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Overview

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

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

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

A) Time limitations 'from-to’

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

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

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

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

B) Lesson groups

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

lesson.

School year I

e |

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

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

| |
| Class® ™| Lesson group 1 [ ClasSEl
___________________________________________ Lesson group 1
Class8 | Lesson group 2 [ Classigiill
C) Terms

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

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

School year
| Term 1 I Term 2 |

Semester 1 ‘ Semester 2

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

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

‘ Course 1 H Course 2 H Course 3 l Course 4

D) Calendar-dependent periods

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

Selecting the 'correct' method

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

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



School year I

Semester 1 H Semester 2

Senior class 1 |

| Time limitation

Senior class 2 = "
From -To

Senior class 3 |

AIEI A E) Al AlE AllE] p@ﬁ@mgﬁ@m@@

Lesson group

‘d

Fortnightly lessons

e L

Term 1 Term 2

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

Time limitation 'from-to’

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

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

Time limitations can be entered for classes, for lessons and for lesson groups.
Time limitation for a class
1. Please open “Master data | Classes” in the demo.gpn file.

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

- PERETISEFLEIOIEEI G BB

M=o e |

1a
1k
2a
2b
3a
3b
b 4

Mame Full name

Class 1a(Gauss)
Class 1b(MNewton)
Class 2a (Hugo)
Class 2b(Andersen)
Class 3a (Aristotle)
Class 3b(Callas)
Class 4 (Mobel)

General Class
Studerts
11 Male
12 Female
23 Students
Time range

From

1.6 Ta

Room| Main subj./d| Lunch breal Periods/day To

R1a
Rib
RZa
R2b
R3a
Ps1
Ps2

Timetable

41-2
1-2
1-2
1-2
1-2
1-2
1-3

CoREE A

Values

(Class teacher
Alias name

Lessons table

4-G
4-G
47
47
4-g
4-g
4-8

Previous yvear's name

Diept.
Clazs level

Regular school

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

Time limitation and value calculation

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



3.1

3.1.1

@ Cervantes / Teacher EB E@
Cer "SR ESNBATESL I F QT A8 L ER-2B

L-Mao. |+ Gl UnSq Per  YrsPrds | Teacher | Subject | Class(es) | Subject room |Home room |Double pers.| Block ff Ta Value = | Eff. time range

63 + 2 Cer Bl 1a Rila 02.02. 1.000 199.-22 (1}

&4 2 Cer El 1b R1b . —

59 4 Cer DE 2a R2a 4.000 19.9. - 30.6.

60 4 Cer EM 2a R2a 4000 19.9.-306.

65 2 Cer =] 2a R2a 2000 19.9. - 306.

66 2 Cer El 2b R2b 2,000 19.9. - 30.6.

62 3 Cer EN 3a R3a 3.000 19.9. - 306.

&7 2 Cer Bl 3a R3a 2000 199 -306.

58 2 Cer =] 3b Ps1 2000 19.9. - 306.

61 + 1 Cer EMN 4 Ps2 0.905 19.9. - 1.6. (c)

| = | L-Mo. *| Lessons + Reductions = 22,905 Teacher* N

Lesson groups

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

Periodic lesson group

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

Specifying periodicity

You can specify the periodicity under 'Settings | School data'. A weekly periodicity of 1 means that the
timetable is not subject to any periodic changes while a 2, for example, would signify that the timetable
is repeated every two weeks, i.e. some lessons would be held once a fortnight.
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@ School data E@

9 General Owverview Yalues [

School

ceeiname [United Kingdom || Country

Test school DEMO

For demo and test only [-]| Regon
School year School number
Fr. Ta

T =D

15.09.2014 ~ 30062015 -
2 =] Weekly periodicity Type of school
A | = | Tlst school weel (A.B..)

Activate daily time grid Multi-Timegrid

| OK-| | Cancel || Apply |

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

3.1.2 Creating lesson groups

You create lesson groups under ‘Lessons | Lesson groups'

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

In the case of lesson group WA the 'Week A' box has been checked while the 'Week B' box has been
checked for wB.

I

@ Lesson groups / Group El@
WE - = B B [T | cd g - i @D L

Mame | Full name |From

arked (m) | Lock (X) | lgnore (i)

WA  Week A 19.09. [l & [
P WE WeekB  19.08. 7| ] I
= [l &l &l

[ =] Group -

Clicking on the <Calendar> toolbar icon*shows you when lessons with this lesson group will be held. In




the example of lesson group 'WA - week A' lessons take place every fortnight beginning with the first
week of school. School holidays are displayed in orange while public holidays are displayed in red.

@ Lesson Group Name Week A EI@
@ Date: Mo lessons Legend Breaks Holiday Weekend
| ‘ Calendar weel: 28146, Public holiday Lesson Group Name Intermuption Different week

Mo| Tu [\we|Th | Fr |Sa [Su (Mo| Tu |\We|Th | Fr | Sa |Su (Mo Tu|\We|Th (Fr | Sa |Su M| Tu|\We| Th (Fr | Sa|Su|Me|Tu ‘e Th|Fr (Sa|Su|Mo|Tu ‘we Th|Fr |Sa Su

September 19 20 21| 22 23 24 25 26 27 28] 2% 30
2014 October 78 910 1112|113 14 15 16 17 1BE 2020 2223245 27 28 29 30 3
November 4 5 6 7 8 9|10 11 12 13 14 1516]17 18 13 20 21 223 242526272323£|
December | 1 9 10 11 12 13 14|15 16 17 18 13 20 21| 22 23 24 25 26 27 28] 29 30 31
January 6 7 8 9 101112 13 14 15 16 17 18| 19 20 21 22 23 24 25| 26 27 28 29 30 3
February 304506 7 8] 9 1011 1213 14715| 16 17 18 19 20 21 22| 23 24 25 26 77 =
March 3 4 5 6 7 8 91011 12 13 14 15| 16 17 18 19202122232425262?232':&31
2Dils.s’-\prll 7 8 9 10 1112|183 14 15 16.1332021222324252627232930
May 5 6 7 8 90|11 12 13 14 15 16 17] 18 19 20 21 22 23 24| 25 26 27[28[29 /3031
June 1 9 10 11 12133151617131920522232425262?232930
4 General data Values for 'Count only school days’ [ | oK ” Ermne || Apply ” — |

School year Mumber of days: 285 Number of weeks: 42 Number of interruptions: 0
Lessons Mumber of days: 214  Number of weeks: 35 Duration (L-Group): 19

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

@ Lesson Group Name Week A EI@
‘ Date: Legend Breaks [Holiday
Calendar wesk: 28146,
Week A ‘Weex B

Mo| Tu [\We|Th | Fr |5a [Su |Mo| Tu |\We|Th | Fr |Sa |Su (Mo Tu|\We|Th (Fr | Sa|5u|Me|Tu|\We| Th (Fr | Sa|Su|Me|Tu ‘We Th|Fr (Sa|Su|Mo|Tu ‘We Th|Fr |Sa Su

September 19 20 21| 22 23 24 25 29| 30
October 7 8 910 1112[13 14 15 16 17 1819 20 21 22 23 2728 29 30| 1
20 November 4 5 6 7 8 8|10 11 12 13 14 1516] 17 18 19 20 24 25 26 27 23 29 30|
December 1 3 10 11 12 13 14| 15 16 17 18 13 20 21| 22 232425 23 30 A
January 6§ 7 8 9 1011|112 13 14 15 16 17 18| 19 20 21 22 26 27 28 29 30 3
February SNEPERENT 8] 5 10 11 12 13 1415|1617 18 18 23 24 25 26 27 28
March 3 4 5 6 7 8| 91011 12 13 14 18] 16 17 12 19 23 24 25 26 7 232'30 n
20 April 7 2 9 10 1112|1314 15 15. 1818|2021 2 23 2728 29 30
May 5 6 7 8 910|11 12 13 14 15 16 17|18 19 20 21 25 26 27)28 29 3031
June 1 9 10 11 12 ‘ISE 15 16 17 18 19 QDE 22 23 24 25 29 30
q General data Values for 'Count only school days’ [ | oK It Cancel I Acply | Invert |

School year Mumber of days: 285  Number of weeks: 42 Number of interruptions: 0
Lessons Mumber of days: 214 Number of weeks: 35 Duration (L-Group): 19

In the example week A is coloured yellow and week B is coloured green. The colours can be changed by
clicking on the icon of the same name.
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This lesson group can now be assigned to the lessons in question (see chapter 'Assigning lesson
groups to lessons').

