\\’//

\Unhs

GRUBER & PETTERS
- £ o

Untis

Multiweek Timetable




Table of Contents

a b~ ODN

o O A~ W

<<9le

Overview 4

Selecting the 'correct' method............coeiiiiiiii 5

Time limitation 'from-to’ 6

Time limitation and value calculation............cooou i 7

Lesson groups 8

Periodic I@SSON groUP......cciieiiiiiiiiiiri s s s s ra s ra s s s sa s sasassassassnssassnssassnnen 8
SpeCifying PEriOAICItY ......ccciruiiiriiinii 8
Creating lesson groups ....

Changing periodicity ..........

IrregUIAr 1@ SSON GrOUPS....cuuirureuirirrisrasrrasrrasrrssrnssrnssrnsssnssnsssnsssmsssnssenssnnssesssnsssnssensssnnsnnneen
Assigning 1esson groups t0 I@SSONS..........ceuiiiiuiiiiiiiiri i 12
Lesson groups and value calculation............ccciveuiiiieiiiieiniiein e 13
Optimisation and [@SSON GrOUPS.......c.ciiuiiiiiiiiiieiirc i s s s s rra s sea s rrasressrnssenssenssennsnnnren 14
Weekly alternating lessons
Lock lesson group ........cceceenienniennennsennnnns .
ASSIgNING @ 1€SSON GrOUP ..coiiiiiiiiiiiiii iR R R e R e e e R R R R e e R s R e
Allocating 1@ SSONS t0 GroUPS ..o s 19
Timetable diagNOSis ... 20
Terms 21
(0 0T o 11 4 Vo = T 1= (=Y o TN 22
Embedding aterm .
[ = L= T T TR 1= o 1 4
Changing data in @ term..........coiiiiiiiiiii 26
Term-specific (for current term ONIY) ..o e s s 26
Term-specific (optional for SUDS. tErMS) ... e s 28
Term-independent (global save all terMS) ..o s 29
L= 1 T o= 1= 4 T - T 29
LI T = L= 30
LI T o2 g T T =Y o 1N 31
Terms and timetable display.........cceviieiiiiiiiii 31
Time range: week
Time range: term
Statistics about termS.... ... 33
Terms and cover SChedUliNg.........cccuiiiiiiiiiii s s r e e e rra e s rnnenes 33
NEW SCROOI YEAr... ... r e s e sra s sr s e s ra s ea s ransnnnsen 35

Combining several time limitations 36



Contents 3

Vi

Vil

O g A ON -

Vil

Year's planning in terms 37
(€7 0 1= = 1 4 1 L
LA LT 0 o= e =Y o T
Blocking terms .........ccceeeeennnenn.
Entering total weekly periods
Manual alloCatioN.........cce e e e e e e enaeaen
Entering weekly periods Per t@FM ... e e 4
Min./ max. number of periods Per t@rm ... 4
WeEEK OVEIVIEW PET LEIMN ...t e s ae e e e s me s e s e e e e me e me e e sn e e mnnnmeeanns 42
LI e T Q1 T =Y o 42
Automatic alloCation...........ce i 43
(00 -1 T Vo IR Y o 4 43
Multiple time grids 44
Defining several time grids...........coiieiiiiiiiiiir 44
Teacher time requests in time grids........cccciviiiiiiicrr e 47
Display several time grids in timetable...........c.cooeiieiiii i 48
Display time grids in sched. dialogue...........cooiuiiiiiiiiii 49
Multi-time grids and break SUPerViSION............ceciiiiiiiiiiii 50
Multiple time grids and cover Planning........cccciioiiiiiiiiiieir s s e e en 50
Multi-week tt and break supervision 51

Index 0



Overview

If you make no additional settings Untis will create a timetable for one week. It is implicitly understood
that this timetable is repeated on a weekly basis, with the exception of public and school holidays.

There are many reasons why this is increasingly seldom the case in daily school life. Educational and
organisational factors mean that the timetable cannot be repeated exactly week for week and that it is
subject to various time constraints.

Untis provides you with three basically different tools for dealing with these various cases:

A) Time limitations 'from-to’

Courses or individual lessons can be time-limited by entering a date, i.e. the lesson does not begin until
some time after the start of the school year and/or finishes some time before the end of the official

school year. Interruptions in the lessons/courses are not possible with this method.

A typical example of this would be final year examination classes where lessons normally finish some
weeks prior to the official end of the school year.

l School year |
| Senior class 1 01.06.
. Time limitation "to"
| Senior class 2 06.06.
| Senior class 3 14.06.

B) Lesson groups

Lesson groups can be used to establish any desired regular or irregular time characteristics for individual
lessons or for all lessons of a class. A typical example of a regular time characteristics is a fortnightly

lesson.

School year I

|

IE IE' IE‘ E @ E A A .Lesson group/3... fortnightly Week A
m m :;‘ ?: B Lessén group-4... fortnightly Week B

Completely irregular time characteristics would be e.g. when classes start and finish lessons at
completely different times as is the case at many vocational schools. In the example classes 1 and 2
are subject to the same time plan, but class 3 is subject to a completely different one.
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School year

| |
| Classi | Lesson group 1 ClasSHN
___________________________________________ Lesson group 1
Class8 | Lesson group 2 | Classisill
C) Terms

If the timetable for the whole school changes at specific points in time then term planning offers the
exact functions required.

An example of this would when the timetable changes in the second semester. The school year then
consists of two terms with completely independent timetables.

School year
l Term 1 I Term 2 |

Semester 1 { Semester 2

In the case of the course system at Austrian vocational schools the complete school timetable changes
every 10 weeks. The school year is therefore divided up into four terms.

School year
| Term 1 I Term 2 | Term 3 I Term 4 |

Course 1 H Course 2 “ Course 3 l Course 4

D) Calendar-dependent periods

In all the above-mentioned examples scheduled lessons follow a certain pattern, i.e. a scheduled period
takes place more than once in the course of the school year. It is, howewer, possible to schedule a
period to take place once on a particular day in the year. The scheduled period could, for example, be
scheduled to be held on Friday, 27 October as the third lesson of the day and then never again. This
option is provided by the 'Calendar - Year Planning' module and is described in detail in the respective
chapter.

Selecting the 'correct' method

In many cases the organisational structure of a school type determines which method (time limitation,
lesson group, and term) should be used. Thus Bavarian vocational schools work with lesson groups while
Austrian vocational schools work with terms. Many schools with lessons over the whole school year use
a combination of all three methods.

One secondary school with a sixth-form has fortnightly lessons and a change in the timetable is
necessary at the end of the semester as some teachers are not available in the second half of the year.



School year I

Semester 1 H Semester 2

Senior class 1 |

| Time limitation

Senior class 2 & "
From -To

Senior class 3 |

A[EI A E Al AlE AlE) @@E@E@E@m@@

Lesson group

i i

Fortnightly lessons

N o

Term 1 Term 2

The following pages are intended to describe in detail how these three methods work and how they
should be used.

Time limitation 'from-to’

A time limitation is generally understood to be a limited period of validity (from - to).

The most common cases of time restrictions occur for lessons that are held on a semester basis or for
graduating classes (final examination classes) where lessons finish before the official end of the school

year.
Time limitations can be entered for classes, for lessons and for lesson groups.
Time limitation for a class

1. Please open “Classes | Master Data” in the demo.gpn file.

2. You can enter the desired time limitation on the 'Class' tab or in the 'From' and 'To' columns. If
nothing is entered in a column the beginning (from) or the end (to) is assumed.
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2.1

#l

7% Classes f Class
- I = =3 E = 35
[ B RO O B JBDERTESES&RE -
Mame | Full name Room | Main subj./day  Lunch break Periodsiday To
1a Class 1a{Gauss) R1a 4(1-2 4.6
1k Class 1b(Mewton) Rib 4/1-2 46
2a Class 2a (Hugo) R2a 411-2 4.7
2b Class 2b(Aandersen) |R2b 4/(1-2 4.7
3a Class 3a (Aristotle) R3a 41-2 4-3
3b Class 3b(Callas) Ps1 4/1-2 4.8 -
4 Class 4 (Nobel} Ps2 4/1-3 48 fw
I#
| I General Class Timetable Values 24
Students I - (Class teacher
1 Mal
11| Mk | Aasrame
12 Female
- I—' Leszons table
I:I  linter) Previous year's name
23 Students I— Dept
-
Diat
c |:| Class level
I:I Home school
I:I Extemnal name
-~ Class (Cla)* e

If conflicting time limitations are entered for a class and for a lesson group the period of overlap applies. If
there are any other cases where time limitations conflict, the lesson time limitation applies. You will find
more information in the chapter 'Combination of several time limitations'.

Time limitation and value calculation

If a lesson is time-limited - irrespective of whether this time limitation stems from a master data element
(e.g. class) or whether it was entered directly for the lesson - it is automatically included in the value
calculation. Thus a two-period lesson that is held just for half a year has a value of 1. No further entries
are necessary (see chapter 'Value calculation with the multi-week timetable module’ for more details).
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3141

% Cervantes / Teacher

fCer HER TS &7 Q@ ¢ O gHERLPR-BETIAL &- &

L-Ma.|+ CI,.Te UnSched | Per | ¥rsPrds Teacher |Subject | Class(es) Subjectroom Homeroom Doublepers. | Block Frorgf| To Walue = | Eff. time range
63 2 Cer Bl 1a Ria 26.01. 0.955|2.9.-26.1. (I}

64 2 Cer Bl 1b Rib . = A

59 4 Cer DE 2a R2a 4.000/29.-57.

60 4 Cer EN 2a R2a 4000/29.-57.

65 2 Cer Bl 2a R2a 2000 29.-57. v
| L-Mo. 2] Lessons 22.841 + Reductions 0.000 = 22.841 Teacher -

Lesson groups

As already mentioned in the Introduction, Untis initially assumes that every lesson takes place on a
weekly basis. If a lesson is not held each week, lesson groups can be defined that are subsequently
assigned to the lessons in question. The time patterns can be periodic or irregular.

