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ROLLOVER OF SUBJECT OFFERINGS, WORKLOAD SET-UP AND WORK
ALLOCATIONS
Description
AWM has the ability to rollover information from one year to another to save you having to re-enter the
same information from year to year. The information that is rolled over includes:


Offering settings



Workload set-up for non-sessional staff



Workload allocations for non-sessional staff



Work items allocated to sessional staff

Rollover can be conducted for all or selected subject offerings for a full year or a single session. This allows
you flexibility depending on how your school chooses to plan.
The benefit of the rollover functionality is that the work comes across exactly as it was the previous year
and you can then review and edit or transfer the work as necessary. If no changes are required you can
simply progress the work through the approval stages. The roll-over process is very quick.
Currently you cannot roll-over “Other” work items, such as Training. This functionality will be available
shortly. You cannot rollover work that you have planned into Subject Offerings that are not “owned” by
your school.

Key points you need to know before commencing the roll-over process
 You should only roll-over once. It is possible to rollover the same offering to a new year multiple
times. The result of this will be the workload allocations being duplicated multiple times in the year
you are rolling to. We suggest avoiding this issue by allocating one person in the school to conduct the
rollover task (this could be one person per discipline).
 You will not be prevented from rolling over subject offerings that are not yet on the Subject
Availability List (SAL), however real time student numbers will not appear until the subject is approved
on the SAL. Start and end dates will also be blank for any subject offering not yet approved in the SAL.
You can roll-over to a future year, but the offering will only appear in the Delivery screen once
approved in the SAL.
 Offerings will only be rolled over if they have been set up correctly, meaning they have a Discipline
and Type. Refer to the user guide or quick reference guide on how to maintain offering settings.
 When you rollover work allocations the work will be in the planning stage and will show a
chip. This chip will disappear if the work is edited or if not edited, when approved. For
non-sessionals, the chip will change to NEW if edited. Currently only work that is allocated to a
subject offering will be rolled over, so “Other” items such as Training will not.
 AWM will cut over to the Actual Student numbers in all per student calculations for any new work
items, and for all existing items still in Planning, Checking or Approving for that session and those
items will automatically reflect the new figures.
 If you receive an error of any kind, check what has been rolled over into the new year before
attempting the rollover process again.

 You can continue to work while the roll-over process runs. You will receive an email to advise you
when the roll-over process is complete.

Steps to rollover
1. Go into offering settings and type in the year you are rolling over to e.g. 2018 to ensure that this
process hasn’t already been completed.
2. Click on the Roll-over button located on the right hand side of the screen
This will bring up the Offering Roll-Over screen and enable you to choose the year that you are
rolling to. Click Roll-over.

3. Go back to the Offering Settings screen. Select 2018 and search. You will see that the discipline
has been populated and the predicted numbers have populated based on the actual numbers
from the previous year. You can now edit the predicted numbers if necessary.
4. Go to the Delivery screen. At the bottom of the screen click on Roll-over Subject Offering work
items.

5. The roll-over screen will now appear. You can select to filter the Discipline and Session you want to
roll-over. Then select the particular Offerings you want to roll-over by clicking the box on the left

hand side of the offering detail e.g. EMG100_201760_M-D. You can also select ALL offerings by
selecting the tick box at the top of the column. Then when you have selected all the offerings that
you want to roll-over, click on the blue Roll-Over button. Note this will roll-over work for all nonsessional and sessional staff.

6. You will be presented with a screen that lists all individuals who have worked planned in the
selected offerings. Should you have a staff member who will not be working in the following year
you can choose to have their work rolled over to a placeholder. Once the rollover process has
been completed the placeholder will be listed as Placeholder – (Discipline of the subject offering)
e.g. Placeholder – Emergency Management. Then click Rollover to start the rollover process.

7. You will receive the following message on the screen. You can continue to do other work in the
tool while the rollover process is running. You will receive an email when the roll-over process has
completed.

8. The roll-over process is now complete.

Viewing the rolled-over work
You can access your rolled-over subject offerings and work planned as usual from the Delivery screen.
Make sure you select the new year e.g. 2018. If you click on a particular offering you will see in the
summary screen that work is already allocated.

If you click on the detail you will note that all work allocated is in the planning stage.

If you click on an individual and are a workload planner, you will see in the Detail Screen that a Rolled-Over
Chip is visible. This will remove if the work item is edited or once the work is approved if no changes have
been made.

Note: Individual Workload set-up for non-sessional staff will have also rolled over. You may need to edit the Days of
Leave or workload splits depending on individual circumstances for the following year.

