 
Step Five – Finishing Up  

You can print your “Preference Receipt” page by clicking on the "Open Print View" button and clicking the “Print 

Receipt” button. Sign the printed receipt and return it to your school. To continue click on the “Return to Home Page” 

button. If you want to change your preferences, repeat the process by clicking the “Add New Preferences” button, 

otherwise exit by clicking the “Log out” button. 
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STUDENT PORTAL - WHAT THE STUDENT WILL SEE 
 
In this example we will log on as the Year 11 student Michael Wood from Michael Wood 
College.  He will be selecting his Year 12 subjects for next year.  
 

 
 

 
 

ACA43-312-22061 

******  

The student will enter the 
Student Access Code and 
Password found on their 
Student Access Guide. 

The number of times a student can submit preferences is specified by the 
school during the registration process.  The Home Page informs the students of 

how many submission opportunities they have remaining. 
 

To view a list of available subjects the student can click View Subject Details. 
 

To add their preferences the student will click Add New Preferences. 
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The Opening Message entered in the 
registration process appears at the top of the 
screen.  The number of preference boxes that 

appear is also specified during registration.  
 

The student makes their selections from the 
drop down boxes and clicks Submit Selected 

Preferences. 
 
Note:  If a subject is selected more than once 
a message will appear and the student will not 
be able to proceed until the issue is resolved. 

A validation screen appears showing the student’s 
selected preferences.  To accept the preferences the 

student clicks Submit Valid Preferences. 
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Once the school reaches their nominated closing date, Timetabling Solutions will email 
the contact person with the collected preferences in a Web Preferences export file 
(*.wpe) ready for them to import directly into their Student Options file.  Please allow up 
to 5 business days for this process. 
 
 

A preference receipt recording 
the date and time can be printed. 

The Closing Message supplied by the school during the 
registration process appears on the bottom of the receipt. 

 
Once the student has completed the process they can close the 

browser or return to the Home Page and log out. 
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IMPORTING COLLECTED PREFERENCES  
 
Once you receive the email containing the collected preferences, save the attachments 
(*.wpe file and Student Status Reports) to a location on your machine, we recommend in 
your Timetable Data folder. 
 

1. Open the Student Options module of the Timetabler 
 

2. On the File menu, click Import … 
 

3. Click Next, select Preferences and click Next 
 

4. Select Web Preferences export file (*.wpe) from the drop down list and click 
Next 
 

5. Click Browse… and select your wpe file and click Open 
 

6. Click Next and click Import Changes, click OK and click Finish 
 
The preferences have now been imported into the Student Options fileé 
 
 

VIEW A SUMMARY OF THE PREFERENCES COLLECTED 
 

1. Click Preferences (located on the Home Page of the Student Options module) 
 

2. Click Summary of Preferences Entered 
 
A summary of preferences by student is shown on the screené   