Periodic lesson group

The most common example of a periodic lesson is one with a fortnightly cycle. However, Untis allows
you to define a periodicity of up to 16 weeks or a combination of several periodicities. The procedure is
described below:

Specifying periodicity

You can specify the periodicity under <Settings> ' on the 'Start' tab. A weekly periodicity of 1 means
that the timetable is not subject to any periodic changes while a 2, for example, would signify that the
timetable is repeated every two weeks, i.e. some lessons would be held once a fortnight.
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3.1.2

Settings x>
= School data 5 chool name
General Germary *  Country
o ; Test school DEMO
erview - Region
L Values For demao and test anly
- Miscell
g " |sct;taneous S chool year Language
- Reparts
- Substitution Planning SE el Ty
- Course Scheduling 1 =
— MultiUser =
- Logging I:l Type of zchool
Activate daily time grid
FAulti-Timegrid
tialic = iocally stored saffings i fiss) Cancel

However, if lessons take place for one class in your school every two weeks and for another class every
three weeks you must set a weekly periodicity of 6

Creating lesson groups

You create lesson groups by clicking on the <Lesson groups> button.

Lesson groups are created just like master data elements with short name and full name. In the example
two lesson groups, 'WA' and 'WB', have been created.

In the case of lesson group WA the 'Week A' box is checked and the 'Week B' box is checked for WB.

Lesson groups / Group

- = e = [0l - ¥
B [H BERET && Z -
Mame Full name From To Factor flr'l -wveek Marked (m)  Lock (X Ignore (i) ~
WL Week A 02.00. 05.07. 0.500 L] ] L]
WH  Week B 0209, 0507. 0500 L] L] L] W
bt |Grcuup v|

Clicking on the <Calendar> toolbar icon shows you when lessons with this lesson group will be held.
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In the example of lesson group 'WA - Week A’ lessons take place every fortnight beginning with the first
week of school. School holidays are displayed in orange while public holidays are displayed in red.

“% Lesson Group Name A-Woche

g Date: Mo 292019 o lessons Legend Bresks Holiday Weekend
A Calendar week: 36, Public holiday Lesson Group Mame Intermuption Different week
Hide breaks

Mo Tu *e Th Fr 5a|Su Mo Tu We Th Fr Sa Su Mo Tu 'We Th Fr Sa Su Mo Tu we Th Fr  Sa Su /Mo Tu ‘e Th Fr Sa Su Mo Tu Wwe Th Fr Sa Su

September 2 3 4 5 6 7] 8 51011 12 13714]15] 16 17 18 13 20 21|22] 23 24 5 26 27 28|29 30
Dctober 12 3 4 56l 7 8 9101 12[13]14 15 16 17 23H5 28 29 30 31
013\ vember 1 2/ 3|45 6 7 8 _gf10]11 1z 13 14 19 20 2 22 23[24| 25 2 27 28 29 30
December 123 456 7 510 11 12 17 18 13 20 2122 23 24 25 26 27 il
7 3 21 22 23 24 25]26| 27 28 23 3| I

January EEE 6 3 1011]12] 13 14 15 16
February 1 4 58 7 01112 13

1819 20 21 22|123| 24 25 26 27 28 29
17 18 18 20 21|22 23 24 26 26 27 28|29 30 31

March 1 2 3 4 5 B 7 g 10 11 12
2020 | April 1 2 3 45 6 7 8 31011 13 14 15 16 21 22 23 24 26|26] 27 28 29 30
May - 2l 3] 4 5 B 7 8 9 1112 13 14 19 20 21 22 23| 24| 25 26 27 28 29 3I]|31
June 1 2 3 4 5 6] 7 8 91011 1213 15 16 17 18 23 24 25 26 27| 28| 29 30
July 1 2 3 45
4 General data Values for 'Count only school days’ 3
School year Number of days: 308 Mumber of weeks: 44 Mumber of interruptions: 0
Lessong Number of days: 244 Mumber of weeks: 42 Dauer [L-Group): 21

ok Cancel Apply Invertieren

By clicking on the <Weekly periodicity> toolbar icon once you can switch to the weekly display and
see when week A and when week B are activated over the whole school year.

"‘ Lesson Group Name A-Woche

Diate: Mo 292019 Mo lessons Legend Breaks Holiday
[ﬁ @ Calendar week: 36, Public: holiday
Hide breaks LTS Ll
Mo Tu e Th Fr Sa|Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su
September 2 3 4 5 6 7 9 10 11 12 13 14)15] 16 17 18/ 19 20 21{22] 23 24 25 26 27 28]29] 30
0 October 1 2/ 3 4 5] 6] 7 &8 9 10 1112 14 15 16 17 22023 24 25 28 29 30 A
Nowember 1.2/ 34 5 B 7 &8 9 1112 13 14 19 20 21 22 23| 24| 25 26 27 28 29 30
December 12 3 45 6 7 5/ 10 11] 12 17 18 13 20 21]22| 23 24| 25 26| 27 il
Januaty ...‘ 7 8 3 1011[12] 13 14 15 16 21| 22 23) 24/ 26[26] 57 28 23 a0 a1
February 122 4586 7 10 11 12 13 1819 20 21/22[23] 24 25 2% 27 28 29|
March 1 2 3 4 5 9 10 11 12 17,18 19 20 21| 22| 23 24 25 26 27 28| 29| 30 I
2020 April 1 2 3 4 5 6 7 8 9 13 14 15 16 21 22 23 24 25|26| 27| 28 29 30
May 2| 3] 4 5§ B 7 1112 13 14 19 20 21 22 23| 24| 25| 26 27 28 29 3I]|31
June 1 2 3 4 6 B} 7 8 3101 15 16 17 18 23 24 25 26 27| 28] 23 30
July 1 2 3 46
4 General data Values for 'Count only school days’ 3
Schaal pear Murnber of days: 308 Murnber of weeks: 44 Murmber of interuptions: 0
Lessons Number of days: 244 Mumber of weeks: 42 D auer [L-Group): 21
ok Cancel Apply Invertieren

In the example week A is yellow and week B is grey. The colours can be changed by clicking on the
icon of the same name.

This lesson group can now be assigned to the lessons in question (see chapter 'Assigning lesson groups

to lessons').

Changing periodicity

If school holidays interrupt the periodicity, causing the same type of lessons to be held in consecutive
weeks - as this would be the case in February - the periodicity can be modified under 'Settings | School
holidays'.



Lesson groups 1

3.2

Simply enter the name of the week that should follow the school holidays in the 'Next week (A,B...)'
column. In the example 13 February will start with week A although according to the periodicity it should
be the turn of week B.

“ School Holidays

MName Full name Fram Tao Mext week [4.B...] Mo, of subsequent school
National national haliday 10/26/2019 1042642019
Christmas christmaz holiday 12/24/2019 | 1/6/2020 -
Semester  semester holidap 2432020 2/9/2020 f’_,
158 1.6.2020 84172020 5142020 4
4 »
@ Date: Mo 292019 Mo lessons Legend Bresks Holiday
- Calendar week: 36, [] Public: holiday
Wieek A ieek B

Mo Tu We Th Fr Sa Su Mo Tu ‘e Th Fr Sa Su Mo Tu “We Th Fr Sa SP Mo Tu We Th Fr 5a Su Mo Tu We Th Fr |Sa Su Mo Tu We Th Fr Sa Su

September 2003 4 5 6 7 8 910 11 12 13 14]45] 16 17 18 13 20 21| 22| 23 24 25 26 27 28]29| 30
October 120 3 4 5| Bl 7 & 9 10 11 12|13]| 14 15 16 17 15 19{20f 21 22 23 24 ZEiE 28 23 300 A
2 Movember 1 21 31 4 5§ 6 7 8 9/10f 11 12/ 13 14 15 17|18 19 20 21 22 23| 24| 25 26 27 28 29 30
December 1l 2 3 4 5 & _7[ 8] 910 11 12 13M1a]15] 16 17 18 19 20 2[22] 22/ B 2R =
January 78 9101112 4 g 20 21 22 23 24 25| 26| 27 28 29 30 31
February 5 8 7 6)17 18 13 20 21 22[23| 24 25 26 27 28 29|
March 4 5 B 7| 8 16 17 12 19 20 21| 22| 23 24| 25 26 27 28|29| 30 A
2020 April g 9 10 11]12 200 21 22 23 24 26|26| 27 28 29 30
May G 7 8 9]10f 11 12 13 14 15 16)17] 18 19 20 21 22 23| 24| 25 26 27 28 29 3[I|3l|
June 1 10 11 12 13[14] 15 16 17 18/ 13 20| 21| 22 23 24 25 26 27| 28| 23 30
July
4 General data 3
School pear Mumber of daps: 308 Mumber of weeks: 44 Mumber of zchool holidays: 2
Lessons Mumber of days: 244 Mumber of weeks: 42 MNumnber of free days due to schoal holidays: 27 Humber of public holidays: 2

QK Cancel Apply

Irregular lesson groups

In addition to periodic lesson groups it is possible to define completely free time patterns.

Open the demo.gpn file, click on 'Data | Lesson groups' and create a lesson group with any name you
choose.

L -
L0 Lesson groups / Group

- m = = | )
Bl T RENRERT &5 E d&-&d -
Mame  Full name From To Factar A-wweek Boweek  Marked (m) Lock (2) lgnare (i
BL4 Blockclass4 02.09. 05.07. 1.000 ] ] ]
- ‘Group v|

Open the school year calendar by clicking on the button of that name .

All the days of the school year are coloured green and thus active.
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By moving the cursor while holding the left mouse button you can define interruptions and the colour
changes from green to white.

