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2.1

2.2

Introduction

In large schools that consist of several departments or that have to be divided up into several abstract
part because of their size the timetable is very often not created and maintained by one person but by
several people. The aim howevwer is to create an optimal overall timetable, particularly with regard to
resources shared between departments such as teachers and rooms.

Moreover, in many schools day-to-day cover planning is performed on a departmental basis, i.e. by
several cover schedulers, but in this case with cross-departmental elements having to be taken into
account.

These requirements call for certain operations such as optimisation or cover planning to be performed
department by department.

The Department Timetable module enables you not just to restrict work within one file to one department
but also to export the department data fully automatically to separate .gpn files in order to work on them
individually. These files are then later merged into one single overall file.

The department timetable really comes into its own in particular when used with the Untis MultiUser
module.

Data entry

This chapter deals with the definition of departments as well as assigning_them to individual master data
elements . These entries are the starting point for working on a departmental_basis and for splitting_the
data upinto individual .gpn files.

Entering departments

You create departments just like any other master data element with short and full name. Just go to
'Modules | Departments | Master Data' and enter new departments in the last, empty line.

@ Departments / Department | B[S
D1 | IEORR & &-@@ F

Mame |Full name

o1 Science

D117  Department 117

TE Technical Department

Assigning to master data

Once you have defined departments you can assign them to your master data elements. Just open the
respective window group by going to 'Start | Departments' and the department view of all master data
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windows is automatically displayed.

3a Class 3a (Aristotle) HI History

3b Class 3b(Callas) [<1= Geography and Economics
s Ciss sguooe) va wamemaes
ot

Bl Biology

PH Physics

MU Music

X Textiles R
hd Classes - Departments RV hd Subjects - Departments ~ |_:§

Start Data Scheduling Timetables Course Scheduling Maodules (
o (ﬁ‘\, [ Lesson matrix S Weekly values l Users = [ Info-Timetable
£ E Lessons table (:S Reductions - |% External elements [ E-Mail...
Multiple | Lesson planning . — Walue . MultiUser ) Info-timetable Calendar - Yedf = Departments Bre{
terms = wizard ™ E,Teachmg qualifications = c31culation~ w@ Settings - -@ Settings HTML-export @g Messages Planning = - Ervisi
| Lesson Planning | Value calculation | MultiUser | Info-Timetable |
nents / Department EI@ e Teachers 'ee:) EI@ e Rooms / Rooms - Departments A= @ R
- " = . P - = " - = = = —
p1 = A HRE S| B 8 fass T=]2 | B E 8| FH S FENEBET|&EE 20| B pesriornen &
Mame |Fu\| name | Mame |Surname |Dept. ‘ Namz«-lFuH name |Dep1. ‘ ~ 2
o1 Science Gauss Gauss D1 Ws Workshop
D117 Department 117 | | New  Mewton (n)] || ™
TE Technical Department || Huge Hugo || SH2 Sports Hall 2
Ander Andersen SH1 Sports Hall 1
Arist  Aristotle R3a  Class Room3a (
Callas Callas D117 R2b  Class Room2b p
Mobel Mobel D117 R2a  Class RoomZa ('
Rub  Rubens DNy R1b  Class Room 1b (
Cer  Cervantes Rla  Class Roomfa (
Curie Curie o7 Ps2 Pseudo Room 2(4) ,
Ps1 Pseudo Room 1(3b)
PL Physics lab. hd (
7 |Teacher; - Departments v‘.;i b |Rnnms - Departments ~ |,;5 ?
Classes / Classes - Departments » EI@ a Subjects / Subjects - Departments E’@ {
- = = " - " = =
[fa S EEMNBRTI&HT A FE SIS BENBRT I HFES IO IB-ED -
Name |Ful| name |Dent. ‘ Name  Full name Oepartment ~
1a Class 1a({Gauss) RE Religious Education
1b Class 1b{Newton) CH Chemistry "
2a Class 2a (Hugo) DE German
% Cines 2o o i
o
i

Press F1 for HELP

Then assign the elements to the respective department via the column 'Department’. Teachers, rooms
and subjects can belong to several departments. Just put a comma between the departments when
entering them. Elements without any specifications belong to all departments.



@ TeacherszeaclH — =l ||t
B =] @®E R

Mame |5urname |Dept.
HA Andersen |EEME
A Antoinette | CE
ARI Aristoteles  ME
M Jagger EE
1B Bachmann | EE,ME
SBE  Becket  CEME
HE Bequerel

Teaches in departments
for electrical engineering
and mechanical
engineering.

Only in department for
superstructures

ME Bohr
PE Buck

| |MAC Callas In all departments
LC Carroll

CER  Cervantes

¥ |Teachers - Departments w et

Define one department for your class.

