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1.1

1.1.1

11.2

Timetable

Introduction

The purpose of this brochure is to offer a fast, uncomplicated introduction to Untis Express. This
manual should help you to create your school's timetable within no time and to perform day-to-day
Cover scheduling .

Please bear in mind when working with the application for the first time that entering initial data

( Teachers , Classes , Rooms , Lessons etc.) will take relatively long, but that when you come to
create new timetables you will be able to work with the same basic data and will therefore only need
to enter changes that occur at your school from year to year (e.g. changes in staff, subject allocation
etc.).

Before you actually start creating timetables, we would first like to provide some information on
Installation , Licencing , Online help , the Welcome screen , Demo files and the Data entry wizard.

Installation

Double-click on the “SetupUntis[Version]DE.exe” file to start the installation of the software. The
setup wizard will assist you.

We recommend that you do not change the default installation path. On an English-language
Windows system with administrator rights this will be, for example C:\Program Files\Untis or 'C:
\Program Files (x86)\Untis' for a 64 bit operating system. Always install Untis with administrator
rights. This holds true also for all other paths, designations and names, since this short introduction
as well as all brochures refer to these proposals.

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

'

[l &5 |
Untis 2018

Note: Central installation

You can install Untis on a central server, as well and give access to Units.exe to individual clients.
Please note that Untis needs to be started at least once with Windows administration rights on every
client’s computer.

Warning: Windows Version
Untis 2018 needs at least Windows 7.

Entering licence data

When you go to the tab 'File' and select 'New', you will be prompted to enter your licence data. (Your
Untis partner will have provided you with a document containing your licence numbers.)



http://www.grupet.at/de/kontakt/partner/europa.php
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Licence data

Lizence data
School name

|Test school 2017407 Testd

For demao and test only

16.7.2017 | Expiration date

Modules
Standard package

Optirization

Scheduling dialogue

Big modules
Cover planning Light
Courze zcheduling

Minutes timetable

Calendar - Y'ear Planning

Germary -

IJze of Wiebllntiz

Fioom optimization + off-zite bui...

Country Reqgion

Footer Gruber & Petters Saftware

>
Licence Mo. 3 dap Untis
ATHA-9273 license
AHW-AE W Schoal zize
for FO0-1500 ztudentsz

Small modules
Lezzon planning - value calo.
Break supervizion
Department timetables
Students timetables
Info timetable
Multiwesk timetables

kultiple terms

Custarner-Murmber
b |:I

Please make sure to enter the licence data correctly and confirm with <OK>.

Incorrect licence data

If you have a temporary licence you will also have to enter an expiry date. If the message

Untis - Question

T incarrect

School name, expiry date or licence number

Do you want to correct the licence data?

Hlein

is displayed, check your input with the details on the licence data document and correct the entry.

Please note that the entry is not case-sensitive, however all characters of the two lines of the school
name, the licence number and expiry date must be entered exactly as they appear on the document.

Confirm your entries with <OK>. You will only be able to create a file for your own school after the
licence data have been entered correctly.



1.1.3 Automatic save

You can use the menu item "Settings | Miscellaneous | Auto-sawe" to specify how frequently Untis
should automatically save data and how many backup generations should be archived. The settings
in the figure mean, for example, that Untis should save the data every 30 minutes and use four
generations of backup. These data are saved in files named sawe1.gpn, save2.gpn, save3.gpn and
save4.gpn The most current data are always in file save1.gpn and the oldest in file save4.gpn.

Settings
= Schoaol data
- General )
. 4 Mao. of auto-zave generations
- Ohverview
- Values a0 Ato-zave interval [minutes)

- Miscellaneous

 Auto-save | Save only when the data haz been changed

. Directories | Open with the lazt file uzed

-~ Custamise

If you check the field "Open with the last file used", Untis will always load the last file to be
processed when opening. You can suppress this function when you launch the application by holding
the <Shift> key when opening.

11.4 Help functions

If you need general help at any point in time, press F1 to display help information. You need to be
connected to the internet. If you are not permanently connected to the internet, you can also
download the help files.

s D g

Help Data entry Ereak
topics *  wizard supernvisic
& Help topics

) Welcome sereen

(%) Data entry wizard

[ manuals

@3 Contact

i@ Information

Create support data file
Check for updates...

Download help file

For every topic there is a manual for detailed information.

However, if you require specific information on e.g. a particular button or input field, activate the
respective field and press F1.
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11.5

1.1.6

Welcome screen

When you launch Untis Express for the first time you will be greeted by a welcome screen.

First steps
% Welcome to Untis
| Creating a timetable
é' Demo files
Help & News
Ll] Manuals
I@ Contact

Messages

Welcome to Untis

Untiz is currently being used by mare than 200000 schools and universities worldwide.

= r Create the timetable of your echool fully-automated. The results of our imetable-optimization algorithm are unmatched!

@ Seltle the daily limetable changes in your school with the cover scheduling madule,

The traditional paper class register is dead - long live the electronic class register. The 'wieblnlis solution is easy to handle, fast and convenient.

4

@ New in wersion 2018
18

The welcome screen gives you access to information in the form of interactive flash demos on the

application and on what is new in the current version of Untis. You can also view all manuals and
launch the data entry wizard .

Untis is deployed in a large number of countries. Take advantage of our international demo files to
gain an oveniew of the possible uses of Untis.

First steps

@ Welcome to Untis
Vii'

1" Creating a timetable
=223

Demo files

Help & News
L]L] Manuals
@ Contact

| Messages

Demo files

Demo files

Undemeath you can find a wariety of different timetables. Choose pour county and schoaltupe.

= — — Fy &= Emm EEs == Bl —]
IHE=Esll=m=00CC=i=am=EHE=
%Dﬂnoﬁleﬁ
# demo.gpn: timetabling
demoS.gpn: cover scheduling
demof.gpn: break supervisions

@
0
5
0

KursDemo.gpn: course scheduling

The demo files are intended to help you to get to know the functions and possible data entry
scenarios in Untis. They already contain licencing and school data. There are two types of demo file

in Untis:

Actual school data that are typical of a certain type of school in a specific country. These files

can be opened, for example from the Welcome screen .

Simple files with different areas of focus that allow you to get to know the basic features of Untis

without being overwhelmed by masses of data. You will find this data in the public Windows
Documents file (e.g. Windows 8: C:\Users\Public\Documents\Untis. This manual generally
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11.7

1.2

1.21

draws on the file demo.gpn for examples in this manual.

Data entry wizard

There are two ways of invoking the data entry wizard:

1. via the button 'Data entry wizard' under the tabs 'Start’ or 'Data’
2. via the 'Create timetable' option in the welcome screen

The data entry wizard is intended to help you set up your timetable. The individual tasks should be
completed chronologically. When you select a task, the corresponding window will open and brief
information will be displayed on the topic.

You also have the opportunity to view a flash demo or to read the relevant chapter in the help
function.

Untis data entry wizard v 1 ox
i i x
Setting up the schoolyear and the time of the daily UntlS data entry WiZa rd R
@ Establishing the school year Back to the list
@ Breaks and Holidays Entering rooms...
@ Entry of the time grid Use the room weight to specify the importance of a
Entering rooms, classes, teachers and subjects room for the lessons planned in it (0 = unimportant,
! ! 4 = extremely important), The gymnasium will always
@ Entering rooms. __* have a high room weight, because PE cannot be
© . ]} taught in other rooms.
Entering dasses... The alternative room is functionally equivalent to
@ Entering teachers... the specified room and may be used if the specified
room is not available.
@ Entering subjects... Hint: Do not use all numerical names [codes) for
Availabilities your rooms. Mix-ups with lesson numbers can thus
be avoided. Klassennamen.
@ specification of core times Additional information
@ Teacher-availabilities @ Film
@ Room availabilities. 7 Help
Entering lessons
@ Entering lessons
Scheduling
@ Manually schedule periods.
® weighting
@ Data check
@ Automatic scheduling
Timetables
@ Timetables

Basic data

All windows that are displayed in the data entry wizard can also be accessed via the corresponding
menu item. The first block include the following:

¢ the school year
¢ the time grid and the lunch break

¢ school holidays
School year

Enter the duration of the school year under "Settings | School data". Make sure that the last day of
the school year should be a Sunday. Do not include the summer holidays in your school year.
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Confirm your input with <OK>.

Settings
T S:chool LLE Schoal name
i - General Gemary *  Country
0 . Test school DEMO

- Owerview - Pegion

L Values For demo and test only
+ IMiscellaneous € chool year Language
+-Reparts F T ool
+- Substitution Planning i Enaal AUmber
. Caurse Scheduling 19.09.2018 v| |30.DE.2D‘|9 w s

L Multilser

| Type of schoal

Cancel

1.2.2 Time grid

If you go to the tab 'Data’ and click on the button Time grid' you can specify on how many days in
the week lessons are held, how many periods per day are used for teaching and which of these
periods are probably regarded as morning or afternoon periods.

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

e 5 days per week (Monday to Friday)

e 8 periods per day

e a maximum of 3 afternoon periods per day

e no lessons on Friday afternoons
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123

2 Time grid N
4 General Breaks Substitute F
al Humnber of day=s [1 to 7] E rikry;
8 b aximurm number of penods per day [1 ko B0) Marring
bonday = First school day of the week, Free
Afternoon
Period number 1 2 3 4 5 E 7 8

00 855 350 10:45 17:40 1235 1330 14:25
245 | 340 10:35)11:30) 1225 1320 14151510

b onday ----- Aftern Aftermn Aftern
Tuesday ----- Aftern Aftern Aftern
Wwhednesday ----- Aftern Aftern Aftern
Thursday ----- Aftern Aftermn Aftern
Friday Morri Mormi Morri Morrin Mot

The 8 periods per day are divided into 5 morning and 3 afternoon periods. This distinction between
morning and afternoon periods is important for the position of a possible lunch break and can in turn
also influence when lessons are scheduled depending on additional settings.

Enter the length of each period in the relevant fields below the period in the grid. This allows you to
enter different durations for afternoon or evening periods. It is also possible to enter a break for the
entire school between the last period of the morning and the first period of the afternoon.

Lunch break

Any lunch break is automatically placed in the last period of the morning and/or the first period of the
afternoon. You can influence the position of the lunch break on the 'Breaks' tab on the ' Time grid ' by
selecting the first and last periods that can serve as lunch break. The length of the break between
morning and afternoon lessons is specified at a later point in time (e.g. 1-2 periods depending on the
class).

The example shows that the 5th period is the first that can be used as lunch break and the 7th period
is the last. The lunch break must always lie on the boundaries or across the boundaries between
morning and afternoon. The white fields indicate those breaks lying between the last period of the
morning and the first period of the afternoon. It is also possible to specify the maximum number of
classes that can have their lunch break at the same time plus the title of the lunch break in the
timetable.
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1.2.4

L. Feitraster - 0O =
4 Allgemeines/y Pausen r Wertretung [
5.7 Mittagspause vor-bis Bezeichhung der Mittagzpauze

P
0 b ax. Klazsenzahl mit gleichzeitiger Mittagzpause
Eintraguna;

* = Pauze darf weder von Doppelstunden noch won Blocken uberzpannt

12 23 3 448 BB BT TR B
FPauzenbezeichnung
Beginn 245 340 10:35 11:30 12:25 13:20 14:15 1510
Ende 200 &55 250 10:45 11:40 12:35 13:30 14:25
kontag
Dienstag
Mittwoch
Donnerstag

Freitag

| 0k | | Abbrechen | |Ubernehmen

Note: Double period and break
If an * is entered for a break, as in the example between the second and the third period, a double
period may not span the break.

School holidays

Under the tab 'Data’ there is the button 'School holidays' where you specify when therer will be no
lessons due to school holidays or public holidays for the whole school in the current school year.
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1.3

7“1 Ferien - 0O x I
MHame Lahagname Waon Biz Woche danach [4.8...] Schulwochen-Nr. danach
26100 26.10.2018 261018 261018
Ferienl ‘weihnachtsferien 231218 07.01.19
1.5 152019 01.05.19 01.0519
< b3
@ Datum: Mo 39.2018 Untermichtsfrei Legende Ferien Feiertag Wochenende
- Kalendenwoche: 38, [ Feiettag Schuljahr

Mo Di Mi Do Fr Sa 5o Mo Di Mi Do Fr Sa So Mo Di Mi Do Fr 5a So Mo Di Mi Do Fr Sa So Mo Di Mi Do Fr Sa So Mo Di Mi Do Fr Sa So

September 3 4 5 6 7 8 9|10 11 12 13 14 1516] 17 18 13 20 21 22 23| 24 25 26 27 28 29 30

Oktcber 1 2 3 4 5 B_7| 8 810 11 12 13714] 15 16 17 18 18 20 21| 22 23 24 25[BH 27 28] 28 w0 3
W |t 1 2 3 4|5 6 7 & 31071112 13 14 15 16 17 18| 13 20 21 22 23 24 25| 26 27 28 23 0

Dezember 12| 3 4 5 & 7 8_8]10 11 12 13 14 1516| 17 18 19 20 21 22[23| 24| 25| 26| 27 28 26 30]

Januar [pZpEEsI8]07 8 9 10 11 12733] 14 15 16 17 18 19200 21 22 23 24 25 26 2¢| 28 29 W A

Februar 1 2 3 4 5 6 7 & 3710[11 12 13 14 15 1617 18 13 20 21 22 23 24| 25 2% 27 28

Mz 1 2 34 5 & 7 8 2710|1112 13 14 15 1617|138 13 20 21 22 23 24| 25 26 27 28 29 20 31
Ak e 12 3 4 5 6 7|8 91011 12 13714]15 16 17 18 19 20 21| 22 23 24 25 26 27 28| 2

M B 2 2 456 7 8 910 1112|13 14 15 16 17 1819| 20 21 22 23 24 25 26| 27 28 23 30 3

Juri 1723 4 5 6 7 8_8]10 1 12 13 14 1516| 17 18 13 20 21 2223| 24 25 26 27 28 2930

Ok Abbrechen Ubenahme

< >

School holidays are important, if you use the cover scheduling functionfor daily changes in the
timetalbe. School holiday and public holiday entries are also considered in calculating the weightings
of the lessons for the teachers in the value calculation. However, they do not haave any impact on
the optimisation of the timetable.

Master data

Master data refer to all school-specific resources in Untis which are essential for the creation of the
timetable. These include Rooms , Classes , Teachers and Subjects

Master data can be selected via the menu items ' Master Data | Classes', 'Master Data | Teachers'
etc.

i, o

Time School School
grid data holidays

Basic data

You also can access the master data of the respective element by clicking on the arrow below the
respective icon on the 'Start' tab.



Timetable 15

Datei Start Dateneingabe Stundenpldane

swEE Y =B = B ¢

Klassen Lehrer Rdume Facher Diagnose Gewichtung Optimierung Manuelles Alle Stunden Tauschvorschldge  Perioden  Einstellunge
Planen entplanen -

Ubersicht Optimierung

@ Zeitwinsche /Klasse

@ @ a= 9 <= @5 9

= Klassen [ Klasse

[fa I ENR O ®H ID

Mame  Langnatne Text Raum  Hauptf Tag  Mit-pause  StduTay  Hauptf Folge  Fix () E “ Klasse 1a (Erauss]
1a Klasze 1a (Gauss) Ria 4 1-2 4-5 2 |:| -
1b Klasse 1b (Newton) Rib 4 1.2 4.6 2 O 1 2 3
2a Klasse 2a (Hugo) R2a 4 1.2 4-7 2 O Montag +3 +3 +3
2b Klasse 2b (Anderzen) Rzh 4 1.2 4-7 2 O Dienstag +3 43 43
3a Klasse 3a (Aristoteles) R3a 412 4.5 2 O Fittwoch +3 +3 43
3b Klasse 3b (Callaz) P=1 4.1-2 4.5 z O Donnerstag +3 +3 +3
4 Klasse 4 (Mobel) P=2 4 1-3 4-5 2 O Freitag +3 +3 +3
Samstag +3 43 43

Zusatzliche, unbestimmbe Zeitviin

a Klasse 1a [Gauss) / Klasse

[ta B T PO & 0 B

U-Me KL Le Mwpl Std. Wst  Lebrer Fach  Klasse(n) Fachraum  Stammraum  DoppStd. Text Block  Fis (%) lgnore (i) Schilergruppe

1a,1b,2
11 41 2 Hugo nzﬁ' = Ria O O

7 2,3 2 Ander Warkr Rla 1-1 ] I

1.3.1 Master data maintenance

Creating a new master data element

You can create a new element (e.g. a new class) in the master data window by clicking into the last
(empty) row in the grid and entering a short and a full name. When you click on the <New> button
the cursor automatically gets to this row.

Classes f Class

[fa B8 © B I .

Mame | Full name Text Room |Main subjfday Lunch break  Periodsiday  Consec. Pers.  Lock (X1 lgnore (i)
1a Class 1a [(Balss) Ri1a 41-2 4.5 2l O ]
1h Clazs 1k (Mewton) R1b 41-2 4.5 2l O ]
2a Clazs 2a (Huga) R2a 412 4.7 20 4 ]
2h Clazs 2b (Anderzen) Rz 4 1-2 4.7 2 4 ]
3a Clazs 3a (Aristatle) Raa 4 1.2 4.5 20 O |
3 Clazs 36 (Callas) P=1 4 1-2 4.5 2 O ]
4 Class 4 (Mokel) P2 4(1-3 4-5 2O O

You can switch between the individual fields using the <Tab> key.
Changing the short name

You can change the short name by double clicking on it to open a separate window. You can mark
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and change all other data (e.g. full name) by simply clicking on them in the grid view.

Shart name

LE Mame

Clazz 1a [Gauss] Full name

k. Cancel

Delete element

You can delete a master data element by activating/marking the respective row and clicking on the
<Delete> button.

"— Klassen / Klasse Drag&Der
Mame  Langname Text Raum Hauptf.Tag e a Hauptf Folge  Fix (X1 lgnore (i)
1a Mlasse 18 (Gauss) Ria 4 1-2 4-5 ' [l [l
1h Klazse 1h (Mewton) Rib 4 1.2 4.5 2 ]
Za Klasse 2a (Huga) RZa 412 4.7 z O O
Zh Klasse 2b (Andersen) R2b 412 4.7 2 4 ]
3a Klazse 3a (Aristoteles) R3a 412 4.8 2 O |
3 Mlasse 3b (Callas) P21 412 4.8 2 O |
4 Klasse 4 (Mobel) P=2 41-3 4.5 2 O |
Sort order

Master data elements are alsways sorted in alphabetical order.

You can also change the order of the columns using drag and drop.

Entries for all master data and lessons

Some fields and functions can be found in (almost) all types of master data and in lessons.

Lock (%1 lgnore (i) Text

[] []
L] L]
Lock (X)

A lesson containing an element that is locked will be "frozen" in the timetable. Already scheduled
periods will not be rearranged in a subsequent optimisation.
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Ignore (i)

A lesson containing a master data element marked "Ignore" will be ignored in the timetable, i.e. it
cannot be scheduled or displayed.

Text

An explanatory text can be entered for each element.
Blocking

If an element is not available in a certain period you can block it using time requests. This means
that optimisation will not schedule a lesson with the respective element in this period.

Select the appropriate period of time and enter the time request -3, which corresponds to an absolute
block.
You can use the serial change function to apply this time request easily to other elements.

"‘ Time requests / Room

1 2 3 4 &® B 7 8 19
tonday

Tuesday
YWednesday
Thurzday

, EEE
Fidy EEEEEEEE

Defining time requests for Classes and Teachersmay prove more difficult. You will find the
explanation in the appropriate chapter.

Serial change

You can change more than one row in a column with just one entry. For example, perform the
following in order to change the number of consecutive periods of main subjects in:

1. Hold the left mouse pressed to select the classes where you wish to make the entry.
2. Enter the desired value.
3. Confirm with <Enter> or <TAB>.
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/T

<= Classes / Class
1a I B[R @ < @ i
Mame | Full name Text Room | Main subjjday  Lunch break  Periodsiday Conzec. Pers.  Lock (X)  lgnare (i)
1a Clazs 1a [(Gauss) Ri1a 4 1.2 4.5 ] ]
1B Clazs 1k (Mewton) Rk 4 1.2 4.5 ] ]
2a Clazs 2a (Hugo) R2a 4 1.2 4.7 ] ]
2h Clazs 2b (Anderzen) Rz 4 1.2 ———a=x ] ]
3a Clazs 3a (Aristatle) Ri3a 4 1.2 Consec. Pers. o ] ]
3 Clazs 36 (Callas) P=1 4 1.2 2 / ] ]
4 L] Ll

4 Clazs 4 (Mobel) P=2 1-3
Consec. Pers.

Rooms

Each master data element is uniquely described with a name and a full name.

Mame Full name

W Workshaop

M Texties workshop
ZH1 | =ports Hall 1

SH2 | Sports Hall 2

Room name
Select an appropriate abbreviation that uniquely describes the room in your school. For example SH1
for sports hall 1 or R10 for class room number 10.

Room full name
Enter a full name which describes the room in more detail.

Tip: Room names

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

You should enter alternative rooms and room weightingsfor automated scheduling.

Alternative rooms

The alternative room is used for scheduling lessons if the room originally desired is already booked.
In our example SH1 is the alternative room of SH2 (and vice versa).
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7% Rooms/ Room
[5Hi B8 O 26
Mame | Full name Text Alkern. room
SH1 Sports Hall 1 =H2
SH2 Sports Hall 2 SH1

Rings of alternative rooms

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

R1a
7 Rooms fRoom
frz— T~ B8 @ @&
RSa R1 b Mame | Full name Text | Altern. room
Pz1 Pzeudo Room 1 (3k) F1a
P=2 Pzeudo Room 2 (4) F2a
R1a Class Room 1a Rk
Rk Class Room 1k R2a
R2a Class Room 2a R2k

R2b R2a Rt | Class Room 2b R3a
R3a Class Room 3a R1a
If, during an optimisation run, it turns out that the desired room for a lesson (e.g. R1b) is already

occupied, then the next rooms in the ring (R2a ...) will be checked until a free room is found in the
ring.

These rings of alternative rooms make it possible to easily model the "geographical”" circumstances
of the school by having the sequence of alternative rooms reflect the position of the individual rooms
to each other.You can thus save teachers and students wasting time moving between rooms when
the neighbouring rooms are located next to each other in the ring.

Room weighting

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

A room weighting of 0 means that the lesson will be scheduled during automatic scheduling even
when there is no room or alternative room available. A room weighting of 4 signifies that scheduling
the lesson only makes sense if the desired room (or one of the alternative rooms) is available.
Physical education lessons, for example, only make sense if one of the sports halls is free, and
cookery only makes sense if the kitchen is available, whereas maths may be taught in any room of
the school which happens to be free.



20

1.3.4.3

Rooms / Room

[EHT - B8O IB

Mame | Full name
=H1 Sports Hall 1
SH2 Sports Hall 2
PL Physics lab.
WS Wiarkshop

HE1 Home Econ. room

F1a Class Room 1a
xals] Clazs Room 1k
R2a Class Room 2a
Rk Class Room 2b
F3a Class Room 3a

P=1 P=zeudo Room 1 (3k)
Ps2 Pzeudo Room 2 (4)

T Texties workshop

Text |Alkern. room

SH2
SH1

Fib
F2a
Fzh
R3a
R1a
R1a
R2a

| S T % % Y S T A O CRR B S T R Y

I

Classes without designated rooms

If it proves necessary to form classes without designated rooms, you can use the method of pseudo
rooms. You can do this by simply assigning a fictitious room, a pseudo room to the respective class

and blocking this room for every period of the week (using time request "-3").

