GRUBER & PETTERS

y 4

/
Untis

\ Jser Manual

grupet.at



Contents

| Stamdata 8
I o T o o 8
0 - 10 1 - | - N 8
3 Stamdataformater............o i e 9

Funktionerne i Vaerkt@jslinen ... s s s s 10

Indtastning af data
Tilpasse visninger

Individuelt valg af datafElter............ooii e ettt e 13
SOrteriNg @f EIBMENTET ... ..oo ittt ettt e et e e eae e e sateeeaeeeeaneeesnteeanseaeaneeesnseaanseaaas 14
1= SRR ROURR 16

ST =T Y g Lo [ g Vo T=Y TSROSO 17

WX LT LIy =T = JY L3 o 1 Vo 1= 19
o T 20
Sidelayout = Page [AYOUL..........ccueiiie ettt ettt e et e e eae e e et e e e te e e eaeeeenreaaneeaaas 21

RV N o (1 ARSI 22

4 Stamdataegenskaber..........ccoiiiiiiiiiiii 23
Element-uafhaengige indtastningsfelter .......... i 23
[0 - 1 25
LT3 27
FaNEDbIadet KIGSSE'....... ..o ettt nre e 28
Fanebladet "SKEMA'..........ooiiiieie ettt ne 29

Y= T4 Y a g o =Y PO UPRPPRN 31

[N RS Y o 10T 1] (o [T RO U SR UPPPPRN 32

I =T = - 35
FANEDIAAEBE 'LEBIEI ...ttt r e bt ettt n e nre e 37
FanEbladet "SKEMA'..........ooiiieie et ettt ne 38

Y= T4 Y a g o =Y PO UPRPPRN 40

- T 4
L= a1t o] o Lot A = To PP UP 41
Fanebladet "SKEMA'..........coiiieie et ettt nre e Y
Fanebladet "Fag' - MArKEIHNGET.........couuiiiiii ettt e b e e e et e s be e e bt e e snaeesbeeeaaeeesnneas 42

L L= = 43
N o 1= 113 T = 44

Il Undervisning 45

I ¥ 4 e 1= V=" 13 Y 45
2 UndervisningsVIiNAUEL.........ooeuiiiiiiiiiiiii e e e e e 46
3 Indtastning af UnderviSniNg..........oiiieiiiiiiiii 47
Indtastning af en siMmpel UNAerviSNING ... 48
DobbeltleKtioner = BIOK .......cooiiiiimiimiiiiiinesn s s s a e s e e 50
2o T ¢ 114V 1= 51
Kobling af UNAerVISNING .....cceiiiiie i s s s s am e e e s 53
Afkobling af UNAerVISNING .....coiiiiii s s s s 54
Undervisningsindtastning med drag&drop ... 55

[0 7 « X c XS 57



Contents 3

4 Egenskaber for undervisning.........ccooiiiiiiii e 59
Undervisning med tidSONSKe ... 59
Kartotekskortet 'Undervisning' ... s aas 60
LI 0= = L= - o
'Codes' tab part 1...

'COAES" 1A PArt 2 ... e

'Values' and 'Coupling line' tabs ... 67
N e o o = 68
Lo o L= o I L= oY N 69

5 Funktioner i MenUIINIEN........couiiii e e 69

L T 12 1 PP PP PPt 71

A T=Xt=T o T T o =Y T 73
FiXed (SUDJECt) SEQUENCE .....eeeririiier it se s e s e s s s sms s e s mesan e n e s e e sn e s s e nnnnns 73
SEQUENCE N @WEEK ..ot err e s s se e s s s e e sae e e s e e e s ne e e sne e e e s s e e s ne e e snneeaaseesane e snneeanneesaneessnnnasnnanssnns 75
SIMUItANEOUS I@SSONS ..eeieiiiiiiirr b s pa R AR R R bR e e e 75

Il Optimering 76

1 Timetable optimisation.........cccoii i s s e e e een 76
2 Weighting...c.oieeeiiiiie e e e 76
The weighting Parameters ... s 78

The "Teachers (1)" tab
The "Teachers (2)" tab
THE "CIaSSES" TAD....c ettt h et e bt e ehe e e ea b e et e e e nhe e e nareeanaeeean
THE "SUDJECES" 18D ...ttt e a ettt re e
The "Main SUDJECES" TAD......cueiiiiiieee ettt e bt e e st e e st e e nae e e sareeanreeeas 82
I LCT oo 4 =T =1 o F PRSPPI 83
The "Period DistribDULION" taD..........coiiiiiiie e ettt e e nae e e sate e saee e 84
The "TIME REQUESTS" TAD. ...ttt e e eae e e sat e e sabe e e nae e e sareesneeeeas 85
THE "ANAIYSIS" TAD ... et he et et e e he e nateeaaee e 86
L1054 L= =TI 4 o = 86

3 Analysis of input data..........cciieiiiiiii e e e e e rnas 88

[ 221 = T 11 T 1T L 88
(00 0 0 Y T - 89
Information during the @NalYSIS............cc.oiiiiiii e 90
Control Of the @NAIYSIS........ccuiiiiiiriee ettt et
THE COC WINAOW ...ttt ettt bt bbbt e et e e e e e et et bt et e e e e e b e nesrenre e nes
Shortening CCCs..................
List of teacher teams
CritiCal @IEMEBNT ...t ettt r e

L R o 3 0 == ¥ o o Pt

Control data for optimisSation ... ——————————————
(@] o)1 4 S T= (1o g T o] o Lot =TT PRSP
Optimisation strategy (A, B, C, D, E).....
Optimisation series: No. of TTs (1-20)
OPtIMISAION IBVE] (1-9) ...ttt b e st b e bt b et e b et naeesaeenaeene
Y% of periods t0 e SChEAUIBA...........coui it
Similarity to previous timetable...........o.iii e
Lock timetable CONAItIONAIY............c.iiiiiiie ettt
Only requested days Off fOr tEACNEIS..........coiiiiii e 96
(0001 g TS o [=T gl FoTo Ty o= oF-To | VUSSP 96
Off site buildings by the half day ..o e 96




PErCeNtage INCIEASE.......ci ittt ettt et esb e et e e s e e nb e e eteeenene 96
Teacher assignment during OptMISALION. ...........oiiiiiiiiii e 96
L Y= 1422 o IR (== Vo o T SRS 97
?-Teacher e .97
No optimisation of teacher asSIGNMENL...........cooiiriiiie e e 97
Sw ap only Within ONE CIASS IEVEL.........ccuiiiieeee ettt snee e
Re-assign original taChEIS............ii i
Teacher optimISAtION COUE.........uuiiiiiiiiie e e e e et e e e et e e e e ssaeeeeennneaeeeenseeeeens
£ 1 L= | T
Strategie A - Fast OptimMISAtION ...........oiiiiiiie et e e e ne e sreenneente e e enees
Strategy B - INtensive OptimISAtION.............ooierieeee e
Strategy C - Fast percent placement...
Strateg D - Intensive percent placement.
Strategy E - Overnight OptimISAtioN............ccceeiiiiiii e ne
The acCOMPANYING WINGOW ....oiiuiiiiiiiis i e s s s s e e e s e ae s a e b nae e e ae e b m e R an e nsanenan
View optimiSation r@SUILS .......coiccciiiiiiiiric e n s sne s s sme e s e s san e e s sasnne s eassannenesnannnnsannsnns

LI 1T Y T Lo =1 {230 o o =N

Percentage planning ... e
EXAMPIE ..ttt b et e bttt e et e ettt et e nr et
THIME FEOUESTES ...ttt ettt a et e et e e bt e oo ae e e eat e e et et e eae e e et e e eate e e nar e e eareeeanees
(67 )13 TSRS
[ Tod CTo I o =T 4 To o - PO P O PP URRRUPPTPPR
WEIGNTINGS ... e

DIagNOSiS iR R R R R R
The SEIECHON WINAOW ...ttt ettt ettt e et e et e e nae e e sareeennees
The details WINAOW ......couiiiiie ettt ettt ettt e st e e et e e nae e eareeeanees

OVErall dIagNOSIS ..o.cieieiiicii iR E bbb e R AR

Manual Timetabling

ManUelles Plan@N........ccuiiieiiiiiiiir e e e e 112
Scheduling periods in the timetable............c.coee i s 112
SCheduling PEriOUS ... s
LOCKING PEIIOAS ... e a R a e RS R R R
MOVING PEIIOUS ..o s R e R e SR e e R e SR e R e R e bR e R e e bR e e
L5311 o T a T TN o X=X £

Scheduling periods with clashes
Deleting PEriods ... R
AlOCAtING FOOM'S ... e R SRR a R R e R e e e R R R R e e R e R R e s R e n R e bR e e
Planning in the overview timetables ... ——————————— 119
The scheduling timetable...........ccocooriiiiii s e e rran s 120
SCheduling PEIiOdS ....cciiiiiiiiirii R 120
Lo X2 4T N 7= T 122
53T 1o o T e TN o =Y 1o X £ 122
Scheduling periods with CONflICtS .......ccccciiiiiiiiir e ——————— 123

Deleting periods
Allocating rooms

L0
The Scheduling DialogUe...........cciiieuiiiiiiii s e e e e ras 127
LI TSI T < 10 =Y [ 127
=TS o] Y= (o] TSP RRTR VR RPRRUPOPRPRPION 127
The period details WINAOW ... s s s e e s s sme e e s ms e e e s 128

Period availability



Contents 5

L0 0 =3 =0 0T3RS 128
L o To R (472 ) S 128
Displaying abbreviated NAMES ..o ettt 129
Saving INAIVIAUAI SEEHNGS. ... ..ceeeeereeee ettt ee et e et e sneesneesreesne e seenneenseeneeeneennneans 130
The ,INFOrmMAtIoN™ taD...........oiiie et 130
The window logic ..........
Scheduling periods
1 = L= T T T 7= e T
Schedule periods With CIASNES ... s s e s n e e sne e s snn e e s neenans
ClASS CIASIES ...ttt h ettt a e e et b e e
Teacher and/or FOOM CIASHIES. ..........iiiiiiiei ettt sttt ee e
MoVing periods Via Drag&Drop .....c.cccecrrsrrsrrsssrsrisssssssssssssssssmsssssssssssssssssssssssssssssssssnsssssssnsssssssnsssssssnsssssssasaes
LT
Y oo 1T T B e o 4 T
ROOM SWap ...cccccmrrrinerrrisnennnnnns
Displaying alternative roOOMS ..o e e
ACHiVate NEW [@SSON e R R e
LI e T Q1 T o 1= e T -
(07T 4T3 0T Lo 14 e 1 OSSOSO
Assess the active time SIOt ... ————————————————————
RePIACING tEACNETS ... e
Display functions ........ .
Displaying all teaChers Of @ CIaSS.......cuiiiiiire et ee et eeneenreenns
Displaying @ll €IEMENTS ...ttt ettt ettt
Do) = 1V g e [ TR =TT o o Lo APPSR UPPOPP
DRIBHING FOW Sttt ettt ettt et ettt et e eea bt e et et e be e e eab e e ettt e be e e nan e nneeetne s
Displaying [€SSON COIOUI COUES.......coouiiiiiiiiiii ittt sttt sb e iee s
ST T TSP
Displaying arbitrary @lemMENTS...........ooo i e
L5 T T 1=

LIS TV ¥ o o1 4 Yo T 7= o e Yo L= P

SWaP SUGGESTIONS ...
CONSECULIVE SWAPS 1ueierierieriiiiiistississ s s s s s s s s s s d s e e SR e S e SRR S e SRR S aeER R A eaeRRR e e REsRe e e R e s e e Rn e ne
(00 1B T L=« IR ' T
6 Scheduling half Periods..........ccuiiiiieiiiiiicr e s e e s e r e m s em s ranrrnn s
Scheduling half periods in the timetable ... .
Scheduling in the scheduling dialogUe ... s
Manually scheduling half PEFiOdS ... s s s n e s e s e s

7 MUlti=-Timegrid... ..o e e

V Skemaformat 0
VI User Tips 152

I ¥ L= i 1 o 1= 152
2 SetliNgS....cciuui i 152
LI L (=T T SR 153

School data ... .153

LI 2= [ T T T 7= A 4T3 Ve Y 154

The "AULO-SAVE' 18D.....cei et e e e e et e e e et e e e e s ate e e e e e naaee e e naeeeeannnreeeeanre 154

L= T 1= (o L= = o SRR 154

LT L0721 €= oL = o SRS 155



10
1"
12

13
14

I T Lo = 7 | 156

Time ReQUESES.....ccuiieiiei it rie s s s s s s s s s sra s ra s sra s sn s rnssennsennsnnnsnnnrnssennsnnnrnnnns 156
Specified tiMe FeQUESES ..o 156
Unspecified time requUeSsts ... ———— 158

Copying time requests
Deleting time requests

(00T - {11 TSR
(00 1o YU T o7 o Yo 13- TSN
[T o 4T =
(00T WT o 1Ty T TN
JLICE= 1o T =T T
(0 T EoE = oo 11 o4V =
Type-separated class COMPONENLS.........cocuiiiuiiiiiiiiiir e s rran s 166
L0 B == T T U] Y- 167
Defining core 1essons and OPLtioNS ... 168
lllustrating the principle .......ccccccvvuunn. ... 169
Display and Printing ... R ar e 171
I Yo7 ] 4V O 173
Lo T Q1 T o T e 3T 173
Lo T QT Ve Lo o1 TR 173
Lo Ted QT Lo It = EoF L] - L T 174
LoCKed I€SSONS WINUOW ... ie s s e e ss s e s sme e ae s s se e s mesams s e se e s smesanssasnnesenmesansnasnnes 175
LT o T3 T o T oS 175
XL =T g 1A= o T 175
AREINALIVE FOOM FING. ...ttt e bt ste e e e bt e e bt e e be e e eab e e e abee e bt e e sabeeabeeeabbeesnbeeeneeeasneeanne 175
ROOM AllOCALION ..ttt 177
Lo T 0] 1 T o T T T 1 178
ARErNAtivE FOOM CREIN.....c.eiiiieiee e ettt e e s e st e nreesreesne e ne e s 179
Room optimisation .... . 179
[ = a0 o] L] (=T o T PSSR 180
EXAMPIE: STEP 2.ttt et e et b e e b e et et e be e e eab e e ettt e be e e eabeenbeeeteeenn 181
[ = a0 o] (=T o TG T PSPPI 182
[ = a0 o] (=T o 1 APPSR 182
o= a0 o] (=T T T PSPPSR 182
The role of subject rooms and hOmMe rOOM'S ... e 183
Changing home rooms - classes / teachers ... ... 185
L0 i T 1 L= o T 13 189
Start tiMe GradUALION. ... ..ottt e e bt e e be e e eab e e sate e e bt e e aabeesateeenbeeeeareesneeeenneas 190
OFf=SIE COUBS.....eteetiete et e bt et e r et et e et e s aeesae e s e e e ene e teeaneesneeaneennenene e 190
Optional subjects and fringe periods..........coociiuiiiiiiiiiiini 193
Main SUDJECES. .. ..ot e e e r e s ena e 193
SUDbJEeCt SEQUENCES.....ceeiieiii e e 194
POSitive SUDJECE S@QUENCE ..o s s s s e e s me s e s e e e s me s mesannes 194
Negative SUDJECt SEQUENCE ... et s e s s e e s me s e e e e e s me s mn s annes 195
[0 = == 04 = = T 0o T L= (0 0 0 N 196
Timetable COMPAriSON........oou i e e s r e rran s 198
'Timetable' tab
B 1Yo T U A - o N
Starting timetable COMPAriSON ... s e e e 199

The process of timetable COMPArISON ......c.ccciiciricciiicce s s e s e e e s e s sme e e smn e e nneeas 200



Contents 7

15 Window groups

16 Exporting to MicrosSoft EXCel........covuiieiiiiiiiieciriirr s s s s s e s r s e s s s e s e e nn e nannen 204
LT 0T o] 1 a T T 1= o T 1 =T 205

Index



1.1

1.2

Stamdata

Forord

| Igbet af sine mere end tredive ars udvikling er gp-Untis vokset til et meget omfattende stykke veerktgj.
Den rigdom af funktioner og indstillinger - og ikke mindst omfanget af denne vejledning - kan derfor pa
nye kunder maske virke lidt afskraekkende.

Af denne grund anbefaler vi ogsa, at du studerer det meget tyndere haefte "Introduktionsmanual til Untis"
ngje. Dette farer dig med letforstaelige eksempler gennem alle trin i skemaplanlaegningen med Untis: Fra
installation af programmet over indtastning af skoledata til indtastning af skolens stamdata. Videre over
indtastning af undenvisning, den egentlige skemalaegning ved hjeelp af Optimering , diagnose af den
beregnede lektionsplan og eventuelle manuelle aendringer og endelig til print af de feerdige skemaer for
lerere, klasser og lokaler.

Ogsa den hervaerende vejledning er bygget op efter denne struktur, men den er ment mere som
reference og opslagsveerk end som egentlig vejledning.

Brug derfor denne vejledning, hvis du under arbejdet med dit skema stader pa situationer, der ikke er
behandlet i introduktionsmanualen, eller til i ro og mag at lezere de mere avancerede funktioner i Untis og
dermed blive i stand til at bruge veerktgjet mere effektiut.

Stamdata
| dette kapitel beskrives indtastning og vedligeholdelse at stamdata samt deres egenskaber.

'‘Stamdata’ er de grundlaeggende data, der er nadvendige for skemalaegning af undenisningen pa en
skole. Det er de |eerere , klasser , klasselokaler og fag , som er grundlaget for undenisningen, men ogsa
vigtige oplysninger om glever , alternative lokaler , afdelinger og ferier . Generelt kan du, via menupunktet
'‘Stamdata' i hovedmenuen og aktivering af de tilhgrende undermenuer, indtaste nye stamdata eller aendre
pa eksisterende stamdata.
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1.3

Filer Rediger
[T e
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Stamdata | Undervisning Skemalsegning Skema Rapporter Indstillinger Moduler Vindue 7
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Klasser
Lzerere
Lokaler

Fag

Elever

Elementvindue

special data h P| Student groups

Alias (2. navn)

Stamdataformater

Beskrivelse

Afdelinger

TR0 ¢

Tilsynsomrade

Teaching qualifications

Et nedtonet menupunkter papeger, at funktionen er inaktiv. Generelt er dette tilfaeldet, nar der er brug for
et tilleegsmodul fra standardpakken Untis.

Om at oprette punkter i menuen:
Via undermenupunktet 'Stamdataformater' kan poster tilfgjes, der ikke vises som standard i din menu. |
kapitlet 'Stamdataformater' vil blive vist, hvordan du kan tilfgje dine egne menupunkter.

| 'Stamdata’ har klasser, laerere, lokaler og fag en seerlig betydning, da de som naewnt ovenfor fastlaegger
undenvisningen. Derfor bruges ofte for denne stamdatatype betegnelsen Elementer .

Alle stamdata bearbejdes i sakaldte Visninger</ i>. Disse visninger er vinduer, hvor du kan indtaste nye
og aendre eksisterende stamdata. Alle stamdatavinduer bearbejdes generelt ens, sé i det falgende
beskrives lighederne mellem forskellige stamdatavisninger.

Udover disse elementvinduer findes ogsé et overordnet 'Elementvindue’.

Stamdataformater

Hvert stamdataelement ( Klasser , Leerere , Lokaler , Fag og Elever ) kan bearbejdes i egen \isning.

Alle stamdatavinduer/-visninger bestar af tre dele: Menulinje , Listevisning og Kartotekskortvisning .

Listevisning

Listevisningen er linjeorienteret. Ny linje for hvert nyt element. For hvert element vises de egenskaber, du
som bruger har aktiveret i visningen. | eksemplet er dette: Betegnelse, Hele nawet, Reserelokale og
Lokaleveegt.

Kartotekskortvisning
Kartotekskortvisningen er elementorienteret. | denne visning ses et element med alle dets egenskaber.
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1.31

OoBS!
Du kan abne og lukke kartotekskortvisningen ved at klikke pa pilen nederst til venstre i Listevisningen.

P

S oIdt

@ Lokale / Lokale

M= ==
"HEENRERT #=E& 0O P a-@D.

*

egnelse |Hele navnet

Bet
» ldreetssal 1 a2

Reservelokale Lokalevasgt

4

ldrztssal 2 Id1
Fysikiokale

Skolekakken

Klasselokale 1a Kib
Klasselokale 1b K2a
Klasselokale 2a K2t
Klasselokale 2b K3a
Klasselokale 3a Kla
Pseudolokale 1 (3b) Kla
Pseudolokale 2 (4) K2a

PRI R R R R R e e O L e

b

| det felgende behandles disse temaer:

(=) [t | Lo |

1d2

4

Reservelokale
Lokalevasgt
Anneks

Antal pladser
Afd.

Tilsynsomrade

Elestem betegnelse

Menulinje
Indtastning af data

Tilpasse visninger
Administrere visninger

Print

Funktionerne i Vaerktgjslinjen

Lokale

Falgende munuknapper finder du i mange Untis-vinduer:

MEMBILEGESE @ do-20.

Vis normalform

Kartotekskortvisning
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Denne funktion tilpasser den ydre vinduesramme til de valgte kolonners antal og bredde.
FeltvalgDenne funktion detalje-beskrives i kapitlet Individuelt valg af datafelter .

Ny

Denne knap abner et nyt element. Ngjere forklaring findes i kapitlet 'Indtastning af data'.

Slet
Denne funktion sletter det aktive element. Du kan slette flere ad gangen ved fegrst at markere de gnskede
og dernzest bruge knappen.

Serieendre
Med denne funktion kan du preecist sendre indholdet af ét felt i alle linier af listevisningen pa én gang.
Denne funktion er specifikt beskrevet i kapitlet Seriesendre .

Sorter

Her drejer det sig om den automatiske og permanente sortering, som behandles i kapitlet Sortering af
elementer .

Felter med indhold

Denne yderst nyttige funktion aktiverer i listevisningen midlertidigt alle de kolonner, som har mindst ét
feltindhold. Et klik mere pa denne knap, og du er tilbage til den oprindelige visning.

Las visning
Er denne funktion aktiveret, forbliver den aktuelle visning ubergrt af sendringer i andre visninger. Den
automatiske synkronisering er hermed ude af funktion.

<Tidsensker

Via denne funktion indtastes tidsensker. Gradueringen for tidsgnsker gar fra -3' (total speerring) til '+3' (et
meget staerkt gnske om aktivitet). Da tidsgnsker er af central betydning for alle elementer savel som for
undenvisningen, er kapitlet Tidsgnsker i 'Anvendelsesanvisninger' dedikeret denne funktion.

Elementets farve

Ved hjaelp af denne knap kan du tildele ethvert element (undervisning) en selwalgt forgrunds- og
baggrundsfarve. Disse farver vil blive anvendt / vist pa skaermen i standardvisningen af skemaet savel
som i visningen af skemalaegningsveerktgjerne Skemadialog og Planleegningsskema . | andre moduler af
Untis - som f.eks. modulet Vikarhandtering - vises elementerne ogsa i farver de relevante steder.

Tips: Farvelagge flere elementer
Du kan farvelaegge flere elementer ad gangen med samme farvekode ved at markere dem ferst og
dernaest klikke pa farveknappen.

OBS! Ingen farver pa print
@nsker du IKKE at fa printet farverne med ud, skal du veelge 'Sort-hvid udskrift' for den enkelte visning
(under 'Indstilling af skema | Layout 2 | UdskriV).

Sidelayout (Page layout)

Her veelger du indstillinger for dit print, og du kan samtidigt se, hvordan det vil blive printet ud. Mere
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13.2

133

herom findes i kapitlet Print .

Indstilling

Via knappen 'Indstilling' kan du veelge skrifttype, -starrelse og lignende.

Opdatér vindue
Visningen opdateres. Alternativt kan du klikke pa 'F5'-tasten.

Indtastning af data

Indtastning af nye elementer i Stamdatavisningerne sker altid i den nederste linje, som er markeret med
en l*l'

Alternatit kan menuknappen 'Ny' anvendes. Cursoren placeres derved automatisk i den nederste frie
linje af Listevisningen.

Bekraftelse af indtastning
Bekraeft altid din indtastning med 'Enter’ eller 'Tab', ellers gemmes det sidst indtastede ikke.

e

@ Klasser [ Klasse B E'@
la *:?ﬁ%?ﬂvx:xé@ﬁ%@{a'@@*

Betegnelze |Hele navnet — Lokale Hovedfagidag Frokostpause Lekt pr.dag

b _ Klazse 1a (Gauss) K1a 4132 485

1b Klasse 1b (Mewton) K1k 4 1-2 45

2a Klasse 2a (Hugo) KZa 4 1-2 4-7

b Klazse Zb (Andersen) KZb 4 1-2 a7

3a Klazse 3a (Aristoteles) K3a 4 1-2 4-3

3b Klasse 3b (Callas) Pz1 4 1-2 4-3

Klasse 4 (Nobel} Ps2 4 1-3 4-3
a
-_

v Klasse -

For at foretage yderligere indtastninger flyttes cursoren med mus eller piletaster til de efterfelgende felter.

OBS! Andring af 'Betegnelse’
Du kan endre betegnelsen for et element ved at dobbeltklikke i kolonnen 'Betegnelse’ ud for det givne
element.

Tilpasse visninger

| hvert stamdatavindue findes der mange forskellige kolonner. De feerreste har behov for dem alle. Derfor
kan du selv veelge, hvilke kolonner der skal vises.

Herudover har du mulighed for sortering af reekker og kolonner.
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1.3.3.1

Individuelt valg af datafelter

Grundleeggende har du to forskellige mader, hvorpa du kan veelge datafelter: Via 'Feltvalg' eller
'Kartotekskortvisning'.

OBS! - 'Felter med Indhold’

EES

Ved klik pa menuknappen 'Felter med indhold' vises alle de kolonner, hvor der mindst er én
indtastning. Denne funktion egner sig til at finde eventuelle fejlindtastninger.

Feltvalg

Klik pA menuknappen 'Feltvalg' og seet efterfelgende et hak i kolonnen 'Aktiv ud for de gnskede kolonner.

OBS! - yderligere muligheder
Via 'Feltvalg' kan du ogsa beslutte, om en kolonne skal med i print, eller om '‘Betegnelse'/'Hele nawnet'
skal anvendes for et element.

7| Feltvalg @
[ OK | [ Anvend | [ Abyd |
Felt Navn \
Betegnelsze ™
Htemavn
Tekst
Beskrivelse Betegnelse
Afdeling Betegnelse
Alias (Andet navn)
+ Basisfelter @ Larere / Lasrer / ===
= Skema wl | ; =T o
Mi. v v Gallas =[5 [E 5T 52 O da-6.
M.a.x antal lekt. i reskkefalge Betegnelse |Efternavn  Lokale Melemtimer Lekt pr.dag Frokostpause
[nly\:lerle.kt. ingekend Gauss Gauss 0-3 25 1-2
a‘er—omlmenng;;e: eteg|-1 s - ::\_‘; :E\-.:un 3_1 :? 1?
Lektioner pr. dag min.maks v ] g 9 - -
Ander Andersen 0-1 4-5 1-3
e Arist Aristotel 0-1 45 1-2
+ Tjenestetidsberegning s rstoleles - =
+ Pausetilsyn L4 Callas 0-1 46 1-2
+ Driftsmodul {Vikarhandterng) Nobel Nobel 0-1 46 12
T Taller Rub Rubens 0-1 4-7 1-3
Cer Cervantes 0-1 4-7 1-2
Curie Curie 0-1 4-7 1-3
*
|L| Laerer -

Fra Kartotekskortvisning

Faer cursoren hen over det gnskede datafelt i Kartotekskortvisningen. Herved bliver cursoren til en fire-
retnings-pil. Du kan nu med 'drag&drop' fare datafeltet op i Listevisningen, hvorved det vises som en ny
kolonne.
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1.3.3.2

Klasse 2b (Andersen)
Kissse 3a (Aristoteles)
Klasse 30 (Callas)
Klasse 4 (Nobel)

Iokale (betegnelse)

Kassegruppe

Frokostpause min maks.
Kla | Siamiokale betegnelse)
Loktioner pr dag min maks

Max havedfag pr. dag
Max artal Hiag i reskckefelge Basisklasss il udslert)

Max, differert less./day

P I Jloe I Il e]

For at slette en kolonne: Hold 'Ctri-tasten nede mens du treekker kolonneoverskriften retur til
Kartotekskortvisningen.

Sortering af elementer

| 'Stamdata'-visningen har du tre forskellige sorteringsmuligheder til radighed.
Manuel sortering med 'drag&drop’.

Vil du flytte et element i 'Listevisning', "tager du fat" i elementet i kolonnen helt ude til venstre, holder
venstre museknap nede og trackker elementet til den enskede placering i listen.

Raekkefelgen af kolonner kan aendres med samme fremgangsmade.
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-

@8 Lacrere / Laerer E] E@ 1
wl | . -
ew T - % : @ La=rere / Laz=rer
Betegnelze |Efternavn Lokale Well | - =
Arist Aristoteles 0-1 Hew "H BERRT &
Curie Curie 0-1 Betegnelze |Efternawvn  Lokale Mellemtimer Lekt pr.
Gauss Gauss 0-3 Arizt Ariztoteles 0-1 45
drag m Newton 0-1 Curie Curie 01 47
Callas Callas 0-1 Gauss Gauss 0-3 25
Hugo Hugo 0-1 Callaz Callas -1 48
Ander Andersen 0-1 Hugo Hugo 0-1 47
MNobel Nobel 0-1 Ander Andersen 0-1 45
dro Rub Rubens 0-1 Nobel Mobel 0-1 45
P Cer Cervantes 0-1 Rub Rubens 0-1 47
* m Newton 0-1 4-5
Cer Cervantes 0-1 4-7
E] *
1

Automatisk midlertidig sortering

Med et museklik i kolonneoverskriften sorteres tabellen efter indholdet i den valgte kolonne. Et yderligere
museklik og tabellen sorteres 'faldende’ efter den valgte kolonne.

Var opmarksom: Midle

rtidig

Lukkes og abnes visningen er du tilbage til 'normal’ reekkefglge i tabellen.

"

@ Lasrere / Lasrer

I

@ La=rere / Lasrer

Klik, = = =
et F ol - BMENRRT HEE O
me Efternavn Lokale Mellemtimer Lekt pr.dag Froke
k uss GE.IJSS Ander Andersen 0-1 46 1-3
Arist Arstoteles Arist Aristoteles 0-1 45 12
Curie Curie Callas Callas 0-1 45 12
Callas Callas Cer Cervantes 0-1 a7 12
ugo Augo Curie Curie 0-1 47 1-3
Ander Anderzen > re—— = o =
Hobel Hobel Hugo Hugo 0-1 4-F 1-2
Rub Rubens MNew Newton 0-1 46 1-2
New Newton Nobel Nobel 0-1 46 12
. cer Cervantes Rub Rubens 0-1 47 1-3
*

(=)

Lzerer




16

Automatisk permanent sortering

w

Nar du klikker pa menuknappen 'Sorter' , abnes et nyt vindue, hvori du kan veelge op til fem
forskellige sorteringskriterier i hierarkisk orden.

P )

Sort criteria @
Sort by
Betegnelse -
@ Ascending Descending
then by
-Mone- -
@ Ascending Descending
then by
-Mone-
Ascending Descending
then by
-Mone-
) Ascending Descending
then by
-Mone-
@) Agcending Descending
| Use this sorting in all drop-down menus
oK || Abyd | | Anvend

Veelg nu blot, hvilke kriterier visningen skal sorteres efter. Ved at saette hak ud for 'Brug denne sortering
i alle drop-down menuer' (Use this sorting in all drop-down menus) vil denne sortering blive anvendt alle
steder i programmet, hvor de pagaeldende elementer vises pa listeform.

1.3.3.3 Filtrere

Hvis du vil laegge et filter med et eller flere kriterier over en bestemt visning, kan det gares simpelt og
hurtigt via filterfunktionen.

Klik pa menuknappen 'Filter' og der fremkommer en ny linje med filtersymbolet mellem
kolonneoverskrifterne og tabelindholdet. | denne linje indtaster du i den aktuelle kolonne dit filterkriterium.
Du kan ogsa anvende flere filtre samtidigt (matematisk 'bade-og..."). Eksemplet findes via 'Undenvisning |
Klasser'.
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s me R () e

- [+ Kla,Leer Ejskemalagt UL Arsiek Teerer Fag

b (= e e |
e - QRE A& & BB-8@.

Klasse(r) Faglokale Stamiokale Dobbefiek. Blok

i
[
o

.1 ] Noeo | | | |

7. 23 2 Ander [N

73 2,2 3 Arist ] Undervisning / Klasze

» 5o Bl  CHBEORAFNS Fw- OEE a8

35 2 CaTa,s Musf 1O, #/Kaler Ejskemalagt UL Arslek Lacar Fag Klasse(r)  Faglokale Stamiok

3g 2 Callas  Fo 1l|' . . %. — - -

e +] A ris] a a

46 2 Nobel |3l d 5

53 B, 2 5 Rﬁh n 3 & Arst (MBI 12 Kia

63 2 cer o | 3 Arst  [Eng 1a Kia
E] U-nr, EI Klasse*

E] U-nr, lil | FIdssE v

OBS!: Pladsholder

Bemaerk at du ved filtreringen kan anvende pladsholderne '?' og ™', som kan sté for ét eller flere vilkarlige
bogstaver / tal. Koblingen for undenisning nr. 7 er i eksemplet dbnet, sa det ses, at denne er med i
udtreekket pa grund af laerer Curie.

oSS ==
EDER (T} F-OHE A8 £ IB-ED.

[+ Kla,Lser Ejskemalagt uL Arsﬁrer Fag Klasse(r) Faglokale Stamiokale Dobbeflek. Blok

4.1
7 m23 2 a .
73 22 3 Arist Undervisning / Klasse
) = " = -
31 5 Arist -H BE TR aivs“ - OFE 48
33 5 Arist
s [+ Kla,Leer  Ejskemalagt UL Arslek Leere Klasse(r) Faglokale Stamloka
35 2 Callas
39 2 Callas
o 5 ol =23 2 I Sl 1a s Kia
° cuss B S Kia
g D2 B = . IO |
63 2 Cer '
2 Callas Mus 1a K1a
2 Callas  For 1a Kla
2 Cer Bio 1a Kla

1.3.3.4 Serieandringer

| Untis er der to muligheder for at serieaendre.
Via markering

Marker med cursoren det gnskede omrade, sa felterne bliver bla. Indtast uden yderligere klik den
gnskede veerdi, og den vil nu fremsta i alle markerede felter.
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"
a Lasrere / Lasrer E] EI@
= - = =
ows -G TEMNRAT HEHE O EH IR-@6-

Betegnelze |Efternavn Lokale Mellemtimer  Lekt. pr. dag, (Frolmstpause
b [Gauss Gauss 0-3 25

New Newton 0-1 a5

Hugo Huge 0-1 4-7 By '

Ander Andersen 0-1 a5

Avrist Aristoteles 0-1 45

Callas Callaz 0-1 45

Nobel Nobel 0-1 45

Rub Rubens 0-1 &7

Cer Cervantes 0-1 &7

Curie Curie 0-1 &7
*

Frokostpause

Frokostpause

1-2
1-2
1-2
1-2
1-2
1-2
1-2
1-2
1-2
1-2

OBS! - Markere

Du kan ogsa markere med tastaturet: Brug 'Shift'+'pil op' eller 'Shift'+'pil ned'.

Via funktionen 'Serieandring'

| =

| visningens menulinje finder du knappen 'Serieaendre'l—. Nar du klikker pa den, kan du i
serieaendrings-dialogboksen indtaste/se den gamle veerdi i 'Forrige veerdi', og det den skal aendres til i

Ny veerdi'.

a Lazrere / Lazrer E] E@
fas B @E T +52 O E Je-80.
Betegnelse |Efternavn Lokale Welemtimer Lekt pr. dag fFrnhDstpau&e _.
» |Gauss Gauss 0-3 26
New Newton -1 45
Hugo Hugo -1 47
Ander Andersen -1 45
Arist Aristoteles 0-1 46 2
Callas Callas 0-1 46 Hele filen Kun markereds
Nobel Nobel 01 45
Rub Rubens -1 47 | a=rel
o | orvemes o il Gauss - BERIT &HHe @ B @B
* Betegnelse |Efternavn Lokale Melemtimer Lekt pr. dag fFrokostpause
b [Gauss Gauss 03 28 h
New Newton -1 45 2-3
E] Laerer Hugo Hugo 0-1 47 23
Ander Andersen -1 45 2-3
Arist Aristoteles -1 4-5 2-3
Callas Callas -1 4-5 2-3
Nobel Nobel 01 45 2-3
Rub Rubens -1 47 2-3
Cer Cervantes -1 47 2-3
Curie Curie 01 47 2-3
* - v

AEndringer sker normalt kun for elementerne i visningen, medmindre du har vinget af i 'Hele filen', hvorved
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du opnar, at aendringen sker for alle elementer af den aktuelle type.

Har du markeret enkelte elementer, kan du, ved at vinge af i 'Kun markerede’, ngies med at sendre de
udvalgte elementer.

Administrere visninger

Du kan endre, slette eller oprette visninger. Du kan definere standardvisninger og udvide stamdata-
menuen med udvalgte visninger.

Styringen af visnings-administrationen finder du enten i drop-down-listen nederst til hgjre i de enkelte
stamdata-visninger eller i menupunktet 'Stamdata | Stamdataformater'.

Drop-down-listen

Via drop-down-listen nederst til hgjre i stamdata-visningerne kan du skifte mellem de allerede
eksisterende visninger for dette vindue, gemme, aendre, nawmeaendre eller slette visninger.

Punktet 'Gem visning som' skaber en ny visning, som herefter vil fremsta i den gverste del af drop-down-
listen.

0-1 47 1-2
0-1 47 1-2

Leerer -

= Leerer r
la:rer—A
Leerer-6 k
Lzerer
Gem visning
Gem visning som
Omdebe

Slet

OBS! - A£ndret visning
Sasnart du har sendret en visning, dukker en ™' op ved nawnet i drop-down-listen. Du kan nu gemme
visningen med aendringer - eller via 'Gem \isning som' oprette en ny visning.

Stamdataformater / Undervisningsformater
Via menupunktet 'Stamdata | Stamdataformater' (og ogsa 'Undenisning | Undenisningsformater’)
fremkommer en komplet liste med alle stamdata-visninger.
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1.3.5

P o

@ Formater / Stamdata E@
L2 =
| Ale | Ka
Klazse
Beteanelse Hele navnet Standard || menuen | Type -
Kla Klazze [ Klazze
Laer Lasrer [ Lasrer
Fag Fag ] Fag
Lok Lokale & Lokale =
Kla-A Klasse-A [ & Klazse
Leer-A Lasrer-A [ [ Lasrer
Fag-A Fag-A [l [ Fag
Lole-A Lokale-A = [ Loleale
Kla-B Klazze-B [ [ Klazze
Le=rE Lasrer-B = [ Lasrer
Fag-B Fag-B = ] Fag
Lok-B Lokale-B [l & Lokale
Gar Gard O Gard
Fagf Fagfordelingsskema [ Fagfordel -
. [ S ]| =l .

Via kolonnen 'Standard’ kan du veelge, hvilke visninger der skal 8bnes som standard.

Vil du inddrage yderligere visninger i Stamdata-menuen, vinger du bare den gnskede visning af i kolonnen
'I menuen'.

Via knapperne i menu-linjen i denne visning kan du oprette, abne eller slette en visning.
Print

Der findes to mader at foretage indstillinger for print.

1. Sidelayout - Page layout

| hvert stamdata- og undenvisningsvisning finder du menuknappen 'Page layout' . Her kan du

foretage indstillinger for print og samtidigt se resultatet.

2. Vis udskrift

Nar en visning er aktiv (du har klikket pa den), kan du via menuknappen 'Udskriv = eller 'Vis

udskrift' - i hovedmenuen abne 'Udskriftsmenu'-dialogen.

OBS! - Kopier til 'Udklipsholder'.
Du kan markere en tabel helt eller delvist og med 'Ctrl+C' og 'Ctrl+V' indseette den i en tekstbehandler
eller et regneark.
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1.3.5.1

Sidelayout - Page layout

For alle visninger (Stamdata, Undenisning og Vikarhandtering) har du via menuknappen 'Sidelayout' '
mulighed for at indstille printet for de enkelte lister. Denne menuknap findes savel i menulinjen for den
enkelte visning som i hovedmenulinjen (under 'Vis udskrift").

@ Untis Multilser 2012 - demo - TESTskole DEMO - Ske

Filer Rediger 5tamdata Undervisning Skemalzgnil
=H = 4|8 09 +HI
hi}l | % - Ei Wis udskrift Chrl+W Fﬁ
i Page layout
T 7 T B oot |y
|

Eksemplet viser en liste med undenvisningen for 1a. Via menulinjen for 'Sidelayout' kan samtlige for
printet relevante indstillinger udferes.
Via menuknappen 'Udvalg' kan du veelge de elementer, der skal printes.

Skal en kolonne printes ud med fed skrift, klikker du i kolonnen og klikker dernaest pa menuknappen B'.

@ demoil EI -
E @[d .;§=1| z £ o Aral - 10 - B -8,
Kasseir): 1/7 Udskriv kun, hvis aendret efter ...
[ Udvalg ] 0n01-1570 @ 00l

[ Farste kolonne pa alle sider

Element header 18 Klasse 1a (Gauss)
Kolonneoverskrift ; 7
U-nr. Kla,Laer Ejskemalagt UL Arslek Laerer Fag Klasse(r) Faglokale Stamlokale Dobbeltlek.
1 4.1 2 Hugo Geo 1a,1b,2a.2b K1a
T 2.3 2 Ander Sle  1a Sle K1a 11
Gauss Sle  1b Sle K1a
Curie Han 1a,b Han
73 2,2 3 Arist IdrP 1a,1b Id2 K1a
Rub IdrD  1a,1b Id1 K1b
&y 5 Arist Mat 1a K1a
33 5 Arist Eng 1a K1a
35 2 Callas Mus 1a K1a
39 2 Callas For 1a K1a 11
46 2 Nobel Rel 1a K1a
53 2 5 Rub Dan 1a K1a
63 2 Cer Bio 1a K1a

Betydningen af de enkelte knapper forklares her grafisk:
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Udskriv Vis udskrift Total / summering Portraet/ Landskab

Vo

E?L 2 —% & aial - 10 v B -

A

Feltvalg Tekst-ombrud Skriftretning pa overskrift

— il

Hvis du vil eendre en overskrift, klikker du i et af rummene til overskriften og indtaster det gnskede.

@ demes el
@ld Baz g & aal -0 - B-.

Kassel): 1/7 Udskriv kun, hvis sendret efter ... Il

soen G- oem

[7] Ferste kolonne pa alle sider

d Klasse 1a (G

Element header

sl U-nr. KlaLeer Ejskemalagt UL Arslek Laerer Fag |Klasse(r) aglokale Stamlokale Dobbeltlek ] |Blok

1" 4.1 2 Hugo Geo Ta,1b.2aZb K1a

7 2.3 2 Ander Sla  1a Sla K1a 1-1
Gauss Sle  1b Slg K1a
Curie Han 1a,1b Han

73 2,2 3 Arst  1drP 1a,1b ld2 K1a
Rub ldrD  1a.1b ld1 K1b

OBS! Sideombrud
Veer opmaerksom p4, at sideombrydningen ogsé vises i vinduet. Pa udskriften bliver '‘Blok' printet pa side

2.

1.3.5.2 Vis udskrift

| denne dialogboks finder du indstillinger, som allerede er set i 'Sidelayout'.

Vaer opmaerksom pa, at der via 'drop-down'-menuen - atheengig af den enkelte visning - gives flere
muligheder for print.
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1.4

14.1

-

Udskriftsmenu @

Klasselr): 7/7 S
[ Idvalg .

BT
[ Side opsastning ]

Listeform Owerskrif

Datafelt "]

Dagsenske

Datafelt

Timeenske
Ubestemt dagsenske

Disse printmuligheder beskrives senere i relevante kapitler.
Stamdataegenskaber

Principielt er det nok at udfylde kolonnen Betegnelse for automatisk at kunne generere et skema. Er
betydningen af et felt uklar, geelder det som grundregel, at det er bedre ikke at udfylde feltet, end at
besveerligggre optimeringsalgoritmen med ungdvendige data.

OBS! Indtast kun ngdvendigt fra start
Det anbefales nye brugere af programmet kun at udfylde de kolonner, som standard-listevisningen
indeholder. De gwige felter bar forst tages i anvendelse efter de indledende optimeringskarsler.

Der er egenskaber, som er relevante for alle stamdata ( Elementuatheengige egenskaber ), og
egenskaber som er specifikke for det enkelte element. Information herom findes i de relevante kapitler:

Element-uafhaengige indtastningsfelter

Her felger en beskrivelse af felter, som du \il finde ved alle elementer.
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i

@ Klaszer / Klazse B (===
4 -HBREMNRRT HES O BD Fo-6.
Betegnelse |Hele navnet Tekst Beskrivelse  Statistik  Markeret (m) L= (X) lgnorer (i} Udskriv & (N}  (Z)
1a Klasze 1a (Gauss) her r W
1b Klasse 1b (Mewton) kan r v W J
Za Klasse 2a (Hugo) du r v W
2b Klasse 2b (Andersen) skrive r W
3a Klasse 3a (Aristoteles) hvad v ¥
3b Klazze 3b (Callas) du '
b4 Kiasse 4 (Nobel) il 7 7
*
Ill Klasse t|

Betegnelse
Dette er et éntydigt (kort-) nawn. Via betegnelsen identificeres elementet i programmet. Indtastning af
betegnelsen er strengt nedvendig.

OBS! Ingen ens betegnelser
Det er principielt muligt at give en klasse betegnelsen 1a og samtidigt et lokale betegnelsen 1a. Det er
ogsa principielt muligt at have en klasse med betegnelsen 1a og en anden med betegnelsen 1A. Begge
dele frarades pa det kraftigste.

Hele navnet
Her kan indtastes et laangere og mere informativt nawn, som ogsa ses pa en udskrift. Denne mulighed er
ikke strengt ngdvendig men anbefalelsesveerdig.

Tekst

Til hvert element kan indtastes en forklarende tekst.

Beskrivelse

Beskrivelserne er specielle stamdata (find visningen via 'Stamdata | Special data | Beskrivelse') med
betegnelser savel som hele nawme. De er nyttige, hvis samme betegnelse bruges for flere elementer. |
print og visninger kan du via 'Feltvalg' veelge, om kun betegnelsen eller hele nawnet skal printes/vises.

Statistik

For hvert element kan (adskilt med komma) angives flere statistikkoder. Ved hjeelp af disse kan du, f.
eks. i forbindelse med prints, udtraekke veldefinerede undergrupper af dine elementer. Laes mere herom i
kapitlet Eiltrere .

