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1.1

1.1.1

1.1.2

Timetable

Introduction

The purpose of this brochure is to offer a fast, uncomplicated introduction to Untis Express. This manual
should help you to create your school's timetable within a very short period and to perform day-to-day

Cover scheduling .

Please bear in mind when working with the application for the first time that entering initial data

( Teachers , Classes , Rooms , Lessons etc.) will take a relatively long period of time, but that when you
come to create new timetables you will be able to work with the same basic data and will therefore only
need to enter changes that occur at your school from year to year (e.g. changes in staffing, subject
allocation etc.).

Before you actually start creating timetables, we would first like to provide some information on
Installation , Licencing , Online help , the Welcome screen , Demo files and the Data entry wizard.

Installation

Insert the installation CD into your CD ROM drive. If the installation procedure does not start
automatically, Double-click on the file ' SetupExpress2015.exe’ to start the setup process. The setup
wizard will then guide you through the installation of Untis Express.

Warning: Administrator rights
Please ensure that you have administrator rights when you install Untis and open the application of the
first time. You will then be able to work with Untis as an unrestricted user.

We recommend that you do not change the default installation path. On an English-language Windows
system with administrator rights this will be, for example C:\Program Files\Untis.

The setup wizard will inform you as soon as installation is complete. From now on you can launch Untis
by clicking on the application icon that has been placed on your desktop.

Entering licence data

When you go to the tab 'File' and select 'New', you will be prompted to enter your licence data. (Your
Untis partner will have provided you with a document containing your licence numbers.)



http://www.grupet.at/de/kontakt/partner/europa.php
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i ™

Licence data
Sehool name Lieree bz 3 day Untis oK
Test school DEMO &BC-123 license Di‘
For testing DEF-456 School zize
fior FO0-1500 students

: GHI-7E3
Ewpiry date [Day. Month. vear)

kodules
Standard package Small modulesz

Optimization Lezzon planning - walue calo.
Foom optimization + off-zite bu... Break supervizion
Scheduling dialogue Department timetables

Eig modules Students timetables

Cower planning Light |nfo timetable

Courze scheduling Fultiveeek timetables

Minutes timetable Fultiple terms

Calendar - 'ear Planning

Footer Gruber & Petters Software

County R egion Custormer-M urmber
_[Other 0

Please make sure to enter the licence data correctly and confirm with <OK>.
Incorrect licence data

If you have a temporary licence you will also have to enter an expiry date. If the message

.
Untis - Question ‘A @

— _ _
( b School name, expiry date or licence
VY number Lincorrect

Do yau want to correct the licence data?

is displayed, check your input with the details on the licence data document and correct the entry.
Please note that the entry is not case-sensitive, however all characters of the two lines of the school
name, the licence number and expiry date must be entered exactly as they appear on the document.
Confirm your entries with <Yes>. You will only be able to create a file for your own school after the



113

11.4

11.5

licence data have been entered correctly.
Automatic save

You can use the menu item "Settings | Miscellaneous | Auto-sawe" to specify how frequently Untis
should automatically save data and how many backup generations should be archived. The settings in
the figure mean, for example, that Untis should save the data every 30 minutes and use four generations
of backup. These data are saved in files named save1.gpn, savwe2.gpn, save3.gpn and save4.gpn The
most current data are always in file save1.gpn and the oldest in file save4.gpn.

r ——

= School data -
= |0 Mo, of auto-zave generations

. General

- Querview . 0 Auto-zave interval [minukes]

- Values

= Miscellaneaus Save only when the data has been changed

- Auto-save - Open with the last file used
- Directories

- Timetable

- Customise

- Value Calculation

- Warnings

If you check the field "Open with the last file used", Untis will always load the last file to be processed
when opening. You can suppress this function when you launch the application by holding the <Shift>
key when opening.

Help functions

If you need general help at any point in time, press <F1> to display help information and select
'‘Contents’. You will then find a manual providing detailed information on all topics.

However, if you require specific information on e.g. a particular button or input field, activate the
respective field and press <F1>.

Welcome screen

When you launch Untis Express for the first time you will be greeted by a welcome screen.
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1.1.6

First steps

@ Welcome to Untis
)

Creating a timetable

Welcome to Untis

Untis is currently being used by mare than 20.000 schools and universities warldwide.

e.‘ Demo files Cieate the timetable of your school fully-automated. T he results of our timetable-optimization algorithm are unmatched!

Help & News
L]]_] Manuals
|® Contact

Messages
B ¢

Settle the daily timetable changes in pour school with the cover scheduling module.

- The haditional paper class register is dead - long live the electronic class register. The ‘WebUntis solution iz easy to handle, fast and convenient.

) A
h 2 |

New in version 2016

The welcome screen gives you access to information in the form of interactive flash demos on the

application and on what is new in the current version of Untis. You can also view all manuals and launch
the data entry wizard .

Untis is deployed in a large number of countries. Take advantage of our international demo files to gain
an oveniew of the possible uses of Untis.

First steps

a Welcome to Untis
o

Creating a timetable

@| Demo files J

Demo files

Underneath you can find a wariety of different timetables, Choose your country and schooltype.

[ — J— —_—
IiESEiIlIi==E00 0 = f=m=aFE=

Help & News

I_l_] Manuals @ Vocational Schools

( Contact
|@ onta ‘f% Primary Schools

S Messages

=2 secondary School
00‘1 ondary o0ls

‘Jﬁiﬁ Junior High Schools

Demo files

The demo files are intended to help you to get to know the functions and possible data entry scenarios
in Untis. They already contain licencing and school data. There are two types of demo file in Untis:

Actual school data that are typical of a certain type of school in a specific country. These files can
be opened, for example from the Welcome screen .

Simple files with different areas of focus that allow you to get to know the basic features of Untis
without being overwhelmed by masses of data. You will find this data in the public Windows

Documents file (e.g. Windows 8: C:\Users\Public\Documents\Untis. This manual generally draws on
the file demo.gpn for examples in this manual.
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11.7 Data entry wizard

There are two ways of invoking the data entry wizard:

1. via the button 'Data entry wizard' under the tabs 'Start' or 'Data’
2. via the 'Create timetable' option in the welcome screen

The data entry wizard is intended to help you set up your timetable. The individual tasks should be
completed chronologically. When you select a task, the corresponding window will open and brief
information will be displayed on the topic.

You also have the opportunity to view a flash demo or to read the relevant chapter in the help function.

Untis data entry wizard =

Setting up the schoolyear and the time of the ...
ﬁ Establishing the school year

@ Breaks and Holidays Untis data entry wizard =
@& Entry of the time grid

[ Back to the list

Entering rooms, classes, teachers and subjects

ﬁ Entering rooms... Entering rooms...

Use the room weight to specify the
importance of a room for the lessons planned
ﬁ Entering teachers... init [0 = unimportant, 4 = extremely

) : important). The gymnasium will always have a
ﬁ Entering subjets... high room weight, because PE cannot be
taught in other rooms.
The alternative room is functionally equivalent
ﬁ Specification of core times to the specified room and may be used if the

I specified room is not available.
@ Teacher-availabilities ] l
Hint: Do not use all numerical names [codes)

5 foryour rooms. Mix-ups with lesson numbers
Entering lessons can thus be avoided,

@& Entering classes...

Availabilities

@ Entering lessons

Additional information

Scheduling - @ Film

@ Manually schedule periods, (;fl Help

{8 Weighting '

@ Data check [ Back to the list

@ Automatic scheduling

Timetables “
B Timetables

1.2 Basic data

All windows that are displayed in the data entry wizard can also be accessed Via the corresponding
menu item. The first block include the following:

e the school year
¢ the time grid and the lunch break
e school holidays
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121 Schoolyear

Enter the duration of the school year under "Settings | School data". Do not include the summer
holidays in your school year. Confirm your input with <OK>,

Schoal name
Teszt zchool DERO

For demo and test only

Gerrmany Country

Fiegion

1 Miscellansous

+- Reports

+- Substitution Planning
. Course Scheduling 19.09.2016 - 300620017 -

. Multillser

-~ School pear Schoal number
Fr. To
I}

Type of zchool

Cancel

1.2.2 Time grid

If you go to the tab 'Data’ and click on the button Time grid' you can specify on how many days in the
week lessons are held, how many periods per day are used for teaching and which of these periods are
probably regarded as morning or afternoon periods.

The following times have been entered for the school in the example below:

e 5 days per week (Monday to Friday)

e 8 periods per day

e a maximum of 3 afternoon periods per day

e no lessons on Friday afternoons
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123

P "

@ Time grid E=3|Ech =

9 General r Breaks r Substitute ] I+
al Mumber of davs [1 to 7] E rityp:
B b awimurn nurmber of peniodsz per day [1 ko B0) Marring
b onday + | Firzt zchool day of the week, Free
Afternoon
Fenod number 1 2 3 4 5 B 7 a
200 &85 950 1045 11:40 1235 1230 14:256
845 340 1035 11:30 12:25 1320 1415 1510
b ornday tdarnin karnn kornn Baoran Maoren Sftern Aftern Aftern
Tuesday tarrm Maron Mornn BMaron Moren Aftern Aftern Aftern
Ywiednesday bdormn Morni | Maornil Marnin forin Aftern Aftern Aftern
Thursday tdarni kM arnn kornn Maoran BMoren &ftern Aftem Aftern
Friday tarmi Mornil Morni BMoarnie bMorei
k. Cancel Apply

The 8 periods per day are divided into 5 morning and 3 afternoon periods. This distinction between
morning and afternoon periods is important for the position of a possible lunch break and can in turn also
influence when lessons are scheduled depending on additional settings.

Enter the length of each period in the relevant fields below the period in the grid. This allows you to enter
different durations for afternoon or evening periods. It is also possible to enter a break for the entire
school between the last period of the morning and the first period of the afternoon.

Lunch break

Any lunch break is automatically placed in the last period of the moming and/or the first period of the
afternoon. You can influence the position of the lunch break on the 'Breaks' tab on the ' Time grid ' by
selecting the first and last periods that can serve as lunch break. The length of the break between
morning and afternoon lessons is specified at a later point in time (e.g. 1-2 periods depending on the
class).

The example shows that the 5th period is the first that can be used as lunch break and the 7th period is
the last. The lunch break must always lie on the boundaries or across the boundaries between morning
and afternoon. The white fields indicate those breaks lying between the last period of the morning and
the first period of the afternoon. It is also possible to specify the maximum number of classes that can
have their lunch break at the same time plus the title of the lunch break in the timetable.
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1.2.4

P )

ﬂ Time grid @lﬂl[ﬂ]

4 Gen erayy Breaks r Substitute ] [
574 Lunch break from-to Lunch break label
5 b amimurmn nurber af clazzes with lunch break at the zame time
E rikry:

* = Double peniods must ot span this break:

1/2 |2/3 |34 45 56 (67 78|

Break denomination
Start 245 940 10:35 11:30 1225 1320 14:15
End 855 950 10:45 11:40 1235 1330 14:25
b ornday

Tuezday
YWednesday
Thurzday
Friday

Note: Double period and break
If an * is entered for a break, as in the example between the second and the third period, a double period
may not span the break.

School holidays

Under the tab 'Data’ there is the button 'School holidays' where you specify when therer will be no
lessons due to school holidays or public holidays for the whole school in the current school year.
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@ School Holidays [E=H{E=H =
Mame Full name Fram To Mext week [4B...) Ma. of subsequent schaol
Haoliday 1 Chiistmas Holiday 24122016 0B.01.2017
2812 25122016 25122016 25122016

School Holid. 221.2017-22.1.2017 2.m2m7 2202017

4 | n 3

Fl @ Diate: Su 25122016 Mo lessons Legend Bresks Holiday Weekend
A Calendar week: 51 Public haliday Schoal Year

Mol Tu e Th Fr | Sa|Su|Mo Tu|we Th Fr |Sa|5u|Mo Tu|'wWe Th Fr |5a|5u Mo Tu/We Th Fr Sa Su Mo Tu ‘we Th Fr |Sa Su Mo Tu ‘We Th Fr |Sa Su

September 1920 21 22 23 24 25| 26 27 28 23 30

Detober 1 2|3 4 5 6 7 8 9]1011 1213 14 1516|117 13 13 20 21 22 23| 24 25 26 27 28 23 30| ;
28 vember 12 3 4 5.8 7 8 31011 1213|1415 16 17 18 1320| 21 22 23 24 25 26 27| 28 23 20

December 1 2 3 4|5 6 7 & 91071]12 13 14 15 16 1718 19 20 21 22 23)2| 27 28 290 @

Januiary a2 a4 s s 78] 9 10 11 12 13 1435 16 17 19 19 20 21 22| 23 24 25 2 27 2820] W A

February 12 3 45 6 7 8 910111213 14 15 16 17 1819 20 21 22 23 24 25 26| 27 28

March 12 3 45/ 6 7 8 910111213 14 15 16 17 1819 20 21 22 23 24 25 26| 27 28 29 30 A
G e 172 3 4 5 6 7 8 8|10 11 12 13 14 1516|117 18 13 20 21 22 23| 24 25 26 27 28 23 30|

May 1 2 3 45 6 7|8 910 11 12 1314|15 16 17 12 19 2021 22 23 24 25 26 27 28| 23 a0

June 12 3 4|5 6 7 & 9 1071]12 13 14 15 16 1718] 19 20 21 22 23 24 28| 2% 27 28 29 %0

General data ar. Cancel Apply

Schoal year MNumber of days: 285 Mumber of weeks: 41 MNumber of schoal halidays: 2
Lessons MNumber of days: 245 Mumber of weeks: 41 Number of free days due to MNumber of public holidaps:

School holidays are important, if you use the cover scheduling functionfor daily changes in the timetalbe.
School holiday and public holiday entries are also considered in calculating the weightings of the
lessons for the teachers in the value calculation. However, they do not haave any impact on the
optimisation of the timetable.

1.3 Master data

Master data refer to all school-specific resources in Untis which are essential for the creation of the
timetable. These include Rooms , Classes , Teachers and Subjects

Master data can be called up via the menu items ' Master Data | Classes', 'Master Data | Teachers' etc.

Time School School Lesson
grid data holidays plannjng

1.3.1 Master data maintenance

Creating a new master data element



Timetable 15

You can create a new element (e.g. a new class) in the master data window by clicking into the last
(empty) row in the grid and entering a short and a full name. When you click on the <New> button the

cursor automatically gets to this row.

@ Classes / Class

DR HoR ==

o

B | EBORIO = B
Mame |Full name Text Room | Main subjfday
1a Clazz 1a (Gauss) R1a
1k Clazz 1b (Mewton) R1b
2a Clazz 2a (Hugo) R2a
Zh Clazz 2b (Andersen) R2b
3a Clazs 3a (Aristotle) R3a
3k Class 3b (Callas) P=1
4 Clazzs 4 (Mabel) P=2

FE R R I I

Lunch break | Periodsiday | Consec. Pers.

Lock (x1 | lgnare (i)

1.2 4.5 21 [E &
1-2 4.6 2 [ ]
12 47 2l @ [
1.2 47 z| H B
1-2 4.5 2 @ ]
1.2 4.3 2| @ &
1-3 4.3 2l [ ]

You can switch between the individual fields using the <Tab> key.

Changing the short name

You can change the short name by double clicking on it to open a separate window. You can mark and
change all other data (e.g. full name) by simply clicking on them in the grid view.

-

Short name

-

LE M amne

Clazz 1a [Gauss]

]9

Cancel

Full narme

e

Element lIoschen

You can delete a master data element by activating/marking the respective row and clicking on the

<Delete> button.
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D= HCR ==

b

Drag&Drop
_‘_u:uc:k ) lgnare (i)

Mame |Full name ext |Room | Main subjiday

Class 1a (Gauss) R1a 4 1 2 | =]
Class 1h (Mewton) R1b 412 4.6 2 [ ]
Class 2a (Huga) R2a 4 1.2 4.7 2l [}
Class Zb (Andersen) RZb 412 4.7 2 [ ]
Class 3a [Aristotls) Raa 412 4-3 2l | ]

w Class 3b (Callaz) P=1 412 4.3 2| @ [
P2 413 4.3 2l @ [

Drag&Drop

Sort order

If you wish to rearrange a master data element click on the first (grey) column of the element that you
wish to rearrange and hold the left mouse button down. Now drag the element to the desired position in
the list.

You can also change the order of the columns using drag&drop.

1.3.2 Entries for all master data and lessons

Some fields and functions can be found in (almost) all types of master data and in lessons.

Lock (%) |lgnore (i) | Text

[l [l
] [ Text
Lock (X)

A lesson containing an element that is locked will be "frozen" in the timetable. Already scheduled
periods will not be rearranged in a subsequent optimisation.

Ignore (i)

A lesson containing a master data element marked "Ignore" will be ignored in the timetable, i.e. it cannot
be scheduled or displayed.

Text
An explanatory text can be entered for each element.
Blocking

If an element is not available in a certain period you can block it using time requests. This means that
optimisation will not schedule a lesson with the respective element in this period.

Select the appropriate period of time and enter the time request -3, which corresponds to an absolute
block.
You can use the serial change function to apply this time request easily to other elements.
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e =)

@ Time requests / Room E'@

@B @B a5 | 9@ | 95 4= =5 | @ =, n
SH1 ” Sparts Hall 1

1 2 3| 4 &l 6 7| &
b orday ---.
Tuesday
wiednesday ---.
Thurzday
Friday 333333 33
S aturday

Defining time requests for Classes and Teachersmay prove more difficult. You will find the explanation in
the appropriate chapter.

1.3.3 Serial change

You can change more than one row in a column with just one entry. For example, perform the following
in order to change the number of consecutive periods of main subjects in:

1. Hold the left mouse pressed to select the classes where you wish to make the entry.
2. Enter the desired value.
3. Confirm with <Enter> or <TAB>.

@ Classes / Class [E] EI@
3a BRI O B P E
Mame | Full name Roatmn | Main subjday | Lunch break | Petiodsiday= | Consec. Pers. |Lock () | lgnore (i) | Text
3a  Class3afAristotls)  R3a 4 1-2 4-8 [ ]
3h Class 3b(Callas) P=1 4 1-2 4.8 [ 0
4 Clazs 4 (Makel) Ps2 4 1-3 4-5 |:| |:|
2a Clazs 2a (Hugo) R2a 4 1-2  Consec. Pers. 0) [ &
Zh Clazz 2h (Andersen) R2h 412 2 [ &
1h Clazs 1b (Newtor)  Rib | PT——— / [F ] Test
1a Class 1a [Gauss) Ria a2 o) [ [

L
o
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134

1.3.4.1

Rooms

Each master data element is uniquely described with a name and a full name.

Full name
Spartz Hall 1
Sports Hall 2

Phrysics lak.
zhi

Room name
Select an appropriate abbreviation that uniquely describes the room in your school. For example SH1 for
sports hall 1 or R10 for class room number 10.

Room full name
Enter a full name which describes the room in more detail.

Tip: Room names

We recommend that you include at least one character in each room name and do not use numbers
exclusively (e.g. R10 instead of 10). This helps to awid confusion with possible classes of the same
name and increases the legibility of the timetable or cover schedule. Rooms should not be given the
same names as classes (e.g. R1a for class 1a's classroom) as this would mean having to rename the
rooms each school year.

You should enter alternative rooms and room weightingsfor automated scheduling.
Alternative rooms

The alternative room is used for scheduling lessons if the room originally desired is already booked. In
our example SH1 is the alternative room of SH2 (and vice versa).

@ Rooms / Room }
SH I HR O 2D

Mame | Full name Text |Alkern. room

SH1 Sports Hall 4 SH2
SH2 Sports Hall 2 SH1
PL Physics lab.

LA Wiarkzhop

i

Rings of alternative rooms

You may string functionally equivalent rooms together in such a way that that they form a ring of
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alternative rooms. This has already been entered in the example. The alternative room for R1a is R1b,
the one for R1b is R2a and so on until the ring is closed.

R1a Mame= | Full name Text | Atern. rog

HE1 Home Econ. raom
PL Physics lab.

R3.a R“I |:| P=1 Pzeudo Room 1 (3k) R1a
Ps2 Pzeudo Room 2 (4] R2a
R1a Clazs Room 1a Rk
Rk Class Room 1hb R2a
R2a Class Room 2a Rk
Rk Class Raoom 2b R3a

R2b R2a

o

If, during an optimisation run, it turns out that the desired room for a lesson (e.g. R1b) is already
occupied, then the next rooms in the ring (R2a ...) will be checked until a free room is found in the ring.

These rings of alternative rooms make it possible to easily model the "geographical” circumstances of
the school by having the sequence of alternative rooms reflect the position of the individual rooms to
each other.You can thus save teachers and students wasting time moving between rooms when the
neighbouring rooms are located next to each other in the ring.

1.3.4.2 Room weighting
The room weighting specifies the importance of a room for the lessons which are to be scheduled in it.

A room weighting of 0 means that the lesson will be scheduled during automatic scheduling even when
there is no room or alternative room available. A room weighting of 4 signifies that scheduling the lesson
only makes sense if the desired room (or one of the alternative rooms) is available. Physical education
lessons, for example, only make sense if one of the sports halls is free, and cookery only makes sense
if the kitchen is available, whereas maths may be taught in any room of the school which happens to be
free.
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1.3.4.3

P

@ Roams / Room
SH1 | . | [# _

Mame | Full name

SH1 Sports Hall 1 SH2 4

=H2 Sports Hall 2 =H1 4

FL Phy=ics lab. 3

WS Wiorkshop | 3

W Tedeswokshn | o e
HE1 Hatme Econ. room | 4

Ria  Class Room 1a Rib | 2

Rib  Class Room 1b R2s I 2

R2a  Class Room 2a R2h | 2

R2b  Class Room 2b Raa I 2 b
R3a Class Room 3a R1a | 2

Pz1 Pzeudo Room 1 (3b)  Rla h 2 i i

i Room - |

Classes without designated rooms

If it proves necessary to form classes without designated rooms, you can use the method of pseudo

rooms. You can do this by simply assigning a fictitious room, a pseudo room to the respective class and

blocking this room for every period of the week (using time request "-3").

@ Classes / Class E] EI@
% I FEERIG | E

Mame | Full name Text Room | Main
1a Class 1a (Gauss) Ria
1k Class 1k (Newvton) Rib
2a Class 2a (Hugo) R2a
Zh Class 2b (Andersen) R2b

3a Class 3a (&ristotle)
3k Class 3h (Callas)
4 Class 4 (Mokel)

@ Rooms / Room [E] E@
s NN . (<] X7 -
Mame |Ful name Te rn. room | Rm. Wieight | Lock (X)) -
SH1  Sports Hall 1 i P =] L
SH2  Sports Hall 2 @ Time requests / Room EI@
FL Fhysics lah. &8 @8 g2 % 45 @ |y @ F'_"% e
WS Warkshop
Tw  [Texties workshop | Psl B el Rl (@
HE1 Home Econ. room
Ria Clazs Room 1a
Rib Clazz Room 1h ZAEEY
R2a Class Room 2a iz
R2b | Class Room 2 Wednesday
Thursday
L= B - mow e -
Pseuda Room 1 (3h) iy
; | || Saturday

Enter a room in your classroom ring as the alternative room for the pseudo room.
Untis will now search for a suitable room for your class with no designated room.
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1.3.5

@ Rooms / Room E] EI@
—m—

Ps1 bl NN R % @ @ @ E Ps1
Mame | Full name Text |Akern. room | R Weight | Lock (3
SH1  Sports Hall 1 SHz2 4 @ l
SHZ  Sports Hall 2 SH1 4 @ R1a
L Physics lab. 3 @ /
WS Workshop 3 @ \
Tei  Textles workshop ¢ O R3a R1b
HE1  Home Econ. room 4 [0
Rla  Class Room1a Rib 2l @
Rib  Class Room b R2a 2 [0
R2a  Class Room 2a R2b 2 O R2b R2a
RZh  Class Room 2b Raa ANE ﬁ—’ \
B il oo =2] 2 |:|
IP21  Pseuda Room 1 (3k) Ria 2l [ Ps2
Ps?  Pszeudo Room 2 (4) Rz2a 2 O

Classes

A unique (short) name must also be given to each class. The full name field can also contain the class
teacher in addition to the name. You will then see this, for instance, printed on all reports of this class.