Changing periodicity

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

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

@ School Holidays EI@
MName Full name From To Mext week (AB.)
26.10. 26102014 26102014 | 26102014
111 111.2014 01.11.2014 | 01.11.2014
211 2112014 02.11.2014 | 02.11.2014
ChrH Christmas holidays 24122014 |04.01.2015
School Halid 02.02.2015 DBDQ.ZD'@
5chool Holid 30.03.2015 | 07.04.2015
164. 16.4.2015 16.042015 | 16.04.2015
5chool Holid 28.052015 |31.05.2015
4 3
- Date: Su 1.2.2015 Mo lessons Legend Holiday
|| ||

Calendar weeh: 5. B-Week Public holiday
Week A

Mo| Tu [We|Th | Fr |5a (Su [Mo| Tu |\We|Th | Fr |Sa |Su (Mo Tu|\We|Th (Fif| Sa | Su |Me|Tu|\We| Th (Fr | Sa|Su|Me|Tu ‘We| Th |Fr (Sa|Su|Mo|Tu We Th|Fr |Sa Su
September 20|21 22 23 24 25 26 27]|28| 28 20
Orctober 12 3 45/ 6 7 8 9 10 11}12] 13 14 15 718{19] 20 21 22 23 ZJEH 27/ 28 29/ 30 A
201 November 3 4 5 6 7 8910 1112 14 15|16] 17 18 19 20 21 22|23| 24 25 26 27 28 29 JDI
December 1 2 3 4 5 6] 7| & 9% 10 11 12 13|14 15 16 17418 13 20|21] 22 23|24 35 26 27]28] 23 30 31
January 1. 2 31 4 5 6 7 & 310]11}12 13 15 16 17| 18] 13 20 21 22 23 24|25 26 27 28 29 30 N
February 11 23 4.5 60 7] 8] 9 10711 12 13 14]15] 16 17 18 19 20 21|22] 23 24 25 26 27 28
March 1] 2 3 4 5 5 7| 8 2 10 11 12 13718[15] 16 17 18 19 20 21[22| 23 2¢ 25 26 27 28|29 @[30
2015 | April Ipzpapapslerd s 2 wfiz| 13 14 15. 17 18| 19] 20 21 22 23 24 25|26] 27 28 29 30
May 1 2] 3] 4 5 6 7 & 9)10)11 12 13 14 15 16|17 1819202122232425262?28291!3]'
June 12 3 4 5 6 7] & 9 10 11 12 13]14] 15 16 17 18 15 20]21] 22 23 24 25 26 27|28] 23 20
July 12 3 45

4 General data b | oK || Cancel || Apply |

School year Mumber of days: 250  Number of weeks: 42 Number of school holidays: 4
Lessons Mumber of days: 183 Number of weeks: 35 Number of free days due to Number of public holidays:

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

Please open the demo.gpn file and under 'Lessons | Lesson groups' create a lesson group with any
name you choose.
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P

(=[O /=]

& Lesson groups / Group

P —
- |

P - 3

FRRI &SR D R-86:
Mame Full name From |To Factor | Marked (m)
b TP Irregular time pattern  19.08.  30.05. 1.000 |:|

§ ]

B-week
[[]

Lock (X =| lgnore (i} | A-week
] ]
[ [ [

Open the school year calendar by clicking on the button of that name?.
All the days of the school year are coloured green and thus active.

By moving the cursor while holding the left mouse button you can define interruptions and the colour
changes from green to white.

& Lesson Group Name Irregular time pattern EI@
|@‘ Date: Mo 6.10.2014 Mo lessons Legend Breaks [Holiday Weekend
Calendar week: 41, Public holiday Lesson Group Name Intermuption Differert week
Mo| Tu |We| Th | Fr |Sa |Su |Mo| Tu [\We| Th | Fr |Sa|Su |Mo| Tu|\We| Th |Fr (Sa|Su|Mo| Tu (We| Th (Fr | Sa|Su|Mo|Tu | We| Th|Fr (Sa|Su(Mo|Tu |We| Th (Fr |Sa | Su
September 19 20 21| 22 23 24 26 26 27 28] 28 30
i October 1.2 3 4 7 8 9 10| 11/12] 13 14| 15 16 17| 18/19] 20 21| 22| 23| 24 27|28 29 30| 11
November 1 4 5 6 7 8 9|10 11 12 13 14 15 16] 17 18 18 20 21 24/ 25 26 27 28 29 30|
December | 1) 2| 3| 4 5 6 910/ 11 12| 13| 14] 15 16| 17| 18| 19| 20| 21| 22| 23| 24| 25| 26 25 30 A
January 1| 2| 3 6 7 8 9 1011]12 13| 14| 15 16| 17|1 20 21 26 27 28 29 30 A
February [apapee7 e o 10 11 12 13 1400 18 23 24 25 26 27 28
March 3 45 6 7 8] 91011 1213141516 23 24 25 26 27 25 23] 3031
2018 - = ==
April 12 34 (7 8 9 10 1112|1314 15 16l 1819 23 30
oy il 2 D 6 7| B S| il 1 | ] 1) 15 Highlight the interruption ....
June 12 3 4 5 6 9 10 11 12 131 15 16 17 18 19 2‘]2 with pressed mouse key
q General data Values for 'Count only school days' [ | oK || Cancel || Apply || Invert
School year Mumber of days: 285 Number of weeks: 42 Number of intemruptions: 0
Lessons Mumber of days: 214 Number of weeks: 35 Duration (L-Group): 39

The interruption in the lesson group is then displayed in the form view.
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& Lesson groups / Group E'@
P "SI BENBRISE FH G-

Mame Full name From |To Factor | Marked (m)} |Lock (X =|lgnore(i) |A-week |B-week
B ITP  Irregulartimepattern  19.08. 30.06. 1.000 ] ] ]
* [ [ [ [ [
|A| 4 General Group [
1.000 Factaor Intemuption
From To
Time range
306. Ta

Assigning lesson groups to lessons

After lesson groups have been defined they must be assigned to the relevant lessons. This is performed
in a lessons window (e.g. 'Lessons | Classes') in the 'Les. groups' column or in the corresponding field in
the form view.

The design lesson for class 1a is to take place every two weeks.

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

Tip: Entry using the element window
Alternatively you can enter the lesson group from the element roll-up using drag&drop.
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-

@ Class 1a (Gauss) / Class E]E] | = || [=] || E3 |
- P B - £ =] .-
1a " IBENRIATELIFX- IO 8 Pl IB-BBe
L-Mo. |+ Cl.Te. | UnSched Prds | Per |%¥rsPrds| Teache| Subject | Classies) Subject rocl Home room | Double pel| Bloclf | Les. group = §G-Distrib | =
1 a1 2 Hugo 1a,1b2a,2b Ria &
7 2,3 2 ander [EENIN 12 ws Ria 141 WA ]
73 2,2 3 arist  [PEE 1a,1b SHZ Ria |l
3 5 Arist (A 1a Ria [
33 5 Arist  |EM 1a Rila [F] £
35 2 Callas | MU 1a Ria [
39 2 Callas AR 1a Ri1a 1-1 I:‘
45 2 Nove! [ 1= Ria &
53 2 B s Rub  DE 1a Ria [
&3 2 Cer Bl 1a Ria [
= -
[~ 4 Lessons Timetable Codes Values Coupling Ling I
2 Periods/week Alias name Expressive  Subject Group
‘ears periods Ex Description Students M.
Ander Teacher ws Room Students F.
bs Subject R1a Home room 0 Tetal
1a Class(es) et e Students Min
Division Mo. WA Les. groups Students Max
Student group T — Students in Crs

Clicking once on the <School year calendar> button*displays the weeks in the school year when this
lesson will be held.

e Calendar of the school-year - Lessons 7 EI@
|| |®‘ Date: Fr 19.9.2014 Mo lessons Legend Breaks Holiday Weekend
- Calendar weel: 38, Public holiday Lessons School year Different term

Mo| Tu [\we|Th | Fr |5a [Su |Mo| Tu |\We|Th | Fr |Sa |Su (Mo Tu|\We|Th (Fr | Sa|5u|Me|Tu|\wWe| Th (Fr | Sa|Su|Me|Tu ‘wWe| Th|Fr (Sa|Su|Mo|Tu ‘we Th|Fr |Sa Su

September 18 20 21] 22| 23 24| 25 25 27 28|29 20
October 102 3 4 5| 6 7 8 9 10 1112] 13 14 15 18 17| 12[19] 20) 21) 22| 23] 24 25/26| 27| 28/ 29/ 30| }

e e 12| 2 4 5 6 7 89|10 11 12 13 14 1536|1718 19 20 21 2223| 24 25 26 27 28 29 30]
December| 1 2 3| 4 6 7] 8 9 10 11 12 13714 15 16| 17| 18] 19| 2021 22| 23| 24| 25 26 27/28] 29 20 31
January 12/ 3 4] 5/ 6 7 & 9 101112 1314 15 16 17[18|/18 120151 152 153124 25| 26| 27 28| 29/ 30| ;
February EIEEEEERE] o 10 11 12/ 13 14[15] 16 17 18 19 20 21 22| 23 24 25 26| 27| 28

o5 March 1|2 2 4 5 & 7 8| 9 10 11 12 12 12]15| 16 17 18 18 20 21 22| 23 2¢ 25 26 27 22 2900a
Bpril ARz sl e = o o) 11[12]42 94 5 el 8 19| 20| 21 22| 23| 24 257627 2828 =0
May 1.2 3|4 5 6 7 8 90|11 12 13 14 15 1617 1219 20 21 22 23[24| 25 25 27) 2812830 31|
June 12 3 4 5 6 7| 810 11 12 1314] 15 15 17 12 19 20 21|22 23 24 25 26 27 28| 29 20

q General data Values for 'Count only school days’ [

School year Mumber of days: 285  Number of weeks: 42
Lessons Mumber of days: 214  Number of weeks: 35 Duration (Eff. time range): 12

Lesson groups and value calculation

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

3.5.1

Optimisation and lesson groups

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

Weekly alternating lessons

Two lessons are sometimes combined in such a way that they alternate on the same day every week,
and can be scheduled in the same period without the slot being manually fixed (locked) in advance. For
example, instrumental tuition could alternate in a fortnightly cycle with choir practice.

When scheduling automatically, Untis normally selects the best slot for a lesson. If different teachers
are invlved in the lessons it is highly likely that the two lessons will not be scheduled at the same time
in the timetable due to the teachers’ differing timetables, as this would produce a better curriculum from
the point of view of non-teaching periods.

Howevwer, you can use simultaneous groups to set a preference for two different lessons to take place in
the same slot.

For class 4, graphics (GA) and design (DS) are to be scheduled as alternating lessons in a fortnightly
cycle.

1. Please open the demo.gpn file and create two lesson groups for week A and week B as described
in chapter 'Creating lesson groups' .

