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Introduction

The purpose of this brochure is to offer a fast, uncomplicated introduction to the most important functions
of Untis. Please refer to the manuals for further information.

You can download or order all of our manuals from our website at www.grupet.at.

Should you have any questions regarding Untis please contact your Untis partner. You will also find the
complete list of all Untis partners on our website.

Installation

For installing the software please double click on the file "SetupUntis[Version]UK.exe". Der Setup-
Assistent unterstiitzt Sie bei der weiteren Installation von Untis

We recommend that you do not change the default installation path. On an English Windows system
this will be C:\Program Files\Untis, or C:\Program Files (x86)\Untis on a 64-bit system. Make sure you
always perform installation with administrator rights. The same applies to all other freely selectable
paths, descriptors and names, since this quick start brochure as well as all other manuals always refer
to the suggested defaults.

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


http://www.grupet.at
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2.1

2.2
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Note: Central installation
You can also install Untis on a central server and then give individual clients access to Untis.exe. Please
note that Untis must have been started at least once on the client PCs with administrator rights prior to
this.

Warning: Windows Version
Untis 2017 requires at least Windows 7

Welcome screen

When you launch Untis for the first time a welcome dialogue will appear displaying information about
Untis. It will also allow you to call the data entry wizard that will guide you through the input of essential
data.

First steps Creating a timetable
a ‘Welcome to Untis
15 Awizard can guide you through the first steps with Unttis. This will teach you the most important features of Untis, starting with the entry of general data,
the optimisation of timetables up to publishing the finished timetables. f you want to import existing data from your administrative system, examine the
Creating a timetable numerous interfaces.
e‘ Demo files
Help & News

L Create a new timetable! The wizard will help you with the data entry and guide you through the program.

] Manuals A
i % Contact
[

@ Urttis offers many interfaces to exchange data with other administration systems. Select your country and we will show you the existing

| Messages interfaces. welche Schnittstellen bereits existisren

You can launch the wizard with a double click.

Entering licence data

You will first be prompted to enter your licence data. (Your Untis partner will have provided you with a
document containing your licence numbers.)




Licence data
School name Licence Ma.

[
testschool DEMO ABC-123 license ;

for demo and test DEF-456 School size

for 700-1500 students
i GHI-78%
I:I Expiry date (Day.Morth Year)

Modules

Standard package Small modules
Optimisation Lesson planning - value calc.
Room optimisation + offsite bu... Break supervision
Scheduling dialogue Department timetables

Big modules Students timetables
Cover planning Infao timetable
Courze scheduling Multiweel: timetables
Minutes timetable Multiple temms

Calendar - Year Planning

Footer Gruber & Petters Software

Country Region Customer-Number
IUnited Kingdom - - 0

Use of Web Untis

Please make sure to enter the licence data correctly. The application will automatically compute the
modules you hawe licenced (cover planning, break supenisions etc.). Confirm your input with <OK>. You
will find an overview of the individual modules available in the Modules chapter.

Please note that the licence data are stored in a file and not in the application. If you therefore open the
Untis file (.gpn file) with the registered licence data on another computer using Untis you will not have to
re-enter the licence data.

Temporary licence

If you have a temporary licence, you must make a corresponding entry in the 'Expiry date' field. If you do
not yet have a licence you may use Untis on a trial basis for 3 days. For this, click on the button <3-day
express licence>.

Incorrect licence data

If an error message is displayed, please check your input with the details on the licence data document
and correct the entry. All the characters of the school name and the licence number must be entered
exactly as they appear on the document.


http://www.grupet.at/HTML/kontakt.php
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Untis - Question

|' -~ ) School name, expiry date or licence
\ number 1 incorrect

Do you want to correct the licence data?

| Yes | | Mo

2.3 Help

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

However, If you require specific information on e.g. a particular button or input field, activate the field in
question and press <F1>. You can also click on the "Help“ button and then move the help arrow to the
relevant field before clicking once more.

Tip: Offline help

When you press F1 you are connected to the respective help topic on our website. If you want to use our
online help without being connected to the internet, you have the possibility to consult it offline, just go to
'Help topics | Download help files' you can save the respective data on your PC.

If you have questions when you are familiarising yourself with Untis please contact your Untis partner by
phone or email. You will find their details on our website.

3 Data entry wizard

Data entry wizard The data entry wizard opens automatically whenever a new file is created and can be
accessed at any time via the <Data Entry Wizard> on the Data tab.


http://www.grupet.at/HTML/kontakt.php

Untis Eingabeassistent B X

Festlegen des Schuljahres und der Unterrichtsze... *
ﬁ Establishing the school year

a Breaks and Holidays

@ Entry of the time grid

Eingabe der Raume, Klassen Lehrer und Facher -
ﬁ Entering rooms...

@ Entering classes..,
ﬁ Entering teachers...
ﬁ Entering subjects...

Verfigbarkeiten -
ﬁ Specification of core times

ﬁ Teacher-availabilities
—

The sequence of tasks in the wizard corresponds to the steps that should be taken when a timetable is
created. It starts with 'Setting up the school year'. Any window you open via the Data Entry Wizard can
also be accessed via the menu navigation of the ribbon. In the following the menu navigation is described
for every function.

® =2H s i EEI(- Untis MultiUser 2017 - demo - Test school DEMO - Timetable 2017/2018 = O X
Start Data Scheduling Timetables Course Scheduling Modules |ﬁ % % % % % %I%
5 Teachers -~ %) Diagnosis - @ Il—i] @ @ ey @ - @ ERepor‘ts -
L I= |
H Rooms = ;“';Weighting ~ = o |iii T EE ~ Element-Rollup
Classes Schedulin Multiple | Departments = Settings Hel Cover -
- ﬂ Subjects ~ ﬁ Optimisation -~ - g termps e - - g topicgv scheduling = % ks pComparison mode
Overview Scheduling tools Modules Tools
Untis data entry wizard 1 x
@ school data =R (IR "<=)
_ | Back to the list
4 Allgemeines r Uberblick r Werte [
o the school year -
Gemany ~ || Country Apart from the school year you can also define
Test school DEMO alternating weeks, e.g. for a ten day cycle
- || Region [weekly periodicity 2). You need a licence for the
For demo and test only module ‘'multiweek timetables’ for these
features.
School year Cactacg
Fr. To School number Additional information =
19092017 | [3062018 = ) Film
T = b Y Help
1 5| Weekly periodicity
Type of school
= | 1st school week (A.B...)
[ Activate daily time grid
[ Mutti-Timegrid
s | [t

Back to the list

Press F1 for HELP

|DE | | [UF| NUM| RF| .5
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4 School data

41 Schoolyear

Go to <Settings> in the Start tab and enter the length of the school year. Do not include the summer

holidays in your school year. Confirm your input with <OK>,

I
B+ S."‘hlﬂgl data School name
‘.. General Gemary
o - Testschule DEMO
i Overview
i Values For Demo und Test
- Miscellaneous School year { Language
- Reports F To
(- Substitution Planning i
. Course Scheduling 19092017 | [30062018
. Multillzer m T penog oy i

+ | 15t school weel (AB..)

[T Activate daily time grid
[7] Mutti-Timegrid

4k

Courtry

Region

School number

D

Type of school

4.2 Holidays

Cancel

You can enter the holidays and public holidays for the current school year via 'Settings | School

holidays'.
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4.3

! @
o e
|Settings| Help Covel
v topics = | schedul
Settings
Time grid
School holidays

Licence data

Ll R

Toaolbar

Express-mode

Open Untis.ini...
@ School Holidays (== S
Name Full name From To Next week (AB...) No. of subseguent school
Christmas  Christmas Holiday 23122017 | 07.01.2018
26.12. 26122017 26122017 | 26122017

You can define the

names of the holidays. Tick this box if you want to

convert a day without a lesson to
a public holiday. In some

countries this is important for
< value calculation. >

- Weekend

@ Date: 5u 7.1.2018
Calendar week: 1 lic holiday School Year

Mo Tu [\ Th [ Fr [Sa [ Su [Mo[ Tu [we Th [ Fr [Sa [Su [ Mo[ Tu [we|Th [ Fr [Sa [Su | Mo| Tu[we[Th[Fr i?;i:ié:fi:;'t'ﬂ:i?mbg Mo| Tu[W A
September 1820 21 22 range with your mouse.
17| October 12 3 4 5 5 7 8] 9 10 11 12 13 14 15|16 17 18 19 20 30 3
November 12 3 4 56 7 9 10 1112} 13 14 15 16 17 18 1920 21 22 23 24 25
December 12 34 5 6 7 8 9310|1112 13 14 15 16 17| 18 13 20 21 22|23 2 = 13031
January .-.-.-. 2 9 10 11 12 13 14|15 16 17 18 19 20 21| 22 23 24 25 26
February 12 3 45 6 7 8 9 101112 13 14 15 16 17 18|19 20 21 22 23
2018 | March 12 3 45 6 7 8 3 1011|1213 14 15 16 1718|183 20 21 22 23
April 1l 2 3 4 5 6 7 8 9 1011 12 13 1415|116 17 18 19 20
May 12 3 45 6|7 8 910 11 1213|1415 16 17 18 1920 21 22 23 24 25
— — — W
< o >
£ >

Holidays are important if you use cowver planning for daily changes to the timetable. The holiday entries
are also taken into consideration for the calculation of lesson ratings for teachers. Holidays have no
influence on timetable optimisation.

Time grid

Time grid Use the time grid to specify on how many days in the week lessons are held, how many
periods per day are used for teaching and which of these periods are regarded as morning or afternoon
periods.



School data 1

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

e 5 days per week (Monday to Friday)

e 10 periods per day

e a maximum of 4 afternoon periods per day

e no lessons on Friday afternoons

The 10 periods per day are divided into 6 morning and 4 afternoon periods. The distinction between

morning and afternoon is important for the position of a possible lunch break and can also influence —
with additional settings — when lessons are scheduled (e.g. fringe periods, optional subjects, etc.).

In our example there are only 6 periods taught on Fridays. You can achieve this by marking the 7th to
10th periods and pressing the <Free> button.

Enter the length of each period in the relevant fields in the grid for the individual periods. This allows you
to enter different durations for e.g. afternoon and evening periods, if necessary.

& Time grid = “_lEI &]

4 General r Breaks r Substitute ] [+

Number of days (1to 7) Entry
Mapdmum number of perods per day (1 to 600) Moming

||"-I'Iur|da:.r - | First school day of the week Free
Period number for the first period of the day (1 or 0) Aftemoon

Periodnumber | 1| 2| 3] 4/ 5/ [ 7/ 8 38 10
Period label

3:00 855 350 10:45 11:40)12:3513:30 14:25 15:20 16:15
83:45 |9:40 10:35) 11:30|12:25|13:20| 14:15| 15:10 16:05| 17:00

Monday ----- Aftern Aftern Aftern Aftern

Tuesday Wore More More Mors Mors e e e S

viecnesca, Mot Morn Mors Mors Mors Mot e e e S

Thursday \Morni | Morni Morni Marni [Morni Aftern Aftern Aftern Aftern
‘Morni Morni Morni Morni

Friday

Cancel Apphy

5 Master data

Master data refers to all school-specific resources in Untis which are essential for the creation of the
timetable. These include Rooms , Classes , Teachers and Subjects . Via to the 'Start' tab you can




access differrent windows to define master data (e.g. 'Classes | Master data’) .

@E=EH»SE &R
m Start Data Sched
EX N

[Classes| Teachers Rooms Subjects

T4 o~

- -

Mﬁer Data

I

Le

Alll Press F1 for help.

B8 Master Data |

P

Class timetable portrait
Class timetable landscape
Classes overview portrait
Class overview landscape
Klassenplan groB

Klassen Ubersicht

Beddddd @ 8|,

Student groups

@

Time requests

Window Group +

The following examples are based on file demo.gpn.

Creating new master data elements
You can create a new element in the master data window (e.g. a new class) by clicking in the last row,
which is marked with a * (asterisk), and entering a name and a full name.