"

@ Classes / Class B E@ 1

1a I ER O T BB -
MWame  Full name Text |Room | Wain subjdsy  Lunch break  Periods/dsy | Consec. Pers. |Lock (%) lgnare (i)
1a Clazs 1a (Gauss) Rla 4 1.2 4.5 21 [A &
1h Clazs 1b (Newton) R1b 4 1.2 4.5 2| @ &
I3 Class 2a (Hugo) R2a 4 1.2 4.7 2| @ &
Zh Class 2b (&ndersen) R2b 4 1.2 47 2| @ [
3= Class 3a (Aristotle) Raa 412 4.8 2l @ ]
30 Class 3b (Callas) Pa 412 4.8 2l @ ]
4 Class 4 (Mokel) P2 413 4-5 2 @ (]

Tip: Tool tip
If you would like to have more information on a column, position the cursor over the column heading and
a short description of the field will be displayed.

Room

The short name of a room for those classes which have their own room is entered in the field 'Room'. If
you now create a lesson for this class, the room will be entered automatically. This saves a lot of
manual input.
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1.3.5.1

Main subjects per day

Subjects which are particularly demanding or important for the students can be marked as <Main
subject> by going to Master data | Subjects . In the column 'Main subj./day' you can specify how many
main subjects may be taught per day.

Lunch break min, max

Enter the minimum (min) and maximum (max) length of the lunch break for each individual class. If the
lunch break is to last exactly one hour, enter '1-1". If you rely on Untis to schedule no or a two hour lunch
break, then you need to enter '0-2'. If you want the class to have no lunch break at all, leave the field
empty.

Which periods are in general suitable for lunch breaks can be defined under 'Data’, "Timegrid' - go to the
'‘Breaks' tab (please refer to chapter Lunch break ).

Periods per day

You can specify here how many periods the respective class should be taught per day at a minimum
(min) and how many lesson units may be allocated to one day at a maximum (max).

You should enter "4-6" if you wish to have the class taught for a minimum of 4 periods and a maximum
of 6 periods each day.

Consecutive periods of main subjects

You can use this column to specify the number of main subjects that can be taught to a class
consecutively. You can specify how important this point is for you via weighting.

Time requests for classes

Untis offers you the possibility to enter an individual time request relating to each element i.e. to
teachers , classes , rooms and subjects ) as well as to each period of the day and for each day of the
week.The options range from "-3" (do not schedule lessons here under any circumstances) to

"+3" (schedule a lesson at all events). You can enter time requests for classes by clicking on the <Time
requests> icon in the toolbar of the master data window.
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@ Classes / Class E] EIIEI
o [ o | @ ’
Mame | Full name 3 _- =1 i .
1a Class 1a (Gauss) R1a g Time requests / Class EIIEI
1h Class 1h (Newton) R1b o8 @ = | §8 | 9= 85 95 | @ 5, i
2a Class 2a (Hugo) R2a
Zh Class b (Andersen) [ Ta ~ Class 1a [Gauss]
38 Class Ja (Aristotle) R3a 1] 2! 3| 4] 5 5] 7 alDas lam [pm
3k Class 3h (Callas) P=1 Manday 3| =3 «3| =3
4 Class 4 (Mobel) Ps2 Tuesday -3 =3l «3] =3
‘Wiednesday +3 +3 +3 +3
Thuraday +3 +3 +3 +3
Friday +3 +3 +3 +3
Saturday +3 +3 +3 +3
Additional unzpecific time requests
Time range | Mumber | Time request -
rencers - i R

The following time request entries are possible:

e Core times
o Differentiated time requests
e Unspecified time requests (these are described in chapter ' Time requests for teachers ')

1.3.5.1.1 Core times

If you want Untis to begin scheduling periods in the first period of the morning, enter a time request of +3
in the periods when lessons should take place at all costs. This was done for the 1st to the 4th periods
in this example. This is known as core time. The optimisation algorithm treats violations of the core
times as very serious infringements.
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7 Clazz 1a [Gaussz)

1 2 3| 4 & B 7| 8 Dayz am |[pm

b onday +3 +3 +3 +3
Tuezday +3 +3 +3 43
YWednesday +3 +3 +3 +3
Thursday +3 +3 +3 +3
Friday +3 +3 +3 +3
Saturday +3 +3 +3 +3

Additional unzpecific time requests

Time range | Mumber | Time request -

1.3.5.1.2 Differentiated time requests

You can use the time requests "+2" to "-2" for lessons which may in principle be scheduled any time but
for which you wish to set preferences The time request for class 1b can be explained as follows:

Lessons must take place between the 1st and 4th periods at all costs. Lessons should take place in the
5th but preferably not in 6th period. There should be no lesson in the 7th period and there must be no
lessons scheduled in the 8th period and on Fridays in the 5th period. You can use weighting to
determine for yourself to what degree automatic scheduling should take time requests into account.
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@ Time requests / Class EI@
@B @8 oE | P | 95 @ &5 | @ =, -
1a 7 Clazz 1a [Gaussz)

1 2 3| 4 & B 7| 8 Dapyz am |[pm

b onday +2 42 43 432 +2 4 1 2

Tuezday +3 +3 43 42 2 44 4 2

Wednesday +3 +3 +3 43 +2 +1 1 2

Thurzday +3 +3 +3 +3 +2 +1 1 2

Friday +3 43 43 43 ---

Saturday +3 +3 +3 43 -

Additional unzpecific time requests

Time range | Mumber | Time request

1.3.6 Teachers

Teachers also need a unique short name and, optionally, a full name. This is the teacher's last name in
most cases but can also contain the first and last name.

@ Teachers / Teacher E] EI@
Gase [~ TR B :
Mame | Surname | Text Room |MTPstarget | Periodsfday | Lunch bresk |Personnel Mo, | Consec. pers. Lock (%) | lgnore (i) | Targetiweek |Walue = | Actual-Target
Gauss  Gauss 0-3 26 1-2 40 A ] 17.000 17.000
Mew  Mewton 0-1 4.6 1-2 50 @ F 26000 26000
Hugo  Hugo 0-1 4.7 12 5 [ ] 19.000 19.000
Ander  Andersen 0-1 4.6 1-3 5| @ F 27 000 27 000
Arist  Avistotle 0-1 4.6 1-2 5| @ F 27 000 27 000
Callas  Callas 0-1 4.6 1-2 50 @ F 25000 25000
Mobel  Mobel 01 4.6 1-2 5/ A F 15.000 15.000
Rub  Rubens 0-1 4.7 1-3 3 @ F 29000 29000
Cer Cervantes 0-1 4.7 1-2 4 @ F 24000 24000
maternal
Curie  Curie leave starts 0-1 4.7 1-3 5| @ F 13.000 18.000
an 10, Moy,
Room

This is where you can enter a home room for the teacher. If a lesson is scheduled with a teacher who
has a home room, this room will be automatically entered for the teacher's lesson.

Non-teaching period

Use the "NTP" column to enter how many non-teaching periods can be requested by or allowed for a
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teacher. An entry of 0-4 means that between zero and four non-teaching periods per week are allowed for
a teacher.

Periods per day

Enter the minimum and maximum number of teaching periods per day for each teacher in the field
"Periods/day". An entry of 4-7 would mean that the teacher should teach at least 4 but no more than 7
periods per day.

Lunch break

Enter the minimum and maximum length of the lunch break for the individual teachers.

Personnel number

It is only necessary to enter the personnel number if it is required for printed reports or transfer files (for
the authorities).

Consecutive periods

This is where you can specify the maximum number of periods each teacher wishes to teach before
having a non-teaching period (break).

1.3.6.1 Time requests for teachers

In most cases, teacher's’ time requests are particularly important. Untis therefore permits lessons to be
scheduled in a way that takes individual teachers' wishes and requirements into consideration.

First select a specific teacher by clicking in the corresponding row of the grid view under 'Master Data |
Teachers' and then click on the <Time Requests> button. The time request window will now be
displayed for input.

@ Teachers / Teacher E EI@
Gauss = = EI @ _
Mame |Surname | Text s target | Periodsiday |Lunch break (Personnel Mo. |Consec. pers. | Lock () lgnore () | Targethweek (Value = | Actual-Target
Gauss  Gauss 0-3 17.000 17.000
Mew  Pewton 0-1 @ Time requests / Teacher-51 fole- == 26.000 26.000
Hugo  Hugo 0-1 47 SBafqs | 9B | 45 @8 98| P =, L 19.000 19.000
Ancer  Andersen 0-1 4-6 27.000 27.000
Atist  Aristotle 0-1 4.6 Gauss  ° Carl Friedrich Gauss 27.000 27.000
Callas  Callas 0-1 4-6 11 2] 3] 4] 5] 6] 7] &lpags |am |pm 25,000 25,000
Robel  Robel 0-1 4-6 15,000 15,000

Monday
Rub Rubens 0-1 4.7 29,000 29,000
Tuesday
Cer Cervantes 0-1 4.7 24.000 24.000
‘Wednesday
maternal Thurzday
Curie  Curie leave starts 0-1 4.7 Bl 18.000 18.000
on 10 kav. ezl
Saturday
Additional unspecific time requests
Time range | Mumber | Time request -
Afternoons 3 Keep free, medium priority [-2)
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1.3.6.1.1 Specific time requests

Use the upper section of the window to enter time requests for specific days and periods.

In the example teacher Hugo would rather not teach in the first periods. Thursday is teacher Hugo's day
off.

i

& Time requests [ Teacher-51 EI@

@8 @8 95 | 3 ||«=||= 55 | O =, -

Huga - Wictor Hugo

2 3| 4| 5| B| 7| &|Daps |am |pm.

1
b onday -1
Tuesday -1
YWednesday -1
sy EEEEEEEE
Friday -1
Saturday -1

Additional unzpecific time requests

Time range | Murmber | Time request
Afternoons 1 Keep free, medium prionty [-2]

Afternoons 3 Keep free, low priority (1]

1.3.6.1.2 Unspecified time requests

It is also possible to enter unspecified time requests. The actual decision when these time requests will
become relevant is made during automatic scheduling - dependend on all other elements.

You can accept a teacher's request for a day off on any day on the week by entering it in the lower part
of the window.

Warning:
Unspecified time requests apply in addition to specified requests, i.e. they are cumulative.

In the example teacher Rub should be granted a day off (-3) as well as a free afternoon if possible (-2 )
during the week.
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1.3.6.2

e 1

@ Time requests / Teacher-51 E'@

@B @8 «F || J|| 95 @ 55 | P =, =

Rub ~ Paul Rubens

1 2 3 4 & B 7| 8 Day: am |[pm
b onday
Tuesday
YWiednezday
Thurzday
Friday
Saturday

Additional unzpecific time requests

Time range Murnber | Time request

D 1 Blosked, keep e b scepton (3
Afternoons 1 Keep free, medium prionty [-2]

Period from-to [1-2] |Z| 2 Blocked, keep free without exception [-3]

You can also block individual periods under "Unspecified blocks". The entry in the example would mean
that teacher Rub should have periods 1-2 free on two days of the week.

Tip: Unspecified time requests

You should use unspecified time requests whenever possible. If a teacher needs a day off, for example,
Untis will then determine the day (or half-day) to be kept free based on the specifics of the timetable.
This awids placing too many restrictions on scheduling and allows better timetables to be calculated.

Values

You can also enter and view the following values.

Target per week

This is where you define how many periods a teacher should have each week.

Value =

This column displays how many periods per week have been allocated to each teacher.
Actual-target

This column displays the difference between actual and target periods. A negative value means that the
teacher teaches too few periods.
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13.7

I =
@ Teachers / Teacher E] EI
Rub LRI BHERTESEERE G-
Mame |Surname | Room |[MTPstarget | Periods/day | Lunch break |Targetiweek “alue = | Actual-Target
Fauss  Gauss 0-3 2-6 1-2 17.000 17.000
Mewe  Mewton 0-1 4-6 1-2 26.000 26.000
Hugo  Hugo 0-1 4-7 1-2 19.000 19.000
Ander  Anderzen 0-1 4-5 1-3 27000 27.000
Arist  Aristotle 0-1 4.6 1-2 27.000 27.000
Callaz  Callas 01 4.6 1-2 25.000 25.000
Maokel  Mobel 01 4.6 1-2 15.000 15.000
Rub Rubens 01 4.7 1-3 29.000 29.000
Cer Cervantes 0-1 4-F 1-2 24000 24.000
Curie  Curie 0-1 4.7 1-3 18.000 15.000
.
Subjects

You can make the following entries for subjects:

-

i Subjects [ Subject (=@ ][=]
M, B R O BB s
Mame | Full name Text Foom | P.Mpers.fevk (M) Lock (5 lgnore () (32 -

RE Religious Education 0-0 [ [ &

CH  Chemistry 0-0 (] E ] ]

DE German g-o |:| D D

ER English 0-0 E ] ]

HI Histary 0-1 [ O O O

GEC Geography and Economics 0-1 [l [ O [

X hathaimatios nn =] ] [ [

Room

Some subjects (e.g. sport) always require a special subject room. These should be entered in this
column.

P.m. periods per week

If a certain subject can or should be taught in the afternoon you can make the appropriate entries in the
"P.M. pers/week" field. The figure shows that 0-0 has been entered for subject "DE" meaning that it may
not be taught in the afternoon. There may be 2 periods of Graphics (0-2) and must be 2 periods of
Cookery (2-2) for each class in the afternoons.



30

1.3.8

Main subject

You can use column "(M)" to define any subject as a main subject and make entries for classes to
prevent too many main subjects being scheduled in a class timetable consecutively on the same day. A
further consequence of this is that it helps you to influence the position of main subjects. Please refer to
chapter "Weighting / Main Subjects tab" .

Tip: Colours
Use the <Colour> button to assign colours to subjects that are then displayed in the timetable.

Printing master data and lessons

As a general rule when printing master data, all active fields that are \isible in the grid view will be
printed. You can print master data by clicking on the buttons <Print> or <Print Preview>.

s ™
Print selecticn ‘_ ﬁ

Clazzles]: 1/7

Selection

Page zetup

Type of lizt
D ata fields r
Frint only if changed after...
o190 B ol:oon0 = Today

FOF I
FDF

i
Cancel j
Selection

You can then select the elements you wish to print in the Print selection dialogue, if you wish.
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i " Class(es) ﬁ
M armne Full name
1a Clazs 1a [Gauss]
1b Clazz 1b [Mewton]
2a Clazz 2a [Hugo)
Zh Clazz 2b [Andersen]
da Clazs 3a [Aristotle]
b Clazs 3b [Callaz]
4 Clazz 4 [Mobel]
Al Irverze
Layout

The column heading can also be printed slanted or vertically (see figure). This allows lists to be printed
more compactly.

Page setup

This option allows you to set margin widths and font size and to restrict printing to the page width.

Lessons

A lesson is the combination of class, teacher, subject and room expressed in terms of a certain number
of periods per week. You can also add various parameters to individual lessons such as scheduling
double periods.
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14.1

1.41.1

@ Class 1a (Gauss) / Class E E EI@
la BRI TLIFZIOC e R FH s
L-Ma. |+ 1 Te. UnSched Prds  |Per | YrsPrids | Teacher Subject |Class(es) Subject room  |Home room | Double pers. | Text
11 4.1 2 Hugo 1a1b2azh Rila

7 + 2,3 2 Ander D= 1a W Fia 11

73 + 2,2 3 Arist PEZ 1a,1b SH2 Rla

3 3 Arist Ml 1a BE

33 5] Arizt EM 1a Rla

35 2 Callaz bl 1a HE]

39 2 Callas AR 1a R1a 11

45 2 Mokl 1a Ria

53 2 5 Rub DE 1a Ria

53 2 Cer Bl 1a k]

Fl {1 F

Tip: Display total line

You can display a total line for the columns in a lessons view in order, for example, to check the total
number of periods for teacher. To do this, click on the column heading row with the right mouse-button
and select "Total".

Entering lessons

There are various types of lessons and the input must be adapted to follow the special criteria required.

e Simple lessons

e Coupled lessons

Lessons with one teacher and several classes

Lessons with several teachers and several classes

Lessons with several teachers, several classes and several subjects
¢ Double-period lessons

e Block lessons

e Fortnightly lessons

Simple lessons

Lesson 31 in class 1ais an example of a simple lesson:
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1.4.1.2

@ Class la (Gauss) / Class @ B EI@
£ ~ BB TLIFOQ S R B -

L-Ma. |+ 1 Te. UnSched Prds | Per | YrsPrids | Teacher Subject |Class(es) Subject room  |Home room | Double pers. | Text

11 4,1 2 Hugo (S50 1a,1b,23,2 Ria

7 2,3 2 Ancer D= 1a WS Rla 141

33 2 Callas Ll 1a Rla

33 2 Callas AR 1a Ria 1-1

45 2 Mokl 1a Ria

53 2 5 Rub DE 1a Ria

63 2 Cer Bl 1a Ria

1 | 1 2

Teacher Aristotle takes class 1a in room R1a for five periods of maths each week.

If you wish to create a new lesson, enter the desired elements in the last, empty line.

Warning: Confirming input
Please make sure to confirm each entry using the <TAB> or <ENTER> keys. Unconfirmed input will not
be saved when you exit the window.

Coupled lessons

Coupled lessons, also referred to as a coupling, is a lesson in which more than one teacher and/or more
than one class participate. All lessons in the coupling are always held simultaneously. The 'Cl,Te'
column shows how many classes and teachers are inwlved in the coupling.

The table view shows all lessons in the current view. When a lesson is part of a coupling you can display
all information relating to the coupling , i.e. all coupling lines, by clicking on the '+'in the 'Cl,Te' column.

@ Class la {Gauss) / Class E] E] EI@
e = AR IE Gl IRIBE .
Class la (Gauss) / Class : L=
@ { ] E] E] - LMo, + ClTe. UnSched Prids  Per | YrsPrds Tescher Subject Class(es) Subject room  Home room | Doukle e+
FR——
. - EERIFLIEG S —— ——i : : .
L-Ma. |+ ClTe. Unsched Prds  Per | YrsPrds | Teacher |Subig] ||7 B22,3 2 Ander WS Ria 1-1
11 2 Hugo GAUSS WS Rla
G 2 Ander Curie 1a,1b Tuy 1
73 3 Arist F
3 5 aist A | [ LT il TErRE PRGN Ta Th D a
33 5 Arist EM 31 5 Arigt A 1a Ria R2a
35 2 Callas L] 33 5 Arigt EM 1a Rla
39 2 Callaz AR 35 2 Callas 58} 1a Rla
46 2 Mobel e 2 Callaz AR 1a Ria 1-1
53 (%3 5 Fus  DE | |46 2 Nobel 1a Ria >
63 2 Cer BI 1 [ i J r
4 [ . ] r
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Tip: Show all couplings
You can open and close all couplings at once by clicking on the '+'in the 'Cl, Te' column header.
(Keboard short cut <Ctrl> + <SHIFT> + R)

1.4.1.2.1 Several classes

Lesson number 11 is an example of a so-called class coupling. Victor Hugo teaches classes 1a and 1b
in the subject GEc in room R1a. If you wish to create such a coupling, simply enter classes 1a and 1b
into the 'Class(es)' column separated by a colon.

@ Class la (Gauss) / Class E]E] EI@
1a R R LT O S A ID -

Diauble =

= . 1.1
Gauss Ds 1h WS Fi1a

m

Note: Input and display
If you e.g. enter details for lesson 11 in the view for class 1a, they will also appear in the view for 1b
since it also participates in the lesson.

1.4.1.2.2 Several teachers

Lesson number 82 is a coupling with two teachers. All information will only be displayed when you click
on the '+'in the 'Cl, Te' column.

The two teachers, Andersen and Gauss, take class 4 for maths together. This is team teaching,
therefore the same room has been entered for both teachers.

I

@ Class 4 (Mahel) / Class E] [B EI@

4 ~IFARBIFTLIF QO & R FD -
L-Mo. [+ L Te. UnSched Prdz  Per  “rzPrds Teacher Subject |Clazs(es) Subject room | Home room | Double e =

4 1,2 3 Curie [FEG 4 SH2 Pz2
[p :

i,
i,

If the two teachers are to teach in different rooms, you should enter two different rooms in the 'Home
room' column.

Entering a teacher coupling

1. First enter the initial coupling line as a simple lesson .
2. Use the mouse to mowe the cursor to the 'Cl, Te' column until the '+' appears and click on it.
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3. Another line in colour will be displayed with the same lesson number.
4. You can now enter details for the second line of the coupling.

@ Class 1a (Gauss) / Class WD) Felfe- =S
IE BRI TLITIONS @@ 5
LNo. [+ ClTe.  [UnSched Prds [Per [vrsPros |Teacher [Subject |Class(es) |Subiectroom |Home room | Double pers.
11 41 2 Hugo 1h 2270 1
7 =23 2 Ander @ Class 1a (Gauss) / Class Wp) = e ==
Gauss ==
= i BRI IR AT IR 2@ E
wrie
L-Mo. |+ ClTe. UnSched Prds  Per  YrsPrds |Teacher Subject thiect. Hs Di shile
7B w2z 3 e " 41 2 Hugo @ Class 1a (Gauss) / Class 0O =N |
E 5 arist WA 7 [=Ed Z Ander fa B RITLIEIOQ S ] s
3 5 arist EN Causs
o Lo, |7 Cl,Te UnSched Prds |Per | YrsPros Teacher |Subject |Class(es) | Subjectroom | Homeroom | Double pers
Ea o', 2 Calasi| MU 1 a1 2 Hugo  [EEON 18,10 28,20 Ria
39 2 Callas AR
= J = = . = w22 % T = 7 =23 2 Ander WS Ri=s 1.1
obel G ws R
e 3 8 st MA s 2
o e
T a & 5 ) 5 At BN
[ 35 2 Calss MU
; = = 5 T 73 @22 3 arist  |PEG. 1810 sH2 Ria
- 46 2 Mokl 31 5 Arist A 1a Ria R2a
= ‘ - s - T 33 5 Arist BN 1a Ria
= o o 35 2 Cales MU 1a Ria
I Ef] 2 Calas AR s Ria 11
‘ = 4 2 vovel N 1= Ria
s a3 r ROT—"0E T RTE
B3 |=1,2 B2 2 Cer = 1 Ria
Gauss PH 1a PL
. . r
4 — ) .
S

Note: Increasing couplings
When you enter details into the empty, coloured coupling line, a further empty line will be displayed
immediately with the same lesson number. You can thus increase the coupling as you wish.

1.4.1.2.3 Several classes, teachers and subjects

Generally speaking, each coupling line can be treated separately. There are no restrictions on your
choice of master data, i.e. classes, teachers, subjects and rooms.

One classic example is sport, such as lesson 75 in the example. Here you will find a coupling with two
classes split between two different teachers, subjects and rooms.

