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Welcome to WebUntis

Life in a school centres on the school timetable. Students, teachers and parents must be kept informed
about the timetable and changes that are made to it each and every day. Until fairly recently school
timetables were published exclusively in paper form. As the World Wide Web has become more
prevalent, this type of publication is increasingly being replaced by electronic publishing.

WebUntis not only continues electronic publishing, it opens up whole new possibilities because it
represents a tool that is not confined to just a few individuals in the school management, it can also be
used to advantage by all teachers, students, parents and everybody involved.

WEBUNTIS AGENDA

The Agenda module allows teachers to access information at any time about free rooms and resources
and where necessary to book these resources on the spot. This relieves central administration and
makes it easier for individual teachers to obtain the resources that they require for their lessons.

Moreover, additional lessons that are not scheduled centrally such as irregular remedial teaching can
also be entered. These types of lessons augment the timetable.

WEBUNTIS CLASS REGISTER

Keeping a class register is usually an inconvenient task that is made more difficult as a result of the
paper-based class register not always being available where it is required. For class teachers (form
teachers) the class register entails additional work because if the information in the class register is not
just collected for its own sake, it also has to be processed once more at the end of the school term or
year so that information required can be extracted from it.

The Class Register module makes this administrative task easier and it also makes required reports
available at all times at the push of a button. Since the electronic class register is not just available
during lessons in the classroom because it can be accessed at any time via the internet and/or intranet,
the teaching content does not need to be entered during the lesson, meaning that there is more time
available for teaching. The teaching content can be accessed at any time and so individual teachers can
benefit from what they have entered.

WEBUNTIS STUDENT

Some school systems allow students to select (optional) courses in addition to normal compulsory
courses. In general, administering these course choices with forms is very time-consuming. The
WebUntis Student module enables students to choose their desired courses online. A number of
additional functions are available to assist this such as maximum registration time frames, course size
and waiting lists. Individual course selections are then transferred to the Untis timetable system at the
press of a button.

WEBUNTIS PARENT-TEACHER DAY

With the parent-teacher day module parents/legal guardians or enterprises can book an appointment with
a teacher. This makes unnecessary waiting times on the parent-teacher day redundant and teacher can
prepare much better for their appointments with the parents, since they already know in advance whom
they are going to see.

UNTISMOBILE

Increasingly important has become our UntisMobile app for Android and iOS-based smart phones and
tablets. With UntisMobile it’s not only the teachers and the students who have their up-dated timetables
and much more available at all times, it is also the parents/legal guardians and persons entitled to
receive information.

UntisMobile can be used by all educational facilities working with at least the basic package of
WebUntis.

WEBUNTIS SMS/ TEXT MESSAGE
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Teachers can send text messages to their students, their parents/legal guardians or persons entitled to
receive information and/or enterprises. Using the SMS/text message feature could be necessary e.g. for
telling the teacher about the absence of a student or time critical information on lessons to all students.
A big advantage is that it is not necessary any more to check which students with which telephone
number or e-mail address are attending the respective lesson. You just need one click and all students
of a student group are listed as potential receivers of the message.

WEBUNTIS DRIVE

With Drive users can upload files and integrate them directly into WebUntis. One example for its use is
embedding documents into “Information on period” or into teaching content entries. WebUntis Drive
provides a safe alternative to other, non-transparent platforms and is definitely in line with data protection
laws.

Structure of the manual

This manual comprises several sections, with individual sections intended for the different users working
with WebUntis (teachers, head office, headmaster, etc. ...)

WebUntis Info

The first section deals with all the points included in the WebUntis Info module such as user profile,
timetable display and the messaging system including SMS (text message) function.

Teachers
This section deals with all functions for teachers such as lessons and the creation of student groups. A
large chapter is dedicated to each of the modules, Class Register and Agenda .

Class teacher / Form teacher
This is where those functions are described that a class teacher performs in addition to those of a
teacher.

Headmaster / School secretary
Separate chapters are also dedicated to the user groups headmaster and school secretary .

Administration

In addition to the aforementioned sections, this chapter describes all the functions that are relevant for
the WebUntis administrator . If you are starting to set up WebUntis, you will find an outline for this with
the most important points in chapter First steps .

Untis users

In order to ensure that you can work efficiently and easily with WebUntis it is necessary to import data
cleanly from Untis. This is why we have dedicated an entire chapter to Untis users (Scheduling and cover
planning).

Students

Students can log in to WebUntis with corresponding rights, too. The final section provides information on

functions for students.

Parents/legal guardians, persons entitled to receive information, enterprises

It is becoming increasingly important for parents/legal guardians, persons entitled to receive information
and enterprises to have the possibility to use WebUntis. The last segment, therefore, describes
functionalities which can be used by the aforementioned three groups.
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WebUntis Info

You can also use WebUntis without the Agenda, Class Register or Student modules in order to provide
timetable information. It is a dynamic, up-to-date timetable information system with user rights that can
be set individually.

1A

1B 2A 2B 3A 3B 3C 4A 4B 4C 5A 5B 5C 6A 6B 7A 7B BA 8B BC 9A

1A
RK

1A
LUM

Mon

X - rs

Tue
Marx 1418
R1A E
Stone 1418
R1A RE
1A1B.2B
VB
Foss,Fer 1A
R1A BE
Aqu 1A4C
R1A GIT
Aomin an

06/18/2018

Aqu
RIA

Stu
R1A

Sutt
R1A

Meit
R1A

Mich
R1A

Aem

Wed

14
BE

1A1B
LUK

1A
D

1A1B.2A
DsP

1A,1B,2B
TEV

I

Phid
R1A

Gauss
R1A

Foss Fer
R1A

Lag
R1A

Fonda
R1A

Y

1A
BFLZ

1A
WEK

1A
WEM

1A1B
SASS

1A.1B
LUK

Thu

Night
RIA

New
R1A

Steiff
R1A

Amim
R1A

Gauss
R1A

Cancellation | Foreign

Fri

1A Steiff
WEM R1A
1418 Aqu
E R1A
1A Arc
M R1A
1A Foss
bl R1A
1A Phid
BE R1A
1A.1B.2A Meit
TANZ R1A

Conmn

Legend Lessons | | Activity | Standby Examination | [EfSakSUpeISIoN] |Special duty

Shifng) Not confirmed

Holidays| Holidays {not bookable)

The ICS calendar interface is of course available in this way to you and all system users.

Meit
R1A

MLa
R1A

Foss Fer
R1A

Shak
R1A

Note: Activate dynamic calendar via user profile

For the integration of the timetable in your calendar system including dynamic actualisation, please read

the chapter iCal calendar subscription .

User login

For starting WebUntis you need to set your browser to the appropriate URL (e.g. 'urania.webuntis.com/
WebUntis) and enter the name of your school, your user name and password. You also can search your
WebUntis instance via www.webuntis.com and use it this way.
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Developer licence Limited
For Internal use only

Today 08/03/2018

Info

@ Last login:01/01/197

A There is no e-mail address stored in your profile.

== Report absence

Today’s messages

Navigation is done
via the buttons on
the side

Depending on the respective user rights given by the administrator you can see timetables and contact
hours, as well as the 'Messages of the day' on the start screen of WebUntis. The following figure shows

the start screen of a student.

Login
WuU-5chule
User
X
Bitte geben Sie Ihren Benutzernamen und Thre E-Mail-Adresse ein,
Lﬂgin Soliten Sie kaine E-Mail-Adresse in Thren Benutzerdaten definiert haben, wenden Sie sich
bitte fir ain neueas Passwort an Thren Administrator.

-n
1]
n
L
(=]
—F
o
T}
m
1]
%]
m
=

= Abbrechen

Reset password automatically
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If you forgot your user password you now can automatically reset it. Just click on the respective button
below the password input field.

Note: Your e-mail address must be in your user profile

For resetting your password you need to have entered an e-mail address in your user profile. If this is not
the case, only your WebUntis administrator at your school can do this for you. The same is true for
admin users.

2.2 User profile

After login you see the menu items available to you based on the user rights assigned to you.

You can modify your user profile by clicking on your unser name at the top right.

Al X File storage || [2d My messages (1) || Contact details |l€'3¥ Berg (Profile) I| @ Logout | Web

& Fri Aug_3: 2018

221 General

Developer licence Limited | File storage || 1 My messages
For Internal use only

Web

Coniacl defails

Iafg} gauss (Praofile) I| @® Logout

‘ Today | Timetable | Lessons | Book | Class register | Courses | Master data | Administration | & T ’L”g_ﬂ' E |
?
- Can be edited.
e-mail addre:
gauss@webuntis.com v English v
Lehrpersonen (Teachers) Neo department
1 0
Forward all messages 1o the e-mail address Can be edited
Receive notifications from the task and ticket-system
My lessons Show elapsed lessons
Lessons: Classes Show the periods of the next day, when all of today's periods are
over.

Change password

First, change the password that was assigned to you by clicking on the <Change password> button.
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The user group assigned to you, your Untis teacher name, department and the 'maximum permitted
number of open bookings' can only be changed by an administrator. The data is displayed for information
purposes only.

The 'Max. open bookings' and 'Open bookings' are only available in combination with the 'Agenda’
module.

Now select the language you want to use when working with WebUntis, and enter your e-mail address
for e.g. forwarding internal messages or for a reset of your password when you forgot it.

For forwarding internal messages in WebUntis to your personal e-mail address you just need to activate
'Forward all messages to the e-mail address' in your user profile.

You need to check the box next to 'Receive notifications from the task and ticket-system ' if an internal
message should be sent to you for newly created tasks/ticketsin your own task type.

Home page

You can also influence the layout of your home page.

My lessons Show elapsed lessons
Lessons: Classes Show the periods of the next day, when all of today's periods are

over.

You can, for example, specify whether your own lessons for the day or those of the class you are
currently teaching should be displayed.

You can also select whether all lessons of the day should be displayed or only upcoming lessons.

Last login: Thursday, Aug 16, 2018 3:14:13 PM

Aug 27, 2018
You can invite legal guardians to a meeting here until Jul 16, 2018 12:00 AM

B8

Mo messages for today

Selection Type Prd. Fr. To Class Teacher Subject Room Class register  Teaching content Homework
B 2 355AM 945AM 2A  Berg ME @EH®MmXG W = 4
(3 10:00AM  10:50 AM Berg s @ 3 2 % G
6 1250PM 140PM 4A  Berg ME @E B X W & a
B 9 320PM  410PM  3C  Berg ME @E MY XG W = &
BE 11 500PM 550PM 5A  Berg ME @EMmDKE R & 4

Data access

With this tab you can administer your data access.
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O Display

The description and the advantages of publishing the calendar in iCal format is explained in the chapter
iCal calendar subscription .

The chapter security gives more information on two factor authentication.
For information regarding WebUntis Drive please go to Drive .

For information on Office 365 interface please go to Office 365.

Security

If you want to have more protection of your user access use two-factor authentication.
Two-factor authentication is a program you can install on your smartphone. It will generate a code which
you have to enter in addition to your password when you register.

Activate this additional security measure via <Profile> | <Data access> | <Two-factor authentication>.
You only need to follow the step-by-step instructions to conclude the installation.

There are two possibilities to use the two factor authentication, either by the means of an authentication
app or a security token. In the following both possibilities are described in more detail.

Two-factor authentication by authentication app

Note: You need an authenticator app on your smartphone for this security meachnism.
Several producers offer authenticator apps, e.g. FreeOTP by Red Hat or Authenticator by Google,
Microsoft or Sophos.
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You can use two-factor authentication to further protect your user account.

A authenticator app on your smart phone generates a token, which has to be entered when logging in

Please select

App Authenticator (eg FreeOTP or Google Authenticator)

Security-Token (hardware with a One-Time Password-(QTP-) generator)

(2]

0 Display

Please install the authenticator app on your smartphone.

Authenticator apps for Android, 105 or Windows Phone are available by different manufacturers as, for example, FreeOTP by
Red Hat, Authenticator by Google, Microsoft or Sophos.

Back m') Cancel

Install the two-factor authentication by scanning the gr-code on this page or by manually entering the shown key in your

app.
Key: IPAUQQBCNULLNOSL

Cancel

Please enter the cenfirmation code, which is shown in the app on your smart phene. Then click en [Activate]

Back m Cancel

Two-factor authentication by Security-Token

Note: You need a security token for this security mechanism.
A One-Time Password (OTP) generator is a pre-requisite. This hardware generates one-time passwords.
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General Contact details

Data access

1Cs Calendar

the calendar

Access via Untis Mobile

Two-factor authentication

1

Drive desktop client

[0 Display

2.2.5 Contact detials

Two-factor authentication activation (1/3) o

You can use two-factor authentication to further protect your user account.

A authenticator app on your smart phone generates a token, which has to be entered when logging in

Flease select

(O App Authenticator (eg FreeOTP or Google Authenticator)

(®) Security-Token (hardware with a One-Time Password-(QTP-) generator)

Back m Cancel

Two-factor authentication activation (2/3) e

You need a security token

Please enter the key, which you have received with your security token. Please chose the correct encoding (base32 or hex) of the key

Encoding

O Bases2
(O HEx

Method of calculation

(®) Standard (SHAT, 30s)
() OTP c200 (sHA2S56, £0s)

Back m') Cancel

Two-factor authentication activation (3/3) o

Please enter the confirmation key shown on your security token

Back Activats

Cancel

For entering your contact details please go to your<Profile> and choose the tab <Contact details>.
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2.3

Upload photo

Here you can enter and sawve different pieces of personal information.

The necessary right to read this information is called <Contact details> (<Administration> | <User
groups> | <Rights>).

Calendar

Use the calendar on the top right (below the Logout button) to select the currently viewed day and thus
the current week.
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(Profile) || @ Logout | \\ebh

Fri Aug 3, 2018 g
? 201772013 e

2 1 August = |
M T W T F & &
1 213 |4 &

& 7 & 9% 10 11 12
13 14 15 16 17 18 19
20 21 22 23 24 35 26
27 28 2% 30 M

2017 2018 2019

Note: Selection of calendar in date-sensitive pages

If the display of a page is date-sensitive (e.g. master data or booking lists), the data for the week
selected in the calendar will generally be displayed. At some WebUntis pages you need to update your
calendar when you have chosen a date. (Update in your browser via F5 in Windows or via update button).

Timetable display
You can display the timetables for individual elements by clicking on the menu item <Timetable>.

To do this, select the corresponding element type (class, teacher, subject, room, student, resource) from
the navigation menu.

You can change the displayed week in the calendar.
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RdA
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You can see in the figure that the elements involved in the lessons as well as the start and end times of

the lessons are shown.

The cells are automatically split when more than one lesson is taking place at the same time. These

settings can be changed in the timetable formats .

You can also change the colour settings and can adjust the timetable settings .

The daily overview can comfortably be subscribedor imported to other electronic calendaring systems (for
more information please go to ' iCal calendar subscription ).

At the top right above the timetable you see the gear icon. Click this button to select another timetable

format.
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Maon Jun 18, 2013 :
€ 20172018 Fi'

ebug
mpr

Frioe/22 _
ressournce

pausenaufsicht

standard
Foss ohnelinien
R4A standard ohne Doppel

v default

Asim 44 Blan
R4A LumM R4a

If you need a print out of a timetable week, just click on the printer icon to have a look at the print preview
and then print the timetable for the respective week.

At the bottom of the timetable page on the right you see the data and the time of the last lesson or
substitution export from Untis.

48 Arnim

BIO R4A
3B, 3C, 4A Goethe

FBE R3iB

Eecaiea

Oweniew timetables are available for classes, teachers and rooms which can be accessed via menu item
<Timetable>.

241 Timetable overview
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[on [Tus ed [Thu
1876 [19/6 20/6 21/
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Legend [ Free perod || Lessons || Mot conmes | [WAgiig] | Blockes period | [NGHRERSN] | s 1l | Substiation |

Daily overview: classes

Via the menu item <Timetable> | <Daily oveniew: classes > you can access an oveniew class timetable
for the current day. You can also access daily overviews for teachers and rooms by going to the
respective menu item.

elabie L1ass e LU0
Department Current day
6182018 ik
1A 1B 2A 2B

3-00 AM 1B Steiff 2A Mich 2B EBlan @ 3A
9-00 _~ WEM R1E GIT R2A M RZE RK
i ) 1A Marx 2A Berg 2B New JA
1*'_ [F[ _H RK R1A ME R2A WEK RZB BE
000 AM

The daily oveniews for classes and teachers can be activated and deactivated by a special authorisation.

HLH%\MAM““
Daily overview Class & [ [+ 7
Daily overview Teacher @’ ] [w#] v
Daily overview Roo =

24.2 iCal calendar subscription

iCal is a standard used to exchange calendar information. WebUntis supports this standard by allowing
every teacher and every student to activate his/her own private iCal link that can then be integrated with
his/her own personal calendar application.
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To this end, the iCal link must be activated in the teacher's/students' <Profile> using the <Publish the
calendar> button under <Data access>.

Kalenderfreigabe entfernen Standard

i

Once the <Publish the calendar> button is activated, the iCal button will be displayed that you can then
use to access the URL of your private calendar. You can subscribe to the timetable by adding this link to
your calendar application (Outlook, Google Calendar etc.).

The advantage of this method, subscription as opposed to import, is that the calendar does not need to
be re-imported after every timetable modification. The calendar is always up-to-date.

Note: Only for teachers and students

The calendar application is only possible with the teacher and student user roles, since only they hawe a
timetable stored in WebUntis. A timetable cannot be subscribed to for users such as an administrator or
school secretary. This is why the <Publish the calendar> does not appear in their user profiles.

Note: Other calendar applications

Calendar tools such as Google Calendar or Microsoft Outlook often treat subscribed calendars in
different ways which usually lies outside WebUntis responsibility or control. An example is the interval of
data synchronisation; it can take sometimes longer than you are used to until the timetable data are
synchronised in the respective calendar system. Our recommendation is to use our free-of-charge Untis
Mobile App for tablets and smartphones.

Warning: Subscriptions for students

Using this function for students, which has to be explicitly ordered, increases senrver traffic considerably.
For this reason we reserve the right to increase hosting charges. Please contact your Untis partner:
http://www.grupet.at/en/kontakt/partner/europa.php .

ICS calendar download

As an alternative to a dynamic subscription you can choose to export timetable data statically in ICS
(iCal) calendar format.

You have two basic options for this:

1. From the timetable perspective of the teacher. In this case, calendar entries are exported for a week.
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=
54.12.0
1A Ander
Mat R1a

2. via <Lessons> | <My Lessons>, by calling up reports (the column far right).
This view allows you to set the time range to be used for exporting the calendar entries.

Klasse 2a. 2b, 3a
Lehrer Gauss, Ander

Fach Mat

Zeitraum

07.01.201% 12.01.2019 Altuelle Woche

Arbeitsbericht o

Arbeitsbericht mit Lehrformen

Tagesibersicht Lehrer 4 ohne Seitenumbriche
Fehlzeiten pro Unterricht pro Schiler 4

Fehlzeiten pro Unterricht pro Stunde

L

X

Ly

Fehlstundenmatrix = chne Einfrage

El E

Schiler im Unterricht X

Schiler im Unterricht mit Bild

Maoten pro Schiler = Motennamen ausgeben
Moten pro Klasse =

ICS Kalender

| Zurick |

Some calendar applications allow data to be imported into a separate calendar. This is the
recommended approach since you will not have any synchronisation problems if you import modified
timetable data a second time.

Warning: Static import

Timetable changes that appear in WebUntis after the calendar import will not automatically be
communicated to the user. You must use the calendar subscription method via the user profile if you
wish to have data synchronised automatically. Our recommendation is to use our free-of-charge Untis
Mobile App for tablets and smartphones.
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2.5

Substitution lists

Substitution listThe WebUntis basic package allows you to show dynamic substitution lists on monitors.

Under <Administration> | <Monitor views> | <Substitutions> the administrator can create new
substitution lists. These substitution lists are meant to be displayed on monitors. An example for such a
scenario would be the entrance area of a school where these dynamic substitution lists show the
students current changes in the timetable. Another example would be to show them in the teachers’

rooms. br>

The following graphs show examples for typical substitution lists which could be shown on various school

monitors.

An example for classes (grouped by classes):

Teachers: Bach, Berg, Blan, Curie, Hari, lon, Lind, Marx, McDow, Mend, Night

Shak, Steiff
Abs. teachers: Berg, Hugo

Status: Aug 4, 2017 25257 FM

Period Time Classes Subject Room Teacher Info
. 2 8:55 AM-9:45 AM 25 ME R2A Berg Cancellation
al s.e 1200PMa2S0 oo o Lo Shifing from 1816 /5:00

PM PM

3| 6 1250PMA140PM 38 D R3B Hai SN TOM 18/6/2:30
38| 7 140Pv230PM 38 PH RIB Nignt Sniing from 18/6/4:10
8] 7 140PM230PM 38  E  ReB  Shak Cancallation
38| & 230PM320PM 38 B RIB Ha  SnnOioiB6/1250
58] © 320PM410PM 3B LUM R3B  Blan  Shifingto19/6/1:40 PM
38] 10 410PMS500PM 2B PH R3B Migat Shifting to 18/6/1.40 PM
38| 11 S00PMSS0PM 38 RK  R3B M  nnaiol6/1200
= IO, —————— -

Classes: 2A, 3B, 4B, 6A,
6B

Substitution
text

Teachers: Bach, Beck, Blan
Mend, Bin

Abs. teachers: Berg, Hugo

Period Time
1 8:00 AM-8:50
AM
12 5:50 PM-6:40
PM
1 8:00 AM-8:50
AM
5:50 PM-6:40
12 PM

8:00 AM-8:50
AM
5:50 PM-6:40
iz PM

8:00 AM-8:50
AM

o.g S55AM320

Status: Aug 4, 2017 2:52:57 PM
Classes: 1A, 1B, 2A, 2B, 3A, 3B, 3C, 5B, 5C, 7A, 7B,
8B, 8C

Curie, Grill, lon, Lind,

Classes

1A, 1B, 2A 2B, 3A,
3B, 3C

AAAB2A 2B 3A.
3B3C

1A, 1B, 2A 2B, 3A,
3B, 3C
3B.3C

1A, 1B, 2A 2B, 3A,
3B, 3C
3B3C

1A, 1B, 2A 2B, 3A,
3B, 3C

7B

The substitution lists for teachers are similarly grouped by teachers:

Teachers: Bach, Berg, Blan, Curie, Hari, lon, Lind, Marx, McDow, Mend, Night,

Shak, Steiff
Abs. teachers: Berg, Hugo

Status® Aug 4, 2017 252.57 PM

Classes: 2A, 3B, 4B, BA,
6B

Substitution

text

Period Time Classes Subject Room Teacher Info
T I R
o BB o RN o
8.9 2:30 EMJ 10 PH Bam;‘.‘? L%&éﬂe_ Activity
Berg 2 8:55 2”’9 45 24 ME  R2A Berg Cancellation
- g 320 m_a W o5 | o |z . snutqngot%sﬁgfs '
cuie| 3 I090AW PH Bﬁﬁér‘l‘;f e Activity
cuie | 3.4 1000AM: PH RIC Bafwhér‘lgf o Activity
cuie | -9 Z30DM-410 PH Baﬂ’ér‘l‘;'j ; Curie, Activity
I . osoeme o __ | ___ Shiffina from 18/6

Teachers: Bach, Beck, Blan
Mend, Bin

Abs. teachers: Berg, Hugo

Period Time

10:00 AM-
10:50 AM

10:00 AM-

3-4 q1a5Am

2:30 PM-

8-9° 4lopM

555 AN
2-8 320PM
1:40 PM-
2:30 PM

10:00 AM-
10:50 AM

10:00 AM-

Curie:  3-4 4145 AM

BB

8B

BB

8B

BB

8B

BB

Subject Room Teacher Info

R1A  Grill
RIA Gt
R1A  Grill
RIA G
R1A  Grill
RIA Gt
R1A  Grill
Reck

Status: Aug 4, 2017 2:52:57 PM
Classes: 1A, 1B, 2A, 2B, 3A 3B, 3C, 5B, 5C, 7A, 7B,
8B, 8C

, Curie, Grill, lon, Lind,

Substitution
text

Shifting from 19/6 /
Shifting to 19/6 /
8.00 AM
Shifting from 19/6 /
5:50 PM

Shifting to 19/6 /

8.00 AM

Shifting from 19/6 /
5:50 PM
Shifting to 19/6 /
8:00 AM

Shifting from 19/6 /

Activity

Classes Subject Room Teacher Info ?ei:ﬁmmo”
Bach, lon,
PH Curie, Mend, Activity
Lind
Bach, lon,
PH R1C  Curie, Mend, Activity
Lind
Bach, lon
PH Curie, Mend, Activity
Lind
2B Beck Activity
Shifting from
3B LUM R3B Blan 18/6 / 320 PM
Bach, lon
PH Curie, Mend, Activity
Lind
Bach, lon
PH R1C  Curie, Mend, Activity

The substitution list as an oveniew (<Administration> | <Monitor views>:

e
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Selection

Mame Public
# #  cetest Show in this browser
& ¥ default Show in this browser
# # Enffale Show in this browser
f #€ Klassenmonitor Show in this browser

4 Elements found, showing all Elements.1

Mew Copy Delete Lock access from this browser

Note: Show substitution lists

The substitution lists must be activated once via the button: <Show in this browser> before they are
shown for the first time. For non-public substitution lists a cookie is set for the respective browser so that
only this internet browser has the permission to access substitution lists. This inhibits e.g. improper use
by repeated use of school internal lists.

Note: Public substitution lists as of WebUntis 2017

As of WebUntis 2017, it is possible to create public substitution lists, i.e. the URL of the substitution list
can be copied and can be shown on another computer or in another browser. To this end you need to
activate the option ‘Public’ in the respective substitution list.

Tip: Copying of existing substitution lists
Substitution lists can be copied in the overview. Just highlight the checkbox of the list you want to copy
and click on the <Copy> button.

Substitution monitors have many setting possibilities:
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Neues Vertretungsformat

Name | |
Angezeigie Spalten | Stunde [ Zeil [ Klassen [ | Schilergruppe [ Fach [ Raume | Lehrer (@] Info [ Verretungstesxt
Blockstund, =]
Entfallene Stunden durchstreichen  [o)
Ay de Lehrer d O
Nur zukiinftige Vertretungen anzeigen o]
Pausenaufsichten anzeigen ||
Enffalle bei vorhandenen Vertret aushlend O
Zu vertretende Lehrer anzeigen (o)
Entfalle anzeigen [ |
Mur Entfalle anzeigen
Veranstaltungen anzeigen [ |
Priifungen aulerhalb der Stunde anzeigen ||
Unangekiindigte Prifungen anzeigen ||
Diese Aktivitatsarten nicht anzeigen N Unterricht N
o Spre_chstunde
o Bereitschaft

Pausenaufsicht

Veriretungen des nachsten Tages anzeigen ab [HH:mm] O |00:00

0 |
Rollen | Seitenweise A
30

3

Intervall fiir Datenabfrage [sek] |5[|[]

1
SchrifigriRe |1 6

Verschiebung zum aktuellen Datum [Tage]

Intervall fiir Seitenwechsel [sek]

Rollgeschwindigkeit [1...5]

Anzahl der angezeigten Tage

Hohe des Anzeigebereichs [Pixel]

0

Gruppieren nach | =Auswahl= WA

Abwesende Elemente (Lehrer/Klassen) ausblenden

Abteilungzauswahl nach | Auswahl> -
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Department Fak1
o Fak2
) Bibliothek
Al
A2 -
Public
For teachers show the | Short name v
Caption (Standard: "Substitufions’)
Show messages of the day
Show blocked rooms
Show absent elements Class Teacher
Show affected elemenis Class Teacher
Treat teachers busy with an event like absent
teachers
Period instead of fime
Merge free periods
Show news ticker
Font size (1§
Show colours of substitufion types
Type Foreground Background
#iigg00 x Ediaid
Even row #daecfd
0Odd row #0267t
Even group #5h9dr4
Cdd group #aichfa

Default colours

Save Save & New Cancel

In the following a few important options will be explained in more detail:

Cancellations and substitutions in general

WebUntis provides you with many options for the settings of displaying substitutions and cancellations,
e.g. 'Strike-through cancellations’, 'Do not show cancellations if substitutions exist', 'Show cancellations',
or for substitutions e.g. 'Only show future substitutions' (already passed periods of the day are not shown
anymore), 'Show teachers which are to be replaced', etc.

Interval for paging
Define the interval for scrolling to the next page in seconds.

Interval for data retrieval from server
Define the interval for synchronising data, e.g. with a default value of 600 the data are synchronized every
10 minutes with the senver.

Number of days
Define how many days you want to have displayed on the monitor. Depending on the size of the monitor
it is necessary to either show more or less days.

Group by

Here you can choose between 'Teacher' and 'Class'. The grouping refers to the grouping of the displayed
changes by class or teachers. You can, for instance, use a class monitor for the entrance area and a
monitor grouped by teachers for the teachers’ room.

Do not show absent elements (teachers/classes)
If, for instance, you have many classes or teachers who are absent and this information only takes up
space on the monitor without having any added value (because the absent elements are not on site), just
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2.6

activate this option.

Public

Define whether the substitution list is also available via a copy of the monitor URL in other browsers or
computers. When this option is not activated then the substitution list can only be displayed in the
browser in which it is to be shown.

For teachers show the
Select here which way the teachers’ names are to be displayed, e.g. short name, surname first name,
title surname first name, personnel number, etc.

Colours
Define new colours as you wish.

'Header' and 'Ticker' (headings for paragraphs)

Define in general whether messages of the day are to be displayed in the header and/or as news ticker in
the bottom area of the window. Additionally, WebUntis provides you with the possibility to change
additional settings such as displaying blocked rooms, absent elements (teachers, classes) or a
combination of free periods.

Moreover - as you are used to with Untis substitution lists - you now can activate a header in which
absent or affected classes and teachers are shown. You also have the option to show the 'Messages of
the day".

Daily texts originating in Untis are imported to WebUntis as Messages of the day . For every individual
message of the day you can specify if it should be shown in the respective substitution list or not.

Note: Messages of the day in substitution lists
Messages of the day can be displayed in the header or as news ticker by activating it for the respective
message of the day and in the substitution monitor.

Note: Daily texts from Untis

Daily texts imported from Untis can also be displayed as dynamic substitution lists. Just go to
<Administration> | <Integration> | <Untis> for administering all options you have for daily texts from
Untis.

Messages

WebUntis has its own internalmessaging system. In order to access this click in the top right corner on
'My messages'. You view messages in one of three folders: Inbox, Sent or Drafts
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Only unread messages

Subject / Sender Date

You can choose if you want to see all messages or only the unread messages. Furthermore you hawe a
selection list where you can select a specific sender.

Click on <New> if you wish to create a new message. Click on the button 'Statistics of unread
messages' in order to generate a report on unread messages.

Create a message

After writing the message and entering the subject, select one or more recipients.

If you wish to add a recipient, click on the user in question in the centre section, who will then be
displayed in the recipient section (left). If you wish to remove a recipient, click on the user in the left

section.

You can restrict the users displayed in the centre section with the help of a number of filters such as
departments, class, user group or person role and then add all users to the recipients if necessary.
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2 C B 1I

=
i
1]
Iih
]

File storage

3c() -
Save Cancel B
sCi)

Backer () -
Berger ()

Braun () -
Friedrich {)

Fuchs () h
Giinthar ()

Select all Reset

If you regularly send messages to a particular group of users, we recommend that you create distribution
lists .

File attachments to messages

You can also attach files to your messages. Just click on the button <Attach file> and select the file you
want to attach.

2 C B I U

File storage

Save Cancel

Formatting internal messages

You can now edit your messages by using the many options provided for formatting such as changing
the font, colour or insert links.
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Last login: Monday. Aug 6, 2018 11:00:34 AM
1 new message(s)

Aug 27, 20
You can no longer invitparents as the registration period for parents has already started. You can see your final appointments on Jul 22, 2018 from
12:30 AM

No messages for today

Reply ~Forward &

eltern
x v
Only unread messages
Berg
Subject / Sender Date
-
Anmeldung zur Sprechstunde am 25.08.2017 von Aberfeldy fur 13:20 - 13:30 Bemerkung
Anmeldung zur Sprechstunde

New message

You will be informed of new incoming messages in the start screen immediately after logging in. If you
click on this notification, your inbox will open where you can open the message in question by clicking
on the <Edit> button.

Leib

- Becker, + Koch, - Hahn

Status of sent messages

As soon as a message sent by you has been read by the recipient, a '+' appears in front of the
recipient's name (otherwise you will see a *-' for unread). This makes it very easy to see if a message has
already reached the recipient or not.

Call back (=]

Leib

- Becker, - Koch, - Hahn
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Reply-to addresses

If a user has an e-mail address in his/her profile, internal WebUntis messages can be forwarded to this e-
mail address.

As of the 2016 version the entered e-mail adress is used as reply-to address.

If there is no e-mail address added to the proifle, but the respective user is a person (e.g. a teacher), the
e-mail address entered in the master data is used.

The entry of a reply-to address can be deactivated under <Administration> | <Settings>. You can
globally enter a sender e-mail address, which usually will be a 'do-not-reply@schule.eu' address.

Note
As of the WebUntis 2016 version file attachments can also be forwarded by e-mail.

2.6.1 Distribution lists

In order to edit a distribution list click on the <Distribution list> button under <My messages>.

Distribufion list Type User
Klassenlehrar Class teacher

Lehrar Teacher

Schuler Students

If you wish to create a new distribution list, click on <New>. You can easily select the recipients for your
distribution list using numerous filter functions in the window that then opens.
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2.7

X
Mame
x
D ecessa
User-defined -
v <]
-
3c I:,' b
5C ()
Becker () -
Berger ()
Braun () hd
Friedrich ()
Fuchs {) hi
iinther {1 h
Select all Reset
Save Save & New Cancel

For example, if you require a list with all teachers of class 2a, set the filter to class '2a' and the user
group to 'teachers'. Clicking on <Select all> adds the users and clicking on <Save> creates the
distribution list.

Messages of the day

The messages of the day serve to display general messages, i.e. news and messages to WebUntis
users. It is displayed in the main window after users log in in the dynamic substitution lists (Monitor
views) and in your Untis Mobile App.

The messages of the day can either be entered directly in WebUntis or can be transferred from Untis
when they have been entered as a daily text in cover planning.

You can create this type of message via <Administration> | <Messages of the day> by clicking on
<New> or administer them by clicking on the <Edit> button.
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All school years Show only current messages

Selecti
lection Subject Fr. To Day of the week 5tart page Header Ticker Public Untis Mobile

& ¥ werrr Apr26, 2018 Apr26, 2018  every day
# ¥ NewMenu Mar2, 2018 Aug 30,2018 Thursday
2 Elements found, showing all Elements.1

Mew Delete Back

Tip: Restriction of display
You can restrict the display of the messages of the day even further by clicking 'All school years' or/and
'‘Show only current messages'.
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Machricht bearbeiten x
Von Bis Wochentag Reihenfolge
02.102017 | = | [03.11.2017 jedenTag ¥ 10
Offentlich Aufgefachert anzeigen

Anzeigebereich
| Starizeite Monitor: Ticker | Monitor: Kopfzeile
«| Untis Mobile

Anzeige beschranken auf

EBenutzergruppe

Abteilung

Beftreff

Bl w|B I U|= | Av B~ | &~ 7
schriftart| Times New Roman crote | I

Unser erster Online-Sprechtag mit WebUntis

Ab kommendem Schuljahr kénnen wir dank WebUntis, Termine fiir den
Sprechtag online buchen.

Moch magliche Zeichen: |4712
Anhang

Dateiablage... | Keine Datel ausgewahlt. { ...Die Schaltflache "Dateiablage”

erscheint nur mit dem Zusatzmodul
"WebUntis Drive".)

| Speichern | | Lischen | | Abbrechen |

Fr. To
Here you define the time range you want the message to be displayed.

Day of the week
Select a day of the week if the message is to be activated only on this respective day (e.g. student
activity in the cafeteria every Friday).

Position
If more than one message has been created for a day, you can use this option to determine the order of
the messages.

Public)
You can specify here that a message should be public and also be displayed when the user is logged
out of WebUntis.
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2.8

Show expanded
This option will display both the subject line and the message. Otherwise the message will only be
displayed when the user clicks on the subject.

Display range
You can select individually for each message of the day where it should be shown (Display range). The
options 'Monitor: Ticker' and 'Monitor: Header' refer to the substitution monitors .

Note: Display of messages of the day in mobile app
In the display range you can also define whether the message of the day should be displayed in Untis
mobile app for smartphones and tablets.

Restrict to
When creating or editing the message you can enter both a subject line as well as the actual message.
Furthermore, you can confine their display to user groups and departments.

Tip: Message of the day without subject line

You can create messages of the day without any subject line. In this case, e.g. the complete body text
is shown in the header of the substitution lists instead of only the subject line. This way it is possible to
show formatted messages, e.g. with another font size and colour.

Daily comments/Messages of the day from Untis
Messages of the day from cover scheduling of Untis can be managed by a global setting via
<Administration> | <Integration> | <Untis>.

Mark Untiz’ "Messages of the day" public

Show Untis' "Meszages of the day™ Maonitor: Header [ Monitor: Ticker (@) Untis Mobile

Here you can mark daily comments from Untis as public, i.e. they are also displayed on the start page
even if the user is logged out. Additionally, you can define where the daily comments from Untis are
displayed.

Publish news of the day as RSS feed

You can provide your users with the possibility to subscribe to the messages of the day by checking
'Publish news of the day as RSS feed' (<Administration> | <Settings>). Users can read the messages
then via their RSS readers such as Microsoft Outlook.

SMS (text message)

With WebUntis SMS you can send text messages (SMS) to mobile end devices.
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]

SM5

Recipient Uszers

EerWer Wrwrwr
AfnA

Aladdin

Alice

An Cnoc

Andromeda

van Agquitanien Eleonore
Ardbeg Thomas
Ardmare - || Selectall | | Reset |

forso

Mo element selected

You can import the
recipients from
individual
distribution lists

For students, send to the following persons:
Students Legal guardians Persons entitled to receive information Companies

Message

Decide for yourself
which persons
should receive the
SMS

A choice of
different filters
makes it easier to
enter the recipients

Characters remaining:: | 140

| Send || Cancel |

You have many options for entering recipients:

¢ Use the dynamic search
¢ Use Individual distribution lists
e Use filters for department, class, user group or person role

With WebUntis you can sent text messages (SMS) to students but also to responsible persons such
as:

e Parent or legal guardian of the student
¢ Persons entitled to receive information
e Companies (e.g.at vocational schools)

Note: Mobile phone numbers must be entered prior to sending any text message

The mobile phone numbers of the respective persons need to be entered via <Master data> | <Student> |
<Address> | <New Address> including the country code in order to be able to send text messages to
different persons.
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you have 140 characters for the text message.

WebUntis provides you with several options to get to the window in which you can send text messages
(SMS). In the following chapters we will introduce some scenarios.

2.8.1 Sending via 'My messages'

If you want to send a text message spontaneously, just click on <My messages> and go to the <SMS>
tab.

SM5 X

Recipient Uszers

ErWer WrwrwT

Afna

Aladdin

Alice

An Cnoc

Andromeda

van Aguitanien Eleonaore

Ardbeg Thomas

Ardmare - || Selectall | | Reset |

forso

Mo element selected

For students, send to the following persons:
Students Legal guardians Persons entitled to receive information Companies

Message

Characters remaining:: | 140

| Send || Cancel |

Here you see all sent text messages including their sending status.

Sending via 'My messages'

2.8.2 Sending via class register

After activating SMS functionality you will not only see absent students in the class register, but also the
new additional button showing a mobile phone.
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Fs
s Baghira Cinderella Heidi
b & v v
Shir Khan Strolch Susi
v v v
B& | absent | « Absences checked | Enter grades | | Send message * |
s
Selection
Student Fr. Start time To End time Reason of absence Status Text
Alice  10/16/2017 &:00 AM  10/16/2017 8:50 AM ill Open
Extend

SMS
Recipient (1) a Users {
erwer WIwnwT
AfnA

Aberfeldy Mary

Algner Julia

Aladdin

An Cnoc

Andromeda

von Agquitanien Eleonore
d'Arc Jeanne - || Selectall | | Reset |

Aol mom T mmm

& All recipients have the mobile phone numbers needed.

For students, send to the following persons:
Students Legal guardians Persons entitled to receive information Companies

gssage

Sending via class register

2.8.3 Sending via 'Today's lessons: Teachers'

In addition to all the aforementioned possibilities to send a text message there is also the option to send
a text message vie the Today's lessons' function. This can be useful when a lesson needs to be
cancelled in order to inform the students and their parents on the change on short notice.
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Lehrer | Arist v
Auswahl Art Std. Von Bis Klasse Lehrer Fach Raum Klassenbuch Lehrstoff Hausaufgaben
o 2 0855 09:40 1A Arst E Ra @HBMDXE -4 @
O 3 0950 10:35 3a,3b Arist SpotM Th2 @ H B D X Q & a8
v 4 1045 11:30 4 Arist  Ph Ppys @EH®BMD XEG I g a3
O 5 1140 1225 2a,2b Arst SpotM Th2 @ H @D X Q W & a8

| Bericht | | Bericht Tageslbersicht Lehrer | | Nachricht senden |

Interne Nachricht

SMS

Activate the column <Selection> of the lesson which is cancelled by ticking the checkbox. Click the
button <Send message> and choose <SMS> aus. Now the window opens which was described in the
chapter SMS (text message) . The only difference is is that in this case all student of the respective
class are already listed as recipients.

2.8.4

SMS

7z

Recipient (9) a

w” Caollla

w* Dalmore

w” Glengoyne
«* Knockando
« Lochnagar
« Royal Brackla
s Strahisla John
s Tomatin

" Tullibardine

Students

Message

Sending via 'Absences’

Another possibility to send a text message is to access <Class register> | <Absences>, provided that

you have the respective rights.

As a class/form teacher you can send a text message to the students or the partents who do not have

sent an excuse for their absence yet.

Users

EMWEr WIWInNT
ATnA

Aladdin

Alice

An Cnoc

Andromeda

von Agquitanien Eleonore
d'Arc Jeanne

Ardbeg Thomas

Al oo

o All recipients have the mobile phone numbers needed.

For students, send to the following persons:

Legal guardians Persons entitled to receive information

- || Selectall
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2.91

Class Student Search Period
- All - ¥ |- All- MRS 2 |The01s 7i2112018 Current week
Activate class filter Reason of absence Status Sorting
Show deleted records - All - v || - All- A Class, Student, Date ¥
Selection
Type User Student Class Cl-Tea Fr. Start To End Reason Status Text
7 A [&] b5 Berg Chef 1A Foss  Jul16,2018 10:55 AM Jul 16,2018 6:40PM il ?
# K = [¥ kg Berg Pimpel 1A Foss Jul 16,2018 10:55AM  Jul 16,2018 640PM il ?
ey 9= & b I Balu 2B Blan  Jul 16,2018 & 00AM  Jul16, 2018 10:50 AM il ?
X EE kg r Hathi 2B Blan  Jul16,2013 B8:00AM  Jul 16, 2018 9:45 AM P

Sending via 'Absences’

Aufgaben fir alle (Fehlerticket-System)

Ist in einem Klassenzimmer die Beamer-Lampe defekt oder ist ein PC in einem PC-Labor
auszutauschen, so ist es vorteilhaft, wenn der Schaden sofort gemeldet werden kann. Dies ist nun mit
dem neuen Fehlerticket-System von WebUntis mdglich. Unmittelbar nach Meldung eines Problems ist
dieses fir alle Kolleginnen und Kollegen sofort sichtbar. Das vermeidet Doppelmeldungen und der fur die
Reparatur zustandigen Sachbearbeiter kann das Ticket umgehend bearbeiten.

Die Vorgehensweise wird wie folgt in drei Schritte unterteilt:
¢ Vorbereitung

e Tickets erstellen

e Tickets zuweisen

Vorbereitungen

Unter <Stammdaten> | <Aufgabenarten> mussen zunachst Aufgaben definiert werden, die als Ticket ,
das heif’t als allgemeine Fehlermeldung behandelt werden sollen. Diesen Aufgaben kénnen auch
Benutzer zugewiesen werden, die als Empfanger dieser Aufgaben in Frage kommen.
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Short name
Full name
(,/ Treat tasks of this kind as tickets .
Edited by
o Beck Extended selection x
| S | | Save & New | | Canca  Selected elements Available elements
« Beck
Foss -
foss2
fp
Friedrich
Fuchs
Gal
" Gand
gauss {b
Geppetlo - || Selectall || Reset |
ah —
| Apply || Cloze |

Fir das Lehrerkollegium und das sonstige Personal werden folgende Rechteeinstellungen empfohlen:

2.9.2 Tickets erstellen

Tickets (Schadensmeldungen) konnen mit diesen Rechten ganz leicht Gber die Klassenbuchseite erstellt
werden. Ganz unten im Klassenbuch des Unterrichts, finden Sie den Button Ticket erstellen’, der
folgende Ansicht 6ffnet, in der die Unterrichtslehrer Tickets anlegen konnen:

Neues Ticket

Titel Ticketart
Beamer defekt Haustechnik
Text

Der Beamer funktioniert nicht. Bitte
reparieren/warten/neu kaufen...|

Raum
Werkr

Speichern | | Abbrechen

Alle Lehrer sehen nun auf lhrer Startseite, dass der Beamer derzeit nicht funktioniert.
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Letzte Anmeldung; —

Status Aufgabenart Raum Titel Text von Benutzer v Zugewiesen an
Offen Haustechnik Werkr Beamer defekt Der Beamer funktioniert nicht.... Ander

2.9.3 Tickets bearbeiten

Die Mitarbeiter der Haustechnik kdénnen nun diese Tickets selbstandig ibernehmen. Nach dem Login
wird ihnen auf der Heute-Seite folgendes angezeigt:

Status Aufgabenart Titel Text Filligkeitsdatum von Benutzer v

Offen Haustechnik Beamer defekt Der Beamer funktioniert nicht... 09.01.2019 Ander
Der zweite Button Ubernimmt das Ticket fur den eingeloggten Benutzer.

Die Aufgabe kann nun vom Sachbearbeiter mit einer Bemerkung versehen, einem anderen Benutzer
zugewiesen und der Status (‘Erledigt’, 'in Bearbeitung') gedndert werden.
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Ticket x
Titel Ticketart
Beamer defekt \ \Haustechnik
Text

Der Beamer funktioniert nicht. Bitte
reparieren/warten/neu kaufen...

von Benutzer

Ander

Betroffener Raum

Werkr X

Status - Zugewiesen

Bemerkung

‘ H Hinzufliigen |

| Erledigt | | In Bearbeitung

Abbrechen

Andert sich der Status einer Aufgabe, so wird der Ersteller des Tickets mittels Nachricht verstandigt.

Empfanger

Ander

Nachricht

Automatische Benachrichtigung - Der Status des Tickets wurde auf Zugewiesen geandert.

Benutzer: Techniker
Raum: Werkr Aufgabenart: Haustechnik Text: Der Beamer funktioniert nicht. Bitte reparieren/warten/neu kaufen...

Ist eine Aufgabe 'erledigt' so verschwindet sie aus der Liste der Aufgaben. Wie alle anderen Aufgaben
findet man sie natirlich noch in der Liste der Aufgaben unter <Unterricht> | <Aufgaben>.
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3.1

Teachers

Teachers are the group which is likely to make the most entries in WebUntis. This is why such a long
section is dewoted to them.

Besides the basic informational functions that were described in chapter WebUntis Info , teachers also
have the possibility of viewing lessons , and in many cases they need to define, e.g. in the case of split
lessons, which students will participate in which lesson. This is effected via student groups .

In addition, there is also a large chapter dealing with the Class register describing, among other things,
how to enter absences and teaching content . The chapter on the Agenda module describes how to
perform a room change , how to book rooms and resourcesand a whole lot more.

Lessons

My lessons
You can display Information on your own lessons using menu item <Lessons> | <My lessons>. You can
specify here which students actually take part in a particular lesson in the event of split lessons.

The buttons under <Appointments> provide an oveniew of each individual lesson period.

Type of activity Period
<Selection= v | 41122018 8/11/2018 Time range a

Type Type of activity Class Student group Sub]ect Teacher Per Fr. To Appointments Students Studentgroups Repon:s
# .| Prof. de guardia Gauss 1  Aug 14,2017 Jul29,2018 [ 79
-n-—-nm__m
# [E Seminario Gauss 0  Aprg9,2018  Apri52018 [ A 7 el e &
# B Clases 1A, 1B LUK_1A1B LUK Gauss 4 Aug14,2017 Jul29,2018 [§] Fl @ o 3 @ 2 B
# | & | seminario 1B BE | Gauss 0 |Apro, 2018 | Apris 2018 | [5] G g e &
# B Clases 28 GWK Gauss 2 Aug14,2017 Jui29,2012 [§ A Gad 2 e 3 73
# B Clases A, 2B LUK_3428 LUK  Gauss 2 Aug14,2017 Jui29,2012 [ M Ga 2 @ 2 3
# B Clases 3m,3C LUK_3A3C LUK  Gauss 2 Aug14,2017 Jui2g,2012 [F M & 2 e B
# @& Clases 5A,5B,5C LUK 5ASB5C LUK  Gauss 3 Aug14,2017 Jul29,201¢ [{ & @&d 2 e | ®
# @ Clases 6A, 6B LUK_BAGB LUK  Gauss 3 Aug14,2017 Jui29,2018 [{ A @d 2 @32 ®
# @ Clases A, 7B LUK_7ATBGTBR LUK  Gauss 2 Aug14,2017 Jul29,2018 [§] ] GG 2 2 2 ®
# @ Clases 8A, 8B,8C LUK_8ABCS8B LUK  Gauss 2 Aug 14,2017 Jul29,2018 [ f Q& 2 2 2 ®
# [E Clases s8C GWK Gauss 2 Aug 14,2017 Jui29,2018 [F A G4 2 e 2 &

Type Fr. To Start End Reason Text
# ¥ by May16 2018 May 16, 2018 8:00 AM 5:40 PM

‘ Report absence | | Report | ‘ MNew lesson | | My grading schemes | ‘ Registration for a contact hour

Go to <My lessons> in order to send a message to the students attendign your lessons.
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Mein Unterricht Gauss

Aldivitatsart Zeitraum
| <Auswahl> v | 16.07.2012
Aktivitdtsart Klasse

P

| 21.07.2018

Schillergruppe Fach

# B Unemicht

Gauss

= || Aktuelle Woche

Schiler im Unterricht

Lehrer: Gauss, Fach: Wk, Klasse: 1b

Familienname

1 Beck

2 Berger
2 Frank

4 Friedrich
5 Fuchs

G Ginther
T Hahn

3 Huber

9 Jung

10 Kaiser
1 Keller
12 Lang

13 Mayer
14 Maller
15 Peters
16 Roth

17 Scholz
18 Schubert
19 Vogel
20 Weilt
21 Winkler

+ E-Mail Adress

en

Vorname
Niklas

IMaximilian
ax
arc
Leni
arie
Lucas
Lea
Luca
Lena
Iaria
Leonie
Laura
Lisa
Leon
oritz
Lina
Luis
Maja
Louisa

Mia

Geschlecht Klasse Eintrittsdatum Auwstrittsdatum Noten

&

&
&
&
2
2
&
2
&
2
2
2
2
2
&
&
2
&
2
2
2

1b
1b
1b
1b
1b
1b
1b
1b
1b
1b
1b
1b
1b
1b
1b
1b
1b
1b
1b
1b
1b

17.12.2010
04.01.2011
10.01.2011
28.01.20M
29.03.20M
16.01.2011
15.02.2011
10.04.2011
21.02.20M
04.04.2011
22.01.20M
17.03.2011
16.04.2011
05.03.2011
23.03.20M
23.12.2010
11.03.2011
09.02.2011
03.02.2011
27.02.2011
29.12.2010

- 2 2P o b e B 2 B B % 2 G 6 B 2% 2%

| Moten eintragen | | Gesaminote | | MNotenschemen zum Unterricht | | Berichte + ||| Machricht senden + ||

Today's lessons

HEEERER
Ve ved

You can display the lessons for a teacher or for a class for the selected day in the calendar via <Today's
lessons: Teachers> and <Today's lessons: Classes>. Provided you have the appropriate rights, you can
e.g. open the class register , create new exams, shift lessons or cancel them, create additional periods,
make room changes, etc. via the list of displayed lessons.

Lessons for teacher Gauss on Apr 11

Selection Type
(] =
(] (=]
OJ [=]]
(] =

Prd.

= m w

Fr.
8:55 AM

10:00 AM
11:55 AM
1:40 PM

To
9:45 AM

Class

, 2018

Teacher

BA, 8B, 8C Gauss

10:50 AM 1A, 1B
12:45PM &C

2:30 PM

GA, BB

Gauss
Gauss

Gauss

| Report | | Report Daily overview teacher | | Send message ¥

Subject Room

LUK
LUK
GWK
LUK

R8A
R1A
R8C
RGA

OEHHmMD XG
OHHMD XG
eEHMD XG
OHHMD XG

Class register Teaching content Homework

0
0
0
0%

Fx F F FR



47

3.2

3.21

Student groups

All students of a class participate in many lessons together. There are lessons, however, in which only
part of a class or parts of various classes participate.

Warning: All students in a class
If all the students in the class participate in the same lessons, it is not necessary to create student
groups.

WebUntis must now be informed of which students take which lessons with which teachers in order for
the timetables to be output correctly for each individual student and for the class register to be used

properly.

This assignment is effected via student groups for these split lessons. Go to <Lessons> | <My lessons>
| icon in the 'Student group' column.

The basic principle of student groups is as follows:

¢ A unique student group is assigned to each lesson in which not all students of a class participate. For
example, student group Boys_PE_5A is assigned to the PE lesson for the boys in class 5A.

¢ Individual students are then assigned to this student group, for example all male students in class 5A.

¢ A student group can only be assigned to a single lesson.

Note: Student groups in Untis

These student groups should already have been entered in Untis by the timetable scheduler. Subject
teachers can then assign students to these student groups in WebUntis, and therefore only student
group 'containers' (i.e. only the name) is created in Untis and is ‘filled’ with students (students are
assigned) in WebUntis.

Assigning students

If a student group has already been assigned to a lesson, you will also see an icon with only one head
next to the three heads in the 'Student groups' column (<Lessons> | <My lessons>).