@ Classes / Classes - Departments

[0 I HENBRTI&E&|IQIEFE

Mame |FuII name |Dept. |
1a Class 1a({Gauss) )|

b Class 1b(Mewton) D117

B 2a Class 2a (Hugao) TE

| |20 Class2b(andersen) | -

: 38 Class 3a (Aristotle) g] s gdm:ﬂm .

- S bRk S TE T:;?ni:aI Department
4 Class 4 (Mobel)

By assigning the departments to the classes you implicitly define which departments lessons are
assigned to. The "Department" column can be displayed in lessons windows to facilitate orientation. This
is, however, purely informational as the data cannot be edited there.
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According to this example all lessons inwlving class 2a have now been assigned to departments.

&2 Class 1a (Gauss) / Class 1 ==

P = - | H v FR-OEE A PRI I H-ED -
L-Na. |+ Cl,T¢ UnSched Prds | Pgb | Department | Y§sPrds | Teacher | Subject |Class{es) | Subject room |Homeroom | Double pers. | Block
1a,1b,2a,

11 41 D1 41 Hugo EEE 5 Ria

7 2,382 ' D1 82 ancer R = ws Ria 41-41

73 2,2 D1 122 arst  [BEGIN 1a.1b SH2 Ria

3 D4 206 Arist | MA 1a Ria

33 D1 204 Arist  |EM 1a Rla

35 D1 81 Callas MU 1a Ria

35 DA 82| Callas AR 1a Ria 41-41

45 D4 g2 Nobel [ 1= Ria

53 D4 123 Rub DE 1a Ria

83 L D J 1 cer Bl 1a Rla

4 Lesson T Timetablfr Code(s) T Values T Coupling Line ] [

l:l Periodsweek I:I Alias name Subject Group
Years periods * | Description I:I Studerts M.
W Teacher li' Subject room I:I Students F.
lEHiv Subject R1a ¥ | Home room EI Total
|:| Statistical code Studertts min.
I:I Les. groups Students max.
Digt.Prds to les-groups I:IStuderrtsinCm

| | Student group

| | Text

| | Line text

| | Line text-2

The following rule applies: a lesson has the department of the class assigned to it. If more than one
class is inwolved in a lesson, the first class in the sequence determines the department.

As lessons 6, 75 and 81 in the above example inwlve a coupling of class 2a with other classes and 2a is
the first class entered, the lesson belongs to the department of class 2a.

Department processing

Untis allows you to restrict the work within one .gpn file to a specific department.
'‘Departments’ drop-down list

All the departments that you define are displayed in a drop-down list. Just go to the 'Start' tab and click
on 'Departments'.
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File Start Data Scheduling Timetables Course Scheduling Modules

@ qm ﬁ &%) Diagnosis ~ % Ea @ 73 @ £ Info-Timetable ~
e ==Y Vi
I Weighting ~ = ©

[§0 Break supervisions

Cl Teach R Subject: Scheduli Multipl Setti Hel C
Fises TRAChEr Hooms subjeds & Optimisation ~ recne tl:_trnlquse e top?chJ' sche?jvuﬁzng Calendar - Year Plal
Owerview | Scheduling tools | | WA | |
B Classes / Class r_ ----------------------------------- 2 EI[
['= ) - | s 1a (Ga) / Clas W ie=
!NamelFuIInamelRo e = MEMR & F 8 g EMechnicall PE @ -Ed

If a department is pre-defined by using the department drop-down list, the respective department is
displayed below the symbol 'Departments' in the multi-functional bar.

@

Departments

D1 [Science)

If the program is restricted to a specific department the risk of making changes to another department by
mistake is minimised. The following sections illustrate the influence of a predefined department on the
various parts of the system.

Master data and lessons

If you open a master data window after selecting a department only those elements will be displayed
which are assigned to the active department or which have not yet been assigned to any department.

®E2Hs=2E @R Ur
Start Data Scheduling Timetables Course Scheduling Modules

B W v B © U B

Classes Teachers Rooms Subjecs | o Scheduling | Multiple | |Departments| Settings Help Cover
- - - - @Dptlmliﬁtm”' - terms - -~ topics~ | scheduling

Overview Scheduling tools | v oA
® Closses/ Clss M ] |

o D@k P
D1 [Science
Name| Full name |Room| Main subj nch breall Periodsa’dayl TE (Technical Depy é
Precc F1 far heln
1a Class 1a(Gauss) R1a 45
1b  Class 1b(MNewton) Rib 4-8
i |Class ~ | e

Moreover, when you create a new master data element it will automatically be assigned to the active
department.
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Similarly, only those elements can be chosen from the drop-down list in lessons windows that have been
assigned to either the active department or none at all.

