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Preface

A number of different conditions must be met when creating an up-to-date timetable:

e Substitutions should preferably involve substitute teachers who can teach the subject or who know
the class

e The substitution should wherever possible fit in with the replacement teacher's normal timetable
e Open substitutions should be filled primarily using shifts (preponements)

e The information should be conveyed quickly and simply to the recipients (students, teachers, school
office, parents)

e Teachers should be debited for some missed periods but not for others
e |t should be possible to easily retrieve statistics according to user-defined criteria

e efc.

The larger the school the harder it is to clarify all these questions, especially since time plays an
important role. Many substitutions have to be dealt with faultlessly within a matter of minutes in the
morning, and the information has to be transmitted to students and teachers in a timely manner.

The use of the cover planning module — possibly in conjunction with modules Break supervision and
Info timetable or with WebUntis — facilitates clear, quick and, above all, faultless editing of daily
substitutions and their printing or electronic display . It is no longer necessary to post the current
substitution list on the notice board as in the past

A second major task of the cover planning module is the maintenance of substitution statistics and their
evaluation in accordance with user-defined criteria and those specified by the authorities.

This manual is intended to provide, first, a quick introduction to using the module and, second, a
complete description of all its functions. For this reason it is divided into two parts. The first part is a
Short introduction to the main elements of cover planning. This will quickly familiarise you with the
most common functions of cover planning and give you an oveniew of the way the module works.

The second part focuses on all the functions of the module in detail, and the interfaces to other modules
such as break supenision are explained.

Please contact your Untis consultant for specific information such as substitution statement for a
specific country or federal state.

You will find information on new features, valuable tips and advice as well as contributions in the forum
on our website www.grupet.at . Untis' tried-and-tested support structure will provide any assistance
required for specific questions.

Short introduction

The aim of this chapter is to provide a brief overview of the how the cover planning works, starting with the
entry of absent teachers and going on to the statistical evaluation of substitution data Subsequent
chapters contain a more detailed description of the functions mentioned as well as additional application
options.
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2.1

2.2

Cover planning mode
Activate the cover planning mode in Untis via the <Cover scheduling> button on the 'Start’ or the 'Module'

tab.

@5 H>S . d e sl
“ Start Data Scheduling Timetables Course Scheduling Madules

= . . — . T . . . . .
@ ﬁ ’ H Y Diagnosis ~ % e @ \i } @ [ \Info-Timetable @ Minutes timetable  [5] Reports
1 5% Weighting - = @ |iiifBreak supervisions ~ h_'ﬂLessoﬂ groups - Element-Rallu
Classes Teachers Rooms Subjects | _ Scheduling | Multiple | Departments | Settings Hefjp Cover - =
- - - - :l Optimisation ~ - terms - ~  topi- | scheduling [ j}Eatendar - Year Planning ~ %Lessoﬂ planning ~ | (&) Data entry wi:

Overview Scheduling tools

Modules Tools

There are specific windows provided for cover planning in addition to the windows that you already know
from timetabling mode (e.g. master data views, lessons windows),

Entering absences

The absence of any one of the three master data elements, teacher, class or room, is considered to be
an absence.

Example: set absence of a teacher
Teacher Hugo is to be set as absent on any Monday in the school year.

%

Cover
1. Open the file demo.gpn and switch to cover planning mode scheduling

Note: demo files
You can find the demo files under '? | Welcome screen | Demo files'. The demo.gpn file is below the
Untis logo.

2. Set the calendar in the absences window to any Monday in the school year.
3. Select teacher Hugo from the list of teachers. Alternatively you can enter the teacher's short name.
Confirm your entry with <Tab> or <Return>.

Teacher Hugo has been set absent for the whole day. In our example this is period 1 to 8 on 19
September 2016.




2.3

@ Absences / Teacher EI@

T & & o @ -
o -
Classes (U] ] Riooms (1) ] @ Absences / Teacher EI@
from DD b | FROM ()l to DD L % '?’ ﬁv 2 E} = .Eé,} B
d - From-Tao :
Newton 1909.2016 e~
Hugo Mo T

< Arist Aristotle
<3 Callas Callas
<3 Mobel  Mobel
= Rub Rubens
<3 Cer Cervantes
<3 Curie Curie

= 7

1 =5 1

Teacher [1] ll:lasses [EI]] R ooz [D]]

Absz, Mo Teacher from DD MM | FROM p|to DD MR TO peric Abs. reas| Tex

.’ 2 |Hugo EH.DQ. 1 19.09. g

Note: Reason of absence

You can enter a — previously defined — reason of absence in column "Abs. reason". This determines if
and how the cancelled periods are counted. Please refer to chapter Reason of absence for further
information.

If a room is not available for some periods or several days, you can switch to type "Room" in the
absence window. Rooms can be set to 'absent' in the same way as teachers and classes. You will find
an example of this in chapter Setting teacher, class or room absent .

You can delete an absence using the <Delete> %button.

Editing substitutions

There are several open substitutions that have to be dealt with owing to the absence of teacher Hugo on
Monday

The changes to the regularly scheduled lessons are displayed in the timetable.
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@ ib - Class 3b {(Callas) Timetahle {Cla-V1)

3h . u-Fl a3 s|da s

o || = | =

-

19.09.2016 = = -2492016

.1

=1

il -
@ Hugo - Hugeo, Yictor Time... EI@
ANCEN rE Hio  [v| - - @ | 8 A &
=R 2 -
3 T 19092016 v - - 2482006
4 L3/, I
g WA Mo | Tu | We [ Th Fr Sa
F Y £ 3h
7 20 3k 4
) 34| 4 22 4
1Y 4
L-Mo. | Tea. Subj. Rm.| |3 *2a. | ¢4
19 | Hugo, HI, (Ps1y |LLE
+3 7
= B
L I

Tea-V1 - Teacher 1*

All changes to the current timetable are displayed in red. You can see that the first two periods of the
timetable of class 3b have to be covered because of the absence of teacher Hugo. Hugo's absence is

highlighted in his timetable, as well.

The changes to all periods involved are displayed as a list in the substitution window (right mouse click /

Substitutions), in this example four periods.

There are two changes in the first period compared to the regular timetable:

@ Substitutions / Teacher

R pAEV f o=@ a @@ @

Subztibube From-Tao
- All - 19052016 -
Mo 4k
Teacher

o

[ Uncovered substitutions

Subst| Type Dste

2 Subst 198, 2 Huga %%#7 Sh 3hb
3 Subst 19.8. 3 Hi Hugo 777 4 4 R3a
1 Subst 199, 1 Hi Huga 7%#7 Sh 3hb
4 Subst 19.9. 4 DE Hugo 777 4 4 R1a

Rl1a

Periad | [Subj=  Su (Teac Subst|(Clas: Classi| (Roor Roam | Shifte| (Te.) t Substitution text

An open substitution is marked with three red question marks ???. This open substitution must be filled

with a suitable substitute teacher.
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Assigning substitute teachers

In order to assign a substitute teacher you could now look through teachers' timetables to find a teacher
who has a free period and assign him/her by entering the short name or by selecting him/her using the
pull down menu. However, you do not know whether the teacher knows the class, if he/she has the
teaching qualification for the subject that has to be substituted and if he/she has had to cover many
classes recently. All this and more information can be seen at a glance when you open the substitution
suggestion =r.

Example: Finding and assigning a suitable substitute teacher

Let's start with looking for a suitable substitute teacher for period 2. In our small demo file there are only
three teachers available to cover the open substitution in the second period. Most probably you will be
presented with a much longer list of teachers at your school; however, not all teachers are equally well
suited to take this substitution.

F )

@ Substitute Suggestion El@
@ & :
199 Mo-2 Hugo/GEc/3b

« Cowver teacher suggeszstion [3).Supervizions [6].Rooms [B]

Cover teacher zuggestion [3] l Supervizions [B] ] Rooms [B] l

Marme Timetable Feriod Subst.| Cance| Countl Time r Yearly | Codes
Curie PEG | | 0 18
Gauss | | 2

Ander | | - -2 I8

~ Shifts [1)

In this example, teachers "Curie", "Gauss" and "Ander" could take this period. The more suitable a
teacher is to substitute a lesson, the higher he/she will be ranked in the substitution suggestion window .
You can adjust the priorities for choosing a substitute teacher, as they differ from school to school (see
chapter Sequence of the substitution suggestion ).

The most suitable teacher is "Curie". She usually teaches in period one and three (you can see this in
the timetable column. Furthermore, she knows the class (indicated by the icon in the column 'Class’).

Double-click on the teacher name to assign 'Curie' to the substitution. The additional period is shown
immediately in the teacher's timetable.
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2.5

@ Substitutions / Teacher = =] || &2
AL T ERR I XYl N AR i
Substitute From-Ta
Al - - 19092016 - F?' @ Curie - Curie, Marie Timet... E@@
il il it Uncovered substitutions S > - &-H ﬂ - E
Teacher T 19092016 + — - 2482006
Subst Type | Date | Period | (Subj= | Su (Teac i . Clazz(es)) Class(es)| (Room)| Room
2 |Subst 198, 2 Hu 30 We | Th Sa
3 Subst 199, 3 Hi Huuggo ™ . g 4 R3a R3a
1 Subst 199, 1 Hi Hugo %77 3h 3h ¢
4 Subst 199, 4 CE Hugo 777 4

Subst. Mo, =
:I L-Mo. | Tea. Subj. Rm. Cla. Time |Schoo
Curie (Hugo), GEc  3b

4 1114 3

Tea-V1 - Teacher 1* -

Teacher "Gauss" is less suitable to take the second period. A glance at the timetable column shows
why: Gauss is holding his first lesson of the day in period 4 and he would have to come to school for the
second period if he had to substitute, i.e. his next regular lesson would be two positions away from the
substitution in the timetable (indicated by "2" in column "Period flag").

Note: Period flag
The period flag is an indicator representing how good the substitute matches the teacher's timetable. It

defines the "distance" to the next "regular" teaching period. The lower the period flag, the more suitable
the teacher is to take the substitution (from the timetable perspective.)

This leaves us with teacher "Ander" at the end of the list. "Ander" knows the class (student icon in the
"Class" column), nevertheless he is the last one on the list. Again, suitability in the timetable is the
decisive factor. The red number "9" (worst value in terms of suitability as substitute teacher) appears in
the "Period flag" column because Ander has his day off on Monday. He should therefore not be assigned

a substitution on this day.

Tip: Do not show teachers on their day off
It is also possible to adjust the substitution suggestion in such a way that a teacher is not shown in the

list when he/she has a day off (see chapter Substitution suggestion settings ) .

Besides assigning a substitute teacher, you can also manage open substitutions with shifts
(preponements) and supernvisions.

Shifts (‘preponements’)

Shift suggestions can be found in the lower section of the substitution suggestion window.

Example: Shifting lessons




Place the cursor on the open substitution in period 3.

The substitution suggestion shows possible substitute teachers for this period in the upper section and
possible shifts in the lower section.

@ Substitute Suggestion = || =] 2
2@ -
+ 19.9. Mo-3 Hugo/HI/4
= Cover teacher suggestion [3).5upervisions [6).Rooms (4]
@ Substitutions / Teacher EI Cx
Kok pdAEY S ve= DA R & & |
Cawer teacher suggestion [3] l Supervisions [B] ] Rooms [4] ] Substitute From-To
Mame Timetahle Period flag| Subst. | Cg | |- a)- - | 19092016 - i
Curig GEC 1] 1
s I m g ko il [ Uneovered substitutions
Teacher
LT
Subst| Type Date | Period | (Subl- | 5u| (Teac Substitut| (Class(es)) |Class(es)| (Room)| Roam | Shifte| (Te.) t| Substitution t
2 Subst 199, 2 Hugg i 3h 3h
3 |Subst188. 3 H @[ 4 R3a  Ra3a
- 1 Subst 199, 1 HI Huga ™ "ah 3h
~ Shifts (3] 4 | Subst199. 4 DE Huga 777 4 4 Rla  Ria
Type: Shifts according to the substitution time gid | = | [7] Shaw ar || m »
Step 1 Step 2 swst.ho. [ |+ | Teacher -
Mame From Flag  Mame From Fla
Gauss 2181 1 Callas 199/6 1
Gauss 21907 1 Callas 19807 1 P
Gauss (23842 1 Hugo 22045 2 -Cllcl(!

A click on this line visualises this shift in the timetable with red arrows. Now you can see at a single
glance the changes in the timetables of the respective teacher(s) and the class.

Note: One-stage and two-stage shifts
The preponement suggestion can either be a one-stage shift or a two-stage shift.

In our example Untis suggests a two-stage shift. The teacher involved are Gauss and Callas. You can
very easily check if the suggestion is correct by having a look in the timetables of the respective
teachers and by double clicking on the preponement suggestion you assign the teacher of your choice.

@ 4 - Class 4 {Nabel} Timetable {Cla.. | = || & || 8 @ Gauss - Gauss, Carl Friedrich Ti.. EI@ @ Callas - Callas, Maria Timetable {.. EI@
4 ~| . ®-F "ﬂ Ly @Q ; Gauss -~ . o [F :‘@ 3 i @0\ o Callaz - .- "'@ C S @0\ ;
T 19092016 v 5 - 2482016 Y 19092016 v - 2492016 T 19092016 v 5 - 2492016
Mo M Tul Th | Fr | Sa Mo Tu g Th Fr Sa
1 | PEG. 1 1 Za 22 | o 1a
2 | ck 7 2 | 1a 2a |/ 2h b T
El 3 3 b o g b
4 | 7oe? | d EN 1 4 Zh | b
5 Ml DE 5 . L *2a.
[ 4]
PEG. 3a.
g | PH g 8
Cla-Vl - Class 1* - Tea-V1 - Teacher1* - Tea-V1 - Teacher 1* -

After you have performed the shift, the "Type" column in the substitution window shows "From",
indicating that this is not a regular substitution but a shift. Teachers and students can see from which
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2.6

position the period was shifted in the column "Shifted from". Any subsequent changes caused by this
shift are immediately shown (e.g. cancellation of period 6 or the shift on Wednesday).

@ Substitutions / Teacher EI@
R pHAEV F THEID A BB & z
Substitute From-To -
-l - - 19092016 « T
Mo P

[ Uneovered substitutions
Teacher

Subst. Mo, | Type Date | Period | (Subject) Subject | (Teacher) |Substiute (Class(es)) Class(es) (Room) Room | Shifted from |(Te)to |Substitution text
1 Substitution  19.9. 1 HI Hugo TR b 3h
2 itLi CLFE _ﬁ Gk

Shifting 1939, 3 HI Hugo Gauss 4 4 'R3a  R3a  219./1

Cancelled 198. 6 - Callas

Subst. No. I:I z | Teacher hd

Supervisions

At times you might not be able to find a suitable substitute or preponement to take an open substitution.
In this case you can assign a teacher to supenvise a class while he/she is holding a regular lesson. It
could also be that two teachers are planned for this lesson (coupling) and that the coupling teacher is
supenvising both student groups. This is also called supervision.

Example: Search for and assign a supervisor
Only two teachers are suggested to substitute in the fourth period in the substitution suggestion window.
A click on the <Supenvision> tab shows all teachers who are teaching in this period and thus are able to

supervise class 4 (see figure).

You assign the teacher by double-clicking his/her name. You must decide if you wish to complete this
action since the teacher has his/her own lesson at the time in question.
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2.7

@9 Substitutions / Teacher

R AEERGRVITLEIR &- 0 & :
Substitute From-To —
- All- = 19.092016 =« i @ Substitute Suggestion
e il i [ Uni & -
Teacher ~ 19.9. Mo4 Hugo/DE/4
Subst Type Date | Perio| (Subji Subje| (Teac) Substitute | (Clas| | = Cover teacher suggestion (1).Supervisions (7).Rooms (3)
2 Substitution 18.8. 2 Hugo 777 3b period block
3 Substitution 19.8. 3 HI Hugo 777 4 pemanant substitution
T Substitution 198, 3 AR Calla: Ander 2b Cover teacher suggestion {oms {3)|
& Substitution 19.8. 4 AR Calla: Nobel 2b - - =
7 T ——— g Hugo 722 E“ MName Timetable Room Class | Subjed Count| Time
9 Cancelled 198 & MU Calla - 2 I P —
10 |GCancelled 138. 6 AR —  Calla: —
11 Cancelled 198 7 AR — Calla -

subst.Ma. [ |2

Teacher Ceris already busy on the 19.9.in period 4.

Les. 59: 23, Cer, DE, R2a

Options

Teacher holds the lesson as well as the cover {supervi

By selecting the option Teacher holds the lesson as well as the cover (supenision).' this row will be
marked as supenvision.

a Substitutions / Teacher EI
EXwR nAEV FITLS:EIPA BB & -
Substitute From-To —

-All- -] 1a0azme - B~
b i [T Uncovered substitutions
Teacher

Subst. Mo | Type |Date | Period |(Subject) |Subject |(Teacher) |Substitute |(Class(es)) |Class(es) | (Room) |Room |shitted from |(Te)) to | Substitution text
1 Substitution  19.9. 1 HI Hugo 777 T 3
2 Substiution 199, 2 EE Hugo Curie 30 3b
3 Shitting 194, 3 Gauzs 4 4 218,01
e = 21.9.11

Cancellation

To cancel an open substitution just click on button <Cancelled> % Another click on the same button
changes the cancellation to an open substitution again.
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2.8
2.8.1

E=%|EoR =5
XPE AEV I F TEHEID A &-O &

From-To -
||| 19092016 ~ T
Mo PR

[ Uneovered substitutions
Teacher

Subst. Mo, | Tye

Dates | Period | (Subject) |Subject | (Teacher) | Substiute | (Classies Class(es) fRoonu Room ShifEdfrom (Te) to | Substitution text
1 'Cancelled  19.9. 1 Hugo 3h 3h . . .

- “Cancelle
2 "Substitution 199, 2 E "Hugo TCurie 3k “3h ' ' ' y '
3 Shifting 199, 3 HI E oo Gauss 4 4 R3a  R3a 21901
4 Supervision 19.9. 4 DE Hugo Cer 4 4 Ria Ria
6 Cancelled 199. 6 AR - Callas - 4 4 R2a - 21801

Subst. No. o

Teacher -

Ad hoc changes

Additional lessons (special duties)

Special duties are considered to be additional lessons that are not scheduled in the normal timetable.
These can be entered direct into the timetable.

A right mouse-click on the period in question opens the context menu from which you can select item
'special duty'. A further window will then open where you can then specify class, teacher and room. You

have the option of selecting from all available elements or of restricting the selection, e.g. to available
teachers only.

Clicking <OK> creates the special duty, which is marked as such in both the timetable and in the
substitution window
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2.8.2

@ la - Class la {Gauss) Timetable ... EI@
1a N a-F a8 s @ s
T 19092016 - = -2492016
Mo | Tu [ we [ Th Fr Sa |
T | EN [ii] E Special duty: 19.9./5 [
g ’gf Click the right _';1
I!.Louse button! | of Class
5 ' ' T Claszes: 1 1a
= Settings Teacher
i Periad window Hugo - [7] Only available teachers
a8 r .
- Allocate/Delete this room Sk
—__Specml duty s ﬁ DE - [¥] Only subjects of the teacher
imetable period: standard format Eoom
Text about the substitution T/ . Dnly free rooms
Students M
Tirne range: week Student group
Capy in HTML-format
Cancel
e Substitutions / Teacher |EHE”E‘
X2 mAEV F er=d AR & @ .
Sulisiilie o v @ 1a - Class 1a {Gauss) Timetable .. EI\EI
Al = 19.09.2016 - ,167' ‘n-E Q @m e
ko o - vl @ &5 g
4L [ Uncovered substitutions - =1 s492018
Teacher 19092016 « =)
Mo Tu e Th Fr 2a
pEC. duties 139.3 1 EN A ML hiA Bl
2 L ER DE EM
3 Bl Il EM EN A
4 i DE A DE
a DE
o [—
T
subst No. [ |* : IEES

Hugo, DE, TW 13

4| 1 |

L-Mo. Tea Subj. Rrn. |Cla. | Time |Schoolweek

Roo-V1 - Room 1*

Shifts and cancellations

Shifts, cancellations and swaps can be performed in the timetable without the entering an absence.

Shifting periods

You can shift periods using drag&drop. Empty green fields mean that a mowe to this position is possible

without creating a conflict.
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Purple, empty fields indicate that the shift is possible without a conflict, howewer, neither the scheduled
room nor one of its alternative rooms is available

@ la - Class 1a (Gauss) Timetable (Roo-V1) E@

1a ~| . - [F .ﬁ i g‘ﬁ a|a 'E]' . ;
Y 19092016 v -24.9.2

o Tu Wi m Fr Sa

1 EM h&s GEc. Ll $ Bl

2 Ll Er PEG. CE EM

3 =] AR h 8, Eml E[ hl &

4 PEG. AR CE hl8, GE:L.

5 RE | EE

E Drop!|

7 OS.

8 OS. PEG.

-

If you shift a period using drag and drop, the mowve will be displayed in the substitutions window. In our
example, the Maths lesson in class 1a was shifted from the first to the fifth period on Friday. The
substitution window displays this shift on this day, too.

@ 1a - Class la {Gauss) Timetable (Roo-V1) EI@
1a | - E3A s||BN & H-E
Y 19092006 v - 2492016
[ T w0 [ T [ we [ Tn Fr 5a
@Subst\tutlonsJTeacher EI@ u Bl
= = - 2 DE EN
B pAEV FI a2 R -8 & CETE i
Subshiute Fram-To . A GEc.
-l - 2zm2mE - i
i il I Uncovered substitutions
Teacher FEG.
Subst. Mo, | Type Dates | Period | (Subject) |Subject | (Teacher) Substitute  (Class(es)) | Class(es) (Room) (Room | Shifted from ((Te)to | Substitution text
&) Substtution 239, 1 Ml Arist Y 1a 1a Ria Rila 238./5
el Shifting 288, 3 M, M Arist Arist 1a 1a Ria Ria  239.1
School week |Stud. | S
Subst. Mo, = Teacher -

Tip: Shifting part of a coupling
If you wish to shift only the period of a single teacher who is part in a coupling with several other teachers
then switch to the teacher's timetable and perform the shift there

Swapping periods
Periods high-lighted in green (green cells occupied by a period) can be swapped with other periods
highlighted green. The swap performed will also be displayed in the substitutions window.
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2.8.3

Cancelled periods

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

Tip: Undo
You can reverse all changes using the <Undo changes>** button in the timetable.

Room substitutions in the timetable

Room substitutions can be applied to regular periods in the timetable as well as to periods which are
affected by an absence

Changing rooms
You can change the room of a period directly in the timetable via the button <Allocate/Delete this room>.
This is possible for an open room substitution as well as for a regular lesson.

-

e 3a - Class 3a (Aristotle] Timetable {Roo-V1) ===

Ma Tu | ® Allocate/Delete this room
1 HI EN Apci) —
7 EN I Lessons: B7: Mo-7 ® single pd l
3 Bl .
3 DE Fiequired capac.: 28
Horme room: R 3a
il hilA .
5 PL. Physics lab. [ Alza show occupied Nams
ﬁ [ Allacate additional roor
| selection of lezsons

Available rooms

Fim. | Cap. |Al Fm |Al HRm | Occupied |Room-group | Comidor | Stat. code(s)

Teacher
Cer FL 3a

gz(ez]  Comidor | Stat. codefs)

€

Rla 36
Rib 30
Rzb Select the desired
L-No. | Tea. Subj. Rrm. R3a room!
67 | Cer, BCPL (R3a) 5H1

SH2

L Allocate m LCloze

If a block of periods is involved (double, triple period, etc.) you can choose whether the room change
should apply only for the selected period or for the entire block.
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29

-

& 4- Class 4 {Mobel) Timetable (Roo-V1) [o | = | |
4 ~ca-F HAQ s @re &= &= |-

03.10.20016 & -8.10.2016

wr — )
B | Allocate/Delete this room

Apply to
@ zingle period

Leszonsg: 45: Mo-E

) period block

Horne roan:

F2a [32], Clazz Room 2a [ Alzo show accupied roams
[7] Allocate additional reom

Ll Bt el () P R N Y

Current zelection of leszons

Awailable rooms
Rm. |Cap. Ak Bm Ak HRm | Ocoup

Teacher |Hoom | Classles] | Caorndar | Stat code(z)

Callaz Fza 4
€ Rla = 3B
Rib | 30
R2b

Tip: Changing rooms in overview timetables
You can also use drag and drop to change rooms intuitively in room oveniew timetables.

Clashl Foomn TW is already in use on the 3.10. in period 4.

@ 3b - Class 3h (Callas) Timetable (Cla-V1) [ ==
€3 ~ s u-FEAR s @as | & 0@ &= e

-

03102016 ~ = -810.2016

| i | Allocate/Delete this room ! l L] !

Apply o
(@ single period

Les. 3: 3a, Curie, T, TW

Leszons: 10: Mo-4 O ptions

() Do not schedule the room
Scheduls the room with a clash

Reguired capac.: 22
L_Home room: Ps1

T, Textiles workshop ‘d Alzo show occupied rUUms

1
2
E
4
&
&
7
B

Current selzction of lessons

Teacher | Room | Classfes] | Comidor  Stat. codefs)

L-Mo. | Tea. Subj. RY|(| g PL %h 3
10 New, PH, PL

+3

AR IAIATAS

< 4

Ps2

v Allocate rm. Close

Output of substitutions

For the output (print, HTML) of the substitution list we recommend to prepare an individual list for each
type of addressee (teachers, students), which they can access each day. Usually you work with three
different substitution views: one for daily substitution work, one for printing the teachers' list and one for
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printing the students’ list.

The reason behind this is that the cover planner very often needs to have information on the screen that
is not relevant for the output. Additionally, the teachers' list in the staff room should contain different
information than the students' list on the monitor in the public areas of the school. At least you very likely
want to have different the content displayed in different ways, e.g. different sorting.

291 Students' list

When clicking the <Output> ‘_E% button, predefined substitution views are displayed for output.

In this window group you have two substitution views - one for the students and one for the teachers. The
two views show partly different contents and hawe different layouts.

Note: Window group
A window group is a freely chosen arrangement of windows which is saved for certain work flows (e.g.
printing substitution data) and to which you can go back to at any time.

By clicking on the <Page layout> & button you see which information will be printed.The list for the
students could look the following:

Substitutionen Schiiler am 19.9. / Monday

Abzent teachers: Hugo
Blocked rooms:  Rla

statt The substitute teachers are
Class(esW Stu Subject Lehrer mRam Type highlighted.

1a 1 En Arizt § Arist T Room ¢

1a 2 hU Callas § Callas SHZ Foom repl.

1a 3 H Cer Cer LS Faom repl.

1a 5 [DE Hugo T Spec. duties

3b 1 - Hugo § --- - Cancelled Cancelled
3b 2 GEc Hugao § Curie Substitution

3b S hM& Mew § Hew E1hk Faotn repl.

4 3 H Hugo § Gauss R3a Substitution

4 4 [CE Huco § Cer HE1 Supervision

4 i

- Callas ~ J --- Canceled Cancelation for the teachers
ruber & Petters Software

The list is sorted by classes. r

2.9.2 Teachers'list

The substitution list for teachers contains some elements which are different from those in the students'
list. The layout is also different from the students’ list:
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293

Teacher 19.9. /| Monday

Ahsent teachers. Hugo
Blocked rooms:  Ria

Absent teachers and blocked

< rooms are displayed.

M Period  Classies) Subject Room  (Teacher) (Te.)to Type Drate
S 3k b, Rib ey Room regl. 19.9.

1 3k - - Huego Cancelled Cancelled 19.9.
2 3k GEc Hugo Substitution 19.9.
3 4 HI Substitution 19.9.
T o —— I The list is sorted by the l Supervigion  19.9.
1 1a SV | substitute teacher. | Roomrepl. 194
A 1a MU — Room repl. 199,
B 4 - - Callas Cancellation for the teachers  Cancelled 19.9.
3 1a Bl WS Cer Room regpl. 19.49.
=] 1a DE T Spec. duties 199,

Gruber & Petters Software

For more information on the output of substitution data please go to Setting up substitution lists.

Substitutions in the timetable

You can also display substitutions in the timetable as an alternative to the substitution lists. Overview
timetables are a particularly practical tool in this respect, since you can restrict the display to one day
and, if you so wish, only to the substitution periods.