T -
© Classes / Class

[fa - AR O 0 2B

hlame | Full name Text

1a Clazs 15 (Gauss) Ria
b Clazs b (Newton) Rib
2a Clazs 25 (Huga) R2a
b Clazs 2k (Andersen) Rz2b

3a Clazs 35 (Aristotle)
b Clazs 3k (Callas)
4 Clazs 4 (Mokel)

Room  Main subj.ids L

41
401
401
401
401

41

o
<= Rooms /Room

SH1
SH2
=
PL
WS
L
HE1
Ria
Rk
R2a
Rzh
R3a
P32

hlame | Full name

Sports Hall 1

Sports Hall 2
Pseudo Room 1 (3k]
Physics lab
Workshop

Home Econ. room
Class Room 1a
Clazs Room 1k
Clazs Room 2a
Clazs Room 2b
Class Room 3a
Pseudo Room 2 (4)

Rib
R2a
R2h
R3a
R1a
R2a

SHatas B S m PR

Ps1  Pseudo Room 1 [3b)

Monday
Tuezday
wiednesday
Thursday
Friday
Saturday

Enter a room in your classroom ring as the alternative room for the pseudo room.
Untis will now search for a suitable room for your class with no designated room.
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FRooms / Room u N i R 4

[Pt B8 O 4B .
Mame | Full name Text Attern Bm. W Lock Cortidors
SH1 | Sports Hall 1 SHz 4
TR s SHA 4 [

S s

NP2 PseudoRoom2(4) ) RZa 2 [

P PPy 2153 314
WS Wiorkshop <IN
T Texties workshop 4+ 0
HE1 |Home Econ. room 4 |:|
Fla |Clazs Room1a Rib 2 [
Fib |Class Room 1k Rz 2 [
R2s | Class Room 2a R2b 2 [
R2b | Clazs Room 26 F3a 21 [
R3a | Clazs Room 3a Ria 2 [

Classes

A unique (short) name must also be given to each class. The full name field can also contain the
class teacher in addition to the name. You will then see this, for instance, printed on all reports of
this class.

1= - -
== Classes f Class

[a T HORR @ T IS -
Mame | Full name Text Room | Main subj/day  Lunch break Periodsiday Consec. Pers.  Lock (X)  lgnore (i)
1a Class 1a (Bauss) Ria 4(1-2 4.6 2 O ]
1h Class 1h (Mewtan) Rk 4(1-2 4.6 2l O O]
2a Clazs 2a (Huga) R2a 412 4.7 20 [ ]

b Class 2b (Ander=en) R2h 412 a7 2 [ ]

3= Class 3a (Aristatle) R3a 41-2 4.8 2l O ]

3 Clazs 3b (Callas) P=1 41-2 4.8 2l O ]

4 Clazs 4 (Nobel) P=2 4 1-3 4.3 20 4 ]
Tip: Tool tip

If you would like to have more information on a column, position the cursor over the column heading
and a short description of the field will be displayed.

Room

The short name of a room for those classes which have their own room is entered in the field 'Room'.
If you now create a lesson for this class, the room will be entered automatically. This saves a lot of
manual input.

Main subjects per day

Subjects which are particularly demanding or important for the students can be marked as <Main
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subject> by going to Master data | Subjects . In the column 'Main subj./day’ you can specify how
many main subjects may be taught per day.

Lunch break min, max

Enter the minimum (min) and maximum (max) length of the lunch break for each individual class. If
the lunch break is to last exactly one hour, enter '1-1". If you rely on Untis to schedule no or a two
hour lunch break, then you need to enter '0-2". If you want the class to have no lunch break at all,
leave the field empty.

Which periods are in general suitable for lunch breaks can be defined under 'Data’, Timegrid' - go to
the 'Breaks' tab (please refer to chapter Lunch break ).

Periods per day

You can specify here how many periods the respective class should be taught per day at a minimum
(min) and how many lesson units may be allocated to one day at a maximum (max).

You should enter "4-6" if you wish to have the class taught for a minimum of 4 periods and a
maximum of 6 periods each day.

Consecutive periods of main subjects

You can use this column to specify the number of main subjects that can be taught to a class
consecutively. You can specify how important this point is for you via weighting.

Time requests for classes

Untis offers you the possibility to enter an individual time request relating to each element i.e. to
teachers , classes , rooms and subjects ) as well as to each period of the day and for each day of

the week.The options range from "-3" (do not schedule lessons here under any circumstances) to
"+3" (schedule a lesson at all events). You can enter time requests for classes by clicking on the
<Time requests> icon in the toolbar of the master data window.

1 - -
1 Classes / Class

Periodziday  Consec. Pers.
4.6 2

Lock (%) lgnore (i)

] |

Mame | Full name
1a Clazs 1a (Gauss) Rila
1k Clas=s 1b (Mewtan) Rk

2a Clazs 2a (Hugo) R2a 4 L1 Time requests / Class
2h Class 2b (Andersen) Rk 411-2 &2 @E g % 45 @s Sy @ F'_"\ .
3a Class 3a (Aristotle) R3a 411-2
3b Clazs 3b (Callas) Ps1 4112 la * Class 1a
4 Clas=z 4 (Mobel) P=2 411-3 I: - (Bave
1 2 3 4 &5 B 7 8Day am pm
M onday +3 +3 +3 +3
Tuesday +3 +3 +3 +3
Wednesday +3 +3 +3 +3
Thursday +3 +3 +3 +3
Fridayp +3 +3 +3 +3
Saturday +3 +3 +3 +3

Additional unspecific time requests

Fange Humber | Time request
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The following time request entries are possible:

e Core times
e Differentiated time requests
e Unspecified time requests (these are described in chapter ' Time requests for teachers ')

Core times

If you want Untis to begin scheduling periods in the first period of the morning, enter a time request of
+3 in the periods when lessons should take place at all costs. This was done for the 1st to the 4th
periods in this example. This is known as core time. The optimisation algorithm treats violations of
the core times as very serious infringements.

1a ~ Clasz 1a [Gauss)
1 2 3 4 & & 7 & Das am |[pm

tanday +3 +3 +3 +3
Tuezday +3 +3 +3 43
YWednesday +3 +3 +3 +3
T hursday +3 +3 +3 +3
Friday +3 +3 +3 +3
S aturday +3 +3 +3 +3

Additional unzpecific time requests

R ange Mumber | Time request

oo, 3 Blooked,keepfss withou sscspion (3]

1.3.5.1.2 Differentiated time requests

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

Lessons must take place between the 1st and 4th periods at all costs. Lessons should take place in
the 5th but preferably not in 6th period. There should be no lesson in the 7th period and there must
be no lessons scheduled in the 8th period and on Fridays in the 5th period. You can use weighting to
determine for yourself to what degree automatic scheduling should take time requests into account.
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b . -
"= Time requests / Class

EEHqeE B sseiem =, .

1a - Class 1a [Gauss)

1 2 3 4 5 B 7 8 Da am |[pm

bonday +3 +3 +3 43 +2 41 A -
Tuesday +3 +3 +3 +3 +2 +1 - -
Wiednezday +3 +3 +3 +3 +2 +1 - -
T hursday +3 +3 +3 +3 +2 +1 -1 -
Friday +3 +3 +3 +3 ----
S aturday +3 +3 +3 43 -

Additional unspecific time requests

R ange Mumber | Time request

1.3.6 Teachers

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

B
<= Teachers / Teacher

fass [~]: AR @ &

Mame | Surname | Text Room |NTPstarget Periodsiday Lunch bresk PersonnelNo.  Consec.pers. Lock (X) |lgnore (i) Targetiweek | Value = | Actual-Target

Gauss  Gauss 0-3 26 1-2 4 O O 17.000 17.000

Mewe | Mewton 0-1 4.5 1-2 5 O O 25.000 25.000

Hugo  Hugo 01 4.7 1.2 & O O 19.000 19.000

Ander | Andersen 0-1 45 1-3 6 [ 1 27.000 27.000

Arist | Aristotle 01 4.6 1.2 & O O 27 000 27 000

Callaz | Callas 0-1 45 1-2 sl O | 25.000 25.000

Mobel | Mokel 01 4.6 1.2 5 O O 15.000 15.000

Rub Rubens 0-1 47 1-3 3l O | 29.000 29.000

Cer Cervartes 01 4.7 1.2 LI O 24000 24000
maternal

Curie | Curie leave starts 0-1 4.7 1-3 & O O 13.000 13.000
on 10, Moy,

Room

This is where you can enter a home room for the teacher. If a lesson is scheduled with a teacher who
has a home room, this room will be automatically entered for the teacher's lesson.

Non-teaching period

Use the "NTP" column to enter how many non-teaching periods can be requested by or allowed for a
teacher. An entry of 0-4 means that between zero and four non-teaching periods per week are
allowed for a teacher.

Periods per day

Enter the minimum and maximum number of teaching periods per day for each teacher in the field



Timetable 25

"Periods/day". An entry of 4-7 would mean that the teacher should teach at least 4 but no more than
7 periods per day.

Lunch break

Enter the minimum and maximum length of the lunch break for the individual teachers.

Personnel number

It is only necessary to enter the personnel number if it is required for printed reports or transfer files
(for the authorities).

Consecutive periods

This is where you can specify the maximum number of periods each teacher wishes to teach before
having a non-teaching period (break).

1.3.6.1 Time requests for teachers

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

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

% Teachers / Teacher u - 0O x

Fndel - =
Mame+ Surname | Text
Ander  Andersen
Arist | Aristolle
Callas | Callas "% Time requests / Teacher-51
Cer Cervantes 01 4-7 1-2
el B ace@eE @ -
maternal
B | CUiE I:::E_S;E:,S ol H 1= Ander 2 Hans Christian Andersen
Gausz | Gauss 0-3 2-6 1-2 U 2 3| g 5 6 7 @legs|on po
Hugo | Hugo 041 47 12 ooz L]
New | Mewtan 041 45 12 [Lesdey
Nokel | Nabel 041 45 12 iedesday
Rub | Rukens 041 47 13 Ve
Friday
< Saturday
Additional unspecific time requests
Range |Mumber | Time request

1.3.6.1.1 Specific time requests

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

In the example teacher Hugo would rather not teach in the first periods.Thursday is teacher Hugo's
day off.
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'"- Time requests / Teacher-51

sBemas @ <ce:fFa =

Huga = Wictar Hugo

2 3 4 &5 B 7 8 Das

1
Monday -1
Tuezday -1
YWiednesday -1
s S
Fridau -1
S aturday -1

Additional unzpecific time requests

a.m.

p.ri.

Fange Mumber | Time request

1.3.6.1.2 Unspecified time requests

It is also possible to enter unspecified time requests. The actual decision when these time requests
will become relevant is made during automatic scheduling - dependend on all other elements.

You can accept a teacher's request for a day off on any day on the week by entering it in the lower

part of the window.

Warning:

Unspecified time requests apply in addition to specified requests, i.e. they are cumulative.

In the example teacher Rub should be granted a day off (-3) as well as a free afternoon if possible (-

2 ) during the week.
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'"- Time requests / Teacher-51

@ @t P& <95 @ 8 @ =, .

Fub ~ Paul Rubens

11 2 3 4 5 & 7 8 Das: am | pm
bonday
Tuesday
Wiednesday
T hursday
Friday
S aturday

Additional unzpecific time requests

R ange Mumber | Time request
Afternooms

e
- Blcked,keepee it evcepion (3

Perind from-ta [1-2]

You can also block individual periods under "Unspecified blocks". The entry in the example would
mean that teacher Rub should have periods 1-2 free on two days of the week.

Tip: Unspecified time requests

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

Values

You can also enter and view the following values.

Target per week

This is where you define how many periods a teacher should have each week.

Value =

This column displays how many periods per week have been allocated to each teacher.
Actual-target

This column displays the difference between actual and target periods. A negative value means that
the teacher teaches too few periods.
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i
% Teachers / Teacher

Fuie  [~]: B8 Q@ &
Mame  Surname | Targethweek | Yalue = | Actual-Target
Gauzz  Gauss 17.0000 17.000 0.000
ey Mewton 250000 26000 1.000
Hugo  Hugo 20,0000 19.000 -1.000
Ander  Anderzen 26000 27000 1.000
Arist Aristotle Zroon) 27000 0.000
Callas  Callas 2000 25000 -2.000
Mokel | Mokel 15.000) 15000 0.000
Ruk Rubens 30,0000 29000 -1.000
Cer Cervantes 22000 24000 2.000
Curie | Curie 19.000) 15.000 -1.000
Subjects

You can make the following entries for subjects:

L Subjects / Subject

R BB © 2& .
Mame | Full name Text Foam  |PMpers .tk (b Lock (%) lgnore (1 (P (=]

RE Religious Education a-o |:| |:| |:| |:|
CH Chemistry Science 0-0 Il ! N O O
DE GErman Languages 0-0 |:| |:| |:| |:|
BN Engish 0.0 O 0O 00
HI Histary 0-1 Il | Il O O

Room

Some subjects (e.g. sport) always require a special subject room. These should be entered in this
column.

P.m. periods per week

If a certain subject can or should be taught in the afternoon you can make the appropriate entries in
the "P.M. pers/week" field. The figure shows that 0-0 has been entered for subject "DE" meaning that
it may not be taught in the afternoon. There may be 2 periods of Graphics (0-2) and must be 2
periods of Cookery (2-2) for each class in the afternoons.

Main subject
You can use column "(M)" to define any subject as a main subject and make entries for classes to

prevent too many main subjects being scheduled in a class timetable consecutively on the same
day. A further consequence of this is that it helps you to influence the position of main subjects.
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Please refer to chapter "Weighting / Main Subjects tab" .

Tip: Colours
Use the <Colour> button to assign colours to subjects that are then displayed in the timetable.

Printing master data and lessons

As a general rule when printing master data, all active fields that are visible in the grid view will be
printed. You can print master data by clicking on the buttons <Print> or <Print Preview>.

Print selection *

Clazsles] 147

Selection
Page setup
Tupe of list
Data fields -
Frint only if changed after. ..
01.01.1970 Dv| |n1:nn:nn & Today
FDF
FOF
Selection
You can then select the elements you wish to print in the Print selection dialogue, if you wish.
B Class{es) >
MHame Full name
1a Clasz 1a [Gauss]
1b Claszz 1b [Mewton]
2a Clazs 2a [Hugo]
Zb Clazz 2b [Anderzen]
3a Clazs 3a [Aniztotle]
b Clazs 3b [Callaz]
4 Clasz 4 [Mobel]
Al Irverze
Page setup

This option allows you to set margin widths and font size and to restrict printing to the page width.
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Lessons

A lesson is the combination of class, teacher, subject and room expressed in terms of a certain
number of periods per week. You can also add various parameters to individual lessons such as
scheduling double periods.

% Class 1a (Gauss) / Class 4> - o x
1a LB voedD P F -

2)

L-Mo.  +/ClTe. UnSched Prads  Per  YrsPrds Teacher Subject Class(es) Subject room  Home room  Double pers.  Text Block  Lock (%) lgnore (i) Studert group Wieekly patt. (D) (R)
1 4.1 Hugo 18,1kb2a,2k Ria
7 2,3 ander R 1 ws Rla 141
73 2,2 arist  BEE 11k SH2 R1a
3 Arist Il 1s Ria
33 Arist EN 1a Ria
35 Callas Lt 1a Ria
39 Callaz AR 1a Ria 1-1
45 robel [N 1 Ria
53 ] Rub LE 15 Ria
B3 Cer Bl 15 Ria

Oooooooon
OOoOoOoooooOoO
Oooooooon
OOoOooooooog
OOoOooooooog

Tip: Display total line

You can display a total line for the columns in a lessons view in order, for example, to check the total
number of periods for teacher. To do this, click on the column heading row with the right mouse-
button and select "Total".

Entering lessons

There are various types of lessons and the input must be adapted to follow the special criteria
required.

e Simple lessons
e Coupled lessons

Lessons with one teacher and several classes

Lessons with several teachers and several classes

Lessons with several teachers, several classes and several subjects

e Double-period lessons
e Block lessons
e Multi-week lessons

Simple lessons

Lesson 31 in class 1ais an example of a simple lesson:
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Class 1a [Gauss) / Class

fis . B0 TOeddL &7 @ -

L-Ma. |+ ClLTe. UnSched Prds Per  YrsPrds  Teacher Subject | Class(es) Subject room  Home roorm | Double pers.
11 4,1 2 Hugo [0 1a,1b,23,20 Ria
1a WS k] 141

7 2,3 2 Ander

35 2 Callas Ria

38 2 Callazs Fi1a 1-1

46 2 Makel Fl1a

53 B 2 5 Rub Rl

53 2 Cer Bl 18 Rla

£ >

Teacher Aristotle takes class 1a in room R1a for five periods of maths each week.

If you wish to create a new lesson, enter the desired elements in the last, empty line.

Warning: Confirming input
Please make sure to confirm each entry using the <TAB> or <ENTER> keys. Unconfirmed input will
not be saved when you exit the window.

Coupled lessons

Coupled lessons, also referred to as a coupling, is a lesson in which more than one teacher and/or
more than one class participate. All lessons in the coupling are always held simultaneously. The
'Cl, Te' column shows how many classes and teachers are inwolved in the coupling.

The table view shows all lessons in the current view. When a lesson is part of a coupling you can
display all information relating to the coupling , i.e. all coupling lines, by clicking on the '+'in the
'Cl,Te' column.

T i 7% Class 1a (Gauss) / Class

ia AR Tee@He F A fa -: PR TO:EBBL | F @ .
Ll | =@ | UnSEheRes |(Fer WS TEREE S | EEsEs) LMo, (tCITe.  |UnSchedPrds Per ‘rsPrds Teacher Subjsct Class(ss) | Subjectroom | Homeroom | Double pers. Text Block A
1 2 rugo  [EE 18,1b,20,20 —
7 2 ander  CENN 12
73 3 arist PG 1a1b
El 5 At MA 12
S 5 arist BN 1a
35 2 Cales MU 1a -
& 2 Callaz AR 1a 5 ik
® 2 (=] ia 33 5 arist EM 1a Ria
&9 D2 & L 3 i 35 2 Cales MU 1a Ria
8 2 cer B 1= £ 2 calas AR 1a Ria 141
45 2 nobel |G 1~ Ria
< 53 ¥ 5 Rub  DE 1a Ria
S 2 cer B 1a Ria v
< >

Tip: Show all couplings
You can open and close all couplings at once by clicking on the '+' in the 'Cl, Te' column header.
(Keboard short cut <Ctrl> + <SHIFT> + R)
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1.4.1.2.1 Several classes

Lesson number 11 is an example of a so-called class coupling. Victor Hugo teaches classes 1a and
1b in the subject GEc in room R1a. If you wish to create such a coupling, simply enter classes 1a
and 1b into the 'Class(es)' column separated by a colon.

L Class 1a [Gauss) / Class

73 2,2 3 Arist 1a,1h SH2 Ria

31 5 Arist 1a Ria

33 5 Arist 1a Ria

35 2 Callas  hU 1a Fila

39 2 Calas AR 1a Ria 1-1

46 2 Mokel 1a Ria

53 B\z: s Rub  DE 1a Ria

B3 2 Cer Bi 1a F1a

£ >

Note: Input and display
If you e.g. enter details for lesson 11 in the view for class 1a, they will also appear in the view for 1b
since it also participates in the lesson.

1.4.1.2.2 Several teachers

Lesson number 82 is a coupling with two teachers. All information will only be displayed when you
click on the '+'in the 'Cl,Te' column.

The two teachers, Andersen and Gauss, take class 4 for maths together. This is team teaching,
therefore the same room has been entered for both teachers.
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F ok

77 Class 4 (Mobel) / Class

[ AN TOEIH L & O .

L-Mao. [+ ClLTe UnSc Per YrePrds| Teacher Subject | Class(es) Subject roo|Home room | Double per: Text
5 2 Gauss (SN Ps2 0-1
17 2 Hugo [0 4 Ps2

20 2 Hugo  [HI 4 pP=2

vl B\1 4 Huga | DE 4 P2

26 1 Ander | MU 4 ps2

32 2 Arist FH 4 PL Ps2

45 2 Callaz | AR 4 Ps2 1-1
52 2 Mokl 4 Ps2

a7 2 Rk =] 4 Ps2

25 2 Ruk Ch 4 Ps2

&1 1 Cer EM 4 Ps2

74 1,2 3 cuie  [FEG 4 SHZ Ps2

L-Ma. [+ CLTe Un=c Per YraPrds Teacher Subject Clazs(es) Zubject roo Home room | Double per:
45 = 2 Callas AR 4 Ps2 1-1

If the two teachers are to teach in different rooms, you should enter two different rooms in the 'Home
room' column.

Entering a teacher coupling

1. First enter the initial coupling line as a simple lesson .

2. Use the mouse to mowve the cursor to the 'Cl, Te' column until the '+' appears and click on it.
3. Another line in colour will be displayed with the same lesson number.

4. You can now enter details for the second line of the coupling.

Note: Increasing couplings
When you enter details into the empty, coloured coupling line, a further empty line will be displayed
immediately with the same lesson number. You can thus increase the coupling as you wish.

1.4.1.2.3

Several classes, teachers and subjects

Generally speaking, each coupling line can be treated separately. There are no restrictions on your
choice of master data, i.e. classes, teachers, subjects and rooms.

One classic example is sport, such as lesson 75 in the example. Here you will find a coupling with
two classes split between two different teachers, subjects and rooms.
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Al

- Class 1a [Gaus

o - PR FOedae i @ .
L-mMao. =+ CLTe UnSc Per | YrePrds Teacher Subject | Class(es) Subject roo Home room | Double per: Text L

11 4,1 2 Hugo  [EE 1a,1k,28,2b Ria

Warning:
If there are a large number of couplings in a school, the way they are put together can have a major
impact on the quality of the timetable. Poor coupling formation can prevent good scheduling.

1.4.1.2.4 Coupling/decoupling lessons

1.41.3

If you wish to couple two existing lessons, mark one of the lessons in the column 'Cl, Te' with the
right mouse-button and drag it over to the lesson with which you wish to link it. When you release the
dragged lesson, both lessons will be coupled.

7% Class 1a [Gauss) / Class

iE -l AR TOsBH L F A .

L-Mao. [+ ClTe UnSc Per | ¥rsPrds Teacher Subject | Class(es) Subject roo Home roam  Double per: Text Block | Lock lgnat Student grou | Weekly patt. (D) (R) (21
1a,1b,2a,2h Ria Oa Ogia
[ S s e g %
1h W3 Ria
Do you want to couple these lessans?
1a1b SH2 R1
e 2 g7, Curie, TX
1a,1h SH1 Rib 7. &nder, D5
1a Ria
Arist 1a Ria [ Dan't show thiz message again.
Callaz MU 1a Ria Yes
Callas AR 1a Fia 1-1

Mokel
Rub

B3 R3 B3 R3 R tn R

Block

Lock lgnor Student grou

oooooooo
oooooooo

Decoupling coupled lessons is just as simple. Drag the coupling row that you wish to decouple out of
the coupling by using the mouse in the 'Cl,Le' column and drop it. The lessons are now decoupled.

Double periods

Lessons will be scheduled in single periods unless specified otherwise. If you wish to have or allow
double periods you must enter this is in the "Double pers." column of the lessons concerned. This
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1.41.4

field is used to enter the minimum and maximum number of double periods that are allowed for a
lesson:

The value "1-1' (double periods minimum and maximum value) has been entered for lesson number
39. This means that the lesson should be scheduled in one minimum/maximum double period i.e. in
exactly one.

L-Ma. + CLTeUnSc Per | WrsPrds Teacher Subject  Class(es) Subject roo Home room | Double per: Text
34 2 Callas AR 1a Fia 1-1

The value '0-1' has been entered for lesson number 33. This means that a 2-period lesson can be
scheduled in a double period, but it is not an absolute requirement (minimum 0, maximum 1 double
period).

L-Mao. '+ CILTe UnSc| Per | YrsPrds Teacher Subject | Classles) Subject roo Home room  Double per:| Text
33 2 Arizt (= 1a Fla 0-1

The double period entry for lesson number 31 means that a double period must take place. The
remaining three weekly periods will be scheduled as single periods.

L-Mo. + CLTe UnSc Per | YrsPrds Teacher| Subject | Class(es) Subject roo Home room | Double per: Text
F 5 Arist Pl 1a Fla 1-1

Tip: Double period condition

If possible try not to formulate the conditions for double periods too restrictively. This means, for
example, entering '0-1" instead of '1-1' for two periods of lessons. This will allow automatic scheduling
more possible variations, which can result in significantly better timetables.

Blocks

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

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

L-Mo. + CLTe UnSe Per “raPrds Teacher Subject  Clazsies) Subject roo Home room Double pers Text Block
39 B Callaz |AR 1a Ri1a 1-1 3

Tip: Combination block and double period requirement
You also may combine double periods and blocks if the number of periods allows for this. Lesson 39
is held when entered this way as 1 single period, 1 double period and one block of three periods.