@ Class 1a (Gauss) / Class 44r EI@
e mmmm= LTE LR ORE A PRIPH-BD L
Ll gﬂ: Class 1b (Mewton rsPrds | Teacher | Subject | Class(es) | Subject room |Homeroom Double pers. | Block | »
1a,1b2a,
| Hugo ZE 5 Ria
T 2 ! 2'- Ander DS 1a W3 Ria 1-1
73 2,2 3 arst  [PEGIN 1a1b  SH2 Ria
i 5 Arist A 1a R1a
33 B Arist EN 1a Ria
35 2 Callas MU 1a R1a
39 2 Callas AR 1a R1a 1-1
45 2 nobel  [GENIN 12 Ria
3 B 2 5 Rub DE 1a R1a
B3 2 Cer Bl 1a R1a
W
¥ L-No. = Class ~
Note:

Please note that in the lessons windows always all lessons are shown of which an element of the
selected department is part of.

In the following example in the lessons window of class 2b lessons of the department "ME" are also
listed, although the pre-defined department is "EE". The reason for this is that class 2b is part of this
lesson, however class 2a is listed first in the coupling. Therefore the lessons automatically belong to the
department "ME". Department "EE" can see thoses lessons, but cannot edit them.




10

3.3

3.4

®

P ===

F i rE @R L IR ORE A FEIPR-GD |

11

6

L-Ma.

+ Cl,Te UnSched Prds | Per

¥rsPrds | Teacher | Subject Class(es)

-'15'1h?a

4.1

@ 3,7
m22
@ 2,2

2.1

Untis - Hint

You can only work with lessons of the selected

/ l.\ department,

Lessons: 75
Department: D117

Manual scheduling

Nobel 2b

Rub HI 2b

Subject room |Homeroom | Double pers. |Block |
w a
a
b
b 1-1
a
b
b
oK b
b 1-1
R2b
R2b W
Class w

Manual changes to the timetable are only allowed for lessons of the active department.

@ 2b - Class 2b (Andersen) TP [ |2 [==]
P e B EHA5/d &

|
T 1809207 ~|F-239.2017 v
Mo Sa [
1 .| 4 o w )
=] | B (B ETPSLIFR-OFE A8 S8
2 Drag&Drap
3 oo ~Mo. |+ Gl Te UnSched Prds |Per |YrsPrds | Teacher | Subject |Class{es) | Subjectroom |Homeroom
m
» 1a,1b,2a,
= 11 v > Huago + | Bed, Ria
4 | T |PH | DE | H | MA a ') a 2
5 E HI *CH MA 6 37 1 Callas CH 2a,2b3a R2a
& 75 22 3 Rub 2b2a SH1 R2b
| 8 - _
3 81 2.2 2 cuic [ESNENz022 [ Rzb
7 94 2.1 1 New 2a2b R2a
8 Untis - Hint " 2 Mew PH 2b PL RZb
5 Callas DE ped] R2b
L-Mo. |Tea. Subl. Rm. |Cla. |Time Scho . You can only work with lessons 2 Callas MU 2b R2b
+3 l % of the selected department. 2 Callas | AR 2h R2b
2 nobel [ 20 R2b
oK 2 Rub HI ped] R2b
< | =+ Class

|Cla1 - Class 1

V|.:E

Moreovwer, in the room allocation dialogue only those rooms are displayed that are assigned either to the
selected department or to none at all.

Optimisation

The algorithm only schedules lessons of the selected department. All other lessons remain unchanged,
i.e. periods not scheduled remain unscheduled and periods scheduled for other departments are not
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changed in any way.

In the following example the ‘a’ classes (yellow) are assigned to the mechanical engineering department,
the ‘b’ classes (green) to the electrical engineering department and the ‘c’ classes (red) to the structural
engineering department.

I -

@ Classes / Class 4 o || B ||
=1 mRl f
Mame |Full name | Deple | lgnare (i}
Za Klasze2a ME ]
3a Klasze 3a  ME ]
4a Klassed4a ME |:|
la Klasse 1a | ME |:|
1b Klasse 1b EE ]
3b Klasze 3b EE ]
b Klasse 2b EE |
ab Klasse 4b EE ]
4c Klasse 4c GE Il
1c Klasze 1c CE ]
25 Klasze 2z CE ]
3c Klasse3c CE |
* | [Class e

In the first figure on the left, optimisation has been performed for the electrical engineering department.
Accordingly, only the lessons of those classes belonging to the electrical engineering department are
scheduled. In our example this is class 1b.
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3.4.1

- All -

ME (Mechanical Engineering)