-

@ Class la {(Gauss) / Class E E EI@
" = BARITLIE QSR B :

L-ma. |=/CITe. UnSched Prds  (Per |YrsPrds [ Teacher Subject | Class(es) Subject room | Home rootm | Double o =
73 = 2,2 3 Arist PEG 1a,1b SH2 R1a
Ruk PEB 1a,1b SH1 Rk
Fl T 3
Warning:

If there are a large number of couplings in a school, the way they are put together can havwe a major
impact on the quality of the timetable. Poor coupling formation can prevent good scheduling.
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1.4.1.2.4 Coupling/decoupling lessons

If you wish to couple two existing lessons, mark one of the lessons in the column 'Cl, Te' with the right
mouse-button and drag it over to the lesson with which you wish to link it. When you release the

dragged lesson, both lessons will be coupled.

b ===
Qe lalJFd g
Teacher Subject Classies) Subject room  Home room | Double pers.
Hugo  [S3000 1a1b2a,20 Ris
Git3 g Y ! Warning N, S @
Ander WS Ria 1-1
Jukm 12, Gauss WS Ria Do pou want to couple these lessons?
4E, Curie, T
73 =122 3 Arist SH2 Rla l 7. Ander, DS
Rub SH1 Rib
" 5 arist Ma 1a Ria Roa [ Don't show this message again.
35 2 Callas MU 1a Ria __
38 2 Callas AR 1a Rla 1-1
45 2 robel R 1= Ria
£3 0 g LD 182 18 @ Class 1a (Gauss) / Class E E EI@
63 =11,2 2 Cer Bl 1a —
, 1a = | E | =1 _
Gauss  PH 1a = @ T 9 e & @@ £
L-Mo. -/l Te. UnZched Prds  Per Y| s Teacher |Subject Classies) Subject room  Home room  Double o+
14 i " Bl E
T T 3
« rrr |k -2,3 2 s Ria 14
WS Ria
B 1 ¥ -
] m v

Decoupling coupled lessons is just as simple. Drag the coupling row that you wish to decouple out of
the coupling by using the mouse in the 'Cl,Le' column and drop it. The lessons are now decoupled.

1.4.1.3 Double periods

Lessons will be scheduled in single periods unless specified otherwise. If you wish to have or allow
double periods you must enter this is in the "Double pers." column of the lessons concerned. This field
is used to enter the minimum and maximum number of double periods that are allowed for a lesson:

The value "1-1' (double periods minimum and maximum value) has been entered for lesson number 39.
This means that the lesson should be scheduled in one minimum/maximum double period i.e. in

exactly one.

L-Fla.
39

=l Te. UnSched Prds  Per

2

YrePrds | Teacher

Callas

L

Subject | Class(es)

AR 1a

Subject room  |Home room | Double pers. | -

Ria 1-1

The value '0-1' has been entered for lesson number 33. This means that a 2-period lesson can be
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1.41.4

1.41.5

scheduled in a double period, but it is not an absolute requirement (minimum 0, maximum 1 double
period).

L-Ma, = CITe. UnZched Prds  rrsPrds | Teacher |Subject |Classies) Subject room |Home room | Double pers, | =
33 Arizt (= 1a R1a 0-1 -
Fi T 3

The double period entry for lesson number 31 means that a double period must take place. The
remaining three weekly periods will be scheduled as single periods.

L-Ma. |+ ClTe. UnSched Prds = | Teacher | Subject | Class(es) Subject room  (Home room | Doukle pers. =
31 €, 2 5 st h, 1a Ria Rz 11 -
Fi 1 3

Tip: Double period condition

If possible try not to formulate the conditions for double periods too restrictively. This means, for
example, entering '0-1' instead of "1-1' for two periods of lessons. This will allow automatic scheduling
more possible variations, which can result in significantly better timetables.

Blocks

More than 2 periods scheduled consecutively are called a block of periods.

If you wish to schedule 3 periods consecutively, enter '3' in the column 'Block'.

L-to, [+ 2l Te, UnSched Pr| | Teachet Subject | Class(es) Subject rootn | Home room | Double pers. | Text |Block |Lock (2) | =
39 5 B Callas AR 1a Ria 11 3 -

Fl [Tl 3

If you want to schedule a 6-period lesson in two blocks of 3, simply enter '3,3".
Fortnightly lessons

Check either column 'A-week' or column 'B-week’, if a lesson is to take place only every two weeks.
Then the lesson will only be scheduled in the week specified and a different lesson can be scheduled at
the same place in the other week.
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-

@ Class 1a (Gauss) / Class E]E] o || = =
E I FR LI FO & B BB E
L-Mo. [+ ClTe. UnZched Prds  |Per |YrsProds |Teacher Subject |Class(es) Subject room | Hotne room | A-wweek B-weeek Text
11 41 2 Hugo GEC 1a,1h,2a 2k Rla ] ]

7 25 2 Ander [ 1a WS Ria ] [

73 2,2 3 arist  [FEEIN 14,1k SHz Ria B ]

31 5 Lzt h, 13 Ria [ [

33 5 Arist 13 Ela = =
B : B —

35 2 Callas iU 1a Fila [

& 2 4 & Calas | AR 12 Ria 0 A
Gl=] | 1] | g -wum (-} g Yk 1T [

53 8\ o 5 Fub DE 1a Fia B Bl
B3 2 Cer Bl 1a Fila [F [l
F @ 1a- Class La (Gauss) Timetable.. EI@ 5

Ta ~F AR sl

School pear 1992006 - 3062017

Mo | Tu |We [ Th | Fr | Sa

hl &, fl& Bl
DE EM
hi1A EM EM hl &,
DE MA DE

Bl

WD~ DN WM =

1.4.1.6 Other entries for lessons

'(X) Lock’, ‘(i) Ignore' and 'Text'

The way 'Lock (X) ', 'Ignore (i) ' and Text' work were explained in chapter ' Entries for all master data
elements and lessons ".

(D) Respect double periods

Checking this box means that the number of allowed (desired) double periods must be respected for this
lesson at all costs by the optimisation. This also applies when double periods have been excluded for a
lesson ('0-0" in the field 'Double periods min., max.").

Warning:

Please use this flag sparingly (if in doubt, please do not use it at all). It places a severe restriction on the
optimisation - especially for subjects with a large number of periods. Before using it, it is advisable to
increase the corresponding weighting parameter (‘Awoid errors with double periods') to 5 if necessary
(please refer to chapter "Weighting | Period Distribution" tab ).

Please also note that an entry in the field 'Double periods min., max.' is required in order for double
periods to be handled correctly.
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Setting the (D) flag excludes the use of of the (2) flag.
(2) Subject allowed more than once per day (2)

Untis optimisation assumes that a subject may be scheduled for a class only once per day except
when blocked periods or double periods are desired. You can use this flag to override these - highly
weighted - boundary condition. Untis will then be allowed to schedule the subject as is assumed
appropriate.

(R) Scheduling of fringe periods

Some subjects are not attended by all students of a class. Therefore they should preferentially be
scheduled at the beginning or the end of a halfday, hours which are outside of the core timetable and are
called fringe periods. Students not attending these subjects can either start school later, leave school
earlier or their lunch break is longer.

According to the following weighting settings, fringe periods are preferably scheduled in the first or the
last period of the day, howewer, not between the morning and the afternoon.

@ Weighting E=N EcR/~==

Teachers 1 Urnirnporkant  Extremely important
Fringe period zubject

Teachers 2 /| in the first period
Classes Y ; L /| i the last period

bebween morning and afternoon
Subjects

Main Subjects
Rooms

Period Distribution
Time requests

Analysis

Student group

When a group is divided you can enter an appropriate group name in this field.

Warning: Unique student group
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1.41.7

14.2

The names of the student groups must be unique school wide, i.e. you cannot enter 'Group 1' for both
lessons, English and French, although the students in this group are the same.

Note: Automatic assignment of student group name
If you enter '?' in the field 'student group', Untis automatically assigns a name to the student group,
which is a combination of the classes and the subject involved.

When transferring data to WebUntis, the student groups used in Untis are also transferred. In WebUntis
you need to assign students to the individual student groups.

Input with element-rollup

The tab 'data'contains the <Element-Rollup> button. You can use the element-rollup to enter elements
involved in a lesson into the desired field by drag&drop or by double-clicking.

Class x
Tl N
Clazz 1a [Gauss)
D ra g & D ro p Class 1b [Newtan) )
(S-trar = g e ) F
@ Class Lb {Mewton) / Class ; E:ass ib Eir?derlse]n] 1=
. . T |aa ass 3a lanstatle
E I BNRITLISONS DI B 36 Class b (Callag) -
L-Mo. [+ Te. UnSched Prds Per | “rsPrds | Teacher |Subject |Classi i P Class 4 [Mobel] S | -
11 2,1 2 Hugao 1a1b E,
7 52 3 2 Gauss 1 v
73 - 2,2 3 Arist PEG 1a1b s
Rub FPEB 1a1b s

4 1} [ 3 |
75 2,1 1 Ander 1b3h ) R1b
2 3 Callas AR 1h R1b
28 1 Ander Hi 1h R1b
30 % 1 ] Arist Tl 1h R1b
36 1 Callas MLl 1h R1b
47 2 Nokel 1b Rib
54 5] Rukb DE 1h R1b 0-1 A
- _. . _ . - .

Lesson planning

Untis Express provides support when allocating subjects. To do this, use the field Target/Week' in
teacher master data to enter how many periods each teacher is to teach each week.
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P

@ Teachers / Teacher E EI@
Gauss ~ B[RO T .
o
Mame | Surname | Text Room  |MTPstarget | Periodsfiday |Lunch break ﬂ Targetiwveek | Walus = aﬂ.ctual-Targ;tS‘?
Gauzs Gouss 0-3 2-6 1-2 17.000 17000 0.000
Mewe  Mewwton 0-1 4.5 1-2 23000 26.000 3.000
Hugo  Hugo 0-1 4-7 1-2 23000 19.000 -4.000
Ander  Sndersen 0-1 4-5 1-3 23000 27000 4.000
Arizt  Aristotle 0-1 4.5 1-2 23000 27.000 4.000
Callas  Callas 0-1 4-5 1-2 23000 25000 2000 |
Makel  Mobel 0-1 4-5 1-2 15000 15000 0.000
Rub Rubens 0-1 4.7 1-3 23000 29.000 £.000
Cer Cervantes 0-1 4-7 1-2 23000 24000 1.000
maternal
Curie  Curie IE::ED S:J?jﬁs 0-1 4.7 1-3 k 15.000 45000 3.EIEI-DJJ 1
4 I 3

Untis Express will then display in the 'Value =" and 'Actual-target' fields how many periods the teacher in
question currently teaches or whether he/she is under-/overemployed.

You also have the opportunity to access a summary of all lessons at your school in the form of a matrix
by clicking on the 'Data’ tab and the button <Lesson planning>. If you click in a field, Untis Express will
allow you to change the number of weekly periods or the assigned teacher.
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1.4.2.1

@ Lesson matrix - Express EI
| search ~ T
Subject [18/18] | RE |EIH DE EMN HI GEc

Clazsles) [7/7) E e 1= 33 14 11 ]

Mobel [1) Fub [1]
2a 30| Mobel (2] Callas (1) & 1) @cf’ Huga [1] @cf’ Huga [2]

Cer [4] Cer [4]

- Mobel [1)
obel

2h 30| Nobel (2] s (1) M @O Eﬂba”[]n & Rub [2)

Callas [5) 2

Mobel (1] Fub [1]
3a 32| Maobel (2 Callas [ £ 11 &} Hugo 1] &} Rub (2] Hugoﬁ[Z]

ol Replace an element in the lesson - p=n|bEly
1a 23413 Hobel [2) — 2]
1h 30, Nobel (2] .0 = Lljl\lz:lk?any periods dogs the leszon have per 2
Ik 30| Nobel [2) Mobel » which teacher do you want to enter for the 2
leszon?
4 3| Mobel (2]
Caticel

4 n | b

The symbols in the matrix serve as information in the final version of entered lessons:

MNumber of weekly periods

Lessons view toolbar

Mumber of classes

The following functions are available via buttons in the lessons window toolbar:
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FRIFTLIFI O & R FBH
Resize window
This function allows you to quickly adjust the window to its 'optimum' size.

New / Delete

These buttons enable you to create a new lesson or to delete a lesson.

Tip: Deleting a coupling line
You can delete a coupling line by activating it, holding the <Ctrl> key pressed and then clicking on the
<Delete> button.

Filter

Clicking on the <Filter> button causes an additional row to be displayed in the table in which you can
enter the element that you wish to filter by.

@ Gauss / Teacher @B IEI@

Gouss [ 2 | @ @ FesRPRERb T BELAL b |

i, |1;,\.,|,|l:. IUII IS A .
Gh ||

T T2 T 2 =au w Faa o1

1,2 2 Gauss  [ER b Pz 11
2 Gauss  [SN 4 Ps2 0-1

(LR

* L-No. l:| z | Teacher* -

Note: Several filter criteria
You can also filter using more than one criteria. Those elements will be displayed that meet all criteria.

Coupling/extended de-coupling

This function allows you to couple lessons or convert the individual coupling lines of a coupled lesson
into independent lessons (with their own lesson numbers.

Time requests

As for master data, a time request can also be specified for lessons. The way this works has already
been explained in the chapter 'Specific time requests' .
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1.5

1.5.1

Lock this display

Activating this function (button pressed) causes the relevant (form) view to be protected from events in
other windows. This means that if the lessons display shows class 1a and an open timetable view is
switched to, say, class 3b, the lessons view will continue to display class 1a (please also refer to
chapters "Timetable interaction" and "Lock type").

Colour coding

You can use the <Colour coding> button to assign any foreground and background colour to a lesson.
As with master data, these colours are than used when the lesson is displayed on the screen and when
the timetable is printed and when scheduling the timetable.

Automatic scheduling

You must specify to what degree general conditions should be considered before you can start
automatic scheduling. This is done in the relevant window, via' weighting ' on the 'Start' tab.

Only then you should launch the optimisation and then finally analyse the results using the
diagnosisfunction.

Weighting

You have the possibility to enter a number of parameters for master data and for lessons. You must still
specify which of these parameters are important for your school and which ones are not so important.
You can do this using the slider controls for the individual weighting parameters, with the weighting
factors ranging from unimportant (0) to extremely important (5).

Example: If the entered condition for obsening teachers' lunch breaks is important, move the slider
control 'Respect lunch breaks for teachers' to the right (e.g. to 4).
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P 1

@ Weighting =3 IR~

Teachers 1 Urnirnporkant  Extremely important
TestRera I/I\I Avoid having juzt one period in a half-day for teachers
Classes At Optimization of MTP: for teachers

subjects w00 Avnid creating double MT P for teachers

Main Subjects

Rezpect lunch breaks for leackhers
Rooms

Period Distribution
Time requests

Analysis

1.5.1.1 Weighting distribution

The weighting profile is important for achieving a good and well-balanced timetable. Priorities 4 and 5
should not be used too frequently.

Warning: Priority 5
Please try to use priority 5 for as few weighting factors as possible as otherwise this will not result in a
satisfactory timetable.

Weighting analysis

The weighting analysis shows the distribution of weighting factors and gives detailed information on
weighting settings that could cause problems for optimisation.
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I

@ Weighting E=N|EcRT=
Teachers 1 Number Distails
Teachers 2 10 -

Classes g
Subjects
B
Main Subjects
5 1
Rooms
3 3
Period Distribution 2 2
Time requests J I
(I
[ﬁ-ﬂalysis ] LInirmpartant Zxtremely importan
0 1 2 3 4 5
Cancel Apply

Note: tooltip for bar diagram
By moving the mouse over one of the bars, the weighting items of the respective number is displayed.

In our example the <Details> window displays the following messages:

-

-
B Analysiz of the weightings ﬁ

Thesze alertz are tipz concerning the zettings of the weightings which might cause problems duning
the optimization, e.g. unscheduled periods.

Mo, | Text
1 9 af the weightings are et to the masimum value.
Too many weightingz with the maximum value warzen the optimization result,
2 The weighting ‘4void errars with double periods’ iz et bo the mawimnum value.
i Leszonz far which the desired way of scheduling cannot be kept [zsingle perod,

double period, block] will remain unzcheduled.

OF.
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1.5.1.2 Weighting parameters

You can set weighting parameters according to topic on the following tabs:

Teachers 1 tab
Teachers 2 tab
Classes tab

Subjects tab

Rooms tab

Period Distribution tab

Time Requests tab

The Analysistab shows you how priorities are
distributed.

1.5.1.2.1 Teachers 1 tab

Avoid having just one period in a half-day for teachers

When a teacher teaches in a half- day this weighting parameter means that he/she should have more
than one period in that time.

Optimisation of NTPs for teachers

You defined minimum and maximum number of non-teaching periods in the master data of teachers .
This setting controls how these values should be respected.

Avoid creating double NTPs for teachers

Besides controlling individual NTPs, you can also set an additional condition to set additional penalty
points for double non-teaching periods.

Respect lunch breaks for teachers
This parameter works in connection with the minimum and maximum values for lunch break entered in
the master data of teachers.

e

@ Weighting E=8 | E=R[

[ ]

Teachers 1 Urimportant  Extremely important

Teachers 2 m Avoid having juzt one period in a half-day for leachers
Classes Sttt Optimization of MTPs for teachers

subjects w00 Avaid creating double MT P for teachers

Main Subjects
Rezpect lunch breaks for teachers

Rooms

Y L

1.5.1.2.2 Teachers 2 tab

Respect the maximum and minimum number of periods per day for teachers
Controls how the maximum and minimum number of periods per day for teachers set in the master data
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of teachers will be respected.

Respect the maximum number of consecutive periods per day

Controls how the maximum number of consecutive periods per day set in the master data of teachers
will be respected.

e

@ Weighting E=8 | EeR(>

Teachers 1 nimparkant  Extremely important

[Teachers 2 | L m "' Respect the masimum and minimomn nomber of peiods per dz
Classes o l/;\l o Rezpect the maximum number of conzecutive penods per dap
Subjects

Main Subjects

Raooms

Mamwim el Fliskeilyg ok e

1.5.1.2.3 Classes tab

Avoid non-teaching periods (NTPs)

Controls whether non-teaching periods for classes should be awided.

Respect the maximum or minimum number of periods/day for classes
Controls how the values entered in the master data of classes will be respected.

Respect lunch break requests for classes

Controls how the minimum and maximum length of a lunch break set in the master data of classes will
be respected.

e

@ Weighting El@

Teachers 1 Urnirnporkant  Extremely important
Teachars 2 m Awnid non-teaching-peniods (M TRz
Classes -

| Rezpect marirum ar minimum number of periodsdday far ol

Subjects Y 'm' Rezpect lunch break requests for claszes

Main Subjects

L R

1.5.1.2.4 Subjects tab

Fringe period subject

Here you can specify where the lessons marked with (F) for fringe period in the lessons of the classes
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should preferentially be scheduled.

i

@ Weighting E=N|E=Rm=

Teachers 1 Urnirnporkant  Extremely important

Fringe period subject
el Ll in the firzt period
Classes L m ' in the lagt period

[ between morning and aftermoon
Subjects

Main Subjects
Rooms

Period Distribution
Time requests

Analysis

Carcel Apply

According to this weighting fringe subjects are preferentially scheduled in the first or the last period of
the day, however not between the morning and the afternoon periods.

1.5.1.2.5 Main Subjects tab

Main subjects are defined as such in the master data of subjects .

Respect the maximum number of main subjects per day for classes

Controls how the maximum number of main subjects per day set in the master data of classes will be
respected.

Respect max. no. of consecutive main subjects per day for classes

You can specify in the master sata of classes how many main subjects may take place consecutively
for this class. Use this setting to control the importance of this parameter.

e

i Weighting EI @

Teachers 1 Unirnporkant  Extremely important
Teachers 2 ' m " Respect maximum number of main subjects per day for classe
Classes At

I Fezpect max. no. of congecutive main subj. periods for clazs

Subjects
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1.5.1.2.6 Rooms tab

Optimisation of room allocation

In the master data of rooms you can allocate a value between 0 and 4 as room weighting for each room.
0 means that it is unimportant whether a lesson takes place in this room or its alternative room because
no special equipment is required for the lesson, for example. However, a value of 4 means that it only
makes sense to schedule the lesson if the room or its alternative room is free.

For example, chemistry lab equipment is essential, if a lot of experiments are to be performed in a
chemistry lesson. Another example is PE, which is only possible in the sports hall.

If a home room and a subject room have been specified for a lesson, only the subject room will be
considered during optimisation, if the slider control is on 4 or 5.

@ Weighting E=8|E=R(

Teachers 1 nimparkant  Extremely important

Teachers 2 m Optirmization of raom allocation

Classes

ool fe ol

Warning: Room - extremely important

If the slider control for this weighting setting is on position 5 (‘extremely important') or 4 (‘very important'),
and if the room weighting for the subject room is 4, a period cannot be scheduled if no suitable subject
room can be found.

1.5.1.2.7

Period Distribution tab

The same subject cannot be taught more than once on the same day
A subject may only be scheduled once per day (even when it occurs in various couplings). Periods will
go unscheduled if this condition cannot be respected and if the slider control is on 5.

Avoid errors with double periods

There are two types of double period errors in Untis: the breaking up of intended double periods and the
coincidental creation of unintended double periods when the same subject is scheduled in consecutive
periods. Optimisation gives more importance to respecting intended double periods.

Periods will go unscheduled if the 'Avoid errors with double periods' condition cannot be respected and if
the slider control is on 5.

The flag (2)' Subject allowed more than once a day' for a lesson sets the weighting for 'Awoid errors with
double periods' to 0 (‘'unimportant’) while the flag (D) Strictly respect double periods' boosts its
importance. This boost may go so far as to prevent a lesson from being scheduled if the double period
condition cannot be respected.
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Warning: Flag (D)
You should only use flag (D) explicitly in exceptions. Excessive use will impair optimisation results.

2 periods/week - subjects not on consecutive days

This weighting factor refers to lessons with 2 weekly periods (no double period) and is intended to
distribute lessons evenly over the week. A high weighting facto prevents the lesson periods being held on
consecutive days. It also prevents a period being scheduled on the last day of the week and another on
the first day of the following week.

3 periods/week - subjects not on consecutive days

This weighting factor functions in a similar way to the previous weighting factor, but here for 3 periods in
the week.

Even distribution of periods of a subject across a day
If, for example, a class has a subject in the third period on Mondays, the third period should be awoided
on other days of the week. The following weighting factor achieves the opposite.

Try to place the same lesson at the same time on different days
If, for example, a class has a subject in the third period on Mondays the subject should also be taught in
the third period on other days.

i "

e Weighting EI@

Teachers 1 Urirnporkant  Extremely important
Teachers 2 o ; ' The zame subject cannot be taught more than once on the :
Classes U A Awvoid enors with double periods

Subjects Y ; o 2 penodzweek - subjectz not on congecutive days

Main Subjects

m 3 penodz/week - subjectz not on congecutive days
Rooms
— — 1 L |/;\| o Ewen distribution of periodz of a subject acrozs the day
Period Distribution

Time requests Y | "' Tmtoplace the zame leszon at the zame time on different d:
Analysis

1.5.1.2.8 Time requests tab

You can enter time requests in the master data windows or in lessons windows by clicking on the
corresponding button in the toolbar.

Time requests for teachers
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1.5.2

1.5.2.1

Controls time requests specified in the master data of teachers" .

Time requests for classes

Controls time requests specified in the master data of classes" .

Time requests for subjects
Controls time requests specified in the master data of subjects" .

Time requests for rooms

Controls time requests specified in the master data of rooms" .

Time requests for lessons periods
Controls time requests specified in the lessons .

i

Main Subjects

Rooms

Period Distribution

L ]

Optimisation

@ weighting B
Teachers 1 Urimportant  Extremely important

Teachers 2 o I o Tirne requests for teachers

Classes Y ; ' Time requests for clazses

Subjects Vo

Time requests for subjects
Time requests for rooms

Time reguestz for lezson periodz

Via the button 'Optimisation’on the 'Start' tab you inititalise the automatic generation of a timetable.