If you want to schedule a 6-period lesson in two blocks of 3, simply enter '3,3".
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1.4.1.5

1.4.1.6

L-Ma. + CLTe UnSc Per  %rzPrds Teacher Subject  Class(es) Zubject roo Home room  Double pers Text Block
34 [ Calaz |AR 1a Ria 1-1 33

Multi-week lessons

If you want to schedule a lesson to take place only every two or three weeks, then select the
respective pattern in the 'Weekly pattern' column. The lesson will then only be scheduled in the week
specified and a different lesson can be scheduled at the same place in the other week.

@ Hugo - Hugo, Victor Timetable {Tea30A) EI@
Hugo ~:F & A = @0\@& & - 4k ‘aT'U‘»J&F’v L
T 19092016 v = -249.2016 Teachers of the clas.s.-"subiect
P2 =
. -
Gauss New Hugo Ander Arist Calla Nohel Rub Cer Curie
ho-1 4 5H1 PEB b H 1a Ela EN 2a E2a hil 2b E2b RE JaR3aH 1b Eib Bl 4 SHZ PEG
ho-2 2h R2b M2 3 GEc b Blb WA 1a Ria kil 2a R2a RE 4 CK 3aR3a EM
Mao-3 2a R2a M4, AR3aH 3a,3 SH2 PEG 1b R1bRE | 3a,3SHIPEB [ 1aR1aBl
2b B2h AR
Wo-4 3b EL PH 4R1aDE laR3aGa | 1a,1 SH2FEG 1a,1 SH1 PEB | 2aR2aDE 3a TV TX
Wio-5 = Ib Rlaba | 3aFdahbis 2 R2b b 1b Rl DE 2a R2a EN
Ma-B
1R2a AR
ho-7 3aR3a Bl
ho-8 4PLPH -
4 11 3
Element filter - Tea30A - Teacher 30 -

Other entries for lessons

'(X) Lock’, ‘(i) Ignore' and 'Text'

The way 'Lock (X) ', 'Ignore (i) ' and Text' work were explained in chapter ' Entries for all master data
elements and lessons .

(D) Respect double periods

Checking this box means that the number of allowed (desired) double periods must be respected for
this lesson at all costs by the optimisation. This also applies when double periods have been
excluded for a lesson ('0-0'" in the field 'Double periods min., max.").

Warning:

Please use this flag sparingly (if in doubt, please do not use it at all). It places a severe restriction on
the optimisation - especially for subjects with a large number of periods. Before using it, it is
advisable to increase the corresponding weighting parameter (‘Awvoid errors with double periods') to 5 if
necessary (please refer to chapter "Weighting | Period Distribution" tab ).

Please also note that an entry in the field 'Double periods min., max.' is required in order for double
periods to be handled correctly.

Setting the (D) flag excludes the use of of the (2) flag - see next item.
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(2) Subject allowed more than once per day (2)

Untis optimisation assumes that a subject may be scheduled for a class only once per day except
when blocked periods or double periods are desired. You can use this flag to override these - highly
weighted - boundary condition. Untis will then be allowed to schedule the subject as is assumed
appropriate.

(R) Scheduling of fringe periods

Some subjects are not attended by all students of a class. Therefore they should preferentially be
scheduled at the beginning or the end of a halfday, hours which are outside of the core timetable and
are called fringe periods. Students not attending these subjects can either start school later, leave
school earlier or their lunch break is longer.

According to the following weighting settings, fringe periods are preferably scheduled in the first or
the last period of the day, however, not between the morning and the afternoon.

fE

77 Weighting
Teachers 1 Unirmportant  Extremely important
Fringe period zubject
Teachers 2 +| in the first period
+| i the lazt period
Classes bebween morning and afternoon
Subjects

hain Subjects
Rooms

Period Distribution
Time requests

Analysis

Student group

When a group is divided you can enter an appropriate group name in this field.

Warning: Unique student group
The names of the student groups must be unique school wide, i.e. you cannot enter 'Group 1' for both
lessons, English and French, although the students in this group are the same.

Note: Automatic assignment of student group name
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1.41.7

14.2

If you go to 'Settings | Miscellanoues| Customise' and check the box 'Create student groups
automatically', Untis automatically assigns a name to the student group, which is a combination of
the classes and the subject involved.

When transferring data to WebUntis, the student groups used in Untis are also transferred. In
WebUntis you need to assign students to the individual student groups.

Input with element-rollup

The tab 'data'contains the <Element-Rollup> button. You can use the element-rollup to enter
elements involved in a lesson into the desired field by drag&drop or by double-clicking.

Class

Mame | Ful name

P - - . -
=~ (Class 1a [Gauss) / Class

=

fe -1: BOR T 7

I E 2 [T ﬁ A4 e a Clazs 1a [Gaussz) Fla
L-Ma. # CLTe UnZc Per  YrsPrds Teacher 0B ) p— 11 Class 1b [Mewtar) Rib
11 21 2 Hugo 1a,1k ﬁ ass 2a [HLgo Rea
7 2,3 2 ancer SR 1= E Rl — 2b | Class 2b[Andersen] |RZb
73 2,2 3 arist [PEGI 1a,1b 5H2 Fig @l | 32 |Class 3alaristotle) | R3a
31 5 Arist W& 1a Rle ~ | 3b  Classb(Cales)  Psl
33 5 arist ML 1a Ria &1 4 Class 4 Nobel Ps2
35 2 Calas MU |1a Ris = =
39 2 Calaz AR |1a Rig -
46 2 Mokl 1a Ria Ol
53 B> s Rub  |DE 1a Ria O«
£ >

Lesson planning

Untis Express provides support when allocating subjects. To do this, use the field Target/Week' in
teacher master data to enter how many periods each teacher is to teach each week.

L

- Teachers / Teacher - 0O =

Fe T~1: AR © &
Mame «  Surname Text Rioom MTPs targ Periodsid Lunch bres Personnel Mc Consec. pers Lock lgng
Ander | Andersen 0-1 4-5 1-3 -] |:| 27000
Arist | Aristotle 0-1 4.5 1-2 & [ 27.000
Callas  Callaz 0-1 4-5 1-2 s 25000
Cer Cervantes 0-1 4.7 1-2 4 |:| 24000
maternal
Curie | Curie leave starts 0-1 4.7 1-3 g [ 18.000
an 0. Maw.
Gauzs  Gauss 0-3 25 1-2 4 |:| 17.000
Hugo  Hugo 0-1 4.7 1-2 -] |:| 189.000
Mewy | Newton 0-1 4.5 1-2 s/ [ 26,000
Mokel | Mokel 0-1 4-5 1-2 s 4 15.000
Ruk Rubens 0-1 4.7 1-3 314 29,000
<

Untis Express will then display in the 'Value =" and 'Actual-target’ fields how many periods the
teacher in question currently teaches or whether he/she is under-/overemployed.
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143

You also have the opportunity to access a summary of all lessons at your school in the form of a
matrix by clicking on the 'Data’ tab and the button <Lesson planning>. If you click in a field, Untis

Express will allow you to change the number of weekly periods or the assigned teacher.

B .
-.’_—.' Lesson matrix - Express

| seaichr P~

Subject (18/18) RE CH DE EM HI GEc ~
Class(es) (77 z 1.0 330 140 1.0
1a 30{MNabel (2) Rub (3} Arist () Hugo 1
1b 30| Nabel (2) Rub (B) Ander (1) Hugo 1

5l Replace an element in the lesson = O *
2a 32 | Naobel (2) Hugo 1
20 =.| How many periods does the lesson have per
week?
Maobel » which teacher do you want to enter far the

2h 32 |Naobel (2) abel o N Hugo 1
qa 27 Mahal Y Ok Cancel Hien ¥
<

The symbols in the matrix serve as information in the final version of entered lessons:

Ander (1)

Callas (1) & 101 (2} ¢® Hugo (2)

Cer (4

Nobel (1

& -1101)
Callas (5)

Callas (1)

Nobel (13

& 211N
Ander (4)

Callas (1)

Lessons view toolbar

The following functions are available via buttons in the lessons window toolbar:

FOR TLPFOEIH
Resize window
This function allows you to quickly adjust the window to its 'optimum' size.

New / Delete

These buttons enable you to create a new lesson or to delete a lesson.
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Tip: Deleting a coupling line
You can delete a coupling line by activating it, holding the <Ctrl> key pressed and then clicking on
the <Delete> button.

Filter

Clicking on the <Filter> button causes an additional row to be displayed in the table in which you can
enter the element that you wish to filter by.

% Gauss / Teacher

I I
: f ™ ™
7 @ 2,3 2 causs RN 't WS Ria O O 141
1 4 Gauss WA 3a R3a O O
3 1,2 2 couss [N o Ria O O 01
4 1,2 2 couss [N - Pst ] ] 141
5 2 causss  [ECNN ¢ ps2 O O 0-1
82 1,2 4 Gouss  h& 4 O O
< >

Note: Several filter criteria
You can also filter using more than one criteria. Those elements will be displayed that meet all
criteria.

Coupling/extended de-coupling

This function allows you to couple lessons or convert the individual coupling lines of a coupled lesson
into independent lessons (with their own lesson numbers.

Time requests

As for master data, a time request can also be specified for lessons. The way this works has already
been explained in the chapter 'Specific time requests’ .

Lock this display

Activating this function (button pressed) causes the relevant (form) view to be protected from events
in other windows. This means that if the lessons display shows class 1a and an open timetable view
is switched to, say, class 3b, the lessons view will continue to display class 1a (please also refer to
chapters "Timetable interaction" and "Lock type").

Colour coding
You can use the <Colour coding> button to assign any foreground and background colour to a

lesson. As with master data, these colours are than used when the lesson is displayed on the
screen and when the timetable is printed and when scheduling the timetable.
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1.5

151

1.5.1.1

Automatic scheduling

You must specify to what degree general conditions should be considered before you can start
automatic scheduling. This is done in the relevant window, \ia' weighting ' on the 'Start’ tab.

Only then you should launch the optimisation and then finally analyse the results using the
diagnosisfunction.

Weighting

You have the possibility to enter a number of parameters for master data and for lessons. You must
still specify which of these parameters are important for your school and which ones are not so
important.

You can do this using the slider controls for the individual weighting parameters, with the weighting
factors ranging from unimportant (0) to extremely important (5).

Example: If the entered condition for obsening teachers' lunch breaks is important, move the slider
control 'Respect lunch breaks for teachers' to the right (e.g. to 4).

_,rl:.

-~ Weighting
Teachers 1 Unirmportant  Extremely important
Avoid having just one penod in a half-day far teachers
Teachers 2
Classes O ptimization of MTPs for teachers
Subjects &void creating double NTPs for teachers
Main Subjects Respect lunch breaks for teachers
Rooms

Period Distribution
Time requests

Analysis

Weighting distribution

The weighting profile is important for achieving a good and well-balanced timetable. Priorities 4 and 5
should not be used too frequently.

Warning: Priority 5
Please try to use priority 5 for as few weighting factors as possible as otherwise this will not result in
a satisfactory timetable.

Weighting analysis

The weighting analysis shows the distribution of weighting factors and gives detailed information on
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weighting settings that could cause problems for optimisation.

Pl

% Weighting
Teachers 1 Nurnber o
Teachers 2 10 -
Classes g
Subjects 7
Main Subjects 5 |
R 4
0oms .
Period Distribution I
1
Time requests
“ oL 0
Analysis Unimportant Zxtremely importan
1] 1 2 3 4 5
k. Cancel Apply

Note: tooltip for bar diagram
By moving the mouse over one of the bars, the weighting items of the respective number is
displayed.

In our example the <Details> window displays the following messages:

B Analysis of the weightings >

Thesze alerts are tipz concermning the settings of the weightings which might cause problems during
the optimization, e.g. unscheduled periods.

Mo, | Test

1 ¥ af the weightings are zet o the mawimnum value.
Too many weightings with the maximurn value warzen the ophimization result,

2 The weighting ‘Awoid erors with double penods' iz zet to the maximum value.
Lezzonz for which the degired way of scheduling cannot be kept [zingle period,
double peniod, block] will remain unscheduled.

Ok

1.5.1.2 Weighting parameters

You can set weighting parameters according to topic on the following tabs:
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1.5.1.2.1

Teachers 1 tab
Teachers 2 tab
Classes tab

Subjects tab

Rooms tab

Period Distribution tab
Time Requests tab

The Analysistab shows you how priorities
are distributed.

Teachers 1 tab

Avoid having just one period in a half-day for teachers
When a teacher teaches in a half- day this weighting parameter means that he/she should have more
than one period in that time.

Optimisation of NTPs for teachers
You defined minimum and maximum number of non-teaching periods in the master data of teachers .
This setting controls how these values should be respected.

Avoid creating double NTPs for teachers
Besides controlling individual NTPs, you can also set an additional condition to set additional penalty
points for double non-teaching periods.

Respect lunch breaks for teachers
This parameter works in connection with the minimum and maximum values for lunch break entered
in the master data of teachers.

ol

. Weighting
Teachers 1 rnimpartant  Estremely important
Avoid having juzt one period in a half-day for teachers
Teachers 2
Classes Optirmization aof MT Pz far teachers
Subjects Ayoid creating double MTPs for teachers
Main Subjects Rezpect lunch breaks for teachers
Rooms

Period Distribution
Time requests

Analysis
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1.5.1.2.2 Teachers 2 tab

Respect the maximum and minimum number of periods per day for teachers
Controls how the maximum and minimum number of periods per day for teachers set in the master
data of teachers will be respected.

Respect the maximum number of consecutive periods per day
Controls how the maximum number of consecutive periods per day set in the master data of teachers
will be respected.

#

L Weighting
Teachers 1 Unimportant  Estremely important
. Rezpect the maximum and minimum number of periods per day for te:
Teachers 2
Classes Reszpect the maximum number of congecutive periods per day
Subjects

Main Subjects
Rooms

Period Distribution
Time requests

Analysis

1.5.1.2.3 Classes tab

Avoid non-teaching periods (NTPs)

Controls whether non-teaching periods for classes should be awided.

Respect the maximum or minimum number of periods/day for classes
Controls how the values entered in the master data of classes will be respected.

Respect lunch break requests for classes
Controls how the minimum and maximum length of a lunch break set in the master data of classes
will be respected.
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L Weighting S
Teachers 1 Unimportant  Extremely important
Teach 5 R T Aynid non-teaching-periods [MTPz)
edcners £ e
Classes gt Respect maximurm or minimurnm number of periodsAday for classes
Subjects ! Rezpect lunch break requests for clazzes

Main Subjects
Rooms

Period Distribution
Time requests

Analysis

(] | | Cancel | | Apply

1.5.1.2.4 Subjects tab

Fringe period subject

Here you can specify where the lessons marked with (F) for fringe period in the lessons of the
classes should preferentially be scheduled.

£ Weighting
Teachers 1
Teachers 2
Classes

Subjects

Main Subjects
Rooms

Period Distribution
Time requests

Analysis

|nimpartant

Ewtremely impartant

Fringe period subject

it the firgt period

it the lazt penod

[ between morming and aftermoon

0K

|| Cancel || Apply
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According to this weighting fringe subjects are preferentially scheduled in the first or the last period of
the day, howewver not between the morning and the afternoon periods.

1.5.1.2.5 Main Subjects tab

Main subjects are defined as such in the master data of subjects .

Respect the maximum number of main subjects per day for classes
Controls how the maximum number of main subjects per day set in the master data of classes will
be respected.

Respect max. no. of consecutive main subjects per day for classes
You can specify in the master sata of classes how many main subjects may take place
consecutively for this class. Use this setting to control the importance of this parameter.

Fal

(& Weighting
Teachers 1 Unimportant  Extremely impaortant
Teachers 2 Respect maximum number of main subjects per day for clazses
Classes Rezpect max. no. of conzecutive main subj. perods for claszes
Subjects

Main Subjects
Rooms

Period Distribution
Time requests

Analysis

Cancel &pply

1.5.1.2.6 Rooms tab

Optimisation of room allocation

In the master data of rooms you can allocate a value between 0 and 4 as room weighting for each
room. 0 means that it is unimportant whether a lesson takes place in this room or its alternative room
because no special equipment is required for the lesson, for example. However, a value of 4 means
that it only makes sense to schedule the lesson if the room or its alternative room is free.

For example, chemistry lab equipment is essential, if a lot of experiments are to be performed in a
chemistry lesson. Another example is PE, which is only possible in the sports hall.

If a home room and a subject room have been specified for a lesson, only the subject room will be
considered during optimisation, if the slider control is on 4 or 5.
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Fal

4 ‘ Weighting
Teachers 1 Unimportant  Extremely important
Optirmization of room allocation
Teachers 2
Classes
Subjects

Main Subjects
Rooms

Period Distribution
Time requests

Analysis

Warning: Room - extremely important

If the slider control for this weighting setting is on position 5 (‘extremely important') or 4 (‘very
important'), and if the room weighting for the subject room is 4, a period cannot be scheduled if no
suitable subject room can be found.

1.5.1.2.7 Period Distribution tab

The same subject cannot be taught more than once on the same day
A subject may only be scheduled once per day (even when it occurs in various couplings). Periods
will go unscheduled if this condition cannot be respected and if the slider control is on 5.

Avoid errors with double periods

There are two types of double period errors in Untis: the breaking up of intended double periods and
the coincidental creation of unintended double periods when the same subject is scheduled in
consecutive periods. Optimisation gives more importance to respecting intended double periods.

Periods will go unscheduled if the 'Avoid errors with double periods' condition cannot be respected
and if the slider control is on 5.

The flag (2)' Subject allowed more than once a day' for a lesson sets the weighting for 'Awoid errors
with double periods' to 0 ('unimportant') while the flag '(D) Strictly respect double periods' boosts its
importance. This boost may go so far as to prevent a lesson from being scheduled if the double
period condition cannot be respected.

Warning: Flag (D)
You should only use flag (D) explicitly in exceptions. Excessive use will impair optimisation results.

2 periods/week - subjects not on consecutive days
This weighting factor refers to lessons with 2 weekly periods (no double period) and is intended to
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distribute lessons evenly over the week. A high weighting facto prevents the lesson periods being
held on consecutive days. It also prevents a period being scheduled on the last day of the week and
another on the first day of the following week.

3 periods/week - subjects not on consecutive days
This weighting factor functions in a similar way to the previous weighting factor, but here for 3 periods
in the week.

Even distribution of periods of a subject across a day
If, for example, a class has a subject in the third period on Mondays, the third period should be
awided on other days of the week. The following weighting factor achieves the opposite.

Try to place the same lesson at the same time on different days
If, for example, a class has a subject in the third period on Mondays the subject should also be
taught in the third period on other days.

P

== Weighting
Teachers 1 Unimportant  Extremely impartant
Teachers 2 The zame subject cannot be taught more than once ok the zame d:
Classes Avoid errors with double periods
Subjects 2 penodz/week - subjects not on congecutive days
Main Subjects 3 penods/week - subjectz not on consecutive days
Rooms Ewven diztribution of periods of a subject across the day
Period Distribution Try o place the zame lesson at the same time on different days

Time requests

Analysis

1.5.1.2.8 Time requests tab

You can enter time requests in the master data windows or in lessons windows by clicking on the
corresponding button in the toolbar.

Time requests for teachers
Controls time requests specified in the master data of teachers" .

Time requests for classes
Controls time requests specified in the master data of classes"” .

Time requests for subjects
Controls time requests specified in the master data of subjects" .

Time requests for rooms
Controls time requests specified in the master data of rooms" .
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1.5.2

1.5.2.1

Time requests for lessons periods
Controls time requests specified in the lessons .

7 Weighting 0
Teachers 1 nimpartant  Estremely impartant
Teachers 2 Time requests for teachers
Classas Time requests for clazses
Subjects Time requests for subjects
Main Subjects Tire requests for rooms
Rooms Time requests for lesson periods

Period Distribution
Time requests

Analysis

Cancel Apply

Optimisation

Via the button 'Optimisation'on the 'Start' tab you inititalise the automatic generation of a timetable.

Untis - Question

@ Start the aptimisation?

Cancel

After confirming the promp the optimisation of the timetable will start, where an evaluationwill provide
you with initial information on the quality of the timetable.

Optimisation

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

10 separate timetables are calculated during optimisation.



50

1.5.2.2

153

@DptimisationRun - O =

| Optimized schedules 22
O K Opt, shrateqy: B [7/9] 04270

Ewvaluation  Unzcheduled WNTPe  Core Time Infr. Sobj 2</Day  DblPrds - Emor Student-clazhes  Studentz NTP'z

Best TT 242 0 1] 1] 1] E 0 1]
Timetable 2 275 0 1] 1 1] 5 0 1]
Tirmetable 3 276 0 1] 1 1] a 0 1]
Tirmetable 4 294 0 1] 2 1] G 0 1]
Timetable 5 296 0 1] 1 1] g 0 1]
Timetable & 308 0 a 1 a 10 0 a
Timetable 7 325 0 1 3 1 5 0 a
Timetable 8 391 0 1] 3 1] g 0 1]
Tirmetable 9 419 0 1] 3 1 12 0 1]
Timetable 10 451 0 1] 4 1 14 0 1]

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

Tip: Switching between optimisation results

Following optimisation you will see a list of all optimisation results in the optimisation dialogue. As
long as this window is open, you can conveniently switch to another result by clicking on the desired
timetable in this list. This plan will be displayed directly in the timetable windows and in the
diagnosis (when you click on <Refresh list>).

Evaluation

Certain parameters in the optimisation dialogue window provided information on the quality of the
timetable. The diagnosis is available for a more thorough analysis.

Evaluation |Unzcheduled MWNTPs |Core Time lnfr.  Subj &</ Day | DblPrds - Error
Best TT 242 ] ] ] ] G
Timetable 2 275 1] 1] 1 1]

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

Diagnosis

The diagnosies assists you in checking your input date regarding consistency and to analyse
generated timetables according to different criteria.

Diagnosis items for 'input data' and Timetable' have individual tabs on the left side of the window..
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Timetable diagnosis

" o

24.09.2018 | T -30.9.2018
Input Data  Timetable
—

-"Thagno Wtg | Mum
Al x=1
= Class 41
Subiect onlv ohce oer dav not oossible 4 1

The diagnosis window consists of two sections: on the left you see the diagnosis selection pane, on
the right the diagnosis details pane. You now can choose any diagnostic item in the diagnosis
selection pane and the details pane will display the lesson and the class which is related to it.

7% Timetable diagnosis II - O x
]~ | -
- Type of diagnosis
24092018 ] . -3092m8 The opfimisation bies to put a class teacher into s’ class at least once pe
dap. This is not possible for the lasses listed, becauce the class teachers
Input Data  Timetable do nat teach enough periods in their respective classes. in seiner Klasse 21
B oo THe werplanen, Bei diesen Klassen ist dies richt magiich, da dem Klassenishrer
&l 9 richt geniigend Stunden 2ugewiesen sind.
Al 3=1
C Class 13 .
 Posive time request duing lrchbreak 4 40 ":’:'ﬂ'::"g 2 T
* Class leacher once per day ot possible 2 3 E—
e 5 (B e Tea Tea
= Room 1 1z Gauss
Lesson sequences Sl indiel
Course scheduing 4 |ande
I Lessons 2 7% Class 1a (Gauss) / Class IIII - 0O x
- Toa many double-periads 2 |2 5 . =
e = - AR TS F O & C FD .
L-No.|#/CI,T UnSc Per | YrsPrds Teache Subjel Class(es) | Subjec Home room | Text Double per Block | Lok lgnor Student grou Linedess.or |03 | (R) | (2)
7 m2 2 Ander DS la WS Ria 11 O d () = m]
73 2,2 3 Arist  PEG |1ab SHZ Rla O d (] [mjim]
Ed 5 Gauss MA |12 Ria og aigno
33 5 At EN 1a Ria 0o d a0
ES 2 Calles (MU |1a Ria 0o g [m] [miim]
ES] 2 Callas AR |1a Rla 11 Oad [m][mjim]
% 2 Nobel RE |1a Ria oa agn
53 5 Rub  DE |1a Ria ano [} [mjim]
83 2 Cer Bl |1a Ria oo Oogg
63 2 Cuie | TX 1a ™ Ria 14 Ooad aoog
97 0 2 Curie CTe |1a Ria Ood Ojgog

Note: Show related windows

The right part of the diagnosis window shows an explanation to each diagnosis item. By clicking on

the link 'Show related windows' the windows relevant to this diagnosis item open.