Clicking on this single head allows you to assign students to the student group or to change the
assignment.
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Type of activity Period
<Selection> v || 814/2017 TI292018 Current school year ¢
Type Type of activity Class Student group Suh]ect Teacher Per Fr. To Appointments Suldems Student groups Reports

& [} Bereitschaft Gauss |1 Aug 14,2017 Jul29, 2018 [ 1 G 3 %
-n-—mmnm_
Unterricht 1A, 1B LUK_1A1B Gauss 4 Aug 14,2017 Jul29, 2012 [F] f G a 2 : 73
f @ Unterricht 2B GWK Gauss 2 Aug 14,2017 Jui29,2012 [§] T G 2 73
# @ Untericht 3A, 3B LUK_3A3B LUK Gauss 2 Aug 14,2017 Ju29.2018 [F A @ a 2 @
# @ Unericht 3A,3C LUK_3A3C LUK  Gauss 2 Augi14,2017 Ju29. 2018 [{ M G 2 3
# B Untericht 5A,5B,5C LUK _SASB5C LUK  Gauss 3 Aug 14,2017 Jul29,2018 [F HY G q 2 @
]
]
Class: 1A, 1B @
Number of students: 1 @
wEd e ¢ Bl
Selectiv Surname Firstname Sex Class Catalogue number Fr. To Short name External Id Te;
rd 1 Aigner Julia 0 5/24/2018 AignerJul
2 Balblair o 2 Balblair
3 Bambi o 0 Bambi
4 Brummbar e 0 Brummbar
5 Chef af i [ 1-] ocner
G Dumbo o 0 Dumbo
7 Happy o 0 Happy
8 Hatschi o 0 Hatschi
] Hood Robin o 0 Hood
10 Mogli e 0 Mogli
11 Pan Peter oF 0 Pan
12 Pimpel o 0 Pimpel
13 Schlafmitz o 0 Schlafmiitz
Wi ey

A list will be displayed containing the students who can take part in the selected lesson. Check all those
student names in the selection list who are to take part in the lesson in question and then click on
<Save>.

In the fields 'Fr.' and 'To' you can define the time range for which the respective students should be
integrated in this student group. If a student is outside of this range, WebUntis will automatically take
him/her out of the respective student group. It is possible to edit the from-to data in combination with the
main calendar in WebUntis (top right).

Selection functions

Various selection functions are available to help teachers select student groups as easily as possible.
The following selection functions are available to you:

Selects all students

Deactivates all selected students

Restores the initial status

Inversion: all deactivated elements are activated and vice versa
Deactivates all male students

Deactivates all female students
Copies the selected students to an (internal) clipboard
Restores the selected students from the internal clipboard

74040 QB i 3¢«

Tip: Copy and paste
It is not possible to a assign student group to several lessons. You can, however, copy the student
assignment to the clipboard and then paste it into another student group. This allows you to quickly
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3.3

3.341

make identical student assignments to several lessons.

Class register

The most important functions of the electronic class registerare entering student absences and entering
teaching content. You can open the class register for a particular period via the today's lessons or the
timetable.

Selection Type Prd. Fr. To Class Teacher Subject Room g register Teaching content Homework
B 4 1055AM 1145AM 8A 8B, 8C Gauss LUK R3A @ H @ 5 X @. = %
B & 230PM 320PM 3A3C Gauss LUK R3A @H @D X Q T = &
B 9 320PM 410PM 5A5B5C Gauss LUK R5A @H @D X G 2 = e
B 11 500PM 550PM 1A 1B Gauss LUK RiIA @EH MDD XE R B &
B 12 550PM 640PM 2B Gauss GWK R2E @H #HD X G R = w

Report Report Daily overview teacher Send message ¥

The class register page shows you which students (with or without photo) are supposed to be taking part
in the lesson. You can mark any student who is missing as absent with a few mouse clicks.

;I:gailuame GleinKeith Glencraig GlenGrant

gnlochy

o ] GleinKeith Glencraig
=m § absent
= i e
Glenlochy Glenlossie GlenMhor L
e NP el NTTRNsr r PSNEN

You can also enter the teaching content for the lesson in the section at the bottom of the register.

The following chapters describe these functions and provide information on additional possibilities such
as class register entries, class senices, homework and student groups.

Accessing the class register

Home page
Your home page will display the day's messages and, below this, a list of lessons for the current day.

You can also access this list by selecting the menu item <Today's lessons: Teachers> from the
<Lessons> menu.
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3.3.2

Selection Type Prd. Fr. Te Class Teacher Subject Room egister Teaching content Ho rk
BE 2 ©855AM 945AM B8A 8B, 8C Gauss LUK R3A @ Jd @ D ¥ ( =4 fﬂ-
B > 10:00AM 1050 AM 1A, 1B Gauss LUK Ri2 @H # D X G ™M =4 @
B 5 11:55AM 12:45PM 8C Gauss GWK R @ H D X G R g o
B 7 140PM  230PM  6A 6B Gauss LUK RéA @ H @D X & R & &

| Report | | Report Daily overview teacher | | Send message ¥ |

Click on the <Class register> button to open the class register.
From the timetable

If you click on a period in the timetable, details on that period will be displayed. You will also find the
<Class register> button here allowing you to open it, too

Class register page

The open class register page contains various section that you can display and hide by clicking on the
small arrows.

-

Class 1B (Sutt)

Teacher Arc

Subject M
Y

Bambj D 0 Happy Hood Robin
P Wy Mo'g\?WWﬂmﬂWf\mﬁ\_mnmmw
4 4 4

BE | absent | | Check absences | A, | Entergrades | | Send message + |
a

Mothing to display
= =] = &

Click here to enter the teaching content. No homework on record
Teaching method
a Bl Fy & 1B
Nothing o display Nothing to display

Create ticket | ‘ Students with pictures ‘ | Back |

You will see the following sections (from top to bottom):

Lessons
Examinations
Students in the lesson
Absent students
Teaching content
Homework

Class register entries
Class senvices




Student absences 51

333

3.3.3.1

Student absences

Student absences can be entered in the school register either centrally in the school secretary or direct
by the relevant teacher .

Students can even enter/report their own absencesprovided they have appropriate rights.

Entering new absences

If you wish to enter a new absence for a student, check the box to the left of the relevant student's name
and click on the <absent> button.

1 Bambi @
! @}- Tir G

N

Mew absence

Student

Fr. To
4/972013 4/9720138
Sfart time End time
10:55 AM 11:45 AM

Feason of absence
disease ¥

Text

| Save | | Close |

You can now enter the details of the absence. You will generally not change the preset start and end
times of the period. If there is a suitable reason of absence, enter it. You can leave the field empty if you
do not know why the student is absent. You also have the possibility to enter an explanatory text.

e,

Selection

Student Fr. Start time To End time Reason of absence Status Text

= Mogli  04/09/2018 10:55 AM 04092013 11:45 AM  ll Open

Extend

The students entered will now also be displayed in the list of absent students.

Furthermore you have the possibility in WebUntis to mark in the editing mode if the absence of a student
has been reported to a parent or legal guardian or not. Just click on the editing symbol under <Absent
students> and then choose the option <Notified to>.
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3.3.3.2

3.3.3.3

3.3.34

Alternatively, you can enter an absence for a single student by simply checking the box to the left of the
student's name.

Note: Abences need to be checked

If no students are absent or all absent students have been entered click on the <Absences checked>
button. The system notes that the lesson has been edited and it is no longer displayed in the ' Open
lessons' list.

Students arriving late

If a student arrives late for the period you can reduce the length of the absence entered. Press the
<Reduce absence> button in the field <Absent student>. This reduces the end time of the absence to
the current system time. No further input is required.

e,

Selection

Student Fr. Start time To gd time Reason of absence Status Text
F# Ba  Arelle  04/09/2018 8:00 AM 04.@9;2[1130 AM ) Open

Alternatively, you can click on the <Edit> button and change the time manually.
Extending absences

Student absences do not have to be entered again for each new period. If the teacher of e.g. the first
period has already entered a student absence, it only needs to be extended in the second period.

In this case, click on the <Extend absence> button in the <Absent students> section. The absence will

then be prolonged accordingly. This is both faster and also means that the entry does not need to be
repeated for double periods or blocks of periods.

il

Selection
Student Fr. Start time To End tig Feazon of absence Status Text
F# o Arelle  04/09/2018 8:00 AM  04/09/2018 &35 F @ | Open

Alternatively, you can click on the <Edit> button and change the time manually.

Exftend

Interrupting absences

Student absences can be interrupted. This may make sense, for example, if a student has reported in ill
but still comes into school — just for the one period — to write an important class test.

To do this , go to the <Absent students> area and click on the editing button next to the respective
student. Then click on <New interruption of the absence> and make the necessary changes such as
start and end time in the window that is then displayed.
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.
on
Student Fr. Start time To End time Reason of absence 5Status Text
Arielle  04/09/2018 8:00 AM  04/09/2018 Wy 850 AM Open
Extend
Absence x Q , ,
w interruption of the absence x
Student
Arielle
. . Student
g ° Arielle
4/972018 478,
Apr 9. 2018 8:00 AM - 3:50 AM
Start time End tim
3:00 AM 0 PM
Date
Mo interruptions L
Start time End time
Reason of absence 8:00 AM 8:50 AM
| disease v |
Text
Text appeared at the exam
Motified to Legal guardian
Booked on  Aug 3, 2015 5:36:36 AM from fp
Changed on Aug 3, 20158 5:41:04 AM from fp
| save | | Delete | | Close |
Student r
Ariglle
Fr. To
492018 |+ | 492018
Start time End time
3:00 AM 410 PM

=]
lf % Apr 9, 2013 8:55 AM - 9:45 AM appeared at the &xaml

Interruptions of absences can also be deleted (or generally edited) directly in the absence.

3.3.3.5 Deleting absences

Absences of students who are marked as absent in the class register window can be deleted using the
<Edit> button.
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Absence X
Student
Arielle
Fr. To
4972013 492013
Start time End time
3:00 AM 410 PM

# & Apr9, 2018 8:55 AM - :45 AM appeared at the exam

Feason of absence

disease v
Text
Motified to Legal guardian

Booked on Aug 3, 2018 8:36:36 AM from fp
Changed on Aug 3, 20158 3:44:44 AM from fp

Save Close

Warning: Deleting only possible for a limited time
An absence can only be deleted for up to one hour after it was entered for security reasons. This time
period can be changed by your WebUntis administrator in the class register settings.

3.3.3.6 Higher-priority school events

If a student participates in a higher-priority school event (e.g. an event from Untis) he/she may be marked
absent for a less important school event taking place at the same time.

Example

A number of student in class 2b participate in a school event between 8am and 6pm:
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3.34

000

i,

Class 24 (Aqu) 2@ Activity 8:00 AM - 8:00 PM BIO 2A Baker
Teacher Berg
Subject ME

7 » B %

These students now appear crossed out from the normal lesson taking place in parallel for class 2b and
are marked with a symbol which means will probably not participate in this lesson and therefore does not
need to be marked as absent.

Entering teaching content

Entering teaching contentThere are several ways of entering teaching content.

Quick input

Click direct in the 'Teaching content' section and enter the teaching content.

Input in dedicated window

Click on the <Enter teaching content> button at the bottom of the page or on the <Edit> button in the
Teaching content' section. A window will open in which you can enter the teaching content.
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3.3.5

Teaching content

- O

Writing Skills

Class 2A

Teacher Berg

Subject ME

Date  Apr 12,2013 1:40 PM - 2:30 PM

Teaching content
Writing Skills

Here you can take
over the teaching
content from the
previous lesson

Pravious

pr9,2018 Mon  Writing Skills f
== Apr5, 2018 Thu yd
™  Apr2, 2018  Mon V'
) Mar29,2018 Thu 7
2 Mar26,2018 Mon rd
Teaching method

<Selection= A

Remark

Attachment

| File storage... | Mo file selected

| Save | | Apply | | Close |

In addition to entering teaching content, you can also view the teaching content of preceding lessons and
if necessary copy this, you can select the teaching method used, e.g. 'Teamwork', assign the lesson a
number and add a remark.

Reports on lessons

You will find a list of all your lessons under menu item <Lessons> | <My lessons>. If you click on the
<Reports> button, you will be able to display and print various reports for the chosen lesson. Most
reports can be output as pdf file, csv file or as Excel file.
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Arbeitsbericht &l S
Arbeitsbericht mit Lehrformen
Tagesiibersicht Lehrer €5t () ohne Seitenumbriiche
Fehlzeiten pro Unterricht pro Schiiler csu I
Fehlzeiten pro Unterricht pro Stunde X
Fehlstundenmatrix & B () ohne Eintrage
Schiler im Unterricht &
Schiiler im Unterricht mit Bild
Noten pro Schiiler & B () Notennamen ausgeben
Noten pro Klasse & B
ICS Kalender B
ExampleWork report
BG Klassenbuch
School year: 2017/2018
Work report for the lesson
Class: 1A, Subject: Mathematik
Periods of the lesson 8 6:40
Date Prd. | Teacher Topic Homework Abs. Students
Apr9,2018 12 Arc 1) equations
Apr 10, 2018 7 Arc 2) equations
Apr 12, 2018 7 Arc 3) equations
Apr 13, 2018 3 Arc 4) equations
Apr 16, 2018 12 Arc 5) Pythagoras'
theorem
Apr 17, 2018 7 Arc 6) Pythagoras'
theorem
Example

Matrix of absence periods

The latter report generates a table showing all students and periods. This report can be used to record
missing students if there is no PC available in each classroom.
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Matrix of absence periods &

Subject REL-1, Teacher AH (AH), Class 1a,1b,1c, Student group

Student ez ERE R
gEEE%E%EEEE%EE‘E
s EEEEEEEIEIREER
EEZEEFEEEEEERIEIEE
Adi 4
Alessandro
Alexander LR OB
Alexander
Anna
Antonie
Bashkim
W‘-‘d
gl .
Example report students in the lesson
BG Klassenbuch é
School year : 2017/2018 (
Students in the lesson
Class: 1A, Subject: M, Teacher: Arc,
Surname First name Sex Class Entry Exit
1 Balblair m 1A Sep 19, 2011
2 Brummbir m 1A
3 Chef m 1A i
4 Hatschi m 1A
5  Pimpel m 1A
3 Schlafmiitz m

Example absence time per lesson
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3.3.6

BG Klassenbuch

School year: 2017/2018
Absence time per lesson

Aug 1, 2017 - Sep 13, 2018

Class: 14, Subject: M, Student group: , Teacher: Arc Periods of the lesson 200 166:40
Student Date Per of Time Reason of absence ENr. Done
Algner Julia 24/5 1 1:40 PM-2:30 PM disease

Aigner Julia s5/6 1 1:40 PM-2:30 PM disease

Total 2 1:40 1% Total (integrating) 2 1:40 1%

Of those 2 1:40 1% Of those unexcused. 2 1:40 1%
unexcused.

Class register entries

As the name says, class register entries are 'official' entries in the class register. They can include, for
example, notes on breaches of discipline during lessons. Accordingly, it is possible to make such
entries for the entire class or for individual students.

The window for class register entries opens after you click on the <Class register entries> icon in the
class register window or after clicking on the symbolin the field <class register entries>.
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3.3.7

Klassenbucheintrag X

Klasse 24
Lehrer Steiff
Fach WEM

Datum Zeit

09.04 2013 10:00

Schiler Klasse
Alice 248
Eaghira

Cindarella

Heidi

Shir Khan

Strolch

Susi

Eintragskategorie
disturbance

Klassenbucheintrag
Baghira disturbs the lessons

Moch mizgliche Zeichen: |B72

Speichern | | Schlielfien

In this window you can select individual students (using <CTRL>+click) or the entire class. Select a

suitable remark category and enter your remarks in the field intended for that purpose. Please do not
forget to <Sawve> your input.

The entry categories are determined by your class register administrator and cannot be changed by
individual teachers

Homework
Clicking on the <Homework> button will display the homework that was to be completed for this lesson

(i.e. this entry was made in one of the preceding lessons) as well as allow you to enter what the
homework is for the next lessons.



Homework 61

3.3.8

-~ 4
Buch &. 33

Zusammenfassung zur Geschichte
Buch S. 36 - Beispiele 4 bis 8

The homework section shows you what the students had to complete by the current lesson. Click on the
<Homework> button in order to set new homework. In the window that is then displayed, first select the
period by which the homework has to be completed, and then enter the content of the homework before
confirming with <Save>. If you subsequently open the class register for the he period in question , you
will find your entry in the homework section.

The homework can also be displayed for students provided they have the appropriate rights.

Note: Coyping of homework

If you want to copy a homework text, select the respective target date by clicking on the 'Edit' button.
Now you see the homework for this data. In order to copy a homework in here you only need to click on
the <Apply> button in the left column

Open periods

You will find periods that still require entries to be made listed under menu item "Open period: Teachers.
This list displays periods for which no teaching content has been entered and lessons for which student
absences have not been checked.

You can use the 'Entry' selection field to limit the list to only those lessons where teaching content is
missing or where absences are missing.

Once teaching content has been entered for a lesson it will no longer be displayed in this list.

Fr. |4/9/2018 -Apr9, 2018 Open periods: 4, Periods of the lesson: 4
Teachers | Asim T | Entry - All - Report
Selection Class Subject Date Fr. To Type Room Class register
GA GWK Mon Apr9 2018 800 AM 350 AM REA wﬂﬂ E‘i‘:-.
aC GWK Mon Apr9, 2018 10:00 AM 1050 AM R&C wﬂ! ?
A GWK Mon Apr9 2018 1250PM 1:40FPM REA wﬂﬂ E‘i‘:-.
JA GSK Mon Apr9 2018 320PM 410 PM R3A IJH :?

The list will indicate optically whether absences or teaching content have been entered.

Click on the class register icon with a warning triangle in order to enter absences and on the book icon
with a warning triangle in order to enter teaching content.
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3.3.9

3.3.10

3.3.10.1

Offene Stunden Klasse

Unter <Klassenbuch> | <Offene Stunden/Klasse> haben z.B. Klassenlehrer die Méglichkeit sédmtliche
noch offenen Stunden Ihrer Klasse zu betrachten. Hier kdnnen Sie direkt sehen in welchen
Unterrichtstunden lhrer Klasse noch kein Lehrstoff eingetragen wurde oder wo noch keine
Anwesenheitskontrolle durchgefihrt wurde.

Mit dem Auswahl-Feld bei 'Eintragung' kénnen Sie die Liste auf jene Unterrichte einschranken, bei denen
nur der Lehrstoff oder nur die Abwesenheiten nicht eingetragen wurden.

Fr | 4/9/2018 -Aprg, 2018 Open periods: 9, Periods of the lesson: 9
Classes | 24 ¥ | Teachers | - All - \J |En1r3' - All - Report Send message
Selection Teacher Clazs Subject Date Fr. Te Type Room Class register
Mich 2A GIT Mon Apr9 2018 B8:00 AM  B8:50 AM Rza (IR Eh
Berg 2A ME Mon Apr9 2018 8:55AM  9:45 AM Rza (IR E il
Steif  2A WEM Mon Apr9 2018 10:00 AM 10:50 AM Rza (IR E‘L
Luth 28 M Mon Apr9, 2018 10:55 AM  11:45 AM Rza IR E‘L
Sutt 2A, 34, 3C, 4A 4B, 5A, .. VB Mon Apr9, 2018 11:55 AM 1245 PM Rza IR E‘?x
lon 28 BIO Mon Apr9, 2018 12:50PM 1:40 PM Rza (IR E‘?x
Grill 24, 2B LUK Mon Apr9, 2018 140PM  2:30 PM R2ZA wﬂ] E‘h
Fonda 24 D Mon Apr9, 2018 320PM 410 PM R2ZA U'd' E‘h
New 28 WEK Mon Apr9 2018 410PM 500 PM Rza (IR Eh

In der Liste wird optisch angezeigt, ob die Abwesenheiten bzw. der Lehrstoff schon erledigt sind.

Um Abwesenheiten einzutragen, klicken Sie auf das Klassenbuchsymbol mit dem Warndreieck und um
Lehrstoff nachtraglich zu erfassen, klicken Sie auf das Symbol mit den Biichern und einem Warndreieck.

Uber den Button 'Nachricht senden' kénnen Sie eine Nachricht direkt an die betroffenen Lehrer senden
welche noch offen Stunden haben.

Examinations

You can enter and edit examinations in WebUntis. An Examination overnview provides a summary of how
exams are distributed over the various classes.

Your WebUntis administrator can define a parameter for exams, for exam types (quizzes, test etc.),
grading schemes, weighting facts or the number of exams a student can be expected to take in a certain
period of time.

Enter grades

Assessing participation

If you, for instance, want to participate individual students during a lesson you just need to access the
class register and click on the button <Enter grades>.
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Bauer Sara @
(e
)
er Oskar
| |Note eintragen

The window for entering grades opens up.

10.01.2019

Abbrechen

In this window you can define the type of examination, the grading scheme and the grade per student.
Additionally you can write a remark and put down a time regarding this grade entry.

Assessing a test

Generally test or any other written exams need to be entered into WebUntis as examinations.
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SP X w
Schema SP X v
Text
Positive Steigerung von 4 auf 2 v
10.01.2019

Abbrechen m

Vie <Details of the period> (just click on the respective period in the timetable) and the button <Edit
examination> you get to the derails of an exam.

Bauer Sara Hoffmann Paula
L <
Becker Oskar Jung Hanna

Here you can up-date the following information: Name of the exam, text, the responsible teacher, date of
return, the responsible teacher for the returns and the grading scheme.

The button <Enter grade> opens the list of participants.

' Bauer Sara @ . He
v Y&l 4
' |
Becl n})skar

& Notenibersicht

=

You can enter here the individual grades per student (you can also add a remark, if necessary) and save
it.

After saving go to the button <Grades statistics> which gives you access to a statistics of grade plus a
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calculation of the average grades.

3.3.10.2 Entering examinations
Start entering exams by clicking on the first period in the timetable when an exam is to be scheduled.

Then click on the button with the question mark icon and the tooltip <New exam>and follow the
predefined steps using the <Next> button.

Fr.

3a Cer
E R3a

Warning: Using the correct subject

It is important for an examination to be entered for the 'right' lesson with regard to subject but not

necessarily at the right time. The time (and date) can be changed as desired, but the connection to the
lesson (subject) cannot.

As of WebUntis 2016 it is possible to assign several supenision teachers for a time range at one exam.

0L 4 || &« @ x

=] Unterricht @

Prerequisite is the following right: May change the supervision teacher .
3.3.10.3 Notenmatrix

Unter <Unterricht> | <Mein Unterricht> | Button 'Schiler im Unterricht' | Button 'Notenmatrix' sehen Sie
eine Matrixansicht mit allen Prufungen, Noten und Schulern des Unterrichts:
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3.3.10.4

\)\-@

(}%’L‘Q) 0,\(2, e}(\o\ K\}(\g

N &9 o &g

\;\\\Q‘\ \\-lo\ "9\ ,’.’){'&‘ ,‘/Q\ Q&\?’L rLQ\ Q’Q\\' n&'\

& & Q\Q’ (,?J"Q.\% < Q"\(_} =
= 2 % ) ni’l N
&

1 Bauer Sara 1 ] o
2 Becker Oskar 2 2 ,
3 Fischer Mia 2 ] 3
4 Friedrich Julia 2 7 ;
5 Fuchs Lisa 2 1 .
6 Gunther Klara 3 P 4

Hier kdnnen Sie direkt in die einzelnen Felder klicken, um Schiler zu benoten. Die anschlie3ende
Ansicht wurde bereits in den vorigen Kapiteln behandelt:

Schema SP X v

Abbrechen

Vergeben Sie hier die Note des Schiilers und fligen Sie optional einen Text hinzu.

Hinweis: Gesamtnotenvorschlag

Falls Sie an lhrer Schule den Gesamtnotenworschlag aktivieren méchten, kontaktieren Sie lhre
Administration. Diese kann im Bereich der Notenschema-Stammdaten ein Gesamtnotenschema
zuweisen.

Examination lists

You can access a complete list of all defined examinations via <Lessons> | <Examinations>.
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Type Class Teacher Subject Period
- All - v | -All- v -All- v - All- ¥ || &12017 9/23/2018 Current school year
Show deleted records
Slle T Type Name Class Date Fr. To Subject Teacher Room Exported Booked on Return cn
Vaw. 3 & j‘"g; Exam M c Aug 16, 2017 10:00 AM  10:50 AM M Hero R3C Aug 14, 2017 4:46 PM
7 K il ‘;"'4; StdWd  First revision 2A Apr5, 2018 140PM 230PM  ME Berg R2A Aug 6, 2018 8:01 AM
Vaw. 3 & j‘"g; OE First oral exam 2A Apr9,2018 855AM  945AM ME Berg R2A Aug 6, 2018 712 AM
7 K il ‘;"'4; QE First oral exam 2A Apr16, 2018 8:55AM  945AM  ME Berg R2A Aug 6, 2018 9:12 AM

16 Elements found, showing 1 to 15. [First/Next] 1, 2 [Next/Last
Report Exams by type Exam calendar + Exam scheduling Exam report with grades + Examination overview Do not show empty records
Hint: you can always enter an exam for a lesson directly via the link [

Delete Save

You can use the selection fields abowe the list to filter according to individual elements and by date.

Text

Note: Entering exams
Examinations can be entered either directly by clicking on the affected period in the timetable or via

<Lessons> | <Today's lessons: Teachers>, <Lessons> | <My lessons> or directly in the class register

via the field <Examinations>.

Exam calendar

The exam calendar shows all examinations of a class listed by subject.

Exam calendar for the month of April in the school year 2017/2018

] B Z 5 fo ] B -
B_] E_] B | E_] ] B_|
[2A - ME - Test 2A - ME - Test
| o I - . ] -
2A - ME - oral exam
| ] . = o T .
2A - ME - oral exam
B B ] B B Bl ] B
3B - M - Exam
Bo_| | k] B ] B ] [

Examination overview

The examination ovenview is a frequently used report that summarises all exams of all classes on one

calendar sheet.
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3.3.10.5 Priifungsberichte

Prufungsubersicht

Ein viel genutzter Bericht ist die Prifungsibersicht Klassen/Lehrer, die alle Prifungen aller Klassen/
Lehrer auf einem Kalenderblatt zusammenfasst.

Exam calendar

Class

assepi
assep
asse|y
assep
assep
assepy
asEE|y
assepi
assepy
assE|y
assepi
assep
aSSEY
assep
assepy
asSE|y
assepi
assepy
assE|y
assepi

22/3

23/3
2473

26/3

2773

28/3

29/3

30/3

31/3

2/4 IME

3/4

44

574 IME
6/4

7/4
a/4 ME

10/4

11/4

12/4

13/4

14/4
16/4 ME

"N RA N AN AL A A A

17/4

18/4

19/4

20/4

21/4

23/4

24/4

25/4 BIO

26/4
27/4 I I ~

Prufungsbericht mit Noten

Ein Bericht mit allen Prifungsnoten zu allen Priifungen eines Lehrers
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Type Name Class Subjec Teacher Date Return on Durati NrPart. Avg. grade
Exam D 5B D Stan 3/16/18 50 717 2,14
Grades

Surname First name Class Grade Remark

Ardbeg Thomas 5B 1

Bladnoch Alice 5B 3

Clynelish Finnan 5B 3

Fettercairn 5B 2

GlenOrd 5B 2

Ledaig 5B 3

Linkwood 5B 1

Bericht Priifungskalender

Ein Bericht mit der Ubersicht (iber alle Priifungen.

Exam calendar for the month of April in the school year 2017/2018

|23 B7 | |2 B ] Bo_| BL ] L]
B | B [ | B
2A - ME - Test 2A - ME - Test
] o ] ] - ] -
2A - ME - oral exam
] ] ] . ] ] ]
2A - ME - oral exam
R T 5] T ] . =
3B - M - Exam
Bo | ] | B [ | [

3.3.10.6 Prifungsplanung

Die Prifungsplanung bzw. den Prifungskalender finden Sie unter <Unterricht> | <Prufungen> |
<Priufungsplanung>.

‘ Today ‘ Timetable | Lessons | Book ‘ Class register | Substitutions | Courses | Scheduling ‘ Master data | Administration
My lessons
Lessons: Classes
Lessons: Students
Type Examinations Subject Period
OE ¥| Exam statistics v [ -All- v || 312017 9/23/2018 Current school year
Show deleted records Taske
Selection .
Today's lessons: Teachers Date Fr. To Subject Teacher Room Exported Booked on Return on Text
/# R [B o Today's lessons: Classes g 16,2017 11:55AM 1245PM GSPE Hari  R7E Aug 11, 2017 11:41 AM bb
Le f th for teach
# R [F o esone ot e yEariontenthers g o013 gs5AM  945AM  ME  Berg  R2A Aug 6, 2018 7:18 AM
Lessons of the year for classes
rae arik! r16,2018 855AM 945AM  ME Berg R2A Aug 6, 2018 9:12 AM
N . Student groups
3 Elements found, showing
Settings

| Report | ‘ Exams by type | | Exam calendar « | I Exam scheduling ” Exam report with grades « | | Examination overview Do not show empty records

Hint: you can always enter an exam for a lesson directly via the link E -
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3.4

Mithilfe der Prifungsplanung kénnen Sie auf einfache und Ubersichtliche Art Ihre Prifungen fiir das
gesamte Schuljahr verplanen, da Sie zusétzlich zum Kalender einen guten Uberblick zu all lhren
Prifungen (auch jene in anderen Unterrichten) und zu den Prifungen lhrer Schiler haben.

Wahlen Sie dazu im linken Bereich einen Unterricht und eine Prifungsart aus, anschlieend sehen Sie
im Prifungskalender an welchen Tagen der Unterricht stattfindet (orange gefarbt). Klicken Sie nun auf
einen gewtlinschten Tag um eine neue Priifung anzulegen.

August September October November | _December January February March April May June July
Teache 1 [Tue Fri Sun ed Fri Mon Thu Thu un ue Fri Sun We!
2 [Wed Sat Mon Thu Sat [Tue Fri Fri MoE) Wed Sat Mon Tht
T 3 [Thu Sun Tue Fri Sun [Wed Sat Sat Tue Thu Sun Tue Fri
T \at 4| Fri Mon Wed Sat Mon fThu Sun sun Wed Fri Mon Wed sat
5 |Sat Tue Thu Sun Tue Fri Mon Mon ) Sat Tue Thu Sur
oral exam = 6 |Sun Wed Fri Mon Wed sat frue Tue Fri Sun Wed Fri Mo
7 |Mon Thu Sat Tue Thu Sun [wed Wed Sat Mon Thu Sat Tue
e Taname 8 |Tue Fri Sun Wed Fri Mon Thu Thu Sun Tue Fri Sun We
: 3 |Wed Sat Mon Thu Sat Tue Fri Fri Mol led Sat Mon Tht
Current school year e 10 |Thu Sun Tue Fri Sun Wed Sat Sat Tue Thu Sun Tue Fri
11| Fri Mon Wed Sat Mon 1<% Sun Wed Fri Mon Wed sat
Scheduling 12 |Sat Tue Thu Sun Tue by | Fri IMan\ Mon Thu Sat Tue Thu Sur
13 |Sun Wed Fri Mon Wed sat | Tue ue Fri Sun Wed Fri Mo
Shaow all your exams 14 |Mon Thu Sat Tue Thu Sun T - » |sat Tue
15 |Tue Fri sun Wed Fri Mon n We
16 |Wed Sat Mon Thu Sat Tue Classes 2A \ Mon Tht
17 |Thu sun Tue Fri Sun Wed Teacher Berg Tue Fri
O ME-1A 18 | Fri Mon Wed Sat Mon Thu Subject ME ed sat
O ME-1A 19 Sat Li%s Lo Sy e i Exam for the lesson in the period Dec 11, 2017 8:55 AM - 9:45 AM L S
20 [Sun Wed Fri Mon Wed Sat Fri Mo
O ME-1B 21 [Men Thu Sat Tue Thu Sun Type of N Sat Tue
22 |Tue Fri Sun Wed Fri Mon Sun We
O ME-1B 23 |Wed Sat Mon Thu sat Tue Bl d Mon Tht
TR 24 [Thu sun Tue Fri un Wed Date Tue Fri
25 | Fri Mon Wed Sat iMon Thu 12172017 ed Sat
O ME-2A Start time End time: !
O ME-28 B Your exams for the selected type B Your exams for the selected type and d 555 AM 15 AM Lified type
O ME-28B 2 Your exams for all ather types [ Your exams for all other types and clasf.
- | Next | | cancel |

Farblegende der Wochentage

Dunkelgrau: Tage aufierhalb des Schuljahres.

Hellgrau: Sonn- und Feiertage.

Blau: Ferien

Orange: Tage an denen der ausgewahlte Unterricht stattfindet.
Weil}: Tage an denen der ausgewahlte Unterricht nicht stattfindet.

Je nach ausgewahltem Unterricht und ausgewahlter Prifungsart auf der linken Seite, sehen Sie fir
bereits existierende Priifungen Symbole mit folgender Legende:

Bi Ihre Prafungen fur die Bi Ihre Prufungen flr die ausgewahlte Art und Bi Fremde Prifungen fir die
ausgewahlte Art anderen Klassen ausgewahlte Art

[3 Ihre Prufungen fur alle anderen
Arten

[2 Fremde Prifungen fir alle anderen

[2 Ihre Prufungen flr alle anderen Arten und Klassen Arten

In der Prifungsplanung sehen Sie auch Vertretungen und Sondereinsatze falls diese existieren. Die
Anzeige findet im linken Bereich, unterhalb der einzelnen Unterrichte, statt.

Agenda

The WebUntis Agenda module assists you with room and resource administration. Your WebUntis
specifies which rooms and resources you can book and which ones you can resere. Reservations must
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341

still be confirmed by the room administrator.

Room /resource list
A room or resource list provides information on the rooms and resources available. Various parameters
can be entered here such as room capacity.

There are various functions depending on the problem to be solved:

Change room
Use Room change if you need a different room for an existing lesson.

Book room
If you require a room at a specific point in time, use Book room to solve the problem. A room booking
actually creates an activity with the room, i.e. an additional lesson is created.

Book resource
Use Book resource when you require a resource at a particular point in time. This function actually only
books the resource and does not constitute an activity.

New activity
If you wish to schedule an activity at a particular point in time but do not wish to base it on a room, then
create a New activity . A date is set here, too.

New lesson
A new lesson assists with planning activities , but you do not need to specify a date and time when you
create it.

Additional periods
You can schedule Additional periods for all lessons imported from Untis and which have been newly
created.

Appointments
You can arrange an appointment which other teachers or perhaps even classes attend.

Bookings list
The Bookings listshows you all the above-mentioned activities.

List of rooms/resources

The list of rooms or list of resources can be access via menu item <Book>. It allows you to look for
rooms or resources according to equipment and features without the allocation plan restricting the
search results.

It is, in principle, a list to which various filters can be applied.

Room list

You can access the <List of rooms> in the <Book> menu of the navigation menu.
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Type of resource Room type Department

Beamer fix =5election= ¥ || =Selection= T

PC Room-group Building

WWiFi <Selection> v | =Selection> v
Capacity
mmin. Mmax.
0 0

Search

List of resources

The list of resources (<Book> | <List of resources>) displays a list of the mobile resources available at
your school. You can activate various filters, as with the list of rooms.

Type of resource Department
auto =5Selection= v
Beamer flexible Room
Motebook =Selection= ¥
PC Building
<5election= v
Person in charge
<Selection= v

with current occupancy

Search

When the option 'with current occupancy' is checked, it will show the central administrator in which
period of the current day a resource was last booked or in which period of the following day (on which
bookings are possible) the resource is booked.
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Rezsource

audi 100
heameri

heamer?

beamer Fuji

heamBeservieruno

heamRBeservierunog?

beamSony

HP Motebook R52

pajern
PC2

| Back|

Full name
audi 100

beamer1

beamer2

beamer Fuji
heamReservierung1
heamReservierung?
beamSony

HP Motebook R52
pajero

PC2

3.4.2 Change of room for alesson

Apr 16, 2018

Apr17, 2018

10:00 AM-10:50 AM

Proceed as follows if you wish to change the room for an existing lesson:

1. 1. Click on the lesson for which you wish to change the room.

[

[
L
Ln

24

-

Class teacher: von Aguitanien

1A 1B

Ln
Ln

Ln
Ln

2B 3A 3B 3C 4A 4B 4C 5A 5B 5C 6A BE 7A 7B BA BB BC 9A

Mon oa/16
24 Mich
Gl R24a
2A Berg
ME R24
24 Steiff
TEXW % R24a
24 Luth
M R24a
2A,3A3C Sutt
VB R24a

2A

2A
BE

2

04/16/2018

Tue 0a/17

Fonda
R2A

Mew
R2A

2A
28 343
VB

2A
GSK

2A
TEXW

1A41B.2
DSP



74

The details of the period will be displayed.

2. Click on the <Change room> button in this window.

X

M WEM - Steiff - WE L-MNo. 5901 A

Qo 5 B

E Unterricht € Details of the period
& wewm

£ 2A

s WEM 24

7= Steiff

3 R

The change of rooms window will be displayed.

3. Now select a free room from this window — all the filters that you know from 'normal' bookings are of
course available to you here.
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Monday Apr 16, 2013
10:55 AM - 11:45 AM

Selection Book Room Capacity Fullname  Text R24 v
@ EDVi 0 I1ED'u Raum
_@ EDVZ 0 ED'u Raum
Capacity
Room type .p ’ "
Selection= v S —
<
0 0
Type of resource Departmeni
Beamer fix A167 v
PC
WiFi Building
=Selection> A
Room-group
edv v
End date
4/16/2018
Apply
Eook Without room Back

Note: End date
If you change the end date, you can also perform this room change for a longer period of time. If you, for

instance, change the room for the subject BU on Monday then all Monday lessons of the subject BU will
also be changed until the end date.

The room change will be displayed in the timetable and in the bookings list.

?
Apr16, 2018 - Apr 22, 2018
Search Start search v
Selection o .
Type Status Type Room Day Date Fr. To Periodicity Remark Remark Students User Exported Booked on Booking
f [=] & HP Notebook e Apri7, 10:00 10:50 once i Aug 6, 2018 10°57:38 1134
¥ R52 2018 AM AM (nonrecurring) P AM —
i A 1- A 1-17
f » | Apr 18, 10:55 11:45 once Change of Aug 6, 2018 11:17:11 "
% a4 v EDV Mon 3015 Al Al (nonrecurting) i AN 35

2 Elements found, showing all Elements 1

List of Bookings + Confirm Decline reservation Save Reports

Note: Room change via 'Today's lessons: Teachers'
You can also perform a room change via <Lessons> | <Today's lessons: Teachers>, again using the

<Search for free room> button.
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3.4.21

3.4.3

Zusatzlicher Raum

Neben der Option einen Unterrichtsraum zu andern, ist es in WebUntis auch mdglich einen zusatzlichen
Raum zu buchen. In diesem Fall muss in der Auswabhlliste die Option <Zuséatzlicher Raum> ausgewahlt
werden. Somit kommt es statt einer Raumanderung zu einer Buchung eines zusatzlichen Raumes.

Monday Apr 18, 2018
11:55 AM - 12:45 PM

Selection Book Room  Capacity Full name Text R24 v
ﬁ RIC 0 ic ERDGESCHOR R2A
& Réa 0 4A <Additional room>
45 R4B 0 4B
@ B5A 0 Capacity

Room type

min. max.

Im Stundenplan:

28 3A3C

VB

In den Details zur Stunde:

@ Phys(---), R2a A

Physiksaal
Buch.-Nr.:

Klassenraum 2a
Kapazitat: 32

Booking rooms
There are various ways of booking rooms depending on requirements.

If you have specific demands on the room but are flexible as to time, it is best to book via menu item
<Timetable> | <Room list> .

If you, howewer, know the exact time, we recommend that you use menu item <Book> | <Book room> .
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once (nonrecurring) || Fr Time range

To
daily 81/2017 9/232018 | ~ || Current school year

Start time End time

weekl
— 2:00 AM 7:50 AM Whole day

every other week
monthly Mom Tue Wed Thu Fri Sat Sun

continuous w e

In both cases you can restrict the rooms available using the following selection criteria:

Type of resource Room type Department
Beamer fix <Selection= b =Selection> M
Capacity Building
min. Max. <Selection= ¥
0 0
Room-group
<Selections v

Maximum allocation [ % ]

0

The types of resource are the ones that your WebUntis administrator has defined for your school.
3.4.3.1 Room list

If you are flexible with regard to date when making a booking, the easiest method is to book rooms using
the room list (<Book> | <Room list>).

First select one, several (using <CTRL>+Click) or all rooms (with the button of that name). You can filter
the display of rooms by department, building, room group or and/or resource type using the options on
the right of the window.
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Owerview format

defaultl v

Fr. To

9/3/2017 G/30/2018

Day of the week

| Mon Tue [¢ Wed Thu Fri Sat Sun
Start time End time

11:55 AM 12:45 PM Whole day

Show periods in condensed way

Rooms Department

R1C =5Selection= v
R24

R2B Building

R2C =5Selection= v
R44A

RAB Room-group

RAC <5Selection= T
REA

REB Room type

REC <5Selection= T
RGA .

REC Capacity

RTA min. AN,

R7B 0 0

ReA

REE Type of resource

R&C Beamer fix

REV PC

AKA WiFi

ARZ2

BIS

CHS

PHS

MES

EDV1 apply |

EDVZ .

| Mext | | All rooms |

Warning: Click on apply
Please click on the <Apply> button to ensure that your selection criteria are effective.
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Advanced search

By default the room list displays a complete week. It may be desirable to limit the range displayed. You
can use the <Advanced search> button to define a filter in order to display individual days or times.

Fr. To

9732017 4/2272018

Day of the week

| Mon Tue [¢ Wed Thu Fri Sat Sun
Start time End time

11:55 AM 12:45 PM Whole day

After making the desired settings, you will see a an oveniew of rooms indicating their allocation for the
current week or for the selected time range. Normal lessons, reservations,bookingsand rejected bookings
are displayed in different colours.

Note: Navigating with the calendar
You can change the week displayed using the calendar in the navigation menu. The start and end dates
of the selected week are displayed in the header.

o (e
0 -
" Pleheiligen]

g [11aM

Legend [ Free pericd |[ Lessons |[ Not confirmed | [Bctivity | [ Blecked period |-| Holidays {not bockable) || Examination |_

Back

Clicking on an occupied period will display the details for that period. Rooms which you are not allowed
to book (due to missing rights assigned by the administrator) are marked completely grey.

Book

Clicking on a free period shows a window in which you can book the room in question. Besides the start
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time and duration of the booking, you can also enter additional details for the booking, such as the
teacher in charge, remarks or type of booking (e.g. lesson, office hour, stand-by).

Booking X
Book
Teacher Class
o Cala o 2B

B The highlighted elemenis are already busy at this time.
Confirned bookings are not possible for highlighted rooms

Subject

BIO

Department
Fak1

Amount Person in charge

0 fp X T
Type
|Seminar | |

Participant
0

Remark
Remark

e-mail address
cala@cala.com

& An e-mail will be sent as soon as the booking status is changed.

Motify the teachers of the activity.

Confirm booking immediately

Please note that when classes are displayed, elements involved in lessons at the time in question will be
displayed on a red background. The booking can also be confirmed immediately if you have the
appropriate rights. The <Book> button is used to complete the booking. The input window closes
automatically and the room list is updated.

3.4.3.2 Search for free rooms

If you know the exact time and date of your booking, the best way of finding a suitable room is via menu
item<Book> | <Book room>.
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You can enter the desired date and time at the top of the page.

once {nonrecurring) | FT To Time range

daily TI252017 6/30/2013 Time range
Start time Emnd time _—

weelkly

“ 2:25 PM 3.10 PM Whole day

every other week -

monthly Mon Tue Wed Thu Fri Sat Sun

continuous wl wl

Type of resource Room type Departm Er.'ll
PC . <Selection= v | |<Selection> '
Projector fixed
WiFi Capacify Building
min. max. =Selection= v
0 0
Room-group
<Selection: ¥
Maximum allocation [ % ]
0
| Search | | Cancel |

You can filter the list of free rooms using the selection criteria for certain resource types, departments
etc.

If a booking is to be made more than once use the periodicity in the <time range>.
Periodicity

Here you cannot just book a room for a single event, but for e.g. every second Tuesday between 11:20
and 12:10 in the period from 18 September — 21 December, as shown in the example.

once (nonrecurring) || FT- To Time range

daily TI2502017 /302013 Time range
Start fime Emnd time _—

weelly

“ 2:25 PM 3.10 PM Whole day

every other week -

manthly Mon Tue Wed Thu Fri SatSun

continuous w 4
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The list of free rooms found will be displayed when you click on the <Search> button.

3.4.3.2.1 Free rooms

After launching the search a list will be displayed with the rooms that are free at the defined times and
the dates. The selection criteria will be shown once more above the list.

Selection criteria

Selection Room

R1C

R2A

R2C

R4B

R&C

R7B

REV

AKT

Full name

ic

2A

2C

4B

6C

7B

EVANG RELIGION

Capacity

0

0

AUSWEICHKL1.ST 0

Jul 25, 2017 - Jun 30, 2018, Mon, Thu, 2:30 PM - 3:20 PM
The booking shall be made every 2th week.

277

Vacant

Vacant

Vacant

Vacant

Vacant

Vacant

Vacant

Vacant

Tia

Vacant

Vacant

Vacant

Vacant

Vacant

Vacant

Vacant

Vacant

1008

Vacant

Vacant

Vacant

Vacant

Vacant

Vacant

Vacant

Vacant

2118

Vacant

Vacant

Vacant

Vacant

Vacant

Vacant

Vacant

Vacant

2418

Vacant

Vacant

Vacant

Vacant

Vacant

Vacant

Vacant

Vacant

Vac

Vac

Va

Vac

Va

Select a room and click on <Next>. You can now select additional parameters for the booking such as

class or subject.
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Buchen
Lehrer Klasse
¥ Hugo « 1a

% 1b

B Firbig gekennzeichnete Elemente haben zur gleichen Zeit schon eine andere Aktivitat
Farbig gekennzeichnete Raume dirfen nur resernviert werden

Fach

His

Abteilung

Abteilung 1

Menge Verantwortlicher

0 Hugo Victor (gpLehrer) X ?’

Art

Unterricht

Teilnehmer Kostenstelle

0

Bemerkung

Projektarbeit

Anmerkung

E-Mail Adresse
victor@hugo.com E-Mailadressen der Lehrer hinzufiigen

| E-Mail-Benachrichtigung bei Statusanderung

# sofort bestatigen: Kit,Ps1,Ps2

Speichern Zurick

Clicking on <Book> concluded the booking It will appear in the booking list and in the corresponding
timetables.

Periodicity

WebUntis Agenda will normally show only rooms which are free at the selected time. However, the
periodicity search might show a room occupied at certain times but not at others.

The field <Maximum allocation> in the advanced search mask allows you to specify in percent on how
many days a room may be occupied and still be displayed in the search results. This makes sense e.g.
when it was not possible using an initial search to find a suitable room free at all times.

You can thus display rooms that are not available at all desired times and select a different room for
each individual occasion.
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Booking: Free rooms

Selection criteria
Jul 25, 2017 - Jun 30, 2018, Mon, Thu, 2:30 PM - 3:20 PM
The booking shall be made every 2th week.

Booking resources

O R3C 3C L kluf_alcant \I-'_alcant \I-'_alcant 'I.I-'_alcant \I-'_alcant
O R7C e L 'I.Izall:ant 'I.I»"_all:ant 'I.Iiall:ant 'I.Iialcant 'I.I-’_all:ant
O re 2222 . 1.I.r_alcant \Ir_alcant 'hlrf_alcanl -
O Test Test - kluf_alcant \I-'_alcant- "-I-’_Ellcaﬂl "-I"_EIICE"t
O room_g  room_& - 'I.Izall:ant 'I.I»"_all:ant 'I.Iiall:ant 'I.Iialcant 'I.Ifall:ant
O room_7  room_7 0 1.Irf_alcant - \IF_alc:ant 'I.Irf_alt:ant \I-f_alcant
] room_12 room_12 L kluf_alcant \I-'_alcant \I-'_alcant 'I.I-'_alcant -
O room_21 room_21 - 'I.Izall:ant 'I.I»"_all:ant 'I.Iiall:ant 'I.Irf_alc:ant 'I.Ifall:ant
O room_22 room_22 1.Ir_alcant - \I;—Elcant \I.r_alcant
O room_23 room_23 kluf_alcant \I-'_alcant \I-'_alcant 'I.I-'_alcant \I-'_alcant
] room_27 room_27 'I.Irf_all:ant 'I.I»"_all:ant 'I.Irf_all:ant 'I.Irf_alc:ant -

Resources can either be assigned permanently to a room (e.g. an Internet connection) or can be held
completely independently of the rooms (e.g. video projector).

Booking resources works in a similar way to booking rooms. Selecting menu item <Book> | <Book
resource> gives you access to a search mask which you can use to search for free resources.
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Booking: Search for free resources
Time range
once (nonrecurring) | " To Time range
daily 2/20/2018 | * ||3/12/2018 | ~ ||Time range -
Start time End time
weelly
1250 PM | = || 1:40 PM - || Whole day
o) every other week
monthly Mon Tue Wed Thu Fri Sat Sun
continuous et

Selection criteria

Type of resource

| <Please select> v |
Group of resources
| <Selection> v |

Maximum allocation [ % ]

L

Department

| <Selection> v |
Room

| <Selection> v |
Building

| <Selection> v |

All available resources will be displayed after defining your search criteria and clicking on <Search>.

Booking

Selection criteria
Feh 20, 2018 - Mar 12, 2018, Mon, 12:50 PM - 1:40 PM
The booking shall be made every 2th week_

Selection Resource Text Person in charge

L HF Motebook R52 sek

503
| | Vacant

Activate the resource that you wish to book and click on <Next>.
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Book

Cepartment
=5election>

Arnount Person im charge

0 fp X ¥

Remark
project work

Remark
e-mail address

& An e-mail will be sent as soon as the booking status is changed.

# confirm immediately: HP Nolebook RS2

Save Back

You complete the booking by clicking on the <Book> button. As with a room booking, it will now be
displayed in the ' My bookings' list.

3.4.4.1 Resource overview

As with teachers, there is a resource overview available listing which resources have been allocated. You
can access this list under <Timetable> | <Resource ovenview>. The <Advanced search> button allows
you to define a time range.

All resource types are listed in the right of the mask, allowing you to limit the list of displayed resources
to a particular type.
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Owerview format

default v
Fr. To
7252017 G/3072018
Day of the week
Mon [ Tue Wed Thu Fri Sat Sun
Start time End time

1250PM | ~| [140PM

Show periods in condensed way

Resources Type of resource
audi 100 car
beamer Motebook
beamer2 PC
beamer Fuiji Piano
beamReservierungl Projector flexibel
beamReservierung?2
beamSony
HF Motebook R52
nur reservieren Department
pajero <Selection> v
PC2
Steinway Room
<Selection> r
Building
<Selection= v

| Mext | | All resources

Click on <Apply> to activate the filter criteria. Clicking on <Next> returns you to the resource overview .
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3.4.5

3.4.5.1

audi 100
camerd

eamer2
eamer Fujj

eamResenvierungl
eamReservierung2

nur reservieren
Rajere
[PC2
Steinway

Legend [ Free period ][ Lessons | [ Mot confirmed | [Aeiiy || Slocked period | [INSHBaREN] | Holidays (not bookable) || ] [Substitution |

| Backl

New activities

School events that are not entered via the timetable in Untis can be entered as activities in WebUntis. To
do this, access menu item <Book> | <New activity>.

The special feature of the activity is that it does not have to be assigned a class, a subject or even a
room. This makes it possible, for example, to include extra-curricular activities or special tuition in the

timetable.

A new activity is based around a time and date, i.e. you must first specify when the activity is to take
place and then define which class, teacher, subject and room are involved.

Date

322018

Zfart time End time

2:00 AM 8:50 AM \Whole day
Mext Cancel

The new activity will be displayed in the timetables and under<Book> | <My bookings>.

New lessons

It is also possible to create a new lesson WebUntis and then schedule periods using the <Additional
periods>.

Open menu item <Lessons> | <New lesson> and specify teacher, subject and class for the lesson.
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3.4.6

Book

Teacher Class

w Arist o 14
«~ Bach w16

Subject
ADM

Fr.-To
8172017 B/23/2018

Periodsiweek Yearly periods
1 0

Department
Fak1

Person in charge

arist (Aristoteles) X ?’
Type

Seminar

Remark
Remark
g-mail address

# An e-mail will be sent as =oon as the booking status is changed.

Motify the teachers of the activity

Save Back

You will find the new lesson under <Lessons> | <My lessons> or under <Book> | <My bookings>, where
you can schedule additional periods, as described in the next chapter.

Additional periods

Additional periods can be entered very quickly at the click of a button for existing lessons (i.e. transferred
from Untis) or generally for existing activities. You will find the appropriate button under <Lessons> | <My
lessons>, <Lessons> | <Daily lessons: Teachers> and under <Book> | <My bookings> | <Edit> |
<Additional periods> .

You need the ‘change timetable' right for this.
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3.4.7

Additional periods

Teachers Type of activity Period via <My lessons>

Arc ¥ || Lesson v | 812017 9/23/2018 Curren

L-No. Type Type of activity Class Studentgroup Subject Teacher Per Fr. Students Student groups Reports
85800 &/ [E Lesson 1B M Arc 4 Aug29,2016 Aug 6, 2017 Gd 2 e &

Clicking on the <Additional period> button allows you to specify the time for the new period, with teacher
and/or class conflicts being possible.

Selecting a room can further restrict the times available. Click on the desired start time for the additional
period.

Additional periods
Book via <My bookings=>
Status: Confirmed

Mothing to display

@l Additional periods

Booked on Aug 6, 20158 41939 PM from fp
Changed on  Aug &, 2013 4:19:3%9 PM from fp
Confirmed on  Aug 6, 2018 4:19:359 PM from fp

Teacher Class
a” Arist w14
s Bach o 1B
Subject
ADM

Confirm the booking for the additional period. It will be displayed in all the relevant timetables as well as
in the <My bookings>list.

Appointments

Appointments allow shared appointments to be made for several teachers, classes and rooms when all
elements inwlved are available. Appointments can be access via menu item <Book> | Appointments>.

For example, if Albrecht Direr and Albert Einstein wish to arrange a project with class 1a in the library,
simply choose the corresponding elements and click on <Search>. Free time slots will now be shown in
green in the time grid below.