= Lesson Group Name Blockclass 4

- Date: Su 31.5.2020 Ho lessons Legend Bresks Holiday Weekend
@ Calendar week: 22 Public haliday Leszon Group Name Intermuption Different week
Hide breaks
Mo Tu We Th Fr Sa|Su Mo Tu We Th Fi Sa Su Mo Tu We Th Fr Sa Su Mo Tu ‘We Th Fr Sa Su Mo Tu We Th Fr Sa|Su Mo Tu We Th Fr Sa Su
September 2 3 4 5 B_7] 8 3710 M 12 18 19 23 24 25 26 27 28|29 20
3T October 1 2 3 4 5| Bl 7 8 970111201314 15 16 17 23 24 28 23 30 R
November 1.2 3 4 5 B 7 8_9110] 111213 14 20 2 25 7 28 292'
December 1 2 3 4/ 6 & 7] 8] 9 10 11 12 18 148 23 anlaal i
January 12 3 45| & 7 & s wTifiz] 13 14 15 16 2 23 27 Underline the period of interruptions
February 2| 2 4 5 &l 7_8[8] w1121 18 20 24 | with the left mouse button pressed.
March 1 2 3 4/ 5/ & 7] 8] 9 10 11 12 18 18 23 22
2020 | April 12 3 45 & 7 & s warfiz] 13 14 15 18 22 23 27 28 29 30
May 1 2[ 3 ¢+ 5 & 7 a af10] 1112 13 14 20 21 25 26 27 28 29/30{31
June 12 3 4 5 67 & 31011 1213[14] 15 16 17 12 24 25 29 30
July 12 3 45 [ |
q General data Values for 'Count anly school days’ [
School vear Mumber of days: 308 Mumber of weeks: 44 Mumber of intermptions: 2
Lessons Mumber of days: 244 Mumber of weeks: 42 Dauer L-Group): 14
1] Cancel Apply Invert

The interruption in the lesson group is then displayed in the form view.

"— Lesson groups / Group

[pLs ~HBRAEMRATYT bE B I &-28 -
ll General Group [
Factar “Week Interuption
Drate range A From Te
B 710 19.1.
From 42 215
i
- Group ~

Assigning lesson groups to lessons

After lesson groups have been defined they must be assigned to the relevant lessons. This is performed
in a lessons window (e.g. 'Classes | Lessons') in the 'Les. groups' column or in the corresponding field in
the form view.
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The design lesson for class 1a is to take place every two weeks.

To achiewe this, enter the corresponding short name of the lesson group in the 'Les. groups' column. In
this example this is wA for week A of the 14-day cycle.

4% Class 1a (Gauss) / Class

" " ) —_ = B = = ”
[fa FHEOR T &7 0 ¢ O gBERSR-EEALS @& :
L-Ma. Sl Te. Unsc Les. groups  LG-C Line-less gr | Per YreEPrds Teachet Subject | Class(e: Subject Home ro Doukle pers, | Block )
1a1hb
11 4,1 O 2 Hugo n gt Ria
7 2,3 y [ ] 2 Ancler 1a Werkr  Rila 1-1
31 O 5 At Mat s Rla
33 O 5 st E 1 Rla
35 | 2 Callas Muz  |1a Rla
39 ] 2 Callas | Ke 18 Rla 11 v
v | L-No. : |Class v|

Clicking once on the <Calendar> button == displays the weeks in the school year when this lesson will
be held.

’L Calendar of the school-year - Lessons 7

Date: Mo 2.9.2019
@ Calendar wesk. 36,

M lessons
Public holiday

Legend

School year

Different term

Weekend
Lessons

Mo Tu " Th Fr 5a|Su Mo Tu We Th Fr Sa Su Mo Tu ‘e Th Fr Sa Su Mo Tu Wwe Th Fr  Sa Su /Mo Tu %We Th Fr Sa Su Mo Tu Wwe Th Fr Sa Su

Lessons

Number of days: 244

Mumber of weeks: 42

September 200304156 17_8| 9| 10 1] 12] 13 1415|617 118 118,120 21l 22| 23| 24 25| 26| 27 28/29]130
Octaber 172 3 4 5 6| 7 8 o 10 11 1213|4516 97 18718 20| 21 22| 23 24| 25 | 27|28 125030 i
A vt 1 2 3| 4 5/ 6 7 8 s[10|11 12 13 14 15 16 17| 18 13| 20 21| 22| 2324] 25 26 27 28 28 D
December T3] 23/ 4] 5 6| 7_8] 8 10 M 12 13 14 15| 16 17| 18| 19| 20| 2122 23 24 25 2612728 25| =0 S
January e 7 8 9 10 11 12| 13 14 15 16| 17 1819|120 21 22 23 24 26 26 27| 28 28] 30 3
February 15...... 10 1112 13 14 15| 16 17| 18| 19) 20| 21 22 23|24 25 26 37 28 29
March ] 2 3/ 4| 5 8 7_8| 8 10 11 12 13 14715| 16 17| 12| 18 20| 2122| 23 24 35 26 27 28 29 20 21
2020 Api 1| 2| 3 4 5|WEWFWE WS 0N 12] 13) 14 15] 16) 17 1219|180 5 55 153 154 155 26 27| 22 28] 30
May B 23 4 5 6 7 8 8710|1112 1214 15 16[17| 1€ 18 20 21 22 23 24| 35 26 27 25 29 30 3
June 1923 4 508 7| 8 o| 10 11 12| 1314|956 Vi W7 HE 820 21| 22 23| 24| 25| 26| 27 28|28 150
July 123 4 5 Il | Il
4 General data Values for 'Count only school days’ 3
School year Number of days: 308 Mumber of weeks: 44

Lesson groups and value calculation

If lessons take place irregularly, value calculation will automatically take this into account. Thus a two-
hour lesson held once a fortnight will have a value of 1. If the lesson has an irregular time pattern, the
value will be divided up appropriately. Please refer to the chapter on'Value calculation with the multi-week
timetable module'for more details.
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3.5

3.51

Optimisation and lesson groups

All time periods are included in optimisation. For example, if one lesson is to take place only during the
first semester and another during the second semester - there is therefore no time owerlap - the
optimisation process can schedule the two lessons in the same slot in the timetable, (e.g. first period on
Monday).

Weekly alternating lessons

As for inverse time ranges (week A,B; semester 1,2, etc.), automatic scheduling may schedule periods
at the same position in the timetable, but not necessarily if the accompanying conditions (availability of
rooms or teachers, etc.) prevent it. Two lessons are sometimes combined in such a way that they
alternate on the same day every week, and can be scheduled in the same period without the slot being
manually fixed (locked) in advance. For example, instrumental tuition could alternate in a fortnightly cycle
with choir practice.

For class 4, Designs (DS) and Textiles (TX) are to be scheduled as alternating lessons in a fortnightly
cycle.

1. Create two lesson groups for week A and week B as described in the chapter 'Creating_lesson
groups' .

2. Now activate the 'Line-lesson group' column either by drag&drop from the 'Coupling line' tab or via
<Grid adjustment>, category: timetable.

3. Now you can enter the required lesson group into each coupling line.
“L Class 4 (Nobel) / Class nu = = =
f CH AER TS § 0 & C JBERLY BEAL D @
L-Mo. + ClTe. UnSched Prds Per  YrsPrds Teacher Subject ILes. groups IL\ne—less.gr G-Distrib - Class(es) Subject room | Home room Double pers Block ~
a0 E1,2 2 Anier | t Wierkr Ps2 11
Curie O 4 T
L1
3 2 Gauss O 4 Ps2 01
17 2 Hugo E O |+ Pa2
20 2 Huga His O 4 ps2
21 By 4 Huga D 1 4 Ps2 v
| L-No. o Class v

The respective lesson is now displayed in week A or B, respectively.
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2

T3 4-Klasse 4 (Mobel) Timetable (Kla1A)

LinSched
1730

=200 - - The

Monday

545 | i i T
G55
a0 Ko Rub

LnSched

1130
200 --T A
o495 | i Wi T

9:50
10035

His Hug R3a | Mus And E2a Monday

10:95 1 p Hugo R1a

b Bio Rub

Ph

| N =

0| ~N| | AW N -

11:40 8:55

12:25 9:490 e (Ul

12:35 9:50 :

1220 i His Hug BE2a | Mus And BE2a
Ke Calla BE2a

12:20 10:45

e A Sl 12 12

1aas | Ph Arist Phvs Spo MeEw Th1

Note: All time ranges in the timetable

When exporting the timetable for the entire year , time ranges can be specified in the lesson period to
make clear which lesson takes place in week A and week B. For more information on creating your
timetables please read the timetable manual.
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3.5.2

3.5.3

721 4 Class 4 [Mobel) Timetable (Clal)

f ~EHR dAs Ele - v-F=&

¥ | School year:21.9.2020 - 30.6.2021 -

Li"mic Monday Tuesday Wednesday Thursday Friday
1 2 PH Aist R3a Bl Rub Rib
2 CK Rub HI
3 HI Hugo R3a MU Ander R2a CK  Rub

4| oE tupo Ris 1Subject 1 11 Teacher 1 f1Ro...1[#1L-...
; | | 1 2Subject | 2Teacher j 2Ro...{{2L-G...

AR Callas R2a —

Lock lesson group

All the lessons in a lesson group can be locked in the timetable by locking the lesson group itself.

i —
L Lesson groups / Group

[1. Sem HBEEMNBERT &5 F £ &-&2@ .
Mame Full name Fram To A-Week | B-Week |Marked (m) Lock (X Ilgnore(i) Factor
WA Week A 02.00. (05.07.

WEB Week B 02.09. (0507

1.Sem 1. Semester  02.09. 0202,
2. sem [ 1002 05.07.

|
Lo T e T e Y s
du | KN | L0 | Lh
=]
(=<1

K& O|E
R & &I|O
OoOd

il Group L

Assigning a lesson group

You can also assign several lesson groups to one lesson and let optimisation decide
a) which of the lesson groups concerned is more suitable and
b) which lessons can be scheduled simultaneously without a clash.

This means that you only need to tell the system which lesson should be scheduled every two weeks
and it does not matter whether week A or week B comes first and which lessons alternate every
fortnight. The system should make the ideal decision.

Please follow the procedure described below:
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A number of lessons are held in a fortnightly cycle at the school - e.g. the subjects GS and BE.
Basically it does not matter in wich week which lesson takes place.

Create two lesson groups, one for week A and the other for week B. Please refer to chapter 'Creating
lesson groups' for more details on how to do this.

Now enter both lesson groups (short names) in the 'Les. groups' column, separated by a comma, for the
lessons that are to take place every fortnight.