Furthermore this window has its own menu bar:

- Resize window: The diagnosis window is adjusted to the ideal size similar to the buttons in the

master data and lesson windows.

-Refresh window: the diagnosis window is refreshed.

-Filter: By clicking on this button a filter line is displayed which enables you to filter the diagnosis
items just like the button in the master data and lessons window. The diagram below, for instance,

shows only diagnosis items with at least one violation and whose weighting is a least 1.
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Timetable diagnosis

® o

24092018 ~ | - -3092M8

Input Data  Timetable

= Diagnogiz

-] Class
Subject only once per dayp not poszible
Faozitive time request during lunch break
= Teacher
Leszons with teachers without rooms

Hide diagnosis items

itg | Rum

All

141

40

The diagnosis displays possible errors of input data and in the timetable. In some cases the data
was intentionally entered this way and therefore it should not be displayed any more. Right-click on
the respective item in the list and select 'Ignore this flaw'. This item is now marked with a white 'x' in
a red circle. Additionally you can select 'Do not show ignored breaches' and the marked violations

are not displayed any more.

L

7% Timetable diagnosis

T o

24092018 | S -309.2018

Input Data  Timetable

= Diagnoziz Witg
Al

= Class

Subject only once per day not pozzible

Pogitive time request during lunch break,
=] Teacher

Lessons with teachers without rooms
=] Room

2 teachers in the same room

Lezzon sequences

Courze schedulng

Leszons

Hum
»=1
1

PO PO — | —

Type of diagnosis

ou hawve entered the same room more than ohce in different coupling-row:
of the zame lezzon. derzelbe Faum eingetragen.

Weighting: =
Number: 2 Shaw related windovs
l L-Mo. FAm. Tea. Tea

Fz1  Rub  Hugo

|
(€3 lgnore this flaw
Reset

Do not show ignored breaches

Do not show resolved flaws

Note: Additional windows

You can use the two small arrows at the top of the window to open a lessons window and a
timetable, which allows you to analyse the violations quickly and easily.</
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1.6

1.6.1

timetable

lesson window

"‘ Timetable diagnosis

= & & :
__24 09.2018 “ a9 Type of diagnosis
— il i'ou have entered the game room more than ohce in different coupling-raw:

of the same leszon. derzelbe Flaum eingetragen.

Input Data  Timetable
I - N

Manual scheduling

For placing unscheduled periods as well as moving and deleting scheduled periods Untis Express
provides an absolutely simple possibility for which does not even involve learning new windows.

There are sewveral functions for manual scheduling in the timetable:

e scheduling periods

¢ |locking periods
* moving periods

¢ deleting periods
e allocating rooms

Tip: Closing all windows
Use the Ctrl + K key combination if you wish to close all open windows quickly.

Shifting periods

There are three possibilities for moving periods in the timetable:
1. Moving to an empty period

2. Swapping periods
3. Scheduling periods with clashes

Moving to an empty period

If you drag a period away from its position with the mouse, potential so far empty locations suitable
for a move will be marked green.




Mo | Tu |We | Th | Fr | Sa

h L) AR [BEc. |FOE DE

RE | AR HI [iFEr FOE
Me | PFEB. | HI [iita e
imE |iFel || RE |ieH GEC.

MA | *CH

Possible (free)
positions for a shift
of "RE" (Mo, 3)

W~ | | | W k| =
Ifﬁrl'
=
1, 1k
212|215z | 2|

Swapping periods

If you drag a period away from its position with the mouse, potential swap partners will be marked
green.

Mo | Tu | We | Th | Fr | Sa

1 MU | AR | GEc. | DE | DE
2 RE | AR HI =] =] DE
3 Ma |FER. | HI | oma ER
4 DE B RE GEC.

5 EM | MA | *CH. I A

A,

Fossible swap "
partners for “MA” PIEEL ] T
*PEB. |IFTx.

With a blue arrow you highlight a swap which can only be carried out in a very complex way. Drag
the period over the blue arrow without dropping it and the respective chained swap will be displayed.
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Mo | Tu |We | Th | Fr | Sa
1 EM | Ma |E=Ec. My | s j@|
2 fwmu | en |PEc | DE _RE ﬁN
3 | B |er |aqEn | EN e
4 |res. [ie DE | ma D;/ GE.
5 -
6
7 Fossible chained

swap for "MA"

B PEG.

If you want to swap then drop the period on the respective position. You will be asked which decision
you want to take.

Save black - Lessons: 35 MU Callas >

Leszons: 35 MU Callaz - Th-1 > Tu-4

Clazhing leszons! - Mumber of clazhes: 1
Les.: 39 Subject: AR Teacher: Callas
Clazhing elements: 2 1a, Callas

Options

Save block [and un-zchedule the clazhing lezson]
Create clash
2 penod swaps: Th-1 [Les: 35 MU Callas] <--» Tu-4 [Les: 33 Subject: AR Teacher: Callas]

Congecutive swaps: Tu-d -» Sa-1 - Fr-B

Scheduling periods with collisions

You can also generate clashes. Drag a period, drop it on another and choose if the conflicting lesson
should be unscheduled or is you want to create a clash.

1.6.2 Scheduling periods

From the lessons' window

To schedule a lesson from the lessons' window you need two windows: the lessons' window and the
timetable.

The "UnSched Prds" column indicates the number of unscheduled periods and also a hand showing
that these periods may be scheduled manually.

You can use drag&drop to take hold of the hand in the "UnSched Prds" column and to drag it to the
timetable where you can drop it.



% Class 2b [Andersen) / Class @ 2b-class 2o andersen) TGP b - O x

2 SHER R EEEYEELD . 2 -]:® dAA s Elle
L-Mo. |+ CI,Te UnSched Prds  Per | YrsPrds Teacher Subject Classies)  Subjectroom | Home room | Double pers School pear:17.9.2018 - 30.6.2019
1" 4,1 By 2 2 2 1b,2a 26 Ria
6 3,7 @Y1 1 2 3a R2a Mo | Tu |we | Th | Fr | sa
75 2,2 B3 3 28 SH1 R24
I EER Y 2 B2 AR Ran 14
& 41 @}1 i ' 2 -I"e.:li:tlns f
8 2 L = R24 3
34 Callas R24
a7 B 2 Calas MU % R20 4
42 22 2 Calas | AR 2 R20 14 5
43 Bz 2 Mokl ) R20 5
55 22 2 Rubs HI % R26
65 L 2 Cer ] 2 R2b 7
7z B 1 1 Curie E) A Rzp 8
a3 L% 5 Mews A b R26
< >

Note: Background colour

Various shades of green indicate the suitability of the lesson and its scheduling. The more intensive
the green, the more suitable the lesson in this place in the time grid from a scheduling point of view.
Red fields mean that an element is blocked or that the evaluation of the schedule as a whole would
be significantly impaired by the change. You cannot drag lessons on a white background.

From the timetable window

Alternatively, you can schedule lessons directly from the timetable window. The unscheduled periods
are displayed next to the timetable by enlarging the window to the right or by clicking on the button <
Resize the window>. These lessons can be scheduled with drag and drop.
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k.

©7 2b - Class 2b (Andersen) Timetable [Clal)

B [~ :H JHa s Bae B-& sez .
School year:17.9.20018 - 30.6.2019
i Mo | Tu [We | Th H
1
2
3
4
5
6
= AR
8
RE
L-ro. Tea. Subj. Rm. | Cla. Special text
BE Cer, B, (R2k) 2h

Note: Order of the lessons
You can place the lessons below and to the right of the timetable as you wish.

ful

DE

bt

4

Pl

FI

H

D

7]

Each individual step can be undone by using the <Undo changes> button in the toolbar of the

timetable.

Bl
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1.6.3 Locking periods

If you wish to lock scheduled periods manually, click on the <Lock period> button in the timetable.
Locked periods will not be moved during optimisation and will always retain their place in the
timetable.

£ 1a - Class 1a (Gauss) TlmetnuCI... - 0O x

School year: 1792018 - 30062019

Mo | Tu |We | Th | Fr | Sa

AR

Q| =l D] | W| R =

L-Mo.  Tea. Subj. Rim. Cla. Special text

(397) callas, AR, R1a  1a

The lock is indicated by an * (asterisk) directly in the timetable and next to the lesson number in the
period details window.

Note: Locking at other levels
You can use the 'Lock (X)' column to lock lessons and master data elements. Please refer to Entries
for all master data elements and lessons .

1.6.4 Unschedule periods

You can unschedule periods by dragging them into the timetable details section of the window and
dropping them there.
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Cla. Special text

Tea. Subj. Rm.

L-M0o.

1.6.5 Allocating rooms
You can also manage room allocation directly in the timetable window. Use the <Allocate/delete this
room> (1) button to allocate rooms to scheduled periods or to delete already scheduled rooms (2,3).

#L1 1a_ Class 1a (Gauss) ﬁmetnu'c.\.‘. - 0O x
12 iR ER s Ele
x School year17.9.2018 - 30.6.2019

87 Allacate/Delete this raam

— Applp to
L 1 B3 Mo
E350NS: o gingle period Mo

period block
all periads of the leszon

Iv]
R1a
DE RE

SEW Fia

PL. Physics lab.

pozeieer il Allozate additional room
Current selection of lessons
Aywailable rooms
Les. | Teacher Room | Class{es) =
] = 8 =il g € Rm. At Rm At HRm Occupied |~
p Br a a
[ [m] [m] [m]
=2 v

o
™ e
HE1
V

03
i Allacate . x Delete room Cloze
o
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1.6.6

Allocating rooms for block periods / all lesson periods

If you wish perform room allocation to a block of periods or to all periods of a lesson you can make
the appropriate selection in the selection box in the top left.

Apply to
gingle period
period block,

all peniodz of the lezsan

Occupied rooms

Check the option "Also show occupied rooms" in the "Allocate/delete this room" dialogue if, in
addition to the available rooms, you wish to list all those rooms that are not available at the time in
question. They are indicated by the "Occupied" flag. Assigning an occupied room to a lesson, you
can override the obstructing room, generate a clash or swap the rooms.

B ' Allocate/Delete this room u

Lezsong: B3: Penods:2 Tu-1, Fr-1 ﬁFpl'I'! o .
(1 gingle period

Haome room: R1a (@ all periods of the lezzon

PL. Physics lab. ( Alzo show occupied n:n:an

Allozate additional room

Current zelection of lezzons
Available rooms
H
Teacher |Room | Class(es)

Cor Ria 13 ¢ R, |[AlL BEm f AL HRm

R3a v
PL
WS

v Allocate . X Delete room

Swap suggestions

You can use the <Suggested swaps> button on the 'Start' tab to automatically display how the active
period could be swapped within the class and across classes. To this end Untis evaluates the
timetable based on your weighting settings and indicates if the quality of the timetable would be
better or worse.
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a 1a - Class 1a (Gauss) Timetable (Cla1) ’ ' = o ®

| - " ¥ »
Conzeqne. Leapcl | Gain C  FRefresh . ~ -5 4 e ) - & lo-1& T

Subject twice a day 2b School year17.9.2018 - 30.6.2019

Teacher not avalable

v Swap

Double period emor Close ia | Aiist I

D ouble period emor Print

With class leaps
[ Only different teachers
[ Show detailz

Period time requests
Subject twice a day
Subject twice a day
9  Subject twice a day
10 Subject twice a day
11 Subject twice a day
12 Period time requests 1b
13 Subjecttwice a day
14 Subject twice a day
15 Clags NTP's

1
2
3
4
5 Period time requests
[
7
8

L-Ma. | Tea. Subj. Rm. | Cla. Special text
33 Arist, EN, R1a 1a
+3

With class leaps

It is often necessary to perform swaps across several classes. In order to enable a swap to be made
in one class it is first necessary to perform a swap in another class - the so-called leap class. If you
check the option 'With class leaps', these types of possibilities to swap will be offered.
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1.7

" w

@ Suggested swaps = || =B @ Lb - Class 1b {Mewton) 'I'IrlFHF EI@
’7' pp— v (e ; .
Caonsegnc. Leap cl. Gair C  Refiesh U - L '@ @@ & kﬁ a =
1 Subject twice a day Swap School pear19.9. 2016 - 3062017
3 Subject twice a day 1a 750 Close 1b ] 4 ] Fiub ] Cuirie ] Azt ] Hugo ] |
4 Teac-her nnfavaild:lle 3a 76 Print UnSe Mo | Tu | we | Th Fr Sa
5 Subject twice a day 1a 238 1129
6 Subject wice a day 1a 173 /| With class 1 Bl | DE DE
S Onily different t..
¥ Period ime requests 2a -148
. . . Shiaws detailz 2 MlA DE [FEG. DE
8 Main subjects - Boundary period -9 /{
9 Main subjects - Boundary period -42 3 R DE
10 Subject twice a day -61 4 PEG. A, AR Tt &
11 Subject twice a day -294 5 0O )
12 Subject twice a day 2b -736
13 Subject twice a day 2a 117 6
14 Subject twice a day 799 T BI
15 Subject twice a day -1489 8 PEG.
Congegne. Gain | Tatal |~ C  Refresh
= :
¢ Class NTP's 28 22 )
3 Pernodtimerequests -142 102
4  Periodtimerequests = -177 E7
5 Periodtimerequests -183 E1 : -
6 Pernodtimerequests = -229 15 L i LeNo. | Tea. Subj. Rim. Cla. | Special text =
¥ Periodtimerequests = -229 15 | Elry dlfferetnl R 30 | Arist, MA, (R16) h
8 Periodtimerequests = -253 | iz eaAs
- Leap-class:
9 I eak mingmax. -335

The above example shows that the swap in class 1b would result in a 24-point improvement,
therefore a swap in the leap class 1a is possible which brings about a highly ranked improvement,
since a lesson scheduled on a locked period can be swapped.

The timetable in the above examples will clearly be improved.

Note:

The suggested swaps window list the swaps in the order of their evaluation with the best swaps right
at the top. The 'Gain' column in the upper window pane will only list the evaluation of the first swap for
a swap with class leaps (base class). The sort order in the upper window pane uses the total
between the evaluations of the first swap and the best possible second swap. The total evaluation for
both swaps is displayed in the lower window pane.

Warning: Swap period

If you want to swap the period which is the basis for the swap suggestions, first click on the period in
the timetable you want to get swap suggestions to. Then click on the 'Refresh' button for refreshing
the suggested swaps.

Timetables

Untis aims to calculate a good timetable. This should then be easily readable and adapted to the
requirements of those it is intended to serve (teachers, students, school office etc.). The following
chapters first deal with the timetable window in general. We will then look at various formats and
learn how to change the layout . Finally we will also have a look at printing timetables.
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1.71

1.7.1.1

The timetable window

Generally speaking, the timetable window consists of two parts: the actual timetable and the
timetable details window.

@ 1a-Class 1a(Gauss) Tmet® P (. - O x
= [~]:@ 3R o

School year 1792018 - 306.2019

Mo | Tu

EM ol

L N =

=] AR

AR

Q| =l DA | W| R =

L-Mo. | Tea. Subj. BRm.  Cla.  Special text
33 | Arist, EM, R1a 1a

+3 ) )
details window

You can enter the name of the element that you wish to see directly in the input field at the top left.
You can also use the spin controls located on the right of the input field to switch between elements.

Timetable window
The timetable window displays the actual timetable, and you can decide for yourself what information
is displayed (please refer to chapter ' Timetable layout ).

Timetable details window

Depending on the circumstances all information relating to a lesson period cannot / should not be
displayed in the timetable. However, you will find all information in the details window. This is
especially helpful when couplings are involved.

Timetable interaction

The timetable windows synchronise automatically just like many other windows in Untis. This means
that the timetables cannot only be set manually but are adjusted automatically - if desired - to each
element selected in another window. You will thus always have up-to-date information on the screen
without having to search for it.
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1.71.2

@ 1a-Cass 1a(Gauss) Tmet UPcl., - 0 x| @ arist - Aristotle Timetable 427 - 0 x
P :m a0 - Ele m 20 Ele >
School year:17.9.2018 - 30.6.2019 Schoal pr:‘l 7.92018- 306209
1 1
2 2
3 3
3 AT {Calles A
5 5 Mohel
6 = 6 Cer
7 = 7
8 8 Ander,
L i b a.  Special tex L-Mo. | Tea. Subj. Rm. Cla. | Special text L-Mo. | Tea. Subj. Rm. Cla. | Special text
J 33| Arist, EN,R1a 1 33 A, EM,R1a | 1a
—

Locking - colours

You can deactivate automatic synchronisation:

Display lesson colours Lock this display

Lock type

Clicking on this button means that the type of timetable (teachers, classes, rooms) will stay the
same.

Lock this display

Clicking on this button means that the view with the current element (e.g. class 3a) will stay the
same.

Colours

This function allows you to activate or deactivate the display of colours defined in the master data or
for lessons.
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1.7.2 Timetable formats

You can access the different timetables for classes, teachers and rooms via the taba Timetables'.
These predefined timetable formats can be customised to suit your needs (please refer to the
chapter Timetable layout ). Below we use the class timetable as an example that applies to each
timetable format

Class timetable portrait/landscape
Class schedule big

Classes overview portrait

Classes overview landscape

1.7.2.1 Timetable portrai/landscape

By default these timetables only show one master data element (e.g. the subject in the class
timetable). Further information (such as room and couplings) are displayed in a details window.

= 1a - Class 1a (Gauss) TimetnuCI...

[Ta ~:2 das Blse >

School year17.9.2018 - 30.6.2019
"— 1a - Class 1a (Gauss) Timetable (Clal0j n u
Mo | Tu [We | Th | Fr | Sa [1 ~ B EA s -g_; & -~ & »
1 ML BI School pear17.9.2018 - 20062019
2 | mu DE
3 - 1 2 3 4 5 6 7 8
4 AR DE DE Mo MU | BI
5 Tu AR
6 We DE
7 Th | mu | DE
8 - Fr DE H
Sa | B
L-Mao.  Tea. Subj. Bm. | Cla.  Special text

31 Arist wA, R1a 1a L-Mo. Tea. Subj. Em.  Cla. Special text -
+3 A1 Arist, MA R1a 1a
+3

1.7.2.2 Class schedule big

The 'Class schedule big' incorporates the settings for the standard format (subject, teacher, room and
all coupling lines).
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Pl

77 1a-Class 1a [Gauss) Timetable [Clald)

|'Ia B Al s .% & - & &&=~ -

School pear 1792018 - 3062019

Saturday

Bl CerRl1a

L SIS RE MNobe B1a

2595
Z 2% [mu caiaria

9:50
3 oo | Bicerria

AR Calla R1a [
DERubRia | | DERubR1a

i

5 11:40

12:25

6 12:35

13:20

? 12320

14:15

RE Mobe R1a

DS Ander BB

g 1428 TX Curie
15:10

L-Mo. Tea. Subj. Rm. | Cla.  Special text -
31 Arist, MA R1a 1a
+3

1.7.2.3 Timetable | Overview classes

The class timetable oveniew shows all classes one below the other with the individual lesson periods
next to each other.
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== la-Class 1a (Gauss) Timetable (CI

[fa ~:m EAAs EMe &8

Schaool year17.9.20018 - 30.6.2019

handay Tuesday Wedneso

L-Mo.  Tea. Subj. Em. Cla. | Special text
63 Cer, Bl, R1a 1a

1.7.2.4 Timetable | Overview classes-1

This is also an ovenview of all elements. In this cases, the elements are displayed next to each other
and the weekly periods one below the other.
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P

7 1a-Class 1a (Gauss) Timetable [Cla30)

fo ~:® SR Efle & >

School pear:17.9.2018 - 30.6.2019

Ta | 1b | 2a | 2b | 3a | 3b 4

ho-1 Bl hLI Hi HI

hdo-2 hALl CH
hda-3 Bl HI
AR

hio-4 DE FH DE

hio-3 DE hll

Mio-E

AR
Ma-7 BI

M-S PH

Tu-1
DE AR
Tu-2 Bl

Tu-3 Bl hLl
AR
Tu-4 Bl FH LE Bl

Tu-3 HI

Tu-E

Tu-¥

Tu-&

Wi

1yie-2 (] DE
HI

-3 H] HI

e-4 DE DE DE -

L-Mo. Tea. Subj. Rm. Cla. | Special text -
90 Meww, WM& R2a  |2a

+3 —

1.7.3 Timetable layout

You can also modify the pre-defined formats to match your requirements. You can change the size ,
display all timetables in standard format or decide what should be displayed in the period window.

1.7.3.1 Adjusting timetable size

If you move the cursor to the line separating Monday and Tuesday you will see a small, double-
headed arrow and you can adjust the height of the row.

You can adjust the width of the column in the same way — just move the cursor to the line separating
the two columns.
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#

7% 1a - Class 1a [Gauss) 'I'lmetnul:l... R i R 4
fa ~:% 48 Els >

Schoaol year:17.9.2018 - 3062019

Mo | Tu |We | Th | Fr | Sa

ML Bl
h L) DE
2]

AR
DE DE

| =l | | | w

-

L-Mo. | Tea. Subj. Bm.  Cla.  Special text
31 | Arist, WA, R1a 1a
+3

1.7.3.2 Standard format

Clicking the right mouse-button in the timetable displays a context menu where you can select the
option Timetable period: standard format'. This setting displays all the main elements of the period. If
couplings are involved, all coupling lines will be displayed. The font size will be adjusted to match the
space available.
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Pl

77 1a - Class 1a [(Gauss) Timetable [Clald)
fia iR AR s e &-@ sz -

School pear 1792018 - 3062019

Tuesday |Wednesday | Thursday Saturday

e S NEREN MU Calla B1a Bl CerR1a

pi oo mu callaRia | FENAER RE Mobe R1a

9:50
3 oo | Bicerria

AR CallaRla

DE Rub B1a DE Rub B1a o === l0E R

Cluster-madle

5 11:40

12:25

6 12:35

13:20

? 13:30

1415

RE Mobe R1a

DS Ander TE

Perad window

Allacate/Delete this room

De-caupling

Extended de-coupling

Timetable peniad: standard format

8 14:25 TX Curie Text for the lesson periad
15:10

Students M,

L-Mo. Tea. Subj. Rm. Cla. Special text Time range: week
53 Ruh, DE, R1a 1a Time range: schoal year
*+3 Copy in HTML-farmat

1.7.3.3 Text for the lesson period

In the timetable standard format (e.g. Class big) it is possible to add a text to a certain period in the
timetable. Right click in the desired period in the timetable and select "Text for the lesson period".
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1.7.3.4

% 1a-Class 1a (Gauss) Timetable {Grul)

[1a ~ @ dAas EMe &-8 =5,

School year:17.9.2018 - 30.6 2015

GEc Hu R1

MU Call R1
Bl CerRi1a’| AR CallR1

Bring your
SH materials!

210 R1

7 DS And IE

8 TX Cur

s

Cluster-mode

Pericd window
Allocate/Delete this rool
De-coupling
Extended de-coupling

imetable penod: standard format

Alumnos
Time range: week

Time range: school year

Copy in HTML-format

Text for the lesson period

Text for the lesson period Clases: 39 / Tu-3

This text is assigned to a certain period of a lesson.

Ering your materials|]

0K | | Cancel

L-Mo. Tea. Subj. Em. Cla. Special text
63 Cer Bl, R1a 1a
+3

You do not need to change any setting in the timetable standard format (e.g. Class timetable large).

Period window

You can also define which contents should be displayed in the timetable fields. Click on <Settings>
in the timetable window or open the context menu (right mouse click) and activate the option 'Period

window'.
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Cluster-made

Period window

Allocate/Delete this room
De-coupling

Extended de-coupling

Timetable period: standare format
Text for the lesson period
Students M

Time range: week

Time range: schoaol year

Copy in HTML-format

Using this editor you can display new elements , change the order of elements and edit the layout
with additional settings.

1.7.3.4.1 Adding/deleting fields

Click on the <New field> button in the period window, if you wish to add a new field to the timetable

display.