Tip: Full name

Specifying a full name is optional but is advisable. Teacher short names in particular (generally
consisting of three to five letters) might not be instantly recognisable. Short names can be used for e.g.
the timetable and long names for printed reports.

Rearranging master data elements
If you wish to rearrange a master data element click on the first (blue) column of the class that you wish
to rearrange and hold the mouse key pressed.. Now drag the element to the desired position in the list.

Deleting master data elements
You can delete a master data element by clicking on the <Delete> button.
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I

@ Klassen / Class M= X
Ic |- | & LTl =& | O RE| E
Mame| Full name Raum | Main subj./d Lunch breal| Periods/day

1a Class 1a(Gauss) 4(1-2 4.6
1b Class 1b (Mewton) 4(1-2 4.6
25 as5 2a (Hugo) R2a 4 1-2 4.7
3a ragaciop R3a 4 1-2 4-3
b Class 3b(Callas) Ps1 41-2 4.5
4 Class 4 (Mobel} Ps2 4(1-3 4.8
Class 1c
Enter new data Class ~
hera

Displaying/hiding columns

A great deal of additional information may be stored for each master data element. You can view this
information by clicking on the arrow at the bottom left of the master data window. If you now wish to
display for example the field 'Max. main subjects/day’ in the upper section of the window (grid view), use
drag & drop to place it there.
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I T

@ Classes / Class A F=N o <=
12 T REMBEATI &Fe QNG S a-80 5
Mame Full name Room| Main subj./d Lunch breal Periods/day
la Class 1a({Gauss) R1la 4 12 4.6
1b Class 1b({Mewton) Rib 4 1-2 4.5
2a Class 2a (Hugo) R2a 4 1-2 4-7
2b Class 2b{Andersen) R2b 4|1-2 4.7
3a Class 3a (Aristotle) R3a 4|1-2 4.3 Q%D
3b  Class 3b(Callas) Ps1 412 4-3
4 Class 4 (Nobel) Ps2 411-3 4-8

4 General r Clasg/v Timetahle r Values ] [+

FIE * | Home room (zhort name) [ s allowed
I:I Class group [ JAF) Lessons not on adjac. days

[]{H} Sched. am./p.m. not bath
[] () Keep curr. loading pattem

I:I Master class (TT print-out)

If you wish to hide a column, hold the <CTRL> button pressed and drag it from the grid view at the top to
the lower section (form view).

Rooms

The procedure for entering rooms, classes, teachers and subjects is the same for all elements. Its
principle will be explained with rooms.

Room name
Use an appropriate abbreviation which uniquely characterises the room of your school, e.g. GYM1 for
Gym Hall 1 or R10 for room number 10.

Tip: Short room names

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

Full name
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Enter a full name which describes the room in more detail.
The list of rooms in the file demo.gpn shows the classes and subject rooms entered. You should enter
alternative rooms and room weightingsfor automated scheduling.

5.1.1 Alternative room

The alternative room is used for scheduling lessons if the room originally desired is already booked. In
our example Gym1 is the alternative room for Gym2 (and vice versa).

-

@Roomsiﬁoom JF=N S X
SH1 - REMBRTI&ES O E

Mame |Full name |Altern.room | Rm. Weight -~

SH1 Sports Hal SH2 4
=H2 Sports Hal SH1 4
PL Physics lal 3
W3 3
™ SH1 is the alternative room !
HE1 4 W

of SH2 and vice versa

Rings of alternative rooms

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

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

R’Iax

R3a R1b

Rzb ‘ FzZa
5.1.2 Classes without designated rooms

If you have classes without designated rooms in your school, you can group any number of rooms
together under a single name via 'Master data | Special data | Room groups'. If for example a class
without a designated room is to be taught primarily on the first and second floors, you can define a
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51.3

corresponding group of rooms. A second class without a designated room should — wherever possible —
only change between rooms on the third and fourth floors. You can subsequently enter the room groups

as 'home room' or 'subject room' when defining lessons and Untis will than assign a room from the room
groups to these lessons during optimisation.

3

@ o/ Room group oo "om x
Fuor12 | 7| R 1 % 5, T 2-: =1 g @ @,@ E Mame | Full name

£
- E SH1  Sports Hall 1 £
MName Full na!'ne Room P SH2 A c
floori2 roomsin1.and 2. floor Ri1aR1b PL Physics lab.
floor23 rooms in3. and 4. floor e
Wwaorkshop

WS
- Textiles workshop

i HE1 Home Econ. room
R1a Class Room 1a F

o2

Class Room 2a
Clazss FRoom 2b

Class Room 3a

Drag&Drop

Ps2 Pseudo Room 2 (4) | F

| &

Tip: Element rollup

You can drag rooms into the 'Room' field using drag&drop by clicking on the <Element rollup> button in
the main toolbar.

Room weighting

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

A room weighting of 0 indicates that the room (and its alternative rooms) is unimportant for the lesson. A
room weighting of 4 signifies that scheduling the lesson only makes sense if the desired room (or one of
the alternative rooms) is available. Physical education lessons, for example, only make sense if one of
the gym halls is free, and cookery only makes sense if the kitchen is available, whereas maths may be
taught in any room of the school which happens to be free.
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514

I

& Rooms / Room A= | (=] |ﬁ|
i1 (vt B ERETI &= @ F
Mame |Full name |Altern. room | Rm. Weight

SH1  Sports Hal SH2 4] v

SH2  Sports Hal 2H1 0 | Limimportant
FL Physics lal 1 |Lass important

WS Warkshop
v T
HE1 Home Ecol
Ria Class Roo|Ri1b 2
Rk Class Roo RZ2a 2
RZa Class Roo R2b 2
R2b Class Roo R3a 2

2

2

2

R3a Class Roo| R1a
Ps1 Pseudo Rc R1a
Ps2 Pseudo Rc R2a

Room o

We recommend that you leave the other input fields free for the moment. You can always refine your
entries at some later time when you have familiarised yourself with the basic Untis functions and wish to
adjust your timetable to take account of the specific characteristics of your school. Detailed information
on these fields can be found in the user manuals and in the online help.

Blocking rooms

You can block a room from automatic scheduling if it is unavailable at certain times because, for
example, it is in use by another school.

Example: Room SH1 is used by another school on Mondays and Thursdays from the 6th to 8th periods
and on Friday mornings.

1. Select SH1 in the list of the rooms by clicking on it.

2. Click on the button <Time requests>. Q .
Click on the <-3> button.

4. Select the periods in which you wish to block the room by marking them while holding the left
mouse button pressed.



I =

@ Tirne requests / Room =X

o @b o5 | (9] 25 25 95 | § =,

-

5H1 ~ Sports Hall 1

1| 2| 3| 4 5[ 6| 7| &
ondey EEE
Tuesday
‘Wednesday
Thursday

, S
i) EEEEEEEE

Saturday

The time request -3 blocks the room completely, i.e. optimisation will not schedule lessons in room SH1
during the times specified.

Classes
You can enter classes in the same way as you entered rooms.

A unique (short) name must also be given to each class. You can change the short name by double
clicking on it. All other data can be changed by clicking on the relevant field in the grid.

P

& Classes / Class A= EoR~—

a | BERETISEE QIR £
Mame| Full name Room| Main subj./day | Lunch breall Periods/day
1a Class 1a(Gauss) R1a 4 1-2 4-5
1b Class 1b(Mewton) R1b 4 1-2 4-5
2a Class 2a (Huga) R2a
2b  Class 2b(Andersen) R2b L
3a Class 3a (Aristotle) R3a
3b  Class 3b(Callas) Ps = Name
4 Class 4 (Maobel) Ps2 Class 1a (Gauss) Full name

QK Cancel

-

Generally speaking, you do not need any information besides the name of the class in order to create a
timetable with Untis. However, in on order to obtain a useful timetable quickly it is generally necessary to
enter time requests for the class.
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5.21

Time requests for classes

With Untis you can enter individual time requests for each element (i.e. teachers, classes, rooms,
subjects), for each lesson, for each period of the day and for each day of the week. Request weighting
ranges from -3 (do not schedule lessons here under any circumstances) to +3 (schedule a lesson here if

at all possible). You can enter time requests for classes by clicking on the <Time requests> icon (€] in
the toolbar of the master data window.

Core times

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

F "

& Time requests / Class | |

@B @B s | PR | 95 @ o5 | @ =,

1a ~ Class 1a (Gauss) N

-

1] 2| 3| 4| b| 6| 7 2| Days [am. |pm.
Manday +3 +31 3 3
Tuesday +3 +3 +3 43
Wednesday +3 +3 +3 +3
Thursday +3 +3 +#3 +3
Friday +3 +3 +#3 +3

Saturday

Additional unspeciic time requests

Range Mumber | Time reguest

Shercers° Blosked, keep e ithot sxcepion ()

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

Lessons must take place between the first and fourth periods at all costs. Lessons should be held in the
fifth and sixth periods but preferably not in seventh period. There should be no lesson in the eighth period
and there must be no lessons scheduled in the ninth and tenth periods. You can adjust to what degree
the time requests (+3 to -2) will be taken into account during automatic scheduling compared to other
input (please refer to chapter Weighting ).
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& Time requests / Class T X

o @f 48 | 9@ | «8[=E|05 | F =,

1a ~ Class 1a (Gauss)

1 2| 3| 4| & 6| 7| & 9| 10|Days |am. |pm.

Monday +3 +3 +3 3 +1 41 -1 2 --

Tuesday 23 33 33 3 41 +1 -1 EE --
Wednesday =3 433 3 41 +1 -1 R --
Thursday +3 +3 +3 3 +1 +1 -10=2 -.
Friday +3 #3 #3323 +1 1 -1 -2 --
Saturday +3 +3 L{b +3 +1

Additional unspecific time requests

Range Mumber | Time reguest -

Sterecrs° Booked, keepfree wihout excepion (3

Note: Time request -3
A time request of -3 is equal to an absolute block and therefore does not require any further weighting.

5.2.2 Classroom

Class room You can enter the (short) name of a room for those classes which have their own room If you
start typing a name in a field the auto-complete function will display the first matching element. You can
accept it with <Enter> or <TAB>. You can also use the selection list to choose a room from all specified
rooms.
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F

@ Classes / Class M=
1a | REMBRT I &FE& |0 EE E

Mame| Full name Room Main subj./day | Lunch breall Periods
1a Class 1a(Gauss) :iE - 4| 1-2 4-5
1b  Class 1b(Newton) SH1  Sports Hall 1 48

SH2 Sports Hall 2

2a Class 2a (Hugo) PL Phsics lab. 4.7

2b  Class2b{Andersen) Wws Workshop 47

3a Class 3a (Aristotle) 4-8

3b  Class 3b(Callas) HE1  Home Econ. room 4.8
: Rl1a (Class Room 1a

4 Class 4 (Mobel} 4.5

Rib Class Room 1b
RZa Class Room Za
RZb (Class Room Zb
Ria (Class Foom 3a >
Ps1 Pseudo Room 1 (3b)

Ps2 Pseudo Room 2 (4) e

il sl alil

5.3 Teachers

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

There a large number of fields that you can enter for teachers. You should start with the NTPs (non-
teaching periods), the desired number of periods per day and time requests.

5.3.1 Non-teaching periods (NTPs)

Specify the number (range) of non-teaching periods allowed for a teacher per week in the "NTP" column.
An entry of 0-1 means that the teacher may hawe no, or only one, non-teaching period per week. An
entry of 1-3 would mean that the teacher should have at least one and a maximum of three NTPs per
week.

Tipp: Serial changes
You can change more than one row in a column with just one entry. For example, you wish to change
the minimum and maximum number of NTPs for several teachers:
" Select the teachers for whom you wish to make an entry by selecting them while holding the left mouse
key pressed.

