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1.1

1.2

Master Data

Preface

Over the course of more than 30 years of development, Untis has become an extremely powerful tool.
The large number of functions and possible settings, as well as the size of this manual, may hawe a
daunting effect on newcomers to the application.

For this reason we would recommend that you first study the considerably shorter manual ' Getting
Started . 'Getting Started' uses easy-to-understand examples to guide you through all the steps of
timetable creation with Untis, from installation , adding school data to your school's master data and
entering lessons to the actual creation of the timetable using Optimisation , the diagnosis of the
calculated timetable, possible manual changes and printing finished teacher, class and room schedules.

The structure of this manual is also based around this natural basic structure. However, it is intended to
be more of a work of reference than a brief guide.

For this reason, use this manual when in the course of creating your timetable you encounter situations
that are not dealt with in 'Getting Started', or when you wish to take the time to get to know Untis in
greater detail in order to be able to work more effectively with the system.

Master data

This chapter describes the input and maintenance of master data and provides a detailed description of
master data properties.

Master data are basic input details essential for the construction of school timetables. They include the
particulars of teachers , classes , rooms and subjects which are used to form the lessons in the
timetable, but also other important information such as students or departments . You can generally
enter new master data or modify existing master data via the menu item "Master Data" in the main tool
bar (by clicking on the appropriate submenu).

Master Data .

| Classes

Teachers
Rooms
Subjects
Students

I_:I Element-Rollup
Special data 4
Master data formats

Greyed-out items indicate functions that are currently inactive. This is normally the case when the use of
the option requires an additional Untis software module.
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1.3

Note: Adding menu items to menus

The figure shows additional entries below the menu item 'Master data formats' that are by default not
displayed in your menu. The chapter Managing views explains how you can add several menu items to
menus.

The master data categories 'Classes’, 'Teachers’, 'Rooms' and 'Subjects' are particularly important as
they are the main building blocks for the construction of lessons. We will therefore refer to these types of
master data s elements .

All master data are managed in so-called views. Views are windows designed for the input of new master
data and the maintenance (i.e. modification) of existing master data. All master data views are
essentially very similar in use and structure. The following chapter describes the similarities between
different master data views.

Master data views

Each type of master data element classes , teachers , rooms , subjects , students ) is managed in its
own window.

All master data windows consist of three sections: a toolbar , a grid view and a form view.

Grid view

The grid view is a table with individual rows. Each row represents one element. The grid view displays all

the attributes for the element activated (by the user) in the corresponding view. The activated attributes in
the example are the fields name, full name, alternative room, room weighting, off-site code and capacity.

Form view

The form view concentrates on one element, and displays the one element with its attributes. In the
example abowe, the form view displays the name of the selected room, the (more informative) full name of
the room, the room capacity etc.

Note:
You can hide and display the form view using the button at the bottom left of the screen. ‘|




Master Data 1

P

@ Rooms / Room E] E'@
SH1 "HBERRT HFES QO & &- T

Name |Full name Altern. room REm. Weight Off-site codes Capacity
» Sports Hall 1 SH2 4
SHZ | Sports Hall 2 SH1 4
PL Physics lab. 3
WS Workshop 3
T Texties workshop 4
HE1 Home Econ. room 4 Table view
R1a Clazs Room 1a R1b 2 36
Ri1k |Class Room 1b RZa 2 30
RZa Clazs Room 2a RZb 2 32
R2b Class Room 2k R3a 2
R3a Class Room 3a R1a 2
P=1 Pzeudo Room 1 (36} R1a 2
P=2 Pzeudo Room2 (4} RZa 2
*

E] General | Room

SH2 Altem. room
4 Rm. Weight
Off site codes
Room capacity
Dept.
Comidor (Break superv.)
Extemal name

B Room* v

The following topics are covered later:

Toolbar

Data entry
Editing views
Managing views
Printing
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1.3.1

Toolbar functions

You will find the following buttons in many Untis windows:

MEMERLEL Ee 0O @ &&-O

Resize the window
This function adjusts the size of a window to match the table it contains.

Grid adjustment (display fields))
The functions of the grid adjustment dialogue are described in detail in chapter Displaying/hiding
columns .