Clicking on a green area in the time grid will display a window prompting additional information to be
entered for the appointment.

Note: Length of appointment
The default duration of appointments and the time range in which appointments can be created is set
using administrator rights under 'Administration | Booking restrictions'.
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3.4.38

Duration {in mins_) |60

Select the class teachers with class selection

Event on the Feb 15, 2018

Dwwration {in mins.)

60

Person in charge
p

Teachers Classes Rooms
A 1A RTA -
Avrist 1A RTB
Asim 1B REA
Bach 1B REB
Baker 28 RaC Class 2B
Beck 2A REV Teacher Callas, Hugo
Berg 2B AKA Room PHS
Blan 2B AK2
Bor 3A BIS Start fime
puc pa CHS 250 PM
Cala 3B PHS
Callas 3B MES
Card 3C EDVA Subject
Cic ic EDV2 =Selection=
Colu - | [4A | BES -

Department
Day of the week| Date | 8:00 AMm|2:00 Am]10:00 A | 11:00 am|12:00 PM | 1:00 PM|2:00 PM|3:00 PI]4:00 PM =Selection=
Monday 122
Tuesday 132 Type
Wednesday 1402 =Selection=
(Thursday 1572 el
Friday 1612 Remark
Saturday 172 rﬁ>
|Sunda',r 1872 I |

Optional text

e-mail address

MNotify the teachers of the activity.
An e-mail will be sent as soon as the boeking status is changed.
«| Confirm booking immediately

Cancel

Clicking on <Book> completes the input. The appointment will now appear in all affected class, teacher
and room timetables. You will also find it in the bookings list.

Note: Display of holidays
As of WebUntis 2015 this window will also highlight holidays in a different colour.

My bookings

The <My bookings> list in the <Book> menu of the navigation menu displays your bookings in the
selected week.

Apr9, 2018 - Apr 15, 2018

Startsearch | ¥

Search

Selection

Type Status Type Room Day
7 # B ? |Lesson R2C
rd & B  Lesson RIC
V4 B ¥ oewest Ry

3 Elements found, showing all Elements.1

List of Bookings + | | Reports |

Date

Fr.

To

Periodicity Remark Remark Students Booked on Booking

Wed Apr11,2018 3:20PM 4:10PM once (nonrecurring)
Wed Apr11,2018 3:20PM 4:10PM once (nonrecurring)

=
=
™~
=

28 2 Aug6, 2018 1:54:49 PM
28 2 Aug6, 2018 1:5423 PM

.
=
&
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3.5

3.51

Use the <Edit> button to change the details of a booking, cancel the entire booking or create additional
periods.

Here you also have the option to add students to student groups for your bookings.

Sprechtag

Der folgende Abschnitt beschreibt die Funktionen des Sprechtags-Moduls aus der Sicht der (Fach-)
Lehrer.

Die Planungsphase

Ist ein Sprechtag aktiv, so erscheint bei jedem Lehrer nach dem Einloggen ein entsprechender Hinweis
auf der Startseite.

Jan 15, 2018
You can invite legal guardians to a meeting here until Dec 1, 2017 8:00 AM

Durch einen Klick auf den entsprechenden Link gelangen Sie zum Planungsfenster fir den Sprechtag.

The administration
can allow teachers
to enter absences

Room
R1C

Class Text
2A X
Student

Requested | Compulsory o

List of students
the teacher would
like to talk to

28 Alice Compul

1A Balblair Fequested

b4
1A Pimpel Requested x o _

Im linken Fensterteil kdnnen Sie jene Schiler auswahlen, mit deren Eltern Sie ein Gesprach wiinschen.
Hier kénnen Sie nicht nur Kommentare dazu schreiben, sondern auch markieren ob das Gesprach
erwinscht oder verpflichtend eingestuft werden soll.

Im rechten Fensterteil konnen Sie etwaige Abwesenheiten eingeben.

Zusatzlich ist es je nach Einstellung durch die Administration méglich einen Raum fiir den Sprechtag
auszuwahlen.

Hinweis: Raumauswahl und Abwesenheiten
Die Auswahl der Rdume und Abwesenheiten kann durch lhre WebUntis-Administration freigeschaltet
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werden.

Tipp!
Die Abwesenheiten konnen auch dazu genutzt werden, um Pausen einzuplanen.

3.5.2 Eltern-Anmeldephase und Sprechtag

Der WebUntis-Administrator bestimmt den Zeitpunkt, ab dem sich die Eltern fiir Gesprachstermine
anmelden kénnen. Damit beginnt die Eltern-Anmeldephase. Ab diesem Zeitpunkt konnen Sie als Lehrer
keine weiteren Gesprachseinlandungen an Eltern aussprechen.

Nach dem Einloggen haben Sie nun die Méglichkeit die Sprechtag-Seite aufzurufen oder unmittelbar die
Liste der bisher eingetragenen Gesprachstermine herunterzuladen.

Jan 15, 2018
You can no longer invite parents as the reqgistration period for parents has already started. You can see your final appointments on Dec &, 2017 from
8:00 AM.

Here you can download
a list of appointments

Auf der Sprechtagsseite sehen Sie, welche Eltern Ihrer Aufforderung zu einem Gesprach bereits
nachgekommen sind und welche Termine bei lhnen bisher gebucht wurden.

g
RiC Mon 15
09:10 absent a
0920 absent
09:30 absent
25 Alice Compulsory es
09:40 absent
1A Balblair Requested Yes
09:50 absent
1A Pimpel Requested Yes (_
10:00 Alice RiC
10:10 Pimpel RI1C
10:20 Balblair R1C
10:30 Bambi, Arielle R1C
10:40 Bambi, Arielle RiC

Die Termintbersicht kénnen Sie auch Uber den Button rechts oben in pdf-Format herunterladen und
abspeichern. In der Untis Mobile App fir Smartphones und Tablets haben Sie zusatzlich die Funktion auf
diese Termine zuzugreifen.

Der andere Button rechts oben dient dazu lhre Termine zu- und wieder aufzuklappen.

Lehrkrafte haben bis zum Sprechtag die Mdglichkeit diese Ansichten zu sehen. Das heillt Sie kdnnen
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3.6

bis zum Sprechtag lhre Einladungen und Gesprachstermine betrachten und diese auch herunterladen.

Dateiablage/Drive

In WebUntis haben Benutzer die Moglichkeit eigene Dateien abzulegen, diese in der taglichen Arbeit mit
WebUntis einzubinden und mit anderen Benutzern zu teilen. Im Vergleich zu anderen Filehosting-
Senices bietet WebUntis Drive die Méglichkeit Dateien zu verwalten, ohne die tagliche Arbeit in
WebUntis unterbrechen zu mussen.

Zugriff
Den Zugriff zur Dateiablage zur Verwaltung lhrer Dateien in WebUntis Drive finden Sie rechts oben neben
<Meine Nachrichten>:

Dateiablage <] Meine Nachrichten (1) Kontakidaten 5\,;; admin (Profil) ® Abmelden Web

Uber diesen Button gelangen Sie zu dieser Ansicht:

(&) Suchen

Name GroBe Dateityp Hochgeladen

Shared Folder - M 1KB Ordner
Mat - 3a 151 KB Ordner
IST 96 MB Ordner
D-1a 105 KB Ordner
WUParty.txt 0KB TXT 02.03.2018 09:45
WebUntis_JSON_RPC_API.pdf 151 KB PDF 29.05.2017 12:12
WebUntis.pdf 7MB PDF 03.05.2018 17:00
WebUntis.pdf 7MB PDF 03.05.2018 17:01

Unterstiitzungstext.txt 1KB TXT 15.05.2017 15:15

111.66 MB von 1.48 GB in Verwendung

In der oberen Abbildung sehen Sie als Beispiel vier Ordner aber auch Dateien. Hier sind Sie flexibel und
kénnen je nach Wunsch Ordner anlegen (z. B. fiir den gesamten Unterricht) oder beliebige Dateien in
verschiedenen Formaten (pdf, doc, xls, csy, txt, usw.) hinzufligen.

Hochladen von Dateien

Die einfachste Methode, um Dateien hochzuladen ist per Drag & Drop. Wahlen Sie lhre Datei aus einem
Ordner auf lhrem Computer aus und ziehen Sie sie in lhren Drive. Durch Loslassen wird die Datei nun im
Drive gespeichert.

Name
D-1a ’\k
IST }\)

T
Mat - 3a
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Eine Alternative zum Drag & Drop bietet ein Klick auf den Button rechts oben und anschlieRend in den
unteren Bereich. Hier wird ein eigenes Fenster zum Auswahlen lhrer gewiinschten Datei geéffnet.

Anlegen von neuen Ordnern
In WebUntis Drive finden Sie rechts oben einen eigenen Button fiir das Anlegen von neuen Ordnern:

Neu w

& Dateien hochladen
BB Ordner

-

Ordner erstellen X

Erhéhe die Ubersichtlichkeit des Dateisystems in dem du verschiedene
Ordner fur die Dateien anlegst. Bitte benenne den neuen Ordner und
klicke auf "Ordner erstellen” um ihn anzulegen.

Name  Mein neuer Ordnermname x ‘

Ordner anlegen Schliellen
Weitere Aktionen pro Datei/Ordner

Ein Klick auf das Symbol mit den drei Punkten &ffnet folgendes Kontextmend:

fur Dateien:
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Speichern
Offnen
Verschieben
Umbenennen
Details

Léschen

fur Ordner:

Verschieben
Umbenennen
Details
Loschen

Speichern: das Speichern bzw. Herunterladen der Datei auf lhrem Computer

Offnen: zum Offnen bzw. Lesen der jeweiligen Datei

Verschieben: zum Verschieben einer Datei in einen anderen Drive-Ordner

Umbenennen: Umbenennung der Datei

Details: Name der Datei, GroRe, Dateityp, Datum des Hochladens, Status, Ordnername
Loschen: Loschen der Datei von WebUntis Drive

Details & Teilen von Dateien/Ordnern

Ein Klick auf das Symbol mit den drei Punkten bzw. ein Rechtsklick pro Datei oder Ordner, gibt dem
Benutzer die Méglichkeit Uber 'i - Details' einen Link zu einer Datei oder Ordner zu generieren. Dieser
Link kann wiederum mit anderen Personen geteilt werden.
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Datei-Info X

Bio-Ausarbeitung

Information

dashboard.cloud.cloudRight.cloudRightl

In der oberen Ansicht sind Details wie z. B. Dateiformat, GréRe, Datum des Hochladens oder die Anzahl
der Downloads zu sehen. Ein Klick auf den Button 'Link generieren' erzeugt eine URL, die zur Datei flihrt:
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Datei-Info X

Bio-Ausarbeitung

Information

dashboard.cloud.cloudRight.cloudRightl

r P L]
e https://stash.cat/s/Z5... H

Geteilt in

In Korversationen

Klicken Sie auf das Symbol mit den drei Punkten (rechts neben der URL), so 6ffnet sich folgendes
Kontextmend:

Information

I0) Kopieren E

A Deaktivieren
dashboard.cloud, ghtlr

B Ldschen

e https://stash.cat/s/Z5...

Kopieren: Kopieren der URL fiir den weiteren Gebrauch.

Deaktivieren: Deaktivierung der Verfligbarkeit des Links zur Datei bzw. zum Ordner. Nach der
Deaktivierung ist die Datei bzw. der Ordner nur iber WebUntis direkt zu erreichen (also nach dem Login
und nicht anhand einer URL).

ee
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3.6.1

Loschen: Loscht die URL.

Weitere Hinweise
Der grine Balken symbolisiert den belegten Speicherplatz. In diesem Beispiel ca. 112 MB von
insgesamt verfligbaren 1.48 MB:

111.66 MB von 1.48 GB in Verwendung

Sortiermoglichkeiten
Sortiermdglichkeiten finden Sie in WebUntis Drive ganz oben in der ersten Zeile. Hier kdnnen Sie nach
GroRe, Dateityp, Datum oder Namen sortieren:

GroBe Dateityp Hochgeladen
1 KB Ordner -
151 KB Ordner -
96 MB Ordner -

Einsatz der Dateiablage

Sie kénnen die Dateien aus der Dateiablage an unterschiedlichen Stellen in WebUntis nutzen. In diesem
Kapitel werden all diese Stellen beschrieben:

Interne Nachrichten
Sie kdnnen die Dateien, die Sie in WebUntis Drive abgelegt haben, in Ihren internen
WebUntisNachrichten einbinden.

Beim Verfassen einer neuen Nachricht Uber <Meine Nachrichten> | <Interne Nachrichten> | <Neu>
koénnen Sie nun zusétzlich direkt auf Dateien aus Ihrem WebUntis Drive zugreifen und diese verschicken:
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9 C B I U & =

Liebe Kollegen,

im Anhang die versprochene Anleitung.
MFG,

V. H.

Dateiablage

&

AnschlieRend 6ffnet sich ein Popup-Fenster mit allen Ordnern und Dateien aus lhrer Dateiablage.
Wahlen Sie eine oder mehrere Dateien aus:

Arbeitsunterlagen_01.pdf

Klicken Sie auf 'Dateien senden' um die ausgewahlten Dateien in der internen Nachricht anzuhangen. In
der internen Nachricht sehen Sie nun unterhalb des Buttons 'Dateiablage’ die angehangten Dateien, die
Sie an die Empfanger schicken mochten:

Dateiablage

Arbeitsunterlagen_01.pdf %, Bio-Ausarbeitung.pdf %

Der Empfanger kann nun die Datei direkt aus der Nachricht heraus herunterladen, ohne zu bemerken,
dass es sich um eine Datei aus WebUntis Drive handelt:
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Empfanger

Arist, Cer

Nachricht

Liebe Kollegen,

im Anhang die versprochene Anleitung.
MFG,

V.H.

@ Arbeitsunterlagen_01.pdf @ Bio-Ausarbeitung.pdf

Mitteilung gesendet am 12.01.2019, 19:50

Ablaufdatum: 12.01.2020

Info zur Stunde
Dateien, die Sie in WebUntis Drive abgelegt haben, kénnen Sie auch in der Info zur Stunde einfiigen.
Klicken Sie im Stundenplan auf eine Unterrichtsstunde; folgende Ansicht sehen Sie:

Lehrer: Cer

08:00-08:45 Bio - Aliasklasse

L & B & @ x »

Unterricht € Info zur Unterrichtsstunde v
& Bio v

& Aliasklasse v

= Cer v

8 Rria v

Aufgeklappt sieht die Info zur Stunde folgendermalien aus:
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@ Info zur Unterrichtsstunde A

Uber diesen Button hangen Sie zu einer Unterrichtsstunde eine oder mehrere Dateien an:

€ Info zur Unterrichtsstunde ~

Y X, b4

Sie und lhre Schiiler sehen dann anschlieffend im Stundenplan folgendes 'i'-Symbol Uiber welchen Sie
und die Schiler die Dateien herunterladen kénnen, ohne zu merken, dass diese von der Dateiablage

kommen.
1A Cer m
Bio R1a
Hausaufgaben

Ein ahnliches Prinzip des Anhangens von Dateien aus WebUntis Drive finden Sie bei den Hausaufgaben

im elektronischen Klassenbuch.
Hier haben Sie ab WebUntis 2018 zusatzlich die Méglichkeit, Dateien hinzuzufiigen, die Sie zuvor in

WebUntis Drive hochgeladen haben.
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Hausaufgaben - Bio - Cer x
o Neue Hausaufgabe =
19.01.2019

Beispiele 3 bis 9 aus den angehangten Unterlagen.

| Abgabe per Dateiablage und interner Nachricht - Minimum 400 Wérter

| Dateiablage... | Unterlagen pdf 3§ Unterlagen 2 pdf 3§

Erstellen

Lehrstoff

Auch im Rahmen der Lehrstoffeintragung im elektronischen Klassenbuch kdnnen Sie Dateien aus
WebUntis Drive anhéngen:
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3.6.2

Lehrstoff
Die vier Magen der EKuh.

Vorstunden

12.01.2019 Sa
08.01.2019 Di
05.01.2019 Sa
01.01.2019 Di
29122018 Sa

RRVRENN

Lehrform
| Teamarbeit

<

Anmerkung

Anhang
| Dateiablage. .. ‘ Kiihe.pdf X

| Speichern ‘ ‘ Ubermehmen | | Schlielfen

Nachrichten zum Tag
lhre Administration hat die Mdglichkeit auch fir die Nachrichten zum Tag Dateien aus der Dateiablage
anzuhangen.

Freigabe

Zu beachten ist auch die Freigabe im WebUntis-Profil des eigenen Benutzers unter dem Reiter
'Freigaben' und dem Feld 'Zugang zur Dateiablage”:
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Verwenden Sie diesen Schlussel zur Aktivierung der Dateiablage, der WebUntis Drive App oder dem WebUntis

Drive Desktop Client.

grgQ7xH6rUp87ttCMfTv+OIBdMWDEEMA4TrN/7aWau95BLPQ7+7kM/RK]cikupbbD]otAUhgls6HjNb
[c493KVWI1 AXGWF75JNBs5MQjymo0=:tmnk8iiHM42FfW4A4jxQlg==

Dieser Schlissel kann verwendet werden fur:

¢ Aktivierung der Dateiablage

¢ Aktivierung der App zur Dateiablage (nicht zu verwechseln mit Untis Mobile)
e Aktivierung des Desktop Clients zur Dateiablage (Windows 10)

Hinweis: Profil
Das Benutzerprofil ist von allen Ansichten zu erreichen: rechts oben in WebUntis neben dem Button zum
Abmelden des Benutzers.

Form teacher/class teacher

Form teaches (class teachers) by nature require functions that go beyond those of 'normal’ teachers.
These additional functions can be accessed via menu item <Class register>.
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Today | Timetable | Lessons | Book | Class regi5ter|\ Subst
by

Qpen penods: Teacher

Open penods: Class
Absences
Fr. 8/6/2018 - Aug 6, 2012 Open Absence times
Class-register entries
Classes | 1A ¥ | Teachers | - all ] Homework
Class services
Nothing to display Exemptions

Reporis

Settings

The following menu items are available in addition to < Open periods: Teacher > described abowe:

e Open periods: Class
Absences

Time absent

Class register entries
Class senvices
Exemptions

Reports

Open class register periods

In addition to his/her own open lessons (absences and/or teaching content not entered), a class teacher
can also view and where necessary edit all open lessons of his/her class.

Fr. | 7/9/2018 - Aug 6, 2018 Open periods: 162, Periods of the lesson: 162
Classes | 24 ¥ | Teachers | - All - ¥ |Entry - All - | Report |I| Send message |I
Selection Teacher Class Subject Date Fr. To Type Room Class register

Mich 2A GIT Mon Juld 2018 800AM 850 AM R2A w..:ﬂ qu
Berg 2A ME Mon Julg9, 2018 855 AM 945 AM R2A w..:ﬂ ‘Eﬁ.‘l
Steiff 2A WEM  Mon Jul9 2018 10:00 AM  10:50 AM R2A wﬁ! E—E
Luth 2A il Mon  Jul9, 2018 10:55 AM 11:45 AM R2A UH E—E
Sutt 2R 3A, 3C 4A 4B 5A, .. VE Mon  Jul9, 2012 1155 AM 1245 FPM R2A U'g} 1?&
lon 2A BIO Mon Jul®, 2018 1250PM 1:40FM R2A U'g! E’n

Here you can also send a message to all teachers who still have open periods by clicking on 'Send
message'.

Editing absences
The class teacher can display a list of all the absences of students in his/her class via menu item

<Class register> | <Absences>. This can be customised using various filters and the individual absences
can be edited with a click on the <Edit> button.
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?
Class Student Search Period
- All - v -All- T E 2~ 352018 5/14/2013 Time range
Activate class filter Reason of absence Status Sorting
Show deleted records - All - v |- All- v Class, Student, Date ¥
Selecti
election Type User Student Class Cl-Tea Fr. Start To End Reazon Status Text
i # & & B Mogli 1B Sutt  Apr9, 2018 10:55 AM  Apr9, 2018 11:45 AM il ‘?

1 Elen‘enknundj

Mew Delete Combine Excuse Reports vh

Create a report of the absences 5@ E

Combine

You can use the <Combine> button to merge two or more absences of the same student to form a single
absence. All absences in the selected area will be combined if this is possible. If the student was
marked absent in the first, second and fourth periods but his/absence was not checked in the third
period, these absences will be combined to form a single absence. Absences with different reasons or
different Status are not combined.

Excuses
Use the <Excuse> button to excuse seweral absences in one operation.

Status

The status of an excuse can hawe various states such as open, excused etc. The class teacher can thus
excuse absences. The different statuses are defined by your WebUntis administrator.

If you wish to change the status, either click on the entry in the 'Status' column (a question mark in the
case of open absences) or on the <Excuse> button.

You can also enter a reason of absence in this dialogue.
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Excuse for Maogli X
s Excuse number Date
All - ’ 0 B/6/2018
Status
|[Open) E3
Pt
g
- T
New | [ Delete | [ Combine | [ Excute | | Reports Mogli. Apr 9, 2018, 10:55 AM - 11:45 AM

Reason of absence
dizeaze
Text

Save Close

Excuse letters

WebUntis can print letters of excuse forms for your students' times of absence. For this, select
<Reports> | <Letter of excuse>.

The letters of excuse forms can be handed out to your students, completed, signed and collected.

Class filter

Under 'Absences' there is the option Activate class filter . This function will be described in the following
examples:

Student Zimmermann was in class 1a until 15 march, then she attended class 1b. Absences of the
student which were in the time when she was still in her original class are shown by default also in the
new class.
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Die Klasse 1bist

selektiert.
Klasse Suche Zeitraum
1b T E 0 31.03.2015 Aktueller Monat
n Abwesenheitsgrund Status Sortierung
eigen | - Alle - v |- Alle - v Klasse, Schiler, Dat v
Auswahl - = .
Art Benutzer Schiiler Klasse Kl-Leh Von Beginn Bis Ende Grund Status  Text
# KT by admin Zimmermann Greta 1a Gauss 09032015 08:00 09032015 1510 Krank entsch. /10

# X [@ by admin  BeckNikias 1b

2 Elemente gefunden, Anzeige aller Elemente.1

23032015 08:00 23.03.2015 1510 Unbekannt 9

Schlerin Zimmerman war bis
zum 15. des Monats in der
1a. Deswegen wird ihre

Abwesenheit angezeigt.

Bericht Abwesenheiten

Neu Liéschen Z f Entschuldi

If you check the option Activate class filter , such absences are not shown.

?
Class Student Search Period
- Al - v | -All- MR ,J 3/5/2018 5142018 Time range

Activate class filter Reason of absence Status Sorting
Show deleted records - All - v -All- v Class, Student, Date ¥

Selection Type User Student Class Cl-Tea Fr. Start To End Reazon Status Text

i 4 % [ bk fp Mogli 1B Sutt  Apr9, 2018 10:55 AM  Apr9, 2018 11:45 AM il ‘?
1 Elen‘enknundj

Mew Delete Combine Excuse Reports vh

Create a report of the absences 5@ E

4.3 Time absent

An 'absence' is always used in WebUntis Class register to denote a student's absence. The student is
absent for example on Wednesday, 8 April.

Time absent' result from a student's absences and timetable. Those periods are counted in which the
student would have had lessons. The above mentioned absence on Wednesday, 8 april could have
resulted in e.g. 2 actual missed lessons/key> (i.e. 'time absent' of 2 teaching periods).

Time absent for a day can be accessed using the <Class register> | <Time absent> function. Here you
also can search for class, students and status.

Deactivate AUtomalic assignment of  May 25

rd
8 - —day - Apr 25, 2018 12:00 AM - May p n
First parent-teacher-day optimisation J&" 52 S0 AM Assign autor
3]

i appointments 2018

You can find the time absent per student (for any desired period) under menu item <Class register> | <
Reports>.

44 Class register entries

Form teachers can view a summary of entries for the school year under <Class register> | <Class
register entries>. Classes, individual students and/or the entry category can be selected, and the review
period can be set.
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Class Student Remark category Period
2A v | -All- v | -All- v 42017 81172018 Time range
Show deleted records

Selection Type Name Class Day Date Time Subject User Remark category Group for categories Text
# K [E Q& Stolch  2A  Tue Dec19,2017 11:55AM BFLZ dr neu text
# ¥ @ & Cinderela 2A Tue Dec19,2017 11:55AM BFLZ dr neu tsxt
F# K@ [ shirkhan 2A  Tue Dec19,2017 11:55AM BFLZ dr  neu text
# ¥ [@ & eahira 2A  Tue Dec19, 2017 11:55AM BFLZ dr neu tsxt

4 Elements found, showing all Elements.1
Mew Delete Report Reportshv

Class register entries per 5tudent|| (X}
Class register entries per class @

You will also find the reports Class register entries per student and Class register entries per class as
pdf, csvor xIs document using the <Reports> button.

4.5 Class services

As form teacher you can enter the class senices for your class. Class senices include, for
example,class representative and deputy class representative as well as class prefect.

Note: Class services

It is up to the class register administrator to determine which class senices can be assigned at your
school.

Menu item <Class register> | <Class senices> provides an oveniew of all class senvices defined for the
classes for which you are class teacher.

Class Service Period
1A ew 8/6/2018 9/23/2018 to the end of the school year

=il 6.8 13.8 20.8 27.8 3.9 10.9 17.9
Balblair
Brummbsar
Chef
Hatschi
Pimpel
Schlafmiitz

Seppl

You can assigne students to class senice by ticking the checkbox next to their name in the respective

week. You can also select lines (students) or columns (weeks) and activate or delete all checks of these
columns by ticking the functions
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Alternatively you can also click the button <Automatic student allocation>.

Schlafmiitz (] (| L (] (| (| (|

Seppl (| (| (| (| ] ] ]

. Automatic student allocation

Just enter the number of students needed every week for class senice and the duration of the class
senvce. It is important that entries which have been done manually are not deleted but taken into
account during the automatic allocation. Students can also be exempted from class senvice.

Automatic student allocation X
Period B/G2018 0/23/2018
Students required 2

Duration (weeks) 1

Take holiday and other days off |4
into account

Allocation by Surname

Sorting Ascending

Start with student Balblair

Exceptions Balblair -

Hatschi

Pimpel
Schlafmitz
Seppl -

| Schedule || Cancel |

4.6 Exemptions

If a student is exempted from a lesson it can be entered under <Class register> | <Exemptions>.
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Exencion nueva X

Grupos Alumno (14)

1A X

@ Chef

Periodo Dia de la semana

B/3/2018 B/3/2018 cada d&iacute;a ¥
[Materias Departamento (de materias)
'BE v || <Seleccién> v

Inicio de la hora  Final de la hora
0:00 0:00

Motivo de exencion
<Seleccidn:= v

Texto
infraccian

| Guardar | | Cancelar

The exemption will be displayed in the class register with a plaster and crutches icon for the student in
question. If you click on the blue 'i' icon, you will see the details of the exemption. If you now mark an
exempted student as absent, the period will be added to absence time, but in the 'non-counting'
category, i.e. non-relevant absence time.

Alice Ferg
& T8 I

Alice Ferg (2A)

Exemption:

05/01/2018 - 05152013
every day

Imjury

lknee injury

Exemptions can be entered that apply to all lesson periods at particular times.



113

4.7

4.71

wr

Exencion nueva

Grupos Alumno (14)

1A X |

s Chef

Periodo Dia de la semana
6/8/2018 6/8/2018 cada d&iacute;a ¥

[Materias Departamento (de materias)

<Seleccidn:> ¥ | | <Seleccidn= T

Inicio de la hora  Final de la hora
0:00 0:00

Motivo de exencion
<Seleccidn:> T

Texto

Guardar Cancelar

Reasons of exemption can be entered in master data by the WebUntis administrator.

Reports

You can create a large number of reports via menu item <Class register> | <Reports>.

You can access reports on absences, class register entries, work reports, examinations and teaching
methods. For many reports you can select either the entire class or individual students in the class.

2
You can limit a report to a certain period using the date fields. The filters <class> and <student> give
you the option to better filter the content of the reports.

For some reports you have additional filter options stated in the respective line of the report. An example:
for the report <Absence time per class> you have the filter option <Sorted by students>.

The following options are available for most reports:
= <PDF output>: generates the report in PDF format.den Bericht im pdf-Format.

(X <CSV output>: saves data in CSV (comma separated values) format.
<Excel output >: creates a Microsoft Excel file.

You will find further reportsunder <Lessons> | <My lessons> when you click on the <Report> button for a
particular lesson.

Examples of reports

There are numerous reports available to evaluate data in the class register, for example:
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Absence time per student

e

Absence time per student

Class 2B, Jul 16, 2018 - Jul 21, 2018

BG Klassenbuch

School year: 2017/2018

Student Balu
Text
Class 2B
Periods of
Date Periods Prd.  [ubject [Teacher Reason of absence ENr.  Pone Status
Mon 7/16/18 1 0:50 E Ass disease 1ot excu.
Mon 7/16/18 1 ;50 M Blan disease 1ot excu.
Mon 7/16/18 1 0:50 WEK New disease 1ot excu.
Total i [2:30
Of those ] 0:30
Total il 2:30
Of those ] 0:30
Absence time per class
BG Klassenbuch
School year : 2017/2018
Absence time per class
Jul 16, 2018 - Jul 21, 2018
Class: 28
Date Student Periods of Subject Teacher Reason of absence ENr. Done
Periods Prd.
7/16/18 Mo Balu 1 0:50 E Ass disease
7/16/18 Mo Balu 1 0:50 M Blan disease
7/16/18 Mo Balu 1 0:50 WEK New disease
7/16/18 Mo Hathi 1 0:50 M Blan disease
7/16/18 Mo Hathi 1 0:50 WEK New disease
7/16/18 Mo Louie 1 0:50 M Blan disease
Total 6 5:00 Total (integrating) 6 5:00
Of those & 5:00 Of those unexcused. [ 5:00

unexcused.

Class register bookcover
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M BG K lassenbuch
20172018
Class register i} Start Aug 1, 317
End Sep 23, 2018

Class teacher Blan

Subjacts Teachers

LU (Basketball) BB Grill, Aqu

Bildnerische Erziehung BE Mew, Sen

Betreuussg in Fred- und Lernzeit BFLZ figg, Bin, Callas

EBielogie BIO Arnim, Cala

Deutsch und aulerdem ist dasein D kel

ganz ganz langer Langname

Darstellendes Spiel [ Lag

Englisch E Ass

L (FuBball) FB Goethe

Instrumentalunterricht Flite FLOE Baker

Instrumentalunterricht Gitarre GIT Mich

Geschichte und Sozialkunde GSK Eep

Geographie und Wirtschaftshunde GWE (ALsS

Lelbesilbungen Knaben LUK Grill

Lelbesilbungen Madchen Lum glan

Mathematik M Blan

Musikerziehung ME Barg

Physik PH Hero

Evang. Religion RE Stu

Kath.Religion RK Bor

LU (Jazzgymnastik) TANZ Melt

Textverarbeitung TEV Fonda

LU (Volleyball) VB Sutt

Technisches Werken WEK Mew

Textiles Wearken WEM Sttt

Class representative
Deputy class representative

5 Headmaster

WebUntis Register's hierarchical system of user rights allows 'normal’ teachers to edit their own lessons,
class teachers (form teachers) to also edit their 'own' classes and the headmaster to access all this
information.

The headmaster should now have access to all this data, but is not usually necessary for the
headmaster to change this data.

Besides use of the internal messaging system, our rights template for the headmaster allows the
following items to be viewed:

e All timetables
Class senvices
Examinations
Exemptions
Teaching content
Homework
Absences

Class register entries
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5.1

Open periods
Reports for the class register

Printing the class register

If it is necessary to print out the class register at the end of the school year for archiving purposes, there

are a range of options for this under <Class register> | <Reports>.

Most schools use the work report 'Daily oveniew class' report for printing the class register.

Class Student Period

- All - v -All- v 81182018 5222013 Current weak

= w0 Absence fimes & Latenzsses Only counting absences All students

Absence time per student 3 & B8 |Perperiod M - All- ¥ | [) Without page breaks
Absence time per class 3 @ B | Per period v - All - v Sorted by students Saparate absence days and times
Absence time per subject 3 @ Bl| General overview ¥ - All- v

Absence time per subject group 3 @ B | General overview ¥ - All- v

Absence days per class BB B o woledays

Excesdance of absence B EJ morethan |16 | Periods of aosence|4 Weeks

Absence overview B8

Presences BEB

Absences BEg

Absences without excuse B8 B B ongerthan (3 [Days

Letter of excuse B Per period v Grouped by weeks (] Show excused periods
Emergency list B

Overview of absence fimes struciured by absencereasons B B

o=
Class register eniries per student B & B - All - v
Class register entries perclass 18 &) B3 [- All - ¥ |7 Sorted by students

M0k report per o9 BEa

- ching met

Teaching methods

S8[-a v

Stalisfic of the teaching method & B3
=
Type of examinafion
ZAll- v

Use the name of the grade (instead of iis
value!
Grades per student BE B8
Grade overview B
Grades per exam and lesson A

In many cases, the 'Class register bookcower' is also printed out.

Administration

The following section deals with the administration of WebUntis.

Activate class filter

If you are working with WebUntis for the very first time you will find a checklist in chapter 'Getting

started'.

This is followed by chapters on Basic settings , Importing student data , User administration and the

Timetable before modules Class register , Agenda and Student are explained.

The section concludes with User tipsto assist you in using WebUntis.
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6.1

6.2

Getting started

This section is a to-do list intended to help you perform the required steps for getting started with
WebUntis in the right order.

Logging in
Gruber & Petters will provide you with the URL of the web senver, school name, user name and
password. You can use this information to log in immediately.

Warning: Changing your password

Your first step should be to modify the password of user admin. To do this, click on <Profile> and then
on <Change password>.

" Data transfer y
" First, Untis data (master data, lessons, timetable) must be transferred to WebUntis. Please refer to
chapter Data transfer in the section Untis users for more information on this.
" Importing students .
"You now need the students in your system. Please read chapter Importing student data for information
on importing students.

" Basic settings .
" You can now specify basic settings for WebUntis. .
" User groups - Users .

" You must create user groups and users and assign rights in user administration in order to enable other?
people to work with WebUntis.
" Student groups .
" must be created for e.g. split lessons in order for all students to be assigned to the correct lessons. The?
teachers taking these lessons generally perform this task. This is why chapter Student groups is located
eethin-chantorToschore
" Note: Rights: student allocation — master data student-group 7
Any teacher wishing to assign rights to his/her lessons independently requires student allocation rights.
The master data student-group right is generally not required. It authorises a user to change the name of
a student group or of a class from which students can theoretically be assigned. Any teacher wishing to
assign students to his/her lessons independently requires student allocation rights. The master data
student-group right is generally not required. It entitles a user change the name of the student group or
class from which students can be assigned. A description of all rights in WebUntis is listed on our official
website.

Class register administration
There are additional settings and master data that require editing if you use the class register module
(see chapter Class register administration ).

Agenda administration
The agenda module also has its own settings and master data that require editing (see chapter Agenda
administration ).

Student administration
In this chapter you learn more about how to manage courses in WebUntis.

Administration parent-teacher day
Here you can work on the new parent-teacher daymodule as an administrator.

Basic settings

Basic settings are made in the navigation menu under <Administration> | <Settings>. As a matter of
principle, these basic settings apply to all users, but they can be adapted to match the special
requirements of a group or user in the user group (e.g. session timeout) or in the user profile (e.g.
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language).

Country

Language

Time zone

First day of the week
Diays in the first week

Loge
Datenschutzerklarung

Phone number of the school

Mumber of login-failures before account is blocked
Duration the account is blocked [min]

User group for the self-registration of parents
Session Timeout [min]

Publish news of the day as RSE feed

Main system for student- and teacher contact details
General filtter for departments

Prezelect the department of the usar

Students may send messages only to their class teachers
Students may only see public news

Aheays forward intemal messages to the recipients email-
addrass

Block the users of inactive students only after the end of the
schoal year

Default date for the student import

Cancel the acti

ity if a single room is declined

Additicnal remaris for resource report

Email to the person in charge for the room bookings

e-mail address administrator

e-mail address timetabler

Use the e-mail addrass of the user in the regly-to field

SMS5 recipient

Extended administration of grades.

Line 1 of the Untis license

Modus.

Data entry wizard

Ausiria v
Deutsch

¥ | Tome: 2:25 PM

Monday Tuesdsy Wednesday Thursday Friday Saturday Sunday
4
| Upload photo | | Delete photo |
| Aftach file.._... | | Datai iaschen | Eraubte Daieitypen: pdf
15
0
Seli-regisiration deactivated v
60
+
Ld
o
*! Beginning of the school year

Current date

A
L
Testmail

L

Owvn address  Legal guardians  Persons entifled to receive information  Companies

Avaiable L

Pre-zslected

BG Klassenbuch

*) Expertenmeodus
einfacher Modus

td

In the following sewveral settings are explained:

Ld Ld L
Ld

Im Folgenden sollen einige Einstellungen beschrieben werden.

Language

Select the global language for your WebUntis. Users can then select the language they prefer via their

own profile.

First day of the week

Here you can select which day of the week should be the first day displayed in your timetable view.

Logo

You can embed your school logo in WebUntis here. All users will see it at the top left after they hawe
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logged in.

Note: DeleteBrowser cache

It is very likely that your local browser will cache images. This means that whenever you upload a new
image it is possible that it is not immediately displayed. Explicitly delete the cache of your browser after
uploading so that you can see the current image.

Telephone number of the school
You can enter a text and the phone number of your school. This entry is displayed on the top right of the
dynamic office hour list. An example for this would be: 'Please call in advance: 01 4444 4444

Number of login-failures before account is blocked
This option defines how often a user can unsuccessfully log in before his or her account is blocked. The
default value is 8.

Duration the account is blocked
Defines how many minutes a user's account is blocked before he or she is permitted to try it again. The
default value '0' means that the account is blocked forever, without any end time.

User group for self-registration of parents

As soon as a user group has been selected here, you activate the self-registration feature as
administrator. Self-registration can be seen afterwards in the logged-out area. Self-registered users are
automatically integrated in this user group:

Meine Schule

Session Timeout

The session timeout is the time after which inactive users will be automatically logged out of the system.
The maximum time that can be set is one hour. The default value is 30 minutes. You also can define per
user group how long the Session Timeout should be.

Publish messages of the day as RSS Feed

The messages of the day which you create via <Administration> | <Messages of the day> can be
subscribed to by your users via RSS. This means that messages of the day can also be read outside of
WebUnits (time-delayed).

Main system for student and teacher contact details




120

When you check this option, all information on address and contact details of students and teachers
(e.g. e-mail address) coming from Untis are ignored.

General filter for departments

This filter for departments is meant especially for larger (high) schools, since by checking this option it
globally triggers the display of a department filter (top right in WebUntis) and a filter for the timetable in
WebUntis.

Preselect the department of the user
WebUntis automatically selects the department of the user whenever the user logs into WebUntis.

Students may send messages only to their class teachers
If you provide WebUntis users with the possibility to send messages, you can limit students to the
option to only be able to send messages to their from / class teachers.

Students may only see public news
Students see only public messages of the day.

Always forward internal messages to the recipients’ e-mail address
By checking this option the administrator defines, whether all internal messages should be forwarded to
the e-mail addresses of the users.

Note: Global vs. Individual settings

When the forwarding of messages is not globally activated in the administration settings, every user can
decide him/herself in his/her profile whether internal messages should be forwarded to his/her personal e-
mail account or not. When the administrator checks the global option, it is not possible any more to
change this setting individually — every user is forwarded new messages to his/her personal e-mail
account, as well.

Block the users of inactive students only after the end of the school year
It sometimes happens that students are deactivated in the master data, however, they need to be able to
work with WebUntis. In such cases you simply activate this option.

Note: Temporary exit of students

You can set an exit date. When no re-entry date is set, the student user will be blocked and login is not
possible any more. However, if the student has a re-entry date set, the student user can log into
WebUntis without any problems.

Default date for the student import
Here you preselect the date for importing master data (<Master data> | <Students> | 'Import' button).

Cancel the activity if a single room is declined (Agenda module)
When booking an activity the entire activity is cancelled if a single room is declined.

Additional remarks for resource report (Agenda module)
This remark is displayed in the report for individual resource bookings.

Email to the person in charge for the room bookings (Agenda module)
In the master data for rooms you can define a person in charge for a room. When this option is checked,
this person then receives an e-mail as soon as the room is booked.

e-mail address administrator
The 'e-mail address administrator' field is where you enter the e-mail address of your WebUntis
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6.2.1

6.2.1.1

administrator and which will be used to e.g. receive important messages of the WebUntis product
management.

e-mail address timetabler

In the field 'e-mail address timetabler' you enter the e-mail address of the person to be notified if an error
occurs while transferring the data from Untis.

Data transfer from Untis to WebUntis runs in part asynchronously, which is why the mail function is
important to ensure that you are notified of any import error messages.

Use the e-mail address of the user in the reply-to field

Checking this option means that after automatic forwarding of an internal message, an e-mail can be
sent directly to the sender by clicking the ‘reply to’ button. It therefore is not necessary any more to log
into WebUntis to reply to messages — communication is done via e-mail.

SMS (text message) module

When sending a text message, you can choose which group of persons should receive the message. In
vocational schools, for instance, the group may include the instructors of the companies they are
working for, with minor students it may include the parents/legal guardians.

Under <Administration> | <Settings> you can pre-select default settings:

SMS Empfanger Eigene Adresse Erzdehungsberechiigie Auskunftsberechligte Betriebe
verfugbar B L4 L Cd
Vorausgewahit e

(Mur ersichtlich mit dem Modul SMS)

Settings for the layout

In the settings for the layout you have different options to display WebUntis. You can e.g. define different
colours for different subjects or create new timetable formats.

The settings for the layout contain the following items, the majority of which have an impact on the
display of the timetable (and therefore they are partially described in the chapter: Timetable ):

General

Colours

Timetables
Owenrview timetables
ICal

Contact hours

Reports

General settings for the layout

Via the general settings for the layout, you can e.g. define how long a list should be in WebUntis or
which names should be used for display.
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Lines per page |15

Display for the periods  (®) pumber

HName
Proposal for ime-enfries
For teachers show the | Short name v
For students show the | Syrname First name v
For subjecis show the | Short name v

Show classes only within the class's active fime
range

Dizplay the week number in the main calendar
Show cancelled periods in today's lessons
Show the date of the last timetable import

Use alias name of subjects for gener. publication

Do not show the teachers for students in the daily
timetables and in the details

Save

Lines per page

In WebUntis, you often hawe lists of data. This option defines the number of displayed lines on one page.
An example would be the listing of all students: <Master data> | <Students> - the example above shows
60 students per page. With this option you adjust the number of students displayed per page.

Note: Impact on loading times
Please note that this option has an impact on the time each page needs to load. Therefore it is
recommended to define a low number to make loading easier for WebUntis.

Display for the periods
You want the names or number of periods to be displayed? Here you can define how periods should be
displayed. Just check the numbers and names under <Master data> | <Time grid>.

Proposal for time entries
With this option WebUntis supports you in entering times.

For teachers show the
Here you define how teachers should be displayed in WebUntis, e.g. 'Baier (Johannes)' or 'Johannes
Baier'.

For students show the
Here you define how students should be displayed in WebUntis.

For subjects show the
Here you define how subjects should be displayed in WebUntis.

Show classes only within the class' active time range
Define here whether classes should be hidden and not be available any more as soon as their expiry
date has been reached ('To' field under <Master data> | <Classes> | pen icon).

Display the week number in the main calendar
Activation of week numbers in the main calendar
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Show cancelled periods in today’s lesson
Here you can define if cancelled periods in today’s lesson (<Lessons>) should be displayed as cancelled
and in grey, or if they should be hidden.

Show the date of the last timetable import
Shows the date of the last import of the timetable from Untis on the 'Today' page.

Use alias name of subjects for gener. publication
When logged out, alias names of the subjects are shown for public information.

Do not show the teachers for students in the daily timetables and in the details
You can deactivate the display of teachers in the daily timetable and in the details of the period (via the
timetable).

Do not forget to save your changes by clicking on the 'Sawe' button.
6.2.1.2 Reports

Here you define what should be displayed in the footer of the reports.

Date
Time

User name

Save

6.3 Integration settings

Integration settings are defined in the navigation menu: <Administration> | <Integration>. These settings
control the interfaces in WebUntis:

Untis
SAML
LDAP
Office365
Sokrates

Smartschool

6.3.1 Untis

The integration settings for Untis affect the export of master data, lessons and substitutions from Untis to
WebUntis. Here you can control how WebUntis should treat data it sends to Untis:
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Schilerstammdaten lbernehmen

Schilergruppenzuordnungen dbernehmen

Schilergruppen beginnend mit Unterstrich nicht dbernehmen
Schilergruppe in Unt. mit einer Klasse alle Schiler zuordnen |«

Unterrichtsstunden von Unt. mit diesem Statistik-Kennzeichen
nicht dbernehmen

Farbe der Lenrer von Untis (bernehmen
Lehrerbesoldungsdaten Ubernehmen |«
Qifene Vertretungen nicht dbermehmen
Mach dem Import des Unterrichts alle Lehrer benachrichtigen
MNachrichten zum Tag von Untis als offentlich kennzeichnen
Machrichten zum Tag von Untis anzeigen: [« Monitor: Kopizeile (] Monitor: Ticker ¢ Untis Mobile

Standardprifungsart fur Klausuren | Klausur v

Personalnummer 2 in Feld Personalnummer importieren

Unterricht | Unterricht i
Sprechstunde | Sprechstunde
Bereitschaft | Bereitschaft v
Pausenaufsicht | Pausenaufsicht

Veranstaltung | Unterricht v

-

-

Import student master data
If you want existing student master data to be imported from Untis by master data export, then activate
this option.

Import student group assignment
If there are student and student group assignments in Untis, they will be imported to WebUntis.

Do not import student groups with a leading underscore
Checking this option means that student groups having an underscore before their names will not be
imported to WebUntis.

Assign all students of a class to a student group with only one class

If Untis exports a lesson with an assigned student group but only one class takes part in it, all students
of the respective class are assigned to this lesson when you check this option, — it is not necessary to
explicitly assign them in WebUntis.

Note: No students displayed in class register

Please note that this setting only has an effect when you have imported student data to WebUntis. If you
do not have any students in your class register this means that this setting was probably activated and
the lesson was exported from Untis before there were students in the system. Import your students to
WebUntis, activate this setting and export the lesson from Untis to WebUntis once again.

Do not import lessons with this statistical code in Untis
Define a statistical code so that periods with this code are ignored in WebUntis.
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6.3.2

Use the teacher colours from Untis
The colours defined for teachers in Untis is imported to WebUntis.

Transfer teachers' salary data
Imports teachers’ salary data from Untis.

Do not transfer open substitutions
Open substitutions imported from Untis are ignored.

Notify all teachers after import of lessons
All teachers are informed by an internal message as soon as the lessons have been exported from Untis.

Mark Untis* “Messages of the day” public
By checking this option, the "Messages of the day” are automatically set to ‘public’ when they are
imported from Untis to WebUntis.

Show Untis' "Messages of the day":

Where do you want the “Messages of the day” imported from Untis to be shown in WebUntis. In the
header or the ticker of the substitution lists in the monitor view, or/and in Untis Mobile app for
smartphones and tablets.

Default exam type for exams
Examinations which are imported from Untis to WebUntis will be transformed into a WebUntis default
exam type.

Import ‘Personnel number 2’ into the field ‘Personnel number’
'Personnel number 2' from Untis is imported to the field Personnel number in WebUntis teacher master
data.

Standard types of activity
Here you can define if the default settings of the different activity types shall remain the same or if you
want to define your own types of activity.

SAML

For the settings regarding the 'SSO Provider' please go to <Administration> | <Integration> | <SAML>.

Set up of Identity Provider / SAML for WebUntis

* Define the attribute containing the user name which will be used with WebUntis IDP. The chosen
attribute can be compared to a “user name” or an “external user’ name in WebUntis.

* Please get in contact with your WebUntis team regarding your chosen attribute name or urn-id.

+ Send the metadata of your IDP to your WebUntis team (NB: WebUntis supports only officially signed
SSL certificates).

» Download the WebUntis metadata (https://name.webuntis.com/WebUntis/saml/metadata) and import it
to your IDP.

* Your WebUntis team imports your metadata to the WebUntis SAML provider. The import of new
metadata can take up to 24 hours.

* Please enter your SSO provider into WebUntis. Just go to <Administration> | <Integration> | <SAML>
and sawe the settings.

Testing of IDP / SSO Provider

By activating the SSO provider under <Administration> | <Integration> | <SAML>, the 'SSO-Login' button
in the logged out area of WebUntis is activated.
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* Try to login via the SSO provider by clicking on the login button.

Web

Login ohne SSO

« If the login is not successful please contact WebUntis support to get more information. Otherwise
continue with the configuration of the SAML integration.

SAML integration in WebUntis

SSO Provider |https:ieigene domainidp/shibboleth
Bezeichnung der Schule im IDP
SAML Mail Atiibut[urn:0id:0.9.2345.123456769.100.1.1
SAML Benuizergruppe Atfribut |urn-o0id: 1234561234111
Mail bei jeder Anmeldung iibernshmen

Unbekannten Benutzer nach erfolgreicher Anmeldung (¥
anlegen

Anmeldung fiir nicht identifizierten Benutzer nicht
erlauben

Rollenidentifzierung | Attribut v

SAML Personenrolie Attribut [yrn-oid:1.2.3.4.5.6.1234.1. 111

Lehrer Schiiler Erziehungsberechtigter Personal

Personenrolle [Lehrkrafie Schulerfinnen Erziehungsberechtigte und Betriel Verwaltung

Attribut fur Famil und Vomame Attribut fir Familienname und Vomame =
SAMLID Atiiout [urn-oid.2.4.5.6 un.0id:2.4.5.6.123 um.0id:2.4.5.6 um-oid:2.4.5.7
Elementdaten ID Feld
Mumerischer Vergleich
Gro-/Klginschreibung ignorieren (¢ |

Standard-Benutzergruppe | | ehrkrafte (Lehrer) v Schiler/innen (AlleSc v Erziehungsberechtigt v Verwaltung A

Speichemn

Identification und automatic creation of a user

If you do not want users to be created dynamically you can deactivate this function by selecting the
option 'Create local user after successful authorisation' after you have successfully logged in. After
deactivating this function, only users can log in who have already registered as users in WebUntis.

The user role (teacher or student) can be defined by comparison with a user attribute.

Comparison with an attribute

In this case the entry in the field 'Person role' identifies the role, e.g. 'Teachers'. The name of the attribute

containing the role designation, e.g. 'urn: oid: 1.2.3.4.5.6.1234.1.1.1.1", is to be entered in the field
'SAML person role attribute ". The user is therefore identified as teacher when the designation
"Teacher' is found for a person in the attribute 'urn: oid: 1.2.3.4.5.6.1234.1.1.1.1" .

The identification of the role means that the default rights can be defined. You need user groups, e.g.

teachers. Whenever attributes are compared to each other, the user group names need to be identical to

the entries in the fields 'Person role'.

If no matching user group can be found in WebUntis the default user group will be used.

Additional information is needed to identify the person. This information can be different for teachers and

students. Identification means that the system looks for an appropriate timetable element (teacher or
student) for the user.

There are several possibilities of identification:
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6.3.3

6.3.4

Single attribute : This method usually is the most effective one since no names need to be compared.
This, however, is not possible in all cases.

This method compares a unique value of one of the WebUntis fields of a user with the individual attribute
in SAML.

Possible fields in WebUntis are:
¢ id — user name in WebUntis
name — short name
longName — last name

Text — text field

externKey — external ID

One of these fields is entered into the field: 'ID field' . The name of the attribute in LDAP is entered into
the field: 'SAML ID attribute'.

Example: The short name of the WebUntis teacher is also saved under the attribute 'urn: oid: 2.4.5.1"in
SAML. 'urn:0id:2.4.5.1' is therefore entered into the field: 'SAML ID attribute' and 'name’ into the field: 'ID
field'.

Attributes for last name and first name : This method is used to identify the name. First and last name
must be existent in different attributes in SAML. Both attributes are entered in the field: 'SAML ID
attribute' using a comma between the attribute for the last name (entered first) and the attribute for the
first name (entered second).

LDAP

For detailed information on the integration of LDAP please go to LDAP settingsin 'User administration'.
Office 365

When your school uses Office 365, you can activate SSO (Single Sign-On) here. After a correct set up of
the integration of Office 365 in WebUntis users who are logged in Office 365 at the local computer can
access WebUntis without entering any user data.

S350 aklivieren |«

However, this activation is not sufficient for the permission of the login of a user in WebUntis via Office
365. You need the Office 365 IDs of the respective user for completing the set up of the integration of
Office 365 in WebUntis.

In WebUntis go to ‘Edit’ (pen icon) via <Administration> | <Users> and enter a user’s Office 365 identity
by using the 'Office 365 identity' text field.

You can carry out an automatic import of all Office 365 identities by the means of a file. Just go to
<Administration> | <Users> | <User administration> | <Import> and you can select a field assignment.
You can check the outcome of this import in the editing area of the respective user in the 'Office 365
identity'. Just go to <Administration> | <Users>.
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Profil Profil- Name :
Neu ¥ Speichemn

Trennzeichen
Strichpunkt v

Feldzuvordnung

BauerBen Kurzname Y

067 Schitssel A

max@webuntistest onmicrosoft.com| Office 365 Identitat v

max.musti@maxmusti.com E-Mail Adresse v
Import Abbrechen

After carrying out all aforementioned steps you will see a new button in the logged out area providing you
with the possibility to log into WebUntis with your Office 365 account.

Office 365 Anmeldung

6.3.5 Sokrates student import

Sokrates student import

6.3.6 Smartschool

For settings of your Smartschool go to <Administration> | <Integration>, Smartschool tab
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6.4

6.4.1

Mame |Smartschoo
Active
School name
Platform Secret

Remark

Save

Importing student data

A great deal of the data required is imported into WebUntis from Untis. However, if the student data is
not maintained in Untis, it must be imported from a different source.

If you use Untis with the student timetable or course planning modules, the existing student and student
course assignment data will certainly be transferred from Untis to WebUntis. Students in 'normal’
classes are not usually maintained in Untis, meaning that these students must be imported from your
student administration application.

You must have the 'Master data | Student' rights in order to import student data. You will find the <
Import> button on the <Master data> | <Students> page.