Start the aptimisation?

(A !
Untis - Questi‘-:-_ Iﬁ

Cancel

After confirming the promp the optimisation of the timetable will start, where an evaluationwill provide you
with initial information on the quality of the timetable.

Optimisation

The optimisation run is the "heart" of Untis and is responsible for scheduling lessons automatically. As a
general rule optimisation consists of two parts, placement optimisation and swap optimisation. During
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1.5.2.2

placement optimisation the various lesson periods are inserted into the initially empty timetable
beginning with the most difficult lessons. The timetable is gradually filled. The swap optimisation then
attempts to switch the periods about in order to improve the result.

10 separate timetables are calculated during optimisation.

@ Optimisation Run EI@

| Optimized schedules 17
O K Opt. strategy: B [7/9] 041/0

Ewaluation | Unscheduled |WTPs | Caore Time Infr. | Subj 2% / Day | DbiPrds - Error | Student-clazhes | Students MTP's

Best TT 356 1 1] ] 1] 4 1] 1]
Timetable 2 403 1 0 1 0 4 0 0
Timetable 3 403 1 ] 1 1] 4 1] ]
Timetable 4 407 1 ] 2 1] 4 1] ]
Timetable 5 41 1 0 2 0 4 0 0
Timetable B 439 1 1 2 1] 4 1] ]
Timetable 7 438 1 1 2 1] 4 1] ]
Timetable 8 501 1 2 4 0 4 0 0
Timetable 9 554 2 ] 1 1] 4 1] ]
Timetable 10 G836 2 1 4 1] 4 1] ]

The optimisation is finished as soon as a blue "OK" is displayed on a yellow background in the
optimisation window. The time needed for optimisation depends on the computing power of your PC and
the size of your school.

Tip: Switching between optimisation results

Following optimisation you will see a list of all optimisation results in the optimisation dialogue. As long
as this window is open, you can conveniently switch to another result by clicking on the desired
timetable in this list. This plan will be displayed directly in the timetable windows and in the diagnosis
(when you click on <Refresh list>).

Evaluation

Certain parameters in the optimisation dialogue window provided information on the quality of the
timetable. The diagnosis is available for a more thorough analysis.

Evaluation | Unscheduled |MTP: |Core Time Infr. | Subj 2%/ Day |DblPrds - Enor | Student-clazhes | Students MTP's
Best TT 256 1 I 1] 1] 4 I 1]
Timetahlz 2 403 1 il 1 0 4 il 1]

Each violation of one of your specifications (e.g. master data or lesson entries) will be given penalty
points. These points are rated according to the weighting values you specified, and this finally results in
a total of penalty points for your school's timetable as an indication of the quality of the timetable. The
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lower the total, the fewer violations of your specifications.
Diagnosis

The diagnosies assists you in checking your input date regarding consistency and to analyse generated
timetables according to different criteria.

Diagnosis items for 'input data' and 'Timetable' have individual tabs on the left side of the window..

"

@ Timetable diagnaosis

F &

-
-

19092016 « - 25.9.2016

‘ Input Data | Timetable ’
Witg | Mum

Al x=1
-| Class 1
Subject only once per day not pozzible 4 1

Positive time request during lunch break
-| Teacher

The diagnosis window consists of two sections: on the left you see the diagnosis selection pane, on the
right the diagnosis details pane. You now can choose any diagnostic item in the diagnosis selection
pane and the details pane will display the lesson and the class which is related to it.
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e Timetable diagnasis E m = | B e Time requests / Lessons o || =] &2
H @ [F L B @8 a5 | 9 | 95 @5 =5 | F =, L
. Type of diagnosis i .
13032016~ (o e Untiz tries to schedule a celg‘n subject no more than once per dap per B | L
class. Untiz enforces this mle comprehensively, such that it checks the
Input Data | Timetable ‘names' of the subjects of the individual lessons of & class and does not O Time requests of the lesson
STIER Ml St sdtaroums. £ o Tre et btad otid ave o $ MG S TS
all =1 be scheduled on more days per class than there actually are available for ) Time requests without rooms
[ Class 11 srheduling
Subject only ohce per day nat possible 4 D* Weighting: 4 h 112/ 3 4 5 68 7 8
Mo Number: 1 Show related windows Monday
“Fositive time request dunng lunch breale 4 40 i
— Teacher 1 B Cla  Sub.  Pefwk LMo | Tuesday
Lessons with teachers without rooms * 1 % |DE |6 5 Wednesday
- Room ) Thursday
- Frida;
i:t:‘:’s 'f:‘he same100m | @ Class 2b (Am\irser;)- / Clos Wi S Satu:;ay
Course scheduling |2b = - % T & ‘@q @ £ |8 @ @ -
Lessons L-No. [+ Gl Te UnSc| Per | YrsPrds| Teacher| Subject | Class(es) Subject roo Home room | Double p Monday 1| 2| 3| 4| 5| 6| 7| 8|/Day »
1 4.1 2 Huga 1a,1h,2a,2b Ria Callas
3 3,7 1 Callaz  CH 2a,2h3a R2a Gauss
7 m22 3 Rub  PEEL ) 7h2a SH1 RZ Ander
B |#2,2 2 Curie 20,23 [ Fzo 141 Teacher | Rub
94 @21 1 reve [ 2020 R2s Hugo =]
8 2 Mew  PH 7h PL R2h Mobel =
34 % 1 5 Calla=  DE 2h R2b 1
4 2 Callas MU Zh R2b 2 +3 43 +3 43
42 2 Callas AR i} R2h 1-1 Classfes) | 2b +3 +3 +3 +3
49 2 Moge! 20 Rz 32 43 43 43 43
55 2 Fub  HI Zh R2h CH
EE 2 Cer BI 2b R2b X by
72 1 Curie 20 [T Rz Sublects o
a3 5 Mew  MA 7h R2h DE
Roomg R2a -
] n b
] n 3

Note: Show related windows
The right part of the diagnosis window shows an explanation to each diagnosis item. By clicking on the
link 'Show related windows' the windows relevant to this diagnosis item open.

Furthermore this window has its own menu bar:

- Resize window: The diagnosis window is adjusted to the ideal size similar to the buttons in the master
data and lesson windows.

-Refresh window: the diagnosis window is refreshed.

-Filter: By clicking on this button a filter line is displayed which enables you to filter the diagnosis items
just like the button in the master data and lessons window. The diagram below, for instance, shows only
diagnosis items with at least one violation and whose weighting is a least 1.
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13.092ME -

Input Data | Timetable

= Diagnoziz

-| Class
Subject only once per day not possible 4 1
Positive time request during lunch break 4 a0

-| Teacher 1
Leszonz with teachers without rooms ¥ 1

—| Room 2

2

2 teacherz in the zame room "

Leszon seque

Hide diagnosis items

The diagnosis displays possible errors of input data and in the timetable. In some cases the data was
intentionally entered this way and therefore it should not be displayed any more. Right-click on the
respective item in the list and select 'Ignore this flaw'. This item is now marked with a white 'x' in a red

circle. Additionally you can select 'Do not show ignored breaches' and the marked violations are not
displayed any more.

19.09.2016 2 .259.2016 DT TR
T ™ | Y'ou have entered the 2ame room more than once in different
coupling-rows of the zame lezzon.
Input Data | Timetable
= Diagnosis Witg | Mum
=1 »=1
-] Class 1
5 : WwWeighting: *
Subject onl d t bl 4 1
! -|n.3c a-n_l,- ones per é}l net posshie Mumber: 0 Show related windows
Pozitive iime request dunng lunch break, 4 40
2 Teaches 1 E Lo Rm |Tea |[Tea
Leszonz with teachers without rooms * 1 (%) m & Ignore this flaw
- R 2 7 WS Ander
oom Reset
2 teachers in the same room * 1]
Lesson sequences Do not show ignored breaches
Course scheduling ¥ | Do not show resolved flaws
Leszons

Note: Additional windows
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1.6

1.6.1

You can use the two small arrows at the top of the window to open a lessons window and a timetable,
which allows you to analyse the violations quickly and easily.</

timetable

lesson window

g

|0 E=R(E5E

@ Timetable diagnosis
ey 4

Type of diagnosis
19.03.2006 - : -2R9.2006 e 9

'ou have entered the =a

roamm more than once in
Input Data | Timetable different coupling-roves of

- Diagnosis “witg | Num zame lezsan.

Manual scheduling

For placing unscheduled periods as well as moving and deleting scheduled periods Untis Express
provides an absolutely simple possibility for which does not even involve learning new windows.

There are several functions for manual scheduling in the timetable:

scheduling periods
locking periods
moving periods
deleting periods
allocating rooms

Tip: Closing all windows
Use the <Ctrl> + K key combination if you wish to close all open windows quickly.

Shifting periods

There are three possibilities for moving periods in the timetable:
1. Moving to an empty period

2. Swapping periods
3. Scheduling periods with clashes

Moving to an empty period

If you drag a period away from its position with the mouse, potential so far empty locations suitable for a
move will be marked green.




Mo | Tu | We

1 Bl | DE |isEc.

2 Ma | DE |PEG.

5 [we] e w R || Posaie e st or
4 |PFeG. ipwa | ma

5 [ioE

6

7 s

8 s

Swapping periods

If you drag a period away from its position with the mouse, potential swap partners will be marked green.

Mo | Tu |We | Th | Fr | Sa

e

1 RE | mA | GEc. RE

2 | ma T:Eﬂ:ﬁ:-: MU D(' H | pE

3 AR_|IFEB. | T B I DE FPossible swap partners
4 | ar [fPH | DE | HI | MA | GEE. for “MA" (Monday-2)
5 | mu | A4 =chfw |

6 BEERED

7 *PEB. | TH.

8 *PEB. |iFx.

Scheduling periods with collisions

You can also generate clashes. Drag a period, drop it on another and select the type of clash you wish
to allow.
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Mo | Tu |We | Th | Fr | Sa

T

RE | mA { GEc. RE

e

MA | MA | MU | DE iPH | DE

—t

AR ERERE:
ar lieed~] oe | om0 b oma | cEc

e sl
MU | HI -M.- M4 | P

*PE\B\ : Possible Swapchain of "MA"
*PEB.

O~ P N A W R =

1.6.2 Scheduling periods

From the lessons' window

To schedule a lesson from the lessons' window you need two windows: the lessons' window and the
timetable.

The "UnSched Prds" column indicates the number of unscheduled periods and also a hand showing that
these periods may be scheduled manually.

You can use drag&drop to take hold of the hand in the "UnSched Prds" column and to drag it to the
timetable where you can drop it.

@ Class 1a (Gauss) / Class WP =i =) | | @ La- Class La (Gauss) Timetabl.. [ = || = ][ £
Ta =~ s | A % T P g@' @ 2 & @@ c la ~ T F|E R & s @( ;
LMo, |+ ClTe. UnSched Prds  |Per | YrsPrds | Teacher Subject | Classies) Subject room  |Home room | Double pers. School pear:19.9.2006 - 30.6.2017
11 4.1 2 e 1a,1b,2a,2b Ria
7 23 2 1a WS Rila 11 Mo | Tu | We | Th Fr Sa
T3 22 &l i 1a,1hb SH2 Rla
31 = 5 Arigt hiA, 1a Ria
33 a rag&Drop 2 L1tEN [ia
35 2 Callas hill 1a Ria 3
=t 2 Callas AR 1a Ria 141
46 2 Mobel 1a Ria 4
S5 & Rub DE 1a Rla 5
63 2 cer Bl 1a Rla

6
7
“ 1 [ 8

L-Mo. |Tea. Subj. Rm. |Cla. |Special text
+3

Note: Background colour



Various shades of green indicate the suitability of the lesson and its scheduling. The more intensive the
green, the more suitable the lesson in this place in the time grid from a scheduling point of view. Red
fields mean that an element is blocked or that the evaluation of the schedule as a whole would be
significantly impaired by the change. You cannot drag lessons on a white background.

From the timetable window

Alternatively, you can schedule lessons directly from the timetable window. The unscheduled periods are
displayed next to the timetable by enlarging the window to the right or by clicking on the button < Resize
the window>. These lessons can be scheduled with drag&drop.

Resize the window

School pear:19.9. 2016 - 3062017

LInSe - .
s | Mo | Tu | We | Th | Fr | Sa | DE |
1 EM | Mk

hL)

bl EM DE

Drag&Drop

=] EM

AR

DE hul 2

D =l D] = Wk

Il

L-Mo. | Tea. Subj. Rm. Cla. |Special text
53 Rub, DE, (R1a) 1a
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Note: Order of the lessons
You can place the lessons below and to the right of the timetable as you wish.

Each individual step can be undone by using the <Undo changes> button in the toolbar of the timetable.

1.6.3 Locking periods

If you wish to lock scheduled periods manually, click on the <Lock period> button in the timetable.
Locked periods will not be moved during optimisation and will always retain their place in the timetable.



62

@ la - Class la (Gauss) Timetahle ... E@
ke i ||| c
Schoaol year 199 2016 - 30.6.2017

Mo | Tu |We | Th | Fr | Sa

AR

W | | | | W B =

L-Mo. | Tea. Subj. Rm. Cla. | Special text

(30°), | callas, 4R, R1a 12

3

The lock is indicated by an * (asterisk) directly in the timetable and next to the lesson number in the
period details window.

Note: Locking at other levels
You can use the 'Lock (X)' column to lock lessons and master data elements. Please refer to Entries for
all master data elements and lessons .

1.6.4 Deleting periods

You can delete (unschedule) periods by dragging them into the timetable details section of the window
and dropping them there.
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i "

@ 1a- Class la (Gauss) Timetable (Clal) o= | ]
1a R EARSEs BN & &g = =

Schaool year19.9.2006 - 3062017

Mo | Tu | We | Th Fr Sa
RE i

DE

Tl A

AR

Drag&Drop

AR

W =l P | | W R =

L-Mo. |Tea. Subj. Rm. |Cla. |Special text
-3 18 We-3: -3

1.6.5 Allocating rooms

You can also manage room allocation directly in the timetable window. Use the <Allocate/delete this
room> (1) button to allocate rooms to scheduled periods or to delete already scheduled rooms (2,3).
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@ 1a-Class I |’(.7'|uss‘ Timetable (Clal) [ = \ = =] @ 1a- Class 1a (Gauss) Timetable (Clal) EI-@
la 'v+=E iE - EIAR s Bee | E
School pear19.9.2016 - 30, Eo) School year19.9.2006 - 30.6.2017
Mo Fr | Sa
1 1
2 2
3 3
4 Lessons: B3 Periods:2 Tu-1, Fr-1 APDI‘? lnl iod 4
1 =Iingle peno
5 - aen 5
6 " Home raom: Fila @ all periods of the lessan 6 .
7 PL. Physics lsb. s show occupied ooms 7
g8 [ &llozate additional raam 8
Current selection of lessons
Ayailabl e i
Teacher |Room  Glass(es) Hatale aems L-MNo. | Tea. Subj. Rm. Cla. | Special text
cer Ria  1a Rim. |Alt.Rm At HRm a 63 Cer Bl PL(R1a) 1a
o :
Wa 5

Allocating rooms for block periods / all lesson periods

If you wish perform room allocation to a block of periods or to all periods of a lesson you can make the
appropriate selection in the selection box in the top left.

Apply to

i@ single period
i) period block

71 all periods of the lesson

Occupied rooms

Check the option "Also show occupied rooms" in the "Allocate/delete this room" dialogue if, in addition
to the available rooms, you wish to list all those rooms that are not available at the time in question.
They are indicated by the "Occupied" flag. Assigning an occupied room to a lesson, you can override the
obstructing room, generate a clash or swap the rooms.
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1.6.6

B ' Allocate/Delete this room - - : - - | 28 |
Lezzong: B3 Mo-3 Appl_l,.l o .
0 single period
Home room: A1a () all periads of the lesson
F1b (30, Clazs Room 1h
|
Current selection of lezzons ; r—.—E
Teacher |Room |Class(es) | fvallable roems - Room "Em |
Cor T €|’ ‘At Rm At HRm ! Occupied —
PL ||
i WS Room not avalable A6 ko-3
- Interfering leszon; 47
HE1 [Clagz 1h, Subject: RE]
R1hb v v 1@ Displace interfering lesson
Ria v v () Create clash
RZb v L4
(1 Swap roamms
R3a v v
SH1 v
SH2 o [] Dan't show this message again.
P v
Ps2 v
H H

v

Allacate . x Dielete room LCloze

Swap suggestions

You can use the <Suggested swaps> button on the 'Start' tab to automatically display how the active
period could be swapped within the class and across classes. To this end Untis evaluates the timetable
based on your weighting settings and indicates if the quality of the timetable would be better or worse.
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@ Suggested swaps EI@ @ Lb - Class Lb {Mewton) Timetable ECIBB |E||E||E
Conzegnc. Leap cl. Gain C  Fefresh s = - & Eﬁ ﬂ L @ ale - R ;
1 Subjecttwice a day 4 244 ») Suiap School pear19.9.2016 - 23062017
2 Subjectiwice a day 4 238
3 Subject twice a day 1a | 250 Close b | Fub |
4 Teac_her nof available 3a 76 Print UnSc Mo | Tu Sa ] MA
5 Subject twice a day 1a 238 1129 )
6 Subject twice a day 1a | 173 With class 1 | & | oe
7 Period time requests 2a -148 [N differe.nt b 2
8 Main subjects - Boundary period -9 [ Show details
9 Main subjects - Boundary penod -42 3
10 Subject twice a day -61 4
11 Subjecttwice a day -294 5 Do AR
12 Subjecttwice a day ?b -f36
13 Subject twice a day 2a 117 6
14 Subject twice a day -799 T Bl
15 Subjecttwice a day -1489 8 -
L-Mo. | Tea. Subj. Rm. Cla. |Special text
30 Arist, MA (R 1b

With class leaps

It is often necessary to perform swaps across several classes. In order to enable a swap to be made in
one class it is first necessary to perform a swap in another class - the so-called leap class. If you check
the option 'With class leaps', these types of possibilities to swap will be offered.
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@ Suggested swaps o || =2 || 2 @ 1b - Class b {Mewtan} TII{FHF El@
— =4 § | e oy &
Conzegne. | eap cl [Gain C  Fefiesh s -l 'ﬂ ) \3 = F
1 Subject twice a day Swap School pear19.9.2016 - 30.6.2017
3 Subject wice a day 1a | 250 Close | 4 | Rub | Cuie | st | Hugo |
4 Teac_hel nnt_ available 3a 76 Prirt UnSc Mo | Tu | we
5 Subject twice a day 1a 238 1729
6 Subject wice a day 1a | 173 | i elEse 1 | & | oE
7 Period ime requests 2a -148 il dlfferelnt b 2
. . . Show details A DE [PEG.
8  Main subjects - Boundary period -9
9 Main subjects - Boundary pernod -42 3
10 Subject twice a day -61 4 FPEG. [
11 Subject twice a day -294 5 D
12 Subject twice a day 2h -736
13 Subject twice a day 2a 117 6
14 Subject twice a day 799 T Bl
15 Subject twice a day -1483 8 FEG.
Cohzedhc. Gain | Total | * C  FRefresh
{ Class NTP's |
3 Penodtimerequests -142 102
4 | Periodtimerequests = -177 B7
5 Periodlimerequests = -183 61 : -
6 Periodtimerequests  -229 15| _ . L-Mo. | Tea. Subj. Rm. Cla. | Special text =
¥ Pernodtimerequests = -229 = Bl d|ffel§nt = 30| Arist, M, (R15) 1h
8 Periodtimerequests  -263 -9 Show details &
- Leap-class:
9 'hun“eak mla—max_ -335 ﬂ . ﬂ
"H

The above example shows that the swap in class 1b would result in a 24-point improvement, therefore a
swap in the leap class 1a is possible which brings about a highly ranked improvement, since a lesson
scheduled on a locked period can be swapped.

The timetable in the above examples will clearly be improved.

Note:

The suggested swaps window list the swaps in the order of their evaluation with the best swaps right at
the top. The 'Gain' column in the upper window pane will only list the evaluation of the first swap for a
swap with class leaps (base class). The sort order in the upper window pane uses the total between the
evaluations of the first swap and the best possible second swap. The total evaluation for both swaps is
displayed in the lower window pane.

Warning: Swap period
If you want to swap the period which is the basis for the swap suggestions, first click on the period in the
timetable you want to get swap suggestions to. Then click on the 'Refresh' button for refreshing the

suggested swaps.




68

1.7 Timetables

Untis aims to calculate a good timetable. This should then be easily readable and adapted to the
requirements of those it is intended to serve (teachers, students, school office etc.). The following
chapters first deal with the timetable window in general. We will then look at various formats and learn
how to change the layout . Finally we will also have a look at printing timetables.

1.7.1 The timetable window

Generally speaking, the timetable window consists of two parts: the actual timetable and the timetable
details window.

@ la - Class la (Gauss) Timetable lE]aE] El@

ol = | e

1a > (A s ||
School pear19.9.2006 - 3062017

ar

@D =l PN | Wb =

L-Mo. | Tea. Subj. Rm. | Cla.  Special text

33 Arist, EM, B1a 1a
details window

+3
You can enter the name of the element that you wish to see directly in the input field at the top left. You
can also use the spin controls located on the right of the input field to switch between elements.

Timetable window
The timetable window displays the actual timetable, and you can decide for yourself what information is
displayed (please refer to chapter ' Timetable layout ).

Timetable details window

Depending on the circumstances all information relating to a lesson period cannot / should not be
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1.711

displayed in the timetable. However, you will find all information in the details window. This is especially
helpful when couplings are involved.

Timetable interaction

The timetable windows synchronise automatically just like many other windows in Untis. This means
that the timetables cannot only be set manually but are adjusted automatically - if desired - to each
element selected in another window. You will thus always have up-to-date information on the screen

without having to search for it.

1.7.1.2 Locking - colours

L-Mo.  Tea. Subj. Rm.
35 Callas, MU, R1a  1a

Cla,  Special text -

You can deactivate automatic synchronisation:

Display lesson
colours

Lock this display

e 1a - Class la {Gauss) Timetable @[E] EI@ amiuillas, Maria Timetable {Tea-Di... EI\EI = s Room la Timetable (Rool) EI@
e @ AR s @ & Cales [~ 6 71| A B s |[Ba]e | B-| E Ria ~ ) E A s s | &L
School pear19.9.2016 - 30.6.2017 School pear19.9.2016 - 30.6.2017 School pear:19.9.2016 - 306.2017
Mo | Tu Th | Fr | Sa Mo | Tu | We | Th Fr | sa Mo | Tu | We | Th Fr Sa
=
1 1 2a 1a 4 1 Arist Arist Callas | Arist Cer
bl MU h
2 ian 2 |callas | Arist
1 Zh Zh
3 2 e Y DE 3 3 Cer Arist
28 Callas
4 n T DE 4 Hugn Rub
-3
5 I - 1a e 5 Nesw “Rub
AR AR - - 5
6 4 DE AR £ Cer
7 7
Zh *2a. Ander.
8 5 bl CH # 8 nder
: & . g L-Mo. Tea. Subj.Rm.  Cla. |Special text
5 Special lext ] = 35 Callas, MU, R1a  1a
35 Callas, MU, R1a 13 y 7 3
g ; 3a
AR
g k3

i

School vear:19.9. 2006 - 3062017

Lock type

Clicking on this button means that the type of timetable (teachers, classes, rooms) will stay the same.