2. Assign week A to the GA lesson and week B to the DS lesson.

@ Class 4 (Nobel) / Class @E EI@
‘ - CIMENRIRCE LI OEE AR BB G D
L-Mo. |+ Cl,Te. | UnZched Prds| Per | Y¥rsPrds | Teache| Subject | Class(es) | Subject room|Home room | Double pers| Bloclf | Les. groups | §G-Distrip +
5 @ 2 Gauss [BA 4 Ps2 01 WA
80 |m 1,2 2 ander ERIN + WS Ps2 1-1 WB
17 2 Hugo [0 4 Ps2 i
20 2 Hugo HI 3 Ps2 I
21 1 B, 4 Hugo |DE 4 Ps2
26 + 1 Ander | MU 4 Ps2
32 2 Arist PH 4 PL Ps2
45 2 Callas AR 4 Ps2 1-1
52 2 nobel [GE 4 Ps2
57 + 2 Rub Bl 4 Ps2 -
4 HI 3
| = | L-Nao. = | Class* A
You must now specify that both lessons should be scheduled in the same slot.
3. Open 'Lessons | Lesson sequence' and set the contents of the combo box to 'Simultaneous
lessons'.
4, Now enter the lesson numbers of the two lessons that you wish to schedule simultaneously (5

and 80).
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@ Lesson sequences

Lesson sSequences

G1 | Delete
Lessons
| Add | | Remove |
Diigplay
# Lesson number Subject L-Mo. + Subject

No. | L-No. | L-No. | L-No.
L-Mo. |Per |Teacher |(Class Subject
5 2 Gauss 4 GA
80 |2 Ander Curie 4 DS.TX

Alternatively you can double click on the relevant lesson numbers in a lessons window, or use the
<Add> button.

The name of the simultaneous group G1 is a random default value and can be changed at any time by
double clicking on it.

5. Now launch optimisation by selecting 'Scheduling | Optimisation'.

The two lessons are now scheduled for Tuesday, 1st and 2nd period.
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H « - B-F AR s/ |P% & §E 8=

@ 4 - Class 4 (Mobel) Timetable (Clal) 4] [ =] & ==

FE

T

Y] School year15.9.2014 - 30.6.2015 7 - |
UnSc
031 We Th o >
1 PH Bl
M,
2 HI
3 HI
4 DE
5
- ! !
Note:

In order to display the lessons from 2 different weeks as in the figure above, you must set the period to
the whole school year in <Timetable settings> and activate option 'Separate periods in case of clash' on

the 'Layout 2' tab.

I

@ Layout 01 - Individual timetable with days across the top E'@

4 General Selection range Layout 1 Layout 2 HTRAL
R o
s IpEI-'IDIjS} ) Minute mode
Fr.: To: - N
3 Period Mumber SlLar: cf
L 8.00 15.10
Mao-1 5a-5 Perodsweek Display entire da)

Date
15.092014 ~ : El 06 2015 Calendar week

# Total schoal year
Monday Tuesday 1 dav

38. Calendar week 27. Calendar wed

1. Schogl h‘EEk 42 School week ’ l

B
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3.5.2

3.5.3

I

@ Layout 01 - Individual timetable with days across the top E'@

4 General selection range Layout 1 Layout 2 HTML [+
Period window Changed Periods
Diouble periods like single periods | Red
Comb. class names (Za.2b->23h) Baold

All clazses in one field talic
ouplings with 3 dof Emphasised by '
ocked perods with a ~ (asteMg) |Underined

rie |

Ma

¥ iSeparate perods in casze of clashi Prirt
Sort periods Do not print empty rows
Werge matching periods Do not print empty columns

Cover planning Print black white

¥ Show absences 1 heading per page
Mo reason of absence

. . Oniull daﬂ,riern:es

Lock lesson group

Auto-size for the details window

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

i "

@ Lesson groups / Group El@
WB - | TR EVE IR D -G

Lock (X}

Mame | Full name From |To Factor | Marked (m) priore (i} | A-week | Boweek

WA | Week A 18.09. (3006 | 1.000 [l O 0
B WE  WeekB 19.09. 30.06.  1.000 ] ] ]

* ] ] [ ]
=== Group - i

However, a lesson can also be flagged as 'locked' before optimisation. This has the following effect on
optimisation:

Scheduling a lesson sequence simultaneously is optional, not mandatory (e.g. like a time request of -3).
If you want to be really sure that the lessons in a lesson sequence will be scheduled at the same time
you can set the 'Lock (X)' code before optimisation. Alternatively you can set the codes for the relevant
lessons. However, please not that these lessons are excluded from the exchange process during
automatic scheduling and that locking thereby represents a constraint on optimisation.

Assigning a lesson group automatically

In the previous example we specified that GA should take place in week A and DS in week B and that
these two lessons should be scheduled simultaneously if possible.

However, you can also assign several lesson groups to one lesson, with the system then deciding during
timetable optimisation:



Lesson groups 19

a) which of the lesson groups concerned is more suitable and
b) which lessons can be scheduled simultaneously without a collision occurring.

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

The procedure is described below:

A number of lessons are held in a fortnightly cycle at the school - e.g. the subjects DS, GA, GEc,
SPORT etc.

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

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

P

@ Graphics / Subject OIDRE=EE=R
GA IR ENMR ETPES LI IX-IORE & P E-BD .

L-Mo.|# Cl,Te. | UnSched Prds | Pei1= | %rsPrds | Teacher Subject |Class{es)ff Les. groups §G-Distrib | Assiles.Grp
94 2,1 1 New BAT 23w WA WB 1 wB
3 1,2 2 Gauss 3a WA WB 0 |wa
4 1,2 2 Gauss 3b WA WB 0 wa
5 2 Gauss 4 WA WB 0 wa
[l
|~ | L-No. $ Subject* -

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

After timetable optimisation the results could be as follows:

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



P

7e] Graphics / Subject E]E] EI@
GA - FEMBIRTELIFX- 0 RE J&@@.:

L-Mo.|# Cl,Te. | UnSched Prds | Pe1= | %rsPrds | Teacher Subject |Class{es} |Les.groups |LG-Distrib
94 2,1 1 New BAT 2w WA WB [
1,2 2 Gauss 3a WA WB [
1,2 2 Gauss b WA WB [
2 Gauss 4 WA WB [
[l
[ =] L-Mo. : Subject v i

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

i

@ 3b - Class 3b (Callas) Timetable (Clal) ] =] ==
3b -rce-FldAs/|@ve B E @ s8R
¥ School wear 1592004 - 306 2015 |[T§!v |
Mo Tu We Th Fr Sa
1 GE: PH Ds. GE: DE DE
2 M, DE HI FH RE HI
)
3 :E',,Ef': ,H,E’é MA, DE
o GA. DS AR
WB : WA
4 PH RE =]
5 Bl
PEGN sSL
wa | we
6
T
8
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3.5.4 Allocating lessons over lesson groups

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

Example: a double-period lesson of Rl for class 3b is to take place either as a double period each week
or as two double periods every fortnight.

e

@ Class 3b (Callas) / Class CIDRE=RECE =
3b - - B TRRIETFTELIFY-OFEE S L FE L

L-Ma. |+ ClTe. |UnSc Per | YrePrds Class(es) Subject Les. groups | LG-Distrib | Teacher | Assiles Grp -
7 2@ 2 3b L Callas

78 @21 1 1h 3k R - e Ander  WB

43 [@mzz 28y 2 3a,3b L wia, \E Callazs  |WH

76 |22 3 38,3 PEG Arist

79 + 2,2 2 3a,db D= Ander

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

The 'Distribute periods to lesson groups' option (column Distr. LG') must also be checked. This doubles
the number of unscheduled periods from 2 to 4 since either two periods are to be scheduled each week
or four periods are to be scheduled each fortnight.

i

@ Class 3b (Callas) / Class ] o] = =]
3b IR EMBIRTESLIFR-IOREIAS L F L

L-P = [+ ] Te YraPrds Clazz(es) Subject Teacher |AzsilesGrp | =
a7 SL

92

74 2,2

g 21 The number of The lessons are to be
76 2,2 unscheduled lessons divided among the two
71 increases from 2 to 4. selected lesson groups
B3 WA and WB

21

43 22 28, o> 3a,3b AR W, e Callaz | WwE

23 4 3k DE Ander T

[*| LMo, % Class* - [

Automatic scheduling now decides how the lessons are to be scheduled based on the background
circumstances (e.g. time requests, other lessons in week A or week B) and the weighting settings
(Scheduling | Weighting | Annual planning).
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@ 3b - Class 3b (Callas) Timetable (Clal) P f=l =] ==
3b -La-F ERs||@ e BE e =8,
I~ " * o7 nandg |F5|'|
@ Weighting EI@ -
Teachers 1 Unimportant — Extremely important We Th Fr Sa
Teachers 2 m Diztribute the periads of the week evenly for classes. DS oE: oE oE
Classes m Distribute the periods of the week evenly for teachers.
. ll PH RE HI
Subjects m Distribute the periads of the week evenly for rooms.
Main Subjects
m Dizgtribute the periods of the week evenly for students. DE
|
Rooms GA. oS
WB :
Period Distribution Bl
Time requests
A double lesson was
Year Planning scheduled each week. aL
Analysis Wa

=
Ok | | Cancel | | Applw | 5 é
.&Q‘af' @Fi'“:x lﬂ& §‘
| - | | . groups | LG-Distrib
WB
=]

Double per:
22

Entering 2-2 for the double period means that the lessons will be scheduled as double periods.
3.5.5 Timetable diagnosis

The timetable diagnosis (Scheduling | Diagnosis) is always based on one week. For this reason you
should always ensure that you check all the different week types that occur during your school year.
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P

@ Timetable diagnosis E B EI@ ﬁ
F &7

22092014 ~ C-2392014

Input Data | Timetable ]

Type of diagnosis

t'ou have entered the zame room more than once in different
coupling-rows of the zame lezzon,

+ Diagnosis Wwitg Mum
all - =1
-1 Clazs LA
Subject only once per day not pogzible 4 1 Weighting: *
Positive time request during lunch break, 4 a0 Number: 2 S el etk
= EEEChE'. . « ! U LMo, Am Tea  Tea
exzzong with teachers without rooms 1
- Room 2 5 Pz1 FAub  Hugo
: 2 teachers in the same room: * 2 i LA BT TS
-l Lezzon sequences
=1 Course scheduling
-l Lessons 1
Too mary leszons with Priariby’ " 1 4 m b

Terms

Term timetable functions are generally used in the following cases:

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

School year

l Term 1 l Term 2 |

[ Semester 1 ‘ Semester 2 l

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

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

[ Course 1 H Course 2 H Course 3 l Course 4

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

e You have a single file for the whole school year



e  Statistical analyses can be performed at any time on the complete school year
e Term and timetable changes can take place during the week

o Weekly oveniew reports (especially for printing or for output to the intranet/Internet) accurately
reflect the changing timetable.