HI ~EMEN® ATEHSL AR OFFE A2 do-&dhL
L-Mo. = ClTe. UnSchedPrc Per  “rsPrds Teact Subje Class(es) Subject room Home room  Doubl Block Les. groups LG-Distriby Line-les=.gr
28 1 Andet His b R1b Wt WB |
18 2 Hugo His  2a R2a Wi, B O

7% Art / Subject

PR ~IH MENR BFTLL - OEE &8

daH-Ed&
L-Mo. + CITe. UnSched Prc Per  ¥rsPrds Teack Subjer Class(es) Subject room Home room  Doubl Block Les. groups LG-Distrib Line-less gr
43 2,2 2 Callaz Ke  3a,3h R3a 1-1 WA WB ]
39 2 Callas He 1a Ria 141 WA WE D -
2 3 Callas He 1k R1b 3 WA B (| ~
I 2 Callas Ke 2a R2a 11 WA WE D
42 2 Calas He Zb R2b 1-1 WA WB (|
45 2 Callas He 4 Pa2 1-1 WU WE D

Timetable optimisation will now assign the lesson groups and decide which lessons can be scheduled
simultaneously.

After timetable optimisation the results could be as follows:

For some lessons lesson group 'WA' (week A) has been selected and for others 'WB'. The 'Assigned
lesson group' column shows which of the lesson groups in question has been selected for the lesson.

7% History / Subject

. = - —— = = 3
i ~HBENR S &L ¥ - OFE A& 0 JH-2d

L-Mo. # ClTe. |UnSched Per | %rsPrds |Teacher Subject Class(es)| Subjectroom Homeroom |Double pers. |Block Les. groups LG-I Line-less.gr ( Assiles.Gmp
28 1 Ander HI 1b Rib WA WE | WA

18 2 Hugo | HI 2a R2a WA WE O WB

55 2 Rub HI 2b R2b WAWB [} WB

56 2 Rub HI 3a R3a WA WE O WA

19 2 Hugo | HI 3b Ps1 WA WE O WA

20 2 Hugo | HI 4 Ps2 WA WE O WA

¥ | L-No. S |Subject ~

You can see in the timetable that, as a rule, the lessons alternate on a fortnightly basis. If optimisation
does not find a suitable lesson for the alternate week the lessons are scheduled outside the core
timetable so that one group of students finishes school earlier on the relevant day (in our example on
Wednesday).
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Tuesday Wednesday Thursday Saturday

TX \ TX
Curie ( Curie

Tip: Displaying week A and week B in the same timetable

In order to display the lessons from 2 different weeks in one timetable as shown in the figure abowe, set
the time range of the timetable to the whole school year and in the settings of the timetable activate the
option 'Separate periods in case of clash' on the 'Layout 2' tab.
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3.54

P

“ Layout 01 - Individual timetable with days across the top

4 Algemeen Selection range Layout 1 Layout 2 HTRAL '3
Period window Changed Periods
Double periods like single peniods +| Red
Comb. class names [2a,2b-»2ah) Bold
All clazzes in one field [talic

| Mark couplings with a dot Emphazized by '
n i uiths ™ i IInderlined

Print
----- Do not prink empky rows
| Merge maFching periods Do ot prink empty columns
Lover planning Print black white

| Show absences
Mo reason of abzence
Only full day abzences
Only cover periods
| Stike through cancellations

1 heading per page
| Auto-zize for the detailz window
HTHL index pa. with full names

TT dizplay in minute mode
Show maszter claszes separately

t anual zcheduling

Allocating lessons to groups

The periods of a lesson can be allocated to different lesson groups automatically. This allows, for
example, lessons to be scheduled flexibly over a two-week period. It is also possible to distribute a
lesson over the 1st and 2nd semesters of a school year.

Example: a single period lesson of GS for classes 1a and 1b is to take place either as single periods
each week or as double periods every fortnight.

L History / Subject

i M BENR RS F%- O @ @ dB- @0 F :

L-Mo. =/ ClTe. UnSched P Per  YrsPrds Teacher Subjen Class(es)  Subijen Home room  Block Les. groups  LG-Distrib_ Line-less.or Azziles Grp | Double pers. ~

Two lesson groups must be created for weeks A and B, respectively. Please refer to the chapter
'Creating lesson groups' for more details on how to do this.

1. Entering the possible lesson groups WA and WB

2. Check 'Distribute periods to lesson groups' option (column 'Distr. LG'), too. This doubles the number of
unscheduled periods from 1 to 2 since either one period is to be scheduled each week or two periods
are to be scheduled each fortnight.
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L. History / Subject

YrsPros Teacher Subjer Class(es)  Subjer Home room . -Distril e-less.gr Azsiles Grp  Double pers.
Ander Hiz  1a Rla ) 01
Hugo Hiz  2a R2a ) 01
Ander Hiz 1k 0-1
Rub His  2h 0-1

Automatic scheduling now defines how the lessons are to be scheduled based on the accompanying
conditions (e.g. time requests, other lessons in week A or week B) and the weighting settings.
3. The result may be either one period each week or 2 periods every forthnight.

FCh *hiat
Callas  Gauss
R2b R3a

Fr Sa
Muz
Ander
Ph
Arist o
Phys
o) D
Hugo Hugo

e
Callas
R2a

Ko
Ria

3.5.5 Timetable diagnosis

The timetable diagnosis (Scheduling | Diagnosis) is always based on one week. For this reason you
should always ensure that you check all the different week types that occur during your school year.
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i a Type of diagnosis
kI.’I'-Z.i}‘Ei.Z'I]"IB' v, -892019A

% Timetable diagnosis

T @ 5.

Input data  Timetable These are the cases for which the allowed range of NTPs (non4eaching-periods,

- Diagnosis Wwhg | Num

= Lessons

= Class

=l Teacher

= Room

Subject

‘holes’ in the timetable) has not been obeyed.

All

Weighting: 3
Number- 5 Show related windows
B Tea NTP  MaxN Diff
Gauss |5 3 2
Ander |2 1 1
Callas |2 1 1
Curie |2 1 1

Lessons with no teacher specified|”™

+3 time request not respected 3
Mot enough periods per day 2

Too many NTF's 3
Double Mon-Teaching-Penod
Lunchbreak too short
Lunchbresk too long

Half day reguest not achieved
Mot enough periods per day
Too many consecutive periods
Just one period on a half day

[FE RN ST I L R C S FE R 4

Period(s) without a room 3

FlEEg R e e e e 2o
n

Studenis

Lesson sequences
Calendar - Year Planning

4 Terms

Term timetable functions are generally used in the following cases:

Timetable change during the school year (e.g. at the end of the school half-year, when one or more
teachers are absent for a considerable period etc.)

School year
Term 1 | Term 2 |

Semester 1 [ Semester 2

A time-limited course system (e.g. all classes have ten weeks of lessons)
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4.1

School year
| Term 1 | Term 2 I Term 3 | Term 4 |

Course 1 H Course 2 “ Course 3 l Course 4

With a term timetable the school year is divided into several periods of time and a timetable can be
created for each of these terms independently of each other. You could of course save each timetable in
a separate file, but you would then have to accept a number of disadvantages. The term timetable offers
the following advantages:

* You have a single data record for the whole school year.
e  Statistical analyses can be performed at any time on the complete school year.

e Weekly oveniew reports (especially for printing or for export to intranet/internet) accurately reflect
the changing timetable.

e Cover planning always automatically accesses the currently valid timetable. Mistakes are thus
excluded.

Opening a new term

In principle you create your timetable at the beginning of the school year as usual. If something occurs in
the course of the school year that requires a fundamental change to the timetable you can open a new
term. Follow the procedure below:

1. Click on the <Term> button on the 'Start' tab.
Currently there is only one term, which is called Term 1' by default.

2. Click on the button <New term from 'mother' term>.
A window opens where you can enter short name and full name of the new term (default is Term 2').

3. Enter a meaningful short name and full name for the new term, e.g. "sem2", "Semester2" and
click < OK> to confirm.
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Mame

Tem1

Full name

Fr. To School-days:
21.09.2020 -~ 30.06.2021 243
Mame Full name From To Lockgtd Days | Mather term
Term1 Term1 21920 (30621 243
Mew Term
Sem2| Mame
Semester 2 Full name
OK Cancel

You can rename the original term Term 1' (e.g. "semester 1").

4.

Now use the calendar to change the start (fr.") and end ('to") dates. The length of the individual

terms will then be displayed in the 'Days' column.

5.

After you confirm by clicking < OK> the terms window closes.



B Terms >

I ame:
Mew term from 'mather’ temm Locked

Semester 1 Full name
Fr. To School-days:
02092019 - 05072020 - G

M ame Full name From To Lockec Dayz  Mother kerm
Seml Semeszter 1 2919 5720 [1 &

Sem: Semester 2 9913 RE20 [] 258 Seml

A new drop-down list is displayed in the main toolbar displaying the current term and allowing you to

switch terms. Master data, lessons and timetable can now be modified in accordance with the new
circumstances.

1.'
1237

Multiple
terms =

Semester 2 (9.9.-5.7.)

6. Now switch from term "Semester 2" to term "Semester 1". You will see that both terms' data are
completely identical.

Multiple
terms =

Semester 1 (2.9.-5.7.)
¥ Semester 2 (9.9.-5.7)) |

7. Make a change to one of the terms. For example, delete the timetable from the term "Semester
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411

2". Now switch to "Semester 1". You will see that the timetable for the term "SEmester 1" has not been
deleted.

"‘ 1a - Klasse 1a (Gauss) Timetable [Kial) "‘ 1a - Klasse 1a (Gauss) Timetable [Klal) n u »
iz ~HR ER s Ble -8 &= 7 [ia ~HE 38 s Ble -8 sas 7
| Tem:2.9.2019-4.7.2020 v | Tem:2.9.2019-4.7.2020 v

| Mo | 7u [we | ™m | Fr | sa

1 Term 2 I

|M0|Tu

Term 1

Multiple 2 P
terms - —
3 123
Multiple
terms ~ B
4 mn?m
e R |

< Semester 2 =

Tip: Switching terms via status bar

You can switch between terms quickly \ia the status bar (display status bar via 'Settings | Status bar') at
the bottom right corner of the window. Simply click on one of the angled brackets enclosing the name of
the current term.

Embedding a term

If the timetable only changes for a certain period of time (e.g. a teacher's illness/convalescence, a school
event for the majority of classes etc.) a new term can be embedded in an existing term.