Import

Importing students is simple, convenient and straightforward. Student data must exist in a text file or
CSV file with individual data fields being separated by one of the usual separators (e.g. comma,
semicolon, blank space, tab or pipe)
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j students.txt - Editor

Datei Bearbeiten Format Ansicht 7
Alexander;Miller;M;81.18.26811,8;15;0081
Amelie;Schmidt;W;25.89.20811;08;15;802
Anna;Schneider;W;19.89.20811;8;15;08083
Anton;Fischer;M;13.89.20811,;0;1a;004
Antonia;Weber;W;07.89.20811,;0,;1a5;005
Ben;Meyer;M;81.89.2011;8;1a5;086
Benjamin;Wagner;M;26.88.20811;08;1a;8087
Carla;Becker;W;20.08.2011;8;15;088
Charlotte;Schulz;W;14.88.20811;8;15;889
Daniel;Hoffmann;M;B8.085.2811;0;15;816
DavithchéFer;M;BE.BS.EBli;B;la;Bli
Elias;Koch;M;27.87.20811;08,;15;812
Emil;Bauer;M;21.87.2811;08;15;813
Emilia;Richter;W;15.87.2611,;8;15;014
Emily;Klein;W;09.87.2811,;8;1a;815
Emma;Wolf;W;83.87.20811;8;15;816
Felix;Schroder;M;27.86.20811;8;1a;817
Flomizn-Moumann-M-21 06 2011-0-15-018

Warning: Test import
If you are performing a student import for the first time, import only a small number of students initially

(where possible with special characters in some of the names). These can then easily be deleted again if
necessary. Take an import file with only a few rows.

Select the import function from the <Master data> | <Students> page and upload your file with all the
students.
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6.4.2

& K clencraig o 0 Glencraig
& & clendronach a 0 Glendronach
# ¥ GlenElgin o’ 0 GlenElgin

177 Elements found, showing 1 to 60. [First/MNexd] 1, 2, 3 [Mext/Last

MNew Sort Delete Repaoris + Impaort photo Set exit date «

Diata

= Student
Addrezses
Data source
100% + File successfully uploaded: students txd
Character set
UTF-& b

Call date for the class-assignment

812017

Data source
Enter the file as data source that contains the student data, e.g. 'students.txt".

Character set

The Central European ISO-8859-1 character set is the default set of characters. If your data exist, for
example, in Unicode utf-8 format you must change the character set accordingly in order to make a
correct import of student master data possible.

Begin date
If class allocation data are also being imported with the students, they will apply from the date entered
here. The default date is the beginning of the school year.

Now click on <Import> to create an import profile as described in the following chapter.
Import profile

hen import is launched you can define in the import profile which entry in the text file with the students
corresponds to which parameters in WebUntis.

You can now give this import profile a name and save it according to its field allocation for later purposes.
Then select the separator for your text file. In the example above the separator would be the semicolon.

In the section underneath you will see all the entries available for a student in the export file on the left.
There may well be entries here that you do not need, therefore they will not be imported.

Allocation

The left section now shows the entries in the first row of the text file (i.e. the first student or the header
row). Use the selection lists to identify the individual fields.

You know, for example, that the last name of the student displayed is 'Mller'. Click on the selection box
next to this name and set the parameter to 'last name'.
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Profile Profil-Mame
New v | [MyProfile 2018/19 i
Drelimiter

Semicolon ¥

Field assignment

Alexander | First name ¥
Miller Surname hd
M Sex ol
01.10.2011 | Date of birth ¥
|:| L
1a Class ¥
001 Key (extern, old) v

use the class-alias
gnore first lime

automatic ¥ | Student identification

Import Cancel

Make this allocation for all parameters that you wish to import into WebUntis.

Clicking on the <Save> button will save this import profile so that you do not hawe to assign a
subsequent import once again.

Student data will not yet be imported by this field allocation.

Note: Headings

If you use headings in the text file, please check the option 'Ignore first row'. This will prevent the
headings from being imported as a student.

Note: Class alias

When the alias name of a class is used in the text file, you can also assign students to classes when
the option is activated.

If the alias name of the class is used in the text file, you can also assign students to classes when the
option is activated.

Import

Clicking one final time on the <Import> button imports the student data.
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6.4.3

Note: Existing students

Existing students are synchronised with the import data. To this end, WebUntis must be able to uniquely
identify a student. For this reason it is best to import a unique student ID. Every school administration
system normally has such an ID. Assign the field key (external) and select 'automatic' as student
identifier.

You will now find the imported students under <Master data> | <Students>.

Importing student images

You can save an image to each student. This can be done for each student individually or automatically
for all students.

Student images — manual assignment
One possibility of assigning an image directly in the master data sheet of the individual student:

Select <Master Data> | <Students> and click on the <Edit> button for one of the students. The student's
master data sheet will open. Now click on the <Upload image> button.

Import photo

Data source
Aftach file...... g Tip: you can also drag a file on the button

Maximum width

200
Maximum height
200

il import | | Cifse

Aladdin

If necessary, enter the maximum width and height for the image and select the appropriate image file
from the usual 'Open file' dialogue.

The student's picture will now be displayed in his/her master data sheet and when required in the class
register:

r =a

Upload photo Delete photo
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Warning: Repeated import

If you import new student images for students who already exist in the system and they are not
displayed, your browser might have cached the old ones. In this case, please clear the cache of your
browser.

Student images — adding automatically

The student list (<Master Data> | <Students> ) also provides the <Import photo > function:<br

Class| 1B v Search Start search | [ Calendar date is the reference date

MNothing to display

Mew Sort Delete Reports + Import Import photo Set exit date

If you click on the <Import photo> button, a page will be displayed in which you can enter the name of a
zip file containing the image data. The names of the individual image files must comply with one of the
following conventions:

Short name

LastName_FirstName

LastMame FirstMame_DateOfBirth
LastMame FirstMams

Note: No path information
The zip file must not contain any path information to the image files (do not use folders).

You may also specify a maximum image height and width.

Impart photo

Data source
Attach file.._... g Tip: you can also drag a file on the buftton
Identification
Foreign key v
Maximum width
200

Maximum height
200

Import Close
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6.4.4 Importing addresses

When importing master data of students (go to <Master data> | <Students> => <Import>), you now have
the option to import the student’s personal data or his/her address data.

Student

® Addresses

Data source

Attach file.._... g Tip: you can also drag a file on the button

Characier set

I150-8859-1 v

Mext Cancel

When you choose address import you can also choose the contact type, e.g. educational institute or
parent/legal guardian.
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6.4.5

Profile Profil-Mame
Mew ¥ | |WebUntis
Delimiter

Semicolon ¥

Field assignment

email v

mob.phone
Ci

st

zZip-code  [Eay number

city Mobile number Legal guardian

strest Mame of the contact Own address

phone Postal code Legal guardian
Straet Person entitled to receiv@mformation

firstname | gydent-ID Company
Telephone number

# lonore f| Type of address

Short name ¥ | Student identification

Eegal guardian ¥ | Type of contact

FAQ

Why import student data?
You import student data for up-dating the students’ master data in WebUntis and for creating a new
student in your database.

Cancel

When should | import student data?

You mainly import student data at the beginning of the school year, for exporting new students to
WebUntis and for assigning the existing students to new classes. You only import student data during
the year when you want to edit information on several students at once. If a student changes class, you
usually do this by hand in WebUntis.

Where do | get the student file for the import?
The student file is exported from your student administration. A detailed description of how to do this is
provided by the producer of your student administration.

Does the student file need to have a certain structure?

The student file does not have any fixed specifications regarding the order of the columns; they can be
assigned to the WebUntis fields by hand when importing them.

The file per se is a text file in which the individual data fields are separated with one of the usual
separators (e.g. comma, semicolon, or TAB). Usually the file ends with .txt or .csv.

What happens to students who leave school?
Students leaving school must not be cancelled. It is recommended to set an exit date. This date is then
imported together with the student data or can be set by hand under Master data | students and by
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choosing the collective function 'Set exit date'.
When the exit date has passed, the student will not appear in one of the selection lists (except in the
master data).

What is the difference between student and user?

When you import students this does not mean that they will automatically receive access to WebUntis.
You first need to create a user for the individual student in the user administration. The name of the user
can be totally different than the short name of the student.

Vice versa, you need to not only delete a student user but also his or her master data element.

How can | import departments for students?
The department automatically derives from the class of the student. You do not need to especially
assign it to the different students.

Class allocation is missing with students?

If you realise that students have not been allocated to any class then you should see the appropriate
error message when importing the students’ data (e.g. 'Class could not be found'). This problem usually
occurs when the imported class is not know to WebUntis. The simplest reason is that no master data
were exported from Untis. Export the master data and repeat the import.

Another reason could be capitalization of class names. Please make sure that the names of the classes
are the same in both systems (of the import data and in WebUntis).

Umlauts in students’ names are not displayed correctly?
When you see strange special characters in the students‘ names (MAViller instead of Miiller), it is very
likely that the reason for this is that the wrong character set was selected when the data was imported.

If you followed the recommended procedure for the identification of students and selected an external
key, then the situation is not that bad. Just import the student file once again, however with selecting the
correct character set. Since the identification is done via the external key the first and last names are
simply updated to the correct spelling.

If you carried out the identification of the students by 'First name, last name, date of birth' then it is very
likely that some students will come up twice in the students’ data. For more information, read the next
item, please.

My students come up twice

If your students come up twice in your data it is important to not carry out any additional imports. Further
proceedings depend on the point in time when you detected that your students come up twice in your
data.

You detected it right after importing the data:

If you detect right after importing the data that some students come up twice, there is a simple solution
for this: just manually delete the students who come up twice. Deleting the same ‘second’ student is
possible at this point in time since there are no interdependencies (absences, ...) yet.

You detected it later:

If you detected later (after a day) that some students come up twice, then it is very likely that there are
already interdependencies (registered absences, ...).

Your Untis GmbH support team can help with a function which tries to combine the students coming up
twice. However, first and last name and the date of birth must be the same.

First make sure that this prerequisite is fulfilled (manual adjustment) and then contact your support
team.

How do | change the student administration?

If your student administration changes and you used an external key from the student administration for
identification of the students, you need to replace the old keys by the new keys from the new student
administration in WebUntis.
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6.5

6.5.1

As a basis this change you need a student file as you use it for the regular import of student data but
with the unique keys from both student administrations ('External key old' and 'External key new').
Import the students‘ data with this file as usual until you get to selecting the field allocations. Here you
select the field name 'Key (external, old)' for the column with the unique key from the old student
administration and the field name 'Key (external)' for the column which will get the key from the new
student administration.

Then you select 'Key (external, old)' when identifying the students and click on the 'Import’ button.

By choosing this procedure the students are identified by the old key and the new key is inserted. The
old key is not necessary for any future imports, and the import can be carried out the usual way.

If you did not use an external key, then please check when changing to a new student administration if,
for instance, students with a second first name still have/do not have this second name in the student
file. If yes, then this second first name needs to be added/deleted by hand in WebUntis before the
import. The same is true for a changed last name or a corrected date of birth.

Please also check the character set of the new student file since it can differ from the character set used
in the old student administration. If you are not sure about this then contact the producer of your new
student administration.

User administration

All users must log in to WebUntis so that WebUntis knows what a user may and may not do.
Rights are not assigned to individual users but to user groups. Each user must therefore belong to a user

group.

Follow the sequence below in order to create all users with the appropriate rights:

¢ User groups
e Assign user rights to the user groups

e Create users

User groups

The following user groups are shown when you go to <Administration> | <Rights and roles>:

Administration

Teachers

Students

Legal guardians and companies
School management

Main office

Public

Note: Standard groups
The aforementioned standard groups are more than sufficient for every day school life, but you can create
additional groups at any time — see below.

When you go to <Administration> | <Rights and roles> all user groups are listed. This ovenview also
shows how many users per user group have already been defined.
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Rechte und Rollen

Administration > Administratoren sind fur die Verwaltung von WebUntis zustindig und kénnen in alle 1 Benutzer
Daten Einsicht nehmen.

Lehrkrafte > Lehrpersonen kénnen Stundenpline einsehen, Termine planen, Absenzen erfassen und 13 Benutzer
Eintrage im Klassenbuch vornehmen.

Schilerfinnen > Schiler/innen sehen nur ihre eigenen Daten und Stundenplane. 0 Benutzer

Clicking on the user number on the top right opens up the list of the respective users of this group.

Clicking on the user group opens the most important rights of the respective user group. Example:

teachers:

Lehrkréfte
Stundenplan

Unabhangig von diesen Einstellungen sehen Benutzer alle Stundenpline, die &ffentlich
verfiigbar sind. Einstellungen dazu kénnen unter Offentlich getroffen werden.

Welche Schilerstundenpldne dirfen Lehrkréﬁe{:} keine
sehen?

O Stundenplane aller Schiler/innen

Welche Lehrerstundenplane darfen Lehrkrafte @ Mur den eigenen Stundenplan

sehen?
O Stundenplane aller Lehrpersonen

Klassenbuch

Dirfen Klassenlehrer Befreiungen, wie ... Main
beispielsweise 'vom Sportunterricht befreit’

eingeben?

Diirfen Lehrkrifte Ja .

Klassenbucheintriage/Bemerkungen eingeben?
Diirfen Lehrkrafte Noten in WebUntis erfassen? Ja .

Diirfen Lehrkrafte selbst Schiiler bestimmten .. Mein
Schilergruppen zuordnen?

Kontaktdaten

Dirfen Lehrkrafte die Kontaktdaten anderer . Main
Lehrkrafte und Schiiler/innen sehen?

@ Stundenplane der eigenen Schilerfinnen
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Another example: the user group of the main office:

Priifung

Darf die Verwaltung Prifungen anlegen und C} Mein

bearbeiten?
Mur sehen

Oz

Darf die Verwaltung Prifungsstatistiken sehen?

Klassenbuch

Darf die Verwaltung Befreiungen anlegen und {:} Mein

bearbeiten? O
Mur sehen
JE]

Darf die Verwaltung Abwesenheiten ' Mein

entschuldigen?

Darf die Verwaltung offene Stunden im ' Mein
kKlassenbuch sinsehen?

Berichte

Darf die Verwaltung Berichte zum Unterricht ' Nein
einsehen?

Darf die Verwaltung Berichte zum Klassenbuch ' Nein

einsehen?

This section was created for WebUntis 2019 in order to be able to modify the most important rights
settings per user group the fastest possible way. This will not be sufficient after some time in practise —
this is why we created the expert mode.

Expert mode
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Auswahl Benutzergruppe Privileg Sicherheitgrichtlinie Max. Buch. Rechte
# [B Administration normal  user 0 Rechte
# [B] System normal 0 Rechte
# [B  Lenhrkrafte normal user 0 Rechte
# [B Schillerinnen normal  user 0 Rechte
f @ Erziehungsherechtigte und Betriebe normal  user 0 Eechte
# [B]  Schulleitung normal  user 0 Rechte
# [B]  Verwaltung normal  user 0 Rechte
# [B] Andere normal user 0 Rechte

& Elemente gefunden, Anzeige aller Elemenizs 1

| Meu | | Kopieren | | Sortieren | | Laschen | | Bericht | | Sicherheitsrichtlinien

Go to <Administration> | <Rights and roles> | and click on the link at the bottom left 'Switch to expert

mode'.

Creating user groups

In the expert mode, you can create new user groups. Go to <Administration> | <Rights and roles> |

'Switch to expert mode' and click on 'New'.
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Neue Benutzergruppe

Mame

Sicherheitsrichilinie Privileg
 <Auswahl> V|
Buchungsformat

|- Standard- W |

Max_ ofiene Buchungen Buchungen bis [Tage] in die Zukunft

o]

Stundenplan bis [Datum] in die

D

Dieses Feld wird in zukinfligen Versionen nicht mehr
unterstutzi. Bitte verwenden Sie das Feld unter Buchungsformate.

Stundenplan bis [Datum] in die Zukunit

Vergangenheit
-
-
Stundenplan biz [Wochen] in die ) -
Stundenplan bis [Wochen] in die Zukunft
Vergangenheit : o !

H

Stundenplan bis [Tage] in die

angenheit Stundenplan bis [Tage] in die Zukunft

D

|| Darf Aufsichislehrer bei
Prifung andem

o Darf Prifungsraum andern

It Lehrerangabe in WebService-
Stundenplanabfragen zulassen

I:I Personenlistenabfrage Gber
WebService zulassen

(] Darf Machricht mit wichtig
kennzeichnen

Session Timeout [min]

Zugeordnete Benulzer

Bitte wahien Sie -

]

Zugeordnete Aktivitatsarten Alle Aktivitatsarten
Unterricht

r r

o
©

Speichern | | Speichern & MNeu | | Abbrechen

You can set the following attributes:

Security policy
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Here you can choose all security policies per user group, €.g. members of the user group 'Students’
should only choose passwords with a minimum length of 7 characters and only with special characters.
Or a class user which is jointly used by students, should not be able to change passwords.

For saving special security policies go to <Administration> | <Rights and roles> | <Security policy>
button.

Mame
Lehrkrafte

a Minimale Passwortldnge

Fasswort muss Groibuchstaben enthalten

Fasswort muss Kleinbuchstaben enthalten

Fasswort muss Ziffern enthalten

Fasswort muss Sonderzeichen enthalten

Fasswort darf keine markante Ahnlichkelt zum Benutzernamen haben

& % % 8 %

0 Fasswort muss nach [n] Tagen geandert werden
Benuizer dirfen Passwort nicht andern
0 Zwei-Faktor-Authentifizierung verpflichten. Benutzer nach [n] Missachtungen sperren.

Speichern Lischen Ahbrechen

Privilege

Define privileges of the respective user group. Example: The user group “Headmaster’ may have a “high”
privilege status. At the same time there are, e.g. absence reasons which only users of a “higher” privilege
level are allowed to us. Therefore, only users of the user group “Headmaster’ can create an absence with
the reason “school representative meeting” for students.

Booking format
Select a booking format to show single fields differently than in default format when creating a new
booking (Agenda module). For defining booking formats, go to <Administration> | <Booking formats>.

Max. number of open bookings (only available in WebUntis Agenda module)

In this field you enter the maximum number of open bookings per member of the respective user group. If
you do not permit more than e.g. 5 open bookings, it is only possible to book humber 6 when number
one’s date has passed.

Booking possible until [days] in advance (only available in WebUntis Agenda module)

This field awids that users carry out bookings at any date. If you enter e.g. 30 in this field, bookings are
only permitted within the next 30 days (counted from the current date). Please note that this field will no
longer be supported in future versions.

Time limits of timetable view
You have three different possibilities each to limit the view of timetables for the respective user group for
the past and for the future.
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6.5.2

Timetabde until [date] in the past Timetabde until [date] into the future
Timetable until fweeks] in the past Timetable umntil [weeks] into the future
Timetable until [days] in the past Timetabde umntil [days] inta the future

Session Timeout [min]

This is the defined time elapsing before an inactive user is automatically logged out. The session timeout
set in the general settings (<Administration> | <Settings>) is valid for all users, however, here you can
define different timeouts for different user groups.

The maximum timeout you can define is one hour, i.e. 60.

May change the supenision teacher
When you activate this option, members of this user group may change the individual supenision
teachers when creating a new exam.

May change the exam room
When you activate this option, members of this user group may change the room when creating a new
exam.

Allow the specification of teachers in the WebService query
When you de-activate this option, it is e.g. possible to hide the teachers’ names in the smartphone app.

May flag messages as ‘important’
Internal messages can be sent with an additional flags.

Report

Go to <Administration> | <Rights and roles> to define that a report is generated on members of individual
user groups.

History of user groups
For security reasons, you have the possibility to have a look at a user group’s history:

Search Start search

Selection
User group Privilege

4 ﬂ:;ed normal

Here you see which rights of which user were activated or deactivated in a user group.

User rights

User rights are linked to a user group. To this end, open <Administration> | <Rights and roles> | 'Switch
to expert mode' in order to access the list of all user groups.You can copy user groups (including their
rights) by checking the box and click on the <Copy> button.
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6.5.3

Auswahl Benutzergruppe Privileg Sicherheitgrichtlinie Max. Buch. Rechte
f & Administration normal  user 0 Eechte
# [B] System normal 0 Rechte
f [ Lehrkrafte normal  user 0 Eechte
f &  Schilerinnen normal  user 0 Eechte
;f & Erziehungsherechtigte und Betriebe normal  user 0 Eechte
f i Schulleitung normal  user 0 Eechte
ﬁ’ i Verwaltung normal  user 0 Eechte
# [B] Andere normal user 0 Rechte

& Elemente gefunden, Anzeige aller Elemenizs 1

Meu Kopieren Sortieren Laschen Bericht Sicherheitsrichtlinien

Now click on <Rights> for the respective group. Here you can assign rights by checking the appropriate
boxes.

Description of all rights
User rights

Creating users

Every user needs a personal user access. Rights for individual users are derived from their rights as
users belonging to a user group.

Note: Teachers]— master data — users

Teacher master data are imported from Untis and are those data elements of the timetable which are
used for working with. A user is a real person who works with WebUntis. If you wish to allow teachers to
work with WebUntis, each teacher in the master data must be assigned a user . The situation is the
same for students.

Most users must also be assigned a role. The roles 'teacher’, 'student’, 'class' and 'others' are currently
available. The teacher role specifies e.g. which teacher the user corresponds to. Rights are then derived
from this role. A user assigned the role of teacher has, for example, more rights for 'his/her' lessons than
for the lessons of another teacher.

Users can be created in the navigation menu under <Administration> | <Users> | 'New'. Enter at least a
user name, role, the person assigned to it, a user group and a password for each new user.
How to automatically create several users at the same time is described in Creating several users .
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User group | - All - ¥ | Search Start search Active users
Selection B - N N
User Group e-mail address Person Department Active Locked Language Max. Bocking Last login
ﬂ’ * & Aberfeldy nopwdchange hshsh Aberfeldy de 0 Sep 21, 2010 5:38:07 PM

MNew Sort Delete Reports = User administration

(User attributes can also be imported from a CSV file (go to <Administration> | <Users> | <User
administration>)). However, before importing, the users per se must already exist.)

Reports

The reports under <Administration> | <Users> | <reports> are also available as pdf, CSV and XLS, and
provide you with a listing of all users shown.

History of changes

The history of changes for users and user groups is now accessible via the respective button.

I
Q History of changes User X

Field Current content New content Date User
UserGroup.department Al Apr13, 2017 4.59:30 PM  ce

UserGroup department A1 Apr 13, 2017 45938 PM  ce

Close

Additional functions

New — creating new users

Sort — user defined order of users in the list
Delete — delete individual or several users

User administration - see Creating several users

6.5.3.1 User attributes

The following attributes can be set for a user:
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Benutzer Fremdbenuizemame
p allas -

Personenrolle Lehrer

Lehrkrafte Callas
Benutzergruppe Abteilung

Lehrkrafte =huswahl=

L4 Benutzerzugang aktiviert

Benutzerzugang gesperrt

Max. offene Buchungen Offene Buchungen
1
Sprache E-Mail Adresse
Deutsch arist@teacheremail.org

Letzte Anmeldung

05.01.2019 12:32:34

Passwort Passwort wiederholen

Zwei-Faktor-Auth. Schlisse

[l

wel-Faktor-Auth. deaktivieren

Zugriff dber App aktivieren

Office 365 ldentitat

Speichern | | Lischen | | Ahbrechen

User name
The name used when logging in to WebUntis.

External user name
The field 'External user name' is exclusively used in connection with third systems (e.g. with Single Sign
On via SAML) and is usually not needed without these systems.

Person role
Users can be assigned the following roles:

e Teachers

e Students

e Administration

e System

e School management

e Main office

e Class

¢ |egal guardians and companies
e Others

The assignment activates an additional field for students and teachers which will show the actual data of
the persons as in the master data and allowing for selection.
If none of these options applies select 'Others' as person role.
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6.5.3.2

Person role class

Some schools (of higher education and universities of applied sciences) do not set up an individual
WebUntis user access for every student. In this case it is possible to set up one user for the entire class
with the person role class, in order to enable the students to access their timetable (via Untis Mobile).

Tip: Security policy for class users
You can create individual Security policies and assign them to the respective user group in order to
prevent class users to change the password of the user.

Password
Here you can modify the password when the user, e.g. has forgotten it.

User group
The user group must always be defined. It is used to assign user rights .

Department
The user can also be assigned to a department.

User account activated/locked

The user account will only be locked by the system if a user makes too many invalid login attempts.
Here you can unlock the account.

You can, howewer, also activate/deactivate the account at any time.

Max. number of open bookings / Open bookings

These fields are only activated for the Agenda module. Here you can define the maximum number of
active bookings for a user. A booking is considered 'open' when it lies in the future. If the user has
reached the maximum number of bookings, a new booking can only be made when an existing booking
expires (or when a booking is cancelled).

An entry here overrides the value entered for a user group, which is displayed in a greyed out field to the
right of the entry field. In addition, the user's current number of open bookings is displayed in the 'Open
bookings' field.

Language
The language used for WebUntis after the user logs in.
The user can change the language any time under < Profile >.

E-mail address

E-mail messages are sent to this e-mail address. You can enter several e-mail addresses in the e-mail
field separated by a comma (maximum total: 255 characters). Messages will be sent to all these
addresses.

Creating several users

WebUntis provides a function to Create users from the teacher or student list. You can find this function
in the user administration view that you can access via the <User administration> button under
<Administration> | <Users>.




Creating users 149

Create user-accounts for the teachers.

Create users for the students

Lock the users of inactive or resigned persons.

Adopt the foreign key from person to user

Copy the person’s e-mail address to the user.

Impart Back

Create users for teachers

The function goes through the list of all teachers in WebUntis and creates a user for each teacher. Users
are assigned to the user group that you have selected.

If an e-mail address was defined for the teacher in the teacher master data, it will also be used for the
(newly created) user.

You can define, if the short name, first name, surname, date of birth or personnel number should be used
for the user name. You can also generate user names with delimiter.

German umlauts can be conwerted by the respective option, e.g. 'U' is then spelled 'ue'.br>
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Benutzername Trennzeichen Trennzeichen
Kurzname v leer A4 leer v

Zeichenbeschrénkung
0 + 0 + 0 =0

Umilaute in Benutzernamen konvertieren
Leerzeichen ersetzen mit
Kleinschreibung

Sonderzeichen entfernen

Benutzergruppe
Lehrkrafte v

Passwort Passwortprefix
Geburtsdatum (JJ. W

| Benutzer missen Passwort bei der Erstanmeldung neu setzen
«| Benutzer auch mit zukunftigem Eintrittsdatum anlegen.

Benutzer fur Lehrer anlegen Einstellungen speichem Abbrechen

Note: Preview first
Please note that WebUntis provides you with a preview first after you clicked the button <Create users
for teachers>. You have to confirm this preview and click on 'Create user'. Now users will be created.

Create users for students

This application works in the same way as for teachers. You have the additional option here of only
creating users for students to whom a class has been assigned.
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Benutzername Trennzeichen Trennzeichen
Kurzname A\ J leer A\ J leer A\ J

Zeichenbeschrinkung
0 + 0 + 0 =(0

Umlaute in Benutzernamen konvertieren
Leerzeichen ersetzen mit

Kleinschreibung
Sonderzeichen entfernen

Benutzergruppe
Schiileriinnen A4

Passwort Passwortprefix
Geburtsdatum {(JJ. W

| Benutzer nur fir Schiler mit Klassenzugehdrigkeit anlegen
| Benutzer miissen Passwort bei der Erstanmeldung neu setzen
| Benutzer auch mit zukunftigem Eintrittsdatum anlegen.

Benutzer fir Schuler anlegen Einstellungen speichemn Abbrechen

Note: Creating several times
The <Create users> function can be selected as often as you wish. Existing users will not be affected.

Assign generated password

Optionally, the password field for the new users can remain empty, can be created according to the date
of birth or you can generate a random password for each user. Newly created passwords are displayed
on the screen and can be printed or saved to a file.

The passwords will also be sent to you via an internal message. You can also make the users change
the generated password at their first login due to security reasons.

Lock the users of inactive or resigned persons

Lock the users of inactive or resigned persons.

Users of former teachers or students who are inactive or resigned can be locked via this function.

Adopt external key for user

Adopt the foreign key from person to user

If an external key is assigned to a teacher or student, it can be adopted for the user, as well.
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Copy the person's e-mail address to the user

Copy the person’s e-mail address to the user.

If an e-mail address is assigned to the teacher or student it can be copied to the user, as well.

6.5.3.3 LDAP

WebUntis supports the Lightweight Directory Access Protocol (LDAP).

LDAP principle

1. Authentication of user name and password against an LDAP system.

2. When a user provides valid authentication, WebUntis checks whether this user already exists in
WebUntis. If so, the user can work in WebUntis as if he/she had specifically logged into a user
account in WebUntis.

3. If the user does not yet exist in WebUntis, WebUntis will automatically create an account for the user.
In the process, WebUntis will first try to determine whether the user is a teacher or a student and then
who the person is. This identification process is important since the user needs to be assigned to the
correct user group in order to be assigned to the appropriate timetable element (teacher or student).
The password generated has a random value meaning that the user can only log in via LDAP and not
directly via WebUntis.

6.5.3.3.1 Settings

You can find the relevant LDAP settings under <Administration> | <Integration> | <LDAP>. An example:

Active
LDAR server URL

LDAP user

”
Idap://213.208.138.151

cn=Idap,de=webuntis,dc=com

LDAP password [veasees

Referral
PatternDn for user search
User filter

BaseDn for user searcl

LDAP mail atiribute

LDAP user group attibute

Transter mail with every logon to LDAP

Create local user after successiul authorisation
Deny log-on of anonymous users

Role idzntification

LDAP person rale atfribute

Person role

Person identification
LDAP D atfribute

1D field

HNumeric com parison
Ignore upperfover case

Default user group

Save | | Test

Active

Standard ¥

(&(objectClass=posixAccount)(cn={0}})
ou=users de=webuntis,dc=com

mail

”
“

Atiribute v

employeaType

Teacher Student

teacher Schueler

Single attribute v Single attribute with name fields
uid sn givenName

pnr

v

”

LehrerLimited hd <Selection>

activates LDAP support

LDAP server URL

URL for the connection to an LDAP server, e.g.

Idap://Idap.meineschule.at:389

Legal guardizn Personnel

<Selection> M <Selection> v

If a BaseDN is specified in the URL, the following DN details relative to this BaseDN must be defined. In
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this case the test button cannot be used.

LDAP user / password
LDAP user: If a user has to be specified for the LDAP query, you can enter the user's details here.

a) Authentication of user name and password against LDAP system

For the authentication the user name must be found in the LDAP directory structure. This can either be
effected by specifying the Distinguished Name or via an LDAP search.

Specifying the Distinguished Name

The search mask is entered in the field 'SampleDN for user search’, e.g. with
uid={0},ou=teachers,ou=persons, whereby {0} is the placeholder for the user name being searched for. If
the user name is e.g. Goethe, WebUntis will look for the user account with our sample data at
uid=Goethe,ou=teachers,ou=persons,dc=myschool,dc=at. Several search masks can be entered
separated by blanks. Please ensure that no blanks occur within a search mask.

LDAP search

In this case, an LDAP search will be performed for the user account. The base structure for the search is
defined in the field 'BaseDN for user search’, e.g. the search filter is entered in the 'Userfilter field using
LDAP syntax, e.g. (&(objectClass=person)(sn={0})). WebUntis would again search for an entry for user
Goethe where the objectClass property is person whose attribute sn is equal to Goethe.

The LDAP mail attribute specifies the name of the attribute which supplies the user's e-mail address.
b) Identification and automatic creation of a user

If you do not wish to have users created dynamically, you can deactivate the feature with the option
'Create unknown user after successful login'. In this case it is only possible for users to log in who
already have an account in WebUntis.

The user role (teacher or student) can be determined either by comparison with a part of the user's
Distinguished Name or by comparison with a user attribute.

Comparison with a part of the Distinguished Name

The part of the Distinguished Name that can identify the role must be entered in the role field (can be
different for teachers and students). If the teacher has, for example, a Distinguished Name such as
uid=Goethe,ou=teachers,ou=persons,dc=myschool,dc=at, then the data in this case would be
ou=teachers. WebUntis searches for the DN for the entry in the role field, and if it is found, the role is
determined.

Comparison with an attribute

In this case, the entry in the role field identifies the role, e.g. 'teacher'. The name of the attribute
containing the role designation, e.g. 'role', must be entered in the field 'LDAP role attribute'. The user is
thus identified as a teacher if the designation 'teacher' is found for a user in the attribute called role.

The identification of the role means that the default rights can be defined. For this to happen, user groups
must be set up for teachers and students. When attributes are being compared, the user groups must
have the same name as the entry in the field person role. When part-DNs are being compared, the user
groups must have the same name as the value part of the entry. If ou=teacher, then also 'teacher'.

If no matching user group is found in WebUntis, the user group defined as default user group will be
allocated.
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Additional details are required in order to identify the person. These details may be different for teachers
and students. Identification means that the system searches for an appropriate timetable element
(teacher or student) for the user.

There are three ways in which identification can be effected.

1 Individual attribute

This method is usually the most effective since it does not have to use name comparison. However, it will
not be possible in all cases.

This method compares a unique value from a WebUntis field of the user with a value in the personal
attributes in LDAP.

Possible fields in WebUntis are:

id Internal ID in WebUntis
name Short name

longName Surname

text Text field

externKey External key

One of these fields is entered in the field 'Element data ID field'. The name of the attribute in LDAP is
entered in the field 'LDAP ID attributes'.

Example: The Untis teacher short name is also stored in LDAP in an attribute called 'abbreviation'.

‘abbreviation' is therefore entered in the field 'LDAP ID attributes' and 'name’ is entered in the field
'Element data ID field'.

2 Attribute for surname and first name

This method uses the name for identification. Surname and first name must exist in different attributes in
the LDAP structure. Both attributes are entered

in the field 'LDAP ID attributes' separated by a blank — first the attribute for surname and then for first
name.

If the names are stored e.g. in the attributes 'sn' and 'givenName' you would enter 'sn givenName'.
WebUntis then compares the contents of these fields with the corresponding user name entries.

3 Individual attribute with name fields

This method of identification can be used if the name components in the LDAP system are not stored in
different attributes but in a single attribute. This method is the least secure and should only be used as a
last resort.

In this case it must be possible for first name and surname to be differentiated using a mask entered in
the field 'LDAP ID attributes'. The attribute name is first entered in the field 'LDAP ID attributes'. The
identification mask follows a colon. The placeholders {s} for surname and {f} for first name must be used
in the mask.

If for example attribute 'cn' holds the user name in the form 'Newton Isaac’, the entry in the field 'LDAP ID
attributes' would be ‘cn: {s} {f}'

You can specify whether the comparison should be case sensitive or whether a numeric comparison
should be made. The latter option can be important if the identifier is strictly speaking numeric but is
stored in one system as a string with leading zeroes and as a number in another system.
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6.5.3.4 Office 365 Benutzer

6.6

6.6.1

See Integration settings for Office 365.

Timetable

The timetable can be customised in WebUntis to match your requirements. You can create different
timetable formats for different user groups and select in these what should be displayed. In addition, you

can publicly display timetables (i.e. outside of the logged-in area) and restrict the time period of the
published timetables. You can also change colour settingsand editICS formats.

Colour settings

You can define various colour settings for the display of individual periods in the timetable using the
function <Administration> | <Settings for the layout> | <Colours> in the navigation menu.

If you wish to change a colour setting, click on one of the coloured areas next to the foreground or
background columns. Now you can select a new colour in the displayed dialogue.

The <Default colours> button allows the original colour selection of WebUntis to be restored.

Type Foreground Background

Free period #eceded
Lessons #ffedhs

Mot confirmed #iffacd
aetivty #ocst
Blocked period #9898
A CTTT -
Holidays (not bookable) #b2d4e3
ST T - [0

E T oooea

Canceallation #O00000 #olclch

Foreign substitutions #b1b3b4
SRR T - [
SEESEI T -
Examination #fdcd00

SRS T [
Standby #1feeel

S C T
Working hours #adfale

| Save | | Default colours |
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6.6.2

Timetable formats

You can create various timetable formats under the menu item <Administration> | <Settings for the
layout> | <Timetables>. This option allows you to specify what should and should not be displayed in the
timetable.

Mame |default
imetable cell Lessans
Clazz Teacher Dredk supervision

Subject Room @ @
(a v

Click on one of the four arrows to enlarge or reduce the timetable cell. Clicking on one of the placeholder
icons (class, teacher, subject, room) when enlarging the timetable cell opens another window in which
you can select the type of displayed element and further display details.

Selecting Text' means that the Untis (row) text will be displayed in the timetable period.

Class
Teacher
Name |default £L0E
Timetable cel Foom
e Lessons  |pacource
Clazs Teacher Dredk supervision
i Text
Subje Room —
. User
Timetable element
Student group
Available for public access e s Subject
available for students [« Display Short name

Show timetable for | Foreground colour

Background colour m

Show timetable (homm a)  si4

Font size
it Delimiter between elements of
Time grid (= the same type

Maximum number of elements 3
of the same type

art and end time of each period
Deleta Close

RO G TP GO

You can, for example, specify whether the Untis time grid or a freely defined time grid should be used for
each format, which days in the timetable should be displayed and a lot more.

Most setting options for the timetable format are self-explanatory. The following section contains a few
additional remarks about individual options:



Timetable formats 157

Available for public access
available for studenis |«
Show imetable for ¢ p) days of the time grid
Mon Tue Wed Thu Fri Sat 3un

Show fimetable (homm a)  Sgart time End time
2:00 AM 6:00 PM
Time grid  (® |ntis fime grid
Time
Dizplay start and end fime of each pericd Above
Below

Above and below
Do not display

Show lesson fext Above

Below
*! Do not display
Show user Above
Below
Do not display
Show shifi-details Above
Below
Do not display
Show period information Above
Below
Do not display

Available for public access

Here you can specify if individual timetables should be displayed when no user is logged in. This makes
it possible, for example, to make current timetables available to students and parents who have no user
account of their own. It is only possible to make those timetable formats publicly available (i.e. without
login) which have this option checked.

Display users
The user can also be displayed in the period where this makes sense, for example when booking
resources.



Cross out the period information in case of cancellations |+
Show lesson text if no subject is specified
Display efements which are to be substituted

Mazx. Mo. of activities in one cell next to each other (1-20) |

Combine activities in one cell (lists) Acthvities with the same start and end time
Only couplings
none

Combine equal consecutive periods

Show activity #| [nconfirmed bookings

Canceled lessons

Foreign substitutions

‘Wertretung des eigenen Untemichis
Mon parbicipating students

Break supervisions

Fioom blockings

Standbys

Contact hours

YR YL LYY

Period header Start time
End time
Period number
Period |abel

Period window

=]

Min. height of the period [pixesl]

=]

Min. width of the pericd [pooel]

Show horizontal lines
Link for the period details |1+
Display the legend under the timetable
Deactivate custom-colours
Show the class feacher in the class timetables | <No entry= v

Hide details
Show unannounced exams

Show room capacity

Hide empty columns

Display substitution elements
If this option is activated, the timetable will not just display the substitute teacher but also the name of
the colleague who would normally have taken the lesson.

External substitution
An external substitution is understood to be one where not only another (substitute) teacher is allocated
bust also a different subject. In contrast to a 'normal’ substitution, the original lesson is cancelled.

Link for the period details
If this option is activated and text about a lesson displayed in the timetable exists, an icon will appear in
the top right corner of the lesson which can be used to access the text.

Display the legend under the timetable

After activating this option, a legend complying with the colours of the timetable is shown below the
timetable:

Legend Lessons | Activity | Standby | Examinatien |_ _ _ - Not confirmed | Cancellation | Fereign substitutions | | Helidays| Holidays (not bookable) |
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6.6.3

Show the class teacher in the class timetables
The class teacher/form teacher can be printed on the class timetables.

Hide details
This option can be activated e.g. for public timetable formats to hide additional details of a period (just
one click on the period and opening of the details is not possible any more).

Show unannounced exams

Exam types you create as administrator can be defined as ‘announced' or 'unannounced'. By activating
this option in the timetable format all unannounced exams are shown. This may be necessary, if e.g.
administration has created a timetable format for teachers only, and by activating this setting, teachers
will also see unannounced exams.

Timetable settings

Use the menu item <Administration> | <Timetable settings> to decide whether you wish to make
timetables publicly accessible (without a password), whether an element list should assist timetable
selection and whether the timetable display time period should be restricted.

Public timetables

Activating the 'public’ field allows the timetable to be displayed in WebUntis without login being
necessary. This makes sense, for example, when you wish to make the latest changes available to
students and parents without having to create users for them. Please note that only those timetable
formats can be displayed for which the option 'Available for public access' has been checked.

Element Public Timetable format

Class L4 standard Per department +
Teacher Ld standard Per department =
Subject debug Per department +
Room debug Per department +
Student debug Per department ¥
Resource debug Per department =

Department selection |«

Show details for public timetables [«

You can also set whether details about the lesson in question should be displayed in 'public’ timetables
or not.

Element list on timetable page

The element list on the timetable page and 'Display' allow you to set whether and how quick links should
be displayed above the timetables. The setting in the 'Display' column also applies for the element
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6.6.4

selection fields.
< br>

Element Public Timetable format Querview format List of elements op the timetable page Display Display-Details

Class v standard Per depariment = defaultl Short name| Alias name

Teacher T Short name:

standard Per department ¥ default
Full name (Short name} Short name
Name

debug Per depariment = defaulil Alias name

Subject debug Per department ¥ defaulil

Room Short name

Student debug Perdeparmerdly defaultl v External Id Short name

Class teacher-Short name.

Sz debug Per depariment ~ defaulty Class teacher-Full name, Short name

Short name (Full name)

i} - x - € 07/16/2018

I'A 2A 2B 3A 3B 3C 4A 4B 4C 5A 5B 5C 6A 6B 7A 7B BA 8B 8C ‘JAI

Allow the specification of teachers in the WebService query

Allow the specification of teachers in the WebService |«
query

This global option enables UntisMobile app for smartphones and tablets to load teacher information in
timetables. If this option is not activated, no teachers are displayed in UntisMobile (no teacher names,
no timetables of other teachers). Only exemption: Teachers are allowed to display their own timetables
in the app.

Warning: Option also in user group

The same option (< Allow the specification of teachers in the WebSenice query>) can also be found in
the user groups. Please note that the option in the user group overwrites the option in the timetable
settings due to more refined granularity.

Restricting to specified time periods

Timetable display can be restricted to specified periods of time:

Show timefable from [date]
to [date]
weeks into the past
weeks into the future

days into the past
days into the fulure

These settings are used to prevent teachers or students accessing timetables for periods of time that are
not yet completely scheduled.

Warning: Option also in user group
The same options can also be found in the user groups. Please note that the option in the user group
overwrites the option in the timetable settings due to more refined granularity.

List of office hours

Via <Timetable> | <Contact hours> you can access the contact hours of the selected week as a list.
This list of contact hours contains exported master and lessons data from Untis. In Untis contact hours
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are created and scheduled as regular periods. What is really important is that subject master data for
contact hours are explicitly marked by checking 'S’ for contact hour (for German: Sprechstunde).

You can make contact hour lists publicly accessible and you can activate registration for contact hours.
Just go to <Administration> | <Settings for the layout> | <Contact hours> and check the respective box.

M —
Data access Naone

h%b c
Restricted

Pericd number |+

Rooms |«
For rooms show the | Short name v
Faor teachers show the | Short name v

Teacher phone numbers |«
Teacher email addresses
Show email addresses publichy

Show pictures

RO LY

Show pictures publichy
on appointrnent

Description

Activate the registration for the contact hours ];

Dwuration of a imeblock [min]

Save

Show e-mail addresses publicly
By checking this box you can define whether to show e-mail addresses of teachers in public contact
hour lists.

Show pictures
You can save pictures of teachers. Go to <Master data> | <Teachers> | and click on the 'Import photo
button. They are shown in the contact hour list when you activate this option.

on appointment

If contact hours of some teachers cannot be scheduled but need to be made on appointment you can
enter a message here which goes out to the parents/legal guardians to inform them. The default
message is 'on appointment'.

Description

The text you enter in this field will be displayed above the contact hour list. You can also enter her
additional information for parents/legal guardians. An alternative would be to use the field 'Phone number
of the school'. Go to <Administration> | <Settings> where you can enter a text and a telephone number.
Contact hour lists can also be exported as PDF-, CSV- and Excel files. E-mail addresses have a 'mail to'
link, i.e. by clicking on the e-mail address you mail program opens automatically.
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*

x - € 07/02/2018 3 B &

Dear parents, we are locking forward te your visit!

Teacher Date Period Free appoiniments

Aristoteles 2:30 AM - 3:20 AM

Asimov
Bachmann
Becket
Bergmann
Blanchett

Dala access @) pope
Public
Restricled
Periad number
Rooms
For rooms show the | Short name v
jeachers show the | Surname v
TeacheMygone numbers
Teacher emMgddresses
Show email addresseMgublicly (¢
Show pickges
Show pictures pubic]

on appointment

Descriplion Dear parents, we are looking forward to your
visit!
Wil

6.6.5 ICS formats

You can define personal ICS formats under <Administration> | <Settings for display> | <ICal> and assign
WebUntis master data to particular ICS properties.

You can also specify here that consecutive periods of the same type should be combined to form a block

and you can mark exams. Additionally, you can let availability (busy status) automatically be changed in
Office 365.

Shaort name
\mylCalFormaf

Element Properties ICal property

Class Short name v - v
Teacher | Short name Y| |- hd
Sunject | Short name v - hd
Fogm Short name v - v
Resource | Short name T - v
Booking Remark - - v

Combine equal consecutive periods
Mark exams

St BUSYSTATUS for MS Office 255
Save Save & Mew Cancel

6.6.6 Overview timetables

There are a number of oveniew timetables such as class or teacher oveniew timetables available, just go
to <Timetables>. As administrator you can create your own formats for these oveniew timetables via
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<Administration> | <Settings for the layout> | <oveniew timetables> and can assign them to the
respective timetables (Students, teachers, etc.). Just go to <Administration> | <Timetable settings>.

Name |Stydentsoverview]

Show imetable for @ a) days of the time grid

Mon Tue Wed Thu Fri Sat 3un
Show fimetable (homm a)  Start time End time

&:00 AM 6:00 PM

Time grid (@ i fime grid
5 Min.
10 Min.
15 Min.
30 Min.
&0 Min.

Period header (¢ cpar time
End time

Percd number
Period label

Hide empty columns
Save Save & Mew Cancel

6.7 Administration - Class register

As class register administrator you are responsible for creating and maintaining a large quantity of
master data and you are also responsible for specifying numerous settings.

6.7.1 Master data — Class register

As a general rule, the class register administrator is responsible for maintaining the following master data
elements:

e Classes
e Students

e Subjects
e Reasons of absence

e Exemptions
e Excuse status

¢ Entry category
e Type of examination
e Teaching methods

Inactive master data

All master data can now be set continuously inactive , e.g. teaching methods.
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Teaching methods

Search | Start search

SEITmlmn Teaching method Full name Active
L f 3 Frontal Frontalunterricht @
O # ¥ Einzel Einzelarbeit
O # ¥ Parner Partnerarbeit v
O # ¥ Gruppe Gruppenarbeit o
o Teaching method Frontalunterricht (Frontal) L4
] v
(& Short name =
O Frontal | @ Active v
O v

Full name

: v
- |Fr0ntalunterr|{:ht |
J L
I_J | Save | | Delete | | Cancel | md &
L | L
O rap S Teamteaching o
O # ¥ EE Externe Experten v

146 Elements found, showing 110 15. [First/Next] 1, 2 [Next/Last

| e | | Sort | | Delete | | Create example teaching method

As described in the chapter 'User administration' there is a comfortable function to define unsers as
inactive, if the assigned teachers or students left the school. For this function go to <Administration> |
<User> | <User administration>:

Search Start search | [« Calendar date iz the reference date

Selection

0 Teacher Surname First name Title Entry date Exit date Text Active

A A nA tA @
Arist Aristoteles

V4
V4

O F# ¥ Asim  Asimov Isaac
V4

3 Bach Bachmann Ingeborg
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6.7.1.1 Classes

This is where you will find information on classes where you can also enter class senices as well as
access the class register bookcover for classes via <Report>.

Kurzname Schuljahr Von Bis

1A 201812019 09.07.2018 02.06.2019 < aktiv

Langname Alias Externe Id Mame Wintersemester Name Sommersemesier
Klasse 1a (Gauss) Aliasklasse

Abteilung Jahrgangsstufe Schilerzahl mannlich Schilerzahl weiblich

<Auswahl> v 16 12

Text

Klassenlehrer Klassenlehrer Raum

Gauss v <Auswahl= v R1a v

Vordergrundfarbe EUgiy
Hintergrundfarbe vy

«| Abwesenheitskontrolle
«| Bendtigt Lehrstoffeingabe

Klassendienste 07.01.2019 - 12.01.2019
Klassensprecher

Klaszensprecher Stv.

Klassenordner

Dienst

Klassenbuch Deckblatt Klassendienste Sitzplan

Speichemn Ldschen Abbrechen

Absence check
Specify whether student absences should be checked in this class.

Required teaching content entry
You can also define whether this class required a teaching content entry .

Class senvices

By clicking this button you can assign student of the selected class to senices, e.g. class
representative, etc.

Seat map

By clicking this button you can administer the seat map of the class. The distribution of the students is
done graphically via drag and drop.

The print out of the seat map looks the following as of WebUntis 2016:
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: Seat map

Columns:[4  |Rows:[2 || apply |

e Erummba B Balblair Hatschi
ot (I s
= _-‘.l
‘ Seppl == Pimpel
;I L
x|

Schiafmit
a z

Ié !Chef

| Save | | Delete | | Print || Close |

6.7.1.2 Students

You will find a list of students in student master data. The class register administrator is responsible for
the actual 'maintenance’ of this data, i.e. entering details (e.g. starting and leaving dates).

Under <Master data> | <Students> you can also launch student import and the import of student photos

Additionally it is possible to generate reports on the students \ia the selection box <Reports>. You can
download information on name, date of entry and exit date, address or telephone numberof the students
of a respective class as PDF, CSV or Excel table.

The edit window of the individual student looks the following:
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Surname
Arran ¥ Active
Firzi name
Michel
Short name
Arran Upload photo Delete photo
External Id Student properties
rere
martin
Diate of birth Sex
Femala fehl Kurse
£ Male
Third gender
Total Lesson Pericds
Entry date Exit date
b4
CEE]
_ <Zelection= ¥
Class
Change class e e
Enge ass fasdfasdfasdf
«<Selection= ¥
Texd

Allergisn
=3election= ¥
Meadical cartficate required

Compaulsary schooling
Of age

Catalogue nurmber (0

Foreground colour ERIEKENH
Background cofour EIEELH

Address Lessons

Exit date

If a student leaves the school you can set a date here to mark that this person will no longer attend your
school from this date on.

Note: An exit date can also be set for temporary absence.

If a student attends, e.g. a partner school in another country for some months, then you can set an exit
date here. When he or she returns, you just delete this date. Thus no absences occur during his or her
time of inactivity.

Medical certificate required

If you activate this checkbox then a stethoscope icon will be shown next to the student's name in the
class register. When you click on the blue 'i' for information, you will see the date on which the medical
certificate is required. While you are entering and editing the absence of a student you can also set a
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date when the medical certificate is required.

Change class

Meue Klasse

2b v

Beginndatum
08.01.201%

Klazzse Beginndatum Enddatum
2a 09.07.2018 07.01.2019

2b 08.01.2019 02.06.2019

Weiter Abbrechen

Here you can make a change of class for a student. Set a start date for the new class and then select
the necessary student groups in the following step.

Note: Overwriting class affiliation
If you want to overwrite the class affiliation in the aforementioned example, e.g. 1b with 1c, just use the
drop down list, select 1c and change the class of this student by setting a start date.

Address
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Address x
Arran Michel

Hew address e-mail address
michel@arran.com

Maobile number
+436605284126

Telephone number
Fax number

Street
Belvederegasse 11

Postal code City
2000 Stockerau|

| Delate || Save |

By clicking the <Address> button you can enter contact details of the student such as e-mail address,
telephone number and street. You can also add information on parents, legal guardians, persons entitled
to receive information or companies by clicking on the <New address> tab.
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Address X
Arran Michel
Mew address Type

Lzgal guardian v

Legal guardian
FPerson entitled to receive information

Company

e-mail address

Mobile number

Telephone number

Fax number

Street

Postal code City

| || |

6.7.1.3 Schiilereigenschaften

Die Stammdaten der Schiiler kdnnen mit weiteren Feldern adaptiert werden. Im folgenden Beispiel hat
sich die Schule dafiir entschieden, in den Schiiler-Stammdaten eine zusatzliche Information zu den
Allergien anzuzeigen.
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6.7.1.4

Surname

|arran

First name

Michel

Short name

Arran

External Id

Date of birth

Entry date

S
Femala
= Male
Third gender

Exit date

| Upload photo | | Delete photo

Student properties

martin

Mizzad lessons

Taotal Lesson Periods

Allergys
<Zelection= ¥

Unter <Stammdaten> | <Schilereigenschaften> kénnen Sie als Administrator weitere Eigenschaften
erstellen die in den Schillerstammdaten angezeigt und editiert werden kdnnen.

Short name
Allergys

Full name
Allergys

Permitted access
Master data

Properties
‘fesMo field

FPermviied aooess
Master data ¥
Class teacher
Teacher

[ All

%J /

Properties

es/Mo field

“fesMo field
Text field
Selection field

AttributeType(Expermentel - J:default, 1:EducationalBackground, 2: MissingCourses)

0

| Save | | Save & MNew

| | Cancel |

Hinweis: Stammdaten

Sollte der 'erlaubte Zugriff auf 'Stammdaten’ gesetzt sein, so kénnen alle Benutzer mit dem Recht
'‘Stammdaten Schiler' diese Eigenschaftsart editieren.

Teacher

The master data on teachers import the <Teacher status> and the <Target/week> from Untis by default.
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Short name
Arist | Active
Surname First name Title
Aristoteles
Personnel number External Id
Text Diate of birth Sex
Female
' Male
Third gender
Entry date Exit date «| Teacher is relevant to the accounting
Teacher status Fr. To Target'week Fr. To
L 19.995 Dther activities [%)
V4 V4 0
Room
EDV2 T
Allocated depariments Departments
A3 Fak1
@ |Fak2 Upload photo | | Delete photo
@ Bibliothek
Al
A2 -

Assigned teaching qualifications Teaching qualifications

E1

@ E2
@ M
SCIENCE
SW

Class teacher of the class(es):

Foreground colour Eilliy]
Background colour Eiiy]

Address Working hours

Save Delete Cancel

In the settings you can define if the colours assigned to the teachers in Untis should also be imported to
WebUntis.