1. Enter the desired value and confirm with <Enter> or <TAB>.

2. All selected fields now show the entered value.
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5.3.2

5.3.3

I

Gauss Gauss P-6
Mew  MNewton
Huge Hugo

Ander Andersen

Arist  Aristotle : 0-3
Callas Callas : 0-3

@ Teachers / Teacher 4= X

Case (=] 2| @ _'_M*zx&ﬁ-\:
Lyfich break
-2

Mame |Surname |Room@l MTPs target erindsiay

MTPs target
0-3 NTPs target

Mobel MNobel ! =

Rub Rubens 0-3

Cer Cervantes 0-3
0-3

03
0-3
0-3
03

Curie  Curie

Teacher

Periods per day

Enter the minimum and maximum number of teaching periods per day for each teacher in the field
"Periods/day". An entry of 3-7 would mean that the teacher should teach at least 3 but no more than 7
periods per day.

Time requests for teachers

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

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

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

In the example teacher Gauss would 'rather like to' teach on Tuesdays, 2nd — 5th periods, whereas he
would 'rather not' teach in the first period each day. Thursday is teacher Gauss' day off.



Master data 23

F

& Time requests / Lehrer-31 = |
©f @f of | 98 | 95 @2 (%a|| @ = .
Gauss - Cadl Friedrich Gauss h

1| 2| 3| 4] 5] 6] 7| 8] 3] 10[Days [am. [pm. |
Monday
Tuesday +2 42 42 42
Wwednesday
Thursday --------1 3
Friday
Addttional unspecific time requests
Range |Nurnber Time request A
Afternoons 3
e w

Unspecified time requests

It is also possible to enter unspecific time requests in the lower section of the window. You can accept a

teacher's request for a day off on any day of the week by selecting 'Days’ in the column Time range', '1'
in the column 'Number' and 'Unconditional blocking' in the column Time request' You can also formulate

time requests for half days (mornings or afternoons) in the same way.

Teacher ,Rub® in the example should be granted a day off during the week as well as two free afternoons

if possible.

P

& Time requests / Lehrer-31
Eafaf [P |48 93 g =

- Paul Rubens

[

1] 2[ 3] 4] 3|

6/ 7/ 2 9|10

Monday
Tuesday
WWednesday
Thursday
Friday

Additional unspecific time requests

Range

Afternoons 3

| Mumber | Time request
Days 1 Blocked, keep free without exception (-3)
Keep free. medium priority (:2)
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54

5.5

Warning:

Unspecified time requests apply in addition to specific time requests, i.e. they are cumulative. For
example, if Monday is blocked and there is an unspecified request for a day off, a total of two days are to
be kept free.

Tip: Unspecified time requests

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

Subjects

You can enter subjects just like any of the other master data elements described abowe. You should first
allocate subject rooms before making any further entries. When you create lessons with this subject, the
subject room will be entered automatically. This helps save time when entering lessons.

Tip: Complete display “*

Part of your data display may not be visible when you switch from one master data element to another
(e.g. from classes to subjects) due to entries with different lengths and displayed columns . In this case,
simply click on the button <Complete display> and the window will be resized to its optimum size.

Views

Untis is often used to accomplish different tasks. Accordingly there are input fields in the master data for
different tasks. You can use the option of creating a dedicated view for each task area. You can use the
selection list at the bottom right of the master data window to switch between views that have been
defined.

The figure shows that three views have been stored teacher master data: one with general data such as
title, first name and staff number, one for the scheduler and one for the cover planner.
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I

@ Teachers / General information 4 @lﬂl&]
Gauss ':|@Eﬂﬁi?|ﬁvl":—x%|@a
Mame |Surname |Hnurr| MTPs target |Periud5rc| Lunch breal-
Gauss Gauss 0-3 2-6 1-2
| New  Newton 0-1 45 1-2
| Huge Hugo 0-1 oy 12
| ander Andersen 0-1 45 1-3
B Arist Aristoteles 01 4.6 1-2
| |Callas Callas 0-1 45 1-2
| Nobsl  Mobel 0-1 46 1-2
| Rub  Rubens 0-1 47 1-3
| [Cer  Cervantes 0-1 47 1-2 [
Curie  Curie 01 4.7 1-3
- General information

scheduling

Cover planning

General information k‘

Sawve format as...
Edit
Delete

When you display or hide a column in a view, a * will be added to the name of the view in the selection
list indicating that the view has been modified. You can now save the view with 'Sawve view', or with 'Save
view as. .." under a new name thus creating a new view.
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s

@ Teachers / General information Mo = [
auss T 2 | @ ENRRTIEe 0§

Mame |Surname |Hnurr| MTPs target |Periudsa’c| Lunch breal-

-

Gauss Gauss -3 2-6 1-2
Mew Mewton 01 4.6 1-2
| I~
Hugo
Ander Mew format
Arist
— -2
Callas Mame
| Mobel |TEEIC*TE1' Full name
Rub
| [ In menu
— o Public L Sl
Curie

'.

The new view will then be available for use in the selection list.

Teacher [Tea-291) £

Teacher [Tea)
Teacher-&
Teacher-B
Teacher [Tea-1)
Teachers - Break Supervision
Teachers - Departments
Teachers - Standbys
Teachers - Value units
Teacher-J
Teacher-kK

eacher (Tea-291)
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Sorting

When you enter master data they will by default be displayed in all selection lists (e.g. when entering
lessons ) in the order in which they were entered. You can change the sort order for individual views as
well as for all selection lists.

To do this click on the <Sort> button in the master data window. You can define the rules for sorting the
elements in the 'Sort criteria’ dialogue. The example shows teacher master data sorted in ascending
order by (short) name. Wherever teaches are listed in the application, they are to be displayed in this
sort order.

P

@ Teachers / Teacher b li“ﬂ”é]
fas = FENRRTI&=e O

ders| Sorting criteria X

Sort by
[t nae]

i@ Ascending " Descending

y |-Nune- o |

i@ Ascending ") Descending

Hubens then by

-Mone-
- Ascending [escending
then by
-Mone-
Ascending Descending
then by " Master data and drop down lists
e Always sort teachers and subjects
Ascending [esge i@ Short name

i1 Full name

Activate/deactivate the permanent sorting
of drop-down lists

coce | [ty
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5.7 Printing master data
As a general rule, all fields that are visible in the grid view will be printed. You can print master data by
clicking on the buttons <Print> or <Print preview>. You can then select the elements you wish to print in
the print selection dialogue, if you wish.

Customising the printout

You can influence the appearance of printed reports by clicking on <Print layout> in the main toolbar.

Lo ~
@ Print preview
(g Page layout

A window will open allowing you to make all the settings for the report in question. The figure shows that
a totals row will be printed for the number of weekly periods.

Orientation of
the header

Permit page

Portrait /
Landscape

@ Page layout

Test school DEMO Timetable 201772018 Untis 2017
demg#ind test o Wp#d from: 10 October rd &  AaT2018 534

Mame Sumame Status Text Wal Les. Walue =  Actual-Target

Gauss  Gauss 17.000 17.000 | 17.000

Mew | Mewbon 26.000 |28.000  28.000

Hugo |Hugo 18.000 18.000 | 18.000

Ander | Andersen 27.000 |27.000  27.000

Arist | Aristotle 27.000 |27.000  27.000

Callas  Callas 25.000 |25.000 25.000

Mobel | Mobel 15.000 |15.000 15.000

Rub Rubens 20.000 | 28,000 28.000

Cer Cervantes 24.000 |24.000 24.000

Curie | Curie maternal leave starts on 100 Mow. 13,000 18.000 | 18.000

E 227.000  227.000 l
Gruber & Petters Software

Please note that you can change the labels in the heading fields by clicking on the button indicating a
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6.1

pen.

Once master data have been input and their most important characteristics specified, lessonscan be
entered for all classes and teachers.

Lessons

Lessons can be entered from the perspective of classes, teachers or subjects. You can access the
various windows by clicking on the menu points 'Classes’, Teachers' or 'Subjects’. In the examples below
we will be defining lessons from the perspective of classes.

Open the window 'Classes | Lessons'. You can either use your own school data or use the file demo.gpn.

The lessons window

As with the master data windows the lessons window is also divided into two sections: the grid view,
which lists the lessons in a table, and the form view, containing all the fields that can be entered for a
lesson. You can use the arrow button at the bottom left of the screen to expand and collapse the form
view.
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6.2
6.2.1

NS =R Eos =
MR ETCEHLIFR-QOFEE 82 | FE ]

@ Klasze 1a (Gauss) [ Klasze

. =]

1a =| 2| [

L-Mao. |+ CI T Un3ched | Per |Yrsk Teache Subjel Classies) | Subject roc Homeroom | Double pe
11 41 2 Hugo ;_Ejb*?ﬂ
7 2,3 2 Ander (T 1a wed Hiding column: <Ctrl=
73 2,2 3 Arist  |Spoml 1216 Th2 + drag&drop
31 5 Arist  [Mat | 1a A
33 5 Arist E 1a R1a
35 2 Callas Mus 1a R1a
39 2 Callas  Ke 1a R1a 1-1
45 Mobel 1a R1a
Open and close Rub D 1a R1a
=4 the form view Cer |Bio 1a R1a

:I
-
m
i
s
=}
‘i
=
3
m
i}
a1)
=
m
—
[
)
=1
m
!
—
&
i
—
I
o
[=
=
=
=
=
=
m
-

‘ I:I Double periods min.mao.
I:I Periods in this subject room

| Block: size | ONSEC. Pers.)

|:| Sched JRt OMY

Show column:
drag&drop

I:I Subj. Sequ. - Classes

I:I Subj. Sequ. - Teachers

I:I Class Clash Code

"' 0 Unsc

The most important fields are shown in the grid view by default. If you wish to display a field, use drag &
drop to pull it from the form view into the grid view. Hold the <CTRL> key pressed and drag a field from
the grid view into the form view if you wish to hide it.

In the form view you can enter all possible data as masks. All entries made here are immediately
displayed in the grid view, and vice versa.

Entering lessons

Simple lessons

Simple lessons are those in which one teacher teaches one class in one subject. This may be, for
example, 2 periods of physics per week in class 1A with teacher Newton in the physics lab.:

Periods Teacher Subject 2 New
Class
Room

Ph 1a Phys
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Open the window "Lessons | Classes". You will see the lessons of the first class.
Place the cursor in the last (i.e. empty) row in order to enter a new lesson.

Enter '2'in the column "Per" (periods) and confirm your entry by pressing <TAB>.

A w0 D=

Enter the name "New" and again confirm with <TAB>. Note that the auto-complete function (as
described abowe) also works in this window.

5. Enter the subject "Ph". Alternatively, you can choose the names from a drop-down list.

& Class 1a (Gauss) / Class Religious Education
- = =

= i R =T ) % =T & &£ DE Geman

L-Mo. [+ Cl Te{ UnSched Prds | Per | YrsPrds | Teacher

" 4,1 2 Hugo Geography and Economics
7 2,3 2 Ander GA Graphics
73 2,2 3 Arist :
3 2 — MU Music I}
33 g Arist X Textiles
35 2 Callas —
39 2 Callas Design
45 2 Maobel
53 €, 2 5 Rub
63 2 Cer
95 2\ > 2 New > 1a Ria

Note: Sorting
The subjects are displayed according to the sort order defined.

6. The name of class 1a appears automatically because we are currently working in the lessons
window of class 1a.

7. The home room for this lesson is taken automatically from the class' or teacher's master data. Since
according to "Subjects | Master data" the subject physics should always be held in the physics lab,
it has automatically been copied to the subject room column.