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

Opening a new term

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

1. The term dialogue is accessed under 'Modules | Multiple terms | Multiple terms'.
Currently there is only one term, which is called Total school year' by default.

2. Click on the button <New term from 'mother' term>.
A window opens where you can enter the short name and full name of the new term (default is Term1').

3. Enter a meaningful short name and full name for the new term, e.g. 'H2' and "2nd half of the
year', and click < OK> to confirm.

i 1 ™
B Lo

Mame

Tl Delete |

Fr. To School-days
T AHA LAY 187
Mermic [l rearne rearn [ [ roesdeces| Doy | Mathier torm
Tornl 144014 Laa1s [ 18
Mo Testri
S A Mame
A SBoncsstor Full name
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You can rename the original term Total school year' (e.g. '1st half of year').
4, Now use the calendar to change the start (‘fr.") and end ('to") dates. The length of the individual
terms will then be displayed in the 'Days' column.

Master data, lessons and timetable can now be modified in accordance with the new circumstances.
5. After you confirm by clicking < OK> the terms window closes.

i !
B Terms ﬁ

Mame
Sem 2 | Delete | | Print | | oK |
| Mew temn from ‘mother’ tem | Locked

2. Semester Full name

Fr. To School-days

2092014 - 30062015 - 186

MName Full name From To Lockec| Days | Mother term

Jemd o Tem1 19814 30615 [ 1

Sem 2 { 2. Semester 22914 30615 [ 186 Teml

A new combo box is displayed in the main toolbar displaying the current term and allowing you to switch
terms.

Note:

For the sake of clarity it is advisable in our example to change the name of Term1 to 'H1 - 1st half of the
year'.
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Here is the easiest way to change

the periods name @1
Mame
Sem 1 Delete | Pt | Ok
New temn from ‘mother” tam | Locked
1. Semester Full name
Fr. To School-days
15092014 - 30062015 - 1
.Hﬁ!'.l.'!? __________________ Full name From To Lockec| Days | Mother term
Sem 1.1 1. Semester 19914 30615 [ 1
Sem 2 2. Semester 22914 30615 [ 186 Teml
et . o i amon. gl o |I

Tip: Width of term combo-list
You can change the width of the term combo-list under 'Settings | Miscellaneous | Multiple terms'. You

can also select whether the date of the term dialogue or the actual duration of the terms (for overlapping
terms) should be displayed.

6. Now switch from term 2nd half of the year' to term "1st half of the year'. You will see that both
terms' data are completely identical.
7. Make a change to one of the terms. For example, delete the timetable from the term 2nd half of

the year' via 'Scheduling | Delete the timetable'. Now switch to the first half year. You will see that the
timetable for the term “1st half of the year” has not been deleted.
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@13 Class 1a (Gauss) Ti.. E-@ 1
: la T = @ "I"l E
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Tip: Switching terms via status bar
You can switch between terms quickly via the status bar (display status bar via 'Settings | Status bar'.
Simply click on one of the angled brackets enclosing the name of the current term.
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411 Embedding a term

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

School year

Skiing -

Entire school year
course

Entire school year

Term 1 Term 2 Term 1

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

B Terms ﬁ
tHame
Skiing lezzons | Delete | | Print | | ok, |
| Mew termn from ‘mother bem | Lacked
Skiing leszonz of B.grade Full hame
Fr. To School-daps
16.022015 - 22022015 - G
M arne Full narne Frarm Ta Lockes| Days | Mather kerm
Teml Teml 19914 20615 [ 238
S Eeay Sking lessonz of E 16,215 22215 [ G Teml

The term Total school year' runs from 19 September to June 30 and term 2 (‘Winter sports week') runs
for one week from 16 February until 22 February. The timetable can now be changed just for this one
week without impacting the timetable for the rest of the school year.

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

41.2 Deleting a term

If you no longer require a term you can select it and then remowe it using the <Delete> button.

Please note that the term that has no mother term (usually “Total school year”) cannot be deleted.
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4.2

421

Changing data in a term

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

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

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

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

The following oveniew describes how you can manage the data:

Term-specific (for current term only)

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

e Changes to the timetable

e Changes to time requests

¢ Changes in the master data 'All elements' window.

e Alias names

e  Substitution time grid

Transferring a timetable to other terms

Use the 'Paste special' function if you wish to transfer the timetable of one term to another.

1. Change the term and select the element whose timetable (including lessons) is to receive the
transferred data. If the term already contains lessons that are to be replaced, they must first be

deleted (using the <Delete> toolbar icon) % .

2. Now select 'Edit | Paste special'. Lessons and timetable will now be inserted into this term.
Transferring time requests to other terms

Use the <Copy the time requests into the offspring terms> toolbar icon to copy time requests into all
subsequent terms.
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i 1

& Time requests / Class-T1
@B @ | §8 | 4= 4= 95 | cﬁs.
1a - * (la=z 1a (Gauss)
1| 2| 3| 4] 5] 6] 7| 8[Days |am [pm.
Monday 1 +3 43 43
Tuesday +3 +3 +3 +3
Wwednesday +3 +3 +3 +3
Thursday +3 +3 3 #3
Friday +3 +1 +#3 +3
Saturday 1 +3 43 43
a4 | m | »

Additional unspecific time requests

JTimerange Mumber | Time request
Afternoon 3

il

42.2 Term-specific (optional for subs. terms)

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

e Changes to master data (classes, teachers, rooms)
e Changes to lessons (excluding time requests)
Under 'Settings | Miscellaneous | Multiple Terms' you can select whether changes should be

automatically transferred to subsequent terms or not or whether you should be asked each time before
they are transferred.
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-

Mizcellaneous

Auto-save
Directori When modifying a ‘motherterm’:
irectories _ _
Change offspringtemm autom. Restrict cover plannin
i cument term
L L Mever change offspring4em
Customise # Ask: me each time

Value Calculation

Width of the drop down-menu for
180 =

-

Warnings

HTRL

] ¥ Actual date of the terms
E-Mail

Multiple terms

Autolnfo

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

42.3 Term-independent (global save all terms)

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

e Time grid

o Weighting settings

e Reduction reasons and reductions

o Departments

e Corridors

e School year calendar (Settings | School holiday)

e Absence reasons

e Lesson tables (syllabus)

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

4.3 Term calendar

Many schools find it necessary to set up several terms in the course of a school year. If the time periods
of the terms are nested (for example when one term is inserted into another) the actual start and end
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4.4

dates of the individual terms may not be clear at first sight. The term calendar is a method of displaying

the term in a visually attractive way allowing the actual duration of the term to be recognised quickly and
easily.

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

9 Term calendar

[ame Full name From Ta Mother term | Days |Colour |

Terml Term1 19.9.14 306.15 104

ST6 School trip for grat 31114 16.11.14| Term1 b

Term2 Term2 22.15 306.15| Term1 116 SR

Exams \niritten final exam: 27415 10.5.15 | Term2 12

All
Date: [7] School days Legend Breaks Holiday Weekend
Calendar week:

| Mo| Tu [\e| Th | Fr | Sa | Su| Mo| Tu W[ Th | Fr [Sa | Su|Mo| Tu e[ Th [ Fr | Sa| Su|Mo| Tu [\we| Th |Fr [Sa | Su| Mo| Tu |we| Th | Fr [Sa|Su|Mo| Tu|w
September 19 20|21| 22 23 24 25 26 27|28 29 30
October 1 2 3 45l 6 7 & 9 1011)12]12 14 15 16 17 18[19| 20 21 22 22 24 25[26| 27 28 25 0 A
A |2 (111213 1435]186] 17 18 19 20 21 22[23] 2¢ 25 25 27 28 29|30
December 1 2 3 4 5 6] 7] & ¢ 10 11 12 13[14] 15 18 17 12 13 20{21] 22 23 24 25 26 27[28] 29 20 2
January 12 3[4 5 6 7 & 910[11]12 13 14 15 16 17[18] 19 20 21 22 23 24]25] 26 27 28 29 30 N
February 1 ....
e M asna El
e HEE 6 228 w527 % 5 0
May 12304 5 6 7 & 9| ‘26 27 28 25 30]31]
e RZEENELS »

Term overview

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

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

The figure shows the term ovenview for teacher Curie in the first and second halves of the year. There are
differences in the leaving date, in the text and in the 'Lock’ flag.
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@ Attributes in different terms (Overview) =0 (Ecl=="
| Teacher ~ | |cue + | [7]Orly diferences

Fields Term1 '5T6 ' Tem2

Name Curie { Curie Curie

Text matemal leave starts on 1.May

Lock () ([ [l

Exit date 152015

Codes T XT T

4.5 Locking terms

You can lock terms to protect them from unintentional modifications under 'Modules | Multiple terms |
Multiple terms'.