The figure shows the latest version of the timetable with substitutions marked in red. Information that
does not fit into the timetable (substituted teachers etc.) is displayed in the legend.

hdonday
1 2 3 4 b fi T E
1a EN frstFi1a | MU Call Bi1a | BlCerRia OE Huga T
FE iz SHZ
FE Rub 5H1
1b ElCer Bib | MA& Arst Bib [ REMobe R1b DERub R1b

Za | MUCalRza |REMobeRZa |MA Mew R2a | DE CerRZa | EM CerRZa

2b | RE Mobe Rib | MA Mew Fib LR Callas Fdb MU Call b
3a | HIRuR3a | ENCerR3a _ o2 53:5*3_9‘31 M& Gau Raa Bl CerFiia
FE Aris SH2
PE Rub SH1
ib HlHuga GEc Curie FHMew PL | M&% Mew Ei1a
4 |PERMSHL | CHRub [ HIGausRa | DECerfila AE Calla Bz | AR Calla RZa | PH AdstPL
Tip: WebUntis

WebUntis provides you with the option to publish the latest version of the timetable on the internet just
by one click, whereby you can define which information is shown and if the data can be accessed with or
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210

2.1

2111

without a password. With the free-of-charge Untis Mobile App the timetable is available at any time at
your mobile phone.

HTML output

As an alternative to printed lists, you can also display substitutions in HTML format on the Internet or on
the school intranet. You can decide on what information should be published in the same way as with
printed output.

The Info timetable module offers a range of possibilities for displaying substitution data in HTML format.
(You can find more details on displaying data in HTML format in chapter HTML output ).

19.9. Monday | | | | |

Date Period (Subject) Subject (Teacher) Substitute (Class(es)) Class{es) (Room) Room

Shifted
from

Les- Substitution
xt

(Te.) to Coupling. New

No.
1 Cancelled 19.9. 1 HI — Hugo — 3b 3b — Cancelled X
2 Substitution 19.9 2 GEc GEc Hugo Curie 3b 3b X
3 Substitution 19.9 3 HI HI Hugo Gauss 4 4 R3a R3a x
4 Supervision 19.9. 4 DE DE Hugo Cer 4 4 Ria Ria x
15 Roomrepl. 19.9. 4 TX TX Curie Curie 3a 3a ™ WS x
9 dSF’“- 199. 5 DE Hugo 1a ™w x
uties
Cancellation
7 Cancelled 19.9. 7 AR = Callas = 4 4 R2a = for the x
teachers
12 Roomrepl. 19.9. 7 BI BI Cer Cer 3a 3a R3a PL x

Statistics

Besides generating the daily updated timetable, an important part of the cover planning module is
maintaining lesson and substitution statistics throughout the school year. A number of different tools and
lists are available for this purpose. Below we introduce reasons_of absence — the central element for
controlling the counting of substitutions — and the substitution statementreport.

Reasons of absence

Whether and how a cancelled lesson is to be counted for a teacher depends primarily on whether the
reason of absence is marked as for counting or not.

You can define reasons of absence via "Absences | Reasons of absence". Quite often the reasons of
absence are already defined by the school authorities and in some cases created automatically in Untis.
In the latter case they cannot be edited.

m Start Data Scheduling Timetables

(e

w bk (o Al

Calendar Absences |Substitutions Cutput Substitution
- - - - Statﬂu -

B, Reasons of absence

Window Group +
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Example: Counting substitutions
1. Open file demo.gpn and create two reasons of absence via "Absences | Reasons of absence™:

lliness: Do not check any box. A cancellation with this reason should not be counted negatively.

Special leave: Check box "Count cancellations" A cancellation with this reason should have a negative
result on the substitution counter.

.

@ Reasons of absence / Reasons of ahsence E@

ILL - I E O8N | Sl - =
Marmes | Full name el ndCourt | Mot in Abs Head | Stat. codels)
ILL liness =]
sL Special Leave =

2.11.2 Report: Substitution Statement

The substitution statement gives an oveniew of all substitutions in a selected period of time from the
point of view of the teacher.

Example: Substitution statement

2. Set teachers "Gauss" and "New" to absent on a Monday — Gauss with reason "lliness" and New with
reason "Special leawe".

o

@ Absences [ Teacher EIIEI
TRIT S B i

From-To _

19092016 ~ =~

o 0

Teacher [2] l Claszes [EI]] Rooms [El]]

Abz. Mo Teacher from DD kb | FROM g to DDMMW | TO per
g | ey 19.09. 1/19.09.
9 | Gauss 19.09. 1/19.09.

Ahs. reas 5 et

3. Fill the open substitutions by clicking on the <Automatic> button.
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Al -
Mo 4k

Teacher

@ Substitutions / Teache
R = (& @o Feer=ldl R ol
Substitute From- o -
19092016 + hg

[ Uncovered substitutions

Subst. No. | Type

18 Substitution 1 199. 4

19 Substitution 2 1899, 2b
20 Substitution 3 199. 2a
21 Substitution 4 193. 3b
23 Substitution 4 189.9. 3a
15 Roomrepl. 4 199. 3a
24 Cancelled 5 198, 3a
22 Cancelled 5 188, 3b
7 Cancelled 7 148, 4

12 Roomrepl. 7 199, 3a

Subst. No. o

Period |Dates | Class(es) |(Teacher)

ey
ey
Iy
Meswny
*Gauss
*Curie
Gallss
ey
Callaz
Cer

Y

L 4
A, 2h
M, 25
PH 3h
M, -

A, - 3h
AR 4
Bi =] 3a

Substitute | (Subject) | Subject |(Class(es)) [(Room) |Room | Shifted from

SH1 SH1
R2b Rzh
RZa Rza
PL PL
R3a R3a
A s
R3a -—-
Ria -
RZa -
R3a PL

(Te.)to Substit

Cancelled
Cancelled

Cancellation for the teachers

| Teacher*

statement".

@ Report selection

=N ECh =

+ 7] Dverviews
+ 7] Loading-Statistics
+ ] Free Periods
+ ] Subject-Periods-Repot
+ ] Periods-R epot
# ] Lessons
# 7] Break supervisions
=17 Coverplanning
E_—[ Substitution statermnent
ﬂ_—[ Canc. days
ﬂ_—[ Carver overvisw
# ] Exam-S5chedue

5. Confirm print preview with <OK> and switch to teacher Gauss.

4. Open the substitution statement via the Start tab " Reports | Selection | Cover planning | Substitution

Teacher Gauss has two cancellations on Monday, but because of reason of absence "lliness" these two
periods are not counted negatively. The sum for the month of September is therefore 0.
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Gauss Gauss

Substitutions / Cancellag
Date Period BN Value
199 Moid  -E 0
1949, Mois -E 0

alueCorrection : 19.9. - 30.9.

Fubject Class(es) Reason Text
raphics 3a Ilness

athematics Ja Ilness

Substitutions: 0
Cancellations: 0
Uncounted cancellations: 2
Total: 0

Gruber & Petters Software

Teacher Newton has five cancellations with reason of absence "Special leawe". His counter therefore
reads -5.

New Newton

Substitutions / Cancellg A
Date Period EM “alug ubject Class(es)  Reasaon Text

199 Mol -E - oys PE 4 Special Leave
199, Moi2 -E - athematics 2h Special Leave
198 Mo/3 -E : athematics 2a Special Leave
199 Mofd  -E - Physics ah Special Leave
198 Mois -E - athematics 3b Special Leave

Cancellations: 5

Uncounted cancellations: 0
Total: -5

Gruber & Petters Software

Teacher Andersen has had to take two substitutions and he did not have any cancellations. His counter
therefore reads +2.

Ander Andersen

Substitutions / Cancellg alueCorrection : 19.9. - 30.9.

Date Period BN Walug bubject Class(es) Reason Text
19.9. Mo/l + usic 2a Substitution
19.9. M2+ usic la Substitution

ubstitutions: 2
Cancellations: 0
Uncounted cancellations:
Total: 2

Gruber & Petters Software

There are a number of other possible reports besides the substitution statement. These are described in
detail in chapter Statistics.
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3.1

3.2

Basics

This section explains how to activate and deactivate the Cover Planning module and which settings
should be made before you start using substitutions. We also introduce the calendar, which has a
central function.

Cover planning mode

You can activate and deactivate cover planning mode in Untis via the <Cover scheduling> button via the
tabs 'Start' or 'Modules'.

EHS - o w0 as
“ Start Data Scheduling Timetables Course Scheduling Modules

@ m ’ H R Diagnosis - @\) N @ ;-“:.} @ C\Info-Timetable ~ @ Minutes timetable  [5] Reports -
| % Weighting - - @ |siifBreak supervisions ~ h_d Lesson groups ~ Element-Rollu
Classes Teachers Rooms Subjects | _ Scheduling  Multiple | Departments | Settings Hej Cover - .
- - - - j Cptimisation ~ - terms - - topide~  scheduling [_c—o‘ alendar - Year Planning = %LESSOH planning = | (&) Data entry wi:

Overview Scheduling tools

Modules Tools

There are specific windows provided for cover planning in addition to the windows that you already know
from timetabling mode (e.g. master data views, lessons windows),

Cover planning mode is like an independent application within Untis.

e The screen settings in Untis mode and cover planning mode are different. When you exit cover
planning mode, the original Untis window settings will be restored and vice versa.

e There are different window groups available. The window group function is particularly useful in cover
planning mode. We recommend that you create separate window groups for planning as well as
printing substitutions (see chapterWindow groups).

e Standard views may be different in Untis mode and in cover planning mode. Simple, space-saving
timetables generally suffice in cover planning mode.

e Cower planning mode has its own context menu. One right click allows you to navigate through the
most important views of cover planning.

%

You can exit cover planning mode by clicking on the <Cover scheduling> button heduing ONCE again.
Substitution time grid

You can activate the substitution time grid in cover planning mode via "Settings | Time grid".

In the time grid you should first specify the period 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.

Use the mouse to highlight those periods where substitutions should normally be scheduled and click on
the <Substitutions> button.

In our example, substitutions take place from the first to the fifth period. Periods after the fifth period are
automatically cancelled. If you still wish to plan a substitution e.g. in the sixth period, you can change
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the cancellation to a "normal" substitution by simply assigning a substitute teacher Similarly, you can
cancel e.g. a first period although it is marked as "to be substituted" in the substitution time grid

P =

@ Time gric El@

4 . Substitute [
Ertry:
Subsztitution
Cancellation
1 2 3 4 3 G 7 a

200 855 9650 10:45 11:40 1235 1230 14:25

845 940 0 10:35 11:30 1225 13:20 1415 1510
b ornday * * * * *
Tuezday * * * * *
Wednesday | ¢ * * * *
Thurzday i i i i i
Friday * * * * *
S aturday * * * * *

Cancel Apply

Tip: Class time grid

Apart from this global substitution time grid, which is valid for the whole school, you can adjust the
substitution time grid of classes individually. To do this open " Classes | Master Data" and click on
button <Class time grid>
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@ Gauss - Gauss, Carl Friedrich Timetable (Teald) E'@
Gauss ~ | B &8 s & | (G- "HT"U“&,F-TV -
Y 19099016 ~ — -249.2016 Teachers of the clazs/subject
| f"'l -
hondsy
1 2 5 4 5 B 7 5
Gauss 3a 3a. 3a
New g, Zh 2a b ah
Hugo 3h 3h 3a 4
Ander
Arist 13 1h 3a. 1a. 4
Calla 2a 1a 2 3a 2h 4
Nohel 4 4 1h
Rub Absent
Cer 1h 33 1a 1a 2a 3a
Curie Abzert
4 e [ 2
Element filter - Tea2l - Teacher 20* -
on the
"Substitutions" tab.

3.21 Personal studies

In some classes — especially older age groups — students work on their own if the teacher is absent.
Such periods can be marked as 'Personal studies' in the time grid of the class
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e ul

@ Gauss - Gauss, Carl Friedrich Timetable (Teald) E'@
Gauss >~ H AfAs Fre -8 x-0RF E
Y 19099016 ~ — -249.2016 Teachers of the clazs/subject
; | >~ T
hondsy
1 2 3 4 3 G 7 g
Gauss| 3= Ia. Sa
New 4. 2k 28 3k 3hb
Hugo 3 3 38 4
Ander
Arist 13 1h 3a. 1a. 4
Calla 2a 1a 2k 33 2k 4
Nobel 4 4 1h
Rub Ahzent
Cer 1h 3a 1a 1a 2a 3a
Curie Ahzent
7] ] b
Element filter - Teall - Teacher 20* -
(in our

example period 1 to 5 daily).
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@ Class time grid / Class E@
4 : Clazz 4 [Mobel]
q Scheduling,”  Substitute | b
Ertry:
Subztitution Copy
Cancellation

1 2 3 4 5 B 7 g
2:00 255 250 10:45 11:40 12:35 13:30 14:25
245 340 10:35 11:30 1225 13:20 1415 15810

b orday # # B #
Tuezday # # # i B
“Wednesday | # # # i B
Thurzday # # # B #
Friday # # # # #
Saturday # # # i B

In the event a teacher is absent, automatic cancellation (according to the substitution time grid) is
converted into a "+"-substitution, which is described in field "Type" as "Personal studies".

@ Substitutians / Teacher E\@
G AEVIF TEEE A RS &L
Substitute From-To :
-4l - -| onpaIE - >
[ il I [T Uncarvered substitutions
Teacher
Subst Type Dste | Perioc (Subjel Subjer (Teac Subst| (Clas:| Classi (Roon Room | Shifte | (Te )t Substitution text
1 | Substitution w09 3 SN *Gaus 777 3b 3@ Roh R
2 Substitution F2bh  R2kh
3l Personal studies 208,
L) z Cance
& Canceled 208. 8 HEALE --- 1k 1k W - Cance
Subst, Mo, I:I z | Teacher -
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3.3

Date

You can easily select the scheduling date using the calendar in the toolbar. You can change the day
using the arrows or select any day in the school year from the calendar.

Start Data Scheduling Timetables

5 @

bsences Substitutions Qutput Substitution
~ > ~ stats. =

=

Calendar

-

Click <Heute> (today's date) at the bottom of the unfolded calender and the scheduling date is set on
today's date of the system. Alternatively you can use the short cut: <Ctrl> + T.

B wm G

|Ca|endar| Absences Substitut

- -

September 2016 k
Mo O Mi Do Fr 53 5o

19 20 21 22 23 24 25
% 27 28 29 30 1 2
3 -

[ | Heute: 09.07.2015

All opened windows will synchronise automatically to the selected day.

Tip: Open file with the current date
To automatically open a file with the current date, select "Settings | Miscellaneous" and check the "Start
with the current date" box on the "Auto-sawe" tab.
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3.4

-

=
=- School data
. General 0 Mo, of auto-zave generations
- Querview 0 Auto-zave interval [minukes]
- Values
= Miscellaneous Save only when the data has been changed
- ALto-save Open with the lazt file uzed
- Directories Start with the current date
- Timetahle L .
Customi L= Ahtimization in waork: files
- Customise
i - Value Calculation
Calendar

The calendar window has seweral functions:

Changing of scheduling date
Display and entry of days and periods without school
Entry of daily comments and remarks

Ovwenview of scheduling activities in details window

Use the selection box at the top left of the calendar to choose the day for which you wish to edit
absences and substitutions. If you only wish to change day within a week you can also use the lower

section of the calendar window, the so-called details window.

P

(=) O S

0

[ SR e R s R e [ s |

@ Calendar
Calendar week Tt N T 1) I
1 Marz 2017 »

Date | Day ) ]

19.9 M Mo i Mi Do Fr Sa So
- 8127 22 1 2 3 4 5

208 Tu | g 7 8 9 10 11 12

29 |we |13 14 15 16 17 18 19

sog  |Th | 20,21 22 23 24 25 26
= g28 20(30i1n 1 2

238 Ft | 374 576 7 8 9

249 35a | Heute: 09.07.2015

259 |5u

1 | 1]

0

0
0
0
0
0

p.  Uncwrd | Abs cla| Releaze| £

o

1]
1]
1]
1]
1]

[
[
[
[
[
[

The windows communicate with each other, as you are used to in Untis: for example, if you have the
absences window open when you select the date, the selected date will be used automatically. This
behaviour is discussed in greater detail in the following sections.
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3.41

No lessons

Time ranges that are defined asholidaysin Untis mode are automatically shown as days without lessons.

e Th |Fr |Sa|S5u Mo | Tu|'we Th|Fr Sa|Su|Mo| Tu wWe Th|Fr |5a Su Ma|Tu|%e Th Fr | Sa|Su
192071 22 % 27 28 29 30

2 13 14 15 16] 17 18 13 20 21 25 25 27 26 29 30| 31

1920 21 22 28 29 20

7| %6 27 28 23 30 3

23 24 25 26 27 28 29] 0 3

7 28

@ 24.10.2016 Monday o= =]

Calendar week 43 24102016 =

'6:1!9 Day Abs Tel Subs.  |Uncove|Er.Sup. | Uncyrd | Abs. cla) Release Bl
24.10. | Mo
N

T = = o o
2610, | 'we 1] 1] 0 0 27 28 23 30 3 @3
2710 [Th D 0 0 0 24 25 28 27 28 2%%0]
2810, | Fr 1] ] 0 1} 23 30 31
2910, | Sa 1] 0 0 0 26 27 28 29 30
3010, | Su
€ Wil
q Daily comments (0], Calendar d
Mondap 24.10. 2016

Fegular schoal day
T -
Only these perods free of leszons

Femarks

In addition to the settings in the holidays' calendar (Settings | School holidays) you also can use the
form view of the calendar to specify whether certain days are without lessons or are (public) holidays.
This differentiation is important in some countries for teacher remuneration.

Warning: Regional settings

You can set different reporting procedures via "Settings | School data" (Country, Region, Type of school).
The same substitution data can lead to different reports depending on what country or type of school is
set.

You can enter free periods for the whole school in the field "Only these periods free of lessons".

If all periods after period 5 are cancelled because of extreme heat then enter "6-8". If the first period is
without lessons because of church senice and the fifth period is without lessons because of a school
event then enter "1,5".
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P

@ 27.6.2017 Tuesday o ===

Calendar week 26 SOOB2NT W

*

Date Day Abz. Tel Subz. | Uncove| Br.Sup. | Uncwrd | &bz, clal Releasze BI

266 Mo 0 i i i 1] 0 i i
276 | Tu 0 1] 1] 1] 1] 0 1] 1]
286 |'We 0 i i i 1]
296 | Th 0 il il il 1]
@ 1a - Class la {Gauss) Timetable... EI@
06 | Fr 0 1] 1] 1] oy .
17. |Sa ‘1 ~ - w-F HAQE
S T EDE2017 v — -30E2017
« 1
- Mo | Tu Sa
4q Daily comments [0] Calendar day
/ Enl hi "
Tuesday 27.6.2017 wo 2
ak]
1 Begular school day =
. . . Bl 2
1 Public holiday AR o
- CE hA, CE -
ol L= 5501 =
i <L
(@) Orly these periods free of lesson: | 6-9
Fiemark s

7
8

L-Mo. |Tea. Subj. Rm. |Cla. [ Time |School week
=3

4 I 2

Clal - Class 1 v

Periods without lessons are displayed in the timetable with the term "Free". If you add a reason of
absence, it will be displayed as well in the timetable.

3.4.2 Texts

The calendar offers two possibilities to enter desired text: daily comments and remarks.

Daily comments
Daily texts allow you to enter and print individual texts for each element. You find a detailed description
of this function in chapter Daily comments .

Remark
The remark (for the day) is intended as a reminder for the cover scheduler and can therefore not be

printed.
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Detail window

The upper section of the calendar shows you detailed information on every day of the week.
Information on teachers

Abs.Teach.:Number of absent teachers

Subs.:Number of the resulting substitutions

Uncovered:Number of open substitutions for which a substitute has to be found

Information on classes

Abs. Cla.: Number of absent classes

Release: Number of the resulting releases. These are lessons in which teachers are
available (released) as a result of class absences.

Information on rooms

Blocked rms.: Number of blocked rooms

Subs.: Number of the resulting room substitutions
Uncovered: Number of open room substitutions for which a replacement room has to be
found

Number of daily comments

Daily comments: Number of daily comments on the relevant day.

Break supervisions

Br.Sup.Sub. Number of break supervision substitutions
Uncovered (Br.Sup.) Number of uncovered break supenvisions
Clashes

Tea. clash shows the number of teacher clashes
Room clash shows the number of room clashes

Please go to chapter ' Timetable changes and cower planning ' for more information on teacher and room
clashes.
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Fioom clash
0

Tea. clash
0

.| Room repl.
0

Abs. Teach. | Subs. | Uncovere
1] 0 0

1]

Entering absences

The absence of any one of the three master data elements, teacher, class or room, is considered to be
an absence. The absences window is used to enter and edit absences. You can open the absences
window via menu item "Cower planning | Absences", via the <Absences> button or via the context menu
displayed when you press the right mouse-button.

[ 1 = 1
Absences|substitutions Cutpu

-

: Ej Absences

By Reasons of absence

Window Group 4

Setting teacher, class, room absent

You can find examples of the entry of absences of teachers and classes in chapter "Short introduction”
under Entering absences The procedure for entering an absence is the same for teachers, classes and
rooms. In the following example a room is set to absent

Example: Setting a room absent
The workshop is not available on a specific Tuesday and must therefore be set to absent.

1. Open file demo.gpn via "File | Open" and the absences window via "Modules | Cover planning |
Absences".

Note: Demo files
You can find the demo files under 'File | Welcome | Demo files'. The file demo.gpn below the Untis logo




Entering absences 37

Demo files o

Undemeath you can find a variety of different timetables. Choose your country and schooltype.

vl = OO == =EEE=

% Demo files

@ demao.gpn: timetabling

@ dema5.gpn: cover scheduling
@ demao.gpn: break supervisions

@ KursDema.gpn: course scheduling

2. Set the date to any Tuesday in the school year.
3. Select the tab "Rooms" of the absence window.
4. Select room "Works" from the list of rooms. Alternatively, you can enter the short name of the room.

Confirm your entry with <Tab> or <Return>.

r

@ Absences / Teacher E'@
ENRITL S B-@E :

From-Ta :
20092016 - -
Tu e

Teacher {D}] Classes (0) Rooms (0) le

Abs. Mo Room from DD.M= | FROM | to DD.MM | TO peri| Abs. reas | Text

-

SH1 Sports Hall 1
SH2 Sports Hall 2

Home Econ. room
Rla (Class Room 1a
Rib Class Room 1b
RZa (Class Room Za
R2b Class Room 2b
Raa Class Room 3a

This sets the workshop absent for the whole day. In our example this is the first to eighth period on 20
September.



38

4.2

I o)

@ Abzences [/ Teacher E@
it T TE N = ]

From-Tao :

20092016 ~ R~

Tu

L

eacher (0} | Classes (0) Rooms (1)

. reas| Text

Abs. Mo|Room from DD.MM| FROM |to DD.MM | TO peri
2|ws [=|20.08. 120.09. 8

Note: Reason of absence

Entering a reason of absence does not have any effect on performing the substitution. Only the method
of counting the cancellations and releases which occur due to the absence are affected. Please refer to
chapter Reason of absence for further information.

Deleting absences

You can delete an absence using the <Delete> & button. When you delete an absence, the
substitutions caused by this absence are automatically deleted, as well. You cannot delete a
substitution directly.

Time range

The absences window displays a day, a week or a self-defined time range. You can make this selection
under <Settings> & .

Absence text

Free text can be entered for each absence.

Overlapping absences

Two absences of a teacher can owverlap (e.g. a teacher becomes ill during an excursion which lasts a
week). You do not need to delete the absence that was entered first, since you would lose any
substitutions already entered. If you enter two different reasons of absence for two overlapping absences,
the absence which begins later defines how the cancellations should be counted.

Entering absences in the school calendar

You can also enter absences covering several days in the school year calendar of the relevant master
data window.

1. Open in file demo5.gpn and the Start tab the window Teachers | Master Data'.

2. Click on the teacher concerned and open the school year calendar via the<Calendar> button = .
3. Hold the left mouse-button and highlight those days on which this teacher should be set to absent.
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Confirm your entry with <Apply> or <OK>.
Select a reason of absence from the list of reasons. You can also enter an absence text.

@ Teachers / Teacher E E@

e 12 MEMRET T @Q‘M L
Mame |Surname Room |NTPs target |Periods/day Factor M
u] [i& calendar

IAtblnhl-I

Ander Andersen 1-3 4-6 1.000
e Absences - Andersen E@
Date: Mo 10.10.2016 No lessons Legend Breaks |Holiday Weekend
m @ Calendar week: 41 Public holiday School Year Absences Free Days
Mo Tu |\We| Th |Fr | Sa | Su | Mo| Tu | We| Th | Fr | Sa | Su | Mo| Tu | We| Th Su |Mo|Tu | We|Th | Fr |Sa | Su|Mo| Tu |We| Th | Fr | Sa | Su|Mo| Tu |\We| Th |Fr | Sa |Su
September 19 20 21 22 23 2426|126 27 28 29 30
October 123 4 14 15 16] 17 18 19 20 21 97 93l 54 95 26 57 om 29 30|
06 November 12 3 4 5 67 8 18 13 20| 21 22 | Absence
December 12 3 4 5 8 16 17 18] 18 20
January iz 2 13 14 15 16 17 || Anderen
February 12 3 4 56 7 17 12 18] 20 21 10.10.- 12.10
St Merch 123 486 7 17 18 19) 20 21 | FROM = o
April 1213 £ 14 15 16] 17 18
May 12 3 45 6 789 19 22122 23
June 1 2 3 4 5 & 16 17 18] 19 20 reasondabsence ) o
FD // Field Day = ’
General data 3 || Absencsted ncel (] Apply
Absences 0/0 Absence days 0/0 M | I
Cancellation 0/0 i
Ml Cancel
L

If you mark two or more time ranges that are not contiguous, a prompt will request a reason of absence
for each time range.

Absences for only one period on a day are also possible - also for several day. In our example teacher
Callas is absent in period 4 and 5 every Monday in October.

Ma|Tu | We| Th | Fr |Sa | Su [Mo| Tu |We| Th |Fr | Sa |Su | Mo|Tu |We| Th | Fr | Sa |Su | Me| Tu |We|Th | Fr |Sa | Su |Mo| Tu [We| Th | Fr | Sa | Su | Me|Tu |We| Th |Fr |Sa | Su

September ’ 20 21 22 23 24 .

October 1 4 5 6 7 8 @ 112 13 14 15 I@ 8 19 20 21 22 29
208 November 12 3 4 5 & 910 11 1213™ 15 16 17 18 19 20 22 23 24 25 26 278

December 1 6 7 T @ 23 2425 1)

January 34 0 N2 23 29| 30 31

February 12 3 4 7 8 Callas 24 25 26

_ | March 12 3 4 7 8 24 25 26

27 it 1 45 21 273 29 30|

May 12 3 4 5 6 9 26 27 28

June 12 3 6 23 2425

Absences entered via the master data window are displayed in the absence window

You can set classes and rooms absent via the relevant master data window in the same way as for
teachers.

You can delete the absences by highlighting the selected time range once more.

Note: Printing absences
You can print absences in the same way as substitutions. Please refer to chapter Printing substitution
lists for further information.
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Events

An event is an occasion that classes, teachers and rooms may participate in. They are therefore not
available for regular lessons, i.e. absent, during the event. Examples include:

e Multi-period examinations for which several monitoring teachers and rooms are not determined until
a later point in time

e  Sports weeks or class excursions in which seweral classes take part, causing releases, but also in
which teachers take part, whose lessons must then be substituted

e School ewvents, class teacher periods, etc.;
An event can involve either individual teachers and classes only or the entire school.

e Event with one class and one teacher

e Event with several classes and teachers

e Event with part of a class

Event with one class and one teacher
Class 1a is going on an excursion with teacher "Arist" on a Wednesday in the school year

1. Open file demo5.gpn and set the calendar to a Wednesday where no substitutions have yet occurred.

=

2. Open the event window via the context menu (right mouse-button) or click on the <Events> button
in the cover planning toolbar.