New
This button opens a new element. You will find more information in the chapter Data input .

Delete
This function deletes the active element. You can also mark several elements with the cursor and then
use this button to delete them.

Serial change
Use this function to systematically change the contents of a field in all rows of the grid view in a single
operation. This function is described in detail in the chapter Serial change .

Sort

This function effects automatic permanent sorting and is explained in chapter Sorting .

Show all fields with content
This a very useful function that is used to temporarily activate all columns which contain at least one
entry. Clicking on this button a second time restores the window to its original state

Lock this display
If this function is active (button pressed) the view in question will not be affected by events taking place
in other windows. Automatic synchronisation is deactivated.

Time requests

This functions is used to enter time requests. The increments for time requests for elements range from
'-3' (total block) to '+3', which indicates a strong desire for the element to be scheduled. Since time
requests are of major significance for all elements and for lessons there is a chapter Time requests
dedicated to this subject under User tips .

Colour coding

Use this button to assign any desired foreground and background colour to an element or lesson. These
colours will be used to for screen element display (but not printing), for standard timetable printing and
for the display of planning tools ( Scheduling dialogue , Scheduling timetable ). Other Untis modules
such as the Cover planning module also display elements in colour at the appropriate places.

||Tip: Colouring several elements ||
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13.2

You can specify the colour coding for several elements in one operation by first marking them (with the
cursor) and then clicking on the <Colour coding> button.

Note: Deactivating colours for printing
If you wish to specify colours for screen display but not for printed timetables you can select the setting
'Print black & white' in <Settings> in the relevant timetable window.

Settings

The <Settings> button allows you to change the font type, size and similar settings.

Page layout
This option allows you to make settings for printing and to view the results at the same time. This
function is described in greater detail under Printing .

Refresh window
Refreshes the view. Alternatively you can press F5.

Data input

A new data element is always entered into a master data view in the last line of a grid view, which is
marked with a ™' asterisk.

As an alternative, you can click on the <New> button in the window's toolbar, which will then position the
cursor in the last line of the grid view.

Warning: Confirming input
Always confirm your input with <ENTER> or <TAB> as otherwise the final entry may in some
circumstances not be saved.

e

@ Classes / Class B E'@
1a - | Qu%gv*;& O JE B- .

MName | Full name — Reoom Main subj./di Lunch breal Periods/day
[ 2 d Class 1a (Gauss) Ria 4 1-2 45
1b Class 1b (Mewton) R1b 4 1-2 45
Za Clazs 2a (Hugo) R2a 4 1-2 4-7
2b Clazs 2b (Anderzen) R2b 4 1-2 47
3a Clazs 3a (Ariztotle) R3a 4 1-2 48
3b Clazs 3b (Callas) P=1 4 1-2 4-2
Class 4 (Nobel) P=2 4 1-3 4-3
*

lll Class -

If you wish to make further entries, mowve the cursor to the relevant field using the mouse or cursor keys



14

133

1.3.3.1

and enter the desired data.

Note: Changing the (short) name
You can change the (short) name of an element by double-clicking on the 'Name' field of the element
concerned.

Editing views

There is a large number of columns in every master data window. However, no school ever needs all the
columns. For this reason you can specify which columns should be displayed and which should not.

You can also determine the sort order of the rows and columns.

Displaying/hiding columns

Basically you have two different ways of influencing how columns are displayed: either using <Grid
adjustment> or via the form view.

Tip: Show all fields with content

EES
EEl

Clicking on the <Show all fields with content> button displays all columns which contain at least
one entry. This function is particularly useful for tracking down any data entry fields.

Grid adjustment

Click on the <Grid adjustment> button and check the columns (under 'Active’) that you wish to display.