[ s |
| Mew term from ‘maother’ term | 7| Locked
|Sc:huu| trip for grade & | Full name
Fr. To School-days
1011.2014 - 1611.2014 - 6

MName | Full name | From |T|:: |Lud-:ec| Days | Mather term
Tem1 Tem1 19.9.14 306.15 110

5T School trip for grade 6 101114 161114 {J[ 6 Temn1
Term2 Term?2 2215 30615 [[] 128 Teml

3 Term is locked, ne changes
s’_g possible

L |

4.6 Terms and timetable display

If the timetable changes during the school year this should be displayed in the timetable. There are
various possibilities for this.
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4.6.1

The default display for the timetable is Total school year'. If you work with terms, you also have the
option on the 'Selection range' tab in timetable settingsi‘i}of changing the view to 'Calendar week' or

'Whole term'.

P

(L] Layout 01 - Individual tirnetable with days across the top

e ) |

39, Calendar week
2. Schoal week,

27 Calendar week,
42 School week,

[izplay entire day

4 General Selection range Layout 1 Layout 2
Flange [pe_nu:u:ls] . Minute mode
Fr.: To
] q Period Mumber Stark:
2.00
b1 Fr-5 Periodsweek
Date
22092014 - |5 062015 « = Calendar weelk
——al
banday Tuesday

Cancel

HTML [

End:
16.05

Apply |

Calendar week

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

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

beginning of the term you should set the following param

eters:

Under 'Settings | Miscellaneous | Timetable' check the box 'When switching terms set the TT to the

beginning of the term’".
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Auto-save

Directories

Timetable

Customise

Walue Calculation
Warnings

HTML

E-Mail

Multiple terms
Autolnfo

Internet

' ™

Ih Timetable version

Timetable comparnizon
Without roomz
Detaled comparnizon for couplings

Clazzes: ignore changes in couplings
Cormparizon w/out window arrangenment

Tile horizantally

# Tile verticall

| Synchronize dates

W When switching termez, 2et the TT ta the beginning of the term

& Show echool weeks
Show calendar weeks

OF. | | Cancel

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

4.6.2 Whole term

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

4.7 Statistics about terms

Statistics can be generated either for a calendar week, for the whole school year or for a single term. For
example teacher 'FW' has different lesson loads in different terms. The is clearly visible from the weekly
values (Lessons | Value calculation | Weekly values).
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4.8

P o)

@ Weekly values EI@
Teacher |-
Pras [ =] Timetable / values | = | & Condenzed view
[ Refresh [ Lezzons and reductionz. Scheduled biweekly lezzons cormect by the

“Wheek |Fr.-To T arget Leszon | Fed. Yecorr ff | Actual | Actual-target

Total  1.9.-4.7 012000 1147.32 [0.000 O.0M0 1 147.32 129332
1-5 1.9-510. 230000 30162 30163 7. 168
E-10 | E10.-9.11. 23000 21.480 -1.520
11-14 | 10711712, 23.000 32960 32,960 9,960
15 B12-14.12 23000 23220 23220 0220
16 15122112 230000 32960 32.960 9,960
1718 | 2212.-4.1. Holidays 23000 0.000 -23.000
19 51.-11.1. 20 23000 18480 -4 520
20-22 12112 20 23000 32960 9,960
23 2282 Holidays 23000 0.000 -23.000
24-31 |9.2-54 I 23000 32480 9,480
a2 E.4-124 Holidays 23000 0.000 -23.000
a3 12.4.-19.4. 3 23000 20480 -2.520
a4 20.4.-26.4, I3 23000 32480 32480 9,480
i3] 27.4.-3.5 40 23000 274902 27.908 4,908
36-3F 45175 48 23000 294902 29,903 £.908
a4 18.5.-24.5, 48 23000 224902 -0.092
9 255315 4 8 23000 294902 £.908
4n 1.E.-F.E. 40 23000 13740 -9.260
11 B.E-14E. 48 23000 204902 -2.092
42-44 | 158E.-4.7. 4§ 23000 294902 £.908

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

Terms and cover planning

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

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

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

Let us assume that a timetable change must be made from 11 February onwards. The lesson planner
creates a new term beginning on 11 February. With Untis MultiUser the substitution planner can, for
example, create substitutions on 6 February, while the lesson planner makes changes to the timetable
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in the new term. If you do not have the Untis MultiUser you can proceed as follows:

The original data is the currently active file which we will name Term1.gpn.

Term1.gpn
| School year [

Timetable entire school year

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

Substitution planner

Term1.gpn \
11.02.
I Term 1 06.02] Term 2 I

Timetable Term 1

+ Substitution data until 06.02. Timetable Term 1

The substitution planner can continue working with this file.

The lesson planner saves this file under a different name, e.g. Term1_2.gpn and modifies the timetable in
the new term.

Two files exist on 11 February: Term1.gpn with the complete substitution data and Term1_2.gpn with the
new timetable.

These two files must now be merged.

The substitution planner takes the lesson planner’s file (Term1_2.gpn) and imports all the cover planning
data from the file Term1.gpn using 'File | Import/Export | Import cover planning data'.

Lesson planner

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

Timetable Term 2

Timetable Term 1
+ Substitution data until 06.02.

Terml1.gpn

Import of substituti -}
From beginning of schoo
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The file Term1_2.gpn now exists containing both the new timetable and the cover planning data created
so far.

Term1_2.gpn

11.02.

l Term 1 Term 2 I

Timetable Term 2

I
Timetable T
+ Substitution data

4.9 New School Year

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

i s
T

School year

Fr. To

07.03.205 0B.072ME -

Heading far all reparts:
Timetable 20014/2015

Renurber lezzons

Carry the excess to the yearly balance

Tranzter the teacher automatically to the nest ...
Delete the teachers' time requests

[Delete the leszonz' time requests

Tranzfer the yearly tatal to the value corection

| k. | | Cancel |

5 Combining several time limitations

The following principles apply when several time limitations are in effect for one lesson:
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Overlapping term with lessons groups and 'from-to' constraints
Lesson groups and 'from-to' constraints have an effect irrespective of whether terms are defined or not

L.

F_. B Term1 — ‘F:_ Termz

Term 1 and 2 include the|lesson.

From - To

Lesson data can be saved on a term-specific basis, as described in chapter ‘Changing Data in a Term' .

The lesson will never take place if there is a time limitation for a lesson in a term in which this is not
defined

Term 1

Term 2

Only Term 1 includes the lesson. 1B From-To |

Overlapping lesson groups and 'from-to’ constraints

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

L+

Class From-To

Lesson gro

Class From - To

Class From-To |

| Lessongreummmm]

If there are conflicting lesson group entries and 'from-to’ constraints , the 'from-to’ constraint of the lesson
will apply.
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6.1

6.1.1

L+
(™ |
Class|From - To ‘

h 4

Lesson group |

Les. From - To

Year's planning in terms

Note:

Years planning in terms is a system used in Finland to distribute lessons to individual terms. The terms
are generally several weeks long. |
It is advisable to use the Untis calendar module when each week is scheduled differently, as is often the
case in some vocational schools for the healthcare professions.

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

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

Terms lasting exactly one week

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

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

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

Number of terms

Enter the number of terms that the school year is to be divided into in the 'Number of terms' box and
confirm the input with the <TAB> key.
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6.1.2

@ Year's planning in terms EI@
Rea|l @@ BRI T-FIEA-| &,
[ Mumber of Tems Respect the selection in the right parne Class{gs) |=| | Createterms |
Periods/week - Periods/wesk
Les. |Sub. |Cla. |Tea |Rm. | Students |Total |Min.b Code | UnSci1 (2 |3 |4 |5 6 UnSc |Min. |Max. |Ideal |1 |2 |3 |4 |5 |6
11 GEz 1alb Hugo Rla - 3E 10 178 23
g CHM 2azb Callas F2aF - m 36 10 18z 30
7 D5.T: 1a1b Ande WS.T - 12 3E 12 2a 197 197 3
73 PEG. 1alb ArstF SH2.! - 14 48 14 2b 19 195 3
78 DS 1b3b Ander WS - 12 3E 12 =(|[ 32 193 183 32
75 PEBF 2b2a Rubs SH1.! - 14 48 14 3 LIl 2
& TAD! 2b2a Curie, Tl - 14 4E 14 4 2m 20 34
94 GA  Z2azZb Mew FR2a - 14 48 14
43 ARM 3a3b Callas R3aF - 14 4E 14
76 PEG. 3a3b ArstF SH2! - 14 48 14
79 DS.H 3a3b Ander WSE - 12 36 12
il Ma  Ta  Aigt Rla - 28 4E 26
33 EM 1a  Anst Rla - 30 48 30
3 MU 1a  Callas Rla - 14 4F 14
9 &R 1a  Callas Rla - 14 48 14
18 RE 1a Mobe Rla - 12 3 12
53 DE 1a FRub Rla - 0 4 30
B3 Bl la  Cer Rla - 14 4E 14
2 &R 1b  Callaz R1b - 14 48 14
28 HI  1b  Andel R1b - 12 3 12
30 Ma&  1b &gt Rlb - 26 46 26
3k MU 1b  Callas R1b - 12 3E 12
47 RE 1b  Mobe R1b - 12 36 12
54 DE 1b FRub RIb - a0 4E 30
B4 BI b Cer Rib - 14 48 14
70 T 1b  Cuie TW - 14 4E 14
18 HI  2a  Hugo RZa - 12 36 12
38 MU  2a  Callas R2a - 12 36 12
1 &R 2a  Callaz R2a - 14 48 14 -

If each term is to correspond to one week you must enter the exact number of school weeks in the
school year. Alternatively you can use the special function 'Carry school weeks over from calendar'. An
Untis term then corresponds to exactly one week.