3. Enter class 1a in column "Cla." and teacher Arist in column "Tea.". Select reason of absence "EX -
Excursion".

@ Event / Teacher EI@
R T & e 2
From-Ta .
21.092016 - E -
e -T-
Evert-nr.| Class ClL-Fr. Teacher Rootn fram DO | FROM plto DDMM - TO per| Abs. resson Text Court
11 1a Arizt 21.08. 1 21.09. -
lhess
Child Care
Official
Skill Enhancement
Field D ay

Excursion

Special Leave

Event-nr. l:l —

Note: Counting of the event
The "reason" is relevant only for the counting of substitutions, cancellations and releases that occur
because of the event (see chapter Events and substitution counter ).
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4. Click the <Substitutions> Ca . The open substitutions, releases and cancellations caused by
the event are displayed.

Event with several classes and teachers

The events window also allows you to enter events with many (or all) teachers and classes (e.g. sport
events, class teacher periods etc.).

All classes from grades 1 and 2 as well as several teachers are to take part in an event for the entire
day.

=

. Open file demo5.gpn and events window =~ . Set the calendar to a date without substitutions

. Open the "Element-Rollup" window< Eiand set it to "Class".
. Highlight all classes from grades one and two (click on 1a — hold <Shift> — click on 2b).
. Drag the marked classes into the events window by holding down the left mouse-button and drop them
there in column "Cla.".
5. Switch in the element window to "Teacher" and mark all the teachers who are taking part in the event
with <Ctri>+click (hold <Ctrl> down and click on all teachers).
6. Drag the teachers into column "Tea." and drop them there.

A OWON =
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@ Event / Teacher

& _— B pie
T e k@

From-To
19102016 -
e ik

Full name:

Clazz 1a [Gaussz)
Clazz 1h [Mewtan]

Clazz 2a [Huga]

Clazz Bb [Callaz]
Clazgd [Mobel]
I arfagerment

Clazz 2b [Andersen)

Evert-nr. Clazs
12 [1a,1b 282k

{EI.-FI’.

Teacher

Ander Cer Gauss Hugo

Roam fram DD MM | FRC

|=]1910.

Anderzen s

Arigtotle

Callas

Cervantes

Curie maternal

Gauss

<

Event-nr. :l :

B o

Huga

« [ r

7. Activate the substitution window by clicking on it. The substitutions occuring due to the event will be

displayed.

Tip: Showing events in the absence window
You can display absences that result from events in the absence window (click on <Settings> in the
absence window and check the box "Show events").

Event with part of a class

Teacher "Ander" teaches part of the class 1a on Wednesday afternoons. The other part is taught by
teacher Curie. Ander wishes to go organise an excursion with his students, while Curie's group will not
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be affected In this case, class 1a has to be entered in the column class-fraction

@ Event / Teacher EI@
RITelaw -
From-To
26102016 - e~
Y'e alo

H

Event-rr | Class l.-Fr. | acher + |Room from DD .hitd | FROM plto DD MM | TO per &bs. reason Text
13 1a Ancler 2610. 7 2610 8 EX

. | Tea. Subj. Rm. Cla, Time |Schoolweek |Stud. | Special text
' 1-41 16 Technology
Ga LS Vs 1D 1% wood Design
1 18 Tediles 3
Total K]

Event-nr. =

Editing substitutions

In most cases substitutions are edited in the substitutions window (substitution view). Any change to the
daily timetable such as entry of an absence, an event or changes to the scheduling dialogue creates an
individual substitution line in the substitution window. You can edit the substitution in the substitution
line. An open substitution can be changed to a cancellation, you can assign substitute teachers or
supenvisors or you can change the room. These options are described below.

e Substitution display

Cancellation

Substitution suggestion

Shifts (‘preponements’)

* Supenisions

Atypical substitutions

e Room substitution

e Automatic substitution

Substitution display

You can adjust the substitution display according to your needs. It will depend upon your individual
working method and on the type of activity you hawe just performed (e.g. edit substitutions, print
substitutions).

You can show or hide every column via <Grid adjustment>=. The contents of the individual columns are
explained in the following.



44

bstitutions / Teacher EI@
@ﬂr@ B lV & TeEID R B-@ & 3
# | Grid adjustment &l
(Teacher) From-Tao :
Al -]l 19.092016 - S oK Anply Cancel
T il i [[] Uncovered substitutions| =+ Active |Bint | Full Name =
Teacher Substituonnumber | | v
Subst. I Type Period- | (Subjec| Subjec (Teacher| Substitute | (Class(es)) | | Type of substitution v v
301 Standby is cancelled 1 STBY — Ander - Date (DD.MM)
305 Substitution 1 PH Arist 777 4 Day E
302 Substitution 2 Ma Ander 7 3a Per. 7 7
306 Substitution 2 EN Arist e 1a Start and End time l I
307 Substitution 3 M Arist 77 1b Replaced subject 7 W7  Shortname
308 Substitution 4 PEG *Arist 777 2b, 2a Subject J ¥| | Short name
'-:m. fancelled 7 n= — L 3a_3h Replaced teacher: v ¥| | Shert name
Substitute 7§ Shortname
supst.No. [ |5 Instead of Classf{es): 7 |9 |Shortname
Class(es) 7] WY Shertname
Replaced room: ' | Short name
Room 7] §9¥ Shortname
Statistical code _
Shifting Fi) il
4 nw r
e

Tip: Show all fields with content
You can display all columns that have at least one entry by clicking on the <Show all fields with

content> button=in the toolbar of the substitution window. When you click this button again you return
to the original state of the window.

Subst. No.
This number uniquely identifies all substitutions and is primarily used by the application. You cannot hide
this number on the screen; however, this is possible on printouts.

Type
This column indicates the type of substitution. Please refer to chapter Type of substitution for more
details.

Date / Day / Period
These fields display date, weekday and period of the substitution.

Time
The time of day can be displayed as an alternative to the period. This is particularly important if a school
uses more than one time grid.

(Subject), (Teacher), (Class[es]), (Room)
These fields show the elements of the original lesson. An
that the teacher is part of a coupling.

nixn

in front of the name of the teacher indicates

Subject, substitute, Class(es), Room
These fields show the elements of the substitution. If you leave the field "Subject" blank, then the
originally scheduled subject will be displayed when the substitution is printed.
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Red question marks "???" in columns "Substitute" and "Room" indicate that available teachers and
rooms still have to be assigned. Three dashes "---" indicate a cancellation or release.

Stat. Code(s)
If a substitution is not to be counted, enter the same flag here as the one assigned for "Don't count..."
under "Modules | Cover planning | Settings...". (See also chapter Substitution counter settings ).

Subst. from / (Te.) to

¢ If there is an entry only in column "Subst. from" ("(Te.) to" is blank), then a lesson was
moved from another period. (Information on where the substitute teacher's lesson came
from)

e If there is an entry only in column "(Te.) to" ("Subst. from" is blank), then this field shows
where the lesson that caused the substitution was moved to. (Information on where the
teacher's lesson was moved to)

e The "from" and "to" columns are identical. This indicates a lesson swap.

¢ The entries in "Subst. from™ and "(Te.) to"” are different. This indicates that the original
lesson was shifted from this period and another one was shifted to this period. Column
"Subst. from™ again shows the original period of the substitute whereas column "(Te.) to"
shows where the teacher's lesson moved to.

¢ An entry of "Lesson pool” in column "(Te.) to" indicates that the original lesson has been
added to the lesson pool.

@ Substitutions / Teacher =} @
X+EB pAEVIF TEEID A L-@ @ :
(Teacher) From-Ta :
- Al- - | 19082016 ~ Uhe
W
ez 1 Uncovered substitutions
Teacher
Subst Jf Type Period= | (Subjec| Subjed| (Teacher| Substitute | (Glassies)) | Classi(es) |(Room) |Room ghiﬂed from | (Te.) to ‘ Substitution te =
302 [ | Substitution UE Cer 7 Za Za RZa RZa || Lesson pool |
298 Swap MA PH Mew Mew 2a 2a R2a PL 228./3 229.13
296 Swap i] PH MA Mew MNew 2a 2a PL R2a 199 /1 199.F1
300 Shifted i PEG Arist 2b, 2a 2b, 2a SH2 SH2 219./5
289 Substitution 8 PEB *Rub 2b, 2a 2b, 2a SH1 SH1 Lesson pool
301 Shifting 5 PEG PEG  Arist Arist 2b, 2a 2b, 2a SH2 (§19.9./4 I;es.: s S
L 2a,2b, 3a, Za, 2b 3a
304 Cancelled & CH Callas 3b 4 3b 4 R2a 229./6
305 & shiing J6 CH CH Callas Callas iE: ib' 3, iE: ib' * paa  Roa A28 b I
Fl 1 S
substNo. [ |2 Teacher -

Les.-Text/ Les.-line text

You have the possibility of adding a remark in "Text" to any lesson in the lesson window. This text is
displayed in the substitution window in column "Les.-Text". It is greyed out, i.e. you cannot modify this
text in the substitution window. Wir der Vermerk beim Unterricht bei der Kopplungszeile eingetragen
(Zeilen Text), so erscheint dieser in der Spalte 'Unt.-Zeilentext).
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Period= | (Subjec| Subjed (Teacher| Substitute | (Class(es)) | Glass(es} (Room) Room | Shifted from |(Te.) to Substitution tey v
) 1 MA PH New MNew 2a 2a R2a PL |22.9.a’3 229./3
titution 2 MA *Zauss | Curie 4 4
titutio > Physical Education §
! @ Class 1a (Gauss) / Class EB EI £ v’

) |'s T REIRTLSIOREE A PRI PO

titutio

m

L-Mo.|+ Cl7|UnS Per |Y¥rsPrd: Teacher | Subje Class{es) |Subjectroom (Home room| Double pel BI

ng T F 2, } 2 Ander DS 1a Ws R1a 1-1 Technology
73 (@2 3 Arist  CH 1a1b WS Ria Chemistry
selled |1 5 5 Gauss PEG 1a SH2 Ria el
na 33 h Arist EN [1a Ria English i
Additional fields
Descr.

If the same texts are entered repeatedly they can be defined as a description (tab Data | Miscellaneous
data | Descriptions) and selected here.

Substitution text
This is where you can enter a text regarding the substitution (see also chapter Substitution text ).

Cancellation
A check here shows you that this substitution line is a cancellation.

Additional supervisor
This column shows whether this line displays a supenvision. It cannot be edited (see also chapter

Supenvisions ).

Coupling
See chapter Substitution coupling for more information.

New

The "New" flag is always activated for a substitution when the substitution was created or modified during
the current session. A session in this context starts when you open your Untis data file. The remains set
until you close the file (or exit Untis).

In order to print only newly created substitutions, select option "New substitutions only" under 'Page
layout' " in print selection.

Locked (X)

The <Fix> button &lin the toolbar allows substitutions that have already been edited to be locked and
thus are protected from further change.

Reason for absence
If reasons of absence are entered, they will be displayed here (see also chapter Abs. reason ).

Do not print (N)
If you do not wish to print specific substitution lines, you can select them here.

Substitution-text-2
This is where you can enter any text regarding the substitution.
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Messages

If a substitute teacher cannot know anything about a substitution because he/she is not at school from
the time the substitution is created until the time he/she has to take the substitution (according to the
timetable) this box is checked. The substitute must be informed separately.

Counters
If a substitution counts positively or a release counts negatiwely, it will be displayed here (see chapter
Substitution counter )..

Signature
This column creates an empty field in the printout which can be used by the substitute teacher to
confirm notification of upcoming substitutions.

Value

In some schools the substition counter is not calculated according to the number of sbustitutions and
cancellations, but according to the value units defined in the lessons. The value of every substitution
case is shown here and can be edited here.

Student group

For interaction with WebUntis it needs to be defined which student takes part in a lesson, which is done
via the student group. The name of the student group is imported from the coupling line of the lesson. If
the composition of students in the case of a substitution is different than from the regular lesson, you
can change this here.

Teacher

Subst. b Periods | (Subjec| Subjet| (Teacher| Substitute | (Classies)) |Class(es) |(Room) | Roongfl Student group®=hified (Te.) to | Substitution text

286 1 A Mew Gauss 2a 2a R2a R2a § Sportk_4
297 2 PH Mew Curie 2a 2a L PL Mat_2b
293 3 PH Mew Gauss 3b 3b PL PL Mat_2a
300 34 Mew Arist Arl Arl

299 4 A Mew 77? 3b 3b Ra Ra Mat_3b

Tip: Automatic adjustment of column width
You can adjust the width of the columns automatically by moving the mouse cursor over the heading of
the substitution window or absence window and click on the right mouse-button

You can choose from several alternatives to adjust the width of the column:

¢ Adjust column width: only the column that you have clicked on is adjusted to the optimal width
regarding the heading.

¢ Adjust all columns: all columns are adjusted to the optimum width.

¢ Adjust all columns to their content: the columns are adjusted to the optimum width regarding the
content (e.g. in the case of period not to the heading "Period" but to the names of the periods 1, 2,
3,...)

Alternatively, you can use the following keyboard shortcuts::

e <Ctrl> + E: adjust all columns to the optimum width
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e <Ctrl> + F: adjust all columns to their content

Type of substitution

Type

This column in the substitution window indicates the type of substitution.
-B -

Break supenision: This is the substitution of a break supenision (see chapter Break supeniision )

-C-

Cancellation: Lessons that are not substituted at all are cancelled. They are called cancellations

Contrary to absence: In this case a teacher is assigned a substitution as an exception even though he

is marked absent.

-E -

Event: This is an event which was entered in the events window.

Exam: This is an exam which has been scheduled with the 'Course Scheduling' module (only possible

with the Course Scheduling module).
-1-

In-lieu substitution: This type of substitution occurs when a teacher from a period that has become free

is assigned a substitution.
-L-

Lesson changed : If an element of a scheduled lesson such as the subject is changed in the scheduling

dialogue, this information will appear as changed lesson.

Lesson of the lesson pool: If a lesson is not be covered at the originally planned time but it is still to be

taught later in the school year, it can be stored in the lesson pool. You can find detailed information on
this in the chapter Lesson pool .

br> Lessons: Via ‘Settings";'nzﬁ}you can define that regular lessons are also shown in the substitution list
in this time range.

-P-

Part subst.: In a part substitution two or more teachers take one lesson (see also chapter Splitting
substitutions ).

Personal studies: In some classes — especially higher ones — students work on their own when the

teacher is not available. If a teacher is absent in such a class, automatic cancellation (according to the
substitution time grid) is converted into a "+" substitution. (see chapter Personal studies )

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

Room repl..: Room substitution is when a lesson has to be moved from the originally scheduled room to
another room.

-S-
Shifted: In this case, the shift of a lesson created a substitution.

Shifting: This entry indicates that a lesson was shifted from another period (see also columns "Subst.
from" and "(Te.) to" in the substitution window).

Special duty: A special duty is an ad hoc lesson which can be entered either in the scheduling dialogue
or in the 'special duties' window.

Spec. duty for lesson of LP:: Scheduling a lesson from the lesson pool results in a special duty from the
lesson of the lesson pool. (see chapter Lesson pool )

Standby cancelled: Cancellation of standby lesson.

Substitution: This is a 'regular' substitution. A teacher who is not having a lesson in his/her timetable
replaces an absent colleague.

Subst. w/o teacher: A "+" can be entered a substitute if you do not wish to enter a substitute teacher for
an open substitution but do not wish to cancel the lesson, either. This substitution line is considered
processed and displayed the description 'Subst. w/o teacher'.

Supenvision: Supenision is where a teacher supenises a class (whose teacher is absent) in addition to
teaching his/her own class.

Swap: A lesson can be swapped in the scheduling dialogue or in the timetable.
-T-

Teacher swap : 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.

Note: Displaying substitution types

You can select the types of substitution to be displayed in general via the <Settings> ‘L:%}’>of the
substitution window. For example, events can be shown in the substitution window for printing whereas
they can be hidden in the substitution window for editing

Tip: Changing the name and colour of the substitution type
You can change the text used to describe the type of substitution yourself.

" Let us assume that you wish to change the term "Personal studies" to "Study time" and display this
green in the list of substitutions.

" Under the menu item 'Modules | Cover scheduling | Settings' there is the tab 'Colours and Terminology',




50

6.2

6.3

where you will find a column named 'Denomination’ in addition to columns for colour definition.

“ Enter the desired term that you wish to use in place of the original name. The example shows that the

term 'Personal studies' has been replaced by 'Study time'. This type of substitution is then assigned the
colour green.

Cancellation

Please open the demo5.gpn file. Teacher "New" is absent on Monday, when he would have four lessons.
The first period is now to be cancelled. Place the cursor in the substitution line and click on the <Delete>

button #616_069.gif>

Tip: Cancellation via the keyboard
As an alternative, you can enter -' as the substitute. You can use the <DEL> key to turn this back into

an open substitution.

@ Substitutions [ Teacher E\@
P TES T T DA R0 B g
ITeaET;;r—} From-To -

- Al - - | 19092016 Y
I i [7] Uncovered substitutions
Teacher

Subst. & Twpe Eri ubjec Subje exi | ShifiediTedio | (Room) Room | St

Tip: Display only open substitutions
You can display only those substitutions that still need to be process by checking the "Uncowvered
substitutions" box.

Substitution suggestion

You can assign a substitute teacher to an open substitution by entering the teacher's short name or by
selecting a teacher from the pull-down menu. Howeer, in doing so you do not have any information about
which teacher is the most suitable one.
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6.3.1

@ Substitutions / Teacher E'@
ERIE AEVIF TELEIID A &- & ]
(Teacher) From-Tao -

-Al- - 19052016 - L

— il i /| Uncovered substitutions

Teacher

Subst. N Type Periode | {Subjec| Subjet (Teacher| Substitute | (Class(es)) | Classies) | Substitution text | Shifte| (Te.) to | (Room) |Room | St

297 Substitution 2 PH Mew @ w | 2a 23 PL PL Mi

298 | Substituion 3 PH New ‘r’ll'in“der "'\An”dEfTe“ PL PL M
< Aist istotle .,

300 Break super 3/4 MNew <3 Callas Callas Arl Arl

= <3 Cer Cervartes

<3 Curie Curie
<5 Gauss  Gauss
<3 Hugo Hugo

4 <3 New Newton b
<3r Mobel  Nobel

Subst, Mo. | 297 = <37 Rub Rubens | Teacher* -

=’

The substitution suggestion & provides you with information based on which you can select the best
suitable substitute. If a specific teacher is qualified to replace a colleague may depend on different
criteria.

Suitability according to the timetable
Didactic reasons

Substitution counter

Particular criteria

Tip: Show and hide columns
By clicking with your right mouse-button on the heading of a column you can show and hide columns in
substitution suggestions.

Suitability according to the timetable

The substitution needs to suit the timetable of the respective day, e.g. a teacher who has a day off or a
teacher who already teaches many periods on this day shall not be assigned for substitution in any
case. The following fields provide you with the information you need:

Period flag

The period flag is an indicator representing how good the substitute matches the teacher's timetable. It
defines the "distance" to the next "regular" teaching period. The column Timetable' shows the periods
before and after the period to be substituted.
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@ Substitute Suggestion E'@
@ & :

* 229 Tu-2 MeaAn/ES 1A
« Cover teacher sugoestion (46). Supervisions (37). Rooms (33)

Cover teacher suggestion (46) | Supervisions (37) ] Fooms (33) ]

riodflag | Timetable Counter | Subst. Canc:
E E L -1 1

Mame
Yunhiu
WenHa
WebCa
TutDe

.1
1

o
@
=
m

TobJa
Terhu
ShoMi
Schuvr
SchFr
SchAl
Sarlo
RubAr
RavlLo
Rafsa
Frusu i BS | B=- -1 1
FlaMa
PicFr In Gu D -1 1

:"| . 1] [ k

 Shifts (0)

Period flag x
The respective teacher is released by an absent class, instead of having his/her regular period, he/she
would have a fringe period.

Period flag 0 (NTP)
In this case, the respective teacher has a non-teaching period (NTP) in the period for which a substitute
teacher is needed.

Period flag 1
The period to be substituted is immediately after or prior to one of his/her “regular” periods.

Period flag 2 -8
The period to be substituted is two (three, four, etc.) positions “away“ from his/her next regular period in
the timetable.
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The higher the period flag, the less suitable is the teacher from the timetable perspective and the lower
he/she will be ranked in the substitute suggestions.

Period flag 9
The teacher does not teach on this day.

Period flag = Subject name
Standby teachers are stated with the short name of the standby subject in the substitute suggestion.

s )

@ Substitute Suggestion E'@
=l

@ & ]
 19.9. Mo-1 Anist/PH/4

« Cowver teacher suggestion (3), Supervisions (6).Rooms (5)

Cover teacher suggestion (3) l Supervisions (&) ] Fooms (5) l

Mame (Period Timetable Counter |
Ander x | MA3a | |
| |

Curie 3 | ™@1a,
s BN | |
Period flag /

If the substitution takes place in an off-site building which cannot be reached by the suggested substitute
teacher (period immediately prior of after the period to be substituted and no break in which the off-site
building can be reached), this will be stated by period flag / .

Timetable

This column shows the periods of the potential substitute teacher before and after the period to be
substituted. This column shows as many periods as possible in the given width of the column. If you
want to see several periods, you need to make the column wider by drag and drop.

Mame Feriod Timetable @ Em'uest for an elemn =
KosJa 1 Sttt M M B +

Solal 1 GuP D 2

“WenHa 1 ]

Yunhu 1 L id 3
PicFr 1 WET D id

MosAn 1 E

The width of every individual timetable cell can also be adjusted via drag and drop. And by clicking with
your right mouse-button in the timetable you can change the information shown.
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Mame Feriod Timetable

WenHa  x | | M4FR4F
StrJo X PH.8AG, | M.7Bm.IN | M.3D.R3D
Steln 0 M.3EL.R3 SpLInr

NobAl 0 BIUK 4EL ! Subject

Brala 0 BS-Kn.1D ! Class(es)
MArGa 0 BIUK.2C. Room

MeasAn 0 E4DazR =

Dale 1 | M5BRSB |

Time requests

Here you will see the time requests of the potential substitute teacher. This helps you to awid assigning
a substitute teacher erroneously to a blocked period (time request -3).

Mame Feriod Timetable Time reguest for an element or lesson =
MonCl 3 -3

Gaudo - :

Sardo - [

NobaAl 9

CurhMa - -3

TscPe - -3

Dalsa 1 E +71
Per./day

This column shows the number of periods of the current day.

+ Mame Timetable
LorHe BIU BIU
Famor Skil RK
Strdo I I
BeeAu D E
Manke FH
Schvr Skil BS-
MitRo L
AhtMa D
LesDo BIL

Werdl I

1| 1] [

Sending a message

If the suggested teacher needed to be informed about the substitution, because he/she has already left
the building, this would be indicated in this column.
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This function will increasingly lose its importance due to the possibility to inform the teachers digitally
(e.g. via Untis Mobile App).

6.3.2 Didactic reasons

Many schools primarily assign teachers for substitutions who already know the students in the class to
be substituted and have the qualifications to substitute a respective period. This information can be seen
at a glance:

Class

This column shows if the suggested teacher teaches the respective class. This is important on the one
hand due to pedagogical reasons, on the other it makes preponements possible. Additionally the “class
teachers” (Master data | classes) are highlighted in green in the “Class” column.

Mame = | Period Timetable Class | Subjed Time reqguest for an elem =

B5-Ma

)
7]
=1
LN
4]
) _kIINl

is class teacher

knows the
students

In the <Settings> L of the substitute suggestion window you can choose if the check in the field “Class”
in the substitute suggestion should be set with teachers who only know parts of a class (but never teach
the whole class at once).



-
-

Setti
ettings -

4 General r Weighting ]

Red, f exceeds
3 Period flag

10 | Courter

Do not display, f exceeds

i 3 Period flag

i 39 | Counter

I [ Do not indicate blocked teachers

[T Window in the backaround

Subject

The subject icon in this field shows that the teacher has teaching qualifications for this subject (only
possible with the “Lesson planning” and “Value calculation” module) or that he/she teaches the subject of
the uncowvered substitution.

+ Mame = | Period Timetable Class =" il Time request for an elem =
TutDe 0 GWK | | D

TobJa 9 | | —
StiJo

£l The teacher has

SmeFr the appropriate L
SchEr teaching V. |
SchAl qualification for -3

Sarlo the subject

RooTh R
RENWi 0

RayLo -

RafSa 9 @

FlaMa 1 |

ParAn 9
Last week

If a teacher of the substitute suggestion was assigned to a substitution in the week before, his/her name
will be highlighted in green and checked in the 'Last week' column.
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6.3.3

6.3.4

Lesson pool
If there are any lesson pool lessons which can make up for the uncovered substitution, then this is
indicated here (see chapter Lesson pool).

Substitution counter

How often did a teacher substitute in the respective period or in the year? How many cancellations did
he/she have? These and similar questions can be answered by the following fields:

Counter
The counter is a balance made of substitutions and cancellations, whereas you choose what the balance
should contain via 'Settings'.

Mame Feriod| Timetable
HamDa 3

Manhe 1

ShoMi 3

RooTh ] M.7 | PH.
EggAl 9

EinAl 9

In general, the substitutions of the respective teacher are calculated against the cancellations (e.g. due
to class absences). The reference period can be set individually (see chapter Substitution suggestion
settings ). If the cancellations are outbalancing the substitutions, the counter is set to minus. The
teacher has “substitution debts”, his/her counter is highlighted in green, i.e. he/she has priority regarding
substitutions.

Substitutions and cancellations
Substitutions and cancellations which are the basis for counter calculations are shown in separate
columns, i.e. you can consider these numbers separately when thinking about a substitution.

Yearly total

The yearly total column show a balance based on substitutions and cancellations over the entire school
year. This gives you the opportunity to quickly get a good oveniew of the counters per months, week
(‘counter' column) or the entire year.

Paid substitutions (paid)
This column shows the number of paid substitutions in the respective time range (see chapter
Substitution suggestion settings ).

Supervisions
This column shows the number of supenvisions in the set time range (see chapter Supenvisions).

Particular criteria

Some teachers shall rather not or not at all be assigned to substitutions (e.g. external teachers), others,
however, have priority in substitutions. You can define such conditions which are then taken into account
in the substitute suggestions as criteria for a decision.
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6.3.5

Statistics

The 'Stat.codes' column shows a statistics code entered in the teachers' master data. If you use it
appropriately, this field can be very useful. If you indicate external teachers, for instance, with an 'F' and
part-time teachers with a 'T', you immediately have information on the availability of the teacher who, in
general, is free in this period.

Availability

The blocks entered under “Master Data | Teachers | Substitutions” are shown here.
Sometimes a teacher who in general is available for substitution should not be assigned to substitutions.

This can be indicated in the 'block’ field. You may enter a number between 0 and 9, whereby 9 means
that it is prohibited to assign this teacher to substitutions. If you do not enter any number in this field, it
equals '0', this means that the respective teacher does not have any restrictions on substitutions
whatsoewer. Entries between 1 and 8 are the different grades in between.

You can define the weighting of these blockings on the substitute suggestions in comparison to other
factors (see chapter Sequence of the substitution suggestion ).

e Teachers / Teacher @ EI@
pobel [~ S I CRIQIIBDESTESEEEB-8 ¢
@ Substitute Suggestion MName  Surname Room | NTPs targ Periodsid Lunch bres Stat, code(s) | Awail.
3 & . 5 C—] 0
- 19.9. Mo-4 Gauss/GA/Ta ‘ Mobel Mobel 01 4-6 1-2 T ’ u]
P " " " ¢ 0
a Cover teacher suggestion [?).Supervisions [7).Rooms [13) ¢ - A ) ) .
Andev Andersen 01 4-6 1-3 3
- 0
Caover teacher suggestion [2] ] Supervisions [7) I Rooms 1 3]] | Callas Callas 01 46 1.2 0
+ = t coMGilall Cour Time|vear i Rub  Rubens 0-1 47 1-3 0
Hobel 1 T n Cer  Cervartes 0-1 4.7 1-2 0
3 -2 a8 Curie Curie o1 4-7 1-3 a
— F
= Shifts (0]
= Teacher -

Sequence of the substitution suggestion

The suggested teachers are primarily ranked according to a weightingwhich you can define yourself and
whose results are shown in the 'points' column. The points are negative points, i.e. the teacher with the
lowest (most negative) number of points is best suited. You define the weighting degree of the criteria
yourself.,

For setting the weighting go to Settings Lhin the 'Cover teacher suggestions' on the tab called
'Weighting'.
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[ Settings @1

4 Generalf/ Weighting ] [
Unimportant Extremely impartant
' ' m Release
' ' m ' On standby
' m ' ' Teaches in the class
' ' m ' Teachesthe subject
l/;\l ' ' Periods per day
i ' ' m ' Factorforthe flag
' m ' Bvailability-Block
' m ' ' Totals-Factor
Statistical code
Statistical code(s) for teachers with
pointtanking (*+ ranks back, ' priortises),
] e.g. <X=20, a=-25>
| |

Cancel Help

Release, On standby, Teaches in the class, Teaches the subject

You can assign each individual parameter a weighting between 0 (not important) and 99 (very important).
The higher you set the weighting, the higher a teacher will move in the ranking if one or more criteria
apply to him/her.