32

6.2.2

@ Class 1a (Gauss) / Class 14 E@
la I IFHEBIRT S PIFR-I0FE 48 FE F -8 -
L-Ma. |* Cl,T¢ UnSched Prds | Per |Y¥rsPrds | Teacher | Subject | Classies) | Subject room |Homeroom | Double pers. | Block

1a,1b,2a,

11 41 2 Hugo E e Ria
7 32,3 2 ander  REN 1= WS Ria 1-1
73 2,2 3 aist  JPEENN 1216 SH2 Ria
3 5 Arist A 1a Ria
33 5 Arist EM 1a R1la
35 2 Callas (0] 1a R1a
a9 2 Callas | AR 1a Ria 1-1
45 2 nobel [N 12 Ria
53 T\ 2 5 Rub DE 1a Ria
(% 2 Cer Bl 1a R1a
86 €\ > 2 New PH 1a PL Ria
M R E = Class v

Now open the window "Teachers | Lessons" and go to the lessons of teacher Newton. You can see that
the newly created lesson is also listed among Newton's lessons.

Coupled lessons

In Untis terminology, coupled lessons (or couplings) are those in which more than one teacher and/or
more than one class participate in the lessons, and the lessons in the coupling are held at the same
time.

Coupled lessons (several classes)
Teacher Rubens is to teach cookery in the home economics room to the combined students of classes
1a and 1b for 2 periods per week.

Per Teacher Subject 2 Rub
Class
Room

CK 1a,1b HE1

Proceed as in the example of the simple lesson, but enter both classes 1a and 1b in the field 'Class(es)'
separated by a comma. In this case, the room will not be entered automatically because there is no
room assigned to the subject cookery. For this reason, enter it in the subject room column .
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@C[ass'la(ﬁauss}f(:[ass \ }E@
1a ":? '% %?ﬁvé—" ﬁ$%‘@h—.€x:x 'E_Jj\'éi @'T'QQ'@@:

L-Ma. |+ CI,T¢ UnSched Prds | Per |Y¥rsPrds | Teacher | Subject | Class(es) | Subject room |Homeroom | Double pers. | Block
11 41 2 Hugo E e Ria

7 72,3 2 Ander 1a WS Ria 1-1
73 @22 3 arist  JPEERN 1316 SH2 Ria

31 5 Arist MA 1a Rila

33 5 Arist EMN 1a R1a

35 2 Callas MU 1a R1a

a9 2 Callas AR 1a Ria 1-1
46 2 nobel [ 1= Ria

53 L 5 Rub DE 1a Ria

&3 2 Cer Bl 1a R1a

2 T\ > 2 New  PH 1a PL Ria

a7 2,182 2 Rub CK 1a,1b | Ria

vt [ ¢ Class v

Now switch to class 1b. You can see that the newly created lesson also appears in the list of lessons of
class 1b.

Couplings with several classes and teachers

We will now plan 4 periods of English in different sets for the students of the second year. This means
that students from classes 2a and 2b will be taught in three sets by three teachers (Cer, Ander and
Callas) in three different rooms.

Per Teacher Subject 4 Cer
Class
Room
EN 2a,2b R2a 4 Ander
EN 2a,2b R2b 4 Callas
EN 2a,2b PS1

1. Select class 2a in the lessons window.

2. Enter "4" in the column "Per" and confirm your entry by pressing <TAB>.

w

Enter the name "Cer" and confirm once more with <TAB>. The order in which you enter the
teachers’ names is not important.

Enter the subject EN.
Enter classes 2a and 2b (separated by a comma) in the field class(es) column.

The class 2a's home room, R2a, will be automatically copied into the relevant field.

N o o &

Mowve the mouse to the column 'Cl,Te' in the lesson you have just entered and click on '+'. Enter the
name of the next teacher ,"Ander", and again classes 2a and 2b in the empty row shaded blue.



2 Rub Ck 1a.1b R1a

4 Cer DE 2a.2b R2a
2 Rub CK 1a,1b Ria
4 Cer DE 2a.2b R2a

8. Now change room R2a to R2b because Cervantes will be teaching his group in R2a.

9. Repeat the entries for teacher Callas in the third coupling row, using a different room.

F

@ Class 1a (Gauss) / Class ] L4 E@
" FEEMRIETELI AR ORE A PR FH-&D )

L-Na. [+ Gl Te¢ UnSched Prds | Per |%rsPrds | Teacher | Subject | Classies) | Subject room |[Homeroom |Double pers. | Block
11 41 2 Hugo E o ib2a, Ria
7 2,3 2 Ander 1a WS Ria 1-1
73 @22 3 Arist  [BEGRN 1a1b  SH2 Ria
| 5 Arist (LY 1a Ria
33 5 Arist EN 1a R1a
35 2 Callas MU 1a Ria
39 2 Callas AR 1a Ria 1-1
A couple lesson Mobel 1a R1a
consisting of two classes Rub DE 1a Ria
and three teachers. Cer Bl 1a Ria
M e PH 1a PL Ria
Rub CK 1a,1b R1a
Cer DE 2a,2b R2a
Ander DE 2a.2b R2b
Callas DE 2a,2b Ps1 w

M : Class v

The '+' sign will now be permanently displayed in the 'Cl, Te' column. Clicking on this sign will display all
the information on the lesson. You can decide whether you wish to view only the first row of the lesson or
whether all coupling rows should be displayed.

Tip: Expanding all coupling rows
Clicking on <+> in the column heading of 'Cl, Te' will expand or collapse all coupling rows in one go.

Tip: You should remember the following rule when entering coupled lessons:
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6.2.3

6.2.4

Several classes are entered together separated by commas but when there are several teachers each
one must be entered in a separate coupling row.

Double periods

Lessons will be scheduled in single periods unless specified otherwise. You have to allow or request
double periods in the field "Double pers." of each lesson concerned. Use this field to specify the
permitted range of double periods:

An entry of 1-1 indicates that the range is from 1 to 1, i.e. the lesson should be scheduled in exactly one
double period.

T + 2,3 2 Ander ~ | la WS R1a

An entry of 0-1 means that a 2-period lesson can be scheduled in a double period, but it is not an
absolute requirement (minimum 0, maximum 1 double period).

Elock

L-Mao. [+ €I, T¢ UnSched Prds | Per |YrsPrds | Teacher | Subject | Class(es) | Subject room | Home roongfiDouble pers.

3 1,2 2 Gauss oo 3a R3a

An entry of 1-2 means that a 4-period lesson can also be scheduled in one double period or two double
periods. The timetable algorithm should decide which variant is best suited from the overall timetable
perspective.

L-Mo. |+ Cl,T¢ UnSched Prds |Per |%rsPrds | Teacher | Subject | Class(es) | Subject room | Homeroo
76 1 2,2 3 Arist PEG 3a,3b SH2 R3a

Double pers.
1-2

Tip: Double-period condition
If it is possible to allow variability in scheduling double periods (e.g. with the 0-1 or 1-2 options), please
allow the algorithm to work with these freedoms since this can lead to a significantly better overall result.

Blocks

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

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

L-Mo. [+ G, T¢ Un3ched Prds | Per |%rsPrds | Teacher | Subject Class(es) | Subject room |Homeroom | Double pegl
2 3 Callas AR 1b Rib

If you wish to schedule a 6-period lesson in two blocks of 3, simply enter '3.3'.




L-Mo. |+ Cl,T¢ UnSched Prds | Per |YrsPrds | Teacher | Subject |Class(es) | Subject room (Homerocom |Double pgfs
30 2, 1 8 Arist MA 1b Rib

Automatic scheduling

You must specify the general conditions and your priorities for the timetable before you can start
automatic scheduling. This is done in the relevant window which can be accessed via the 'Weighting'
button.

Weighting

Use these control data to determine the priorities for your school's timetable. This is done by allocating
weighting values ranging from unimportant (0) to extremely important (5).

Example: If the entered condition is important for obsening teachers' non-teaching periods, move the
slide control 'Optimisation of free periods for teachers' to the right (e.g. to 4).

F o)

@ Weighting ERER
Teachers 1 Unimportant  Extremely important
Teachers 2 L Awvoid having just one period in a half-day for teachers
Classes
Subjects

Main Subjects

Respect lunch breaks for teachers

Rooms

Fespect the subject sequence for teachers
Period Distribution m

Time requests m Respect breaks at beginning and end of day
Year Planning

Analysis

coce | [ ot

Weighting distribution

The weighting profile is important for achieving a good and well-balanced timetable. Priorities 4 and 5
should not be used too frequently. It is important that you map the requirements of your school as
accurately as possible. If you are new to Untis, we recommend that you leave the weights at the default
values for the moment and that you come back to them once you have gained some experience with one
or more test optimisation runs.
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You can view the settings for the individual weighting slide controls on the 'Analysis’' tab. The general rule
is that a weighting value of 4 and especially 5 should be used very sparingly. You will find an example of
poor weighting allocation and an example of good weighting allocation below:

P

ﬂWeighting == &]
Teachers 1 Number ] Details
Teachers 2 15 _ Bﬂd WEIQ ht
Classes diStl’ibUtiDn
12 12

Subjects
Main Subjects 10 | 10
Rooms
Period Distribution
Time requests 5 4

3
Year Planning

1
Analysis 0 I -
Unimportant Extremely important
0 1 2 3 4 5

0] Cancel Apphy
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7.2

P o)

& Weighting [ [
Teachers 1 Number GOOd WEIg ht Details
Teachers 2 0 distribution 1o
Classes 9
Subjects

7
Main Subjects 6
Rooms 5 | g
Period Distribution 4
Time requests
Year Planning
rJﬂl.nalj.rsis | 0
Unimportant Extremely important
0 1 2 3 4 5
0K Cancel Apphy

Optimisation strategies

Open the window "Control data for optimisation" by clicking on the <Optimisation> button.

Warning: Diagnosis of input data
Check your input data on possible errors or mistakes via Diagnosis before your first opotimisation runs.
The outcome of the optimisation primarily depends on complete and error-free data input.

You can use this window to choose between simpler (and faster) and more advanced (and slower)
optimisation strategies. You can also select the number of different timetables which will be created
during the optimisation run.

The optimisation variants are ordered by:

e optimisation duration (A is the shortest and E is the longest strategy)
e recommended work steps (begin with strategy A and work step by step through to the more advanced
strategies)

Strategy A - fast optimisation

This is the fastest optimisation variant. It does not return the best results but is ideally suited to
discovering errors in the input data. For this reason, use this strategy at the start of scheduling until
major data errors in master data and lessons have been remedied.
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Tip:
Errors in input data prevent good optimisation results. Work with strategy A in order to find errors with
the input data under 'Diagnosis'.

Strategy B - advanced optimisation

This strategy returns very good results and does not take too long. Run this variant after running strategy
A and look at the results. If necessary, adjust the weighting slide controls if the timetables do not match
your expectations.

Tip: Developing weighting parameters

There is an enormous difference between weighting values of 4 and 5. A weighting value of 5 will impair
the result even though a value of 4 would be sufficient. For this reason you are advised to set the slide
controls to a maximum of 4 and only to change individual controls to 5 one by one if the timetables
generated do not match your expectations.

Strategy D - advanced percentage planning

Strategies D or B will return the best results depending on the school. However, since strategy D takes
considerably longer to run, you should not invoke it until you have developed weighting parameters using
strategy B. In this variant, the algorithm proceeds step by step, i.e. does not process all lessons in one
go. For this reason you must enter the start and incremental percentage value in the optimisation
dialogue.

Tip: Start and incremental percentage value
We recommend a starting percentage value of 30% and incremental percentage value of 20%.

Strategy E - overnight optimisation

As the name implies, this strategy can take a long time to run, but in most cases returns the best
results.

Use it at the very end of optimisation, i.e. after using the other strategies. How long this optimisation
takes to run depends very much on the size of the school, the number of timetables to be computed, the
optimisation steps per timetable and on how powerful the computer is that you are using. It can therefore
very well take the whole night to run.

Optimisation steps per timetable (1-9)

A value between 1 (low optimisation) and 9 (advanced optimisation) is possible. You can compare the
optimisation level to the settings of a chess computer which determine how long the computer may take
to analyse each mowe.
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Optimisation Run
Optimisation strategy (4.8, ..}

A -fast optimisation -

3 Optimisation seres: No. of TTs (1-20)

@pﬂmisaﬂnn level (1-5)

Launching optimisation
You can start the optimisation by clickinh on the <OK> button.