—~—fv | EE [Electrical Engineering)
@ Tb- K. [ CE [Civil Engineering) ~All -
b A -
2 v | ME [Mechanical Engineering)
School year:19.9.2016 - 20. ( i i i
¥& @ 13- K. [ EE [Electrical Engineering)
h CE [Civil Engineering) CAll -
1a | 1bh | 1c
— School year:19.9.2016 - 30, ME (Mechanical Engineering)
He- M EE [Electrical Engineering]
Mo-2 ® 1C-K|355---|E v e
WS 1a 1b 1c = CE [Civil Engineering)
Mo-3 1c | | =2 N s -
WMo-1 Tuw i
Mo-4 : School year:19.9.2016 - 30.6.2(
His Mo-2 | M
Mo-5 WS
. A
Mo6 Sl fa | 1b | 1c
" Mo-4
Tu-1 LUK Hiz WMo-1 Tuw M [}
Mo-5 [
Tu-2 Mo-2 M Ch
FK Mo-5 IMF . MS
Tu-3 Mo-3 Hiz
Tu-1 Rk | LUK Ch
Tu-4 E Mo-4 T
" Tu-2 | WTE Hiz =
Tu-5 LLIn Rk Mo-5 M= Lk,
Tu-3 Ch
Tu-§ hus Mo-§ IMF .
Tu-4 L= E -
< * — Tu-1 RH | LUK | Mus
Tu-5 E LU "
Tu-2
Cla30 - Classe30 Tes Wi i AL B
Tu-3 | ch LUK
< } Tu-4 | Mus E RK
Cla30 - Classe 30 V‘ Tus | E | LiM | wIE.
W
< Mus
|CIa3D-CIasse 30 w

In the centre timetable, further optimisation has been performed with the selection of the mechanical
engineering department. The periods of the department first scheduled have not been changed by this.
Please note that the coupled IT lesson of classes 1a and 1b has only now been scheduled, since due to
the order of the classes in the coupling it belongs to the mechanical engineering department.

In the timetable on the right the remaining periods were scheduled automatically by selecting the SE
department. The periods of the other departments already set have again not been changed.

Cross-departmental resources

Please also note that rooms used for lessons of various departments are considered to be cross-
departmental resources. The scheduling of cross-departmental resources is performed according to
availability, i.e. according to the principle of "first come, first served".
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3.5

SAl-
ME [Mechanical Engineering)
@ SHT - Gr TurnhalleT“I' v | EE [Electrical Engineering)
SH1—V - . ? CE (Civil Engineering)
: : - All-
School year:19.9.2016 - 30.6.2017 [&
v | ME [Mechanical Engineering)
Mo Tu We Th Er EE [Electrical Engineering)
@SH1 - Gr. Turnha CE (Civil Engineering)
1 [SH1 TR T
- R HA School year:19.9.2016 - 30.6.2017 g -Al-
3 H& FDF. | PDF. POF d ME [Mechanical Engineering)
o SHI -
4 HA Mo | Tu | We | Th Fr @ ﬂrnhalleT EE (Electrical Engineering)
- |2 H -
5 POF. 1 El = v | CE (Civil Engineering)
T | School year:19.9.2016 - 30.6 201/ i
6 2 | POF. Ha, LDB. &
7
3 | Ha PDF. | POF. cor Mo | Tu |wel| Th | Fr
8 4 Ha '
1 |PDF | HA DF
5 POF. PD PDF
Raut - Raum 1 ~ 2 HA PDF. LDB.
6
DF 3 |Jch | HA | HA
7 PDF.
: 4 | POF | PDF
5 |anDE|PDF. | DF PD | PDF
6 DF | HA | HA | HA
Raul - Raum 1 DF
7 FDF | PDF. |ANDE
8 HA
Raul - Raum 1 v

In the example above the gym (SH1) is a cross-departmental resource.

The EE department begins the creation of the sports timetable; all the periods in the timetable are

available in the time grid for optimisation. The ME department is then optimised; all periods excluding
those occupied by the EE department are available. In the final step the SE department's timetable is
created with the remaining vacant periods of room SH1.

Diagnosis

The diagnosis is also automatically restricted to one department by using the department drop-down list
just like master data and lessons . The figure shows the diagnostic item 'Lessons' for two different

departments. While there is a lesson with a missing teacher in the ME department, 4 periods have not
been scheduled in the EE department.
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3.6

& Timetable diagnosis
g

F &

19.09.2016 ~ | -259.2016

Input Data ~ Timetable

Type of diagnosis
Select one of the diagnosis items on the left

-I Diagnosis

- Lez=ons
Leszons with ne teacher specified
Class
+ Teacher
Room
+ Subject
Students
Les=on sequences
Calendar - Year Planning

Wiel =k

- All -

v ME [Mechanical Engineering)
EE [Electrical Engineering)
CE [Civil Engineering)

‘witg | Num
Al ==1
1
1 ‘Weighting:
Number:
1 |

- All -

—

Printing

& Timetable diagnosis
g

H ¥

19092016 ~ | -259.2016

Input Data  Timetable

= Diagnosis

-I Lezsons
Unscheduled periods
+ Class
+ Teacher
Room
+ Subject
Studenis
Le=s=on sequences
Calendar - Year Planning

Inftg

All

>=1

— el e

=

ME [Mechanical Engineering)
v | EE [Electrical Engineering) !-I

Al

CE [Civil Engineering)

E—
Type of diagnosis 7]
Untig 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 lessons of a
clazs and does not scheduls these lezsons 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 pe
class than there actually are available for scheduling.