Markeret (m)

En vinge for 'Markeret (m)' kan saettes for alle elementer. For visse funktioner, som f.eks. print (af
skemaer eller stamdata) eller Serieaendringer , kan du angive, om kun de markerede elementer skal
medtages/bearbejdes.
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14.2

Udskriftsmenu @

%ﬁ | Detaljer |
Udvalg >
[ laou |
Listeform | Owerslerift: | B
Datafedt v] Betegnelse | Hele navnet

1a Klasse 1a (Gauss)
Klasse 1b (Mewton)

Udsleriv kun, bvi dret efter ... :
. s e=n = Klasse #a (Hugo)

- - s} Kl 2b (And
01011570 @ 010000 [ 2 m:::g,a{ﬁst:ﬁj::}
T Klasse 3b (Callas)
4

et

Las (X)
Undenisning, der indeholder et element som er Iast, "fryses" fast i skemaet. Ved en senere optimering
kan denne undenisning ikke mere flyttes .

Ignorer (i)

Undenvisning, der indeholder et element med vinge udfor 'Ignorer (i), bliver ignoreret i skemaet. Den bliver
ikke skemalagt og heller ikke vist. Tmeveerdien telles dog med i den samlede veerdi for lserere savel
som klasser.

Endvidere eksporteres elementer med vinge for 'Ignorer (i)' generelt ikke.

Udskriv ej (N)

Print ikke - er denne vinge sat, printes for dette element hverken skema eller undenisningsoversigt.

Tidsensker (Z)
Dette felt kan ikke aendres. Vingen kommer automatisk, sasnart der indtastes et Tidsgnskefor
elementet.

Lokaler

De fglgende indtastningsfelter er kun aktuelle for lokale-stamdata.

>



.

&2 Lokale / Lokale P == =]

Id1 -HREMBERT FEe O @ -8,

Betegnelzse |Hele navnet Reservelokale Lokalevesgt Anneks FPladser Afd. Tisynsomrade Ekstern betegn
» _ ldrastssal 1 iz rl
2 dreetzsal 2 i1 4
Fy=s Fy=iklokale 3
Sle Slajdsal 3
W Mindabeigle ‘
Kek Skolekekken 4
K1a Klasselokale 1a Kib 2 35
K1b Klasselokale 1b KZ2a 2 30
KZa Klasselokale 2a K2b 2 32
K2b Klasselokale 2B K3a 2
K3a Klazselokale 3a K1a 2
P=1 Pseudolokale 1 (3B} Kia 2
Ps2 Pseudolokale 2 (4) K2a 2
*

E] Ament | Lokale

d2 Reservelokale
4 Lokalevasgt
Anneks
Antal pladser
Ad.
Tilsynsomrade
Ekstem betegnelse

E] Lokale* -

Reservelokale

Et reservelokale svarer funktionelt til det farst gnskede lokale, og Untis kan derfor traeekke undenisningen
til dette lokale, hvis det farst anskede lokale er optaget. En udferlig beskrivelse af regler for reservelokaler
finder du i kapitlet Lokalelogik .

Lokalevagt

Lokalevaegten angiver, hvor vigtigt lokalet er for den aktuelle undenisnings gennemfarelse.

¢ |Lokalevaegt 4: Undervisning ma kun skemalaegges, hvis det farst enskede lokale eller et af dets
resenelokaler er ledige (f.eks. idraet).

¢ |Lokalevaegt 0: Undenvisning ma skemalasgges, uanset om det farst gnskede lokale eller et af dets
resenelokaler er ledige (f.eks. for undenvisning, der ikke kraever tilstedeveerelse af specielle
paedagogiske hjaelpemidler).

¢ Lokalevaegt 1-3: Hensigtsmassige mellemniveauer.
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Nar ingen lokalevaegt er angivet, svarer det til omkring lokaleveegt 2.

OBS! Lokaleoptimering

Vaer opmaerksom pa, at ud over 'Lokaleveegt' har ogsa veegtningsreglerne fra

'Lokaleoptimering' (‘'Skemalaegning | Lokaleoptimering') stor betydning for fordelingen af lokaler. Laes
naermere herom i kapitlet Lokalelogik .

Anneks

Med anneks-lokaler forstas fag- og klasselokaler, som ikke er placeret direkte i hovedbygningen, og som
derfor ikke kan nas via en normal pause. Her kan indtastes veerdier fra 1 til 9 angivende anneks med
tidstillaeg, samt veerdierne A til E angivende anneks uden tidstilleeg. For naermere information om dette
lzes venligst kapitlet Annekslokaler .

Antal pladser

Her kan indtastes, hvor mange elever lokalet kan rumme.

Skal du tage hensyn til 'Antal pladser' nar du tildeler undervisningslokaler, bor
du laese kapitlet Lokalekapacitet

Afd.

Afdeling: Lokaler kan ogsa tilforordnes én bestemt afdeling. Dette er hovedsagligt af informativ betydning
og muligger afdelingsspecifikke prints af skemaer og lokalelister.

Tilsynsomrade
Her kan instastes op til to Gange (gangarealer) som lokalet stgder op til. Dette er kun brugbart i
forbindelse med tillaagsmodulet Pausetilsyn

Hvis du Vil have taget hensyn til lokalekapaciteten ved lokalefordelingen, ber du lzese afsnittet "Brugertips
/ Lokalekapacitet".

Ekstern betegn
Ekstern betegnelse: De eksterne nawe anvendes kun i forbindelse med en multi-user databank, hvor
flere skoler blander resourcer. Laes i denne forbindelse relevant kapitel i hdndbogen MultiUser.

Klasser

| 'Stamdata | Klasser' er indtastningsfelterne ordnet efter fanermne pa Kartotekskortvisning . Udvalget af
faner for de forskellige stamdataelementer kan variere, atheengigt af antallet af dine anvendte
tilvalgsmoduler.

Klasse

Skema

Markeringer (under 'Skema')
Klasse-ringetider
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1.4.3.1

Fanebladet 'Klasse'

De fglgende indtastningsfelter finder du pa fanebladet Klasse'.

(4] Kiasse | Skema | Vaerdier

Elever

Klasselzsrer
16 Drenge Alias {Andet navn)
12 Figer Fagfordelingsskema
28 Elever Mavn det sidste ar
Tidsirterval AMd.
Fom. Klassetrin
Tom. Stamskole

Elcstem betegnelze

E] Klasse |l|

Drenge / Piger

Abn 'Stamdata | Klasser' og klik pa pilen i nederste venstre hjgrne af visningen for at abne
kartotekskortvisningen. | de to everste felter pa fanebladet 'Klasse' kan du indtaste de kansspecifikke
elevtal. Summen vises direkte under felterne.

Denne indtastning har kun relevans i forhold til lokalekapacitet. Skal du tage hensyn til '‘Antal pladser' nar
du tildeler undenvisningslokaler, ber du lezese kapitlet Lokalekapacitet .

Tidsinterval
Indtastningsfeltet Tidsinterval' vises kun, hvis du har tilkgbt modulet Multiuge / Periodeskema og
behandles ogsa i den dertil hgrende handbog.

Klasselaerer

Der kan angives flere klasseleerere pr. klasse. Dette felt anvendes i forbindelse med veegtningen af Class
teacher at least once per day (klasseleerer mindst én gang om dagen - se under 'Skemalaegning |
Prioriteringer | Klasser').

Alias (Andet navn)

Til visse formal kan det vaere praktiskt med standardiserede betegnelser frem for skolespecifikke
betegnelser. Eksempler kan veere udskrift til myndighederne eller dataeksporter til feelles databank.
Alias-navn kan indtastes ved det enkelte element eller samlet under 'Stamdata | Special data | Alias (2.
nawn).
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1.4.3.2

OBS! Et navn for engruppe af klasser
For klasser kan du herudover angive et nawn for flere klasser via 'Stamdata | Special data | Alias (2. nawm)'
- f.eks. '3abc’ for '3a'+'3b'+'3c".

Fagfordelingsskema
Indtastning her fungerer kun i sammenhaeng med modulet Fagfordeling og Tienestetidsberegning som
kontrol af laererfagfordelingen.

Navn det sidste ar

Indtastning i dette felt er ngdvendig i forbindelse med funktionen < Fortsaetterlaerer >. Skal en lzerer falge
klassen op pa neeste klassetrin, kan her indtastes sidste ars nawn for klassen. Denne funktion star til
radighed, hvis modulet Fagfordeling og Tjenestetidsberegning er tilkabt.

Afd.

Afdeling: Ogsa klasser kan éntydigt tilhgre en bestemt afdeling. Dette har hovedsagligt informativ veerdi
og muligger afdelingsopdelte prints af skemaer og klasselister. Denne funktion er vigtig i forbindelse med
modulet Afdelingsskema .

Klassetrin
>Indtastning af klassetrin er kun nyttig i forbindelse med modulerne Fagfordeling og
Tjenestetidsberegning , Elevskema ' og Kursusplanleegning .

Stamskole
Dette felt anvendes i forbindelse med import/eksport.

Ekstern betegnelse
Ekstern betegnelse: De eksterne nawme anvendes kun i forbindelse med en multi-user databank, hvor
flere skoler blander resourcer. Laes i denne forbindelse relevant kapitel i hdndbogen MultiUser.

Fanebladet 'Skema’

Pa dette faneblad kan du indtaste sawel parametre som Markeringer .
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lil Almert | Klasze | Skema | Vasndier

Kia Stamlokale (betegnelse) (P} Mellemtimer tilladt

Massegupps (Fy Undervis. hver anden dag

(H) Halvdagsskema

1-2  Frokostpause min,maks. (Y} Behold start- og sluttid

46  Lektioner pr. dag minmaks
4 Max hovedfag pr. dag
2 Max antal Hiag i reghdeefelge Basisklasse {il udskrift)

Max. differert less./day

E] Klasse |l|

Stamlokale (betegnelse)
Her kan indtastes klassens klasselokale. Det forenkler senere Indtastning af undenisning . Har visse
klasser ikke noget klasselokale, sa lees herom i 'Brugertips' - kapitel Resenvelokaler .

Klassegruppe
Dette felt anvendes pa skoler og laereranstalter, hvor elever kan vaelge hoved-/bifag eller mellem flere
ligeveerdige fag.

Pas pa!
Det er IKKE tilradeligt at udfylde felter, hvis betydning du ikke er helt klar over. En preecis forklaring pa
klassegrupper finder du i afsnittet Brugertips / Klassegrupper .

Frokostpause min,maks.
Her indtaster du for den enkelte klasse, hvor lang frokostpausen mindst (min) og maksimalt (maks) ma
veere.

Skal frokostpausen vare én time, indtaster du '"1-1". Overlader du til gp-Untis at lazegge ingen, én eller to
timers frokostpause, indtaster du '0-2'.

Lektioner pr. dag min,maks.
Her indtastes det minimale (min) og maksimale (maks) antal lektioner pr. dag for den viste klasse.

Skal klassen have mindst 4 og hgjst 6 lektioner om dagen, indtaster du '4-6'".

Max. hovedfag pr. dag
Du kan for ethvert fag vaelge, om det skal veere et hovedfag. Via dette felt fastleegger du herefter, hvor
mange hovedfagstimer klassen ma hawe pr. dag.
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1.4.3.3

Max. antal H-fag i reekkefalge
Via dette felt fastlaegger du, hvor mange hovedfagstimer der maksimalt ma ligge umiddelbart efter
hinanden.

Max. different less./day
Maksimalt antal forskellige fag pr. dag: Det kan forekomme, at der er regler for, hvor mange forskellige
fag der maksimalt ma undenises i pr. dag.

Denne maksimalvaerdi kan du fastlaegge klassevis via dette felt

Basisklasse (til udskrift)
Hvis du gnsker en samlet udskrift for en gruppe af klasser, indtaster du i dette felt den overordnede
klasse/gruppe-betegnelse. Laes mere herom i Brugertips.

Markeringer

(P) Mellemtimer tilladt
Som regel gaelder det om helt at undga mellemtimer. Dog kan det accepteres i forbindelse med
pseudoklasser eller delehold.

(F) Undervis. hver anden dag
| deltidsklasser, som ikke skal have undenisning hver ugedag, er det ofte IKKE enskveerdigt, at
undenisningen lezegges pa hinanden fglgende ugedage. Veelg i sadanne tilfaelde denne markering.

(H) Halvdagsskema
Kun skemalaegning det halve af en dag. Veelger du denne markering, ma Untis ikke skemalaegge
formiddag og eftermiddag pa samme ugedag.

(Y) Behold start- og sluttid
Med denne markering sikrer du, at klassen far spaerret for skemalaegning af timer fgr den farste og efter
den sidste allerede skemalagte undenisning (i forb. med flere pa hinanden fglgende optimeringer).
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1.4.3.4
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Ovwenfor ses et tilladt klasse-tids-skema for en efterfalgende optimering med markering 'Y".

Ved en efterfglgende optimering, kan allerede ibrugtagne timeplaceringer og mellemtimeplaceringer
genbruges. Typisk anvendes denne markering, nar du ved en efterfalgende optimering vil bibeholde de
undenisningsfrie skemapositioner for laerere savel som for elever. Aktiviteter som ligger uden for
skoletiden bliver hermed heller ikke pavirket.

OBS!
Denne markering laegger strenge graenser for en efterfalgende optimering, og ber derfor anvendes med

varsomhed.

Klasse-ringetider

Funktionsknappen 'Klasse-ringetider';ﬁnder du under 'Stamdata | Klasser' (og ikke ved andre
elementer).

Denne funktion bruges til at opdele skoledagen individuelt for klasserne i dobbelt-og enkelttimeintervaller.
Du kan ogsa, hvis du i din planleegning skal tage hensyn til bus/tog-tider, forhindre at undenisningen
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slutter efter bestemte lektioner pa dagen.

| 'Klasse-ringetider' kan du:

¢ Reservere skemapositioner til dobbeltlektioner

¢ Reservere skemapositioner til enkeltlektioner

¢ Undga at undenisningen stopper efter visse lektioner

1. Hvis du for eksempel helst vil have dobbeltlektioner i de farste to timer af dagen (alle fem dage om
ugen), skal du markere det gnskede interval og i omradet 'Skemalaegning' klikke pa knappen
'‘Dobbeltlektion'.

2. Hvis du pa et givet tidspunkt af dagen ansker enkeltlektioner, anvender du naturligvis knappen
‘Enkelttimer'.

OBS! Tilstekkeligt antal dobbeltlektioner

Veaer opmeerksom pa, at skal disse indstillinger kunne virke, ma der for den enkelte klasse i feltet
'‘Dobbeltlek." (se i visningen 'Undenisning | Klasser') vaere muliggjort et passende min/maks for
dobbeltlektioner.

3. Endelig kan du via knappen 'Nej' i omradet 'Sidste lektion' markere de lektioner, efter hvilke
undenvisningen i denne klasse ikke ma slutte. Dette kan veere af hensyn til bus/tog-tider som tidligere
naswnt.

OBS! Kopier
4. Via knappen 'Kopier (Ctrl C)' kan du overfare de valgte indstillinger til andre klasser.
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@ Klasse-ringetider [ Klasse-75 E'@

1a : Klasse 1a (Gauss)

Skemalzaning | Vikariat

Sidste lektion Skemalzzgning
o) Gzl

e ] [ e (2)

*= ingen dobbeltlektion henover eftedf@gende pause
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Det nedenstaende skema viser de ovenstaende indstillinger:
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@ 1a - Klasse 1a (Gauss) Skema (Klal) (4| [b] | = | @ |25
a3 A s s 8 BEF .
= Tidsinterval Skemasammi .
m i D kt il
30 Ugeleltioner I s E
0 Eiskemalagte lekt.  17.09.2012 - 28-06-2013 Kun zendnl |
Klazseir) -
1 | 1] | F
Ejske
e Ma | Ti |On | To | Fr
i
Dan Dan | Eng | Mat
2 Dan
R N -
Eng
4 | mus Mat | Eng
Far
5 | mat Mat | Bio
6 Mus
7 Bio
8
J-nr. | Laerer, fag, lok | KL Tid | Skoleuge Elev| Szerlig
T3 Arist, IdrP Id2 1a, 1B 2-41 Figer
+3 Rub, IdrD, [d1 1a, 1b
1| ] [ 3

Laerere

Pa fanebladet 'Laerer' (via 'Stamdata | Leerere' - abn kartotekskortvisningen og klik pa fanebladet 'Leerer’)
kan felgende indtastes:

Titel

Dette felt har kun informativ karakter (hr., fru osv.). Pavirker kun print og eksport.

Fornavn
Her indtastes leererens fornawn. Untis anvender dette ved forskellige prints.

Lennummer
>Indtastning her er kun ngdvendig, hvis det skal med pa prints eller pa eksport til f.eks. myndigheder.

Status

Her indtastes stillingsbetegnelser (skoleleder, bibliotekar osv.)
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Afdeling(er)

Hver laerer kan tilforordnes flere afdelinger. Dette kan bruges i forbindelse med 'Afdelingsskema'-modulet.
Skemaer kan ogsa printes afdelingsvis.

e-mail adresse
Leerernes e-mail adresser.

>Disse e-mail adresser kommer kun i anvendelse i forbindelse med modulerne 'Infoskema’' og
"Vikarhandtering'. | disse moduler kan leererne fa tilsendt skemasendringer og vikaroplysninger pr. e-mail.

Telefonnummer
Dette felt har kun administrativt formal og anvendes som sadan ikke af programmet.

Mobiltelefon

Indtastningsfelt for mobilnummer.

Her er en indtastning brugbar i forbindelse med modulet 'Infoskema’. | dette modul kan lzereren tilsendes
beskeder pa sms.

Alias (Andet navn)

Som for klasser: Til visse formal kan det vaere praktiskt med standardiserede betegnelser frem for
skolespecifikke betegnelser. Eksempler kan veere udskrift til kommunen eller dataeksporter til feelles
databank. Alias kan tilskrives ved den enkelte leerer eller via 'Stamdata | Special data | Alias (2. nawn).

Fodselsdato
Dette felt har kun informativ karakter. Pavirker kun print og eksport.

Stamskole
Dette felt har kun informativ karakter. Pavirker kun print og eksport.

Startdato & Slutdato

Anseettelses- og fratreedelsesdato kan angives her.

Arbejdsnorm
Den enkelte leerers arbejdsnorm indtastes her.

Persnr. 2
>| enkelte tilfelde har en laerer to forskellige lennumre. Her kan det andet indtastes.

Ekstern betegnelse
Ekstern betegnelse: De eksterne nawne anvendes kun i forbindelse med en multi-user databank, hvor
flere skoler blander resourcer. Laes i denne forbindelse relevant kapitel i handbogen MultiUser .

Mand / Kvinde

Udover den informative karakter anvendes dette felt i forbindelse med modulet Pausetilsyn . Her kan sa
fastleegges, at visse tilsyn kun bear gives til kvinder respektivt maend.

Text 2

Til interne bemaerkninger.
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1.4.4.1

Fanebladet 'Laerer’

Pa fanebladet 'Leerer' (via 'Stamdata | Leerere' - abn kartotekskortvisningen og klik pa fanebladet 'Leerer’)
kan felgende indtastes:

(4] | Aimert | Lesrer | Skema | Vasrdier | Lae. kompt. | Vasrdikomektur | Vik. | Pausetilsyn |
Cr. Titel Aias (Andet navn) || Mand
Car Friedrich Fomawn Fedselsdato [T Kvinde
Lennummer Stamskole
Status Startdato
Al Afdelingler) Shitdato
gaussEteachers e-mail adresse Arbejdsnom Teat 2
Telefonnummer Persnr. 2
Mabittelefon Elstem betegnelse

E] Lzerer -

Titel

Dette felt har kun informativ karakter (hr., fru osv.). Pavirker kun print og eksport.

Fornavn
Her indtastes leererens fornawn. Untis anvender dette ved forskellige prints.

Lennummer
>Indtastning her er kun ngdvendig, hvis det skal med pa prints eller pa eksport til f.eks. myndigheder.

Status

Her indtastes stillingsbetegnelser (skoleleder, bibliotekar osv.)

Afdeling(er)

Hver laerer kan tilforordnes flere afdelinger. Dette kan bruges i forbindelse med 'Afdelingsskema'-modulet.
Skemaer kan ogsa printes afdelingsvis.

e-mail adresse
Leerernes e-mail adresser.

>Disse e-mail adresser kommer kun i anvendelse i forbindelse med modulerne 'Infoskema’ og
"Vikarhandtering'. | disse moduler kan laererne fa tilsendt skemaaendringer og vikaroplysninger pr. e-mail.

Telefonnummer
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1.4.4.2

Dette felt har kun administrativt formal og anvendes som sadan ikke af programmet.

Mobiltelefon

Indtastningsfelt for mobilnummer.

Her er en indtastning brugbar i forbindelse med modulet 'Infoskema’. | dette modul kan lzereren tilsendes
beskeder pa sms.

Alias (Andet navn)

Som for klasser: Til visse formal kan det veere praktiskt med standardiserede betegnelser frem for
skolespecifikke betegnelser. Eksempler kan veere udskrift til kommunen eller dataeksporter til feelles
databank. Alias kan tilskrives ved den enkelte leerer eller via 'Stamdata | Special data | Alias (2. naw)..

Fadselsdato
Dette felt har kun informativ karakter. Pavirker kun print og eksport.

Stamskole
Dette felt har kun informativ karakter. Pavirker kun print og eksport.

Startdato & Slutdato

Anseettelses- og fratreedelsesdato kan angives her.

Arbejdsnorm
Den enkelte leerers arbejdsnorm indtastes her.

Persnr. 2
>| enkelte tilfeelde har en leerer to forskellige lannumre. Her kan det andet indtastes.

Ekstern betegnelse
Ekstern betegnelse: De eksterne nawne anvendes kun i forbindelse med en multi-user databank, hvor
flere skoler blander resourcer. Laes i denne forbindelse relevant kapitel i handbogen MultiUser .

Mand / Kvinde

Udover den informative karakter anvendes dette felt i forbindelse med modulet Pausetilsyn . Her kan sa
fastleegges, at visse tilsyn kun bear gives til kvinder respektivt meend.

Text 2

Til interne bemaerkninger.

Fanebladet 'Skema’

Pa fanebladet 'Skema' (via 'Stamdata | Laerere' - abn kartotekskortvisningen og klik pa fanebladet
'‘Skema') kan felgende indtastes:
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(=) [ Amert [ Losrer | Skems | Vaerdier | Lae. kompt. | Veerdikomelctur | Vik. | Pausetilsyn

Stamlokale (betegnelse) [C]{H) Halvdagsskema
1-2 Frokostpause minmaks. [7] () Behold start- og siuttid
= IR 7] (R) Not in Tst AND last period of 1d
03 Mellemtimer min,masx Meget viatat o
' [ ke mellemtimer (4)
4 Mz antal lekt. i rasldeefelge [F] Frokost (B)
Fri i yderekt. [] Maxx leket ./dag (C)

[] Max leket. i faige (D)

Lesrer-optimenings-+endetean

E] Lzerer -

Stamlokale (betegnelse)
Her kan for hver lzerer indtastes et stamlokale. Det vil ggre den senere indtastning af undenisning lettere.

Frokostpause min,maks.
Her indtaster du for hver leerer, hvor lang frokostpausen mindst (min) og maksimalt (maks) ma veere.

Lektioner pr. dag min,maks.

Med denne indtastning fastlaegges det minimale (min) og maksimale (maks) antal undervisningslektioner
pr. dag for den valgte leerer. Indtast '2-5' for en leerer, der skal undenise mindst 2 og maksimalt 5
lektioner pr. dag. Efterlades feltet tomt, er det op til Untis, hvor mange timer lsereren kommer til at
undenise pr. dag.

Mellemtimer min,maks.
Via dette felt fastlaegges en laerers min-maks. mellemtimetal pr. uge. Efterlades feltet tomt, opfattes
dette af Untis som indtastning '0-0' (alts& ingen mellemtimer).

Maks. antal lekt. i reekkefolge
Her angives for den enkelte laerer, hvor mange undenisningstimer der ma skemalaegges i raekkefalge, for
der gnskes en mellemtime.

Friiyderlekt.

Pa skoler hvor undenisningen straekker sig hen pa aftenen, er det ofte gnskveerdigt, at der for en laerer
afseettes en naermere bestemt "pause” (angives ofte i "antal undenvisningslektioner") mellem sidste
aftenlektion og farste morgenlektion. Denne veerdi kan indtastes her.

Arbejder en skole med f.eks maks. 11 lektioner dagligt, og en laerer har haft undenisning til og med 9.
lekt. om aftenen, betyder en indtastning pa '4', at laereren ferst kan have undenisning fra 3.lekt. dagen
derpa.
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1.4.4.3

Laerer-optimerings-kendetegn
Denne indtastning er vigtig i forbindelse med optimering med variabel lzerertildeling (lsererbytte).

Tilladte indtastninger er enten tallene 1 til 9 eller bogstaverne A til Z

Indtastes et tal, betyder det, at der ved optimeringen kun ma byttes med en lzerer, som har samme
optimerings-kendetegn (tal).

Indtastes derimod et bogstav, betyder det, at der ved optimeringen kun ma byttes med en lzerer, som
har et andet - eller ingen optimerings-kendetegn (bogstav).

Markeringer

(H) Halvdagsskema
Kun laegge et skema for den halve dag: Nar der markeres her, ma bade formiddag og eftermiddag ikke
skemalaegges for samme dag.

(Y) Behold start - og sluttid

Nar der vinges af her, speerres der for en efterfelgende optimerings-planlaegning af undenisning far og
efter den allerede skemalagte halvdagsundenvisning for den pageeldende laerer. Der ma altsa ikke
planlaegges timer ud over de allerede fastlagte start- og sluttider for den pagaeldende lzerer. Et eksempel
ses under 'Stamdata | Klasser' - fanebladet 'Skema'.

(R) Not in 1st AND last period of 1 d

Med denne markering kan du undgé, at en laerer far lagt undenisning BADE i ferste OG i sidste lektion
pa samme dag. (se ogsa 'Skemalasgning | Prioriteringer' - fanebladet Tidsgnsker og endelig markgren
Tidsgnsker for leerere'.

Meget vigtigt

| indtastningsrummet 'Meget vigtigt' kan du indtaste specielle hensyn for den enkelte leerer.

Ikke mellemtimer (A)
Med denne markering vil optimeringen lzegge stor vaegt pa at undga mellemtimer for den pagaeldende
leerer.

Frokost (B)

Med en markering her, vil optimeringen lsegge stor vaegt pa at indlaegge en frokostpause.

Maks lekt./dag (C)

Med en markering her, Vil optimeringen laegge stor veegt pa angivelserne under 'Lektioner pr. dag min,
maks.".

Maks lekt. i felge (D)

Med en markering her, vil optimeringen lzegge stor vaegt pa angivelserne under 'Maks. antal lekt. i
reekkefalge'.

OBS! Ikke for alle lzerere
Brug disse markeringer med omtanke. Vil du for alle leerere have lagt stor veegt pa fa mellemtimer, kan
dette reguleres via optimeringen.
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145 Fag

1.4.5.1 Fanebladet 'Fag’

Faggruppe

Nar du indtaster kvalifikationer for den enkelte leerer, kan du enten indtaste enkelte fag eller samlede
faggrupper. Dette felt er derfor kun relevant i forbindelse med brugen af modulet Fagfordeling og
tjienestetidsberegning .

Alias (Andet navn)

I nogle forbindelser (f.eks. dataexport) kan det veere hensigtsmeessigt at anvende standardiserede
fremfor skolerelaterede betegnelser. Sadanne alias-navne kan indtastes her eller via 'Stamdata | Special
data | Alias (2.nawn)'.

(2] | Ament | Fag | Skema | Vasrdier | Vik. |
| Fagaruppe Alias (Andet navn)
{(H) Hovedfag

[T]4{R) Ydedektion [7142) Ogsa flere gange pr. dag
[C]{F} Valgfag []5) Ej som ydedeldion
Dobbeltlektion
[ (D) Dobbeltlektion [](E} Dobbettlektion over *pause

[C]{PYintet pausstilsyn fer/efter
[T145) Consultation hour

E] Fag -

1.4.5.2 Fanebladet 'Skema’

(H) Hovedfag

Her markeres, om et fag skal betragtes som hovedfag. Se yderligere i kapitlet 'Brugertips - Hovedfag'.

(R) Yderlektion

Med en markering her kan et fag karakteriseres som ydertimefag. Dette bevirker, at faget fortrinsvis
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placeres i starten eller afslutningen af en skoledag. Se yderligere i kapitlet 'Brugertips' om valgfag og
yderlektioner.

(F) Valgfag
Med en markering her kan et fag karakteriseres som valgfag. Dette bevirker, at faget fortrinsvis placeres i
starten eller afslutningen af en skoledag. Se yderligere i kapitlet 'Brugertips' om valgfag og yderlektioner.

(2) Ogsa flere gange pr. dag

Denne markering bgr kun anvendes i seertilfeelde, da den medferer, at optimeringen skemalaegger faget
helt tilfeeldigt - f.eks. ogsa flere gange dagligt. Hermed saettes prioriteringerne for 'Faget maks. en gang
pr. dag' og 'Undga dobbelttimefejl' ud af kraft.

(G) Ej som yderlektion

En markering her bevirker, at faget skemalaegges "midt" pa skoledagen og ikke i yderlektioner.

(D) Dobbeltlektion
OBS!
Denne markering bar kun anvendes i seertilfeelde. Laes farst kapitlet 'Undervisning'.

Denne markering medfgrer, at den automatiske optimering altid vil planleegge det tilladte (eller gnskede)
antal dobbeltlektioner. Du kan séledes ogsa forhindre opsplitning af dobbeltlektioner eller modsat
gennemtvinge planlaegning i enkeltlektioner:

e Veer opmeerksom pa, at skal dobbelttimer behandles korrekt, SKAL der endvidere foretages en
markering i feltet 'Dobbeltlektioner min-maks' (‘'Undenisning | Fag' - fanebladet 'Skema' i
Kartotekskortvisningen).

¢ Denne markering er kun virkningsfuld, nar den anvendes sparsomt, da den besveerliggaer optimeringen
for fag med mange dobbeltlektioner. Brug derfor kun denne markering, hvis en forudgaende optimering
ikke har givet det gnskede resultat, og du allerede har sat prioriteringen til '5' for 'Undga dobbelttimefejl
(eller fejl i blokke)' under 'Skemalaegning | Prioriteringer' - fanebladet Timefordeling'.

(E) Dobbeltlektion over *-pause

Pauser, som i 'Indstillinger | Ringetider' - faneblad 'Pauser' er markeret med en ™, har indflydelse pa
fordelingen af dobbeltlektioner, da disse ikke kan ligge hen over sadanne pauser. Er dette ikke
hensigtsmaessigt for et bestemt fag, kan du omga dette med denne markering.

Fanebladet 'Fag' - Markeringer

PA fanebladet 'Skema' kan falgende indtastes:



Stamdata 43

14.6

|i| Mment | Fag Skema | Vaardier | Vil

Faglokale [betegnelse)
00 Eftermiddagslekt. {min max)
22 Ugeleldioner {min max)
Fagrestdeefalge for lasrers

Fagraskkefalge for klasser

E] Fag -

Faglokale (betegnelse)
Har et fag sit eget faglokale, kan navnet pa dette angives her. Dette \il forenkle den senere indtastning af
undenvisning. Laes yderligere kapitlet Lokalelogik i Brugertips .

Eftermiddagslekt. (min,maks.)
| dette felt kan angives hvor mange eftermiddagslektioner der mindst SKAL veere - og hgjst MA veere for
det aktuelle fag.

Ugelektioner (min,maks.)
Her kan angives det minimale og maksimale antal ugelektioner for det aktuelle fag. Dette har kun
betydning i forbindelse med anvendelsen af modulet 'Fagfordeling og tjenestetidsberegning'.

Fagraekkefolge for lerere

Ved at indtaste cifre mellem 1 og 9 udvirker du, at fag med samme ciffer skemalaegges i laererskemaet
efterfglgende hinanden. Ved at indtaste bogstaver mellem A og F udvirker du det modsatte. Lees kapitlet
Fagraekkefolge i afsnittet Brugertips .

Fagraekkefolge for klasser
Ved at indtaste cifre mellem 1 og 9 udvirker du, at fag med samme ciffer skemaleegges efterfalgende
hinanden i klasseskemaet. Ved at indtaste bogstaver mellem A og F udvirker du det modsatte. Lees

kapitlet Fagreekkefelge i afsnittet Brugertips.
Elever

Modulet 'Elevskema' indeholder det ekstra stamdataelement 'Elever'. Hvis dette modul ikke er installeret,
er menupunktet inaktivt.

OBS!
Pa nogle klassetrin og i visse skolesystemer ligger elewalg (kursusvalg) til grund for holddelingen. Dette
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medferer, at hver elev har sit eget skema. Untis tilbyder to moduler til denne planleegning: ' Elevskema '
og ' Kursusplanlaegning '. Brugen af 'Elevskema’ er tilradelig, nar op til 25% af undenisningen er
valgbar. Brugen af 'Kursusplanlaegning' er tilradelig, nar eleverne kan vaelge (naesten) al deres
undenvisning frit.

Afdelinger

Via menupunktet 'Stamdata | Special data' finder du felgende stamdata:

Student groups
Elevgrupper: Disse er nyttige i forbindelse med Brugergrupper i WebUntis . For skemalaegningen har de
ingen relevans.

Alias (2. navn)

| nogle sammenhange kan det vaere nagdvendigt at anvende andre nawne end dem som er angivet undet
'‘Stamdata’. F.eks.:

e Standardiserede fagnawe i forbindelse med print til kommunen

e Standardiserede fagnawne i forbindelse med opkobling til databanker

e Skemaprint

Hvis du vil anvende de her indtastede alias-nawne i forbindelse med print af skemaet, skal du ferst seette
en markering i feltet 'til skema' og dernaest saette en tilsvarende markering i Skema-visningen ('Vis
udskrift | Detaljer | Anvend alias'). Laes mere i kapitlet Alias i afsnit Skema .

Beskrivelse

Beskrivelserne er specielle stamdata med betegnelser savel som hele navne. De er nyttige, hvis samme
betegnelse bruges for flere elementer. | print og visninger kan du via 'Feltvalg' veelge, om kun betegnelsen
eller hele nawnet skal printes/vises.

Du kan f.eks. i 'Hele nawet' for en beskrivelse indtaste en lidt laengere tekst. For de gwige stamdata er
det tilstraekkeligt at indtaste betegnelsen for beskrivelsen, for at du ved print og visninger henholdsvis har
'‘Betegnelse’ og 'Hele nawnet' til radighed.
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@ Beskrivelse / Beskrivelse E@
Fast -H B & B 2

il
l_IEetegnelse
Fast ~ | se || gnde |
Fastansat zerer Hele navnet
Fi 1 3
Beteg| Hele navnet Statis

Ing | Inzpektar

[ m Fastanzat lserer

Wik | Wikar
Gr Grundkursus
“al | Valgfag
Fi Piger
*
Afdelinger

Du kan knytte ethvert stamdataelement til en afdeling (for lserernes vedkommende op til flere).
Vidtreekkende feglger har dette kun ved brugen af modulet Afdelingsskema . Bruges dette modul ikke, er
indtastningen af afdeling stort set kun informativ og kan f.eks. printes sammen med skemaet, eller der
kan udprintes skemaer afdelingsvis.

Tilsynsomrade
For 'Pausetilsyn' er det ngdvendigt at indtaste Tilsynsomrade / Gard'. Husk at der kraeves en licens for
anvendelse af modulet Pausetilsyn.

Undervisning

Undervisning

En undervisning (lektion) er en kombination af elementerne klasse , leerer , fag og lokale med et defineret
timetal og evt. andre parametre. Vi skelner mellem planlagte og skemalagte lektioner.

En planlagt Iektion kunne veere: Callas skal undenise to timer i musik i klasse 1a i lokale K1a.
Den skemalagte lektion har yderligere faet sin placering i skemaet - f.eks. ma.-2.lekt. og to.-1.lekt.

Planlagt lektion
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@ Undervisning / Klasse

la "ERENY BRTSL - QRS

U-nr. # Kla,Lser Ejskemalagt UL Arslek Laerer Fag Klasse(r) Stamiokale
35 €, > [ 2 Calas Mus 1a K1a
= T

Skemalagt lektion

B!

@ 1a - Klasse 1a (Gauss) Skedhp) | = || @ |[ &3 |

F dAAs [@ree 3F=2

«|  Tidsinterval e
1a -
2 Ugeleldioner I -
78 Fiskemalamtelekt 4= nnanin anneanan
a4 I 3

Ma | Ti |On | To | Fr | Le

1 I Mus |
2 | mMus
K
4
5
6
7
8
I-nr. | Laerer, fag, lok Kl. | Tid |Skoleuge | El
35 Callas, Mus, K1a 1a 2-41
+3
4 I 3

Undervisningsvinduet

Undenvisningsvinduet har, savel som Stamdatavinduet , principielt tre dele: Vaerktgjslinje , Listevisning og
Kartotekskortvisning.

Kartotekskort- og listevisning fungerer som i Stamdatavinduet . | Kartotekskortvisning vises en lektion
med alle tilhgrende informationer. | Listevisning ses alle lektioner i en tabel. Hver lektion far automatisk
tildelt et internt Undenisningsnummer for identifikation i programmet. Dette nummer har du ingen
indflydelse pa.

||OBS: Visninger ||
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Undenvisningsvinduet er en visning. Hermed er de i kapitlet Stamdataformater givne informationer om
brug af visninger ( Tilpasse visninger og Administrere visninger ) ogsa geeldende for Undenisningsvinduet.

Via menupunkterne "Undenisning | Klasser" og "Undenisning | Leerere" kan du abne standardvisninger
som er sorteret efter hhv. klasser og laerere.

@ Undenisning / Klssse ) =S

‘. - PENRETEHS Fu-0FE A2 & FB-@ Veerktajslinje
U-nr. + Kia Leer Ejskemalagt UL Arslek Leerer Fag Klasse(r) Faglokale Stamiokale Dobbeltiek. Blok

11 4.1 z Huge [E=8 1a,1b,2a2b Kila

7 ®23 e Bl X | |

73 2,2 3 Arist 1a,1b ld2 Kila

31 5 Arist  [Mat | 1a Kia

33 5 arst  [Eng | 1a Kia Listevisning
35 2 Callas  Mus 1a Kia

39 2 Callaz For 1a Kila 11

46 2 Nobel RENM 18 Kia

53 & > 5 Rub  Dan 1a Kia

63 2 Cer Bio 1a Kia

(<) Undervisning | Skema | Styrekader | Vaerdier | Kopplungszeile |
7l Ugelektioner Alias {Andet navn) Kunst Faggruppe
 Arslektioner val Beskrivelse " Hever (0]
Ander Lasrer S Lokde " Bever)
Se Fag Kia Stamlokale 0 gt
& Kassel) Statistikoder || Bevermin
N Delingsnr. U-grupper D Elever max
Bl Studert group [] Fordel lek pa undw.ar. Stud. Kurs
Tekst
Linjetekst
Linjstekst 2
E] U-nr. EI Klasse

Pas pa: Koblinger
Ved Koblinger (samtidig undenvisning) finder du i kolonnen 'K/, Leer' et '+' . Nar du klikker pa dette, vises
alle linierne i koblingen

Indtastning af undervisning

Undenisning kan indtastes i Kartotekskortvisning eller i Listevisning . Da der findes forskellige former for
undenvisning, beskrives dette separat.

En kobling er undenisning hvori der indgar flere elementer af én slags, som skal forega i samme tidsrum.
Ved en klassekobling undenvises flere klasser eller delklasser af samme laerer. Ved en leererkobling
undenviser flere laerere samme klasse eller flere klasser samtidigt.

e Simpel undenisnin
¢ Dobbeltime - blok
e Koblin
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OBS: Kolonnen 'Kla,Lzer’
En indtastning i kolonnen Kla,Laer angiver, hvor mange klasser og hvor mange laerere der indgar i den
givne undenvisning. For en simpel undenisning med én klasse og én laerer vises intet i denne kolonne.

U-nr. [ Kla,Lzer Ejskemalagt UL Arslek Larer Fag Klazze(r) Faglokale Stamiokale  Dobbeltlek. Blok
7 @23 2 ander ETJN 1= Sis K1a 1-1

73 @22 3 arist AP 1a,1b 2 Kia

3 5 Arist  Mat 1a K1a

33 5 Arist Eng 1a K1a

35 2 Callaz Mus 1a K1a

Indtastning af en simpel undervisning

Abn et undenisningsvindue ('Undenvisning | Klasser') og klik pa knappen <Ny>. Herved dannes en ny
undenvisning med én ugentlig time. Alternativt kan du ogsa danne en ny undenisning i den nederste linie
i Listevisningen.

Indtast nu alle relevante oplysninger for denne undenisning (klasse, leerer, fag, lokale) og foretag ewvt.
0gsa aendring i antallet af ugelektioner.

] Undervisning / Klasse EB EI@

1a "HBAENR AT &L - OFE & @ Fo-d-
U-nr. [+ Kla,L=er Ejskemalagt UL Arslek Larer Fag Klasse(r) Faglokale Stamiokale Dobbettlek. Blok -
96 B, 1 [ 7 1a Kia
1 41 2 Hugo [eo 1a,1b,2a 2b Kia
7 @23 2 ander [EPIM 1a Sla Kia 1-1
73 ¥ 2,2 .
a1 o] Undervisning / Klasse EIB E'@
8 n CHBENK RTLS Fdw-0FE 88 £ Fo-80 .
i U-nr. [+ Kla,Lzsr Ejskemalagt UL Arslek Larer Fag Klasse(r) Faglokale Stamiokale Dobbeltiek. Blok -
3 96 8,3 [ s New  Kem [1a Kia
© 1 4,1 2 Hugo el 1a,1b,2a 2b Kia
=3 \ g 10,23,

T + 2,3 2 Ander R 1a Sla K1a 1-1 o
63
Tom | Do I -
|

Klasser /Larere

Afheengig af om du arbejder i 'Undervisning | Klasser' eller 'Undenisning | Laerere', fremgar den aktuelle
klasse eller den aktuelle laerer automatisk.

Stamlokaleklasselokale)

Nar du via 'Stamdata | Klasser' har tildelt hver enkelt klasse et lokale, bliver dette lokale automatisk vist i
kolonnen Stamlokale i visninger under menupunktet 'Undenisning'. Ogsa for en leerer kan der anfgres et
stamlokale. Dette \il fungere p& samme made som ovenfor.
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& Klasser / Klasse
1la

-EH BE

¥ [=Ire=]
NIRRT +Ee O

¥

-

Fachraum

Beteq| Hele navnet { Lokale Yovedfag/d: Frokostpaus Lekt. pr. dag
3 Kiasse 1a (Gauss)  \ Kia J 412 46
1b  |Klasse 1b (Newton) e 4 12 46
2a |Klasse Za (Hugo} )
2b  |Klasse 2b (Andersen)
3a |Klasse 3a (Aristoteles)| =
b |Kiasse 3b (Callag) S 1a -HEBENR RF&HFL F- O a8 2
4 Klasse 4 (Nobel) U-nr. # Klal Ejski UL Arslek Larer Fag Klasse(r) Faglokale Stamiokale Dobbi
* = 2, 2 [N U Do | : | |
46 2 Nobel [§ 1a Kia
11 4.1 2 Hugo [EEEE 1a,1b,2a,2b Kila
83 2 Cer  Bio 1a Kia I
il B c : T 3
E uU-nr, Iﬁl Klasse

Du kan ogsa tildele lokaler via 'Stamdata | Fag' - altsa faglokaler - som f.eks. en idraetssal til faget /dreet.
Nar der indtastes et fag med tilhgrende Faglokale vises dette automatisk i kolonnen Faglokale

L

@ Fag/ Fag

- IdrP
Eng z - =
o B U EMENR RTLS A QEE &8 2
Geo U-nr. #Klal Ejsk UL Arslek Lasrer Fag Klaz=se(r) Faglokale Stamiokale Dobbe =
Mat 73 @232 | | | | L =]
m 11 4.1 2 Hugo 3E0 1a,1b,2a,2b K1a
Bio 2,3 2 Ander 1a S8 Kia 1-1
Fys 5 Arist  [Mat 1a Kia -
Mus m I 3
Han
For EI Klasse v 7
Sle — —

Fag
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2.3.2

OBS: Faglokale + Stamlokale

For en given undenisning kan der indtastes savel faglokale som stamlokale. | dette tilfeelde vil
'Optimering' ferst forsgge at lzegge undenvisningen i faglokalet. Skulle dette ikke veere muligt, kan
undenvisningen ogsa skemalaegges i stamlokalet. Yderligere information finder du i kapitlet Lokalelogik .

Dobbeltlektioner - Blok

Dobbeltlektion

Enhver undenvisning lsegges som enkeltlektion, medmindre andet direkte er ansket. Dnskes
dobbeltlektioner (eller kan dette tillades), skal det for den enkelte undenisning angives i kolonnen
Dobbeltlek. | denne kolonne angives det tilladte interval for dobbeltlektioner:

Indtastning '1-1' betyder, at intervallet gar fra 1 til 1. Undenvisningen skal altsa skemalaegges i netop én
dobbeltlektion.

B .
U-nr. # KlaLzer Ejsken UL Arslek Lzerer Fag Klas=e(r) Faglokale Stﬂmlukﬂle[DubbertleNIuk

T H 2,3 2 Ander B 1a Sla K1a 1-1
2.3 | ] LI \ = Y,

Indtastning '0-1' betyder, at intervallet gar fra O til 1. To-timers undenisningen KAN alts&d skemaleegges i
én dobbeltlektion - men behgver det ikke nadvendigvis.

B —
U-nr. * Kla,L=r Ejsken UL Arslek Lesrer Fag Klasse(r) Faglokale Stamiokale (Dubbertlek. Blok
3 @12 [ 2 Gauss [N 23 K3a \ 0-1 J
u

Indtastning '1-2' betyder, at intervallet gar fra 1 til 2. Fire-timers undervisningen KAN altsa skemalaegges
i op til 2 dobbeltlektioner. 'Optimering’ skal (i samspil med 'Prioriteringer’) beslutte, hvilken lgsning der
passer bedst rent skemateknisk.

g
U-nr. * KlaLer Ejsken UL Arslek Lesrer Fag Klasse(r) Faglokale Stamlukﬂle{Dubbertlel;.\Elluk

76 m22 B4 A Arist WP 3a3b a2 K3a \ 12 J
= p—

Tips: Dobbeltlektion-betingelse

Nar der for en given undenisning er forskellige muligheder for dobbeltlektioner (f.eks. '0-1' eller '1-2',
anbefales det, at du IKKE laser dig fast til netop én Igsning (via 'Prioriteringer’). Dette ferer oftest til et
vaesentligt bedre skema.