When editing a teacher you can also assign departments and teaching qualifications to this person.
6.7.1.5 Subjects

You can define in subject master data whether a specific subject requires an absence check and/or a
teaching content entry .
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Short name
L o Active

Full name Alias name External Id
Latzin

Text Codes

Subject type
<Selection= r

Assigned teaching qualifications Teaching gualificalicns

E1

O [E2
M
SCIENCE
S

Allocated depariments Departments
Fak1
& |Fak2
) Bibliothek
Al
A2 -

Assigned subject groups All subject groups
D
@ n2

@, Mat
REL

Sport
Foreground colour gl
Background colour Ezalillilig

& Absence-check
# Teaching content is compulsory

Save Delete | | Cancel

Furthermore you can assign teaching qualifications, departments and subject groups, as well as colours
to the selected subject.

6.7.1.6 Fachgruppen

Sie kénnen Uber <Stammdaten> | <Fachgruppen> Fachgruppen erstellen und Facher zu Fachgruppen
zusammenfassen.
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Short name
Maturs

Mame
Matural science

Asg=igned subjects All subjects
BIO M -
PH M1

MASALA

—=1 mat
Ol
& PP
PV
R

RE
RK -

Save Save & MNew Cancel

6.7.1.7 Reasons of absence

Under <Master data> | <Reasons of absence> you enter the usual absence categories for your school.
These are assigned to student absences.
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Type of element
Student

Short name
jll #| Active

Full name
diseass

Codes

| Absence counts

Absence is automatically excused with status | <Selection= r

Privilege
normal ¥

Save Delete Cancel

You can specify whether an absence with this reason of absence should count or not. It is also possible
to define reasons of absence that result in an immediate excuse with the selected status of absence.

6.7.1.8 Reasons of exemption

Under <Master data> | <Reasons of exemptio> you can define reasons for exemptions

Short name
Injury | Active

Full name
Injury

Save Delete Cancel

6.7.1.9 Excuse status

Use the excuse status to determine whether excuse for an absence was accepted or not.



176

Suche Suche ausfiithren
Auswahl . .. .
Name Langname Entschuldigung zidhlt aktiv
# ¥ entsch. entschuldigt v v
f 3€ nichtakzep. nicht akzeptiert v
f 3 nichtentsch. nicht entschuldigt .

3 Elemente gefunden, Anzeige aller Elemente 1

| Meuw || Sortieren || Lischen

6.7.1.10 Remark category

Class register entries can be assigned to different remark categories which can be specified here. A
remark category can apply to individual students or to an entire class.

Search Start search
Selection 3 )
Type Name Full name Active available for students
# & 4 Participation Participation in class v v
ﬂ #€ BB Cleanness Cleanness in the classroom v v

2 Elements found, showing all Elements.1

| Mew | | Sort | | Delete | | Report |

Go to <Master data> | <Group of remark categories> for creating new category groups for remarks in the
class register. In the example above you see the group 'Behaviour'.
Group of remark categories

In some countries it is usual to combine remark categories to groups in the class register. Here an
example for groups:
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Selection
Name Full name Active

7 K Elehavinur ’

1 Element found.1

| Mew | | Sort | | Delete |

And in the following an example how the individual categories are assigned to the groups:

Searg

... to the group for

seid remark categories

Mame Full name Active available for students

Participation Paricipation in class il il

f & 3B Cleanness Cleanness im the classroom v il
2 Elements found, showing all Elements.1

| e | | Sort | | Delete | | Report |

Combining the individual categories only is relevant in statistical analyses.
6.7.1.11 Types of exam

You can enter different types of exam under <Master data> | <Types of examinations>.
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Short name
Exam ¢ Active

Full name
Schularbeit

Key (external)
Type of examination
® Written

Cral

#| Announced exam
#| Transfer exams of this type to Untis

Foreground colour EgilEHDy
Background colour g8y

Per day 1
Per week 0
Per time range |3 within a days
Grouping ]

Mo exam after |3 free days  including weekends |+

Grading scheme | Standard v
Weighting factor |4

| Save | | Delete | | Cancel |

Announced exam
If this option is checked examinations with this exam type will appear in the timetables. Uncheck the
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6.7.1.12

option if you wish to suppress the display in the timetables.

Maximum number

You can specify the maximum number of exams a student can be expected to take in each time period.
Entries for grouping allow you to combine various types of examinations. Enter the same number into the
respective field of the different examination types which you wish to combine. This number has nothing to
do with the number of examinations. It merely serves to combine examination types.

No exam after n free days
With this option it is possible to prohibit exams on the first day after a certain number of days off, for
instance on the first day after three days off.

Grading schemes

The grading schemes defined under <Master data> | <Grading schemes> can be assigned to the
different types of examinations, e.g. you need a different scheme for an oral review check than for a
written test.

Weighting factor
You can decide yourself which global weighting factor the individual type of exam should hawe in order to
weight the individual types differently.

Notenschemen

Ein

Notenschema ermdglichen die Benotung in einer Priifung mit einer bestimmten
Prufungsart. Z. B. benétigen Lehrer fiir Stundenwiederholungen ein anderes
Notenschema als fiir Klassenarbeiten.

Grading scheme for the overall grade
Oral exam-scheme ¥ || Save

Selection :
Hame Active

& ¥ Oral exam-scheme

# & Paricipation

& #& Revision-scheme
3 Elements found, showing all Elements.1

Mew Sort Delete

Ein Beispiel fir ein dsterreichisches Prifungs-Notenschema finden Sie in der folgenden Abbildung:



180

Mame

|oral exam-scheme

0000

0000

L

| Save | | Back |

7 Active

Grade

Walue

LA IR S R S

Ein Gesamtnotenschema wird flir den Notenwvorschlag in den Gesamtnoten der einzelnen Unterrichte
bendétigt (Gesamtnoten finden Sie unter <Unterricht> | <Mein Unterricht> | <Schiler im Unterricht> |

<Gesamtnote>),
z. B. fir Lehrer Gauss:

Teacher: Asim, Subject: GWK, Class: 34

Surname Firstname Sex Class Entry da
Elliot

Erik

Hook

Mim

Rabbit  Roger

G Grea G & G

Triton

» e-mail addresses

eacher: Asim
Subject: GWK
Class: 3A

Elliot

Erik

Hook

Mim

Rabbit Roger

~WS

Grade suggestion

~ 8§

S T

Remark

Grade

B oW o

| Enter grades | | Fina\grarfe | ! Grade matrix | | Grading model | | Grading schemes for the lessons ‘ ‘ Reporis « | | Send message ¥

| Back |

6.7.1.13 Exam blockings

Under <Administration> | <Exam blockings> you can enter exam blocks for several classes.

‘ Save ‘
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Classes Type of examination
Classes ¥ All examinations v
Element selection

14

14

1B

1B

2A

2A

2B

2B

34

34

3B

3B

3C

3C

44 -

Fr. Tao

8ITr2018 8ITr2018
Start time End time
3:00 AM 3:00 PM

| continuous

Day of the week
every day ¥
Text

Save Save & Mew Cancel

Define which type of exam is blocked, plus you can also define weekdays for recurring exam blockings
here.

6.7.1.14 Teaching methods

Under <Master data> | <Teaching methods> you can define the usual methods of teaching at your
school (group work, chalk-and-talk etc.). Reports can subsequently be filtered by teaching method
amongst others.
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ed

cthnde

Search Start search

Selection
[l

Teaching method
Frontal
Einzel
Partner
Gruppe

Cool Einzel
Cool Partner
Cool Gruppe
Diskussion
Follenspiel
Referat

EE

PK

PS5

TT

EE

RRVRVRRRNRRIRRNRRNRANN
> 30 b b b b I b 4 db g I b Jb b 4

Full name

Frontalunterricht

Einzelarbeit

FPartnerarbeit

Gruppenarbeit

COOL - Einzelarbeit

COOL - Partnerarbeit

CO0OL - Gruppenarheit
Unterrichtsgesprach/Diskussion
Follenspiel

Referate (Schilerinnen)
Projelktarbeit - Klassenprojekt
Projelktarbeit - klassendbergreifend
Projektarbeit - schulibergreifend
Teamteaching

Externe Experten

16 Elements found, showing 1 to 15, [First'Next] 1, 2 [NextLast

| Mewy | | Sort | | Delete | | Create example teaching method

6.7.1.15 Services

A class teacher/form teacher will generally assign class senices such as class representative or class

prefect to each class.

Search

Type

"\g & @ Prefect
( ¥ ef cr
F & 9 DCR

Sort | | Delete | Report |

Selection
me

| Mewy

Full name

! as5s representative

Deputy class representative

Active

o

5

Active

o
il

L
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6.7.1.16

6.7.2

6.7.2.1

Under <Master data> | <Senices> you can create different class senices. Under <Class register> |
<Class senices> you can subsequently assigne these senices to students.

Reduction reason

Under <Master data> | <Reduction reason> you can define reasons for reduction.

Settings — Class register

General class register settings are made via menu item <Class register> | <Settings>. They can be
divided up into the following categories:

e Class register main page
e General

Class register main page

The following settings refer to the main page of the class register, where subject teachers note absences
and enter teaching content.

Sort the student list from top to bottom

from lefi to right
Sort students by class |«

Student pictures: portrait layout

Mumber of columns in the student list |4

The absence-time must lie within the lezson-pericd
Default for the end time of an absence End of the period
®! End of the day
Fized time 5:50 PM
Direct enfry of absences via the checkbox
Display all abzences of the day |+

Show class-register enfries from (e Start of the current week

Start of school year
Fizxed date
[days] back 0

Show the due and pending homework

Sorting
The first few items relate to how students are sorted in the electronic class register.

Absences

These are parameters used to capture absences such as end time of an absence or whether it is
possible to create an absence by checking the checkbox next to the student name. In the latter case,
no other entries are necessary.

Tip: End time of an absence
There are two important options for the end time of absences: Either the absence ends at the end of the
period or at the end of the day. When choosing the first option, teachers need to prolong the absence (by
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clicking on the respective button) as long as the student is absent. When choosing the second option,
i.e. 'End of the day', teachers need to reduce the absence in the upcoming periods , as soon as the
student is back in school. If both options are not applicable you can choose a fixed time as end of

absence.

Display

The last few items refer to the display of absences and class register entries. Homework not done is also

easily detected that way.

6.7.2.2 General

The 'General' section contains settings relating to the handling of the class register such as the definition
of the time range allowed for input or texts for written excuses.

Absence monitoring

Mumbering of excuses

Valid date-range

Data-entry for [days] in the past
Data-entry for [days] into the future

Absences/Class register entries may only be deleted
within [hours].

Display open periods from

Display open periods for

Missed period counts from (min or %)
Absence half-day counts from [min. or %]
Day of absence counts from [Min or %] on
Max. absence minules per lesson

Ignore exams for the calculation of absence times

Allow the entry of the teaching content undil [days]
into the past

Allow the enftry of teaching content for future perods
Enter the teaching content for all periods of a block

You have to change the status of an excuse in
combination with a reason of absence.

Prohibit the entry of absence reasons

Drefault reason of absence for absent students
Default reason of absence for students who are late

Defauli reason of absence for studeni-absences
entered by the students themselves

Default reason of excuse
Automatic excuse after [days]
Slatus for the automatic excuse

Text for the wiitten excuse above the signature

Text for the written excuse below the signature

Letter of excuse for students

Save Back

Absence check

o

across the classes

998

® Start of the current wesk During peak times open periods will be shown for the current week, irrespective of the setting chosen here.
Start of school year
Fixed date
[days] back

- All -

50%

/612018
14

¥ | & Fixed sefiing for all users

50%
0

disease
<Selection>

<Selection>

<Selection>
0

Elective v

If this option is activated, periods in which student absences were not checked will be listed under open
periods. If an absence is entered, the check performed will be entered for the period. If there are no
student absences to enter, the <Absences checked> button below the student list in the class register
can be used to confirm that absences have been checked.

Data-entry for [days] in the past & Data-entry for [days] into the future
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6.7.2.3

Here you can define how many days in the past and in the future, respectively checking of absences are
permitted to be carried out.

Absences/Class register entries may only be deleted within [hours]

This option allows deletion to take place only in a certain time range. The administrator can, of course,
delete absences and class register entries at a later point in time. The max. permissible entry here is
999.

Open periods

Select the time range for open periods as well as whether a missing absence check and/or missing
teaching content should be displayed. These options can definitely be adjusted during the check of open
periods (<Class register> | <Open periods: Class> or <Open periods: Teacher>. Please note that during
peak hours our server shows open periods as of ‘Start of the current week’ by default independently of
your settings.

Missed lesson / missed days

This is where you can specify from which point in time onwards an absence is to be counted as a
missed lesson or missed day. This information is important for some reports (<Class register> |
<Reports>.

Allow the entry of the teaching content until [days] into the past
For how long are teachers allowed to enter teaching content.

Allow the entry of teaching content for future periods
Teachers are also permitted to enter teaching content for future periods, not only for already held or
current periods.

Enter the teaching content for all periods of a block
Regarding double or multiple periods: You can automatically copy the teaching content of the first period
to the other periods of the block.

You have to change the status of an excuse in combination with a reason of absence.
Depending on your settings in the master data the excuse status is always adjusted as soon as a user
changes the reason of absence in the class register.

Prohibit the entry of absence reasons
This option prohibits the entry of absence reasons and a text written by subject teachers in the
electorinc class register.

Default reason of absence

You can select default reasons of absence for various scenarios from the reasons of absence you
defined. These are then entered automatically but can be changed; e.g. this is important regarding direct
absence entries \via the green check so that a default reason of absence can automatically be selected.

Text for excuses
These two text blocks allow individualisation of excuses (see example). They will subsequently be shown
at all letters of excuses.

Settings — Lessons

You will find additional parameters for displaying and entering lessons under menu item <Lessons> |
<Settings>.

General
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6.7.2.4

Admissible time range for exam enfries

Permit room conflicts for exams

Transfer of exams to Untis until [days] into the future |71

Only transfer those exams affecting the cover
schedule

| Save | | Back |

Examinations
You can specify a date range in which it is allowed to enter examinations.
Specify whether room conflicts are allowed for examinations or not.

Examinations are exported to Untis in the same way as bookings. You can specify the time period for
which you wish to export exams to Untis.

You can specify that only exams relevant for substitutions should be transferred to Untis.
Settings - Grading

If the your grading scheme is not predefined when you receive WebUntis, your system administrator can
define seweral grading schemes, e.g. '1-5' or '+,~,-' under <Master data> | <Grading scheme>.

zrading scheme for the overall grade

|Standaru:| v | Save

Selection

Mame Active

/R - .
# ¥ Englisch o
& & Mitarbeit v
F® Oralexam v

Standard

7 K

6 Elements found, showing all Ele

| Mew | | Sort | | Delete |




Settings — Class register 187

In our example the grading scheme 'SchemeWH' should be applied for oral participation during a lesson
using the grades '+', " and '~".

Mame
Oral exam # Active <
Grade Value
@ 3K |Passed 1
a ] 3 |Failed 5

4P

Save Back

Note:
You do not necessarily need to assign values to the grades of a grading scheme. If there are no values

assigned, subsequently no average grades are shown in this scheme.

If the administrator defines a grading scheme under <Master data> | <Types of examinations>, then this
scheme must be applied for the respective types of exam.



188

Search Start search

Selection
Type of examination

Mitarbeit

Stdwid

CE

Hw

Test

Exam

INE

. showing all Elements.1

ANRNRNRRN
KKK XX

b
7 Elements fel

| Mew | | Sort | | Delste | | Report |

Short name
INE

Full name
Intermediate examination

v Active

Full name
(external)
Mitarbeit
Test
Type of examination
oral exam Written
Hausiibung ] ® Oral
Exam 0
) ¥ Announced exam
Schularbeit 1 Transfer exams of this type to Untis
Intermediate examination 0

Foreground colour Egliii]
Background colour BT

Per day 0
Per week 0
Per fime range |

Grouping 0
< Selection =

+-
No exam after |0

Englisch

|

Verbal

within ~ |()

days

Huding weekends (&

+—

Grading scheme | Standard T

Weighting factor |2

| save | | Delete | | Cancel |

In our example this is the case with the exam type Test' using the grading scheme 1-5.

6.8

Administration — Agenda

Administration of the Agenda module can be divided into three areas:

¢ Master data

* Settings
¢ Daily operations

6.8.1 Master data— Agenda

The following master data elements play a role in administering rooms and resources with the Agenda

module:

Rooms

Room groups
Room types
Buildings
Departments

Resource types
Resources

Resource groups
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e Types of activities

6.8.1.1 Rooms

Basic room information is generally imported with the timetable data from Untis.

You can set a room to be inactive if, for example, it is no longer available and therefore should no longer
be displayed in selection lists, but you wish to retain past booking data. To do this uncheck ‘active'.

Suche Suche ausfihren
Auswahl Raum Langname Verantwertlicher Raumart Abteilung GebSude Ressourcen Kapazitit Fliche buchbar aktiv
ra 48 1.0g 0 0
#F K 2 2.09 0 0
# ¥ Aua Aula ] ]
# ® CHM Chemieraum 35 0
# ¥ CHs1 Chemiesaal 40 ]
# # cHs2 Chemiesaal2 0 0
# #& CPR2 Computerraum2 PC_LP2 10 ]
& # Hor Pausenhof Video2 0 0
f 3 HsA1 Hdrsaall HDA, Audio2 50 0
& # HsAz Hirsaal2 HD2 40 0
& F Kel Keller ] 0
# ¥ Kirche  Kirche 0 0
& K K Schulkiiche ] 0
& # PCR Comp PC_LP1 20 0
# ¥ Phys Physiksaal ] 0
I’\\é’é’ W P=1 Paanrdnranm 1 (hl n n

Additional attributes can, however, be added to room master data, which can then be used as search
criteria. These data include e.g. Department , Building , Room type, Capacity, Area and person
responsible.

You can also specify whether the room can be booked or whether it can only be reserved.
Some rooms should not be booked ad hoc. They may need to be set up and cleared before they can be

used. The entry 'Book no later than (min. bef. app. time)' allows you to enter how many minutes a room
must be booked latest prior to its actual use.

Resources and/or room groups can be assigned to every room using the familiar assignment functions :

Resources

One or more resources can be assigned to every room. You will see all the resources assigned to the
room in the selection field 'Resource’. The selection list 'All resources' displays all resources of the type
of resource set.

Room groups
Rooms can also be assigned to one or several room groups . Booking rights can be restricted for each
user group to individual room groups.

You can create room groups under <Master data> | <Room groups> and assign the individual rooms to
them. You can also assign individual groups to existing room groups under <Master data> | <Rooms>.
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6.8.1.2 Room groups

Rooms can also be combined to form room groups under menu item <Master data> | <Room groups>.
Individual user groups can them be granted the booking right for these room groups (instead of school
rooms).

Search | Start search

Selection
Room-group  Full name

& K werk werk

& ¥ Raume Raume
ray 9 w

ran S w2

7 R we w6

F R owt w7

# ¥ Fachrdume Fachriume

Kein Raum Kein Raum

ey
[2ments .1

You can also assign rooms to room groups under <Master Data> | < Rooms>.
6.8.1.3 Room type

You can define the room type under <Master data> | <Room types>. Room type can subsequently be
used as a selection criterion for bookings.
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Search Start search

Selection
MName Full name

# #& Classroom Classroom
7 K Lab Lab
# & Gym Gym

3 Elements found, showing all Elements.1

| New. | Sort | | Delete |

6.8.1.4 Buildings

A school may consist of several buildings. You should therefore enter the different buildings of your
school under <Master data> | <Rooms> in order to be able to limit a subsequent search for rooms to one
building.

Search Start search

Selection
Building Full name

F & ddd ddd lang

1 Element found.1

| e ! | Sort | | Delete | | Report |
You can also assign individual rooms to a building in this window. A further input possibility is under
<Master data> | <Rooms>.

6.8.1.5 Resources

New resources are created under menu item <Master Data> | <Resources>.



192

Type of resource | <Selection= v Search Start search
e ectee Resource Full name Type Inventory number Person in charge Room Location Bookable Active
j’ & b1 b1 R1A
rap S b2 Projector fixed
# ¥ inett inet1 R2C
# K test test WiFi
# ¥ beameri beamerd Projector flexibel R2C
# ¥ beamer? beamer2 Projector flexibel AA
# ¥ beamSony beamSony Projector flexibel
# ¥ HP Notebook R52  HP Notebook R52  Notebook sek
j’ 3 beamer Fuji heamer Fuji Projector flexibel mpr EDV1
# K Steinway Steinway Piano
# ¥ nurreservieren nur reserviersn Piano
j’ 3 beamReservierung! beamReservierungl Projector flexibel
j’ 3 beamReservierung? beamReservierung? Projector flexibel
# ¥ paemno pajero car mpr
# ¥ audi100 audi 100 car

19 Elements found, showing 1 to 15. [First/Next] 1, 2 [Next/L ast]

New: Sort Delete Import Report

=

The type describes the resource type of the resource. Assignment is effected from a selection field and
is optional. You can also choose to enter an inventory number and a person in charge of the resource.
You can make a fixed room assignment for the resource in the 'Resource of room' field. Furthermore,
resources can be assigned to specific departments or buildings .

A resource can also be assigned to one or more resource groups . You can restrict a user group to
specific resource groups when booking resources.

As of WebUntis 2015 you can filter user groups and departments in the field <Person in charge>.
Importing resource types and resources

Resource types and resources can be imported from text files. The procedure is very similar to the one
used to import student master data .

For the import field 'Booking possible' and 'Reservations only' please enter '1' for yes and '0' for no.
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Short name
Laptop Dell | Active

Full name
\Laptop Dell

Type
<Selection: r

Inventory number

Text

Person in charge

Fesource of room / Location
<Selection= v

Booking possible
Reservations only

Department
<Selection: r

Building
<Selection= v

Groups of resources Available groups of resources
bheamer
@) beamerReserv

o

| Save | | Save & MNew | | Cancel |

6.8.1.5.1 General resources

Resources which are bound to the location and where the option 'Booking possible' is not active can be
assigned to as many rooms as required since due to this function it is, e.g. not necessary to create the
resource 'internet’ to every single room.
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Room 1C (R1C)
Resource Internet [: ntern E"t}
Shorl name
|R1C | Short name
Fullname Internet | @ Active .
1C
Alias name Full name
| | | Internet |
External Id er
| | Type
Person in charge | Internet ' | g
a
Inventory number
Teudt | ‘|,|'i
Resources
Internet Person in rge
- ?’ I
Resource om / Location
| <Selection® v |
Room-groups

[ | Booking possible

Reservatinns only

Raume -

6.8.1.6 Resource groups

You can assign individual resources to resource groups under <Master data> | <Resource groups>.
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Short name
High-End

MName
High-End-Devices

Assigned resournces All resources
beamer2 audi 100
beamer Fuji beamert

beamReservierungl
beamReservierung2

beamSony

HF MNotebook R52

nur reservieren

pajero

PC2

Steinway

| Save | | Save & New | | Cancel |

You can restrict a user group to specific resource groups for booking resources when setting user rights

Make reservation Room g v [ All 3 ]

Book Room - g 7 [ Al 3

Make reservation Resource g v [ All »]

Book Resource i~ v ( Gl jid Book Resource x
REEEL o ’ E I} Restrict to groups of resources:

Change rooms in regular lessons g [ All | | | - ||W|
Timetable modification for bookings W I='E-Z| _

6.8.1.7 Types of resource

You can define any type of resource you like under <Master Data> | <Types of resource>.
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Search m

Selection Type of resource Full name Deszcription Active
# ¥ Projectorfixed  Projector fixed v
# K Wi WiFi s
f 3 Projector flex Projector flexibel il
# ¥ Piano Piano v
# ¥ Notebook Notebook s
# ¥ Intemnet Internet ’
& R ocar car v
& R FC PC v

& Elements found, showing all Elements.1

| Mew | | Sort | | Delete | | Import | | Report |

Explanatory text can be entered in the 'Description’ field.
6.8.1.8 Types of activities

Various activity types can be defined under <Master data> | <Types of activities> such as lectures or
seminars. Activities can be assigned to these activity types.

Search Start search
Selection Name Full name Type Key (external) Active
# ¥ Seminar Seminar Other "
f 3 Conference Conference Oither v
f #€ Consulting-hour Consufting-hour Contact hour il
f € WU only WU only Lessons v
# ¥ Class Class Lessons "

5 Elements found, showing all Elements 1

| Mew | | Sort | | Delete |

If you create a type of activity anew you can define if you want these activities to be transmitted to Untis
or not. Furthermore, there is the option to assign user groups or to set this type of activity as default.
Only after an activity type has been assigned to a user group, the respective users can create activities
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of this type.
= —w
||<Iassa1 | hd |
; Di. Mi. Do. Fr.
1015 14.04.2015 15.04.2015 16.04. 2025 17.04.2015

o |

Der "normale” (Regel-)
Unterricht.

Rel

Rub, AD, LEul

D

Die héherwertige
Aktivitat.

Twie

Priorities of activity types

Aktivity types which are created in WebUntis can be assigned priorities. The basic ideas is borrowed from
Untis events and can be described the following:

Students can be displaced from a lesson of normal priority by a lesson of higher priority. The teacher of
the original lesson of regular priority needs to be informed that the respective students are not absent,
but participating in a school event of higher priority.

In the following example some students of class 1a and 1b attend the school event 'Excusrion: Haus der
Musik' which is of higher priority.
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‘Schiiler im Unterricht (29)

David Schafer
1a

Emil Bauer
1a

Gafa-Beeker Hanre--chmann Jakob Schmid
48 1a
& V¢ Y
Anton Fischer Hanna Lehmann (1a) Arreiie S -
1a 48
Aktivitat:
@? 0800 - 12:25
! 1a/1b
Julian H Rub/aDyLEul .
1” Ol ST Exkursion: Haus der Musik 18
:: ; a
r e
= '] o :il’tg '
H Daniel Hoffmann : Alexander Miller : Felix Schrider
B 1a _ 1a _ 1a
i=h Y Y 4
- _J

“ Emily-iein Flnrlan MNeumnann : Gharstic Sehul
L ) o e
- a2 e L+

Not all students take part in this excursion, some students remain in the regular lessons. Teachers who
are holding the regular lessons see that some students are taking part in this excursion:

] i LI LeniFuchs I Laura M

1a b 1k
“ Emmnity Klein Charlcrrte Schulz || Marie Ginther || Liza M3

- 1a 1a b 1k

- . -f = | 2 |
y ' '
_ .Juia Kéhler ] Lara Walter || LeaHuber _| L
- 1b
&7 1’4- Yir @ v v :

_|  Antonia Weber m || Lena Kaiser
1a i~ 1b

Hanna Lehmann _ Emma Wolf Maria Keller I Louisa\
1b 1b
v v _ v
_ Em'ia Richter ] Greta Zimmermann || Leonie Lang “ | Mia \Winl
i- b - b
v v o " v

:.5,_ r=m
- Amelie Srlhmidt

For the activity 'Excursion:Haus der Musik' there are the respective complementary class register lists:
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Short name
o Active

Full name

Type

Lessons ¥

Key (external)

Priarity

normal ¥

[

t activities of this type to Untis

Foreground colour EgilUvDy
Background colour ERilUDy

Save Save & Mew Cancel

With th priority field you can define types of activities in WebUntis which automatically initiate that
students are 'taken out' of a lesson of lower priority.

6.8.1.9 Departments

Departments can be entered, deleted or modified under <Master data> | <Departments>. Departments
are always imported from Untis.
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6.8.2

6.8.2.1

Short name
Al | Active

Full name
A1

Here you can
choose a superior

Key (external) department.

Untisid Department
0 <Selection: T

Person in charge
Foss (Fossey Dian) X ?’

Agsigned rooms All rooms
R3A R1C
R2A
R2B
R2C
o R4A
© |rsB
R4C
REA
R5B
R&C -

Save Delete Cancel

Rooms can be assigned to the relevant departments in WebUntis Agenda, and the room search
restricted to individual departments. Valid attributes for departments are short name and full name.

Assigning individual rooms to a department can be effected using the standard assignment function.
Please note that teachers can also be assigned to departments. You will find this assignment option
under <Master data> | <Teachers>.

Settings — Agenda
There are three items under menu item <Administration> with which you can influence bookings:

e Lock-out times
¢ Bookings restrictions

Reservations / bookings

Reservations / bookingsWebUntis Agenda provides two different ways of making room bookings:

1. Reservations
2. Bookings
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There is a separate line for each of these types of bookings in user rights.

Make reservation Room L | o (] | All 2

Book Room T o | (] All 3

A reservation is understood to be a temporary booking that still needs to be confirmed. This is intended
for users who do not have the right to make final bookings. The procedure for making a reservation is
exactly the same as for making a booking .

Warning: Reservations — bookings
Please note that a room can be reserved by different users at the same time but it can only be booked
once. A user who only has the 'Book' right cannot make reservations, only bookings.

The example below shows the room 1S 01 PC' reserved on 6 September. The icon in the 'Status' column
indicate a reservation.

Aug 6, 2018 - Aug 12, 2018

Search Start search T
Selection S q
Type Status Type Room Day Date Fr. To Periodicity Remark Remark Students Booked on Booking
V4 b4 ? Class R4A Thu Aug9 2018 855AM 9:45AM once (nonrecuring) 38 3 Aug 9, 2018 8:49:21 AM 1162
rd b4 v Class R1C  Thu Aug9 2018 855AM 9:45AM once (nonrecuring) 38 3 Aug 9, 2018 8:38:57T AM 1159

Two users resenving a room or resource at the same time will result in a conflict, which is best resolved
using the worklist .

Restriction to room group

The right to reserve rooms as well as the right to book rooms can be restricted to individual room groups.

Make reservation Room & All 3

Book Room "l (il N Book Room

Make reservation Resource g All Restrict to room groups:
Book Resource & All » Al
Booking in the past v

Change rooms in regular lessons g All 3

Timetable modificafion for bookings g lf,—.:'—,:l

Timetable medification = e

Enable booking for other teachers g

Lock bookings g

Administration of bookings v All 3

6.8.2.2 Lock-out times

You can use lock-out times (<Administration> | <Lock-out times>) to prevent bookings being made at
certain times. This is useful for example when you do not wish bookings to be made when work is in
progress on cover planning, which is when room changes have to be made. Once you hawe finished cover
planning you can transfer the latest timetable modifications from Untis to WebUntis, and WebUntis
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Agenda can be available once more for users.
The entry is made with the day of the week and the start and end times.

The booking system can be locked, for instance, on Monday and Tuesday between 7:50 am and 8:15
(i.e. the time when urgent cover planning changes are being made).

Selecti
election Day of the week Start time End time

# & Monday 8:00 AM  8:50 AM
# & Tuesday 8:00 AM  8:50 AM
2 Elements found, showing all Elements.1

Mew Delete Report

6.8.2.3 Booking restrictions

The <Administration> | <Booking restrictions> function allows you to restrict bookings as you think fit.

Only time grid-compliant bookings

Booking possible (hhmm a)  Start time End time
5:00 AM 5:00 PM

Bookings possible on (¢ pion

| Tue
Wed
Thu

R IRAYRERL LY
o

Bookings possible until (date MMM d)

Booking possible until [days in advance]

—

Exclude holidays and other days off from school [

Confirmation anly within [1-365] days of the booking |2

Default length for appointments [mins.] |50

Save Cancel

Booking only according to time grid allowed
Bookings can only be made in accordance with the time grid when this option is activated.

Booking allowed...
This is where you define the hours of the day and the days of the week when bookings may be made as
well as a fixed date by which bookings must be performed.



Settings — Agenda 203

Permitted booking time period
Maximum number of days starting with the current day during which bookings can be made.Here you

can optionally exempt days without school from the calculation of the valid time range.

Confirmation only within [1-365] days before booking
This field specifies the number of days before the booked date a confirmed booking can be made. If you

enter e.g. 10 here and a user wishes to reserve a room on 20 May, the reservation may only be
confirmed as a definite booking from 10 May onwards.

Booking status is 'confirmed' by default
If a user is entitled to make bookings and reservations, this setting determines whether the option

'Confirm booking immediately’ in the 'Booking' window will be checked or not by default.

Default for the duration of appointments
This is where you can set the default length of an appointment. You can change the length of an

appointment when you create it.

6.8.2.4 Room blocking

In a similar way to lock-out times, you can also prevent individual rooms or groups of rooms being
available for booking at certain times. The necessary input for this is made in menu <Administration> |

<Room blockings>.

Type
Type I |ﬁ-.|| rooms v |
All rooms Vil —— | Qoom
I} Hoom-group
8/9/2018 8/9/2018 Resource
Start time End time All resources
&:.00 AM &.00 PM

o continuous

Day of the weelk
every day ¥
Text

Save Save & New Cancel

Room blockings can be made for individual rooms, groups of rooms, individual resources or all resources.

Permanent
Rooms are blocked permanently, i.e. from the start of the blocked period to the end of the blocked period

without interruption.
If you uncheck the option the lock will only be valid for a certain period of time in the specified date

range.
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6.8.2.5 Aktivity lists

As of WebUntis 2016 you have the option of Activity lists (activity formats) similar to the substitution
lists. You can access the activity lists via <Administration> | <Monitor views>.

Selection

Mame Public

.
# ¥ FEirst floor

2 Elements found, showing all Elements.1

Auditorium

ey Copy Delete

Show in this browser

Show in this browser

Lock access from this browser

Click on <New>in order to generate a new activity format.

Mame
Caption

Active columns

Show future messages only

Shift relative to the current date [days]
Scrolling

Interval for paging [sec]

Scrolling rate

Interval for data retrieval from server [sec]
MNumber of days

Font size

Height of the display [pixel]

Public

Types of aclivities
Departments

Rooms

Auditorium
Today's activities (Standard: "Activities')
# Time [# Rooms (¢ Type of activity |
b

0

Classes (¢ Teacher ) Description

Page by page
30

3

600

16

| -

Seminar

Conference
Consulting-hour
WU only

Class

Please note that only activities which were booked in WebUntis can be shown in the activity lists.

6.8.2.6 Buchungsformate

Unter <Administration> | <Buchungsformate> kénnen Sie Buchungsformate fir verschiedene

Benutzergruppen definieren.

Mithilfe der Buchungsformate kénnen Sie festlegen, welche Eingaben Benutzer fir die Buchung eines
Raumes oder einer Aktivitat tatigen mussen.

Die Buchungsformate kdnnen Sie anschlieRend unter <Administration> | <Benutzergruppen> |
Benutzergruppe editieren (Bleistiftsymbol) pro Benutzergruppe vergeben.
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StandardmaRig sind hier bereits zwei Buchungsformate vorhanden (Default, Simple Default).

Selection Name

& ¥ Default

# ¥ Simple Default
2 Elements found, showing all Elements.1

Mew Copy Delete

Klicken Sie auf den Button <Neu> um ein neues Buchungsformat anzulegen oder auf <Kopieren> um ein
bereits bestehendes zu kopieren und anschlielend zu bearbeiten (Bleistiftsymbol).

Hame RC
Bocking status is 'confirmed' by default |+

An e-mail will be sent as soon as the booking stafus |«
is changed.

Meed identification atfrib_for activity
Maximum length of an activity [min] |p
Booking only possible after [days in advance] |
Eooking possible until [days in advance] |(
Bookings possible until (date MMM d)

Motify the teachers of the activity. |«

Editable Standard value User Possible selection
L

o

=
=

1

LAY Y Y N Y N Y L Y L R AR WL YR Y

Teachers
Classes

Subject

Department
Person in charge

Type of activity Class

early periods Seminar
Pericdsfiweek Conference
Amount Consulting-hour
Parficipanis Class
Cost centre
Remark
Text

e-mail address

LAY YR Y N Y Y Y Y VYRR ALY

Save Save & New Cancel

Im oberen Bereich befinden sich die Einstellungsmdglichkeiten:

Buchungsstatus bestétigt vorgeben:
Hierdurch werden die Buchungen automatisch bestatigt.

E-Mail-Benachrichtigung bei Statusanderung:
Diese Option bewirkt, dass der verantwortliche Benutzer via E-Mail benachrichtigt wird sobald ein
Administrator die Buchung beispielsweise bestatigt oder ablehnt.
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Bestimmungsmerkmal fiir Aktivitat erforderlich:
Wenn dieses Hakchen aktiviert ist, muss der Benutzer bei der Buchung einer Aktivitat die Art der
Aktivitat angeben! Beispielsweise Unterricht, Sprechstunde oder Bereitschatt.

Maximale Dauer fiir eine Aktivitat [min]:
Hiermit kdnnen Sie festlegen wie lange eine Aktivitat maximal andauern darf.

Mithilfe der Zeitbeschrankungen kénnen Sie die Zeiten fir mogliche Buchungen einschranken.

Lehrpersonen der Aktivitat benachrichtigen:
Hierdurch werden beim Buchen einer neuen Aktivitat die eingetragenen Lehrer automatisch
benachrichtigt.

Im unteren Bereich (Allgemein) werden die Eingabemaoglichkeiten vorgegeben.
Hier kdnnen Sie Felder hinzufligen oder entfernen. Felder, welche Sie hier aktivieren sind anschlieend
fir die betroffenen Benutzer im Buchungsformular ersichtlich.

Wenn Sie beispielsweise beim Feld 'Lehrer' das Hakchen nur auf 'Anzeigen' setzen, dann sieht der
Lehrer beim Buchen das Feld 'Lehrer', kann es aber nicht editieren/beflillen:

Book

Teacher Class
Mo element selected

Rooms

Wenn Sie zusatzlich auch 'Editierbar' aktivieren, kann der Benutzer dadurch auch einen oder mehrere
Lehrer angeben:

Buchen

Lehrer Klasze

Raume

Die zusatzliche Option 'Benutzer' bewirkt, dass der Lehrer welcher die Buchung vornimmt im Feld 'Lehrer’
automatisch eingetragen wird:
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6.8.3

6.8.3.1

EBook

Teacher Class

|
o Fer h

Es kdnnen auch weitere Lehrer eingetragen werden.

Sie kdnnen beispielsweise auch einstellen, dass nur der Lehrer eingetragen wird, welcher die Buchung
vornimmt.

Display Editable Standard value User Possible seleciion
Teachers f &

Mit dieser Einstellung wird der Benutzer selbst eingetragen und kann dies auch nicht Gberschreiben:

Buchen

Lehrer Klasze
Gauss

Raume

Bei manchen Feldern haben Sie zuséatzlich die Méglichkeit auch einen Standardwert anzugeben. Dieser
Wert ist dann im Buchungsformular der betroffenen Benutzergruppe vorausgefiillt.

WebUntis Agenda in practice
You will mainly work with the workliston a daily basis.

Buchungen

Unter dem Menlpunkt <Buchen> | <Buchungen> finden Sie eine Liste samtlicher Buchungen fiir die
ausgewahlte Woche.
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Aug 6, 2018 - Aug 122013

Search Start search ¥

Selection Type Status Type Room  Day Date Fr. To Periodicity Remark Remark Students User Exporied Booked on Booking
f “ ® Class R4C Thu Aug9, 2018 12:50 PM  1:40 PM  once (nonrecuring) -] ; pr Aug 9, 2018 12:26:15 PM 1175
/ u x Class R4B, R4A Thu Aug®9, 2013 12:50PM  1:40 PM  once (nonrecurring) F ; pr Aug 9, 2018 12:23:34 PM 1174
rd B X Class R2C Thu Aug9, 2018 12:50 PM 1:40 PM once (nonrecurring) F ; pr Aug 9, 2018 12:19:51 PM 1172
/ “ ® Class R4A Thu Aug8 2013 12:50 PM  1:40 PM  once (nonrecurring) ] 3 pr Aug 9, 2018 12:183:32 PM 1171
/ “ ® R2B Thu Aug8, 2018 12:50 PM 1:40 PM once (nonrecurring) Change of rooms pr Aug 9, 2018 1221:36 PM 1173
/ “ ® Class R2A Thu Aug8. 2013 12:50 PM  1:40 PM once (nonrecurring) -3 ; pr Aug 9, 2018 121729 PM 1170
/ u b 4 Class BAD2 Thu Aug8, 2018 12:50 PM  1:40 PM once (nonrecurring) F ] ; pr Aug 9, 2018 12:16:45 PM 1169
Fd. B3 Class RIC Thu Aug9 2013 1250 PM 1:40 PM once (nenrecurring) 2l o Aug 9, 2018 1Z:15:50 PM 1168
/ “ ® Class R4 Thu Aug8, 2018 8:55AM 9:45 AM once (nonrecurring) F ; pr Aug 9, 2018 8:4%:21 AM 1162
/ “ ® Class RIC Thu Aug9. 2018 8:55AM 9:45 AM once (nonrecurring) -3 ; pr Aug 9, 2018 8:38:57T AM 1159
/'E Chss R4S Fhe AugbolE 555 BASSM SRceRSABCHRG Br e SR hE R e

E

Z B X Class RdA Thu Aug9, 2018 140PM 230 PM once (nenrecurring) 28 Aug 9, 2018 8:541T AM 1164

= 7
12 Elements found, showing all Elements.1

List of Bookings + Confirm Decline reservation Save Reports

In diesem Bereich haben Sie ebenfalls die Mdglichkeit Buchungen zu bestatigen oder abzulehnen.

Uber die Schaltfliache <Bearbeiten> kénnen Sie Details der Buchung verandern, die gesamte Buchung
stornieren oder zuséatzliche Stunden erzeugen.

Hier besteht ebenfalls die Mdglichkeit fir Ihnre Buchungen Schiler zu Schilergruppen der Buchungen
hinzuzufigen.

Nach dem Exportieren einer Buchung nach Untis erscheint automatisch beim Feld 'exportiert’ ein
Hakchen. Wenn Sie Anderungen an einer Buchung vorgenommen haben, kénnen Sie dieses Hakchen
entfernen, um die Buchung erneut nach Untis zu exportieren.

Zusatzlich haben Sie noch die Méglichkeit die Buchungen als Bericht Gber den Button 'Berichte' zu
exportieren.

6.8.3.2 Worklist
Under <Book> | <Worklist> you will now see all theconflicts and incidents hat need to be processed and

which have already been completed with.

Reservation
A resenvation can now be confirmed or rejected. A third option is changing the room where the lesson
takes place.

Bestatigen

Ablehnen / Entfallen
lassen

Grund Datum Zeit Klasse Fa ktion uch.-Nr.
KitMicht bestatigt 19082016 14:25-1510 3b Ko 14
R1a/Konflikt 17.082016 11:40-1225 2a,2h. 3a E
R1a/Konflikt 17.082016 1140-1225 2a,2b 3a E Rub

| Konflikte [ Nicht bestitigt () Erledigt

R i

Note: Reservation is split
If a reservation consists of several times, the booking will be split into several parts. This allows some
bookings to be confirmed at some times and rejected at others.
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6.8.3.3

6.8.3.4

Conflicts

The worklist will show a conflict if a room or resource is booked at the same time by two different events.
There are three options available here, as well. You can change the room of the lesson, shift the lesson
or cancel the lesson.

If team teaching takes place at your school, this should be entered back in Untis. Please also see the
chapter Team teaching under Untis users.

Lock booking

Situations may arise where you do not wish 'normal’ users to be able to book rooms, for example when,
as room administrator, you are busy with cover planning for the following day and you first wish to
arrange the required room substitutions.

In this case you can lock the system using the <Lock bookings> function in the <Book> menu.

Even when WebUntis Agenda is locked for bookings, all other system functions (e.g. timetable display)
can still be used.

Room conflicts

You can display the conflicts for the current week under <Book> | <Room conflicts>. Click on the
<Search> button to activate the list.

Zeitraum
01.0820146 31.08.2016 Aktueller Monat
Raum Datum Von Biz  Anz. Buch. Termine

R1a 03.082016 1140 12:25
R1a 10082016 1140 12:25
R1a 17.082016 1140 12:25
R1a 24082016 1140 12:25
R1a 31.082016 1140 12:25

&
o
&
=

=

Pod Pd P Pod Pl

Suchen Schliefien

Conflict details will be displayed as soon as you click on the button in the 'Appointments' column.
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6.8.3.5

22.08.2016-27.08.2016

Klasse 2a, 2b, 3a

Lehrer Rub

Fach E

Jahresstunden 0

Geplante Stunden (inkl. Entfalle) 1

Gehaltene Stunden 1

Auswahl Art Datum Wochentag  Von Bis Lehrer Raum Klassenbuch Lehrstoff Hausaufgaben

24082016 Mitwoch 1140 1225 Rub Rla @ H @M D ¥ RE R B g

Lehrstoff fiir die ganze Woche | | Zuriick |

Raum Buch.-Nr. U-Nr 03.08.2016 10.08.2016 17.08.2016 24.08.2016 31.08.2016
Ria () WM0S1205 WIMO1205 AAGN25 [TAGEAO5 EAOS12E08
Ria T4l A0S [MEAOS1225 [ITA01225 -21}

| Zurick | | Schliegen |

Mehrfachbelegungen von Réaumen

Die folgenden Raume sind am 31.08.2016 mehrfach belegt.

T |.2::, =T

| schiieten |

Clicking on one of the links coloured in red displays a pop-up window with the exact cause of the
conflict.

You can resolve the conflict by clicking on the link to the booking in the conflict details window and
changing the booking to eradicate the conflict.

Tip: Worklist
The worklist shows conflicts and at the same times offers options to solve the conflict. You can find it
under <Book> | <Worklist>.

Resource conflicts

Resource conflicts are managed in exactly the same way as room conflicts. We recommend the
worklisthere, as well.

Reports on bookings

Under <Book> | <Reports> you see the reports on bookings; especially resource bookings, room
occupations and booking statistics.
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6.9

6.9.1

Fr. To Time range Department Rooms User group

8/8/2013 8/9/2013 Time range <Selection= v <Selection= v <Selection= v
Start fime End time - Room-groups Buildings Users

8:00 AM 8:00 PM Whole day <Selection> v <Selection> v <Selection> v

Types of aclivities
<Selection= v

Mon Tue Wed Thu Fri Sat Sun

=

Statistics [

=

Resource Usage [ & EH

=

Booking statistics [
Room occupation =8

Here you can filter not only the time range, but also departments, rooms, user groups, types of activities,
etc. .

Student module
The WebUntis Student module enables students to register for certain courses online.

The following steps should always be followed when working with WebUntis Student:

Create so-called course templates
Thesecourse templates serve as patterns for courses that are actually held. They are created only once
and can be reused again and again.

Creating courses
Actual courses are created from the templates each school year (or term).
For example, the ltalian course with 2 periods for students in years 10 — 12.

Specifying registration periods
A time period must be defined during which students may register for the courses.

Registration
Students can register for the planned courses online within the defined period. A difference should be
made between advance registration, registration and standby registration.

Data transfer to Untis

The transfer of course registrations to Untis in order to first create the clusters with the courses module
and finally to set up the timetable. Please refer to the course planning manual for detail of the work
involved in Untis.

Course templates

Course templatesYou will find a list of course templates already defined under <Courses> | <Course
templates>. Click on the <New> button if you wish to create a new course template.
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From school year | - All -

Selection
Name

# & Ast
# ¥ Bio

¥ | Subject | - Al - ¥ | Course categories | - All - v
Full name Subject Per From school year Level Category
Astronomy PH 4 200872009 5-7 RG
Bio BIO 0 2008/2009 0

The general features that the courses being generated from the template are to have can now be saved in

the course template.

Short name
ITC
Subject
=Selection= v

Teachers

A

Arist

Asim

Bach

Baker

Beck

Berg -
Course categories
Gymnasium
Realgymnasium
Wirtschaftskundl. Rea

Periods/week Period length [min]
2 50

From class level To class level

0 0

Content

Remark

| Save | | Cancel |

Course categories

Full name
Information Technology course
Person in charge

fp 4 ?‘
Deputy

?
Classes

From school year

20182019 v
Duration
Academic year v
Grading Educaticnal objectives
P P P
Cosis
o P

It is also helpful to define course categories and to assign courses to the different categories. Course
categories can be created under <Courses> | <Course categories>. Courses and course templates can
be filtered by course category
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Settings
You can enter various defaults for creating courses and course templates under <Courses> | <Settings>.
These defaults can of course be modified for individual courses.

6.9.2 Creating courses

In contrast to course templates, courses are restricted to a school year since students select actual
courses and are therefore assigned to the selected courses.

You will find a list of all course offered under <Courses> | <Courses>. Click on <New> in order to create
a course.

School year Semester Class level Course femplates Subject Course module

Course categories Status
Al v] [-An- v] [-ai- 2

Al v [-an- v [-an- v [-an- v [-An- v

¥ Only show my courses

Selection

Name Full name Subject Per Pre.reg. Waitlist UnconfReg Conf.Reg. Reg. Max.part. Schoolyear Semester Department Level Status  Teachers Course modules Category Appointments Activity

7 R d:' ZB Bio Bio BIO 0 0 0 0 0 0 25 201712018 1-10 planned Hero, Meit
1 Element found.1

‘ | sort | | Delste | | Changestatus ~ | | Change course modules = | | Creale courses from lessons | | Assign registrations

A mask is then displayed in which you can change all the attributes that were defined in the course
template and add additional information.

Course template

<5Selection= v "F'Iease select a course template.
<Selection>

Ast
Bio
Ph
EN
\FR

Terms
You can specify whether you work with terms under <Master data> | <School year>.



214

Course template Bio

Short name Full name School year

Bio Bio 2017/2018 v
Subject Course code Status

BIO v planned v
Teachers Course categories Person in charge

Gauss - Gymnasium mpr (Heradot) x ¥
Goethe Realgymnasium Deputy

Grill Wirtschaftskundl. Rea
Hari

Hero -

Max. nr. of parlicipants

25

Departments oS modhies The class filter overrules the class level
Al test From class level To class level
- 1 10
A3
Ad Class Max. part.
A187 -
1A - 3%
1B - 3%
Periodsfweek Period length [min] L4 Waiting list
0 60
Content Grading Educational objectives
Basic biology Final exam
P P A
Remark Costs
ddd Mo costs
e P
Day of the week Start time End time
Monday T:49 AM 849 AM 32

Save Save & Mew Cancel

Standby registration possible

This option allows students to enter their names in a standby registration list (waiting list) if the course
has already reached its maximum number of participants.

If a student registered on the course withdraws, the name at the top of the standby list will be
automatically registered instead.

Class level
You can use the class level to restrict which students may register for a course.

Create the coming school year in Untis and transfer the students into the next class level. Then export
the master date to WebUntis. The correct class level will now be entered for all students.

Warning: Entering class level in Untis
Please note that for this purpose the class level must be entered in Untis under 'Master data | Classes'.

Content etc.
The entries for content, assessment, learning aims, comments and costs can be viewed by students
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when registering.

Times

You can specify the time and date for the planned course if you already know it. It will then be displayed
as information during registration.

When you click on <Save> you will create an actual course for specific school year.
6.9.3 Editing courses

If you wish to edit a course, click on the <Edit> button thecourse list. You can now change or
supplement all the fields that were available when you created the course. In addition to these fields you
will also find the <participants> button.

Short name Full name School year

BIO Biology 2016/2017 v

Subject Course code Staius

BIO v confirmed v

Teachers Course categories Person in charge

112 - Gymnasium P 4

t13 Realgymnasium Deputy

Tolk Wirtschaftskundl. Rea

Aqu

Amim h Max. nr. of participants
25

Departments Course modules The class filter overrules the class level

Al test From class level To class level

A2 0 0

A3

ﬁ“‘lﬁ? . Class Max. part.
1A b ®

Periodsfiweek Period length [min] Parficipants Waiting list
2 50

Participants

You will see a list of participants together with their status (registered, standby, ...). This option allows
you to change the list of participants.

The course lists also show which priority the students have given to the courses they selected.

Max. nr. of participants 25

Registrations 0
Pre-regisirations 0
Waiting list 0

<Selection> v

Selection N . . . . i

Surname Firstname Sex Class Exitdate Registration-status Date of registration Date of creation Priority Spot ., A Kurse C hoice category Short name Externalld e-mail address
[B 1 Arele Sea e 3B course dropped - Sep 7, 2017 11:00:45 AM 0 Ariglle

Change status not registered v

Change course category | | <Course-choice catet ¥

Change course | | Register students Reports ~ | | Registration history | | Back

This can be used as a criterion for overbooked courses regarding acceptance of pre-registered students.

Change status

The upper selection box acts as a filter while you can use the lower box to change the status of
students.
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6.9.4

Change course
You can reassign students to a different course if a course has to be cancelled.

Register students
You can assign students to the course from the list of students. A check is made to ensure that the
maximum number of participants is not exceeded.

Serial change of status
In the course lists you also have the option of a serial change of the marked courses \ia the function
<Change status>.

The following students are being registered for a different course

Alica
Name Level Available slots
= Ast 5-7 24
Change course Back

Registrations/withdrawal period

You can specify specific registration periods for students via menu item <Courses> | <Registration
periods>. Registration periods apply to the whole school. The entire course registration process will be
inactive if there is there is no active registration period.

The same applies to advance registration and withdrawals, for which separate periods have to be defined.
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Short name Selectable courses |:-'|—F"|
AZR 2019 Name Full name School year Department Per Class
Full name
Ast  Astronomy 2017/2018 4

AZR 2019 X Y

¥ D D 2017/2018 Fak2 5
Fr. Ta ¢ EN English 20172018 A2 2
Ll SRR ¥ EN English 2018/2019 2
Start time End time - -
300 AM 700 PM $€ Hist History 20172018 A1 4

%€ Ph FPh 201772018 Faki 2

Permitted registration-status
Drop course
Pre-ragister

Register
Department

Fak1 v
Mumber of selectable courses

0
Mumber of selectable course priorities
3

¥ The field "priority" is mandatory for the registration

? The priority cannot be selected more than cnce.

¥ Course reg. w. acceptance/cenfirmation by students

Status ven Anmeldungen bei automatischer Zuteilung: registered ¥

The course-choice category is mandatory for the registration
Person in charge

hh-admin X ¥

Changed on  Aug 13, 2018 2:52:30 PM from hh-admin

| Save | | Delete | | Cancel |

As of WebUntis 2015, you now can activate sewveral registration statuses in the time frames for course
registrations.