School year

—

s Skiing - .
Entire school year H 9 H Entire school year
course
I Term 1 h Term2 Term 1 '

Such a constellation would be displayed as follows in the term window:




26

41.2

4.2

421

B’ Terms ot
Mame
Winter sports week Dielete Print
Mew termn from ‘mother” tem Locked
Wirter sports week Full name
Fr. To School-days:
130220201 - 18022021 - B
MName Full name From To Locked  Days Mother term
Termi Terml 19820 30621 (] 238
Wwinter sports \Winter sports week 13221 18221 1 E Term1

Term 1 runs from 19 September to June 30 and term 2 ('Winter sports week') runs for one week from 13
February until 18 February. The timetable can now be changed just for this one week without affecting
the timetable for the rest of the school year.

If more than one term exists you can choose which one should be the 'mother' for the new term. If
another timetable change becomes necessary during the school year, the term that is most similar to
the new term is taken as the mother term. This is in general the last valid term.

Deleting a term

If you no longer require a term you can select it and then remowe it using the <Delete> button.
Please note that the term that has no mother term (usually “Total school year”) cannot be deleted.
Changing data in a term

As soon as you start working with more than one term you have the possibility to change the term-
specific data, as has already been shown. However, it can be useful in some cases to make a change to
the mother term - for example in the master data - and then transfer these changes to the child terms.

In other cases - for example for the school year calendar - it would not make sense to make term-
specific changes. Otherwise it could happen that the 1 May is defined as a public holiday in one term but
not in the other.

If you have already created more than one term and you change data, the modifications are valid either

a) for the current term only, or
b) for the current term and all child terms, or
c) for all terms.

The following oveniew describes how you can manage the data:

Term-specific (for current term only)

Changes to the following areas only apply to the current term and cannot be automatically transferred to
existing child terms.
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e Changes to the timetable

e Changes to time requests
Transferring a timetable to another term
Use the 'Paste special' function if you wish to transfer the timetable of one term to another.

1. Select <Copy> on the 'Data' tab (or press CTRL+C ).

Class 2a (Hugo] / Class

1237

P—
PP O 8D FDHES] Multiple [ 5 B | s W

L-Mo. |+ Cl Te. Per Prds | Teacher Subject |Les. groups terms - s.gr Class(es) ple per Block
[ 3,7 1 Callas 2a2b3a
1 4.1 1 Hugo ™ 1a,1b,2a,2b
18 1 Hugao O Za
38 1 Callas ™ 2a
41 1 Callas WAWE ] 2a 1-1
48 @ 2 Nobel ™ 2a
59 4 Cer ™ 2a
80 4 Cer ™ 2a
85 2 Cer ™ 2a
75 22 3 Rub O Ib2a
81 =22 2 Curie 0 wa 2b2a 1-1

E Ander O ws 2b2a WS R2a

O

90 New ™ 2a R2a
94 2.1 New ™ 2a2b R2a
95 New ™ 2a PL R2a
lz‘ L-Ma. D: |Class* v|

2. Change the term and select the element whose timetable (including lessons) is to receive the
transferred data.

3. Now select "Paste | Special paste" on the 'Data’ tab. Lesson and timetable are paste into this term.

B -
% Class 2a (Hugo) / Class

= FHRAMR TS T O 8L GRDEY

Multiple

L-No.# CI,Te.
o7

103
105
107
109
m
113
115
"7

119
121
123

(5l Formats -
14 4 | Copy ~

UnSchedPrds Per YrsPrds Teacher Subject Les.groups

r

Comments

1 Callas
2 Hugo
2 Hugo
1 Callas

Callas

A& H-

&

terms -

s.0r | Class(es)

CH 2a2b3a
GEC O 1a,1b2a,2b
HI O 2a
MU |

O

L]

O

O

O

|

0 wa

O ws

O

]

|

O

Subject room Homeroom | Double pers. Block
R2a

% 2a - Class 2a (Hugo) Timetable (Clat)

fa YHE dRs Ele -8 P&

lz‘ Tem:9.2.2021 - 30.6.2021

[+] L.

[

Cla1 - Class 1% ~
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Transferring time requests to another term
Use the <Copy the time requests into the offspring terms> toolbar icon to copy time requests into all
subsequent terms.

{ —
"5 Time requests / Class

@E@Eaﬂé B 2= 8= 95 @

1a ~ Klasze 1a [Gauss)

1 2 3 4 5 B 7 8 Day: am |pm

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

Additional unzpecific time requests

Fange Mumber | Time request a

42.2 Term-specific (optional for subs. terms)

For the following types of data you have the option of choosing whether changes should be transferred to
subsequent terms or not:

e Changes to master data (classes, teachers, rooms)
e Changes to lessons (excluding time requests)
Alias name

Under 'Settings | Miscellaneous | Multiple Terms' you can select whether changes should be
automatically transferred to subsequent terms or not or whether you should be asked each time before
they are transferred.
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423

4.3

Settings
= School data “When madifving a 'mother-term':
- General e : Restrict cover planning to the
- Overview G RS current bermn
Values Meavar cftange offspnmg-fanm
LV

. » Agk ma aach fime
- Miscellansaus

e ALto-save Taolbar

Wity of fre drop dowr-meants for
120 =

- Directories

- Timetable

- Customise

- Walue Calculation Afual daa of fhe fams
- Warnings

- HTML

- E-Mail

- Multiple terms

- Autolnfao

- Internet

Tip: Transferring changes to subsequent terms
If you are working with terms for the first time, select “Ask me each time” in order to retain control of how
data are changed. You can choose one of the two other options at a later point in time.

Term-independent (global save all terms)

Term-independent (global save for all terms) The following data cannot be held for individual terms, i.e.
any change automatically applies to all terms:

e Time grid

e  substitution time grid

e subjects

¢ Weighting settings

¢ Reduction reasons and reductions

e  Departments

e  Corridors

e School year calendar (Settings | School holiday)
e Absence reasons

e Lesson tables (syllabus)

¢ View layouts (e.g. master data, lessons window, and timetable)
e Students

Term calendar

Many schools find it necessary to set up several terms in the course of a school year. If the time periods
of the terms are nested (for example when one term is inserted into another) the actual start and end

dates of the individual terms may not be clear at first sight. The term calendar (Module | Multiple Terms |
Term calender) is a method of displaying the term in a visually attractive way allowing the actual duration
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4.4

of the term to be recognised quickly and easily.

In the example below, the term 'Semester 1' is interrupted by the term 'Class outings of 7th year classes'
while the term "2nd half year' is interrupted by the term 'Final written exams'.

% Term calendar = = =
Name Full name From To tother term Days Colour

Sem 1 Semester 1 23913 5.7.20 113

co7 Class outings of 7th year classes| 18.11.13 241119 Sem 1 e

Sem 2 Semester 2 10:2.20 57.20 Sem 1 118

FuiE Final vritte exams 11520 17.5.20 Sem 2 § |

All

Date: [15chool days Legend Breaks Holiday Weekend

Calendar week.

Mo Tu e Th Fr Sa|Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr  Sa Su Mo Tu %We Th Fr Sa Su Mo Tu We Th Fr Sa Su

September 2 3 16 17/ 18 13 20, 21| 22| 23 24 25 25 27 28|29| =0
a1 Dok 1.2 3 4 5867 8 21 22/ 23 24 25 26| 27| 26 23 30| 31

Novembier 1 23 4 5 130 2 26 27| 28 23 30

Decenmber 1 2 3 17 18 13 24 25 % o7 2s|29 M0 3

Jaruiany 12 3 48| 6 7 212 23 28 23 30 31

Februaty 123 « 18 13 20 % % 27 28 29|

March 1 2 3 1718 13 24 25 % 27 268|29| 20 3
2020 Api 12 3 45| 6 7 723 2 29 30

May 1 2[3] 4 5 19 20 21 2% 27 28 23 30|31

June 123 45867583 1213[14] 15 16 17 18 13 20021 22 23 24 a5 30

July 12 3_45

Close

Term overview

The term owveniew window (Modules | Multiple terms | Term overview) displays all changes to the
individual terms in a single window and allows changes to be made specifically for each term.

Checking the "Only differences" box results in the display of only those terms where changes have been
made.

The figure shows the term oveniew for teacher Curie in the first and second halves of the year. There are
differences in the leaving date, in the text and in the 'Lock’ flag.

P

-7 Attributes in different terms [Overview)

z Teacher = Curie = || Only differences
Fields Sem 1 coy
M ame Cuirie Cuirie
Text
Lack [<] Il
Euit date

11.5.2020 1.5.2020
22 152020 1)

Codes T =T
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4.5

4.6

Locking terms

You can lock terms to protect them from unintentional modifications by clicking the <Multiple

terms>button.
B Terms >
Mame
MNew tem from ‘mother’ term | Locked r
—
Tem Full name Multiple
terms =
Fr. Te Sehooldays: *Term1 (21.9.-8.2.)
21.09.2020 -~ 08.02.2021 -~ 121
Mame Full name From To 5 Mother term
Terml Term1 21920 (822
Term2 Term2 9221 |[30621Q

Terms and timetable display

possible!

| Term is locked - no changes

oK

If the timetable changes during the school year this should be displayed in the timetable. There are

various possibilities for this.

The default display for the timetable is Total school year'. If you work with terms, you also hawe the
option of changing the view to 'week' or 'term'.
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46.1

4.6.2

A

77 1a - Klasse 1a (Gawss) Timetable [(Klal)

fe ~Hw-3 @A e @@ as

Term:B.2.2020 - 5.7. 2020

nSe Time range: week

2I26

Mo | Tu | We

~  Time range: term

hus E

Q| =l RN | Wk

Time range: week

The 'Calendar week' setting displays the lessons of the selected week in the correct term, i.e. ewven if the
term changes during the week the lessons for each weekday will be correctly displayed for the respective
term. Thus in this case you will see data in the timetable from more than one term.

The timetable that is shown for the calendar week does not necessarily correspond to the period of time
of the selected term. If you wish the timetable to be always set automatically to the date of the beginning
of the term you should set the following parameters:

Under 'Settings | Miscellaneous | Timetable' check the box 'When switching terms set the TT to the
beginning of the term".