Lock this display
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1.7.2

1.7.2.1

Clicking on this button means that the view with the current element (e.g. class 3a) will stay the same.
Colours

This function allows you to activate or deactivate the display of colours defined in the master data or for
lessons.

Timetable formats

You can access the different timetables for classes, teachers and rooms via the taba Timetables'. These
predefined timetable formats can be customised to suit your needs (please refer to the chapter
Timetable layout ). Below we use the class timetable as an example that applies to each timetable
format

Class timetable portrait/landscape
Class schedule big

Classes oveniew portrait

Classes overview landscape

Timetable portrai/landscape

By default these timetables only show one master data element (e.g. the subject in the class timetable).
Further information (such as room and couplings) are displayed in a details window.

@ la - Class la (Gauss) Tlme’E}E]. E@
1a | F R & s || F R E

Schoal year 199 2016 - 30.6.2017

Mo

EM

L)

Bl

O =l | | | W R =

Il

L-Mao. |Tea. Subj. Rm. Cla. | Special text
35 Callas, MU, F1a  1a
+3
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i

@ la- Class la (Gauss) Timetable (Clal0) =n EEl=" ﬁ
[fa R AR s(Be)e | B-@lss g

School year:19.9.2016 - 3062017

L-Mo. |Tea. Subj. Em.  |Cla. | Special text
33 | Arist, EMN, R1a 1a

1.7.2.2 Class schedule big

The 'Class schedule big' incorporates the settings for the standard format (subject, teacher, room and all
coupling lines).

i "

@ la- Class La (Gauss) Timetable (ClalA) o[ |
o EliRIAR (@A &- & &= .

Schoaol year:19.9.2016 - 30.6.2017

Monday Tuesday |Wednesday | Thursday Friday Saturday

S SRS MU Calla Rl1a Bl CerB1a
| i
(STl RE obe B13
|

RE Mobe Bla
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1.7.2.3 Timetable | Overview classes

The class timetable oveniew shows all classes one below the other with the individual lesson periods
next to each other.

o

<
@ la- Class la (Gauss) Timetable (Cla20) [ |[-=-]
1a »| . & '@Iﬁm'ﬁtk& E-}"E;*}

School year:19.9.2006 - 30.6.2017

Moz Tuesday Wednesday

1.7.2.4 Timetable | Overview classes-1

This is also an overview of all elements. In this cases, the elements are displayed next to each other and
the weekly periods one below the other.
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@ la- Class la (Gauss) Timetable (Cla3t}| — || & |[si5e]
1a »| - & @ﬂm @lq& _@v:
Schoaol year: 1992016 - 3062017

1a 1 | 2a

RE HI

1.7.3 Timetable layout

You can also modify the pre-defined formats to match your requirements. You can change the size ,
display all timetables in standard format or decide what should be displayed in the period window.

1.7.3.1 Adjusting timetable size

If you mowve the cursor to the line separating Monday and Tuesday you will see a small, double-headed
arrow and you can adjust the width of the column.

You can adjust the row height in the same way — just mowe the cursor to the line separating rows 1 and
2.
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' ﬂ la - Class la {(Gauss) Twnetahl... IE“ﬂI[ﬂ] ﬁ
P iR dAAs@sk

School year 1992016 - 30.6.2007

1.7.3.2 Standard format

Clicking the right mouse-button in the timetable displays a context menu where you can select the
option Timetable period: standard format'. This setting displays all the main elements of the period. If
couplings are involved, all coupling lines will be displayed. The font size will be adjusted to match the
space available.
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P

@ la- Class La (Gauss) Timetable (ClaLA) = =R ==
1a | TE A s @S| (&8ss .

School year:19.9 2016 - 30.6. 2017

Monday Tuesday |Wednesday [ Thursday Friday Saturday

:gg EN Arist Ria [ MA AristRia {525 MU Calla R1a

| MA AristR1a |
|

—

Bl CerRla

oss _ _
: MU CallaBE1a | EN Arist Ela DE Rub B1a RySERLENEAER EN Arist B1a
9:40 - =

EM AristR1a | MA Arist R1a

9:50
T Bl CerR1a

MA AristR1a | EN AristR1a
Cluster-made

AR CallaREla

Period window

Allocate/Delete this room

== B e =2 R, B~ I FE R N

ey RE Mohe B1a De-coupling
Extended de-coupling
12:35 - —
1320 v Timetable period: standard format
Text for the lesson period
13:30 DS Ander TE )
1415 AUBEL Students M
Time range: week
1925 TX Curie :
15:10 Time range: school vear
Copy in HTML-farmat

L-Mo. | Tea. Subj. Rm. | Cla. | Special text
31 | Arist, MA R1a 1a
+3

1.7.3.3 Text for the lesson period

In the timetable standard format (e.g. Class big) it is possible to add a text to a certain period in the
timetable. Right click in the desired period in the timetable and select "Text for the lesson period".
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1.7.3.4

ﬂ la - Class la (Gauss) Timetable (Clala)
[Ta ~ A AR s BN - & s

School year19.9.2016 - 30.6.2017

Monday Tuesday |Wednesday

Text for the lezzan perind Lessons: 33/ Tu-3
Thig text iz azzigened to & certain period of a lezzon,

GEc Hug Bia Bring your materials!

2:55

T MU CallaRla

Cancel
9:50
10:35 fltersla

Bring wour

materials! Cluster-made

Period window
RE Mobe R13

Allocate/Delete this roam

De-coupling

Extended de-coupling

12:30

1415 DS Ander [TE

1425

15:10 Time range: week

Tirne range: school year

L-No. |Tea. Subj. Rm. | Cla. | Specialtest | oPyin HTMLformat
38| Callas, AR, R1a  1a
+3

Period window

You can also define which contents should be displayed in the timetable fields. Click on <Settings> in
the timetable window or open the context menu (right mouse click) and activate the option 'Period
window'.
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Cluster-maode

Period window
Allocate/Delete this room
De-coupling

Extended de-coupling

¥ Timetable period: standard format

Teuxt far the lesson period
Students I
Tirme range: week

Time range: school year

Copy in HTML-farmat

Using this editor you can display new elements , change the order of elements and edit the layout with
additional settings.

1.7.3.4.1 Adding/deleting fields

Click on the <New field> button in the period window, if you wish to add a new field to the timetable

display.
& Layout 0L Period window Contents {fields) of a teaching period EI@
Ok Cancel Apply
@ 1a - Class la {Gauss) Ti Type of Timetable B & U
1a I T @ Class(es) | -
School year19.9.2016 -| | Field type: Standard format
it::;e:;.nilsal L [ Timetable period: standard format
UnSc .
Mo | Tu | W a Max. characters Subiject | 1.Fied
2128 . . ! Subject
1 = o MHumber in coupling: 1
% Font size [az a percentage] T . 2 Field
2 ML EM | PE [B0-5007%] Teacher
Aligenment: .
3 | o mi o | 3 Field
2 AR — | Centred - Eoom
PEG. o
5 " New field Changs fisld
6 Centre fields automatically Delete field | i Align fields
7 Hoarizantal
Wertical
8
L-Mo. | Tea. Subj. R,
46 Mobel, RE,R1a -
[ ]
1Subje.
15ubj.

Another window will open in which you can select the contents of the new field.
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[Clazz)
Teacher

' Bioom
(1 Subject

1 Lesson number

() Footnote reference
() Special text
i Tewt for the lezzon period
(0 Line text
i Line text-2

(0 Time request

() Shudent group

i ™

Figld type

Type of names
@ Short name

0 Full rame

Height of test figld [relative o
standard-height]

oK Cancel

You can, for example, choose to display the teacher in the class timetable:

[ RE Noel |

| =l ® n

DS Ander
TX Curie

L-Mo. |Tea. Subj. Rm. Cla.

46 | Mobel, RE, R1a  1a

Sp

e figld
Centre fields automatically Delete field
Harizantal
Wertical

1Sub.
1Te.

Change field

Aligr figldz

15uh.
1Te.

You can use the <Change field> and <Delete field> buttons to modify or delete an existing field.
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1.7.3.4.2 Changing field size and position

The active element is marked turquoise in the period window editor. You can use drag&drop to change
the positioning and size of the fields.

1Sub.

1Te .1 Subject
1Teac

15uhject
1Teac

You can/should activate an element such as teacher more than once for couplings (maximum number of
used couplings):

@ la - Class la (Gauss) Timetable (Clal) E@
=B EAs|@R]s | - E
School year:19.9.2016 - 3062017

Ln5e

. Mo Tu We Th
1 EMN Arist MA Arist MU Callas
2 | mucallas EP
T 11SUL | 2SU
4 PEGArSt | 1 ] ]
PEB Fub
5 | m
6 1Te. |2Te
- . 15u. 250.
7 1Te. 2Te.
8 |

L-Mo. | Tea. Subj. Rm. | Cla. | Special tex
B3 Cer, Bl R1a 1a
+3
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Note: Size of timetable period
When the background is activated (i.e. turquoise), as in the abowe figure, you can use drag&drop to
change the size of the field of the period window.

1.7.3.4.3 Further settings

You will find a number of additional options with which you can modify the layout of the timetable.

@ Layout 0L Penod window Caontents {fizlds) of a teaching periad EI@

(] Cancel Apply

Type of Timetable

Clazz(ez] | -

" 1eld bppe:

Subject: Anal 7.2
Aliaz names

Standard format

[ Timetable period: standard farmat

g M aw. characters Subject . 1. Fin?ld
Murnber in coupling: 1 Subject =
on % Font size [as & percentage] _ | 2 Field
(50-500%) Teacher Teacher
Aligenment: o el
Left-aligned Fomm " | Foom
Mew field Change field
Centre figlds automatically Delete field Align fields A

Horizontal
Yertical

1.7.4 Printing timetables

Printing timetables is effected via the <Print> or <Print Preview> buttons. Clicking on either option first
displays the print selection window, where you can make additional settings.

Print selecticn g

Clazs[ez] 147

Edit prirtot
Selection...

[ Generate a single file

HTRL Cancel

The print selection window allows you to make a selection of the timetables you wish to print.
Additionally you can specify the details of the individual timetables or ovenview timetablesin the print
preview window.
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1.7.41 Timetable selection

By default, the timetable displayed on screen will be printed. You can use the <Selection> option to
specify that several timetables of the same format should be printed simultaneously:

Print selec-t'lun » -~ Name Full name -

1a Clazz 1a [Gausgs]

Clazzles]: 7/7 Edit printout 1h Clazz Th [Mewtan]
Sl 2a Clazs 2a [Hugo]

2b Clazz 2b [Anderzen]

POE Jda Clazz 3a [Arnistatle]

i ; b Clazz 3b [Callaz]
POF [] Generate a zsingle file

Clazz 4 [Naobel]

HTML Cancel

Irverze

Cancel

You can select the timetables for the desired elements by holding the left mouse button and moving the
cursor or with <Ctrl> + click (see figure).

1.7.4.2 Page layout

Via the <Edit printout> button in the print selection or the <Page layout> button in the menu you can
specify additional details for the respective printout. Possible settings depend on the format of the
timetable.

i

@ la - Class la {Gauss) Timetahle {Clal)
1a | R E B & sl

School pear:19.9. 2006 - 3062017

1.7.4.2.1 Menu bar page layout

In the menu bar of the timetable page layout you can change between the pages or change to portrait
orlandscape.
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Turn the pages

Switch between
portrait and
landscape format

D151 O

o

1.7.4.2.2 Header and footer

ﬁst schoo

Fordemao andtest only

Timetahle 201672017
Walid fram: 10 October

| DEMO

1a

Class 1a (Gauss)

Mo

The possibilities for header and footer design are displayed in the figure below.

i

] Page layout
Q01571700 5-
r hool DEMO Timetable 2
1a Class 1a [Gaussll ¢ " Unerscnitten |
Mo Tu Heading Footer
Timetable 200162017 Gruber & Fettersz Software
1 EM M,
Walid from: 10 October [ Filename
2 (10] EM
3 o Frint date
Print current time
4 [ Print timetable version
5 12 Timetable version
6 [ ] Frint page numbers
T Frint total page numbers
5
s
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1.7.4.2.3 Period window

Via the gear-wheel next to the timetable you get to the detail settings of the period window (please refer
to the respective chapter in the timetable layout).

-

@Pa e layout
ge lay

@510 8-

[est school DEMO Timetable 20162017
Fordemo andtestonly  “alid from: 10 October

1a Class 1a (Gauss)

|| I R~ | T | LY. TP Th Fr -_‘-S?-‘m
@ Layout 0L Period window Contents {fields) of a teaching p... EI@
Q. Carcel Apply
Type of Timetable
B &£ U
Class(es) |~

Field type: Standard Farmat

iﬁ:;e:;:m.-‘-‘glsal 9L [ Timetable period: standard format {
] I aw. characters Subject | 1-Field

. . Subject
Mumber in coupling: 1
i % Font size (a5 & percentage] B 2. Field !I:
I e snn Uil Tesde
. Gruber & Petters Software
Aligenment: .
e .| 3 Field
Centred - Foorn
e field Change field
Centre figlds autormatically Delets field Aligr fields
Horizantal
Wertical

1Subject | ..

1.7.4.2.4 Insertimage

By clicking on the <Background picture> button you can insert a bmp picture. It is displayed instead of
the button and can be moved or its size can be adjusted by activating the <Move picture> button.
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»

\ ) =)
(

Clagslez); 7/7

Selection

EMO  Timetable 201672017 '.
qtestonly  Valid from: 10 October ;

[ »

éass 1a (Gauss)

Leszons

Coupling legend
[faathaote]

m

Abbreviations

Teachers of the class

Teachers of the class

gund picture

(WU gerstPublichDioc
entshntis\G b

Background picture

C:WUsershPublichDoc
umentgiUntishGpk b

l Maove picture [ l

[ Move picture iy

1.7.4.2.5 Individual timetables page layout

The following descriptions apply to individual timetables (and not to oveniew timetables).

@ rage yout o=
@O 1510 O~ Classles) 7/7 -

&

Westschool DEMO  Timetable 2016/2017 Untis 2016
Fordema andtestonly  Walid from: 10 October 2072016 1140

1a Class 1a (Gauss)

Selection

Lo »

& = couping legend
Mo | Tu | We | Th Fr sa ffostcte)
1 EN A L] hiA Bl
2 mU EN DE EN Abbrevitions
3 Bl WA EN EN A
AR L
4 DE WA DE 3
= achers of the class
6 Backaround picture
7 >
z - =, <Not Defineds
VZ Gruber & Petters Software

Move picture

A N A NP

Settings of timetable page

You can choose, for instance, how many timetables should be printed on a page plus how many or
which weeks.
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<
b o) o )
;} Class(es): 7/7 -
g - -
{ | ‘ Selection
Untis 201p - —
L
t 207201481 *Timetables SLIRIEn BE30ME
1 |2 Mumber of timetables horizontalh

1 | Number of timetables in a vertica

["] 1 heading per page

Coupling legend
A legend is always printed if all the lesson information cannot be displayed in the period window. Lesson
information (for classes) includes all rooms, subjects and teachers.

Drag&drop allows you to select the position of the legend on the page or whether the legend should be
printed on a separate page.

@ Page layout o o=
O/ 1R~ Class{es): 7/7 |~
& 1= Selection
|
st school DEMO  Timetable 201662017 Untis 2016
For demo andtest only _ Valid from: 10 October 20.7.2015 11:18 Lessons
1a Class 1a (Gauss)
e Coupling legend
Mo | Tu | we | Th Fr Sa S loomote)
1 EN A M Wi Bl =
2 WL EN DE EN & = | Abbreviations =
i
3 al - I EN EN ™ Drag&Drap!
4 DE MA DE
z Teachers of the class
6 5« Backaround picture
7 —
<Not Defineds
. o )
7 Gruber & Petters Software ‘ } Wove pichure e
g LAt YN ot

Via the settings button of the legend you can also define how many columns the legend should have and
whether the legend should be printed in a frame.The legend can be deleted via the big red X
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@Pa e lavout
ge lay

©015/71000-

&
st school DEMO Tirmetable 20162017 Untis 2016
Fordema andtestonly  Walid fram: 10 October 2072015 11149

1a Class 1a (Gauss) Remove the legends

% Mo Tea,Sub Rm. Cla
Mo Tu We Th Fr Sa Ty ArstEN, R1a  1a
2 Callas, MU, Ri1a 1a
1 EN MA 0] MA Bl 3 Cer.ol Ria o
2 MU EN DE EN 4y Arist, PEG, §H2 | [] Print frames
Rub, PEB, SH1
3 Bl EM EM hA g1 Arist MA, R1a 1 2| Number of columns
AR B} Callas, AR, R1a
4 DE M DE 79 Mobel, RE, Ria
5 8 Ander, DS, WS
Gauss, DS, W5 1h
6 Curie, T, TW  1a, 1h
7 9 Hugo, GEc, R1a 1a,1h, 2a, 2h
10y Rub.DE. R1a  1a
8 | PR
yd Gruber & Petters Software

Lessons
With timetables for classes and teachers, you can choose to print the lessons view as well.

@ Page layout

DO 15190 E-
&
st school DEMO Timetahle 2016/2017 Untis 2016
Fordemo andtestanly  %alid from: 10 Qctober 207.2015 11:349
1a Class 1a (Gauss)
2
Mo Tu We Th Fr Sa L-Mo. ClTe. UnSched Prds Per Teacher
1 EN WA MU WA =] nmo 40 2 Hugo
7 2.3 2 Ander
2 MU EM DE EM Gauss
3 B EN EN s Curie
AR 73 2.2 3 Anst
4 DE MA DE Rub
5 31 4 Arist
6 33 5 Arist
35 2 Callas
T 29 2 Callas
8 - 45 2 Mobel
f Gruber & Petters Software

Abbreviations

A legend can be printed with the abbreviations of the subjects and/or teachers. In the following example,
the name and full names of the subjects are listed next to the timetable.
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£ ri
@ Page layout g
@151 8-
&
Jast school DEMO Timetable 2016/2017 Untis 2016
Fordemo andtestonly  Valid from: 10 October 20720148 11:40

1a Class 1a (Gauss)

% MName Fullname
Mo Tu We Th Fr Sa Ander Andersen
Arist  Aristotle
1 S e N e =l Callas Callas
2 MU ERN DE EN Cer  Cervantes
Curie  Curie
3 BI an EM EM A Gauss Gauss
Hugo Hugao
4 D= iR D= Nohel Mobel
5 Rub  Rubens
6
T
8 | N |
V4 Gruber & Petters Software

Teacher of the class

The teachers of the class can also be printed.

-
@ Page layout *
Q15170 5-
&
Hest school DEMO Timetable 20162017 Untis 2016
Fordemo andtestonly  Valid from: 10 October 207208 11:41
1a Class 1a (Gauss)
i Teacher Su.
Mo Tu We Th Fr Sa Hugo  GEe
Ander DS
1 Bl i Arist  PEG
2 MU EN E‘Q
3 Bl Callas MU
Mabel RE
5 Rub  PEB
DE
6 Cer BI
7 Curie TH
8 EX
rd Gruber & Petters Software

1.7.4.2.6 Overview timetable details

The following details can be set when printing overview timetables:



@ Page layout [E=REE O
Q012100 1- Classfes}: 7/7
Selection
&

st school DEMO  Timetabie 2016201 7 untis 2016,
For demo and fest only  “alid from: 10 October 2072015 11:43

I

Intermediate headings

Coupling legend
(Faotnote)

Backgiound picture

ﬁe <Not Defined>

Move picture e

Mo-5 DE [ EM || MU | MA | mA

Mo-6

Mo-7 Bl

Mo-8 PH

Tu-

Tu-2

Tu3

Number of rows/columns per page

The check box "Rows/Columns automatically" allows you to specify that Untis should print exactly as
many rows and columns as will fit on the page.

Clazg(es]: 7/7

3
?
?\ - Selection
{
f_t'

&

Untis 2016 —
2072015 11:43 et | Intermediate headings

\} Mumber of rows/columns per page
5

m

Coupling legend

40 || Rows (weekly periods) per page
[Faatriote]

7[> Columns (classes, teachers,..) per page

Background picture

Rows/Columns automatically .
Only whole days on one page
|| Only single days on one page

["] Several timetable-blocks on one page

If the box is not checked, you can specify how many rows and columns should be printed on a sheet
using the relevant input fields.

Coupling legend

As with the individual timetables, you can also specify that a legend should be printed with the
information that does not t fit in the period window. The legend is activated in the oveniew timetables and
is always printed on a separate page.
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Clazz(es]: 747

'f’\,r I,r"‘"L'\..n— e

{E} Selection
Untis 2016
72015 12000 Intermediate headings

oupling legend
piothiote]

n‘ﬂ{:uiu:ture

Mot Defined:

?
{ Move picture o
3
\
:

Intermediate heading

If you have big ovenviews it can help to display intermediate headings. Drag the button to the desired
position (e.g. after the third class row) - after every x entries (here after every third entry) an intermediate
heading will be displayed.
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Py Eloles
DOLL/1O D= Class(esk 7/7 |-
@ = Selection
st school DEMO Timetable 20162017 Untis 2016
For demo andtest oy Yalid from: 10 Octoker 2072015 1147 ermediat headings
|t
Maneiay Tuesday | Vednesday Thursday ﬁ_—

1]2]3]als]s]7 s EAE ERE 7 (8 |1 Coupling legend
— [footnote)

1a BN wu [&0 — v [oe o ]
IR e e WA AR Backgiound picture

|- =
EE T = 1T DE [N [Wia [PH e =
2D L AR MU CE |Bl |[HI [MA i ¢ )
3a i i & Tuesday Move picture. {j“
3b |H 18 7 T8
4 ok [H |oe | PH

4 b |B [ma DE
2a |wu MA |DE [EN 2R
& 4 & N Monday

1 J2]afa]s[e]7]s
2b MA|[ AR (MU
3a |H [En It Bl
3b |H PH W4

WMonday

1.7.4.3 Timetables in HTML format

1.8

Untis provides the option of generating timetables in HTML format at the press of a button which are then
directly available for a school's own intranet or for the Internet.

Datei  Bearbeiten Anzeige  Fenster  Hilfe 3
ERBe= CIIEaR ===

[ Untis 2016 Timetable 201 x

C | [ filey///C:/Users/Administrator/Desktop/Cla20_3b.htm | =
| @ untis @ Gourmet

Test school DEMO Timetable 2016/2017 Untis 2016
For demo and test only Valid from: 10 October 20.7.2015 11:56

Test school DEMO  Timetable 2016/2017
For demo and testonly  Valid from: 10 October

3b Class 3b (Callas)

3b  class 36 (Callas)

@ N bW N

@ ~No o aw N2

Untis 2015 N i e 12 i Untis Timetabling Software

Gruber&PettersSoftware

Cancel

Lists

Untis Express provides a number of predefined lists that can assist you in your scheduling work or that
can serve as ovenview lists for e.g. teachers' meetings.

e Class lists
e Teacher lists
e Room lists

e Subject lists
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1.8.1

1.8.1.1

These lists can be accessed via print selection in the master data

views.

Class lists

Lists for classes are accessed via master data of the classes and print selection.

Teachers of the class

Period time requests

Day time requests

Unspecified day requests

Time request: teachers of the class

Clazzlez] 1/7

Selechion

Page setup

Type af izt

[ ata figlds

D ata fields

Day bime requests

Perind time requests
Teachers of the class

Time Agu.: teachs. of b class
Unzpecific day requests

Teachers of the class

This list shows all teachers who teach in the individual classes and is often used for teachers' meetings.