6.9.5 Kurskategorien

Kurskategorien

Es ist hilfreich, Kurskategorien zu definieren und die Kurse den verschiedenen Kategorien zuzuordnen.
Kurskategorien kénnen unter <Kurse> | <Kurskategorien> angelegt werden. Kurse sowie Kursvorlagen
kénnen nach den Kurskategorien gefiltert werden.

Search | Start search
Selecti
lection Course category Full name
rae - elective subject

1 Element found.1

| Mew | | Sort | | Delete |
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6.9.6 Course selection categories

You can define various selection criteria under menu item <Courses> | <Course selection category> that
students can choose when registering of a course .

Search Start search

Selection
Name Full name

# # 1.es 1 elective subject

# ¥ 2.es 2 elective subject
2 Elements found, showing all Elements.1

ey Sort Delete

6.9.7 Registering for courses

Since students themselves can register for courses, the process is described in the Students section
under Student module for students .

Courses per student

As administrator it is possible for you to select menu item <Courses> | <Courses per student> for a
particular student and view which courses he/she has selected and what the status of the selection is.

Classes Students Status
-All- ¥ | Oban ¥ | <Selection> v
Name Full name Subject Per Status Course-choice category Pre.reg. Wait list Reg. Max.part. Schoolyear Semester Level  Teachers Appointments  Category

Ast2 Astronomy PH 4 registration not confirmed 0 0 1 0 2008/2009  Winter 0 Bach, Cic, Meit
Bio Bio BIO 0  registered 1. elective subject 0 0 1 25 20122013 0 Hero, Meit

You will find the above-mentioned list, a course participants list and a course oveniew under menu item
<Courses> | <Reports>. These reports can be filtered by various criteria.
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6.9.8

6.9.9

School year Class level Class Student Stalus
- All - v || -All- v | -All- v | -All- v | -All-

=

Course overview @

Courze overview Registration numbers @

List of participants B ] Mo courses without regisirations

Course list per student @

Student does not have enough courses per course module & @

B

Course catalogue

Kursmodul

Diese Studienabschnitte konnen mehrere Kursmodule haben.

Ein Beispiel fur die Nutzung von Kursmodulen bieten Hochschulen, die fir ihre Studenten pro

Studienabschnitt mehrere Kursmodule mit mehreren Kursen anbieten.

Short name
module term 1 -4

Full name
maodule term 1 -4

Department
A ¥

Stage of studies
sal A\

Mumber of selectable courses
6

Maximum number of course-attendances
G

| Save | | Delete | | Cancel |

Studienabschnitt

Unter <Kurs> | <Studienabschnitte> kénnen Sie je nach Notwendigkeit und angepasst an die

Bedurfnisse lhrer Schule eigene Studienabschnitte anlegen. Ein Studienabschnitt kann aus mehreren

Kursmodulen bestehen.
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Selection
Mame Full name Department
# ¥ sal sat
# ¥ sa2 saz

2 Elements found, showing all Elements. 1

ey Sort Delete

6.9.10 Unterricht aus Kurs erstellen

In WebUntis haben Sie die Moglichkeit, aus einem Kurs einen Unterricht zu generieren. Lehrkréfte, die
den Kurs unterrichten sollen, kénnen den Kurs danach unter <Unterricht> | <Mein Unterricht>
betrachten.

Hinweis: Modul 'Termin' notwendig
Fir diese Funktionalitat ist das WebUntis-Modul "Termin' (Buchungsmodul) notwendig.

Hinweis: Kurse in Untis importieren
Alternativ konnen Sie die Kurse in Untis importieren und dort weiterarbeiten.

Um aus den Kursen einen Unterricht zu erstellen, kdnnen Sie im jeweiligen Kurs Uber den Button <Neuer
Unterricht> einen Unterricht generieren lassen.

Remark Cosis

Save Delete Copy Cancel

Anschlieend finden Sie den neu angelegten Unterricht unter <Unterricht> | <Mein Unterricht>.
Uber den linken Button <Zusétzliche Stunde> kénnen Sie nun konkret einzelne Unterrichtsstunden fiir
diesen Unterricht bzw. Kurs anlegen:

Teachers Type of activity Period
Asim v | <Selection> v (812017 6/20/2018 Current school year
Additional period
L-No. Type Type of activity Class Student group Subject Teacher Per Fr. o Students Student groups Reports
112894 7 Seminar Asim 0  Apr30 2018 May6, 2018 ) o ap &
119504 GSK_ GSK  Asim 0 Augi1,2017 Jun2e 2018 1 AT el ap e o E
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6.9.10.1

Additional period

Class
Teacher Asim
Subject GSK Additional pariod X
¥ Allow teacher-clashes Class
) Allow class-clashes Teacher Asim
Subject GSK
Rooms Duration {in mins.) Room R2C
7 Week Additional period on the Tuesday, Apr 17, 2018

41672018 hd
Start time End time

[1220PM [+ [[1:20 PM |

Mot bookable: R2C

Additional period on the

Day of the week] Date | 3:00 am|2:00 am[10:00 &M |11:00 am | 12:00 PM|1:0 2:00 PM|3:00 F
Monday 16/4 P

Tuesday 1744 Efss

\Wednesday | 18/4 g

Thursday 19/4

Friday 2074

Saturday 2114

Sunday 2214

] The selected elements are available at these times.

] The selected elements are not available at these times.

...oder Uber den Button <Zusatzliche Stunden> legen Sie langere Zeitbereiche,
also Zeitrdume, an:

Type Type of activity Class Student group Subject Teacher Per Fr. To Appointments Students Student groups Reports

L-No.
I I =) (S () I ) === 5 e (e 0 - 3
et # @GSk GSK Adm 0 AWLAT  Jn2.2018 Additional periods )
Nach dem Anlegen der zusatzlichen Stunden kdnnen diese im jeweiligen Stundenplan gesehen werden:

2:30 PM

3:20 PM GSK R2C

Transferring data to Untis

Course registration data can be exported from WebUntis to the Untis course scheduling module via the
Untis/WebUntis interface.

As of WebUntis 2015 it is possible when transferring data to Untis to import the numbers of students in
the courses and any time restriction.
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Export to Web Untis
Manually select the start-date for the export

19032019  ~

Master Data is transfemred from 19.9.2019 Export
Lessons is being transfemed from 1552015 Export
Substitutions is transfemed from 1552015 Expart

Bookings

Students Absences

6.9.11 Course settings

Under <Courses> | <Settings> you have the option to set the default values for your courses.
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6.10

Make the registrations visible for studeniz |«

Hide the max. number of students after the
registration period has expired

Motify the students if the selected course will not be
held.

Qutside the registration period, automatically move
students from the waiting list up

Sequence of the registrations on the waiting list Registration date r

Periodsfweek
Waiting list |«
Max. mr. of participants (25

Status planned v

You can only chose each priority only once per
module.

Tolerate the course choice in case of appointment
conflicts

Save Back

Here you set the default settings for e.g. the maximum number of participants, the periods per week or
the status.

You also can define as an option if the students can select the courses with priority . The following
ecample describes the process.

As you can see above, there are 3 priorities to choose, although each individual priority level may only be
selected once.

For the students this means that they can give every selected course one priority. In the course lists of

the administrator now show which priority the students have given to the different courses. This can be
used as a criterion for overbooked courses regarding acceptance of pre-registered students.

Administration Sprechtag

Der folgende Abschnitt beschreibt die fiir die Organisation eines Sprechtages notwendigen Schritte aus
der Sicht der WebUntis-Administration.

Mit dem Modul Sprechtag konnen Schulen lhre (Eltern-) Sprechtage organisieren. Der Sinn eines
Sprechtages besteht im Allgemeinen darin, dass sich die Eltern (im Falle von allgemeinbildenden
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6.10.1
6.10.1.1

Schulen) und/oder die Ausbildungsverantwortlichen (im Falle von berufsbildenden Schulen) bei den
Lehrkraften ihrer Kinder (oder ihrer Lehrlinge) tber deren schulischen Erfolg informieren. Dabei sind in der
Regel folgende Randbedingungen zu beriicksichtigen:

e Lehrkrafte haben unter Umstanden nicht den ganzen Sprechtag Uber Zeit
¢ Manche Lehrkrafte wollen bestimmte Eltern (Ausbilder) auf alle Falle sprechen
¢ Die Eltern (Ausbilder) wollen einen moglichst 'dichten' Stundenplan

Im Folgenden sind mit Eltern auch immer die Ausbildungsverantwortlichen in Betrieben gemeint. Es wird
weiters davon ausgegangen, dass fur die Eltern bereits WebUntis-Benutzer angelegt wurden.

Prinzipiell sind bei der Planung von Sprechtagen folgende Phasen zu unterscheiden:

1. Anlegen des Sprechtages, der Sprechtag ist dabei noch inaktiv.

2. Aktivieren des Sprechtages, Lehrer kdnnen nun Abwesenheiten eingeben und Eltern zu Gesprachen
einladen.

3. Die Eltern-Anmeldephase: Eltern kénnen nun Termine bei Lehrern buchen.

4. Der eigentliche Sprechtag findet statt.

Voraussetzungen
Eltern-Benutzer

Wenn Sie noch keine Benutzer fir Eltern in WebUntis angelegt haben, so miissen diese eingerichtet
werden.

Eltern-Benutzer kdnnen mit der Personenrolle 'Erziehungsberechtigte und Betriebe' angelegt werden.
Diese Rolle hat den gro3en Vorteil, dass mit einem Eltern-Konto mehrere Kinder verwaltet werden
kénnen. Das heil3t Eltern sehen in WebUntis alle ihre Kinder.

Alternativ ist fur Eltern auch die Moglichkeit der Selbstregistrierung geschaffen worden. Dafiir muss die
Selbstregistrierung in den Einstellungen firr die Benutzergruppe der Erziehungsberechtigte freigeschaltet
werden.

User group for the self-registration of parents parents

Publizsh news of the day as RS5 feed (o

Main system for student- and teacher contact details

6.10.1.2 Die notwendigen Rechte

Fur den Sprechtag kénnen zwei Benutzerrechte vergeben werden: 'Sprechtag' und 'Sprechtag
Verwaltung'

Impaort from Untis - timetable

Farent-teacher-day

>l
Impaort from Untis - cover data -y
>l
il

Farent-teacher-day administration

Course administration e

Course templates
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Sprechtag: aktivieren Sie dieses Recht fiir alle Lehrer, Schiler und Eltern, die das Sprechtag-System
online nutzen sollen.

Sprechtag Verwaltung: aktivieren Sie dieses Recht ausschlieRlich fiir jene Benutzergruppen, die
Sprechtage anlegen und verwalten sollen.

6.10.2 Das Anlegen eines Sprechtages

Mit dem Recht 'Sprechtag Verwaltung' konnen Sie unter <Administration> | <Sprechtage> die
Uberblickseite fiir Sprechtage aufrufen.

Klicken Sie auf die Schaltflache <Neu> um einen neuen Sprechtag anzulegen.

Workflow: Selection of dates ¥

Mame of the parentteacher day: |parent-teacher day may

Date Start fime End time Name Length of a timeblock in minutes
5/25/2018 3.00 AM G:.00 PM 10

Fr. To
4/25/2018 5202018
Start fime End time
12:00 AM 11:30 PM

Allowe room selection by teachers:
Allow absence registration by feachers
Student user may chose parallel appointments

Maximum number of imeblocks fime blocks per student per teacher

~| [ & & &

Maximum number of fimeblocks per student for the whele parent-teacher day:
Maximum number of imeblocks per teacher until the break: 40

Mumber of blecked timeblocks between the appointments 1

Allocated depariments Departments
Fak1
& Fak2
] Bibliothek
Al
A2 -

Save Cancel
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Mit der Einstellung 'Workflow' entscheiden Sie ob ein manuelles Anlegen der Gesprachstermine oder
eine automatische Zuteilung der Gesprachswiinsche stattfinden soll. Wahlen Sie 'Terminauswahl' damit
Eltern manuell ihre Gesprachstermine auswahlen kénnen. Entscheiden Sie sich flir 'Optimierung' werden
nur Anwesenheiten und Gesprachswiinsche aufgenommen und die tatsachlichen Termine automatisch
zugeteilt.

Vergeben Sie fir den Sprechtag zunachst einen sprechenden Namen, z.B. '1. Sprechtag - Schuljahr
2018/19. Legen Sie dann im Abschnitt ' Datum und Uhrzeit der Sprechtagsabschnitte' ein Datum, sowie
Beginn- und Endzeit fest.

Die ' Lange eines Zeitblocks in Minuten' legt fest, wie lange ein Gesprachsblock bei einem Lehrer dauert.

Legen Sie nun einen 'Anmeldezeitraum flr Erziehungsberechtigte' fest : Wahrend des
Anmeldezeitraumes kénnen die Eltern sich flir Termine bei den Lehrern eintragen.

Hinweis: Zeitraume
Bitte planen Sie zwischen Ende der Anmeldephase fir Eltern und dem Beginn des Sprechtages Zeit fiir
das Drucken der Berichte ein.

Folgende Optionen sind bei den Einstellungen maoglich:

'Raumauswahl durch Lehrer erlauben': Die Lehrer kdnnen, nach der Aktivierung des Sprechtages,
selbstandig Raume belegen.

'Abwesenheitseingabe durch Lehrer erlauben’. Die Lehrer konnen selbstandig Zeiten eingeben, zu denen
Sie am Sprechtag abwesend sein werden.

'Maximale Zeitblocke pro Schiler pro Lehrer: Manche Eltern wollen mehr Zeit bei einem Lehrer buchen,
als die Standard-Terminlange pro Gesprach bietet. Mit diesem Feld kdnnen Sie die maximale Anzahl der
hintereinander buchbaren Termine limitieren.

'Maximale Zeitblocke pro Schiler an diesem Sprechtag”: Mit dieser Option beschranken Sie die
maximale Terminanzahl pro Schiiler. Geben Sie beispielsweise 10 Termine pro Schiler und Sprechtag
vor, so kann der Erziehungsberechtigte pro Kind nicht mehr als diese 10 Termine (Blocke) buchen.

'Maximale Zeitblocke pro Lehrer bis Pause': Nach der hier eingetragenen Anzahl von aufeinander
folgenden Terminen, wird automatisch der nachste Termin als Pause frei gelassen.

'Anzahl gesperrter Zeitblocke zwischen zwei Terminen': Um von einem Termin zum nachsten wechseln
zu konnen ist in der Regel eine gewisse Zeit notwendig. Dieses Feld wird dazu verwendet anzugeben,
wie viel Zeit zwischen den Terminen flir einen Raumwechsel frei gelassen werden soll.

Sollten Sie sich fir die Optimierung entschieden haben, sehen Sie eine zusatzliche Einstellung:

Entry of presence by the legal guardians: Free time selection v

Hier kdnnen Sie zwischen 'Keine', 'Freie Zeitauswahl', 'Pro Sprechtagsabschnitt' wahlen:

¢ Keine: Erziehungsberechtigte kdnnen keine Anwesenheitszeit wahlen

¢ Freie Zeitauswahl: Erziehungsberechtigte kénnen in Zeitblocken angeben, wann sie zum Sprechtag
anwesend sind.

¢ Pro Sprechtagsabschnitt: Abschnitte kdnnen zum Beispiel Tage sein. Mit dieser Option kdnnen
Erziehungsberechtigte ihre Abwesenheiten pro ganzen Sprechtagsabschnitt angeben, z. B. den
ganzen Tag.

Setzen Sie den Sprechtag zunachst noch nicht aktiv. Ist ein Sprechtag einmal aktiv gesetzt, so kénnen
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6.10.3

6.10.4

gewisse Eingaben nicht mehr geandert werden und die Lehrer kdnnen auch sofort Eltern zu Gesprachen
einladen:

May 25

3 [ Adiv = y P— Selection of  Apr 25, 2018 12:00 AM - May 20, 2018 11:30 . The parent-teacher day still needs to be
# & Adivate  inactive =k parent-teacher day may = o Manual ==

activ

Das Aktivieren eines Sprechtages

Ist ein Sprechtag nur angelegt (und nicht aktiviert), so ist er nur fir den WebUntis-Administrator sichtbar.

u: 0 MO al as.
Abbrechen 1
~ | pctat . g o Selection of  Apr 25, 2018 12:00 AM - May 20, 2018 11:30 The parentteacher day still needs to be
/ ] hm““j} inactive 2018 parent-teacher day may dates PM Manual activ

Wenn ein Sprechtag aktiv ist, kdnnen Lehrkrafte sofort:

1. ihre Raumauswahl und/oder Abwesenheiten eintragen (falls vom Administrator freigegeben)
2. Eltern zu Elterngesprachen einladen .

Nachste Schritte fiir die Administration

Manuell: im manuellen Workflow muss die Administration keine weiteren Schritte setzen. Die
Einladungsphase der Lehrkrafte endet sobald die Anmeldephase der Eltern beginnt. Anschlielend kann
die Administration zwischen Ende der Anmeldephase der Eltern und dem eigentlichen Beginn des
Sprechtages notwendige Berichte drucken.

Optimiert: im Optimierungs-Workflow teilt die Administration nach dem Ende der Anmeldephase der
Eltern die Termine automatisch zu. Nach diesem Schritt werden die Ergebnisse veroffentlicht und
optional eine manuelle Nachbesserung durch Eltern aktiviert.

Eine genauere Beschreibung dieser Schritte lesen Sie im Kapitel Optimierte Terminzuteilung.

Weitere Funktionalitaten

Unter <Administration> | <Sprechtage> finden Sie die Liste der Sprechtage. Zu jedem Sprechtag kénnen
Sie auch den Bereich <Termine> 6ffnen, wo Sie einerseits Rdume pro Lehrkraft zuweisen und
Abwesenheiten zentral eingeben und andererseits auch die Berichte einsehen kénnen.

Deactivate Scheduling May 25, 2015  parent-teacher day may Selection of dates  Apr 25, 2018 12:00 AM - May 20, 2018 11:30 PM  Manual

Lehreransicht

In der Lehreransicht kdnnen Sie vor der Aktivierung des Sprechtages fur die Lehrkrafte, Raume
auswahlen, Abwesenheiten eintragen und bestimmen ob Lehrkrafte iberhaupt beim Sprechtag fir Eltern
angezeigt werden sollen.

Zusétzlich sehen Sie die Abwesenheitszeiten der Lehrkréfte in der Ubersicht.
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Department | <Selection>

Selection Teacher
A R3B
Arist R2C
Asim | R4B
Bach  RiC
Baker RSB
Beck REA
Berg REA

[xY]
D
T
[a¥]

T

L=

¥ | Search Start search

Room Abszences Show teachers Absences

yNu
‘yNn
yNu
‘yNn
fNu
yNn
yNu

L

ALY Vi L S

Uber das Kalender-Symbol ist es auch méglich alle gebuchten Termine zu dieser Lehrkraft einzusehen.

Berichte

Es gibt Berichte, von denen die ersten zwei dafir gedacht sind, am Tag des Sprechtages ausgedruckt
und an einer allgemein zuganglichen Stelle ausgehangt zu werden.

Room assignment

1. Die Terminlbersicht

S

Unmet Requirements

Dies ist die Liste aller Termine fiir alle Lehrer der Schule. Eltern, die sich nicht online angemeldet haben,
kénnen sich am Sprechtag auf den ausgedruckten Berichten fiir noch freie Termine eintragen.
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Appointments for the parent-teacher-day on 25/5

Arist
Room: R2C
Time range Students Time range Students
8:00 AM - 8:10 AM  Bal Blair () 10:50 AM - 11:00
AM
8:10 AM - B:20 AM  Bal Blair ()
11:00 AM - 11:10
AM
8:20 AM - B:30 AM  James Glen (), Arielle Sea ()
11:10 AM - 11:20
8:30 AM - B:40 AM  James Glen (), Arielle Sea () AM
. 11:20 AM - 11:30
8:40 AM - 8:50 AM  Pimpel ()
AM
8:50 AM - 9:00 AM  Alice Ferg () 11:30 AM - 11:40
AM

2.Die Raumzuordnungsliste

Diese Liste soll den Eltern dabei helfen herauszufinden, in welchem Raum die einzelnen Lehrer warten.

parent-teacher day may

Teacher Room Absences
AfnA R3B (3B )
Aristoteles R2C(2C )
Asimov Isaac R4B (4B )
Bachmann Ingeborg R1IC(1C )
Baker Josephine RSB (5B )
Becket Thomas ReA(6A )
Bergmann Ingrid RBA(BA )

3. Die Liste der nicht wahrgenommenen Anforderungen

Dieser Bericht zeigt der Sprechtags-Administration an, welche Eltern eingeladen wurden, die aber keine
Termine online in WebUntis gebucht haben.
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parent-teacher day may

Compulsory

Class  Student Teacher Parents Contact details
Shir Khan Arist - -

Requested

Class Student Teacher Parents Contact details
Balu Arist - -
Elliot Arist

Abwesenheiten eintragen

Uber diesen Button kénnen Sie mehrere Lehrkrafte markieren und fir diese eine Abwesenheit eintragen.
Diese Funktionalitat kann auch verwendet werden, um Pausen fiir Lehrkrafte einzugeben.

Enter absences « Import

Enter absences for all selected teachers

Start time End fime
8:00 AM 6:00 PM
QK Camcel
Import

Uber den Import kénnen Sie Ihre Raumzuordnungen per cswDatei importieren. Dafiir benétigen Sie eine
Datei mit Lehrer-Kurznamen und Raum-Kurznamen.

6.10.5 Zentrale Terminbearbeitung

In WebUntis Sprechtag haben Sie zwei Mdoglichkeiten der zentralen Terminbearbeitung:

Die zentrale Terminbearbeitung fur den manuellen Workflow und die zentrale Terminbearbeitung fiir den
Optimierungs-Workflow.

6.10.5.1 Zentrale Terminbearbeitung - manuell

In WebUntis Sprechtag ist es ebenfalls mdglich, dass die Administration oder das Sekretariat zentral
Termine eintragt nachdem Gesprachswuiinsche der Eltern entgegengenommen wurden. Ein Szenario ist
zum Beispiel, dass Eltern im Sekretariat anrufen und Gesprachswiinsche durchsagen. Das Sekretariat
kann dann anschlieRend Uber die zentrale Terminbearbeitung unter <Administration> | <Sprechtage>
diese Wunsche auch abbilden.
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6.10.5.2

/ g Deactivate  Scheduling May 25, 2018 parent-teacher day may Selection of dates  Apr 25, 2018 12:00 AM - May 20, 2018 11:30 PM  Manual

Uber oben markiertes Symbol gelangen Sie zur zentralen Terminbearbeitung:

Classes Students Users
2A v || <Selection> ¥ || Mother alice v

B 8

Tt - Aqu Arist Bach Baker  Berg Bir Appointments
o 1 2:00 AM 8:00 AM Bergmann Ingrid (ME, RBA)
o A 8:10 AM
@ e A E, GSK 8:20 AM 8:20 AM Bachmann Ingeborg (BE, R1C)
O Arc 8:30 AM

[ ) Arist BIO 8:40 AM
[m] Arnim 8:50 A 8:50 AM Avristoteles (BIO, R2C)
[m] Asim 9:00 AM
[m] Ass 9:10 AM 9:10 AM Baker Josephine (FLOE, R5B)

Diese Ansicht ist die gleiche die auch Erziehungsberechtigte bei der Auswahl der Gesprachstermine
sehen. Somit ist das Verhalten ident - mit dem Unterschied, dass die Administration oder das
Sekretariat die Méglichkeit hat Schuler- bzw. Elternbenutzer auszuwahlen, um fir diese Termine
einzutragen.

Zentrale Terminbearbeitung - optimiert

In WebUntis Sprechtag ist es ebenfalls méglich, dass die Administration oder das Sekretariat zentral
Termine eintragt nachdem Gesprachswiinsche der Eltern entgegengenommen wurden. Ein Szenario ist
zum Beispiel, dass Eltern im Sekretariat anrufen und Gesprachswinsche durchsagen. Das Sekretariat
kann dann anschlieend Uber die zentrale Terminbearbeitung unter <Administration> | <Sprechtage>
diese Winsche auch abbilden.

rd

5 Deactivate Teacher selection Aug 31,

'@ - 2018

Uber das oben markierte Symbol gelangen Sie zur zentralen Terminbearbeitung:

Aug 20, 2018 12:00 AM - Aug

Day2 Optimisation 20 2018 12-00 AM

Classes Students Users

v ] v || papa v

Teacher Subjects Remark Goldmarie Marie Domraschen

1 Mat, Wk, D, Mus
A Sportk

Aqu Ch, Ke, Mus

Arc E, Bio

Arist Tw, Hw

Diese Ansicht ist die gleiche die auch Erziehungsberechtigte bei der Auswahl ihrer Anwesenheiten und
Gesprachswiinsche haben. Hier tragen Eltern im ersten Schritt ihre Anwesenheit am Sprechtag ein, in
dem diese rein klicken und den Mauszeiger runterziehen. Im zweiten Schritt geben Eltern an, welche
Lehrkrafte sie gerne sprechen wiirden und ob sie das Gesprach zu einem Kind oder zu mehreren Kindern



232

6.10.6

fihren mochten. Die automatische Zuteilung versucht am Schluss die Termine mit maximaler Effizienz
zu vergeben.

Somit ist das Verhalten dieser Ansicht identisch - mit dem Unterschied, dass die Administration oder
das Sekretariat die Moglichkeit hat Schiler- bzw. Elternbenutzer auszuwahlen, um fir diese
Anwesenheiten und Gesprachswiinsche einzutragen.

Optimierte Terminzuteilung

Im Optimierungs-Workflow des Sprechtagsmoduls werden nach Beendigung der Anmeldephase der
Eltern die Termine durch die Administration automatisch zugeteilt.

Nach der Anmeldephase der Eltern:

Sobald die Anmeldephase der Eltern vorbei ist, wird folgende Funktionalitat aktiviert:

/ , M Deaclivate Automatic assignment of appointments  May 25. 2018  parent-teacher day may Optimisation Mar 4, 2018 12:00 AM - Mar 5, 2018 12:00 AM

Ein Klick auf den oben markierten Link 'Automatisch zuteilen' 6ffnet folgende Ansicht:

Assignment of appointments

Set weights

Parents

Teachers

X Cancel

Fir die automatische Terminzuteilung kénnen Sie an dieser Stelle diverse Einstellungen durchgehen und
je nach Grad der Wichtigkeit eine Gewichtung per Schieberegler vergeben. Diese Einstellungen sind:

e Kompaktheit der Termine fur Eltern: wie wichtig ist es, dass Termine der Eltern méglichst kompakt
hintereinander ohne Licken/Wartezeiten liegen?

e Kompaktheit der Termine fur Lehrkrafte: wie wichtig ist es, dass Termine der Lehrkrafte moglichst
kompakt hintereinander ohne Licken/Wartezeiten liegen?

e Wie viele Zeitblocke sollen zwischen zwei Terminen gesperrt werden und wie wichtig ist diese Regel in
der optimierten automatischen Terminzuteilung?

¢ Nach wie vielen Gesprachsblocken soll die Lehrkraft zu einer automatischen Pause kommen? Wie
wichtig ist Ihnen diese Regel?
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e Maximale Sprechtagsabschnitte pro Elternteil und ihre Wichtigkeit? Bei mehreren Sprechtagsblocken
(z. B. Halbtage oder Tage) - wie wichtig ist es, dass Eltern nicht zu verschiedenen Blécken gebucht
werden?

e Maximale Sprechtagsabschnitte pro Lehrkraft und ihre Wichtigkeit? Bei mehreren Sprechtagsblécken
(z. B. Halbtage oder Tage) - wie wichtig ist es, dass Lehrkraften nicht zu verschiedenen Blocken
gebucht werden?

Sobald Sie die Regeln eingetragen und die Gewichtung gewahlt haben, klicken Sie auf den Button
'‘Automatisch zuteilen' um zur nachsten Ansicht zu gelangen:

Verplante Termine: 4f5

Unmaglich zu Verplanen:

Unverplante Termine mit Anforderung: 0
Unverplante Terminwunsche: 0
Maximale Zeitblocke pro Schaler an diesem Sprechtag: 0
Maximale Zeitblacke pro Schaler pro Lehrer: 0

Anzahl gesperrter Zeitblocke zwischen zwei Terminen:

Maximale Zeitblocke pro Lehrer bis Pause: 0

# Erneut zuteilen Details herunterladen Termine anzeigen -

In dieser Ansicht sehen Sie die Ergebnisse der automatischen Zuteilung. Im oberen Bereich sehen Sie
wie viele Termine verplant wurden. Im unteren Bereich sehen Sie welche Regeln, die Sie im vorigen
Schritt gewahlt hatten, wie oft verletzt wurden.

Hinweis: Fenster geschlossen
Sollten Sie dieses Fenster geschlossen haben, kénnen Sie in der Sprechtags-Ubersicht (iber den Link
'Abgeschlossen' erneut zur selben Ansicht kommen.

'Erneut zuteilen": Sie kdnnen jederzeit eine erneute Zuteilung Uber den Button 'Erneut zuteilen' ausfihren.

'Details herunterladen”: Uber den Button 'Details herunterladen’ gelangen Sie zu einem ausfiihrlichen
Bericht der weitere Informationen bietet. So kann zum Beispiel eingesehen werden wessen
Gesprachswinsche oder welche Lehrer-Einladungen nicht verplant werden konnten. Im Bericht werden
Schdler, Lehrkrafte und Eltern angezeigt, die von diesen Terminen betroffen sind.

"Termine anzeigen'": hier konnen Sie entweder einen pdf-Bericht mit allen Terminen herunterladen oder zur
zentralen Terminbearbeitung wechseln.

"Termine veroffentlichen': diese Auswahl fliihrt zum nachsten Schritt:
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6.11

Ja, veréffentlichen und manuelle Nachbesserung erlauben

Enddatum fir manuelle Nachbesserung

15.8.2018 23:59

Mein, unveranderlich verdffentlichen

Die erste Option veréffentlicht die Ergebnisse der automatischen Terminzuteilung und aktiviert
gleichzeitig eine manuelle Nachbesserung fiir Eltern, die ein Enddatum und eine Endzeit hat. Dies
kénnen Sie mit einem Klick auf das Datum oder auf die Uhrzeit nach lhren Winschen anpassen.
Die zweite Option verdffentlicht das Ergebnis, jedoch ohne Aktivierung der Nachbesserung. Somit
koénnen Eltern keine Termine manuell verandern.

Nachbesserungsphase

Wenn Sie eine Nachbesserung aktiviert haben, sehen Eltern auf ihrer Startseite folgendes:

Optimisation registered)

Somit wissen Erziehungsberechtigte, bis zu welcher Zeit sie ihre automatisch zugeteilten Termine
nachbessern kénnen. Die Ansicht die Erziehungsberechtigte anschlieRend sehen, ist dieselbe wie die
der manuellen Terminauswahl .

Tipp: Nachbesserungszeit dndern
Die Nachbesserungszeit kénnen Sie im Editierungsmodus (Zugang iiber Stiftsymbol in der Ubersicht)
des Sprechtages anpassen.

Administration Dateiablage/Drive

In WebUntis haben Benutzer die Moglichkeit eigene Dateien abzulegen, diese in der taglichen Arbeit mit
WebUntis einzubinden und mit anderen Benutzern zu teilen. Sobald das Recht 'Dateiablage’ unter
<Administration> | <Rechte und Rollen> | Button 'Zum Expertenmodus wechseln' | Button 'Rechte’
aktiviert wird, kénnen Benutzer die Dateiablage verwenden.

Im Vergleich zu anderen Filehosting-Senvices bietet WebUntis Drive die Moglichkeit Dateien zu
verwalten, ohne die tagliche Arbeit in WebUntis unterbrechen zu mussen.

WebUntis ist im Besitz der Zertifizierung ISO 27001:2013 und speichert aufierdem, wenn notwendig,
Daten innerhalb der EU (konkret in Osterreich und Deutschland).
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6.12

6.13

6.14

6.14.1

Wie die Dateiablage in WebUntis genutzt werden kann, lesen Sie hier.
Administration Messenger

Ab dem ersten Halbjahr 2019 kénnen Sie unter <Administration> | <Messenger> eine kostenlose
Testphase fur den neuen WebUntis Messenger starten.

Dieser Messenger soll im Vergleich zu den bisher an den Schulen verwendeten Apps und Programmen
eine Reihe von Vorteilen fur alle User bringen:

Datenschutz gemalt DSGVO

keine Verwendung von (privaten) Telefonnummern
Benutzerverwaltung aus WebUntis
Synchronisation der Benutzer mit Unterrichten
nicht durch Werbung finanziert

Durch den Messenger konnen alle Beteiligten der Schule miteinander sicher kommunizieren.
Administration Stundenplanung

Eine detaillierte Anleitung zur WebUntis Stundenplanung finden Sie auf unserer Webseite www.untis.at|
Hilfe & Support | WebUntis | Anleitungen/Handblcher | 'WebUntis Stundenplanung.pdf

Monitor view

Under monitor views, you can define the following formats for automatic display of current information/
data on monitors of your institute:

e Substitutions

e Activities

¢ Daily overview

Daily overview formats

You can define formats for displaying the daily overnview on your monitors via these settings.

Selecti
Elechon Mame Public

& H View 1 Show in this browser
1 Element found.1

ey Copy Delete Lock access from this browser

Click on <Ney> for creating a new daily overview format.
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MName

Type

For reoms show the

For subjects show the

For classes show the

Shift relative to the current date [days]

Department

Interval for data retrieval from server [sec]
Scroll interval [ms]

Show fimetable (h:mm a)

Time: grid

Suppress cancellations
Suppress empty lines
Dizplay start and end time of each period

Font size of the page-header [px]
Font size of the column-header [px]
Width of the first column [px]
Row-Height [px]

Font size

Public

Save Save & New Cancel

Class v
Short name v
Short name v
Short name v
0
Fak1
o,
= A1
A2
600
100
Start time End time
&:00 AM 6:00 PM

* |ntis fime grid
Time

36
13
50
32
11

In the respective daily overview format you can adjust the following settings:

¢ Via For rooms show the , you can define which type of name should be displayed for a room, a
subject or a class. The display names are defined as short or full names in the master data elements.
¢ The function ' Shift relative to current date ' enables you to show future daily overviews. By entering

e.g. 1, tomorrow’s daily overview will be displayed.

¢ The Interval for data retrieval from server defines how often data are synchronised for the display.

¢ The Scroll interval defines how fast the daily oveniew is displayed.

¢ Via Show timetable (HH:mm) you can limit the displaying of the daily oveniew by entering a

beginning and an end of displaying times.

Click on 'Show for this browser' and the required data will be displayed.
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6.15 Assignment groups

Since WebUntis 2019, we recommend to training enterprises to create users in the assignment group
'Parents and enterprises' and to assign the respective students to the respective user.

Do you want to create users for tutors in WebUntis who have similar rights for their students like class or
form teachers, e.g. control of/excuse for absence? Then create assignment groups:

1. 1. Go to <Administration> | <Assignment groups> and create an assignment group.

2. 2. Give them distinct names, select the classes the students attend and then choose 'possible users',
i.e. the tutors.

Mame
FirmaBC
Von Bis
09.07.2018 02062019
Klassen Mogliche Klassen
14 2a
1B 2h
3a
= |3b
Q4
5
Benutzer Mogliche Benutzer
LEH1 Gauss
Hub
Fa) Hugo
~ |LEHZ2
o Mew
Maobel
Rub
untis
Aufgegeben am  von anonym

Speichern

3. After creating the new assignment group you will see the column 'Student' in the overview. Select/

Speichern & Neu Zurick

assign the students of the enterprise.
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Klassel - Alle - A J |El:h|]ler - Alle - A J

Auswahl

MName Klassen Von Bis Schiiler

# ¥ FirmaBC 1A, 1B 09.07.2018 02062019 G
Ein Element gefunden.q

| Meu | | Ldschen |

4. If the user 'LEH1' logs into WebUntis, he/she will see data and information on his/her students who
have been assigned to him/her in step 3. He/she only needs to check e.g. the menu items <Class
register> | <Absences> or <Class register> | <Absence times>.

6.16 Privacy

Go to <Administration>, 'Privacy’.

Privacy policy

Hier kannen Sie eine Datenschutzerklarung Ihrer Schule hochladen Diese scheint dann fir alle Benutzer/innen im Footer der Startssite von WebUntis auf

Datei auswahlen.

Erlaubte Da
Erlaubte Da

You can upload the privacy policy of your school by clicking this button. After the upload, it will be
published in the footer of the public homepage of WebUntis.

By clicking on 'Privacy' your privacy policy will be opened in your internet browser.

Data processing

Untis, sowie je nach Region |hr regionaler Ansprechpartner, sind Auftragsverarbeiter gemal Art 28 EU Datenschutzgrundverardnung:
Wir stellen lhnen Dokumente zur Auftragsverarbeitung sowie eine Auflistung der technisch-organisatorischen Mallnahmen unter diesem Link zur Verfligung

https://www.untis. at/dsgvo

Bitte lesen Sie diese Dokumente sorgfaltig durch und laden Sie die unterschriebenen Dokumente dort wieder hoch.

Here the link of your data processing agreement between your educational institute and your
commissioned data processor is shown. You can download, sign and upload the respective documents
for your commissiones data processor via this link.
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Data extraction

Nachfolgend kannen Sie einen Auszug tber samtliche in WebUntis gespeicherten, personenbezogenen Daten gemaf? Art. 15 EU Datenschutzgrundverordnung herunterladen
Bitte beachten Sie
« Die Daten sind teilweise schuljahresbezogen und richten sich nach dem im Kalender ausgewahlten Schuljahr

« Die Ausgabe der Daten erfolgt im JSON-Format welches maschinenlesbar ist und eine Weiterverarbeitung durch andere Programme ermoglicht
« Zum Lesen der Daten ofinen Sie die Datei z. B. mit Mozilla Firefox

Benutzer Download
Schuler Download
Lehrer Download

If a person at your school would like to have all data saved in WebUntis about the person requesting
them from your administration you can download an extraction of data here. You can choose between
data of users, or student and teacher master data. If you need data of a respective school year select the
requested dates of the given school year and start the extraction of the data.

6.17 User tips

This final chapter in the administration section is intended to provide a number of tips to help you in the
use of WebUntis.

6.17.1 WebUntis Help

You can access WebUntis Help features while using it and without having to exit WebUntis.

At many pages of the new version you will see question mark symbols( ? ).

Seleation Current phase Date Name Workflow Time range for the online-registration Time range for manual online-improvement Assignment
# & B Deacivate Automalic assignment of appoiniments Aug 27, 2018 Day1 Opimisation  Jul 16, 2018 12:00 AM - Jul 22, 2018 12:30 AM Done

# d Deactivate Done Dec 22, 2017 EST1718 Selection of dates Dec 1, 2017 12:01 AM - Dec 21, 2017 11:58 PM  Manual

2 Elements found. showing all Elements 1

New | | Copy | | Delete

This symbol tells you that there are instructions, help features or a video tutorial on this topic. You can
click on the question mark symbol at any time while using WebUntis without interrupting your work on it.
The help text unfolds and you can fold it back at any time.
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Auswahl Aktuelle Phase

/ & () Deadiviersn Planung
# |6 Deaktivieren Abgeschicssen
2 Elemente gefunden, Anzeige aller Elemente. 1

Neu | | Kopieren | | Loschen

Datum Name Workliaw  Anmel

09.04.2018 - 10.04.2018 Sprechiag-ALE Terminauswahl 26.0:
Sprekdat

31102017 Terminauswahl 2806

Das Anlegen eines Sprechtags

die (

Mit dem Recht "Sprechtag Verwaltung” konnen Sie unter

mdaten | Administration

Nachrichten zu
Export

Aktive Benutzer
Benutzergruppen
Benutzer

Zuord

sruppen

Prifungssperren
Ansichtseinstellungen
Menitoransichten
Buchungsformate.

Kiicken Sie auf die Schaltflache <Neu> um einen neen Sprechtag anzulegen

ite fur Sprechtage aufrufen

on a topic.

Note: Navigation buttons
Please note the navigation buttons on the top right. You can browse back and forth for more information

6.17.2 Global search for schools

You can easily search for your school without having to remember or type in any long URL addresses. If
you cannot remember your URL or the name of your WebUntis school, just go to www.webuntis.com and
search for your school. You hawe different options: you can e.g. search by city, address or school hame.

When you have found your school you just need to click on it, and you will be directed to your school’s
address. Next time you do not even have to search for it since your previous search results are saved

and you can immediately go from there.

Welcome to

Web

Please search for your school

Norway,

Terrassa,
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6.17.3 Playgroung
WebUntis provides you with a playground which gives you the opportunity to test the different functions of
the program as well as your school specific settings without changing any real data of your school. By
the click of a button you create a temporary copy of your current WebUntis instance or of a backup in
which you can change your settings and your existing data in order to test them in any possible way you
want. Additionally you have the possibility to provide certain members of your team who do not have any
or only little experience with WebUntis with the opportunity to practice on the program. The newly

introduced Playground is especially useful for administration, organisation or teachers.

Go to <Administration> | <Playground>.

A playground is a copy of your WebUntis system which can be used for testing.
Playgrounds are only available for a limited time and will be deleted automatically
Administrtators can use a playground to testimpaorts or new settings. A playground might also be used in training sessions for teachers to safely try out all functions and features.

Click on 'Create playground' you are directed to the following dialogue box:

Please select the data you want to use for your playground:

Create a realtime copy

Create a realtime copy

Create 3 realtime copy

Here you can chose if you want to use your current data or rather an existing backup as a playground.
Please note that Untis GmbH saves a backup of your WebUntis instance every night. This latest backup
will then be provided as your real-time copy for your playground.

In the example below a playground is created:

Delete playground The playground will be deleted automatically on the 10/22 at 9:50 AM

cess the playground.
qular WebUntis-system. Select those, wha are supposed to see this link

Ideal to try out imports and settings Conveniem 1t to use in trainings

¢ Open playground: By clicking this button your playground will be opened. When you click on the link
you copy the URL address and can forward it to your teachers or students (if you have activated this
option).
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¢ Delete playground: Deletes the entire playground

In the section at the bottom you can additionally define if teacher or students should have access to the
playground.

Note: URL address and school name of playground
Please note that you playground has a different (temporary) URL address and a different (temporary)
school name.

You can get back to this view at any time in order to change these settings or to delete the playground.
Via the global button ‘Playground’ you will also be directed to opening the playground. This button is
visible for all persons you have activated the playground for.

Playground ,1 File storage My messages Contact defailz

You can make any changes you like in this playground — your productive data will not be manipulated.

Note: Exporting into playground
You can export any data directly into your playground in order to be able to test them in Untis in
advance.

Note: Re-integration of the playground into the productive system
Re-integrating the data you changed in the playground into the productive system is not possible.

Procedure in Untis
The playground can certainly be used in connection with Untis, but you have to create a playground in
Untis, as well. The following steps will show you how you can do this.

Open your gpn file Untis or log into your Multiuser database.

You need to create a playground with your existing Untis data set in order to be able to export data from
Untis to WebUntis and vice versa.

Open the dialogue for migrating data in Untis which you usually use for ex/importing data from/to
WebUntis. If you already have a WebUntis playground, the dialogue will look like this:
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WeblUntis *
q WebUntis [
Export nach Web Untis

Anfangsdatum des Exports manuell fest legen

24072018 -~

Stammdaten werden Ubertragen ab 19.9.2017 Exportiersn
Untemicht wird Ubertragen ab 30.7.2018 Exportieren
Vertretungen werden ubertragen ab 24.720n8 Exportieren
Import aus Wehblntis
Buchungen Kurs Studentenzahlen
Studenten Absenzen
Einstellungen Dry run 2016 Web Untis version
st
diana:2019
untis
Spichwi

Infarmation zur Verwendung von Spielwiesen

Spielwiese 1: PG3185185%-5a e-dc2c-8efb6-dbb(1 72 75a 73 M

Spielwiese Aktivieren

Untis automatically checks if the WebUntis school defined in the 'Settings' has a playground. Then the
lower section of the view shows the playground which you can activate now.

A click on the button: 'Activate playground' opens the following query:

I-'s Derzeitige Untis Session Speichern und Spielwiese
erstellen?
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6.17.4

6.17.5

If you confirm with 'yes', Untis wants to know in which file you want to save a copy or the playground
rather in your actual GPN file:

@ Speichern unter X
&« v 4 B 5 DieserPC » v | 0 Dieser PC" durchsuchen yel
Organisieren v 0
~ - . ARe A
¢@ OneDrive Name Typ GesamtgraBe
T Dieser PC ~ Ordner (7)
Jil 3D-Objekte J 3D-Objekte Systemordner
=1 Bilder &= Bilder Systemordner
[ Desktop Systemordner
Deskt -
B Desktop 5| Dokumente Systemordner
& Dokumente 4 Downloads Systemordner
4 Downloads J’i Musik Systemordner o
J’s Musik v < >
Dateiname: | PG_2018_07_24 164348.9pn v
Dateityp: | Untis (*.gpn) w
A Ordner ausblenden Speichern Abbrechen

In the Multiuser database a 'new' school is created.

Then the background colour significantly changes (pink) in Untis making you instantly aware of the fact
that you are now working in Untis playground.

The playground in WebUntis and Untis now provides you with a tool which gives you the possibility to try
changes beforehand, but also to train your team.

School year and time grid

Short names

The (short) names of elements are used to synchronise data between Untis and WebUntis. For this
reason they should not be changed after the school year has started. Should it be necessary to change
master data (e.g. a short name), though, then you must do this in both Untis and WebUntis to ensure
that the element in question has the same (short) name in both systems.

Time grid

Please note that you may not modify the Untis time grid in the course of a school year.

School year data
WebUntis takes the information about the start and end of the school year from Untis data. This
information is transferred with the initial data import for the school year in question.

Please note that from this point in time school year data in Untis and in WebUntis must be identical.
This means that you may not make any arbitrary change to the school year in Untis.

School year

Terms
The school year can be divided into several terms (under <Master data> | <School year>). This is of
particular benefit for reports, e.g. the school exam calendar.
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MName

ED*I 8/2014

Fr. To
232018 Gi22/2018

# Aclivate entry of final grades

Semester Start date End date
# ¥ Firstterm Sep 3, 2018 Feb 15, 2019

& ¥ Secondierm Feb 25 2019 Jun 23, 2019

Mew semester

Save Delete Cancel

School holidays

School holidays under <Master data> in the navigation menu are always imported from Untis but can be
amended in WebUntis. If you use WebUntis Agenda you should if possible specify with the 'Booking'
option whether bookings are allowed during the school holidays or not.

Shiort name

Day off

Full name

A day off from school

Fr. Ta
101272015 10M12/2018
Save Save & Mew Cancel

Change of school year

A new school year is created when timetable data for a new school year are transferred from Untis to
WebUntis. No further preparation is required in WebUntis. The new school year will be available in
WebUntis as soon as you have imported the timetable data for a new school year from Untis,

Valid student data must now be imported for the new school year in order for the electronic class register
to be available. This data is primarily required for assigning students to the individual classes.

The students must then of course be assigned to the individual lessons.
It is worth mentioning in this context that all (master) data is valid across school year boundaries with

the exception of class and time grid data. This means that if room 'TS1' was created for the 2011/12
school year it will also be valid for the 2012/13 school year .



246

School year

6.17.6 Quick launch

You can set the URLof your browser in such a way that users automatically find the name of the school
already entered. They then only have to enter their user name and password.

To do this, simple add *?school= <your_school_name>' to the end of the address Our example shows
the entry for school 'WU' on server 'urania’.

< C | O https://kirke.webuntis.com/WeblUntis/?school=ourschoolname

Developer licence Limited

For Internal use only

Heute 13.08.2018

Heutige Machrichten

6.17.7 Data export

Under <Administration> | <Export> there are several export options which were created for data
exchange with student administration applications, especially for SokratesWeb .

Period

812017 6/29/2018 Current school year
Absence Times - Totals X

Student groups

Lessons X
Smartschool Ti Export

Sokrates Import

ubject | | Teacher | | Teacher absences

Sokrates
Student assignments
Sokrates: Schillergruppen-Zu g l:l
| || || ot | | subiectimpor | | tezcherimport
JsonRpc Extern
| port | | |
CmpLessons B
Closed perieds per teacher <Selection= v Cnly teachers with closed periods
Motenmanager
winprosa g Tip: you can also drag a file on the button.

6.17.8 Class change

A student occasionally changes class in the course of a school year. Proceed as follows in this case:
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Access the list of students via <Master data> | <Students> and click on the <Edit> button for the
student in question. The student's master data sheet will open.

Surmame
Alice o Active

First name
Ferg

Upload photo | | Delete photo

Short name

Alice Student properties

External Id I'allergie

<Selection= ¥

Date of birth Sex
* Female
Male
Third gender

Entry date Exit date

Here, click on the <Change class> button. Select the student's new class and the date he/she should be
assigned to the class, and then click on <Next>.
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Mew class
1B r
Start date
8/20/2018
Class Start date End date

1A May 15,2018 Jun 29, 2018

| Mext | | Cancel |

Finally, select the student groups to which the student should be added and click on <Save>.

Mew class Alice Ferg beginning with Jun 14, 2018

Select the new student groups for the student

Selection
Mame

' ADM_1A1B
o EBE_1A1B2A2B3A3B3C
U EBE_1A1B2A2B3A3B3C
WEM_1B
WEM_1E

| Back | | Save | | Cancel |

Classes

1A, 1B

14, 1B, 2A, 2B, 3A, 3B, 3C
14, 1B, 2A, 2B, 3A, 3B, 3C
1B

1B

Subject

ADM
BB
BB
WEM
WEM

If you click on <Cancel> instead of <Sawe> you must add the new student to the relevant student groups
at a later point in time under <Lessons> | <Lessons: Classes>.

6.17.9 Withdrawing from a lesson

If a student withdraws from a lesson during the school year, the student group for the lesson must be

modified accordingly.

Go to <Lessons> | <Lessons: Classes> and select the class of the respective student. Click on

<Students in the student group> icon. .
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Classes Period

1B v | /82017 6/29/2018 Current school year

L-Na. Clags Student group Teacher  Subject Prd. Appeointments Students Student gigups Reports
112800 7 3 1A 1B, 2A 2B 3A 3B, .. BE_1A1B2A2B3A3B3C Gl EE 2 H 2 o ‘9 i
3000 # ¥ 1B BE_1B Steiff, Phid BE 2 2 s I i
6600 & ¥ 1B Sutt Bo 2 [ 2 o i
3300 & ¥ 1B Cala D 5 2 e ] 7

Now enter a 'To' date for the respective student and click on the <Save> button. This means that the
student will cease to take part in the respective lessons.

Class: 1B

Mumber of students: 8

nHEFe ¢ BE

SELETT Surname First name Sex Class Catalogue number Fr. To Short name External Id Te
i 1 f Beck Niklas oF 0 /412017 x BeckNik
v 2 # Dumbo o 0 Dumbo

I v 3 4 Happy o 0 6142018 Happy I
v 4 4 Hood Robin o 0 Hood

6.17.10 Limited change of lessons

It sometimes happens that an entire class participates in a school event over several days such as a
skiing course or a class trip with the exception of a few individual students who do not participate and are
thus assigned to different lessons for the duration of the event where they can be supenvised.

The procedure is described below:

Untis

The Untis (cover) scheduler makes the necessary entries in the Untis file (absences or events) and
transfers the data to WebUntis.

Time period

In WebUntis, the class in question is accessed via <Lessons> | <Lessons: Classes>. Click on the
<Limited change of lesson> button and set the time period.

115694 | & ¥ | 14, 1B
18084 & 3% 1A 1B

Bach, Arist

ADM

Anst Berg, Gauss  Ast

u o
2 2P

I Temporary course reversal I | Student-lesson-allocation J I Student-group-allocation ] [ Report | | Matrix of the absence days | | Student-lesson-mafriz +

R~

Fr.
aM320128

[ mext |

Ta
8132018

| Cancel |

Now select the students who will not participate in the trip and need to assigned to other lessons. Then
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select the target class, which the students are to attend in the given time period.

Pleasze select the students

Clazs

Student Temporary course reversal for students

Aladdin Backer

Andro Meda Flease select the target class

Ardbeg Thomas Class
Ariglle Sea 14 b
Arran Fionna

puranviche

Aschenputtel Jana
Auchen Toshan /v
Bal Elair

Balu /

Now select the lessons that the students are to attend (individual assignment to a student group, for
example in the event of split lessons, will take place later).

_|
(5]
“|
T
[a¥]
I
1]
i)
[q5]
[#5]
[a]
—

(=]
Lf
I
=
D
=
—
Lf

Please select the lesson(s)

Selecti
=ehan Class Teacher  Subject Prd. Student groups

L 14, 16 Bach, Arist ADM 0

Each lesson in the target class now has at least two student groups. The first (without parenthesis)
contains the usual students of the class while the second (with parenthesis) contains the student group
which is limited exactly to the selected time period.
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Classes Period
[ 1A v | 8202018 - ||6292018 = ||Current week -
L-No. Class Student group Teacher Subject Prd. Appointments Students entgroups  Reports

| K T I =T T N

Student group of the lesson Ast 1A} 1B

Teacher: Arist, Berg, Gauss, Subject: Ast, Clasg: 1A, 1B

Assigned
Igl MName Clazses SiMbject Fr. To Students

[ # ¥ Ast1MB 1A, 1B Ast
@ # R ASLIAIB 1A 1B Ast  Aug22, 2018 Aug22=201
Students in the student group Ast 1A1B

Class: 1A, 1B
MNumber of students: 5

mEde ¢ DD

SEITC?OH Surname  First name Sex Class Catalogue number Fr. To Short name  External ld Tex
| 1 f Aladdin - Backer o 0 - - Aladdin 513034
] 2 f Andro Meda 9 0 - - Andromeda
7l 3 4 Adbeg Thomas g 0 - - Ardbeg

If you wish to assign these 'guest students' to another special group for split lessons, you must edit the
appropriatestudent group.

It is now assured that the students unable to participate in the multi-day event can still be entered in the
class register.

Limited change of lessons
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6.17.11 Several schools

In some cases it is necessary to combine several Untis data sets to form one WebUntis 'school'. This is
the case, for example, when

a) the school is organised in departments and the individual departments create their own timetables
independently of each other, or

b) various types of schools at one location (e.g. primary and secondary schools) schedule their
timetables independently of each other, and

you wish to represent the entire institution in WebUntis.