Blok

SKAL en fler-timers undervisning laeses i fortlgbende lektioner, drejer det sig om en 'Blok'.
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Indtast i kolonnen 'Blok' f.eks. '3' for en tre-timers blok.

o
U-nr. [+ Kla,Leer Ejsken UL Arslek Lzerer Fag Klaz=e(r) Faglokale Stamiokale Dubbeﬂlek{ﬂluk\
2 2.: e Callas For  |1b Kib \3

(=1

SKAL en seks-timers undervisning lzeses i to tre-timers blokke, skal du indtaste '3,3".

e
U-nr. [+ Kla,Leer Ejsken UL Arslek Leerer Fag Klasze(r) Faglokale Stamlokale DubbertlelfrElluk
54 €. 8 Rub ' Dan [ib K1b \ 33
= p—

2.3.3 Koblinger

For Untis er en undenvisning koblet, nar mere end én laerer og/eller mere end én klasse indgar i den
samme undenisning pa det samme tidspunkt.

OBS: Indtastningsregler for koblinger
Klasser skal ved indtastning skilles med komma. Laerere skal skrives i hver sin Koblingslinje.

Koblet undervisning (flere klasser)

Rubens skal undenise klasserne 1a og 1b to timer ugentlig i faget 'Husgerning' i lokale 'Skolekgkken':
UL Laerer Fag Klasse(r) Lokale
2 Rub Hus 1a,1b Kak

Fremgangsmade som for simpel undenisning. Dog indtastes i kolonnen 'Klasse(r)' 1a og 1b adskilt med
komma. Lokalet saettes ikke automatisk ind, da faget 'Husgeming' ikke har noget fast lokale tildelt.
Indtast derfor lokalet i kolonnen 'Faglokale'.

(7L Undervisning / Klasse E B E'@
¥ »

-

1a " HBRER RTS8 F- QF=E 8
U-nr. [+ Kla,Lser Ejskemalagt UL Arslek Lesrer Fag Klaszse(r) Faglokale Stamiokale Dobbellek. Blok P

96 2,1 B> 2 rRub S 1210 Kk K1a

K| : Arist . mat Ta Fia
33 [ s Arist  Eng 1a K1a =

IEI u-nr. 5 Klasse -

Skift til klasse 1b. Her vises den nye undenisning automatisk.
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Koblet undervisning (flere klasser og laerere)

Der skal undenvises niveaudelt i faget engelsk i fire timer i anden klasse. Dvs. at eleverne fra 2a og 2b
deles i tre grupper, som skal undervises af hver sin laerer (Cer, Ander og Callas) i hver sit lokale:

UL Leerer Fag Klasse(r) Lokale
4 Cer Eng 2a,2b K2a
4 Ander Eng 2a,2b K2b
4 Callas Eng 2a,2b PS1

1. Abn undenisningsvisningen for 2a. (‘Undenvsning | Klasser' og veelg 2a)

2. Indtast '4'i kolonnen'UL' og bekreeft med <Tab>.

w

Veelg 'Cer' i dropdown-menuen i kolonnen 'Leerer'. Det ggr ingen forskel, hvilken leerer der veelges
farst.

Veelg 'Eng' i dropdown-menuen i kolonnen 'Fag'.
| kolonnen 'Klasse(r)' indtaster du 2a og 2b adskilt med komma.

Stamlokalet for 2a ('K2a') vises skraks i kolonnen for dette.

N o o &

Far cursoren over kolonnen 'Kl,Leer' for den netop oprettede undenisning og klik pa det fremkomne
'+'. | den herved fremkomne tomme linie indtastes naeste laerer 'Ander' i kolonnen 'Leerer', 'Eng' i
kolonnen 'Fag' og '2a,2b' i kolonnen 'Klasse(r).

595 2 News Fys 2a Fys KZa
a7 @ s 3 Cer  Eng  2a2b K2a

7 =21 [B a4 [ 4 Cer  Eng  2a2b K2a

8. | kolonnen 'Stamlokale' veelges lokale 'K2b', da 'Cer' jo undeniser sin gruppe i lokale 'K2a'.

9. Indtast nu parametre i tredje linje for 'Callas' med et nyt lokale.

- =

@ Undervizning / Klasse E]E] EI@
» - HEERBETLS Su- QL 88 H J@- >

U-nr. #/ Kla,Leer Ej=skemalagt UL Arslek Lerer Fag Klazse(r) Faglokale Stamiokale Dobbeftlek. Blok
o7 =223 % 4 4 Cer Eng Z2azZb K2a
Ander |Eng 2azb K2k
| Callas  Eng Zazb P=1
o0 E S Mew . mat per] Foa
o5 2 New Fys 2a Fys K2a

Der vil nu konstant ses et '+'i kolonnen 'Kla,Leer'. Med et klik herpa, fremkommer den totale information.
Beslut selv, om du kan ngjes med farste linje eller vil se den totale information.
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Tip: Udfolde alle koblinger
Med et klik pa '+'i kolonneoverskriften kan du udfolde samtlige koblinger.

Yderligere information ang. koblinger finder du i kapitlerne Kaobling af undenisning og Afkobling af
undervisning

Kobling af undervisning

Kobling via drag&drop

Hvis du il koble to eksisterende undervisninger, klikker du pa én af de to i kolonnen 'Kla,Leer' og traekker
med drag&drop hen pa den undenvisning, som du vil koble den med. Sasnart du slipper, er de to
undenisninger koblet.

Advarsel @
@ Undervizning / Vil du koble disse undervisninger? N
ndervisning -

- ] e7.cer B0 ] Undervisning / Klasse @ﬂ
| B = "HRENR ATSHL - OFE :
U-nr. * Kia,Lesr |
& 037 U-nr. ¥ Klalsr Ejski UL Arslek Lesrer Fag Klazse(r) Faglokale Stamiokale
43 @22 [] vis ikkke denne meddelelse nasste gang. iS = ; ; ; Eﬂ::ﬂs Een‘l ia.ii}ﬂ ﬁa

+| alias or a a
76 @22 — : ;
= [da o] % @22 3 arist [P0 3a,3b ) Kaa
: s 79 @22 2z Anger 33,3b sle K3a
; E;:;; m ;; 1 4 Gausz | Mat 3a K3a
2 New Fys 3a Fys 3 1,2 Z Gauss 3a K3a
2 Hugo é— 3a ! 2 2 New  Fys 3a Fys K3a
4 Angder Dan 3a 15 = Hugo [N 3a K3a
1 Ander [ 3a s | |2 4 Ander Dan 3a K3a
2 tocel I 2= 23 i ey 3a Sls E3ﬂ
1 Nobel I@- a i
2 Rub His 3a =
3 cer |Eng ) 3a 6 =12 &1 [8 Rub__ Hs  [3a —
.g Cer Bio 3a K3a
2 Cer Bin 3a
[:24 3 Cer Eng 3a K3a
: Kz
B uU-nr. = Klasse

Ligesa simpelt er det igen at afkoble koblet undenvisning. | kolonnen 'Kla,Laer' treekker du den
koblingslinje, som du vil fierne fra koblingen, via drag&drop hen til en fri linje i samme kolonne.
Undenisningerne er nu afkoblet.

Kobling via menuknap

Nar du vil koble to eksisterende undenisninger, markerer du den ene og klikker herefter pa
menuknappen <Kobling>. Der fremkommer nu en dialogboks, i hvilken den markerede undenisning ses.
Du har nu to muligheder for at tilkoble en undervisning:

e Aktiver den gnskede undenisning i Underevisningsvinduet og klik efterfglgende i dialogboksen pa
knappen <Leeg til>.
¢ Treek undenisningsnummeret ind med drag&drop og klik efterfelgende i dialogboksen pa knappen
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<Leeg til>.

Kobling @ ==
79 U+, Uar. (UL | Lasrer Klasse Fag
56 AN Cuie 3a.3b Hus
79 (2 Ander 3.3 Sle
p——
@ Undervisning / Klasse 1
R IS T'OTLL
_| + i Fag
73 2,1 B2 ander [EEJIIN 2230 ——

96 2,1

Curie__[FUSIN 32,30 @Undewfsnfngﬂ(l‘asse(s) o=

TanaE - RenT = s

Calas For  3a3b | - 33 rEEEMNMR E9EHL - OFE & f & &

=] T
43 ®2:2

TR M3 N
< | (1] =

22
'=I
22
8. 1 ] Klg.Leer Fiskemalag g Klasse gglokale amiokale gbpetlek
78 D22 B2 2 Ander 3,30 Sie K3a [
(=) uor [ ¢ Curie “33,3{1 Kok Ps1

ok R R

Arict  eE 2o

[:] 3,7 %1 1 Callas Kem 2a,2b3a K2a

A2 L B ) @\ ol ] rallae Frr Qa 2k Kla 1.1
4| m

E] U-nr. - Klasse

Afkobling af undervisning

| foregaende kapitel blev beskrevet, hvordan du kan koble undenisning med drag&drop.
Afobling via menuknap

Med denne funktion kan du eendre de enkelte Koblingslinjer i en koblet undenisning til selvsteendige
undenvisninger med eget undenisningsnummer.

Marker en kobling og klik efterfelgende pa menuknappen <Udvidet oplgsning af kobling>. Der
fremkommer nu en dialogboks, hvori du kan veelge, hvilke koblingslinjer der kal fiernes fra koblingen.
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Gamme! undervisning U-nr.: 6, UL 1 Ny undervisning
Klasse @ Leerer Fag Klasse
23.2b.3a
Mt |222h3a
Mzt [22.7b3a 5. UL:
257538 @ Gammel undervisning U-nr: 6, UL: 1 My undervisning
2323 Laerer Fag Klasse Laerer Fag Klasse
2323 Callas Kem 2a.2b3a Gauss Mat 2a.2b.3a
p— 2323 Rub Eng 2a2h3a Ander Mat 2a.2h3a
e Undervisning / Klasse (1_) - Hugo Eng 2.2 33 7
” = Nabel Dan 2a.2b.3a
= -HAEMNR 89 & LF)m- 0= & | Dan 2a.2.3a
U-nr. [FKlaLzer Ejskemalagt UL Arslek Lssrer Fag vKlaa.'?.se(r} Faglokale Stanl'llukale Dure _ :‘
5 23,7 %1 [ Call Kem 222038 2 Undervisning / Klasse
Gauss |Mat  2a2b3a K2b 3a CHBEMNR EFT &L 5w~ (
:n:ar :ﬂ ;a,i:,:a EE\: U-nr. [+ Kla,Leer Ejskemalagt UL Arslek Lezerer Fag Klasse(r)
H” E"g ZE'Zb': :1 6 [35 By [ Calas | Kem |2a2b3a
N”gnl D"g ;'zn': P:Z Rub  |Eng  2a,2b3a
?D1 & Dan ;'Zb': Hugo |Eng 2a2b3a
- an e Nobel Dsn  2a2bla
=1 2-1 Dan 2a,2b3a
G -— ) Sl pemy RET P =
o i Br z e we S Vimrwr— e EENSD
‘ i 4 @22 B> 2 Calas For 333
76 m22 @3 3 arst i@ 33,36
(=] vrr. = Klasse 1 B4 s Gauss [Mal  3a
= e R o = p— — -
4 n
=i I

OBS: Afkoble alle

Nar du klikker pa knappen <Oplgs hele koblingen>, fiernes ogsa alle klassekoblinger.

drastisk indgreb i

fordelingen af undenisning.

Dette kan veere et

Nar du kun vil oplgse en kobling i div. koblingslinjer, men beholde klassekoblingerne, skal du i venstre
del af dialogboksen markere alle linjer og efterfelgende klikke pa dobbeltpilen i midten. Afslut med

<OK>.

Undervisningsindtastning med drag&drop

Undenvisningsindtastning kan ogsa klares med drag&drop fra Elementvindue . 'Elementvindue’ kan du
abne via 'Stamdata | Elementvindue' eller via menuknappen i Hovedmenuen.
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Skema Rapporter Lasrer E] @
i (B % £ <3 |Betegnelse Hele navnet
B R E g — Gauss Gauss

38 | New MNewton
—— Hugo Hugo
Ander Andersen
| Arist Aristoteles
= Callas Callas
E Nobel Nobel
___|Rub Hubens

$ Cer Cervantes
—| Curie Curie

I

| dette 'Elementvindue’ kan du veelge mellem de forskellige stamdata og traekke dem med drag&drop
over i en visning fra Undenvisningsvinduet .

OBS: Flere elementer
Med holdt 'Ctrl-tast kan du markere flere elementer og herefter treekke dem samtidigt over i

Undenvisningsvinduet .

- Klasse [a] [z
@ Undervisning / Klasse (4[] <3 | Betegnels¢ Hele navnet
L - BEMNRETSS Fw- QE= 42 ¢
. 2
U-nr. # Kla,Leer Ejskemalagt UL Arslek Lzerer Fag Klazse(r) Faglokale Stamiokale Dy
11 4,1 z Huge [E2 1a,1b,2a,2b Kia =
31 5 arist [Mat 1a Kia E drag Klasse 2b [Andersen)
33 5 Arist  |Eng 1a Kla é 3a Klasse 3a [Aristoteles]
7 23 2 Ander B 1a Sls Kla 3b Klasse 3b [Callas]
73 2,2 3 arist  fide ] 1a,1b a2 K1a E 4 Klasse 4 [Nobel)
35 z Callas Mus 1a K1
38 2 Calas For  1a a 1 E
48 2 Nobel 1a Kia
53 2, > 5 Rub  Dan  f1a Kia %
63 2 Cer Bio 1a Kia
% 31 B2 —
drop
B U-nr. : Klasse -

Nar du traekker flere klasser over i Undenisningsvinduet, indsaettes de alle i samme Koblingslinje . Hvis
du derimod treekker flere lzerere ind i en oprettet undenisning, vil der blive oprettet én linje for hver laerer.
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Lasrer E
=
i Undervisning / Klasse E] E] = EEtEgnEISt|HE|E navnet |
. = . - Gauss Gauss
1a - B =] o7 - e

FEOR ATHS = OB e
U-nr. #Kal Ejskn UL Arslek Lassrer Fag Klazse(r) Faglokale Sta Hugl] Hugl]
11 4,1 2 Hugo [ECO 1a,1b,2a,2b K14 B | Ander Andersen
7 2,1 2 Ander 1a Sip K1z . :

. Arist drag Aristoteles
73 2,2 3 Arist AR 13,10 2 SE( = d
& 5 Arist - 1a K1g|
33 5 arst  [Eng 1a 8 Nobel
3 2 Calas Mus  1a Rubens |
k1] 2 Calas For 1a $ Cervantes
46 z nobel RN 12 Curie
53 B,z s Rub  Dan  1a Kid g
63 2 Cer Bio K1z
9% 2338,3] 3 New 1a,1b,2a K1 ,
Callas d 1a
Rul rop 1a

‘| m 3
E] u-nr. : Klasse >

OBS: Dobbelklik
| stedet for drag&drop-teknik kan der ogsa anvendes dobbeltklik i elementvinduet.

Clipboard

You can copy selected (highlighted) lessons to the clipboard. These functions can be accessed under
menu item 'Edit', or you can use the following shortcuts:

CTRL + X= Cut
CTRL + C = Copy
CTRL + V = Paste

Programme-internal use

The clipboard function allows you to copy one or more lessons of one class to another or from one term>

to another (with the Multiple term module.

If you wish for example to copy all lessons from class 1a to class 1b

highlight all lessons,
select 'Edit | Copy',

switch to class 1b (which still has no lessons) and
select 'Edit | Paste'.



-HERERROR TOLKF S

L-Mo. [+ ClTe UnSc  Per 'rds_Teacher Class(es) Subject Home room
£
33 5 /
s Mark 2 :
L cwe  C v - HEESRIR TOLEE
d6 ' = L-Mo. # CITe UnSc  Per 'rds Teacher Class(es) Subject Home room
53 8,2 s
[i%] 2

L-No. 31 N . =
) owe [t -H EERRIR TOLES

L-No. = CLTe Un3c  Per 'rds Teacher Class(es) Subject Home room

o7 L
99 B s
101 g >
103 B >
105 L
107 B s

109 g, 2

Paste special

Tip: Copying timetables
The 'Paste special' functions allows you to copy timetables.

In addition to the usual paste function, the 'Edit' menu also provides the 'Paste special' function. Besides
inserting lessons, this function also inserts the timetable of the copied lessons, i.e. the timetable of the
source class is also copied.

Copying data to external programmes

You can also use the clipboard to export lessons (or other data) to external programmes such as
spreadsheets or word processors.

Many views also offer the <Print in Excel> option allowing you to export directly to a spreadsheet.
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File Edit Master Data_ Lessons G21 - ﬁf|
TemHE = & He B A B C D
R
1

@ Rooms/Room b [ = || & | 2 |Mame Full name Altern. room Rm. Weight
SHL ~EHm % £ 3 SH1 SportsHalll SH2 4
MName | Full name Alerr BRm. ¥ 4 |SH2 SpDrtS Hall 2 SH1 1

» Sports Hall 1 SHZ? 4 5 |PL PhYSICSlEb. 3
SHZ |Sports Hall 2 SH1 4 o W5 Workﬁhop 3
PL  |Physics lab. 3 7 |TW  Textiles workshop 4
WS 3 % HEL Home Econ. room 4
Tv |[TEeSWeTERoeN ¢
| pre—— . 9 Rla Class Room 1a R1b 2
Ria |Class Room 1a Rib 2 10 |R1b  Class Room 1b R2a 2
R1b |Clazs Room 1b RZa 2 11 R2a  Class Room 2a R2b 2
RZa |Class Room2a R2p 2 12 |[R2b  Class Room 2b R3a 2
RZb |Class Room2b  Hia 2 13 [R3a  Class Room 3a Rla 2
R3a |ClassRoom3a  Ria 2 14 ps1  PseudoRoom1(3b) Rla 2
P=1 |Pseudo Room1 (3b Ria 2 15 ps2 p doR 2 (a R2 2
PsZ |Pseudo Room2zZ(4) R2a 2 = seudo Room 2 (4) @

& 16

E Room -

Egenskaber for undervisning

Udower de basale data for en undenisning, kan du definere endnu en del egenskaber. Indtastning af
disse egenskaber - bortset fra tidsgnsker - kan foretages enten i 'Listevisning' eller i
'Kartotekskortvisning'. Kartotekskortene som efterfalgende beskrives, findes alle i Kartotekskortvisning :

e Tidsgnsker

o Kartotekskortet 'Undenisning”
Kartotekskortet 'Skema’

Kartotekskortet 'Styrekoder'
Kartotekskortet "Veerdier'

Kartotekskortet 'Koblingslinjer' (Kopplungszeile)
Undervisning med tidsonske

Nar du skal se tidsgnsker gives der tre forskellige muligheder:

Tidsensker for undervisningen

Hver enkelt undenisning kan forsynes med et tidsgnske. Den generelle funktion for tidsensker er
beskrevet i kapitlet Tidsgnsker , afsnit _Brugertips . Et tidsgnske kan dog ikke angives som '+3". | et
sadant tilfeelde skal undenisningen skemalaegges manuelt og lases.

Tidsensker for alle elementer

For en given undenisning nedarves tidsgnskerne for de inwvolverede Stamdata . Nar f.eks. Victor Hugo har
sin fridag om tirsdagen, kan der heller ikke laegges undenisning om tirsdagen, hvori Hugo skal deltage.

Visningen 'Tidsegnsker for alle elementer' (Undenvisning | Klasser' - klik pA menuknappen Tidsensker' -
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klik pa knappen Tidsgnsker for alle elementer') giver dig, i det midterste omrade, alle tidsensker for alle i
den valgte undenvisning involverede elementer. | dette omrade kan du klikke pa en bestemt ugedag og i
det underste felt se, hvilke af de involverede elementer der er ansvarlige for tidsenskerne.

a Undervisning / Klasse n E] EI@
2a "HPENR EF9&&F Fx{0fE=E a8 2

U-nr. #Klal Ejske UL Arslek L=erer Fag Klasse(r) Faglu-kaE Stamiokale Dobbe »

18 [ 2 Hugo His 2a K2a (A
11 4,1 2 Hugo 1a,1b,2a,2b Kla

T !
& 3 @ Tidsensker / Undervisning-75 E@
+

E]— Faf g W ASa@EEm P = .,
U-nr. N

18 % Undervisning H
() Tidsensker for undervisningen

@) Tidsensker for alle elementer

() Tidsansker for alle elementer u. lokaler

Onsdag

Torsdag
Fredag
Lerdag -
Mandag ean| 1| 2| 3| 4| 5/ 6 7| 8|Dage |Fom. |Eftem
Hugo
Massef) |22 [53[533/s3
Fag His
Lokaler K2z
|Undervisniru| 18

Tidseonsker for alle elementer u. lokaler

Da Lokalefordelingenstadig kan eendres af optimeringen, er tidsensker for lokaler ikke sa vigtig som for
andre elementer. Af denne grund kan du undlade dem med denne nederste valgmulighed.

24.2 Kartotekskortet 'Undervisning'

Pa kartotekskortet 'Undenisning' kan du angive felgende oplysninger:
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E Undervisning |Skerna I Styrekoder | Vizerdier | Kupplungszeilel
2 |gelektioner Alias (Andet navn) Kunst Faggruppe
Arslektioner Val Beskrivelse Blever (D)
Ander Lasrer Sla Lakale Elever (F}
Sla Fag Kla Stamlokale 0 iat
1a Klassel) Statistikkoder Elever min
Delingsnr. U-grupper Blewver max
Student group Fordel lek: pa undv ar. Stud. Kurs
Tekst
Linjetekst
Linjetekst 2
E] U-nr. : Klasse A

Ugelektioner / Arslektioner, Laerer, Fag, Klasse(r), Lokale
De til undenisningen hgrende Stamdata savel som timetallet er de veesentligste oplysninger om en given
undenvisning. Indtastningen er tidligere beskrewet i kapitlet Indtastning af undenisning .

Delingsnr.

Delingsnummeret er ngdvendigt, for at timetallet ogsa beregnes rigtigt i forbindelse med delte hold En
deling kan f.eks. veere, at der undenises i engelsk i 2 grupper, men undervisningen ikke er koblet og

altsa ikke finder sted samtidigt. Der findes altsa 2 undenisningslinjer med hver 5 timer, som dog kun
teeller 5 timer tilsammen i klassetimetallet.

Far begge undervisningslinjer (-numre) tildelt samme 'Delingsnr.’ (tilladte veerdier fra 0 til 255), falger
beregningen af samlet timetal for klassen den ovenstdende model. En undenvisning med 'Delingsnr.' '0'
teelles ikke med i det samlede klassetimetal.

Du kan ogsa tildele samme 'Delingsnr." til flere end 2 undenvisningslinjer for en klasse. Det sterste
timetal i denne deling teeller herefter med i det samlede klassetimetal.

Alias (Andet navn)
Som for Stamdata-elementer kan du ogsa i 'Undenisning' tildele alias. En beskrivelse af denne funktion
finder du i kapitlet Stamdata - Kartotekskort Klasser .

Lokaler

Her kan du indtaste det for undenisningen gnskede (fag-)lokale. Er der ved faget angivet et Faglokale ,
bliver dette lokale automatisk anvendt ved skemalaegningen.

Stamlokale
Hvis der indtastes data via 'Undenisning | Klasser' skal her indtastes Stamlokale for klassen. Hvis du
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indtaster i 'Undenvisning | Laerer', er det leererens Stamlokale .

U-grupper
Hvis du anvender modulet 'Multiuge/Periodeskema' kan du her indtaste Undenisningsgruppe. Mere
herom finder du i kapitlet Undenisningsgrupper i afsnittet 'Multiuge/Periodeskema'.

Statistikkoder
Som for Stamdata. Du kan tildele hver undervisning flere statistikkoder. Disse koder er nyttige, hvis du vil
foretage et udtreek efter bestemte kriterier.

Faggruppe
Er et fag tilknyttet en bestemt faggruppe, skal det angives her. Anvendelse af Faggrupper er specielt
nyttigt i forbindelse med Leererkvalifikationer og Tidsplaner (modul Fagfordeling og tjenestetidsberegning

).
Elever (D) / Elever (P) /i alt

Her kan du indtaste det antal personer (hankgn/hunkan), som deltager i den aktuelle undenisning.
Summen vises i feltet 'i alt'. Denne indtastning har indflydelse pa lokaletildelingen i forbindelse med
'Optimering' og 'Lokaleoptimering'.

Tekst
Her kan enhver undenisning tilfgjes en tekst. Denne tekst vises ogsa i 'Skema'-visningerne i kolonnen
*Seerlig tekst' og kan ogsa indsaettes i selve Skemaruden .

U-nr. #Klal Ejski UL Arslek Lsrer Fag Klasze(r) Tekst Faglokale

For Callas j15 P
Dan Rub x5 |Mat Arst gqg|Dan Rub x1s

11:40

Rel Hobel kg
12:25

13:20

13:30
14:15 Ska. Ande Fr]
Han Cure

hd2
idt

4
5
6 2
7
8

14:25
15:10

U-nr. | Lazrer fag, lok Kl Tid |Skoleuge | Elev Szdig tekst _Eénd Linjetekst 2
11 Hugo, Geo, K1a 1a, 1b, 23, 2b 1-41 udetime
+1

Linjetekst/Linjetekst 2
Via disse to felter kan du ogsa tildele en tekst til den enkelte Koblingslinjefor en undenisning.
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2.4.3 'Timetable' tab

You can specify the following settings on the Timetable' tab:

Lessons | Timetable | Codes | Walues | Coupling Line

Time range
1-1  Double periods Min, Max
From
Periods in this subject room
i To
Block size (no. consec. pers.)
Scheduling priority Subj. Sequ. - Classes
Teacher optimisation code Subj. Sequ. - Teachers
(Class Clash Code

' Unscheduled periods

Clusters:

Double periods Min. Max.
Entering double periods and blocks was already dealt with in chapter Double period - block .

Periods in this subject room

If a subject room is defined for a lesson, the optimisation routine will attempt to schedule all periods of
the lesson in this room. This is sometimes not desired when there is a shortage of rooms or when rooms
are overbooked. If for example only two of three physics lessons are to be held in the physics lab, then
enter a '2' here. As a rule, no entry is required in this field.

Scheduling priority

When you launch optimisation, Untis will first calculate the level of difficulty for all lesson periods. A
lesson is all the more difficult to place if there are a lot of elements involved in it and if there are
restrictive time requests specified for the elements.

The algorithm that Untis uses to place a lesson starts with the most difficult periods first. You have the
chance to influence the scheduling sequence by setting a scheduling priority. The smaller the number
entered for the priority (1-9) the earlier the lesson will be placed and the greater the likelihood of finding a
'good' position.

If this field is left empty, a default priority of 5 will be assumed; values of 1-4 increase priority while
values of 6-9 decrease it. Lessons with a scheduling priority of 9 will be processed last while those with
a priority of 1 will be treated first.

Warning:

An entry in this field can have a drastic influence on the way optimisation works. As a general rule, it
can have a negative impact on the overall result, which is why it should only be used for good reason and
with due consideration.
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Teacher optimisation code

With the teacher optimisation code, the Lesson planning module offers the possibility of influencing
Teacher assignment during optimisation. You will find details in chapter Teacher optimisation under
Optimisation .

Unscheduled periods
This value indicates how many periods of the current lesson have not yet been scheduled in the
timetable.

Time range
The Multi-week timetable module allows you to set time restrictions for lessons.

Subject sequence - Classes/Subject Sequence - Teachers

As with master data, there is also the field subject sequence for lessons. Permitted entries are 1 - 9 for
a positive subject sequence and A - E for a negative subject sequence. Please also see chapter Subject
sequence in the User tips section.

Class Clash Code (Class Clash Code, CCC)

This code allows Untis to schedule two lessons at the same time even when the same class is involved
in both lessons. Enter values 1 - 9 where a conflict is permissible between lessons with the same CCC,
and A - H where a conflict is permissible between lessons with different non-numeric CCCs. Please also
see chapter Subject sequence in the User tipssection.

'Codes' tab part 1

There is a large number of codes available with which you can define lessons more precisely.

| Lessons | Timetable | Codes |‘-Ialues | Coupling IJne|

@ ¥} Locked -‘\ [ B} Lock conditionally
[y lgnored [T]({D) Fespect double periods
[]{m} Marked [C]C) Mo single periods
[]4E} Double pers. span *breaks []{R) Place in a frings period
[C] i) Optional subject [C](5) Schedule class group later
[]4G) No fringe period placement [ {2} Subject more than once./day
[] (K} Ne attem. room to be used [ (W) Variable teacher
[] k) Exempt from data-analysis [C]{L) Mot in legend
[]4r) Al prds. in the same room [ {Uy p.m. onty double periods
[] Teacher allocation locked [ (M) Schedule manualky

\\_ Time requests j

(X) Locked, (i) Ignore, (m) Marked
The way these codes work was already explained in chapter Input fields for master data .
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In lesson views, ignored lessons are marked with the letter (i) next to the lesson number.

L-Mo. I+ CI.Te UnSc  Per ¢rsPrds Teacher Subject Clazs(es)
33 2 5 Avrist EN 1a
35 2 Calla= MU 1a
35 P Callas AR 1a
46 12 Nobel 1a
53 8,2 s Rub  DE 1a
63 P Cer Bl 1a

(E) Double pers. span *-breaks
Double periods are not allowed to span breaks, which are marked in the timetable with a ™'. Use the (E)
code to deactivate this restriction for specific lessons.

(O) Optional subject
Lessons for which this code is activated are treated during optimisation as if an optional subject were
involved. For further details, please refer to chapter User tips — Optional subjects and fringe periods .

(G) No fringe period placement
Activate this code if a particular lesson should not be scheduled in a fringe period. For further details,
please see chapter User tips — Optional subjects and fringe periods .

(K) No altern. room to be used
Lessons marked (K) may only be scheduled in the designated room. Scheduling in alternative rooms is
not allowed.

(k) Exempt from data analysis
Use this code to exclude a lesson from the automated data analysis function of the diagnosis tool.

Warning:
Activate this function only when you have made sure that the lesson in question will not obstruct the
optimisation tool.

(r) All prds. in the same room

All periods of a lesson marked with this code will take place in the same room. This code has a major
influence on room optimisation. A lesson marked with the (r ) code can even displace a class from its
own home room. Please read chapter User tips — Room logic for further details before attempting to use
this function.

Teacher allocation locked

The teacher assigned to teach a class can be locked separately for each coupling line to ensure that the
placement cannot be changed by the automated teacher allocation function (only possible with the
'Lesson planning and value calculation' module) (please see also chapter Optimisation ).

Time requests
This box will be automatically checked if time requestshave been entered for this lesson.
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'Codes’ tab part 2

Below is a description of the codes in the second column.

| Lessons | Timetable | Codes |‘u’alues | Coupling Line

[] () Locked

[} Ignered

[]im) Marked

[]JE} Double pers. span *breaks
[]40) Optional subject

[] 5} Mo fringe period placement

[T](B) Lock conditionally

[]{D) Respect double periods
[C{C) Mo single periods

[]{R) Place in a fringe period

[ (5} Schedule class group later
[](2) Subject more than once/day

[]4{K} No attemn. room to be used
[] #) Exempt from data-anahysis
[]ir) Al prds. in the same room
[] Teacher allocation locked

[] (W} Variable teacher
[C]{L) Mot in legend
[ Uy p.m. onty double periods

[ (M) Schedule manualky
S\ Y

Time requests

(B) Lock conditionally

Lessons marked with this code are treated as locked lessons during the first part of the optimisation run
(placement run). During the subsequent optimisation run (swap run), however, the temporary locking
function is automatically deactivated (please see also chapter Optimisation )

(D) Respect double periods

Activate this function for a lesson (or a subject) if you wish the optimisation tool to adhere strictly to the
number of permitted (desired) double periods . This also applies when double periods have been
excluded for a lesson ('0-0' in the field 'Double periods min., max."). The function is particularly useful
when the optimisation errors 'Double per. split up', 'Unrequ. double pers. ' and 'Subject twice a day' are to
be awided at all costs.

Warning: Use sparingly

Please use this code sparingly (if in doubt, please do not use it at all), since it places sewvere restrictions
on optimisation — especially for subjects with a large number of periods. If necessary, increase the
corresponding weighting parameters ( Awid errors with double period ) to 5 before using it.

¢ Please also note that to ensure the correct treatment of double periods, data must be entered in the
'Double periods min, max' field.
¢ Setting the (D) code excludes the use of codes (2) and (C).

(C) No single periods

Setting the (C) code gives priority to scheduling the lesson in questions as block. Single periods will be
awided if at all possible.

e This code is only useful for lessons with more than 6 periods per week.

e Codes (2), (C) and (D) are mutually exclusive.
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2.4.6

(R) Place in a fringe period

Use this option to specify lessons that should be scheduled in fringe periods in the same way as fringe
lessons. The attribute ensures that lessons marked in this way are scheduled preferentially at the
beginning or the end of a school day or half-day (depending on the timetable). Please also refer to
chapter User tips / Fringe periods and optional subjects .

(S) Schedule class group later

You can change the scheduling priority for the lessons when using class groups . The code instructs
the optimisation tool to leave the scheduling of these lessons until after other classes of the same class
group have been scheduled.

¢ Use this code only when you are familiar with working with class groups.

(2) Subject more than once/day

The Untis optimisation algorithm assumes that a subject should only be scheduled once a day for any
one class (except block lessons and double periods ). You can use this flag to override this — highly
weighted — boundary condition. Untis will then be allowed to schedule the subject as it thinks fit.

e The options (2), (C) and (D) are mutually exclusive.

(V) Variable teacher

When this code is set Untis may replace the teacher(s) inwlved in the lesson with more suitable
teachers when bottlenecks are encountered during optimisation. Please refer to chapter Optimisation for
further details.

(L) Notin Legend

No legend will be printed for lessons where this code is set.

(U) p-m. only double periods

This code ensures that the automated optimisation function will only schedule double periods (and no
single periods) in the afternoon. This code only makes sense when

¢ double periods are permitted for the lesson and

¢ the subject is marked as a subject that can take place in the afternoon.

(M) Schedule manually

Lessons marked (M) are ignored by the optimisation tool. These lessons must be scheduled manually.

'Values' and 'Coupling line' tabs

'Values' tab

This tab will only be displayed with the module Lesson planning and value calculation . Please refer to
chapter Values under Value calculation for details on the fields.

‘Coupling line' tab

This tab contains fields that are only relevant for a coupling line but not for the entire coupled lesson.
Most fields can be found on the Lessons' tab and are described there.

The fields Teacher allocation locked' and ‘(Teacher)' are described in chapter Automatic teacher
assignment during optimisation under Lesson planning.
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24.7 Allcodes

This field, which can only be activated in the grid view via the <Grid Adjustment> button, offers an
excellent ovenview of the relevant timetable settings of a lesson. The 'Code' column clearly and
comprehensively displays all the codes set for a lesson. The code Z denotes lessons where a time
request has been entered.

------ Time requests
[—]

......
ﬂ f ......
= =
13 :a. AR TOLeRd B @ 75
L-No. # ClTe. UnSc  Per frsPrds Teacher Subject Class(es) (k) Mark (E} (G) ()
N @4 | | |GEc | || E W T
7 @23 2 Ander [0S 1a
73 @22 3 arist  [PEMI 12,10
31 5 Arist  [MA L 1a
33 5 argt BN 1a
35 2 Calas MU 1a
39 2 Calas AR 1a
) o [ Codes -

Check the relevant box under <Settings> in this lessons window if you wish inherited codes, i.e. codes
entered for a master data element of these lessons, to be displayed in parentheses.

[] One week

Show inherted codes

L3
Show taotal

EI[) =N EOR =5

1 B @ f. TOLEEDH-BREx- H 2
L-Mo. # CITe. UnSc  Per rrsPrds Teacher Subject Class(es) (k) MWarl (E) (G) i) -
11 4,1 | | |GEc | || ||| e

7 @23 2 Ander N2 1a

73 @22 3 arist  [PEMI 1a,1b

31 5 arist AT 1a

33 5 arigt  [END 1a

35 2 Callas MU 1a

39 2 Calas AR 1a -

[*] Lo,

I
=
[
[
o
=
&
4
N
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2438

2.5

Locked lessons

The menu item 'Lessons | Locked lessons' allows you to open a window listing all locked lessons . It is
irrelevant if the lessons in question have been locked as individual periods , as lessons or via another

element or lesson group .

@ Locked lessons EIIEI
828 &.
467 of the lessons are locked
L-Ma. | Teacher |Subject |Class{es] | Lesson Locked | Group Locki Class Locke| Teacher Locke| Room Lock:| Home Raom Loct Subject Loch Period Lod| =
b6 Calas  Ch 2a.2b.3a Callas ] =
73 Birist Sporttd  1alb | Thi =
75 Fub Sportk. 2b.2a ] Thl
94 MHew Gz 2a,zb ]
43 Calas ke 33,3b = Callas Mus |
76| duist Sporttd  3a.3b ] Thi |
35 Calas  Mus 1a | Callas Mus ]
39 Callas ke 1a & Callas (&l -

You can remowve locked lessons from the window by clicking on the cell in question and then clicking on
the <Delete> button in the toolbar.

Note:
It is not enough to select the row in question — you must click on the cell in the row that causes it to be
locked. You can read more about locking in chapter Locking in the User tips section.

Funktioner i Menulinien

De generelle funktioner er blevet forklaret i kapitlet Stamdata / Funktioner i Menulinien .

Elementvalg ctﬂ:’elle funktioner ;;l {::_ Specielle funw

% T O LeE @@@@Pﬁa-ﬁ%ﬂﬁ@@

4

De specielle funktioner som kun forefindes i Undenvisning-visningen:

Kobling

Se kapitlet Kobling af undenvisning .

Udvidet oplasning af kobling
Se kapitlet Oplgsning af kobling .

Laererforslag
Se kapitlet Leererforslag , afsnit Undenvisningsplanlaegning .

Skolearskalender
Med mudulet Multiuge/Periodeskema kan du tidsafgraense brugen af stamdataelementer og lektioner,
savel som definere Undenisningsgrupper . Skolearskalenderen viser dig med grgn farve de tidsrum, hvori



undenvisningen kan laegges.

L-No. ®ClTe. UnSc Per rds Teacher Subject Class(es) Les. groups From To

H | 5 Arist Iat 1a Week A 3.10. 55

63 2 Cer Bio 1a

Mo | Tu |We Th |Fr |Sa |Su (Mo Tu |We Th |Fr (53 |Su |Mo| Tu |We Th|Fr |Sa |Su (Mo | Tu [We| Th [Fr |Sa |Su | Mo|Tu |We Th |Fr |Sa |Su | Mo

September 19 20 21 22§| 24 25 26 27 28 29[30|
October 1 203 4/ 5/ 8[7) & 5 10 11 12 13[34] 15 16/ 171819 20[21] 22 23 24 25 26 2728|2830/ 3
November 1.2/ 3[4 5 5 7 8 g w1112 13/ 14 15 16 17[18] 15 20 21 22 23 24[25| 26 27 282330
December 12 3 4 5 & 7 s[ 910111213 14[15[16] 17 18 13 20 21 22[23|24/ 252627 28 29[30] 31
January 1 2 3 4 5[ 6 708 9/10 111213 14 15 16 17 18 13[20] 21 22 23 24|25/ 26(27] 28 29 30 I
February 1 23] 456 7 8 9[70] 11 12 13 14 15 16[17| 181920/ 21 22 23[24| 25 26 27 28
March 1 2[ 3] 4/ 5 6 7/ 8 a[10] 11 12 13 14 15 16[17| 18 1820 21 22|23[24] 25 26 27 28 25 30[31]
April 10203 45 8] 7 8 9 10 11 12 13741506 1718 18[20[21] 22 23 24 25 26 27(28/ 29/ 30
May 102030405 6 7 8 9 10 11[12]13 14 15 16 17 18[19]20 21 22 23 24 25[26| 27 28 29 30 31
June 112/ 3 ¢ 5 6 7 8[9)10 11 12 13 14 15[16] 17 18 19 20 21 22|23| 24 25 26 27 28 29[30]
Skemasammenligning

Se kapitlet Skemasammenligning , afsnit Undenisningsplanlaegning .

Overtag undervisningen som kursus
Se kapitlet Oprette kurser , afsnit Kursusplanlaegning .

Indstilling

Med 'Indstilling' kan du tilpasse 'Listevisning' i Undenisnings-vinduet efter dine personlige behov.

Indstillinger [ 22 |
[] En uge

Vis nedarvede styrelcoder

[ vis sum

[ Skt [ ok | [ Abyd |

e En uge - Denne afkrydsning er kun aktiv i forbindelse med modulet Multiuge/Periodeskema . Her
vises kun den undenvisning, som finder sted i den valgte uge.

r "y

@ Undervisning / Klasse E][E] = || = ||
1a "HRAENR RF &S - OFE & £ & *~

U-nr. ® Kla,l Ejske UL Arslek Lesrer Fag Klasseir) Faglokale Stamiokale Dobbeflek. Blok -

7 23 | 2 Ander 1a Sl Kila 1-1

73 22 3 Arist 1a,1k 2 Kia

e K st JUREEEE 12 K1a i

E] U-nr. [7 Gl [1709 |2 Klasse* -

¢ Vis nedarvede styrekoder - Denne mulighed fungerer via fanen 'Styrekoder'. Den praecise
beskrivelse af fanen, finder du i kapitlet Vis styrekoder .
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2.6

e Vis sum - Ved hjeelp af denne indstilling far du indsat en sum-linje under overskriftslinien i
'Listevisning'. For nummeriske felter foretages her en opsummering.

=
Indstillinger [2=]
] Enuge
Vis nedarvede styrekoder
[¥] Vis sum
[ s |[ ok |[ Abpd |
a Undervisning / Klasse
‘1 -BPEMNR ATLS Fx- OFE G £ I 2{Ep-
U-nr. [ Ko k—tttlal 22rer — Fag Klasseir) Faglokale Stamiokale  Dobbektlek. Blok  Koder s
2 3000 0 E|
11 4.7 2 ugo el 1a,1b,2a,2b K1a
7 ®23 [ 2 Ander 1a Slg Kia 1= DEk
Tz 22 3 Avrist 1a,1b a2 Kila
31 5 arist  [Mat | 1a Kia i
= = e I . -
E U-nr. EI Klasse* - |

Tip: Kontekstmenu
Summeringslinjen kan du ogsa fremkalde ved at hgjreklikke pa kolonneoverskriften.

Print
For print af Undenisningsvisninger gaelder det samme som for print af Stamdatavisninger.

Via knappen 'Detaljer' i Udskriftsmenuen finder du flere kun for 'Undenisningsvisninger' relevante
indstillingsmuligheder.
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Udskriftsmenu

Klasselr): 1.7

[} 1 ]

i

Detalier

Detaljer

[] 1 side/slement
Listefon ["] Resultat (realiseret - budget)

Datafel [ | Elementets undervisning

Udst [T] Raster

0K |

| 22 |

B

oK

Afbryd

1 side/element
Med denne mulighed printes lektionerne for hhv. laerere og klasser ud pa separate sider.

Resultat (realiseret - budget)
Med denne mulighed printes en 'Resultat-linie’. Denne funktion er kun brugbar i forbindelse med modulet
Fagfordeling og tjenestetidsberegning .

Elementets undervisning
| tilfeelde af 'koblet undenisning' sarger denne funktion for, at de for det aktive element irrelevante linjer

IKKE printes.

Gauss Gauss

[T] 1 side/element
[7] Resuttat realiseret - budget)
[T Blementets undervisning

U-nr. Kla,Lsr Ejskemalagt UL Amslek lssrer Fag  Masser)

5] 37 1 1 Callas Kem 2Za.2b3a
Gauss Mst 23.2b3as
Ander Mat 2s.2b2a
Fub Eng 2s.2b3a
Huge Eng 2a2b3a
Mobel Dan 2s.2b3a
1 Dan 2s,.2hb2a

7 2,3 2 2 Ander Sle 1a
Gauss Sl 1b
Curie Han 1a1b

1 4 4 Gauss Mat 3a

3 1,2 2 2 Gauss IT 2a
Curie Han 2a

4 1,2 2 2 Gauss IT 3b
Curie  Han 3b

5 2 2 Gauss IT 4

g2 12 4 4 Ander Mat 4
Gauss Mat 4

Gauss Gauss

[T] 1 side/element
Resultat realiseret - budget)
Elemertets undervisning

U-nr. Klalser Ejskemslagt UL Arslek Lesrer Fag Klasselr) Fs
a8 37 1 1 Gauss Mst 3s.2b.3a

7 2.3 2 2 Zauss Sle 1b Sle
1 4 4 Gauss Mst 3a

2 1.2 2 2 Gauss IT  3a

4 1,2 2 2 Gauss IT  3b

5 2 2 Gauss IT 4

g2 1.2 4 4 Gauss Mst 4

17.000 (Realiserst+z-tid) - 0.000 (Busgettimen = 17.000

www Lntis di
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2.7

2.71

Andet arbejde - @-tid

Denne funktion anvendes kun i forbindelse med modulet Fagfordeling og Tienestetidsberegning .

Timeonsker
'Vis udskrift-dialogen giver dig ogsa mulighed for at udskrive timegnsker for den enkelte undenisning.

Type of list
| Data fields -
Data fields
Period time requests  EEERnEIE=EEE
Mo Tu We Th Fr Sa
Mame | 1[2]3[25(E[7|8] 1[2[214[516 (T8 1[2[3|2[5E [712] 1 2|2 |2[[8T|2] 112][214[56[7 12| 1(2]2(£]5
11 = = = = = -l-FI-F
3 3 3 3 3 3 3313f2
5 L-L1-F - LEETT-
32333 33131313 3 3
18 + B + - + - + E + - +-[-F
2 2 2 2 2 2 2 2 2 2 213333
Gruber & Petters Software

Lesson sequences

You can use the lesson sequence function, called via 'Lessons | Lesson sequences', to influence how
lessons are scheduled. There are three different types of lesson sequence:

o !

@ Lesson sequences o ||l =] = |

Lesson sequences

Delete Foed sequence -

Fixed sequence
Sequence in a week
Simultaneous lessons

¢ Fixed (subject) sequences
e Simultaneous lessons
e Sequence in a week

Fixed (subject) sequence

3 Use the fixed subject sequence to specify the periods that must be scheduled in sequence.

Access 'Lessons|Lesson sequences ', set the drop-down list at the top right to Fixed sequence and
enter the lessons that are to be scheduled in sequence.

Example

The physics theory lesson for class 1a, lesson 96, should immediately precede practical physics,
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lesson 97. Once the subject sequence has been specified, Untis will now schedule the periods to take

place sequentially.