Note: Additional possibilities
You can use <Grid adjustment> to determine whether a column should be included in printing and
whether the short name or full name of the element in question should be used.
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i ' Grid Adjustment [ = |
[ ok J[ Ay |[ Cancel |
Field Active | Print ‘Nﬂ Name
...... MName |
...... Sumame
...... Text D D
------ Description [} [F] Short name
""" Department E E :ghﬂl't name Grid Adjustment
------ Alias name
Basic fields @ Teachers / Teache
[=I Timetable Gauss
------ NTP -t -
______ Max. consec. periods/half day D D Name | Surname NTP= Periods/day Lunch break
...... Dily Fr. Break ] [ » ﬁ Gauss 0-3 286 1-2
------ Teacher optimisation code El ] New | Newton 0-1 48 1-2
...... Lunch break Min-Max Hugo |Hugo 0-1 47 1-2
...... Periods/day Min,Max Ander | Andersen 0-1 45 1-3
Code(s) Arist Aristotle 0-1 4-5 1-2
Value calculation Callas |Calas 0-1 46 1-2
Breal supervision Nobel |Mobel 01 486 1-2
Cover planning Rub  |Rubens 0-1 47 1-3
Counter Cer |Cervantes 01 47 12
Curie: Curie: 0-1 47 1-3
*
E] Teacher v |

From the form view

Movwe the cursor in the Form view to the desired item until a four-headed arrow is displayed. You can now
use drag&drop to drag this item into the grid view, where it will be displayed as a column.
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e

@ Classes/ Class E] |i”ﬂ”£|

1a H BEMNRET HFZ8 Q@ Bl S8

W Full name Bmp . N
» Class 1a (Gauss)
1b Class 1b (Newton) @ Classes/ Clas:-i . '_E] _IElIE}}l
2a |Class 2a (Hugo) 1a TEH| BB LT % =N
Zb | Class Zb (Andersen) Mame | Full name Room
3a |Class 3a (Aristotle) » ﬁ Class 1a (Gauss) Rla
3b | Class 3b (Callas) 1b | Class 1b (Newton) Rib
4 Class 4 (Nobel) 2a |Clags 2a (Hugo) RZa
* Zb | Class 2b (&nderzen) R2b
Z Ja Class 3a (Aristotle) R3a
b Clazs 3b (Callas) Ps1
. 4 Class 4 (Nobel) Ps2

Rla G%}ﬂenmﬁgmrt name}

Class group

Timetable

(2) [ Generat [ G |

Rla Home room {short name) £

OO O

If you wish to hide the column, hold the <CTRL> key pressed and drag it from the grid view at the top to
the form view at the bottom.

1.3.3.2 Sorting
There are three sorting options available to you.
Manual sorting using drag&drop
If you wish to re-order elements, simply click in the first (grey) column of the element that you wish to
rearrange and hold the left mouse button pressed. Now drag the element to the desired position in the

list.

You can also change the order of the columns using drag&drop.
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-
&9 Teachers / Teacher E] |E||E||E| }
- =R
ew T = L @ Teachers / Teacher E] E@
Mame |Surname NTPs L e = . »
Ey.a auss |Gauss 0-3 Hew - EI= R % = ? _é? = & -
p& Meweton 01 Mame |Surname MTP= Perinds/day Lunch break
Hugo Hugo 0-1 Gauss |Gauss 0-3 25 12
Ander |Andersen -1 Hugo |Hugo 0-1 47 1-2
Arist | Aristotle 0-1 Ander | Andersen 0-1 46 1-3
Calas |Callas -1 Arist [ Aristotle 0-1 45 1-2
Mobel |Mobel 0-1 Callas |Callas 0-1 45 1-2
Rub Rubens 0-1 MNobel |Nobel 0-1 45 1-2
‘ Cer Cervantes -1 Rub Rubens 0-1 47 1-3
D H-QE Curie | Curie -1 Cer Cervantes 0-1 47 1-2
* » m Newrion 0-1 45 12
Curie Curie 0-1 4.7 1-3
— | *
E] Teacher

E] Teacher I:]

Automatic temporary sorting

Clicking on the column heading will temporarily sort the table by the contents of the column in
ascending order. A further click on the column will sort the data by this column in descending order.

Warning: Temporary
After closing and reopening the window, the original order will be restored.