Weighting: 4
MNumber: 2 Show related windows
B Cla. Sub. |Perwk |L-No.
2b | SportM |9 23
2b | SperkK |9 23
< >

If the department drop-down list has been set, it has direct influence on the printing functionality of Untis.
All print selection menus only show those elements which are assigned either to the currently active
department or to none at all.

Distributing department data

When department data are distributed a new timetable file is created for each department with the name
“<name>.gpn” (where <name> stands for the department’s short name). The file contains the following

data:

e All the classes of the department

e All the lessons of the department

e All the classes which occur in the lessons of this department

e All teachers, rooms, subjects and departments of the school

Department files are basically completely normal Untis data files. Howewer, they are flagged internally as

department files.

Note: Department without classes
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When department data are distributed, only those departments are important which have been assigned
to the classes. If you have not assigned any departments to your classes in the “Dept.” column, an error
message will pop up. Please enter a department for each class and repeat the process.

The work steps necessary for distributing a file will now be illustrated using an example.

1.
2.

Please open the demo.gpn file.

Using “Modules | Departments | Master Data” you can see that three departments have already been
defined in this file. Please openthe windows group 'Departments’ by going to "Start | Departments”
and assign the departments to the classes in accordance with the figure.

-

@ Classes [ Class

4| F=S ol

12 | REMRRET & E
Mame| Full name Room| Dept. | Main subj./d
1a Class 1a(Gauss) R1a 4
1b Class 1b(Mewton) R1b 4
2a Class 2a(Hugo) R2a (DM 4
2b Class 2b(Andersen) R2b 4
3a Class 3a (Aristotle) R3a |D117 4
b Class 3b(Callas) Ps1 4
4 Class 4 (Nobel) Ps2 |TE 4

< >

- Class [Cla)* R

-

3.

Now select “ Modules | Departments | Export (distribution)”.
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Department timetables - Export x

Department: 01 Filename

[E] ’ﬁ | Classes: 3 D1.gpn

|Departments| Break Minutes Lessons: 11
- SEEELgE sct C:\Users'PublictDocuments®.

Master Data

Export Department

% Export |

Press F1 for help.

@ Merge sch B B
Windaw G » TTaEn
indow Group F i U]Tt]S

Skip Department

l Export all Departments

¢ 2016

4. Click on the <Export all departments> button. This will launch the export of the data of all
departments in one go. Following the export, a window will be displayed indicating how many
departments and how many classes have been exported.

Cancel

Untis - Hint >

l % Departments: 3
Total number of Classes &
Departments have been exported

oK

Warning:
The department files are automatically assigned the short name of the respective department. Any
existing files with the same name will be overwritten without any prompt being displayed.

Tip: Changing the location of department data
By default department data are saved to the Untis program directory. You can change this with the
“Settings | Miscellaneous | Directories” option by defining a different path for department files.
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4.1

Settings *
= School data Type of file Path
L. General Diata files (.gpn)

Cwerview Version 14.x files (.gpu)
Back-up files
COptimisation results
Import'BExpaort

- Customise

Department files C\Users\Praktikant' Desktop

HTML-templates
POF-files

- Walue Calculation
- Warnings

. HTML

- E-Mail

- Multiple terms

. Autolnfo

- Internet

- Reports

- Substitution Planning

- Course Scheduling Delete
- Multilzer )
==

Exporting individual departments

If you wish to have more control over the creation of department files you can export departments
individually. In the export window you will see the short name of the next department to be exported as
well as the number of lessons and classes.
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411

Department timetables - Export =
Department: 01 Filename

Classes: 3 D1.gen

Lessons: 11

C:xUsers' PublichDocumentst.L

Export Department

Skip Department

unts
Export all Depatments

2016

Use the <Export department> button to launch the export of the department displayed.

If you do not wish to export this department you can skip the export of this department with the <Skip
Department> button and mowve on to the next department.

Restrictions in demo files

Restrictions in demo files Restrictions in demo files If you wish to try out the functionality of the
department timetable with the demo files please note the following restrictions:

¢ The number of classes with an assigned department must be less than 4.
e The number of entered periods must be less than 4.

e A maximum of 7 classes only may be entered.