Testschool DEMO  Timetable 20162017 Untis 2016
Forderno and test only  “alid from: 10 October 2072015 12:04

List for meetings of class-teachers

Class Teacher Subjects
1a Hugo GEc

Andar 0=

Arist PEG WM& EM
Callas MU AR
Mobel RE
Rub PEB DE
Cer Bl
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1.8.1.2 Period time requests

This list shows the time requests entered in the master data for the classes.

Period time requests

Mo Tu Wy Th Fr Sa
Mame | 12314 56E) 12134 56FE] 12 F34186E]1ERdBEEITEE 4G 2[E415
1a +H+[++ +H+[++ ++|+H+ +[+ |+ +[+|+|+ +|+H+[+
3333 3333 331313 33EE 3333 3333
1h +H+|+H+ +H+|+H+ +|+|+H+ +|+ |+ +|+H+|+ +|+H+|+
3|313|3 3|313|3 31313)3 3355 31335 3131313
2a +H+[++ +H+[++ ++|+H+ +[+ |+ +[+|+|+ +|+H+[+
3|313|3 3|313|3 31313)3 3355 31335 3131313
2b +H+|+H+ +H+|+H+ +|+|+H+ +|+ |+ +|+H+|+ +|+H+|+
331313 331313 331313 33EE 31335 3131313
3a H+{+H+ H+{+H+ +H+[+H+ [+ +[+H+|+ +|+H+[+
3|313|3 3|313|3 31313)3 3355 31335 3131313
3b +H+|+H+ +H+|+H+ +|+|+H+ +|+ |+ +|+H+|+ +|+H+|+
33313 33313 33313 3383 31333 313133
4 H+{+H+ H+{+H+ +H+[+H+ [+ +[+H+|+ +|+H+[+
331313 331313 3131313 313615 3131315 3131313

Gruber & Petters Software

1.8.1.3 Day time requests

Specified time requests that apply to whole days or half days are listed here.

Day time requests

]

Monday [[Tuesday [WWednes.. Thursday |Friday Saturday
Mame |a.m. |pm.Ja.m |pm.lam.pmjamlg.m.|&am[p.mjamfpm.
1a +3 +3
1k +3
2a +3 +3
2b
Ja +3 +3
db
4

Gruber & Petters Software

1.8.1.4 Unspecified day requests

This list shows unspecified additional time requests that apply to whole days or half days.
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Unspecific day requests

am.  [p.m.  (halves |Days
Mame | -3F2 IS 2 F1 3213121
14 2
1h 2
2a 1
2b 1
Ja
3b
4

Gruber & Petters Software

1.8.1.5 Time request: Teachers of the class

1.8.2

All specified negative time requests for class teachers are listed.
Time reguests teach/class

1a Class 1a (Gauss)

M Tu e Th Fr Sa

Mame (| 123457811 2345167 812345167 8123456 T8{[1 2345 6781 2345
Hugo o | [
Ander || = oxx
Arist k4 w[x x[x x| k4 x
Callas W P
Mokel KX KEEEK
Fub
cer KEREE[Hxx
CLtie B

Teacher lists

Lists for teachers are accessed via master data of the teachers and print selection.

e Period time requests
e Day time requests
e Unspecified day requests
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Teacher: 1/10

Selechion

Page setup

Type af izt

[ ata figlds

D ata fields

Day bime requests
Perind time requests

Unzpecific day requests
POF

1.8.2.1 Period time requests

This list shows the time requests entered in the master data for the teachers.

Period time requests

[ [a] Tu Wi Th Fr
Mame || 1[2134EEFBII2EEISEFRIIZIBEERITE]IZE34EE TR ZE46]H
Gauss
Mew - - +|++
212 2ENF3[F1F[F])3[F]3 3313
Hugo +|+H+
RN 3R [EE12E[ER 3313
Ander | - ¢ FIF]FF
22[2E12122F

1.8.2.2 Day time requests

Specified time requests that apply to whole days or half days are listed here.

Day time requests

T
Monday [Tuesday |Wednes.. Thursday ||Friday Saturday
Mare |am prmfam fp.m fam pmjamlpm am. pmam o

Gauss
[ ey -3 |3 +3
Hugo -3 3 +3

Ander (-2 -2
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1.8.2.3 Unspecified additional day requests
This list shows unspecified additional time requests that apply to whole days or half days.

Unspecific day requests

am. |p.m. fhakes [Days
Mame [|-FL2 13211131201 5 -2)-1]
Gauss 3
R
Hugo 113
Ander
Avist E

1.8.3 Room lists

Lists for classes are accessed via master data of the rooms and print selection.

e Period time requests

Foom: 1413

Selection

Page setup

Type af lizt

FOF

Cancel

1.8.3.1 Period time requests

This list shows the time requests entered in the master data for rooms.
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184

Period time requests

Mo Tu We Th Fr Sa
Marne || TEIZHSEFE] 1235615 1R E1H5 617 18] 11213 (451617 18] 11234516 5] 1{

SH1

SH2

PFL

WS

HE1

R1a

R1b

R2a

R2b

R3a

Ps1

0 T

31313 EI3 513151 3[3 335 3(3(3[3] 313151315

3| 3[5[5[3[53 1313 3] 315313 1313131313) 3 [3

Ps2

[¥5]

3GEEEEISIS)5E136EE1E3E6] 36531515

30 3[51313[3 (315 B 313[3 513 5[313) 315

Gruber & Petters Software
Subject lists

Lists for classes are accessed via "Master Data | Subjects" and print selection.

e Timetable
e Period time requests
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Subject; 1418

Selechion

Page setup

Type af izt

[rata fields

D ata fields
Penad time requests
Timetable

FOF

Timetable

A timetable is generated for each subject.

German (DE)

1 2 3 4 5 G 7
Mo Cer Fub
Huno
Tu Ruh REub Ander
Yi'e Ander Fub Mobel
Callas |71
Ander
Th Rub Rub Ander  |Hugo
Car Callas
Fr Car Fub
Ander Ander
Sa Rub Ruh Ander
Cear Callas
Callas  |Ander
Hugo

Gruber & Petters Software

1.8.4.2 Period time requests

This list shows the time requests entered in the master data for subjects.
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Period time requests

Mo Tu YWye Th Fr Sa
Marme | 1REMEEBI2EBIER B EEEET B 2E135 6 8] 123451617 8] 11231405

RE

CH

DE

EM

HI

GEc

Ml A,

GA

Bl

PH

Tl

AR

D=

HE

Cl

FEB || -|}H|
1fihf 1l 1ififrf 11f1]1f 11fifrf 11f1]1f

PEG

M M 1 TN 111N TN
Gruber & Petters Software

Cover Planning Express

The timetable provides the basis for all processes in school. It requires a lot of efforts to set up and it is
nice when it is finally finished. Howewer, it is seldom executed as intended. Work must be performed on
it every day. When a teacher is ill, a colleague takes part in professional development or a class visits a
museum, changes must be made to the timetable. Cover must be found for the colleague who is ill,
except for the class on the trip to the museum. The lesson of the colleague on skills enhancement will
not take place if it is the last morning period.

The timetable also provides the main basis for finding cover staff. It can find out who is in the school and
is available. It knows who also teaches the class. It can also provide information on who can teach the
subject in the period in question.

It is a complex and fascinating topic. The Untis Express Cover Planning module is the result of many
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years of experience in the field.

21 Example

1.

2.

Open the file DemoL.gpn, go to the tab 'Start' and click on the 'Cover scheduling' button.

[imetable 2016201

Start

= = — : L]

3 AR L EaT] 123 4
| W 53 Bome =gy OB
Classes Teachers Rooms Subjects | Diagnosis Weighting Optimisation Manual Resetthe Suggested Multiple Settings Help Data entry Cover

cheduling

scheduling timetable  swaps terms - topics~ wizard

Data Timetables

Overview Optimisation

Click on the now displayed 'Cover scheduling' tab the 'Absences' button and select a day in the
school year from the calendar in the Absences window . Selecting the teacher short name (Arist)

marks the teacher Aristoteles absent for the day.

Start Data Timetables Cover scheduling
g & B 3
ég (5 Teacher TT -
Calendar Absences Substitutions Scheduling
- - - dialogue Hf Room TT -
19.9. 2016 RN Timetables

P "

ﬂ Absences / Teacher | Bl [g]
¥ & @EH
Fram-Ta

19.092016 - [~

ko Py

Teacher [1] I Clazzes [EI]I Fioomsz [EI]I

Aks. Mo, Teacher | from DDMM | FROM Elto DDMM | TO peric Abs. reas | Tex

2 * | 2210, 1 2210
= Gauss  Gauss
<= Mew N ewtan
<3 Hugo Huga
= Ander  Andersen
< Azt Aristatle
<3 Callas Callas
< Mobel  Mobel
<3 FAub Rubens
<37 Cer Cervantes
<3 Curie Curie
= 7

| =3 1
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3. Now switch to the Substitutions window by clicking on the <Substitutions> button. This will show
the open substitutions for the day.

@ Substitutions / Teacher EI@
R FE -
Subst. Mo, | Substitutes | Period | Subject | Class(es) Room | (Teacher) |Type Substiution text | Signature | Stat. code(s) | Counter canc. | Counter subst.
1 =] M, 1a Rla  Arist Substitution |
2 777 z EN 1a Rla | Arist Substitution O
3 T 3 - %g SHZ2  *Arist Substitution [
4 ke 4 b 1h Rib  Arist Substitution O

W Lol NS 2 SNSRI S NS SR N S R S

Now a suitable substitution must be found for the 1st period. Click on the first row in the view and
then on the < Suggestion > button (black mortarboard). The suggestion lists the teachers available
for this period, and you can select a suitable teacher with double click.

i "

@ Substitute Suggestion EI@

* 20.9. Tu-1 Anist/MA/ a

a Cover teacher suggestion [2).Supervizions [F].Rooms [13]

period block
permatent substhitution

Cover teacher suggestion [2] l Supervizions [?]] Roomsz [13]]

Marme Period Subst. | Subject | Timetable Lastw

Bauss 2 [E| | mm|
Hugo (R HEEN

4 fﬂhﬂ#‘*,‘;‘

Instead of the three red ??? the selected teacher appears in the column 'Substitute', a substitution
forh the first period is found and the process is finished.

The name of the selected teacher will be displayed in the "Substitute" column, and cover planning
for the first period is finished.

4. Once you have processed all substitutions you can select <Print> or <Print Preview> to print the
substitutions list, either for teachers or for classes.
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2.2

2.21

New Hewton

Subst. Mo, Substite  Period  Subject  Class(es] Room  (Teachet] Type  Substiution text  Signature
3 [ery 3 PEG 2h, 2a SH2  Avrist Subst.

HUgo Hugo

Subst. Mo, Substitute Period  Subject Class(es) Room  (Teacher) Type  Substibddion text  Signature
1 Hugo 1 b, 1a Fl1a Arist Subzt.

2 Hugo 2 EM 1a F1a Avist Subat.

L) Hugo 4 b, 1k Rk Arist Subat.

Gruber & Petters Software

1a Class 1a (Gauss)

Subst. Mo, Clazs(es] Period  Zubject Substiute Room  (Teacher)l Type  Substiution texdt  Signature

1 1a 1 &, Hucgo Rl1a Arist Subst.
2 1a 2 EM Hugo F1a Arist Subat.

1b Class 1b (Newton)

Subst. Mo, Clazs(es] Period  Zubject Substiute Room  (Teacher)l Type  Substiution texdt  Signature

4 1h 4 [ PN Hugo Rk Arizt Subst.
Gruber & Petters Software

Settings

Before you can work with cover planning you must first switch to the cover planning mode . In the
substitution time grid you can specify the time range in which periods shall be covered. You can also
define reasons of absencethat can then be assigned to the absence in question.

Activating cover scheduling mode

You can activate Untis Express cover scheduling via the <Cower scheduling> buttonon the 'Start' tab.
The <Cover scheduling> tab which is only visible when you are in the cover scheduling modewill be
displayed to indicate that you are now in cover scheduling mode.

ntis Multilser 2016 = demo - Test schaal DEM imetable 2016201 — | = S
Start Data Timetables

Classes Teachers Rooms Subjects | Diagnosis Weighting Optimisation Manual Resetthe Suggested Multiple Settings Help Data entry Cover
scheduling timetable  swaps terms ~  topics~  wizard cheduling

Qverview Optimisation
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File Start Data Timetables Cover scheduling
o % B 3o [
ég [y Teacher TT - o
Calendar Absences Substitutions Scheduling Cover
- - - dialogue O Room 1T - scheduling
1992016 RN Timetables

Note:

Cover scheduling functions like an independent application within Untis. The screen settings in the Untis
mode and the cover scheduling mode are different. When you exit the cover scheduling mode, the
original Untis window settings will be restored and vice versa.

You can exit the cover scheduling mode by clicking on he <Cowver scheduling> button once more.
222 Time grid

First you should specify in the time grid (button on the 'Data’ tab) the period or time when substitutions
are required. In some schools it is normal not to provide cover for the last period in the morning and the
afternoon and to cancel the lesson instead.

Here you can activate those periods in which cower is generally provided at your school.
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223

-

@ Time grid =3 E=R~
4~ Substitute [
Ertry:
Subestitution
Cancellation
1 2 3 4 5 B 7 a

200 855 960  10:45 11:40 1235 1230 14:25

845 940 10:35 11:30 12225 1320 1415 1510
b ornday * * * *
Tuezday * * * *
“Wednesday * * *
Thurzday i i i i
Friday * * * *
S aturday * * * *

Cancel Apply

Movwe the cursor over the desired period of time (e.g. Mo-1 to Fr-5) holding the left mouse button and then
click on the <substitution> button.

Absence reasons

On the tab 'Cover scheduling' you can define reasons of absence with short name and full name. Either
you click on the little arrow below the <absences> button and choose 'Reasons of absence' or you just
click on the <Absences> button, then the respective window is opened with the pre-defined window

group.

A reason of absence (e.g. illness, further training) can then be assigned to each absence in the

Absences window (opened also by clicking on the right mouse button and by selecting 'Absences’).
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P )

@ Reasons o..[ = [ & [
I || B
Marme Full natme
L lliress
CC Child Care
- OF Official
@ Absences / Teacher SE Skill Entancement
4 : FCr Field Davy
r E -
% $ {-} £ = Ex Excursion
From-To : Special Leave
19.09.2016 - [i'i'v
ko e

Teacher (0] ll:lasses [III]] Rooms [III]]
Abs | Teacher from DD UMb | FROM pefta DD MW | TO peric Abs. reasc Text

-

Child Care
kg, OF Official
By SE Skill Enhancement
By FD Field Dray
by B Excursion

| By SL Special Leave

2.3 Calendar

Open the calendar by clicking on the 'Calender' button on the 'Cover scheduling' tab. It gives an oveniew
regarding any numbers you need in scheduling covers. Select a day, enter days on which there is no
schooll or create messages for the day for cover scheduling.

Note:
As you are used to it in Untis, the windows communicate with each other, e.g. by selecting a date in the
calendar the absence window is set to this date, too.
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Select a week

Overview

\ee—

Lol =

@ 21.9.2016 Wednesday

Calendar week |/ D AmzE -

-

Date |Dap Abs Teach. | Subs. | Uncower Abs. cla. Release Blocked mns. Room repl. Unevrd room:| Daily comments| Tea. clash | Boom

199 Mo 1 4 0 0 0 0 1} 0 0 0 0
208, |Tu 2 7 0 0 1} 0 1} 0 0 0 0
219 We 1 3 3 0 0 0 1} 0 0 0 0
223 |Th 1 1} 0 0 1} 0 1} 0 0 0 0
239 |Fr 0 0 0 0 0 0 1} 0 0 0 0
243 |Sa 0 1} 0 0 1} 0 1} 0 0 0 0
258 |Su

j | 1 [
9 [

Daily comments [0} T Calendar day

Y

rits walid for [dap: Dai
1

Enter days without lessons

Enter daily comments

The calendar has the following layout:
e The date is selected in the section at the top.

¢ In the centre section you see an oveniew of the substitution and cover situation and you can select a
specific day.

By clicking on the little black arrow at the bottom left the lower section is opened.

¢ In the lower section on the tab ' Daily comments' you can create and edit comments regarding time or
time periods.

e On the tab ' Calendar day ' you can define non-teaching times.
2.3.1 Details window calender

The details window show the following information for each day:
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& 21.9.2016 Wednesday EI@
Calendar week 3| Hlogze o«
Date |Day Abs, Teach. | Subs. | Uncover Abs. cla. Release Blocked rms. Foom repl. Uncwrd room:| Daily comments| Tea, clash | Room clash
199, |Mo 1 1 ] a a ] a a a ] ]
209, |Tu 2 8 a a a a a a a a a
219 |we 1 2 2 a a a a a a a a
229 |Th 1 2 2 a a a a a a a a
239 |Fr 0 0 1] 0 0 1] 0 0 0 1] 1]
249 |Sa 0 0 a a a a a a a a a
259 |Su

Abs.Teach. ...the number of absent teachers

Subs. ...the number of substitutions resulting of the absences

Uncowered ...the number of still uncovered substitions which need to be covered
Abs.cla. ...the number of absent classes

Release. ...the number of releases as a result. These are periods in which teachers are available
(released) due to the absence of classes.

Blocked rms ...the number of blocked rooms
Room repl. ...the number of room replacements as a result

Uncwd rooms ...the number of uncovered room replacements which are still to be found for the
alternative room

Daily comments ...shows the number of daily comments entered on the respective day

Note: uncovered substitutions
Not yet covered substitutions are also displayed in red.

23.2 Daily comments tab

You can use a Daily commentst to add additional information to the substitution lists. The daily
comments can be displayed in all substitution lists or you can restrict them to either teachers or to
classes. You can also send texts just to certain classes or teachers.

Proceed as follows to enter a daily comment:

1. Select the elements for which the daily text is to be output in the Type' and ' Elements' columns.

2. Then click on the button displayed in the right of the daily text column to open a window allowing
you to enter the daily text.
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4 Daily comments {0 r Calendar day ] [
Type Elements | walid Far [da_l,l:| D aily text |

Al Al 1 today the kitchen ig cloged| D

Clazzes All 3 exam preparation!

Teachers All 1 Don't forget the conferencel!

All All 1

B K U/

3. The daily text will now be displayed in the corresponding lists.

Class 19.9. | Monday

Daily comments for all

Examen preparation!

oday the kitchen is closed!

Daily comments for

classes b Class 2b (Andersen)

Subst. Mo, Clazs(es) Period  Subject Substiuie Rookn
296 Zh 1 DE Y F2b

Daily comments for
teachers

Teacher 199/

Today the kitchen is closg

Daon't forget the conference!

- Cancellations

Subst. Mo, Substitute Period  Subject  Classies) Room  (Teacher] T
2495 Y 1 DE Zb 2k Callas =1

297 Y 3-4 AR 4 Callaz =i

Gruber & Petters Saoftware
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2.3.3 Calendar day tab

On the tab 'Calender day' you can either set the whole day as a non-teaching day or only certain hours.
In non-teaching times no substitution is generated.

Daily comments [I:IIVy Calendar day ]

konday 19.9.2016

2 Reaqular zchoal day
1 Public holiday
1 Mo legzons -

1 Only thesze periods free of lezzons

Remarkz

The remarks (for the day) field is dedicated to reminders for the substitution scheduler only, i.e. it cannot
be printed.

2.4 Entering absences

An Absence is the absence of one of the three master data elements teacher, class or room (in the
latter case blocking would be a more accurate expression). The absences window is used to enter and
edit absences. You can open the absences window via the 'Absences' button on the 'Cover scheduling'
tab or or via the context menu displayed when you press the right mouse-button.

Use the tabs in the center section of the window to set the type of element which you want to set as
absent, i.e. teacher, class or room. You can also select the date using the little arrow.

Note: Selecting a period of time
Via the button with the calender symbol or the 'Settings' you can select the period of time for the
absence window: either day, week or a self-defined period of time.




Cover Planning Express 109

i

@ Absences [ Teacher EI@

TR & @ h
Fram-Ta :

220920016 =

Th T

Teacher 1] l Clazzes [0] ] Foamz (0] l

Abs Mo, |Teacher |from DDMM- |FROM period  [to DDMM | TO period | &bs. reason | Text
2 [New || 2209, 1 25.09. I

Our example shows an absence for teacher Newton, who will be absent in the period 22 to 25
September from the first to the eigth period. The reason for his absence is IL, i.e. illness. A free text can

be entered to describe the absence in the Text' field.

The effects of absences are seen in the timetable immediately after they were entered. You also can see
where substitutions are still required.
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I"

@ 4 - Class 4 (Mobel) Timetable {Cla-V1) o || B ER
4 R ER s BN e &8 E
19092016 + — - 2492016
Mo @ Flew - Mewton, Isaac Timetab... EI@
1 [PES: Hew A E R s s | E
= CH 19.09.20016 » — -24.92018
3 HI
4 | DE Mo | Tu | we | Th | Fr | Sa
: Uit DE I S 23 | 28 | 2%
= AR 2 2h 2 | 2 | 2
- FEC, 3 | 23 22 | 2= | 2=
PH == 4 Ih 2h 23 | | 2=
g h 23 2 | 2=
B 2a
L-Mo. | Tea. Suhbj. Rm. Cla. | Special te 7 N
74 Curie, PEG, SH2 4 8 4
+3 | MNew, PEB, SH1 4 _
L-Mo. | Tea. Subj. Bm. Cla. |Special text
74 | Curie, PEG, SH2Z 4
Mew, PEB, SH1 4

Note: Different types of absence
The absence of a teacher results in substitutions and cancellations , the absence of a class in releases
for teachers and the absence (blocking) of a room in room replacements .

Entering absences with the element-rollup

The element-rollup, which can be applied by clicking on the 'Element-Rollup' button can be used for
entering absences, too. This allows you to enter several absences at once.
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i

@ Absences S Teacher

L IR =]

From-To § Mame | Surname | Test
Ei.03.2016 ~ - Ander | Andersen
Tu AR

Callaz | Callaz
Teacher [1] l Claszes [EI]] Rooms [EI]] Cor Cervantes

=
% Arist Anztotle

Ab= | Teacher from DD bt | FROM pe to DD hbd T
3 Mewy 20009, 1 23.09.

rmaternal

Drag&Drop

4 |00 I

241 Filtering and printing absences

The contents of the absence window grid view are basically printed as displayed on the screen. This
means that column and row order is retained.

Filtering

There are three different ways to filter in order to obtain exact information from a large number of
absences:

e Filtering by element (1)
e Filtering by period of time(2)
e Filtering by reason of absence (3)
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-

Settings

|§| Da_lrl
) week
) From-Tao

i

@ Absences / Teacher

¥ 2

- || Reazon of abzence

I:I: .-".-" Child Care

From-Ta Eé ﬁ:: IE'HII:;EIDH
o ] e ield Day
092006 - IL 7/ liness

OF &7 Official
SE /¢ Skill Enhancerment
5L/ Special Leave

Tu

Teacher
3 | Mewy

DOmk | TS peric) Abs. reasc| Text
1 23.09. g

from DD M | :
20009,

[~]

2.5 Substitutions window

As soon as an absence is entered, the substitutions window immediately displays the resulting
substitutions. You can open the substitutions window either via the context menu (with a right mouse
click) or via the <substitutions>button on the 'Cover scheduling' tab.

