
 

 THE EXAMPLE SCREENSHOTS IN THIS DOCUMENT ARE FOR ILLUSTRATION PURPOSES ONLY. 
 

 

 
 
 
 
 

Back Ups 
Back-ups are carried out for all schools during the day in a 4 hourly cycle, 8:00, 12:00, 16:00 etc. it is worth 
leaving around 15 minutes margin after these times to ensure the back-up is complete.   
 
We would recommend timing any change that you make, to be carried out just after the back-ups have 
run (16:15 for example) to ensure a restore can be carried out, if necessary, with a minimal loss of data.  It 
is also worth making the changes when fewer people are on the system.  
 

Further Guidance 
See How to Create a New Period Structure & How to View/Edit a Period Structure. 
 
There are two different ways to change your period structure mid-year.  
 

Editing your current period structure.  
 

Why use this method. 
 

• Editing your current period structure can be done within the academic year and will not require you to 
apply a new timetable.   
 

• However, it can only be used for simple changes such as period time changes.    
 

• You can add a period to the end or the start of the day but not a period within the current day.   
 

• The changes you make will appear for the complete academic year – i.e., if you add a non-teaching 
period to the end of the day, it will look on your system as if it was there from the start of the academic 
year regardless of when you edited the structure.  

 

 
 
 
 
 
 
 
 
 
 
 
 
 

Changing your Period Structure Mid-Year 

Changing your period structure mid-year can have far reaching implications and it is 
recommended that a Support Call is raised prior to starting the process. 

See Bromcom Support Desk Guide. 
 

https://docs.bromcom.com/knowledge-base/how-to-create-a-new-period-structure/
https://docs.bromcom.com/knowledge-base/how-to-edit-an-existing-period-structure/
https://docs.bromcom.com/knowledge-base/bromcom-support-desk-guide/
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How to make the changes. 
 
Check Config>Curriculum>Configurations to check if you need to change any of the configurations for 
maximum period length etc. 
 

 
Go to Config>Curriculum>Period Structure 

 
 
The period structure that is highlighted in blue is your current period structure; the date range is also 
in blue text and covers today’s date. It will normally be for the complete academic year.  
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Click on the top left Edit button, make the necessary changes on every day in the cycle and save at the 
end.    

 
You will find another period structure is created in your list of period structures, with a (number) at the 
end to indicate that there has been a new version.  

 
Saving as you complete each day will give you multiple period structures so should be avoided  

 
If you make a mistake and accidentally delete or add a period that you didn’t intend, cancel out and start 
again.  
 

Creating a New Period Structure.  
 

Why use this method:  
 

• Creating a new period structure will allow you to apply period structures for specific date ranges.  This 
means that if you add a period to the school’s day, it will appear for the dates that you have applied the 
period structure for and not the complete academic year.  
 

• Larger changes can be made, you can add things to the middle of the day for example. The downside is 
that data is cleared away from the date of the apply going forward.   
 

• There are warnings as you apply the timetable. You will need to:  

• Apply the timetable again (so you must have a copy that is up to date)  

• Re-enter any attendance marks that may have been added for future dates.  

• Re-enter and School diary entries for future dates including for parents’ evenings.  

• Re-enter Cover entries (staff absence will be fine) for future dates. 

• Tutor Group timetables (can use the tutor group timetable generator)  

• Check Register Update Parameters to ensure that still matches your requirements.  

• Withdrawal Group: Students’ memberships will require checking and adding again.  
 

How to Create a New Period Structure  
 
Once you have the times for your period structure, check Config>Curriculum>Configurations to see if you 
need to edit the AM or PM durations or the normal and maximum class times.   
 
Changing these has no impact on the current structure but needs to match any new structure that is 
created.  
 
Now follow the Help Centre guide on Create your new period structure. 

https://docs.bromcom.com/knowledge-base/how-to-create-a-new-period-structure/