@ 12 Class 12 (Gauss) Timetable (clat) 4[4 -

e ~:@m AR Efe &-& 7

o x

s Period window - Contents (fields) of a teaching period

Centre fields automatically

Type of names

J|ELAE | ®
) Harizantal Short name
School year17.9.2018 - 23.6.2019 ¢;= % -‘E.r Vettical @Rl
UnSe [[] Start and end time . Use alias
o Mo | Tu | We | Th Fr Sa ] Standard format 100 Font size in %
1 |EN aris |mA Aris MU Call|[MA Aris| BI Cer Type of Timetable |
2 |mu cail[EN Aris DE Rub EN Aris Classfes) = lign fields
3 Bl Cer |AR Call[MA Aris[EN Aris{EN Aris{MA Aris
4 AR Call|DE Rub [MA Arfis| DE Rub Clazs
5 —
E 1Teach
2 upoj 1 1eacner
8 lpEG. e '
Drag&Drop
L-Mo. | Tea. Subj. Rm. Cla. Special text T
33 Arist, EN,R1a  1a
+3
oK Cancel Apply

You can, for example, choose to display the teacher in the class timetable:

1.7.3.4.2 Changing field size and position

The active element is marked turquoise in the period window editor. You can use drag&drop to
change the positioning and size of the fields.
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t 1Su

ey ]

t 1Subject

1 Teacher -

-—

You can/should activate an element such as teacher more than once for couplings (maximum

number of used couplings):

@ 1a - Class 1a [Gauss) Timet 4 I 4 ICh.. = O x 'L Period window - Contents (fields) of a teaching period
1a ~| & - & Bl 4| U Centre fields automatically Type of names Zoom
Horizontal Short name
- - = 4
School year17.9.2018 - 29.6.2019 E = 5 2] Vetical Full name
- [ Start and end time Use alias
Mo Tu We O] Standard format 100 Faont size in %
1 | EN Adst | ma Arist Ve o Tt v
2 | mu callas | EM Arist Align fields
3 Bl Cer Ma  Arist
AR Callas
4
5 RE Mobel I . 1 T h
- - 1Subjecttl leacher:
! 2Subject2Teach
=) 1A U J eC eaC e r'
4 »
L-Kao. Tea. Subj. Rm. Cla. Special text
QK Cancel Apply

period window.

Note: Size of timetable period
When the background is activated, you can use drag and drop to change the size of the field of the

1.7.3.4.3 Further settings

You will find a number of additional options with which you can modify the layout of the timetable.
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1.74

L Period window - Contents [fields) of a teaching period

[] Standard format
Type of Timetable

| Clazs(es] w

entre fields automaticall
Harizantal
Wertical

100 Font zize in &

i

Type of names
(®) Short name
() Full name

[] Usze alias

Align fields

[] Teachers and substitutes

11Subject

1Teacher

2Subject

2Teacher

0K

Cancel Apply

Printing timetables

Printing timetables is effected via the <Print> or <Print Preview> buttons. Clicking on either option
first displays the print selection window, where you can make additional settings.

Print selection >
Clazz[es] 1/7 Edit printaut
Selection...
FDF
POF lenerate a zingle file
HTML Cancel

The print selection window allows you to make a selection of the timetables you wish to print.
Additionally you can specify the details of the individual timetables or oveniew timetablesin the print

preview window.
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1.7.41 Timetable selection

By default, the timetable displayed on screen will be printed. You can use the <Selection> option to
specify that several timetables of the same format should be printed simultaneously:

B Class(es) )4
M ame Full name
1a Clazz 1a [Gausz)
1b Clazz 1b [Mewton]
Print selection &2 Ll 28 [ e
Zb Clazz 2b [Anderzen]
Clazsles] 1/7 e 3Ja Clazz 3a [Aniztotle)
Selection... b Clazz 3b [Callaz]
4 Clazz 4 [Mobel]
FDF
PDF Generate a zsingle file
All Irwverse
HTML Cancel Cancel

You can select the timetables for the desired elements by holding the left mouse button and moving
the cursor or with <Ctrl> + click (see figure).

1.7.4.2 Page layout

Via the <Edit printout> button in the print selection or the <Page layout> button in the menu you can
specify additional details for the respective printout. Possible settings depend on the format of the
timetable.

#

<7 1a - Class 1a [Gauss) Timetable [Clal) n u

[1a -3 AR - Ele (@) =

School year:17.9.20018 - 3006.2019

LInSc
B Mo | Tu |We | Th | Fr | Sa DE

1 EM b1l =]

r hdl 1 Ehl (= = Ehl

1.7.4.2.1 Menu bar page layout

In the menu bar of the timetable page layout you can change between the pages or change to portrait
orlandscape.
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Tumn the pages

. page lay

@015 -

Switch between
portrait and
landscape format

wole TEST DEMO

Clle pour DEMO oo TEST

Huoraire 201 820149
Walable dés: 10 octob

1a

classe 1a (Gauss)

g ]

1.7.4.2.2 Header and footer

Click on one of the two small pencils in the timetable page layout next to the header or footer and

you can edit their content.

. Page layout

OO 15/ 79O E-

andtestonly  alid fr

Timetable 20123/2019 Unti
Report-Settings g
Headers 3

Foater

Gruber & Petters Saoftware

Y alid from: 10 October [ Filename

Print date
Print current time
[ Print timetable werzsion

12 Timetable version

[ Print page numbers
[ Prit batal page numbers

[l Cancel

1.7.4.2.3 Period window

Via the gear-wheel next to the timetable you get to the detail settings of the period window (please
refer to the respective chapter in the timetable layout).
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L Page layout

@0 15/700 n-

Timetahle 201812019
Yalid from: 10 Qctoher

#st school DEMO
Fordemo andtest only

1a

Class 1a (Gauss)

mi Callas
Bl

Cer

N W =

£
O = a Period window - Contents [fields) of a teaching period
. B & U Centre fields autamatically
= Haorizantal it name » 4
q:E _ﬁ: 5:; Wertical
[] Start and end time o Use alias
a 100 Faont size in %

(] Standard format
Type of Timetable

[ Classtes) v Align felds
Hugo
- :
: - 1Subject{ 1Teacher :
—  2Subjectt 2Teacher

|Footnote :Tereno:]

1.7.4.2.4 Insert image

By clicking on the <Background picture> button you can insert a bmp picture. It is displayed instead
of the button and can be mowved or its size can be adjusted by activating the <Move picture> button.
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Ll

&

Untis 2018
272017 14:.20

RE Mobel

oftware

Background picture

C:%Program Files
[=BE]\Untizh201 8
Waplndes. gif

| bove picture Wy ‘

1.7.4.2.5 Individual timetables page layout

Clazs[es]: 747

M

Selection

Adjugt the zize of the
timetable ta the page

Leszons, ...

Coupling legend
[fonothote]

Abbreviations

Teachers of the clazs

d picture

The following descriptions apply to individual timetables (and not to overview timetables).

7Y page layout
D15/ 7@ A Classlesk 7/7
~ Selection
&
Pst school DEMO  Timetahle 20182019 Untis 2018 N
: At the size of th
For demo andtestorly  Valid from: 10 October 2172017 1502 E"W P ST

1a Class 1a (Gauss)

1
2
3
4
5
6
7
8

Gruber & Petters Software

N

Settings of timetable page

Lessons, ..

Coupling legend
[footnate]

Abbreviations

Teachers of the class

Eackground picture

.s <Mot Defined>
= Il

Mo picturs

[m

You can choose, for instance, how many timetables should be printed on a page plus how many or

which weeks.
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Clazz[ez]:
“ S
Timetables per page
1 2 Numberof timetables in a vertica

1 2| MNumber of timetables horizontall: i
[ 11 heading per page

]

Coupling legend
A legend is always printed if all the lesson information cannot be displayed in the period window.
Lesson information (for classes) includes all rooms, subjects and teachers.

|

Drag and drop allows you to select the position of the legend on the page or whether the legend
should be printed on a separate page.

“L page layout - O x

D015/ 7O E- Classles): 747 ~
~ Selection
&
st school DEMO  Timetable 20182019 Untis 2018 5 chetve seeo o
Fordemo andtestonly  Walid from: 10 October 017 913 T timetable to the page
Drag&Dro
1a Class 1a (Gauss) 9==rop
Th
ML Callas
| wu_cates SHERRE ;
WU Callas RE Mobel Y
Bl Cer
AR Callas
RE Mobel
Teachers of the class
Gruber & Pelters Software 5
/ A G v <Not Defined>
< > 1= : ! v

Via the settings button of the legend you can also define how many columns the legend should have
and whether the legend should be printed in a frame.The legend can be deleted via the big red X
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. page layout

00 15/7008-

&

#stschool DEMO  Timetable 2012/2018
Fordemo andtestonly  valid from: 10 October

1a Class 1a (Gauss)

Remove the
legend

Arist, EM, R1a
2y Callas, MU, R
3 Cer Bl R1a

G 0 ML Callas
DE FRub

RE e 4 4y Arist, PEG, 1a,1b
Ruh, PEB, 1a,1h
AR Call QQQQ g1 Arist, M, 13
e B Callas 1a 1a
DE Ruh Q DE Rub Hugo !

[ Print frames

Mumber of columns

DS, Ander

f' Gruber & Petters Software

Lessons
With timetables for classes and teachers, you can choose to print the lessons view as well.

< Page layout
©015/7@ 0 RA-
&
st school DEMO Timetable 201872019 Untis 2018
Fordemo andtestonly  walid from: 10 October 2472017 10:02

1a Class 1a (Gauss)

L-Mo. ClTe. UnSched Prds Per Teacher Subject Class(es)

11 4.1 2 Hugo GEC 1a,1b 2a 2b
7 2,3 2 Ander DS Ta

Gauss DS Th

Curie T 1a,1b
73 2,2 3 Avist PEG 1a,1b

Rub FEE  1a,1b

3 5 Arist 1 FaN 1a

33 5 Arist EN 1a

35 2 Callas MU 1a

39 2 Callas AR 1a
f Gruber & Petters Software

Abbreviations

A legend can be printed with the abbreviations of the subjects and/or teachers. In the following
example, the name and full names of the subjects are listed next to the timetable.
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. Page layout

@015/ TOOE-
ﬁst school DEMO Timetable 201872019 Untis 2018
Fardema andtestanly  walid from: 10 Octaber 247207 1013

1a Class 1a (Gauss)

Subjects
MNarme Fullhame
AR A
=]} Bialogy
CE German
DS Design
ER Enalish
GEc  Geography andEconomics
WA Mathematics
Ml Music
PEB Boys PE
PEG  Gitls PE
RE  Religious Education
TH Textiles
f Gruber & Fetters Software

Teacher of the class

The teachers of the class can also be printed.

+£ page layout

@@ 15700 ="
&
st school DEMO Timetable 2018/2019 Untis 2018
Fordemo andtestonly  Valid from: 10 Octoher 2472017 10:24
1a Class 1a (Gauss)
Teacher Su.
Hugo GEC
1 Ander DS
Arist PEG
2 A
EM
3 Callas MU
AR
4 Mobel  RE
5 Rub FPEB
DE
6 Cer Bl
Cutie TH
7
8
i Gruher & Petters Software

The following function is available in single timetables as well as in the oveniew timetables:

Click the ‘Adjust the size of the timetable to the page’ button the timetable is fit into the page.
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- Page layout

RO15/T@DE- Class(es): 747 ~
Selection

&

st school DEMO  Timetable 2018203 Untis 2018
Far demo andtestonly  Valid frarm: 10 Octaber 24.7.2017 10:26

Adjust the size of the
timetable to the page

1a Class 1a (Gauss)

- <Mot Defined:

Move picture o

1.7.4.2.6 Overview timetable details

The following details can be set when printing overview timetables:

Clazsles]: ¥
& ~ Sel
Untis 2018
2472017 10:37 l]j

Mumber of rows/columns per page

Rows (weekly periods) per page
Columns (classes, teachers,..) per page

[+] Rows/Celumns autematically |
[+] Only whole days on one page
[ ] Cnly single days on one page

[] Several timetable-blocks on one page

Number of rows/columns per page

The check box "Rows/Columns automatically" allows you to specify that Untis should print exactly
as many rows and columns as will fit on the page.
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Clazs(es): 747 ~

Selection

&

Untis 2018 s . .
24 70017 10:52 .11 Adjuzt the zize of the

timetable to the page

Intermediate headingz

Coupling legend
[footrobe]

Muove picture 5]

If the box is not checked, you can specify how many rows and columns should be printed on a sheet
using the relevant input fields.

Coupling legend
As with the individual timetables, you can also specify that a legend should be printed with the

information that does not t fit in the period window. The legend is activated in the oveniew timetables
and is always printed on a separate page.

7% page layout - O x
@011 S Class(es) 7/7 -
~ Selection
st school DEMO  Timetshle 201372019 U 3 | st the sioe of the
o demo andtest only  Valid from: 10 October 24720 e
| Monday Tuesday Wednesday | Friday q
ilzlslalsfelr]al1]z]a]als]e]r]e]t]z]a]a]s]c]7]e]1 Drag&Drap Tlef1Jz]alas]e]7]s I;‘Imwad‘a‘emadms
1a i | B AR DE L [DE DE
-1 | Couplinglegend
1 |8 DE DE (Lo DE aR HI Bl || (focincie]
Background picture
y2am e AR Bl HI e FH oE |8l |PH
- <Not Defined>
Not Defined:
Mond Tuesda =)
2b AR il | v 3 DE (Bl |H PH |BI . -
1[z[a]s]s]s |7
Mave picture )
3a |H 1a o | Bl DE
AR
3b |H PH i |& DE ; I DE Bl PH DE
v
Wanday Tuestay

1[z2]s|s]s]s |7

Intermediate heading

E
=

If you have big ovenviews it can help to display intermediate headings. Drag the button to the desired
position (e.g. after the third class row) - after every x entries (here after every third entry) an
intermediate heading will be displayed.
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1.7.4.3 Timetables in HTML format

Untis provides the option of generating timetables in HTML format at the press of a button which are
then directly available for a school's own intranet or for the Internet.

® 8 HE Q R MO (B RE ¢

Test school DEMO  Timetable 2018/2019
For demo and testonly  Valid from: 10 October

1a Class 1a (Gauss)

Test school DEMO Timetable 2018/2019 Untis 2018
For demo and test only Valid from: 10 October 247 2017 13:37

1@ Class 1a (Gauss)

Th Fr Sa Mo Tu We Th | Fr | sa
EN Arist | MA Arist MU Callas [MA Anist | Bl Cer
MU Callas | EN Arist DE Rub RSN EN  Arist
Bl Cer EN Arist | EN Arist | MA  Arist
MA Arist | DE Rub |[€]=85111[e]

Mo Tu

EN Arist [ MA Arist [(el=0n UGG MU Callas

MU Callas | EN Arist
Bl  Cer

RE Nobel

EN Arist
DE Rub [ MA Arist

EN Arist
DE Rub

AR Callas

RE Nobel

untis 2018 @ I | Untis Timetabling Software
Gruber&PettersSoftware

@IN(| | wW N =

X

Print selection

Gruber & Petters Class(es): 77

Selection.

1.8 Lists

Untis Express provides a number of predefined lists that can assist you in your scheduling work or
that can serve as ovenview lists for e.g. teachers' meetings.

Class lists
Teacher lists
Room lists

Subject lists

These lists can be accessed via print selection in the master data

Views.
1.8.1 Class lists

Lists for classes are accessed via master data of the classes and print selection.

Teachers of the class

Period time requests

Day time requests

Unspecified day requests

Time request: teachers of the class
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1.8.1.1

Print selection

Clazsles] 147

Selection

Tupe of list
| [rata fields -
D ata fields |

Dray time requests
Perind time requests
Teachers of the class

Time Aqu.: teachs. of . clazs
Unzpecific day requests

Page setup

Today

Cancel

Teachers of the class

This list shows all teachers who teach in the individual classes and is often used for teachers'

meetings.

Test school DEMO
For demo and test only

Timetable 2018/2019
Valid from: 10 October

List for meetings of class-teachers

Class Teacher Subjects

1a Hugo GEc
Ander DS

Arist PEG MA EN
Callas MU AR

Nobel RE
Rub PEB DE
Cer Bl
Curie TX
1b Gauss DS
Hugo GEc

Ander DS HI
Arist PEG MA
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1.8.1.2 Period time requests

This list shows the time requests entered in the master data for the classes.

Test school DEMO Timetable 20182019 Untis 2018
For dema and test only salid from: 10 October 2472017 157

Period time reguests

o Tu We Th Fr Sa
Name || 1]2]3lals k1 ka4 |slslrls] 1l Bl |sls(z|sl1 2 bl lslelr sl 1 2| b slslrls]l1 2]zl )
1a + [+ [+ [+ + 1|+ [+ +H B[+ +|+H +|+ [+ + [+ [+
33|53 JE|EE AEEE JEEE g i i ] 33|58
1k + [+ [+ [+ + |+ [+ +H B[+ +|+H +|+[+ [ + [+ [+
3EEE IEEE IERE IEEE IEEE IEEE
23 + |+ |+ [+ + |+ [+ +H B[+ ++HH + |+ |+ + |+ |+
35|55 JEEE IERE IEERE IEEE IEERE
Zhb + [+ [+ |+ + [+ |+ +H |+ + [+ + [+ [+ B + [+ [+ B
i <] s JEEE dEEE JEEE JEEE EEE
3a + [+ |+ [+ + |+ [+ +H B[+ + [+ & + [+ |+ B + [+ |+ H
535S JEEE JEEE JEEE JEEE JE|EE
3k + [+ [+ [+ + |+ [+ +H B[+ +|+H +|+[+ [ + [+ [+
355 IEEE 3ERE 3IEE6E 3EIE6E 3EEE
4 + |+ |+ [+ + |+ [+ +H B[+ ++HH + |+ |+ + |+ |+
et i ] i< JEEE IEEE 3E3EE 3356 3|F3E] |
Gruber & Petters Software
1.8.1.3 Day time requests
Specified time requests that apply to whole days or half days are listed here.
Test school DEMO Timetable 201520139 Untis 2018
For demo and test only “alid from: 10 October 24 72017 1548

Day time regueslts

Monday  |Tuesday ednes.."Thursday Friclay Saturday
Mame [[a.m. pm. |a.m. E.m. fEtm. B lsm. . & fpim. Jadm. E.m.
1a +3 3 |+3 b3 +3 +3 +3
1h +3 (3 +3 3 +3 +3 +3
2a +3 3 |3 b3 +3 +3 +3
2h +3 (3 +3 b3 +3 +3 +3
3a +3 P33 |+5 b3 +3 +3 +3
b +3 (3 +3 3 +3 +3 +3
4 +3 3 J+3 t3 +3 +3 +3

Gruber & Petters Software

1.8.1.4 Unspecified day requests

This list shows unspecified additional time requests that apply to whole days or half days.
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Test school DEMO Timetable 20152015 Untis 2018
Far demao and test only “alid from: 10 October 2472017 1616

Unspecific day reguesls

a.m. [.tm. halves [Days

Matme || -5|-2|-1[[-3]-2[-1[F3]-2[-1]F 32 1
1a 201

jll1] 21

25 2

2k 201

3a 2

3k K

4 [2

Gruber & Petters Software

1.8.1.5 Time request: Teachers of the class

All specified negative time requests for class teachers are listed.

Test school DEMO Timetable 20182019 Untis 2018
For demo and test only “alid from: 10 Qctober 2472017 1636

lime reguests teach/class

1a Class 1a (Gauss)

o Tu Ve Th Fr Sa

Mame [12345E78 |1 2345781234567 8[| 12345]67 8] 12345]678] 12345
Hugo ol B e v drees
Ander | e o
Arist ks ks *[= *[x *[x *
Callas X
kel KK KRR
Ruk
Cer |
Curie KR KR

Gruber & Petters Software

1.8.2 Teacher lists

Lists for teachers are accessed via master data of the teachers and print selection.

e Period time requests
e Day time requests
¢ Unspecified day requests
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Print selection *

Teacher: 1/10

Selection

Page setup
[rata fields
Dray time requests
Perind time requests Today

| Inzpecific day requests

POF

1.8.2.1 Period time requests

This list shows the time requests entered in the master data for the teachers.

Test school DEMO Timetable 201872019 Untis 2018
For detmo and test only Yalid from: 10 October 2572017 842

Period time requests

Ivio Tu e Th Fr Za
Marme | 1)2[3[4|5E[F|S[1 {234 |SEFE]I2E45E S| [234561Fa1112=4E EFE]1])2[3[4])5
Gauss
[Ene - |- FEL-FFFFFFI- + |+
22 PERISEISEEEEE a1 <]
Hugo --1-1-FFFEF + |+
3B 33 EEIEER R 33R
Ander | --)-|-|-1- |-
ped e e el e o
Arizt - |- - |- - | - |- - -
12 12 10 12 [2 1
Callas - FFIFI-
SlE[EEE EE5
Makel B R BN o O S TS S T N |y
22222 SlSE 22220 P2 2] 22222
Ruk
Cer “FFIFFFFFIF
IRE3EEES
Curie -
jed 1 bl €

Gruber & Petters Software

1.8.2.2 Day time requests

Specified time requests that apply to whole days or half days are listed here.
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Test school DEMO Timetable 20182014 Untis 2018
For demo and test anly YWalid from: 10 October 2572017 934

Day time requesls

Monday || Tuesday ednes..lThursday Friclay [aturday
Mame Jam [pm llam pm flam jpm jam pm mm lpm fEm jpm
Gauss
[y -3 |3 b3
Hugo -3 |3 H3
Ander -2 |2
Arizt
Callas 3 [-3
Makel +2  [+2 P32 2 2 -2
Rub
Cer -3 |3
Curie 3 3

Gruber & Petters Software

1.8.2.3 Unspecified additional day requests

This list shows unspecified additional time requests that apply to whole days or half days.

Test school DEMO Timetabile 20130019 Untis 2018
Far demo and test only “alid from: 10 Gctober 2572017 933

Unspecific day requests

a.m. [, halves ||Days
Pame |32 113021 |-3120-1)-5)-21
Gauss [3
ey
Huejo 3
Ander
Arist [5
Callas
Mabel
Rub [2
Cer [
Curie

Gruber & Petters Software
1.8.3 Roomlists
Lists for classes are accessed via master data of the rooms and print selection.

e Period time requests
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Print selection

Room: 1413

Selection

Page setup

Today

PDF

POF

Cancel

1.8.3.1 Period time requests

This list shows the time requests entered in the master data for rooms.

Test school DEMO
For demo and test only

Timetakle 20182019
“alid from: 10 Cctober

Untis 2018
2372017 947

Period time requests

Marme

EF151 254

Tu

Vs 112134567151 [2[3 45067 [S]1]2]5]4

Wye Th Fr

SH1

SH2

FL

Lo 0
[V

Lo 0
[V

Lo 0
o T

HE1

L)
[

L)
[

L)
5]

Fl1a

R1b

F2a

R2b

F3a

P=1

Lo
T

g
T

Lo 1

3| 3)3)3]3 3|33

3|33

o
YR
5]
YR
Lo 1
5]
(]
YR
Lo 1
(5]
Lo 1

R
(YR
L]

o 1

P=2

[}
(0]
(]
(5]
(]

[}
(0]
(0]
[3]
(3]

(3]

3] 53[3]3]3]3

3| 5[5[3 333

(]

(3]
(5]
(3]
(]
5]
(3]
(]
(5]
(3]

(3]
5]
)
(3]
(]
(5]
(]

Gruher & Petters Software
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1.8.4 Subjectlists

Lists for classes are accessed via "Master Data | Subjects" and print selection.

e Timetable
e Period time requests

Print selection X

Subject; 1418

Selection

Page setup

[V ata fields
[rata fields
Perind time requests

imetable Today

FOF

FOF

1.8.4.1 Timetable

A timetable is generated for each subject.