@ Substitutions / Teacher EI
R =4 E -

Subst, M Subsgtituts | Period |Subiec| Clazs(es) |F|DDm |[Teacher]| Type Substitution test | Signature |5tat. cude[s]| Euur| Eaur|
548 Y 1 DE 2b R2b  Callaz Substitution

338 T 1 WA Za FZa  MNew Substitution [

340 T 2 PH |Za FL Mew Substitution [

549 e 3 AR 4 Callaz Substitution =

an Y 3 FPH 3b PL Mew Substitution ]

343 T 344 A1 [ New Ereak supen, [ERlE

342 e 4 e 3b Ra e Substitution =

469 Y 4 TH 1a Tw  Curie Substitution =

atall] e 4 AR 4 Callas Substitution |

4700 5 T |1a Curie Cancelled [

551 7 AR 2b Callaz Cancelled =

471 7 HE 3a,3l:u *Curie Cancelled ]

BE2 g Callaz | Canceled [}

i72 00 i 5750 0 i vt A O S

Besides the date and lesson period, the substitution also displays the elements involved in the
substitution (subject, class, room). The '(Teacher)' column contains the name of the teacher who would
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normally be taking the lesson and the 'Substitute’' column contains the name of the substitute allocated
to the substitution.

You can also enter a substitution text of your choice.

When the substitutions are printed out, the substitute can use the initials field to indicate that he/she
acknowledges the substitution.

Type of substitution

This column indicates the type of substitution. It cannot be edited and serves purely informational
purposes.

Substitution

This is a "normal"substitution
, i.e. the period of an absent teacher will be covered by another teacher.

Supervision

Supervision takes place when a teacher supervises a class whose teacher is absent in addition
to his/lher own regular lesson (please refer to chapter'Supenision suggestion”

)

Cancellation

A lesson where no cover is provided for the absent teacher is designated cancelled.
Release

A release is a period where a teacher is made available (released) due to the absence of a
class that he/she would normally have to teach.

Room.repl

If a replacement room needs to be allocated to a period instead of the room originally
scheduled, this is a Room replacement (please also refer to chapter’Room replacement”
)-

Special duties

A special duty is understood to be a lesson that needs to be held at short notice and which can
be entered in theScheduling dialogue

or directly into the timetable (please refer to chapter"Special duties"

)-

Shifting

This entry indicates that a lesson period was relocated here from another period (please refer
to chapter"Shifting periods"

).

Swap

A swap of two periods (please refer to chapter'Swapping periods”

).

Teacher swap
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2.51

2511

A teacher swap occurs when a teacher is allocated in a period when he/she also has a lesson
and this has to be taken by another teacher.

Contrary to absence

A teacher is allocated to a substitution although he/she is absent..
Processing substitutions

After absences have been entered, substitution rows will be displayed in the substitutions window that
need to be processed individually. You have the following possibilities, which are explained in detail
below:

Cancellation
Substitution

Supeniision
Room allocation

Cancellation

There are two types of cancellation: there is the substitution type ‘cancellation' and the <Cancelled>
button in the substitutions window.

Substitution type

The 'Cancelled' type designates a lesson where there is no cover for the absent teacher and which is
therefore cancelled. You specified in the substitutions time grid when cover should by default be provided
and when periods should be cancelled. It is therefore possible that certain lessons are set to 'cancelled'
immediately after an absence is entered.

Button

The <Cancelled> button allows you to change any open (i.e. not yet processed) and any already
processed substitutions to 'cancelled'.
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stitutions / Teacher EI@
Xp dEERRUVITLEIA &-O @
ﬁn'egch Frarm-Ta =
-All- )|l 1909208 - uhg
i = [] Uncovered substitutions
Teacher
Subst. W Type Period « | (Sihiect Subjec| (Teacher) Substitute | (Class(es)) |Class(es) |[(Room) |Room | Shiftec (Te.)to | Substibotion tesxt
296 Substitution 1 PH Arist Y 4 4 FL PL
304 Substitution 1 DE allaz Y 2h 2b R2h R2h
297 Substitution 2 EM 7Y 1a 1a Rz L]
295 Substitution 3 hd Rk
305 S
299 S @ Substitutions / Teacher EI@
WY Ry AEERERVIT LS
300 S
2w R [Teacher) Fram-Ta
307 c -4l - | 19092016 -
32 |G ko ‘o
308 & Teacher
El3 g Subst. M Type Period = | (Subject Subjec| (Teacher) Substitute | (Class(es)) |Class(es) oom) | R Shiftec (Te.) to | Substitution text
296 Substitution 1 PH Arigt TTY 4 4 PL
304 Substitution 1 DE Callas Y 2h 2b R2h
297 Substitution 2 EM Arist Y 1a 1a Ri1a
295 Canceled 3 hl - Arist - 1k 1h Rib --- ancelle
305 Substitution 3 AR Callas Y 4 4
299 Substitution 4 PEG +4rist TTY 2h, 23 2h, 2a SH2 SH2
306 Substitution 4 AR Callas T 4 4
300 Substitution 4 TH Curie Y 1a 1a T L
3m Canceled S TH - Curie - 1a 1a T --- Cancelle
307 Canceled 7 AR -—- Callas - 2h 2b R2b --- Cancelle
302 Cancelled 7 HE - *CUrieE - 3a, 3b 3a, 3b HE1 - Cancelle
308 Canceled & AR - Calla= - 2h 2b F2b --- Cancelle
303 Cancelled & HE --- *Curie --- 3a, 3b 3a, 3b HE1 -- Cancelle
Subst, No. | 293 = | Teacher -

Note: Cancellation -> substitution
If you wish to change a cancellation back into an open substitution, click once more on the <Cancelled>
button.

2.5.1.2 Substitution

There are three ways of adding a substitute to an open substitution :
e Simply enter the desired substitute in the 'Substitute' column.

e Select the substitute from a drop-down list.
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@ Substitutions / Teacher EI@
R FEERaVEITL=IR &-H &

[Teacher) From-To =
&l - | 19032mE -
Mo e ok [T Uncovered substitutions
Teacher
Subst, M| Type Period = | [Subject Subjec (Teacher) Substitute |(Classies)) (Class(es) |(Room) |Room | Shiftec (Te.) to | Substitution text
295 | Subsfitution 1 PH Arist B [~ |4 4 PL PL
304 | Substitution 1 DE Calas | T Ander  Andersen Rz Rzb
207 |Substitution 2 EM it g ’é;';tas ’é:ﬁt;”e Rla  Ria
295 | Cancelled 3 M& - st 9 Cor Cervantes Rlb cancstie [
305 Substitution 3 AR Callaz 53 Curie Curie
299 |Substitution 4 FEG sarst | O Gauss Gauss SH2  sHz
— <3 Hugo Hugo
306 Substitution 4 AR Callas <3 Mew Mewtan
300 | Substitution 4 X Curie < Nobel  Nabel Wi ™
3 |Cancelled 5 T -~ cwie | ¥rAub Rubens ™o cancele [
307  |Cencelled 7 AR —- [ Calas %—m—m— RZb - Cancele
302 |Cancelled 7 HE -~  *Cuie  f=  3a,3b 3,3 HEl - cancslel
308 |Cancelled 3 AR - Calas 2 2 R - Cancelel
303 |Cancelled 8 HE - fCurie = 3a,3b 3a,38  HEl cancstel
Subst, No. | 298 = Teacher -

e Howevwer, in most cases you will want to access additional information. The substitution suggestion is
the ideal solution for this.

I ERBVITLIEIR B-O &

From-Ta

] :! utions / Teacher EI@

S

v

Mo [] Uncovered substitutions

Teacher

Subst Type |Datee | Perioc (Subje Subjed (Teac| Subst| (Class Class)

2o
. @ Substitute Suggestion EI@

s |susstios ¢ [ ‘Gaus 777 3a  3a  Raa
B Cance 199. & [P Gauss --- 3a da R3a --- @n@ -
* 19.9. Mo-5 Gauss/MA/3a
a Cover teacher suggestion [5).5upervizions [4).Rooms [7]
period black
permanent substitution
Cover teacher suggestion [5] l Supervigions [4]] Fiooms [?]]
Subst. No. |:|; | 7| [Name |Period flag Tirnetahle Subst.  Cancellatio Counter
Hugo 1 H D[ ]
Arist 1 |
curie 1 |
MNobel 2 [
socer N | ||
~ Shifts (0]

This function suggests a list of possible substitutes. As you see, for the current substitution Curie,
Hugo, Arist, Nobel and Ander are available as substitutes. Double clicking on the name adds the desired
teacher as substitute.
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2.51.3

2514

The individual fields in this list are explained in detail in the chapter on ' Substitute Suggestion'.

Supervision

You will find the <Supenvision> button in the top left of the substitute suggestion window. When this
button is activated, all teachers will be displayed who are available for supenision, i.e. who have a lesson

in the current period.

i

@ Substitute Suggestion
"y

o eS|

[ permanent substitution

* 19.9. Mo-1 Callaz/DE/2b

= Cover teacher suggestion [2).5upervizsions [5).Rooms [13]

Mame Timetabla
P ey A,
Mobel FE
Ruh CE
Hugo DE
Cer Bl

= Shifts [0]

PH
RE
DE
GEc
Bl

PH
RE
DE
GEc
=

R2a
R3a
F1hb
Fa

F1a

Cover teacher suggestion [2]f Supervizions (3] IR ooms [1 3]]

Room | Class | Subjed Count| Time r| Yearly | Codes

2a
3a
1h
3k
1a

fl A
RE
DE
DE
=]

28
8
L=
=
@2

You will find more details on this in the chapter ' Supenision suggestion'.

Room replacement

If a room is blocked, another room must be allocated in its place. You can use the <Allocate/Delete this
room> button to find a suitable replacement room for the lesson. The highlighted room can be added to
the list with a double click or with the <Allocate rm.> button.
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=N BB =)

Substitute | Period |Subjec|CIass(esj |Rcu:|m |(TeacherJ|Type

\ﬂtuﬁnn text | Signature | Stat. cnde(sj| Cour| Cour|
Ol

301 e 1 DE 3b Ra Hugo Substitution

296 e 1 PEG 4 ek *Curie Substitution

302 e 2 HI 3b Ra Hugo Substitution
2 T 2k LY Curie Substitution
4

Hugo Substitution

B Allocate/Delete this room

Lezzons: 73 Tu-d

Home room: B1a, R1b
SHZ2, Spaorts Hall 2

Current selection of legsons

Teacher |Honm |I:Iass[es] |
it [SH2] 1alb
Rub SH1 1alb

v Allocate rm.

IDEEEEE

Apply to
@) zingle period

[ Alsar show accupied rooms
[7] &llocate additional room

Ayailable roonms

Rim. &k Rm &k HRm | Occupied
Rib v

Rzb v

PL

WS

Tw

HE

€

The room allocation dialogue allows you to display and select already occupied rooms, too.
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2.6

i Ty
B ' Allocate/Delete this room - u

Lezzong 73 Tu-4 -":"-F'F"_'r' to .
Q) zingle period

Home room: Bl1a, Rlb
SHZ, Sportz Hall 2

Alza show occupied rooms

Available rooms

Rm. Ak Rm Ak HRm | Occupied
Rk v

R2h v

PL

WS

Current zelechion of lezzons

Teacher | R oom | Clazz(ez] |
Avrist [SH2] 1alb €
Rub 5H1  1alb

r

[r——

Clazhl Boom RZa iz already in use on the 2009, in period 4.

Lez 94 2a2b, Mew, Gb, BZa

Optionz

i@ Do nat zchedule the rom
(71 Schedule the room with a clazh
("1 Schedule the room without clashes [creates a room substitution]

Selecting an occupied room results, quite naturally, in a conflict, which you can resolves with one of the
proposed options, as illustrated in the figure above.

Suggestion

This function opens a list of possible substitutes with the 'most suitable' candidates at the top of the list.
A substitute can be selected by double clicking on his/her name .

Tip: Displaying/hiding columns

Clicking on the header row in the Substitute suggestion window with the right mouse-button displays a
context menu in which columns that are not required can be hidden. You can use drag&drop to change
the order of the columns.
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P =

@ Substitute Suggestion E'@
= 20.9. Tu-2 Hugo/HI/3b

= Cover teacher suggestion [2].5upervizsions [6).Rooms [13])

Cover teacher suggestion [2] l Supervizions [E]] Rooms [13]]

Mame Period flag | Subst | Subject Timetahle Counter | Lastweek
Arist 0 E[ | M

vooe! SR [ ]

The 'most suitable' candidate is the teacher at the top of the list. The order is determined based on the
following criteria.

Period flag
The period flag is an indicator representing how good the substitute matches the teacher's timetable. It
defines the 'gap' to the next 'regular' period.

Period flag x:

The teacher concerned was released due to an absent class and instead of his regular lessons he would
have a free period.

Period flag 0:

Non-teaching period between two lessons.

Period flag 1:
The period to be cowered is directly adjacent to a 'regular’ lesson.

Period flag 2:

There is one free period between the period to be covered and the next 'regular' lesson.
Period flag 3-8:

Similar to period flag 2.

Period flag 9:
The teacher has no lessons on the respective day and shall not be considered for the substitution.

Counter
The counter is a total made up of substitutions and cancellations.

Substitutions that the teacher has performed are set off against lesson cancellations (e.g. resulting from
class absences). The period taken into consideration here is a month. The number will be negative, if
cancellations outweigh substitutions. The candidate has a 'substitution deficit', the counter is displayed
green meaning that he/she can be deployed in substitutions.
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Yearly total
The year total functions in a similar way to the counter. The period taken into consideration here is the
school year.

Substitutions, Cancellations

Substitutions and cancellations, which are the basis for the calculation of the counter, are displayed
separately in these two columns. This allows you to consider the numbers separately when making up
your mind about the substitution.

Last week
If a substitution was performed in the previous week by a teacher from the substitute suggestion, this will
be displayed green in 'Last week' column and marked with a check sign.

Class
A class symbol in this column indicates that the teacher concerned teaches the class.

Subject

If you see a book symbol here, the proposed teacher teaches the subject of the open substitution.

Supervisions
This column displays the number of supenisions in the month (please also refer to the chapter
'‘Supenvision suggestion' below)

Time requests
This is where any time requests of the substitution candidate are displayed.

Periods / day

This field displays the periods for the proposed teacher on the respective day.

Points
Points are awarded for each criterion (period flag, counter etc.). These are penalty points meaning that
the teacher with the lowest number of points (most negative number) is the most suitable candidate.

'Timetable' column
This column enables you to graphically check the qualifications as a substitution based on the periods
to be cowered (framed) in the timetable.
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2.6.1

@ Substitute Suggestion

Change the

Click right Yogestion (3).Supervisi v;lﬁith of| the

to change whole column.
the

displayed  kn (3) | supervisions (5) | Rooms (13

content of

la Subst.| Class | Subjed Coun| Time requl Codes | Ye
| RE | RE ) w

= =
a8 a8

]
Curie Subject
Class(es) Change the width
of the timetable-

cells.

—] Room

You can widen the whole column in order to be able to see more periods at once or you can adjust the
width of the period window. By clicking the right mouse button you can also select what kind of
information should be displayed in the fields.

Supervision suggestion

In the case of some lessons the absent teacher is not to be substituted by another teacher who is free
at the desired time but by a teacher who teaches in the respective period. This is a supenision.

A version of the substitute suggestion is the supenvision suggestion. This tool displays those teachers
who are teaching during the respective period and who thus in principle are available for supenision.

i

@ Substitute Suggestion EI@
D &
» 19.9. Mo-1 Callas/DE/2b

a Cowver teacher suggesztion [2], Supervizions [9). Hooms [13]

penod block

[ permanent substitution

Cover teacher suggestion (2] € S upervizsions (5] IR oonms [1 3]]

Marme Tirmetahle Room | Class | Subjei Caunt| Time t| Yeatly | Cades
I ey bl FH FH Ra ZIa hl kel
Mobel FE RE RE R3a 3a RE 38
Fub DE DE DE Ri1b  1h DE Y=
Hugo DE GEc GEc Ra 3b DE
Cer Bl Bl EMN Ria 1a Bl =
= Shifts [0]

This requires somewhat different information than the conventional substitute suggestion :
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1. Room: the room where the teacher is currently scheduled to teach

2. Subject: the subject taught by the potential supenvisor
The other fields are identical with those in the substitute suggestion.

If you are choose a supenisoer (by double clicking), you will be asked which option you would like to
choose.

i '

Teacher Azt iz already buzy on the 2009, in period 4.

Lesz 73 1a.1b, Anst, PEG, SHZ

O ptians

(0 Do mat schedule the teacher
@) Teacher holds the lesson az well as the cover [supervizion).
(70 Cover for the teacher in his regular lesson [creates a substitution)

2.6.2 Automatic substitution optimisation

You can process all uncovered substitutions automatically just by clicking the <Automatic> button in
the substitutions window .

The upper section of the window provides an oveniew of uncovered substitutions.

The "Select the desired method" option allows you to choose whether you wish to process all uncovered
substitutions or only room replacements.
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Substitution optimisation

E Subshitubionz

3 Room replacements

Al [best zubstitution teacher of the suggestion]

Substitute for: teacher [zubject/clazs(es]]

You can start the automatic substitution function by activating the appropriate button.

You will see the message "OK" as soon as automatic processing finishes and you will see the number
of remaining uncovered substitutions in the top section of the screen.

During the automatic substitutionoptimisation the teacher at the top of the substitution suggestion list
and thus the one considered the most suitable substitute will be allocated. Only alternative rooms will be
allocated as room replacements. If there is no suitable alternative room, the room replacement will
remain open and you can look for a free room in the room allocation dialogue.

2.7 Scheduling in the timetable
You can perform the following cover planning functions directly in the timetable:

Move
Swap periods
Cancellation

Special duties
Room allocation

271 Moving periods

Individual periods can be mowved using drag&drop in the same way as in the timetable modus.

Empty green fields mean that a mowe to this position is possible without creating a clash.
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2a B A sl Bas

@ 2a - Class 2a (Hugo) Timetable...| = || @ |[=25]

FE

-

19092016 ~ — -2492016

Mo | Tu |We | Th | Fr | Sa

I

1 DE | T | PH | EN | WA | RE

RE | Tk Bl HI GA DE

MA [ PEB. | HI DE DE

"

EM MA Mu MA | EN | GEC.

1
A | CH. ] Bl

FO|C GEc. | C [OA

FO|C | AR |POWN|*PEB. [ C [OA

0| N> ;| & WM

AR |PO|VN(*FEB. | PH

L-Mo. | Tea. Subj. Rm. |Cla. |Special text
+3

If you shift a period using drag&drop, the mowve will be displayed in the substitutions window. In the

example, the physics period for 3b was moved from Mo-1 to Mo-6.

@ Substitutions / Teacher @
8= dE .
Subst| Substitute- | Period | Subject | Class| Roon| (Teac| Type | Substityti
1 = |Z| 5 EN 2a -- Cer Canct [F R
@ Substitutions / Teacher
R dE
Subst. Mo. | Substitutee | Period | Subject | Class(es) |Room |(Teacher) | Type
9 Cer 5 EN 2a R3a Cer Shifting 1= |:|

Moving part of a coupling

If a teacher from a coupled lesson with 2 or more teachers is to be moved, you can perform this in the
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teacher's timetable. The example shows how on teacher Gauss' lesson was moved from a coupling
between Gauss and Curie from We-5 to We-6.

@ Rub - Rubens, Paul Timeta... E'@
Fe = 2 dR s &
Y 19092016 ~ — - 2492016 -
Mo | Tu Sa
3a
1 HI
1h
4 DE
2 CK
1hb
LE
3 .
4 4 1a Zh 1a
Bl DE HI DE
1h Zh *la.
3 CE HI EHN
6
7
8
L-Ma. | Tea. Subj. Rm. |Cla. |Time |Su:h|:u:u| WYEE
75 |Rub, PER, SH1  2h, 2a 1-41
Arizt, PEG, SH2 2, 2a
' m | b
Tea-Diag - Teacher-Diagnose* - &

Curie remains at We-5. This is displayed accordingly in the substitution window as well as in the teacher
and class timetable .
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2.7.2

Swapping periods

@ Avist - Aristotle Tim... [ o || = |[w23] @ 2b - Class 2b (Andersen) Timetable (Cla-V1) = Eol(=—
Pt =1 B R s |[BE 2 @ EARs|dals | &&= g
19092016 ~ = -245.2016 19092016 ~ = -24.9.2016
Mo | Tu Th Fr | 5a Mo Tu We Th Fr Sa
1 1a | 1a 4 1a 1
1o | 1a 2 WA My DE PH
DE
3 BI BI
AR
4 PH DE HI MA GEL.
5
5 MU HI *CH. MA
B
B PER
T I
7 FER PEE
g
8 EEE.
L-No. |Tea. Subj. Rm. | Cla. |Speciz *
4 I | [
L-Mo. | Tea. Subj. Rm. Cla. Special text
75|(Rub, PEB, SH1)  (2b, 2a)
Arist, PEG, (SH2)  2b, 2a

The green background in those fields of the timetable which are not empty indicates that you can
perform a swap. The swap performed will also be displayed in the substitutions window.

@ 25~ s 2o drsen) Tt (= | & o | [Qemtin T . ==
B = Gl ek
2b - [ @ A & @ aje - What do you want ta do on the 23.9. in period 27
19092016 ~ 5 -24.9.2018
Les. 93 Mew, Zhb,
Mo | Tu |We | Th | Fr | Sa
1 RE | Ma | GEc. RE Options
2 WA a0 nalL St PH DE (@ swap with the lesson in place [each lesson stavs in the original room)
3 (0 swap with the lesson in place [the lessons also swap rooms)
AR | PEB.| TH Bl Bl DE 0 just shift the lzsson
4 | ar [ PH | DE | H | ma |GEC
5 | mu [ H [*CH. § Ma o—
6 | Drag&Drop GA
7 *FEB. | TH.
= @ substitutions | Teacher oo ==
L-Mo. | Tea. Subj. R % et ﬂ ':l o
+3 Mew, M8, R2b| | Subst. Mo. | Period | Substifite  « | Subject | Class(es) |Room | (Teacher) | Type |Substitution text |Signsture |Stat. code(s) |Courter canc. |Counter subst
3 2 Mewe [=]PH H PL Mew S ]
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2.7.3 Cancelling periods

If a period is dragged into the timetable details window and "dropped" there (similar to unscheduling in
the timetable mode) the period will be cancelled.

@ 4 - Class 4 (MNobel) Timetable (.| = || @ |[=2534]
4 R ER s [BulelE

19092016 + — -24.9.2006

Mo | Tu |We | Th | Fr | Sa

AR PEG.
PEG.

1 |PEG. | D5 | A | PH | BI | MA
2 CK | DS, | RE | HI | GA | MA
3 Hi | MU | M& | CK | RE | DE
4 DE | Bl | GEc GEc | EM
5 M, DE

6 AR

T

8

Tea. Sl Brm. | Cla. | Special text

274 Special duties

A special duty is a lesson that needs to be held at short notice.

You can open a context menu by clicking on the right mouse-button and then select the 'Special duty'
option.
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I

@ (Gauss - Gauss, Carl Friedrich ... E'@
Eauss »| . F :ﬁ{ﬂm @'KE;:

19.092016 - — -249.2016

-

Ma Tu Sa
1
4.
2
Period window
3

Allocate/Delete this room

Special duty

Text about the substitution

]
Students M.
7 Time range: week
a8 Copy in HTML-format

imetable penod: standard format

L-Mo. Tea Subj. Rm. |Cla. |Special text

E |

m| s

-

You can now select all the elements for the special duty in a separate window.
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(Special duty: 200,73 -

Onty available teachers

Only subjects of the teacher

Phrys Only free rooms

TaMatOly Student group

Freparations Mathematical Olympics

The special duty is now displayed in the timetable and in the substitutions window.