7.3 Evaluating timetables

The optimisation run is the "heart" of Untis and is responsible for scheduling lessons automatically. As a
general rule, each optimisation run consists of two parts, initial placement and swapping. During
placement optimisation, the various lesson periods are inserted into the initially empty timetable
beginning with the most difficult lessons, and the timetable is gradually filled. The swap optimisation then
attempts to switch the periods about in order to improve the result.

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

The top section of the window displays an initial rough diagnosis of benchmark values for the timetable
generated during optimisation.

Evaluation number

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

Note: Size of the evaluation number

The size of the evaluation number very much depends on the size of your school and the values that you
entered. This number will also change as soon as you start modifying weighting factors or other settings.
For this reason it does not make sense to compare results computed on the basis of different settings.

Unscheduled periods, NTPs, core time violations
The following items displayed after optimisation will give you an initial basic idea of the quality of the
timetables:

Number of unscheduled periods

Non-teaching periods (for classes)

Core time violations ( core time = +3 time request for classes)

Subject 2x / day (e.g. when a subject is scheduled in the first and fifth periods on the same day)
Double-period errors
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7.4

e Optimisation Run E@

~
| Optimised schedules 00
O K Opt. strateqy: A (3/2) 0/0/0

1. Series

Evaluation |Unscheduled |NTPs |Core Time Infr. | Subj 2%/ Day | DblPrds - Error | Student-clashes | Students NTF's

Best TT 167 0 0 5 0
Timetable 2 204 6
Timetable 2 276 5

L ]
[=IE=2N=]
[ B e T e

(=R =1

1

(=R =1

Specially designed toolsallow you to diagnose the timetable in greater detail.

Timetable diagnosis

Go to <Diagnosis> and access the window which will assess your input data and the calculated
timetable.

The Timetable diagnosis window consists of two sections: on the left you will see the diagnosis selection
window and on the right the diagnosis details window.You will see two tabs in the selection window:
Input data and Timetable.

You can choose a diagnostic item in the selection pane, and the details pane will display the lesson in
question together with the affected class and/or teacher.

Diagnosis Input data

This is where issues and problems with the input data are displayed.

Note: Diagnosing input data

The 'Input data' tab checks data for consistency and indicates any inconsistencies that could cause
problems when the timetable is created. Please make sure to check this item before running
optimisation.

For example, 6 periods of English have been specified for class 2b in the demo.gpn file and these should
be scheduled as single periods. Since English teacher Callas has one day off each week it is
theoretically impossible for these lessons to be scheduled without violating a condition (e.g. double-
period condition or subject held only once per day). The diagnosis will indicate under item 'Input Data |
Class' that in one case the problem 'Subject 1x/day not possible" occurs. The right window section
displays the lesson that is involved, namely subject EN for class 2b (lesson no. 6).
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@ Timetable diagnosis
= @ (7]

25092017 ~| 2 -1.10.2017

Input Data  Timetable

- Diagnosis

Problem

Detailed problem
description

Type of diagnosis
Untis tries to schedule a certain subject no more than once per day per
class. Untis enforces this rule comprehensively, such that it checks the
‘names’ of the subjects of the individual lezsons of a class and does not
schedule these lessons on the same day, even if you actually meant
different student-groups, e.g. in Math. The subjects listed would have to be

scheduled on more days per class than there actually are available for
scheduling.
Weighting: 4
MNumber: 1

: S_ubjec:t only once per day not possible

Show related windows

e regues ng
) Teacher 1 S Par |-r5
Lessons with teachers without rooms - 1 D 6 6
=] Room 2
2 teachers in the same room = 2 ]
e
Course scheduling
E Lessons 1
Too many lessons with "Priority” * 1

Diagnosis Timetable

ltems of this section indicate violations that occurred when the timetable was created, either from the
perspective of the lesson involved or from the perspective of the master data element affected.

The following example shows that eight teachers have been allocated too few teaching periods each day
(according to the master data). For example, teacher Hugo has only one teaching period on Friday
compared with a minimum of four. Howewer, this condition was only weighted with a value of 2. It is
therefore not surprising that this condition was not met for all teachers. If this input is to be given greater
weight compared with other input, the slide control 'Meet maximum / minimum daily periods for teachers
must be moved further to the right (for example to 3 or 4) and optimisation must be run again.
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7.5

7.51

& Timetable diagnosis

K154
- vy

Input Data  Timetable
-l Diagnosis ‘nftg | Num
Al =1

Leszons 6

Class 14

=] Teacher 33
Too many NTF's 3 1
Double Mon-Teaching-Peniod 0 1
Lunchbrezk too short 3 4
Lunchbreak too long 3 3

Too many consecutive periods
Just one period on a half day
Room
Subject
Students
Lesson sequences
Calendar - Year Planmng

3
3

by

10
26
7

Type of diagnosis

The condition "Periods./day min.-max.” has not been obeyed forthese
teachers. bei den Stammdaten der Lehrer nicht eingehalten werden

00 = E=n )

|

Show related windows

Lunch break

Ca
Hal @Teacherstehrer » E@
R Foe -] MEMRETI&Ee 0L
Cu Mame |Surmame |Room | NTPs target | Periods/day | Lunch breal »
L Gauss Gauss 0-3 2.6 1-2
& Mew  Mewton 0-1 ks 1-2
Huge Hugo 01 1-2
Andsc_fndarcan 01 p
Aris| @8 Hugo - Hugo, Victor Timetable (Le‘ 4 E-@
| for 1o :w-B HA o008 | E
0
rubl |7 School year:18.9.2017 - 30.6 2018 v
Cer
Curi Mo Tu We Th Fr Sa
£
1 b 3 3b
His His
-
4
4 His \b 4
His (8]
4
)

Hugo should teach at
least four periods per
day. On Fridays this is
nat the case therefare it
is listed in the diagnosis.

@ |~|® | ;| |

Leh-Diag - Lehrer-Diagnose* ~| ¢

When scheduling the lunch break you have the option of specifying fixed times for the lunch break or of
performing flexible lunch break scheduling.

Fixed lunch break

A fixed lunch break - for the entire school

- can arise from the time grid.
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@ 1 - Class 4 (Nobel) Timetable (Cla14) 1= e =
f ~cw-FE0ss@e B8l P
famar @ -
[ A
Monday We
@ Time grid (=] O |mss]
3:00 . 1
1 5:45 DS Ander [[E | GA (R General r Ereaks r Substitute ] 3
£:50 Curie M 6 Number of d 1t Entry:
2 o= TX Curie RE! umber of days (1to 7) Ty
10 5 . Moming
3 9:40 MU Ande R23 Meodmum rumber of periods Lunch break is between
10:25 : — Monday - | First school day Gth and Tth period. Fres
4 10:45 £ 1 Period number for the first perio Aftemoon
11:20 I
5 1125 = Pericdnumber | 1| 2| 3| 4| s[ 10
=211 2 Period label
6 % 2:00 850 9:40 10:45 11:39|12:25 14:10 1§00 15:50 16:40
m 8:45 935 |10:25/11:30 122294 13:10| 14:55 45| 16:35 17:25
Monday Aftern Aftern
7 Tuesday Wi Mo Mo Wi Wi i Ao Ao A
‘Wednesday Aftern Aftern Aftern Aftern
8 =2 Thursday |Mormi Mermi Aftern Afiern Aftern Afiern
s 0 R < v v
15:50
9 [0 Saturday Mormi
1]

A particular period (e.g. period 7) can be excluded from lesson scheduling using a block (time request -
3). With this you can set a fixed lunch break for classes on an individual basis. Furthermore, the period
is made available as a unit in the timetable (e.g. for scheduling it as an office hour, etc.).
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Monday Tuesday
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@ 1a - Class 1a (Gauss) Timetable (Clal4) U o= 3]
1a i o-FI ARS8 [PN | B-g|= L
School year-18.8.2017 - 30 6 2018 G E—
@ =]

1 %99 | ENaristR1a | MA AristRia

Ta : Class 1a (Gauss)

2 %50 lyucallaR1a | EM Arist R1a

Monday
Tuesday

3 ¥ | BicerRia

AR CallaR1a

RE Mobe R1a

DE Rub R1a

DS Ander [TE

TX Curie

\wednesday
Thursday
Friday
Saturday

1
+3
+3
+3
+3
+3
+3

2| 3
+3 +3
+3 +3
+3 +3
+3 +3
+3 +3
+3 +3

4
+3
+3
+3
+3
+3
+3

5 7

+3 - I
+3 -
2 A
+3 -
+3 -3

+3

E| 9| 10 Days [a.m. |pm.

Cla14 - Class schedule big W

Flexible lunch break

Any lunch break is automatically placed in the last period of the morning and/or the first period of the
afternoon. You can influence the position of the lunch break on the 'Breaks' tab under ' Time grid ' by

selecting the first and last periods that can serve as lunch break. The length of the break between

morning and afternoon lessons is specified at a later point in time (e.g. 1-2 periods depending on the

class).

The example shows that the fifth period is the first that can be used as lunch break and the seventh
period is the last. The lunch break must always lie on the boundaries or across the boundaries between

morning and afternoon. The white fields indicate those breaks lying between the last period of the

morning and the first period of the afternoon.

nl
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P

ﬂ'ﬁme rid
g

:.. Lunch break from4o

_ Maximum number of classes with lunch break at the same time

Entry:
* = Double periods or blocks must not span this break:
+ = Off-site transfer possible in this break

Breaks r Substitute [

Lunch break label

41 (w2 |23 |3 |45 [s56 |67 [78 [&9 [9n10 [10- | A

Show break labels

Start

End

Maonday

Tuesday

Wednesday

Thursday

Friday

800 &50 940

10:25 11:30 12:20 13:10 14:55 15:45 16:36 1735
10:45 11:3% 12:25 14:10 15:00 15:50 16:40

The length of the lunch break - i.e. whether it should or may last one, two or three periods - is specified
in the class master data window in the 'Lnch Brk' column. This is also entered as a range. For example,
'"1-2' means that the lunch break may last for one or for two periods. An entry of '1-3' means that the
lunch break should last for at least one period and for three at most.

P

-

® Closses / Class A= Fop =
1a | - | E 2 = &
Mame |Fu|| name |H:mm |Mair‘|subj.a’d [ Lunch break
1a Class 1a(f R1a
| b Class 1b{M Rib
| |2a  Class2a(r R2a
| 26 Class2b{2 R2b
| 33 Class3a(2 R3a
| 3 Class3b(C Ps1
n Class 4(Ni Ps2
il Class Lo
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8 Manual scheduling

There is of course the possibility to change the timetable manually. This is done directly in the timetable
windows, either in individual timetables or in overview timetables.

8.1 Placing periods
In this example we will be placing periods into an empty timetable and locking them in such a way that
subsequent automatic scheduling cannot change their position.
1. Open the demo.gpn file and delete the current timetable via 'Scheduling | Reset the timetable'

2. Unscheduled periods will now be displayed next to the timetable and can be placed in the timetable
using drag & drop.
Clicking on a period that you wish to schedule will display possible time slots in the timetable.

Fields which are highlighted green indicate that these would be good slots to place the period awiding
the risk of a clash.

The software also takes into consideration any additional input you have made. For instance, Friday is
not displayed as a possible day for the lesson 'Mus' for class 1a because teacher 'Callas' has been
allocated a day off on Friday (‘Teachers | Master data | Time requests’).

e w4

Scheduling| Multiple | Depar
e terms ~

[[=2 Resetthe timetable
Scheduling dialogue %
Overview classes

Cwverview teachers

i 4 & &)

Owerview rooms

Window Group k

Tip: Colours of time requests

You can use the <Colours of the time requests> button in the Time requests' window to specify the
display colours for the different time requests. This is necessary if for example there are difficulties in
distinguishing between red and green.

" If you click on the <Settings> button and then check the box 'DragDrop: colours same as time requests'
on the 'Layout 2' tab, the settings will also be used for manual scheduling in the timetable.

