
Let REWO’s alloca�on reflect your Leadership! 
 

Minimum System Requirements 
Windows 11 (64-bit)  

Memory (RAM): 8 GB or higher  

Microso� Office 2021 or later  

100 MB free disk space 

 

Important Notes 
Contact the so�ware administrator (+94773385522) if you 
experience ac�va�on or technical issues. 

 

Input Format in  

 

      

 
 

 

 

 

Free Periods: Represented simply by the number 3. 

Class Iden�fiers: Code tags like 9D or 8B represent 
specific student classes. 

Gender Split:The prefix numbers 1 or 2 will reflect in 
WORKDAY Sheet. These prefixes correspond to specific 
cell background colors (Dark Brown or Light Brown), 
serving as the primary visual iden�fica�on (eg. 
Boys/Girls) standard for ins�tu�onal tracking. 

Spacing Rule: A single space is strictly required 
immediately a�er the prefix number 1 or 2. 



Step 1 
To ac�vate the so�ware upon its first launch, please contact the 
administrator with your Device ID to obtain and enter your unique 
Ac�va�on Key, which must not be shared with other users. 

 

  

 

 

 

 

 

 

Step 2  
Select the required Workday worksheet tab, then choose the day 
(Monday to Friday) for which relief periods are to be allocated. The 
�metable for the selected day will automa�cally load into the 
worksheet. 

 

 

 

 

 

 

 

 



Step 3 
Refer to the school's Atendance Register. 

Enter the employee number (or Teacher ID) of each teacher who has 
arrived. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Step 4 
Periods affected by each absent teacher (Le� Panel): 

Periods Ready for Relief Alloca�on (Right Panel): 

 

Le� Panel    Right Panel 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Step 5 
To assign relief du�es, enter the Absent Teacher ID into the Right Panel 
cells designated for the subs�tu�ng teacher.. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Selec�ng this op�on 
highlights teachers with an 

equivalent or greater 
number of available periods 

Commence with the ini�al period to ensure expedited delivery. 
Subsequently, priori�ze the columns designated by green indicators 

to ensure the fulfillment of highly demanded relief du�es 

Entering the respec�ve Absent Teacher IDs into 
the Right Panel cells will progressively highlight 

the corresponding cells in the Le� Panel in green. 



Step 6 
Apply the configured school rules and restric�ons. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1 2 3 4 5 6 7 

1 Temporary strikethrough for all referencing requirements 

2 Iden�fies personnel requiring accommoda�ons alongside upper-floor 
classrooms to prevent the assignment of such rooms to said individuals 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3 Provisions Governing Half-Day Leave Adjustments 

4 Where special circumstances arise on a given day, a teacher may be 
designated as available for alloca�on to any period 

5 Where a teacher expressly requests a relief period for the purpose 
of syllabus comple�on, the requisite class shall be duly iden�fied 

and allocated. 

Alloca�ons from the right panel must be applied directly to address 
vacant cells as following 



 

 

 
 

 

 

 
 

 

 

 
 

 

 

 

 

 

 

6 Relief Exemp�on Indicator: Signifies that no relief alloca�on is 
required, as the class is engaged in an educa�onal excursion or 

special seminar. 

7 No relief alloca�on shall be necessitated for any single period wherein a 
class is exclusively engaged in a student forum or cleaning ac�vity. 

Such exemp�ons increase overall relief capacity by redirec�ng 
teachers who would otherwise be assigned to unavailable classroom 

By temporarily exemp�ng rou�ne instruc�onal alloca�ons, the system generates 
supplementary relief opportuni�es, facilita�ng the iden�fica�on and reassignment of 
teachers even for a single period. 

Select "Y" to view 
the content or 
"N" to opt out. 



Step 7 
Once the relief alloca�on is complete, select the required output format 
from the worksheets (tabs) at the botom of the workbook. You can 
then print the report or save it for future reference. 

 

 

 

 

 

 

 

 

 

 

 