Settings x

= School data 12
.. General

Timetable version

. Ohverview
- Values

= Miscellaneous a
. Auto-save Week by week

- Directories *» Show sohoof weaks

. Timetable Show calendar weeks
. Custamise

Checking the 'Synchronise dates' box results in all timetables open on the screen being set to the same
date when the week changes in any timetable window.

Time range: term

This option results in the display of the timetable for the current term. Switching to another term
automatically updates the time range of the open timetable.
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4.7

4.8

Statistics about terms

Statistics can be generated either for a calendar week, for the whole school year or for a single term. For
example teacher 'Gauss' has different lesson loads in different terms. The is clearly shown in the weekly
values (Modules | Weekly values).

14 - Weekly values

Teacher - Lessons / values T Yearly average = 16.82 [Lezsons + Reductions + % alueComec!
Gauss - | Condenzed view
Refresh Planned lezsons including reductionz. Birweekly lezsons apportioned.
Week Fr-To arget Lezzon | Red -Co. Actual-Tal
Total | 29.-57. E20.00)  ¥23.00 | | 729.00 49.00
111 291711 15.00 16.00 16.00 1.00
12 1811.-24.11. 15.00 32.00 32.00 17.00
1217 2511112 15.00 32.00 32.00 17.00
18 212-22 15.00 16.00 16.00 1.00
1922 3292 15.00 32.00 32.00 17.00
23 10.2-35. 16.00 16.00 16.00
24-35 45-105 16.00 11.00 -h.00
36/ 11.5-175 16.00 22.00 22.00 E.00
37 185.-245 15.00 22.00 22.00 7.00
38-35 | 55457 16.00 11.00 -5.00

Various reports such as loading statistics and the subject-periods list can also be displayed on a term-
by term basis.

Terms and cover scheduling

The cover scheduling module always accesses the currently active timetable. There is therefore no
problem with shifting lessons across term boundaries.

When a change is being made to the timetable during the school year it can happen that the lesson
scheduler and the substitution planner both wish to work with the database at the same time.

If you do not have Untis MultiUser you can use terms to allow the lesson scheduler and substitution
planner to work simultaneously.

Let us assume that a timetable change must be made from 11 February onwards. The lesson scheduler
creates a new term beginning on 11 February. With Untis MultiUser the substitution planner can, for
example, create substitutions on 6 February, while the lesson scheduler makes changes to the
timetable in the new term.
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Note: restrict cover scheduling to term

If you want to work simultaneously on the timetable and on the cover schedule (in different periods), you
need to check 'Restrict cover planning to the current term' under 'Settings | Miscellaneous | Multiple
terms’.

If you do not use Untis MultiUser, proceed as follows:

The original data is the currently active file which we will name HalfYear1.gpn.

Term1.gpn
| School year |

Timetable entire school year

A new term is inserted into this file beginning on 11 February.

Substitution planner

Term1.gpn \
11.02.
I Term 1 06,02 Term 2 I

Timetable Term 1

+ Substitution data until 06.02. Timetable Term 1

The substitution planner can continue working with this file.

The lesson scheduler saves this file under a different name, e.g. HalfYear1_2.gpn and modifies the
timetable in the new term.

Two files exist on 11 February: HalfYear1.gpn with the complete substitution data and HalfYear1_2.gpn
with the new timetable.

These two files must now be merged.

The substitution planner takes the lesson scheduler’s file (HalfYear1_2.gpn) and imports all the cover
scheduling data from the file HalfYear1.gpn using 'File | Import/Export | Import cover scheduling data'.
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Lesson planner

Term1_2.gpn
l Term 1 11|'°Q' \ Term 2 1

Timetable Term 2

Timetable Term 1
+ Substitution data until 06 .02

Term1.gpn
Import of subs -}
From beginning of sc

The file HalfYear1_2.gpn now exists containing both the new timetable and the cover scheduling data
created so far.

Term1_2.gpn

11.02,

l Term 1 I Term 2 I

Timetable

+ Substitution dat Timetable Term 2

4.9 New School Year

New school year If you open a new school year ('File | New school year') you can choose which term the
new school year should be based on, i.e. which data should form the basis for the coming school year.
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Mew school year et

School year
Fr. Ta

27092021~ 29.06.2022

Heading for all reports
Timetable 2020,2021

Walid from: 10 October

School year is based on the term:

Transfer the teacher automatically to the next ...
Delete the teachers' time requests

Delete the lessons’ time requests

Transfer the yearly total to the value comection
Delete student numbers

Delete the fixed subject 5.

Delete comments

Cancel

Combining several time limitations

The following principles apply when several time limitations are in effect for one lesson:

Overlapping term with lessons groups and 'from-to' constraints
Lesson groups and 'from-to' constraints have an effect irrespective of whether terms are defined or not.

L.

. e

Term 1 and 2 include thellesson.

From-To

Lesson data can be saved on a term-specific basis, as described in chapter '‘Changing Data in a Term'.
The lesson will never take place if there is a time limitation for a lesson in a term in which this is not
defined
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Term 1 Term 2

Only Term 1 includes the lesson. From - To

Overlapping lesson groups and 'from-to' constraints

The principle of lowest common denominator applies to overlapping lesson groups with from-to'
constraints . If there is no overlap the lesson will never take place.

L

[y
y
-

Class From-To

Lesson gro

Class From -To

Class From-To |

If there are conflicting lesson group entries and 'from-to' constraints , the 'from-to' constraint of the lesson
will apply.

>

L+

(™

Class|From-To

Lesson group ]

L4

Les. From-To

Year's planning in terms

Note:
Years planning in terms is a system used in Finland to distribute lessons to individual terms. The terms
are generally several weeks long.

It is advisable to use the Untiscalendar modulewhen each week is scheduled differently, as is often the




38

6.1

6.1.1

6.1.2

case in some vocational schools for the healthcare professions.

Terms lasting several weeks

In the Finnish system, which also exists in a similar form in Austrian state schools under the name
'focussed learning', the underlying concept consists in enhancing the value of those subjects that in
conventional school systems are taught for only one or two hours per week and are therefore categorised
by students and/or parents as 'unimportant'. Such subjects with only a few hours of lessons per week
are often pigeonholed as subsidiary subjects.

The value of these subsidiary subjects is enhanced in term planning for the year by not teaching them in
each term but, when they are held, by teaching them with the same number of lessons per week as the
so-called main subjects. The total number of periods held per year remains the same, but the intensity of
teaching in those terms when the subsidiary subjects are taught is disproportionately higher and the
students have the impression that the main and subsidiary subjects are equally important due to the
approximately equal number of periods per week.

Terms lasting exactly one week

The annual number of teaching periods in vocational schools for the healthcare professions is divided up
over the individual weeks (=terms) taking the general educational and organisational conditions into
account (e.g. which teachers are available when). Thus there is no timetable for a continuous period of
time, not even for a few weeks. The timetable changes completely from week to week. In this case use
the calendar module.

General input

The year’'s term planning window is accessed via 'Modules | Multiple terms | Year's planning in terms’.

The year's term planning window is split into two panes. In the left pane you can see a complete list of
the lessons held at the school and in the right pane an oveniew of the total weekly periods per term that
have already been allocated.

Number of terms

Enter the number of terms that the school year is to be divided into in the 'Number of terms' box and
confirm the input with the <TAB> key.

g

I ‘ Year's planning in terms

Res B R T % 8- @&

B Mumber of Terms Rezpect the zelection in the right pane Clazz(es) - Create teims

| ! ! Periods/wesk A Periods/wesk
Les. Sub. Cla | Tea\ Rm.  Stude Total Min b Code UnSr“I 2 3 4 5 B ’ Name  Totsl  UnSc  Min.  Max Ideadl 1 2 3 4 5
11 Gw 1a1b Hugo Wla - 10 Uy " " " " f 1a 176 104 29 13 13 15 13 9§
B Chii 2a2h Callas F2af 10 1b 182 182 30
7 W T 1alb Ander Werki - 12 23 157 197 33
73 Sportt 1a.1b| Arst,F Th2,T - 14 14 2b 195 195 33

78wk | 1b.3b Ander werki - 12 36 12 3a 193 193 32
78 Sportt 2b2a Rub2 Thi.T - 14 4-6 14 3b 19 19 32
81 Twi 2b2a Curie. Twrh - 14 45 14 4 2m 2m 34
94 Gz 2azh New R2a - 14 45 14

43 Kek 3a,3b Callaz R3aF - 14 4-5 14
76 Sportt 3a3b AnstF Th2T - 14 46 14 < 3

Blocking terms

In some circumstances certain terms are not available for the whole school or for individual lessons. This
occurs particularly when each term corresponds to one week and there are holidays in this week or
teachers are not available during this time. These terms must be blocked in order to awid lessons being
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accidentally assigned to these periods of time.

If individual lessons in certain terms cannot be scheduled, you can also block just those lessons
individually.