Lessons are automatically displayed and scheduled as single or double periods (or blocks) in
accordance with settings made for double periods under lessons.

When there is more than one unscheduled period of a particular lesson, the individual periods will be
displayed stacked. When there are more than three periods, the number of unscheduled periods will also
be indicated.

You can determine the position of unscheduled periods yourself by simply grouping the stack around the
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desired position in the timetable. After right-clicking and selecting ' Re-group unsched. prds.' the stacks
will be automatically repositioned.

Unscheduled periods can of course also be scheduled via the oveniew timetables.

@B 1a - Class 1a (Gauss) Timetable (Cla1) Y= | 3|3 | | @ Timerequests / Teacher-51 = =
1a T -3 HAR s [P & sEE 5 Bl | R <2 PR L
School year:18.9.2017 - 30.6.2018 L .
¥E 2 R IE - Maria Callas
UnS 7 .
nac Mo | Tu | We | Th Fr Ea 1 2| 3| 4/ 5| & 7| 8|Days |am. |pm.
3410 Monday
1 Tuesday
2 \Wednesday
P
3 .
Frdey I )
4 1 ]
5
6 Additional unspecific time requests
T Range |Number |Time request
8 B
L-No. | Tea. Subj. Rm. Cla. |Time |Schoolweek Stud. |Specialtext Cluster |Li »
35| Callas, MU, (R13) 1a 1-41 28
< 3
[c1at - Class 1 v]

Scheduling from the lessons window

Alternatively, you can schedule periods from the lessons window. To do this, click on the relevant period
in the 'Unsched Prds' column and use drag & drop to position it in the timetable.

& 1b - Class b (Newton) Timetable (Cla20) [ ]
P =:w-FE8sd4s & & ;
School year:18.9.2017 - 30.6.2018 [+
Monday Tuesday Wednesday Thursday Friday Saturday
1 (2|3 |4 |56 |7 (|(8]|]1]2 |3 (|4 (5|86 |7 8|1 |23 |45 (6|7 |8 |1 (2|3 |4|5|6([7(8]1 |23 [4 (5|6 |7 |8]|1]|2]|3|4]|5

1a

1b

2a

2b

Ja

3b

a4

1 B
H|

With these buttons you
can filter the non-
scheduled periods.

TS

ass Teacher Subject

~ J

Element filter v‘ |CIaZD-CIass 20% ~




Manual scheduling 49

8.2

Tip: Undo
All schedulings can be undone using the

J

e 4o = == @ Class b (Newton) / Class
b ~:u-BEA s b | BENBIRTELIFZR-IOF
- School year:18.9.2017 - 30.6.2018 el - L-Mo. [# CI, Ty UnSched Prds |Per |%¥rsPrds Teacher |Subject | Class(es) |!
1a,1b2a,
11 2 Hugo g R
Mo | Tu (We | Th | Fr | Sa
7 = 2 Gauss [ 'b \
1 73 (= 3 Arist PEE " 1a.1b :
2 < 78 2,1 By 1 1 ander  EEJI 1030 {
% —— 2 =R 3 Callas AR 1b
3 o '-‘-_-_- %
3 1 1 Ander  HI 1b
4 30 S & Arist  [MA b
5 36 B 4 i Callas | MU 1
5 47 B\ > 2 Nobel [ 1t
54 5 & Rub DE 1
7 64 T 2 2 Cer Bl 1b
8 70 B, 1 1 cuic  IESNIN b |
nrT o4 m | e | | =191 1N ~u An Ak
Clat - Class 1 v > LNo. 2

Locking periods in the timetable
You can lock periods in their current position so that a subsequent optimisation cannot change their

position by selecting the period in the timetable and then clicking on the <Lock period> button Sin the
timetable. An * will indicate that the period is now locked.

|

Warning: Locking manually scheduled periods
If you place periods in the timetable manually without locking them, they may be rescheduled in the
course of timetable optimisation.

Shifting periods
You can easily shift periods in the timetable.

Empty green fields mean that a move to this position is possible without creating a clash.
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8.3

-

@ 3a - Class 3a (Aristotle) T 44? [ = || & |[wim]

3 > - w-F AR 5| E

School year:18.9.2017 - 30.6. 2018 Ii@ -
Mo | Tu |{We | Th | Fr | Sa

1 HI |ifEN |PEG.| PH | DE | GEc
2 |iken | RE | DE | DS |PEG. | GEC
3 |PEG.} Bl | HI | GA | MA | DE
4 | o | DE | MA |ima | RE | PH
5 | ma *CH. |irEN ——
6 | Ds L
7 B+ DS. |i#R.
8 R

Red fields indicate that scheduling in this position is possible but that this would infringe important
conditions (e.g. blocking).

Swapping periods

Periods highlighted green (green cells occupied by a period) can be swapped with other periods
highlighted green. Periods marked with a blue arrow indicate that a circular change is possible. This is
indicated visually in the timetable with arrows. Dropping the original period on it causes a window to open
in which you can specify whether a (circular) swap should take place or a clash generated.

At the same time all timetables affected by this swap are shown by tabs. Now you can easily check the
consequences of this swap for all classes and teachers (in our example among others Gauss), before
you confirm with<Ok>.
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@ 3a - Class 3a (Aristotle) Tim ? [ = || 5 [l
3 | w-FlAAds F F

School year: 18
£ ( Ja lGauss] Pander] !

Mo | Tu Sa Mo | Tu
1 H | EN GEc 1
2 |ifen | RE PEG. | GEc 2
3 |Fec /H( Gp— = — 3 DE

pi— —— Save block - Lessons: 3 GA Gauss *
4 ox NoE Mo @ 4
5 / *CH. |ifE| Lessons: 3 GA Gauss - Mo-4 > Th-1 5
6 s

— i —~ Clashing lessons! - Number of clashes: 1 6
T | s, | af Les:9 7

Clashing elements: 1 3a
A
Options
L-Mo. |Student group |Tea. Sub ") Save block (and un-schedule the clashing lesson)
a MNew, PH (") Create clash
+3
@ Consecutive swaps: Th-1-> Mo-7 - Fr-h
( =
{ -
a——
Clal - Class 1% Rl

Fields shaded purple indicate that it is possible to move (or swap) a period without causing a clash but
also that neither the desired room nor the alternative room is free.

EN | MA |@Ec | MU | ma
MU | EN |PEG. | DE | RE
Bl |iR | MA | EN | EN
PEG. iR | DE W[ ] DE
FRE W

Scheduling the "dragged" period in 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.

Dropping the lesson onto such a period causes a window to open in which you can select whether the
original lesson that was in that position should be unscheduled or whether a clash should be generated
when you schedule the 'dragged' (active) period.



Save block - Lessons: 1 MA Gauss >

Lessons: 1 MA Gauss - Mo-5 - Tu-4

Clashing lesgons! - Mumber of clashes: 2
Les.: 4 Subject: GA Teacher: Gauss, Les.: 22
Clashing elements: 2 Gauss, Ja

Options

i@ Save block (and un-schedule the clashing lesson)
i1 Create clash

Save with room clash Cancel

Swap suggestions

If you click on the <Swap suggestions> button in the class timetable window, Untis will display several
possibilities to swap periods. This will take into account that a swap can only be made for a class if a
swap is performed for another class at the same time. The 'Gain' column will indicate if a swap operation
brings about an improvement or degradation in terms of the settings you made (weighting, specifications
in master data / lessons). A tab in the timetable displays all class and teacher timetables affected by the
active swap suggestion.

If two classes are to be swapped, the lower section of the suggestion window will display various swap
possibilities for the second class. Depending on the swap possibilities the total gain or loss for the
timetable will also be indicated here.

@Sugsﬁtedswaps EI@ @ a - Class 1a (Gauss) Timetable (Cla Mo [= | =
= ~ [B] o =
Consegnc. «| leapel Gain C  Refresh 'a v - &R~ [ ‘ﬁ E o, @ a9l & i) '@@' =
- - - - = -
15 Class NTP= -1129 v Foma 18.092017 ~ |~ -239.201 Eﬂv
2
3 Close Ta ] Arist
7 . UnSc
Prirt
14 " 2124 Mo | Tu These tabs display the
4 Different possibilities to swap periods w“h_ class 1 timetables that are affected by
5 including the mast imminent [C]Only different ...
c problems of the swap. [ Show details 2 . DE EN
g 3 5 | AR EN | EN | MA
=
] Subject twice a day -400 4 g AR DE DE
10 Subject twice a day -425 5 §
11 Subject twice a day -505 g 'y
12 Subject twice a day -510 6 E
13 Subject twice a day -521 7
1 Teacher not available 0 8 -
A A
|( 2 LT "]
Clal - Class 1* [
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8.4 Unscheduling periods

Unscheduling periods You can also unschedule periods by dragging them into the section next to the
timetable or into the timetable details window and dropping them there. The lesson itself will not change.

@ 3a - Class 3a I[Arlstotle] Timetable (Clal) 4 ¥ | = | @ |[w2=
*:8-F AR sBNelE-]E

School year:18.9 2017 - 30.6 2013 [i8] =

Mo | Tu |[We | Th | Fr | Sa

HI [fEN |PEG. | PH | DE | GEc

"EN | RE | DE | DS |PEG. | GEc

FEG. | Bl HI GA M T

= Dragé&Dro
GA | DE | MA |F0A | RE : i

MA *CH. [IFEN
DS. | Ew
. p——
1“; DS |i#R.

iR,

W~ W M=

8.5 Assigning rooms

You can also manage room allocation directly in the timetable window. Open the schedule/delete room

dialogue using the <Schedule/Delete this room>'@ button. You will see the rooms you entered for
lessons and rooms available for scheduling on the right. Select a room and click on the <Assign room>
button. You can delete a room that has already been assigned with <Delete room>.
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B Allocate/Delete this room X
Apply to

Lessons: 31: We-3 o i
Q) single period

Required capac.: 28

Home room: R1a () all periods of the lesson

SH2, Sports Hall 2 [ Mlse show occupied rooms
[ Allocate additional room

Current selection of lessons

Available rooms

Teacher | Room Class(es) |Corridor Stat code(s) - -

Arist SH2 (R1a) 1a (_ Rm. Cap. |Alt. Rm |Alt. HRm |Occupied |[Room-group |Corridor |Stat code(s) |Prd. free
R1a 36 v 1
SH1 1
PL 1
WS 1
HE1 q

< >

L Allocate m. x Delete room Close

Checking option 'Display occupied rooms' will display all currently occupied rooms. If you wish to assign
one of these rooms you can

e force a lesson currently scheduled in the room from the room
e create a room clash or
® swap rooms.

Apply to

(@) single period

Lessons: 31: We-3

Required capac.: 28
Home room: R1a

R1a (36), Class Room 1a

Curment selection of lessons

Teacher |Room |Class{es) |Corridor | Stat. code(s) A ZiEE - -
Arist Ria 1a € Rm. |Cap. |Alt. Rm |Alt. HRm |Occupied |Room-group Corridor |Stat code(s) |Prd. free
SH1 1
SHz2 1
PL 1
W5 1
_ﬁ.‘ ¥ + + + + + + + “
R1b 30 v v
R2a 32 v v
R2b v v
Room not available = R3a v v
L v
oK v
Room not available R2b We-3 v
Interfering lesson: 51

(Class: 3b, Subject: RE)

v Allocate m. x Delete room Close

(") Displace interfering lesson
(71 Create clash

(@ Swap rooms

[ Dent show this message again.




Manual scheduling 55

Assigning rooms in the overview timetable for rooms

You can mowve or swap rooms quite easily using drag & drop in the oveniew timetable for rooms. The
example in the figure shows the teacher Newton's lesson being moved from room R1b to the physics lab.