Factor for flag, Availability/blocking factor
The number for the period flag (or the number for availability/blocking) is multiplied with the factor, and the
teacher in question is pushed down the list by this amount.

Totals factor
The totals factor is multiplied with the teacher's counter, whose ranking will change depending on the
result.

Statistical codes

You can move specific teachers up or down the ranking with the help of the statistical code entered in
this field (e.g. age allowance). The statistical code referred to here must be entered in column "Stat.
Code(s)" under "Master Data | Teachers". You can enter positive or negative values.
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e rr—

o - PRI IBEATLESRE G- &

Mame \—|Surname

|S‘tat. code(s) |NTP5 target |Period5!day |Lunch break | -
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ShaGe 1 RK \ S =0 X205=05
GoiMa 1 GW
4 | 1 r

6.3.6 Substitution suggestion settings

Timetable -

Besides the ranking of the substitution suggestion, you can also adjust the display of the substitute
suggestion using the<Settings> @'button.
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[ Settings @1

4 General T Weighting [

Red, f exceeds
3 Period flag

10 | Counter

Do not display, if exceeds
3 Period flag

55 | Counter

[] Do not indicate blocked teachers
[C1] Full name
[ Checkmark ‘class’for class-parts
[] Respect room weight 4
[ Window in the background
Shifts
[ Show only upcoming shifts
[ Onty upcoming lessons in the same week

] Adjust the height automatically

50 Max. percentage of the window height

Fort

Cancel Help

Red, if exceeds / Do not display if too big

Only teachers that are suitable as substitutes should be displayed in the substitution suggestion Usually
teachers who are not teaching on the day in question (period flag 9) as well as teachers whose "Total"
exceeds 20 are not suitable candidates for a substitution. You can determine here whether under these
circumstances teachers are to be displayed at all or whether they should be marked red.

Do not indicateblocked teachers
Teachers with a time request -3 at the time in question are not displayed in the substitution suggestion.

Full name
The teacher's full name should be displayed.

Checkmark 'class' for class parts
see chapter Didactic reasons .

Respect room weight 4
This setting involves only shifts and lessons that are scheduled in rooms with the room weight of 4. If you
check the box and the room is occupied at the time in question then the shift will not be suggested..
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6.3.7

6.3.7.1

This is to prevent a lesson in a special subject room (e.g. gym, home economics room)being shifted to a
period when the room is not available.

Window in the background
When this setting is activated, the window substitution suggestion remains in the background until you
click on it or you open it again.

Shifts ('preponements’)
See chapter Shifts .

Tip: Adjusting columns
You can use drag&drop to sort the columns in the substitution suggestion. You can show or hide
columns with a right mouse-click.

Shifts (‘preponements’)

You can edit an open substitution by shifting another lesson. Untis offers suggestions for this, too.
The suggestions for shifts are displayed in the lower section of the 'Substitute suggestion' window. The
grid shows all possible shifts that can fill the active substitution. You can define which lessons are
offered via the drop down list. You can select from three different settings.

e Shifts according to the substitution time grid

e Shifts from fringe periods

e All possible shifts

Shifts according to the time grid

This (default) setting displays shifts only if they do not need to be substituted, i.e. the period to be
shifted lies in a fringe period and may be cancelled according to thesubstitution time grid (Settings | Time
grid). In our example this is period 7.

1 2 3 4 5 6 7 ] 3] 10
8:00 5:55 |9:50 10:55 11:50|12:45|13:40) 14:35 15:30| 16:25
8:50 3:45 10:40 11:45 12:40)13:35)14:30 15:25 16:20 1715

- - - - - -

Monday

Tuesday = = . . . .
Wednesday |~ = . . . .
Thursday = = . . . .

Friday

Warning: No shifts suggested
If you have marked every period as to be substituted in the substitution time grid then the shift
suggestion with setting "Shifts according to the substitution time grid" will always remain empty..
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The suggestions for shifts are displayed in the lower section of the 'Substitute suggestion' window. By
clicking on one of the suggestions it will be visualised with a red arrow in the corresponding timetables.
The suggestion is confirmed by double-clicking on it. There are one and two-stage shifts.

The shift is shown as such in the substitute suggestion view.

@ substitute Suggestion [= |2 == | @ 18- Timetable (Clal) FolfE s | @ TerMu- Teresa, Muttddip) [= |[ = ][ =2
2 & Ll e | u-BEAR 5@ B W = x-B R e
~ 229 Tu-1 YunMu/E/1B T 21092009 ~ = -255.2009 T 21092009 ~ 5 -255.2009
 Cover teacher suggestion {49).Supervisions (32).Rooms (36)

[ period block Mo | Tu (We | Th | Fr ondayTuesd. &edne hursd| Friday
Cover teacher suggestion (45) ]Supantisinns {32}] Rooms {36}] 1 S0ZL EI— D BE GW—m 1 TCDm | 15 zg
~ Name  Periodflag | Timetable Availa| Stat. code(s) |Counter  Subst =« 2 M 1E| D E 1} z | EQ |
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HamDa o | RK| RK -1
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OTeu 1 | iy ‘ 4 i 5 BE E |GWK o la B[*B 5 all— =
- iR r €Bl

< T 3 6 o KT ME 6 ‘Eﬂk Shifted o
R 7 “Risla RK 7
Type. | Shifts according to the substitution time arid | - || [ Show orly upcoming shifts g | " ]

]
Step 1 Step 2 - g
Name |From |Flag |Name |From |Flag [ 10 10

el B30 o d. WibPe 2497 0 [

TerMu 259 /4 1 ibPe 2497 1

' e PO | Clal - Class 1 v
SchEr 21942 1 WibPe 24877 1 Leh-V1 - Lehrer 1 -
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Yunus
Yunus
YLNLS

subst. No. [ ]

Shifting
Substitution 1
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-
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1

1B
1B

1

iflggfri (Te)to | CalAcdSubstitution Mew
TerMu D 259 /4 v
- . '
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Lesson p
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Di =
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Tip: Show only upcoming shifts
Checking option "Show only upcoming shifts" means that only periods that are after the open
substitution are offered as shifts. You can limit shift suggestions to "Only upcoming lessons in the same

week" in the settings & of the substitute suggestion.
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6.3.7.2 Shifts from fringe periods

You can use option <Show shifts from fringe periods> to specify that all fringe periods (first and last
period) are suggested for possible shifts regardless of whether they can be cancelled according to the
substitution time grid or not.

(L HauGe-Hauptmann,E}zE}.| o || = &= |

HaGe |« | . s -3 | & @ & £

-

21092009 - — -259.2009

Step 1 Step 2
. . 2 Mame From Fla [MondayTuesd. fWedne [Thursd| Friday
¥
HauGe 219./5 1 = =
s i BE BE
1E
Scher 23902 1 WibPe 249./7 |0 BE
SAG | 2B
RubAr 239./5 |3 = =
M.k & o U Tl o T} el ECG '1D
BE BE
1E
BE
B IBG
BE BE

img src="V16_089.gif>
6.3.7.3 Show all possible shifts

This results in all periods being offered for selection where the shift would result in a non-teaching period
for the class, i.e. an open substitution would be created that would in turn have to be covered.

@2 Tt ) [ ) ) |

(.. T
| Type: Show all possible shifts - B -~ = E @ ﬁ & :

-

Mame | From Flag 14092009 ~ — -18.9.2009
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AhtMa  16.9./5 1 2 1- il
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4
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6.3.8

Supervisions

You can use supenisions when a class or a group of students is to be supenised by a teacher who is
teaching at the time in question

This <Supenisions> tab displays those teachers who are teaching during the period in question and who
thus in principle are available for supenvision.

Supenvisor suggestion needs additional information to that which is already contained in the substitution
suggestion.

Room, Class
The room and the class where the teacher is teaching at the time in question.

Subject

The subject taught by the potential supenisor.

Corridor (hallway)
If corridors were assigned to the rooms under 'Master Data |[Rooms' they will be displayed here. This
shows at a glance in which part of the building the potential supenisor is teaching in this period.

If no corridors are defined, the difference between the input sequence of the two rooms in the master data
will be shown.

Teachers who are coupled with the absent teacher in this period will be displayed on a green background
with the word "Coupling".

By double clicking the supenision suggestion it will be confirmed. Since the respective teacher already
has a lesson in this period, Untis asks, how this process should be completed. 'Supenision' ("Teacher
hold the lesson as well as the cover (supenision)") is already pre-set as default option and by clicking
the <OK> button the respective teacher is confirmed.
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Note: Counting supervisions

No additional period is added to the supenisor's account. You have the option of counting supenvisions
half (see chapter Substitution counter settings ).

You can display the supenised period in the timetable next to the regular lesson (Timetable settings |

Layout 2 | Separate periods in case of clash).
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6.3.8.1

@ Yunhdu - Yunus, Muhammad Timetable (Clal) E-@
YunMu -x-F HAE s BN e &0 E
Y 21092009 -~ — -259.2009
Mo Tu We Th Fr
1 1B 7Bm. AAG
2 AAG 7Cm. 1B 7Bm.
3 7Cm. 4AG 1C 4AG
4 1B 7Bm. 1B 7Cm.
5 1C 2
6 1C =
7 =
8 =
9 =
10 =
L-Mo. | Tea. Subj. Em. Cla. Time School week
605 | YunMu, L, R4A  4AG 1-3,5.6,0-12,14,15,18-21,23-
Fl 1 3
Clal - Class 1* -

Automatic supervision

In many schools it is usual for lessons to be taken not by one teacher but by two — by the actual teacher
and a support teacher. If one of the teachers cannot take the class the second teacher entered
automatically takes the entire lesson.

Check the option 'Subst.: Automatic supenisor for the lesson in question. If this option is checked, an
absence by one of the two teachers in this lesson will lead to a supenision being created automatically
with the second teacher being entered.
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6.4

@ 1A/ Class PR ———

- = | =1 = = oo Absences [ Lehrer (=
R EE I RT QN ®E PR DR o / _ E=REER

k & [gp - 4 N
L-Mao. [+ ClTe. UnSi| Per YrsPrds Teache| Subst. Automatic supervision | Subject| Class(e| % ? 2\7 @ r‘:'} A

0| 38.00 0 From-To -
L 2092008 ~ E=
Tu an

1089 2 PamOr RK 14
1002 1 PamOr Skill 1A Teacher (3) ]C!asses {D}] Rooms [D]]

)
1S L L - Sanl B Abs. N Teacher  from [| FRON| to DD.MM| TC|Abs. reas| Text Accy
T |2 = L= 4 \ E £ 2|parch 2208 12209 |10 0.000

Lirne o E LB : 2209 12200, |10 0.000
Bl al E > 209 12208 10 001 0.000
1130 2.1 4 Kosda BS-Ma 1A1B
1129 4
1158 |® 2,3 2 @ Substitutions / Vertretungen Lehrer Planung
1902 2 X GHAEV ST LED AR B @
Class(es) From-To
~| LNo. 12 = -Al- -] 2092009 ~ Dhg e -
= 1 [] Uncovered substitutions
Vertretungen Lehrer Planung
Subst. b Substitute ﬁe Per| (Teache| Class(es« | Subjecl Shifted 1| (Te.)to | Car| Ac| Substitution
5 . el . . v
= Compagnoni Supervision 2 *MeaAn 1A v
4 S e i 7

Atypical substitutions

The + substitute

You can edit a substitution without assigning a substitute teacher. Enter "+" in the field
"Substitute™ and the substitution is marked as edited. (It is not an open substitution any more).
You can enter explanations in the substitution text.

Contrary to absence
If an absent teacher — as an exception — takes his/her lessons (e.g. an examination) then you
can assign the teacher after answering the query "Schedule anyway?" with <Yes>..

Block substitution

If a substitute is required for a double or triple period etc, the selection ‘Lesson block will be
activated in the substitution suggestion window. Activating this selection means that only those
substitutes will be displayed who could take the entire block (e.g. first and second period on
Monday) without conflicts. When the substitute us assigned, he/she will be assigned to the
entire block.
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@ Substitutions / Teacher EI@
= s | [ .
rE dEVIF TG A B-& & -
Substitute From-To -
- Al - - 19092016 ~ E
Mo 31 B [CllIncovered sihatih fions
Teacher @ Substitute Suggestion
Subst| Type Diat
1 Cancelled 14
2 | Substitution 19. * 133 *‘2-3 New/MA/2b
3 | Substitution 19. -~ Coverleacher suggestion (3).5upervisions (6).Rooms {4)
4 Cancelled 1959
L] Lesson ofth 19.9. 5r\ MA - Mew  --- OCstitution
< | Ly’ m Cover teacher suggestion (3) lSupem‘sions {'Ei}] Rooms {-I]]
Subst, Mo, : + Mame Feriod flag Timetable Availa Stat. code(s)
Curie 0 - |
Gauss 2 |

|
e G |

Permanent substitution

If a teacher is absent for several weeks a substitute can be assigned for the entire period. By
checking the box '‘permanent substitution’ in our example, the teacher chosen as substitute
teacher for Monday, period 1 is automatically assigned for the following weeks, as well.

@ Substitutions / Teacher EI@
R pHAEV S TLrEP AR &8 g
Substitute From-To =
-Al- - 19092016 ~ E~
3 il [] Uncovered substitutions
Teacher . 5 i
@ Substitute Suggestion =0 E=R ()
Substl g (Clas| Clas| ==
1 . 2 & .
3 * 19.9. Mo-1 New/PEB/4
e Absences / Teacher
- _ X 2a 2a = Coverteacher suggestion (2).Supervisions (7).Rooms (4)
NRITee e Bl o |
19.09.2016 ~ i OV e SOOTeeT ) | Supenvisions (7) | Rooms (4) |
Ma LI T = Name Fericd flag | Timetable Availa Stat. code(s) C
Teacher e Gauss 3 | |
. - e G- ||
Abs Teacher from DD.MM| FROM | to DD.MM | TO peri reas | Text
qwe« 19.00. 10310, [~] g g \
~ Shifts (0)

Room substitution

As described in chapter Setting teacher, class, room absent you can set rooms absent in the absence

window in the same way as teachers and classes. You can use button <Allocate/Delete this room> IEﬁto
change the allocation of rooms, or you can look for different rooms.

Example: Room substitution

The Physics lab is not available on a Thursday. We hawe to find a suitable substitute room for all lessons
concerned.



1. Open file demo5.gpn and set room "PL" absent on a Thursday. The open substitution is displayed as
room replacement in the column "Type" in the substitution window.

2. The room is occupied for four periods on the day in question. Place the cursor in the line and click on
button <Allocate/Delete this room> EE.

@ Substitutions /| r |E”E”E|
% =(3 pVETLEEDA BB & .

(Teacher) From-To -
-Al- - 1nze - ¢
1 il R [] Uncovered substitutions
@Absences;’Teacher o || = || &= —

= e - es |} | Class(es) |(RoomjfiRoom ifted (Te.) to | Substitution text
& S BEEET & &~ = 0 272
From-To -
17112006 ~ E -
-rh 4k

Teacher {D}] Classes (0) Rooms (1) ] o
y
'Room [from DD.MM | FROME to DD.MM | TO pej. reasc| Text
4|pL [=]17.11. 1171, 8 J T r— N

The left section of the window shows room was originally scheduled for this lesson and the home room of
the class concerned.

The right section displays all rooms that are not occupied in this period In addition, information is
provided as to whether a displayed room is an alternative room of the originally scheduled room (Alt.Rm)
or an alternative room of the home room of the class (Alt. HRm).

If you have entered capacities and corridors (hallways) in the master data then they will be displayed
here as well (column "Cap. " and "Corridor").

3. Select a room from the list (e.g. home room R2b) and allocate it by double-clicking on it or via button
<Allocate rm.>.
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5" Allocate/Delete this roo
Apply to

Lessons: 8: Th-1 T )
(@) single period

Required capac.: 26
Home room: R2b
PL, Physics lab. [7] Also show eccupied moE e
[7] Allocate additional room
Cument selection of lessons

Teacher |Class(es) |Corridor | Stat. code(s)
Mew 2b Arl €

Available rooms

Rm. |[Cap. Al Rm |Alt. HBm |Occupied | Room-group |Corridor | Stat. code(s)
R2b v Arl

R3a v

/:/ Allocate m.

Tip: Changing rooms directly in the timetable
As an alternative to the substitution window, you can apply a room substitution directly in the timetable
(see chapter Room substitutions in the timetable ).

Automatic substitution

Open substitutions can also be processed with automatic substitution. This enables you to assign
suitable substitute teachers or rooms to all open substitutions with just a few mouse clicks.
Click on the <Automatic>

@ Substitutions / Lehrer-Kog = = 3
= 0w & ,
Substitute From-1d =] Automatic 5 \

- . Ll B
-All - =l 22.09.2 Autamatic cover scheduling Substitution optimisatior ﬁ
R Clund [, —
Lehrer-Korf -Zimmer nco\rered_substrtutmns
5 Substitutions _
Subst. | Substitute = Class(es) H Dont Room
Substitute (©S)F | 0 Room repiacements
94 Bragg : Bragg 1B 4 0 Br.Sup.-Substitutions [l RriB
92 ey : T 2D G [ R2D
eresa ;
a5 297 . cton 4BG E Select the desired method | 1 ME-S1
jegler
a1 77 : = £ 4C 4| | Al (best substitution teacher of the suggestion) | [ |R4C
93 777 b T— 4F il T Bespr-
— 4§ Hammarskjdld
2 . Dorfmeister Start substitute optimisation O R7A
26 Teresa : T 1B All (best substitution teacher of the suagestion) 7] RiB
eresa
79 Teresa : 1B i B |?2?
Teresa

75 Yunus : 1B il O R1B
Yunus

83 Yunus : 1B il| ] 777
Yunus

77 Yunus [ R1B
Yunus

78 - B —

4 | m | +
Subst. No. I:l z | Lehrer-Konf.-Zimmer v

Click on <Start substitute optimisation>.All types of substitutions are processed one after the
other (subsitutions, room substitutions, break supenvision substitutions).
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Done! All uncovered substitutions are completed.

= N

Uncovered substitutions
4 Substitutions

0 Room replacements
1 Br.5up -Substitutions

Al (best substitution teacher of the suggestion)
Break supervisions

Coupling teacher

Released

This leaves the question as to which substitutes were assigned according to what criteria. The first
teacher in the substitution suggestion was always assigned. If you have adjusted the substitution
suggestion according to your preferences (see chapter Sequence of the substitution suggestion ) then
the teachers that you find most suitable will be ranked highest and will therefore be assigned.

In addition to the assignment of the most suitable substitute selected from the substitution suggestion,
you have more possibilities to use automatic substitution via the selection "Select the desired method":

You can for instance assign standby teachers and then released teachers first.
Or perhaps open substitutions should be covered wherever possible by shifts.
Simply select the desired method and start automatic substitution.

Tip: Automatic substitution as "emergency planning“

Automatic substitution is good to have for use in emergency situations. If the substitution planner is
temporarily not available, substitution planning can be performed by any user, even without any
knowledge of Untis, quickly and efficiently with the assistance of automatic substitution. If you have
adapted substitution suggestions to the needs of your school then a suitable substitute will be assigned
for all substitutions.

Editing in the timetable

In the timetable there are many options to make changes on a daily basis without entering an absence.
You can shift periods , swap periods , create additional lessons ( special duties ), cancel periods or




Editing in the timetable 73

change rooms .

Note: Changes also in the substitution list
All changes made in the timetable or in the scheduling dialogue are certainly also shown in the
substitution window.

Shifting lessons

The easiest way to shift lessons is use drag & drop. As soon as you start dragging a period, all fields are
highlighted in green to which you can mowve the period without causing a clash.

@ la - Class la (Gauss) Time@:@. E'@
Ta R AR s B

-

26092016 + — -1.10.2006

hil Tu Wi Th Fr 53

1 Bl EM Bl CE fA DE
21 E DE hul A MU | *PEG. | EM
3| DE ful A RE htA DE 1A,

41 TH EG. | MU EM EM RE

] TH = *FEG.
—
f
7 Os. AR
a Os. AR
Cla-v1 - Class 1* -

Shifting of couplings

1. When shifting a period in the class timetable, the entire coupling is shifted.

2. When shifting a period in a teacher's timetable, only the coupling line of the selected teacher is
shifted.

Shifts with displacement

A lesson can be shifted to another position using drag and drop. A swap is possible with all periods that
are displayed in green. If you drop a period onto another period where a swap is not possible the existing
period will be displaced and will then appear in the lesson pool, where it can be processed further (see

chapter Lesson pool ).
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7.3

i '

On 27.9. inthe 3. penod: clazh in the target period

Les 33 Anst, 1a,

O ptians

@) Maove the conflicting leszon to the leszon poal

Cancel

Swapping periods

Drag a period with the mouse in the scheduling dialogue. All possible swap partners will be displayed in
green. If you drop the period onto such a position, you can choose between a swap and to only shift that
period on that place .

@ la - Class la (Gauss) TlmeE]:-E]. E'@
- FiE dAas @l f
T 26092016 w = -1.10.2016

Mo Tu Wi Th Fr =3
1 Bl EM Bl DE :-.M;.-l DE

21 EN DE :-.M;.- | MU [ *PEG. | EM
3| DE hul 2 Y RE :-:M_.Tﬂ-.:l DE :-:M_:ﬂ-.:l
41 TH |*PEG. ‘Rﬂh"‘* Efds || EM RE
51 T *FEG.

z O ptions
7 @ swap with the period already in place
q (0 arly shift the period to that place

Cla-\1 - Class 1* \d
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Special duties

An additional lesson that takes place only once is referred to in Untis as a special duty. You can create

a special duty by clicking your right mouse-button in the respective period. Choose 'Special duty' in the
context menu.

@ la- Class la (Gauss) Timetable (Cla-vl) [4|[b] | = || @ |[=254]

1a A ER S|SB E

-

19.09.2016 « - -249.2016

b Tu Wie Th Fr Sa
1 Bl EM Bl DE hil DE
2 EM DE hol.2, LI *PEG. EM
3 DE 12, RE 12 DE e
4 *FEG. LI EM EM RE
] -r}{ - -
: Rightclick| -rec.

Settings

Period window

a Slla slgl=te this raoam

Special duty

Ferad: standard farmat

Text about the substitution L

Students

Time range: week

Copy in HTML-farmat

In the window coming up you can enter all elements inwlved plus a text.
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7.5

Special duty: 20.9./ 6 m ﬁ
Clazz
Clazzes 1 1a

Teacher

Cer - Only awailable teachers |
|

Subject I

Bl - Only subjects of the teacher

Fioorm

Fla - Orly free racns

| Student group 1

Greatl Tewt N

. = é’

This special duty is then shown in the timetables and in the substitution window.

Tip: Shifting and copying special duties
You can use drag and drop in the scheduling dialogue to shift a special duty. If you hold the <Ctrl> key
down when dragging the special duty, it will be copied.

Note: Special duty with students

If you work with the 'Student timetable' or 'Course scheduling' modules you can also enter the students
when creating special duties in the scheduling dialogue. To this end, click on the <Students> field in the
details window and select the students (courses, clusters).

Cancellations in the timetable

You can generate a cancellation of a lesson by dragging and dropping it into the details window.
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e

@ 2a- Class 2a (Huga) Timetable (Cla-v) [4/[p] | = || @ |[=25e]
2a ~ R EAA s @ B E

Y 19092016 « = -249.2016
o Tu We Th Fr 53
1 Tl =] FE FE CE CE
2 PH T, *PEB. CE has, M,
3 Erl Ebd CE PH Emr Emr
4| *PEB. G HI Bl MLl *PEB.
] CH. HI
4]
7
AR TH.
]
L-Mo. | Tea. Suhbj. Rm. Cla. | Time |Schoolweek |Stud. | Speci:
BO | (Cer, EM, (R2a) (2a) 1-41
+3
Fi I I
Cla-V1 - Class 1* -

7.6 Changing rooms

You can change the room of a period in the timetable: Click on the <Allocate/Delete this room> button.



e 2a - Class 2a (Huga)

2a -~ . [#
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mactable (Cla-V1) B Allocate/Delete this room ‘ ‘
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Home room: R2h, R2a
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Swapping a room

If occupied rooms are also displayed in the room allocation dialogue, they can be used depending on the
choice of option (room clash, room swap etc.).

i '

Clazhl Room B1a iz already in use on the 19.9. in penod 1.

Lez B3 1a. Cer, Bl R1a

O ptians

1 Do niot scheduls the room
1 Schedule the roorm with a clash

1 Schedule the room without clashes [creates a room substibution]

@) Swap rooms [creates bwo room substitutions)]

Cancel

Additional room
By activating the option 'Allocate additional room' you can add another room.

Scheduling dialogue window

All ad hoc changes for the regular timetable which can be made in the timetable, are also available in the
scheduling dialogue, which additionally gives you the option to make period shifts for several weeks and
show special cases since the details window can be edited here.
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This view consists of a selection window (top), a timetable window (middle) and a details window
(bottom).

Selection window

In the top section of the scheduling dialogue you can select the element (class or teacher) and the time
range. You will usually work with two consecutive weeks. However, by selecting week 2 appropriately
you can, for example, shift lessons by several months.

Timetable window
The allocation of teachers or classes in two consecutive weeks is displayed in the middle section of the
scheduling dialogue. This makes it easier to shift elements across different weeks.

Information regarding individual periods can be displayed with period flags or with the names of the
subjects, classes or teachers. This can be defined in the <Settings>
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8.1

-

@ Scheduling dialogue

e e |

Furthermore you can define the orientation of the scheduling dialogue.

Details window

The details window displays all the details concerning the selected lesson. However, you can edit

lessons here, as well, by simply editing the respective fields.

Additional lessons — scheduling dialogue

You can create additional lessons in the scheduling dialogue that take place only once by using the
'Special duty' window or entering them into the details window (see chapter Special duties ). You can

also add lessons to already existing lessons.

r H'E—EJ ._—:. ? R & +_E|‘——\
Clazz[es] l Teacher] \
i
| = | Mame
2E05.2M7 - : WWieek- 26092016 - : WWieek-2
1 2 3 4 ) =3
26 B Mo Cer Arist  Mobel  Arizt. Rub -
27 B.0Tu Fuk Fuk | Mokel  Arist
286.0Me | Hugo. Arist. | Callas | Arist -
29E6.0Th Fuk Arist  *Callas *Callaz *Callas -
I0DEJFr | Curie | Ander Ander.  Arist
i !
1.7./58 Settings ——
2.0 .05
3.7 Mo Dizplay Crigrtation
4.7.Tu Period marker (04, ] & Date harizantally, periods
wertically
Rk = STREER S (e
enads harizaontally, date
B.7.0Th Clazzes/Teacher vertically &
T.7JFr
87058 E00 Calurn width
9.7 .=
Fant Cancel
L-MHao. | Teacher | Subjes
1k
Fl n 3
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8.2

Additional teacher for class
Set the scheduling dialogue to 'Class' and you can enter an additional coupling line in the details window.

1a = | Abrew,
13022017 = © Ciclo 20022017 + ° Ciclo lectiva-2
24 3.0 Mat  *Dephd. A | Dk Dika
253158 A hiat Fel
26.3.D0o
—
Nom.lect. | Profesor ) Mateia | Gro 3z |Aula |enlug |(Hora=: | Estadistica
33 Car I 1a Aula

Grupofs] | Aula | enlug |Hora=: | Estadistica

Aula

Additional class for teacher

If you want to add a class to a lesson you follow the same procedure. Set the scheduling dialogue to
Teacher' and enter into the 'Class' field the class you want to add using a comma for separation.