Pl

© Year's planning in terms

E Murmber of Terms Rezpect the zelection in the nght pane
Periods/week -

Lez. Sub [Cla. |Tea |FAm.  Stude Total Mink Code UnSc 1 2 |3 4 5 B
11 Gw |[1alb Hugo Rla - 10 10

E Ch.M: 2a2b| Callas R2aF - 10 3B 10

7 W.T | 1a1b| Ander wWerk - 12 12

73 Sportt 1a1b| AniztF Th2,T - 14 14

8 Wk 1b.3b Ander werkl - 12 36 12

75 Sporth 26,23 Rubg Thi.T - 14 4-B 14

a1 Twa | 2b2a| Curie, Twr s - 14 48 14

94 Gz  2a.2b Mew R2a - 14 4-B 14

43 KeMy 3a.3b Callaz R3aF - 14 4-E 14

76 Sportt 3a.3b Azt F Th2.T - 14 4-B 14

If a teacher is not available for certain terms you can easily select and block that teacher's lessons using
the filter.
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6.1.3

Pl

Ao EE =

Year's planning in terms

All b arked |rverse

Cancel

B Teacher >
B Murnber of Terms W ame Full narne
Perind 3 auss Fauss
les. Sub. Cla  Tea Rm  Stude Total | New Newston
11 Gw 1alb Hugo Rla - 10 | Hudo Hugo
E  ChM: 2a2b Callas R2aF - 1p | Ander Andersen
7wk 1alb Ander Werk - 12 | st Aristoteles
73 Spot 1alb AdstF Th2.T - 14 | Callas Callas
78 Wk 1b.3b Ander Werki - 12 | Mebel Mobel
75 Sport 2b,2a Fubd TH1T - 14 LEAE
a1 Twwe 2b2a Curie,| Twr b - 14
94 Gz  Za2b Mew RzZa - 14
43 KeM 3a3b Callas R3af - 147
75 Sport 3a3b AdstF Th2T - 14/ 1
I—v Element filter

=0

Entering total weekly periods

Enter the total number of periods per week that are to be scheduled over the terms in the Total' column.
In the example, 62 weekly periods of the subject AnPh (anatomy / physiology) are to be spread over the

school year for class 1a.

o . e
T= Year's planning in terms

‘e EE e T-F OE- &
El Number of Terms ["] Respect the selection in the right pane
Perigds/week ~
Les. | Sub. Cla. Tea. Rm. Studel f otal in.Ma Code |UnS1 2 (3 |4 |5
M Mat 12 Arist Ria - 0 0
13 E 12 Arist Riz - 0 0
% | AnPH 12 Gauss Ria - 62 62
5 Mus 12 Callas Ria - 14 14
1/ Ke 12 Callas Ria 1 14 14
4  Rel 12 Nobe! Ria 1 12 12
5 |D 12 Rub Ria - J. 0 k)
%] Bio 1a Cer Rla - 14 v

Tip: Carrying over periods from the lessons window
If you have already entered periods in a lessons window and now wish to transfer these to the year’s
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6.2

6.2.1

6.2.2

planning in terms, use the mouse to mark the Total' column, enter a '?' and confirm with <Enter>.

Manual allocation

You can now enter which lessons are to be held with whatever number of periods for the terms that have
not been blocked with -3.

Entering weekly periods per term

Entering weekly periods per term You must enter the number of weekly periods for each term in the
appropriate column of the left window pane.

Two periods of 'GEc' take place in terms 1 and 2 and four periods in terms 3 and 4. Five periods of 'Ch'
take place all year while 'DS' is held for six and four periods.

L

7t Vear's planning in terms

Ao EE ¥ T -% &E- &
& MNumber of Terms Respect the selection in the right pane
Pericdsiweek ~
Les. |Sub. Cla. Tea. Rm. Students | Total Min.Max. |Cede UnSc/1 |2 (3 |4 |B |6
1 GEe 1a1b2a2b  Hugo R1a - 14 2 2 2
& CHMAEN.DE  2aZb3a Callas Gauss Ande RZa RZb.R3aF - 30|36 k| B Bl 5| 5 &
7 DSTX 1a.1b Ander,Gauss, Curie| WS, Tw - 30 6/ B 6
73 PEG.PEE 1a1b Arist,Rub SH2.5H1 - 20 20
78 DS 1b.3b Ander W5 - 2436 24
75 | PEBPEG 2b.2a Rub, Arist SH1,5H2 - 14|46 14
81 | TX.DS 2b.2a Curie,Ander Tl WS - 14|46 14 v

The 'UnSc' column displays the current number of unscheduled periods for this lesson.

Min. / max. number of periods per term

Min. / max. number of periods per term The desired minimum and maximum number of periods per week
can be specified in the 'Min.,max.' column. This is particularly important for automatic scheduling but can
also sere as a means of checking manual scheduling.

If a sport lesson is to be taught for at least 2 but for no more than 4 periods per week you can enter the
value 2,4' 'Min.,max' field.

If this specification is not complied with, the number entered will be displayed red with “I'” warning that
there is a discrepancy between the two input values.
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6.2.3

6.2.4

'I‘ Year's planning in terms

e EE SR T ® 8- &
3 Murnber of Terms Respect the zelection in the right pane

Periodsweaek
Lez. Sub [Cla.  Tea RBm.  Students Total Min. Max. Code nSc 1 2 3 4 5 B
11 Gw | 1a1b Hugo Rla - 14 2 2 2 4 4
E Ch.M: 2a,.2b Callas R2aF - a0 3 5 5 &5 & §
7 WE.T | 1a1b| Ander Werk - 30 BB B 4 4
73 Sportt 1a1b AristF Th2T - A24 ) 3 3 4 @8 )
78wk Th3b Ander Werk - 1298 12 -
5 Sporth 26,23 Rubg Thi.T) - 14 4-E 14

Please note that with term planning for the year the number of weekly periods entered under 'Classes |
Lessons' (or in any other lessons view) has no relevance in this planning phase.

Week overview per term

The right window pane of 'Year's planning in terms' provides an ovenview of how periods are allocated over
the individual weeks.

Here you can see the period totals for the individual elements. The optimum value for the allocation of all
periods is displayed in the 'ldeal' column.

Any deviation in the individual term (=weekly) values from this average will be displayed in colour: red
cells indicate that the number of periods for the week is too high, green indicates that the number is too
low. The intensity of the colour is an indicator of the degree of capacity over- or underrun.

#L Year's planning in terms

Ao BE B T % 8- &
& Number of Terms Respect the slection in the fight pans Class(es) = Create terms

Periods/week ~ Periods/wesk
Les. Sub. Cla. Tea Rm. | Students Total Min. Max. Code UnSc1 2 3 4 |6 & Mame  Total  Unfc  Min.  Max eal 1 2 3 |4 B B
11 |Gw 1alb Hugo Rla |- 14 2 4 4 2 1a 204 2 3430 3433 41 33 25
7 WhT 1a1b Ander Werki - 3o E B & 4 4 4 b 258 128 43
73 | Spoith 1a,1b AristF Th2.T - 20 24 2 3 3 1 4 4 2a 221 177 7 8 9 8| 3 5 4
i Mat 1z Adst Rla - 26/ 4E E B & 4 4 2b 219 175 ¥ 8 9 9 49 5 4
3B E 1a At Rla |- 0 46 68 6 B 4 4 4 3a 213 183 ¥ B 5 5 5 5 4
3 Mus 1a Callas Rla |- 14/ 45 201 4 4 4 3b 191 185 32 B
33 ke 1a Callas Ala |- 14 46 E 4 4 4 201 201 34
46 Rel 1a  MNobel Rla |- 12 45 2 2 4 4
53 D 1a PRub Rla - 0 46 5| 5| s[ 5| 5 s
B3 Bio 1a Cer Rla - 14/ 45 21 4 4 4 ~

If the calculated ideal value deviates from the actual value (perhaps because the lessons are not taught
over the whole year) it can be entered manually.

Locking terms

You can lock the allocation of the total number of weekly periods of a lesson to individual terms - for
example in order to perform part of the distribution manually and to have the remainder optimised
automatically.

To do this, simply select the desired area in the left part of the window and click on the <Lock> icon.
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6.3

6.4

Locked areas are displayed with a ™' on a green background.

A

777 Year's planning in terms

() B8 Xa T-% & @

E Murmber of Terms Rezpect the zelection in the right pane

Periodsweek

Lez. Sub Cla. | Tea |Rm. | Students| Total Min. Max, Code Un5c B
11 Gw 1alb Hugo R1a - 14 P )

7 W.T | 1a1b| Ander Werk - an B B 54 4 4
73 Sportt 18,16 Angt.F Th2,T) - 20 2-4 2 3 3 4 4 4

A Mat 1a  Arst Fla - 26| 4-E BB B 4 4

33 E la  Anzt Rla |- 0| 4-E E B & 4 4 4
35 Muz [1a Callaz Bl1a - 14| 4-6 210 4 4 4
M Ke 1a | Callaz R1a |- 14| 4-E B4 4
46 Hel 1a | Mobel R1a |- 12/ 4-E 2120 4 4
53 D 1a | Rub Rila |- 30| 4-E ] Bl 5| 5
E3 Bio l1a |Cer Rla - 14/ 4-E 2N 4

Automatic allocation

Allocating periods to the individual terms can be performed with a special optimisation procedure. The
periods are allocated as evenly as possible over all the available terms in accordance with the entries in
the 'min.,max." column.

If lesson periods are to be scheduled in successive terms, they can also be blocked.

T ..
Y1 Year's planning in terms

A\
46 Mumber of Terms

Periods/week
Les. Sub. Cla T Fm. | Students Total Min. Max. Code
35 4B Muz 1 Callaz R1a - 14/ 2/4
33 {B 1a At Rla - 30 B8

31 & Mat 1a At Rla - B2 4/6/8
ic] - Callaz R1a |- 1o
4 - E 8
58 30
B3 34
<

Creating terms

Once all the total periods have been allocated to the individual terms, clicking on the <Create terms>
button results in the terms being created in the system, and the "Year’s planning in terms' window closes
automatically. The display of lessons in the lessons window now corresponds to the allocation of the
individual terms.
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71

B . . .
~ = Year's planning in terms

C D

Clazsles)

Periodsweek
E Total  |UnSc | Min. P ax. |deal 1 i 4 5 |6
1a 186 B A 30 a0 300 30 30
b 208) &7 Terms
2a 214
2h zg  Mame :
2 214 Periode1 Frirt
b 204 Mew tarm fram ‘miather’ term Locked
4 216
Periode ull narne
School-days:
a0
From To Lockec Days | kMaother term
2919  E1019 (] =20
71019 101119 [ 30 Terml
111119 151213 [ 30 | Terml
161219 2220 (] 42 Terml
10220 15320 (] 230 Terml
16320 B7.:20 [] 9 Termi

By default, terms of equal length are created. If terms are to have different lengths the dates can be
changed in the terms window. You can also change the names of the terms (short name and full name)
in this window.

Multiple time grids

In an increasing number of schools lessons are no longer held in accordance with a single time scheme.
The reason for this can be, for example, the merging of several formerly independent schools to form a
single institution (community, regional or district school). Lessons for each school type (grammar school
stream, secondary modern school stream etc.) may be given in their own time grid. This quite naturally
makes it more difficult to set up a timetable. Untis provides support in this case with its multiple time
grid.