@ R2b - Class Room 2b Timetable (Roo21) =N =R
e - H-FAE s BRES| -8

T (25092017 ~ |5 -7.102017 kg
School week: 2
Monday Tuezday Wednesday Thur=day

1 2 3 1 2 3 1 2 3 1 2 3
SH1

Mews. Rub. Rub. Rub. Rub.
SH2
PL [Ngi-E! Mew
WS Ander

Ander. [ Ander.

TW Curie. Curie | Curie Curie.
HE1 New | New
R1a Arist Ca!a,s Cer Arist | Arist | Callas | Hugo. | Mobel | Arist | Callas | Rub | Arist
Rib | cer | Adst | Nobel | Rub | Rub | Nobel Callas | Rub | Arist | Callas
R2a | Ccallas | Mopel | New | Callaz | Callas | Ander Huge | Hugo Cer Cer MNew
R2b | Mobel | New E‘.a' '155 Callas | Mobel | Hugo | Callas | Cer
R3a Rub Cer HLI Drag&Drop l&r Gauss | Ander [ Rub | Arist | Mew [Gauss.
Ps1 L l
Pe?
Timetables

You can open ready-made timetables for classes, teachers, rooms and subjects under "Timetables" in
the main menu.

Generally speaking, a timetable window consists of three parts: the details window at the top, the actual
timetable in the middle and the period details window at the bottom.
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[

@ 1a- Class 1a (Gauss) Timetable (ClalA)

1a T u-F HA Ss| @ &8

10 == fon |

1
l

28 Periods/week

School year:18.9.2017 - 3062018

-

Date range

2 Unscheduled prds.

Selection pane

1852017 - 30.6.2018

Monday Wednesday | Thursday Saturday

Bl CerR1a

200 | ENAristR1a | MA AristR1a (5221 =8| MU CallaR1a

845
: :
8:55 | MU CallaR1a | EN Arist B1a DERub R1a WHALLINCHE!

8040

MA Arist R1a EN AristR1a | MA Arist R1a |
AR CallaR1a I

10:45 DERubR1a [ MA AristR1a | DERubR1a
11:30

9:50 Bl CerR1a
10:25

GEc Hug R1a

11:40 RE Mobe R1a
12:25

Timetable

N H N AW N -

12:35
13:20 pane

12:20 DS Ander B

14:15

14:25 TX Curie
15:10

L-Mo. | Tea. Subj. Rm. |Cla. Time Schoolweek Stud. |Special text | Cluster Line text-2 | Student

31 Arist, MA, R1a 1a 1-41 28
+3 Details window

Clala - Class schedule big* ot

Details window
The details window shows various information such as the number of periods per week, unscheduled

periods and the time range for which the timetable is valid.

Timetable window
The timetable window shows the actual timetable. You can decide for yourself which information

(subjects, rooms, classes etc.) you wish to display and how (font, size etc.).

Period details window
The period details window displays details of the current (highlighted) period..
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9.1

9.2

Several timetables in one window

When the <All elements in lesson> button is activated, clicking on a period in the timetable will display
tabs showing the timetables of all classes, teachers and rooms involved. You can use the tabs to easily

switch from one element to the next.

Fo

@ 1a - Class 1a (Gauss) Timetable (Clala)

0 = =n |

-

School year:18.5.2017 - 306 2018

1a ~ -7 dE0 8 s (@ .é&}'

W -

1a | 1b | Ander | Gauss| Cuie | WS | TW |

AR CallaRi1a

Monday Tuesday Friday Saturday
500 | EN AristR1a | MA A All participating classes, R1a | MAAristR1a | BICerR1a
8:45 teachers and rooms of
oo |MucalaRia
1?5?;”5 Bl CerRla MA AristR1a | EM Arist R1a | EN Arist R1a | MA Arist R1a

DE Rub RE1a

MA Arist B1a

DE Rub R1a

GEc Hug R1a

1
2
3
4
]
6
7
8

RE Mobe R1a
12:35
13:20
13:20 . -
1815 DS Ander [T
14:25 TX Curie
15:10

)

|CIa1A - Class schedule big® v|

Timetable synchronisation

Open a class, a room and a teacher timetable and arrange them next to each other on your screen.

Select Monday, 1st period of class 1a ("EN") in the class timetable. The teacher and the room timetable
will be automatically synchronised with the active elements (teacher Arist and room 1a)
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9.3

Timetable formats

Rool - Room 1

- - The timetables -
2509.2017 ~|=7-304. synchronize
automaitically. .
1a | Asst | Ria | e M SE =
[l E
Mondy - -F R s @ £ | Saturday
o T | School year:18.9.2017 - 306 2018 -
1 200 | EmaristR1a | MaA/ Bl Cer R1a
A = M’ |-I- |Ill |-I-I | — |-|IL | === =
. | |
2 2% |MucallaRia [ EN 31‘ @ Ria - Class Room 1a Timet WY [ = || & [ |
| - . - g3 A s @]
3 55| Bicerr1a 2 |1 _
AR O 3 Schoal year:18.9.2017 - 306 2018 -
4 Mo | Tu Fr | Sa I
5 o
5 1 Arist | Anist [0 Callas| Arist | Cer
E =] = [ —
6 = 2 |callas} Arist
3 Cer
8 4 Callas B
7 4 |Hugo Rub | Arist
5 | New LLEN *Rub. |
8 6 Cer
7 ||
Ander.
8

Often used timetable formats such as 'Large timetable' or timetable summaries can be found in the
selection list of the classes, teachers, rooms and subjects buttons.
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2w { B

|CIasses|Teachers Rooms Subjects

28  Master Data

Lessons

All lessons

Class timetable portrait
Class timetable landscape
Classes overview portrait
Class overview landscape
Class schedule big I},

COwerview classes

Student groups

DR daddaed @P

(73

Time requests

Window Group b

There is a large number of timetable formats. Take a little time to browse through them in order to gain
an oveniew and then decide which format you like best..

9.3.1 Timetable layout / timetable information

You can adjust the size of each timetable as required. To do this, draw the separator lines between the
heading rows or columns apart or together. This will alter the width or height of all rows or columns.
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I_EI % - @Iﬂﬁ..ﬁl&l@ & | =v

School year:18.9.2017 - 30.6.2018 -

MU Callas R1a

It is just as easy to display all relevant information such as teachers, classes, rooms and subjects in the
timetable with just one click. To do this, click in the timetable with the right-mouse key and select 'Per.
window: Standard format'.
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9.3.2

@ 1a - Class 1a (Gauss) Timetable (Cla1) LA = el
le  [=:w-F dARA&GsBn & &-@l=- .
School year:18.9. 2017 - 30.6.2018 [i‘éj -
Mo Tu We Th Fr Sa
1 EN hAn hLI MA Bl
ings =i |
Right click er-mode v T

llocate/Delete this room DE

De-coupling

@ 1a - Class 1a (Gauss) Timetable |
13 - : @ - '=¢-I:| @

School year:18.9.2017 - 30.6.2011

4
5
6
7
8

Students M.

L-Mo. |Tea. Subj. Split this period from the lesson
33 | Arist, EN, | Change the teacher in the period \l Mo Tu
+3 Add teacher 1 | ENAris R1a | MA Aris R1
< Time range: week 2 |mucalri :-E.H-Aﬁs-ﬁ.:
Tirne range: school year 3 mcerR1a | 1
AR CallR1
Coovin HTML-format m

Tip: Timetable formats

It is advisable to have two timetable formats for each master data element. These come predefined by
default. For example keep Timetable | Classes' as a small format timetable for working on the timetable.
You can then add all information to Timetable | Large class timetable' for output.

Modifying information in the timetable

You can change any of the contents displayed in the timetable. Only make changes when you do not
like the options in the Standard period or when different content is required.

To do this, click on <Timetable settings> (o1 in the timetable window and then on the button <Period
window>. A graphic editor will open depicting the contents of the individual timetable cell.

Note: Per. window: standard format

If you open this dialogue for a timetable output in standard format , uncheck the option 'Per. window:
Standard format'. You can then perform the steps described here.

Now add the information that you wish to display in the timetable using the <New field> button.
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@ Layout 01 Period window Contents (fields) of a teaching p
OK Cancel Apply
Type of Timetable
B %X U
Classies) -
Field type: Standard format
Tz 2l [ Timetable period: standard format
g Max. characters Subject L F"?:ct
% Fort size (a3 a percentage) Teacher . 2. Field
(50-500%) Teacher
Aligenment: — =] 3. Feld
Left-zligned - - Room
[] Start and end time
Ceritre fields automatically
Horizartal
Vertical

erod

Mew field

Type of names

Field type
= (@ Short name

(1 Subject
7 Lesson numbe
1 Footnote referend
(1 Special text
1 Text for the lesson pepd
0 Line tead
1 Line text-2

) Full name
[] Use glias

{1Sub.

" Description
1 Time request

(" Lesson group

l [ QK Cancel
(1 Cluster [simultaneous lessons)
1 Student group
15ub. 1Te.

You can even change the font size of each field. Pl

ease note that the background field symbolises the

timetable cell. Confirm with <OK> once the timetable cell looks the way you want it to. <OK>.
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UnSc
= Mo Tu We
1 math Arist mus
2 géo Arist | ¥ chim zsu
gymg Rub g .
3 math Arist | géo ATTST
5 éduar Call
4 = chim Rub [ math Arist
(=]

Tip: Displaying coupling cells

When more than one teacher is involved in a lesson, you can add the field "Teacher' seweral times. For
example, if 3 teachers participate in a lesson, you need at least 3 teacher fields in the graphic editor in
order to display all teachers involved.

Printing timetables
Proceed as follows if you wish e.g. to print a teacher ovenview timetable:
Open an oveniew timetable from the demo.gpn file via Teachers | Teachers oveniew landscape'.

Now either press the <Page layout> or the <Print> button and confirm the Print selection dialogue with
<Ok>.

Moz Tuesday )

12]zle|s]|e|z|a]oafw]1]2]a|s]5]6][7]|a]s [10]
Gauss 3a Print selection ot I
New [4. 120 |24 |3b |30 Teacher: 10410 .

Edit printat
Huge | 3b 4 | 4 .
Selection...

Ander
Arist |1a [1b |35 |1a. FOF 3
Calla | 2a |15 2h 2k 4 FDF
Nobel
Rub |3a | 4 |3a [1a | 1b Ok HTHL Cancel 3

Cer |1k |3a |1a | 2a | 2a I o6 (98 [ &
Curie | 4. H

Timetables: Web/on your smart phone

With the WebUntis basic packaget you can easily make all your timetables available for students,
teachers, parents, companies, etc. Upload your data directly from Untis to the WebUntis Server by just
one click. The timetables can then either be shown in the web browser on your PC or tablet or on your



http://www.grupet.at/HTML/produkteUntis.php?p=webuntis
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smart phone with the free-of-charge Untis Mobile App .

For further information please go to our web site www.grupet.at, Products | WebUntis.

10 Modules

In addition to the standard package Untis offers a number of additional features, which are available in
special modules. There are separate manuals describing these functions in greater detail. The modules
are listed briefly below.

You will also find a detailed description on our website at www.grupet.at . You can also test each of the
modules. If you are interested, please contact your Untis partner.

Multi-week timetable

This module enables you to schedule time-limited lessons (e.g. for graduating classes) and periodic
lessons (e.g. every 2 weeks). You can also model completely irregular timetables that may be found at
many vocational schools.

| School year

Time characteristics 1

| School year |

Time kchafactéristics 3 > fortnightly / week A

E E E Time characteristics 4 > fortnightly f week B

Furthermore, the school year can be split into independent terms with different timetables. This allows
several independent timetables for a single school year to be created in one file, enabling analyses and
statistics to be easily drawn up cowvering the complete school year.



https://www.youtube-nocookie.com/embed/aqzU3HxWUbE?autoplay=1
http://www.grupet.at
http://www.grupet.at
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Lesson planning and Value calculation

This module assists you before actual timetable scheduling starts — with the planning of teacher
deployment (subject allocation, teaching load). There is a number of tools available to help in allocating
lessons (e.g. Lesson matrix, Lesson table, Teacher suggestion etc.). This module is also used for overall
value calculation (teacher target and actual values, subject factors, values of date-limited lessons etc.).