Blocking terms

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

If individual lessons in certain terms cannot be scheduled, you can also block just those lessons
individually.
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6.1.2.1

-

@ Year's planning in terms
‘Rea BE BT -V EE-| 8.
E Murmber of Termz Rezpect the zelection in the night pane
Lez. | Sub. |Cla. | Tea |Rm. | Students
(11 GEc 1alb Hugo Rla
E CHM 2a2b Callaz R2aF -
7 D5.T: 1a1b Ande WS.T -
73 PEG. 1a1b ArnistF SH2.! -
7a DS 1b3b Ander WS -
7h PEEF 2b.2a Rubg SH1! -
a1 TH.D! 2b.2a Curie, TWwW W -
94 GA - 2aZb Mew HRZa -
43 AR M 3a3b Callaz R3aF - Blocking for an individual
Fi PEG. 3a.3b ArnistF SH2.! - lessaon
73 DS H 3a3b Ande WSE -
A M&  1a  Anst Fla 26 4E 26
33 EM 1a Anst Rla N 4E an
35 MU 1a  Callaz Rla 14 4E 14
L] AR 1a  Callaz Rla 14 4F 14
4F RF 1a Mrahe Rla 12 3R 12

m

If a teacher is not available for certain terms you can easily select and block that teacher’'s lessons

using the filter.

Respect the selectionrin thie right pare

8 ' Teacher

® Vear's planning in terms
s EERa(d)s e
S’
B Mumber of Tems
Periods/week A
Les. | Sub. |Cla. |Tea |Rm. | Studentz |Total |Min b Code | U
[11 GEc 1a1b Hugo Rla - 2E
g CHM 2az2b Callas R2aF - m - 36
7 D5.T: 1a1b Ander WST - 12 36
73 PEG. 1a1b AristF SHZ! - 14 4F
7a DS 1b.3b Ander WS 12 36
75 PEB} 2b2a Rubg SH1.f - 14 4F
2 TH.D! 2b2a Curie, TWi - 14 48
94 GA  2azZb Mew FR2a - 14 48
43 ARM 3a3b Callas R3aF - 14 4E
7B PEG. 3a3b ArstF SH2! - 14 48
73 D5 H 3a3b Ande WSE - 12 36
il M&  1a &gt Rla - 26 46
33 EN 1a At Rla - 0 4E
s} MU 1a Callas Rla - 14 48
39 AR 1a Callas R1a - 14 4E
46 RE 1a Mobe Rla - 12 36
53 DE 1a FRub Rla - a0 4E
B3 BI la Cer HRla - 14 48

Blocking from year calendar

M ame

A

Al

Full hame

[~ Department

|| Marked || Inverse

0K

Canecel

=

Classies)

Periods/week
Total |UnSc | Min | Max |ldeal

176
182
197
195
193
19
20

176
182
187
135
193
19
20

Create termz

1/2]3 4 5|6

You can enter school and public holidays under 'Master data | School holidays'.

Using the 'Carry the school holidays over as blocked terms' special function you can block all those
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6.1.3

terms where no lessons take place on any day and so exclude them from scheduling. In the following
example the Christmas and half-year holidays have been blocked. If at least one day of lessons is
possible the term will not be blocked automatically.

@ School Holidays o (=] =
= Diate: Fr6.2.2015 Mo lezzons Legend Bresks - Weekend
|| |®‘ Calendar week: & Public holiday School Year
Mo Tu %e[Th Fr |Sa|Su|Mo Tu ‘We Th Fr Sa Su Mo Tu ‘e Th Fr | Sa Su Mo Tu|We Th Fr Sa5u Mo Tu ‘we Th Fr | Sa) Su Mo Tu We ThFr [5a Su
September 19 20021 22 23 24 25 26 27| 28] 29 20
s October 1 2 3 45 6 7 8 9 1011)12] 13 14 15 16 17 18|19] 20 21 22 23 24 25| 26| 27 28 23 30 A
November 1 2] 2 4 5 6 7 8] 910 11 12 13 14 15]16] 17 18 19 20 21 22]23] 24 25 26 27 28 29|30
December 1 2 3 4 5 6] 7] & 9 10 11 12 13]14] 15 16 17 158 13 20§21] 22 23 24 25 26 27| 28| 239 30 31
January 1 2 31 4 5 6 7 & 310)11] 12 13 14 15 16 17| 18] 19,20 21 22 23 24|25] 26 27 28 23 30 3
February 11 2 3 4 5 6 7| 8 3 10 11 12 13 14]15] 16 18 19 20 21]22] 23 24 25 26 Z?E‘
o015 March 1]z 3 4 5 5 7] 8 3 10 11 12 13 14]15] 16 17 19 20 21022 23 24 25 26 27 28 23| a0 3
An @Year'splannmg in terms ii@
iR HE RS T Ble| @,
6 | Mumber of Tems [ Class(es)
4 Carry the school weeks over from the calendar .
School Les. | Sub |Cla. |Tea. |[Rm. |Students Carrytheﬁhool holidays over as blocked terms a3 f26.3115 (125306
Lessor| 43 AR.M 3a3b Callas R3aF - T4 4% 5 r
76 FEG. 3a3b AristF SHZ2! - 14 46 14 T
79 DS H 333b Ande WS5F - 12 36 12
kil WM& 1a At Rla - 26 46 26 —
eic] EN  1a  Angt Rla - 30 46 30
35 MU 1a  Callas Rla - 14 46 14
3 AR 1a Callas Rla - 14 46 14
46 RE 1a  Mobe Ria - 12 36 12
53 DE 1a FRub Rla - 30 46 30
B3 Bl  1a Cer Rla - 14 46 14 3 '
2 &R 1b  Callas R1b - 14 46 14 A =
-] Hl 1k Asde BTR 17 R 17

Entering total weekly periods

Enter the total number of periods per week that are to be scheduled over the terms in the Total' column.
In the example, 62 weekly periods of the subject AnPh (anatomy / physiology) are to be spread ower the
school year for class 1a.

r

@ Year's planning in terms E'@
Rl BEIRRT-Bl 8- 8,
42 | Mumber of Terms Respect the zelection in the right pane
( ek, -
Les. |Sub. (Cla. | Tea |Bm. |Studentl |Total Ml b UnSc(1 (2 |3 (4 (5 |6 |F 8 9 [10 |1
79 WM& 1a Azt FRla a A
a0 EN 1a  Anzt FRla 24 B
[81  AnPh 1a  Callaz Rla 2 E
az AR 1la  Callaz R1a 10 2
a3 RE 1a  Mobe Rla 4 2
a4 DE 1a FRub FRla 30 B
a5 Bl la LCer Rla 3 2
a6 T l1la  Cuie Tw 20 A b
4 Tir k J 2
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6.2

6.2.1

6.2.2

Tip: Carrying over periods from the lessons window
If you hawve already entered periods in a lessons window and now wish to transfer these to the year's
planning in terms, use the mouse to mark the Total' column, enter a '?' and confirm with <Enter>.

Manual allocation

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

Entering weekly periods per term

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

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

i &

@ Year's planning in terms E@
R BEIRRT-Bl 8- &,

3 Murnber of Terms FRezpect the zelection in the right pane

Feriodzvweek, -

Les. |Sub. | Cla. Tea. Rm. | Students |Total Min.t UnSc/1 (2 |3 |4 |5 [ g

1 CH  2a.2b3a3b4 Callaz R2a - 14 22 2 4 4

2 FEB.F 2b.2a Rubf SH1% - a0 36 5] B 5] 5] B] 5

[2 Wk T 2b.2a Curie, TW W - an BB B 4 4 4

4 G4 Zazb Mew RZa - 20 20

5 AR.M 3a3b Callaz R3aF - 24 36 24

B PEG. 3a,3b ArigtF SHZ2.L - 14 465 14

7 Wik, T 2a3b P.Cun WS - 14 4E 14

a AR 1b Callaz R1b - 14 4E 14

5] HI 1b Ander R1b - 14 4FE 14 b
4| 1 | b

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

Min. / max. number of periods per term

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

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

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

@ Year's planning in terms E@
RelBEI RS T -Bl&-l &

E MHurnber of Terms Respect the zelectian in the right pane

Feriodzvweek, -

Les. |Sub. | Cla. Tea. Rm. | Students |Tatal Min.t UnSc/1 (2 |3 |4 |5 [ §]

1 CH Z2a.2b3aidbd4 Callaz R2a - 14 2 2 2 4 4

2 PEEF 2b.2a Fub.f SH1.! - a3k 5 5 5 B BB

3 T=D! 2b.2a Cunie, Tl - a0 E B B g My

[4  GA Zalb New F2a - 20 EERE

5 ARM 3a3b Callas R3aF - 24 g 24 N

E PEG. 3a.3b ariskF SH2E - 14 465 14

7 DS H Ja.3b 7 .Cun WS F - 14 465 14

a AR 1b Callaz R1b - 14 45 14

g HI 1b Ander R1b - 14 4EF 14 il
4 Tir [ 2

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

Week overview per term

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

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

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

@ vear's planning in terms EI@

R EERRT-T 8- 8.

42 | Mumber of Terms Respect the selection in the right pane Classies) |- | Cieateterms |

Perinds/week - Periods/week.