Test school DEMO Timetable 2018/2019 Untis 2018
For detno and test only “alid from: 10 October 2572017 1041

Mathematics (MA)

1 2 3 4 5 5} 7 g
o Arist [y Gauss
ey M
Tu Arist ey Arist My
ey Ander
Gauss
e Arizt Arist Gauss
Ander | Gauss | Ander
Gauss
Th Arist ey Arist R
ey Gauss
Fr Arist Gauss | Arist PEwy
ey
Sa ey ey Arist
Ander | Ander
Gauss | Gauss

Gruber & Petters Software

1.8.4.2 Period time requests

This list shows the time requests entered in the master data for subjects.
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Test school DEMO Timetahle 20132019 Untis 2018
Far dema and test only Walid fram: 10 October 257207 1042

Period time requests

o Tu Wi Th Fr Sa
rame || 1kEERE]112E|sll|s]112)3]4ls6]7 5] 1]2|5l|s]6l 1] 1 2lz]a|slsl7 8] 1 [2]3]4|s
MU
TH
s [-FFFF

1 1 1

2pppp 2pplel 2[2)2[2(2 2[z(2l2[2 2[2(2/2[2 2[2(2/2(2

2pppp 2pplel 2[2)2[2(2 2[z(2l2[2 2[2(2/2[2 2[2(2/2(2

1fihih 1hitlh 1l hflth 1hfhh 11l

Gruber & Petters Software
2 Break supervision

21 Data entry

You can schedule break supenisions in Untis Express provided that you use the ‘Cover scheduling’
module. Go to the 'Start' tab and click on <Break supenvisions>.

Untis Express 2013 - demo - Test school DEMO - Tim|

s @R V2 B Es 2 e D W @

Classes Teachers Rooms Subjects Diagnosis Weighting Optimisation Manual Resetthe Suggested Multiple Settings Help Data entry Ereak Cover
scheduling timetable  swaps terms = topics ~  wizard supenvisions  scheduling

Cwverview Optimisation

First define which areas need to be supenised in the 'Corridors' window.

"‘ Corridars / Corridor

P -1 B[R 2B .

Mame | Full name

Baz Bazement
A Ares
A2 Ares 2

Then enter a number in the ‘BS Max’ field in the ‘Teachers | Master data’ window. Here you define
the maximum number of minutes every teacher shall be on duty for break supenvision per week.
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Teachers / Teacher

|Gau$s ~| . [T w €3 qﬁ &
Mame Surname Text Room  MTPstarget |Periodsfday | Lunch break erzonnel Mo, «
Gauss  FAusE 0-3 2-6 1-2
Mewe  |FMewton 0-1 4-6 1-2
Hugo  Hugo 0-1 4.7 1-2
Ander | Andersen 0-1 4-6 1-3
Arist | Aristotle 0-1 4.5 1-2
Callas | Callas 0-1 4-6 1-2
Mokbel | Mokel 0-1 4.5 1-2
Ruk Rubens 0-1 4-7 1-3
Cer Cervantes 0-1 4-7 1-2

If required you can enter in the ‘Rooms’ window which rooms are next to which corridors. At the next
optimization run, Untis tries to schedule the teachers for break supenvision in those corridors next to
classes in which they taught prior to the break or will teach after the break.

7% Rooms/Room

[EHT AR © I&

Mame Full name | Atern. room | Text |REm. Weight
SH1 Sports Hall| SH2
SH2 Sports Hall | 5H1
PL Physics lab PL
WS Warkzhop

T Textiles wie

HE1 Home Econ

R1a Class Room Rk
Rk Class Room R2a
F2a Class Roor B2k
Rk Class Rootr R3a
R3a Clazs Roor Ra
Ra Class Room Rla
F=1 Pseudo Rog R1a

I O

L S T S o s e S N R L T R e

Break supervision window

In the '‘Break supenvisions' window all breaks are displayed in a table which are available for
scheduling acc. to the time grid. At the top left you select a corridor and then mark the breaks in the
grid which need supeniision. Click on the <Supenision> button and complete this step.



94

o -
<= Break supervisions

1

T %

e = 2,

Supervision

E@®a

Canridar | Teacher I

Minutes: 0 [Uncovered:0.0)

Ereak supervisions are to be carried
out in the marked area.

b P Lo TR 5. S | s | A o S | ‘, ':

10:35 11:30 | W25 1320 1415 1510
10:45 11:40 1286 1330 1425

04 142
245 540
200  &E5 950

Monday | |
Tuesday 7T |
wiednesday w7
Thursday Frr iy By
Friday 77| |
Saturday e e e

Monday +
Tuesday +
‘Wednesday [+
Thursday + 20 Sreak supervisions
I R esSiTe HOB &
Saturday +
Cormidor Nacher |
Minutes: 24
[ ncoveled%] LJFull name
243 3 45 BB E/S7 78 af

340 10:35 (11:30 1225 1320 1415 1510
350  10:45 1140 1235 1330 1425

If you want to weight breaks differently than defined in the time grid, click on the <Minutes> button.
Then you can enter in the grid how the different breaks should be weighted.

7% Pausenaufsichten

G1 MR- JE-X P s

Gang I Lehrer I

Minuten: 240 [offen:; 240,01

Ganzes Schul = U ichtzaruppe [ Langname

g/
15:10

0 142 243
245 340

5/6
12:25
-35

B/
132:20
132:30

748
14:15
14:25

11:30

10:2

taontag
Dienstag
Mitbwoch
Daonnerstag

Freitag

S amstag

Not all teachers are always available for all breaks. Block colleagues who should not be scheduled at

specific times. Go to the ‘Teachers’ tab and click on the <Block> button.
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2.3

24

i

77 Pausenaufsichten - 0O =
Ander -l R o3 Bf® o .

Gang Lehrer |

_ &3 Sperrung
Mirnuter: O [offen;0.0] Ganzes Schul = Ut
keine Pausenaufsicht verplanen

04 142 1/5 56 B/ 78 g/
8:45 1:30 1225 1320 1415 1510

200 855 04 1/2 243 5 R BT e 8
Mantag 845 9:40 10:35 30 1225 1320 1415 (1510
Dienstag g00 &ER 9:50 10:45 A0 1235 1330 |[14:25
Mithwoch tontag
Dionnerstag Dienstag
Freitag kithwoch

Samsztag Donnerstag

Freitag
Samgtag

Weighting

Before you start the optimization run, open the ‘Weighting’ window by clicking on the respective
button. Here you define which requirements are important for scheduling supervisions. At many
schools it is, for instance, important that neither prior to nor after a supenvision a lesson is
scheduled.

Gewichtung

Maw. break supery./day ak

Unimportant  Extremely important
Do not exceed max. minutes of the teacher
Lesson before the break

Lezzon after the break

Lezzon in the conidar before the break

% Break supervisions
a e eskiTe BEG
Coarridar | Teache[l

Minutes: 0 [Uncovered:0.0] Full name Mot after last period of the day

Lezzon in the cormidar after the break

Mot before 1=t period of the day

Mo supervision double period breaks

04 142 |2/3 34 45 |B/S BT BB ~

%45 340 10:35 11:30 1225 1220 1415 1510 Mo comsecutive supervisions

00 &5 350 1045 1140 1235 1330 1425
1 1 1 1 1 1 1

' s Mot befare time request -3'

Mot after time request -3
Maw. break supery. /day
NTF prior to the break supervizion

MNTF after to the break supervision

Optimisation

When all is set you can start the automated scheduling tool by clicking on the <Optimisation>
button. The outcome is immediately shown in the ‘Break supenisions’ window. A cell highlighted in
red means that no ideal teacher was found and therefore a compromise was scheduled.
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2.5

2.6

i Cr
= Break supervisions

1 e esiTERG = .

Corridor I Teacher |

Minutes: 240

[Uncoverad: 0.0 full s

01 142 243 34 4/5 56 B/F 7 g/

845 940 10:35 11:30 1225 W320 1415 1510

800 855 350 1045 1140 1235 Optimisation w
b onday + Mew |Hugo |Gauss | st
Tuesday + Mobel |Rub | Cer Curie Rericlar L-Group
Wednesdap |+ Hugo |bnder |Anzt | Callas
Thurgday + Callaz | Curie
Friday - Ander | Maohel | &l weeks identical
Saturday + Anigt | Gauss

Cancel Help

Manual scheduling

You can schedule break supenisions manually, as well.
Click on the ‘“Teacher suggestions’ button and select a suitable teacher. Click on ‘Apply’

s -
<7 Break supemvisions

Carridar | Teacherl =
- Maw. minu Less. befc Less. aftel Before 1st After last f NTP prior NTP after
Fﬂlﬂzl;jéri‘ézuzauu] %3000 v v
933000 W [
e G| =
845 | 340 g 1415 1510 = 00 B 55S 000 ~
g0 855 g 1140 1235 1330 1425 ME Ui Smam =
Moy = el i Mew 0000 993.000 v
Togsdsy |7 i i) Nabel 0000 399000 o v
Wity © i 1) Curie 0,000 993,000 o v
Uiy i i Gauss 0.000, 939,000 v
Friday = m )
Saturday £ e 1

Timetable display

Scheduled break supenisions are displayed as little boxes between periods in the teacher
timetables.
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#

T Mew - Newton, |saac Time1nlluﬁe... - 0O =

|New | . H ﬁﬁm

School year 1792018 - 29.6.2019

When you right-click into the timetable and select ‘Period window’, you can adjust the layout as you
wish.
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2.7

3

"- Period window - Contents (fields) of a teaching period

B £ U Eentre.fields autormatically Type of names Zoam

- = = Horizontal (®) Short name B 1

= I Yertical () Full name
[] Start and end time . [] Use alias
[ Standard format 100 Font zize in %

Tupe of Timetable ' [] Break supery. minutewise

| Teacher v| Align fislds

id

orriaor

1Class

Bresk supervisions,

| | L

LESE0N NUMEr

ETRd-1Ex

ime reguest

(] Cancel Apply

Effect on cover schedule

Break supenisions also need to be covered. If an absent teacher would have had break supenision
duty, during his or her absence, a line of the type ‘Break supenision’ is created in the ‘Substitution’
window.

7% substitutions / Teacher

o 4E .
Subst. Mo, Substitutes Period  Subject  Class(es) Room  (Teacher) Type Substitution text  Signature  Stat. codels)  Counter canc.  Counter subst.

1 Y w1 PEB 4 SH1 e Substitution D

2 777 2 M b R2b Mew Substitution O

& 777 213 21 Mew O O

3 77 3 Ma, 2 RZa  Mew Vb Sttt e O

4 7 4 PH ah PL e Substitution O

5 5 M 3b — Mew Cancelled O

Cover Planning Express

The timetable provides the basis for all processes in school. It requires a lot of efforts to set up and it
is nice when it is finally finished. Howevwer, it is seldom executed as intended. Work must be
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3.1

performed on it every day. When a teacher is ill, a colleague takes part in professional development
or a class visits a museum, changes must be made to the timetable. Cover must be found for the
colleague who is ill, except for the class on the trip to the museum. The lesson of the colleague on
skills enhancement will not take place if it is the last morning period.

The timetable also provides the main basis for finding cowver staff. It can find out who is in the school
and is available. It knows who also teaches the class. It can also provide information on who can
teach the subject in the period in question.

It is a complex and fascinating topic. The Untis Express Cover Planning module is the result of many
years of experience in the field.

Example

1. Open the file DemoL.gpn, go to the tab 'Start' and click on the 'Cover scheduling' button.

==& FEKE|: Untis Express 2018 - demo - Test school DEMO - Tim

Start Data Timetables

I = ey T ) / -
TR UV 52 B E e W@y @ %
Classes Teachers Rooms Subjects Diagnosis Weighting Optimisation Manual Resetthe Suggested Multiple Settings Help Data entry Break Cover
scheduling timetable  swaps terms - topics~  wizard supenvisions % scheduling
Cwverview Optimisation -/

2. Click on the now displayed 'Cover scheduling' tab the 'Absences' button and select a day in the
school year from the calendar in the Absences window . Selecting the teacher short name
(Arist) marks the teacher Aristoteles absent for the day.

- = -~2EEB|

File Start Data Timetables Cover scheduling

@ @ fgh ClassTT ~ %
ég 5} Teacher 1T -
bstitutions Scheduling Cover

- dialogue O RoomTT ~ scheduling
Timetables

Calendar

-

19.9.2015 KA
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3.

‘. Absences / Teacher - O x

R & BEIe .
Fram-Ta ==
19.09.2018 -

e ale

Teacher [1] I Clazzes [EI]I Fooms [EI]I

Ahs. Mo, Teacher fram DOUMM - FROM g to DD TO peric Abhs. reas Text

3@!5!  19.09. 1 19.09. g

= Gauzz  Gauss
< Mew Mewton
<37 Hugo Hugo
=5 Ander Andersen

=

<3 Callas  Callas
<3 Mobel  Mobel
<3 Aub Rubens
<37 Cer Cervantes
<3 Curie Curie

Now switch to the Substitutions window by clicking on the <Substitutions> button. This will
show the open substitutions for the day.

- Substitutions / Teacher

e AE .

Subst. Mo, Substitute- Period  Subject  Class{es) Room  (Teacher) Type Substitution text  Signature  Stat. code(s) Counter canc.  Counter subst.
3a, 3k SH2  *Arist Substitution
e 2 1a, 1k SHZ  *Arist Substitution

PEG
PEG

7% 3 Ma - 1a Ria  Arist Substitution
L

3 T 1

777 3i4
777 4

1 Arist Break supervizion
1h Rib Arist Substitution

KOKJKEA
ooooo

W o W

Now a suitable substitution must be found for the 1st period. Click on the first row in the view
and then on the < Suggestion > button (black mortarboard). The suggestion lists the teachers
available for this period, and you can select a suitable teacher with double click.

]

<7 Substitute Suggestion

= 19.9. We-1 Anist/PEG/3a.3b

a Cover teacher suggestion [6).5upervizions [3).Rooms [7]

period block
permanant zubstitution

Cowver teacher suggestion [B] |Supe[\-‘i$i0ns [3]| Rooms [?]I

Mame Timetahle Period flag Subst  Cancellation Counter  Time reguest for an element or lesson  Yearly total  Codes

Curie .r1 2@
Callas | [ M| M 1 )
robel . JGRIGR 1 +3
Ander : :D-1 -+
vew || 3
co 1] | - E
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3.2

3.21

Instead of the three red ??? the selected teacher appears in the column 'Substitute’, a
substitution forh the first period is found and the process is finished.

The name of the selected teacher will be displayed in the "Substitute" column, and cover
planning for the first period is finished.

4. Once you have processed all substitutions you can select <Print> or <Print Preview> to print the

substitutions list, either for teachers or for classes.

Test school DEMO Timetable 201502019 Untis 2018
For demo and test only Walid from: 10 Cctober 2672017 922

Teacher 19.9./ Wednesday

New Newton

Subst. Mo,  Substiute Period Subject Classies) Room  (Teacherl Type Substitution text
a3 Mewy 2 PEZ 1a, 1k SH2  Arist Subst.

H UgO Hugo

Subst Mo, Substbute Period  Subject  Classfes) Room  (Teacher] Type Substitution te:xt
] Hugo 34 1 Arist Break zupervizion
Express Stundenglan 201852013 Untis 2018
Handhuch Gilt ab: 10, Oktober 10.3.2017 752

Klasse 3.9./ Montag Woche-A

1a Klasse 1a (Gauss)

Vie-me. Klasseln) Stunde Fach Werreter Raum  (Lehrer) Art Werretungs-Text  Unterschrift Statistik
3 1a 1 E Gauss Fia  Arist “ertr.
g 1a,1b 4 Sporthl  Mokbel Th2 Arist “ertr,

1D Kiasse 1b (Newton)

Wbk, Klasseln] Stunde Fach Werreter Raumn  (Lehrer] At wWerretungs-Text  Urterschrift  Statistik

5 1h 2 hiat Gauss Fib  Arist “ertr.
g 1a,1b 4 Sporthl  Maobel Th2 Arist Wertr.
Settings

Before you can work with cover planning you must first switch to the cover planning mode . In the
substitution time grid you can specify the time range in which periods shall be covered. You can also

define reasons of absencethat can then be assigned to the absence in question.

Activating cover scheduling mode

You can activate Untis Express cover scheduling via the <Cowver scheduling> buttonon the 'Start' tab.
The <Cover scheduling> tab which is only visible when you are in the cover scheduling modewill be
displayed to indicate that you are now in cover scheduling mode.
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3.2.2

& E KB |- Untis Express 2018 - demo - Test school DEMO - Tim

Data Timetables

[m = sl T (= / -

s B © 52 DE®E = @y ¢ B
Classes Teachers Rooms Subjects Diagnosis Weighting Optimisation Manual Resetthe Suggested Multiple Settings Help Data entry Break Cover
scheduling timetable  swaps terms & topics = wizard supervisions Y scheduling

Overview Optimisation

Start Data Timetables Cover scheduling
by g o S 1%
ég (5 Teacher T -
Calendar Absences Substitutions Scheduling Cover
- - - dialogue 5 Room TT - scheduling
19.9.2012 |EIEN Timetahles

Note:

Cover scheduling functions like an independent application within Untis. The screen settings in the
Untis mode and the cover scheduling mode are different. When you exit the cover scheduling mode,
the original Untis window settings will be restored and vice versa.

You can exit the cover scheduling mode by clicking on he <Cover scheduling> button once more.
Time grid

First you should specify in the time grid (button on the 'Data' tab) the period or time when
substitutions are required. In some schools it is normal not to provide cover for the last period in the
morning and the afternoon and to cancel the lesson instead.

Here you can activate those periods in which cower is generally provided at your school.
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3.23

L1 Time grid

| Substitute [+

E nitry:

Substitution

Cancellatian

1 2 3 4 5 E 7 a

200 255 S50 1045 11:40 1235 13:30 14:25

845 940 1035 1120 1225 1320 1415 1510
b orday * * * *
Tuesday * * * *
Wednesday  * ¥ ¥ ¥
Thurzday * * * *
Friday * * * *
Saturday * * * *

Cancel Apply
1 4

Move the cursor over the respective period of time (e.g. Mo-1 to Fr-5) holding the left mouse button
down and then click on the <Substitution> button.

Note:
If you still want to cover a canceld period you can enter it in the substituion window at any time.

Absence reasons

On the tab 'Cover scheduling' you can define reasons of absence with short name and full name.
Either you click on the little arrow below the <absences> button and choose 'Reasons of absence' or
you just click on the <Absences> button, then the respective window is opened with the pre-defined
window group.

A reason of absence (e.g. illness, further training) can then be assigned to each absence in the
Absences window (opened also by clicking on the right mouse button and by selecting 'Absences’).
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3.3

*“ Reasons of abse.. - [0 X

T ~1: MO

"- Absences / Teacher

Mame Full name D w & @ €4 B
IL liness

o Child Care FromTo

OF Orfficial

=E Skill Enhancement We

FD Field Day
EX Exco
SL

from DOMM - FROM petiod o DO KE
19.09. 1 19.09.

ild Care
g, OF Official
gy SE Skill Enhancement
gy FD Field Dray

By B Excursion

By 5L Special Leave

Calendar

Open the calendar by clicking on the 'Calender’ button on the 'Cover scheduling' tab. It gives an
oveniew regarding any numbers you need in scheduling covers. Select a day, enter days on which

there is no schooll or create messages for the day for cover scheduling.

Note:
As you are used to it in Untis, the windows communicate with each other, e.g. by selecting a date in

the calendar the absence window is set to this date, too.
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Selecta week
Overview
@ 21.9.2016 Wednesday “— [ 2] =z

wvalid for [day: Dai

Enter days without lessons

The calendar has the following layout:

Enter daily comments

Calendar wesk |/ T 2092006 -
Date | Day Ahbe Teach. |Subsz. | Uncover Abe cla. Releaze Blocked rms. Foom repl. Uneyrd rooms Daily comments| Tea. clash | Room
188, Mo 1 4 1] 1] 1] 1] 1] 1] 1] 1] 1]
208, | Tu 2 7 i a a a i a a a a
218 |We 1 3 ] ] ] ] 1] ] ] ] ]
228, | Th 1 a i a a a i a a a a
239 |Fr 1] 1] 1] 1] 1] 1] 1] 1] 1] 1] 1]
249 | Sa i a i a a a i a a a a
259 Su

( j | m

9 Daily comments (0] Calendar day ] 3

e The date is selected in the section at the top.

¢ In the centre section you see an ovenview of the substitution and cover situation and you can select

a specific day.

By clicking on the little black arrow at the bottom left the lower section is opened.

¢ In the lower section on the tab ' Daily comments' you can create and edit comments regarding

time or time periods.

e On the tab ' Calendar day ' you can define non-teaching times.

Details window calender

The details window show the following information for each day:
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3.3.2

2

#% 249.2018 Monday / Term1 {19.9.-30.6.)

Calerdar week 33 D [24092m8

Date Day Abg Te. Subz.  Uncove Absz cla Releaze Blocked Foom e Uncwrd Daily co Tea. cla Room cl

249 Mo 1] 0 0 0 0 0 1] 0 0 0 0
2589 Tu 1] 0 0 0 0 0 0 1] 1] 1] 1]
29 We 1] 0 0 0 0 0 0 0 0 0 0
279 Th 1] 0 0 0 0 0 0 1] 1] 1] 1]
289 Fr 1] 0 0 0 0 0 0 0 0 0 0
239 Sa 1] 0 0 0 0 0 0 1] 1] 1] 1]
309 Su

Abs.Teach. ...the number of absent teachers

Subs. ...the number of substitutions resulting of the absences

Uncovered ...the number of still uncovered substitions which need to be covered
Abs.cla. ...the number of absent classes

Release. ...the number of releases as a result. These are periods in which teachers are available
(released) due to the absence of classes.

Blocked rms ...the number of blocked rooms
Room repl. ...the number of room replacements as a result

Uncwd rooms ...the number of uncovered room replacements which are still to be found for the
alternative room

Daily comments ...shows the number of daily comments entered on the respective day

Note: uncovered substitutions
Not yet cowered substitutions are also displayed in red.

Daily comments tab

You can use a Daily commentst to add additional information to the substitution lists. The daily
comments can be displayed in all substitution lists or you can restrict them to either teachers or to
classes. You can also send texts just to certain classes or teachers.

Proceed as follows to enter a daily comment:

1. Select the elements for which the daily text is to be output in the Type' and ' Elements'
columns.

2. Then click on the button displayed in the right of the daily text column to open a window allowing
you to enter the daily text.
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3.3.3

- B 719,918 Daily comments
bl Daily comments [0 Calendar day
- - B K U
Type Elements  walid for [dayz] [raily text =
Teachers All 1 % |

3. The daily text will now be displayed in the corresponding lists.

Daily comments for all

Class 19.9. / Monday

Today the kitchen is clozed

Examen preparation!

Daily comments for
classes

b Class 2b (Andersen)

Subst. Mo, Classies] Period Subject  Substiuie Roon

296 2h 1 DE

Daily comments for
teachers

Teacher 19.9.f

Today the kitchen is closs

Don't forget the conferencel

—-— Cancellations

Subst. Mo, Substibute  Period  Subject  Classies) Room  (Teacher) T
2496 Y 1 DE Zh F2h Callas S
287 s i-4 AR 4 Callas S
9 - 7.3 AR - Cales O

Gruber & Petters Software

Calendar day tab

Y

Rk

On the tab 'Calender day' you can either set the whole day as a non-teaching day or only certain
hours. In non-teaching times no substitution is generated.
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| Daily comments (0] Calendar day [

YWednesday 19.9.2018

R egular school day
Public holiday
Mo lezzons

Only these periods free of leszons

Femarks

The remarks (for the day) field is dedicated to reminders for the substitution scheduler only, i.e. it
cannot be printed.

34 Substitutions window

As soon as an absence is entered, the substitutions window immediately displays the resulting
substitutions. You can open the substitutions window either via the context menu (with a right mouse
click) or via the <substitutions>button on the 'Cover scheduling' tab.

/T

4 — Substitutions / Teacher

X AE -
Subst. Mo, Substitute  Period  Subjecls Class(es) Room  (Teacher) Type Substitution text  Signature  Stst. code(s)  Counter A
3 s 304 Ard Cer Break supervision |:
319 Y 3 CE 2a R2a Cer Substitution [
320 Y 4 Er 3a F3a Cer Substitution S
M3 Y 1 HI 1h Rk Ander Substitution [
322 Y 1 LIS 2h R2h ey Substitution S
323 Y 2 LIS 3k Fa ey Substitution [
314 Y 3 LIS 4 F3a *Ancer Substitution S
M7 Y 1 Bl 1a BE] Cer Substitution [

ey ] Y 2 Bl 1h Rk Cer Substitution S
324 Y 3 PH 3a PL ey Substitution [
323 Y 4 PH 3k PL ey Substitution Y
£ >

Besides the date and lesson period, the substitution also displays the elements involved in the
substitution (subject, class, room). The '(Teacher)' column contains the name of the teacher who
would normally be taking the lesson and the 'Substitute' column contains the name of the substitute
allocated to the substitution.