@ Gauss - Gauss, Carl Friedrich Timetable (Tea-V1)

fos = @I AA 5(@a]e -2 J

F=8 R =)

19092016 v =) -24.92016

@2 Substitutions / Teacher

b |

Subst Substituts- | Perio| Subje| Class| Roon| (Teac Type| Substitution text | Signatu
Preparations

g Gauss |v |2 Ma Spec. Mathematical
Olympics

. |Tea. Subj. Rm. |Cla_ |Specia|te:d

-

Gauss, MA

Freparations Mathematical Olympics E|

n

|~
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2.8

Room replacement - room change

If a room was blocked using the absences window (marked as absent) the uncovered room substitutions
can also be processed in the timetable directly via the <Allocate/Delete this room> button.

You can also use the same button to perform any room changes and room swaps.

P )

@ 2a - Class 2a (Hugo) Timetable (Cla-V1) o= |3
T :?@m Fae| B &= |

03102016 ~ — 48 102016
Mo Tu (=} Th Fr S5a
1 | mu DE | DE
AR
TE EN | Bl | DE
3 | ma [7PEB MA | PH | EN
|
5 | EN | MA |*CH. MA
B
.
8
L-No. | Tea. Subj. Rm. Cla. | Special text
75 Rub, PEB, (SH1) 2b, 2a
+3 | Arist, PEG, (SH2)  2b, 2a

Please refer to chapter ' Room replacement' for more details on this feature.

Scheduling dialogue

Substitutions can be processed in the substitutions window , in the timetable or in the scheduling
dialogue. All functions available in the timetable can also be applied in the scheduling dialogue.

Open the scheduling dialogue via the scheduling dialogue button on the 'Cover scheduling’ tab or via the
context menu displayed when clicking the right mouse button

The scheduling dialogue shows the timetable of a week, either from the class or from the teacher
perspective. The selection menu for classes shows the classes where uncovered substitutions still need
processing.
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F -

@ Scheduling dialogue EI@

Xed HA[ .
Classies) ]Teacher]
13| - | Mame
EN
1b |
__ 23 {2 Uncovered)
b (2 Uncovered) 3 4 B S 7 3
Ja
< Ih er  Arist - - -
4 llas | Callas| Nobel Ander. Ander.

510./Me |Hugo. Arist. | Arist | Rub - - -
6.10/Th |Callas| Rub | Arist | Arist - - -

T.104Fr | Arist | Mobel Arist | Rub Arist.
8.1003a | Cer | Arist | Arist | Hugo.
SA0./5u

L-No. | Teacher |Subject |Class(es) |Room |From [to | Stat. code(s)
39 Callas AR 1a Rla

Editing the timetable details window

A special feature of the scheduling dialogue is that the timetable details window can be edited. This
allows you to edit uncovered substitutions (including room replacements ) and also to create special
duties .

Example:

1. Activate the respective period.

2. Enter elements in the details window.

3. The special duties period will now appear in the scheduling dialog, in the timetable and in the
substitutions window.
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& Scheduling dialogue

XA TR

[=la ==

Classfes) Teacher |

& Scheduling dialogue

~ | Name

03102016 ~ ° Wesk-1

2

X=:dH PA e 12 | 3| 4 7|8 |

Classfes) | Teacher | ‘ f 310Mo | 3b  3b 4 4 -] -
4100Tu | - o o o —— 2 o o

1a = | Name 5.10.Me [1b2a, 2a | 2a | 4 |a2b3

03.10.2016 + = Week-1 o @ 1a - Class 1a (Gauss) Timetable (Cla-V1) ==

1|234)|3 fi= ':m'ﬂﬁ‘“}?& I - @ =

3.10/Mo | Arist Callas Ger | Arid - - 03102016 ~ — -8.10.2016

4. 104Tu | Arist | Arist | Callas | Callas Nobel Ander. Ander.

510./MWe |Hugo. Arist. | Arist | Rub - - -

6.104Th |Callas| Rub | Arist | Arist - - -

TADJFr | Arist | Nobel| Arist | Rub 1

8.10.45a | Cer | Arist | Arist |Hugo.

2.10./5u

) Fro o | Stat. code(s)

m Hugo HIS 1a Rla

- T T T +

4 lro) i | b

& Substitutions / Teacher

X = a 2
=—

ity eri iel Class R £ E Substit, \I |Signature Stat.codefs:|Counterca.nc.|Counter:

’ [l

| 3

Cancellations in the scheduling dialogue

You can cancel a period using the cancelled button. You can reverse the cancellation by pressing the
cancelled button once more.

You can cancel parts of a coupling by clicking on the coupling line and then activating the <Cancelled>
button.
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I

@ Scheduling dialogue EI@
4 78 :

Classies) l Teacher ]

1a - |MName

03.10.2016 v _ Week-1

1 2 3 4 & L 7 3
310.Mo | Arist Callas Cer Arist [ - - @ -
4100Tuw | Arist | Arist Callas Callas| Mobel Ander. Ander.
510 e |Hugo. Arist. Arist Rub - - -
G.10UTh (Callas Rub @ Arist | Arist - - -

T.104Fr | Arist | Mobel Arist | Rub Arist.
8.1045a | Cer | Arist | Arist  Hugo.
8.10./%u

L-MNo. | Teacher |Subject Class(es) |Room |From |to |5Stat code(s) Te
73 Arist HIS 1a 1k SH2
73 QFub  'PEE 1a,1b  [SH1

1| 1] F

2.9 Printing substitutions

You can print substitution data either from the Substitutions window or from the Scheduling dialogue
using the <Print> or <Print Preview> buttons.

Date
First select the day for which the list is to be created via the calendar.

You can make various print settings in the pprint selection window:
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Print selection

Teacher: 1010
Selection

Edit prirtout

Type of list
Teachers
Print only if changed after...
M.01.1570 B~ 071:00:00

PDF
PDF

Selection
The Selection option allows you to restrict the output to specific classes or teachers.

Type of list
Use type of list to select whether the output should be made for teachers or classes. This determines
whether the list should be sorted by teachers or by classes.

Page setup

The page setup option allows you to define margins and font size.

PDF

Instead of printing the list you can also generate a pdf file.
Terms

Term timetable functions are generally used if the timetable is changed during the school year (e.g. at
the end of the school half-year, when one or more teachers are absent for a considerable period etc.),

School year
| Period 1 I Period 2

[ Half-year 1 H Half-year 2

‘ Warning: Terms only with Express Cover Planning
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Working with terms is only possible with the module Express Cowver Planning.

With a term timetable the school year is divided into several periods of time and a timetable can be
created for each of these terms independently of each other. You could of course save each timetable in
a separate file, but you would then have to accept a number of disadvantages. The term timetable offers
the following advantages:

e You hawe a single file for the whole school year.
e Term and timetable changes can take place during the week.

e  Cover planning always accesses the currently valid timetable automatically. Mistakes are
impossible.

Opening a new Term

In principle you create your timetable at the beginning of the school year as usual. If something occurs
in the course of the school year that requires a fundamental change to the timetable you can open a new
term. The procedure is described below:

1. The term dialogue is accessed via the 'Multiple terms' button on the 'Start' taab. At the beginning
there is only one term, which is called 'Term1' by default.

2. Click on the button <New term from ‘mother’ term>. A window opens where you can enter the short
and the full name of the new term ('Term1' by default).

3. Enter a meaningful short and full name for the new term, e.g. 'we4', 'from week 4 onwards' and click
< OK> to confirm.
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Full name

School-days
245

15.09.2016 - 30,0627 -

Name Full name \From |To |Locked Days| Mother term
Terml  Terml 19.9.16 306.17 245

4. Now change the start (From) and end (To) dates. The length of the individual terms will then be
displayed in the 'Days' column. Master data, lessons and timetable can now be modified in accordance
with the new conditions.By checking the 'Locked' box, past terms can be locked regarding changes.

You can also change the name of the original term 1 (here e.g. to 'start’).
5. After you confirm by clicking < OK> the terms window closes
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Mew term from ‘maother’ term [ Locked

starting week 4 Full name

Fr. To School-days
28092016 - 30.06.2017 - 237

MName Full name | From |T{: | LDc:k-Bd| Days | Mather term
Term1 Start 19916 (30617 (O 2
Tnied staringweek 4 28916 30617 [0 237 Temml

A new combo box is displayed in the menu displaying the current term and allowing you to switch
terms.

123 '
Pultiple Settings  Help
terms - - topics

| starting week 4 EZE.Q.-EU'.E.} I@ Start (19.9,-30.6.)
starting week 4 (28.9.-30.6.)

6. Now switch from the term 'we4' to the term 'start'. You will see that both terms’ data are
completely identical.
7. Make a change to one of the terms. For example, delete the timetable from the term 'from week

4 onwards'. Now switch to the term 'start’. You will see that the timetable for the term 'start' has not been
deleted.
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rl Friedric... EI@
A3 [ 5B E
3062007

We | Th | Fr | Sa

L-Ma. | Tea. Subj. Bm. Cla. |Special text

s

L-No. | Tea. Subj. Rm. | Cla. | Special text

E

-

| | | = starting week 4 = Il

Tip: Switching terms via status bar
You can switch between terms quickly via the status bar (display status bar via “Settings | Status bar”).

Simply click on one of the angled brackets enclosing the name of the current term.

2.10.2 Embedding a Term

If the timetable only changes for a certain period of time (e.g. a teacher’s illness/convalescence, a
school event for the majority of classes etc.) a new term can be embedded in an existing term.
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I School year I

Ski-

‘ Whole school year
course

‘ Whole school year

Period 1 Period 2 Period1

Such a constellation would be displayed as follows in the term window:

Mame

Ski course Delete Prirt

Mew term from ‘mather’ term [] Locked

Ski course Full name

Fr. To School-days
20022017 - 260220017 - 239

MName Full name From To Locked Days | Mather term
School year | \whole school vea 199.16 | 30617 [ &
Ski course  Ski course 20217 26217 [ School year

The term “Total school year” runs from September 19 through June 30 and term 2 ( “Winter sports week”)
runs for one week from February 20 until February 26. The timetable can now be changed just for this
one week without impacting the timetable for the rest of the school year.

If more than one term exists you can choose which one should be the ‘mother’ for the new term. If
another timetable change becomes necessary during the school year, the term that is most similar to
the new term is taken as the mother term. This is generally the last valid term or the term “Total school
year”,

2.11 Entering holidays

In case you are using the WebUntis electronic class register with Untis Express we recommend to enter
the holidays in Untis, too.

Via 'Modules | Cover Planning | Calendar' you can select a date in the calendar and check the option box
'No lessons'.
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& 23.9.2016 Friday =R |Eo

-

Calendar week 38 23092016 -

-

=

Date Day Abs. Teacl| Subs. | Uncove Room | Abs. cla| Release| Blocked| Room repl. | Uncvrd | Daily oc| Tea. clash

199. |[Me 0 0 0 0 0 0 0 0 0 0 0
205. |Tu 0 0 0 0 0 0 0 0 0 0 0
219. |we 0 0 0 0 0 0 0 0 0 0 0
223. |Th 0 0 0 0 0 0 0 0 0 0 0

238 |Fr
2459 | Sa 0 ] i] ] 0 0 ] ] i] i]
25.9.9
3, OO
-~
4 Daily comments [0 Calendar day i3

Friday 23.9.2016

(") Regular school day

s Mo reason -
1 Onbythese periods free of lessons

Remarks

The selected day is not available for the cover planning and no data will be exported to WebUntis for this
day.

@ 2a - Class 2a (Hugo) Timetable (Cla-Vl) | = |[ @ |[s25s]
2 B EA s BN & | &

(W

19092016 ~ — -24.9.2016

Ma Tu Th Fr Sa
L
AR
DE
EM
GEc.

EN MA *CH.

23.8.2016

| =] | ]k

Settings and menu navigation

For completeness the functions of the Untis Express menu will briefly be explained in the following
chapter once again.
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3.1

3.2

The menu
The graphically designed user navigation contains sewveral elements:

- quick access tool bar (1)
- tabs (2)

- buttons (3)

- and sub-menus (4)

Untis MuttiUser 2016 = dem o Test school DEMO ¢ TimeEable 2016/2017

B = (a2
Classes Teachers Rooms Subjects | Diagne: Manual Reset the Suggested | Multiple | |Souimg:

scheduling timelable 5w
Ovenview | Optimisa | | i

[ Time gria

- o
§

data

Clicking on a button opens pre-defined window arrangements containing all windows related to this topic.
Clicking on an entry in a submenu, however, opens a single window.

Folding the menu

Experienced users can also fold the graphic menu and use the quick access toolbar to access the most
used functions.

If you want to copy a menu item to the quick access toolbar, just click the right mouse button and add it
to the quick access toolbar.

Data Timetables i i Timetables

B

Classes Teacher ie iz i Hises Teachers Rooms Subjects | Diagnosi

* addto Quick Access Toolbar )
4 Owerview

7

Customize Quick Access Toolbar...

Show Quick Access Toolbar Below the Ribbon

Minimize the Ribbon

You can hide the ribbon by double-clicking on one of the tabs.
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3.3

Start Data Timetables

Time School School | Clad
grid data holidays

Easic data

However, if you need the tab again, just click on it and it will be shown again.
Double click and the ribbon will permanently be shown again.

File tab

For Windows functions like 'New', 'Open’, ' Sawe'...go to the 'File' tab.

Untis MultilUser 2016 = dema™= Test schaol DEMORS Timetahle ==
File Stat  Data  Timetables I

e Files... Folders...
Open
&= or demo.gpn ~ Untis ~
. CUsers\Administrator\Documents\Untis\ } C:\Users\Administrator\Documents\Untis\

Recent files

demo5.gpn - Praktikant ~
% Close CUsers\Administrator\Documents\Untis\ P:\temp\Praktikant)

demol.GPN -
H CAUsers\Administrator\Documents\Untis\
B saveas.. DB-~Manuel école 1~2015-2016~1 o

C:\Users\Administrator\Documents\Untis\

Import/Export DB~1~2015-2016~1 =

C\Users\Administrator\Documents\Untis\,
4 Print at_gyl_Gymnasium.gpn =
= C\Users\Administrator\DacumentsiUntist,

[, Print preview g KursDemo.gpn

i=
=t ChUsers'\Administrator\Documents\Untish
(= Print setup...
Vir_stat_at_gyl_Gymnasium.gpn -
8 P:\temp'\Praktikant\
DemoSP.gpn -
Welcome ChUsers\Administrator\DacumentsiUntis',
I] End Untis

In the list of the last opened files you can use the pin symbol next to the name to permanently fix
frequently used files. The chosen file will permanently by shown in the top section and can be opened
very quickly at any time.

Clicking on 'Welcome' opens the welcome screen which is opened when you use Untis for the first time.
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3.4

3.41

2 New First steps Welcome to Untis
= Open W
e Untis is cumently being used by more than 20.000 schools and universiies worldwide.
Recent files

\'II’ Creating a timetable

%5 Close Y
° @) Demofiles B Create the timetable of your school fully-automated. The results of our timetable-optimisation algorithm are unmatched!

H
2 saveas... HE'P & News

| manuals
Import/Export L]]“l Settle the daily timetable changes in your school with the cover scheduling module
@ Contact

_ S| M
[& Print preview L=< Messages

Y E

& 4

| a New in version 2016
16

End Untis

(= Print

The tradtional paper class register is dead -long ive the slectroric class register. The WebUntis solution is easy ta handle, fast and convenient

Here you find our data entry wizard, demo files, manuals, contact details and Untis messages we send
to you.

Settings

The button <Settings> on the 'Start' tab enables you to make all relevant settings in one central area.
The most important ones are explained in the following section.

School date

In the section School data , General you can enter the start and the end date of the current school year,
the country, the region and the type of school. Seweral (statistical) processes and calculation methods
are based on the settings you define here.
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=] School data
- General

: School name
L. Overview Country
: Test school DEMO

For demo and test only Region

‘. Values
t- Miscellaneous
+- Reports
+- Substitution Planning

- Course Scheduling
. MultiUser 19.09.2016 - 30.06.2017

School year School number
Fr. To

D

Type of school

Clicking on Overview you will get to a list of the number of classes, teachers, rooms, subjects and
lessons at your school.

=- School data

General
7 Classes

Values 10 Teachers
+- Miscellaneous

+- Reports
+- Substitution Planning 18 Subjects

13 Rooms

- Course Scheduling 77 Lessons
- MultilUzer

3.4.2 Miscellaneous

Clicking on the 'Miscellaneous' tab you can enter or change the following settings:

Sichern
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Here you can set the number of automatic save intervals and how many auto-save generations should be
archived. The settings in the figure mean, for instance, that Untis saves all data every 30 minutes and
should save 6 auto-save generations. These data are saved in files called Save1.gpn, Sawe2.gpn,
Sawe3.gpn to Sawe6.gpn. The most current data are always saved in the Save1.gpn file, the relatively
oldest data in the Save6.gpn file. We recommend to check the box 'Save only when the data has been
changed' in order to awoid saving identical files.

e SSESS——S_"S e
ettings |

= School data
- General .
. E Mo of auto-zave generations
. Overview

- Walues a0
= Miscellaneous
. Auto-save
. Directaries Open with the |ast file used

. Customise

Auto-zave inkerval [minutes)

Save only when the data has been changed

- Warnings
-~ Internet

- Reports

- Substitution Planning
- Course Scheduling
- Pultilser

Cancel

When you check the box “Open with the last file used®, Untis will automatically open with the last file
you used. You can awid this by holding the >Shift> key down while the program starts.

Directories
On this tab you can define different types of default paths. We recommend to create individual files for at

least your back-up and optimisation files (these are the files in which all timetables of your school are
saved during the optimisation process) and to enter the respective paths here. .
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- School data

- General

- Owerview
- Values

- Mizcellaneous
- Buto-save
- Directories
.. Customise
- Warnings
. Internet
+- Reports

+- Substitution Planning

- Course Scheduling
- Multilser

Type of file

Data files (.gpn)
Wersion 14.x files (.gpu)
Back-up files
Cptimisation results
Import/Export

E-Mail attachments
FOF-files

Timetable

The number of the timetable version you can choose freely and is, for example, printed on the timetable
print-outs.

=- School data

.. General

. Overview

- Values

= Miscellaneous

- Buto-save

.. Directories

- Timetable

.. Customise

- Walue Calculation
... Wa

Customise

12 Timetable version

Timetable comparisan
[[1] Without rooms
[ ] Detailed comparison fog

Classes; ignore chd

" Comparison w./out window 3
1 Tile horizontally
i@ Tile vertically

With the different options in this chapter you can adapt Units to your own needs
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= School data

.. General

. Overview
- Walues

= Miscellaneous
.. Auto-save
. Directories
- Customise
- Warnings

- Internet

- Reports

- Substitution Planning
- Course Scheduling
- Pultilser

Warnings

Import/Ewport Mernu
0 Al menLiterns
@) Sub-menus per county
() Menus for the country

[T Refresh the classes' student nio's.
[ Sunchranize dates

[ 1gnore reom and text when combinging
coupling lines

Data Entry

Auto-complete
Mouse-click activates gdit-mode
Drop down menus for master data

Show the figld-description
[ lgnore upperdlower caze when sorting

|Jze the calendar for entering dates

Element-Rollup
Activate dauble click

Update elements
a0 = “width of the drop-down menus
for master data.and lessons

120 "Width of the drop down-memu
for departments

Cancel

Several warning messages can be turned off. Here you can activate and deactivate warnings.

Internet

Untis provides you with the possibility to be informed on version updates. You need to activate the option

'‘Automatically check the internet for programme up-dates' and you need to define how the internet
should be accessed, via direct connection or via a Proxy server. If you are not sure about this setting,
please ask your system administrator.
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- School data
- General Prosyserver

. Overview PR .
(0 Direct connection

- Walues

(@) Prowy from system settings
) Prosy [Host[:Puort]]

- Miscellaneous
.. Auto-save
. Directories
. Customise
- Warnings L eer
- Internet
- Reports

Fazsword

- Substitution Planning :
] Course Scheduling g Check. for program updates autornatically

. MultiUser

Connect ta the intarnet far user meszages
HTTP authentication

User

Fagzwaord

Cancel

Via the <Test> button you can test, if the defined settings are correct and if Untis is connected to the
Gruber&Petters web server. The following message will pop up, if Untis connected successfully.

é www.grupet.at

3.43 Reports

The options you can define here are mainly for the headings and footers of your print outs. Please refer
to chapter Stundenplandruck for further details.
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= School data

.. General

. Overview
- Walues

= Miscellaneous
.. Auto-save
. Directories
. Customise
- Warnings
- Internet

E)- Reports
Uberschriften
H- Substitution Planning

- Course Scheduling
- Pultilser

Heading Footer

|Timetable2D1Ef’2D1? |Gruber&F‘ettersSoflware

|\-"a|ic| from: 10 October [ Filename

[] Frint date
[ Frint cuirent time
[7] Frint timetable version

Timetable verzsion

[ Print page numbers
Eririt tatal page numbers

Cancel
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Index

-C -

class 21

absence 112

Absence reasons 103

Activating cover scheduling mode 101
Actual-target 28

Adjusting timetable size 73
Administrator rights 6

Allocating rooms 63

Alternative rooms 18

Automatic save 8

Automatic scheduling 44
Automatic substitution optimisation 123
Basic data 10

Blocking 16

Blocks 37

calendar 104

Cancellation 112, 114

Cancelling periods 128

Class lists 91

Classes 21

Classes without designated rooms 20
Colours 29

Core times 23

Counter 119

Coupled lessons 32

Cover Planning Express 98

-D -

Daily comments tab 106
Data entry wizard 10
Demo files 9

Diagnosis 54

Double periods 36

-E -

Entering absences 108
Entering lessons 32
Entering licence data 6

Entries for all master data and lessons 16

-F -

Filter 42
Fortnightly lessons 37

-H -

Header and footer 82
Help functions 8
HTML format 90

Ignore (i) 16

Input with element-rollup 40
Installation 6

Introduction 6

-L -

Layout 30

Lessons 31

Lessons view toolbar 42
Lists 90

Lock (X) 16

Lock this display 69
Lock type 69
Locking - colours 69
Locking periods 61
Lunch break 12

Main subject 29

Manual scheduling 57

Master data 14

Master data maintenance 14
morning and afternoon periods 11
Moving periods 124

-N -

Non-teaching period 25
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-0 -

Optimisation 52
Other entries for lessons 38

-P -

Period flag 119

Period window 76

Print selection 30

printing master data 30

Printing master data and lessons 30
Printing substitutions 134

Printing timetables 80

pseudo room 20

-R -

Release 112

Respect double periods 38

Rings of alternative rooms 18

Room lists 95

Room replacement 112, 117

Room replacement - room change 131
room substitution 131

Room weighting 19

Rooms 18

-S -

Scheduling dialogue 131
School year 11

Serial change 17

Shifting 112

Simple lessons 32

Sort order 14

Special duties 112, 128
Specific time requests 27
Standard format 74
Subject allowed more than once per day (2)
Subject lists 96

Subjects 29

Substitute suggestion 119
Substitution 112, 115
substitutions window 112
Suggestion 119

38

Supenision 112, 117
Supenvsion suggestion 122
Swap 112

Swap suggestions 65
Swapping periods 127

-T -

Target per week 28

Teacher lists 93

Teacher swap 112

Teachers 25

Text 16

The options 22

The timetable window 68
Time grid 11, 102

Time requests for classes 22
Timetable | Oveniew classes 72
timetable details window 68
Timetable formats 70
Timetable interaction 69
Timetable layout 73

timetable window 68
Timetables 68

Timetables in HTML format 90
total line 31

Type of substitution 112

-U -

Unspecified blocks 27
Unspecified time requests 27

-V -

Value= 28
Values 28

-W -

Weighting 44
Weighting analysis 45
Weighting distribution 45
Weighting parameters 47
Welcome screen 8
window 42
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