Warning: Element not changeable
When you set the scheduling dialogue to 'Class', then you cannot change the entry in the 'Class’ field. To
this end just change to the Teacher' window. This works the same way for teachers.

Cancellations in the scheduling dialogue

You can cancel a lesson — without entering an absence — by clicking on the <Cancelled> button. This
cancellation is displayed in the respective timetables and in the substitutions window. Another click on
the <Cancelled> button undoes the cancellation.

The following examples deal with ad hoc cancellations of parts of a lesson
Cancellation of a coupling line

If you click on a coupling line in the details window and then on the <Cancelled> button, the cancellation
is only valid for the selected line.
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4 | m | b

When clicking into the field 'Class’ with a class coupling and change into the editing mode by double
click or space bar, you can remowe individual classes, i.e. the respective periods are cancelled for these
classes.
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8.3
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Shifts in the scheduling dialogue

Shifts for uncovered substitutions can be made either via the substitution suggestion or via the
scheduling dialogue. The shift suggestion can only display shifts for the current week or for the next
week whereas shifts can be made in the scheduling dialogue over several weeks.

1. Activate the required substitution and click on the 'Scheduling dialogue' button.

2. Use drag and drop to move one of these periods onto the uncovered substitution.

3. This shift is displayed in the substitutions window.
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Lesson pool

The lesson pool function can be used in a variety of cases:

¢ The date is not yet fixed for individual lessons (e.g. tutorials).

¢ Lessons that could not be held due to an absence are not to be cancelled but held at a later point in
time.

¢ A lesson is to be shifted but date and time are not yet fixed.

Accordingly there are several possible ways to create and then schedule lesson pool lessons (LPLs).
Creating LPLs
Scheduling LPLs

Creating LPLs

An LPL can either be created explicitly (teacher and class are known) or they are created as a result of
an incomplete substitution (e.g. displaced lesson).

e Creating LPLs explicitly

e | PLs from lessons
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9.11

9.1.2

LPLs from the timetable / scheduling dialogue

LPLs from displacements

LPLs from substitutions

Changing LPLs

¢ Deleting LPLs
Creating LPLs explicitly

You can create LPLs explicitly in the lesson pool window if subject, teacher and number of periods are
already known.

Example: Physics practical work

Five periods of physics practical work are to be scheduled as preparation the Physics Olympiad.

1. Open the lesson pool window from the context menu by clicking the right mouse-button or via the
<Lesson pool> button on the 'Cover scheduling' tab.

Modules Cover scheduling
@ b Class 1T ~
7 .
L = Teacher TT ~
Scheduli

i Room TT ~

Timetables

dialogue

2. Enter five periods of LPLs with subject "PH", teacher "Gauss" and class "4".

@ Lesson pool / Teacher EI@
R T L@ .

[ Show anly unscheduled lessons from the lesson poal

LP-pr. UnSched Prds  |Periods | Subject | Teacher |Class(es) Room | Stat. codels) |Text | Subst Mo, | Studerts | Type
1 B, = 5 PH Gauss 4 Special duty

These five periods can be scheduledat any time during the school year.
LPLs from lessons

You should proceed as follows if you wish to schedule lessons as special duties at a later point in time
but which should be taken into account when lessons are being entered:

Example: LPLs from an unrestricted lesson

1. Define a lesson with O periods in the timetable mode (or give the lesson the flag ‘(i) Ignore').
2. Switch to substitution mode and open the lesson pool window and the lesson window.

3. You can now use drag&drop to create LPLs from the lesson window (column "Cl, Te.").



You can see that the LPLs were based on a lesson in column "Type".

@ Gauss / Teacher @@ EI@
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L-to. [+ ClTe. UnSched Prds  |Per | YrsPrds Teacher |Subject |Class{es) Subjectroom Homeroom | Double pers. |Block

4 1,2 1 Gauss  GA 3h Ra 1-1

3 2 Gauzz  GA 4 P=1 0-1

g2 + 1,2 4 Gauss WA 4

7 4 2,3 2 Gauss DS 1b WS Rla 1-1

il 5 Gauss  MA 1a Rila

106 t% 1] Gausz  PH 1a FL Fia

@ Lesson poal / Teacher g_ Drop
& ¥ 2? ‘k{f AT = | Teacher -

[7] Show only unschedye on from the leszon pool

LP-Mr. UnSched Prds | Periods | Subject |Teacher |Class(es) |Room | Stat. codel(s) [Text |Subst Mo, | Students | Type

z 2, 4 1 PH Gauss  1a FL ';Sg'} 108 Lessons £0

Example: LPLs from a restricted lesson
You can also create LPLs from a lesson that is time-restricted.

1. Open file demo5.gpn and create a lesson with two periods in the timetable mode (e.g. SP-Summer-
Play with teacher Callas and classes 1a and 1b)

2. The lesson is to take place every week in a double period in May . Restrict the lesson from 2 May to
29 May.

3. Set the lesson to ignore. It is thus not available for scheduling, but it will be considered in value
calculation.

4. Switch to substitution mode and open the lesson pool window and a lesson window (e.g. Lessons |
Teacher). Drag the lesson into the lesson pool window.

The result is eight periods of LPLs resulting from the lesson with two periods per week restricted to four
weeks.

@ Callas / Teacher W] [l =]
i = AR TLIF0 & R FAERL - BEEAL B & .
L-ho.  + CITe UnSched Prds  Per  YrsPrds Teacher Subject Class(es) Subjectroom  Home room  Double pers. Block Ignors () From  To -
42 2 Callaz AR 2Zh Rk 1-1
45 2 Callaz AR 4 Ps2 1-1
93 2,100 2 Callaz P Thla Rik | v 02.03. 29.03. =
@ Lessan paal / Teacher -
m Tig ot ok oE
v | L. 3 /. | Tead -
[1] Show only unscheduled lessons -
LP-hr UnSche | Periocs |Subject | Teacher| Class(e: Room | Stat. code(s)| Tesxt Subst. Mo, | Type Studert:
1 25 |8 P Calas 1hla Rib les:93/ 94 Lessons (2
e

Warning: Changing of the lesson pool lessons
Neither the number of periods of LPLs nor the number of periods of the lesson can be subsequently
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changed as this would lead to inconsistencies in value calculation.

The LPLs can only be scheduled between 3 May and 30 May in accordance with the entered time range.
LPLs from timetable/scheduling dialogue

You can use drag and drop to drag a lesson from the timetable or scheduling dialogue to the lesson pool
window and thus create a new LPL from the lesson.

@ b - Class 3b (Callas) Timd4lp| [ = | & ==
ENNEECIE N NS
T 19092016 v = - 24.9.2008 [+
& Lessan pool [ Teacher Mo | Tu | We | Th Fr | Sa
R 7Tee /”-\. 1 | ce | oe |PEc| BI | DE | RE
Show only unscheduled less Tom the lesson poal Drag &Dro p 2 G ""w\ MA GA. RE Bl
LP-Mr. UnSche| Periods | Subject | Teachet Class(e: Room | Stat. code(s) Text Subst. Mo, B FH AR "“E)--i HI_|PEC.
A== 4 | ma PH | PH | mMA | ma
1 %1 1 bk, ey 3h Ra 739 14 927238.74 5 -
6
T *PEG.
P DE.
Clal - Class 1 -

Note: Shifting vs. LPL
If an LPL is scheduled in the timetable, it is deleted and shown as 'shifting' in the substitution list.

LPLs from displacements

If you move a period to a position in the timetable or the scheduling dialogue which is already occupied
and where a swap is not possible, you can displace the existing lesson from the desired position. A
prompt is displayed asking, "Mowe the conflicting lesson to the 'Lesson Pool"?". Confirming with <OK>
moves the lesson to the lesson pool, from where it can be mowved again.
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(@ 20 Closs 20 @P) [= B 2] |
P FiRIEA s @

19092016 + — - 2492016

op

Ml Tu/ =] Fr Sa
re | Re\| DE | DE
-oen | DE [Ne | ma

e

DE p PH f EM | EM

HI Bl | MU [FPEB.

On 23.9. inthe 3. period: clazh in the target penod

Les. 95 Mew, 2a,

Optionz

i1 D hat zchedule the lezson

0 Move the canflicting lesson to the leszon poal

(") Create a clazh

9.1.5 LPLs from substitutions

A substitution or a cancellation can be shifted to the lesson pool using the <Lesson Pool> button.
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9.2

9.2.1

@ Substitutions / Teachs EI@
%= 8 E wgﬁ?aw:x@.ga-@@ ;
[Teacher) o -

-&l- - 19mz01E - =
Wwiesk T [ Uncovered substitutions
Teacher

Sub | Type « Meriod | [Subject| Subjec| (Teacher)| Substitute | (Class(e=)) |Clazs(es) (Room) Room | Shiftec (Tejto | Substiution text
296 Substitution 4 [ ey Y 3h 3h Ra Ra Lessan

@ Lessan poal / Teacher E\@
% ? é‘v 'ié} —
Subst. M | [] Show only unscheduled lessons fr#the lezzon poal
LP-Rr. UnSche Periods | Subject | Teacher| Class(e: Room | Stat. codels)| Text Subst. Mo, | Type Studert:
3 B | M&  Mew b Ra 239./4-= }239./4 Shifting

Changing LPLs

You can increase the number of periods of an LPL as you wish. A reduction is only possible to the
number of already scheduled periods.

You can easily change teachers and classes of LPLs as long as they are not scheduled. If a period of an
LPL is already scheduled, a change is only possible if it does not lead to a clash. If a change is likely to
result in a clash, the change will be rejected.

If the LPLs originate from a substitution or a lesson, they cannot be changed either.

Deleting LPLs

You can delete LPLs via the <Delete> button. If any periods of the LPL have already been scheduled,
you can unschedule them by confirming the prompt "Delete lessons from the lesson pool?" with <Yes>.
You can delete the entire LP if no periods have been scheduled.

Scheduling LPLs

Lessons created in the lesson pool window can be scheduled as follows:

Drag and drop in timetable / scheduling dialogue

LPLs from the substitution suggestion

Drag&drop in timetable/sched. dialogue

When you click on an LPL, all open timetable views are switched to the teacher or class of the LPL..
You can drag the LPL into the timetable or into the scheduling dialogue, where it creates a special duty.
Be sure to set the timetable or scheduling dialogue to the week in which you wish to schedule the LPL.
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@3- Class b (CAP) [ = | = || &2
b =l .ﬁ e @ ;
T 19092016 ~ - 2492016
@ Lesson poal / Teacher Br &Brup HEN U R A i =) [=]
p
. 1| DE | DE |"PEG| BI DE | RE
% ? 2" o E
\ 2| GEe | HI MA  GA. | RE Bl
[] Shaw anly unsched%ﬂns from the lezzon pool \i@ en | ap | oEc | DE al lPEc
LP-Rr. UnSch%eriDds Subject Teachet Clas=z(e: Room mMa | AR PH PH [7MATT WA Student:
3 8, 1 4|1 M&  Mew 3 Ra : ; —
i
g 1
7| Ds. *PEG
g | Ds.
Cla-W1 - Class 1* -

The scheduled LPL is marked in the substitution window with type "Spec.duty for the LPL" or as

"Shifting" if the LPL is a displaced lesson.

If you open the information lines for the LPL using + you will see when the LPL was scheduled.

P

@ Lesson pool / Teacher

X T e

(o] =]

-

[ Shaw anly unscheduled lessons from the leszon poal

Bl B, > 5 EM_ Arist b

3 l}x; 19.9. 55 Spec duty far the lessan of LP
20.9. /6 Spec.duty for the lesson of LP
218,16 Spec duty far the les=aon of LP

=/ LP-Mr. UnSche|Periods | Subject  Teachet Class(e: Room | Stat. codeis)| Text

Subst. Mo,

Type Student:
Special duty

-

Note: Scheduled LPLs

As soon as you complete a shift via the lesson pool, the respective LPLs will be deleted. In all other
cases the LPLs remain as scheduled LPLs in the lesson pool.
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LPLs from the substitution suggestion

If you can cover an uncovered substitution with an LPL (suitable for both teacher and class) this will be
displayed in the column "Lesson Pool" in the substitution suggestion. All potential substitute teachers
are displayed with a '+ 'prefixing their short name. Clicking on '+' displays all LPLs possible for this
period.

Double-click to assign the respective substitute teacher with the LPL to the uncovered substitution.

i o)

@ Substitute Suggestion EI@
D & ;
= 19.9. Mo-5 27347

a Cover teacher suggesztion [7], 5upervizions [2].Rooms [13]

Cover teacher suggestion [7] l Supervizions [2]] Fooms (1 3]]

-l Mame Timetahle Period Subst. Cancel Count| Time r| Yearly | Codes

- Arist PEG 1 12 -1 -1 41T
Lessaon pool: EM, 18, Special duty Lesso Lesso Lesso

ey [ 2 -2 -2
Mobel FE
Ruhb FPER
Hugo DE
Ander

Gauss - -3

= Shiftz [1]

-4 -

Substitution data output

There are several ways to output current substitution data: printing substitution lists themselves or
printing substitution data together with the timetable.

Teachers and students can get informed on daily changes at any time via WebUntis.

The substitution lists or data in timetable format can be printed on paper.

Monitor output via WebUntis or in HTML format - e.g. on a big monitor or screen in the entrance area of
the school - saves paper, can be updated quickly and easily and is universally available (internet,

intranet) at all times. These unbeatable advantages hawe led to a boom for this method over recent years.

Substitution data can also be sent by email or text message (SMS) (these methods require the "Info
timetable" module). All these methods are described in detail in the following chapters.

Printing substitution lists
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10.1

10.1.1

Printing daily timetables

HTML output

WebUntis

Setting up substitution lists

Substitution lists are generally printed out separately for teachers and students, as the information
output and the sorting of the data varies. Below we will create an individual list for teachers and for

students, i.e. you will need a separate substitutions window for the teachers' list which can be adapted

independently of the students' list. Three steps are necessary to create a teachers' or students' list:

Creation of separate substitution views (teachers or students)

Selection of the required information

Layout of the substitution list

Creating a separate substitution view

The following steps are necessary to create a new substitution view:

1. Open the drop-down box at the bottom right of the window and select 'Save format as...".

2. Give the new list a significant name (e.g. Tea - 97 for a teachers' list).

3. Confirm with <OK>.

You have now created a new substitutions view. You will find all substitutions formats listed in the

context menu by clicking the right mouse-button.

@ Substitutions / Teacher

R AEEEGRVITLEIA &-H &

[Teacher]
-l - -

Teacher

From-Ta
19.09.2016
Wieek

4k

F'E'v

[T Uncavered substitutions

299
297
295
300
296
30
303
302

Subst. No. | Type

Substitution
Substitution
Substitution
Substitution
Substitution
S0 ZU Yo
S0 ZU Yo
S0 ZU Yo

subst.ho. [ |%

Petiods | (Subject) |Subject | (Teacher) Substiute |(Classies)) Class(es) (Room) |Room | Shifted from | (Te)to

1
1
3
4
4
53
5
5

ER
DE
s,
ER
s,

Arist Y 1a 1a Rila Rila
Callaz Curie 2h 2Zh R2b R2b
ey Y 2h 2h R2h Rzh
Arist Ancer 1a 1a Rila Rla
ey Y 3h 3h Ra Ra
ER Callas 1h
ER Callas 1a Rila
EM Arist 1h

New format

Tea-97

Teacher Full name

[ I menu
Fublic

] Cancel

Cancellation for the teachers
Cancellation for the teachers
Cancellation for the teachers
Cancellation for the teachers
Cancellation for the teachers

Subatitution text

Teacher

Teacher

Teacher-A

Teacher-B

Print for cover planning
Print / Lehrer

Vertr. / Lehrer
Lessdenliste / Lehrer

Save format
Edit k

Delete
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10.1.1.1 Selecting desired information

You can display just the information that should feature in the output.

1. Open <Grid adjustment> in the newly created view and activate all the check boxes in the 'Active’'
column for all the fields that are to be output (and deactivate those that are not to be displayed).

Note: (Teacher), (Class(es))
The fields in parentheses, e.g. (Teacher), are the elements that are to be substituted, i.e. absent teacher
or class, subject that should have been taught according to the timetable or the room that is no longer

available.
[ ™
@ Substitutions B | Grid adjustment &J
% = @ (] Apply Cancel
[Teacher] From-To
Al - 19092016 - Field Active | Print | Full Hame =
Substitution number o o
Wieek P oo
Type of substitubon i i
Teacher Date (DD bM)
Subst. Mo, | Type Period | (Subject) | Suff || Day
299 Substitution 1 EM Per. b b
297 Substitution 1 DE Start and End time |
295 Substitution 3 B2, Replaced subject i 7| Short name |~
300 Substitution 4 ERl Subject i +|  Shart name
295 Substitution 4 B2, Replaced teacher i | Short name
3m S0 ZU Yo 5 EM|[|| Substitute o 1 Short name
303 S0 Zu Vo B En[ || Instead of Class[esk i Short name
302 S0 Iu Yo £ Er| || Clazsles] i | Shart name
Replaced room i Short name
Subst. No. I:I - Hoom o 1 Short name
Statistical code
Shifting v 7
Shifted away v 7
Lezzon text
Lezzon line text
Dezcription Short name
Substitution bext o o
I amrallatine T
4 Tir 2
. J

Warning: Substitution number
The field "Subst. No." cannot be hidden for programming reasons. To hide this column in the printout,
switch to the "Print" tab and remove the check in column "Print".
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10.1.1.2

10.1.1.3

You can edit this format in under Page setup.
Colour coding

You can assign colours to the different types of substitutions (e.g. room replacement = yellow,
cancellations = red) to make the output of the substitution data — printout or HTML — clearer. You can
assign colours via "Settings | Cover planning | Colours and Terminology". This method is widely used
with HTML output (see chapter HTML display ).

i - ™

[H- School data Tupe Foreground | Background | Denomination -

-- Miscellaneous Mew substitution

- Reports Shifted

= Substitution Planning Shifting
Counter {Subst) Swap

i Header {absences) -

Spec. duties

Brvrr—— (Canceled

i Substitution messages

. S hedul Releaze
- Course Scheduling
_ g Part. subst,
- Multilser
Foom repl.

Break supervision

Cancel

Printing several days

If you wish to display or print several days, select "From-To" by clicking the <Calendar> button. Two date
fields will then be displayed allowing you to set the second date to the day after the next day. All
substitutions on all three days will be shown.

Use the lock icon to 'freeze' this period of several days after the date changes.
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@ Substitutions £ Teacher E'@
Ry dEEEHVITLIEIR &-O & .
[Teacher] From-To =
- Al - = | 19092016 - @ 2809206 - [ ~

to T Su T Day
Teacher oozl

Subst No. | Type Period | (Subject) | Subject | (Teachery ¥ Trem-Te M Elass] »
299 Substitution 1 ER Arizt e 1a 1a
297 Substitution 1 DE Callas Curie 2k Zb E
295 Substitution 3 ff s, Mesay T 2h Zh
300 Substitution 4 Er Arist Ancler 1a 1a
296 Substitution 4 ful 2, My e 3k Sh -
P 1 3

Subst. No. |:| o Teacher -

Tip: Printing several days
If several days are printed, the main sort criterion should be the date in order to clearly separate the two
days. It is then also possible to print each day on a separate page.

10.1.1.4 Do not print substitution line

If you do not wish to print a certain substitution line, then check the option "Don't print (N)" for this line in
the substitutions view.

Warning: Do not print certain subjects
If you check the "Don't print (N)" for a subject in the master data then all substitutions with this subject
will not be printed.

10.2 Page layout

In the page layout, which you can open in the substitution window, you will find all settings you need for
'designing' the printout.
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@ Substitutions / Teacher f=lre ==
= - o= (5 & 2
R AR-EmVATeEa B ) e .
; -~
@ Page oyout Page layout E=SE |
S4B & 5 (a5 | anal . =T b
@011/1100 * - Teacher: 10410 Pt ony i changed after
= Selection 01011390 [+ 010000 [+ | Today
_ — (L] P haadling on every pags
e e (oEsn [ Print grid ] Restictto page width
Jpacher 49.9.-259. 7 7 7 7 Fields Backgrourd picturs

Period | (Suvject) Subjest (Tessher) Substite (Cisssles) = R
EN EN A i 1=
- 2 <Not Diefined>
on 3 WA WA
N —
nld (A ma -
£ - EN
[] EN
e - EN - Calss
Gruber & Petters Softwere
Current view Iﬁ\uha\
Selection Form
e substitutions orly ike-through cancellations
[ New substitut I [ 'Stike-through Il
on't print absent teachers omb. class names (2a,2b->2at
Don' b h Comb. cl [2a,2b->2ab
s elements without substitutions ‘eriod |abel
Al s h i Period label
A 7 [ | Prirt master datain a single field
nangement
s Combing block-substiutions
[ ] Heading/element
1 Page/Element Header [absences)
7 Small eaders Absence Substitution
F— - Teachers [
rouping [=sort criterion
— [] With absence reasons
Peiiod - Clesses [ ]
Sailing Rooms [ O

This window has several sections: on the right side you can change the settings and on the left side you
will immediately see the impact of your changes.

In the following you will find explanations on how you select an option, arrange the list, change its layout
and much more.

10.2.1 Toolbar

The meanings of the individual buttons in the toolbar of the page layout window are described in the
following illustration:

Print / Print

: Type of heading
preview Font
=l E | [abe| 5 & | Ardal -0 -

Grid

adjustment Bold / Word- short/long
wrap

A

Portrait / Landscape
name

10.2.2 Uberschriften / Seite

On the left side of the page layout you find the following options:

Report settings

Here you define what the headings and the footers will show.
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i ™

4 Headers r Print-names ] [
Heading Footer
Timetable 201642017 Gruber & Petterz Software
Yalid frarn: 10 O ctober [7] Filenarne
_ [7] Time Fange
Ol F'rfnt CHI ) [7] Sehoal week
[1] Prirt current time W
[1] Prirtt timetable version [ Type of Week (4.8...)
1 Timetable version ] Tem

[1] Prirt page numbers

Frint total page numbers

Warning:
These settings are for all reports generated by Untis.

Page header
Here you can change the header of the respective output.

Column heading
You also can change the names of the individual columns.

Show / hide columns
With drag and drop you can show or hide columns.

Margin

The settings of the margins can individually be defined for every format.
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S @& B 2 % |[be] 3 &£ Aval c1w B
QO L/100 Teacher: 10/10
Report settings Selectior
Page header

- N [ Print heading o
sble 2018/2017 Column heading ¢ [ Print grid

Walid from: 10 October

v } . Fields
Subst. Mo. | Type (Subject) 5 ci | [Tescher) Substitute Period Class{es) Room (Class(es))
pejeie] Subsiitution | EN %: ’ T 1 Ri1a il
Ro7 Substitution | DE DE Callaz _ Curie 1 b A2 {Ream)
202 Subsiitution | MA MA& New 72 2 2b R2b
300 Substitution | EN EN Arist Ander 4 1z Ria
pefels] Substitution | MA MA& New 72 4 i) Ra
B304 Sozu\o ~ EN ~ Callas [ 1b ~
B2 SczuVo |~ EN ~ Avist ] 16 - Show and
luk] Sozu\o = EN = Callas g 1z Rila 1
Gruber & Petters Software hlde columns
| Margm Current wiew l G
Selection
* [ ] Mew substi
[ Dot priet .
[ Alzo eleme

10.2.3 Selection

10.2.4

There are three options you can choose from on the right side under'Selection":

Selection

Mew substitutions only

Dian't print abzent teachers

Alzo elementz without zubstitutions

New substitutions only

if you check this option then only the substitutions which have been created since you opened Untis last
are shown.

Don't print absent teachers

With this option you can awoid that absent teachers and classes are printed with the substitution list.
This saves a lot of precious space.

Also elements without substitutions

Here elements are listed even though they are not affected by any substitutions. To this end the format
needs to be structured in headings (teachers or classes).

Arrangement

In this section you can define the vertical sorting and - if required - show and adapt headings for the
respective elements.
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Selection
Mew substitutions only
| Don't print abzent teachers
Alzo elements without substitutions

Arrangement
[¥] Heading/element
1 Page/Element

[] Small headers

Grouping [=zart criteran 1]

Substitute

Sarting

Sorting

Farm
o | 'Strike-through' cancellations
| Comb. clasz names [2a.2b-»2ab
| Perind |abel

Print maszter data in a single field
[/ Combine block-substitutions

Header [abzences]

Ahzence Substitution
Teachers

With abzence reazons

:

Clazzes
Roomz

By clicking on the <Sorting> button you have the option to sort the view by different columns.

-

Sorting criteria

L)

Sart by

Subsztitute

@) Azcending D ezcending
themn by

Pernod

o) Azcending Dezcending

Warning: Order

The order of the substitute teachers in the printout follows the sorting of the teachers in the master data.
If a teacher was shifted to first position by drag and drop, he/she will be ranked first in the substitution

printout.

Headings

The substitution lists are printed in a table. You can show sub headings for better orientation.
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Arist Aristotle

Subst. Mo, Type {Subject) | Subject (Teacher] Substitute Period | Class(es) Room
B0d -= Cancelled EM EM nsz Ander 4 1= Ria
o2 So zu Vo ~ EM - Arist 8 1b -~
Callagallas

Subst. Mo, Type {Subject) | Subject (Teacher] Substitute Period | Class(es) Room
e -= Cancellec BB [n] CEess Cuns 1 2o Rib
201 So zu Vo ~ ER - Callas g 10 -

303 So zu Vo ~ EM - Callas = 1a Ria

Gruber & Petters Sofiware

Note: Heading
The heading according to which the list is sorted will be shown.

By clicking on the <Heading> button in the right bottom corner of the section you can define the layout of
the heading (size, short or full name, etc.):

( Heading fields @1
Heading fields
Twpe of Field Size [in &)
1| Teacher Short M arne |E| 200
2| Teacher Full Mame 150
3| <no field: 100
I 4| <no field> 100
5| <no field: 100
E | <no field: 100

Cancel

Compressed heading
You can also print the list with compressed sub headings in order to save space (Small headers).




Substitution data output 101

Subst. Mo. Type Subject Subsiitute Period Class{es) Room  Shifted from
Arist Anstotle

200 -» Cancelled EM Arst—Ander 4 1a Ria -

202 Sozu g EN Arst g ils} ~ ~

allas Calas

287 -= Cancelled DE oabkas—Cune 1 2b R2b |~

301 So zu Vo EN Callas ] 1b ~ ~

=03 So zu Vo EM Callas il 1z Ria ~

Gruber & Petters Software

One page per element
Activate "1 Page / Element" in order to start with each heading on an individual page. This setting is
usually used when lists are printed for several days and each day should be printed on a single page.

10.2.5 Form

In the section 'Form' you have additional options to adapt the output:

Form

"Strike-through' cancellations

| Comb. clazz names [Za.2b-»2ah
| Perind |abel

| Print maszter data in a single field
| Combine block-substitutions

'Strike-through' cancellations

This option strikes through the teacher whose period is cancelled and is shown in the 'substitute’
column.

This allows you to assign cancellations to the respective teachers in sorted lists.

Gauss Gauss

Subst Mo, T Date Period (Subjech Subjegt (T A Substitute o 0 Clasy

1 Absence 199, 4 = LcT2) e Y 2a 2a
z2 Abzence 198, 5 S i EFEE pest 2a 2a

Comb. class names
Several classes in coupled lessons can be combined under one name. If a lesson of classes 1a, 1b and
1c is cancelled, for instance, the name '1abc' will be on the substitution printout.

Period label

In the timetable mode you can enter freely-definable labels in the time grid instead of the period number.
If you have replaced the period number by a label then there is the option to show these labels in the
substitution list, as well.

Print master data in a single field
Here you can show the changes in classes, teachers, subjects and rooms in a single field instead of two
separate ones. You save place and the readability of the list increased.
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10.2.6

New  Newton

4 Abzence 198, 2 L EY et Zh RZb

] Abzence 199, 1 FEB Hew—Mobel 4 SHA1 hdo-19.9.41
5 Abzence 199, 2 fl Haw—Fub 2a FZa

=} Abzence 1949, 4 FH Bew—Cer 3b FL

ki Absence 1949, 5 b, Maw 3hb

Combine block-substitutions
If a double period or a block is taught by one single teacher then you can output it in compressed form
by checking this box.