Defining several time grids

If your school uses several time grids, first make sure that the option 'Multi-time grid' is checked under
<Settings> | School data'.
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Settings x>
= School data 5 chool name
General Germary *  Country
o ; Ludwig Reirwein Testlizenz
Erview - Region
L Values £-2000 Stockerau
- Miscell
- Miscellaneous S chool year Language
[#- Reports B Ta S 5
- Substitution Planning : ehooinumaer
o e [Eoa20s | os072020 ~ e
Multl.User 2 = Weekly periodicity
- Logging Type of zchool
& = st school week [4.B..]
Activate dail Hme grid
I Mult-Timegrid
tialic = iocally stored saffings i fiss) Cancel

All time grids can now be defined under "Settings | Time grids". The main time grid is created
automatically by default. Click on the <New> button to create a new time grid and enter a unique name
for it.
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77 Time grid

Haupt-Zeitraster = Rename

Breaks | Substitute

General

E MNurmber of days [1 ta 7) e
g td aximum number of periodz per day [1 to B0) m
tonday = First school day of the week
1 Period number for the first period of the dag [1 or 0] ,_Am 20N
Period number 1 2 3 4 3 B 7 g
Period label ez

200 &55 |50 10:45)11:40) 12235 1330 14:25

| Full hame

245 340 10:35 11:30 122513201415 1510
Monday ----- e Aftern Aftarn 0K | | Cancel |
Tuesday - --- Aftern Aftern Aftern
YWednesday ----- Aftern Aftern Aftern |
Thursday ----- Aftern Aftern Aftern
Friday - --- Aftern Aftern Aftern
Canuty Mo Mo Mors Mo Mo v

]S | | Cancel | | Apply

After clicking on <OK> to confirm, the newly created time grid will be displayed in the selection list in the
upper section of the window.

-1 Time grid
J | Mew | | Delete | | Rename
"

4_/ General r Breaks r Substitute ] -]
B Mumber of days [1 to 7] E rikry:
B b aximurn nurmber of peniods per day [1 ta B0)
t anday = Firzt zchoal day of the week
1 Period number far the firgt period of the daw [1 or 0]

The special characteristics of the new time grid can now be defined. This generally involves specifying
the start and end times for the individual periods and the boundary between morning and afternoon.

Please note that the number of days taught, the maximum number of periods per day and the definition
of 'First school day of the week' cannot differ from the main time grid.

If fewer periods are taught in a sub-time grid than in the main grid, the periods not required can be
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7.2

entered as time requests (blocked periods) for the classes concerned. Once all time grids have been

defined, each class is assigned a time grid in the master data window.

#

7% Classes f Class

Bsta 1 MR @ ®m FBHBEXRT 7

Mame | Full name Time grid

G51a  grammarschool 1a grammar school

G31b | grammarschool 1b grammar schoal

G52a  grammarschoolZa grammar school

GS2b | grammarschool 2b grammar school

553a | grammarschool3a grammar school

G33b | grammarschool 3b grammar school

54a | grammarschoolda grammar school

G54b | grammarschool 4b grammar school

SMS1a | secondary modern school 1a | secondary modem schoal
SMS1b | secondary modern school 1b | secondary modem schoal
SMS2a | secondary modern school 2a | secondary modem schoal
SMS2b | secondary modern school 2b | secondary modem school
SMS3a | secondary modern school 3a | secondary modem schoal
SMS3b | secondary modern school 3b | secondary modem schoal
SMS4a | secondary modern school 4a | secondary modem schoal
SMS54b | secondary modern school 4b | secondary modem school
=31a secondary schoaol 1a secondary school

S31b secondary schoal 1b secondary school

S52a secondary school 2a secondary school

S22b secondary schoal 1b secondary schoal

S53a secondary school 3a secondary school

S53b secondary schoaol 3b secondary school

5543 secondary school 4a secondary school

S34b secondary schoal 4b secondary schoal

i Class

Teacher time requests in time grids

Once time grids have been assigned to classes, it is no longer clear for teachers when for example the
first period starts and finishes. In order to allow the algorithm to function freely, it is therefore necessary
to be able to specify teachers' time requests using hours and minutes.

Untis takes this into account by allowing teachers' time requests to be entered in multiples of 5 minutes.
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7.3

I Time requests / Teacher-51

efafaE B “sasem @ s .
[BE 2 Carl Friedrich Gauss
9.00 10.00 11.00 12.00 13.00 14.00 15.00 1E.00 17.00 Diaps .. P,
Monday
T 2eo-n
YWednesday -1(8.00-10.00)
Thursday
Friday

Additional unzpecific time reguests

Range  Mumber | Time request

Display several time grids in timetable

If a teacher gives lessons in more than one time grid, the meaning of the period number becomes
meaningless since e.g. the second period in the first time grid could correspond to the third period in the
second time grid.

Untis therefore allows you to set the option TTable display in minute mode' on the 'Layout 2' tab under
Timetable settings' in order to display the timetable in terms of minutes.
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7.4

Monday | Tuesday [Wednesday| Thursday | Frieday
4.30 =30 .30 [9.30 [2.30
BES1_GRS G2 BBES1_GRS BHS1_&GRS
10.00—Englisch Englisch Englisch Englisch
1023 1025 1023 1023
1023 1025 1023
BES1_GR32 BBES1_i=RS BES1_izRE
11.00- Englisch Englisch Englisch
1120 1120 1120
1120 1120
BES1_RS BESZ_FR1
Englizch 145 Englizch 1145
12.00+ _ G2 G2
(Ll Englisch B8 e glisch
12,45 12,45
12.43 1245 1245
13.00+ BES1 & BESZ_FRA1 IpS2_FR1
Englisch Englisch Englisch
13.30 13.30
3. 1345 1330 13.30
IBSZ_FR1 BBSZ_F |3B52_FR1 IENE
14 00— =nalisch Englisch jEnglisch BES1 GR=
115 14.15 1415 i
iz s Engliseh
BESZ_FR1 IBSZ_FR1 -
. Ay LIS
Englisch Englisch
15.00 15,00 15,00
: 1500 1500
2 N2
Englisch Englisch
5.5 1545
15.45 15.45 15.45
16.00+ BES1_GRS BESZ_FR1 BBS1_GRS
Englisch Englisch Englisch
1645 16.45
17.00
17.30

Please note that the timetable in the diagram displays the two periods on Tuesday that overlap by 15
minutes as a collision. This circumstance is also displayed in the diagnosis as a clash.

The minute mode allows changes to the timetable to be made using drag&drop. Please note that
lessons in the teacher timetable can only be shifted or swapped within a class, similar to manual

planning in the normal display mode.

Display time grids in sched. dialogue

Display time grids in sched. dialogue The time grid of the scheduling dialogue depends on the time grid
of the class in the active lesson. When seweral classes are coupled with different time grids, the first
class listed 'trumps' the others. A teacher not being available due to a lesson in another time grid is
indicated with a red circle. In the figure these are periods 2-3 and 5-6 on Tuesday.
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7.5

7.6

@ Les:318 Scheduling dialogue
2@ P H BRASY L2020 EaBE@e

Lessons
= LA istory | chained suaps |1 @) =

Monday Tue, dv Wednesday Thursday Friday
1023 als 6 7 8 1 2 [ 3 (a5 [s[7]a |4 [2]a[a[5[6[7][s 1 [2z]3][4]s 5 7 8
B |Les.318
Gyza  Eng LECT E  cNaTIESNI EART MATE *EFISI INF csoc. MUSIC *EFISI:RELIC E DRan Eng [N FRAM =EFIS|MATEl Eng  MUSIC chaT EarT Sl cS0C E MaTE Eng  FRan ~EFis| maTe [JIESHI RELI(--
RL G¥ic GYla Gv GWb . svz G¥2h Gvib Gvla O GYic GY3a &b 0 O

RELIG

Warning: Swap suggestions with several time grids
"Swap suggestions" and "Consecutive swaps" are only processed for the active time grid. Swaps
between different time grids must be performed manually.

Multi-time grids and break supervision
The automatic scheduling of break supenvisions also takes different class time grids into account. For

this to function, the time grid must be selected in the break supenision scheduling dialogue for which
supenvision is to apply.

R

.~ Break supervisions

FeR es T BERO® s -

Comidar l Teacher ]

Minutes: 0 (Uncovered: (.0} Total s Leson group Full name

me grid
o1 [P R T g
scondary school 225 1320 14.15/( 1510
8.00 : : . 1235 1330 1425
Monday +
Tuesday +
\Wwednesday |+
Thursday [+
Friday +
Saturday +

Multiple time grids and cover planning

Defining different time grids at your school for different school types, departments or individual classes
will of course hawve an effect on cover planning. 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.

Stand-bys can be scheduled in any time grid in a similar manner to break supenisions. This ensures
that there are sufficient standbys at any time

Warning: break supervision and substitutions
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8

Please note that when different time grids are used, potential substitution teachers may not be available
for a certain period even though they have no lesson because they have been scheduled to provide break
supenision in another time grid.

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.

“L substitutions / Teacher

ERE IAEYV I =B A0 & .
Substitute Fram-To —

fal ~ | [02092019 - A

Mo o [ Unzovered substitutions

Klazze
Subst. b Type Subject (Teacher! Substiute Class(es) Room | Text
4 Vertretung EO Gauss  Curie  HS3c 023C

5 Betreuung Mat  *Gauss Ander  HS3b 0238

= “ertretung Mat O New 777 HS4a 0244,

1 “Yertretung : ] Ph Mew T HZ4h 0248

2 “ertretung 5:15-9:00 S Mat | New 777 HS4c 0240

Subst.Mo. [ |3 Klasse v

Multi-week tt and break supervision

The mulit-week timetable module makes it possible to schedule break supenisions for any time ranges.
Break supenisions may follow a time scheme of a lesson group, just like lessons, or may be scheduled
individually for each week. For more information please go to the chapter 'Break supervisions'.
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- o F
7% Break supernvisions

HaR oX LT EROD AR -

Corridar | Teacherl

inutes: 200 "

[Uncovered:200.0) | Full narne

grammar school

01 142 23 |34 4
10:15  11:15 (1200
330 10:25 11:45 1300

taonday + e e
Tuezday + e e
Wednesday |+ el Y
Thursday '+ |

Friday + |
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