You can also enter a substitution text of your choice.

When the substitutions are printed out, the substitute can use the initials field to indicate that he/she
acknowledges the substitution.

Type of substitution

This column indicates the type of substitution. It cannot be edited and serves purely informational
purposes.

Substitution

This is a "normal"substitution
, i.e. the period of an absent teacher will be covered by another teacher.
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Supervision

Supervision takes place when a teacher supervises a class whose teacher is absent in
addition to his/her own regular lesson (please refer to chapter"Supenision suggestion"

)

Cancellation

A lesson where no cover is provided for the absent teacher is designated cancelled.
Release

A release is a period where a teacher is made available (released) due to the absence of a
class that he/she would normally have to teach.

Room.repl

If a replacement room needs to be allocated to a period instead of the room originally
scheduled, this is a Room replacement (please also refer to chapter'Room replacement"
)-

Special duties

A special duty is understood to be a lesson that needs to be held at short notice and which
can be entered in theScheduling dialogue

or directly into the timetable (please refer to chapter"Special duties"

)-

Shifting

This entry indicates that a lesson period was relocated here from another period (please
refer to chapter"Shifting periods"

).

Swap

A swap of two periods (please refer to chapter"Swapping periods"

).

Teacher swap

A teacher swap occurs when a teacher is allocated in a period when he/she also has a
lesson and this has to be taken by another teacher.

Contrary to absence

A teacher is allocated to a substitution although he/she is absent..
Processing substitutions

After absences have been entered, substitution rows will be displayed in the substitutions window
that need to be processed individually. You have the following possibilities, which are explained in
detail below:

Cancellation
Substitution

Supenvision
Room allocation
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3.41.1

3.4.1.2

Cancellation

There are two types of cancellation: there is the substitution type 'cancellation' and the <Cancelled>
button in the substitutions window.

Substitution type

The 'Cancelled' type designates a lesson where there is no cover for the absent teacher and which is
therefore cancelled. You specified in the substitutions time grid when cover should by default be
provided and when periods should be cancelled. It is therefore possible that certain lessons are set to
'cancelled' immediately after an absence is entered.

Button

The <Cancelled> button allows you to change any open (i.e. not yet processed) and any already
processed substitutions to 'cancelled".

El

Note: Cancellation -> substitution
If you wish to change a cancellation back into an open substitution, click once more on the
<Cancelled> button.

Substitution

There are three ways of adding a substitute to an open substitution :
e Simply enter the desired substitute in the 'Substitute' column.

e Select the substitute from a drop-down list.

K= E3E .
Subst. No.  Substitutes Period  Subject  Class(es) Room  (Teacher) Type Substitution text  Signature  Stat. code(s) Courter canc.  Counter subst,
300 B [~ Bl 1a Rla  Cer Substitution O
305 - ihder ith'Ten 2 R2b  MNew Substitution O

<7 Anst riztotle —

]

295 = Callss  Callas 1h Rlb  Ander Substitution O
301 <3 Cer Cervartes b Fib Cer Substitution ]
306 <7 Cuiie Curie 3 Ra  Mew Substitution O
a07 o Gauss  Gauss 3 FL New Substitution O

7 Hugo  Hugo - o
302 <3 New Mewtar Za R2a Cer Substitution
297 <37 Mobel  Mabel 4 R3a  *Ander  Substitution O
304 <3 Rub Rubens A2 Cer Break supervision O O

?

203 ;e 3 R3a  Cer Substitution O
308 e 4 FH 3 FL Mewy Substitution O
309 + [ FEB 4 SH1  *hew Perzonal studies O

¢ Howevwer, in most cases you will want to access additional information. The substitution suggestion
is the ideal solution for this.

=)
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3.41.3

3414

This function suggests a list of possible substitutes. As you see, for the current substitution Callas,
Curie, Nobel and Cer are available as substitutes. Double clicking on the name adds the desired
teacher as substitute.

The individual fields in this list are explained in detail in the chapter on ' Substitute Suggestion'.

Supervision

You will find the <Supenvision> button in the top left of the substitute suggestion window. When this
button is activated, all teachers will be displayed who are available for supenision, i.e. who hawe a
lesson in the current period.

h = Suggestio m|
* 19.9. We-1 Cer/BlH1a

« Cover teacher suggestion [3).Supervisions [5).Rooms [5)

period black

permanent substitution

Ciorver teacher suggestion @ noms [5] |

Mame Timetahl Period fla ancellation Counter Time request for an element orlesson Yeatlytotal Codes

Callas | X LSTEY @@
Curie : :5 =
Gauss:____:1 E

You will find more details on this in the chapter ' Supenision suggestion'.

Room replacement

If a room is blocked, another room must be allocated in its place. You can use the <Allocate/Delete
this room> button to find a suitable replacement room for the lesson. The highlighted room can be
added to the list with a double click or with the <Allocate rm.> button.

Bigosture  Stat. codes)  Counter canc.  Counter subst.
207 o 3 A 4 R3 B Allocate/Delete this room x
302 777 3 DE 2a F2 Lessons: 82 We3 Apply to
304 777 30 ar + single pesiod
303 777 4 EN 3a R3 period block
308 777 4 PH 3h PL
300 2 1 Bl 1a 1| Fi38. Class Room 3a
295 Callas 1 HI 1 R [ Alacate additional room
305 Curie 1 M, Zh | o e e n
301 Curie 2 B 1h R1|\[Uas| Tescker | Feom | Classies] oo :
309 + 6 PEE 4 H g2 Ander R3a 4 € N Rm. Alt.liFl]m Al HIEIRm Doc[gmd - ”
SH1
SH2
WS
Tw
HE1
Rla v v
Rib v '
Rza B4 v "]

v Allocate m. Llose
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3.5

The room allocation dialogue allows you to display and select already occupied rooms, too.

-
B ' Allocates/Delete thiz room

L

S|

Leszonz 73 Tu-d

Horme room: Fla, R1b
SHZ, Sports Hall 2

Current zelection of lezsons

Teacher |Room | Clazs[es)

Alza show occupied raoms

Axnailable rooms

Apply to
@ gingle period

Fim.
Rib
RZb
FL
WS
T

Azt [SHZ]1 1alb €
Rub SH1  1aib

X HE1
SH1

O ptionz

Lez. 94: 2a,2b, Mew, Ga, R2a

Al B | Al HRm | Dccupied
v
d

,

Clazhl Room RZa iz already in uze on the 20.9. in peniod 4.

@ Do not schedule the raom
(1 Schedule the room with a clazh

(1 Schedule the room without clazhes [creates a room substitution)
= 5 e o I B

Selecting an occupied room results, quite naturally, in a conflict, which you can resolves with one of
the proposed options, as illustrated in the figure above.

Suggestion

This function opens a list of possible substitutes with the 'most suitable' candidates at the top of the
list. A substitute can be selected by double clicking on his/her name .

Tip: Displaying/hiding columns

Clicking on the header row in the Substitute suggestion window with the right mouse-button displays
a context menu in which columns that are not required can be hidden. You can use drag&drop to

change the order of the columns.
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2] Vertretungsvorschlag - 0O x I
= 19.9. Mi-1 Arist/SportM/3a,3b

- ¥ g hlage (4).B [3).Raume (7]

‘Wertretungsvorschlage [4] | Betreuungen [3]| Fiaume: [?]I

MName Stundenplan Merker zur Stunde  Wertr.  Entfall Z&hler Fach Zeitwinsche zum Element Jahres-Zahler Kennzeichen

7] @i
+3
-3
-3

Curie
Hobel

The 'most suitable' candidate is the teacher at the top of the list. The order is determined based on
the following criteria.

Period flag
The period flag is an indicator representing how good the substitute matches the teacher's timetable.
It defines the 'gap' to the next 'regular' period.

Period flag x:

The teacher concerned was released due to an absent class and instead of his regular lessons he
would have a free period.

Period flag 0:

Non-teaching period between two lessons.

Period flag 1:
The period to be cowered is directly adjacent to a 'regular’ lesson.

Period flag 2:

There is one free period between the period to be covered and the next 'regular' lesson.
Period flag 3-8:

Similar to period flag 2.

Period flag 9:
The teacher has no lessons on the respective day. Therefore the 'Period flag' is highlighted in red.

Counter
The counter is a total made up of substitutions and cancellations.

Substitutions that the teacher has performed are set off against lesson cancellations (e.g. resulting
from class absences). You can choose the period to be taken into consideration in the settings. The
number will be negative, if cancellations outweigh substitutions. The candidate has a 'substitution
deficit', the counter is displayed green meaning that he/she can be deployed in substitutions.

Yearly total
The year total functions in a similar way to the counter. The period taken into consideration here is
the school year.

Substitutions, Cancellations

Substitutions and cancellations, which are the basis for the calculation of the counter, are displayed
separately in these two columns. This allows you to consider the numbers separately when making
up your mind about the substitution.

Last week
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If a substitution was performed in the previous week by a teacher from the substitute suggestion, this
will be displayed green in 'Last week' column and marked with a check sign.

Class
A class symbol in this column indicates that the teacher concerned teaches the class.

Subject

If you see a book symbol here, the proposed teacher teaches the subject of the open substitution.

Supervisions
This column displays the number of supenisions in the month (please also refer to the chapter
'Supeniision suggestion' below)

Time requests
This is where any time requests of the substitution candidate are displayed.

Periods / day

This field displays the periods for the proposed teacher on the respective day.

Points

Points are awarded for each criterion (period flag, counter etc.). These are penalty points meaning
that the teacher with the lowest number of points (most negative number) is the most suitable
candidate.

'Timetable' column
This column enables you to graphically check the qualifications as a substitution based on the
periods to be cowered (framed) in the timetable.

& Vertretungsvorschlag

+* 19.9. Mi-1 Arist/SportM/3a.3b

v hlsge (418 Gesamte

Spaltenbreite

Vertretungzvorschlage [4) | Betreuungen [3) I F&ume (7] ]

mwe Werr. Entfall Zahler Fach Zeitwlnsche zum Element Jahres-Zahler  Kennzeichen

"] wiE

Klasse(n)

Raum

Rechtsklick fiir Inhalt
der Felder

Breite der
Stundenplanfelder
verandem

You can widen the whole column in order to be able to see more periods at once or you can adjust
the width of the period window. By clicking the right mouse button you can also select what kind of
information should be displayed in the fields.

Supervision suggestion

In the case of some lessons the absent teacher is not to be substituted by another teacher who is
free at the desired time but by a teacher who teaches in the respective period. This is a supenvision.

A version of the substitute suggestion is the supenision suggestion. This tool displays those
teachers who are teaching during the respective period and who thus in principle are available for
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supenvision.

L

| ‘ Substitute Suggestion

= 199 we-1 Ander/HI/1b

« Cover teacher suggestion [3).Supervizions [6).Rooms [5)

Cowver teacher suggestio omz [5) I

F’ Supervizions [B] | R

- A — = . .
Mame Timetable Period ancellation Counter Time request for an element or lesson Yearly

Callas X STEY
Gauss 1
Curig 5

This requires somewhat different information than the conventional substitute suggestion :

1. Room: the room where the teacher is currently scheduled to teach

2. Subject: the subject taught by the potential supenvisor
The other fields are identical with those in the substitute suggestion.

If you are choose a supenisoer (by double clicking), you will be asked which option you would like to
choose.

Cuestion >

Teacher Cer iz already buszy on the 19.9. in penad 1.

Les. B3: 1a, Cer, Bl R1a

Options

Do not schedule the teacher
Teacher holdz the leszon az well as the cover [supervision).
Cover for the teacher in hig regqular lesson [creates a substitution)

3.5.2 Automatic substitution optimisation

You can process all uncovered substitutions automatically just by clicking the <Automatic> button in
the substitutions window .

The upper section of the window provides an oveniew of uncovered substitutions.

The "Select the desired method" option allows you to choose whether you wish to process all
uncovered substitutions or only room replacements.
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Vertretungsautomatik >

affene \ertretungen
10 ertretungen

2 Raumvertretungen

1 Paugzenaufs. Wertretungen

Auzwahl der Methode

Alle [bester Wertreter des Worzchlags] -

R aurnvertretungen [nur Auzweichraume)
Start Vertretunazautarmatk,
Alle [bester Wertreter des Vorschlags)

Yertreter statt: Lehrer [Fach / Elagzeln]]

You can start the automatic substitution function by activating the appropriate button.

You will see the message "OK" as soon as automatic processing finishes and you will see the
number of remaining uncovered substitutions in the top section of the screen.

During the automatic substitutionoptimisation the teacher at the top of the substitution suggestion
list and thus the one considered the most suitable substitute will be allocated. Only alternative rooms
will be allocated as room replacements. If there is no suitable alternative room, the room replacement
will remain open and you can look for a free room in the room allocation dialogue.

Entering absences

An Absence is the absence of one of the three master data elements teacher, class or room (in the
latter case blocking would be a more accurate expression). The absences window is used to enter
and edit absences. You can open the absences window via the 'Absences' button on the 'Cover
scheduling' tab or or via the context menu displayed when you press the right mouse-button.

Use the tabs in the center section of the window to set the type of element which you want to set as
absent, i.e. teacher, class or room. You can also select the date using the little arrow.

Note: Selecting a period of time
Via the button with the calender symbol or the 'Settings' you can select the period of time for the
absence window: either day, week or a self-defined period of time.
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i =

@ Absences [ Teacher E'@

TR & & -
Fram-Ta :

22092016 =

Th T

Teacher (1] l Clazzes [0] ] Rooms (0] l

Abhs Mo, |Teacher |from DDoMM- |FROM period  [to DDMM - TO period | 8bs. reason | Text
2 [New || 2209, 1 25.09. IL

Our example shows an absence for teacher Guass, who will be absent from the first period on 5
September to the eigth period on 11 September. The reason for his absence is Of, i.e. official. A free
text can be entered to describe the absence in the Text' field.

The effects of absences are seen in the timetable immediately after they were entered. You also can
see where substitutions are still required.

-

@ 4 - Class 4 (Maobel) Timetable {Cla-V1} o || B ER

[ R dEAsl@R)e | &-eE

19092016 » — - 2492006
Mo @ Mew - Mewtan, Isaac Timetah... E@
1 | PEG. New [ |2 | Bl @ o5 ||B|N|& | E
- CK 19092016 ~ — -2492016
3 HI
4+ | DE Mo | Tu | we | Th | Fr | Sa
2 A DE 1 4. » 23 | 26 | 2
- AR 2 | z2n 2 | 2 | 2
- FEG, 3 | 2a 23 | 2a | 2%
il FEG, | ab | z2b 2z | 28 | 2=
8 a0 | za b | 2=
B 1
L-Mo. | Tea. Subj. Rm. Cla. | Specialte 7 A
74| Curie, PEG, 8HZ 4 8 4
+3 Mew PEB,SH1 4 _
L-Mao. | Tea. Subj. Rm. Cla. |Special text
74 Curie, PEG, SH2 4
Mew PEB, SH1 4




118

3.6.1

Note: Different types of absence
The absence of a teacher results in substitutions and cancellations , the absence of a class in

releases for teachers and the absence (blocking) of a room in room replacements .

Entering absences with the element-rollup

The element-rollup, which can be applied by clicking on the 'Element-Rollup' button can be used for
entering absences, too. This allows you to enter several absences at once.

P

@ Absences [ Teacher

Y ;
Fram-To § Surname | Text
EL09206 i Ander | Anderzen

Tu AR

Callaz  Callas

Teacher [1] l Clazzes [0] ] Rooms (0] l Cer Cervantes

=
% Azt Ariztotle

Ak | Teacher fromm DD M | FROM pefto DD MR T maternal
3| Mew: 20009, 1 /23.09. Fauss
Hugo Hugo
M ewtan
Fiub Rubens
Drag&Drop
4 [ P

Filtering and printing absences

The contents of the absence window grid view are basically printed as displayed on the screen. This
means that column and row order is retained.

Filtering

There are three different ways to filter in order to obtain exact information from a large number of
absences:

¢ Filtering by element (1)
¢ Filtering by period of time(2)
¢ Filtering by reason of absence (3)
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Settings

= Day
iwieek

i From-Ta

- | Reason of absence
Fram-To -
LA £/ Eveuson o
we /7 less
] gE ::j gEiiIIC?Lhancement
Ahz Mo, = atm CCr ik ' "’- petiod  to DDMM - TO petiod  Abs, resson Text 5 Q¥éispeciallfeavs
3.7 Events

You enter an event when one or several classes are out for an activity such as an excursion, ski
courses,....etc.

Note:
Always create events and no absences for classes!
" This is very important when working with WebUntis.

3.71 Create an event

Go to ‘Events’ under ‘Absences’.

File Start Data Timetables Cover scheduling
B 5 B 20T %
ég 5 Teacher T =~
Calendar Absences Substitutions Scheduling Cover
- - - dialogue  Uf Room TT - scheduling
19.9.2015 KIS b=t Absences Timetables

Reasons of absence

Enter the class, the teacher and the reason in the window.
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]

7= Event / Teacher

EX TiaEHE .

From-Tao

19.09.2018 ~ i

Wie PR

Ewvert-nr. Class ClL-Fr. Teachet Room  from DOMM FROM period  toDDMM TOperiod  Abs.reason Text  Count

11 1a Callas | | 14,08, 1 19.00. g N

Note:
Events which take place seweral times a year can be copied and pasted

In the substitution window the consequent substitutions, releases and cancellations are shown.

e A .|| B iR Eas | e i@ Eas B
Subst.Mo. Substiiute- Period Subject Classtes) Room (Teacher) Type Substiutiontext Signsture Stat.coders) Courercenc. Couttersubst. A 17032018 |5 2232018 1709208 | -2232m8
T 77 w1 STEY Calles  Standl ] |
305 e 3 DE 2b R Callas Substt O WMo | Tu [we | Th | Fr | Sa
200 Ander 7 (1a) —-  ‘Ander  Reles: O [1] RE | RE [ DE | DE
02 ander 8 (1) —  ‘srder  Reles: ] [2] €| £ [PEB] DE [ MA [ hia
1 Calas 18 1a Coles  Evert m} O [2} & | ® [DE|PH |EN [ EN
298 Cer 1 (1) —  cer Relea: ] [} 8 2 [H [ [wmu]res
27 Geuss 2 18 - Gauss  Relest 0 Llels CH. Hi
298 Nobel 3 (la) Nobel Releas O v 5] -
Tlal g e
< > -y @ @
B AR ™

L-Ma. Tea. Subj Rm. Cla. Specialt
+3

Events for student groups

Often not the entire class takes part in an event, but only a part of it. When a class is split in two
groups in a lesson, Untis indicates this by the means of student groups. When you define an event
and enter the student group, only the ‘right’ teacher is released.
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@ Substitutions / Teacher - O
Ko &
Subst. Mo, Substitute  Period  Subjecl Classies) Room  (Teacher) Type Substitution text  Signature  Stat. codes)  Counter canc.  Counter subst.
11 Rub 1-8 1a, 1b Rub Event O O
295 Ander 1 (b} - Ander Release ]
308 Ander 7 (1a) - tander  Release ]
309 Ander g (1a) - tander  Release ]
299 Arist 4 (k) a Arist Release O
307 Callas 4 (1a) - Callas Release ]
304 Cer 1 (1a) - Cer Release ]
297 Cer 2 1 e Cer Releaze [}
301 Curie 7 (a, 1k - *Curie Release ]
303 Curie g (a, 1k - *Curie Release ]
305 Gauss 2 [1a) - Gauss Release |:|
300 Gauss 7 1k - *Zauss Release |:|
302 Gauss ] (k) = *Gauss  Release O
*L. Event / Teacher
p— .
ER The .
From-Ta
19.092018 ~ E~
‘e ERY
Event-nr. Class Cl.-Fr. Teacher Room from DD M- FROM p to DDMM - TO per Abs. reason Text Count
1 1adb Rub 19.09. 1 19.09. 3

Scheduling in the timetable

You can perform the following cover planning functions directly in the timetable:

Mowve

Swap periods
Cancellation

Special duties
Room allocation

Moving periods

Individual periods can be mowved using drag&drop in the same way as in the timetable modus.

Empty green fields mean that a move to this position is possible without creating a clash.
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% 1a-Class 1a [Gauss) Timetable (Clal) ﬂ |]

|‘Ia - :@ ﬁﬁ*—f‘ .:1 @”@ =v =

2409208 -~ % -299.2M8

Mo | Tu | We | Th | Fr | Sa
1 EM | MA MU | MA | BI
2 | mu | En |*PEG.| DE | RE | EN
3 B | AR | MA | EN | EN | ma
4 |*PEG.| AR | DE | MA | DE
5 TX DE X | DE
6
7 Ds.
8 DS. *PEG.

n
=
=

Tea. Subj. BRm.  Cla. Special text

If you shift a period using drag and drop, the mowve will be displayed in the substitutions window. In
the example, the religious eduction period for 1a was moved from Tu-5 (25 September) to Th-6 (27
September).

The lesson on 9/25 is
cancelled ...

* Substitutions / Teacher

= d3E

ISuhst Mo. Substitutes Period  Subject  Class(es) Room  (Teacher) Type Subztt

1 5 RE 1a —-  Nobel  Cancelled

#= Substitutions / Teacher

= HE

Subst. Mo, Substitute  Period  Subject  Class(es) Room  (Teachet) Type - Substitutiontext Signature  Stat. codels) Courter canc.  Cournter subst.

2 Mokel [ RE 1a Rla  Nokel Shifting B ecaucelitias ] |
shifted on 9/27

Moving part of a coupling

If a teacher from a coupled lesson with 2 or more teachers is to be moved, you can perform this in
the teacher's timetable. The example shows how PE for boys with teacher Rub was mowved out of a
coupling of Rub and Arist from Th-7,8 to We-6,7
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#

“7 Rub - Rubens, Paul ﬁmetahlen_ﬁu[)i...

|Hu|:u ~ @ = A &
24.09.2M8 -~ % -2389.2018

Ln=ch
2027

Mo | Tu Th | Fr | Sa

d3a

L-Mo.  Tea. Subj. Em. Cla. Special text
T5* [Ruk, FEB, (=H11) 2k, 2a)
Arist, PEG, (5HZ) 2h, 2a

Arist with PE girls remains at Th-7,8. This is displayed accordingly in the substitution window as well
as in the teacher and class timetable .
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% Arist - Aristotle Timetable ﬁean}uj}

|

=0 2b - Class 2b (Andersen) Timetablei

B - @ dRs Blse || P R N
240920018 ~ % -29.9.2018 24092018 ~ % -29.9.2018
Ung
”:;gh Mo | Tu |we | Th | Fr | sa 1;13: Mo | Tu |We | Th | Fr | Sa
1
mJ | DE | PH
DE
3 BI BI
AR
4 PH | DE | HI
5 MU | HI | *CH.
6 FEB
T FEB |*REB.
8 *REQ
& I -z 2 2 2 L-Mo. | Tea. Subj. Rm. Cla. Special text
75*  (Rub, PEB, (SH1})  (Zh, 2a)
T . : : Atist, FEG, (SHZ 2, 23
4
g B £ o
L-Ma.  Tea. Subkj. Rm. Cla. Special text
75t (Rub, PEB, (SH1Y) 2k, 23
arizt PEG, (SHZ)  2b, 2a

3.8.2 Swapping periods
The green background in those fields of the timetable which are not empty indicates that you can
perform a swap. Then you will be asked which activity should be carried out.
"1 25 - Class 2a (Ingu B = Question %
2a - E 'a ﬁ = >') ‘What do you want to do on the 28.9. in the 4. perod?
El 292018
Les. 48: 2a,
hio We [ Th Fr | &a
1 DE
2 *PEB hA Optiohs
3 Loc] P EN EM #) swap with the period already in place
! Drag&Drop *PEB ) oy shift e period to that place
HI
B
7 TH.
7 e
LMo, Tea Subj Rm.  Cla. Specialt || @ sypstitutions / Teacher _
" R= A
Jhet ho btit gt D bie = = bstiution text  Signsture  Stat. code(s) Counter canc.  Counter subst.
35 Callas ~ |1 i} 2a Nobel Swap O O
< > 2
The swap performed will also be displayed in the substitutions window.
3.8.3 Cancelling periods

If a period is dragged into the timetable details window and "dropped" there (similar to unscheduling
in the timetable mode) the period will be cancelled.
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7L Za-ElassZE{n_u Ti. -

|2a - : @ ﬁ ﬂ = }3
24092018 | = -2992018

Mo | Tu | We [ Th Fr 5a

1|mMa | Bl |RE [ RE | OE | DE

2| PH | WA |*PEB| DE | MA | MA

3| EM | EW | DE | FH | EM | EM

4 |*PER MU (*FEB
5 HI

B

7

5 TH.

L-Mo.  Tea. SubjRREm. Cla.  Specialt
48 Nobel, RgER2a  2a

‘ Drag&Drop

]

3.8.4 Special duties

A special duty is a lesson that needs to be held at short notice.