Gauss Gauss

Clasaes] Room Shifted from (Te1to
27 Substitution 220 7 -8 EB Mew—Gauss 4 SH1

Absences header

The substitution data can be displayed with or without the absences header which includes the absent
teachers, classes and rooms as well as the names of all elements involved. You can choose to display
the reason of absence along with the absent teachers.

Tip: Do not print certain absences
You can exclude certain absences with a "sensitive" reason of absence from being output. To do this
check in the absence window at the respective absence the "Not in Abs. Head" box.

You can also display the names of the substitute teachers in the absence header. This enables teachers
to check very quickly if they are affected by a substitution and do not have to browse through the whole
list.

Header [abzences]
Absence Substitution
Teachers | 7
o | Wwith abzence reazons
Claszes "
R oo "
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Teacher 19.9./ Monday

Abzentteachers: Curie
Affectedteaches Rub

Subst. Mo, Twype

Period (Subjech) Subjedt (Teached Substitube

[Classgesn Class’es)

1. Period

2065 -:Cancelled 1 LE DE Fub ey 1b 1b
2. Period

288 -#Cancelled 2 DE DE Rub ey 1b 1b

2 Period

200 - Cancelled 32 DE DE Rub Ty 1a 1a

4. Period

204 Absence 4 TX Tx Curie T 1a 1a
20z -xCancelled 4 FEB FEB Rub ey 2b,2a 2b,2a
5. Period

10.2.7 Background image

You can add a background image (e.g. school emblem or logo of a sponsor) to your substitution list. The

picture file format must be a bitmap.

] Page layout
S[a[B & L [l §

B e )

©0 /100

[Test school DEMO Timetable 20182017
il cema and testanly  Vslid from. 10 Ociober

Teacher 19.9./ Monday

Curie

{Absant teacher:

Untis

ffcied teagylis. Rub / / _/ / /

Subst. No. Type Period | {Subject) Subject | (Teacher) | Substitute | (Class{es))
1. Period

205 -> Cancelled 1 DE DE Rub kiid 1o

2. Period

225 ¥ Cancelen 2 DE OE Rub 77 iG]

3. Period

200 -» Cancelled 3 DE DE Rub 77 1a

4. Period

304 4 TX TX Curig 777 LE]
302 4 PEB FES Rub 77 20, 2a
5. Period

08 5 X Curie — 15

[ Period

208 Absence 7-8 |HE Curie — 2a.3b

Gruber & Patiers Softwsare

Teacher: 10/10

Selection

[ Print heading on every page
[ Print grid 1 el el

Background picture
= 8
C:AUsershAdministr

atorsDocumentsiU
ntighG X, bmp

Current view 1 Global
Selection
["] Mew substitutions only
["] Dan't print sbsent teachers
[] Alsn elements withaut substitutions

Print only if changed after...

01.01.1990 [E~ 00000 [

Taday

m

Fam

[ 'Strike-thiough' cancellations
[] Comb. class names [2a.2b-»2ab
[ Period label -

10.2.8 Print only if changed after...

The substitution list that is displayed in the morning or even on the previous day quite frequently has to
be updated during the day. You might not wish to print out the whole list twice but you must not forget
any single substitution. In this case you can print out only the substitutions that were created or edited

after a certain point of time.

Print selection allows you to select the date and the time after which you wish to print out substitution
data. In our example, all data that was edited after 8:00 a.m. on 23 March 2015 is to be printed out.
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10.3

10.4

] Page layout =R R
= [& ] B 2 [[#e] Z af| arial .10 7 B~ B
Q111190 Teacher 10410 " Print only if changed ater E
R
Selection 23032015 [Ev 020000 |5 Taday
Mest school DEMO g = ! Untis 2016 [ 2T e Xy 2 )
= Print grid Restrict to page width

I

it cemo and test only

Teacher 19.9./ Monday -

‘ ‘I | s Fields Background picture

m

Mbsant teschers:  Curie

oot R # F P F 7 p/ = 8

Subst. No. Type Period | {Subject) Subject | (Teacher)  Substitute | (Class{es}) C:\Usershdministr

1. Period atorsDocumentsill

288 -F Canceled 1 DE DE Rub e (] ntisA\GEX, bmp

2. Period

=3 - Canceled 2 DE DE T3 ki o

3. Period

500 ¥ Cancelen 3 DE OE Rub B s

4. Period

a0 + X TX Curie 77 iE)

ao2 4 PEB PEE  |Rub 77 2022 Current view | Global

5. Period

208 5 ™ - Curiz - 1= Selection Form
[ Period

G05 Abzance 7-8 HE Cure — 3. 3b New substitutions only ‘Strike-thiough' cancellations

@ Petiers Softwar
SrOBaEr & (Petiens Botiobrs Comb. class names [2a.2b->2ab

Perind label &2

- Dion't print absent teachers

Also elements without substitutions

The advantage of this method over marking new substitutions ("New" check box) is that you can close
and open Untis as many times as you wish between publishing data.

Fast print of daily lists

Certain substitutions views such as lists for teachers, students and possibly for the school
administration/headmaster have to be printed every day. Daily lists allow you to output these lists quickly
and easily.

1. Open the list of cover scheduling formats on the tab 'Cover scheduling'.
2. Check the box in the "Daily list" box for all the views that you wish to print out at the push of a button.

Printing daily timetables

In addition to these lists, substitution data can also be output in timetable format. This is often done
digitally in HTML format (see chapter HTML output ), but also by printing overview timetables.

Open the <Settings> in a timetable and go to the <Layout2> tab. Here you can set the output of
substitution data to red, for example:



Substitution data output

105

-

@ Curie - Curie, Marie Timetable (Tea20A)

ol [

|

urie * | |

E==|EeE <=
Dae | B-a BE

-

19092016 ~ - -2492016

Teachers of {

Monday 19.9.
1 2 3 4 5 (3] Fi
DE 33
Ander R3a 3a,3b W5 DS
STBY
MA
4 ia | ik | *2Zb32
Arist FL | Rla | B4k | SHZ
PH EN B PEG
2b
Calla Rib 4 AR 2b RZb AR
DE
1a 2b 2a 1a 4
Cer Bla | B2k | R2a | TWW | Ela
Bl Bl EN X EN
Curie Absent
Gauss

3b ib Ja 3a
Hugo Ba | Ra B3a | Ria
DE GEc GEc DE

New RZa PL PL Fa
MA PH PH MA
3a 4 2b 1
Nobel | R3a | R2a | R2b | Bk
RE RE RE EE
Shifted | 4l 1a | *2b,2
Rub | =wsy: | B4e | Bla | SH1 -
20 — DE PEB

4

L-Mo. |Tea. Subj. RBm. | Cla. |Time |School week | Stud.

Curie

Element filter - Tea20A - Overview teachers

-

Special text
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10.4.1

10.5

Substitution text in the timetable

You can add a text to any period in the daily timetable for output. The procedure is described below:

1. Open <Settings> in a timetable of a class and then <Period window>.
2. Enter a message as substitution text in the substitution window. This will now be shown in the
relevant period in the timetable.

@ Substitutions / Teacher E\@
X+ AEEEVITESIEIAR &-& & B
[Teacher) From-To =
<Al - - | 1gmzme - -

it e ok [ Uncovered substitutions
Teacher

Subst. M| Type Period = |[(Subject Subjec (Teacher) Substiute | (Class(es)) Class(es) (Room) Room | Shiftec Jto | Substitution tesd =
295 Supervizion 1 DE Fub Callas 1h 1h Rk Rk cells Al by Callas:

295 Substitution 2 DE Rub Callas 1h 1h Rk s

4 111}

Ssubst.MNo. [ |4

Mo Teacher -

DE Calla R1b

All by Callas

2 D Calla M Calla R1b

Tip: Entering a text directly in the timetable

As an alternative, you can enter the text for a period directly in the timetable. Right-click on the period
concerned and select the option Text for substitution’. Enter your text and confirm with <Ok>. The field
'Special text' must be displayed in the timetable period in order for the text to appear in the timetable.

Messages
In the course of day-to-day cover planning it is often necessary to communicate additional information to

teachers and students. This information could concern the whole school (e.g. a school event), individual
teachers or classes or just a specific substitution. Accordingly, there are several options available.

Daily comment

Substitution text

Lesson text

Tip: WebUntis

In WebUntis you can create messages of the day for all users and you can send information targeted to
groups or individual persons with this message system. For more information please read the
documentations on WebUntis.
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10.5.1

10.5.2

Daily comment

The daily comment enables you to enter and output information for the entire school, for all teachers, for
all students, for specific teachers or for specific classes.

Example: Entering daily comments

1. Daily comments are entered in the lower section of the calendar.

2. You can select the addressee for the text (Everybody, Teachers, Classes) in the selection box at the
left.

3. Enter the text and it will appear in the printout of the respective day.

@& 20.3.2017 Monday == 5

Calendar wesk 12 0 ELnzz2my -

Date | Day Abs. Te| Subs. | Uncove Abs, cla) Releaze Blocked Room re| Uncwrd | Daily co| Tea. clal Room clash

203 Mo 0 0 0 0 0 0 0 0 1 0 0 8" 20.3.17 Daily comments ﬁ
21.3. Tu 0 0 0 i} 0 i} 0 ] 0 ] 0 -
23 |we |0 0 0 0 0 0 0 0 0 0 o ||B K Ul
233 Th 0 0 0 i} 0 i} 0 ] 0 ] 0
243 R i 0 0 0 0 0 0 0 0 0 0 Special event today at 3pml|
253 | Sa o i i i] i i] i 0 i 0 i e
26.3. Su
= . 7 4
4 Daily comments {0) r Calendar day ] = /
Tupe Elements walid far [day:| Daily te y,

Al 21l 9 Speci Teacher 20.3.1Mofy
Al All 1 ¥ fSpecial eventtoday at3pm!
Pibsentteachers: Callas
piffected teaches Ander, Cer

ubst Mo, Twpe FPeriod (Subjech bied

. Period
Fo2 Absence 1 CE CE
E. Period
Eln=] Abzence 3 AR AR
f. Period
£10 Abzence 4 AR AR
[ Period
RN Absence ¥-8 AR

T =)

You can limit the selection to specific teachers or classes via the button on the right (<Classes> or
<Teachers>).

You can also specify for how many days in the future the comment should be output.

Substitution text

You can enter a text for any substitution in the "Substitution text" column.
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e Y

@ Substitutions / Teacher EI @

R AEERFVLTLEIA -0 & -
[Teacher) Fram-Ta .
-4l - - T - A
He i Uncovered substitutions
Teacher
Subst. M Type Period = | (Subject Subjec| (Teachall Substitution text ubstitute | (2] -
305 Substitution 1 DE Callas All by Callaz nder Zh

AR Callas
AR Callas
AR Callas
Teacher 20.3. 1 Monday

Special eventtoday at Zpm!
Absentteachers: Callas
sl L n I:AffectedteachEE Ander, Cer

: I Period (Subjec Subjed (T & ubetituti -

309 Substitution
30 Substitution
311 Cancelled

312 Cancelled
4

E N
mn

L Y BT CAR )

UTILS

1. Period

203 Absence 1 DE LE Callas All by Callas FAand
3. Period

309 Abzence 3 AR AR Callas FAnd
d. Period

310 Absence 4 AR AR Callas Cer
T Period

311 Absence T-8 AR Callas

Gruber& Petters Software

If you wish to display different texts for teachers and students then use the column "Substitution text" in
the teachers' list and column "Subst-Text-2" in the students'’ list.

Tip: Column width of the substitution text
You can define the width of the column in the printout and apply automatic word wrapping for longer texts

via page layout .

10.5.3 Lesson text

If you add a text to a lesson then this text will appear in the event of a substitution in column "Les-Text".
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@ Class 4 (Mabel) / Class

W =l o =l

4 =| .| @ LT HXIOFEE & FEIIRB-EO
L-Ma. [+ ClTe. UnSched Prods  |Per |Y¥rsPrds Teacher |Subject Clazs(es) Subject room | Home rool
26 1 Ander ] 4 Ps1
32 2 Arist PH 4 FL Ps1
A 'l i~ all: FiN=] A =X}
@ Substitutions / Teacher

Ry dEEERVFITLEIEIA &-& &

[Teacher] Fram-Ta .

-Al- - | 19msame - ik
Mo 4k .
[7] Uncovered substitutions

Teacher
Subst. M Type Period = | (Subject Subjec| (Teacher)| Substitute | (Class(es)) |Class(es)

296 Substitution 1 PH Arist Y 4 4 PL
297 Substitution 2 EN Arist Y 1a 1a Ria
293 Substitution 3 b, Arist R 1k 1k Rik
299 Substitution 4 PEG *rist TR 2h, 2a 2h, 2a SH2

subst.ho. [ |+

(Room) |Room

Shiftec (Te.) to | Substitution texdt | Les-Text

What & wonderful lesson

Teacher® -

10.6 HTML output

As an alternative to printed lists, you can also display substitutions in HTML format on the Internet or on

the school intranet.

HTML output with cover planning module

Info timetable

The Info timetable module provides you with a a lot of additional options to publish substitution data. In
the following we will introduce several output options. For more information please read the chapter 'Info
timetable in the "Modules" manual.

Static HTML output with Info timetable module

Monitor HTML output with Info timetable module

10.6.1 HTML output with cover planning module

The cover planning module allows you to output substitution lists in HTML format. The procedure is

described below:

1. Open the print selection for the required substitution format via the icon<Print> or <Print Preview>.
2. Via the <HTML> button you can sawve the data in HTML format in a freely selectable folder.
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Teacher: 10410

Selechion

Edit printout

Print anly if changed after...
m.mi1g7n B 01:00:00

FOF
PDF

Cancel

3. Open the file "Print_cla.htm® in a web browser.
4. You can navigate to the individual elements via the index. The substitution data is sorted by the same

criteria that were used to sort the substitution window

' [ Untis 2016 Timetable 201 x % %
- = € [} filey//C/Users/Administrator/Desktop/Export/Sub_Cla.htm 77

Test school DEMO Timetable 2016/2017 Untis 2016
For demo and test only Valid from: 10 October 10.7.2015 15:16

la |1b | 2a
2b (3a | 3b
4

UntisTimetabling Software

' [} Untis 2016 Timetable 201 % % |
€« = C [ filey//C:/Users/Administrator/Documents/Untis/TEST___htm bid

Test school DEMO Timetable 2016/2017 Untis 2016
For demo and test only Walid from- 10 October 107 2015 15:11

Teacher 19.9. / Monday
--- Cancellations

St Type Period|(Subject) Subject (Teacher) Substitute|(Class(es)) Class(es) (Room)[Room| Sred | (g )to SUbSttition
297 Substitution 2 VA MA Ander 7?? Ja Ja R3a | R3a
Standby is
296 —— 1 STBY — Ander — — Cancelled
298 Cancelled 7-8 DS — Ander — 3a, 3b 3a,3b | WS — Cancelled

Untis 2018 e Untis Timetabling Software

Gruber&PettersSoftware
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Tip: Layout of the substitution list
The layout of the .htm files can be adapted in the same way as for the printout. We recommend that you
create a separate substitution view for HTML output.

10.6.2 Static HTML

The static HTML is used primarily to inform teachers. At the push of a button you can export a complete
website with a navigation bar which enables you to switch between the timetables of the elements
displayed (timetables of classes, teachers and rooms as well as substitution lists). The timetables can
now be published on the Internet or in your intranet. For more information read the "Modules" manual,
section 'Info timetable'.

15 % ) oo )|
sktop/Export/default.htm 9 =

etabling made easy

o= Untis 2016 Timetable 2031 % )| [ Untis 2016 Timetabling S X Vg =5
<« C [ file//C:/Users/Administrator/Desktop/Export/default.htm o =
1a class
Mo| Tu ‘We
Calendar week Type Element Test school DEMO « For
1/ Bl EN | Bl || g eants v| [Print-Tea ] [-Ai- 8 L =i O
2|EN| DE |MA S
3|DE| MA |RE
4 *PEG. |MU 19.9. Monday | | | | |
— TX
5
News of the day
6
7 Absent teachers Ander, Arist
DS H
8 Affected teachers Callas, Cer, Curie
Gruber&Pett N .
Substitute Date Period Classles) Subject Room (Teacher) Spired (18)  ype  Subsfitution
Callas  19.9 2 3a MA R3a Ander Substitution
Cer 4 2b, 2a PEG  SH2 — Substitution
Curie 198 1 PH PL — Substitution
Curie 2 a EN Ria Arst Substitution
Curie 19.9 3 1b MA R1b — Substitution

Austria

| 20.9. Tuesday |

Tip: Automatic upload of data
The upload of the data to the school server can be performed automatically with an FTP uploader. The
uploader automatically detects when data has been changed and performs the upload to the FTP senwer.

10.6.3 Monitor HTML - Info timetable

It is not always possible to provide a computer with a keyboard and a mouse in freely accessible areas.
A solution requiring absolutely no manual intervention is required, similar to flight information boards at
an airport. Monitor HTML provides such a solution with HTML output. Substitution data is displayed on a
monitor or projected onto a screen in the entrance area of a school. With this type of output pages
automatically scroll forward — no other devices are needed to access the information.
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More detailed information can be found in chapter "Info timetable" of the "Modules" manual.

Tip: Email, text messaging (SMS), WebUntis

You can also send substitution data via email or text message (SMS). Please refer to the relevant
manuals or our website www.grupet.at for detailed information. If you have any questions please do not
hesitate to contact your nearest Untis consultant.

10.7 WebUntis

WebUntis Info is a simple system that can display up-to-date timetable information for all teachers and
students on the internet or on a mobile phone.

A system of user rights ensures that students can only see their own timetables while teachers are given
rights to the class timetables.

@ Es\:Ierl‘tzfriralllzesllcznl-hljm““ ‘ [ Meine Nachrichten ‘ Kontakidalen ¥ || & admin (Profi) || @ 2bmelden | WebUntis

| Heute | Stundenplan Unterri:ht| Buchen | Klassenbuch | Vertretungen | Kurse denpl d | dministration Mi. 15 WUWY::‘W
4 Februar ~ 4
M D M D F S S
0 3 1 2 3 4 5

Klasse Waoche vom Klassenlehrer: . T 0D o o
2 15022017 0 -
E ¢ 13 14 El 16 17 18 19

20 21 22 23 24 25 326

Mo. 13.022017 Di. 14.022017 Mi. 15.02.2017 Do. 16.022017 Fr. 17.022017 Sa. 18.022017
27T 28 1 2 3 4 5
08:00-08:45 08:00-08:45 08:00-08:45 08:00... 08:00.. 08:00.. 0D8:00.. 0S:00.. 08:00.. 0B00.. 08:00... - € 7 &8 8 10 11 12
1 12 Beck 12 Mich 12 12 Cic 12 Cui 12 Sha 12 Curi 12 Gal 12 Cic 12 Curi 12 Gal 2016 2017 2018
rell 2 a2 L1 M2 CH'reh E1ri2 CH'rch PHimph L1 r12 CH'rch PH1rph

08:55 08:55-09:40 08:55-09:40 08:55-09:40 08:55-09:40 08:55-09:40 08:55-09:40 08:5509:40 08:55-09:40
2 12 sShak 12 Fer 12 Ci! 12 Colu 12 Men 12 Ander 12 Bach = 12 Beck 12 Mich
E1 n2 M1 m2 2 chirch peb1 th1 pegl th2 rel1 ri2 ar2

09:50...| 09:50... 09:50... |09:50... 09:50... 09:50... |09:50... 09:50.. 09:50... 09:50.. 0950.. |0950... |09... 09...| 09... 09...
3 12 Fos! 12 Men 12 Pas 12 Smi 12 Nob 12 Cer 12 Goe 12 Bac/ 12 And 12 Smi 12 Nob 12 Cer 12Ru 12Ca 12He 12Lu

biozri2 ch1 rch i Ecori2 BIO rch H1 gl M2 g2 th2 a3 Ecori2 BIO rch H1 aririz mui  h1  re21
10:45 1045 1045 1045 1045 .. 1045 1045 . 1045 1045 1045 . 1045 1045 1045 . 10 10 10 10
4 12 Smii 12 Nob 12 Cer 12 Bac/ 12 Aris 12 New 12 Eul 12 Men 12 Buc/ 12 Fos: 12 Men 12 Pas 12Co 12Mz 12Ca 12An

Ecori2 BiOrch  Hi g2 th2 ethir12 it mh m1 M2 ch2rch €2  biozri2 chirch il geril ecol orcl g3
1140 1140 11:40. 1140 1140 11:40.. 1140 11:40-1225 44404225 11:40-1225 11:40-1225 11:40-1225 11:40-1225

5 12 Eul 12 Men 12 Buc/ 12 Sha 12 Curi 12 Gal 12 Fer 42 Gl 12 Fer 12 Colu 12 Shak 12 Fer
mir2 ch2rch e  E1r2 CH'rch PHimph M1 m2 M2 M1 m2 ™2 E1 ri2 M1

An App can be installed for this purpose on a mobile phone, or the timetable can be directly
synchronised with the mobile phone's own calendar.
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10

[ ] L]

— Asim
. sat . Sun | Mon | Tue | Wed : Thu | Fri |

E:E 107, 1207.  1307. 14A7.  1507. 1607 17.07.

| Jul 14,2015 Week 28 |

You can find further information on WebUntis on our website at www.untis.com.


http://www.untis.com
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Substitution counter

Untis cover planning keeps a detailed record of all deviations from the regular timetable. Basically these
are absences, substitutions, releases, events, special duties and cancellations.

These data are important when searching for suitable substitutes and they also allow you to keep a
record of all the deviations from the regular timetable over the course of a year. You can evaluate the data
for teachers or for students. Different regulations govern the way substitutions are counted in different
countries and in different school types. Untis meets all these requirements. In the following chapters we
explain what you must bear in mind to ensure that the counter counts "correctly" for your specific
school.

Reason of absence

Settings of the substitution counter

Events and the substitution counter

Value correction

Reason of absence

The counting of substitutions can be regulated via the reason of absence.

Count / Do not count cancellations

Customising reasons of absence

Count /Do not count cancellations

If a teacher cannot hold a scheduled lesson then you can use the reason of absence to determine if and
how the cancelled lesson should be counted from the teacher's perspective.

Reason of absence and substitution counter

The following example the reason of absence "Of Official" is not checked in column "Count
canc.". This means that a cancelled period with this reason of absence is not counted negatively for the
teacher.

The reason of absence "SL - Special Leawe" is checked in column "Count canc.". This means that a
cancelled period with this reason of absence will counted negatively for the teacher.
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i

@ Reasans of absence / Reasons of absence E'@
L AR -8

Mame: Full name Description | Cour Rel. (| Mat i| Stat. codeis)
IL liness B | B | E |«
et hild) Care [ T e N o
CRRCTR T

Arist was set absent with the reason of absence "OF - Official" and Curie with "SL - Special
Leawe".

P

@ Absences / Teacher EI@
(R & BEET L [&- -

From-Ta :
30032017 ~ M
-l-h 1 F
Teacher (2) l Classes {ﬂ}] Fooms {ﬂ}] .
Abs | Teacher fram ODO.MM | FROM g to DD.MM | TO peri| Abs. reasc| Text
4| Arist 30.03. 1) 30.03. g OF
5| Gurie 30.03. 1 30.03 gsL [+

In the substitution statement , which is accessed by clicking on the <Reports> button on the 'Start' tab,
you see now how these absences are counted.

Teacher Aristotle has four cancellations on this Monday. However, these cancellations are not counted
negatively as his reason of absence is "Official". The substitution statement displays the cancellations
but it does not count them. Aristotle' sum (Total) is zero, uncounted cancellations: 4.
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Arist Aristotle

Substitutions / Cancellations / ValueCorrection : 1.3, - 31.3.

Date Period EA “alue Counter Subject Class(es)  Reason Text
63 Mol -E 1] 0 Physics 4 Official
63 Mo -E 1] 0 English 1a Official
63 Mo3 -E 0 0 Mathematics 1b Official
63 Mo -E 1] 0 Girls PE 2h, 2a Official

Substitutions: 0
Cancellations: 0
Uncounted cancellations: 4
Total: 0
Gruber & Petters Software

Teacher Curie was on special leave. The reason of absence given was flagged "Count cancellation"
Accordingly the four cancellations on this Monday will be counted negatively. Her total is -4.

Curie Curie

Substitutions / Cancellations / ValueCorrection : 1.3. - 31.3.

Date Period EMNY Yalue Counter Subject Classies) Reason Text
B3 Mol -E -1 -1 Teutiles 1a Special Leave

6.3 Mofs -E -1 -2 Textiles 1a Special Leave

6.3 Mo/ -E -1 -3 Home Economics 3a, 3b Special Leave

.3 MofB -E -1 -4 Home Economics  3a, 3b Special Leave

Substitutions: 0
Cancellations: 4
Uncounted cancellations: 0
Total: -4
Gruber & Petters Software

11.1.2 Customising reasons of absence

Besides the decision as to whether to count cancellations, there are more possibilities to customise the
settings for the reasons of absence

Description
You can use the description to allocate predefined text blocks (Master Data |Special data | Descriptions)

to absences.

Do not count release

If a class is absent from school, the teachers who for this reason cannot take their scheduled lessons
are released. These cancellations are normally counted negatively for such teachers. If this is not the

case, the "Do not count rel." box must be checked. This is particularly important in combination with

events (see chapter Events and substitution counters ).

Statistical code
Entries in this field are important for some regional evaluations. It can be used to summarise various
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reasons of absence into groups (e.g. all reasons of absence relating to an illness).

Do not show in the absence header
Absences with a reason of absence where "Not in Abs. Head" is checked are not output in the absence
header at all (see also chapter Absence header).

11.2 Substitution counter settings

You can adjust the general settings of the substitution counter via the settings on the 'Start' tab, section
'Cover scheduling'.

F ™
= S:Ch{'{'l clatla Count what... Time range
B er.a Substitutions (21 Day
i Ohvendiew . -
. Values Spec. duties [ ek
@ Miscellaneous Cancslations © Month
&) Reports Releazes 0 Year
5} Substitution Planning [ Count supervisions half () Time range i
Counter {Subst) [ Break supervisions 19092016 - 19.09.2016 = |
Header {absences)
Other Count b Dan't court...
Calours and terminalogy ©) Mumber Statigtical code
Ci---- Subs;:l:ltliar;_messages 4 alues [ Paid substitutions
. Course Scheduling :
 MultiUser - Hours [HH:MM) 'In lizw'-substitution

[7] Count cancellations only for absences with a reason

Count what...

In the first input block you can define which parameters affect the substitution counter. Substitutions and
special duties are added to the counter while cancellations and releases are subtracted from it.
Additionally, you can select that break supenisions are counted like a substitution and that supenisions
are counted half.

Time range

In the second input block you can define the time range for the counter. If you select for instance
"Month" then the total of the counter refers to the current month. The current month is determined by the
date that is set in the calendar. You can also specify your own period (e.g. semester).

Count how...

This is where you can define if you wish to count the numbers of periods, the values (this requires
module "Lesson planning — Value calculation" is required) or the actual time in hours and minutes.
Count cancellations only for absences with a reason

This is where you can define if absences without a reason should be counted or

Don't count
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A certain substitution which would normally be counted positively, is not to be counted Select and enter

any statistical code (e.g. "n"). If you enter this statistical code in the column "Stat.Code(s)" for a
substitution in the substitution window, this specific substitution will not be counted.

@ Substitutions / Teacher EI@
R GHAEV I Tl R B-& 8L
[Teacher] From-Ta -
-4l - - oe0zzNT - =d
il i ok [ Uncavered substitutions
Teacher
Vo —
Subst. Mo, | Type Period= | (Subject) | Subject | (Teacher) |Substitute (Class(es)) Class(es) (Room) | Rool Stat. codels) | Courts
308 Substitution 1 PH Arizt e 4 4 PL PL
309 Substtution 2 EM Arizt e 1a 1a R1a R1a
310 Substitution 3 T, Arist e 1hb 1h R1b R1b n
311 Substiution 4 PEG *Arist e 2h, 2a 2h, 2a SH2 SH2
304 Substiution 4 Tx Curie e 1a 1a T T
305 Cancelled 5 T Curie - 1a 1a T
306 Cancelled 7 HE *Curie - 3a, 3b 3a, 3h HE1
3a7 Cancelled ] HE *Curie - 3a, 3b 3a, 3h HE1
Subst. No. I:I : | Teacher® =v’

Tip: Column "Counts"

In the "Counts" column in the substitution window you can see at a glance if a cancellation or a
substitution is counted (positively or negatively) or not. Alternatively you can visualise this information
(green = pos., red = neg.) via the "Colour substitutions" button (settings directly in the substitution
window).