Creating department timetables

Once the departmental_data have been distributed each department can process its own data in the
same way as if the department were the whole school. The scheduler can define the periods of his/her
"own" classes and can optimise the department timetable using all the tools that Untis has to offer.

It is also possible to enter additional master data or lessons that are new or that were previously
overlooked. Such data are taken into account when the department data are imported into the school file.

Warning:
Data that havwe an effect on the complete school, e.g. time grid, should never be modified by the
department. Such data are not integrated into the school file, either.

The Untis title bar displayed in each .gpn file of the departments indicates that it is a department file.

Untis MultiUser ED'I@ Test school DEMO - Timetable 20017/201 &= Department: TE
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All data relating to the department concerned is exported. If cross-departmental resources are used, this
data may include classes belonging to another department. In the example of department ME below you
can see that 1b, 2b and 3a have been exported in addition to the classes belonging to this department.
These classes are assigned to other departments but there are lessons in department ME in which they
are involved.

P -

@ Classes [ Class

1a ol (5

- - ...I..,

Mame |Full name | Roo
1a Class 1a(l R1a
2a Class 2a (FH R2a
2b Class 2b(2 R2b
1o Class 1b(M R1b
3a Class 3a(f R3a

Class ~

Lesson no. 1 is one of those cross-departmental lessons which involves not only class 1a, but also 1b,
2a and 2b. In general, the department data only comprise those lessons which belong to the department.

@ Class 1a (Gauss) / Class 4 EE
E I FEMBEATHPIFAR-IORS A PEL Fa-88 L

L-Ma. [+ Gl Te UnSched Prds | Per | ¥rsPrds | Teacher | Subject i SUDjECt room |Home room | Double pers. | Block ~
11 41 2 Hugo R1a
T H 2, 3 2 Ander ] s = R1a 1-1
73 @22 3 arist  [PEENN 1a1b  SH2 Ria
H 5 Arist LY 1a Ria
33 5 Arist E 1a Ria
35 2 Callas MU 1a Ria
39 2 Callas AR 1a R1a 1-1
46 2 Nabel 1a Ria
53 €\ 5 Rub  DE 1a Ria
63 2 Cer Bl 1a Ria
]

M Class v

Any lesson can now be scheduled, deleted, modified or added in the departmental files. The changes will
be integrated into the owverall file when the department data are imported into the school file.
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Importing dept. data into school file

After you have created the individual departments in your timetables the department files are given to the

scheduler for the overall timetable, whose job it is to integrate them back into the owverall school file.

In the owverall file, select 'Modules | Departments | Import' and click on the <Import all departments>

button.

& o =
|Departments|  Break Minutes

- supervisions = -

ﬁ Master Data

Cowe
schedu

—

=]

7

_’.
ard la e
% Impaort l

Press F1 for help.

b Window Groug

- & r -~

Department timetables - Import

Department: Mb

Clagses: 5
Lessons: 21
ChUsers' Praktikcant Desktop'

[include teacher data

Import Department

Skip Department

-
Import all Departmerts

Cancel

Filename

Mb.gpr

This imports all department files into the owverall file. All changes made 'offline’ to the distinct department

files individually will be merged.

Note:

New numbers will automatically be allocated if overlaps occur with lesson numbers when the import is

performed.

Clashes may occur after import if teachers or rooms are used across different departments. These will be

listed in the timetable and in the diagnosis .
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6.1

@ 1a - Klasse 1a Timetable (Klal) LI = e 5
E ~ B E A s | - b
School year:19.9 2016 - 306 2017 ‘;E.. -

|Ihflt;:tn|day.|r

\ Conflicts in resources
MS G across departments are

1
resolved in the main file.
2 Mus
3 I His W WTE
Ch
4 E Mus WTE RK
5 His RK Ch MS E
6 INF.
7
8
Klal - Klasse 1% L

Importing individual departments

When importing it is possible to process departments individually, similar to when you are distributing
department_data . The top of the import dialogue window indicates which department will be next and
how many lessons and classes belong to it. You can use the <Import department> button to start
importing the current department or the <Skip department> button to switch to the next department.
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6.2

6.2.1

Departrnent timetables - Import >
Department: Mb Filename

Classes: 5 Mb.gpn

Lessons: 21

C:\Users'\Praktikant . Desktop™J

Import Department

Skip Department

Import all Departments

2016

Importing master data

New master data (i.e. master data that does not yet exist in the school file) are integrated into the school
file. The first department file containing the new master data therefore determines their properties, i.e. if
department 1 has created the new subject 'FR' with the long name 'French language' and department 2
also creates a new subject 'FR' with the long name 'French', the subject will be created in the school file
with the data from the first file read in (department 1). The subject FR therefore has the name 'French
language'.