You can open a context menu by clicking on the right mouse-button and then select the 'Special
duty' option.
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<7 Callas - Callas, Maria Timetable rrea.:hl]

|I:allas | B A s .g; &~
% - 29.9.2018

Tu | We | Th Fr 53

=]

=
=
[}

2bh | 2h | A H
_— 1h 1a 2h
Settings

Periad windaow

- Allocate/Delete this room

— R iod
pecial duty / Change periac

bl

ol || | = L3 R —

Timetable penad: standard format

n
=
=
ol

Text abaut the substitution
Students M.

Tirme range: week

Copy in HTML-format
| fea-V1 - Teacher 1 \TI

You can now select all the elements for the special duty in a separate window.

Special duty: 249,72 x

Callaz,

Clazsz

| Clazzes: 1 1a

Teacher

IEaIIas - w Only available teachers

Subject

I - Only subjects of the teacher

Room
I - Only free rooms
I - Student group
| | Teut
Mew teacher | | Q. | | Caticel

The special duty is now displayed in the timetable and in the substitutions window.
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3.8.5

3.9

)

Room replacement - room change

If a room was blocked using the absences window (marked as absent) the uncovered room

substitutions can also be processed in the timetable directly via the <Allocate/Delete this room>

button.

You can also use the same button to perform any room changes and room swaps.

4

b
3 &)

2a - : }3
24092018 ~ | ~all23.9.2018
Mo | Tu | waf| Th | Fr | Sa
1]ms | Bl | |RE | DE | DE
2| PH MAﬁEE DE | MA | MA
3lEN | EMTDE | PH [ EN | EM
4 |*PEB| GA. | HI | BI | MU [*PEB
5 CH. HI
B
! AR TH
5 .
L-Mo. Tea. Subj. Rm.  Cla. Specialt
B0 Cer, EM, R2a 2a
+3
£ >

Please refer to chapter ' Room replacement' for more details on this feature.

Scheduling dialogue

Substitutions can be processed in the substitutions window , in the timetable or in the scheduling
dialogue. All functions available in the timetable can also be applied in the scheduling dialogue.

Open the scheduling dialogue via the scheduling dialogue button on the 'Cover scheduling' tab or via
the context menu displayed when clicking the right mouse button

The scheduling dialogue shows the timetable of a week, either from the class or from the teacher
perspective. The selection menu for classes shows the classes where uncovered substitutions still

need processing.
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e Scheduling dialogue

R2~2E F QR .

Clazs(es] | Teacher I

I'I a (%] - | Mame
24.03.20018 -~ : Wieek-1
1 2 3 4 5 B 7 5]

249Mmo0 Cer  Arist Rub Curie  Curie - - -
2590y Arist | Rub  Gauss *Arist - - -

268.0e | Cer Gauss MNobel Callas Ander. Ander,
27 8.0Th | Rub Callas Gauss  Arist | *Arist - - -
2889.0Fr Gauss *Arist. | Rub | Arist Callaz Callas
2989/5s | Rub | Arist Gauss Nobel

30.9.55u

Editing the timetable details window

A special feature of the scheduling dialogue is that the timetable details window can be edited. This
allows you to edit uncovered substitutions (including room replacements ) and also to create special
duties .

Example:

1. Activate the respective period.

2. Enter elements in the details window.

3. The special duties period will now appear in the scheduling dialog, in the timetable and in the
substitutions window.

"‘ Scheduling dialogue - o x
% scheduling dialogue - O x ¥=2d @A .
A PR . Class(ss) ITEachEll

Class(es] | Teache | fa @ |~ MName
B @ [~ HName 2092008 v | 2 Week1
24092018 v | 2 Week- T2 3 4 s 9 7 | 8

248Mo  Cer | Arist | Rub | Curie  Curi
1 2 3 4 5 7 8
. . 2589/Tu  Arist  Rub  Gauss * Iarist
249M0  Cer  Arit Rub  Curig - - .

2690 Cer Gauss allas
258./Mu  Arist  Rub  Gauss *Ari - - -
27 84Th  Ruhb e Arist *Arist -
2690 Cer Gauss Mobel  Calla Ander. Ander u uss | A d 24092018 - -2392m8

Arist. Rub Arist
2748./Th  Rub Callas Gauss Arist *Arist

1 st -Aristotie Kb, - @ x

st -t @ gmf

= Arist G Mobel
289.Fr Gauss *Arist. Rub | Arist Callas Callas L il e B ol [ Mo [Tu [we [ Th [ Fr | sa
0,905 *
299/%a Rub  Arist Gauss| Mobel i | T ] 4 J1a|*8a| ® | X | 1b
A 7| 1a 20| 4 [*1a | 1a
g —
LMo, Teacher Subject Classfes] Foom  From 3 | 1b | 1b 1h | 1h | *3a.
1296 Avist 177 1a 4 |*2h. 1b | 1a | 1a |*2Zh.
Mo, Teacher Subject Classfes] Room From to Stat o 1a 15
la x I T o
7 *3a
<
g ] =

% Substitutions / Teacher

ext Signature  Stat. cocde(s)  Counter canc.  Courter subst.
) O
-

Cancellations in the scheduling dialogue
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You can cancel a period using the cancelled button. You can reverse the cancellation by pressing
the cancelled button once more.

You can cancel parts of a coupling by clicking on the coupling line and then activating the
<Cancelled> button.

Pl

~= Scheduling dialogue
i :
O.XEE .

azz(es] | Teacher I

I'Ia @ ~ HMHame
24.09.2018 ~ : Week-1
1 2 3 4 5 5] T 8

249Mmo Cer  Arist Rub  Curie  Curie - - -
25890Tu | Arist | Rub  Gauss *Arist. - - -

268902 Cer  Gauss MNobel Callas Ancer. Ander,

2789.Th  Rub  Callas |(Gauss Arist | *Arist. - - -

2390Fr Gauss *Arist. Rub @ Arist Callas | Callaz

28990558 Rub | Arist  Gauss | Mabel

30.9.55u

LMo Boom  From  to Stat codefz]  Test  Students | Student group

3.10 Printing substitutions

You can print substitution data either from the Substitutions window or from the Scheduling dialogue
using the <Print> or <Print Preview> buttons.

Date
First select the day for which the list is to be created via the calendar.

You can make various print settings in the pprint selection window:
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Print selection *

Teacher: 10410

Selection
E dit printot

Type of list
Teachers -

Frint only if changed after. .

01.01.1970 Dv| |n1:nn:nn & Today

POF

POF Generate a single file
Selection

The Selection option allows you to restrict the output to specific classes or teachers.

Type of list
Use type of list to select whether the output should be made for teachers or classes. This
determines whether the list should be sorted by teachers or by classes.

Page setup

The page setup option allows you to define margins and font size.

PDF

Instead of printing the list you can also generate a pdf file.

311 Terms

Term timetable functions are generally used if the timetable is changed 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.),

Schuljahr
| Periode 1 I Periode 2

| Halbjahr 1 [ Halbjahr 2

Warning: Terms only with Express Cover Planning
Working with terms is only possible with the module Express Cowver Planning.

With a term timetable the school year is divided into several periods of time and a timetable can be
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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 hawe a single file for the whole school year.
e Term and timetable changes can take place during the week.

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

3.11.1 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 via the 'Multiple terms' button on the 'Start' taab. At the beginning
there is only one term, which is called Term1' by default.

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

3. Enter a meaningful short and full name for the new term - in our example Period2 - and click <
OK> to confirm.

B Terms >

MHame

|
M ew term from ‘mother’ term Locked
&

Terml Full name
Fr. Ta School-daps
13092018 - 30062019 - 244
M ame Full name From To Lockec Dayz Mother kerm
Term1 Termi 19918 30619 L] 244
Mew Term
Temz M arme
Termnz2 Full name
] Cancel
4. Now change the start (From) 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 conditions.By checking the 'Locked' box, past terms can be locked
regarding changes.
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You can also change the name of the original term 1 (here e.g. to 'start’).

5. After you confirm by clicking < OK> the terms window closes

B Terms x
Mame
Temm? Delete Print

Mew term from ‘mother berm Locked

Term? Full name:

Fr. To School-dayz

24092018 - 062019 - 240

M ame Full name From To Lockec Days  Mother kerm

Terml Terml 13318 | 30613 [1 4

Temz Termz 24318 30613 [] 240 Teml

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

=Y iy
1237 1237

Multiple Multi
terms~ ter A

e 2odle B3 Term1 (19.9.-30.6.)

v Term2 (24.9.-30.6.)

6. Now switch from the term 'we4' to the term 'start’. 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 'from

week 4 onwards'. Now switch to the term 'start'. You will see that the timetable for the term 'start' has
not been deleted.
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Y 7a - Class 2a [Hugo) Tlmetnu: - 0 X
SR TY T EIEIE

Terrn:13.9.2018 - 410.2015

Mo | Tu | We

#Y 2a . Class 2a (Hugo) BOOZ Timetable (Clal) nu
1 MA | Bl | RE | RE SEGIE _-& &~ 6 Sa=~ .
2 FH | ma |*FEB.| DE
41110 Term:1.6.2019 - 30.6.2019
3 EM | EM | DE | PH
4 [+ea|ca | 1 | @ 1310?05 Mo | Tu [wWe | Th | Fr | sa
5 CH. 1 =
6 AR
7 AR 3 o
8 AR a
L-Mo. | Tea. Subj. Rm. Cla. |gpe || O 0
90 Mew MA RZa  Za 6
+3 = 43
8

< < Term1 =
L-Mo.  Tea. Subj. Em.  Cla. | Special text

+3

= -

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.

3.11.2 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.
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i Schuliahr i

‘Ganzes Schuljahr | 3 ‘Ganzes Schuljahr
Periode 1 Periode 2 Periode 1

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

Mame

Ski course Delete

Mew term from ‘mother’ term [ Locked

5ki course Full name

Fr. To School-days
200220017 - 26022017 - 239

MName Full name From To Locked Days | Mother term
School year | Wwheole school yea 19816 30617 [T [
Ski course | Ski course 20217 26217 O] School year

The term “Total school year” runs from September 19 through June 30 and term 2 ( “Winter sports
week”) runs for one week from February 20 until February 26. 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”.

3.12 Entering holidays

In case you are using the WebUntis electronic class register with Untis Express we recommend to
enter days without lessons in addition to the holidays in Untis.

Via 'Modules | Cover Planning | Calendar' you can select a date in the calendar and check the option
box 'No lessons'.

Expand the additional view by clicking on the little arrow on the left and go to the 'Calendar day' tab.
Now check the box 'No lessons'.
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Y% 25.9.2018 Tuesday / Term1 (19.9.-30.6.)

Calendar wesk 33 I |[mOga2me o
Date Day Absz Teach, Subs. Uncovered Abs cla.  Release  Blocked ms.  Roomrepl.  Uncwrd rooms  Daily comments  Tea. clash  Room clash
249 Mo 0 1] 1] 1] 1] 0 0 0 1] 1] 1]
258 Tu O 1] a a 1] 0 0 0 a 1] a
269 'we 0 i] a a i] 0 0 0 a i] a
279 Th
289 Fr D i] 1] 1] i] 0 0 0 1] i] 1]
299 Sa 0 i] 1] 1] i] 0 0 0 a i] 1]
308 Su
4 Daily comments [l}]/ Calendar day [»

Tuesday 25,9.2018

(%) Regular zchool day

" Public holiday

Mo lessong Mo reazon |

1 Dnly these periods free of lessons |

Remarks

The selected day is not available for the cover planning and no data will be exported to WebUntis for
this day.

2a - Class 2a [(Hugo) Tlmnaur f: =

|23 - : @ a ﬁ =
240928 -~ % -29.9.208
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4.1

4.2

Settings and menu navigation

For completeness the functions of the Untis Express menu will briefly be explained in the following
chapter once again.

The menu

The graphically designed user navigation contains several elements:

- quick access tool bar (1)
- tabs (2)

- buttons (3)

- and sub-menus (4)

Untis MultiUser 2018 - demo5 - Test school DEMO - Timetable 2018/2019

Manual Reset the Suggested  Multiple
scheduling timetable  swaps  terms

Open Untis.ini...

Clicking on a button opens pre-defined window arrangements containing all windows related to this
topic. Clicking on an entry in a submenu, however, opens a single window.

Folding the menu

Experienced users can also fold the graphic menu and use the quick access toolbar to access the
most used functions.

If you want to copy a menu item to the quick access toolbar, just click the right mouse button and
add it to the quick access toolbar.

Ftses Teachers Rooms Subjects | Diagnosi

~ Addto Quick Access Toolbar )
4 Cwverview

&

Customize Quick Access Toolbar...

Show Quick Access Toolbar Below the Ribbon

Minimize the Ribbon

You can hide the ribbon by double-clicking on one of the tabs.
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Start Data Timetables

Time School School | Clad
grid data holidays

Basic data

However, if you need the tab again, just click on it and it will be shown again.
Double click and the ribbon will permanently be shown again.

File tab

For Windows functions like 'New', 'Open’, ' Save'...go to the 'File' tab.

Untis MuttiUser 2016 = demo = Test school. DEMOSSTimetable 2016/2017

ile Stat  Data  Timetables
Fil |
ey Files... Folders...
Open
ek demo.gpn ~ Untis ~
. Ci\Users\Administrator\Documents\Untis\ } C\Users\Administrator\Documents\Untis\
Recent files
demo5.gpn = Praktikant =
[ Close Ci\Users\Administrator\Documents\Untis\ P:\temp\Praktikanty
demoL.GPN -
H Ci\Users\Administrator\Documents\Untis\
B save as... DB-~Manuel école 1L~2015-2016~1 -
Ci\Users\Administrator\DocumentsiUntis\
DB-~1~2015-2016~1
Import/Export
portfExp Ci\Users\Administrator\DocumentsiUntis\ L
Oy print at_gyl_Gymnasium.gpn -
L= C:\Users\Administrator\Documents\Untis),
[ Print preview KursDeme.gpn =
- Ci\Users\Administrator\Documents\Untis\
() Print setup...
Vtr_stat_at_gyl_Gymnasium.gpn -
& Piitemp)\Praktikant,
DemoSP.gpn -
Welcome Ci\Users\Administrator\Documents\Untis\
[] End untis

In the list of the last opened files you can use the pin symbol next to the name to permanently fix
frequently used files. The chosen file will permanently by shown in the top section and can be
opened very quickly at any time.

Clicking on 'Welcome' opens the welcome screen which is opened when you use Untis for the first
time.
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4.4

441

©

B New First steps
== Open
g Welcome to Untis
Recent files
B Close :I; Creating a timetable
= Save data §
@ Demo files
=. Saye as...
|mport/Expart Help & News
& print m Manuals
| v
l@ Contact
# Print setup...
E Print in Excel ] Messages

Welcome

1 End Untis

Untis MultiUser 2018 - demo5 - Test school DEMO - Timetable 2018/2019

Welcome to Untis

Untis is curently being used by more than 20,000 schools and universities worldwide.

Create the timetable of your school fully-automated. The results of our timetable-optimisation algorithm are unmatched!

@ Seltle the daily imetable changes in your school with the cover scheduling module.

FE The traditional paper class register is dead - long live the electronic class register. The WebUntis solution is easy to handle, fast and convenisnt.

4

@ Mew in version 2016
T 18

Here you find our data entry wizard, demo files, manuals, contact details and Untis messages we

send to you.

Settings

Go to the 'Start' tab, click on the <Settings> button to make all relevant settings in one central area.
The most important ones are explained in the following section.

School date

In the section School data , General you can enter the start and the end date of the current school
year, the country, the region and the type of school. Several (statistical) processes and calculation
methods are based on the settings you define here.

Settings

=- School data
i General

Overview

o Values

- Miscellaneaus

- Reparts

- Substitution Planning
- Course Scheduling

- Multillser

School hame

|nited Kingdom *  Country
Test school DEMO

For demo and test only = Region
School year Language
Fr. I School number
19032018 | |3006.2013 ‘
T S

I:l Type of school
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44.2

Clicking on Overview you will get to a list of the number of classes, teachers, rooms, subjects and
lessons at your school.

Settings
3 Clazzes
E - Walues 10 Teachers
+ Miscellaneous 17 Fooms
+- Reparts
+- Substitution Planning 21 Subjects
Caourse Scheduling 99 Leszans
e Multilser
Miscellaneous

Clicking on the 'Miscellaneous' tab you can enter or change the following settings:
Auto-Save

Here you can set the number of automatic sawe intervals and how many auto-save generations
should be archived. The settings in the figure mean, for instance, that Untis saves all data every 30
minutes and should save 6 auto-save generations. These data are saved in files called Save1.gpn,
Sawve2.gpn, Sawe3.gpn to Save6.gpn. The most current data are always saved in the Save1.gpn file,
the relatively oldest data in the Save6.gpn file. We recommend to check the box 'Save only when the
data has been changed' in order to avoid saving identical files.

Settings *

—- School data

- General .
. E Mo, of auto-save generations
- Overview
AF
- Walues 30 Auto-zave interval [minutes)
—- Miscellaneaus

- Auta-save | Save only when the data has been changed
.. Directories /| Open with the |ast file uzed
.. Custamise

- Warnings

- Internet

+- Reports

- Substitution Planning
-~ Course Scheduling

- PultiUser




140

When you check the box “Open with the last file used®, Untis will automatically open with the last file
you used. You can awid this by holding the >Shift> key down while the program starts.

Directories
On this tab you can define different types of default paths. We recommend to create individual files

for at least your back-up and optimisation files (these are the files in which all timetables of your
school are saved during the optimisation process) and to enter the respective paths here.

Settings >
=- School data Type of file Path

- General [ ata files [.gpn]

- Qverview Wersion 14.x files [.gpu]

- Values Back-up filez C:A\JzerghPraktikantDeskiop

=I- Miscellaneous O ptimization results
----:_,P.uto—sa'.re Impart/Export

E-b il attackhments
FOF-files

.. Custamise
- Warnings
- Internet

+- Reparts
- Substitution Planning
- Course Scheduling

- Multillser
Dekte
Cancel
Customise

With the different options in this chapter you can adapt Units to your own needs
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—)- School data

... Deneral

. Owerview
. Walues

= Miscellaneous
- Auto-save
.. Directories
.. Customise

- Warnings

- Internet

+- Reports

4 Substitution Planning
-~ Course Scheduling

- MultiUser

Warnings

Import/E sport Menu
All menu-items
Sub-menus per cauntry
tenuz for the country

Refresh the clagses' student no's.
Spnchronize dates

Ignore room and test when combinging
caupling lines

Drata Entry

| Auto-complete

| Mouze-click activates edit-mode
| Drop down menus for master data

| Shaw the field-dezcription
lgnore upperdower caze when sorting

| ze the calendar for entering dates
Create student groups automatically

Element-Fallup
| Buctivate double click

| Update elements

L3

‘width of the drop-down menus
for mazter data.and lessons
120 = Width of the drop dowvn-menu
= for departments

Cancel

an

Several warning messages can be turned off. Here you can activate and deactivate warnings.

Internet

Untis provides you with the possibility to be informed on version updates. You need to activate the
option 'Automatically check the internet for programme up-dates' and you need to define how the

internet should be accessed, via direct connection or via a Proxy server. If you are not sure about this

setting, please ask your system administrator.
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Settings >

= School data
- General Prosyserver
. Owerview . .

Direct connection Test
. Walues

. Miscellaneaus Frowmy from system settings

. Auta-save Proxy [Host[:Port]]
.. Directories
.. Custamise
Harni Lzer
Pazsword

- Reparts
- Substitution Planning

-~ Course Scheduling .
. w Connect to the internet for user meszages
- ultilser

| Check, for program updates automatically

HTTF authentication
User

Pazzword

Cancel

Via the <Test> button you can test, if the defined settings are correct and if Untis is connected to the
Gruber&Petters web server. The following message will pop up, if Untis connected successfully.

Untis - Hint x

_l'_'g, whanaLntis. at

Ok

44.3 Reports

The options you can define here are mainly for the headings and footers of your print outs. Please
refer to chapter Stundenplandruck for further details.
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Settings

= School data
i General

i Overview

o Values

- Miscellaneaus

=~ Reparts

.. Headers

- Substitution Planning
-~ Course Scheduling

- Multillser

Heading
Timetable 2018/2019
Walid from: 10 O ctaober

Print date
Print current time
Print timetable version

13 Timetable version

Frint page numberz

Footer

Gruber & Petterz Software

Filerarne

Cancel
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Index

-C -

class 21

absence 108

Absence reasons 103
Activating cover scheduling mode
Actual-target 27

Adjusting timetable size 68
Allocating rooms 59
Alternative rooms 18
Automatic save 8
Automatic scheduling 41
Automatic substitution optimisation
Basic data 10

Blocking 16

Blocks 35

calendar 104

Cancellation 108, 110
Cancelling periods 124
Class lists 84

Classes 21

Classes without designated rooms
Colours 28

Core times 23

Counter 112

Coupled lessons 30

Cover Planning Express 98

-D -

Daily comments tab 106
Data entry wizard 10
Demo files 9

Diagnosis 50

Double periods 34

-E -

Entering absences 116
Entering lessons 30
Entering licence data 6

Entries for all master data and lessons

-F -

Filter 39

101

115

20

16

-H -

Header and footer
8
84

Help functions

HTML format
Ignore (i) 16

76

Input with element-rollup
Installation 6

Introduction

-L -

Lessons 30

6

Lessons view toolbar

Lists 84
Lock (X) 16

Lock this display
Lock type 64
Locking - colours
Locking periods

Lunch break

Main subject

Master data

12

39

64

64

58

28
Manual scheduling

14

53

Master data maintenance
morning and afternoon periods

Moving periods

121

Multi-week lessons

-N -

Non-teaching period

-0 -

Optimisation

49

36

24

Other entries for lessons

-P -

Page setup
Period flag 1

29

12

38

15

36

11
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Period window 71

Print selection 29

printing master data 29

Printing master data and lessons 29
Printing substitutions 129

Printing timetables 74

pseudo room 20

-R -

Release 108

Respect double periods 36

Rings of alternative rooms 18

Room lists 89

Room replacement 108, 111

Room replacement - room change 127
room substitution 127

Room weighting 19

Rooms 18

-S -

Scheduling dialogue 127
School year 10

Serial change 17

Shifting 108

Simple lessons 30

Sort order 15

Special duties 108, 125
Specific time requests 25
Standard format 69

Subject allowed more than once per day (2)

Subject lists 91
Subjects 28

Substitute suggestion 112
Substitution 108, 110
substitutions window 108
Suggestion 112
Supenvision 108, 111
Supenvision suggestion 114
Swap 108

Swap suggestions 60
Swapping periods 124

-T-

Target per week 27
Teacher lists 87
Teacher swap 108
Teachers 24

Text 16

The options 22

The timetable window 63
Time grid 11, 102

Time requests for classes 22
Timetable | Ovenview classes 66
timetable details window 63
Timetable formats 65
Timetable interaction 63
Timetable layout 68

timetable window 63
Timetables 62

Timetables in HTML format 84
total line 30

Type of substitution 108

-U -

Unspecified blocks 26
Unspecified time requests 26

-V -

Value= 27
Values 27

-W -

Weighting 41
Weighting analysis 41
Weighting distribution 41
Weighting parameters 42
Welcome screen 9
window 39
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