Paid substitutions

If a substitution is not to be counted because it is a paid substitution then proceed as follows:

1. Enter a statistical code (e.g. "p") for "Don't count” and activate "paid substitutions".

2. Enter the same statistical code in the "Stat. Code(s)" column for the respective substitution in the
substitution window.

3. Such an entry also affects the substitution suggestion as the number of paid substitutions in the set
time range is displayed there.

4. This substitution is not counted in the _substitution statement and is displayed as a paid substitution.
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11.3

@ Substitutions / Teacher EI@
B mIJAEV F Te-5DRAB-@ &
[Teacher] Fram-Ta Dan't court...
-all- - 06.03.2017 = b Statistical code
Mo afre Paid substitutions

Teacher | N ——
Subst. Mo, | Type Periode | (Sukject) |Sukject |(Teacher) Sub . Stat. codels)
312 Substitution 1 =] Cer Curie 1a 1a Ria Ria 1] '
3 Substitution 2 Bl Cer T 2k 2h R2h R2h :

z —— ; E " o 2
Uri€ Curie @ Substitute Suggestion
& &

* 19.9. Mo-2 Cer/Bl/2b

« Cover teacher suggestion [3].Supervizions [6).Rooms [5)

L_HSubstitutions / Cancellations / ValueC
Date Period BN Yalue Counter Subjed
199 Mol +v 0 0 Biolog

Substitutions: 0
ancellations: 0

eriod block.
C P
Fnco eil cancellations: 0

permaneht substitution

ot Cover teacher suggestion [3) lSupewisions [E]] Rooms [5]]

+ Mame Period Subst. | Subject | Timetahle Counter | Lastw pa*

Callas 0 B o Jala] | 4
Curie 9 0 Bf | [T|T] O
||

a Shifts (3]

Tip: Don't count a subject
If cancellations in a specific subject (e.g. office hours) are not to be counted to the substitution counter
then check "Not counted" at the relevant subject in "Subject | Master Data".

In-lieu substitution
If a teacher does not give a lesson because the class is absent, then this results in the lesson being
counted as -1. If the same teacher is substitute in another class in the same period, this will count +1.

He thus has a cancellation counting -1 and a substitution counting +1, resulting on a counter total of 0.

If the 'In lieu substitution' option is checked, the teacher will still have a total of 0, but in his/her statistics
0 substitutions and 0 cancellations.

Events and substitution counters

There are various ways of counting events.

Do not count additional periods and cancellations

Teacher "Arist" has three periods on a Wednesday according to his regular timetable If he is on an
excursion with a class for eight periods (see our example) then neither the three cancellations are
counted negatively nor the additional five periods are counted positively.
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the prerequisite for this is that the reason of absence for this event is "Excursion" (cancellations are not
counted). If another teacher is released because of the absence of the class then these periods are

counted negatively for the teacher concerned.

@ Absenzgriinde / Absenzgriinde = =0 ===
= BRI BE S B .

Name Langriame: Beschr Ertt |FS M. in| Statistik

KR Krankheit K

EX Excursion

Vi t. / Leh =

W Ko R — ST

Dienst  Dienstauftray RTedne i

Fortts Forthildung WareBis

K Klassenveranstaltur 21.092016 = 7]

su Sonderuriauk v i -

WA-Nr, Klasse HI-Teil Lehrer Raum Yon TTMM- |ab St. |Bis TTMM. | bis St Grund Text zéhlen
11 b Arist 21.08. 1 21.08. & EX

Testschule DEMO  Stundenplan 2016/2017 Untis 2016 e D
Far Demo und Test Gilt ab: 10. Oktaber
Arist Aristoteles
Vertretungen / Entfalle / WertKorrektur : 19.9. -30.9.
Datum Stunde BEA Wert Zahler Fach Klasse(n)  Grund Text
219, M -E a 0 Sport Madchen 3a,3b “eranstaltung
219 M2 -E 1} 0 Sport Madchen 2b,2a Weranstaltung
219 Mg -E 1} 0 Mathematik 1h “eranstaltung

Vertretungen: 0
Entfille: 0
Entfall nicht zu zihlen: 3
Summe: 0
Gruber & Petters Software

Counting additional periods

If teacher Arist's additional periods on Wednesday are to be counted positively you must check "Count"

for the event in the event window.
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11.4

@ Veranst. / Lehrer EIIEI
R T He )
Yon-Biz :
21.09.2006 ~ A
Mi i
VAN, Klazse KI-Teil Lehrer Raum Won TT.MM- (ab St |Bis TThM. | bis St. | Grund Text zdhlen
11 1 Arist 21.09. 1 21.09. g EX ]
Testschule DEMO  Stundenplan 2016/2017 Untis 2016
FirDemound Test Gilt ab: 10. Oktaber
4 . . 3
Arist Aristoteles
WA-NF. 11
Vertretungen / Entfiille / WertKorrektur : 19.9, - 30.9.
Datum Stunde BEAY Wert Zahler Fach Klasse(n)  Grund Text

21.9.7 Wi HA, 5 i 1h Ex

218 hif1 -E 0 5 Sport Madchen 3a, 3b Yeranstatung
218 M2 -E 0 4 Sport Madchen 2b, 2a Yeranstatung
218, rifd -E ] A hathematik 1h “eranstatung

Vertretungen: 5

Entfille: 0

Entfall nicht zu zihlen: 3
Summe: 5

Gruber & Petters Software

Don't count releases

Yeranstaltung

If releases that result from the absence of the class are not to be counted negatively, you must check

"Don't count releases" (column "Rel. no count") for the reason of absence.

i

@ Reasons of absence / Reasons of ahsence

[ B RR I -8B

=N [ECR =

8]

Mame | Full name Descrigtion | Count canc. |Rel. no count | Rot in Abs Head | Stat. codels)
OF Orfficial [ [
Ex Excursion |:| |:| |:|
IL liness [l ] ]
(o Child Care = | [
g ill Erilyamssimsrd = ] M
: HECTA CESYE el = -

Value correction

You can change the total of the substitution counter manually via the 'value correction’ tab in the

"Teachers | Master Data" window

You can increase the value (Type V: substitutions or Y: special duties) or decrease it (Type E:

cancellations) for a specific date.
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12

4 General ]’ Teacher r Timetable r Values r Teach.qual/ ValueCorrection ]’ Subs. rBrea...lb
[rate Type Malue= | Test
30032017 W 200 Month
o . = Al -
———————————
4q General r Teacher T Timetable T Yalues r Teach. qual. r ValueCnrrectinn/ Subs. E
O Awvailabiity 1.3.-303
2 Subsztitutions
2 Masimum standbys 0 Cancellations

2 Count
0 Standbys PHTEt _
2 thereaf Y alue Carrection
4 Y'early total
0 *early tatal of break supery. UBreak supervisions

0 Supervizsions
Recalc. the Total

The value correction can be printed out via "Print selection | Type of list: Value Correction".

Warning: Value correction of the value of a lesson
If you select type "+ Increase Value" or "- Decrease Value", you do not change the substitution counter
but the value of the lesson.

Tip: Overview of the substitution counter
The "Master Data | Teachers" window provides an oveniew of the totals of all teachers (see chapter
Oveniew substitution counter (master data window) for more details).

Statistics

The evaluation of substitution data is gaining increasing importance. Basically, there are two
possibilities. First, the predefined reports (Substitution statement, Monthly statement etc.) which can
vary depending on the country that you have set under "Settings | School data" and, second, the
statistics whose contents are defined by your queries.

Here is an ovenview of the possibilities for evaluating the substitution data, which are then described in
detail subsequently:

Name Type Content Called from

Substitution statement Report List of all substitutions in a Reports | Selection |
selected time range sorted by | Cover planning |
teachers; including substitution | Substitution statement
counter.
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Cancelled days Report Oveniew of the cancelled days | Reports | Selection... |
of teachers in a selected time | Cover planning | Canc.
range. days

Cover overview Report Owenview of planned and held | Reports | Selection |
lessons for the whole school. | Cover ovenview

Surplus activities Report Daily balance of a teacher for | Master Data | Teachers |
one month. Print selection | Type of

list: Surplus activities

Monthly statement Report Detailed monthly surplus Master Data | Teachers |

activities list sorted by teacher;
lesson value included (only
with module "Lesson planning
and value calculation" ).

Print selection | Type of
list: Monthly statement

Overview substitution

Master data

Ovweniew of the substitution

Master Data | Teachers

counter window counter of all teachers. The
time range counted can be
selected.

Substitutions Query Query about the content of the | Modules | Cover
substitution window in a planning | Substitutions
selected time range.

Absences Query Query about the content of the | Modules | Cover
absences window in a selected | planning | Absences
time range.

Substitution statistics Query Statistical evaluation of Modules | Cover
lessons and substitutions with | planning | Substitution
criteria that you yourself can stats
define in a selected time range.

Weekly values Report Ovenview of planned and held Lessons | Weekly
lessons including substitution [ values
data sorted by teacher.

Export ASCI Export to official interfaces. File | Import / Export

Substitution statement

Substitution statementYou can display a list with all substitutions and the counter via "Reports |
Selection | Cover planning | Substitution statement”. The time range can be selected in the print

selection. The default setting is the current month according to the calendar.

The report is sorted by teacher. You can print either a list of all teachers or select certain teachers via
the <Selection> button. Our example shows teacher Andersen substitution statement for the month of
March. The individual substitutions plus their counting are listed. The counter is totalled at the bottom of

the list.

Additionally, the type of substitution or the substitution text is shown in the "Text" column.
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12.2

12.3

Ander Andersen

Substitutions [ Cancellations / ValueCorrection : 19.9. - 30.9.

Date Period E/V Value Counter Subject Class(es) Reason

19.9. Mol +V 1 1 Histary b Substitution

19.9. Mof2  +V 1 2 Geography and b Substitution
Economics

19.9. Mo/3  +V 1 J History 4 Substitution

19.9. Mofd 4V 1 4 Graphics 3a Substitution

19.9. Mo/s  +V 1 & Mathematics Ja Substitution

Substitutions: 5
Cancellations: 0

Uncounted cancellations: 0
Total: 5

Whether a substitution is counted positively or negatively depends on the reason of absence. You can
find more examples for the output of the substitution statement in chapter Substitution counter.

Cancelled days

The cancelled days report (Reports | Selection | Cover planning | Canc. Days) shows the days on which
all periods of a teacher were cancelled because of an absence. Additionally, the list provides information
concerning the reason of the cancellation and the number of cancelled periods.

Canc. days/19.9. - 30.9.

Curie

Date | Abs. reason | Text | Cancellstion pericds
188, | liness 4.0
20.9. | liness 4.0
21.9. | liness 3.0
229 | lliness 20
238 | liness 3.0
28.9. [ lliness 40

Canc. days: §

Cover overview

The cover ovenview offers a comparison of the totals of the planned lessons and of the actually held
lessons for a selected time range. Here you can find a detailed description of the individual paragraphs
(figure):

Overview

¢ Planned lessons: The sum of the lessons according to the regular timetable.

¢ Lessons held according to the timetable: The sum of all the lessons that were actually held. Simple
room changes are not counted.

¢ Lessons which have not been held by the scheduled teacher: The sum of all lessons that were not
held by the teacher who was scheduled to do so.
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e Special Duties: The sum of all special duties.

Lessons which have not been held by the planned teacher (Reasons of absence)

Every reason of absence that is listed here has to hawe a statistical code.

¢ For reasons of absence with the same statistical code, the name of the first reason with this code will
be printed. For instance, you can summarise "Exams", "Exam Supenvision" and "Final Exam" as the
reason of absence "Exams" by assigning the statistical code "E" to all the reasons mentioned above

Substitutions (Type of substitution)

e This list is broken down into the types of substitution, i.e. additional work, paid substitution,
cancellation, shift, etc.

Cancellation

e This is a breakdown of the cancelled periods by reasons of absence.

Cover overview : 1.3. - 31.3.

Overview
1004 Planned lessons
- 992 Lessons held according to the timetable
12 Lessons which have not been held by the planned teacher

0 Special duties
0 Events

Lessons which have not been held by the planned teacher (Reasons of absence)
& Absence without a reason of absence
6 Spontaneous cancellation

I
—
o
_|
Lo}
g
o

Substitutions (Type of substitution)
6 Cancelled
6 Uncovered substitutions

I
—=
R
_|
o
=
u

Cancellation
6 Spontaneous cancellation

= 6 Total
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12.4

Surplus activities

This list (Teachers | Master Data | Print selection) shows the daily balance of a teacher (actual periods,
planned periods, surplus periods, cancellations, substitutions) for the period of one month. You can
select it from "Teachers | Master Data" under "Type of list". The difference to the monthly statement is
that the list of substitutions and cancellations is broken down by days, which considers only the surplus
activities that result from substitutions but not the value of the planned periods per week.

Teacher: 1/10

Selection Res:

01.0320017 -~ 31032007 -
Page setup

Heading

[/ 'Eurplus activities

01.01.1570 B~ 071:00:00

PDF
PDF

You can see a comparison of planned and actually held lessons.
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12.5

Surplus activities 1.3. - 31.3.

Curie Curie

-2 Surplus activities =70 .72

Day [ February P 1 2 3 4 5
Actusz P03 2 300 /
Target roF 3 2 3
Cancelitns. ! !

Subst

Day / March 6§ 7 8 9 10 11 12
Actua 4 4 3 2 3 0
Target 4 4 3 2 3
Cancelitns.

Subst i
Day / March 13 14 15 16 17 18 18
Actusz 4 4 3 2 3 10
Target 4 4 3 2 3
Cancelitns.

Subsi /
Day / March 20 21 22 23 24 25 25
Actua 4 4 3 2 3 0 )
Target 4 4 3 2 3
Cancelitns.

Subst

Cay / March 27 28 29 30 31

Actuz 4 4 3 0 3

Target 4 4 3 2 3
Cancelitns. 2

Subst

Monthly statement.

You can print a detailed monthly statement including the deviations from planned values per week via the
teachers' master data You require module "Lesson planning — Value calculation" for this.

To start printing, first activate window "Teachers | Master Data" and then "Print selection" (via the <Print>
or <Print preview> buttons) and select list type "Monthly statement".

With this evaluation you will obtain the monthly statement for the teachers that you selected and the
month that you set in print selection.
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Maonthly statement 09
Ander Andersen Hans Christian Status 19.9.-259

2.000 (5) Targetweek

27.000 (L) Lessons

0.000 (E) Balanced cancellations
0.000 (K} Unbsalanced cancellations
0.000 (V) Substitutions

27.000 (M} Surplus activities = L-S-E+V
2.000  (MV Subst-Surplus activities = V-E

Ander Andersen Hans Christian Status 269.-210

2.000 (5) Targetiwesk

27.000 (L) Lessons

0.000 (E) Balanced cancellations
0.000 (K) Unbsalanced cancellations
0.000 (V) Substitutions

27.000 (N}  Surplus activities = L-5-E+V
0.000 (MY Subst.-Surplus activities = V-E

Ander Andersen Hans Christian Status
From To Days (L) Surplus activities Subst.-Surplus activities
18.8. 258. 7T 27.000 27.000 0.000
268, 210. & 27.000 27.000 0.000
54.000 0.000

12.6 Overview subst.counter
If you require an oveniew of the substitution counters for all teachers of the school you can activate all
the columns that concern the counting of the substitution data in the master data window and then print
it out.

You can select the time range via the 'Settings' of Cover Scheduling.
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-

@Teachersr’Teacher E E'@
we [»| | FEMNBETI&EEL O F FE
Mame| Surname Roon| NTPs tar| Periods/| Lunch bre Yearly total -
Gaus Gauss -3 2-8 1-2 -5
Mew Mewton -1 4.5 1-2 -7
Hugo Hugo 0-1 4.7 1-2 -5
Ande Andersen -1 4.5 1-3 -5
Arist  Aristotle -1 4-g 1-2 o S
Calla: Callas -1 4-5 1-2 -7 [
Mobe Mobel -1 4.5 1-2 0
Rub Rubens 0-1 4.7 1-3 -5
Cer Cervantes -1 4.7 1-2 -6
Curie Curie 0-1 4-7 1-3 -4

b | Teacher* -

12.7 Substitution queries

The settings regarding time range and the different filter options enable you to make specific queries
directly in the subsitution list.

The following example shows all substitution events due to the absence reason 'iliness’, IL, in the week
of 23 March.
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12.8

12.8.1

@ Substitutions / Teacher =] 2| =]
ERE mdE W g .
(Teacher) From-Ta
- Al - - 15092016
Mo PR
Teacher
Subst. b Type | Period- | (Subjec| Subjed (Teachaf Abs. reason Ygubstitute | (Class(es)) | Class(es) |(Room) Room | Shifie| (Te.) to| Substitut
= f
296 | Substitution 1 DE Callas - 777 2b 2b RZb  R2b
305 Substitution 1 A Mew IL L 2a 2a R2a R2a
306 | Substitution 2 FH Mew IL 777 Za Za PL PL
297 | Substitution 3 AR Callas IL 777 4 4
307 | Substitution 3 PH Mew IL 772 3b b PL PL
309 Break super 3/4 Mew IL 777 Arl Al
298 | Substitution 4 AR Callas IL 772 4 4
308 | Substituion 4 MA Mew IL 777 3b b Ra Ra
209 |Cancelled 7 AR —  Callas IL e 2b RZb cancell [
300 |Cancelled & AR —  Callas IL = 2b RZb Cancell ||
< | 1 »
5ubst. Mo. I:I : | Teacher® - |k

Statistics on absences
You can also generate absence statistics directly in the absence window.

Substitution statistics

The "Substitution statistics" function allows you to make statistical evaluations of cancellations,
substitutions or lessons of classes or teachers in a freely selected time range.

] Timetables Course Scheduling Modules Cover scheduling

il Events ~ Oy Class TT ~ @ Cover scheduling formats

[ Special duties ég 5y Teacher TT ~ nﬁInfo-Timetable -
5cheduling Lesson . Cover
j‘ @ Standbys ~ dialogue~ pool~ G Room 1T ~ ‘@' Settings - scheduling

. Timetables

Substitution
stats. -

Cancellations, substitutions and lessons of the selected time range are counted. Optionally, you can
filter or sort by subject, reason of absence, statistical code and type of substitution. The analyses are
also graphically illustrated.

Overview

Substitution statistics have been reviewed completely for the 2014 version. The results of the analyses
are now graphically illustrated and provide you with the option to centrally access all evaluations of
substitution data.
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@ substitution stats.

E=8 (BRI

Sttistics | Repors |

I Total number of abscences

Fr. To
19.092016 @~ 30032016 @

27.09.2015
35 s scheduled

0 Cancelations

Ander

and
cancelations/substitutions
respectiy. The count
settings of the abscence
reasons are not considered
Teacher Absences Hbsencedays | Cancell
d
Arist
Visualisation of held.
- substituted and
Cer cancelled lessons.
Curie

You can filter the data by
abscence reasons by
selecting them in the

60— ] a -
40-
20 1 3
0 Gauss oF
T 20087016 22082016 24092016 26082016 28082016 30092016  |Hugo
New Fi
Nobel
Rub
1a Gauss
b Arist
2 Cer
2b Callas
EN Ander
3b Hugo Distribution of held, substituted
n And and cancelations per class
= SE
== T £ Rem  Comom felmeom
1/800-B:45 7% Child
205 00 -
3/950- 1035 | 2 18% W SE Eehance.
4]10:45 - 11:30 | R - Distribution of 2 18% e Field
5/1140- 1225 substitutions/cancelations in the ) Day
» time grid expressed as a z 1en I lliness
s Eili‘zg percentage. 2 1gv W OF Official

The oveniew page has the following functionalities:

Time range
Here you can set the time range for the required data. The diagram shows the number of periods given as
scheduled, substitutions and cancellations. You can hide and show any lines and curves by a right-click
on the diagram.

: —

)’3' Az scheduled
g: . Substitutions h
o _ .
5.09 2016 25 09 2016 291 Cancellations 016
Total

Period distribution

This diagram provides you with the distribution of given / substituted / cancelled periods per class. The
counting works as follows: If a class is displayed in several coupling lines, the periods are counted per
coupling line. If classes 1a and 1b, for instance, are coupled for the sports lesson with 2 teachers and
the entire coupling is cancelled, both 1a and 1b show two cancellation periods. By clicking on one of the
classes / class teachers you can access details on single elements.
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Class teacher Period distribution
l= Gauss 60 (96,77%) As scheduled
b Aist 2 (3,23%) Substitutions
e T 0 (0,00%) Cancellations
2b Callas
Ja Ander
b Hugo
4 Ander
Weekly distribution

All substitutions / cancellations are visualised in this diagram. A right-click on the diagram shows or
hides the substitution types.

Period Mo [Tu [we [Th [Fr |53
|
2/ 8:55-9:40 Iz:.lg.;-,
3| 950-10:35 Iz:.lg.;-,
4 10:45- 11:30 200% 40.0%
5/ 11:40 - 12:25 | Cancellations
612:35-1320 Substitutions
7/13:30- 1415
8 14:25- 1510

Teacher overview

All absences, days of absence, substitutions and cancellations per teacher and set time range are listed
here. Please note that any checks in the boxes 'Count canc.' and 'Rel. no count' in the 'Reasons of
absence' window are not considered. Every single case is counted. By clicking on the short names of
the teachers you can access details regarding the respective colleague.

Reasons of absence

This section visualises the reasons of absence of the substitutions/cancellations according to frequency
in a pie chart. By clicking on the different reasons you can filter all data by the respective reason of
absence.

Overview: Cancellations & substitutions

A detailed view provides more information on single teachers / classes. On the right cancellations are
grouped by absences / events, on the second tab you can access all substitutions. Below the list you
see the total plus the counter resulting from the substitutions and cancellations in the given time range.
In the 'Period distribution' diagram you see which lessons are affected by substitutions / cancellations.



grouped by
abscences/events.

‘Substitutions (0) |
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@ Substitution stats. =3 ECh =
Statistics | Reports |
. pg - The cancelations are Which cancelations

should be counted?

Fr To
01.102008 [F~ 31102009 @~

Period distribution

A
B

7 lessons not held. thereof courting 3

[Period [ReasonType Text Substitte |Classes | Subject |Room Count -
] - 2810 9 Substitution ViebCa  HNMI BFLZ NM-Beir Reu
‘ AR / \ / \\ Il\ | L2810 & Substitution Soldl HMiA. BMP Leseraum
2\ / \ / N/ 1/ - 2810 7 Substituion VienHa  HNMI BFLZ N-Beir Reu
01102009 07102009 13102009 19102009 25102008  31.102009
4 Release iE} WET WET-51 &
3 Release 1B WET WET-S1 v

28
0
2E
0

Which lessons are
affected by cancelations
and substitutions?

Period

1 8.00-850

2 855-945

3 9:50-10:40

4 1055~ 11:45

5 1150~ 12:40

6 1245-1335 -

\J Teacher JelElhas a

total of 7
cancelations. 3 of
them are counted,

which corresponds to

the substitution
statement

4 57% 002
3 43% W Noreasen

1-tagige
Schulveranstaltung
Norezson

12.8.3 Print

If you click on <Print> or <Print preview> directly in the substitution statistics window, a new window
opens where you can define which elements of the active page you want to print.

-

@
~= | 885 005G

Test school DEMO Timetable 20162017
Fox demo and test only “alid from: 10 Cctober

Substitution stats . 19.09 2016 - 3009 2016

Teacher overyiew

Teacher Aksences Absence days Cancellstion Sukstibutions
Anicer a a a
Arist
Callas
Cer
Curie
Gauss
Hugo
Men:
Maobel
Rub

o e L e e e e Y e
cooooooo—
| S e e e e [ e e [ )
cooooooooo

Period Distribution

Classes Class teachers Period Distribution

1a Gauss E5 (98 45%) A= scheduled
1 (1,52%) Substitutions
0 (0,00%) Cancellation

10 Arigt 7 (100,00%) Az scheduled
0 (0,00%) Substitutions
0 (0,00%) Cancellation

2a Cer

B4 (95,46%) Az scheduled

Teacher overview
Period distribution
Wwheekly distibution
Tirne rarige
Reazons of absence

You can decide which
elements appear in the
report

Abbrechen

1

b
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12.8.4 Reports

On the 'Reports' tab on the left side you can access all reports on cover scheduling available in Untis. On
the right side you have the option to access the substitution statistics as you know it from earlier
versions.

F

@ Substitution stats.

=1 Substitution statement
| Canc. days

| Cover overview
| Surplus activities

The two following examples will describe the many options you have with this diversely applicable tool.

Statistics on periods on subjects not held

Statistics on cancellations for teachers

12.8.4.1 Statistics on periods of subj. not held

You wish to know the percentage of lessons of a particular subject held for class 7a in March. The
screen shot below shows the settings and the report which will be printed.
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12.8.4.2

@ Substitution stats,

Statistics Reports

%) Substitution statement
2| Canc. days

=) Cover overview

= Surplus activities

= PUSH_Drop-out statistic

Selection

@ Classes
(71 Teachers

(71 Cancellations
(7) Substitutions

@ Lessons

Grouping for teachers/classes
1 Subject

2 None

3 None

Substitution statistics per teachericla
[ Export payroll number

Matrix: Subject/Rezzon

Print preview Print

06 -

h

07
Lessons 1.1.13 -31.3.13
07a GSM 07a
Subject Held Planned Subject subs. Substitutions Cancellations Supervision
Bio 10 1 0 0 2 0
D 19 30 3 3 17 1
E 25 29 3 3 11 1
Fo-D 35 41 0 0 9 0
Fo-E 40 41 0 0 3 0
Fo-M 40 41 0 0 0 0
Fa 10 15 0 0 7 0
Fa-D 6 9 0 0 3 2
Fa-E 9 10 1 1 2 0
Fa-M 10 10 0 0 1 1
Ge 6 8 0 0 2 0
Geo 12 13 2 2 4 0
KS 9 11 0 0 2 0
Ku 9 1 0 0 2 0
M 26 29 3 3 10 1
Mu 4 4 0 0 0 0
Philo 3 3 0 0 0 0
Phy 15 18 1 1 7 0
Reli 3 3 0 0 2 1
Sp 13 14 0 0 2 0
WP-Al 18 30 6 6 20 0
WP-F 41 60 7 7 24 1
WP-Gs 25 30 0 0 4 0
WP-NaWi 29 34 2 2 6 0
WP-Sp 25 30 1 1 9 0
WP-Tec 70 79 0 0 9 2
WP-Tx 27 30 0 0 3 1
WP-VBEB 24 34 1 1 11 1
kReli 3 3 0 0 0 0
Total 563 681 30 29 172 12
Total 563 681 30 29 172 12

If you entered the subject that was originally scheduled in the "Subject" column of the substitutions view,
this lesson will be regarded as held and it will be counted as such. If you wish the subject of the
substitution to be entered automatically then activate "Insert the substitution subject

automatically" (Settings | Miscellaneous). The substitution will be displayed separately as "Subject
subs.". The following rule applies:

¢ If the substitute teacher has the teaching qualification for the originally scheduled subject then this will
be entered automatically. We are dealing with a subject substitution and the period is regarded as

held..

e |f the teacher does not have the teaching qualification but is teaching another subject in this specific
class then it will be entered automatically. This period will also be counted. (This makes it possible for

the percentage of held periods of a subject to exceed 100%.)

e |f the teacher does not hawe the teaching qualification and does not teach the class then no subject
will be entered and the period is not considered as held in the statistics.

Statistics on cancellations for teachers

You wish to know the number of cancellations plus reasons of absence for every teacher in March.
The screen shot shows the settings and the report which is will be printed.
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12.9

@ Substitution stats,

(=[O s
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Substitution statement
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; Cover overview

From-To
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Selection

(") Classes
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2 None
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31.10.2009
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[] Export payroll number
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Frint preview Print

Export

E
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PicFr

RubAr
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Excel

TutDe
Numnber
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m

Tutu
Reason
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Mead-Lawrence
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Bragg
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001
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Weekly values

Substitutions can also be considered in the weekly values (only available with module "Lesson planning

— Value calculation").