@ Lesson matrix - Default
3 | o
RaFL 7 &P D
= Filter
| Pl - o :
[ Highlight suggestions
Subject (18/18) |~ Rel MatW D Spra His Gw Kunst Tw
Class(es) (77} |~ ¥ 14 85 33 14 1 g 30 13
. Ander (2)
1a 30| Nobel (2) ’ég?té?' (@ Rub(3) Arist (5) Hugo (2) Callas (2)  (3) Curie (2)
Callas (2)
Gauss (2)
. Arist (8) . . - Ander (1) Curie (2)
ib 30| Mobel (2) Ger (2) @ Rub (6} Ander (1) Hugo (2) Callas (3) @ Carie {1) @
Callas (1)
Callas (1)
Gauss (1)
Ander (1) Mobel (1) Rub (1) Ander (2)
2a 32| Nobel (2) Hew (1) 21 (1) @ Hugo (1} @ Huga (2) Hugo (2} Callas (1) @ Curie (2}
Cer(2) Cer (4) Cer(4) Callas (2)
Mew (4)
Mew (2)
Callas (1j!
L-Mo | Per Teacher Subject Class(es) Room Homeroom Male Female Line text Stat-2
48 Mobel Rel 1a Ria
£ >
:




I -

& Weekly values @lﬂ“ﬁl
Teacher - Lessons / values * | Yeary average = 17.00
Gauss = | [[]Cendensed view

Fiefresh Planned lessons including reductions. Biwweekly lessons apportior
Wweek Fr.-To Target |Lesson |FRed. W-corr. | Actual Actual-Ta| »~
Total |19.9-30.6. 000 657.00 0.00 0.00 69700 697.00
1/19.9-249. 17.00 17.00 17.00
21255-1.10. 17.00 17.00 17.00
3|2.10.-8.10. 17.00 17.00 17.00
419.10-15.10. 17.00 17.00 17.00
5/16.10-22 10 17.00 17.00 17.00
6|23.10-25.10. 17.00 17.00 17.00
7|30.10.-5.11. 17.00 17.00 17.00
816111211 17.00 17.00 17.00
9(13.11.-19.11. 17.00 17.00 17.00
10{20.11-26.11. 17.00 17.00 17.00
1{27.11.-3.12. 17.00 17.00 17.00
12(4.12-10.12. 17.00 17.00 17.00
1311121712, 17.00 17.00 17.00
14(18.12-2412. 17.00 17.00 17.00
15(25.12-31.12. 17.00 17.00 17.00
16(1.1-7.1. 17.00 17.00 17.00
17(8.1-14.1. 17.00 17.00 17.00
18(15.1.-21.1. 17.00 17.00 17000 .

Cover planning

Cover planning is a fully integrated tool which helps you to assign and coordinate daily substitutions. A
second maijor task of the cover planning module is the maintenance of substitution statistics and their
evaluation in accordance with your own criteria and those specified by the authorities.
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EXRER I pADVIFITHrEIE A BBl @
Substitute From-To =
j [=]|{19.092017 ~ E~
. il i Uncovered substitutions
Lehrer i
Subst| Type | Date | Perio| (Subj| Subje (Teac| Substitul (Clas| Class (R ol s L
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11:40 . : - :
12:25 H1 v,ﬁ%|@ﬂ‘&?=@u|ﬁ.@@|ﬁ'@ !
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LEE o1 |12 |23 |34 |45 (BE (67 |7 |8
1425 845 (940 [10:35 [11:30 (1225 |13:20 |14:15 | 1510
: 4PLPH
15:10 — a00 (855 |950 (1045 |11:40 1235 (1330 |14:25
Monday Callas Cer |777
Tuesday Curie Curie | Cer
‘Wednesday [+ Anst Rub |Gauss
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Break supervision

In many schools, students have to be supervised during the breaks. Untis provides the ideal tool for this
task. You can specify the break supenvision areas yourself as well as defining what amount of
supenvision duties should be allocated to which teachers and also which teachers should be excluded
from supenvision. This module is also integrated with the cover planning module, i.e. cover can also be

planned for break supervision.

Gancelation

Tu-2,
2102010

Teacher
Students

Info-timetable

This module was specifically designed to show timetables and cover planning data on the Internet or on
an intranet or to distribute them by email. The possibility of displaying substitutions fully automatically in
the school entrance area on monitors or by means of a projector is becoming increasingly popular. This
allows substitutions to be updated immediately without having to reprint and display paper lists.



Modules

69

P

@ Talisker - Talisker 12 Timetable (Stu-HTML) Mo |E ]
Talisker | = = g-F A & |d@n & & &= L
School year:18.5 2017 - 256 2018 V6| v
Monday Tuesday Wednesday| Thursday Friday
1 Basic Religiou Adv. English 1
Beck r2 Shak 12
2 Adv. English 1 |Basic Mathem|Basic Russian|Basic Physica|Basic Religiou
Shak 2 [Colu r1z Pas Bach th2 Beck 12
3 Basic Russian| Adv. History 1 |Basic German| Adv. History 1| Basic Art1
Pas Cer Goeth 12 Cer Rub r1z2
4 Adv. History 1 Basic Chemis |Basic Russian|Basic Geogra
Cer Mend rch Pas Colu r1z2
5 Basic Chemis | Adv. English 1 |Basic Mathem|Basic Mathem| Adv. English 1
Mend rch Shak 2 |[Colu r12 Colu r1z Shak 12
6 Adv. English 1 Adv. History 1
Shak 12 Cer riz
7 Basic Physica|Basic German
Bach th2 Goeth 2
8 Basic Geogra | Basic Art1 |Adv. History 1 |Basic Chemis
Colu r1z2 Rub M2 |Cer Mend rch
9 Basic German
Goeth 2
Basic German
10 Goeth 2
Stu-HTML - Students 1[G

-

Student details window (magnifier)

This module is aimed at school systems in which students have few course options (and a relatively

large number of compulsory courses). Students can be assigned individual courses and timetable
optimisation can determine which optional courses can be held in parallel. This results in individual

timetables for each student.
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cHl| 11| 5] o|cuiel12 |12 9 x
chl | 74 3| 0O[Mend12 [12 | 25 x
chz2 | 80 3| 0|Mend12 [12 16 x
gl 14 4| 0|Goett|12 |12 18 x T
g2 15 4| o0|Bach|12 [12 | 25 ® ®
g3 | 15| 4| 0|Andedi2 |12 12 XX
Ei 6| 5 0|Shak|12 |12 19
E2 | 8 5| o0/shek|12 [12 5 x
el 1B 3| ofcer [12 |12 12 x
e2 | 82 3| o|Buck/i2 |12 12 x v
< >

Course scheduling

This module is a powerful tool for those types of school in which the students can freely choose their
courses (e.g. in the sixth form). There are various tools available for creating sets automatically and
manually.

ZAll -

Al [Abteilung 1)

A117 (Abteilung 117)

Mb [Abteilung Maschinenbau] Decentralised operations are

possible with the module

Department Timetables®.
Simultaneous scheduling with

the same set of data is
possible with Untis MultiUser

Department planning

In large schools, individual departments often schedule their timetables independently. Untis enables you
to split the overall timetable of the school into separate department files and subsequently to merge them
once more into one school file.
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Cover planning

Covwer planning is a fully integrated tool which helps you to assign and coordinate daily substitutions. A
second major task of the cover planning module is the maintenance of cover statistics and their
evaluation in accordance with your own criteria and those specified by the authorities.

Break supervision

In many schools, students have to be supenvised during the breaks. Untis provides the ideal tool for this
task. You can specify the break supenvision areas yourself as well as defining what amount of
supenision duties should be allocated to which teachers and also which teachers should be excluded
from supenvision. This module is also integrated with the cover planning module, i.e. cover can also be
planned for break supervision.

Info-timetable

This module was specifically designed to show timetables and cover planning data on the Internet or on
an intranet or to distribute them by email. The possibility of displaying substitutions fully automatically in
the school entrance area on monitors or by means of a projector is becoming increasingly popular. This
allows substitutions to be updated immediately without having to reprint and display paper lists.

Student timetables

This module is aimed at school systems in which students have few course options (and a relatively
large number compulsory courses). Students can be assigned individual courses and timetable
optimisation can determine which optional courses can be held in parallel. This results in individual
timetables for each student.

Course scheduling

This module is a powerful tool for those types of school in which the students can freely choose their
courses freely (e.g. in the sixth form). There are various tools available for creating sets automatically
and manually.



Departments timetable

In large schools, individual departments often schedule their timetables independently. Untis enables you
to split the overall timetable of the school into separate department files and subsequently to merge them
once more into one school file.

Untis MultiUser

Untis MultiUser is the ideal solution for situations in which sewveral people work together on the timetable
independently. For example, different departments may create the school's overall timetable, or the
school secretary enters teacher absences each day and the cover planner generates the resulting
substitutions.

L e

| |
\
/

et

Cover Planning Lesson Planning
provisional regular
timetable timetable

Untis MultiUser is simple and secure thanks to its user rights system.
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12

I it

@ User rights | [ | S|
MNew Delete

MNumber of users 3 1] 1] O] »
MName Administrator Secretary Lesson Planning -incipal | -~
Create =chool ] ] ]
Create school year ] ] ]
Create version ] ] ]
Administrator ] O] O]
Uzer administration ] ] ]
O ptimisation ] ] |
Print
Data importiexport ] ]
Info-Timetable ] i1 ] L]
Timetable Edit Edit views Edit Read only
Master data Edit Read only Edit| Read only
Special data Edit Mo rights Edit| Mo rights
Lessons Edit Read only Edit Edit
Terms Edit Mo nghts Read only Mo nghts
Caover planning Edit Read only Read only Read only
Absences Edit Edit Mo rights | Read only 9
Schools | School years | Versions | Multiple terms | Departments | Read only ~
A 2] A All All All ]

Cancel

WebUntis

In addition to the aforementioned basic package , WebUntis is available in the versions Agenda, Class
register and Student.

Agenda

WebUntis Agenda is an easy-to-use, web-based room scheduling and booking system. You can also
use WebUntis Agenda to manage and make better use of all your school resources such a video
projectors, music systems, notebook trolleys etc..

WebUntis Agenda allows any teacher to find the best room independently and at short notice — from
home via the Internet. This increases teacher flexibility and reduces administrative overhead — WebUntis
Agenda saves time!
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Back

Class register

The old (paper-based) class register is dead - long live the electronic class register! The WebUntis
solution is easy to use, fast and convenient. Student absences can be registered centrally in the
secretary's office, teachers enter the teaching content of each class (from home if they wish) and special
functions for class teachers make administrative tasks child's play. You can find unexcused periods at
the click of a mouse and easily generate lists of student absences or other statistics...



WebUntis

75

13

Timetable | Lessons

Book

Class register

Courses

Master data

Administration

da Lessons
Class 1a

Teacher Arist
Subject MA

4 Students in the lesson (3)

L e
&

) O n,,..
el o ol
A Lo
M1 o S T D,
% e

=T L Pk
e

A m T

2 e

A TR
]
L shwesTionns
1]

son Dec 19, 2017 8:00AM - 8:45AM QP O @

No examination E

it O v m T
% e T b
O e O b w e
s f. L

£ T pores
L

o

A% sbsences not yet checked

| Enter grades | | Send message ¥

4 Absent students (0)

Mothing te display

4. Teaching content 5

Click here to enter the teaching content.

4. Class-register entries (0) E\'ﬂ,

Mothing to display

| Create ticket | | Students with pictures | | Back |

Updates

& Homework )

Mo homework on record

4. Class services (0) ¢ 1a

Mothing te display

The latest news about Gruber&Petters products, current updates and much more can be found on our

website at www.grupet.com .

We hope that you enjoy working with Untis and wish you lasting success with your timetables.


http://www.grupet.at
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