@ Lessons / Class WP = =S
. -HEERECES Fw- Q2
L-Mo. =+ ClTe. UnSc Per ds Teacher Subject Text Class(es) S
be 1 Gauss PHIIHSS Theory 1a
a7 1 MNew PHLA  Laboratory 1a -
& Lesson sequenc E] L-He. > — T
|
Le
:Dn il [ @ 1a- Klassela (GousidT| [ = || & |25
G Dielet Fixed sequence - o -
[ Doste | T EA & 2@ 7
Lessons
Mo |Tu (We [ Th | Fr | Sa
96 l Add ] [ Remove l [ Help ]
Display
@) Lesson number () Subject () L-Na. = Subject

1 Name | Block (W} | L-No. | L-Mo. | (do. | L-Mo. | L-Mo. | L-No.
Gl HIlO % 97

u

L-Mo. |Per | Teacher Class Subject
56 Gauss 1a Ph Th
57 1 New 1a Ph La

|~ | n| | L M=

Note: Entering with double-click

Lesson numbers for lesson sequences can also be entered by double-clicking on the lesson number in

question (in the 1st column of the lessons view.

Variable fixed (subject) sequence

In the case of a variable fixed subject sequence, the lessons still follow on from each other but their
sequence is variable. In the above example, Untis would be able to choose whether to schedule the

theory or practical (lab) lesson first.

Name| Blockd| (v) JL-No. | L-No.
Gl |2 97
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2.7.2

2.7.3

Sequence in a week

The week sequence allows you to specify the order of class lessons during the week. This function is
designed for use with lessons with one or two periods per week.

Access 'Lessons|Lesson sequences ', set the drop-down list at the top right to Sequence in a week and
enter the lessons that are to be scheduled in sequence.

Example

The chemistry theory lesson for class 1b is to be scheduled, with the chemistry lab lesson following
sometime later in the week.

If a sequence is now entered for the week as shown in the example, Untis will schedule lesson 98 before
lesson 99.

@ Lessons / Class EE EI@
e - BAENR ECL:L FA-
L-Mo. [+ ClTe Un3c  Per d=s Teacher Subject Text Clazzies] -
93 1 causs [EEEEIN 1b
99 1 cause [CHIEEN 1b -
& Lesson sequences | —
. (=] Lo, H Class -
Liu:un sequUeNCEes — . |
G2 Delet 5 i ke
= [ Doe [Seaenceinaveck ), (e IS (i T4 oo =
Lessons # 'ﬁlﬂgﬁ 5&{.;.’} R
98 | Add | | Remove | | Help
Mo | Tu 'We | Th | Fr | Sa
Dizplay DE ~Hi
@ Lesson number Subject [-Mo. + Subject

MA

by CH LA
later this week.

1
2
3
Mame|L-No. | L-Mao. | L-Mo. | L-Mo. | L-Ma. | L-Ma. 4
G2 [EERN 99
5
6
L-Mo. |Per | Teacher Class Subject 7
58 B Gauss 1b CHTH
93 |1 Gauss b CH LA 8

A maximum of 3 lesson numbers are possible in the week sequence.
Simultaneous lessons

In certain circumstances, for example in combination with the course scheduling module, it may be
desirable but not essential to schedule different lessons at the same time. You can define this condition
here.
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3.1

3.2

Access 'Lessons|Lesson sequences ', set the drop-down list at the top right to Simultaneous lessons
and enter the lessons that are to be scheduled in sequence.

The difference between simultaneous lessons and coupled lessonsis that the optimisation tool is
permitted to split simultaneous lessons. Coupled lessons, on the other hand, can never be split.

Optimering
Timetable optimisation

Skemalaegning Skema Rappo
| s Prioriteringer

[& Lokaleoptimering

]L) Diagnose
Last undenvisning

Diagnostic tools »

[ Skemadialog
[f Plani=gningsskema
Slet det lagte skema

The following chapter describes the timetable optimisation function and the diagnosis tools used before
and after an optimisation run.

The optimisation tool of the Untis timetabling software manages the entire automated process of
constructing a timetable. It consists of two main elements — the placement run and the swap run .

The programme starts with an empty time grid and proceeds to fill the grid with periods. Since this alone
would not necessarily produce the best results, the constructed timetable then undergoes a series of
specific period swaps to improve the final outcome. In the end, the weighting settings you have specified
will determine the actual quality of the timetable.

An apt comparison is the board game Nine Men’s Morris where two players place individual pieces on an
empty board before attempting to improve their positions by strategically moving the pieces across the
board.

Of course, the placements and swaps initiated by the programme are not done at random. Each violation
of one of the specifications you have entered (e.g. the maximum number of periods per day) incurs a
penalty point. With the help of the weighting settings, the software proceeds to re-evaluate the penalty
points until it arrives at a value for the entire timetable. This value gives you an indication of how good the
timetable really is. The lower the value, the higher the level of compliance with the given settings and the
better the owerall quality of the completed timetable.

Weighting

The weighting function forms the basis of the automated timetable optimisation tool. Untis offers 6 lewvels
of importance ranging from "Unimportant" (0) to "Extremely important" (5) which allow you to specify the
level of priority given to the individual settings.

Hint!

Some weighting points only become effective after specific datahas been entered in the master data or
lesson window (see thechapter "Data input”). Other weightings, by contrast, are dataindependentand
affect every optimisation run.
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The function "Respect the maximum and minimum number of periods per day for teachers", for instance,
is a dependent weighting point since it depends on data entered under "Periods day Min, Max" on the
"Timetable" tab under "Master Data | Teachers" (e.g. "2, 4"). The weighting determines the level of
importance of these settings (i.e. the degree of compliance with the settings). Leaving the field empty
means that the weighting has no effect on the optimisation process.

Independent weighting points, by contrast, inwolve general settings such as "Awid non-teaching periods
(NTPs)" or "Awoid having just one period in a half-day for teachers" since window periods and single
periods do not require additional specifications to be entered under master data or lessons.

The weighting settings can be accessed via the menu item "Scheduling | Weighting".

Skemalzgning Skema Rappol

=/

| & optimering

R Diagnose

Lést undenvisning

Diagnostic tools 3

[B Skemadialog
[ Prani=gningsskema
Slet det lagte skema

The weighting dialogue contains the different weighting parameters sorted by topic and organized on a
number of different tabs. Increase or decrease individual weighting settings by using the slider provided.
From left to right, the weighting sliders offer 6 different levels of importance:

e  Position 0 - unimportant

¢ Position 1 - not very important
¢ Position 2 - fairly important

e Position 3 - important

¢ Position 4 - very important

¢ Position 5 - extremely important

@ Prioriteringer EI@
Tjenestefordeling I Tidsansker I Year Planning I Analyse |
Leerere 1 | Laerere 2 I Klasser I Fag I Hovedfag I Lokaler |
Lhvigtigt Ekstremt vigtigt

Undga en enkelt lektion pr. halvdag for lasrer.
Optimering af antallet af lasrermellemtimer
Undga dobbelt mellemtimer for lasrere
Respekter lzereres enske om frokostpause
Fagraskhefalge for lzerere

Frie ydedektioner

oK [ Abyd ][ Awend |[ Heh
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3.21

3.21.1

The following chapter briefly describes the individual parameters with reference to the master data and
lesson data settings relevant for dependent weighting points.

The weighting parameters

The weighting parameters are topic-based and can be modified on the appropriate tab.

The "Teachers (1)" tab

@ Prioriteringer (=N EoR| =X
Tjenestefordeling Tidsensker Year Planning Analyse
Lasrere 1 Leerere 2 Klasser Fag Hovedfag Lokaler
Uvigtiat Ekstremt vigtigt

Undgé en enkelt lektion pr. halvdag for lasrer.

ok
[k

Optimering af antallet af lzsremellemtimer
Undga dobbelt mellemtimer for lasrere
Respekter lzreres enske om frokostpause
Fagraskkefalge for lzzrere

Frie yderekdioner

Faneblad Lzerere 1

[ ok [ Abyd | [ Anwend | [ Himp |

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

- When a teacher has lessons on a half-day, a high weighting ensures that the teacher will teach more
than a single period.

Optimisation of NTPs for teachers

- Under "Master Data | Teachers", you have entered values for maximum and minimum numbers of
NTP’s (Non Teaching Periods). Use this slide to control the level of compliance with the specified
settings.

Avoid creating double NTPs for teachers

- In addition to controlling single NTPs, you can give penalty points for each double NTP scheduled by
the software during optimisation.

Respect lunch break for teachers

- Applies to the settings entered for minimum/maximum length of lunch break for teachers under "Master
Data | Teachers".

Respect subject sequence - teachers

- Controls the level of importance of the subject sequence codes entered under "Lesson | Teachers" or
"Master Data | Subjects". For further details, please see the chapter "Subject sequences".

Respect breaks at beginning and end of day

- Controls the level of importance of breaks between days entered on the "Timetable" tab under "Master
Data | Teachers". For further details on breaks between days, please see the chapter "Master data
properties".
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3.21.2 The "Teachers (2)" tab

] Pricriteringer [ e ]
Tienestefordeling I Tidsensher | ‘Year Planning | Analyse
Lasrere 1 | Lasrere 2 | Klasser | Fag Hovedfag | Lokaler

Uvigtigt Ekatremt vigtigt

Respekter |z=reres ensker om min/max antal lektioner/dag.

[et
ok

Lektioner i slutningen af formiddagen

Respekter |zsreransker om max. antal fortlebende lektioner/dag

2 Max antal

Prioritet

ok

Faneblad Laerere 2

o) (o) (v ] [

Respect the maximum and minimum number of periods per day for teachers
- Controls the level of compliance with the values entered under "Master Data | Teachers" for maximum /
minimum number of periods per day for teachers.

Respect the maximum number of consecutive periods per day
- Controls the level of compliance with the values entered under "Master Data | Teachers" for maximum
number of periods per day in sequence.

Input block "Periods in last morning slot”

Maximum
Teachers scheduled to have lessons on the last period of the morning are often at a disadvantage. You
can therefore specify the maximum number of last morning periods each teacher should teach.
Weighting

Indicates the level of compliance to this rule.

On the "Timetable" tab under "Master Data | Teachers", the weighting for NTPs, lunch break, maximum
number of periods per day and maximum periods in sequence for individual teachers can be increased
further (to "Very important™).

Meget vigtigt
[ hekee mellertimer (£)

[] Frokast {E)
[] Maxx leket./dag {C)
[] Maxlekd. i felge (D)
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3.2.1.3 The "Classes" tab

e Pricriteringer EI@
‘ Tjenestefordeling I Tidsaneker | “fear Planning I Analyse ‘
‘ Lasrere 1 | Lasrere 2 | Kasser | Fag Hovedfag I Localer ‘
Uvigtigt Ekcstremt vigtiat

ot Undga elevmellemtimer
Respekter min/max antal lektioner pr. dag for klasser
Frokost for klasser
Fagresideefelge for klasser
Respect the maximum number of lessons per day for classes

(Class teacher at least once per day

Faneblad Klasser

[ ok [ Mbyd |[ Awend || Hie

Avoid non-teaching periods (NTPs)

- Controls the awidance of NTPs for classes.

Respect maximum or minimum number of periods/day for classes

- Controls the level of compliance with the values entered under "Master Data | Classes".

Respect lunch break requests for classes

- Controls the level of compliance with the values entered under "Master Data | Classes" for minimum /
maximum length of lunch break.

Respect class sequence - Classes

- Controls the level of compliance with the subject sequence codes specified under "Lesson | Classes
or "Master Data | Subjects".

Respect the maximum number of lessons per day for classes

- Controls the level of compliance with the values entered under "Master Data | Classes" for "Max.
different less./day".

3.2.1.4 The "Subjects" tab

@ Prioriteringer EI@
| Tienestefordeling | Tidsansker I “Year Planning | Analyse |
Lasrere 1 | Laerere 2 | Klasser | Fag Hovedfag I Lolcaler |
Uvigtigt Ekstremt vigtigt

Optional subject
in the first period
inthe last period

b between moming and aftemoon

Fringe period subject
in the first period
0} [#]inthe last period
between moming and aftemoon

0} lkke undervisning i yderektion, nar almene styrekode =G

Faneblad Fag

[ ok |[ #boyd |[ Awend |[ Hep |

Use the following weighting settings to control the level of compliance with the specifications entered for
fringe periods and optional subjects. These subjects are defined on the "Subject" tab under "Master Data
| Subjects" (code "(F) Fringe period" or "(O) Optional subject").
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Fringe periods and optional subjects are usually lessons not attended by all the students of a class. To
awoid NTPs for the rest of the students, these subjects should preferentially be scheduled at the
beginning or the end of a halfday.

Code (G) "Not a fringe period" has the opposite effect. A subject marked (G) should preferentially be
scheduled in the middle of a half-day.

Optional subjects only in the last period of the half days

- Controls the scheduling of subjects marked "Optional subject" in the last periods of a half-day.
Opt. subjects in the 1st or last period of the half days

- Controls the scheduling of subjects marked "Optional subject" in the first or last periods of a half-day.
Fringe periods in the last period of the half days

- Controls the scheduling of subjects marked "Fringe period" in the last periods of a half-day.

Fringe periods in the 1st of last period of the half days

- Controls the scheduling of subjects marked "Fringe period" in the first or last periods of a half-day.
Lesson not to be held in fringe period is code = G

- Controls the scheduling of subjects marked (G) in the middle periods of a half-day.

The only differences between optional subjects and fringe period subjects are the different weighting
settings specified by the timetabler.

For instance, if you have two subjects — Choir and Clarinet — both of which are attended by some of the
students of the class. The subject Choir can take place either at the beginning or the end of a half-day,
but you want the subject Clarinet to take place exclusively at the end of the day.

Meet both requirements by entering the code (O) for Choir and the code (F) for Clarinet and set the
weightings accordingly.

If you want the subject Choir to be scheduled exclusively at the beginning of a half-day, simply block the
last periods of the halfday by entering the time request -3 (under "Master Data | Subjects").

@

Hint!

You can also control the scheduling of fringe period subjects and optional subjects exclusively via the
time request function. However, the optimisation tool will profit from a higher degree of flexibility when
working with weighting settings rather than time requests.



3.2.1.5 The "Main Subjects" tab

] Prioriteringer ===
Tienestefordeling Tidsensker ‘Year Planning Analyse
Laerere 1 Laerere 2 Klasser Fag Hovedfag Lokaler
Uvigtigt Ekstremt vigtigt

0 Respekter max antal hovedfag pr. dag for klasser

Respekter max antal fortlebende hovedfag for klasser

{F
Prioritet for graenselektion
4

Graenselektion for fordeling over dagen af:

0 Hovedfag max 1 gang efter grasnseleldion

Hovedfag mindst 1 gang t.o.m. gresnselektion

{-F

Faneblad Hovedfag

[ ok J[ #abyd |[ Awend |[ Hep |

Main subjects can be defined under "Master Data | Subjects”.

Respect maximum number of main subjects per day for classes

- Controls the level of compliance with the specification "Maximum number of main subjects per day"
entered on the "Timetable" tab or in the grid view under "Master Data | Classes".

Respect max. no. of consecutive main subject periods for classes

On the "Timetable" tab or in the grid view under "Master Data | Classes", you can specify the number of
main subjects that may be scheduled in sequence for a class. This weighting controls the level of
importance of the settings.

Input block "Boundary period for the following aspects"

Boundary period for the following aspects

Use this input field to specify a boundary period.

Main subjects max. once after boundary period

Controls the level of importance for the above specification (per week).

Main subject at least once up to boundary period

Controls the level of importance for the above specification (including the boundary period) per week.

The difference between the two weighting settings depends on what happens after the boundary period.
The task of the first weighting is clear — a main subject must not be scheduled more than once per week
after the boundary period. The meaning of the second weighting, by contrast, is not as obvious.
Choosing a high priority means that the main subject can be scheduled after a boundary period as often
as necessary as long as it is scheduled at least once before the boundary period.

Let us assume you have defined period 5 as your boundary period. Now you want to schedule 4 periods
of English (a main subject). If the software has already scheduled one period of English for Monday,
period 6, a high weighting for "Main subjects max. once after boundary period" ensures that the other
three periods are scheduled before or in period 5.

A high weighting for "Main subject at least once up to boundary period", by contrast, would ensure that
English could be scheduled after period 5 on two other school days as long as it is scheduled at least
once before or in period 5.
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3.2.1.6 The "Rooms" tab

@ Prioriteringer =R
| Tienestefordeling I Tidsensker I “fear Planning I Analyse
| Lasrere 1 I Lesrere 2 I Klasser I Fag I Hovedfag | Lokaler
Uvigtiat Ekstremt vigtiat

0 Optimering af lokaletildeling i forhold til lokalevaegt, tidsenker

ok

Optimering af annelslokaler

Tag hensyn til lokalestarelse

Faneblad Lokaler

[ ok |[ mbyd ][ Awend |[ Hi=h

Optimisation of room allocation

Use the "Room weighting" tab under "Master Data | Rooms" to assign a value between 0 and 4 to each
room in the school. 0 indicates that the room is non-essential for the lesson allocated to it, i.e. it is
unimportant if a lesson takes place in this room or in an alternative room (for instance because the
lesson requires no special fixed teaching aids). 4 indicates a high priority, i.e. a lesson should be
scheduled in this room (or its designated alternative room), if at all possible.

A Chemistry lesson where a number of experiments will be performed should only take place in the
Chemistry lab. A PE lesson only makes sense when the sports hall is available.

Caution!

If the weighting slider is set to 5 (extremely important) or 4 (very important) and if, in addition, the room
weighting of the subject room is set to 4, the lesson will not be scheduled unless a suitable subject
room can be found.

Optimisation of the off-site rooms

- Controls the level of compliance with the specified walking times required to reach off-site buildings
(external sites). Please see the chapter "Off-site rooms" for further details.

Take room capacity into consideration

As a rule, the optimisation tool and the room optimisation function attempt to allocate a room with a
room capacity appropriate for the number of students in the class. If this presents a problem, the
programme searches for a room that is slightly larger than required. In extreme cases, the software may
allocate a room that is slightly smaller than required.
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3.2.1.7 The "Period Distribution" tab

® Prigriteringer =N o=
Leerere 1 Laerere 2 Klasser Fag Hovedfag Lokaler
Tienestefordeling Tidsansker Year Planning Analyse
Lhvigtigt Elstremt vigtigt
at Faget max. en gang pr. dag
0 Undga dobbelttimefe] {min/max)
' Fag der undervises i 2 dage om ugen ma ikke ligge pa eftefelgends dag
0 Fag der undervises i 3 dage om ugen ma ikke ligge pa eftefalgende dag
' God fordeling af de enkelte fag pa formiddag og eftermiddag
Lektioner med samme |l lz=gges pa samme pos pa forskellige dage
I+
o Faneblad
ot Lektionsblok som yderimer pa halvdag i .
Tjenestefordeling
[ ok [ sbyd | [ Awend | [ Heb |

The same subject cannot be taught more than once on the same day

Specifies that a subject must not be scheduled more than once a day for a class (even if the subject is
involved in a number of different coupled lessons).

Avoid errors with double periods

Untis identifies two types of double period errors: the splitting of desired double periods and the
"accidental" emergence of undesirable double periods when the same subject is scheduled for
consecutive periods. Of the two errors, the optimisation tool assigns a higher priority to the preservation
of desired double periods.

This weighting is connected with codes "(2) More than once a day" and "(D) Respect double periods".
You can find these settings in the master data and the lesson window. The two codes are mutually
exclusive.

Code (2) causes the weighting for "Awoid errors with double periods" to be set to 0 (unimportant), while
code (D) increases the importance of the weighting. This increase in importance can result in a situation
where a lesson will not be scheduled because the software cannot comply with the double period
condition.

When you set the weighting for "Awoid errors double periods" to 5 (extremely important), the optimisation
tool rates the importance of the double period condition very high right from the very beginning of the
optimisation run and even increases the importance during the run so that at the end of the optimisation
process, all lessons are treated automatically as if the lessons had been coded "(D) Respect double
periods".

Caution!
activate code (D) only in exceptional cases or not at all . Excessive use leads to a deterioration of
the optimisation results .

2 periods/week - subjects not on consecutive days

This weighting applies to lessons with 2 periods per week (no double period) and is designed to ensure
that the two periods are evenly spread throughout the week. A high weighting prevents the software from
scheduling the two lessons on consecutive days or from scheduling one lesson on the last week day
and the other on the first week day.

3 periods/week - subjects not on consecutive days

This weighting applies in the same way as the previous one, but for 3 periods per week.

Even distribution of periods of a subject across the day
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3.2.1.8

A high weighting ensures that a subject scheduled for Monday, period 3, is scheduled for a different
period on subsequent days of the week, i.e. not period 3. The following weighting point has the opposite
effect.

Try to place the same lesson at the same time on different days

A high weighting ensures that a subject scheduled for Monday, period 3, is also scheduled for period 3
on other days of the week. The previous weighting point has the opposite effect.

Large blocks in fringe periods on half-days

For a variety of reasons, it is often desirable to schedule block lessons at the beginning or end of a half-
day. A half-day consisting of 6 periods can therefore accommodate 2 blocks of 3 periods each. Since
block lessons are often slightly shorter than the sum of the single periods (for instance, because there
are no breaks between periods), students will be able to leave school early or start school later than the
normal start time.

The "Time Requests" tab

@ Prioriteringer o= =)
Lesrere 1 Lesrere 2 Kasser Fag Hovedfag Lokaler
Tjenestefordeling Tidsansker Year Planning Analyse
Uvigtigt Ekestremt vigtigt

A Tidsensker for |asrerne
Tidsensker for klasser

0 Tidsenskerforfag
Tidsensker for lokaler

0 Tidsensker for undervisninger

Faneblad Tidsensker

[ ok [ Abyd |[ Awend |[ Hep |

Time requests can be entered via themaster data or the lesson window by clicking on the button <Time
Requests>. For further details, please see the chapter "Time requests".

Time requests for teachers
- Controls the compliance with time requests entered under "Master Data | Teachers".

@

Time requests for classes

- Controls the compliance with time requests entered under "Master Data | Classes".
Time requests for subjects

- Controls the compliance with time requests entered under "Master Data | Subjects".
Time requests for rooms

- Controls the compliance with time requests entered under "Master Data | Rooms".
Time requests for lesson periods

- Controls the compliance with time requests entered in the lesson window.
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3.2.1.9 The "Analysis" tab

3.2.2

e Pricriteringer E@
| Lzerers 1 | Leerers 2 I Klasser | Fag I Hovedfag I Lokaler
| Tienestefordeling I Tidsensker I Year Planning ‘ Analyse
Anta
20 19

. 5
2 | [
0 - 0

Uvigtigt Ekstremt vigtigt
0 1 2 3 4 5

[ ok ][ mbyd |[ Awend || Halp |

A well-balanced distribution of the weighting is the prerequisite for a good optimisation result. The
"Analysis" tab offers an oveniew of the frequency of the different weighting levels.

In our example about six weighting parameters are set to the highest weighting level 5 (extremely
important).

You can get more information about possible problems because of the distribution of theb weighting by
clicking on the button <Details>.

) Analyse af prioriteringer @

Disse meddelelser peger pd indstilinger i Menuen Skemalzegning | Prioriteringer, der kan skabe
problemer (fx ej skemalagte lektioner)

Nr. | Tekst
1 Der e indstillet 7 pé maksimal vaerdi
For mange priofiteringer stilet pé maks. veerdi, kan fore il daligt resultat!

General notes

If you have not worked with the weighting parameters before, we would suggest you proceed as follows:
First, familiarise yourself with all the weighting parameters and their functions.

Then, move the sliders for all the attributes that do not apply to your school under any
circumstances to the very left (position 0 = unimportant), for instance, for "Optimisation of the off-site
rooms" if your school has no off-site rooms.

Hint!
If in doubt about the relative importance of an attribute, set the slider to position 1 (not very important)
instead of 0.
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Next, adjust the remaining sliders in order of increasing importance from "not very important" to
"extremely important".

Watch the frequency with which you assign the different levels of importance. As a general rule, it is
desirable to assign the weighting settings between 1 (not very important) and 5 (extremely important) in
roughly equal numbers, or in decreasing frequency as the level of importance increases. Please see the
example shown in the two graphs (the x axis shows the 6 weighting lewels, the y axis shows the relative
frequency of each weighting).

@ Prioriteringer [ o] (]

| Lasrere 1 | Lasrere 2 | Klasser I Fag I Hovedfag | Lokaler
| Tjenestefordeling | Tideaneker I ‘Year Planning | Analyse

Antal God prioritering

15

10 I I

5

AN | I I B

legtlgt Ekstrernl vigtigt
[ ok [ moyd ][ Awvend | [ Heb |

You should never end up with a distribution where a disproportionately large number of weightings are
set to 0 or 1 (unimportant/not very important) or to 5 (extremely important). Another undesirable situation
is a frequency that increases with increasing weighting importance.

& Pricriteringer El@
‘ Lasrere 1 Lasrere 2 | Klasser | Fag | Hovedfag | Lolcaler
‘ Tjenestefordeling I Tidsansker | *Year Planning Analyse
Antal Ringe prioriteting
20
15
10
5
1 I
o L mm
Uvigtigt Ekslremt vigtigt
0
[ ok [ #Mbyd |[ Awend |[ Hee
Caution

The difference between the weighting level 4 and 5 is much higher than between 3 and 4. If you have
selected too many settings of "extremely important”, the optimisation tool will be restricted to the extent
that it can only schedule a fraction of the periods. Hence, set levers on level 5 only if is is absolutely
necessary.

The construction of a good timetable is not a matter of frequently selecting the highest weighting, but of
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3.3

3.31

accurately representing the different conditions at your school.
Analysis of input data

Before starting the actual optimisation run, it is useful to check your data for errors and possible
problems.

Data analysis

The data analysis can be activated in three different ways.

1. Automatically at the start of an optimisation run (e.g. via the optimisation dialogue or the scheduling
dialogue);

2. Automatically when opening a saved file;
3. Via ,Scheduling | Diagnosis“ (see the chapter "Diagnostics tools" below).
Option 2 above can be deactivated by ticking the box ,Do not show again until next optimisation®. The

next analysis will only be carried out during the next optimisation run, but can then also be suppressed,
if necessary.

i Data analysis N x|

Eror Cancel I Print |
nings: 5
¥ Do not show again until nest optimisation
T

Teacher without a room, Teacher: Gauss
Lessons: 86

Teacher without a room, Teacher. Cer
Lessons: 7

The same room is entered for WD teachersl, Teacher: Gauss, Room: PL
‘Subject once a day' not possible [too many single/double periods required)
Lessong: 30, M&, 1h

‘Subject once a day' not possible [too many single/double periods required)
Lessons: 86, DE. 4

The data analysis tool checks your input data for consistency, highlights errors and draws your attention
to potential problems. Messages referring to actual errors are highlighted in red. When actual errors are
identified, it will not be possible to start the optimisation until the errors are resolved.

All problems listed in the data analysis can be found in the diagnosis, too. By clicking on the button
<Open the diagnosis> you have the possibility to access a complete list of all problems in your set of
data.

M Data analysis

Hint!
We would strongly advise you to act on the messages displayed by the data analysis tool since the
identified problems could seriously reduce the effectiveness of the optimisation tool.
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3.3.2

CCC-Analysis

In order to obtain a good timetable, it is important to locate possible bottlenecks that might cause an
obstruction for the scheduling tool, and to eliminate these before the optimisation .

Such bottlenecks occur in the form of Critical-Conflict-Chains (CCC). These are defined as groups of
lessons that cannot be scheduled at the same time due to a conflict between classes and/or coupled
teachers.

The CCC analysis locates the longest chains in your lesson input data and identifies the coupled
teacher at the heart of the obstruction. Replacing this teacher will often result in a shortening of the
chain, permitting the scheduling of all periods.

If, for example, teacher Hugo is assigned to teach English (lesson 1) to class 1a and French (lesson 2)
to class 2a, these two lessons cannot be scheduled at the same time. If lesson 1 (English, 1a) involves
a coupled teacher (e.g. Newton) who is also assigned to teach Physics to class 2a, the number of
lessons in this chain increases to three.

This means that whenever teacher Hugo teaches English to class 1a, two further lessons are
automatically blocked (see diagram on the following page). Furthermore, Newton, who teaches Physics

to class 2a, would also block the other two lessons since Hugo could not teach French to the same
class at the same time, and Newton could not teach English to class 1a at the same time.

Hugo Newton

Hugo Newton

2a < = 2a

The total number of periods per week involved in a chain is a measure of how difficult it is for the software
to schedule the lessons in the chain. It is easy to see, for instance, that a large number of different
teacher teams will mean a rapid increase in the total number of periods in the chain. If this number is
greater than the number of periods available in the time grid, it is mathematically impossible to schedule
all the lessons in this chain.

The task of the CCC analysis is to locate the longest conflict chains. Start the analysis by accessing
the menu item "Scheduling | CCCAnalysis". The CCC window appears and the CCC analysis starts
automatically. The analysis can take up to several minutes, depending on the size of your school.
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3.3.21

3.3.2.2

3.3.2.3

Skemaleegning Skema Rapporter Indstillinger Moduler Vi

%8s Prioriteringer

'j Optimering @ @ g @,

i Optimerede skemaer o j % @ 'Ei:} Jﬁ ﬁ .
Lokaleoptimering

W Diagnose

Last undervisning

Diagnostic tools 3 @’

=-Ja Skemadialog Totaldiagnose

7 Planizgningsskema Middagspause-Statistik

Slet det lagte skema h

Information during the analysis

During the analysis, you will see the number of the lesson currently being analyzed, i.e. scanned for its
dependency on other lessons, in the upper part of the window (on the right hand side of the word
"Lesson"). The two numbers in brackets denote the number of couplings the software has finished
analyzing and the total number of couplings to be analyzed, respectively.

@ CCC (Critical-Conflict-
@ = Ry .

Undervizning: 73 (4/16]

In addition, the information field "Investigated variations" displays the number of combinations the
software has finished analyzing.

Undersegte warnationer
Undervishing: 201 431 Total: 3053 213

Control of the analysis

You can cancel the data analysis at any time by clicking on <Cancel>.

@

Start a new CCC analysis by clicking on <Start analysis>.

The following example shows how to use the CCC analysis function:

1. Open the file demo2.gpn and start the CCC analysis via the menu item "Scheduling".

When the analysis is finished, the CCC window appears as shown in the figure below (there may be
slight variations, depending on which version of the Untis timetabling software you are using).

The CCC window

As you can see in the upper part of the window, there are 86 lessons and 15 couplings, resulting in over
2.8 million combinations that need to be analyzed.

The middle part of the window

The middle part of the window shows a table of all CCCs listed in rows. The first column contains the
total number of periods per week involved in each chain. The figures on the right are the lesson numbers



Optimering 91

3.3.2.4

of the lessons inwlved in the chains. The table also displays the abbreviated names of teachers in
brackets next to some of the elements. The purpose of this function is described in a later chapter.

2. Click on "8 (New)" in the first row of the middle part of the window (see figure).
@ CCC (Critical-Conflict-Chain) Analyse af koblinger 0] = ===
2O %%,
Undervisning: 82 (16/16] Undersagte varationer

Undervisning: 201 398 Tatak 3059 219

KLIK!

uL Undervisting =
2 6[Hugo) E[Eaussl {17 ifuge] Iﬁn[Hugn] 21 (Hugo) 26 (Ander) 46[Cales) 52(Nobel] 57 (Rubl  E8[Fub) 80|
24 73 75|t 31 fpuist] 33[Aist) 53 (Rub)

23 2(Cales) 3iCalas) 30 (Calles) 41(Cales) 11 6(Calas)  35(Cales) 33 (Callas) 34(Calles) 37 (Calas) 42
22 2(Calas) 2B[hnder 36 [Callas) 47 [Nobel 54[Fub) 11 & [Rub) 7 73Rw]  7B[andel .
22 S54Fu) 11 6[Rub)  73(Rubl  75(Fub) S53(Rub) 55 (Rub)
22 BlAnder)  TlAnderl O1(Anden 43(Ander) 73 (Andell 3(Gaussl 22 (Ander) 29 (Ander) B0 f(Ander) B2 (Anderl
2 n [ 75 il 94 S0(Mew) 5Mew] B[New) I3[Mew)
22 BlAnder] 7lAnder] 78 [Ande] BT [Ander) 43([Anderl 79 fAnder) 4 (Gauss) 23(Ander) B0 fAnder) B2 (Ander]
21 \(Calas) 41iCales) M 6 75 81 94 (Callas) 37(Callas) 42 (Calas)
21 Blander) 7Blinded] 43 78 79 4[Bawss] 16(Hugol 19(Hugo] 23 [Ander) 51 [Nobel)
13 GlBoussl 7lAnderl 81 [Andell 43fAnder 79[Ander 3Gaussl 4 (Gauss) 80 (Curiel B2 [Anden

n

Undv | UL Klasser Leerere -
1 22 b 3a 1 Ander Callas Gauss Hugo Mobel Rub

n 17 2z 4 Hugo
a4 4 Hugo
% 1 4 Ander
B2 4 Callas
20z 4 Nabel
57z 4 Rub
58 2 4 Rub
0 2z 4

Ander  Curie -

The CCC details window

The bottom part of the window - the details window — displays the details of the lesson selected in the
middle part of the window. The example shows that the cells for lesson numbers and the number of
periods per week are now shaded light blue. Several other cells are now shaded red.

Undv | LIL Klasser Lasrere
76 11 Za Zb 3a 71  Ander Calas Gaus Hugo MNobel Fub

172 4 Hugo

Hugo
Ander
Callas
Matel
Fiub
Fiub
Ander  Cuiie
Ander_Gauss

m
B
BRI NOR R =
[

The details window now displays the following information: the elements involved in lesson 8 with a total
of 2 periods per week are the class 2b and the teacher Newton (abbreviated name "New").

Lesson 6 with one period per week, by contrast, involves several classes (2a, 2b, 3a, 3b and 4) and
teacher Callas.

Some lessons such as lesson 74 (3 periods per week) may only involve one class (here class 4), but
several teachers (Curie and Newton).

The cells shaded red highlight the reason why the displayed lesson cannot be scheduled at the same
time as the lesson selected in the middle part of the window. Lesson 6, for instance, cannot be
scheduled at the same time as lesson 8 since both lessons inwolve the class 2b. Lesson 10, by
contrast, involves a different class, but the same teacher (Newton), and therefore cannot be scheduled at
the same time as lesson 8, either.

Shortening CCCs

The longest chain — the first row in the middle part of the window — contains 27 periods that cannot be
scheduled at the same time since this would lead to conflicts, as described abowe. If you consider that
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there may be time requests defined for each teacher, class and lesson, that each lesson may have
additional conditions imposed on it (e.g. main subjects should not be scheduled too late in the day), that
rooms are not always available, and that all this applies equally to the elements of all the other chains
(the second longest still has a total number of 24 involved lessons).

Hint!
A large number of chains with many periods can be the cause of a serious timetabling bottleneck.

You now have the option of shortening the chain by assigning a different teacher to individual lessons.

Please note that swapping teachers may not necessarily result in a shortening of the chain. In the worst
case scenario, it may even result in a lengthening of the chain.

A lengthening of the chain can occur when a re-assigned teacher is a member of a different teacher
team that is not yet part of the chain. When two (or more) teacher teams end up sharing a teacher after
a swap, the increased number of teacher teams means there is a high probability that the teachers will
block each other.

3.3.2.4.1 List of teacher teams

Display or print the list of teacher teams (by clicking on the corresponding buttons in the CCC analysis
window) to have a handy reference of the composition of the teacher teams at your school.
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3.3.2.4.2 Critical element

The teacher whose swap would cause the greatest shortening of the chain is referred to as the critical
element . The CCC analysis displays the abbreviated name of that teacher in the middle part of the
window in brackets beside the lesson number.

If no critical element is displayed, the teachers for this lesson should not be swapped. See the given
example where teacher Callas is assigned to teach lesson 6. Since four different classes are involved in
this lesson, it is highly unlikely that a teacher swap would result in a shortening of the chain.

Undervisning
.4 G(Gauss] 17 (Hugo) 20(Hugo] 21 (Hugol 26 [ander] 45 (Callas) 52 Mobell 57 (Rubl 53 ([Rub) 80 [4nder) 22
75 [Arist] T jAnist] 31 [Anigt] 33 fAnist]) 53 [Rub)
23 2[Callas) 36[Callas) 38 (Callas] 41 [Callaz) 11 E[Callas] 35[Callas) 33 [Callag] 34 [Callag] 37 [Callas] 42 [Callag]
22  2[Callas) 28 (4nder] 36 [Callas) 47 (Nobell 54 (Rub) 1 E [Rub] 7 73[Rub] 78 [Ander]
22 B4 (Rub] 1 E(Rub)  73(Rub) 75(Rubl B3(Rub) 55 (Rub)
22 Blander) 7 lAnder) 81 [Anderl 43 [ander) 79 (Ander] 3 (Gauss) 22 [Ander] 29 [&nderl 80 [Ander) 82 [Ander]
2z 1 E 75 a1 34 0 [MNew) S5 (Mew]  BMNew) 93[Mew]
22 Blander) 7 lAnder) 78 (Ander] B1lander) 43 (Ander] FAlander 4 (Gauss) 23 [Anderl 80 [Ander) 82 [Ander]
21 38 (Callas) 41 (Callas) 1 E 75 a1 94 34 [Callas) 37 [Callaz] 42 [Callas)
21 Blander) 78 [Ander) 43 76 79 4 [Gauss) 16[Hugo] 19(Hugo] 23 [&nder] 51 (Nabel]
19 B(Gausz] 7 lAnder) 81 [Ander] 43 [ander) 79 Ander] 3 (Gauss) 4 (Gauss) 80(Cuie) 82 [Ander)

Take a look at the periods per week: In the longest chain (first row in the middle part of the window), the
lesson with the most periods per week is lesson 93 with teacher Newton (5 periods per week). Replacing
Newton with another teacher could result in the shortening of this chain by 5 periods per week. Since the
couplings all affect each other, however, the chain could be shortened by less than that.

Undv | UL Klasser Lazrere
2a b 3a M Ander  Callaz Gauss Hugo Mobel Rub

1
5 2 4 Gauss
17 2 4 Hugo
Huga
al 4 4 Hugo
Ander
45 2 4 Callas
B2 2 4 Maobel
5 2 4 Fub
B2 2 4 Fub
a0 2 4 Ander  Curie
a2 4 4 Ander  Gauss

Lesson 93 is Maths and another suitable teacher would be Aristotle.
3. In lesson 93, replace teacher Newton ("New") with Aristotle ("Arist").
4, Carry out a new CCC analysis.

Now the longest chain is the one with 24 periods (previously the second longest). The previously longest
chain now only contains 22 periods. Lesson 93 is no longer a part of this chain.

UL Undervizhing

26 B[Hl}@o] BGauss] 17 [Hugo]l 20 (Hugo] 21 [Hugo] 26[Ander] 45 (Callaz) 52 [Mobel] 57 (Rub] 583[Rub) 80 [Ander) 82
24 73 Th(Anst) 76 [Anst) 31 [Anst) 33 [(Ahst) 53 (Rub)

23 2[Callas) 36[Callas]) 38 [Callas) 41 [Callaz) 11 E(Callas] 35(Callas) 39 (Callaz) 34 [Callaz] 37 [Callas] 42 [Callaz)
22 B4[Rub) 1 E(Rub)  73(Rub] 75(Fub) 53(Rub) 55(Rub)

22 Blander]  7[Ander] 81 [Ander] 43 [Ander) 79[Ander] 3 [Gauss] 22 [Ander] 29 [Ander] 80 [Ander) 82 [Ander)

2 1 E 75 a1 94 90 (Mew] 95 (Mew]  8[New] 93 (New

22 Blander]  7[Ander] FE[Ander] 81 [Ander) 43 [Ander] T9[Ander) 4 [Gauss) 23 [Ander] 80 [Ander) 82 [Ander)

When the CCC analysis identifies many CCCs with lessons with a large number of periods per week (as
a rule of thumb, "large" means "greater than or equal to the number of possible morning periods"), you
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3.4

3.41

3.41.1

should investigate the composition of the teacher teams in all the large couplings and, if possible,
remove the critical elements (teachers). The same applies when the total number of periods of the
longest CCC is too high.
For further details on teacher teams, please see the chapter "Teacher teams".

The additional module Lesson Planning provides an automated teacher swap function. Please see
details in the chapter "Optimisation”.

Optimisation

Control data for optimisation

The optimisation dialogue is accessible via the menu item "Scheduling | Optimisation". The following
chapter describes the individual input fields in this window.

Skemalegning Skema Rappo
| s Prioriteringer

[ Lokaleoptimering
Ry Diagnose
Lést undenvisning

Diagnostic taols 3

7 Skemadialog
[ Plznizgningsskema
Slet det lagte skema

Styredata for optimering
Optimeningsmetode
Optimerings-strateqgi (4,8,C.0,E]

|A: simpel optimering [hurtig]

2 Optimeringstrin pr. skema (1-9]

Leerertildeling i optimeringzn
Ingen optimering af lzerertildeling
Intet l=rerbytte til andet fag
Byite kun for undv. m. ens timetal

Laererbytte indenfor drgangstrin

Leerer folge undery. -vindue

3 Hewer zerie i opt.: Ant. skemaer [1-20]

[t ]

% som skal skemaleegges
[blark=100%)

4 Lighed med foreg. skema [0-4,
O=ingen lighed, 4=stor lighed

Skema betingst 1st
Kun enskede fridage for lasrere
Tag hensyn til lok alestarrelse
Samme anneksmazrke pr. halvdag
Foar strategy D:
5

with pre-optimisation

=l

Optimisation process

You have a choice of different strategies and optimisation depths.

3.4.1.1.1 Optimisation strategy (A, B, C, D, E)

Untis offers five different strategies for the construction of your timetable. These strategies offer different
levels of complexity. Strategy A represents the lowest and Strategy E the highest level of complexity.
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As a general rule, the more complex the optimisation strategy, the better the result, but the longer it
takes the software to compute the result. The differences between the individual strategies are described
in a later chapter.

Optimeringsmetode
Optimerings-strateai (£.8.C.0 E)

A simpel optimering [hurtig) -

A simpel optimering [hutig]
B: grundig oplimering

D grundig % optimering [tidskreevends)
E: genetizk optimering ['natoptimening']

3.4.1.1.2 Optimisation series: No. of TTs (1-20)

Use this option to specify how many different timetables you want the software to construct per series.
Each timetable is saved in a dedicated file (work x .gpn where x is the number of the file) in the active
Untis directory (it is advisable, howewer, to enter a dedicated path for these work files on the
"Directories" tab under "Settings | Miscellaneous"). Depending on the selected optimisation strategy
(see the chapter "Strategies"), the programme will carry out further optimisation runs for the timetables.

3.4.1.1.3 Optimisation level (1-9)

This function allows you to specify the extent of the software’s "pre-calculation function" for each
optimisation run. Like a chess game programme, the Untis programme calculates before each "mowe" (i.
e. before each placement of a lesson) how the move will affect the situation as a whole. Depending on
the computer, the size of the school and the figure entered for this option, the optimisation of a timetable
can take between a few seconds and a few minutes. As a general rule, the longer it takes the computer
to arrive at a result, the better the final outcome. In the early stages of a timetable construction, howewer,
long optimisation runs are often counter-productive since initial results often indicate that certain
changes need to be made to the input data.

Further input options can be found on the right hand side of the control data window:

3.4.1.1.4 % of periods to be scheduled

Allows you to specify the percentage of periods you want the software to schedule. Leaving the field
empty means that the optimisation tool will attempt to schedule all the available periods.

o]

% zom skal skemaleegges
[blank=100%%]

4 Lighed med foreg. skema (0-4,
(O=ingen lighed, 4=stor lighed

Skema betinget [4st
Kun anzkede fridage for l=rere
Tag hensyn til lokalestarelse

Samme anneksmaerke pr. halvdag
For strategy D
5

‘with pre-optimisation

Hint!

The percentage refers to the periods of the entire school. So if you schedule 10% of a total of 1,000
lessons then Untis selects those 100 lessons that are regarded as to be the most difficult ones. This
helps you to find out quickly which lessons are hard to schedule.
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3.4.1.1.5 Similarity to previous timetable

Allows you to specify if and how much the next timetable should resemble the previously constructed
timetable. The input options range from 0 (no similarity) to 4 (great similarity). Of course, the new
timetable always reflects the modifications you make in the scheduling dialogue between optimisation
runs. Leaving this field empty equals a value of O (no similarity).

3.4.1.1.6 Lock timetable conditionally

If you lock the timetable conditionally, the next optimisation run will skip the placement run and only
carry out a swap run. This means that the resulting timetable will be very similar to the previous one.
This constitutes an even higher level of similarity than the highest similarity setting (4 = great similarity)
in the function described above. Use this function when you have carried out manual changes in the
scheduling dialogue and want to start another optimisation run. Ticking this option means that your
manual changes will be preserved.

When you combine the two previous functions by ticking the box "Lock timetable conditionally" and
increasing the percentage under "% of periods to be scheduled", the software proceeds by first locking
the previous timetable, then scheduling the remaining periods and finally carrying out a swap
optimisation run for all the periods.

3.4.1.1.7 Only requested days off for teachers

Tick this option to instruct the software to schedule only the free days specified under time requests for
teachers (and no additional days).

3.4.1.1.8 Consider room capacity

Activate this function to instruct the optimisation tool to compare the specified room capacity with the
number of students in a class or lesson and allocate rooms accordingly.

3.4.1.1.9 Off site buildings by the half day

This option is only active if you have entered off-site codes in "Master Data | Rooms". The algorithm tries
to awid that classes and teachers have to move from one site to another during one half-day.

3.4.1.1.10 Percentage increase

3.4.1.2

This field is relevant only with strategies C and D. It is discussed in the respective chapters.

Teacher assignment during optimisation

When the software encounters bottlenecks during the optimisation run (see also the chapter "CCC
analysis"), the programme attempts to bypass them by swapping teachers. If the software finds a
suitable teacher and if a swap with this teacher would improve the quality of the timetable, the
programme automatically proceeds with the swap during the optimisation run.

The module Lesson Planning offers an extended version of thisfunction.
Automated teacher swaps can only be carried out when at least one of the following two conditions can
be met:

e The code "(V) Variable teacher" is active for some lessons;

e The function "? teachers" is active for some lessons (for use with the module Lesson Planning and
Value Calculation )
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3.4.1.2.1 (V) Variable teacher

A teacher may only be swapped if the code "(V) Variable teacher" has been activated. You can find this
option on the "Codes" tab under "Lessons | Teachers". A teacher who is the cause of an optimisation
bottleneck and for whom the code (V) is active may be replaced with another teacher.

| Undervisning I Skema | Styrekoder |Vardier I Kopplungszei\e|

(%) Last [ (B) Betinget I3st
[ ) lanoreres [ (D) Dobbelttimekrav
[ {m) Markceret [F1{C) ke enkelttimer
[]{E) Dobbelttime over +pause []{R) Yderektion

(F) Valgfag [71(5) Laeg klassearuppe senere

[T1{G) Ikke i yderektion edamidag
[ (V) Lasreren kan skiftes ud

[T {K) ke reservelokale

(k) Ingen dataanalyse [ ETToanoTE

[T Lek. i samme lokale [ {Uy Om eftermid. kun dobbellek

[ Leeretildeling fast {M) planlz=g manuel
Tidsensker forefindes

As a rule, the code (V) applies to all the teachers of a lesson. Tick the option ,Teacher allocation locked*
in the appropriate row in the lesson details window (under "Lessons | Teachers") if an individual teacher
involved in the lesson should not be swapped under any circumstances. This deactivates the code (V)
for this particular teacher in this coupled lesson (see example below).