Warning:
Master data (except teachers, see_next chapter) that are not created new but just modified are not
reimported, i.e. changes are not transferred.

Importing teachers

Working with the timetable sometimes necessitates changes to existing teacher data such as the
number of permitted non-teaching periods or time requests. When importing department data you can
use the selection box "Include teacher data" to determine whether changes to the teacher master data
should also be imported.
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& Time requests / Teacher-31 E
@8 @ af | ¢ | 45 =5 (=E|| F =,

Department Mb changes

the time requests of this
Gauss  ” Cad Friedrich Gauss teacher.
1 2| 3| 4| &| & 7| 8|Days |a
Menday HEEEEEEE -
o |
\wednesday ]
— Department timetables - Import ey
Friday Department: Mb Filzname
Saturday Classes: 4 Mb.gpn
Lessons: 10
Additional unspecific time requests C:\Users"Praktikant’\Desktop®|
- Changes will be
Range Number | Time request — [/]include teacher datD transfered into the main
Afternoons 3 Keep free, medium priority (-2) file
- Import Departmert )
Skip Department _
Import all Departments
Cancel 201 6
Warning:

If two departments have modified the same data record, only those changes from the department
imported first will be included.

Processing the overall timetable

After all department data have been integrated into the complete school file you can continue to optimise
the overall timetable.

If you have not yet taken account of shared resources such as teachers or rooms, they will now be
included in the overall schedule.

Optimisation and room optimisation proceed in the usual way. If, after importing department data ,
teacher overlaps result because e.g. one teacher teaching in two departments has been scheduled by
both departments for We-3, you can best resolve this by setting the "Lock timetable conditionally” option
with Optimisation strategy A.

Room owverlaps can be handled with room optimisation .

If required, the optimised owverall timetable can then again be split up over the individual departments.
Proceed according to the description in the ""Distributing department data" section.



24

9.1

9.1.1

Merging lessons

The department timetable module allows you not just to import exported department data into the owverall
file but also to read in master data, lesson and timetables from any .gpn file.

To do this first open the .gpn file into which you wish to import the data and select “Modules |
Department timetable | Merge scheduled lessons”. Navigate to the file from which you wish to import
data and click the on the <Open> button.

= — :
® W @
Departments EBreak hinute:

~ supervisions = ~

ﬂ- Master Data

@ Export
.-'.__. ;

Window Group b

When merging files Untis proceeds as follows:

e All master data are imported. The additional data for elements that already exist such as time
requests are not merged.

e Lessons are imported in their entirety. If there are overlaps with the lesson numbers, the imported
lessons are automatically assigned a new number.

e Timetables are also imported in their entirety. Clashes occur when times in the existing schedule
and the imported schedule overlap.

e  General settings such as the time grid and school holidays are not transferred.

Effects on other functions

The department timetable module also influences other Untis modules. This is described in the following
sections.

Cover planning

With the department timetable module you also have the possibility of restricting Untis to a specific
department using the drop-down list via 'Start | Departments'.

Substitutions window

The substitutions window only displays cases of substitution where the absent class or absent teacher
is assigned to the currently active department.

Please look at the example in the figure below. Teacher Aristotle is assigned to department EE and
class 1a to department ME.
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1e Klasse e CE
2a Klasse2a ME
2b Klasse2b EE
25 Klasse 2s CE
3a Klasse 3a ME
b Klasse3b EE
3c Klasse 3c CE
4a Klasseda ME
4ab Klassedb EE
4c Klasse 4c CE

Classes - Departments

@ Tvaan::f'lra:rs..FTvaEn::P'r @lﬂ“ﬁl

HA || F R C
Mame |Surmame Dept. )
HA Andersen EEME
AR Aristoteles EE
1B Bachmann EE.ME
=B Becket CE,.ME
HE Bequerel
MNE Bohr
FEBE Buck
MAC Callas
LC Carroll
CER Cervantes W

Teachers - Departments

Teacher Aristotle is now set to absent on 20 September. On this day he is due to teach class 1a, as

well as class 2b.

If the department drop-down list is set to department EE, all open substitutions will be listed in the

substitutions window since the absent teacher Aristotle belongs to this department.

If, on the other hand, department ME is selected, only those substitutions will be displayed where an
element of department ME is inwolved. In our example this is class 1a.