Les. |Sub. |Cla. |Tea Fm. | Students |Total |MinbUnSc|1 |2 |3 4[5 |6 |7 |8 |3 [[z| Meme |Tatal |UnSc |Min. |Maxfldeal (1 |2 |3 |4 |5 |6 |7 18 3|70 |11 12 |13 14
1 CH 2a2b Callas R2a - 84 222322222 1a 1260 3030 30 30 30 30 30 30 30 30 30 30 30 40 30
2 PEBF 2b,2a Rubi SH1t - 24 212223 41 1b 440 1011111011 1010 11 1011 11 10 10 10 lDJ
3 THD' 2b.2a Curie, TS W - 126 304 303 22 41 4 2a 504 SR b R LA B B e B B e

4 GA  2a2h Mew R2a - 210 55 5 45656565 2b 504 1z1z121212121212 1212 12 12 12 12 12
5 &AM 3a3b Callas R3af - 210 55 5 456 4565 3a 482 T R A B I R R
3 PEG, 3a3b ArigtF GH2E - 84 2322214 3 3b 462 T e e O A R A B A B
7 D5 H 3a3b ?.Curi WS - a4 2122221 41 4 84 20 2 2 20 3 2 2 2[2 2 2 2 2 2 3
8 AR 1b Callas Alb - a4 1 418 3 41

9 HI b Ander R1b - 210 5 5 55565 5688

10 M& 1B Arigt Rlb - a4 321112313
[T MO 1b Callss RIb - 2 3 4 3 2 -

] T 3

] I v I i 8

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

Threshold values for the corresponding weekly targets for individual master data elements can be entered
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in the 'Min.", 'Max." and 'ldeal' columns. These values are used both for optimisation (see following
chapter) as well as for the display of deviations from or violations of the threshold value.

6.2.4 Locking terms

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

To do this, simply select the desired area in the left window pane and click on the <Lock terms> icon.
Locked areas are displayed with a ™' on a green background.

=ar's planning in terms EI@
§ai | BB IR/ T -Fl&8-|4;
18 | Mumber of Temns Fezpect the zelection in the right pane
Periods week -

Les. |Sub. |Cla. |Tea |Rm. |Students |Total |Min bt Unsc/1 [2 ]3[4 [5 |6 | 7| 8 3/10/11[12(13]14/15 16/ 1718

1 CH  2a2b Callas R2a - a4 a4

2 PEBF 2b.2a Rubg SH1* - a4 a4
(3 T 2b.2a Curie, T'Wh - 126 100 g9 5" B R B

4 Ga  2aZb Mew R2a - 210 210 - -

5 ARM 3a3b Callas R3aF - 210 148 B°| 4% 4° B® 5° B* B . - B ' 4% B B¥

E FPEG. 3a.3b AnstF SH2E - 94 a4

7 D5 H 3a3b ?.Cun WSF - 94 73 a*| B

a AR 1b Callas R1h - a4 74 A*| B

| HI b Anda B1b - 210 200 A*| B .-

10 M 16 Anst Rib - a4 a4 - - -

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

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



6.4

e

@ Year's planning in terms E'@

_ Rezpect the selection in the right pane
This lessons shall be

sheduled in Periods/week. A
consecutive terms udentz | Total | Min k| UnSc) 1 (2 (3 (4 (5|6 [ 7 8 910171 1213/ 14
a3 2/ 4 g
BF 2b.2a Rubg SH1.: - 24 B/
T#.D0 2b2a Cune, Tl - B2 4/

{

{H

{H4 GA  2aZb Mew R2a - 24

4] AR.M 3a3b Callas R3aF - a4

B FEG, 3a,3b AnstF SH2! - a4

7 DSH 3a3b 7.Cui WSF - 120 Permitted are exclusively

8 AR 1b  Calla: R1b - 210 4.6 or 8 periods in one 5 5 5 5 85 55
3 HI b Ande R1b - 210 term 5 5 6 5 5 5 &~
L | L [3

Creating terms

Once all the total periods have been allocated to the individual terms, clicking on the <Create terms>
button results in the terms being created in the system, and the 'Year's planning in terms' window

closes automatically. The display of lessons in the lessons window now corresponds to the allocation of
the individual terms.

& Year's planning in terms

RaaEE R T B &E-| &,

18 | Mumber of Terms Fiespect the selection in the right pane Class(es) |4 | Cresteterms |
Periods/week

- Periods/week
Sub. Cla  Tea |Rm | Students [Total Mint/ UnSc/1 2 3 |4 |6 |B | 7

Lo o]

,_
a
8

@

910011 1213 14/ 15/ 16/ 1 Mame | Tatal |UnSe |Min |Max |Ideal [1 |2 |3 4 |5 |B |7 [8 |9 [10 |11 [12 [13 |14 1

{E1 CH 22 Callas A2a - 4 4 L || 12607 1260

{HZ PEBI 2bZa Rubf GH1! - 24 6/8 R = B2 B2 38141516 1614 16151515 16 15 15 16 15
{H3 TRD 2b2a Curie, TWy - B2 4/6/% 689983 2a 118 7 E 449393888 B 8 3 8 8
{H4 GA 2a2b Mew R2a - 24 45 644585 2b 18 7 B 4499886 B & 8 & 8
5 AAM 333b Callas R3aF - 84 45 3 2% 16 44 4 4 4 3

] PEG 32.3b Aristf GH2! - 84 45 4 4 4 4 £ 286 16 44 4 44 4

7 DSH 3a3b 7.Cui WSk - 120 45 4 3 44

8 AR 1b  Calss ATb - 210 48 5556565566565 6565565§

3 H b Ander R1b - 210 45 4 5664645565555

10 MA Tb Aist Rlb - 210 4§ 5556555565665 565655

By default, terms of equal length are created. If terms are to hawe different lengths the dates can be
changed in the terms window ("Modules | Multiple terms | Multiple terms"). You can also change the
names of the terms (short name and full name) in this window.
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i Terms [ﬁ,l
Mame
Total zchoaol pear | Frint | | Ok |
| Mew term from 'mather’ term | Lacked
Total zchool vear Full name
Fr. To School-daps
19092014 - 1311.2014 - 5
__If\_l__.?mn? __________________ Full name From To Lockec| Dayz | Mother term -
 Tatal schoal § Total school year 19914 131114 ]
A 3972014 22914 235914 ] Total school ye | =
an 4072014 29914 R1014 ] Total zchool pe
1 /204 1014 91114 4] Total zchool pe
42 4272014 1210714 231014 4] Total zchool pe
43 437204 201014 2617014 4] Total zchool ve
44 44/2014 271014 11114 ] Total zchoaol pe =
Pl T [
Caution:

Once terms hawe been created you can no longer use the year's term planning optimisation. 'Create
terms' can only be used once. From now on these toolbar icons are disabled and displayed grey. For
this reason, do not create terms until you have finished work on term planning for the year. You can of
course make manual changes to the year term planning at any time.

Finnish term planning

Finnish term planning is also concerned with dividing the year up into several terms in which all subjects
are taught with the same degree of intensity. As with term planning for the year , some subjects are not
taught in every term.

The basis for creating the terms in this system is a finished timetable. Then, through appropriate
allocation, each day of this timetable is transferred to a weekly timetable for a whole term.

For example, if you wish to divide the school year up into 5 terms you must start with a timetable for a 5-
day week. The Monday timetable then forms the basis for the weekly timetable for the first term,
Tuesday forms the basis for the timetable of the second term and so on. A lesson originally lasting just
one period will only be taught in one term, but a subject that is taught every day in the initial timetable
will be taught in every term.

You can determine the way in which the allocation of a day in the timetable is transformed into the
timetable of a whole period.
e  Open the Finnish term planning' window (via 'Modules | Multiple terms | Finnish term planning’).

e Click in the left window pane, for example in the first free (white) cell of the Mo-1 row.
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The right window pane will display the (initially empty) timetable for the first term. (Reminder: the weekly
timetable for the first term will be created from the Monday of the initial timetable.)

e By double-clicking in the right pane you can now schedule lessons from the initial timetable in Mo-1
at any desired position in the weekly timetable.

For example, assigning the Mo-1 period in the initial timetable Mo-1, Tu-1, We-1 and Th-1 means that

those periods scheduled for the first period on Monday in the initial timetable will now be taught in the
first period on Monday, Tuesday, Wednesday and Thursday in the first term.

e Once you are satisfied with the allocation of the Mo-1 lesson to the first term click on Mo-2 in the
left pane and allocate this period to the timetable in the right pane.

When you have scheduled all the periods of a day (left pane) to the timetable (right pane), the term is
complete and you can begin work on the next term.

You can remove an allocated period by double-clicking on it.

Instead of a double-click, you can use the <Allocate> and <Delete allocation> toolbar icons.
The <Copy the allocation of a day> toolbar icon is used to copy one term timetable to another.
Clicking the <Create terms> icon results in the terms actually being created.

The initial timetable is deleted in this process. Please ensure that you have created a backup copy of
the initial timetable before invoking this function.

& Finnish term-planning EI@
98 B | el o
Converts the gingle penods of the initial Temr-timetables
timetable inta several terms with different Time grid af the term-timetables
timetables.
Mumber of days [1to 7] |5
Initial Mr. of N ; I axirum nurmber of
Timetable | the term | Times in the term-timetables AR (27 G [ i L) ;
hio-1 1 Mol Tul Th2 Fr2
Mo2 1 wel Thi Frl LTt | Delte |
o3 1 Mo2 Tu2 we? I 2 T
o4 1 Mo-3 Tud wed Th3 Fi3 we |Th 1B
ng ] Mo-4 1 Tu2 Tu2 Tu2
2 Tu-3 Tul Tul
Mol [ 3 Tud Tud Tud
o8 1 4
i) 1 5
Tu- z Tul ThZ Fi2 c
Tu-2 2 wel Th1 Fr 7
Tu-3 2 Mo-2  Tu2 We2 a
Tu-4 2 Mo-3 Tud wed Th3 Fi3
Tu-5 2 Mo-4
Tu-g 2 -

Multiple time grids

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

Defining several time grids

If your school uses several time grids, first make sure that the option 'Multi-time grid' is checked under
'Settings | School data'.

i "

@ School data E'@

4 General Cverview Values =

School name

Germary [ = | Country
Test zchool DEMO
For demo and test only =
School pear School number
Fr. To

T 5 ID

19.09.2014 » 30062015 -
1 2] weekly periodicity Type of school

= Tzt zchool week [AB..]