U-nr. |+ Kla, | Ej ski| UL Arsiek |Leere|Fag | Klass|Faglo Staml Lesrertideling fast
6 3,i 1 Ande [Mat | 2a,2b K3a —
7 [Ea 2 Ande 1a__ S8 Kia
78 2, 1 Ande 1b,2b |Sl8 Kb ™=
81 2 2 Ande [FE zb.2a S8 K2a 0

3.4.1.2.2 ?-Teacher

For use with the Lesson Planning module. This function enables the software to search for a suitably
qualified teacher for the lessons for which this function is active.

Dobbettle

U-nr. [+ Kial|Ejsk| UL |Arslek |Lasrer |Fag Klasseiry Faglokale | Stamiokale
1 4.1 2 Hug | cec | EERTEEED Kla
T 2,3 2 Gauss B 1B Sls Kla
73 2,2 3 fusis 1a,1b 142 Kia
78 2,1 1 ? s 1b,3b Sls K1b
2 3 allas  For 1b Kib

1-1

The automated teacher swap function offers the following settings:

Leerertideling i optimeringen

[ Ingen optimering af leerertildeling
[] Intet lazrerbytte til andet fag

[T] Bytte kun for undy. m. ens timetal

[] Lazrerhytte indenfor drgangstin

Leerer ifalge undery. -vindue

3.4.1.2.3 No optimisation of teacher assignment

Ticking this box deactivates the teacher swap function. All "(V) Variable teacher" codes will be ignored.

The following two input options are only available for use with the Lesson Planning module.
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No swap with other subjects
Teachers can only be swapped between lessons of the same subject.
Swap only lessons with equal periods

Teachers can only be swapped between lessons with the same number of periods.

3.4.1.2.4 Swap only within one class level

Teachers can only be swapped between classes of the same level.

3.4.1.2.5 Re-assign original teachers

Tick this option to delete all teacher swaps carried out in previous optimisation runs. This means that
each subject will again be taught by the teacher originally assigned to the lesson under "Lesson |
Teachers".

After a successful teacher swap, a display of all swapped and originally assigned teachers can be
viewed via "Scheduling | Diagnosis" . The figure on the left shows a situation where the "?-Teacher"
function (i.e. teachers suitably qualified to teach the subject) is active and teacher "New" was replaced
by "Gauss" for lesson 94.

The lesson details window displays the current and the replaced teacher (see figure).

w -
Mew diagnosiz Type of diagnosis
Refrash list In optimisation teacher v
0 | Minimum weighting (0-4] Les.=Lessans
“Weighting: *
Only shaw report tatals >0 MNumber: 14
25/09/2006 » | 3 -29.9.2005
_ _ L-No =Lesson number
‘witg | Num | Diaghosis #| | Changed Teac=In optimis
Inp. 4 2 Subj. 1/day imposs No. | Changed Teac
3 2 Less.: double-pers 7 Ander (7]
e . W 81 Ander(?)
14 42 New(?)
1 B e mer 7}
s 3 2 Core Time Yiolations a0 Ander [Aist)
2 1 Too few per. /day ™ feert
2 7 Too mary pers./d
3 5 Too many NTP's
3 4 Lunchhreak too s
3 3 Lunchbresk too |
Tea 4 5 Half day requ. L
2 a Too few per. /daplifl L-No. | Cl Te. Per Teache Subje Claz%es) | Subjec Home Room Double per ~
2 4 Too many pers./dfl 2 3 Callas AR b Rib
3 n Consecutive persfil 28 1 Ander HI 1 Rib
37 Orneper/half daylfl z0 sndet M8 1b ik
Bm 34 Subjoom missingl 5 1 Calss MU b Rib
2 2 Cirvicle it i .
47 2 MNobel RE  1b e
Teache Subjec| Class(es] Subjec | Home Room| [Teache fale Female
1 iAndv MA b R1b Arist
< »

3.4.1.2.6 Teacher optimisation code

The module Lesson Planning offers with the teacher optimisation code a further method to limit swaps
with variable teachers.
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3.4.2

3.4.21

You can find the code in "Master Data | Teachers" and in the lesson windows. The codes in these two
types of windows are independent of each other.

The code can be used to select a pool of lessons or teachers in which swaps are possible. Identical
codes mean that the teachers of the marked lessons can be swapped.

You can assign the codes 1-9 and A-Z. The codes are always an additional limitation. For instance, if
you have activated the option "Swap only within one class level" and you have entered the code 1 for the
teachers Gauss and Newton then swaps of Newton's lessons are only possible with lessons of Gauss in
the same class lewel.

e Lzerere / Lasrer E E@
Gauss ~EH B TRET 222 0 Fa-vd&.
Betegnelse |Efternavn | Lokale |Melemtimer |Lekt pr. dag |Frokostpause |Les-opt-kend

Gauss 0-3 26 1-2 1
New Newton 0-1 46 1-2 1
Hugo Hugo 0-1 47 1-2
Ander Andersen 0-1 46 1-3 2
Arist Aristoteles 0-1 45 2
Calas Callas 01 48 2
Nobel Nobel 0-1 46
Rub Rubens 0-1 47
Cer Cervantes 01 47 3
Curie Curie 0-1 47 3

Stamlokale |betegnelse) Eo
) Halvdagsskema

(Y) Behold start- og shuttid

(R) Not in 1st AND last period of 1d
Meget vigtigt

1-2 Frokostpause minmaks.
5 Lektioner pr. dag min maks

03 Mellemtimer min max

4 Maxx antal lekt. | raskkefalge [ Ikke mellemtimer (&)
Fi | yderekt [ Frokost {B)
G Lesrer-optimerings+endetegn (] Max lekt./dag {C)
[7] Max lekt . i falge (D)
E] Leerer* -
Strategies

Untis offers five different optimisation strategies for the construction of your timetable:

Strategy A - Fast optimisation

Strategy B - Intensive optimisation
Strateqy C - Fast percent placement
Strateg D - Intensive percent placement

Strategy E - Overnight optimisation
Strategie A - Fast Optimisation

Using strategy A, Untis constructs a series of timetables with n individual timetables where n stands for

the number you have entered under "Optimisation series: No. of TTs (1-20)" .
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The best timetable is loaded and displayed at the end of the optimisation run. If you have activated the
option "Save the results of the optimisation in work files" on tab "Auto-save" under "Settings |
Miscellaneous" then this timetable is saved additionally as file work0.gpn.

3.4.2.2 Strategy B - Intensive optimisation

Using Strategy B, Untis initially constructs a series of n individual timetables — as for Strategy A . The
best timetable of the series is then used as the starting point for a new series of n individual timetables,
all of them very similar to the best previous timetable.

This process (the construction of a series of new timetables, each based on the best timetable of the
previous series) is repeated until the final timetable can no longer be improved upon.

/
/\

- and
———

3.4.2.3 Strategy C - Fast percent placement

Using Strategy C, the software constructs a series of n timetables using the percentage of periods
specified in the input field ,% of periods to be scheduled®. If this field is empty, the default value of 30%
is used instead. The best of the n timetables is locked conditionally and used as the basis for the next
series of n timetables. This run will use a higher percentage of periods, i.e. more periods will be
scheduled. When the input field for "Increase percentage by" is empty, Untis automatically substitutes
the default value of 10%.

The percentage of periods to be scheduled is increased by increments until the software reaches the
point where it attempts to schedule all the periods (100%).
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3.4.24

3.4.2.5

<
N £ 2
(+10%) (+10%)

Strateg D - Intensive percent placement

Optimisation strategy D is a combination of strategies B and C.

Untis initially schedules the percentage of periods specified under ,% of periods to be scheduled®, as in
strategy B . This means that the software constructs a number of series of n timetables until the final
timetable can no longer be improved upon. As with strategy C , the best timetable is locked conditionally
and used as the basis for the next optimisation step where the percentage of the periods to be
scheduled is increased by increments. The default value for the increase is 10% (unless you have
specified a different value).

The percentage of periods to be scheduled is increased by increments until the software reaches the
point where it attempts to schedule all the periods (100%).

- -
S T e € =

?: (:10%) (10%)

Strategy E - Overnight optimisation

Strategy E is a genetic algorithm which invlves a huge amount of computations and provides excellent
results.

First, Untis calculates a series of timetables. On contrary to strategy B , where only one timetable is the
base of new series, this strategy uses two timetables (mother and father timetable) as the base for new
series.

You should use this strategy if you have got already good results with other strategies. Usually strategy
E can still improve the result. The length of the optimisation depends on the size of the school, the
number of timetables to be calculated, the optimisation level and the performance of your computer. This
can take "overnight", indeed.

Plan 1

Plan 2 == Noue Serie
Strategie E = Plan 3=—""
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3.4.3 The accompanying window

Start the optimisation process by opening the optimisation dialogueunder "Scheduling | Optimisation",
entering the desired settingsand clicking on <OK>.

Skemalzgning Skema Rappo
| «8s Prioriteringer

E] Lokaleoptimering

W Diagnose
Last undervisning

Diagnostic tools »

J& Skemadialog
L Planleegningsskema
Slet det lagte skema

If the data analysis window appears, check the displayed messagesand/or rectify the displayed errors
and click on <OK>.

An accompanying window appears which consists of two panes. The upper part of the window is the
information window containing functions for the management of the optimisation process (pause, cancel
etc.).

The window also provides a continuous display of key data of the current optimisation run, including an
evaluation of the current timetable (penalty points), the number of unscheduled periods, window periods
(for classes) and core time infringements (these are periods with a time request of +3 that the software
is unable to fill for some reason). These data provide a first, rough impression of the quality of the
timetable under construction. The tools for a more detailed diagnostic runs are described in the chapter
"Diagnostics tools" below.

The lower part of the window is used for the display of errors (i.e. lessons that cannot be scheduled) and
the number of timetables and series the tool has finished optimizing.

] Optimeringsmetode == =)
Stop optimeringen _ - -
| F— | ‘ Afbryd | | . Optimering i gang 02.02 ‘
i ] Strategi: D (9/2] 441/0/0
Efter skema =5 57. Serie Betinget &t
Efter serie 9. Skema i sefien
Tabeller opbygges
B0 % Bedommelse | lkke sk.lagt | Mellemtimer | Kemetid | Subj &</ Dap | DblPrds - Eror
lgangweerende skema 1 354 0 1 58 o [
Bedste skema: 0 0 o o 0 o
1. Skemai serien 130 0 1} ot 1] 53
2. Skemai serien 1344 ] 3 o] 1] 5
3. Skemai serien 1410 1] 3 55 1] g
4. Skemai serien 1353 1] 2 a7 1] 5
5. Skema i serien 1322 ] 1 Jat:] 1] 5
E. Skemai serien 1337 1] 1 59 1] 5
7. Skemai serien 133 1] 0 &7 1] B
8. Skemai serien 1354 ] 1 58 1] |5
9. Skemai serien 1] 0 0 0 1] 0

When the yellow-blue <OK> button appears on the screen, the optimisation run is complete.
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344

View optimisation results

When the optimisation is completed thte best result is loaded. Via the optimisation window you can
switch to other timetables, too. Click on the respective line in the upper part of the window.

After you have confirmed by clicking on the yellow-blue button, you can switch to the different
optimisation results either by loading the work.gpn files or via the menu item "Scheduling | Optimised
Timetables". The latter method is only possible during the session in which the optimisation was started.
If Untis was closed then this menu item is greyed out.

Skemalzgning Skema Rappo

«8s Prioriteringer

Optimering

Optimerede skemaer

Lokaleoptimering

%) Diagnose
Last undervisning

Diagnostic tools »
m Skemadialog

@' Planlzegningsskema
Slet det lagte skema

Every individual timetable can be stored as a separate file (work1.gpn to work n .gpn) by selecting the
option "Save the results of the optimisation in work files" on tab "Auto-save" under "Settings |
Miscellaneous". This gives you the possibility to load, view and analyse all the results anytime.

@ Optimeringsmetode SEE]

OK

[ Optimerede skemaer 05,47 |
Stalegi D (2] 4417040
137, Sefie

wBedemmelse | Ikke sk lagt | Melemtimer |Kemetid | Subj 2% /Day | DblPids - Errar

] i i i 3

0 0 0 0 [

0 0 0 0 3

0 0 0 0 3

@ Optimeringsmetode EEEE]
| Optimerede skemasr 05.47 |
OK Stuategi: D (3/2) 4/1/0/0

137. Serie

Bedemmelse | lkke sk.lagt | Mellemtimer |Kemetid | Subj Z</ Day | DblPrds - Enor

Skema 2 107
Skema 3 109
Skema 4

Leerer, fag, lok
26 Ander, Mus, (Ps{

4 n

Laerer, fag, lok ‘KI ‘T\d ‘Skoleuge I
Ander, Mus, (Ps2) 4 1-41
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3.5

3.5.1

Hint!
You can change the directory of the work.gpn files by defining a path via "Settings | Miscellaneous”, tab
"Directories" field "Optimisation results".

E-Mail Perioder Autolnfo
Backup Filmapper Skema Tipasse Beregning af tieneste

Filtype Sti
D atafiler [gpn] C:Program Fileshgp-Lintis

Dratafiler 14,4 [*.gpu)

C:APragram Filessgp-Untis
Arbejds-optimeringsfiler “Program Filestgp-Untis
TApOnty EFspan

HTMLfiler

Afdelingsfiler C:%Program FilesiUntis»20711
Yedhaefteds filer [E-b ail]

HT ML-sk abeloner

Vo

e ]
Diagnostics tools

The master and lesson data of your school contain a vast store of information and it is often difficult to
keep track of the amount of data. This means that it is easy for inaccuracies, mistakes and errors to
creep in when entering or modifying data. Searching for these inaccuracies and errors is a bothersome,
but necessary task. The diagnosis tool is designed to facilitate this task.

This chapter not only deals with errors, but also with so-called "input weaknesses". Input weaknesses
are data that, while not technically wrong, can cause inferior or unexpected results.

Percentage planning
Diagnosis

Overall diagnosis
Percentage planning

After finishing your data entry, you should initially carry out a percentage planning run (e.g. at 30%) to
identify lessons that the Untis software categorizes as "difficult". As a rule, the programme attempts to
place such lessons as quickly as possible to prevent them from causing an obstruction later during the
process.

Hint!
The "difficulty” of a lesson is determined by the number of unavailable lesson elements, the number of
element couplings and the size of the lesson block.

Caution!

Specifying a planning priority for lessons (on the "Timetable" tab) has a profound effect on this aspect of
the optimisation process. Do not use this option lightly and use it only when you have good reason to do
so!

If Untis encounters problems during the scheduling of the very first 30% of periods and if this very first
optimisation run is unable to schedule certain periods, the first thing to do is to increase the number of
timetables to be constructed and the number of optimisation steps. If the tool is still unable to schedule
the periods, you can assume that the input data contain input weaknesses or even errors.
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3.5.1.1

Example

Errors and input weaknesses are described in greater detail below. The following example provides a
brief introduction to the percentage planning function.

1. Open the file demo2.gpn .
2. Delete all timetables via the menu item "Scheduling | Delete the Timetable".
3. An information window appears. Click on <OK>.

4. Carry out a timetable optimisation run (via "Scheduling | Optimisation") and enter the value 30 in the
field "% of periods to be scheduled".

5. Display the timetable for class 1a ("Timetable | Classes").

The timetable for class 1a should correspond approximately to the timetable shown in the figure below.
There may be slight variations in display depending on the software version you are using.

As mentioned before, the percentage applies to the entire school and not to individual classes. The
example shows that more than 50% of the periods for class 1a have been scheduled. The software
would have scheduled proportionately fewer periods for other classes. The high percentage of scheduled
periods indicates that the lessons of class 1a are more "difficult" to schedule than the lessons of other
classes.

Click on the subject "Design".

& 15 - Klasse 1a (Gauss) Skema (K... =& =)
R Efs|@rea PR

=] Tidsinterval =
-

1a =
goiu gelektioner I -
[ T »

=T - T R

Lerer, fag, lok Kl Tid |Skoleuge
Ander, Slg, Slé  1a 1-41
Gauss, Slg, Sl 1b

Curie, Han, Han  1a, 1b

~c
El

4 [ b

The period details window shows that the subject Design is difficult to schedule because three teachers
are involved in the lesson (Andersen, Gauss and Curie) and two rooms are required (the Chemistry lab
and the Physics lab). Furthermore, another class (1b) takes part in the lesson. If Untis attempted to
schedule this lesson towards the end of the optimisation run, the software would find it much more
difficult to find a slot on the timetable that would suit all teachers, rooms and classes inwlved in the
lesson.

When the percentage planning function is unable to schedule periods, you can assume that
inaccuracies and errors during data input are to blame.
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3.5.1.2 Time requests

Time requests are another reason why the software may find it difficult to construct the perfect timetable.

A number of predefined lists can help you search for input weaknesses and errors caused by time

requests. Access the lists by clicking on <Print> or <Print Preview> in the master data or lesson
window.

Under "Print selection", a number of different types of lists are available (e.g. teacher teams, day
requests, etc.).

Udskriftsmenu @
Klasse(r): 1/7
- Dretalier
Udvalg -
Layout
Side opseetning

Listefom Ovwerskrift:

Dratafel V]

Dagzanzke

Klazsens lzrere %

Tidsensker: Klassens lzree —

Tirneanske - Today
Ubestemt dagsenske

The following example is based on the conflicting period requests of a teacher team. If you have the
module Lesson Planning select "Teacher teams" as type of list in "Master Data | Teachers". If not, you
can get this list via "Scheduling | CCC-Analysis", button <Displays the teacher teams>.

=

?ﬁ CCC {CriticEI';Ed'rf‘.o'j:t-Chain} Analyse wvon Kopplu

-
-

Al

-

Unterricht: 4 [123745]

W

?
A1\

AT £
Afizeige Liste der Lehrerteams P

The only days not blocked for any of the involved teachers are Thursday and Friday.
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3.5.1.3

3.5.1.4

3.5.1.5

3.5.2

O OO
C§Do

A lesson consisting of three single periods could not be scheduled for this teacher team without violating
a "-3" time request (something the optimisation tool would never do) or the single period condition
(something the optimisation tool might do, depending on your weighting settings for conditions such as
"Awoid errors with double period").

For further information on teacher teams, please see the chapter "Teacher teams".

Options

An important point is the distinction between " must " and " can ".

The settings "1,1" under "Master Data | Subjects" in the input field "Afternoon periods/week Min, Max"
on the "Timetable" tab forces Untis to schedule exactly one afternoon period. The setting "0,1", by
contrast, enables Untis to schedule exactly one afternoon period. If you come across an undesired or
even unnecessary afternoon period in your timetable, check the values in this input field. For the same
reason, you should try to keep your options open when it comes to double period conditions and enter
"0,1" or "1,2".

Locked periods

Try not to restrict the optimisation tool by manually scheduling alarge number of lessons. Reconsider if
some periods really needto be scheduled manually (see also the chapter "Manualtimetabling”).

Weightings

When the software is unable to schedule large numbers of periods, it makes sense to call up the
weighting dialogue again and to determine if the setting "extremely important" (5) is strictly necessary in
all of the cases. In order to resolve an input weakness, it is often sufficient to reduce the setting of one or
two items by one level to "very important" (4) (see also the chapter "General notes" under "Weighting"
abowe).

Increase the percentage of the periods to be scheduled until you are certain that all the input
weaknesses have been resolved.

Use the more complex optimisation strategies only when you are certain that all entries are correct.
An important tool for the identification and location of input errors and violations of conditions are the

Diagnosis" and "Overall Diagnosis"tools. These are described in the following chapter.
Diagnosis

After optimising your timetable, you can analyze the results with the diagnosis function of the Untis
software using a number of different criteria.

Open the diagnosis window via the menu item "Scheduling | Diagnosis". The window is divided into two
sections — the selection window on the left and the details window on the right.
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3.5.21

| Scheduling  Timetable Rep
‘Weighting
Optimisation
Optimised Timstables
Room Optimisation

CCC-Analysis \!

Owerall Diagnosis

scheduling Dialogue
Scheduling Timetable
Delete the Timetable

Break Supervisions

The selection window

The largest space in the selection window is dewoted to the list of items diagnosed by the diagnosis tool.
On the right-hand side of the diagnosis items you can see the sum of infractions for this particular item.
The number is marked red if there is at least one severe (highly weighted) problem. You can open the

items individually by clicking on the symbol "+

once by clicking on <Details>.

31' Timetable diagnosis

[3 Minimum weighting (0-4)
¥ Only show isport totak: >0

Data analysis I

| TR -I;l,
25 9-2006 = 29.9.2008

ing !Num |Diagnusis

Cla $ e_l‘ljeq%mTF’ 3

ia Half day requ.
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Sub.
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L3R I @ L = R 0 0
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=10l x|

Type of diagnosis
Subject not possible only once a d:

Inp.=lnput D ata
‘weighting: 4
Number
Cla.=Class
Sub.=Subject
Perafk=5ubj. periods/week
L-Mo.=Leszon number

4 2 Subj. 1/day impogs.

Cla. [Sub. |Perwk |L-Ho.

3 2 Less.: double-pers.
At Mon-sched. pers.

10[24] Mizsing teachers
4 Lunchbreak too shart

b i nngement

Wndéwi

Lunchbreak toa lang

Consecutive pers.

One per./half day

Subj. room mizzing
Perinds with no room
Subject bwice a day
Double per. split up
Unrequ. double pers.

2 prds/wk. subj. con

tr subi, after Per n (h=4]

Details

Window

Ej—

Wtg (Weighting)

" (like the Windows Explorer) or you can open all items at

The second column is entitled "Wtg" (Weighting) and shows the level of importance you assigned to the
individual items in the weighting dialogue.

For example, if the slider for "Respect lunch break requests for classes" is set to 5 (extremely
important), the value "5" is displayed in the column "Wtg" for "Lunch break too long" and "Lunch break

too short".

An asterisk (*) in this column means that the item is not weightable.

Num (Number)

The third column entitled ,Num* displays the number of violations of this particular item. In some cases,
a second figure appears in brackets. This figure refers to the number of periods.

For example, the entry "10 (24)" under "Les." for item "Missingteachers" means that there are 10
lessons with a total of 24 periodsper week where teachers are missing.

Diagnosis
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3.5.2.2

The fourth and last column entitled ,Diagnosis” describes the actual item.

Please note that items with a weighting of "5" or marked (*) for non-weightable are highlighted with a
different colour under "Num." to indicate that the timetable contains a violation.

Next are the control elements in the upper part of the selection window:

<Refresh list>
Click this button to start a new diagnosis run. This also applies when you close the diagnosis window

and carry out a new diagnosis run via "Scheduling | Diagnosis".

<Data analysis>

Click this button to carry out a data analysis (see the appropriate chapter).

Minimum weighting (0-4)

ltems with a weighting below the value you enter in this window are no longer displayed. ltems
categorized as non-weightable (*) will still be shown.

Only show report total >0
Tick this box if you want to see only the items where a violation has been detected on the timetable.

Please note that the diagnosis tool only diagnoses the timetable for one week — an essential precaution
when using the modules Multi-Week Timetable or Multiple Terms Timetable where different timetables
may be in use in different consecutive weeks (e.g. for term teaching or block lessons). When analyzing
such timetables, specify by means of the date setting (below the control elements) which week you

want to analyse.

20/09/2000 »

September 2006

ton Tue wed Thu Fri Sat Sun|
1 3
4 5 B 7 o8 3 M
1112 13 14 15 16 17
18 19 El 2 2 22 o2
/OO O M oM

[ |Today: 18/07/2007
The details window

The details window on the right-hand side of the diagnosis window allows you to obtain further
information about individual items by selecting the item in the selection window. The problem will be
displayed in a separate timetable window.

The following example demonstrates the function of the diagnosis tool. Depending on which version of
Untis you are using, the optimisation results may differ from the results shown in this example.

1. Open the file demo2.gpn.

2. Delete the current timetable via "Scheduling | Delete the Timetable". The window "Delete the
Timetable" appears. Ignore the two tick boxes and click on <OK>.

Delete the Timetable i x|

Selection rangs

[ Do not delete fived periods

™ Delete Yignored' periods only

oK I Cancel
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3.5.3

3. Open the optimisation dialogue via "Scheduling | Optimisation".

4. Enter in both fields, "Optimisation series: Number of timetables (1-20)" and "Optimisation level (1-
9)" the number 9 and start the optimisation run by clicking on <OK>.

When the optimisation run is complete, you can see in the optimisation information window that the
constructed timetable contains several core time violations (unscheduled periods with the time request
,+3%). But you cannot see where these violations occur.

Open the diagnosis function ("Scheduling | Diagnosis").

Detach the "pin" from the timetable (button <Lock Type>). The class timetable now becomes an
"accompanying" timetable, which means that the display in the timetable window is now independent

from the active window.

t;»l
Open the category "Teacher" and click on "Double NTP".
The details window displays all teachers whose timetable contains double NTPs.

Click on an entry in the details window. The accompanying timetable switches to affected
teacher and the period in question is highlighted.

¥ Timelable diagnosis 3] BEE

e diagnosis Type of diagnosis
P L
Reftach lit_ | [ Data analeic +3 weighing ot respected i) ¥
b - =
Cla.=Class b7 —
3 | Minimum weighting (0-4)
‘wisighting: 3 Classies) + | 1892006 - 30.6.2007
[+/] Only show repart totals >0 Mumber: 10
[ony ? umber 21 Periods/weck e
26/09/2006 v | . 2392005 9 Unschechied pers B Orinetabe
=2 Basic Level A
Cla =Class o
Wit | Mum Diagnosis A | Per.=Period
:‘ i a:‘t:‘p::’i?;:;"ra?l:\ Mond. | Tuesd. |Wedn, | Thurs. | Friday [
32 Less.: double-pers 4 [ e R

+3 +3 +3 +3

+3
A TPEG | MA | —FT

E +3 w3 | |2

35 Monsched. pers.
10[24]  Missi W |
4 Luncrlgga oo short

i Core Time Vidlations

RE | RE | muU [
9 w3 |+ |48 |43 | 4=
FEG | MA | MA WA
9 w2 |wa |[ea e (s

B

2 -3 time infringement

DE AR
i 5 Too many NTP's 5
3 2 Lunchbreak too short
I Lunchbreak too long &
4 2 Half day requ
312 Off-site roams 7olmmm| Cc |mmE (R
L] Consscutive pers.
3 9 One per./half day : |mE N = v
; 2 E::Lé:m;"::fm Lo, |Tea. Suki. Rm. | Cla. Time | Stud. Sp
R Subject twice & day jis
3 3 Double per. solit uo L/
< ¥ < > < ¥

You now need to decide if you want to accept the displayed violations or take evasive action. One option
would be to increase the weighting for "Awid creating double NTPs for teachers" to enable the
optimisation tool to place a greater emphasis on this function.

While working with the diagnosis tool, keep checking items to which you have assigned a low weighting
as there could also be hidden input errors in areas often regarded as unimportant.

Overall diagnosis

The overall diagnosis function provides an ovenview of the classes and teachers that have ended up with
the worst timetables (measured against your settings).

Call up the total diagnosis function via "Scheduling | Overall Diagnosis".
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| Scheduling  Timetable Rep
‘Weighting
Optimisation
optimised Timetables
Room Optimisation

Diagnosis
CCC-Analysis
Qverall Diagnosis

scheduling Dialogue
Scheduling Timetable
Delete the Timetable

Break Supervisions

The overall diagnosis function applies to only one week — for the same reasons stated abowe for the
diagnosis function (see previous chapter). Select the desired week via the date combo box.

Next to the date combo box, you will see another box where you can specify if you want to display a
teacher list or a class list.

The list itself is organized in order of least desirable timetable. The first column of the list entitled
"Points" contains the total number of penalty points. Additionally, the list displays the three worst
periods in each timetable, again with their respective values.

Click on one of the three periods in the list to display the causes of the bad result under "Reason".
When you have an accompanying timetable open at the same time, the period is displayed immediately.
Please note that when you first open the owerall diagnosis window or click on <Refresh> (and before you

click on any of the periods), the cause displayed under "Reason" always refers to the first period in the
row.

x
[25-3-2008 -] j [Chssdes) =]
School week: 2 Penalty points [total]: 54 386 Piint I
Calendar week: 39 Total unzch. per.: 35
| | The 3 worst periods [ |
Paints [UnSc [1. | Pairts |2 | Paints | 2. | Paints | Fieason |
3b |103532 & Wwief 1000 ‘we7 1000 Th& 636  Double period spli up
|1b | 10972 Th-3 | B20 Th-4  B20 Thi 471 NTPs
|3a | 10591 C‘ib#l‘ “Wwe7 1000 Mod GOS8 Double period split up
|2a | 9525 = ‘We3d 45 Frs 41 Subject bwice a day

9
B
2
2b (8298 8 Wwed 172 Th1 128 ‘Wweh 118 Double period split up
4 |8531 5 00 ko7 1000 Mo-B 480 Double period zplit up
la [BB?7 B Fr5 195 Web 132 Double period split up

The example shows that the overall diagnosis tool detected a split double period. Click on the entry in
the overall diagnosis window to highlight the period in the accompanying timetable. The other periods of
this subject — in this case, only one other period on Friday — are also highlighted.

The problem can be resolved by increasing the weighting of point "Awoid errors with double periods" by
one level.

An empty field under "Reason" indicates that the timetable for this class or teacher is already very good
(i.e. has relatively few penalty points). In relation to the other periods, the displayed period may be one of
the three worst placed ones. Owerall, however, it is fairly well placed. It is unnecessary, therefore, to
change the period manually.

In short, the diagnosis function provides an ovenview of all timetables while the overall diagnosis function
targets the worst timetables in the school and aims to improve them. The owerall diagnosis window also
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421

displays the causes of violations.
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Manual Timetabling

Manuelles Planen

Untis offers several different possibilities for manual scheduling (the scheduling, shifting and deleting of

periods): the manual scheduling in the timetable , the scheduling timetable and the scheduling dialogue.
The most important functions are possible with all three tools like scheduling, shifting, swapping, locking
and deleting of periods as well as the manual room allocation. The scheduling timetable and the
scheduling dialogue offer special functions and additional information.

Scheduling periods in the timetable

The easiest method of scheduling periods manually — manual timetabling using the timetable — relies on
familiar windows and functions. The following tasks can be carried out manually on a normal class or
teacher timetable:

e  scheduling periods ,
e locking periods ,

e  swapping periods

e deleting periods and
e allocating rooms .
Scheduling periods

The aim of this exercise is to place periods in an empty timetable and lock them to prevent the
automated scheduling tool from moving them during a later optimisation run.

1. Open the file demo.gpn and close all open windows (shortcut keys Ctrl + K).

2. Delete the current timetable via ,Scheduling | Delete the Timetable*.
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3. Open a class timetable and a class lesson view.

The symbol %in the column ,Cl, Te.“ marks all lessons with unscheduled periods.
4, Drag the first lesson of class 1a (lesson 11) into the neighbouring timetable window by clicking
on the lesson in the second grey column entitled ,Cl, Te.“ and holding down the mouse button (see
example below).

While dragging the lesson away, the lesson details (lesson number, teacher, subject and class involved
in the lesson) will be displayed.

Cells with a green background indicate slots on the timetable where lessons may be scheduled without
risk of conflicts.

The software also takes into consideration any additional settings you have made. For instance, the
display shows that lesson 11 cannot be scheduled on Tuesdays because teacher Hugo is scheduled to
have a free day on Tuesdays (,Master Data | Teachers | Time Requests®).
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2,3 fo Ander BRI 12 Sle Kla 1-1
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= f n 3
r EJ u-nr. C Klasse -
5. Drag the second lesson of class 1a (lesson 7) onto the timetable. Since the settings specify a

double period, the lesson is automatically scheduled as a double period.

=

5
6

-

Room availabilty
Lesson cells highlighted purple (see example below) indicate that the allocated room (i.e. the designated
room or one of its alternative rooms) is not available.

If you drop a lesson on a purple field the lesson is scheduled without a room. The room allocation of the
dropped lesson is not changed. As additional warning that you have scheduled a lesson without a room
you can hear a "beep" (You find more about the allocations of rooms in chapter "Room allocation").
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Locking periods

Lock a period in place by clicking on <Lock period> in the tool bar of the timetable. This will prevent the
automated scheduling tool from moving the period during a subsequent optimisation run. Alternatively,
lock the selected period by pressing F7. The same key can be used to unlock a period.

&

Locked periods are marked with an asterisk (*) in the period details window next to the lesson number.
The asterisk can also be displayed in the timetable period (,Layout 2 tab under <Timetable Settings>).
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If you want to lock all the periods in a timetable, display the column ,(X) Locked” in the lesson window
(via <Grid Adjustment>) and tick the corresponding box. Alternatively, use the ,Codes” tab in the form
view of the lesson window. If you want to lock all the scheduled lessons of a class, teacher, subject or
room, use the appropriate function in the master data of the element you want to lock.
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Hint!
You can see all locked periods in the window "Lessons | Locked Lessons". In this window you can also
unlock the lessons on the different levels. You find more in chapter "Locked lessons".

Moving periods

Periods can easily be moving from one slot on the timetable to another. Please see the following
example.

1. Open the file demo.gpn and set a class timetable to class 3a.
2. Left click on Monday, period 7, hold down the mouse button and drag the period away.

3. Drop the period in any slot on the timetable.
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Empty green cells denote slots on the timetable where a lesson may be scheduled without risk of
conflict. The different shades of green indicate the suitability of the positions for the dragged lesson: the
darker, the better. The evaluation depends on the parameters you have entered (time requests, double
periods, weighting, etc.).

Red fields indicate that the scheduling would be possible without collisions but the timetable would be

significantly worse because of e.g. a blocking (time request -3). The details window shows which
element is blocked.
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Bio Geo
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Cells highlighted purple indicate that the room allocated to the lesson is not available.

Move double periods and lesson blocks in the same way as you would mowe single periods. However, if
you only want to move one period of a lesson block or a double period, press the <Ctrl> key prior to
selecting the period you want to schedule. This means that the periods are displayed as single periods
and can be moved individually.
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Swapping periods

Periods highlighted green (green cells occupied by a period) can be swapped with other periods
highlighted green. Drop a period on a green cell and a window will appear where you can specify if you
want to swap the period or if you want to create a conflict.

Gem blok =3
Undervisning: 21

To-5 - On-4

Anden lektion forhindrer skemalagningen

Antal forstprrende Undervizninger: 1
Undv: 17 Geo Hugo

Gem med Klassekollision
Gem med Laererkoliizion

Gem med Lokalekolizion

| Select all clashes

Timebytning
— - .| Mulig Byttepartner
Bytring ndervisring: 17
[ Gembik | | Afbryd |

Scheduling periods with clashes

Moving a period to a non-highlighted cell is not possible without creating a clash. The lesson details
window displays the lesson number and details of the lesson in conflict with the moved period.

If you decide to drop the period in such a cell, a window will appear showing the following two options:

e <Cancel> - cancels the mowe.

e <Sawe block!> - saves the moved (active) lesson in the cell where you dropped it and de-schedules
the lesson originally scheduled in that slot.

e Use the combo boxes ,Save with teacher, class or room clash” to schedule a lesson with conflicts.

Gem blok ==
Undervizning: 57

Ti-4 --» On'G

Anden lektion forhindrer skemalsegningen

Antal farstyrrende Undervisninger: 1
Undy: & Kem Callas

Gem med Klassekalizion
Gem med Larerkolision

Gem med Lokalekolision

Select all clashes

[ Gemblok | [ aibud |

The period details window displays all the elements of the lessons scheduled at this time. Display
conflicts on the timetable by activating the option ,Separate periods in case of clash® (,Layout 2 tab
under <Timetable Settings>). Please also see the chapter ,Layout 2“ in the section ,Timetable display* ).
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Each of these lessons can be moved separately.

His | Mus | Mat | Dra

Dan | Bio
DEM Dan
7 —L

You can also mowe all lessons that lie on one position (either as clashes or as cluster in course
planning).

Timetable in the cluster mode

If you want to switch the timetable to the cluster mode altogether then tick "DragDrop: Multiple lessons"
on tab "Layout 2" in the settings of the timetable.
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Selection with the Y key

If you usually want to select singel lessons (courses) but occasionally you want to shift the whole
cluster then press the Y-key and click on the respective position. Now you can move all lessons in this
period at once.
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42.6 Deleting periods

Delete (de-schedule) periods by dragging them to the lesson details window and dropping them.



Manual Timetabling 119

427

428

7 Bj 5
8 F|

U-nr. |Leerer, fag, lok |k

il
—

Allocating rooms

The timetable window also offers options for manual room allocation. Use the button <Allocate / Delete
this room> to allocate a room to a scheduled period or to delete rooms already allocated. A detailed
description of this function can be found under ,The scheduling timetable® in the chapter ,Allocating
rooms*.

7] Tildel/slet Iokale =
Hwad skal skemalsagges =
: Sletlokale | [ Tiidellok. | [ Luk |
Lektionsblok. -
Undervishing 52: To-6 ‘iz ogsd lokaler der er optaget
Mady. sterelse: 28 Ledige lak aler
@ns.lok |Skllok |Leer. Lok. |Plad. |Res.lok Res.st-
Kia  Cer Kla 36 ¥
Id1
1d2
Fys
Sla
Han
k3a
Klazzelokale 3a Kok

All alterations in the timetable can be undone step by step by clicking on the button <Undo>
&:g -
Planning in the overview timetables

You are not limited to the single timetables for manual planning. You can also use the oveniew
timetables. This helps you keep the oveniew of all teachers and classes.

@ ¢ - Klasse 4 (Nobel) Skema (KIa20) =lE]=
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Handag Tirsdag Onsdag @ Kiasse 4 (Nobel) / Klasse W =EEs
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1a_[eng|us|si JurP iat |Eng D) uus|| [Uoor [+ K [Ejsk|UL_[Arsik |Lerer |Fag _|Kiasse(r) |Fagikale |Stamiokale |Dobbetk
1b_|[5io [wat| el [irp [pan Dan [Dan| R [at oan]| {5 2 Ga 0 Ps2 x
2a_[uus|rel For [ For [arD| o [at oan| |7 e L =
B 2 Ps2
2b a it [ -l ) P52
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4 [arp|ora s [o: c[Foreys [se [se Ju rys| | =2 B Pe2
Hugo/Dan & 5 2 Ps2
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2] E 2 Ps2
& 2 so Ps2 11
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4.3

431

The scheduling timetable

The scheduling timetable offers a second method of manually modifying timetables. In addition to the
functions described in the chapter ,Scheduling periods on the timetable” above, the scheduling timetable
offers additional functions for manually scheduling lesson periods.

¢ Open the file demo.gpn.
¢  Open the scheduling timetable via the menu item ,Scheduling | Scheduling Timetable®.

The display shows the timetable of class 1a with additional information relevant for the scheduling
process.

& Undv:53-1a Planlz=gningsskema (b [ = |[ =1 |[=5s]
wEf | d e o ERGeE.

1a ¥ | Eiskemalagt | |nformation | Historik

[
Undervisning -EJS Tid KI. | Laer. Fag
B [5) |[s3 -----
19-09-2011- (|30 10 Arist Mat
0062012 34 |4 2b Callas Dan |—
Dan 21 1 Ma-5 4 Hugo Dan
I

Ma Ti To Fr Le
1 Eng Mat m Mus Mat Bio
2 Mus Eng -+ Dan Eng
3 Bio For Mat Eng Eng Mat
4- For + Dan Mat |+ Dan Geo
;| x -
5 - - -
7 - Il - S
e -
U-nr. | Laerer, fag, lok |KIL |Tid |Skoleuge Elev| Saerlic
= Arist, Eng,K1a 1a 1-41 23

3
4| 111 r

The upper left-hand part of the scheduling timetable displays the active class (1a). All unscheduled
lessons are listed on the ,Unscheduled” tab. Click on lesson 53 in the list. As you can see, two periods
of lesson 53 remain to be scheduled.

The main timetable window contains a number of scheduled lesson periods together with additional
information relating to the active lesson (Subject German; Class 1a; Teacher Rub). This is lesson 53
shown in the example. Please see the following chapter for a detailed description of the additional
information shown on the timetable.

Scheduling periods

.. Denotes a period of the active lesson (the three already scheduled periods of lesson 53 in the
example).

.. Locked period of the active lesson (see the chapter ,Lockingperiods®).
X.... Fields marked x are blocked by the teacher. For instance, teacher Rub is already scheduled to

teach class 1a on Mon-5 which means that lesson 53 with teacher Rub cannot be scheduled for Mon- 5
without creating a conflict.



Manual Timetabling 121

X.... A capital X shows a coupling involving the teacher (e.g. Wed-5).

*x*, *X*, *&*..... A marker with two asterisks denotes locked periods creating a conflict (e.g. the PE
lesson on Thu-7,8 involving teacher Rub). Locked periods cannot be moved by the automated scheduling
tool (see the chapter ,Locking periods®).

&.... Denotes periods with several unavailable elements (classes and/or teachers).

Activate lesson 11 ,GEc", class 1a, on Sat-4 by double clicking on the period. The symbol ,&“ appears
in slot Thu-5, indicating that a period of lesson 11 cannot be scheduled for Thursday, period 5, since
seweral elements of the lesson (class 1b, 2b and the teacher Hugo) are unavailable at that time (see
example).

|i Ma Ls

1 Mat Geo [EEINES Mat Bio

2 Mus Eng m Eng
3 Bio For Mat Eng Eng Mat
4- For Dan Mat E
5 & e &

7 EE = -

: EN - e

- .... The periods on Mon, Tue and Thu not occupied by classes or teachers are marked ,-“. The symbol
identifies periods that cannot be scheduled for another reason. In this case, the reason is a time
restriction for class 1a on three afternoons of the week (see <Time Requests> under ,Master Data |
Classes").

If a cell is available (such as Fri-5 in the example), the cell can be used to accommodate the active
lesson.

On To Fr Le

E 4] Dage  Form.  Efterm  Haked. £1

Mus Er 3 O
i Mat
S G
& %

e -
e e

Ft
2 a

Ft

G |~ | @ | tn | e || M| -
v | H
=

Schedule the unscheduled period of lesson 11 by double clicking on the cell Fri-5 or by clicking on &
Room availability

Click on lesson 21 on the ,Unscheduled” tab. As you can see, some periods are highlighted in purple.
This means that the allocated room and the designated alternative rooms are unavailable.

&
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For purposes of clarity, the colour codes defined under master data and displayed in the scheduling
timetable can be deactivated by clicking on ,Show lesson colours*

Ma Ti on To Fr La
1 IdrP Sla m Fys Bio Mat
2 Dra Sla Rel His T Mat
3 His Mus Mat Dra Rel + Dan
4 |+ Dan Bio Geo Geo m
5 Iat =* + Dan
6 For
T For - IdrP
8 Fys - IdrP

4.3.2 Locking periods

Lock scheduled periods by clicking on <Lock period>#if you want the scheduling tool to ignore them
during the optimisation run. Locked lessons are marked with asterisks (

|
4.3.3 Swapping periods

Find a suitable swap partner for a period on the same class timetable by dragging the period away (hold
down the left mouse button). Every period on the timetable suitable for swapping will be highlighted in
green and marked with a double arrow. Drop the period in a slot of your choice and confirm the mowve by
clicking on <Swap>.

1. Open the file demo.gpn and the scheduling timetable.

2. Switch to class 4.

3. Activate the Math period on Tue-5 by double clicking on the period.
4. Drag the period away.

The period can be moved without risk of a conflict to any cell highlighted green (Fri-5 and Sat-5). The
period can be swapped with any period highlighted green and marked with a double arrow#*1,

5. Drop the period on the cell Wed-1 (GEc) and confirm by clicking on <Swap>.
Ma Ti On To Fr La
1 ldrP Fys Bio Mat
2 Dra had Mat
3 B Mus MDRQE bad + Dan
4 Dan | B = =
= = ot *%J”d_‘ Gem blok ==
= DRAG = Undervisning: 21
6| For - Ma-d -5 Ored
7 For - Anden lektion farhindrer skemalagningen
Antal forstyrende Undervisninger: 1
8| Fys - Undy: 17 Geo Huga

Gem med Klassekolizion
Gem med Laererkolision

Gem med Lok alekollision

| Select all clashes ‘

Imebytring
— | Mulig Byttepartner
Bytning | Undervisning: 17

[ Gembiok | | Afbiyd |
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Scheduling periods with conflicts

As a rule, the Untis software assumes that each teacher, class and room can only be inwlved in a
single lesson at any one time. The software displays a warning whenever you are attempting to schedule
an element (class, teacher, room) that is unavailable for the period in question.

Howevwer, there may be situations when you actively want to provoke such a conflict, for instance when
some students of a class take part in one particular lesson and other students of the same class take
part in another, but none of the students take part in both lesson.

You want to schedule Graphics for classes 2a and 2b at the same time as the Textiles lesson.

1. Open the file demo.gpn and the scheduling timetable.

2. Switch to the scheduling timetable of class 2b and de-schedule lesson 94 on Friday, period 6 by
double clicking on the lesson.

@ Undvd - 2a Planlz=gningsskema (b [= (& |3
(= - R | & 2O ERFE .
Undervisning & L = Il

94 =
19-09-2011 -
30-06-2012

Arist  Mat
T 1a Rub  Dan

m

Wus For Dan Dan x

Mat ldarD His gt Fys Eng
Dan Bio Fy: Eng
Eng Mat *Kem ® Mat

;. _ DROP o

8

@ | e |k o

hﬂndv: 94
D Mew/IT 2a.2h

U-nr. | Leerer, fag, lok Kl Tid | Skoleuge | Elev| £
81 Curig, Han, Han 2b, 2a 1-41
Ander, Slg, Sle 2b 2a

4 . b

The list of unscheduled lessons now contains one period of lesson 94.

3. Mark the lesson in the ,Unscheduled window and drag it to the textiles period on Fri-7 (hold
down the left mouse button). The period details window displays full details of the conflicting lesson.
4. Release the left mouse button. Select ,Save with class clash® and click on <Save block!>.
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4.3.5

43.6

Gem blok =
Undervizning: 34

ta1 > Fr-7

Anden lektion forhindrer skemalzagningen

Antal forgtyrrende Undervizkinger: 1
Undy: 81 Han Curie

| Gemn med Klassekollision
| Gemn med Laererkallizion

| Gem med Lokalekollizion

Select all clashes

| Gembiok | Aftiyd |

The period details window now shows that two lessons are scheduled for Fri-7 (classes 2a and 2b).