The individual Untis 'schools' must be defined as departments in WebUntis under <Master data> |
<Departments> with an <UntisID> before the first import of master data :

Search Start search

Selection
Department Full name Untisld Department Personincharge Active Key (external)

# ¥ Depi Department1 0 EX1

# ¥ Dep2 Department2 0 ExX2
2 Elements found, showing all Elements.1

Mew Sort Delste Report

It is important in this process that you enter a unique UntisID for each of these 'departments":

Short name
Dept ¥ Active

Full name
Department 1

Key (external)
EXx1

Department
=Selection= v

The same ID must be entered in Untis in the field 'ID' under 'Start | Settings | Settings | School data |
General' .
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Settings x>
= SFhDDI data School name
. General Gemany ~  Country
: a - Test school DEMO
[ veniew ~  Region
L Values For demo and test only
+- Miscellaneous Language
: School year i
- Reports B To School b
+- Substitution Planning i oot nUmBer
. Course Scheduling E0s2019 ~| [30.062020 T H o
-~ MultiUser 1 = | Weekly periodicity
Type of school
st school week (4,B...)
Activate daily time grid
Mutti-Timedgrid
talic = lacaly siored seffings (i fies) Cancel

Now you can export master data, lessons and substitutions from Untis to WebUntis as usually .
6.17.12 Maintenance functions

The <Administration> menu contains several WebUntis maintenance functions.

Active users

This function displays a list of users currently logged in to the system. This is particularly useful when
you wish to ensure that all users have actually logged out before you perform maintenance work on the
system.

Lock/unlock access

Access to the system should be locked while timetable data is being imported from Untis or during
similar significant maintenance work.

'Normal' users (without administrator rights) can no longer log in to the system when access to the
system is locked. Please note that users already logged into the system will not be automatically logged
out when access is locked. You should therefore use function <Active users> to check that no other
users are working in WebUntis before you lock the system.

About WebUntis

This function provides information on the WebUntis version in use.
You also see the dates of the last imports from Untis (master data, lessons, substitutions), available
SMS (text messages) (if activated) or activated modules.

6.17.13 WebServices

WebUntis also provides you with the WebSenices module. This optional module allows you to exchange
(timetable) data with external programs via WebSenices. If you are interested in this option, please
contact your Untis regional partner.

6.17.14 Higher technical institute (HTL) cycle

In some schools such as higher technical institutes (HTL) it happens very often that lessons have several
student groups rotating in the course of the year.
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Example:
A class is divided into 4 groups. There are 4 teachers teaching in 4 different workshops a special
subject. The subject is the same the whole year only the student groups rotate every 4 weeks.

The question now is how to reflect this constellation correctly in Untis so that the right students are
shown in the class register.
Higher technical institute (HTL) cycle

6.17.15 Classes of mixed types

Classes of mixed types

6.17.16 Student groups

71

Read more about administration of student groups in Untis and WebUntis hereor go to 'Untis users'.

School secretary

The head office as well as the headmaster should have access to all timetables . The school secretary
could also centrally enter student absences and bookings for teachers . The creation of the emergency

listis also probably something that the head office is responsible for.

Entering absences in the school office

Entering absences in the school officeStudent absences can be entered centrally, for example by the
school secretary.

In this case, absences are not entered via the class register but via menu item <Class register> |
<Absences>.

Class Student Search Period

- All - v | -All- MK 2= |6/25/2018 6/30/2018 Current week
Activate class filter Reason of absence Status Sarting
Show deleted records - All - v |- All- v Class, Student, Date v

Mothing to display

e Delete Combine Excuse Reports +

A new absence can be entered by clicking on the <New> button at the end of the list of absences. First
select the class and then the student of the class before entering the time range for the absence and the
reason of absence (if these are known).
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MNew absence

Class Student (2A)
28 X

i Alice (2A)

Fr. To

6/25/2013 6/25/2013

Start time End time

3:.00 AM 6:40 PM

F.eason of absence
<Selection= v

Text

Save Close

The student in question will now be displayed on the class register page as 'absent'.

Note: Several absent students
You can also set several students to absent at the same time.

MNew absence

Class Student (2A)
2A X |

o Alice (2A)

o Heidi (2A)

@ SUsi (2A)
Fr. To
6/25/2013 6/25/2013

Start time End time
8:00 AM 640 PM

Feason of absence
<Selection= v

Text

Save Close

Warning: Student absence authorisation
Entering absences is valid for all students at the school and is coupled with the user right 'Student
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7.2

absences'.

Bookings for other users/teachers

At some schools it is customary for the head office to make bookings. These bookings can be performed
explicitly for other teachers with the appropriate right (not included in the template for the head office).

Enable booking for other teachers e
Lock bookings T
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Book
Status: Confirmed

Date Time REV

Apr11, 2018 10:00 AM - 10:50 AM  Confirmed
4R w It was booked by the

office.

| . Additional periods

Booked on Aug 17, 2018 9:30:52 AM from hhsekretariat
Changed on  Aug 17, 2018 9:30:52 AM from hhsekretariat
Confirmed on  Aug 17, 2018 9:30:52 AM from hhsekretariat

Teacher

Clazz

«# Bach o 3B

Subject

CH oy . forthe teacher Bach

Fr.- To

4/972013 4/15/2015

S Responsible for the booking
=5Selection=
Amount Person in charge

0 Huber () X
Type

Clazs
Participant

0
Remark
Remark

e-mail address

# An e-mail will be sent as =oon as the booking status is changed.
Has been exported to Untis

Motify the teachers of the activity.

| Feport | | Save | | Cancel reservation | | Back |

Booking for other teachers possible

A user with this right can also enter other teachers in the booking. The advantage is that the entered

teachers are then displayed in the appropriate timetables.
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28 Buck, Leib
E R4A

Booking for other users

A user with this right can also make a booking for another user. The booking will then be displayed for
the user entered as the responsible user under <Book> | <My bookings>.

Aug 6, 2018 - Aug 12, 2018

Search Start search T
Selection P "
Type Status Type Room Day Date Fr. To Periodicity Remark Remark Students Booked on Booking
f X ? Class R4A Thu Aug9, 2018 1:40PM 2:30 PM once {nonrecurring) o] 3 Aug 9, 2018 85417 AM 1184

1 Element found.1

7.3 Emergency list

Emergency listin anemergency, for example when the school building has to be evacuated, it may be
important to have an exact oveniew of who is currently in the school building and who is not. The
emergency list, which you can call under <Class register> | <Reports> via <Emergency list> displays
absent students (and their last period) for the current day.

Class: 1A Students: 7
Last period: Marx - RK - R1A
absent Most recent period of absence

Student Fr. To Reason Period Subject Teacher
Bal Blair
Brummbiér
IChef 10:55 AM |5:40 PM Imaladie 12 /[ 6:40 PM M Arc
Hatschi
Pimpel 10:55 AM 540 PM imaladie 12 [ 6:40 PM M Arc
Bechlafmiitz

-

Note: Off site data

Since all data is stored outside the school, they will also be available in an emergency. You only require
an internet-enabled device such as a smartphone or a tablet to be able to access all the information in
the class register.

8 Students

You may also create a user for each individual student. This allows every student to view his/her personal
timetable together with all substitution data.

Using the Class register module students can view the contents of the class register and even report
absences.
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8.1

8.2

Using the Student module students can register for courses for the following year (following term).

Student users also provide the possibility to register students and/or their parents for a Parent-teacher
dayof the school.

Homepage

After login students see the following homepage:

Developer licence Limited .
2018/2019 v =~
@ ~y oome -] o = o [ e

11.01.2019
Heutige Nachrichten

] @ Letzte Anmeldung:11.0 33 Liebe Schiiler, S
m Sprechtag 2019/1 20 angemeldet) diese interne Nachricht kénnt nur ihr sehen. Diese Woche bietet euch die Kantine -70% auf alle

ier konnen Sie sich bis 1 19 um S tag anmeld: Speisen. Guten Appetit.
Ay A sie haben keine E-Mail in ihrem Profil hinterlegt Mit freundlichen GriBen,

Thre Administration
std. Fach Lehrer Raum
=] 1 08:00 - 08:45 sportk Rub Thi
=] 1 8:00 - 08 SportM Arist Th2

In this example students have the permission to receive and send internal messages (envelope icon).
Additionally, students can update and edit their profile data such as selecting a language or forwarding
internal messages to an e-mail account.

In the first box (top left) students see information on their last login, how many messages they have, if
there are current parent-teacher days you can register for, and they can report an absence.
When there are active Parent-teacher days they will be shown here.

In the bottom section of the homepage, students see their timetable of the current day which they can
also click on to get more information.

On the right side of the page, students see the current messages of the day. This example informs them
on a special offer by the cafeteria.

On the left margin they have a vertical menu for additional functions.
Timetable
By clicking on the second menu item (calendar icon) the student user gets to the timetables. Depending

on the rights administration has given him or her, additional timetables can be seen, e.g. class
timetables:

Developer licence Limited
For Internal use only

2018/2019 v [+3

2a - € 07.01.2019 > M 8 ©
L)
m Mo. 07.01 Di. 08.01 Mi. 09.01 Do. 10.01 Fr.11.01 Sa.12.01
2a Cer 23,2b  Rub Th1 2a Nobel 2a New 23,2b  Rub Tht 2a Cer
A ) E R2b 2a,2b  Arist Th2 Rel R2a Ph Phys 2a,2b  Arist Th2 E R2a
2a Ander 2a Cer 2a Ander 2a Nobel 2a Cer 2a Cer
Mat ) R2a Mat R2a Rell R2a E R2a D R2a
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8.3

This examples shows that the user has two tabs, a ‘Class’ and a ‘Student’ tab. The latter holds the
student’s individual timetable and not the timetable of class 2a.

Note: 'i' symbol for ‘Information on period’
Many teachers give information on single periods; just click on a period and you will see the respective
information in the ‘Details of the period’.

Contact hours

Some schools have contact hours of their deployed teachers. Contact hours describe teachers on
standby to give parents the possibility to talk to their children’s teachers. In the following example, a
student and his parents want to register for a contact hour of teacher Aristoteles:

@ @

v € 07.01.2019 = Ed

Lehrerin/Lehrer Datum Zeitraum E-Mail Adresse Telefonnummer Freie Termine

Y . Aristoteles 11.01. 08:55 - 09:40
‘

o -

Depending on the settings of the school administration is it possible to show additional details on the
teacher and/or the contact hour. In the above example the user sees the teacher's name, his photo the
date, time and whether there are available appointments.

When clicking on this line the following view opens up:
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Klicken Sie auf einen Termin, um sich anzumelden:

08:55 - 09:05 frei
09:05 - 09:15 frei
09:15 - 09:25 frei
09:25 - 09:35 frei
;\-rlstl-ateles
Nachricht

Moch magliche Zeichen: 255

Now you can select a time block (e.g. 9:15 to 9:25), optionally enter and save a message:

Anmeldung zur Sprechstunde )¢

Klicken Sie auf einen Termin, um sich anzumelden:

08:55 - 09:05 frei Anmelden
09:05 - 09:15 frei
09:15 - 09:25 v
09:25 - 09:35 frei
;;ristoteles
Nachricht
Ich bitte um eine kurze allgemeine Besprechung zum v

Anfang des Jahres. Vielen Dank.

Noch magliche Zeichen: 172

The teacher will then receive a message that the student (and/or his parents) has (hawe) registered and
additionally sees the registration in the segment of his lesson in WebUntis. The student user also
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receives an internal message to confirm the appointment:

Anmeldung zur Sprechstunde bei Aristoteles am 18.01.2019, 09:15 - 09:25.

Alternatively, the users see their registrations in the menu item <Contact hours> abowve the contact hour
lists in the first line.

You can cancel the appointment by clicking on the 'Cancel’ button. If you want to change the time of the
appointment, just select another time block and save your new choice.

8.4 File storage/Drive

WebUntis provides its users with the possibility to store their files, to include them in their daily work and
share them with other users. Compared to other file hosting senvices, WebUntis Drive enables its users
to administer their files without interrupting their daily work with WebUntis.

Access

You can access your file storage for administering your files in WebUntis Drive via the <File storage>
button at the top, right of the <My messages> button:

Dateiablage <] Meine Nachrichten (1) Kontakidaten 42k admin (Profil) ® Abmelden Web

By clicking on the <File storage> button, the following view opens up:

(&) Suchen

Name GroBe Dateityp Hochgeladen
Shared Folder - M 1KB Ordner
Mat - 3a 151 KB Ordner
IST 96 MB Ordner
D-1a 105 KB Ordner
WUParty.txt 0KB TXT 02.03.2018 09:45
WebUntis_JSON_RPC_API.pdf 151 KB PDF 29.05.2017 12:12
WebUntis.pdf 7MB PDF 03.05.2018 17:00
WebUntis.pdf 7MB PDF 03.05.2018 17:01
Unterstiitzungstext.txt 1KB TXT 15.05.2017 15:15

111.66 MB von 1.48 GB in Verwendung

The above example shows four folders plus some files. Here, users can be flexible and can create a file
according to their needs (e.g. for the entire lesson) or can add any files in different formats (pdf, doc, xls,
csy, txt, etc.).
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File upload

The easiest method to upload a file is just to drag and drop it. Just click on a file on your local computer
and drag/copy it to this interface. By dropping the file it is saved on the Drive/File Storage and is available
online.

LJ Name ~ Bewege Dateien auf dieses Feld um sie
hochzuladen.
_ o~
() MmDp-1a ‘\
() mmist g >
T
O BB Mat - 3a

An alternative to drag and drop is clicking on the button on the top right and then into the area at the
bottom. A window is opened where you can select the respective file.

Create a new folder
Click on the button on the top right to create a new folder in WebUntis Drive:

Neu w

& Dateien hochladen
BB Ordner

-

Ordner erstellen X

Erhéhe die Ubersichtlichkeit des Dateisystems in dem du verschiedene
Ordner fur die Dateien anlegst. Bitte benenne den neuen Ordner und
klicke auf "Ordner erstellen” um ihn anzulegen.

Name  Mein neuer Ordnermname x ‘

Ordner anlegen Schliellen
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Additional functions per file/folder
By clicking on the three points or the right mouse button the following context menu opens up:

for files:

Speichern
Offnen
Verschieben
Umbenennen
Details

Léschen

for folders:

Verschieben
Umbenennen
Details
Léschen

Save: downloading and saving of the file to your computer

Open: opening or reading the respective file

Shift: shifting of a file into another Drive folder

Rename: renaming the file

Details: name, size, type of the file, date of upload, status, folder name
Delete: deleting the file from WebUntis Drive

Details & sharing of files/folders

By clicking on the three points icon or by right-clicking on the file or folder the user can generate a link to
a file or folder via 'i - details'. This link can then be shared with others.
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Datei-Info X

Bio-Ausarbeitung

Information

dashboard.cloud.cloudRight.cloudRightl

The above view shows details such as file format, size, date of upload or number of downloads. Just click
on the 'Generate link' button and an URL address is created linked to the file:
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Datei-Info X

Bio-Ausarbeitung

Information

dashboard.cloud.cloudRight.cloudRightl

r P L]
e https://stash.cat/s/Z5... H

Geteilt in

In Korversationen

By clicking on the three points (right to the URL address) the following context menu is opened up:

Information
T POF
o [0 Kopieren @
# Deaktivieren
dashboard.cloud, ghtlr
B Ldschen

ee

e https://stash.cat/s/Z5...

Copy: copying of the URL address for further use.

Deactivate: deactivating the availability of links to files or folders. After deactivation, the respective file or
folder can only be accessed directly via WebUntis (i.e. after login and not by clicking on the URL
address).

Delete: deleting the URL address.
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Additional notes

The green bar shows how much of your computer memory is used. In this example, about 112 MB of a
total of 1.48 GB are used:

111.66 MB von 1.48 GB in Verwendung

Sorting
You can sort your files and folders in WebUntis Drive. Just click on the top first line, there you can sort
by size, type of file, date or name:

GroBe Dateityp Hochgeladen
1 KB Ordner -
151 KB Ordner -
96 MB Ordner -

8.41 Use offile storage

Files saved on WebUntis Drive can be attached to internal WebUntis messages.

When creating a new message (<My messages> | <Internal messages> | <New>) you can access
directly your WebUntis Drive and attach files to your message:
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Nachricht

9 C B I U & =

Liebe Kollegen,

im Anhang die versprochene Anleitung.
MFG,

V. H.

Dateiablage

&

A window pops up with all folders and files from your file storage. You can select one or several files:

Arbeitsunterlagen_01.pdf

Just click on 'Send file' and the selected file(s) are attached to your internal message. In your internal

message right below the 'File storage' button, you see the attached file which will be sent to your
recipients:

Dateiablage

Arbeitsunterlagen_01.pdf %, Bio-Ausarbeitung.pdf %

The recipient can download the file without noticing that this is a file saved in your WebUntis Drive:
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Empfanger

Arist, Cer

Nachricht

Liebe Kollegen,

im Anhang die versprochene Anleitung.
MFG,

V.H.

@ Arbeitsunterlagen_01.pdf @ Bio-Ausarbeitung.pdf

Mitteilung gesendet am 12.01.2019, 19:50

Ablaufdatum: 12.01.2020

8.4.2 Data access

Please note that you need to permit data access in the WebUntis profile of your own user. Go to the
'Data access' tab and the field: 'Access to the messenger or the file storage”:
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Verwenden Sie diesen Schlussel zur Aktivierung der Dateiablage, der WebUntis Drive App oder dem WebUntis
Drive Desktop Client.

grgQ7xH6rUp87ttCMfTv+OIBdMWDEEMA4TrN/7aWau95BLPQ7+7kM/RK]cikupbbD]otAUhgls6HjNb
[c493KVWI1 AXGWF75JNBs5MQjymo0=:tmnk8iiHM42FfW4A4jxQlg==

This key can be used for:

¢ Activation of file storage

e Activation of file storage app (not to be mixed up with Untis Mobile)
¢ Activation of your desktop clients for file storage (Windows 10)

Note: Profile
Your user profile can be accessed from any view: at the top right in WebUntis next to the logout button.

8.5 My data

The students see their own data like this:

®R
L
01.01. 03.01. Erkrankung Anruf von Eltern
&) &
7 7
= Amelie Becker Amelie Becker
11.01.- Do 31.01 jeden Tag 00:00 - 00:00 Verletzung Sportk
13.01. & Ph 7= New Buch S. 4 - Beispiel 3 bis 7 (m]
10.01. & Benjamin  Ph  New Tolle Mitarbeit und Unterstitzung der Mitschiler.

11.01. Ph WH Tolle Stundenwiederholung + 17.01. &rn & Phys SP Prufung 3/4
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8.5.1

Tip: 'My data’ not available
In order to be able to see this data in WebUntis the school needs the 'electronic class register' module.
Only with this module the functionalities are available.

Absences

In the first segment students see their open absences which have not yet been excused:

01.01. 03.01. Erkrankung Anrufvon Eltern

By clicking on the first line - 'Open absences (school year)' — additional details are shown:

? Lo
€ 09.07.2018 = Schuljahr v - Alle - v
Py
¥ Von Bis Abwesenheitsgrund Status Text
O Vi 01.01. 03.01. Erkrankung (2] Anrufvon Eltern
1 Element
Entschuldigungsschreiben drucken

Users see here all open absences with information such as reason of absence, time range, text, etc.
You can also download absences via the three buttons at the top right as pdf, xIs or csv format.
Here you can also report new absences (depending on the rights settings by the school administration).

Just click on the 'Report absence' button, the following view will open and you can create absences. In
the following example student Benjamin and his parents have reported his absence:
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X
Zeitraum
8.1.2019 08:00 8.1.2019 15:10
Erkrankung X w
Anmerkung
Mein Sohn Benjamin hat seit gestern Nacht Fieber und kann heute nicht am Unterricht teilnehmen. v

Abbrechen

Benjamin will automatically be marked as absent for the respective days in the class register, therefore
all teachers of the school see that student Benjamin is absent.

Absences created by parents or students themselves can be edited and deleted.

Tip: Printing letter of excuse
The detail view for absences also provides for templates of letters of excuse which can be printed. Just
click on the 'Print letter of excuse' button.

Absence times
The 'Absence times' tab holds information on absence times for students:

b 2
€ 09.07.2018 <  Schuljahr - - Alle - - -
Datum Zeit Fach Lehrer Fehltage Fehlstd. Fehimin. zahlt Abwesenheitsgrund Status Text
01.01. D Cer 0 1 45 Erkrankung (2] Anrufvon Eltern
01.01. E Cer 0 1 45 Erkrankung (2] Anrufvon Eltern
01.01. Mus Callas 0 1 45 Erkrankung (2] Anrufvon Eltern
01.01. SportK Rub 0 1 45 Erkrankung (2] Anrufvon Eltern

8.5.2 Exemptions

Exemptions describe a permitted absence of a student.

11.01. - 31.01. jeden Tag 00:00 - 00:00 Verletzung SportK

Just click on the first line (‘'Exemptions (as of current day)') and the following view opens up:
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[

€ 09.07.2018 <  Schuljahr v
Von Bis Wochentag Befreiungsgrund Fach Von Bis Text
Fr., Do., ) Bis Ende Jan sport-
den T Verlet SportK  00:00 00:00
11012019 31.01.2019 e tiE b i befreit.
1 Element

Students see all their exemptions here, e.g. an exemption from physical education until end of January
due to an injury.

8.5.3 Class register entries

Class register entries describes entries made by teachers regarding their students or classes. The
entries can also have informative purposes, e.g. a note on the behaviour of deviant students (positive or
negative).

10.01. &% Benjamin  Ph  New Tolle Mitarbeit und Unterstitzung der Mitschuler.

Just click on the first line (‘Class register entries (current months)') and the following view will open up:

2
€ 01.01.2019 > Monat -
Person Datum Zeit Fach Text Benutzer Eintragskategorie
Benjamin Do, 10.01.2019 08:00 Ph Tolle Mitarbeit und Unterstitzung der Mitschler.  New Verhalten
1 Element

Students have only reading rights for this segment, can navigate and change the time range displayed
(day to school year).

8.54 Grades

Students also see their grades when they go to <My data>. In this example the student sees the grade
he or she received for a review check and the grade '++'.
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11.01. Ph WH Tolle Stundenwiederholung ++

By clicking on the first line you get more details:

Ph -~ Note Datum Prafungsart

New | 2a

Rel

Nobel | 2a 1(1) 02.06.2019 Gesamtnote 2018/2019
;EErTKZa,’Zb ++ (1) 11.01.2019 Wiederholung

SportM 2 Elemente

Arist | 2a/2b

The details show the grade, the date and the type of exam of the respective examination.

Users can also navigate to other lessons.

8.5.5 Exams

WebUntis also provides students with the possibility to have a look at their exams:

17.01. & Ph B Phys SP Prafung 3/4

Just click on 'Examinations (one week into the future)' and more details on not yet concluded exams are
shown:



Exams 275

w»
& 01.01.2019 > Maonat v Berichte =
Facher Prifungsart  Klasse Lehrer Raum  Datum | Text Note
Donnerstag, 17.01.2019 08:00 - 08:45
Ph SP 2a New Phys
Text |Unsere vorletzte Prifung :)
1 Element
In addition to more details the following options are available:
¢ Navigation date range
¢ Displayed time range adjustable to day, week, month, school year
e Reports: Exam report, exam ovenview, exam calendar
8.5.6 Homework
Homework teachers have entered into the electronic class register are shown here: <My data>.
13.01. & rh = New Buch S. 4 - Beispiel 3 bis 7 O
Just click on the first line - 'Homework (one week in the future)' — the following view will open up:
&

€ 01.01.2019 9  Monat v

Facher Lehrer Aufgabedatum “ Falligkeitsdatum

Sonntag, 13.01.2019
Ph New 10.01.2019
Hausaufgabe |Buch S. 4 - Beispiel 3 bis 7

1 Element

In addition to more details the following options are available:
¢ Navigation date range



276

¢ Displayed time range adjustable to day, week, month, school year

8.5.7 Class services

Class senvices are generated by the class teacher/form teacher in WebUntis. Class senvices are e.g.
blackboard cleaning, class prefect, class representative, deputy class representative, etc.

Students see the following when they go to <My data>:

Lo -

\,‘.‘__,'_) i') \,‘:’_} ¥

Amelie Becker Amelie Becker

Benjamin is the user logged in. Student Amelie is also shown here as additional information since she
will be responsible for class senice together with Benjamin (either as class prefect or as deputy class
representative).

Just click on the first line - 'Class senices (current week)' and additional details are shown:

(2
€ 07.01.2019 <  Woche v

Dienst Schiler Klasse Von Bis Text
Klassensprecher Benjamin Bauer 2a Mo., 07.01.2019 So., 02.06.2019
Klassensprecher Stv. Amelie Becker 2a Mo., 07.01.2019 So., 02.06.2019
Klassenordner Benjamin Bauer 2a Mo., 07.01.2019 So., 13.01.2019
Klassenordner Amelie Becker 2a Mo., 07.01.2019 So., 13.01.2019

4 Elemente

The user can change the date or expand the time range displayed to week, month or school year in order
to receive more data.

8.6 Courses

Courses
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8.7 Parent-teacher day
It is possible to use the 'Parent-teacher day' for online registration for a parent-teacher day at the
respective school not only by parent users but also by student users. The idea behind it is that students
can register for a parent-teacher day together with their parents/legal guardians.

There are two different phases for parents as well as for students:

1. The manual student registration phase and the optimised student registration phase .
2. The actual parent-teacher day

8.7.1 Manual student registration phase

The WebUntis administrator sets a registration time frame for every parent-teacher day. When the first
day of the registration time frame has come a note to the parents is displayed right after login leading
them directly to the parent-teacher day.

Parent teacher day fall 2018

By clicking on the appropriate link you get to the planning window.

a
Arist Ander  Callas  Cer Curie  Termine
Kinder 15:00 15:00 Aristoteles (SportM, ---)
@ ® Bauer Benjamin 15:05 15:05 Aristoteles (SportM, =)
Lehrer 15:10
@ Arist SportM A O 15:15 15:15 Andersen Hans Christian (Mat, Wk, ---)
® Ander Mat, Wk 15:20 15:20 Andersen Hans Christian (Mat, Wk, ---)
e Ccallas Ch, Mus 5
O D. E, Bio 15:30 15:30 Callas Maria (Ch, Mus, )
@ ® Curie Tw
15:35 15:35 Callas Maria (Ch, Mus, ---)
@ ® Gauss Mat
15:40
O Hub
15:45 15:45 Cervantes Miguel (Bio, D, E, ---)
@ ® Hugo Gw, His, E
L 4 15:50 )  15:50 Cervantes Miguel (Bio, D, E, --) v
M ua

In segment of the planning window you see a list of the teachers. This list contains all relevant
subject teachers (those who teach your child), howewer, all other teachers are also listed here. Next to
every teacher you see a list of his/her subjects he/she teaches.

Teachers highlighted in orange have asked for an appointment.

Segment
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8.7.2

Kinder
@ ® Bauer Benjamin
Lehrer
i ]
Ich bitte um ein kurzes Gesprach zur %j
Note.
® Cer D, E, Bio

The segment called 'Appointments' shows the list of currently booked appointments. You can also hide
this list.

Optimised student registration phase

The WebUntis administrator sets a registration time frame for every parent-teacher day. When the first
day of the registration time frame has come a note to the parents is displayed right after login leading
them directly to the parent-teacher day.

Optimisation

By clicking on the appropriate link you get to the planning window.

Lehrer Facher Anmerkung Bauer Benjamin

Ander Mat, Wk (1] A
Arist SportM i)

Curie ™w (i}

Callas Ch, Mus

Cer D, E, Bio

Gauss Mat

Hugo Gw, His, E

- New Gz, Ph

As a first step, you enter on the left side when you will be available, i.e. at which time and for how long
do you plan to be at school on the parent-teacher day? Just click into the respective cell, press the
mouse key, hold it and drag the mouse down — this makes selection easier and faster.



Optimised student registration phase 279

8.7.3

As a second step, look to the right and you will see the list of teachers you can select for an
appointment. Please note that red exclamation marks show the teachers who would like to 'obligatory'
speak to the student and his/her parents. Teachers highlighted in orange would like to speak to the
parents or legal guardian. When you go to the 'i' icon with you mouse cursor, more information is shown:

Lehrer Anmerkung Bauer Benjamin
Ander A
Bitte dringend kommen!
Arist
Curie TW o

Optimisation phase

If the administration has activated an optimisation phase after automatic assignment of appointments,
parents see the following on their start page:

Sprechtag 2019/1 angemeldet

This shows you up to when you can optimise the appointments WebUntis has automatically assigned to
you. The parents then see the same view as for the manual selection of appointments.

Parent-teacher day

When the registration phase (and the optimisation phase in the case of an optimisation workflow) is over
users cannot enter any additional appointments anymore. You can check online the list of appointments
you have made, or can download it as a pdf file and sawe it locally. You can take this report with you to
the parent-teacher day. An easier way would be to use our Untis Mobile App for smartphones and tablets
which lists your appointments of the parent-teacher day ‘in a mobile way’.

A The registration period is over.
Appointments in pdf =
format for local saving -

Appointment Teacher Subjects Student Room

8:00 AM Baker Josephine Beck Niklas{), Beck Leni()
810 AM Baker Josephine Beck Niklas(), Beck Leni()
8:30 AM ven Aguitanien Eleonore Beck Niklas(), Beck Leni()
8:50 AM d'Arc Jeanne Beck Niklas(), Beck Leni()
9:10AM Aristoteles Beck Niklas(), Beck Leni()

9:20 AM Aristoteles Beck Niklas(), Beck Leni()

Or on the start page:
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@ Parent teacher day fall 2018 06/25/2018 (registered)
Take a look at your appointments for the parent-teacher day.
9 Untis users

Data from Untis form the basis for WebUntis. Untis users (timetable scheduler, cover scheduler)
therefore play a decisive role in the successful deployment of WebUntis. It is \ital that lessons are
represented in Untis exactly as they are held.

You will find in conclusion a number of tips to ensure that WebUntis operates smoothly.

9.1 Data transfer

If you wish to transfer data to WebUntis, open menu item 'File | Import/Export | Untis | WebUntis' in Untis
or click on the icon in the quick access toolbar on the top left.

Course Scheduling Modules

A dialogue window will be displayed. Via <Settings> you can enter connection parameters. You will
receive those after you ordered WebUntis.

Export nach WebUntis
v | Anfangsdatum des Exports manuell fest legen

Schulbeginn - ‘ 09.07.2018 v

Stammdaten werden Ubertragen ab 9.7.2018 Exportieren
Unterricht wird (ibertragen ab 9.7.2018 Exportieren
Webserver urania.webuntis.com
Vertretungen werden lbertragen ab 9.7.2018 Exportieren
Port 443
Import aus WebUntis
Buchungen Kurs Schulname meinwebuntis
Studenten Absenzen Benutzername untis
Passwort seses
Einstellungen Dry run 2016 WebUntis version

Please enter the name of the host server (e.g. urania.webuntis.com) on which WebUntis runs in the field
'Websenrver'. Do not enter any protocol (such as http://), port or page name in the 'Webserver' field. The
port is generally 80 (unless you have configured your system differently).
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Warning: https
Please change the port to 443 if you wish to use the https option.

The school name is your school’s short name in WebUntis. User name and password are the details of a
WebUntis user with appropriate rights. By default, user Untis is set up in WebUntis. This user is
assigned to user group Untis, which only has the right to access Untis.

Master data

Use the <Master data> button to transfer school name, school year, time grid, holidays, subjects,
classes, teachers, rooms, students (if you have the student timetable or course scheduling modules)
and departments to WebUntis. Data transfer is independent on a time range that is specified.

The option 'Combine partial classes' will only be effective if you work with class groups in Untis, i.e. when
lessons of an actual class are divided into several logical classes. When this option is active, such
partial classes will be combined to form a single class in WebUntis. Aggregation will be performed
according to the entry in the field main class.

Provided no master data are changed, it is sufficient to transfer them once at the beginning of the school
year. However, you can repeat the export of data as often as you wish without any risk. Please note that
master data elements in WebUntis can only be modified or created but not deleted.

Note: Changing master data during the school year
If you change master data during the school year (after your master data have already been transferred to
WebUntis), you need to change them in WebUntis, as well.

Lessons
Use the <Lessons> button to transfer lessons and timetable (i.e. scheduled lessons) and — if they exist
— substitution data to WebUntis. The transfer will start with the date displayed left to the button.

You should transfer lessons for the very first time at the start of the school year. If the school year has
already started, check the Start date option and select 'Beg. of school year'. You can always overwrite
the default 'Start date' when transferring lesson data.

You only need to transfer lessons if the lessons and/or timetable in Untis are changed.

When lessons are transferred, real synchronisation takes place in WebUntis. Lessons are not only
created, but also — where necessary — deleted, too. For this reason lessons should always be
transferred at the latest possible point in time (generally from the date when the new timetable comes
into effect) so that as little data as possible in WebUntis is affected.

Substitutions
Finally, you can transfer the substitutions via the <Substitutions> button. The default date here is always
the current date. The substitution transfer will probably have to be launched at least once a day.

Transferring data to WebUntis is effected directly using the http protocol from Untis to WebUntis. The
actual import of data takes place asynchronously, i.e. the connection between Untis and WebUntis is
cut as soon as all data have been received on the server before WebUntis writes the data into the
database.

Untis can therefore report transmission errors but not import errors. Any import errors are reported by e-
mail and are sent to the 'Scheduler e-mail address' entered under <Administration> | <Settings>.

Important: Short names
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9.2

9.3

9.3.1

Please note that master data elements (such as rooms, teachers and classes) are synchronised with
WebUntis using the short name. If you need to change the short name, you must make the change in
Untis as well as in WebUntis. This alone will allow the elements to be synchronised subsequently.
Otherwise the elements with the old short names would be retained in WebUntis and new elements with
new names would be created additionally. We therefore strongly recommend that you make all changes
to short names before you start working with WebUntis. .

Note: Time of data update
The time of the last data update by Untis is displayed in the WebUntis timetable on the left below the
timetable.

Changing the timetable

You create a new term in Untis when the timetable changes, For this reason, exporting lessons to
WebUntis is also dependent on the beginning of a term.

Warning: Changing the past

We strongly advise you against exporting lessons that are at least partially in the past. If a lesson
changes position in the timetable, any teaching content entries already made can no longer be assigned
and must be re-entered.

Exam administration Untis WebUntis

In the following you will read more about how to correctly display exam administration in WebUntis in
combination with Untis.

For examinations coming from WebUntis, Untis creates exams you can edit and adjust — it is the same
vice versa: exams coming from Untis become editable examinations in WebUntis.

You administer exams in Untis now in substitution planning. The following chapters will describe different
examination scenarios.

Note: Terms 'examination’ and ‘exam’
In the following descriptions, we will use the term “exam” to refer to examinations in Untis and the term
“examination” for WebUntis.

Scenarios

Scenarios

Scenario 1:

Creating an exam in WebUntis without chaning the regular lesson (example:
one-hour lesson becomes a one-hour exam)

1. Step 1: Creating an exam in WebUntis
Click on the respective period in the timetable to open the details of the period. Go to the button with the
questionmark to create a new exam:
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Sa 16.01.2016, 08:00 - 08:50

Klasse: 14
U-Nr Art Aktivititsart Fach Klasse Schiilergruppe Lehrer Raum Bemerkung Von Bis

Klassenbuch Lehrstoff Benutzer Buch.-Nr.

2400 B Untemicht D 1A _D_1A Fer Foss R1A Berggorilas 08:00 0850 53 R =%

Schiielen

Select the type of exam:

Neue Prufung

Prufung zur Unterrichtsstunde 16.01.2016 08:00 - 08:50

Prufungsart
Klassenarbeit v

Datum
16.01.2016 v

Beginnzeit Endzeit
08:00 ~ | 108:50 e

Fach

o]

Klassen

Weiter Abbrechen

Assign the students who take part in the exam:

Neue Prufung : Schuler

Klassenarbeit 16.01.2016 08:00 - 08:50 D, 1A

B oD

A"T“Tahl Familienname Vorname Geschlecht Klasse
7 Brummbar  Lisa 2 1A
() Hatschi Sabine @ 1A
#  Schlafmitz Peter  g® 1A
¥ Seppl Josef  gf 1A

| Zuriick | | Weiter | | Abbrechen |
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You can optionally give a name to the exam and add a text/description.
If you have defined respective user group settings (possible via <Administration> | <User groups> | <edit
— pen symbol>) you can change the supenvision teacher and rooms:

Neue Prafung

Klassenarbeit 16.01.2016 08:00 - 08:50 D, 1A
Fer, Foss

Bezeichnung

D-Klausur |

Text
Letzte Klausur des Semesters

Zugewiesene Lehrer
e 08:00 ~ | [Fer X |[Foss x| [Aufsichisiehrer hinzufigen | = |

Raume
EDV1 N
EDV2
FEST .

R12

| 2urick | | Speichern |

After saving the exam details it is displayed in the timetable the following:

Regular Prifung

1A Fer, Foss
D R1A

Step 2: Importing of bookings/exams into Untis
Open the Import/Export window in Untis and click on the <Bookings> button to import all
exams:
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Ubernehmen von WebUntis
Buchungen Kurs Studentenzahlen
Studenten

You will then see all exams/bookings which have not yet been exported from WebUntis:

Fehler |ID | importiert | Art Datum Std. | Std. | Lehrer Fach Klasse(n) Raum | (Raum) @Text
E2 v Prifung 09.01.2016 1 1 Fer,Fess D 1A R1A
; . Buchungen Prifungen .
Ubemehmen Ignorieren markieren markieren Schiielen

As a next step, either highlight all exams by hand or click on the <Select exams> and click on the
<Apply> button.

Note: This exam is not relevant regarding substitutions, therefore it will not be imported into Untis by
default. If, however, you want to import exams not relevant regarding substitutions, you can change this
option in WebUntis in the settings: <Lesson> | <Settings>.

Step 3: Display of exams in substitution window
Open the substitutions in substitution planning to see the imported exams:

| Klausur fur beide Aufsichtslehrer I =

~ N\

Vir-- Art Stunc Zeit  Fach | Klasse(n) Schulerﬂepe Vertreter Rgum \Fachl K\asse‘n ;Lehrer] (R_aurn) I;e. nach Entfall

0 Klausur 1 800 D 1A Fer R1A O

0 Klausur 1 800 D 1A Foss R1A - ]

T Entfal T B0 - A DA = D A "Foss  RIA Enaiorcenrer o

3 Entfall 1 800 — 14 D 1A — — D 1A *Fer R1A Entfall fir Lehrer ™)
~—

Entfall der regularen
Unterrichtsstunde fur beide
Aufsichtslehrer

Examination: an exam is created for both supenision teachers in the first period.

Cancellation: the regular lesson is cancelled in the first period for both supenvision teachers

Note: different supervision teacher
If you would like to schedule a different teacher for the exam you can do this in the substitution window
and then export the substitution to WebUntis. The same is true for changing the room.

Scenario 2:
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Creating an exam in WebUntis and changing regular lessons (example: one-
hour lesson turns into a two-hour exam)

Step 1: Creating an exam in WebUntis
Steps for creating an exam: see Scenario 1, Step1 ' Creating an exam in WebUntis'

Reguldr Priifung

1A Fer, Foss

D R1A

1A Fer, Foss

Step 2: Importing of bookings/exams into Untis
Open the Import/Export window in Untis and click on the <Bookings> button to import the

exams:
Ubernehmen von WebUntis
 Buchungen  Kws  Studentenzahlen

You will then see all exams/bookings which have not yet been exported from WebUntis:

Art Datum Std. | Std. Lehrer | Fach Klasse(n) |Text -

A MG

i

— <.

Either highlight all exams by hand or click on the <Select exams> and click on the <Apply> button.

I

Step 3: Display of exams in substitution window
Open the substitutions in substitution planning to see the imported exams:
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Klausur in der 1. und 2 Stunde
fur beide Aufsichtslehrer

(Fach) | (Klasse(n)) (Lehrer)  (Raum)

Klausur 1 800 D 1A Foss Entfall fur den Lehrer der O
Klausur 1 800 D 1A Fer 2.Stunde des regularen |
Klausur 2 855 D 1A Fer Unterrichts O
Klausur 2 855 D 1A Foss O

o = TA = A A RIA Enttall fur Lenrer | 1

7 Entfall 1 800 - 1A _D 1A - D 1A *Foss RI1A Entfall fur Lehrer [}
9 Entfall 1 800 — 1A _D 1A - D 1A “Fer R1A Entfall fir Lehrer [}
11 Verretung 2 855 9A 7 R12 M 9A Fer R12 Entfall fir Lehrer ~ []
13  |Verretung 2 8:55 8C 777 R8C D B8C Foss REC Entfall fur Lehrer O

Moglichkeit der Eintragung von Entfall der 1.Stunde des

Vertretungen fir die 2.Stunde der
beiden Aufsichtslehrer im
regularen Unterricht

regularen Unterrichts fiir
beide Aufsichtslehrer

Examination: an exam is created for both supenision teachers in the first period.

Cancellation:
- the second period of the regular lesson of the respective teacher is automatically cancelled
- the first period of the regular lesson is cancelled for both teachers

Supenision: it is possible to select a substitution teacher for the second period of the regular lesson for
both teachers.

Scenario 3:
Creating an exam in WebUntis in a block lesson (example: two-hour lesson
turns into a two-hour exam)

Step 1: Creating an exam in WebUntis
Steps for creating an exam: see Scenario 1, Step1 ' Creating an exam in WebUntis'

Reguldr Priifung

1B Cala
D R1B

Step 2: Importing of bookings/exams into Untis
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Open the Import/Export window in Untis and click on the <Bookings> button to import the
exams:

Ubernehmen von WebUntis

Buchungen Kurs Studentenzahlen

Studenten

You will then see all exams/bookings which have not yet been exported from WebUntis:

Fehler [ID Art Datum Std. Std. | Lehrer |Fach |Klasse(n) Raum |Text |(Raum)  importiert = #
E4 Prifung 13.01.2016 3 4Csla D 1B R1B v
< >
- . Buchungen Prafungen )
Ubemehmen lgnorieren markieren markieren Schlielen y

Either highlight all exams by hand or click on the <Select exams> and click on the <Apply> button.

Step 3: Display of exams in substitution window
Open the substitutions in substitution planning to see the imported exams:

Klausur fur beide Stunden des
Aufsichtslehrers

N
Vir-- Ar Stunc Zeit  Fach  Klasse(n) Vertreter Rau (Fach) (Klasse(n)) (Lehrer) (Raum) (Le.) nach Entfall
0 lausur 3 10:00 1 ala 1
0 Klausur 4 10:55 D 1B Cala R1B
1 Entfall 3 10:00 — 1B — D 1B Cala R1B Entfall fur Lel
3 Entfall 4 1055 — 1B — D 1B Cala R1B Entfall fir Lel [
< >

Entfall der beiden Stunden des
regularen Unterrichts fir den
Aufsichtslehrer

Examination: an examination is created in both periods for the supenision teacher

Cancellation: both periods of the regular lesson are cancelled for the supenision teacher

Scenario 4:
Creating an examination in Untis Course Scheduling (only possible with
“Course Scheduling” module)

Step 1: Creating an examination in Untis
Go to <Course Scheduling> and click on the <Examination> button. The examination window is opened:
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m Start Dateneingabe Planung Stundenpldne Module
g p | % [ Kurs-Studenten-Wahi ~ [
'é Kurs-Studenten-Matrix ~ 45

Kurs-Band-Matrix Totaloptimierung Klasse/Stufe

28

@ Schuljahreswechsel -

Studenten Kurs-Studenten-Ubersicht Studenten-Kurs-Wahl
- < - @ Kurszuordnungen aufheben - - a@ Einstell 1
0 Klausuren
LT Y LY
17092015 @~ [03072006 B~ | Em p——p——
Tag Von Bis |Name |Text Kurse |Studt | Lehrer |Raume |Kla e Shaxie v 1= Stunde bis A
Name Neue Klausur
Text

Kurse/Studenten ]’ Lehrer/Raume l

Kurse Bander Statistilc Studenten

Auswahl... Auswahl_ Auswahl...

Create a new examination by clicking on the <New exam> button. You need details such as exam
name, date, period, teacher, rooms and course/lesson:

m Start Dateneingabe Planung Stundenplane Kursplanung Module

g P ;E Kurs-Studenten-Wahl ~ .v;' Klausuren ~ %
. Tp Kurs-Studenten-Matrix ~ e Schuljahreswechsel ~
Studenten Kurs-Studenten-Ubersicht Studenten-Kurs-Wahl Kurs-Band-Matrix Totaloptimierung Klasse/Stufe
- - - @ Kurszuordnungen aufheben - - @ Einstellungen selektieren=

e Klausuren
e | -nte- | PR S F B
07092015 @ [0307.2016 @~ | mm
Tag ‘on |Bis |Name Text Kurse | Studt Lehrer  Raume |Klas Vertretungsplanung B Stunde bis u
1301 1 1 D-Klausur Letzte Klausur Di24 7 Fer.Foss RIA 1A
| D-Hlausur Name Neue Kausur
Letzte Klausur Text
q Kurse/Studenten r Lehrer/Raume |
Kurse Bander Stattistikc Studerten
Auswahl .. Auswahl... Auswahl.
Unterr |Fa. |le. Name Ka. |Kurs
24D |Foss Balblair 1A |D
Chef 1A |D
Seppl 1A |D
Brummbar |14 |D
Hatschi 1A |D
Pimpel 14 D
Schlafmitz | 1A (D

Note: In the lesson window, lessons can be imported as courses by clicking on the following
button:
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&

@ Unterricht als Kurs ubernehmen

Selektierte Unterrichte fur die
Schilerwahl als Kurs Gbernehmen

Note: The <Substitution planning> column must be activated in order to be able to administer the
examination in substitution planning.

_@Klwsuren
-Alle- ~ -Alle - ~ _ '_ Py a f:" @‘3_ LL:GJ .@ @
07.09.2015 (&~ [|03.07.2016( [&]~

Tag Von Bis |Name Text Kurse | Studt Lehrer Raume | Klasl Vertretungsplanung
1301 1 1 D-Kausur Letzte Klausur D/24 7 Fer,Foss R1A 1A

Lphanging to Substitution Planning after creating an exam:

oummungﬂl;’l:hm [ e ]I = ]
x| AEEEVITELEILA B-2 & E
WVestreter Von-Bis
Al - - | (3o o] R~
" []Offene Vertreturgen
Lehrer
Vir-N Art Datu- | Stunt Tag Zeit |Fach  Klasse{n)  Schillergruppe |Vertreter | Raum (Fach) | (Klasse(n]} |(Lehrer) | (Raum) (Le.) nach Entfall Vertretungs-Text
0 Kausw 131 1 M 800 D 1A Fer  RIA [
. Letzte Klausur
0 Klausur 131 1 Mi 800 D 1A Foss R1A ] des Semesters

ntfall 5 0 1A " nifall fur Lehrer
3 Entfal 131 1 Mi 800 — 1A _D 1A -_ D 1A *Fer RIA Entfall fur Lehrer &

Examination: an exam is created for both teachers in the first period.

“ Cancellation: the regular lesson is cancelled in the first period for both teachers
" Step 2: Export of examination to WebUntis

Export the substitutions then to WebUntis (exams are transferred as well):

" [ ] Startdatum
07.09.2015 Schulbeginn -
Ubertragen nach WebUntis
792015 12.1.2016 12.1.2016
Stammdaten Untemicht Vertretung
Ausfallstatistik

The exam is displayed in the WebUntis timetable as follows:
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Mi. 13.01.2016

1A Fer, Foss
D R1A

Click on the exam period in the timetable and select the questionmark icon in the details of the period
(you can also get to the exam via the class registration main page):

Mi 13.01.2016, 08:00 - 08:50 x
Klasse: 1A
U-Nr Art Aktivititsart Fach Klasse Schillergruppe Lehrer Raum Bemerkung Von Bis Kl L Buch.-Nr.
2400 - Unterricht D 14 _D_1A Fer Foss R1A Berggorillas 08:00 08:50 ﬂduk ﬂ E
R
| Prafung bearbeiten: D-Klausur |

Here you can give grades:
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9.3.2

— Geandert am 12.01.2016 15:18:50 von admin

13.01.2016 08:00 - 08:50 D, 1A
Fer, Foss

Zugewiesens Lahrer

08:00 - 08:50 Fer
Foss

Raume

R1A

MName

D-Klausur

Text
Letzte Klausur des Samesters

Verantwortlicher
Untis

Rickgabe am Riickgabe durch

Notenschema

Motenschema_UntisKlausur ¥

MHoten eintragen Motenstatistic ¥

Durchschnittsnote: 0

Aufgegeben am 12.01.2016 15:14:51 von Unfis

Note: default examination type

It is best to create a default examination type for examinations to be imported from Untis. In WebUntis
you will find this option under <Administration> | <Integration> | <Untis> | <Default exam-type for
exams>.

Note: Grading schemes

If you do not have any possibility to grade the students during the exam make sure that youhave created
a grading scheme. Create grading schemes: <Master data> | <Grading schemes> and assign them to
the respective exam types under <Master data> | <Types of examinations>.

Note: Change of examination in different program
Changing an examination imported from Untis is not possible in WebUntis. You need to do the changes
in Untis in this case.

Additional information

Transfer or ignore exams
We recommend to transfer imported exams to Untis in order to maintain consistency of WebUntis and
Untis.
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ID |Art Datum Std. |Std. |Lehrer Fach | Klasse(n) |[Raum Text (Raum)  importiert
E5 Profung 09.01.2016 4 4 Kep GSPE 5C R5C v
E6 Prifung 08.01.2016 12 12 Gauss LUK BABBSC W20 v

<
. : Buchungen Prifungen .

Deleting exams in WebUntis

No information is transferred to Untis when exams are deleted in WebUntis. If you delete exams in
WebUntis you need to communicate this to Untis via substitution planning. Only then such changes are
also transferred to Untis.

Exams can be deleted in the substitution window of Untis substitution planning. All consequences of
deleting this exam are then also undone in Untis.

It is important to adjust the setting <Transfer of exams to Untis until [days] in the future> in WebUntis to
the scheduling time range: Go to <Lessons> | <Settings>.

Let’'s assume that Untis substitution planning has a planning range of 7 days, then you need to adjust
the setting to 7.

Deleting exams in Untis

An exam created in Untis and already exported to WebUntis can be deleted either via the substitution
planning or the examination window. After deleting it in Untis, it is necessary to export all substitutions
to WebUntis in order to have these changes also in WebUntis.

An exam created in WebUntis and imported to Untis can be deleted in Untis but will only have
consequences on Untis and will not be transferred via the substitution export to WebUntis. This means
that you need to delete the exam in both Untis and WebUntis in this case.

Multi-period exams in WebUntis and Untis
When creating multi-period exams, we recommend the following:

As you have done up to now, multi-period exams are created as one-period exams in the regular lesson
at the beginning of the semester.

Before transferring the exams to Untis, the extension to a multi-period exam (i.e. scheduling in Untis up
to now) will be carried out in WebUntis: Go to the <Change> button in the exam, modify the time and
assign supenision teachers (these rights need to be defined per user group under <Administration> |
<User groups> | <Edit/pen icon)).

As a next step, it is necessary to import the modified exams to Untis via booking import.
It is important to adjust the setting <Transfer of exams to Untis until [days] in the future> in WebUntis to

the scheduling time range: Go to <Lessons> | <Settings>. Let’'s assume that Untis substitution planning
has a planning range of 7 days, then you need to adjust the setting to 7.

Transfer of exams in the future
Whenever you miss an exam after having imported them to Untis, got to <Lessons> | <Settings> in
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WebUntis and check the option <Transfer of exams to Untis until [days] in the future>.

Standard type for exams from Untis

When you create exams in Untis and export them to WebUntis: Go to WebUntis, <Administration> |
<Integration> | <Untis> and create a standard type for exams for these exams and the grading scheme
of this type of exam will automatically be applied.

Selection of room for multi-period exams in WebUntis
When creating multi-period exams in WebUntis only the rooms are shown which are available in all exam
periods.

Settings for selection of rooms and supervision teachers for exams

When creating an exam in WebUntis it is possible to add potential supenvision teachers and to change
exam rooms. All settings can be activated per user group. Go to <Administration> | <Users> and click
on the respective user group (or on the pen icon) for editing the options <May change the exam room>
and <May change the supenvision teacher>.

Changing these rights will become effective at the next login of the respective user group.

Additional exam options in WebUntis
Go to <Lessons> | <Settings> for additional options to administer exams.

Importing bookings

You can transfer booking information back to Untis in order to inform the substitution scheduler of
changed room allocation.

Launch Untis and call the function ' File | Import/Export | Untis | WebUntis ' and open the interface
dialogue window for WebUntis Agenda.

Click on the <Bookings> button in the input block <Transfer from Untis> in order to transfer the booking
data from WebUntis Agenda to the Untis cover planning module. Bookings are imported into Untis as
special duties and room changes as room substitutions.

@ Buchungen von WebUntis Termin =R =)

D At Datum | Sid. |Sid, | Lehrer Fach | Kiasse(n) |Raum |Text {Raum) | imporiert | Fehler ~

B8  Sondereins. 26.07.2016 8 8 Hugo Phys Lehrer nicht verfligbar

B9 Sondereins. |2607.2016 | 8 8 Hugo Lehrer nicht verfigbar

B12 | Sondereins. | 28.07.2016 8 8 HugoAsimRub His 1a1b Phys  Neuer Unterricht fir unser Projekt Lehrer nicht verfligbar

B12 Sondereins. 04022016 | 8 8 HugoAsimRub His 1aib  |Phys |NeuerUnlerrichtfir unser Projeki Lehrer nicht verfigbar

B12  Sondereins. | 11.08.2016 8 8 HugoAsimRub His 1a1b Phys  Neuer Unterricht fir unser Projekt Lehrer nicht verfligbar

B12 Sondereins. 18082016 | 8 8 HugoAsimRub His 1aib  |Phys |Neuer Unlerrichtfir unser Projekt Lehrer nicht verfigbar

B12 Sondereins. 25082016 | 8 8 HugoAsimRub His 1adb  |Phys |Neuer Unlerrichtfir unser Projekt Lehrer nicht verfigbar

B14  Sondereins. | 19.08.2016 8 8 Callas,Cer Ko 3b Gemeinsames Kochen Lehrer nicht verfligbar

B15 Sondereins. 01082016 | 7| 8 Hugo Mat | 3b3a2a Lehrer nicht verfigbar

B15  Sondereins. | 08.08.2016 7 8 Hugo Mat  3bla2a Lehrer nicht verfligbar

BI5 Sondereins. 15082016 | 7| 8 Hugo Mat | 3b3a2a Lehrer nicht verfigbar

B15  Sondereins. | 22.08.2016 7 8 Hugo Mat  3bla2a Lehrer nicht verfligbar

BI5 Sondereins. 29082016 | 7| 8 Hugo Mat | 3b3a2a Lehrer nicht verfigbar

B6  Raum-Vir. 27.07.2016 2 2 Hugo His 23 Phys | Raumanderung

E5 Prifung  |2807.2016 | 4| 4 Gauss Mat 3 Ra

E6 Prifung (27072016 | 4| 4 Asim Mat | 1b Rib

E9 | Prifung 23.07.2016 2 2 Hugo Gw 3a R3a

EI0 Prifung  |1107.2016 | 3| 3 Hugo His 4 Ra

E11 | Prifung 18.07.2016 3 3| Hugo His 4 R3a 9
Ubemehmen  Ignorieren Py s Schifien

You can now decide whether bookings and room substitutions should be imported into Untis as special
duties or not.