- All - I
ME [Mechanical Engineering]

v | EE [Electrical Engineering) cher EIEI
CE (Civil Engineering) % ,ﬁ El Y S;_,;i? 7 év = @ ﬁ €-.:J = @ {il,} N
Substitute From-To :
o > || [20092017 ~ i
We =T L
[] Uncowvered substitutions
Teacher
We-ME Sturs | (Lehrer) | Wertteter |(Fach) | Klassze(n) |Raum
1 1 Arist I Bio 1a Rila
2 2 Arist s I 2k R2h
£ >
Subst. No. I:l o Teacher v|

- Al - |

v ME [Mechanical Engineering] Jleacher EI@

EE (Electrical Engineering) E79 .E ﬁ ) S?? 7 25. - @ ﬂ ﬁ_f} = @ {5{} N
CE [Civil Engineering) l Eomtiin

Al > | [20092017 ~ =~

RE i uki [ Uncovered substitutions

Teacher

SR Sture | (Lehrer) | Serreter | (Fach) |Klasse(n)  Raum

1 1 Arist s Bio 1a Ria

< >

Subst. Mo, l:l = Teacher w

As of Untis 2017 you can show the 'Dept' column in the substitution window via 'Grid adjustment' so that
you can see to which department the substitution belongs to.
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9.1.2

9.1.3

914

B Grid adjustment X
QK Apphy Cancel
Field Active |Print | Full Name »
Additional supervision O O
Substitution coupling O O
New substitution O O
Room booking from \webUntis ~ [] ]
() Locked O |
Reason for absence ] [] Short name
(N} Do not print O |
Substitution-text 2 ] ]
Messages D D
Counters O O
ubstitutions / Teacher iignatture —= E E
ounter cancellatuon
‘ CIERANAR &2 |@| I - 65| & Counter substitution O |
‘S-u'gsti‘tute From-To — Walue O O
|ﬂ| - - ) ] []  Short name
= . ok [T Uncovered substitutions @ Shert narr)\e Y
Teacher
Subst. No. Type | Date | Period | (Subject) | Subject |(Teacher) | Substitute |(Class(es)) |Class{es) |(Room) Roo_S
19 Substi 209 1 Hugo 777 Jeib2a, Jadb3E i Ria WD
9 Substi 209, 1 PEG “Arist 772 3a,3b 33,30 SHZ  SH2 Hb
20 Substi 20.8. 2 HI Hugo T 2a 2a RZa RZa Mb
13 Substi 20.8. 2 DE Ander 777 3a 3a R3a R3a Hb
10 susti209. 2 [FEGHI st |77 1a,1b 18,16 SH2  SH2 Mb
21 Substi 20.9. 3 HI Hugo 777 2a 2a R2a R2a Mb
11 Substi 20.9. 3 (1LY Arist 77 1a 1a R1a Ria Mb
14 Substi 20.9. 3 A *Ander T 4 4 Hi
22 Substi 20.9. 4 Ell Hugo 777 4 4 Hb
15 Substi 20.8. 4 DE Ander e 3b 3b Hb
12 Substi 20.9. 4 A Arist 777 1B 1 R1b R1b Et
23 Cancet 209. & EM — *Hugo — 2a,2b,3a 2a 2b 3a Rila — Mb
16 Cance 209. 5 (LY - *Ander -—- 2a,2b,3a 2a 2b 3a R3a - Mb
17 Canct 209. & DS - *Ander - 3a, 3b 3a, 3b WS - Hb
18 Cance 209. 7 DS - *Ander -—- 3a, 3b 3a, 3b WS -— Hb
Subst, No. l:l o |Teacher v|

This way you can also filter two or more departments. No general department drop-down list may be set
for this. If you want to see the substitutions of the departments mechanical engineering and electrical
engineering, for instance, then enter 'ME|EE' in the filter line.

Scheduling dialogue

In the cowver planning scheduling dialogue you can only make changes to lessons that belong to the
currently active department.

Absences window, substitution suggestion

Only teachers who have been assigned to the currently active department or to no department are
displayed in the absences window or in the substitution suggestion. Entering absences is also restricted
to this selection.

Substitution statistics

As of Untis 2017 the substitution statistics is also restricted to the view of one department if you select a
specific department under "Start | Departments”.
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9.2

Untis MultiUser

The user rights system in Untis MultiUser allows you to selectively define which users may view which
department data. For this, select “Modules | MultiUser | User administration | Users” and make the
appropriate entries in the “Departments” column

8" User administration b # " Departments >

Schools | Departments

ID | Mame User group Last login | Password | Departments
1| Administrator | Administrator Maone _____-' - (
2| Gauss Administrator MNone
3| Anistoteles Administrator MNone ;

Delete Mew Cancel

All Marked Inverse

Cancel

If a user now logs in and wishes to select a department from thedepartments drop-down listfor which he/
she does not possess the required authorisation an appropriate message will be displayed.

BN

(Departments |

-

EE

[ I
=
===

Departmental processing is significantly easier in MultiUser mode since it is not necessary to distribute
the data. All departments work with their own particular users on the same database. This means that
changes affecting the whole school can be made during the scheduling phase and all users will see the
changed base data immediately.
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