5 Eng Mat *Kem ® Mat
8 -
7 *drD) m
8 drD Hén
u-nr. | Leerer, fag, lok | KL Tid |Skoleuge | Elev|€
94 |New, T, K2a 2a, 2b 1-41
81 Curie, Han, Han 2b, 2a 1-41
Ander, Si, Slg  2b, 2a
« T '

Further options for scheduling conflicting lessons can be found inthe chapter ,The scheduling dialogue®.
Deleting periods

Delete scheduled periods by selecting the period and clicking on <Delete Period> or by pressing the
<Delete> key. The lesson will appear on the ,Unscheduled” window again. Alternatively, delete the active
lesson with a double click.

&L

When attempting to de-schedule a locked period, a message will appear asking you if you wish to
proceed.

Periods can also be de-scheduled by dragging them to the period details window (see also the chapter
.Deleting periods“ under ,Scheduling periods on the timetable®).

Allocating rooms

Use the button <Allocate/Delete Room> to allocate a room to a scheduled period or to delete an already
allocated room. This function is available on the timetable, on the scheduling timetable and in the
scheduling dialogue.

You want to allocate different rooms to the Textiles lesson on Tuesday, periods 7 and 8.



Manual Timetabling 125

1. Open the file demo.gpn and the scheduling timetable (,Scheduling | Scheduling Timetable).

2. Place the cursor on Tue-7 and click on <Allocate/Delete Room>. Alternatively, open the window by
using the shortcut <Ctrl> + <R>.

o

The left window of the dialogue box contains a list of all the rooms inwolved in this lesson.

Select from the drop-down menu ,Assign the room to“ for which period you want to change the room
allocation:

a) a single period
b) the period block
c) all periods of a lesson

PlannedThe desired, designated room for the lessonActual The scheduled room
Te. The teacher assigned to teach the lesson
3. You want to change the room allocation for the double periodshown in the example above.

Select ,the period block®.

7| Tildel/slet lokale ==

Hwad skal skemalzegges

Sletlokale | [ Tidellok | [ Luk |
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Ondervizning: 7 117, 118 iz 09z lokaler der er optaget
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Lok, |Plad. |Res.lok |Res.st
Kila 36 i
Kib 30
K2a 32
K2b
K3a
1d1
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Fys
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< [« [« [«

Sla
Slajdsal

The right half of the window displays the list of available rooms.
Rm.:  The abbreviated name of the room
Cap.:tab>The room capacity (if entered under master data)
Alt.-Rm.: The room is an alternative room for the designated lesson room
Alt. HRm: The room is an alternative room for the home room of the class.

In the example (see abowe), the rooms R1a to R3a are marked ,Alternative to the home room* since the
rooms are part of the alternative room chain for room R1a (home room of class 1a) and for room R1b
(home room of class 1b).

Select a room (e.g. R1a) and click on <Allocate room>. The lesson will now take place in R1a
instead of the physics lab.

Click on the second row in the left part of the window and replace the room ,,CL* with another (e.
g. HE1). Alternatiwely, allocate the new room by double clicking on the room.
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7] Tildel/slet lokale ==
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The period details window of the scheduling timetable now displays the newly allocated rooms for
periods 7 and 8. The previously allocated rooms for the lessons are shown in brackets.

[B=RRY Lzzrer, fag, lok K. Tid | Skolet

T* Ander, 8lg, Han (Sla)  1a 1-41
Gauss, Slg, Han (Sla) 1b
Curie, Han, Fys (Han) 1a, 1b

Click on <Delete room> if you want to delete an already allocated room.

To see the occupied rooms too in the room allocation window, select the option "Also show occupied
rooms". If you assign one of these rooms, you can

e create a clash,

e displace the interfering lesson or

b sSwap rooms.

A Tildel/slet lokale =]
Hvad skal skemalazgges
= [[Sktickae | [CTidelok | [ Lk |
Undervisningslektion
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Kia Arist 1d1 L] L] 1] Nuveerende undervisning: 54
1d2 B B 1] {lasse: 1b, Fag: Dan)
Fys 0 0 O] | g e
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O O
Ps1 O O
Ps2 ] ]
43.7 Undo

Each planning step carried out on the timetable or the scheduling timetable is logged on the ,History”
tab and can be undone via the <Undo> button. Clicking on <Delete> will delete all the planning steps
shown in the list.
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4.41.1
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Dan

All the functions of the scheduling timetable described above are equally applicable to the scheduling
dialogue (please see the following chapter).

The Scheduling Dialogue

The scheduling dialogue offers the most advanced functions for placing and moving periods manually.
Similar to a peg board, the periods of the week are arranged in columns at the top and the elements
(teachers, classes, rooms) in rows along the side.

The following example provides an overview of the type of information displayed in the scheduling
dialogue.

¢ Open the file demo.gpn and the scheduling dialogue under ,Scheduling | Scheduling Dialogue®.

| Skemalzgning Skema Rappol
a8 Prioriteringer
j Optimering
Optimerede skemaer
Lokaleoptimering
W Diagnose
Last undervisning
Diagnostic tools 3
g7l Skemadialog
L Planlz=gningsskema

Slet det lagte skema

The input field

Enter the lesson number of the lesson you want to view or modify (lesson 11 in the example) in the input
field.

1a -

Ej skemalagt | Information | Historik

Undervisting | IR EjS |Tid [KI |Leer.  |Fag
11 ~ |53 2 Fr-4 1a Rub Dan
19032011~ (|30 |1 1b Arist  Mat

Lesson search

Instead of entering a lesson number, you can use the input field to search for a particular lesson by
entering a combination of details (classes, teachers and/or subjects involved), separated by a comma.

e Entering 1a,DE will display the lessons of subject DE for class 1a;

e Entering Arist,1b will display the first lesson teacher Aristotle teaches to class 1b.
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4.4.31

4.4.3.2

The period details window

The bottom part of the scheduling dialogue shows information pertaining to the active lesson (compare
the similar function of the lesson details window on the timetable). For further details on the functions,
please see the chapter ,Timetable display“. As you can see, lesson 11 is a coupled lesson involving
classes 1a, 1b, 2a and 2b and teacher Hugo. The subject GEc is scheduled to take place in room R1a.

The middle part of the window contains details on all the classes, teachers and rooms involved in the
active lesson for the entire week.

Period availability

Lesson 11 is scheduled to take place on Wednesday, period 1, and Saturday, period 4, as shown by the
symbol + in the first row (lesson row) and the symbol+for all elements inwlved in the lesson (see
following example).

An empty cell in the grid denotes an available period for scheduling an element (teacher, class or room)
— for example Fri-5 for classes 1a and 1b. You can easily verify the information by cross-checking the
details on the class timetable.

Time requests

Any time requests entered for the lesson or the elements involved in the lesson are highlighted with their
appropriate colour code. Time requests entered under the master data of a subject are displayed in a
separate row. The example on the right shows that a time request has been entered for subjects ,DS*
and ,HE".

If you have entered unspecified time requests, you can assign these a different colour in the time request
window (e.g. purple for -3).

Tirsdag
1[2[3a[s5]6[7

sia
Kak
P N E NS
Hus  |E20|E3 21 S

2
Ler (74 | |

Time requests entered under master data or lessons can be deleted directly in the scheduling dialogue
by clicking on "-" or by pressing the <Delete> key.

Flags (markers)

Cells containing a flag (marker) (x, X O, &) denote periods already occupied (see the example below).
The different markers have the following meaning:

0] Occupied by the active lesson

Example: Lesson 11 on Wed-1 and Sat-4

X Occupied by an uncoupled lesson

Example: The classes inwolved in lesson 11 have an uncoupled lesson on Fri-1.
X Occupied by a coupled lesson

Example: Class 1a has a coupled PE lesson on Fri-8.

& Occupied by several (different) lessons

(See the chapter ,Scheduling periods with clashes®)
* Locked lesson
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Example: The PE lesson of classes 2a and 2b on Thu-7,8 is a locked lesson.

=10/ x|

Active lesson

¥ Scheduling Dialr

RN

= [t Occupied by the active lesson {

= Allunsched, periods
B / The element is free in this period

1h  Arist

e Name of the DE
elements which take [DE
partin the lesson
i- J[Wenday uesday e Thursday Fricay b Seturday
P I o O P e P G P O 1 |4 [slefrlepzzlels e Flehlz2las[s Bzl h2]]]s
Le; + + "
la N X x  x B x x x ESllx x x e
o RN o fx x g x .
" [ | RS \---x x O x 0 O -
2b . X |x - TP | [ o B X...0ccupied by
Tea. [ruso J [Blx EEERERE A AR AR o [ 1| a coupled lesson
L . x ix I ix | =T
£ ™ .
e Subj Rm. |Cla. T Time requests of elements *...0ccupied by X...Occupied by an
11 |Hugo, GEc,R1a 1a,1b,2a,2h I alocked lesson uncoupled lesson
+3

Details window, information about the selected lesson
according to the cursor

Flags (markers) for periods in offsite rooms
Instead of x,X, lessons in off-site rooms are marked y,Y (for the first off-site location) and z,Z (for all other
off-site locations). See also the chapter ,Off-site rooms*.

4.4.3.3 Displaying abbreviated names

Instead of flags (markers) (x,X & etc.), you can display the abbreviated names of the elements involved in
a lesson by selecting the desired names under <Settings>.

Indstilling 3]
s ewso

Matriz: Brede / Hejde Udvalg [orrade]

140 Kglgogng/j beds 12D 1 Lektion fra

120 Li;ﬂiehmida i (20 - 200 3 Lektion il

4
Yinduet i baggrunden [ Wiz elever
Ekemadialog - Bandmadus [ DragDrop flere undervisninger

Hvapakala ilaklinae:

ag »  FKlasse-lektiol
Flasse = Lzererdektion
Klasze = Lokalelektion

Lektionsmarkering [04.] = Elew-lsktion

Ekstrainformation | navhefelt
[ Klasser med elevtal | Lokaler med antal siddeplac
[ Undervisning med elevtal

|1 Leerer med elevtal

[ ok | [ Abed |

In the example, the class rows show the abbreviated names of the subjects, and the teacher and room
rows show the class names. The <Settings> function can also be used to change the font size, the
column width and the row height. As the example shows, the active period can now be identified by the
colon preceding the abbreviated name (e.g. :GEc), and a coupled lesson by a dot preceding the name
(e.g. .DS).
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4.4.3.4

4.4.3.5
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Saving individual settings

When using the Untis software on two different computers (e.g. at school and at home), you will rarely
be working with two identical systems. Differences in hardware (screen display, graphics cards etc.) can
necessitate annoying and time-consuming adjustments when switching from one system to another.

Your individual settings for the scheduling dialogue (e.g. font size, column width etc.) are therefore saved
in the Untis.ini file locally on your computer, saving you the hassle of having to re-enter your settings
when loading the programme on another computer.

Windows XP
C: \ Documents and Settings \ <Name> \ Application Data \ Untis

Windows Vista
C: \ User\ <Name> \ AppData \ Roaming \ Untis

Further details on active lessons can be found on the ,Information” tab in the details window of the
scheduling dialogue (see below).

The ,Information“ tab

Enter the lesson number ,21“ in the input field and confirm by pressing the <Tab> or the <Enter> key.
The left half of the ,Information® tab now provides the following details on lesson 21:

Placed (Scheduled)

3 periods per week have already been scheduled — a total of 122 periods per year excluding holidays and
public holidays. The applicable date range is displayed on the left below the input field (here the total
school year). The display also contains details on any time restrictions in place for the lesson.

Placed, Target, Diff.

Lesson 21 consists of 4 periods per week, one of which remains to be scheduled, making a difference of
1.

The right part of the tab contains information on the elements inwlved in the lesson. Place the cursor in
the class row to display relevant class details.

i skemalagt | Information | Histori | Byttekaede |
: 1a - Klasse 1a (Gauss)
Skmlagt Budget Diff. Skmlagt E Skel
Uge: 5 5 i}
Ar. 205 Hge: e s
Ar: 1148

Class
Class 4 is scheduled to have 31 periods per week in total, 30 of which have been scheduled and one of
which remains to be scheduled. The total number of scheduled periods per year is 1221.

Ej skemalagt | Information | Historik Bytiekacde |

, 1a - Klasse 1a (Gauss)
Skmlagt Budget Diff. Skmlagt EjSkel
Uge: 5 5 0|
Ar 205 Uge: - e
Ar 1148
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Teacher
Teacher Hugo is scheduled to teach 19 periods per week in total, 18 of which have been scheduled (733
periods per year) and one of which remains to be scheduled.

Any descriptions or special text entered under lessons or master data is displayed below the statistics.
The example for Hugo shows that he is employed as a full-time teacher.

Ej skemalagt | Information | Higtori Byttekasde

Hugo - Hugo
Skmlagt Budget Diff
Uge: > 2 Skmlagt E Skel

LUge: 18 1
s & Ar: 738

Fast - Fastansat lzsrer

The window logic

Like most functions in the Untis programme, the scheduling dialogue is capable of communicating with
all other windows.

Synchronisation

When you open a lesson view (or a timetable) and select a lesson, the scheduling dialogue
automatically displays the active lesson. Vice versa, the lesson window (or the timetable) always
displays the lesson selected in the scheduling dialogue.

Locking the view
Activate the button <Keep the source lesson> to lock the display of the scheduling dialogue.

o

Window in the background

As a rule, you can bring a window to the front (i.e. activate a window) by clicking on any part of the
window. The scheduling dialogue allows you to suppress this behaviour by activating the option ,Window
in the background” under <Settings>.

When this function is activated and you want to bring the scheduling dialogue to the front, click on the
blue title bar. Although initially an unfamiliar thing to do, activating the window in the background offers a
number of advantages.

For instance, you can cover a part of the scheduling dialogue with a timetable window displaying the
timetable of the cursor-selected element in the scheduling dialogue.

Vice versa, the scheduling dialogue always displays the currently active master data element (or lesson
or diagnosis item) — even when the scheduling dialogue is in the background.

Moving tabs

The individual tabs of the scheduling dialogue (Unscheduled, Information...) can be placed next to each
other, too. So you can use the space better for the timetable area and the view is more clear.
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Scheduling periods

Schedule periods using one of the following options:

e By double clicking on a period;

e By clicking on the button <Schedule the period> ; &

e By pressing the key K;
Via the contaxt menu (right mouse button). See the chapter,Deleting period blocks* for details;

Via Drag&Drop from the list of unscheduled periods (see thechapter ,Scheduling periods with
clashes*) or fromthe lesson view (see the chapter ,Scheduling periods“)to the period details window;

e By pressing x on the keyboard and then <Enter>.

Open the file demo.gpn and the scheduling dialogue.
The ,Unscheduled” tab displays all unscheduled lessons.
Activate lesson 30 (Subject Math, Teacher Arist, Class 1b).

Four of the five periods of this lesson have already been scheduled. All the positions where the remaining
period can be scheduled in the grid are marked with the symbol !! and a number (e.g. 2! ) in the lesson
row. The lower the number, the more suitable the slot for scheduling the remaining period.
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The example shows that Sat-1, marked "! | is the most suitable slot for the lesson. The deciding factors
are the core time for the class (+3) and the fact that scheduling the period at a different time would
create a non-permissible double period (e.g. Fri-4,5) and violate the time request of teacher Arist (-1).

Place the cursor on Sat-1 and click on <Schedule the period>. Alternatively, schedule the
period via double click or by pressing the <Insert> key.

When scheduling a period in a slot for which the desired room is unavailable, a warning beep will sound
to alert you to this fact.
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Deleting periods

Delete (i.e. de-schedule) periods using one of the following options:

e By double clicking on an active period

¢ By clicking on <Delete period> &
¢ By pressing the <Delete> key
e Via the context menu (right mouse button) (see example)

e Via Drag&Drop in the period details window (see the chapter ,Deleting periods®).

Delete periods of a row

Click on <Delete periods of one row> if you want to delete the entire timetable row of a particular
element (e.g. class 1a).

&

Delete, activate lesson

If you want to delete a non-active period and re-schedule it immediately, click on <Delete, Activate
Lesson>. This de-schedules the lesson and automatically activates it so that you can schedule it in a
different slot straight away. Alternatively, use the shortcut keys Ctrl - X

=

Schedule periods with clashes

Scheduling periods with clashes allows you to schedule a lesson for a slot on the timetable already
occupied by another lesson. This is a useful function especially when scheduling subjects attended by
some, but not all of the students of a class.

Class clashes

1. Open the file Demo2.gpn and the scheduling dialogue.

2. Activate lesson 70 in the list of unscheduled periods.

3. You want the TX lesson to take place at the same time as the DS class (on Fri-3).
4. Place the cursor on Fri-3.

As you can see in the period details window, teacher Curie and the room CL are available, but class 1b
already has another lesson (78) scheduled in this slot.

5. In order to schedule the lesson with a class clash, enter the symbol ,&“ in the Fri-3 cell and
press the <Enter> key.
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The detail window of the scheduling dialogue shows that two lessons are scheduled in the active period.
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4.4.7.2 Teacher and/or room clashes

Create teacher and/or room clashes by entering the symbol ,&&".
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Alternatively, schedule a lesson with conflicts by dragging a period from the list of unscheduled periods
(see the chapter ,Scheduling timetable®).

448 Moving periods via Drag&Drop

Periods in the scheduling dialogue can be mowved in the same way as periods on the timetable and the
scheduling timetable.

1. Open the file demo.gpn and the scheduling dialogue.
2. Open a class and a teacher timetable.

3. Switch the class timetable to class 3a and activate the Biology lesson on Monday, period 7. The
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scheduling dialogue and the timetable for teachers are automatically synchronized to show this
lesson.

4. Click on the period in the scheduling dialogue and drag it away (left mouse button).

Time slots where the lesson can be scheduled are highlighted in green (see the scheduling dialogue
chapter ,Scheduling periods®).

When the arrow passes over a scheduled period, the details of the lesson automatically appear in the
period details window.

For purposes of clarity red arrow markings show the possible slots on the timetable where the lesson
can be moved. You can see at one glance if the move would be advantageous for classes and/or
teachers (see example on the following page).

Drop the period in a suitable slot (e.g. Fri-5) by releasing the left mouse button.

Periods marked with the symbol#**are available for swapping.
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Undo

Each planning step carried out in the timetable, in the scheduling timetable or in the scheduling dialogue
is logged on the ,History“ tab and can be undone via the <Undo> button. Clicking on <Delete> will delete
all the planning steps shown in the list.
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Allocating rooms

Open the room allocation function in the scheduling dialogue via the button <Allocate/Delete room> on
the context menu (accessible via right mouse click) or by pressing Ctrl - R. Please see the chapter
LAllocating rooms* under ,Planning timetable® for further details on the room allocation function.

When the cursor is placed in the room row under the active lesson and you click on the <Allocate/Delete
this room> button, the already allocated room is deleted immediately and replaced with the designated
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4412

lesson room.

o

Room swap

Carry out room swaps between rooms of two coupled or uncoupled lessons by using Drag&Drop.
e Open the file demo.gpn and activate lesson 33.

e  Show the room availability for room R1b by entering the abbreviated name of the room in the last
empty row of the scheduling dialogue (see also the chapter ,Displaying elements®).

e  Drag the marker of R1a to the row of room R1b in the same column and drop it. The two rooms will
now be swapped.

When the room is unoccupied, the room will not be swapped, but simply moved.
Displaying alternative rooms

When the cursor is placed in the room row, the function <Alternative room> becomes active. Click on
this button to display the next alternative room specified under master data. In the example, this is the
room R1b (first alternative room of R1a). Click again to show the second alternative room (R2a) etc.

B3 KLIK!

28 2a | iR SRR

You can also show the capacities of the rooms in the scheduling dialogue via the settings if the
capacities are entered in "Master Data | Rooms".
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Activate new lesson

Place the cursor on a lesson and click on the <Activate lesson> button to activate it. Alternatively, use
the shortcut keys Ctrl - Enter or double click on the lesson you want to activate.

Locking periods

Click on <Lock period> to lock the cursor-selected period or to unlock an already locked period. Locked
periods will not be moved by subsequent optimisation runs. Locked periods are marked#in the lesson
row of the scheduling dialogue and with an asterisk (*) in the element row.

&

You can also highlight an entire area in the scheduling dialogue and then click on <Lock period> to lock
all the selected periods. The same function is available via the context menu accessible by right clicking
the mouse button.

Optimisation

This function allows you to start the optimisation process from the scheduling dialogue. The following
options are available:

Optimisation level (1-9)

This function allows you to specify the extent of the software’s ,pre-calculation function® for each
optimisation run. Like a chess game programme, the Untis programme calculates before each ,mowe” (i.
e. before each placement of a lesson) how the move will affect the situation as a whole.

Placement optimisation

e Number of periods to be re-scheduled
Enter the number of periods you want the software to schedule. The optimisation tool starts by
scheduling the periods most difficult to place.

e Preferred range
This function allows you to specify certain subjects (e.g. PE) or classes that should receive preferential
treatment during an optimisation run.
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Swapping optimisation

e  Ower-ride teachers day requests
When a time request entered in the master data for a teacher cannot be met, this function allows the
time request to be moved to another day.

e  Swap optimisation across classes
This function enables period swaps between different classes.

e  Preferred range
This function allows you to specify certain subjects or classes that should receive preferential treatment
during a swap optimisation run.

When a timetable is locked conditionally, the periods already scheduled will not be affected by the
placement optimisation process. The optimisation tool places only unscheduled periods. The
subsequent swap optimisation tool, however, may swap all the unlocked periods.

The swap optimisation tool uses optimisation strategy A (see the chapter ,Strategies” under
,LOptimisation®).

Assess the active time slot

This function assesses all the lesson periods of the week to determine their suitability for scheduling at
a specific time.

S
1. Open the file demo.gpn and the scheduling dialogue and activate lesson 30.

As you can see, there is no lesson scheduled for class 1b on Sat- 1. The aim of the exercise is to find
an already scheduled lesson that could be moved to Sat-1.

2. Place the cursor on Sat-1 and click on the %7 button in the tool bar of the scheduling dialogue.

The software now assesses all the periods of the week to determine their suitability for scheduling on
Sat-1. The assessment results are displayed in the lesson row. The lower the value, the more suitable

the period. The position for which a period is required is marked with the 7

(see example on the following page).

symbol in the lesson row

Monday, period 5 (Subject ,MU*, Teacher ,Callas®) is marked with the symbol 11! and is therefore
suitable for moving. The lower the value, the more suitable the period is for moving.
3. The period can be moved to Sat-1 via Drag&Drop.
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4417 Replacing teachers

Use this function in the scheduling dialogue to replace a lesson teacher with another.

=

1. Open the scheduling dialogue in the file Demo2.gpn and open a teacher timetable.
2. Activate lesson 6 (subject ,CH", teacher ,Callas®) in the scheduling dialogue.

You want another teacher to replace Callas on Sat-5.
3. Click on <Replace teacher(s)>.
A dialogue box will appear where you can make the desired changes.

The left half of the window displays the teacher(s) of the active lesson. The right half displays all the
teachers available (based on their own timetables) to take on ALL the periods of the active lesson. The
following additional details are provided to facilitate the decision-making process:

e Per/Wk: Number of periods per week taught by the teacher.
e UnSc: Number of those periods that remain to be scheduled
e  Subject: Teacher already teaches this subject

e Tea. qual.: Teacher is qualified to teach this subject

The example shows that both ,Gauss” and ,New* are qualified to take on the lesson.
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M Assign teacher @

[ Del. teacher ] [ Asgsign tea. ] [ Close ]
Lessons: 35
Possible teachers
Teacher |Subject Teacher |[PerWk (UnSc Subject Tea. Qual
[V Ander 127 0
Gauss 17 0
Curie 18 0
?-1 1 0
? 1] 0
Callas
Callas Maria
Cont - Contract Teacher
4, Click on teacher ,New" and check if the lesson would fit into the teacher’s timetable. Assign the
lesson to the teacher by clicking on <Assign tea>.
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4418 Display functions

The functions described below can be used to change the scheduling dialogue display.

4.4.18.1 Displaying all teachers of a class

Place the cursor in a class row to display the timetables of all teachers inwlved in this class. Teachers
not assigned to teach a class in this period are listed first, followed by uncoupled teachers.

Place the cursor in a teacher row to display the timetables of all classes in which the teacher is involved.

-
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4.4.18.2

4.4.18.3

4.418.4

4.4.18.5

4.4.18.6

4.418.7

Displaying all elements

Use this function to display all classes, teachers and rooms in your school in the timetable rows of the
scheduling dialogue. If you only want classes to be displayed, hold down the <Shift> key while calling
up this function.

Place the cursor in a teacher row if you want all the teachers to be listed first (under the active lesson).
In the same way, place the cursor on a room or class row if you want rooms or classes to be listed first.

a8
Displaying a second

This function displays not only the active lesson, but also the lesson on which you hawve placed the
cursor. The function also allows you to display additional information on the cursor-selected lesson.

&

Deleting rows

Use this function to delete all the rows in the timetable window below the cursor position. Please note
that the active lesson will still be displayed on the screen.

]

Displaying lesson colour codes

The colours defined for master data elements and individual lessons can be activated and deactivated via
the button <Show lesson colours>.

o)
Settings

Instead of markers (x,X & etc.), you can show the abbreviated names of the elements invlved in a
lesson by ticking the relevant box under <Settings>. The function also offers options for changing the
font size and the height and width of cells (see the chapter ,Flags®).

In addition, you can use the function to restrict the display to a specific range of periods (e.g. periods 1-
8) and to keep the window in the background.

Displaying arbitrary elements

To call up the timetable of any element or lesson, simply enter the name of the element or the lesson
number in any part of the timetable window and press <Tab> or <Enter>.

For example, enter the abbreviated name of Sports Hall 1, SH1, on the timetable. The software responds
by displaying the room availability.
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If you want to switch to another lesson but the availability of SH1 shall still be shown then you can lock
this line (like any other line) via the button <Do not hide rows>. The element is nhow marked with a "+" in
front of the name and it is displayed until you remowe it by clicking on the button <Hide selected rows>.

4419 Shortcut keys

Most of the scheduling dialogue functions can be activated via shortcut keys (i.e. without the use of the
mouse).

Use <Ctrl> -<Tab> to switch between individual windows within Untis.

When the scheduling dialogue is open, a purple rectangle highlights the active part of the scheduling
dialogue. In the example below, the active cell is marked with a red circle.
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Switch between the different parts of the window using <F6> or <Shift>-<F6>.

In the upper part of the scheduling dialogue, use <Alt> -<Left Arrow> and <Alt> -<Right Arrow> to move
from tab to tab. Within a tab, use the <Tab> key to move between individual elements.

In the middle part of the scheduling dialogue, use the cursor keys to control the cursor. In addition, the
following key combinations are available:
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<Ctrl> - <Right Arrow>: last period of the week
<Ctrl> - <Left Arrow>: first period of the week
<Alt> - <Home>: first period of the day

<Alt> - <End>: last period of the day

<Ctrl> - <Arrow Up>: first row
<Ctrl> - <Arrow Down>: last row
<Alt> - <Right Arrow>: next day
<Alt> - <Left Arrow>: previous day

The different scheduling dialogue functions can be called up via the following shortcut keys:

<Insert>: Schedule period

<Delete>: De-schedule period

<Ctrl> - <X>: Delete, activate lesson

<F7>: Lock period

<Ctrl> - <Enter>: New active lesson

<Ctrl> - <R>: Room dialogue

<Ctrl> - <Shift> - <Enter>: 2nd active lesson
<F8>: Alternative room

Swapping periods

In addition to the period swap function using Drag&Drop, the scheduling dialogue (and to a limited
extent, the scheduling timetable) offers additional functions for swapping already scheduled periods. Use
these functions when the timetable requires further improvements.

e  Suggested swaps
e Consecutive swaps
e Chained swaps

Swap suggestions

This function offers swap suggestions for a cursor-selected period on a class timetable. To this end,
Untis evaluates the timetable based on your weighting settings and informs you if the quality of the
timetable would be increased or decreased as the result of a swap.

Open this function by clicking on the <Suggested swaps> button in the scheduling dialogue.

1]
Any period swaps you make can be undone via the <Undo> button in the ,History“ tab.

1. Open the file demo.gpn, call up the scheduling dialogue and open a class and a teacher timetable.
2. Select the class timetable for the class 3a and click on Mon-5.

You want to move the Math lesson of class 3a (lesson 1) on Monday, period 5, to an earlier slot, if
possible.

As you can see in the scheduling dialogue, only Fri-5 and Sat-5 are available slots for moving.
Consequently, the move would decrease the quality of the timetable.
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3. Place the cursor on Mon-5 in the scheduling dialogue and click on <Suggested swaps>.
Untis now offers three different options (see example on the following page):

a) Display of all 2-way swaps (swaps involving 2 swap partners)
b) Display of all 3-way swaps (swaps involving 3 swap partners)
c) Display of all 2-way and 3-way swaps

Per default, the software displays 2-way and 3-way swaps.

The swap suggestion window now displays a list of all possible 2-way and 3-way swaps, sorted by
quality (best swap option first).

Swap suggestions highlighted in green denote options that would improve the timetable. Suggestions
shaded red denote a decrease in timetable quality.
4, Click on the first swap suggestion.

Red arrows mark the swap option on the timetable. In the example, they show that the Math lesson
would be moved to Mon-1, the History lesson to Sat-1 and the GEc lesson to Mon-5. The teacher
timetables show the corresponding period swap for the teachers inwolved in the lessons.

The swap positions in the timetable window of the scheduling dialogue are marked A, B and C.
5. Click on <Swap> to confirm the swap.
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In practice, you may want to mowve a lesson to a different slot on the timetable already occupied by
another lesson. This lesson would be displaced and would have to be mowved to yet another slot. The
same swap rules apply to the second lesson: either the software finds a suitable slot for the lesson on
the timetable or the lesson will displace yet another lesson. This chain of events will continue until a
suitable slot has been found for every lesson.

Untis supports this intuitive planning method with the functions ,,Consecutive swaps*“ and ,Chained
swaps”.

The main difference between the two swap functions is that consecutive swaps can be carried out using
Drag&Drop and also allow period swaps across classes.



Manual Timetabling 145

45.2

Consecutive swaps

Carry out consecutive swaps in either the scheduling dialogue or in the scheduling timetable using
Drag&Drop. This is similar to working with a peg board. You schedule a lesson by displacing another
lesson, activate the lesson you hawve displaced and schedule it in a different slot, activate the next
lesson you have displaced (if any) and schedule it in yet a different slot, etc.

1. Load the file demo.gpn and open the scheduling dialogue and a class timetable.

You want to mowe the PE lesson (no. 73) of class 1a on Fri-8 to a better (earlier) slot on the timetable.
2. Try dragging the lesson to a different position on the timetable.
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You will see that the only available slots are the lunch break on Tuesday and period 5 on Saturday.
Neither are ideal options.<br >3. Drag the lesson in the scheduling dialogue away from its slot on Fri-8
and simultaneously hold down the <Ctrl> key.

The software displays the symbol®on all slots where the lesson would be blocked by only a single
element. For instance, if both the class and the teacher of the lesson to be scheduled in this slot are
already inwolved in different lessons, two lessons would be displaced and the chain would be disrupted.
4. Drop the PE lesson (still holding down the <Ctrl> key) on Thu-5. This slot is blocked by lesson
2 (Callas, AR, 1b). You will not be asked if you want to create a conflict.
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The PE lesson will now be scheduled in this position and lesson 2, the lesson originally placed in this
slot, automatically becomes the active lesson. Drag this lesson to another position marked®and drop it,
thereby continuing the chain, or alternatively place the lesson on a suitable unoccupied slot.

Keep the <Ctrl> key pressed, otherwise the swap is interrupted and cannot be continued.
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5. A suitable slot for this lesson is Sat-1 where lesson 2 can be scheduled without causing a
conflict (as indicated by the 1! symbol). This completes the swap chain.
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A4 a4 a1 A1 1 a4 A I )

Rub [BFig :Call :Call
MU DE :AR :AR AR AR
b 4

Aris Cer F Rub Rub
ENENENENEN $oc oc
1k

1 1b

And
ksl ]
1b

The PE lesson has now been mowved from Fri-8 without requiring the de-scheduling of another lesson.

Slots marked with the symbol-when a period is dragged away denote positions where a period swap
is possible.

The symbol 1! signals that a period can be scheduled in this position without displacing another lesson.
The lower the value in the symbol, the better the position for scheduling the period.

Geo
CED -

Please note that consecutive swaps may be carried out across different classes. The only restriction is
that the swap path for the continuation of a chain must always be unique. Where there is a fork in the
path (e.g. both teacher and class are already scheduled elsewhere), the software will ask you how you
want to proceed (create a conflict, cancel etc.) and the chain must be restarted at that point.
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Chained swaps

The chained swaps function is accesible via the <Chained swaps> button in the scheduling dialogue.

1. Start the file demo.gpn and open the scheduling dialogue and a class timetable.

2. Activate lesson 38 and place the cursor in the row ,2a“ on Mon-1.

The aim of this exercise is to swap the cursor-defined lesson (lesson 38, Callas, MU, 2a) with a lesson

in a different slot.

3. Start the swap chain by clicking on <Start> on the ,Chained swaps* tab.
@ Undv38 Skemadialog @ 22 - Kiasse 22 (Hugo) Skemd(b. [ = | & &=
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Iurnr Larer,fag,lok KL |Tid |Skoleuge | Elev|Seriig tekst |Bind Lmletekstz‘

The lesson row now displays a series of number symbols in some of the cells in the time grid. These
represent possible swap positions. The lower the value, the better the position. Two exclamation marks
behind the number (e.g. 2! ) signify that a swap to this position would displace a lesson already
scheduled for this slot. An exclamation mark before and after the number (e.g. '1! ) indicates that a swap
would not cause a displacement of another period, completing the swap chain (see example on the
following page).

You want to mowe lesson 38 (Callas, 2a, MU) from Mon-1 to Tue-1. This means that one period of lesson
41 (Callas, 2a, AR) will be displaced.

4, Place the cursor on Tue-1 and click on <Swap>.

The original period of lesson 38 has now been moved to Tue-1. The change is also reflected on the
timetable. Lesson 41 with one displaced period automatically becomes the active lesson.
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W IPalias e ka3 72 %

Again, Untis marks suitable swap positions with numbers displayed in the lesson row.
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4.6

If you are dissatisfied with the swap results, you can undo individual steps of the process and even the
entire swap chain.

You want to schedule the displaced period of lesson 41 for Sat-1. The symbol 1! indicates that the swap
would not cause the displacement of another period (i.e. the swap chain would be completed).
5. Place the cursor on Sat-1 and click on <Swap>.

Lesson 41 (Callas, 2a, AR) displaced from Tue-1 has been mowved to Sat-1. The swap chain is now
complete.

Please note that function ,Chained swaps*“ only supports swaps that do not result in a significant
decrease in timetable quality (based on the weighting settings you have entered). This means that only
the swap partners identified in the lesson row can be used for swapping.

Ma | Ti To | Fr | Le
1 Dan | Dan
2 3 Eng | Bic | Dan

ki )
3 . Mat | Fys | Eng
4 Dan | Bio m Fys | Eng
5 | Eng | mat |*Kem. For | Wat
6 g
7
*|drD.

8

Scheduling half periods

The Untis programme can also be used to schedule half periods.
e Open the file Demo4.gpn.
e Activate lesson 39 (Callas, AR, 1a).

This lesson with 2.5 periods is scheduled for Monday, periods 1 to 3. The half period is scheduled for the
second half of period 1. The scheduling dialogue displays the marker (O for this half period.

Open the timetable of class 1b and activate Monday, periods 4 and 5. Here, the half period is scheduled
for the first half of the period. The scheduling dialogue displays the marker O) for this half period.

For two consecutive lessons of half a period each (such as on Friday, periods 3 / 4 for class 1b), the
scheduling dialogue displays the marker O)(.

When working with half periods, the following markers can appear in the scheduling dialogue for the
active lesson:

oo+

Half period in the first half of a period
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Half period in the second half of a period

8}
o Two consecutive half periods

4.6.1 Scheduling half periods in the timetable

1. Open the file Demo4.gpn.
2. De-schedule all periods via ,Scheduling | Delete the Timetable*.
3. Schedule the first unscheduled lesson of class 1a for Mon-1 via Drag&Drop from the lesson window.

When dropping the lesson on the timetable, a dialogue box appears asking you how you want to
schedule the half period — as an entire period or as a half period before or after the block (see example).

4, Schedule the half period before the block.
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NBHBF IOn To | Fr | La - 115 Hugo 1a,1b,2a,2b KTa 0-0
— 7 |mz3 2 Ander 1a sle K1a 11
1 [Eng | mat [Mue"| Mat | Bio 73 |m22 B1|3 arist (RO 1a.1b 42 Kia
2 | mus | Eng m| Rel | Eng 31 5 Arst  [Mat ] 1a Kia
- . I R ] 33 5 Arist  [Eng 1a K1a
3 Bio cor Mat | Eng Eria | Lo 5 Calas Mus  da Kia
| Na Mat | O Planlzg halv time == 2 Callas  For 1a Ki1a 1-1
I & Undervisning: 11 2 Nobel ] 1a Kia
| Ti | On | To IdrP. Tid Ot h2|s Rub  Dan  1a Kia
| 8 Mat - Mus 5 Hel time 2 Cer Bio 1a K1a
Eng Dan 21 1. Haly-time
({3 2 Halv—t\ma)
U-nr. | Leerer, fag, lok |Kl. |Tid | Skold Lok ] il
+3 H el . »
4 mn * E u-nr. = Klasse A

4.6.2 Scheduling in the scheduling dialogue

1. Open the file Demo4.gpn and de-schedule all periods (Ma ,Scheduling | Delete the Timetable*.

2. Select the unscheduled lesson 73 from the ,Unscheduled” tab.
3. Schedule the lesson for Wed-7 by double clicking or by clicking on the button & .
A dialogue window will appear where you can select which part of the period you want lesson 73 to

occupy (1st half period, 2nd half period, whole period).
4, Select the whole period.
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A whole period of the lesson will be scheduled. Now you need to schedule an additional half period.

5. Schedule the half period in period 8. You will be asked if you want the lesson to be scheduled in
the first or the second half of the period.
6. Select ,1st half period* and click on <OK>.

& Undvil Skemadialog
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The lesson with 1.5 periods will now take place on Wednesday, period 7 and the first half of period 8.

4.6.3 Manually scheduling half periods

Half periods can also be scheduled manually using the timetable, the scheduling timetable or the
scheduling dialogue.

1. Open the file Demo4.gpn

2. De-schedule all periods (via ,Scheduling | Delete the Timetable“ and change lesson 35 and 63 to half
periods.
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4.7

L-Mo. iCI,Te. |Per ETeacher Subject |Class(esj !Subject |IHnme Room

(358 |& (05 cCalas MU 1a Ria

63 |& (05 Cer Bl 1a Ria

3. Schedule lesson 35 via Drag&Drop on the timetable for the first half of Mon-1.

4, Schedule lesson 62 via a class clash for the same period Mon-1, but for the second half of the

period (see example).

The two lessons 35 and 63 with a half period each are now scheduled to take place on Monday, period
1, starting with lesson 35.

You can also schedule half periods in the scheduling dialogue (via class clashes). See the chapter
~Scheduling periods with clashes®.

@ 1a - Klasse 1a (Gauss) Skema (K. | = || B || &2 @ Klasse 1a (Gauss) / Klasse @ @ o B E3
HAfls|@gre@ F £ “HFEMRIRTLB TR-ORE & |7
U-nr. |¥ Kla,Lasr |Ejsk|UL |Arslek |Lssrer |Fag Klasse(r) Faglokale |Stamlokale |Dob
Ma | Ti ([On | To | Fr | Le 11 41 &[5 Hugo [E00 1a,1b,2a,2b K1a 0-0
1 Geo i |+ 23 25 Ander 1a Sla K1a 0-0
| | = 2= A mimi 1a,1b a2z K1a
2 [vsr Gem blok Bl et v Kia
Anderd3la 1a .
3 Gauzsfla 16 Undervisring: 7 Eng 1a K1a
Curie/Hfin 14,1 a1 - ba-l Mus  1a K1a
4 Anden lektion farhindrer skemalssgningsn For 1a K1a 1-1
Antal farstyrende Undervishinger: 1
5 Undy: 11 Geo Huga m- ia ia
Planlz=g halv time @ Kia
6 Undervizhing: 7 Kis
Tid: Ma-1
7 Gem med Klassekollision : ’ ;3_
8 [ Gem med Lazrerkallizion - ] thlrlne{
[ Gem med Lok alekallizion 2 e IR
U-nr. |Leerer, fag, lok KL Tid S t @ 2 Habetime )
hh Hugo, Geo, K1a 13, 1b, 23 2b Ma-11 1
— I Select all clashes ‘ [ ok ] I Afbrpd J
1 m s AFHA3
Gembik | | Afbiyd
Multi-Timegrid

If you are using different time grids, the display in the scheduling dialogue depends on the active lesson.
The time grid of the active lesson is also the active time grid. Periods of the active time grid that are
completely or partly blocked by periods of the other time grid are marked with the symbol O. This
applies for the scheduling timetable, too.

You can schedule lessons only in periods that are not blocked by periods of other time grids. Period
swaps can be applied only in one time grid.

In our example teacher Cer teaches on Monday in the third period in the green time grid and in the
second in the blue time grid. The precise length of time is displayed in the details window of the
scheduling dialogue.
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6.2
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User Tips

User tips

This chapter describes additional options and useful settings not covered under master data and
lessons. These should help you to take full advantage of Untis in working with your timetables.

Settings

Use the ,Settings“ menu to enter various other useful settings. The most important of these will be
introduced in the following section.
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6.2.1 Time Grid
The functions of the time grid are described in detail in the brochure "Getting Started".
6.2.2 Schooldata

Use the School Data window to enter details such as the start and end date of the school year, country,
region and type of school. The details entered in this window are required for a number of different
(statistical) processes and calculation methods.
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The Overview tab provides an oveniew of the number of classes, teachers, rooms and lessons at your
school.
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6.2.3
6.2.3.1

6.2.3.2

Miscellaneous Settings

The 'Auto-save' tab

The "Auto-save" tab

Use this tab to specify the time interval between automatic data saves and how many backup
generations you want the software to archive. The settings in the example show, for instance,
that Untis saves data every 30 minutes and creates four backup generations. The software
saves the data in the files Save1.gpn, Save2.gpn, Save3.gpn and Save4.gpn with the most
up-to-date data saved in the file Save1.gpn and the oldest data in the file Save4.gpn. We
recommend that you check the option "Save only when the data has been changed" to avoid
identical backup files.

Diverse indstillinger
E-Mail Perioder Au
Backup Filmapper Skema Tilpasse Beregnir
4 Antal backup-generationer (maks. 3)

30 Minutter imellsm backup
| Automatisk forespergsel Gem filen' kun hvis data er zendret
/| Fil abnes ved programstart

Start op med den aktuelle dato

Optimerede skema gemmes ogsa | Work filer

When the option Open with the last file used is active, Untis automatically opens the file last
edited when the programme starts up. Suppress this behaviour by pressing the <Shift> key
during start up.

The option Start with the current date allows you to specify if windows containing date
selection options should display the current date or the date when the file was last saved.

You can view the results of an optimisation run immediately in the optimisation dialogue. If
this data is to be made available after Untis terminates you should check the box "Also save
optimised plans in work files". This will save the results in so-called work files.

The 'Directories' tab

The 'Directories' tab

This tab allows you to specify various standard paths. We would recommend that you create
your own directories for your backup and work files (i.e. the files containing the different
timetables of your school saved during optimisation) and enter the paths on this tab.
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6.2.3.3 The 'Timetable' tab

Karteikarte ,,Stundenplan“

The settings on this tab are relevant for a number of different timetable functions.

Diverse indstillinger

E-Mail Perioder
Backup Filmapper Skema Tilpasse E

12 Skemaversion

Skemasammenligning
uden lokaler
Detalieret sammenligning ved koblinger

Sammenligning uden vinduesdeling
Vandret vinduesdeling

@) Lodret vinduesdeling
Datossynkronisering - for alle bne skemaer

Ved periodeskift sasttes abne skemaer til periodestart

/| Ativér Drag&Drop i skemaer

For instance, the timetable version number you can assign to each timetable version will be
included on all printouts (see the chapter Timetable construction ).

The different options for timetable comparisons are described in the chapter of the same
name.

The Synchronise dates option allows you to specify if a date change implemented on one
particular timetable should also apply to all other timetables open on the screen. This function
is particularly useful for use with the Multi-Week Timetable and the Multiple Term Timetable
modules.

The option "When switching terms, set the TT to the beginning of the term" is only active for
use with the Multiple Term Timetable module. The last option "Activate Drag&Drop in the
timetables" allows you to activate or deactivate the manual timetabling function.



156

6.2.3.4 The 'Internet' tab

6.2.4

6.3

6.3.1

The 'Internet’ tab

Untis enabls you to receive information about version updates. In addition to activating the
option "Internet query for programme update”, you must also specify how your computer
accesses the Internet - direct or via a proxy server.

Diverse indstillinger @
Backup Filmapper Skema Tipasse Beregning =f tjeneste Advarsler Html
E-Mail Perioder Autolrfo Intemet
Proxyserver
Direktforbindelse Test
@) Proxy fraSystemindstilinger
Praxy

Bruger
Adgangskode

| Automatically check the intemet for programme upda
HTTP authertication

Bruger

Adgangskode

ok || Abyd ][ He

Licence Data
The input of licence data is described in detail in the brochure "Getting Started".
Time Requests

Time requests are an important element of the Untis timetabling software. Time requests can be entered
for master data elements and for lessons. The button for this function can be found on the tool bar of the
master data or lesson window.

Time requests are graded from "-3" (completely blocked) to "+3" (core time, a period must be
scheduled).

There are two different categories of time requests — specified time requests and unspecified time
requests . Specified time requests refer to specific days and periods. Unspecified time requests, by

contrast, are requests where only the duration and the type of request (e.g. 1 day of "-3") are specified
and where the selection of the day or period is up to the software programme.

5]
Specified time requests

e Start Untis and load the file demo.gpn.
¢ Open the master data view for teachers ("Master Data | Teachers") and click on <Time Requests>.

¢ Switch to teacher New (Newton).
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The window on your screen should now resemble the figure on the left. The following time requests are
active:

Monday and Tuesday, periods 7 and 8: "-2". If possible, Newton should not have lessons scheduled in
these periods.

Wednesday, all day: "-3". This means that Wednesday is definitely blocked, i.e. teacher Newton is not
available to teach on Wednesdays.

Thursday (pm): ,+3“ Newton wants to teach periods 6 — 8, if possible.

Please note that time requests for entire days and half-days can be entered on the right-hand side of the
time grid (bottom part of window).