Note: Import or ignore bookings
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9.5

You should always import or ignore bookings in order to avoid future errors.

Importing bookings more than once

Each booking is imported into Untis only once. Should it prove necessary for some reason to import
bookings again you must uncheck the option <exported> for the bookings concerned in WebUntis under
<Book> | <Bookings> and then click on the <Save> button. Now the respective bookings can be sent
once again to Untis.

E-Mail Adresse
victor@hugo.com

#| E-Mail-Benachrichtigung bei Statusanderung
¥ Wurde nach Untis exportiert

Lehrpersonen der Aktivitat benachrichtigen

Bericht Speichern Stornieren Zurick

Office hours in Untis

Mark office hours in Untis under <Subjects> | <Master Data> by ticking the respective checkbox '(S)
office hour'. This subject is treated like any other subject regarding timetable planning and is exported to
WebUntis. In WebUntis periods of this subject are additionally displayed under <Timetable> | <Contact
hours>.

G
y2 CE ScienceVie 2 Sy ]

F

4 General Subject Timetable Values Subst,

' » | Subject Group I:I Alias name
{M) Main subject | w | Department

El el {2} Mare than once a day

(5) Mot a fringe period
{0) Optional subject @ 9=
Double periods
(D) Respect double perods (E) Double pers. span “breaks

(P} Mo break supervision before/after
| (S) Office hour
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9.6

9.6.1

Student groups in Untis

This chapter will explain to you how student groupswork so that correct display in both programs (Untis
and WebUntis) is guaranteed.

Any student groups you will need in WebUntis must first be created in Untis. It is the responsibility of the
timetable scheduler to create these student groups in Untis. Users are not allowed anymore to create,
delete or change names in WebUntis.

You can freely choose any name for student groups, you can go for a combination of subject and class
(D_1A) or create a new name (Volleyball-advanced level).

However, once you have chosen a name, it can be dangerous to change it during the school year, i.e. in
general it is not possible to change it.

Enter a student group name for every lesson taught only for one part of the students of the respective
class in Untis. Proceed the same for lessons in which all students take part at the beginning of the year,
but there is the possibility that this could change (e.g. due to new students) during the school year, i.e.
that not all the students attend this lesson.

The combination subject | student group is a clear identification of a lesson in WebUntis. If a lesson does
not have a student group, the combination subject | class identifies the lesson. A lesson number only is
an informative feature in WebUntis.

Lessons with the same combination subject | student group (or subject | class when there is no student
group), are combined to one lesson when imported from Untis to WebUntis.

Before you change anything regarding a lesson in Untis you need to create a new term.

If a lesson coupling is changed in-depth in a new term (coupling line is deleted or subject, class or
student group are changed) it is recommended to copy the existing lesson and to paste it which then
triggers the assignment of a new lesson number. The aforementioned in-depth changes should be done
in the new lesson number (take care regarding the right student groups of the individual coupling lines!),
while the old lesson number is deleted in the new term (for more information go to item 1.2).

The changes lesson needs to be imported to WebUntis when the new term starts!

Withdrawing rights

Since it is not permitted anymore to create student groups in WebUntis we recommend to withdraw all
users the right to create student groups in WebUntis. Just go to the respective user group and undo all
checks for the following rights: 'Student assignment' ('Cre' and 'Del') and 'Master data Student group' (all
rights). Assigning students to student groups is, however, still possible with this type of assignment of
rights.

Additionally, this has the advantage that teachers see immediately when accessing their lesson where it
will be necessary to define participating students (e.g. due to distributions).

U-Nr Art  Aktivitdtsart Klasse Schiilergruppe Fach Lehrer Wst Von Bis Termine Schiller Schillergruppen Berichte

700 & Unterricht  1a Wk_1a Wk Ander 2 30.07.2018 28.07.2019 F‘ F‘ E @ @?}, ; 8 ; @

2800 & Unterricht b His Ander 1 30072018 2207200 B G & 2 » %Y

7800 & Unterricht  1b Wk Ander 1 0072018 2807209 B EHGE@ K 2 3 &
Ambiguity

With some lesson constellations it can happen that the name of a combination is ambiguous, i.e. it is
given to a class/subject combination more often than once.

In such cases entering a student group shows Untis how the ambiguous lessons are related and/or if
they should be split up.

Example:
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@ Klasze 1a / Klazze EE = B OER
- el 4 & & o = = _f = _ 5B e EE
£ > L F 5777 10fE & FR-8O §
U-Nr |+ Kl Le  MNvpl Wst | Jst Lehrer |Fach |Klasse(n) Schilergruppe | Fachraum | Stammraum Dopp.Std. Block
11 41 2 Hugo [N 13.10.2a.2b Ria
7 2.3 2 Ander 1a Whk_1a Werkr Ria 1-1
Gauss 1B Wik_1b Werkr Ria
Curie 1a.1b Tw_1alb Twr
73 @22 3 Arist  |SPORMI 15.10 SportM_1alb  Th2 Ria
31 5 Arist Mat 1a Ria
33 21,2 b Arist E 1a Ria
Curie E 1a
35 ¥ 2 Callas | Mus 1a Ria
39 2 Callas Ke 1a R1a 1-1
46 2 nobel [N 1= Ria
83 6 Rub D 18 Ria
63 2 Cer Bio 1a Ria
70 2.1 1 Curig 1a.1b Tw_1a1b - Ria

> U-Nr = Klasse -

In the aforementioned example, an English lesson is taught by two teachers.

In the case of a split lesson you need to enter different student group names into both coupling lines.
(e.g.: E_1a_1and E_1a_2).

In the case of team teaching you need to enter the same name for both student groups (e.g.: E_1a and
E_1a).

Warning: Do not change the combination subject, class student group

The combination subject/student group and/or subject/class (if there are no student groups) must stay
the same across all terms. If you change a lesson in one of these fields Untis proposes to create it anew
from the current term onwards. Alternatively the change can also be carried out in the mother terms, i.e.
retrospectively, which should only be done with caution, and only when you know about the
consequences this has on the class register.
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" 08b - Morgenroth / Klasse
- E -

-

-

FEMNR ATSF FR-0FT &8 FQ FG-8d

WU-Nr

|| 334
383
| 254
|| 1383
156
{1138
145
(143
386
[ 146
137
136
141

1176

1384
<

+ Kl Le

4,1(c)
4,1(c)

i 4,2(c)
4,1(c)
4,1(c)
4,1{c)
i)

[+

1,2

® 12,15

10. 1

Mvpl Std. | Wst

0| 60.00

Cases of ambiguity
In the following cases you need to solve the problem of ambiguity by entering student groups.

Jst | Fach Lehrer Klasse{n) Schulergruppe - Text Fact
o

Spad-2 San  8a, Bb, Bc |~ | Spad-2_Badbicad 2Fs
Spad-1 Wei 8a,8b8c.8d Spad-1_8adb8cBd 2FS

F X E
rage k
Die Felder Klasse, Fach und Schilergruppe sind wesentiche Unterscheidungsmerkmale sines Untemchtes ,5

und dirfen in verschiedenen Perioden nicht unterschiediich sein.

Sie konnen nun, -

3
- Optionen o
Die Anderung in allen Perioden (auch in Mutterpenoden ) durchfunren . -_

u]

fnmmm LHmt:ltﬁ.rBaﬂbﬂc Spaf-? anlegen. Mlie Eigenschafien des urspringiichen
* Untenichts werden dabei kopiert, der urspringliche Uintemicht aus der aktiven Periode entfemt

_ Abbrechen

Fortsstzen

1. Splitting up of groups (different student groups)

i

e Klasse la (Gauss) / Klasse @[B E’@

Iz ok IRIATLL S QE AE

U-Nr |+ KILENvpliWst |Jst  Lehrer Fach  Kiasse(n)  Stammraum | Schilergruppe ZeienText Text ]

11 4,1 2 Hugo mmﬂbza.‘ib Ria

7 =23 2 Ander _ 1a Ria

73 @22 3 Arist  [SporM 1a,1b Ria

3

33 Gruppe 1 Gruppenteilung
Gruppe 2

35

39 2 Callas Ke 1a Ria

46 2 novel RN 1o Ria

53 By 25 Rub D 1a Ria

B3 2 Cer Bio 1a R1a

¥ | U-Nr = | Klasse* -

. Team teaching (the same student group)
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fa ™
a Klasse 1b (Newton) / Klasse @ [E] E
b S BEMNRIATE S I FH- Q0= A E
U-Mr |+ Kl Le Mwpl  Wst  Jst Lehrer Fach Klasse(n) Stammraum  Schilergruppe | ZeilenText Text |
1 4.1 2 Hugo 1a1b2a2b Rla
7 m23 |2 causs (NN 1P Ria
73 |m2,2 3 Arist  [SpoMY 12,10 Ria
78 2.1 1 Ander | Rib
2 3 Callas Rib
28 e - - : -
30 Mat 1hb Rib Mat_1b gesairte Klasse Teamteaching
Mat 1h TR1 Mat_1k gesamte Klasse
=T iy ' ' : pg
47 2 Mobel  EEL 1b R1b
54 5 Rub D 1b Rib
64 2 Cer Bio 1b Rib
70 1 curie [N 10 R1b
*  U-Nr G Klasse* \d
3. Different lessons in different time ranges (different student groups)
@ Klasse 2b (Andersen) / Klasse O[ORE=E E5R ===
= T EEORIATE SIS QOF B dR- 8D ELY
U-MNr [+ Kl Le Mevpl Std. Wizt | Jst  Leheer |Fach Klazse{n) Stammraum  Von Bis Schillergruppe TeilenText Text
no| a1 | 2 Hugo [ 181b2320 Ria
& #37 1 Calas  Ch 2a2b3s  Rla
75 |m22 3 Rub  [Sper Y 202a R2b
B |m2,2 2 cuie [N 2-2- R2b
94 2,1 1 Plew 2a.2h R2a
8 2 Mew Fh 2b R2b
3‘ - 1 ' - In * h -rﬂ- 1 T 1 T .
g9 52 2 Calaz  Voleybal 2b R2b 10,01, Voleyball_2b_ W  Gruppe 1 imWintersemester  Unterschiedliche Kurse
37 = 2 Calas  Voleybal 2b R2b 11.01. Wolleyball_2h_S Gruppe 2 im Sommersemster  Unterschiedliche Kurse
42 sty - - - - - '
43 2 tobel [ 2 R2b
- U i . . . Kesse -E

9.6.2 Wild cards

You can choose any name for student groups. You can even call them by what they are, e.g. ‘Basketball
- lower lewvels’. We defined a series of wild cards in order to make entering student groups easier for you.
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9.6.3

? | FACH_KLASSE
Untis bleibt jedoch
im Edit-Modus,
damit Sie den
Vorschlag direkt
editieren konnen.
@ | FACH

Zeilentext 1_Klasse
(Das Zeichen
LPipe’:
Tastenkombination
ALT-GR und <)
Zeilentext 1 wird
als Schillergruppe
ubernommen

By serial change, e.g. enter: @_#. And the student group also gets serial numbering: D_1, E_2, Tw_3,
etc.

The combination: SUBJECT_CLASS is a very reasonable decision in many cases. Whenever many
classes are inwlved (e.g. optional subjects) and changes can occur regarding listing these classes, we
recommend to use names which rather have a meaning than contain a list of classes, e.g. instead of
'VB_1A1B2A2B2C3A3B' it would be better to call this class ‘Volleyball’ or ‘Volleyball - lower levels’.
Not every lesson needs to (and without any reason should not) have a student group.

Warning: student group names

Naming student groups of a lesson must be the same across all terms. Even if the room or the teachers
change, the name must remain the same. Therefore, we do not recommend to use teacher or room
names when finding a designation for a student group. If the teacher or the room changes during the
school year, the student group must have the same name, i.e. an ‘optical inconsistency’ would occur.
Any changes in student group names have an impact on the class register and should only be made for
a new term. A student group defines the identity of a lesson. Another student group brings about another
lesson.

Examples

Example 1:

* 1 teacher, 1 class, 2 rooms (group exercises) - Example: Lesson 31

* 1 teacher 2 Klassen, 1 room (lesson across classes) — Example: Lesson 33

(no student group is necessary in this example since all students of this class are attending)
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Klasse 1a [Gauss) f Klasse

[1a " HETR AR - OFE A& PO JB-80.

U-N= |# Kl Le Nwpl Std. | Wst | Jst |Lehrer Fach Klasse{n) Fachraum Stammraum |Schilergruppe ~
b} | 5 Arist 1a R1aR1b
33 21 B3 § |Arist 18.1b Ria v

>  U-Nr %| Klasse® ~

Example 2:
» 2 teachers in one class, 1 room (team teaching) — e.g.: L 53
+ 2 teachers with 2 classes, 1 room (lesson across classes with 2 groups) —e.g.: L 73

Klasse 1a [Gauss) / Klasse

[ta I HEMNR STES FR-ORT @ PO Io-0.

L-MNr _* K.Le Nvpl Sid. _Wst_Jst _Lﬁl‘llﬂl‘ Fach Kassein) _FI-GI'II‘II.II'I"I Stammraum _Scnﬁlm'grl.upe ]
83 =12 4 | 5 FRw D s _ R1a D_1a
_New _I:I' _1a Ria _D_1a
73 322 3 Aist 1a.1b Thi Ria SportM_1atb
_ ‘ ‘Rub 18,1k Thi Ria Sportk_1alb
L
*  U-Nr +| Klasse* ~
Example 3:

* 2 teachers, 1 class, 2 rooms (split lesson) —e.g.: L 7
* 2 teachers, 2 classes, 2 rooms (split lesson across classes) —e.g.: L 11
* 2 teachers, 2 classes, 2 rooms (lesson for parallel classes at the same time) —e.g.: L 31

Klasse 1a [Gauss) [ Klasse

[ta B FENR AT S FR-0RE @& FE Io-0.

U-Mr =/ KlLe  MNvplStd. Wst Jst Lehrer Fach |Klasse(n) Fachraum Stammraum  Schilergruppe ~
7 B 1,20) 2 Ander 1a Woerkr Wk_1a_Ander
Gauss 1a Kl Wk_1a_Gauss

11 =22 2 Hugo =iy 1a,1b Ps1 Gw_1alb_Hugo

- Callas =ity 1a.1b Ps2 Gw_1aib_Callas
1 @22 Bs 5 Arist 18 Ria

Rub 1b Rib

W

* | UNr 131 | Klasse® w

Example 4:
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9.6.4

* 1 teacher, 1 class, 1 room (lesson in 2 lesson lines split up from a scheduler’'s point of view)
e.g.:L102and L 103

Klasse 1a [Gauss) [/ Klasse

la (-8 BE R ATLS, FB-ORE RS F2 B2 8@ .

U-Nr -/ Kl Le MvplStd. Wst | Jst Lehrer Fach Klasse(n]) Fachraum Stammraum | Schilergruppe L
102 e > 2 Cer 1a Ria Gz_1a
103 81 1 Cer 1a Phys Gz 12

W
*  LU-Nr +| Klasse® ~

Student groups in substitution planning

Show student group columns

Warning: ”Student group column”
The student group column should definitely be shown in the “Substitutions” and “Events” windows via the
menu item “Grid adjustment”.

Vertretungen / Lehrer

Eﬁni"@ ol - A &-& @

e = |2a.m_am? v| = Felder der Ansicht
Woche . Dffene Vertretungen
Lehrar —I
Wir-Mo Art Dabe  Stunc (Fack Fach (Lehr Vertre (Klas: Klass (Raur Ravm Verr. Schilergruppe  {Le ) nach Vertretungs-Texd
93 Freisezung 27.10 6  |Mat -~  “Arist Arist 2a  {23) R2a .- Mathe.Genies  [Freis.
28, 2a,

4 Veanst 27105 = =
k-] FEreisetzung 2710 6 ---- Mew Mew 2a (22} R2a - Mathe-Gemes  Frels
52 Freisetung 27.10/5 MBI — CLEW LEH1 Za  (22) R2a — Mathe-Genies  [Freis

Vir-Nr. :l'%' Lehrer r

Veranst. fLehrer

TETITE -

Von-Bis

23102017 -~ E"

hb L]

Wa-Mi1 Klass KI-Te Lehre Schilergruppe Raum Yon 1 ab 5t Bis T bis 5t Grund Teat

& 2a Arist ﬁ - 2310 0 2310 T 98
3

vanr s |+
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9.6.5

Adjust student groups

The following example shows that it might be necessary to adjust the student groups, especially if the
substitution is an external one.

Example: Substitution no. 141 — teacher Hugo is substituted by Ander. But Ander does not teach Gw,
he teaches Rel; not all students, however, are taught in Rel. If a Rel period is effectively to be held in 1b
(and the remaining students will not attend this lesson), it is necessary to use the (existing) student
group for Rel. This creates an additional period of Rel by Ander.

If, however, as a substitution no. 145 Gauss takes over all students of 1ab from Callas’ Gw lesson, then
leave the student group shown in grey (Gw_1a1b_Callas) as it is and a simple substitution period is
created.

If the combination subject | student group (or subject | class when there is no student group) does not
comply with any lesson in WebUntis, a ‘special duty’ is created.

The grey student group in italics gets out of the original lesson (example substitution no. 145). The
student group coloured in black in the substitution window was entered by hand.

This is only an example of all the possibilities you have.

“ Vertretungen / Lehrar = =5 =
Ra+aEF AEY #Fr~ B A - & -
Viertneter Vion-Bis
[phe »  [14032008 - ik
N Cffene Vertretungen
Lishrer
Vir-Mr. | Ant Dwtun  Stunde (Fach) Fach |(Lehrer) Vestreter Schilergruppe  (¥lesse(n]) Kassein} (Faum) Raum | Vertr. von {Le) nach Verireh
{ = 1 wr
145 Vertretung 143, 1 *Callas Gauss Gw_Talh Cafs: 18, 1B 1&, 1B Pa2 Pe2
| 1141 verbetung 143 1 mm *Huga |Ander | Rei_1b 1a, 1b b Pt Psi

Student groups which were changed in the scheduling dialogue are imported with the substitution to
WebUntis.

Renaming of student groups

When you give a name to a student group for the first time, you are totally free to choose any
name you want, typical names such as a standard combination of class and subject (e.g. BE_1A)
(you can also use a wild card) are possible as well as free descriptions (e.g. “Volleyball higher
levels”).

What is important is that any names or designations will not be changed anymore after you
imported them to WebUntis and used them in the class register. As was mentioned before, the
student group identifies a certain lesson in combination with a 'subject'. Another student group
brings about another (a new) lesson in WebUntis which can lead to the loss of information from
the past (teaching material, absence control) which has up to that pointin time been connected to
this specific lesson.

When you change the name of a student group Untis has two possibilities to react to it; both
possibilities can also jointly occur.

Example 1: Lesson in several terms

Lesson GWK in 1A without student group:
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H. - HBRENK SFL e PR ORE &
U-Nr |+ Kl,Le NwplStd | Fach Lehrer | Klasse(n) Schiilergruppe

¥ x GWK

26 GWK MLa 1A

In term 2, a student group called GWK_1A should be entered:

£ Kiasse 1A / Klasse

[ia "HEBENR RESS FR-ORE &8 @ P
U-Nr |+ Kl,.Le NvplStd | Fach Lehrer Klasse(n) Schiilergruppe Stammraum \
N x GWK
26 GWK  MLa 1A R1A
I ] ] ] ] |
Frage bt

Die Felder Klasse, Fach und Schulergruppe sind wesentliche Unterscheidungsmerkmale eines Untemichtes
und durfen in verschiedenen Peroden nicht unterschiedlich sein.

Sie konnen nun,

Optionen
s :Die Anderung in allen Perioden (auch in Mutterperioden) durchfuhren

Einen neuen Untemicht fur 1A, GWK anlegen. Alle Eigenschaften des ursprunglichen Untemichts
werden dabei kopiert, der ursprungliche Untermicht aus der aktiven Periode entfemt.

Abbrechen

Untis provides you with two possibilities:

a) The change is also carried out in term 1 (retrospectively), in any succeeding terms this is done
automatically

b) Lesson 26 of term 1is completed (without any changes) and a precise copy (incl. timetable
schedulings) is created as of term 2

The outcome of a) can possibly lead to the loss of class register content (teaching material,
absence control) from the past.

The outcome of b) including term overview:

Term 1:
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- {m} x -
@ 1asse 14/ Klasse ﬂﬂ " Feldinhalte in verschiedenen Perioden
1A = g [T = Pk £ » i
' b FER SEEs FR-ORF & 7 T Untemcht - IASGWK /(122 -
U-Nr |+ KiLe MNvplStd |Fach Leh Kl Sehil Sta
2 Kr Le Mvp G:“ rer Klasse(n) ergruppe n Falder Poriodel Por
U-Nr 1224
1224 GWK |MLa 14 GWE_1A R1A
Kl Le
\nist 2
| shrar Ml 2
Term 2:
- * o
a Klasse 1A/ Klasse .ﬂ!] . " Feldinhalte in verschiedenen Perioden

A T RENR Ay FR-ORE &

U-Nr = KlLe NvplStd Wst Jst Fach Lenrer |Klasse(n) Sehiilergruppe

[F Untemicht - 1A/GWK/(26) - [

Felder Periodel | Periode2

x GWK
-2'6 2 GWK M 1A U *
KlLe
Vst ?

Example 2: Several lessons with the same combination subject/student group

In class 1A the lesson for D is split between two lesson lines, because there is assistance for five
periods, one period does not have any assistance.
Due to this joint student group D_1A, a 6 period lesson is created for D in WebUntis.

L Klasse 1A / Klasse

iR ~H MEMN® Sy - OF=Y

U-MNr [+ KI,Le MNwplStd Wst Jst |Fach Lehrer | Klasse(n) Schiilergruppe
N x D
1206 1 D Foss | 1A D_1A
24 =1,2 5 D Foss |1A D_1A

: D-Ass  Fer 1A

If you now try to rename the student group at one point, Untis reacts the following:
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= Kiasse 1A/ Klasse

A ~H PENY AL FR- 0
U-Nr # Kl,Le |Nvpl Wst |Jst |Fach Lehrer Klasse(n) Schilergruppe | S
M x D

1208 1 D Foss 1A R
24 61,2 h D Foss 1A O R

@ Wollen Sie die Schiilergruppe (in allen Perioden) umbenennen?
Falls nicht, wird die eingegebene Schilergruppe eingetragen (und ggfs. neu angelegt).

(Ja = die Schiilergruppe wird in allen Pericden und bei allen Unterrichten, denen Sie zugewiesen ist, umbenannt,
Nein = die (neue) Schilergruppe wird nur beim aktiven Unterricht eintragen)

D_1A-> D_1A-5V

Ja | | Nein

Untis recognises that student group D_1A comes up in lesson 1206 and in lesson 24.
a) Yes:Renaming should be carried out for all D_1A occurrences, just like a serial change.
b) No: Onlylesson 1206 is renamed. This cuts of the connection between 1206 and 24, the

combination of both lessons to ONE is cancelled when it is exported to WebUntis and two
separate lessons remain for D in WebUntis.

The outcome of a) (possibly after updating):

o
< Klasse 1A / Klasse

[ia ~HBREMR Ry FR-Q 7

U-Nr + KlLe Nvpl Wst Jst Fach = Lehrer Klasse(n) Schilergruppe | S
¥ x D

1206 1 D Foss 1A D_1A-3V
24 91,2 5 D Foss | 1A D_1A-5V
: D-Ass | Fer 1A =

Renaming is also carried out in any mother or child terms.

The outcome of b) (possibly after updating):
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*L. Klasse 1A / Klasse

1A B PENR SEES FR- 0O

>
-

N x
1206 Foss 1A

24 E 1,2 Foss 1A
: sss | Fer 1A

When there are mother terms, an additional question will come up according to example 1,

U-Nr '+ Kl,Le Nvpl:h = Lehrer Klasse(n)

D_1A-SV R1A
D_1A R1A
R1A

Schilergruppe  Stammraum

whether 1206 shall also be changed in the mother term or if a copy of 1206 should be created for

the current term and 1206 should be deleted:

% Kiasse 1A / Klasse

og - ° -

Sie konnen nun,

Optionen

Abbrechen

:[iA M BENY SESS -0 T
U-Nr |+ Kl.Le MNwvpl:h = Lehrer Klasse{n) Schilergruppe | Stammraum
¥ x
1206 Foss 1A D_1A-5V R1A
24 01,2 Foss 1A D_1A R1A
\ss (Fer 1A R1A
| ] | | I I I
Frage X

Die Felder Klasse, Fach und Schiilergruppe sind wesentliche Urterscheidungsmerkmale eines Urtenichtes
und dirfen in verschiedenen Perioden nicht unterschiedlich sein.

# Die Anderung in allen Perioden (auch in Mutterperioden) durchfihren.

. BEinen neuen Untemicht fur 1A, D anlegen. Alle Eigenschaften des urspringlichen Untemichts
~ werden dabei kopiert, der urspringliche Untemicht aus der aktiven Periode entfemt.

Fortsetzen

B

9.6.6 Possible error messages

Error messages can occur due to incorrect entries. Untis provides you with appropriate hints.
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Example 1: Missing student groups

b4

& I_k Es gibt eine oder mehrere Gruppen von Unterrichten mit gleichem Fach und gleichen Klassen, wobei
zwei oder mehr Unterrichte keine Schillergruppe eingetragen haben, Es darf maximal einer dieser
Unterrichte keine Schillergruppe haben. Die betroffenen Unterrichte sind im nachfolgenden Dialag
rot markiert, Bitte tragen Sie die entsprechenden Schulergruppen ein,

ES WURDEN KEINE DATEN UBERTRAGEN!

0K

In addition to a message in Untis, a window with missing student groups is opened.
The line(s) in red show the conflict lessons. These lessons need to be checked and changed because
without changing anything, exporting lessons to WebUntis is not possible any longer.

@ Unterrichte mit fehlenden Schilergruppen o[BSl
Mr | Unterricht Konfliki-Untermichi Fach Klasse(n)
1| Unt.: 4, Koppl.: 1 (Prd. 1) Unt: 71 Koppl - 0(Prd. 1) |Tw 3b
2|Unt.: 6, Koppl.: 1(Prd. 1) | Uni: 6, Koppl.: 2 (Prd. 1) Mat | 2a.2b.2a
3 Unt.: 6, Koppl:3(Prd. 1) | Unt: 6. Koppl.: 4 (Prd. 1) E 28.2b.3a
4| Unt.: 6, Koppl.: 5(Prd. 1) | Unt: 6. Koppl.: 6 (Prd. 1) D 2a,2b.3a
3]
6
7

Unt.: 30, Koppl.: 0 (Prd. 1) |Unt: 31, Koppl.- 1(Prd. 1) Mat |1b
Unt.: 30, Koppl.: 0 (Prd. 1) | Unt:- 105 Koppl.- 1{Prd. 3) Mat |1b

Unt: 31, Koppl.: 1(Prd. 1) | Unt: 105, Koppl: 1(Prd. 3) Mat | 1b

9 Unt. 48, ! 2a
10| Unt.: 49, Kop ) , 1(Prd. 3) |Rel |[2b
11| Unt.: 82, Koppl.: ! 1(Prd. 1) | Mat 4
12| Unt.: 96, Koppl - 0 (. -3 Koppl - 0(Prd. 1) FACT 5
13| Unt.: 87, Koppl.: 1 (Prd]  Koppl:0(Prd. 2) FAC2 B

Unterricht 48 in Periode 1 hat keine Schilergruppe und Unterricht
41 in Periode 2 hat eine Schillergruppe bei selber Klasse/Fach
Kombination.

Please correct the lessons adequately. In the example above both lessons should have a student group.

Warning: Renaming student groups

The names or designations of student groups for a lesson must remain the same across all terms, even
if teachers or the room are changed. Any changes of student groups hawe an impact on the class
register.
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Example 2: Different student groups across terms

If a lesson of a certain L-No. has different student groups in different terms then this is a situation which
actually should never ever have been possible and this must implicitly be corrected.
When you try to export such a lesson the following message comes up:

X
Untis - Frage

I
Unterricht hat Gber mehrere Perioden hinweg unterschiedliche

Schalergruppen.
Bitte prifen Sie die Korrektheit der Schilergruppen in diesem Unterricht.

OK

Then a window opens telling you which lesson is affected.
The student group could also be in a coupling line.

@ Unterrichte mit inkonsistenten Schilergruppen | = || = ||s5m|
Unt. Nr. 200250 -
& Ch_2a2b3a_Callas

Solution:

The wrong student group can best be detected in the term overview.

Go to Modules | Multiple terms | Term ovenview and a window will open for comparison. At the same time
open the lessons window and click on the respective lesson number (in the example shown above you
need to click on no. 6). The Term oveniew window synchronises with the lesson.



310

= FEFERER
Datei Start Dateneingabe Flanung Stund
BT ) [ig Unterrichtsmatri
£ [’ stundentafel
Perioden Unitarrichtzassistant
- - E, Lehrbefahigung
Periol Periodel [19.9.-2.6) fung
«  Periode? 20.10.-3.6]
Perioded [23.10.-3.6.)
155 Perioden % -
'. Periodenkalender it |Lehrer Fi
ol ~FENaER = Callas
@ Feriodeniberblick auss

[~
]
ommEEOD

ﬁ Feldinhalte in verschiedenen Perioden = *
|§| Untemicht | 2a/Ch/(6) * || Nur Unterschiede : Kopplungszeile
Felder Periode1 Periode? Periodel
LJ-Nr 6 6 6
Kl.Le 3.7 3.7 3.6
Schilergruppe Ch_2a2bla Callas Ch_2a2bla_Carras |Ch_2aZb3a_Carras

w
1 [ g

You can see here that the student group of term 1 has another name as in terms 2/3.
If it is the same lesson across all 3 terms and the student group should e.g. be called

“Ch_2a2b3a_Callas” then the student group must be changed to “Ch_2a2b3a_Callas” in term 2 or 3

including all changes in the mother term(s).

If, however, the lesson should be a separate lesson as of term 2 and should no longer be connected to
term 1 then the lesson needs to be copied to term 2 and — also in term 2 (and therefore automatically in

its child term 3) the existing lesson L-No.6 must be deleted.

9.6.7 Higher technical institute (HTL) cycle

We would like to also mention and refer to the topic ' Higher technical institute (HTL) cycle'.
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9.7 Do notimport elements

You may use master data elements and lessons that you do not wish to export to WebUntis. You can
prevent this by entering an underscore, ' ', in statistical code column of the element in question.

#

<% Rooms fRaum

F10 FHEENRRT &5 -

Mame | Full name Mtern.ruum_ﬂtat.t:udeis} Rm. Weight A

|E| Raum e

Additionally you have even more options to control the import/export of data between WebUntis and
Untis under <Administration> | <Integration> | <Untis>.
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Import sfudent master data. |+
Import the studentgroup-assignment |

Do not impert student groups with a leading
underscore.

Aszsign all studenis of a class to a student group with  |v
only one class

Do mot import lezsons with this statistical code in
Untis

Use the teacher colours from Untiz |«
Transfer the teachers’ salary data |
Do net transfer open substifutions
Mofify all teachers after the import of the lessons.
Mark Untis' "Messages of the day" public
Show Untis' "Messages of the day™ Monitor: Header Monitor: Ticker (¢ Unfis Mobile

Default exam-type for exams. | <Plegse select= r

If you want to mark lessons which should not be exported to WebUntis in the future, you can decide on a
statistical code by checking the box <Do not import lessons with this statistical code in Untis>. For
more information on this topic please click here.

10 Parents/legal guardians

10.1 Registration as a user

As soon as the appropriate settings have been done by the administration parents can register via the
registration page of WebUntis in the publicly accessible area.

Just click on the 'Registration’ link below the registration fields of WebUntis.

FossWil L Vel H'-:“.‘h‘_"-:'i [

2D

Now you must enter the e-mail address the school administration has in its student master data.
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Bitte geben Sie die Email-Adresse ein, die bei Ihrem Kind hinterlegt wurde.

papa@fischercom

Senden

— oder—

Falls Sie bereits ein Bestatigungscode erhalten haben, geben Sie ihn bitte hier ein.

If the address entered complies with the address of the master data, a confirmation mail is sent to your
e-mail address.
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i

5| WebUntis, [WebUntis] Registrierung El@

Meszage l.ﬁ.ttachments l Annotations l R aw view B ap b2 el |
i Reply Fornmard Copy v Delete Frirt Digest Wi
From: Webllntis
Ta:

Suhject.: [WebUntis] Registrierung
Date sent: Fri, 18 Mar 2016 15:59:30 +0100 (CET)

klicken Sie auf folgenden Link, um die Registrierung abzuschliefen oder geben Sie den
Bestatigungscode in Wehlintis ein:

hitp A1 0.0.0.199: 80800 eblintis] 67 school=wWIRUserBegistra i
token=3h4ae079bbd889e7599d3269h paede

o ) Hier klicken, um die
Ilhr Bestatigungscode lautet: L .
g l Registrierung abzuschlielfen. . |

abdae079bhd39e75990d3269kh 2080

Registration can now be completed by clicking on the registration link or by entering the confirmation
code in WebUntis.

WehlUntis hat ein Email an lhre Adresse geschickt.

Bitte geben Sie den Bestatigungscode aus dieser Email hier ein oder klicken Sie auf den Link im Email.

3b4ae0790bd&8eT599d32690

Senden

Your last step is to define an appropriate password.



315

Ihre E-Mail Adresse wurde bei folgenden Schilern gefunden:
« Fischer Antonia (1a)
Bitte geben Sie ein Passwort ein.

Passwart

Passwart wiederholen

....|

Speichern

Finally, your user name is already written in the correct text field. You only need to enter the correct
password to log in.

After successfully logging in, you will see your children or your child assigned to your user.

10.2 Start page

After successful login parents see the following start page:

Developer licence Limited 2018/2019 - L]
For Internal use only
Alle
1.01.201
Info Heutige Nachrichten
= @ Letzte Anmeldung: Liebe Eltern, ~
m diese interne Nachricht konnen nur Sie sehen. Wir bitten alle Eltern sich iber WebUntis fur den
Sprechtag anzumelden.
N Sprechtag 2019
A Y Hier kénnen Sie sic Mit freundlichen GruBen,

Thre Administration

Std. Fach Lehrer Raum
=] 1 SportK Rub Tht

2 1 8:45 SportM Arist Th2

At the top right you see your children and the 'All' button. This selection controls the display of data on
this page. If you select 'Benjamin' you will see all information and data of Benjamin. If you want to see
the data of - in this case - both children, just select 'All' to get information on all children.

In this example parents are permitted to receive and to send (envelop icon) internal messages .
Additionally, parents can update and maintain their profile data , such as the language, or forwarding
internal messages to their e-mail account.

In the top left box you see information on your last login, how many messages you have received, if
currently there are any parent-teacher days you can register for, and you also have the possibility to
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10.3

10.4

report the absence of a child.
If there are active parent-teacher days , they will be shown here.

Further down you see the timetable of the respective day of the respective selection — in this case
Benjamin’s timetable since he has been selected at the top right.

On the right you see the current messages of the day. In this example the parents are informed on an
active parent-teacher day and the possibility to register for it online.

At the left margin you see a vertical menu which provides you with additional functionalities.

Timetable

The second menu item (calendar icon) brings you as a parent user to the timetable of your children:

2018/2019 - L \9 ! Q
Alle Sara

Developer licence Limited
For Internal use only

0] & Klasse

Mo. 07.01. Di. 08.01. Mi. 09.01. Do. 10.01. Fr.1
e 2a Cer 2a,2b  Rub Thi 2a Nobel 2a New 2a,2b  Rub
e E R2b 2a,2b  Arist Th2 Rel R2a Ph Phys 2a,2b  Arist
N 2a Ander 2a Cer 2a Ander 2a Nobel 2a
08:55
Mat D R2a Mat R2a Rel R2a E
. 2a Cer 2a Cer 1A, 1B, 2a Hugo 2a Cer 2a
o Bio R2a E R2a iGw] Rla Bio R1b Mat
— 2a Cer 2a Callas 2a Hugo 2a,2b Callas Ch R2b 2a
e D R2a Mus R2a His R2a 2a,2b Gauss Mat R1b D
2a,2b  Rub Th1 2a,2b  Rub Th1 2a,2b New 1A, 1B, 2a
2a,2b  Arist Th2 2a,2b  Arist Th2 E R2a

In this case, Benjamin’s timetable was selected. Depending on the rights given to parents by the
administration, you can have a look at the class timetable of your children, as well.

Note: 'i' icon for information on period
Many teachers define an 'Information on period' with some lessons. You can see this information in the
details of the period by clicking on the respective period.

Contact hours

Some schools provide contact hours of their teachers deployed. Contact hours are teachers on standby
to provide parents with the possibility to come to them and talk to them about their children. In the
following example a parent user wants to register for a contact hour of teacher Aristoteles:
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Developer licence Limited
For Internal use only

b _. ‘_ - ‘I.
2018/2019 v . t*) Abmelden (Eltern)
Alle

Benjamin
®* Sprechstunden &
Klasse v € 07.01.2019 > B =
=,
0 Ihre Anmeldungen
g
e Lehrerin/Lehrer Datum Zeitraum E-Mail Adresse  Telefonnummer Freie Termine
o
A=, Aristoteles Fro 11.01. 08:55 - 09:40 ®

-

Depending on the settings by the school administration it is possible to show additional details on the
teacher and his/her contact hours. In the example above the parent user sees the name of the teacher, a
photo, date, time and whether there are appointment slots available.

Clicking on the this line opens the following view:

Anmeldung zur Sprechstunde X

Klicken Sie auf einen Termin, um sich anzumelden:

08:55 - 09:05 frei
09:05 - 09:15 frei
09:15 - 09:25 frei
09:25 - 09:35 frei
Lehrer
Aristoteles
Nachricht

Moch magliche Zeichen: 255

You now can choose a time block (e.g. 9:15 to 9:25), enter a message and sawe it:
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X
K en Sie auf einen Termin, u ch anzumelden:
08:55 - 09:05 frei Anmelden
09:05 - 09:15 frei
09:15 - 09:25 v 4
09:25 - 09:35 frei
Aristoteles
Nachricht
Ich bitte um eine kurze allgemeine Besprechung zum v

Anfang des Jahres. Vielen Dank.

Noch méagliche Zeichen: 172

The teacher then receives a message that a parent user has registered and additionally sees the
registration in the segment of his/her lessons in WebUntis. The parent also receives an internal message

with a confirmation:

Nachricht

Anmeldung zur Sprechstunde bei Aristoteles am 18.01.2019, 09:15 - 09:25.

Mitteilung gesendet am 11.01.2019, 12:23

Ablaufdatum: 11.01.2020

Additionally, parents see their registrations by clicking on <Contact hours> above the contact hours list,
first line.

Via the 'Registration' button you can undo a registration for a contact hour. If you want to change the
time slot, just select another time block and click on save.

10.5 My data

The view of your 'own' data and the data of your children looks as follows:
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10.5.1

Developer licence Limited J w - h :
For Internal use only 2 o~ = a ebUntis

Di 01.01.

11.01.-

Do 10.01.

Fr 11.01.

Do 03.01.15 Erkrankung Anruf von Eltern

Amelie Becker Amelie Becker

31.01. jeden Tag 00:00 - 00:00 Verletzung Sportk

So 13.01. & Ph 7= New Buch S. 4 - Beispiel 3 bis 7 (m]

& Benjamin  Ph  New Tolle Mitarbeit und Unterstiitzung der Mitschiiler.

Ph WH Tolle Stundenwiederholung - 17.01. 8 5 &rn & phys SP Prufung3/4

Note: Selection of children
Please note that on the top right the child Benjamin was selected. Therefore Benjamin’s data and
information on him are shown. By clicking on the 'All' button, data of all children is shown.

Tip: 'My data' not available
The school needs the 'electronic class register' module in WebUntis so that parents can see their
children’s data in WebUntis. These functionalities are only provided with this module.

Absences

In the first segment parents see open absences of their children which have not yet been excused:

sDo 03.01.15:10 Erkrankung Anrufvon Eltern

By clicking on the first line - 'Open absences (school year)' — additional details are shown:
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2 @
€ 09.07.2018 = Schuljahr v - Alle - v
®
w Von Bis Abwesenheitsgrund Status Text
O ' 01.01. 03.01. Erkrankung 2] Anrufvon Eltern
1 Element
Entschuldigungsschreiben drucken a

Users see here all open absences with information such as reason of absence, time range, text, etc.
You can also download absences via the three buttons at the top right as pdf, xIs or csv format.

Here you can also report new absences (depending on the rights settings by the school administration).
Just click on the 'Report absence' button, the following view will open and you can create absences.

X
Zeitraum
8.1.2019 08:00 8.1.2019 15:10
Erkrankung X w
Anmerkung
Mein Sohn Benjamin hat seit gestern Nacht Fieber und kann heute nicht am Unterricht teilnehmen. v
Abbrechen

Benjamin will automatically be marked as absent for the respective days in the class register, therefore
all teachers of the school see that student Benjamin is absent.

Absences created by parents themselves can be edited and deleted.

Tip: Printing letter of excuse
The detail view for absences also provides for templates of letters of excuse which can be printed. Just

click on the 'Print letter of excuse' button.
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Absence times
The 'Absence times' tab holds information on absence times for students:

b 2
€ 09.07.2018 > Schuljahr v - Alle - v v
Datum Zeit Fach Lehrer Fehltage Fehlstd. Fehlmin. zahlt Abwesenheitsgrund Status Text
01.01. D Cer 0 1 45 Erkrankung (2] Anrufvon Eltern
01.01. E Cer 0 1 45 Erkrankung (2] Anrufvon Eltern
01.01. Mus Callas 0 1 45 Erkrankung (2] Anrufvon Eltern
01.01. Sportk Rub 0 1 45 Erkrankung (2] Anrufvon Eltern

10.5.2 Exemptions

Exemptions describe a permitted absence of a student.

11.01. - 31.01. jeden Tag 00:00 - 00:00 Verletzung SportK

Just click on the first line (Exemptions (as of current day)') and the following view opens up:

Lo

= 09.07.2018 = Schuljahr v
Von Bis Wochentag Befreiungsgrund Fach Von Bis Text
Fr., Do., ) ‘ . Bis Ende Jan sport-
o015 31.01.2015 jeden Tag Verletzung Sportk  00:00 00:00 befreit.
1 Element

Parents see all their children’s exemptions here, e.g. an exemption from physical education until end of
January due to an injury.

10.5.3 Class register entries

Class register entries describes entries made by teachers regarding their students or classes. The
entries can also have informative purposes, e.g. a note on the behaviour of deviant students (positive or
negative).

10.01. & Benjamin  Ph  New Tolle Mitarbeit und Unterstitzung der Mitschuler.
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10.5.4

Just click on the first line (‘Class register entries (current months)’) and the following view will open up:

(2
€ 01.01.2019 > Monat v
Person Datum Zeit Fach Text Benutzer Eintragskategorie
Benjamin Do, 10.01.2019 08:00 Ph Tolle Mitarbeit und Unterstitzung der Mitschiler.  New Verhalten
1 Element

Parents have only reading rights for this segment, can navigate and change the time range displayed
(day to school year).

Grades

Parents also see their children’s grades when they go to <My data>. In this example the grade he or she
received for a review check and the grade "++'.

11.01. Ph WH Tolle Stundenwiederholung ++

By clicking on the first line you get more details:

Ph - Note Datum Prifungsart

New | 2a

Rel

Nobel | 22 101) 02.06.2019 Gesamtnote 2018/2019
;EErTKZa,’Zb (1) 11.01.2019 Wiederholung

SportM _ 2 Elemente

Arist | 2a/2b

The details show the grade, the date and the type of exam of the respective examination.

Parents can also navigate to other lessons.

10.5.5 Exams

WebUntis also provides parents with the possibility to have a look at their children’s exams:
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17.01. & rPh B Phys SP Prufung 3/4

Just click on 'Examinations (one week into the future)' and more details on not yet concluded exams are

shown:
o
& 01.01.2019 > Maonat v Berichte =
Facher Prifungsart  Klasse Lehrer Raum  Datum | Text Note
Donnerstag, 17.01.2019 08:00 - 08:45
Ph SP 2a New Phys
Text |Unsere vorletzte Prifung :)
1 Element

In addition to more details the following options are available:

¢ Navigation date range

¢ Displayed time range adjustable to day, week, month, school year
e Reports: Exam report, exam ovenview, exam calendar

10.5.6 Homework

Homework teachers have entered into the electronic class register are shown here: <My data>.

13.01. & rh = New Buch S. 4 - Beispiel 3 bis 7 O

Just click on the first line - 'Homework (one week in the future)' — the following view will open up:
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10.5.7

[

€ 01.01.2019 9  Monat v

Facher Lehrer Aufgabedatum “ Falligkeitsdatum

Sonntag, 13.01.2019
Hausaufgabe |Buch S. 4 - Beispiel 3 bis 7

Ph New 10.01.2019

1 Element

In addition to more details the following options are available:
¢ Navigation date range
¢ Displayed time range adjustable to day, week, month, school year

Class services

Class senices are generated by the class teacher/form teacher in WebUntis. Class senices are e.g.
blackboard cleaning, class prefect, class representative, deputy class representative, etc.

Parents see the following content when they click on <My data>:

- bl

Amelie Becker Amelie Becker

Benjamin is the son of the user logged in. Student Amelie is also shown here as additional information
since she will be responsible for class senice together with Benjamin (either as class prefect or as
deputy class representative).

Just click on the first line - 'Class senvices (current week)' and additional details are shown:
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10.6

()
€ 07.01.2019 <2  Woche v

Dienst Schiler Klasse Von Bis Text
Klassensprecher Benjamin Bauer 2a Mo., 07.01.2019 So., 02.06.2019
Klassensprecher Stv. Amelie Becker 2a Mo., 07.01.2019 So., 02.06.2019
Klassenordner Benjamin Bauer 2a Mo., 07.01.2019 So., 13.01.2019
Klassenordner Amelie Becker 2a Mo., 07.01.2019 So., 13.01.2019

4 Elemente

The user can change the date or expand the time range displayed to week, month or school year in order
to receive more data.

Courses

With the 'Course registration' right parents can see the courses of their children online.

Course
By clicking on the menu item <Courses> parents see all the potential courses their children could
register for.

Developer licence Limited g > m :
=
For Internal use only o J a Untis
Benjamin Sara
®R & Meine Kurse @ Kursvorschau ?2 @
Fach chrer Kurskategorien Status
) -Alle - - - Alle - - - Alle - - - Alle - -
m
“ Name Wst Teilnehmer Kurswahlkategorie Prioritat Status Lehrer Wéchentliche Termine
. InfK P
Informatik Kurs 2 | 1/25 abgemeldet Gauss Mo. 13:30 - 15:10
l 1 Element
Information

By clicking on the course you get more information on the specific course.
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@ abgemeldet

Jahreskurs 2018/2019 2
Mat

Wahlpflichtfach 0-0
Gauss Me. 13:30- 15:10 geplant
Inhalt

Basis Informatik

Lernziele

Grundlagen der Informatik verstehen und wiedergeben.

Bewertung

Abschlussarbeit in Form einer Prasentation als Team

Kosten

Keine Kosten fur diesen Kurs

The number in the example - 1/25 - shows that one place of 25 possible places are already taken.

Registering / Cancelling

Parents, in contrast to their children, do not have the possibility to register their children for a course.
This step must either be done by a student user or via the course manager/administrator.

My courses tab

The list - <Courses> | <My courses> tab - describes the list of courses to which the children of the
parent users are registered, pre-registered, put on the waiting list or cancelled their attendance.



327

10.7

10.71

-All- - - All- - - All-

“ Name Per

BE

Bildnerische Erziehung

Hist
History

Hist
History

3 elements

Course preview tab

Course-choice category

1.Wahl

Priority

Status

registered

advance registration

advance registration

Teachers

Steiff

Hero, Cic

Arist

Weekly meeting times

Sat 10:00 AM - 10:50 AM, Sat 10:55 AM - 11:45 AM

The course preview tab shows all courses available to parents — also the ones which have not yet been

activated for online registration.

Parent-teacher day

There are two different phases for parents:

1. The manual parent registration phase and the optimised parent registration phase .

2. The actual parent-teacher day

The manual parent registration phase

The WebUntis administrator sets a registration time frame for every parent-teacher day. When the first
day of the registration time frame has come a note to the parents is displayed right after login leading
them directly to the parent-teacher day.

Parent teacher day fall 2018

By clicking on the appropriate link you get to the planning window.
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10.7.2

Baker Berg  Aqu Arc Arist  Amim  Asim Appointments

Children £:00 AM 2:00 AM Baker Josephine (FLOE, )

Booked
appointments are
listed here

® ° Beck Niklas 810 AM 2:10 AM Baker Josephine (FLOE, ) Appointments in pdf
format for local

saving

@ Beck Leni LD

Teacher 8:30 AM 8:30 AM von Aquitanien Eleonore (E, -—)

8:40 AM
° Baker FLOE [

8:50 AM 8:50 AM d'Arc Jeanne (W, —)
° Berg Ast, ME ® ST

9:10 AM 9:10 AM Aristoteles (ADM, Ast, —)

a A Teacher asks for a 9:20 AM 9:20 AM Aristoteles (ADM, Ast, —)

conversation. Speech

= Aqu £ bubble opens more 9:30 AM Bright cells are free
information time blocks and can
Y Arc M 9:40 AM be booked by
’ parents

[ Arist Ast, ADM 9:50 AM

] Arnim SASS 10:00 AM
v <

In segment of the planning window you see a list of the teachers. This list contains all relevant
subject teachers (those who teach your child), however, all other teachers are also listed here. Next to
every teacher you see a list of his/her subjects he/she teaches.

Teachers highlighted in orange have asked for an appointment.

Segment is the actual planning segment. You can select certain time slots for an appointment with
the respective teacher. Light grey cells in the grid are in general bookable, dark grey cells are blocked.

Please note that in segment via the@icon you can hide and show columns in segment

The segment called 'Appointments' shows the list of currently booked appointments. You can also hide
this list.

The optimised parent registration phase

The WebUntis administrator sets a registration time frame for every parent-teacher day. When the first
day of the registration time frame has come a note to the parents is displayed right after login leading
them directly to the parent-teacher day.

Optimisation

By clicking on the appropriate link you get to the planning window.
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10.7.3

-

Teacher Subjects Remark Beck Niklas

Enter available time

&
B
&

This teacher wants to talk
A t0 you. Speech bubble
shows the invitation text

O O
[m] [m]
O O
A M O [m]
O O

Arist Ast, ADM
Chaose which teacher

Arnim SASS you would like to spegk,
Also indicate over which

. child you want to speak.

Bach ADM

Baker FLOE

g ©& O 0O O
O 0O oo O

Beck

As a first step, you enter on the left side when you will be available, i.e. at which time and for how long
do you plan to be at school on the parent-teacher day? Just click into the respective cell, press the
mouse key, hold it and drag the mouse down — this makes selection easier and faster.

As a second step, look to the right and you will see the list of teachers you can select for an
appointment. Please note that red exclamation marks show the teachers who would like to 'obligatory’

speak to the student and his/her parents. Teachers highlighted in orange would like to speak to the
parents or legal guardian. When you go to the 'i' icon with you mouse cursor, more information is shown:

Optimisation registered)

Optimisation phase

If the administration has activated an optimisation phase after automatic assignment of appointments,
parents see the following on their start page:

This shows you up to when you can optimise the appointments WebUntis has automatically assigned to
you. The parents then see the same view as for the manual selection of appointments.

Parent-teacher day

When the registration phase (and the optimisation phase in the case of an optimisation workflow) is over
users cannot enter any additional appointments anymore. You can check online the list of appointments
you have made, or can download it as a pdf file and sawe it locally. You can take this report with you to
the parent-teacher day. An easier way would be to use our Untis Mobile App for smartphones and tablets
which lists your appointments of the parent-teacher day ‘in a mobile way’.
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8 Jun 25,2018

A The registration period is over.

0

Mon, 06/25

Appointment Teacher Subjects
8:00 AM Baker Josephine

8:10AM Baker Josephine

8:30AM van Aguitanien Eleonore

8:50 AM d'ArcJeanne

9:10AM Aristoteles

9:20 AM Aristoteles

Or on the start page:

Parent teacher day fall 2018 06/25/2018 (registered)
Take a look at your appointments for the parent-teacher day.

Student

Beck Niklas(), Beck Leni(}

Beck Niklas(), Beck Leni()

Beck Niklas(), Beck Leni()

Beck Niklas(), Beck Leni()

Beck Niklas), Beck Leni()

Beck Niklas), Beck Leni()

Appointments in pdf
format for local saving

Room
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CSV output 113
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Data transfer 280

data update 280
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Distribution lists 32
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Excel output 113

Excuse status 175
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Extending absences 52
External substitution 156
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External user name 146
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headmaster 115
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https 280
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ICS formats 162
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PDF output 113
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218
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56

209
194
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200
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190
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249
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selection functions

separator 131

Senices 182
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Settings — Lessons
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252
244
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131
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244
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47

138

185
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Start date 280

Status 106

Student absences

Student data
Student groups

129
47
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Student module

129
211
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synchronisation

280

52

213

51, 254

296

216

70
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Teaching methods 181
Terms 213, 244

Test import 129
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Timetable display 18
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Timetable overview 20
timetable scheduler 280
Timetable settings 159
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Types of exam 177
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underscore 311
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URL 10

User administration 138
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User login 10
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Webserver 280
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