Activate daily time grid

| ok [ | Cancel | |  Appk |

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

@ Time gricl El@

t ain-Timearid El Delete | | Rename
1 General Breaks substitute I
] MHurnber of daps [1 to Ertry:

ads per day [1 ta BO]
of the week

M of the: daw (1 o 0] | | Afternacn

3 b awimurn number af pe

konday B Firzt zchool dy

1 Period nurmber for the first per

Period numt| 1 2 3 4
Period label

2:45 240 10:35 11:30 1225 1

ki onday
Tuesday
YWednesday
Thurzday
Friday

k. | | Cancel

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

i

@ Time grid Lol -G fweSs)

Mew | | Delete | | Rename
4 General Breaks Days Substitute [
5 Mumber of days [1 to 7] ~ Entry:
3 b @imumn number of penods per day [1 ko B0)
bl onday = Firzgt zchool day of the week firez
1 Period number far the first period of the daw [1 or O]

The special characteristics of the new time grid can now be defined. This generally involves specifying
the start and end times for the individual periods and the boundary between morning and afternoon.
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8.2

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

If fewer periods are taught in a sub-time grid than in the main grid, the periods not required can be
entered as time requests (blocked periods) for the classes concerned. Once all time grids have been
defined, each class is assigned a time grid in the master data window.

P

@ Classes / Class E] E'@

la = _

Mame Full name

P 12 Clazs 1a (Gauss)
1h Class 1a (Gausz)
2a Class 2a (Hugo)
2b Clazs 2b (Andersen
3a Class 3a (Aristotle)

Time grid
15t Class
1=t Class
2nd Class
2nd Clas=s
3rd Class

Sh Class 3b (Callas) ard Class
45 4th Clazs
L 1] 4th Clazs
*
|| Class -

Teacher time requests in time grids

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

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

@ Time requests / Teacher-59 E'@

@S afas || 9= e 95| @ =, -

Hugo > Wictor Huga

16.20 8.00 9.00 10.00 11.00 12.00 13.00 14.00 15.00 16.00 Daps A, p.m.
Maonday
Tuesday -2 [8.35-12.40)
Wednesday -1[8.00-

Friday

Additional unzpecific time requests

Time range | Mumber | Time request

[-]
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8.3

Display several time grids in timetable

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

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

@ Cer - Cervantes, Miguel Timetable (TeaHTIML) E B E\@
Cer -ra-FEHA s |Pae BE g s
¥ | School year15.9.2014 - 30.6.2015 (I7e] = |
Mo Tu We Th Fr
2.00
1b 3a 2a 2a
Biology English German German
Rib Ras RZa RZa
S.00 2a 2a
. 3? b '?'Ih English Bialogy
nglis Biolagy REn R2s
R3a Ra
10,04 1a 2b 2b
Biology 3a Biology Biology
Ria Biology Fzb Rzb
F.3=
2a 2a da. 2a
11.0 Gerrnan Bialagy Ernglizh Ernglizh
RZa FZa 1) RZa
2a 4a.
12,0+ Englizh Ernglish
RZ2a g3 2]
Englizh
7a RZa
13,04 English
RZa 3b
Bialagy
Ra
14.0
3a
Biclagy
R3a
15.0+
16,0+

Please note that the timetable in the diagram displays the two periods on Tuesday that overlap by 15

minutes as a collision. This circumstance is also displayed in the diagnosis as a clash.

The minute mode allows changes to the timetable to be made using drag&drop. Please note that
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8.5

lessons in the teacher timetable can only be shifted or swapped within a class, similar to manual
planning in the normal display mode.

Display time grids in sched. dialogue

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

e Les:318 Scheduling dialogue
S &4 JdrBRAKRV ASEONRE RS E IS,

Lessons

FE = 4 Unscheduled Information History Chain;d .su;a.ps r D
£.9.2010 - Les. |Uns Time | Cla. Tea. |Sub. 28"0 = |@|
3.7.2011 696 1 GYZe LE TUT
&l ot

RELIG 5 1 ka34lesohach JS  DEPT el ks

Mult-Dirag

Monday Tuesday Wednesday
t 2]z 48| e[ 7 a1 ]2 =3 4|s |87 8[1]z2]3]4]s]8]7

Les. 318 +
cla. |Gvza | Eng LECT E :naTUJESMN EART vaTEW EFIS| INFMATEN E 2S0C| -3 | Eng WUNCEFISIRELIC E .DRAW .Eng [JEEIN-RANC"EFISIM
Tea. RL GYle GYla GY2c GY1h o O o O GY2a GYI0 Gl
Rm. [026A |GY2a.GYZa GYla GY2a GYZa G723 ".GYZs Gv2aNAa. G128, 5128 Gy2a Guffa " Gv2: G2 GYZa .GY2a G2a G523 ".GY2E
Sub. | RELIG

L-Mo. |Tea. Subj. Rm. Cla. | Time Schoolweek |Stud. |Specialtext | Cluster |Line text-2 | Student group
271 FL, RELIG, 024C HS4c 14.451530{45) 1-43 18
Caution:

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

Outputting several time grids in HTML

Timetables in minute mode can also be saved as HTML files. With this type of output, a general grid is
created in the HTML pages that is aligned with the full hour. As you can see in the figure, the periods are
inserted into this grid to within five minutes, depending on their length.




56

8.6

@ HS2¢ - Hauptschule 2c¢ Timetable (Kla204)

Multi-time grids and break supervision

= e
imsee - 8-FdARs|Ne B8 &EE
~| oemazonn + £ -1092m0 @]
Monday -
0.30 10.00  11.00( R =T
HS 10 MU8;K MATE‘M / O Untis 2014 St“mlm\‘
H52a E E C M [ filey//C/Users/Administrator/Desktop/Cla204.htm 9=
H52h LECT. E &
HS 20 MATEM SP Monday
Hs3a tecr. | | cowe 930 -10.00/10.00 - 11.00[11.00 - 12,00 | 12.00 - 13.00 [ 13.00 - 14,00 14.00 - 15.00 [15.¢
H530 || FEuE HS2c MATEM SP E E EARTI
hsac S E HS3a LECT. COMP E SPORT. 5P
s MINSIT: ||| GEnF HS3b INF RELIG E SPORT. MATEM
e MATEM| | LECT. HS3c P E DRAM SPORT. MATEM | =
i COMP | | oRA HSda | MUSIK COMP MATEM E DRAM
il MATEM | MBS HS4b | MATEM LECT. P COMP E
Al EOMP | EART HS4c COMP DRAM LECT. MATEN 5P
il i GY1a MATEN MUSIK RELIG COMP
e S il GY1b COMP EARTL. 5P MUSIK P
A wT | GY1c RELIG COMP MUSIK E.
Y20 INF. CHATU
P GY2a E. LECT. 5P CNATU E
GY2b MATEN E. sP csoc h
GYZe INF. CNATU SPORT. RELIG
GY3a E. INF. SPORT. | MATEM F
GY3b SPORT MATEM csocl E
GY3c SPORT. E. EPLAS. | FRANC. i
pil—— )

The automatic scheduling of break supenvisions also takes different class time grids into account. For
this to function, the time grid must be selected in the break supenision scheduling dialogue for which
supenvision is to apply.
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8.7

-

@ Break supervisions E'@
Yard - aR oXs | EHROD B

Carridar l Teacher]

Minutes: 250 Full name

Secondary zcl| = | Time gnd

- BES 1
01 12 ppc 2 4/5 56 B/Y 748 a4

1 Primar schoal 2150 13300 1415 1500 1635 1730
9300 1REEEEE et 45 1330 1415 1545 1636

+ Monday m Grarnmar su:hu:-

+ Tuesday LL rr e
+ Wednezday i il e
+ Thursday Y s e
+ Friday T e Y

Multiple time grids and cover planning

Defining different time grids at your school for different school types, departments or individual classes
will of course have an effect on cover planning. The handling of the cover planning does not change to
any great extent as only teachers are suggested for substitutions and shifts who can be assigned
without a conflict.

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

Caution:

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

The display of the substitutions shows the actual time of the substitutions as the number of the period
could provide ambiguous information. For example, the second period could start either at 8.50 am or at
8.55 am depending on the time grid in which the period was scheduled.
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P

@ Substitutions / Class

T & B-% 2R oaE VI D
Clazz[ez| From-Tao -
-l - | =1 18092014 - ||j‘i| 22032014 - "E'Iv |
4 Dayz
Fr 1k Mo 1k o
Uncovered substitutions
Clazz
Subst Type Period §= Time ubie| Subjed| (Teacher) | Subst|(Clas:| Class (Roor Room | Substitution text | Desc =
2 Substitution 1 7.50-5.40 H Arist GFaus: da 4a PL PL
T | Substitution 1 500-8.45 il Arist Mobel 1a 1a R1a FRia
T . Ja, &,
1 | Substitution 5.40-9.30 EG *arist Gaus: T 3k SH2  SH2 =
8 | Substitution 2 855940 Arist Curie 1hb 1h R1b  Rihb
3 Substitution 3 9501033 I Arist Hugo 1a 1a F1a FRia
_— . a 3a
9 | Substitution 9451035 EG *a izt Gaust g gt BH2  EH2
4 | Substitution 10451130 WA Arist Gaus: 1k 1h Rib  Rihb
_— . 1a 1a
10 | Substitution 10451130 BEG *arizt Mokel g 4n  (SH2  SHZ -
FR T . »
L-Ma. Class*® -
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