Assigning the time request ,+1“to days Thu - Sat, periods 1-3.
¢ Click on "+1"

¢ Highlight the area Thu - Sat, periods 1-3.

1 2| 3| 4 5 B 7| 8|Dage |Form. |Efterm

Mandag 2 2

Tirzdag 2 2

Orisciag | I s

Torsdag | +1 +1 +1 +3

Fredag +1 +1 o+
Lardag +1 +

You have entered the time request "+1" for Thu - Sat, periods 1-3 for teacher New.

Please note that the button for time request "+1" remains active until you deactivate the function by
clicking on it. This means that you can enter further "+1" time requests at this time by clicking on the
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6.3.2

relevant periods in the timegrid.

@ Tidsonsker / Lasrer-51 = 5

Bl qs | $8 9= esmmE | = .

Delete time requests for certain periods or blocks of periods by highlighting the cells and clicking on
<Delete>.

®
Unspecified time requests

e Switch to teacher Rub (Rubens) using the previous time request example.

Assumption : teacher Rub is a part-time teacher and therefore entitled to a free day per week. If
possible, the teacher would also like two additional free afternoons.

Enter the following data under unspecified time requests:

e Enter"1" in the row "-3" under ,Days*. This instructs the optimisation tool to schedule one free day
for teacher Rub.

e Enter "2" in the row "-2" under "p.m.". The optimisation tool attempts to schedule two additional free
afternoons for teacher Rub.

@ Tidsensker / Lazrer-51 E'@

e qas || =i @ P .

Rub : Faul Rubens

Ubestemt dagzanzke

Drizket vazgt Dage Form.  Efterm Haled.
s W 0 0 0
2 0 0 2 0
1 0 0 i} 0

Ubestemt spaering

0 Antal dage Fratil lektion

Enter time requests for half-days in the column "Halves". The optimisation tool decides whether to
schedule the half-day in the morning or the afternoon.

Note

Use unspecified time requests whenever possible to allow the optimisation tool as much flexibility as
possible.

Note

Specified and unspecified time requests are cumulative. If Tuesday is blocked with a time specified
time request and an unspecified time request is entered with a priority of "-3" to keep a full day free, two
complete days will be without periods - Tuesday plus an additional day.

In addition to the above, you can enter unspecified blocked periods for each element. The example



User Tips 159

shows a time request for teacher Gauss. He would like three free periods (specifically periods 2 - 4) on
three days of the week.

Tip
Time requests can be entered directly in the scheduling dialogue (see chapter "Scheduling dialogue” for
more details.

@ Tidsansker / Laerer-51 El@

@f @B aF | |98 | 45 @5 =5 | @ = .

Rub - Paul Rubens

Ubestemt dageanske
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0 1] 0 1]

Ubestemt spaering

Bl Antal dage B Fiati lektion

6.3.3 Copying time requests

You can copy the time requests of an element to the clipboard andpaste them in different elements. It is
also possible copy all the time requests of an element to any other in the time request window using the
<Serial Change> option.
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Udvidet ‘szt ind
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6.3.4 Deleting time requests

Ypu can also use the <Serial Change> option to delete all time requests. Remowe all time requests from
one element and then copy and paste these ettings to all other elements where you wish to delete time
requests.

6.3.5 Coretime

If you would like gp-Unti to schedule morning lessons first, enter a time request of "+3" for some of the
morning periods (usually the first 4) under classes. Use the <Change> function described above.

@ Tidsensker / Klasze-69 EI@
aBatas || 59 P .

1a = Klasse 1a [Gauss)

Ubeztemt dagsanzke

Bnsket vagt Dage  Fomn.  Efterm Haled.
a3 0 1] 1] a
2 1} 1] 1] 1}
4 0 1] 1] 1}
Ubestemt spaerring
0 Antal dage Fratil lektion
4 n 3

1 2 3 4/ 5 6| 7| 8]Dage |Fom.
Mandag | +3 +3 +3 +3
Tirzdag +3 43 +3 43
Onzdag | +3| +3 +3 +3
Torsdag | +3 +3 +3 +3
Fredag +3 43 +3 43
Lardag +3 43 +3 43
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6.3.6

6.4

The time request "+3" defines the so-called core time. The optimisation tool must schedule periods in
the defined core time range, if at allpossible. The Untis optimisation algorithm regards a core time
violation as a serious offence. Such violations are displayed in the optimisation window and as individual
diagnosis points. Please make sure that the number of core time periods entered for an element is
smaller than (or equal to) the number of periods defined for the element.

Colour codes

Use this function to customise the colour codes used to highlight the different time requests on the
timetable or in the scheduling dialogue individually.

/

Indstilling af farver 28

Grundfarver:

_ U e
_ U e § | |
NN .
HENEEENENN

EEEEEEEE |
Ol s -
i T E R =

!

Brugerdefinerede farver:
o o o f o
o o o f o

l Definer farver >> ]

Annuller

Lunch breaks

You can specify the exact times of a lunch break between morning and afternoon lessons for classes
and teachers using the time grid .

You have the following lunch break options:

e Specify a uniform lunch break for the entire school (e.g. 12:00 - 13:00).

In the time grid, enter 12:00 as the time when the last moming lesson should end and 13:00 as the time
the first afternoon lesson should start. The software will treat the time between 12:00 and 13:00 as a
lunch break (not as a period).

e Specify element-specific lunch break blocks (time request "- 3").

¢ Include the lunch break in the timetable construction.

This last lunch break scheduling option allows for a better use of subject rooms. The option enables you
to specify different lunch break durations for individual teachers and classes. Enter "1,2" in the box
Lunch break Min,Max to instruct the software to schedule either 1 or 2 lunch break periods for the

selected element.

Based on the weighting, the lunch break will be scheduled during the last morning periods and/or the
first afternoon periods.
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6.5

6.5.1

On a timetable with 5 morning periods and 4 afternoon periods, a two-period lunch break will be
scheduled either for

periods 4 and 5,

periods 5 and 6, or

periods 6 and 7.

Vary the time during which a lunch break can be scheduled by specifying the first and the last period
when a lunch break may be scheduled (on the ,Breaks* tab in the time grid ). The boundary between
morning and afternoon lessons must lie within the specified time interval (see figure below).

@ Ringetider El@

Alment | Pauser | Vikariat

47 Middagspause fom. -tom.

14 Max. antal klasser med samme middagspause
Indtastning:
* = | dobbeltlektion over pause

+ = Lokale i anneks kan nas i pausen

1/2 |23 |34 |4/5 B8 |BST | T/E
Begyndelze | 845 | 340 | 10:35) 11:3012:25 13:20) 14:15
St 50 | 10:45 11:40)12:35) 13:30 14:25
Mandag
Tirsdag
Onzdag
Torsdag
Fredag
Lerdag

ok | [ Mond | [ Awend | [ Hih

1] m s

If your school cafeteria has a limited capacity, use the same tab to enter the maximum number of
classes that can have a lunch break at the same time (figure on the left).

Violations against specified lunch break times are displayed in the diagnosis window.

Awid undesirable lunch breaks for teachers and classes by activating the code "(L) Lunch break = NTP"
(non-teaching period) for the selected element.

Couplings

The composition of couplings have a major effect on the quality of a timetable. Unfavourable couplings
can prevent the construction of a high-quality timetable. The following criteria are important for the
creation of couplings.

Teacher teams

Teacher teams are required, for instance, in PE lessons where a class is divided into a male and a
female group. Each group requires its own teacher, and both teachers must always be scheduled at the
same time. If the teacher of the girls' PE lesson has already been scheduled to teach this group at a
given time, the boys' PE teacher cannot be scheduled to teach a different subject or a different class at
this time..

As a general rule, it is desirable to keep the number of teacher teams as small as possible, and to
ensure that individual teachers are only part of a teacher team if absolutely necessary (see the example
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at the end of this chapter).

To help you organise your teacher teams, Untis provides a "Teacher team" list where you can view all
teacher teams at a glance.

Access the list via one of the two following options:

1. Click on <Print> or <Print Preview> in the "CCC Analysis" window, or

S

2. Select the relevant print list from the "Print selection" dialogue under "Master Data | Teachers" (only
available with the "Lesson Planning" module).

=
Method 1 provides direct access to the list of teacher teams.

Using method 2, you first need to open the "Print selection" dialogue by clicking on <Print> or <Print
Preview> in an active master data window for teachers. You can then change other settings in this
window.

Click on the selection window "Type of list" to obtain a list of all print lists available in connection with

teacher master data. Select the list "Teacher teams" (the <Selection> button normally used to select
individual teachers is irrelevant for the "Type of list" function and is therefore greyed out).

Udskriftsrenu @
Legrer 1410
- Detalier
Udwalg -
Layout
Side opsestning
Listeform Overskrift
D atafel V]
Dagsonske
Lzerer kompetence
Laererteam
terarbejde I} — Today
M &nedsafreaning
Timeanske
Ubestent dagsenske — —
Weardikomekbur Afbrpd Hizlp

The following figure shows an example of such a list.
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Untis 2011 Skema 2011/2012 Frey Software, 2680 2620 13-07-2010
12 Galder fra: 10. oktober Til Demo- Og Kursusbrug 1535
@.aererteam
Ma Ti Cn To Fr Lo
Bdategnelse || 1[2[3[4)5|6|7]8] 1)2|3]|4|5[6|7(8] 1]2|3[4|5]|6(7|8][ 1]2|3|4|5[6{7|8| 1|2[3|4|5]6]7|8[ 1[2|3|4]|5
Calas -
313)3[3|3]3/3|3
Galss
Andgr -
212[2)2)12|12)12]2
Rub
Hugo o [ N S o e Y ++|+
313 3313[3)3)3]3(3 3133
N obel ||| - - |- | # [+ |+ # - -
2|2|212)2]12[2]2 31313] 2[2]2)12]2]2|2{2] 2|2|2|12(2

6.1/ Ke at, Eng, Dan,

erteam
Ma Ti On To Fr La
Bete Ise 1|2[3]4|5]6|7(8] 1|2[2|4(s|8|7|8] 1|2|3|4|5]6|7 8| 1]2|3]4|5]6]7|8| 1]2]3]4|5]6]7[8| 1 |2]3]4|5
And -
2[2[2/2(2|2]2]2 R
Gau (3]
[Py
Cu |- -
3313313
sm Han,
@.aererteam
Ma Ti On To Fr La
Betegnelse || 1[2[3[4)5|6]7]8] 1)2|3]|4|5[6|7|8] 1]2|3[4|5]|6(7|8][ 1]2|3|4|3[6{7|8| 1)2[3|4|5|6]7|8[ 1[2|3|4]|5
Arist o|E oe - o|E o|E 2
12 1[2 1)2 1)2 12 1
RUb
7323/ IdrP, IdrD,
75:3/1drD, 1drP,
76: 3/ 1drP, 1drD,
www.untis.dk
The printout shows:
1 The total number of different teams. The general rule is: the fewer, the better.
2 The lessons (including details) in which a team is inwlved. The general rule is: the more, the
better.
3 The time requests entered for the individual teachers in the team. If a number of different time

requests need to be taken into consideration, the timetable quality will deteriorate as a result since a
teacher team can only be scheduled when all the teachers of the team are available.
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6.5.2

In the example abowe, the PE teachers Rub ("Rubens") and Arist ("Aristotle") form teacher team no. 1.In
der vorherigen Abbildung bilden die Lehrer Rub (,Rubens*) und Arist (,Aristoteles“) das Lehrerteam mit
der Nummer 1, das Sport unterrichtet.

Let us assume that you have another teacher team (e.g. team no. 4 comprising teachers Rubens and
Hugo) scheduled to teach Design. Each time, team 4 is scheduled, team 1 would be blocked since
teacher Rubens belongs to both of them.

You need to decide if teacher team 4 is necessary at all (since there already is a teacher team for
Design, i.e. team 2). You could also find out if Ruben’s team colleague Arist is qualified to teach Design,
as well. If so, the Design lesson could also be taught by team 1. In any case, one teacher team would
be eliminated, lending a greater flexibility to the optimisation tool.

As mentioned earlier, the CCC analysis is a perfect tool for identifying such problematic compositions
(see the chapter ,CCC analysis®).

Time requests and teacher teams

Time requests are another problematic issue when dealing with teacher teams. In an ideal case, the
individual time requests and especially the blocked periods for teachers in a teacher team should
overlap as much as possible.

The following figure shows a single teacher team. Please note the blocked periods (time requests "-3").

1 Leererteam

Ma Ti on To Fr La
Betegnelse | 1)2|3|14|5(6|7|8] 1|12(3[4|5|6|7|8| 1)|2|3|4|5(B(7 (B[ 1[2[3|4|5|6(7|8| 1|2|3|4|5|6|7 (8| 1]|2[3|4|5
Callas --FFFIFFFIFIF
313133133133
Gauss
Ander
2212(2|12|2[2)2
Rub
Hugo --f-1-f~1-1-1-[-l- +|+ |+
313 33[3)3]3(3|3[3 333
M obel +| [+ [# |+ H[+]|+ - - |- [+ | - -
2(212[2)12(2)12(2 1313 212212212212 2]2(2)12(2
71

B2 1/ Kem. Mat, Eng, Dan,

Let us assume that this teacher team is scheduled for a lesson with three single periods per week. Two
of the three periods can be scheduled on Thursday and Friday, but the third period can only be
scheduled by violating the blocked period ( time request "-3") of a teacher (something Untis will never
do) or by violating the condition that the subject should take place no more than once a day (depending
on your weighting settings , Untis may violate this rule; please see the chapter "Weighting").

Class couplings

The abowe rule for teacher teams also applies to class couplings, i.e. lesson couplings across classes
should, if possible, always involve the same classes.
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6.6

Obergruppe A Obergruppe B
Gruppe 1 Gruppe 2 Gruppe 3 Gruppe 4
1a 1b 1c 1d 1e 1f 19 1h

In the example abowe, class 1a in a two-class coupling should only be coupled with class 1b; in a four-

class coupling only with classes 1b, 1c and 1d.

Type-separated class components
For organisational reasons, one class sometimes consists of two type-separated class components.

For example, class 5a could consist of a Modern Languages and a Classics component. While the
former component has an Italian lesson scheduled, the latter component could have a Greek lesson. In

this case, proceed as follows:

e Define two classes - 5aC for the Classics component and 5aM for the Modern Languages

component.

@ Klasser / Klasse
5aH -EH| R TRE

VM (===
=S| T

Beteg| Hele navnet

1a Klasse 1a (Gauss)

1k Klasse 1b (Newton)

2a Klasse 2a (Hugo)

2b Klasse 2b (Andersen)
3a Klasse 3a (Aristoteles)
3b Klasse 3b (Callas)

4a Klasse 4a (Nobely

4b Klasse 4b (Rubens)
SaS |Klasse Sa (Sproglig linje)

Lokale |Basisklasse

Kia
Kib
KZa
KZb
K3a
K3b
Ps1
Ps2

» q Klasse 5a (Humanistisk linje)

E] Klasse*

e Enter the name 5a in the "Master class" field under master data of both classes.

e Couple the two class components for all lessons attended by the students of both groups.

@ Klasse 5a (Humanistisk linje) / Klasse HP (===
saH "EREMRETLE FR-0RE
U-nr. |+ KlaLeer Ejsk|UL |Arslek Lesrer |Fag Klasse(r) Faglokale | Stamiokale
% | B, 5[5 Dante_ |NSIGNEN SaH Ksa
a7 2,1 %5 5 Gauss | Mat SaH,5a5 K5a
98 2,1 %5 5 Goethe Dan SaH,5a5 K5a
99 2,1 %2 2z Calas Mus SaH,5as KSa
< m v
[~] Uunr. [96 |5 Klasse -
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6.7

@ Klasse 5a (Sproglig linje) / Klasse CIDRE=RECR ==
|| P - =N »
s - BENKRATLABEROEEAl?
U-nr. |+ Kla,Lzer |Ejsk|UL |Arslek |Lzerer | Fag Klasse(r) Faglokale | Stamlokale
100 5|5 Plato Old Sas KSa
57 21 @ 5(5 Gauss |[Mat SaH,5as KSa
58 2,1 @) 5(5 Goethe Dan SaH,5as KSa
99 2,1 @)2 2 Callas  Mus 5aH,5as K5a
] I 8
=] v 100 |5 Klasse -

e The timetable of both class components can then be combined in a single view. In the example
below, the combined class name 5aCM is used for all lessons attended by students of both class
components (see the chapter ,Timetable construction®).

Note
You can deactivate this behaviour for individual timetable formats by checking the box "Display main
classes separately” in the "Layout 2" tab under <Timetable settings>

Untis 2011 Skema 2011/2012 Frey Software, 2680 2620 14-07-2010 10-46
12 Geelder fra: 10. oktober Til Demo- Og Kursusbrug  Klal

S5a Klasse 5a (
Ma

ol~No| ;| bsw =

wnw_untis dk

Class groups

By default setting, the Untis standard software package optimises school timetables for schools based
on class structure, i.e. where each student is assigned to one particular class and the lessons
scheduled for the student are determined completely by his or her class.

Another type of system inwolves free course choice where students can choose elective subjects (within
certain legal limits) and classes and year groups no longer exist. This type of school system allows
students to choose his or her own courses which means it is no longer the class that is the focal point
of the timetabling efforts, but the student. This timetabling situation can be managed with the aid of the
Untis Course Scheduling module.

Some school systems, such as some German Realschulen, Austrian teacher training colleges and
British secondary schools, use a combination of the two extremes described abowe. In these schools,
some lessons are attended by the entire class ( core lessons, main subjects ) while others represent
so-called differentiation subjects ( intensive lessons, minor subjects, options ) that are attended by a
fixed group of students from different classes. Each student’s lessons are therefore determined by the
student’s choice of main and minor subjects. The following section describes how to deal with this
timetabling situation using class groups.

The following example demonstrates the general principles of class groups.

Class C1 consists of 20 students subdivided into two groups of 10 students each. One group consists of
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6.7.1

students with an interest in modern languages, the other of the students with an interest in science. All
20 students attend the same lessons for English, PE, History and Geography. However, while one group
attends German, French and ltalian lessons, the other group has Physics, Chemistry and Maths,
instead.

This means that German can be scheduled at the same time as Chemistry or Maths since Modern
Languages students do not attend Science classes. On the other hand, German, Chemistry and Maths
must not be scheduled at the same time as English or PE since these are core subjects attended by all
the students of the class.

You can use Untis to solve this problem as follows:

Defining core lessons and options

Under "Master Data | Classes", define a core class C7 and two differentiation groups C7_M (Modern
Languages) and C7_S (Sciences).

@ Klasser / Klasser / Skema D] ol =] =]
Ki_N "HEERET 2 2
Betegr| Hele navnet Klassegr.

Kerneklasse 1
K1_S |Differentieringsgruppe Sprog 2

Klasser / Skema* |L|
@ Kerneklasse / Klasse W] =i ===
KL ~HBE TR ETLS | FR-
U-nr. + Kla,Lasr Ejsk| UL Arslek | Lzerer |Fag Klasse(ry
1 s L1 Dansk Kl
2 -0 L1 idreet K1
3 B33 L1 Historie K1
4 La%1E] L1 Geografi K1
E] U-nr. T Klasser -

Lessons of core class C1 involves all of the students of the class while lessons of differentiation groups
involve only the students belonging to the particular group.

@ Differentieringsgruppe Naturvidenskab / Kla[{4:[}] ['= |[= /[

=i . »
SR 1 c: R ET2L FTR-7

U-nr [FKaler |Esk[UL  |Arsiek |Leerer |Fag Kiasse(r)

5 5 L3 taliensk K1_N

& Bsls 13 Fransk  KI_N

7 Bsls L3 Engelsk  KI_N

E] u-nr. C Klasse* -
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® Differentieringsgruppe Sprog / Klasse m E EI@
ns B PENR|IRCLS S

U-nr. |+/Klaleer |Ejsk|UL Arslek |Larer |Fag Klasse(r)

8 = s L2 Fysk  K1_S

] 855 L2 Matematil K1_5

10 B\sis L2 Kem  K1_S

E u-nr. : Klasse* -

Under "Master Data | Classes", enter the information that the class groups C1_M and C1_S consist of
stud8ents from core class C1 using the Class group code ( CG code): "1" meaning that the class is a
core class, numbers greater than 1 (2 - 9) refer to the different class groups.

@ Klasser / Klasser / Skema D] ol =] =]
Ki_N - @A TRET =2
Betegr| Hele navnet Klassegr.

Kerneklasse 1
K1_S |Differentieringsgruppe Sprog 2

Klasser / Skema* |L|

Please note that the same class group code must be entered for both class groups C1_M and C1_S.
Use higher code numbers only when the students in your school can choose more than one elective
course group.

Entering the correct codes instructs the Untis to schedule lessons for class groups C1_M and C1_S
only when class C1 (i.e. the core class) is not scheduled to have lessons.

6.7.2 lllustrating the principle

The examples on the left and below and the following explanations demonstrate the situation in a
German Realschule (in North Rhine-Westphalia):
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@ Klasser / Klasser / Skema DR == ="
o | EERRT[2E
Betegr| Hele navnet Klassegr.
»[0en [EC 1
088 1
| |oac 1
| |os0 1
| |osfs |ursus afs 2
B 08nb | Kursus &nb 2z
B 08sw | Kursus &sw Zz
B 03tc | Kursus &tc Zz
| |oati | Kursus ati 2
| |ooa 1
| oo 1
| |osc 1
| |osfs |Kursus ofs 2
] 08nb | Kursus Snb 2
] 089sw | Kursus Bsw 2
] 05tc | Kursus 9tc 2
] 09t Kursus 9t 2
S 1
| |08 1
| |10c 1
100 1
LS 1
| |10fs | Kursus 10fs 2
|| 10nb | Kursus1onb 2
B 10sw | Kursus 10sw 2
| |10tc | Kursus 10t 2
| |10t |Kursus 10ti 2
x|
E] Klasser / Skema* t]g
& 9A/ Klasse W] (==
o -HEBEECRIRATLS/ IR Q= A [ LlBe
U-nr. [#Klaleer [Ejsk|UL  [Arslek |Leerer |Fag Kiasse(r) | Fagiokale | | Dobbettiet
1 an 120 Dansk LosA
2 Tyl L7 Engelsk  [BSATTT LogA
3 B4le 2] Matematik  09A L09A
4 B3|z L14  Historie Lo9A
5 822 L7 Politik L0SA
6 3,4 B2z L19  Religion LogA
7 2,4 22 L1 idreet D_LO1  LDSA 1-1
8 84 B2z L1 Higmkundskat K@K_LO1 1-1
9 285 T2 120 Journalistik SKR_LO1 i
] L1s Journalistik SKR_LO1
9 L7 Journalistik SKR_LO1
g L17  Journalistik SKR_LO2
8 L1z Journalistik -Eﬁ;!ﬁl
)
E:a u-nr. E: Klasse* v |

Take a look at year 9. Each student of this year is assigned to one of the core classes 09A, 09B or 09C
and attends undifferentiated core class lessons. Each class is therefore marked with the class group
code "1".

The classes 09fs — 09ti highlighted in light green (full name "Course" in the abowe figure) are the
differentiation groups (fs: French, ti: IT). Each student of core classes 09A - 09C can choose one of the
elective subject groups 09fs — 09ti. Each class group is marked with the class group code "2".

Please note when using class groups that the order in which classes are listed under "Master Data |
Classes" is not arbitrary . Core and differentiation classes of any one year must be listed in sequence,
i.e. one below the other. A class group coded with a class group code smaller than that of the class
listed immediately above denotes the beginning of a new, totally separate class sequence with
completely different details (see the example abowe, e.g. between 08ti and 09A, or between 09ti and
10A.
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6.7.3

Lessons of classes coded with a class group code are marked as such in the scheduling dialogue. See
the example below.

@ Undvss Skemadialog DNE=REoR X
& | 3 BRASGSY A (@O HR Ei Al K.
Undatiening = o A
% [ E skemalax
R Information | Histork | Eyitekaede —

WA EiS | Tid KL [Ler. |F: E
sz ||IABIES Tid (KL [Ler [Fag | ; =
01-07-2011 »

Folik.

MukiDrag o
Mandag 1 |Tirsdag 1 |Onsdag 1
1/2/3|4|5/6 |7 89 011|234 |5/6 /7 |8(9 01|23 4|56 7|89 ]|0

Undv | 5 +

K. [osa [EEENx Ellx X X X x © | S

Leer. LT x [x o x X

Lok. LOSA X x |x |x X X X x O X X x x

< 0 3

The symbol '=1=' on Tuesday, period 6, in the row of class 09A means that a class with the same class
group code 1" is scheduled at the same time. (For this reason, a lesson should be scheduled for class
09A in this period, if possible).

Tuesday, period 1, contains the symbol -2-'. This means that a lesson has already been scheduled for a
class with the class group code 2' and that it is not possible to schedule a lesson for class 09A at this
time without creating a clash .

Please also note that the additional class row for 09ti, which has a different class group code from that
of class 09A, shows the complementary entries to class 09A: Mon-1 to Mon-6 are coded '-1-' for 09ti
(scheduling not possible due to code '1"). Tue-1 to Tue-3, scheduled for 09ti, are coded -2-' for 09A
(scheduling not possible due to code 2").

& 094 -9A Skema (KIa20) =nE=m ==

3 slgee e PEE.

05 L Tikinterva Skemasammenigning -
0 Ugelektioner B Dk

01 Ejskemalagte lekt. 3¢ n7. om0 - g-07-2011 Kun asndrede skemaer -

Onsdag Torsdag Fredag -
afof1of[1]2]a4 6|7 8|1 [2]3]4 6789

08tc

08ti

09A Matemati[Hist Polt| Idrzst Hjemkun | Journall

098 drast Hjemkun | Journall

09C Hjemkun | Journall

09fs i
09nb

09sw

08tc

09ti

10A Hjemkun | Journali.

10B Hjemkun | Journali.

10C Hiemkun | Journall. -
4 n, »

Display and printing

The timetables of core and differentiation classes can be displayed neatly and clearly using overview
timetable format 20.

Print the core and differentiation lessons of a class on a single timetable by accessing the master data
field Master class .

Please note that Untis version 2006 and later allow you to assign several different master classes to a
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class. The following example demonstrates the advantages of that option.

#' Klazser / Klasser / Skema
Joa HBEMNRAT 2= (0RB/JB-0d.
Betegr| Hele navnet Stamskole |Hovedfag/dag |Fortieb H-fag | Klassegr. |Basisklasse N
YED LO9A 1 31
03B L0SE 4 31 sb
| | oec LosC 4 31 ¢
| |oofs | Kursus 9fs LO9A 2 ga, ob, G¢ H
| |oenb |Kursus enb 2 ga, b, Bc
|| 0osw | Kursus 9sw L0SE 2 ga, ob, Sc
| loote | Kursus ote 2 ga, ob, G¢
| |osti |Kursus sti 2 ga, b, Bc
| T1na 1 -
E Klasser / Skema* - |

277The differentiation lessons of class groups 09fs, 09nb, 09sw, 09tc and 09ti are elective lessons for all
students of core classes 09A, 09B and 09C. The three master class designations allow you to print
complete timetables of all core classes including differentiation groups quickly and easily.

Oc oC

Fr

09%sCH L11 R C
09n BI L13 R_BI
09s 3w L0S RO9E
09tc CH L40 ROSE
09k IF L14 R_IF

09Fs F L44 RO9A
09n CH L38 R_C

09 BI LO1 R_BI
09k TC L48 R_TC

09t BI L18 R_BI

L34 RO%
0% TC L49 R_TC
oSt IF L14 R_F
0%n PH LO6 R_PH
09s H L2 R_C
090 BI L13 R_BI
09s S LOS ROSE
09f F L4944 RO%A
09 TC 149 R_TC
oski IF Li4 R_F
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6.8

6.8.1

6.8.2

Locking

Before optimisation can run it is often necessary to lock certain periods, lessons or even master data
elements in order to prevent the algorithm from making changes at the point in question.

Locking periods

When one or more periods have been manually set for a lesson they can be individually locked in the
timetable by clicking on <Lock period>. This ensures that these periods will not be mowved during
optimisation. Locked periods are marked with an asterisk (*) in the timetable period window and in the
period details window (see figure).

Deactivate the marking in the timetable period window by unchecking the "Label locked periods with a *
mark" on the "Layout 2" tab under <Tiemtable Settings>.

@ 1a - Klasse 1a (Gauss) Skema (.. = | =]
cAE ¥ gdaé @ BT

W8 Tidcinterual -
1a j Undervisning lases (F7) |
20 Ugelektiorer I
0 Ej skemaladie Ikt 49.09.0m1 - 30-085-2012
Klazzelr]

“ 111 »

W~ o |

U-nr. |Laerer, fag, lok (Kl |Tid |Skoleuge | Elet
33* |Arist Eng,K1a 1a 1-41 2¢
+3

Locking lessons

If all elements of a lesson are to be locked, activate "Lock (X)" for the lesson in question. A locked
lesson will also be marked with an asterisk (*) in the timetable. Please note that you cannot remowe this
lock by clicking on the <Lock period> button.
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e 1a - Klasse 1a (Gauss) Skema (. [ = || B || 22 @ Klasse 1a (Gauss) / Klasse DIDNE=N R ==
ol N Zre B BFEET) 1 CEHBEMB ETLE FR-ORE | 8 L JE-88 .
1a =) - TEERE] « | lu-nr. #KaLer [Eisk|Las (X) UL  Arslek |Lerer |Fag  Klasse(r) |Fagiokale |Stamiokale |Dobbetiek. | Blok
30 Ugslekfioner IE‘ 1 41 H = Hugo 15,1D,25,2D Kia
0 Ejskemalagte lekt.  19.09.2011 - 30.06-2012 T 23 a : Ander 1a Sla Kia 1-1
e — 73 @22 o s arist B0 13,10 1d2 K1a
B s arist  [Wat 1a Kia
all A, S Arist  |Eng | 1a Kia
2 Callas  Mus  1a Kia
Ma =i Calas For  1a Kia 1
. 2 Nobel |REI] 1a K1a
([ 5 Rub  Dan  1a Kia
2 | Eng 2 Ccer Bio 1a Kia
3 m Mat
4
Dan
5
6
7 [« Dan
U-nr. | Laerer, fag, lok KI. |Tid |Skoleuge | E
35* Callas, Mus, K1a 1a 1-41
4| m 2 E] u-nr. : Klasse* -
Note

If you lock a lesson for which all periods have not yet been scheduled, the missing periods will be set
at the beginning of optimsation but they cannot then be moved (switched) subsequently by the
algorithm. This results in significantly worse optimisation . For this reason, please only use this
mark for lessons that have been fully scheduled.

6.8.3 Locking master data

You can also lock certain master data elements if, for example, the limited number of periods of a part-
time teacher are to be entered and locked manually. In this case, use t he "Lock. (X)" field that is
available in all amster data views. Again, it is not possible to remowve the lock from periods locked in this
way using the <Lock period> button.

@ Klasser / Klasse
@ Lazrere / Laerer @ ol 1a S E [ g 5T
@ Lokale / Lokale = Rel ['\t:_ =
Fys = Mew A - Beted| Lds (X) JHele navnet 1
A: BetegnylLas (X) Betegil as (X) | »[1a [T JKiasse 1a (Causs) L
BeteglLds (X) ‘ﬁ » ﬁ T E » [rel O 1 [C]  JKiasse 10 (Newton) t
ld1 [ New 0O Kem [El 2a [F]  JKiasse 2a (Hugo) t
12 ] frew a K Dan ] b [F]  JKiasse 2b (Andersen) t
» O F e B K Eng ] 3a [T  [Kiasse 3a (Aristoteles) t
se [ O ~~1e =] C 3 || [ Jasse 3o (calas) '
Han || [ as| @ Bl B 4a || ] |essse 2a (oben i
Kek [l Nobel & Wat L 4b [ |Kiasse 4b (Rubens) I
Kia [l Rub o R m I Sas [ kiasse 5a (Sproglig inje)
Kib ] Cer ok Bio [El saH [F]  JKiasse Sa (Humanistisk linje)
— [l Curie B E Fys 0 d A ] )
— D Dante |:| MI.JS D i
(=T E coethel [0 [ E:: E E] Ament | Kasse I Skema I Vzerdier
K3b
Ps1 [l * Plate \ S J £ O & Undervisningsgr... [ = || B |[=£5]
i B — 2 || S = ueEa - 3| @ E | =
KSa 0 E] Lrer Dra [l = | & = LT 5
* \ =) Erer ldrD 0 Betegnelse
~ ap | [ »[uGEA
TAL 0 UGEB Ekemauge B
Oid 0 * B
«\o
E] \/ E] Gruppe* -
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6.8.4

6.9

6.9.1

6.9.1.1

Locked lessons window

As explained in the preceding chapters, locks can be entered in different ways in Untis. You can obtain
a summary of all lessons locked in the school data by opening the "Lessons | Locked Lessons" window.
The list of rows contains all the lessons which are curretnly locked from being moved. This columns
indicate the window or the master data element where the lock was performed. You can use the the
<Delete> button to remowe individual locks.

@ Liste undervisninger (E=1 Ech (5
A &

21% &f undervisningen er |3st

Ui |Lesrer |Fag | Klasselr] | Last undervisning
B 33 |Ant  Eng Ta

35 |Callas Muz 1a v

46 |Mobel Rel 1a Mobel

i Ander Sle lalb Hén
47  |Mobel Rel b Mobel

70 |Cuie H3n 1b Hin
43 |Mobel Rel 2a Mobel

5 Callas Kem 2azb3a e Mobel

43  |Mobel Rel 2b Hobel

72 |Cuie Hin 2b Han
81 |Cuie Hin 2h2a Hén
3 Gauss 1T 3a Hén
50 |Mobel Rel 3a Mobel

4 Gauss IT  3b Hén
51 |Mobel Rel 3b Mobel

71 |Cuie H3n 3b Hén
52 |Mobel Rel 4a Mobel

B0 |Ander Slo  4a Hin

| Last klssse | ast lssrer | L&st lokale| Last stamioale| Last fag| L&st lektion
v

Room logic

The following chapter is dewoted to the treatment of rooms. Special attention will be placed on the
difference between (subject) rooms and home rooms and how and why the Untis assigns a particular
room to a lesson druing optimisation.

Alternative rooms

Since rooms are usually a scarce resource when it comes to timetable construction, Untis provides the
additional option of assigning an alternative room.

Alternative room ring

Since each alternative room can hawe its own alternative room, you can create entire alternative room
rings by entering the original home room as the alternative room of the last alternative room in the chain.
The example below shows such an alternative room ring.

@ Lokale / Lokale P (=) ==
wn - @ETREP 2] 2
Betec| Lds (X) |Hele navnet Reservelokale | =
Kia Klasselokale 1a Kib
K1b Klasselokale 10 K2a
K2a Klasselokale 2a K2b -
K2b Klasselokale 2b K3a
K3a Klasselokale 3a K3b -
|L‘ Lokale* -
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K3a K1b

K2b

‘ K2a

Untis can allocate either one of the five rooms, depending on which would improve the optimisation
results most. Both the optimisation and the room optimisation tools take into consideration the order in
which the rooms are entered — an important criteria in the following two scenarios.

You can either recreate "geographic" aspects of your school by ensuring that the alternative room order
reflects the relative locations of the rooms in the school. This would save teachers and students from
wasting precious time when moving from room to room. In an alternative room ring, neighbouring rooms
should therefore be listed in sequence.

Another option is to use alternative room rings and chains to place the function of the rooms in context.
When a room capacity has been defined for individual rooms under master data, you can list alternative
rooms with approximately the same capacity in sequence (in an alternative room ring). Another aspect
that could influence the order of rooms in alternative room rings is the equipment provided in the
individual rooms.

Classes without a designated room

If your school has classes without designated rooms, you can use pseudo rooms by assigning a
fictitious room to a class. You can then block this room by entering the time request "-3" for every period
of the week.

@ Tidsensker / Lokale-73 =0=R =<

@Bl as | P | e sm P =, .

Ps1 = Pseudolokale 1 [4a)

4 T b

1 2| 3 4/ &5 & 7 &

handao | NES NE ES SS S SES

Lordag S NESI ES S S

Enter a room from the classroom ring as an alternative room for your pseudo room. Untis will now select
a suitable classroom for the class (see example).
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@ Lokale / Lokale ===
Kia "HBEOIRET || T
Beteg|Lds (X} |Hele navnet Reszervelokale | =
[ 3 |K1a |:| Klasselokale 1a
Kb [ Kiasselokale 1b K2a
K2a |:| Klasselokale 2a K2b —
Kb | [[]  Klasselokale 2b K3a L
K3a |:| Klasselokale 3a K1a
P=1 |:| Pseudolokale 1 (4a) Kla B
P=2 |:| Pseudolokale 2 (4b) KZ2a -
E] Lokale*® -

Ps1

Kia

K3a K1b

K2b K2a

Ps2

Including pseudo rooms in an alternative room ring
6.9.2 Room allocation

Untis provides three different methods of allocating rooms:

1. Manual room allocation in the scheduling dialogue, on the scheduling timetable or on the timetable
(see the chapter "Manual timetabling")

2. Automated room allocation during optimisation
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6.9.3

3. Optimised room allocation during room optimisation

The automated room allocation function during optimisation attempts to optimise timetables not just from
the class or teacher perspective, but also from the room perspective.

Untis may even schedule a lesson for a period where a suitable room is unavailable. The lesson is then
displayed in the diagnosis window under "Subject room missing".

To suppress this behaviour, set the room weighting of the specialist subject room to "4" (under master
data) and the slider for "Optimisation of room allocation" in the weighting dialogue ("Scheduling |
Weighting") on the "Rooms" tab to position 4 or 5 ("very important" or "extremely important"). Periods for
which the optimisation tool is unable to find a suitable room will then remain unscheduled.

@ Lokale Livigtigt Elcstremt vigtigt
1d1 0 Optimenngjef lokaletildeling i forhold til lokalevasgt, tidsenker
Betec| Lds (X) |Hele navnet Reservelokale || Lokalevaegt
b [id1 Idrzetssal 1 d2 -4
2 dratssal 2 1 4
Fys Fysiklokale 3
Sle Slajd=al 3
Hén 7 4
Kak Skolekakken 4
Kia Klasselokale 1a Kib el
K1b Klasselokale 10 KZa s
KZa Klasselokale 2a K2b s
KZb Klasselokale 2b K3a s
K3a Klasselokale 3a Kia s
Ps1 Pseudolokale 1 (4a) Kila 2
P=2 Pzeudolokale 2 (4b) K2a 2
KSa Klasse Sa s
*
|L| Lokale* -

The room situation can be re-optimsed without altering the class or teacher timetables (see section after
next). This is useful when manual changes have been made to the cheduling of rooms and these
changges are to be taken into account in other areas.

Room capacity

When room sizes and/or class sizes at your school differ widely, set the optimisation and the room
optimisation tools to consider the capacity of individual rooms in order to prevent situations where a
small class occupies a room suitable for twice the number of students or a large class is crammed into
a small room designed for a much smaller number of students.

To ensure the proper functioning of the room capacity function, enter the following details (see also the
chapters "Master Data" and "Lesson"):

Under "Master Data | Rooms"

e  Capacity

Under "Master Data | Classes

e  Students (Male, Female)

For couplings under "Lessons

e  Students (Male, Female)
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6.9.3.1

6.9.4

Alternative room chain

If you would like the room optimisation tool to consider the room capacity of alternative rooms, the
alternative room ring must remain open, i.e. you need to create an alternative room chain, instead.
Please see the following example.

K3a mmp K2a == K2b ==l Kia == Kib

Kap. 22 Kap. 25 Kap. 29 Kap. 35 Kap. 39

The example shows that room R3a has a capacity for 22 persons. When this room is unavailable, the
next suitable room for this lesson is the slightly larger room R2a. The next room in the chain is the even
larger room R2b etc. The alternative room for R1a is R1b, and the chain ends here because R3a with its
lower capacity is unsuitable as an alternative room for R1b.

Room capacity and optimisation
If you want the room capacity to be taken into consideration, tick the relevant box in the optimisation or
room optimisation dialogue before starting an optimisation or room optimisation run.

Specify the level of importance of the room capacity function by adjusting the "Consider room capacity"
weighting in the weighting dialogue ("Scheduling | Weighting") on the "Rooms" tab.

[ ok ][ abed |

Start procentzats

4 Lighed med foreg. skema (0-4,
(=ingen lighed, 4=stor lighed

Skema betinget 13zt
Kun enskede fridage for lasrere
| Tag hensyn til lok alesterrelse

dag

For strategy D:
5 Baoningi % [strategi C og D)

‘With pre-optimization

Room optimisation

The room optimisation tool attempts to optimize the already optimised timetable by finding the most
suitable room available for each lesson. The software obeys the following rules:

e Lesson periods will not be moved.
e Double periods (or period blocks) take place in the same room, if possible.

e When the software is unable to schedule all of the periods of a subject in the designated subject
room, Untis tries to ensure that all classes have the name number of lessons scheduled in the
subject room (e.g. if the school has 34 classes and only one Physics lab, Untis tries to ensure that
each class has at least one period in the specialist subject room).

e When the optimisation tool is unable to schedule a lesson in a designated alternative room, the
room optimisation function ensures that the lesson takes place in the designated home room,
instead.

e The software attempts to allocate the same room to a class (or teacher) for the duration of an entire
half-day. This is of particular importance for classes without a designated room. These should be
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allocated with the aid of pseudo rooms.

e Preference is given to alternative rooms listed close to the designated room in the alternative room
chain.

e The rooms specified in a "Lessons" window take precedence over alternative rooms. This is of
particular importance for classes without a designated room. A class without a designated room
must never displace another class from its designated home room and can only be scheduled for a
home room that is readily available.

e  When a lesson is marked "r" All periods in the same room" (on the "Codes" tab under "Lessons |
Teachers" or "Lessons | Classes"), the room optimisation tool attempts to schedule all the periods
of the lesson in the same room while at the same time taking the room capacity into account.
Rooms that are not designated home rooms are allocated first, and preferentially to double periods
and period blocks.

The following example demonstrates the function of the room optimisation tool:

6.9.4.1 Example: step 1

Open the file "demo1.gpn".

Seven classes are listed under "Master Data | Classes". The column "Room" in the grid view shows that
a pseudo room has been assigned to the last two classes (3b and 4). This means that these two
classes do not have a designated room of their own. View the alternative rooms under "Master Data |
Rooms". The alternative rooms allocatedt o the two pseudo rooms are the rooms for 1 and 2a ("R1a"
and" R2a").

@ Klasser / Klasse EI@

s EBENRE| Y
Beteg|Hele navnet Lokale
b ﬁKlassew (Gauss) Kla
1b Klasse 1b (Newton) Kib
2a Klasse 2a (Hugo) K2a
2b Klasse 2b (Andersen) K2k
3a Klasse 3a (Aristoteles) K3a
3b Klasse 3b (Callas)
4a Klasse 4a (Mobel) Ps1
4b Klasse 4b (Rubens) Ps2
S5aS |Klasse Sa (Sproglig linje)
SaH |Klasse Sa (Humanistisk linje)
*

E] Klasse* -
& Lokale / Lokale M= l[=]==]
Kia -l B TRE T2
Betec| Hele navnet Reservelokale | »
b |K1a |Klasselokale 1a I i _

Kib |Klasselokale 1b KZ2a
K2a |Klasselokale 2a K2b
K2b |Klasselokale 2b K3a
K3a |Klasselokale 3a Kia =
Ps1 |Pseudolokale 1 (4a) Kla
Ps2 |Pseudolokale 2 (4b) KZ2a
K5a |Klasse Sa -

tJ Lokale* -
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6.9.4.2 Example: step 2

When you have opended the file a class timetable should already be open. Openanother timetable
window via "Timetable | Rooms".

& 1a - Klasse 1a (Gauss) Sker (][] (= |[= ][ £2 @ Kla - Klasselokale 1a Skemidip]. [= | =] =]
F HEA s doed PEE? B Als Jas e EE.
= T= Tidsinterval - K‘Idiv = Tidsinterval e
30 Ugelektianer 13032011~ fig I E 32 Ugelektioner IE
0 Ejskemalagte ekt 4g.09.2011 - 24.09-2011 Arial pladser: 36 1909-20111 - 30-08-2012
Klazselr] - Ma13-09 Uge:1/38 Lakale o
4 m ] 4 m 3
Ma | Ti (On|To | Fr |Le Ma | Ti {On | To | Fr | Le
1 Kib | Kla | K1a | K1a | K1a 1 1b 1a 1a 1a 1a 4a.
2 Kib | Kla | Kla. | K1a | [d2. 2 10 1a 1a. 1a
3 Fys K1a K1a Sle. | Kla 3 1a 43 1a 4a 1a
4 Fys | Kla Kla. | Sla. | K1a 4 1a 4a 1a. 4a 1a
5 K1a Kla | Kla | Kla 5 | 4a | 1a 1a | 1a | 1a
6 1d2. | K1a 6 1a
7 | Kz Kia | ld2. 7 1a | 4a
1a 4a
8 Kla 8
U-nr. | Leerer, fag, lok Kl. |Tid |Skoleuge U-nr. |Laerer, fag, lok Kl. |Tid |Skoleuge
46 Mobel, Rel, K1b (K1a) 1a 1-41 54 Rub, Dan, K1a (K1b) 1b 1-41
+3
4 m 3 4 m 3

@ 1a - Klasse 1a (Gauss) Sker@ E El@ @ Kla - Klasselokale 1a Sk&m@@. =0 | T
F HA s doed PEE? B EAls e EE.
= L= Tidsinterval _ - K1a oy Tidsinterval -
30 Ugelektianer 26032011~ g I = 34 Ugelektioner IE
0 Ejskemalagte ekt og.09.9011 - 01-10-2011 Arial pladser: 36 1909-20111 - 30-08-2012
Klazselr] o Ma 26-09 Uge:2/39 Lakale =
4 m ] 4 m »
Ma| Ti {On | To | Fr | Le Ma | Ti {On | To | Fr | Le
1 Kla | Kla | K1a | K1a | K1a 1 1a 1a 1a 1a 1a 4a.
2 Kla | Kla | Kla. | K1a | Id2. 2 1a 1a 1a. 1a
3 Kla | Kla Kla | Sle. | Kla 3 1a 1a 4a 1a 4a 1a
4 Kla | Kla Kla. | Sla. | K1a 4 1a 1a 4a 1a. 4a 1a
5 K1a Kla | Kla | Kla 5 | 4a | 1a 1a | 1a | 1a
6 1d2. | K1a 6 1a
7 | Kia Kia | 1d2. 7 1a | 4a
1a 4a
8 K1a 8
U-nr. |Leerer, fag, lok |KI. |Tid |Skoleuge | Eley U-nr. |Leerer,fag, lok |KI. |Tid |Skoleuge | Elev
3 Arist, Mat, K1a  1a 1-41 28 Y| Arist, Mat, K1a  1a 1-41 28
+3
4 m » 4 m »

A number of columns in the class timetable may be marked "Before school starts". Select the next
week in the date selection box of the timetable window to display the timetable for the days you want to
view.
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6.9.4.3

6.9.4.4

6.9.4.5

Example: step 3

On the class timetable, click several times on <Other element in period> until the room details are
displayed. Repeat the same process for the room timetable until each period displays the class
scheduled to have lessons in the room.