F

(7L Weekly values

-

o5 sl

Teacher -
Brala - Cover plan / periods = || [ Condensed view [ HH:MM
Refresh Given lessons including cover and ‘Events”.
Week |Fr.-To Planned |Schedulet Held  |Cancelltn|Subst. | Spec. duti Total | -
Tetal [14.9-11.7. 28704 291000 225.00 2.00 0.00 0 289500 Al
1/149.-20.9. 19.93 20.00 20.00 1
2121.9-2749. 19.93 20.00 20.00
3|28.9.-4.10. 19.93 20.00 12.00 2.00
41510-11.10. 19.93 20.00 20.00
5|12.10-18.10. 19.93 20.00 20.00 v

The setting "Cover plan | Values" displays the values of substitutions and value corrections where

applicable.
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12.10 Export to official interfaces

We have deweloped a large number of export options (File | Import/Export) tailored to the requirements of
many countries.

For more information please contact your Untis partner or Gruber&Petters.

Data Modules

Scheduling  Timetables Course Scheduling Cover scheduling

1 New Category Interfaces
55 Open 5
@ Untis B Ibis
Recent files - LA S
@ Expart TXT file (CSV, DIP Schuldatentransferformat
2 Close P Import von Dateien im Schuldatentransferformat (Firma Stuber Software)
S-Plan
Import TXT file (CSV, DIF)
[ save data @;; Export for S-Plan
B2 saveas.. Bad.-Wiirt. xxL Tools
Country-specific Baden-Wirttemberg Interface to xdTools
= Legin = Autia Bad.-Wiirt. Winprosa
— Baden-Wirttemberg Interface to Winprosa
- i Bahrain Bayern ASV
%4 Store in database Import/Export Bayem ASV
I i Belgium L Bavaria WinLD
3 Interface to the official Bavarian teacher-file WinLD
= Bayern WinkD
Brazil
ImpoliEsead E Import of student-data from the Bavarian WinkD
- i Chile Brandenburg LUD
i) Print Brandenburg interface to LUD
[, Print preview WS Denmark Bremen Ausfallstatistik
T} Drop-out statistic
(b Print setup L Fintana D
} Interface to the offical database LUSD
BB e Meckl.-Vorp. Stafistic
liary fundt Import/Export Meckl,Vorp, Statistic
Auxilial unctions
Y IF P— i Lower Saxonia IZN-Stabil
Export for the teacher-statistics
Welcome

13  Special functions

The following chapter is intended to give you an oveniew of the functions of the cover planning module

that are connected to other modules (e.g. Break supenision ), of functions that are not used on a daily
basis (e.g. New school year, Standbys) and of tips that should facilitate daily work with cover planning
(e.g. window groups).

13.1 Break supervision

Modules 'Cover planning' and '‘Break supenvsion' are connected insofar as an absence of a teacher in the
period after a break supenvision creates an uncovered substitution of the type 'Break supenvision'.

The following options of editing break supenvisions can be applied:

e Substitution of a break supenision with an absence

e Substitution of a break supenision without an absence
e Cancellation of a break supervision

¢ Break supenision special duty

13.1.1 Substitution of a break supervision

A substitution of a break supenision can directly be edited in the Substitution suggestion window. In
general you treat break supenvision substitutions just like any other substitution. The differences are:

¢ In the substitution window in the "Period" column the break between period 1 and 2 is displayed as
"1/2".
¢ In the "Room" column you will find the word "Corridor".
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¢ There certainly is no subject or class.
¢ Via <Settings> in the substitution window you can define whether break supenision substitutions
should be shown (and printed) or not. Therefore you can also create a list which has break supenision

substitutions only.

-

With a right-click in the header you can show the following points:

¢ Name: the name of the teacher.
e Points: the number of points (minus points) for the respective supervision.

@ Substitetions / Teacher (=10 S
=k > 32V #Ive= [P AR & :
Fram-To :
- 1309206 - Dhe
Mo Ak S
[ Uncovered substitutions
Teacher
Subst. Mo, | Type Periode | (Subject) |Subject |(Teacher) Substiute |(Class(es)) Class(es) (Room) |Room
296 Substitution 1 Bl Cer T 1a 1a Ria R1a
300 Break supervizion 172 Cer i Basz Bas
297 Substitution 2 Bl Cer T 2h 2h F2h R2h
2958 Substitution 3 EM Cer e Za 2a R2a R2a
*" 299 Personal studies 5 EM Cer + 4 4 Ria Ria
@@ substitute Sugeestion EI@
@ & .
= 19.9. Mo-1/2 Cer/Bas
a Br.5up. Sub. (8]
Br.Sup. Sub. [3)
Mame Countel Max mir Less. bel Less. af Before 1| After las| WTP pric NTP afte -
Ander 20 v v =
Arist 20 (v v
New 20| v -
-

e Counter: the number of break supenision substitutions already held in the selected time range.
¢ Max. minutes: the maximum value (in minutes) for break supenvisions per week that was entered under

"Master Data | Teachers".
e BS/day: the number of break supenvisions on this day.

e Less. before / after: the teacher has a lesson just before / after the break supenision.
e Corridor before / after: The teacher has a lesson in a room adjacent to the corridor just before / after

the break supenvision

e Before 1st.per. / After last per.: This break supenvision is before the first period / after the last period of

the teacher.

e Consec. superv.: The teacher is already scheduled for a break supenvision that lies either just before or

right after the break supenision.

e Bef. / After blocking: The break supenvision is just before / after a blocking of the teacher.

e NTP prior / after: The teacher has a non-teaching-period just before / after the break supenision

Tip: Break supervision despite absence
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13.1.2

If a teacher is absent from the 3rd period on, then a substitution for break supenision for break 2/3 will be
created. However, the teacher is able to hold this break supenision. The teacher can be assigned as his/

her own substitute but will not be suggested as a substitute..

BS substitutions without an absence

If you want to change a break supenision without setting a teacher absent you can do this in the break

supenvision window:

1. Open the break supenision window on the 'Start' tab and choose the respective week in the calender.
2. Choose in the selection list the supenvision of the resepctive area.

3. Select the respective supenision in the grid and open the substitution suggestion.

4. Double-click on a suitable substitute to confirm.

I'
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13.1.3 Cancellation of a break supervision

Via the <Teacher ->?> button you can cancel a break supenision without entering an absence for a

teacher.
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"

@ Break supervisions / Cover planning E

Carridor l Teacher ]

Minutes: 180
[Urzovered:0.0]

0 142 243 344 4/5 5/6
245|540 1035 [11:30 (1225 1
00 855|850 (1045 (11:40 (1235
19.9.2016 N aobel

20.9.206 Rub
21.9.2016 Hugo
2292016 Curie

13.1.4 Break supervision special duty

You can assign break supenvisions spontaneously — even at times when usually no break supenvisions
are scheduled. Just enter the name of the teacher for the relevant corridor at the respective time and the
supervision will be assigned to the teacher. You can assign a teacher also via the teacher suggestion.

Fo "

& Break supervisions / Cover planning EI@
Bas R oS5 B0 &E
Carridar l Teacher]
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01 1zl a4 e (B (7m |w
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13.2

13.21

Standby scheduling

Standbys are often used in cover planning.

Course Scheduling Modules Cover scheduling

@ E Hgh Class T ~ @ Cover scheduling formats

5 Teacher 7T - nﬂInfn-Timetahle =
Scheduling Lesson i Cover
dialogue~ pool~ CH RoomTT~ 4z Settings - scheduling

Timetables

In certain periods one or more teachers are on standby, i.e. they are readily available for possible
substitutions. The standbys are scheduled after the timetable is completed. The following points need to
be considered

The standbys must be distributed evenly among the teachers.

In certain periods, e.g. the first period, more than one standby is needed.

There has to be a limit of how many standbys a teacher can be assigned to.

The standbys hawe to "fit in with" the regular timetable of the teacher. The teacher should not be
assigned lessons while he is on standby, of course. On the other hand the standbys should not be
scheduled on (half) days without regular lessons. Ideal are non-teaching periods between two lessons
or periods that are adjacent to lessons.

e Seweral standbys on the same day are generally not desirable.

Preparation for standby scheduling
The following points need to be completed before standby scheduling:
Teacher

Define in the master data window of the teachers how many standbys should be assigned to the
teachers.
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@ Teachers / Teachers - Stanc@. E@
Ender ~| 5 | & L % % T | & :
Mame |Surname | Mr. standbys | Max Standbys
Ancder  Andersen 1 2
Arizt  Aristotle 2 2
Callaz  Callas 2 2
Cer Cervantes ] 2
curig  Curie 0 2
Gauss  Gauss 1 2
Hugo  Hugo ] 2
e Mestan 0 2
Mobel  Kobel ] 2
Ruk Rubens 0 2

- Teachers - Standbys -

Define a standby subject
Go to 'Subject | Master data' and define a subject as standby subject. Autmoatically this subject will
neither be substituted nor counted.

F ]

i Subjects / Subjects - Standbys EI@
s [» | HMERRTI IS IQ I R-E8ODF

Mame | Full name Standby | D-Standiy -

PEG  Girls PE

CTe Clazs Teacher

Hhd Head Teacher

STEY  Standhby v J

m

- [ Subjects - standbys -

Time and number of standbys

In the standby window you define how many standbys are necessary in which periods.

In the screenshot below you see that in the first period two standbys are needed and in the periods 2-3
one standby is necessary for each.
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1 “ On standby

Show the number of 'Standbys'

@ Standbys El@
=8 MR-
STBY + | 'On Standby' - Subject

2 2
1 1
1 1
0 1]
0 1]
0 1]
0 1]
0 1]

I

2

o o o o o = =

Monday | Tuesday |‘Wednesday | Thursday | Friday

2

o o o o o = =

Saturday
2

o o o o o =2 =

13.2.2 Scheduling standbys

Uncheck the box 'Show the number of 'Standbys’ in order to be able to schedule standbys. Now you
have three options to schedule standbys. The first two options need a look into the teacher timetable.

1. Just enter a teacher in a field with a question mark.

2. Click on a field and open the suggestion window. Here you see which teacher is suitable for the

respective standby.

3. Now let the standbys be scheduled automatically.
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@ Teacher Suggestion EI@ =l Standbys o || =] 2R
Apply i i
Mame Flag Mr. standk| kax.Stang Points STEY - endby - Subject
Brist 1 0 2 20 1 12 Onstandby
Callas 1 0 2 20 [7] Shaws the number of 'Standbys'
Cuirie 5 1] 2 999
Monday Tuesda) Wedne: Thursde| Friday | Saturds
1 ? ? ? ? Gauss
2 7 ? ? ? 7
3 ? ? ? ? ? /
4
5
5
7
a
4 L 3
Transfer standbys into lessons
When the scheduling is completed you can transfer all standbys into the lessons window and the
timetable by clicking on the <Transfer standbys into lessons>.
G Arie - M= = ez |
@ Seandbys EI@ @ Arist - Aristatle T|m@|lB o || B 2R
- - rigt | - [ = i
A EL O) [ 3 =B d8s K
19092016 ~ | -2492016
STEY = || '0On Standby' - Subje!
1 “  DOn standby Mo | Tu [We | Th Fr | Sa
Show the number of 'S tandbys' { 4 a |*3a. 1
2 1a Ho1F2ho| 4 [Ha | 1a
Monday| Tuesda| Wedne: Thursdz| Friday rda; 3 1h 1h H 1h 1b | *3a.
1 Ander  Gauzz  Callas  Arist Gausz Calla 4 1 *2h. [*a. | 1h | 1a | 1a [*2h
2 Lol A Al g o Techer oo =R e
urie ugo s - P— — = — . .
4 pist =] 2| P LTSI ROEE A8 FE @ B-EO E
L5} L-Mo. |+ ClTe. UnSched Prds  |Per | YrsPrds |Teacher |Subject Class(es) Subject room |Home room | Double pers. | Block -
B 115 1 Arist STEY
7 108 1 Arist =TBY
g 117 1 Arist 5TBY L
5 = 103 (i) 2 st CTe 4 Ps1 il
TE + 2,2 3 izt PEG 3a,3k SH2 R3a
T3 + 2,2 3 izt PEG 1a,1b SH2 Ria
75 + 22 3 izt PEG 2h 2a SH2 F2a
32 2 Arist PH 4 PL Ps1
¥ | L-No. 115 > Teacher -
Display of standby

All standbys are certainly also shown in the substitute suggestion. This enables you to quickly decide,
whether you want to assign a standby teacher for an unscheduled substitution or not. The 'Period flag'
column shows the short name of the standby subject.
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13.3

.

@ Substitute Suggestion

2@

=N HoR(=x=

-

= 19.9. Mo-3 Anst/MAS1b

« Cover teacher suggestion [2].Supervizions [f].Rooms [13]
Cover teacher suggestion [2) l Supervizions [7) ] Rooms [13] l

Mame Timetabla i

Curie | ® |

Gauss | |

4 I

= Shiftz [0]

ag | Subst | Cancellation | Counter| ”

Note: Standbys count as teaching load

If you tick the option "Standbys count as teach. load" (Master Data | Subjects | Subst. tab) then the

standbys will count towards the teaching load of the teacher just as any regular lesson. A substitution in

a standby period does not count positively for the teacher's substitution counter. Un-used availabilities
are displayed for the selected time range in the "Substitution Statement" report.

Special duties

Generally, a special duty is an additional lesson which is not scheduled in the regular timetable and
which does not result from a substitution or a shift . A special duty can, for example, be defined in the

scheduling dialogue or it can be created through the lesson pool. You will find more information about the

procedure in the relevant chapters.

If you wish to create several special duties for one period block (e.g. for a multi-period exam or class
teacher lessons at the beginning of the school year) then you can use the 'Special duties ‘window

You can open this window via the context menu of the right mouse-button or the <Special Duties> button

on the 'Course scheduling' tab.
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13.3.1

13.3.2

Special duty for a period block

If you wish to create a special duty for a period block - e.g. for an examplease do as follows:

1. Open the 'Special duties' window and select the respective class(es).

2. Select the date on which the period block should take place.

3. Enter in which period the block should take place. Confirm your entry with <Tab> or <Return>. Three
lines will appear for the first three periods allowing you to create the special duty.

4. Enter the teacher, subject and room, if you already know which elements should be entered. You also
can enter a text which will be displayed in the substitution text, if you wish so.

Tip: Name of supervision not known yet
If you do not know yet which teacher(s) should supenise the exam, you can leave the fields empty to
look for a suitable supenisor later on via the substitutions window.

Class teacher lessons

You can easily schedule class teacher (form teacher) lessons at the beginning of the year via the
"Special duties" window. The prerequisite for this is that class teachers must be entered in the "Class
teacher column" under "Classes | Master Data".

1. Open the 'Special duties' window and select all classes.

2. Select the date and the respective periods and confirm these entries with <Return>.

3. The class teacher (from "Classes | Master Data") and the home room of the relevant class will be
entered automatically when the <Class teacher - Lesson> button is clicked.

4. If a teacher should be absent in the chosen time you will be informed and the special duties will not be
created. Enter the ?-teacher and search for a suitable substitute via the substitute suggestion window.

H ' Special duties - o L] ’ . ! [ = |
Clazs(as) - Clazzes B 1a.1b. 2a. 2b. 3a. 3b. 4. Man
Date Periods
19.09.2016 Ee 12 o
Create special duties l Class teacher- Lesson Cancel
Clazz |Period |Teacher |Subject |FRoom | Test |Subst Mo P
1a 1 Gauss Ria
1a 2 Gaussz Rla |
b1 Arist Rib I
1b 2 Arist Rib
2a 1 R2a
2a 2 RZa
Zb 2 i
- . Ermors: 2 N
b W arnings: 0 J

.| Text

is absent / Teacher Arist /199 /1
is absent / Teacher Arist /199, / 2
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13.4

13.5

Exam planning

You can schedule exams with one of the following methods depending on how much information is
available at the time of scheduling:

Exam is fixed

If all elements are already confirmed - time, students, teachers and rooms, create an event with all
elements involved. You will then have all necessary information in the substitution printout. Furthermore,
all changes of the regular timetable are transferred into all statistics. You can define how the event
should be counted for the teachers inwlved and those released (see chapter Events and Substitution

counter ).

Time and students are fixed

If only the time and the students are confirmed and teacher and room should be assigned later, you have
the following options:

Exam as a special duty

1. Open the 'Special duties' window.

2. Select the classes which will participate in the exam.
3. Select the date and the period for the exam.

4. Enter the subject, teacher and room can remain empty for the moment.

In the substitution window special duties without teacher and room are created.
Exam scheduling with ‘Course scheduling' module

Data originating in the' Course scheduling' module are also transferred into substitution scheduling. You
will find further information in the 'Course scheduling' manual.

Splitting substitutions
This function enables you to split up substitutions so that two or more teachers can take the lesson.

This funcition is mostly used when two or more classes are inwolved in a lesson and should be treated
differently.

1. Activate the line in the substitution window which you want to split and click on the <Split
substitution> button. Now a second, almost identical substitution line is created, the only difference is
the entry in the 'Room' field.
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@ Substitutions / Teacher E'@
R AEEEHmPS PR G- & -
[Teacher) From-Ta -

- Al - - zzoazle - T
Th an o
Uheovered substitutions
Teacher

Subst. N Type Period = |[Subject Subjec (Teacher) Substitute | (Clazs(es)) | Class(es) (Room) Room | Shiftec (Te)to | Substitution text
296 Substitution 2 18] Callas e 15 13 Ria Ria
297 Substitution 3 DE Callas T 2h 2h RZh RZh
299 Break super: 3id Callas Y Ar2 A2
W00 Partsubst. S cH Callas 777 28,2038, 22,2035 gra  Roa
298 |Concelled 5 CH -~ Calas |2 %E:ﬁb'aa' %E:ﬁb'aa' RZa Cancelle

subst.Mo. [ |4 Teacher -

2. You can now edit both substitution lines independently. Edit the 'Class’ field in both lines in order to
treat both classes involved differently.

@ Substitutions / Teacher EI@
Ry dEEERVFETLEIR B-D & .
[Teacher] From-To
-4l - - zzoaame v B~

Ule il il [1] Uneovered substitutions
Teacher
Subst. M| Type Petiod = | (Subject Subjec (Teacher) Substitute |(Class(es)) |Class(es) (Room) Room | Shiftec (Te)to | Substitution text
301 Substitution 2 i Callazs T la 1a Rila R1a

302 Substitution 3 DE Callaz o 2h 2h R2h Rzh

204 Break super: 314 Callas s A2 or2

05 |Part.subst. & cH Calas  Ander ST g g |Z|R23 R2a

303 Substitution 5 CH Callas Curie gz‘ ib' 2 28, 2b, 38 R2a R2a

substNo. [ |% Teacher -

13.6 Substitution couplings

The basic idea behind this function is that one teacher can perform several substitutions at the same
time. There are two options.

1. A teacher is entered in the same period for two different substitutions. A query is shown where you
can couple both substitutions, i.e. the same room is also entered in both lines. A coupling is defined
by an entry in the 'Coupling' column.
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13.7

@ Substitutions / Teacher EIIEI

™ =] * £ F R o

R TAEY IR IR XA :
[Teacher] From-Ta E
-l- - 23092016 ~ -~

Uy o [ Uncavered substitutions
Teacher
e, | p—
Subst. Mo, | Type Periode | (Subject) Subject |(Teacher) | Substitute las=(es)) Class(es) (Room) (Room | Shifted from |(Te)to Substitution t ICoupling.
EL | Substitution 5 PEG 1
346 Substitution 5 PEB 4 1
Question
Subst. No. | 346 o Teacher* -

Subst. Mo. 347 [29.9/8): 12,1k, Mew, SH2

Options

O Azzign the teacher to the substitution - create a coupling with the clashing one )

2. You can enter the same number in the 'Coupling' field if you have two substitutes in the same period. If
you choose a substitute for one of these substitutions, he/she will also be entered in the second line.

Note: Cancel coupling
If you want to cancel a coupling, just remove the entry in the 'Coupling' column.

Substitution diagnosis

Substitution diagnosis shows whether disadvantages arise for a teacher because of the assigned
substitutions. These disadvantages refer to entries in the master data, e.g. time requests. This function
will indicate, for instance, if a teacher has too many periods per day or too many consecutive periods.

@ Substitutions / Teacher == =]
3 A [
gwe nd {0)rssD 2508 .
[Teacher] From-Ta
- - 2092006 - e
Th PR N
|| Uncovered substitMons
Teacher
Subst. Mo, | Type Petiode | (Subject) | Subject | (Teacher) | Substiute I(Class(esj) \Class(as) I(Room) ‘Room IShif‘tec{ from I(Te.)to Substitution text | Coupling. -
e oM o e T e v o
357 Substitution 2 X *Curie Ander Diagnasis A ﬁ ]
360 Substitution 2 DE Huiio Ruk ncelled a
349 Substitution 3 DE Callas Anicler Check substitutions 1
354 Substitution 3 Bl Cer Ancer - 1
. Subst. Mo, | Substitute
359 Supervision 4 MA Ancer Mokl = ncellscd a
360 Fub Period sequence L
355 Teacher-swe 4 Bl Cer Ancler cher-sw 0 =
_ X 343 Ander Fioom clash
341 Substitution 5 PEG *Arist e 1}
a0 Cancelled 3 CH --- Callas - ncelled 0
346 Substitution 5 FEE *Rub Ander a -
Subst. No. = | Teacher -

You can also check substitutions on their consistency here.
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13.8

13.9

Timetable changes and cover planning

If the timetable changes during the school year, you can use the functions of theMultiple termsmodule.
This module allows you to manage several different timetables in one file, meaning that all substitution
data is in one file as well. The big advantage of having all the data of one school year in one .gpn file is
that you can make statistical evaluations over the whole school year at any time — even if timetable
changeswere necessary during the school year

Example: Terms and cover planning
The timetable has to be altered from 1 February and the specific timetables of several teachers and
classes hawe to be changed.

Create a new term starting with 1 February and modify the timetable in this term. Cover planning can be
used as usual. The basis for the cover planning from 1 February is the new timetable. Even shifts are
possible across the boundary of two terms.

If you had already entered substitutions in the time range of the new timetable then they are checked for
consistency and — if applicable — deleted. Substitutions already edited can be changed to open
substitutions if necessary (e.g. the assigned substitute teacher has to teach his own lesson).

Note: Checking substitutions

If you have already edited substitutions and then the timetable was changed later on, it might be
necessary to update the substitution data in the shown time range of the substitution window by clicking
on the <Check substitutions> in the Substitution diagnosis .

Importing substitution data

In many schools, timetable scheduling and cover planning are performed by two different people, each
one working with his/her own .gpn file, which might make it necessary to align the files. This alignment is
supported by Untis with function "Import cover planning data".

This function imports cover planning data from another .gpn file and it can be called up via "File | Import /
Export | Untis | Import cover planning data".

eSS Tas s [

EEDM v ot scheduing  tmembles  CourseScheduing  Mocules Coverseneduing

New Category
& gpen
@ Untis ] =
Recent files 2 .
Fpe——— B
 Close 47 im, le and input [i.e. Master Data views] formats

H Save data g Import TXT file (CSV, DIFY
- T

essons via an XML file

Country-specific

coverpianning out (3anotner gpn ie

=== Austria
—

mporygsgon ;| sevein
Belgium
[0 ImportExpart a1 edo0.ys

(SRl rpotgror Al
Enter the name and the path of the file that you wish to use for your import in the import dialogue.

All substitution data of the whole school year will be imported from this file. All absences, events,
substitutions, shifts, special duties etc.
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13.9.1

13.9.2

13.10

Additive import of substitution data

Substitution import and terms

Additive import of substitution data

You have the option of keeping the existing cover planning data while importing substitution data. This
helps large schools in particular working decentralised with the Department timetables module to collect
the entire substitution data in one file.

The import will be completed when the import dialogue is closed.

Substitution import and terms

At the beginning of the school year many schools provide a tentative timetable for about two weeks
which is then replaced by the regular timetable. In the first two weeks the substitution planner and the
timetable scheduler work simultaneously. After two weeks the new timetable and the substitutions of the
first two weeks should be combined into one file.

We recommend the following procedure for the alignment of the two sets of data:

1. Creation of the new timetable (schoolyear.gpn). The cover planner starts his work with this file in the
first few day of school.

2. The timetable scheduler takes this file and enters a new term (e.g. from 28 September). He then
changes the timetable to the new term and saves the file under schoolyear_new.gpn.

3. On the first day of the new term the timetable scheduler hands over the file schoolyear_new.gpn to the
cover planner, who imports the substitution data from the file schoolyear.gpn. From now on the cover
planner works with the file schoolyear_new.gpn.

Note: Modules manual
You will find additional information on "Terms and cover planning" in the chapter of that name in the
Modules manual.

Tip: Untis MultiUser

Untis MultiUser allows the timetable scheduler and the cover planner to work on the same set of data (in
two different terms, of course) simultaneously. The prerequisite for this is that "Restrict cover planning to
the current term" under "Settings | Miscellaneous | Multiple terms" is checked.

Cover planning with different time grids

If certain school types, departments or specific classes in your school work with different time grids,
cover planning will be affected as well. The handling of the cover planning does not change to any great
extent as only teachers are suggested for substitutions and shifts who can be assigned without a
conflict.

Note: Free periods of the day
You can define specific periods on specific days in the calendar as free periods. These periods always
refer to the main time grid.
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Absences are entered in the form HH:MM.

Break supenisions can be scheduled individually for each time grid. Break supervision substitutions are
accordingly dealt with in the relevant time grid.

P "

@ Break supervisions / Cover planning EI@
Bas iR eosE ELODH B

Carridar l Teacher]

mlzgtnefér?fd?n.n] [ Full name
TNl - || Time grid
b ain-Timegrid
0/1 B/F 7B |
13200 1415 1510
8.00 13.30) 14.25

1392016 | Mobel
20.9.206 | Rub
21.9.2016 | Hugo
229.2ME | Curie
239206 Rub
249206 | Cer

Note: Break supervisions and substitute teachers
Please note that with different time grids, certain teachers who do not teach in the period in question
might not be available for substitutions as they have to supenise a break in another time grid.

Standbys can be scheduled in any time grid in a similar manner to break supenvisions. This ensures that
there are sufficient standbys at any time

i -

@ Sstandhys E=8 E=R (xS
STEY = | 'On Standby' - Subjeck b ain-Tirmegrid [+ Time arid
1 : O standhy ain-Timerid

Secaondary ime gnid
[] Shaw the number of 'Standbys'

bonday| Tuesda "Wedne: Thursde Fridap | Saturda -
1 Ander  Gauszz Callas  Arnist Aurizt Callaz ‘ ‘
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The display of the substitutions shows the actual time of the substitutions as the number of the period
could provide ambiguous information. For example, the second period could start either at 8:50 am or at
8:55 am depending on the time grid in which the period was scheduled. You can show the "Time"
column in the substitutions window via <Grid adjustment>.

i Y

@ Substitutions / Teacher E'@

X AEEEZVITELE IR b- & @ ;
Substitute Fram-Ta -
Al - - | 19.092016 he

b PN

Ihcovered substitutions

Teacher

Subzst| Type | Datee | Perioc| (Subje Time | Subjed (Teac| Subst| (Clas: Clazs) (Roon| Room | Shifte (Te ) t| Substituti =
Subst THY [ =N Callaz " Ja e Fla Rla

il
1 Subst 199, 1 RE Lt Mokel 737 2h 2k R2h  RzZh E
3 Subst 1959 MU ESES Callaz 7¥7  1a 1a Rla Rla

2 Subst 195 RE &30 Mohel 737 2a 23 R2a R2a
G

4

Subst 199, 3 AR E0 Callas 777 Zb 2b R2b Rb -

L 2

Ssubst.No. [ | Teacher* -

Warning: Scheduling dialogue cover planning
If you use several time grids, the substitution scheduling dialogue cannot be set on Teacher' any more,
since the lesson is not clearly defined anymore for the teacher.
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Detail window 35
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Do not print certain absences 102
Do not print certain subjects 95
Do not print substitution line 95
Don't count 117

Drag&drop in timetable/sched. dialogue 89
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