@]

Inspect the timetable of a class and of its home room. The examples on the previous page show class
1a and its home room R1a. As you can see, the class is not always scheduled to have lessons in its
home room because the room is occasionally occupied by other classes.

The entry "x" (e.g. Thursday, period 1, on the class timetable in theexample) denotes periods for which
no room has been allocated.

Example: step 4

Select the menu item "Scheduling | Room Optimisation".

Skemalzgning Skema Rappo
| s Prioriteringer

| j Optimering

Optimerede skemaer
E Lokaleoptimering k
t?s) Diagnose

Last undervisning

Diagnostic tools »

| [ skemadialog
L Planlagningsskema
Slet det lagte skema

The room optimisation dialogue appears where you can specify if you wish to optimise locked and/or off-
site rooms and if the room capacity should be taken into consideration.

Example: step 5

Click on <Start Room Optimisation>. Click on the button again when the room optimisation run finishes.

Lokaleoptimering @

| Dgsd optimere |3ste timer

V| Dgsé optimere timer | anneks

| Tag hensyn til lok alestamrelse

Start lokaleoptimering

As you can see, the room optimisation tool has allocated the home room (R1a) for most of the lessons
of class 1a and the designated subject room (PE and Design) for some of the lessons.

Please note the situation for classes without a designated room. Before the room optimisation, class 3b
was scheduled to have lessons in room R1a on Tuesday, periods 4 and 5. Class 4 was scheduled for
room R1a on Saturday, period 4. The room optimisation tool moved both classes to another room since



User Tips 183

6.9.5

the placement violated the rule that a class must not be displaced from its home room.

After the room optimisation run, the situation is very different. Class 1a is back in its home room on
Tuesday, period 4 and 5, and on Saturday, period 4. Instead, class 3b occupies room R1a on Monday,
period 4, when class 1a is scheduled to have a PE lesson in the sports hall. Class 4 is scheduled in
R1a on Saturday, period 5, because again, the room is not required by class 1a .

Any periods not yet allocated to a suitable room (as is often the case for classes without a designated
room) can be assigned manually using the scheduling dialogue.

The role of subject rooms and home rooms

The entries for the specialist subject rooms and pivotal for room scheduling.

Let us assume in the following example that rooms have been entered in the subject room and home
room fields.

Room optimisation would now attempt o schedule all periods for physics lesson number 95 in the
specialist subject room physics laboratiory.

& Klasse 2a (Hugo) / Klasse {P] (=liE ] ==
&= HBRENRIRTLE FR-CRE & | & JE-d-

U-nr. [+ Kla,Lser |Ejski|Lds (X) |UL |Arslek |Lssrer |Fag Klasse(r) Faglokal Dobbeltlek. | Blok

11 41 2 Hugo [ 1a,1b,2a,2b Kia

(] + 3,7 1 Callaz  Kem 2a,2b,3a K2a

75 @22 3 Rub [ 2b,2a Id1 K2b

gl |m2z2 2 cure  [EERNENN 20.2a [HER K26 1-1

94 2,1 1 New 2a,2b Kza

18 2 Hugo His. 2a K2a

38 1 Callas  Mus Za KZa

41 s Callas  For Za KZa 1-1

43 2 Nobe!  GEINN 22 K2a

58 4 Cer Dan Za KZa

60 4 Cer Eng 2a K2a

65 2 Cer Bio 2a K2a

50 4 New Mat Za pr— K22

95 | F:. 2 New  Fys 2a [ Fys ]KZE

| —

|L| u-nr. o Klasse -
Note

If this condition cannot be met, optimisation will attempt, as in the example, to share the physics
laboratory equitably among all classes with a claim on it.

Let us assume that the physics laboratory is not free for one of the two periods in which optimisation
attempts to schedule physics lessons. In this case, room optimisation would schedule these epriods in
the home roome - R2a in our example.

The timetable periods detail windoe will then indicate that room R2a has been allocated instead of the
desired Phys (in parentheses).

Generally, i the desired subject room is not free, room optimisation will enure that the period in question
is held in the home room.

Please note that you could specify a (different) room to relocate lessons for each indivisdual lesson if
the desired subject room is not available
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@ 25 - Klasse 2a (Hugo) Skema (KlalA) 10 =)= =]
|| d8s|@es e|ppmsa.
= Tidsinterval Skemasammenhigning A
2a - = =
32 Ugelektioner B T L
0 Eiskemalagte lekt.  19.09.2011 - 3008-2012 Kun zndrede skemaer e
Mandag Tirsdag Onsdag Torsdag Fredag Lerdag
em Calles 122
1 2008
Dan Cer K23 Bio Cer K23 Bio Cer K23 His Hugo K23
Dan Nobel K35
2 ssso 1d1
20 Hugo K1a Dan Cer K2a Re Dan Cer K2a
3 oas0
Dan Cer K2a.
For Callas K2a
4 1ous
Mus Callas K23 e0 Hug
LT 1d1 1
Fys New K23 : His Hugo K2a Fys New Fys
1
¥
6 12 1d1
7 1230
8 a2
o
unr flerer,fag, lok W< Tid |Skoleuge | Elev|Sariigtekst | Band |Linjetekst2
95 \New, Fys, K2a (Fys) J2a 1-41 26

Tip
If 3 periods of a 5-period lesson have to be held in a subject room (i.e. not in the home room), enter a 3
in the field "Periods in room".

You must do the following if it is absolutely necessary for lessons to be held in a specific (subject)
room,:

1. Set the room weighting for the room in question to 4 and

2. Weight the parameter "Optimisation of room allocation" on the "Rooms" tab under "Scheduling |
Weighting" with 4 or 5.

Alternatively, you can delete the entry in the home room field for the lesson in question.
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@ Klasse 2a (Hugo) / Klasse [E] [E] El@
2 "HEBEEMRIRTLS IR ORE | S8 | & de-28 -

U-nr. |+ Kla,Lesr |Ejski|Lds () |UL |Arslek |Leerer |Fag Klasse(r) Faglokale |Stamiokale |Dobbeltlek. | Blok

11 41 B = Hugo [E20M 1a,1b,2a,2b Kla

6 3.7 |:| 1 Callas Kem 2a,2b,3a K2a

75 22 B 3 rub  IEEUR =b,2a 11 K2b

81 22 b 2 Curie 2b,2a [ 2o 1-1

94 2,1 B 1 new [N 22,20 K2a

18 " =2 Huge  His 2a K2a

38 B 1 Calas Mus  2a K2a

41 " =2 Callas  For 2a K2a 1-1

43 B 2 Nobel G 2a

59 4 Cer Dan Za K2a

60 | T 4 Cer  |Eng 2a | |

85 e Cer Bio 2a K2a

30 [ 4 New [Mat | 2a &l

o5 | - New Fys 2a Fys K2a

E] u-nr. : Klasse -

If you have only made an entry in either the subject room or in the home room fields (as in the above
example for lessons 59 and 60), processing will as a rule be identical:

room optimsation first tries to allocate the desired room (or one of its alterntive rooms) to the all periods
of the lesson in question.

@ Diagnose af skema WP ===
Regner diagnosen om Type af diagnose
[ Ny beregring ” Diata-analyse ] Faglokale kke tidelt
Frioriteringer: 5
0 Laveste prioritet [0-4] Antal 5
Diagn. - Antal 0 vises ikke U-nr.=Undervisningsnummer
Lok.=Lokale
19082011~ =) 25092011 Ll
L-vae=Lokalevaegt
Dizgnose Pri |Ant] || U-nr. | Lok, Lekt |L-wvee
=[] Indtasted data 10 (B0 | Sprlab Tid4 2
[+ Undervisning 1 B0 Sprlab Tod 2
] Klasse k] B0 | Sprlab Fr1 2
Larer 45 B0 |Sprlab Le-3 2
Lokale 95 Fys Ti& 3
ENEN §
Lek. uden lok. 5 7
Feg T
“ 4 (1] 3

If this does not succeed, what happen then depends on the weighting settings on the "Rooms" tab under
"Scheduling | Weighting": the lesson periods remain unscheduled or no room is allocated.

Periods without a room will always be displayed in the diagnosis.
6.9.6 Changing home rooms - classes / teachers

You can change the home rooms for classes and teachers by clicking on <Special Functions> in the All
Master Data window. Three different options are available. The following example demonstrates the
differences between the three options.
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.}e 17l
Mew room - = lesson lisk
Modified room -3 lesson lisk

Substitute room (in lesson list)
Customise

Entering new home rooms
Class 1a has not been assigned a designated home room yet. The "Home room" cell in the lesson
window of class 1a is therefore empty.

‘¢ Master Data - Class : =101 x|

2ol (3] 2] | R | e
D x \_& = %,! ')? DefaultLight
Class Teacher Room ” Subject Students
Name | Full hame [Room [Main subj/day |Consec. Pers.
» 1a Class 1a [Gauss) 4 2
1b Class 1b [Newton) 4 2
2a Class 2a [Hugo) 4 2
2b Class 2b [&ndersen) 4 2
Ja Class 3a [Aistoteles] 4 2
3b Class 3b [Callas] 4 2
4 Class 4 [Nobel] 4 2
*
@ Klasse 1a (Gauss) / Klasse W0 feli= e
1a "HIREMNRIET LS| FR-0RE S8 | £ da-80 .
U-nr. |+ Kla,Laer |Ejski|Lds (X) (UL |Arslek |Laerer |Fag Klasse(r) Faglokale |Stamiokale |Dobbeltlek. | Blok
1 [F41 2 Hugo 1a,1b,2a,2b | =
7 23 [l 2 Ander 1a Slp 1-1
73 2.2 [ 3 arist AR 13,10 1d2
31 b s Arist  [Mat 1a
33 [ s Arist  |Eng 1a
35 [ Callas Mus  1a
39 a =z Callazs  For 1a 1-1
% [ Mobel 1a
53 b s Rub  Dan 1a
53 f =2 Cer Bio 1a
E] u-nr. : Klasse -

Enter the room R7a under "Home room" for class 1a (after creating the lesson). Use the function <New
room -> lesson list> to assign room R7a (now the home room) to all empty slots on the timetable of
class 1a (Details entered manually under "Lessons | Classes" remain unchanged as the new home room
is only entered into empty cells in the lesson view).
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@ Klasser / Klasse D= =R
ta “EHEETRIT ([ aEe
Beteg| Hele navnet Lokale |Howvedfi| Fortlek

Klasse 1a (Gauss) Kia 4 2
Klasse 1b (Mewton) 4 2
Klasse 2a (Hugo) 4 2
Klasse 2b (Andersen) 4 2
Klasse 3a (Aristoteles) 4 2
Klasse 3b (Callas) 4 2
Klasse 4a (Nobely 4 2
Klasse 4b (Rubens)
*

E] Klassa* -

@ Klasse 1a (Gauss) / Klasse HP (== ==
. - EEMNRRCLS| IR ORE |G | P IR-2H.

U-nr. [+ Kla,Leer |Ejski|UL |Arslek |Lserer |Fag Klasse(r) Faglokal Dobbeltlek. | Blok

1[40 2 [ Hugo E 1a,1b,2a,2b Ps1

T 23 2 Ander 1a Sla Ps1 1-1

73 2,2 3 arist AR 1a,1b Id2 Pe1

31 5 Arist [Mat 1a P=1

33 5 Arist  |Eng 1a P=1

35 s Callas  Mus 1a Ps1

39 2 Callas  For 1a Ps1 1-1

46 s Nobel L] 1a Ps1

53 5 Rub Dan 1a Ps1

63 s Cer Bio 1a Ps1

E] U-nr. : Klasse* -

Replacing changed home rooms

Based on the preceding example, you want to change the home room of class 1a from R1a to the room
STUDIO. Change the details accordingly (under "Master Data" of class 1a). At this point, the lesson
window display still shows room 'R1a' as the home room of class 1a.

The function <Modified room -> lesson list> replaces the home room 'R1a' with the room 'STUDIO' for the
lessons of class 1a (but only for those lessons which have 'R1a' entered as their home room).

& Klasser / Klasse DNE=REER==
L3 "HBENNRERT | ES
Beteg| Hele navnet Lokale |Hovedfi| Fortleb

» Klazze 1a (Gause)
1b Klasse 1b (Newton)
2a Klazse 2a (Hugo)
2b Klasse 2b (Andersen)
3a Klazze 3a (Ariztoteles)
3b Klazse 3b (Callas)

43 Klazze 4a (Nobel)
4b Klazse 4b (Rubens)

Lo A
L e A R )

E] Klasse* -
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e Klasse 1a [Gauss) / Klasse E] E] EI@
1a - EENR|ETAS | AR oRE| S | Pl IB-0S -

U-nr. |+ Kla,Leer |EjskilUL |Arslek |Lserer |Fag Klazse(r) Faglokale |Stamilckale |Dobbeltiek. | Blok
11 [#41 h Hugo 1a,1b,2a,2b STUDIO

7 23 2 Ander E 1a Sla 1-1
73 2,2 3 anst [l 1a,1b a2

3 5 Arist  [Mat 1a STUDIO

33 5 Arist Eng 1a STUDIO

35 2 Callas Mus 1a STUDIO

39 2 Callas  For 1a STUDIO 1-1
6 2 Nobel 1a STUDID

53 5 Rub Dan 1a STUDIO

63 2 Cer Bio 1a STUDID

E] u-nr. : Klasse* -

Overwriting home rooms

After some time, you decide to replace the home room STUDIO from the previous example with the room
PSEUDOROOM1 for all the lessons of class 1a (including coupled lessons). Use the function
<Substitute room (in lesson list)> to allocate PSEUDOROOM?1 as the new home room for all the
lessons of class 1a, i.e. not only to empty cells (compare the function <New room -> lesson list>) or to
cells containing a specific room <Modified room -> lesson list>.

@ Klasser/ Klasse D} E=H|IER|ET
1a HEEMRET | Ee T
Beteg| Hele navnet Lokale |Hovedfi| Fortleb
> Klasse 1a (Gauss) 2
Klasse 1b (Mewton) 4 2
2a Klasse 2a (Hugo) 4 2
2b Klasse 2b (Andersen) 4 2
3a Klazse 3a (Aristoteles) 4 2
b Klasse 3b (Callas) 4 2
4a Klasse 4a (Nobely 4 2
4b Klasse 4b (Rubens)
*
E] Klasse* -
e Klasse 1a (Gauss) / Klasse E] [E] \El@
. - EEMNR|IRTLEE | FR-0RE D P BR-Ed.
U-nr. #Klalsr |Ejsk|UL | Arsiek  Larer |Fag  |Klasse(r) |Faglokale |Stamiokale | Dobbetisk. |Blok
1 a1 2 Hugo 1a,1b,23,2b Psl
7 2,3 2 Ander 1a Sla Psl 11
73 22 3 Arist B 18,10 102 Psi
31 5 Arist  [Mat ] 1a Psl
33 5 Arst  [Eng | 1a Psl
35 2 Calas MWus  1a Ps1
39 2 Callas  For 1a Psl 11
4% 2 nobel I 12 Psi
53 5 Rub  Dan  1a Ps1
63 2 Cer  Bio 1a Psl
E] u-nr, = Klasse* -
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6.9.7

Off-site rooms

Off-site rooms are specialist subject rooms and classrooms located at such a distance from the main
school building that a whole period needs to be set aside to allow teachers and students to reach the
off-site rooms. The automated optimisation function takes the length of the walking time into account
when optimising the timetable.

A PE teacher is scheduled to teach periods 1 and 5 in the main building and period 3 at the (off-site)
sports track. The timetabling tool will ensure that periods 2 and 4 remain unscheduled for the teacher to
allow him or her sufficient time to reach the sports track.

Breaks of different lengths

Many schools use timetables where some breaks are longer than others and where it is therefore
possible to reach an off-site location during one of the longer breaks. Breaks of sufficient length to reach
an off-site location can be marked "+" in the time grid under "Breaks".

@ Ringetider [= =]
Ament | Pauser | Vikariat

Middagspause f.o.m. -t.om.

0 Max. antal klasser med samme middagspause
Indtastning:

* = Ej dobbeltlektion over pause
< + = Lokale i anneks kan nas i pausen ,

1/2 | 2/3 |34 |48 |86 BT |TAE
Begyndelse | 8:45 | 540 |10:35/ 11:30|12:25| 13:20| 14:15
Slut 855 4 10:45) 11:40) 12:35) 13:30| 14:25
Mandag
Tirzdag
Onzdag
Torzdag
Fredag
Lardag

oK [ Abyd |[ Anvend | [ Ha

The time grid above shows that the 20-minute break between periods 2 and 3 is sufficiently long enough
to reach the off-site location. The PE teacher in the example above would therefore be able to teach
period 2 in the main building and still manage to reach the sports track in time for period 3.

Half-day external site
With the "Half-day external site" option it is possible to specify that teachers and students may not
switch buildings for half a day, thus minimising the number of times they need to switch buildings.
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Lok J [ Concel ]

% of perniods to be scheduled
| [blank=100%), then STOP

|4 | Similarity to previous TT: O=not
L similar..., 4=very similar

[] Lock timetable conditionally

6.9.7.1 Start time graduation

Instead of wasting an entire period to reach an off-site location, the start time of certain lessons can be
adjusted slightly to suit the situation.

Using this method, the PE teacher from the previous example can be scheduled to teach periods 1, 2
and 5 in the main building and period 3 at the off-site sports track. The software schedules a free period
for period 4 to allow the teacher sufficient time to return to the main building after period 3.

Start of period - Start of period -
main huiltling off-site huiltling

TIEEE R[]l
E]mm m B | :-Z::i:

Walking time
15 Minutes
Period 1: 0800hrs Period 1: 0815hrs
Period 2: 0900hrs Period 2: 0915hrs
Period 3:1000hrs Feriod 3: 1015hrs
Etc... Etc...

6.9.7.2 Off-site codes

Off-site rooms are marked with an off-site code entered under masterdata.

Off-site rooms with graduated lesson starts
Enter the same (numerical) off-site code for all the rooms at an offsite location where you operate a
system of start time graduation . The permitted values are between 1 and 9.
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Main building T2- Off-site building Walk.  Off-site

time
1 time_y ilding 2

noopnnno
_El_ﬂll!ﬂ;[]l]lﬂ

S

)
N 'i’w'
-, 4

Off-site Hone pr = .
code 3 =]

1. 08:00 = 08:15 = _

Per. = g 08:25
=2 09:00 09:15 _
2 per. 09:25
£ 3. 10:00 10:15 10:95
in Per.

4. 11:00 11:15 11:95

Per.

Your school has two off-site locations. The first is a 15 minute walk away from the main building, the
second a 10-minute walk away from the first off-site location. Enter a value for each off-site room as
described above to enable Untis to schedule the teacher as follows::

Period 1 — main building, Period 2 — off-site location 1, Period 3 — off-site location 2.

Untis allocates one free period for the return from one of the off-site buildings to the main building or from
off-site location 2 to off-site location 1.

Untis takes into account:
e The walking times for teachers and students to off-site subjectrooms and classrooms
e The walking times for teachers and students from off-site subject rooms and classrooms back to the

main building

It is advisable to reduce the number of times teachers and students are obliged to move between main
and off-site buildings to an absolute minimum. The following example shows how to do this:

For teachers who teach both in the main building and at off-site locations, enter the number "1" under
Subject sequence - Teachers for lessons that take place in the main building, and the number "2" for
lessons that take place in the off-site building.
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@ Rubens / Laerer [ ===
Rub CHEBENR ATLES TR DO FHpm—m
U-nr. [+ Kla, Ejski| UL Arslek |Lsere|Fag |Klass|Faglo|Stamiokale |Dobbi| Blo ﬂFagﬂmrer
5 37 1 Rub |Eng  Za,2b Psi 1
73 2,; 3 Rub [N 1a1b i1 Ps 2
75 2 3 Rub IO 2b,2a Id1 2
76 2,: 3 Rub  [IGFON 3a,3b I z
53 5 Rub  Dan 1a Ps1 1
54 6 Rub Dan b 0-1 1
35 2 Rub His 2b 1
56 2 Rub His 3a 1
57 2 Rub Bio 4a 1
58 2 Rub Dra 4a 1
|
E] U-nr. - Leerer* &

Untis will then attempt to schedule as many periods as possible in the same building for the teacher.
Off-site rooms without graduated lesson starts

If you are unable to graduate lesson starts as described in the previous section, you need to schedule
one free period each for the walk to and from the off-site location for teachers and students.

To achiewve this use the off-site codes A — E for the off-site rooms.
To ensure the correct treatment of off-site rooms during optimisation, enter the following details:
Under "Master Data | Rooms"

e Off-site code
¢ Room weighting

Under "Scheduling | Weighting | Rooms'

e Optimisation of room allocation
e Optimisation of the off-site rooms

Periods scheduled for rooms with off-site code "1' are marked y and Y in the scheduling dialogue.
Periods scheduled for rooms with other off-site codes are marked z and Z (upper case letters denote
couplings).

“# Scheduling Dialogue E -[0f x|
g
=8| @ |
Lessons = = £
5 - U | History | Chained swapsl
= - 3a - Class 3a [4ristoteles)
20.9.2007 - . Placed Target Diff. Blaced Lins. Per
30.6.2008 Week: 2 2 0 e 3% 0
Year: 74 o 1339
PH ear.
\ \ \ \ =
Monday Tuesday N [Wednesday hursday A Y Friday a
iz g 5 6 r s i ) P e P [ A g = s A D
Les. |57 i o 2! &
Cla. |3a Y ¥ ¥ z fod y. o ¥ & ly y. ¥: Z |z & y Y o v & I I |z Z 1z |y ¥
Tea. [New |y z y |z z = z o v y 2 z I z z vy 0 y y 8 8 |y v y I Yy v
Rm. |Gym z z z Q z z o]
Rm. |CL z Z IZ Z |z Z |Z |z |z o z |z L] Z. |Z
A A | s
y 4

IED b
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6.10

6.11

Optional subjects and fringe periods

Not every subject is attended by every student of a class. When this is the case, it may be desirable to
schedule such subjects at the beginning or the end of a half-day (in the so-called fringe periods ) to
enable students who do not take part in the subject to come to school later or leave school early or have
a longer lunch break.

To enable the software to schedule subjects in fringe periods, mark the subject with the code Optional
subject or Fringe period (under "Master Data | Subjects"). The two codes have the same function, but
can have different weighting settings.

The following weighting settings instruct the software to schedule optional subjects preferentially in the
last periods of a half-day and fringe period subjects either in the first or the las periods.

] Pricriteringer E=n|E=R=<"|
| Tienestefordeling I Tidsensker | “Year Planning I Analyse |
| Leerere 1 I Lesrere 2 I Klasser | Fag Hovedfag I Lokaler |

Uvigtigt Ekstremt vigtigt
Optional subject

| in the first period

W |in the last period

/| between moming and aftemoon

Fringe period subject
in the first period
0 W |in the last period
/| between moming and aftemoon

0 Ikke undervisning i ydedektion. nar almene styrekode = G

[ ok [ #ovd |[ Awend |[ Hz=p |

Code G has the opposite effect. Subjects marked "(G) Not a fringe period" are not scheduled in fringe
periods.

Main subjects

Subjects that are considered particularly strenuous or important for students can be marked with the

Main subject code. This allows the optimisation tool to observe the following restrictions:

e Maximum number of main subjects that may be scheduled for a class per day

e  Maximum number of main subjects that may be scheduled in sequence for a class

e Maximum number of main subjects that may be scheduled to take place after a defined boundary
period.

To ensure the correct treatment of main subjects during optimisation, enter the following details:

Under "Weighting | Main subjects"

Respect max. number of main subjects per day for classes
Respect max. number of consecutive main subjects for classes
Boundary period

Main subjects max. once after boundary period

Main subject at least once up to boundary period
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6.12

6.12.1

Please see a detailed description of the boundary period function under "Weighting parameters".
Under "Master Data | Subjects”

e Code (M) Main subject

Under "Master Data | Classes"

e Max. main subjects per day
e Max. consecutive main subjects per day

Subject sequences

Subject sequence codes can be entered for subjects and lessons. Subject sequence codes entered for
subjects apply to the entire school; codes entered for lessons only apply to the classes (teachers)
involved in the lesson.

Note

Subject sequences are 'soft' conditions for the algorithm, i.e. they may be ignored in extreme cases. A
weighting slider can be used to control the improtance attached to these fields. Use fixed subject
sequences if the subject sequence must be respected n (see chapter "Subject sequences”)

Positive subject sequence

Classes

It may be desirable for pedagogical or organisational reasons to schedule certain subjects in sequence.

@ Fag / Fag

x| P

Dan T = | [

(== E=
S

*

Beteg| Hele navnet Fag/klasse
Rel

Kem
Eng
His

d[om jowrsc
5

Bio
Fys
Mus
Han
For
Sla
Hus
Dra
drD
ldrP

Kemi
Engelsk
Historie

Geografi

Matematik
IT emne

Biologi

Fysik

Musik
Handarbejde
Formning

B Fag* -

For example, to allow time for a two-period written exam, you want to schedule the subjects German
(DE) and Math (MA) in sequence. It is irrelevant in this case if the sequence is DE-MA or MA-DE.

Version 1

Applies to the entire school

Enter the same numerical subject sequence code (under "Master Data | Subjects") for both subjects, e.
g. "5" (see example on the right).
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@ Klasse 1a (Gauss) / Klasse W] ===
iE "HHEMNR ECLS -0 & || P H-ad.

U-nr. #Kia,Leer Ejsk|UL |Arsiek |Leerer [Fag | Kiasse(r) |Fagioksle  Stamiokale |Dobbettiek. |Blok |Fag/kiasse

1 41 2 Hugo [EC 1a,1b,2a2b Fsl

7 |m23 2 ander [EPEEIN 1= Slo 11

73 |m22 3 arst  [IBEI 1a,1b 42

3 s Arist Mat 1a Ps1

33 5 Avrist Eng 1a Ps1

39 2 Calas For  1a Psi -1

45 2 nobel  GENE 1= Psi —

FEE 2| Calas_hus __ 1a Fsi [ B

53 5 Ru  Dan  1a Psl Ls ’

63 2 Cer Bio 1a Ps1

=] v = Klasse* -

Version 2

Applies to a particular class (e.g. class "4")
Enter a numerical subject sequence code (under "Lessons | Classes") in the relevant lesson rows for
class 4, e.g. "5" (see example on the right).

Teachers

You can also enter subject sequence requests for teachers. This is a useful function for subjects that
require elaborate experiments to be set up. For example, a teacher who teaches Physics to three
different classes of the same year may request to have these lessons scheduled in sequence to allow
him to show the same experiment several times in a row.

Another example inwlves teachers who teach PE plus another subject. The PE lessons should, if
possible, be scheduled in sequence so that the teacher is not obliged to change into PE clothes several
times a day.

In both cases, enter the same numerical subject sequence code for the lessons you want to schedule in
sequence (under Subject sequence - Teachers ).

@& Rubens / Laerer CN N = =<
Rub "EBEMR ERTAS - BORE & 7

U-nr. |+ Kla Leer |Ejsk|UL | Arslek |Lesre Fag |Klass Faglo| Stamiokale  Dobl| Blok |Fagilssrer

6 =37 1 Rub Eng  2a.2b Ps1

73 |mz2 3 Rub RO 1=.1b k1 Psd 1

75 w22 3 Rub  [IERENN 2b.2a K1 1

7 @22 3 Rub  [IEEEIN 33,3b id1 1

53 5 Rub Dan f1a Ps1

s« [ 5 Rub_ Dan_ b (=]

55 2 Rub Hie 2b

56 2 Rub His 3a

57 2 Rub Bio 4a

38 |& 2 Rub Dra 4a

l:J U-nr. = Laerer -

6.12.2 Negative subject sequence

On the other hand, it may be desirable to prevent specific subject sequences. If this is the case, simply
enter an alphabetic subject sequence code (letter rom A to F). The optimisation tool will take into
account that lessons with the same alphabetic subject sequence code should not be scheduled in
sequence.
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6.13

For pedagogical reasons, the Modern Languages subjects German (DE) and French (FR) should not be
scheduled in sequence for class 3a. Enter the letter "A" in the column Subject sequence — Classes (see
example).

@ Klasse 3a (Aristoteles) / Klasse [l e =]
= CHFE MR RTLER | TR OEE de (L Fe-8D -

U-nr. +/Kialeer Ejsk|UL |Arsiek |Lemrer |Fag  |Kiasse(r) | Faglokale | Stamioksle |Dobbetiek |Biok |Fag/kiasse

& w37 1 Calas Kem  2a2b3a K2a

43 m2z z Calas For  3a3b K3a 11

7% M2z 3 arist eI 3a.30 02 K3a

79 @2z z ander [T 3230 sla K3a 11

1 s Gauss [Mat | 3a K3a

3 1,2 H Gauss 3a K3a 0-1

9 2 New [Fys  3a Fys K3a

15 2 Hugo [ECTIM 3a K3a

=z 4 Ander Dan  3a K3a

2 1 ander P 2o sla K3a

50 H Nobel I 32 K3a

56 2 Rub  His  3a K3a

101 T3]3 Rub  F 3a K3a

62 3 Cer |Eng. | 3a K3a A

67 z Cer Bo  3a K3a

[=] unr. 5 Klasse* -

The following details are required to ensure the correct treatment of subject sequences during
optimisation:

Under "Scheduling | Weighting | Teachers"

e Respect subject sequence - Teachers
and/or

under "Scheduling | Weighting | Classes"
¢ Respect class sequence - Classes

Under "Scheduling | Weighting | Subjects”

e Subject sequence (classes or teachers)
or

under "Lesson"

e Subject sequence (classes or teachers)

Class Clash Code (CCC)

Teachers, classes and rooms should never be double booked by the gp-Unti optimisation algorithm. A
possible exception are lessons attended by only some of the students of a class.

The students of class 1a attend either Choir or Orchestra, but none of the students attend both. Enter
the same numerical CCC for both lessons (permitted values 1 - 9), e.g. "5" to instruct the Untis
optimisation algorithm that the lessons Choir and Orchestra may be scheduled at the same time, but
that this is not compulsory (see example on the following page).
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@ 3a - Klasse 3a (Aristoteles) Skema (KlalA) W [=lie (=]
|Z|ldAs|ges @30T
. z Tidsinterval Skemasammenligning -
34 Uigelsktioner B e (
3 Eiskemalagte lekl. 15,09 5011 - 3006202 Kun sendrede skemast i
Mandag Tirsdag Onsdag Torsdag Fredag Lerdag

1 Fys New Dan Ande

£2:00-8:

Fys K3s g2 id1

2 Bio Cer &0 0 Dan Ande

8:558:

K3a K3a
*Ke Callas
3 ss0n “Mat Gaus
12 _Id1 Slo K2b K33 2
4 tos Re Dan Ande S5 Dan Ande
K3a K3a

5 Bio Cer

11.40-

| K3
6 12:3 =
His Rub His Rub
? 13:30-
K3a For. Callas K33
Mus Ande T e
8 14:25- Kk3aK3b 3
id2_id1 Fys

U-nr. |Larer, fag, lok | KL |Tid |Skoleuge | Elev|Serigtekst |Band |Linjetekst2
103 |Rub,PRA K3a 3a 141 28
5
@ Klasse 3a (Aristoteles) / Klasse [F=1I=R 5

= -HBENRERTLES I OREE2 (P Ie-80.
U-nr. [+ KiaLeer |Ejsk|UL [Arskek |Lesrer |Fag  |Kiasse(r) |KKK |Faglokak | | Dobbettiek. |Blok | Fag/k
6 3,7 1 Callas Kem K2a
43 @22 2 Calas For 3a,3b K3a 1-1
76 2,2 3 arist AR 3a,30 42 K3a
79 w22 2 ander [T 33,30 Sig K2a 11
1| 4 Gauss [Matl ) 3a K3a
3 1,2 2 Gauss 3a K3a 0-1
9 | 2 New Fys 3a Fys K3a
15 2 Hugo [eE 3a K3a
22_ 4 Ander Dan dJa K3a
29 | 1 ander [ETNEIN 3= L K3a
50 2 tobe!  CENIN 2= K3a
El 2 Aub  His  3a K3a
01| B33 Rub  F 3a K3a A
62 3 cer  [Engl] 3a K3a A
67 | 2 cer Bio 3 K3a
02| Cure ERH  3a 1 K3a
103 Rub  PRA  3a 1 K3a
E] U-nr. l:l: Klasse* - A

There are three subject groups. Each student chooses one of the groups and attends all the lessons
offered within this group. Conflicts between the individual groups are therefore permissible. Assign the
same CCC letter to all lessons that must not be in conflict with other lessons. Assign a different CCC
letter to all lessons whereconflicts are permissible.
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6.14

6.14.1

. CcC
Subjects C
Group 1 | French and Italian A

Group 2 | Chemistry and Physics | B
Group 3 |Literature and Drama C

Please note that entering a CCC permits , but does not enforce the creation of a conflict between
lessons. Consequently, the diagnosis tool will not display an NTP (non-teching period) for classes when
the lessons marked with the class conflict symbols A, B and C are not scheduled at the same time .

Timetable comparison

It is often useful and necessary to compare timetables with each other, for instance when you implement
manual changes or when you want to compare different versions of your timetable after the completion of
seweral optimisation runs. For this purpose, Untis provides the function "Timetable comparison”
described in thischapter.

First, the chapter will introduce a number of settings options relevant for timetable comparisons.

e Comprehensive oveniews, i.e. two timetables with format 20 or 30, provide an overview of the
timetables of the entire school.

'Timetable' tab

Under "Settings | Miscellaneous”, open the settings dialogue and select the "Timetable" tab. Here you
will find an input block with different settings for comparing timetables. Unter ,Einstellungen | Diverse®,
offnen Sie den Einstellungsdialog und wahlen die Karteikarte ,Stundenplan®. Hier finden Sie unter
Anderem einen Eingabeblock mit einigen Einstellungen fur den Stundenplanvergleich.

Diverse indstillinger <=
E-Mail Perioder Autolnfo Intemet
Backup Filmapper Skema Tilpasse Beregning &f tjeneste Advarsler Html

12 Skemaversion

Skemasammenligning
uden lokaler
Detaljeret sammenligning ved koblinger

Sammenligning uden vinduesdeling

Vandret vinduesdeling
@) Lodret vinduesdeling
/| Datossynkronisering - for alle dbne skemaer

Ved periodeskift ssettes dbne skemaer til periodestart
| Alctivér Drag&Drop i skemaer

[ ok |[ abyd ][ Hep

The following settings options are available:
Without rooms
Tick this box if you want the software to ignore individual rooms during the timetable comparison.
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Detailed comparison for couplings

Activate this option if you only want to see the timetable differences for the elements of the selected
coupling row, but not for all the elements of the selected lesson.

Classes: ignore changes in couplings

This option is only available when the previous option is active. If the timetable changes involve classes
only, the changes are only displayed on the class timetables of the classes affected by the changes.

During a timetable comparison, Untis is started a second time. The next three settings concern the
arrangement of the two windows.

Comparison without window arrangement

Select this option if you want to arrange the two windows manually.

Tile horizontally

Select this option if you want Untis to arrange the original timetable at the top and the modified version
at the bottom.

Tile vertically

Select this option if you want Untis to arrange the original timetable on the left and the modified version
on the right.

The selected window arrangement is not fixed and you can manually change the arrangement at any
time. As soon as you close the second window, the original Untis timetable reverts to its former state (e.
g. full screen).

If you have two monitors connected to your computer or later), you can display the two versions on two
separate screens.

6.14.2 ‘Layout 2' tab

Another settings option allows you to specify how the differences between the two versions should be
displayed. Open a timetable (e.g. ,Timetable | Classes®), click on <Timetable Settings> and open the
"Layout 2" tab to view and select different display options.

Layout 2 | Himl
Andrede timer
V| Red
Fed
Kursiv
Fremhzeves med !
Understreg
note
Hinweis!

The <Timetable Settings> button can only be activated when no timetable comparison is active.

6.14.3 Starting timetable comparison

Start a timetable comparison as follows:

Open a timetable (e.g. "Timetable | Classes") and, if necessary, enlarge the upper part of the window —
the details window — until the combo box "Timetable comparison" becomes \isible. Activate the function
by ticking the box with your mouse.
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6.14.4

@ 32 - Klasse 3a (Aristoteles) Skema (Klal) OCNE=E ==
AT Y EEE .

o - : Tidsinterval Skemasammenligning "
34 gelektioner I ity =
3 Ejskemalagte lekt.  19.09.0011 - 30062012 Kun zendrede skemaer
Klazzalr] -

The timetable comparison dialogue window will appear and instruct you to start Untis a second time.
Specify if you want to open the current file a second time or if you want to open a different file.

Skemasammenligning (==

gp-lntiz skal gtartes en gang til for skemazammenligning

Lektionsfil
C:%Program Files\gp-Untishdema. gpn Gennemse

| Med den aktuelle fil [C:\Program Fileshgp-Untishdemo.gpn)

Skal gp-Untiz startes nu?

[ ] [ me |

The following list summarises the different items you can compare:
¢ Different files, i.e. timetables saved under different names

e Different school weeks (of the same file). Open the same file in both Untis versions and select two
different weeks from the timetable display

¢ Different terms of the same file (for use with the Multiple Term Timetable module)
e Changes to the current work file since the file was last saved

Note
The second timetable must have the same format and the same number of columns and rows as the

first (an important factor when comparing timetables from different files).

Select the desired option and click on <Yes> to start Untis a second time. The two versions will be
arranged as specified. You may have to move the navigation bar to the bottom or the right window edges
to be able to view the entire timetable. The second version also displays a timetable.

The process of timetable comparison

The two Untis timetable versions communicate with each other and exchange information. During this
process, the traffic light situated next to the timetable comparison combo box is green.

Skemazammenligning Skemazammenligning
B | aktiv I akliv
Fun endrede skemaer Fun sndrede skemaer

When the timetable comparison function is active, the two timetables are synchronised.
This means that you can scroll from class to class in one of the two timetables, and the other timetable
automatically scrolls to the same class. Mowe the cursor from period to period and the second timetable
will always display the sameperiod.
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6.15

The example on the following page shows an active timetable comparison. The RE lesson is highlighted
because it is scheduled for different periods (left, Tue-5; right, Thu-5).

@ UniUntis 2011 - demo - Frey Software, 26... [ = || & |[ £2 | @ UniUntis 2011 - demo - Frey Software, .. [= |[E |ES)

Filer Rediger Stamdata Underisning Skemalzgning Filer Rediger Stamdata Undervisning Skemalzgning
Skema Rapporter Indstillinger Moduler Vindue 7 Skema Rapporter Indstillinger Moduler Vindue 7
TmH| =& 00 T Bt TemH @ - 0@ | Ft
BERE. | e | REE S| 2 B Ba || -Ae -lluEE T
B 1z - Klasse 1a (Gauss) skenf((p). [= |[E |52 @ 1a- Klasse1a (Gauss) Sken{q)(r . [ = |l =[]
: =
| & || ' ¥ B 7 ’ & : ’ e ©
= Tidsirterval I sinterval Skemasammenligning -
1a v = .
E B [7] aktiv L
30 Ugelektioner = =
0 Ejskemalagte Ikt 45.09.2011 - 30-08-2012 I 8-2011 - 30-06-2012 [] kun zendrede skemaer

Klasselr) -

< T »

Ma | Ti Ma | Ti

1 Bio | Mus 1 Bio | Mus

2 | Eng | Eng 2 | Eng | Eng

4 4
5 | Dan 5 | Dan

6 6

7 | — |Dan 7 | Mus | Dan
B I (s

U-nr. | Leerer, fag, lok KL |Tid | Skoleugt "ﬁkﬁfﬂ.ﬂa@'“k K. Tid |Skoleuge | Elev
35 Callas, Mus, K1b (K1a) RE! 1-41 : i
—_————— E .

Med F1 kaldes Hjzlp Forstarrelsesglas - Detaljer til skema eller skemadialog

All three periods of German are also highlighted, the reason for which is shown in the period details
window in the bottom part of the window. In contrast to the timetable on the left, the timetable on the
right shows that a room has been allocated to the lesson. The room difference would not be displayed if
the setting "Without rooms" had been activated.

Skemazammenligning
! aktiv
%Kun zndrede skemaer

Below the combo box ,Timetable comparison®, you will see another combo box entitled ,Only modified
timetables®. This function can only be activated when a timetable comparison is active. Ticking this box
automatically activates the function in both timetables. Untis proceeds to compare all the timetables of
the selected element and displays a message box showing the number of timetables in both versions
that contain differences. Close the message box by clicking on <OK>. When this function is active, you
can only scroll through timetables that contain changes. Timetables with identical contents are no longer
displayed.

The function "Timetable comparison" allows you to compare the following timetable formats:

e Single timetables, i.e. two timetables of format 01 or 10, are usually displayed side by side.
Window groups

Different timetabling tasks often require the instant availability of very different types of data. When
assigning teachers to lessons, for example, you may find that an open scheduling dialogue is more a
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hindrance than a help. Equally, the presence of a weighting window on screen would unnecessarily
clutter up the screen when all you are trying to do is some manual fine-tuning of the timetable.

By

Untis solves this problem with the Window Groups function that allows you to set up the screen for a
specific timetabling task and save the window position so you can call it up again at a later point in time.

The following example will demonstrate how to create a windows group.

1. Open the demo.gpn file and arrange the windows as shown in the figure

@ Klasser / Klasse P === @ Klasse 22 (Hugo) / Klasse WP [==E]E=]
1a -H|mEe &~ SR 5
s AT &2 0B F-@d. 2 H BMEMNRIATLS FR-oRE|Ae | f BE
Beteg| ele navnet Lokale | Afd Hovedfi Fortisb | Frokostpaus Uor. |9 Kia,Leer |Ejsk|UL | Arslek |Lerer |Fag  |Klsselr) |Faglokale |Stamiokale |Dobbekiek. | Biok
> Kasse 1a (Gauss) Kia Al < 71z " a1 2 vogo [0 1o, 10207 i
b [Kiasse 10 (Newton) Kib Al < 212 & T Coss I 25203 o
2a  |Kasse 2a (Hugo) K2a A1 n 212 75 22 3 Ruo BN 2520 i =5 L
20 |Kasse 2b (Andersen) Kb Al 4 212 & 22 2 cure I 2020 . <2 o =
3a |Kiasse 3a (Aristoteles) Ka A2 + 212 9e 21 1 = e =
3 |Kiasse 3b (Calas) Kb A2 4 212 8 2 Hugo His  Za =n
42 |Kasse 4a (Nobel) T 4 213 38 1 T = il
L “ 2 Calas For  2a K2a 11
< m B 4@ 2 Nobel [T 2= K2a
59 4+ Cer Dan  2a K2a -
= Klasse* - Bl = v
Dom & 1 ore S
@ Lerere/ Lemrer P [Sl@=]| | @ Gaus/Lerer W (=)= =]
causs -G B EMRET L=e O EH I2-&. Gauss -H|AERATLS ITU-BOEE G | P P
Tekst Beskrivelse | Mellemtimer | Lekt. i reskke| Frokostpaus | Lekt. pr. dag U-nr. |#)Kla, Ejsk|UL | Arslek |Leere  Fag |Klass| Faglo| Staml] Dobbi Afdeing Faggruppe
ns 03 0 2 26 6 3, 1 Gaus [Wat| 22,20 =) AT Watur
Fast (=] 5 12 45 7 N 2 GasEEMl b Sl Kia 11 Al Kunst
Fast 01 B 12 a7 1 4 Gaus [Watl] 3a K3a A2 Hatur
Fast 01 6 13 48 3 1 2 Gaus [ =2 Kia 01 A2 Natur
Fast [X] 6 12 4 4 1, 2 Gaus [l 36 Kb 11 A2 Natur
Vik 01 5 12 45 5 2 Gaus [N ¢a Pel 01 Wb Matur
Vi 01 5 12 45 8 1, 4 Gaus [WaEl] 4a b Natur
Vik 01 3 13 a7
Vik 01 4 12 a7
Tienestefri f. Vik 01 6 13 a7
= e 5 e 6 | Laer: -

2. Click on the <Windows Group> button in the main tool bar. Alternatively you can open the window
via the function "Windows | Window Groups".

Vindue 7
% Vindues-grupper k
Overlappende
Under hinanden
Side om side
Ordne jkoner

Luk alle vinduer Ctrl+K

1 Klasser / Klasse
| 2 Leerere / Larer
3 Klasse 2a (Huga) / Klasse
| v 4 Gauss /Larer

3. Click on the button <Save window group as> and assign meaningful short and long names.

Enter 9 in the fiel "Window group number" and confirm with <OK>.
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@ vindues-gropper K || K | o
@ e 8-
Aktuel vindgesgruppe: Diagnose
B_g!_g__g_nz_a_lgsN Hele navnet Ej udskrift [infa)] | Mr.
:Diagnose: iagnose af skema ] 1
Skema ] 2
Intal Inihl Lasrers ] 3
Info2 lasser |} 4
LFF Lesreres fagfordeling [ 5
SkemaDia. g ] E
Man.Flanl. | Manuel skepal Il
Standard | Standard | Vindues-gruppenavnet
Betegrelse
Diagriose af skema Hele navnet
1 Winduezgruppe-nummer [D=intet nummer)
[k ) [ aibpd |

Please not that a button has been added to the "Window Groups" tool bar.

Vinduesgrupper .S
e e e e e )

If your screen does not display the tool bar, please left-click on the main tool bar and check the box
"Window Groups".

v Hovedikonraekke
v Infoskema
v Afdelinger

+ Kursusplanlsgning

Pl \Vinduesgrupper k

Tilpasse

4, Now click on other buttone in the tool bar. Each button has been assign a different window
arrangement.
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duter Vindue ?
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Tip

You can transfer the window groups from one file to another at any time. To do this, open the file into
which you wish to import the settings and select "File | Import/Export | Timetable/Input Format". On the
"Import window groups" tab you can now navigate to the .gpn file from which you wish to import the
window geoups and start the import process.

6.16 Exporting to Microsoft Excel
Untis allows you to export all timetables and reports to MS Excel.
Exporting timetables
Proceed as follwow if you wish to export a timetable to MS Excel:

¢ Right clik on the timetable and select "Copy in HTML format"
e Switch to MS Excel and select "Edit | Paste" (or Ctrl-V).
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6.16.1
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Exporting reports

Proceed as follows if you wish to export reports:

e Select the report you wish to export under "Reports | Select ..."

e  Click on the <Excel export> button in the main tool bar and seelct the desired settings for export.

e  When you confirm with <OK>, MS Excel will be launched and the report you selected will be

exported.
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