@0 (==l ﬂ
. | ® D). [ = o=

Zauss

Kli .
gauss T = -
Mame |Surname
Hugo |Hugo Ander |Andersen
Ander |Andersen Arist Aristotle
Avrist Aristotle Callas |Calas
Callaz | Callas Cer Cervantes
Mobel |Mobel Curie | Curig
Rub Rubens 3 @ Gauss
Cer Cervantes Hugo |Hugo
New MNewton MNew Newton
Curie | Curie Mobel |Mobel
* Rub Rubens
4o -
4 3
B Teacher I:

B Teacher Il],x;j

Automatic permanent sorting

Clicking on the <Sort> button & opens an additional window where you can specify up to five different
sort criteria hierarchically.
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1.3.3.3

-
Sort criteria

Sort by
Short name

@ Ascending

then by

-Mone-

@ Ascending

then by
-Mone-

i@ Ascending

then by

-Mone-

i@ Ascending

then by
-Maone-

(@ Ascending

(71 Descending

(71 Descending

Descending

Descending

Descending

|Use this sorting in all drop-dewn menus

| oK

][Eanu:el ][

Apply

L.

Select which fields the view is to be sorted by. When the option 'Use this sorting in all drop-down menus

is checked, the sort setting will be used at all points in the application where these elements are listed.

Filtering

If you wish to filter a specific view according to one or several criteria you can do this easily and quickly

using the filter function.

Clicking on the <Filter> button displays a row with the filter icon between the column headings and the
table contents. You can enter the filter condition in the corresponding row of this column by which you

wish to filter.

You can also define several conditions at the same time (mathematical AND relation).
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@ Lessons / Class - (| ORE=S EER (===
s -2 MEIR (T P i - gEn
FCiTe. UnSc Per YrsPrds Teacher: Subject Class(es) R K| QRE=S E=R 5
@ - n - @EMNR AL dw- O
- al --E_L . [#IClTe. UnSc Per “rsPrds Teacher Subject Class(es) Home room
7 @23 2 Ander 1a ‘fﬁ
73 @22 3 arst  [PEER 1a,1b M w22 3 R PEGll o1 Ria
:13 : :r:‘s: -15 3 5 arst  MA | 1a Ria
IS a 5
35 2 Calas MU 1a = ° ant [ e Ha
39 2 Calas AR 1a
46 2 tobel [T 1= [x] Lo 11 | Class® - A
53 82> s Rub DE 1a
63 2 Cer Bl 1a Ria
[+] Lne. 3 Class® &

Note: Wildcards
You can also use the wildcards '?' and ™' to represent any character or any string of characters.

@ Lessons / Clss D
1a - B TR £ - o e
. #ClTe. UnSc Per YrsPrds Teach?Suhject Class(es) a B — E]E] =
S — B B HPENR EFrs dw- 0F2
. a3 . #ClTe. UnSc Per YrsPrds Teacher Subject Class(es)  Heme room
7 |23 2
73 22 3 2.3
k]l 5 2 Calas MU 1a Ria
33 g 2 Calas AR 1a Ria
35 2 2 Cer Bl 1a Ria
39 2
45 2 Nobel G 1a
53 Bz s Rub  DE 1a =] Lhe. 11 Class* - |4
53 2 Cer BI 1a
=] L. : Class™ v i

1.3.3.4 Serial change

Untis provides two ways of making serial changes.
Cursor marking

Move the cursor over (i.e. mark) the desired range so that the fields are highlighted blue. Now enter the
desired value without clicking. This will be entered into each marked field.
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P

@ Teachers / Teacher

Guss -5 HMENERT 58 O @

-

DRE=SEoh =x=

Mame| Surname | Lunch break Room  First name Title
[ |Gaus. Gauss Carl Fgi
New |Mewton - lsaag) Lunch break
iR tugo I -2 e,
Ande | Andersen _ Han -\ _ Lunch break
adist |aristotie | [ I \ 12
Callas| Callas _ Waria _:.ra 1-2
Nobel| Nobel ] airreh I 12
Rub |Rubens I paul | 1-2
Cer |Cervantes _ I'.'Iigui_ 1-2
Curig | Curig _ I arie _l 1-2
* — I 12
e 12
E] Teacher — | 1-2
l 1-2
Note: Marking
You can also mark fields using the keyboard: <SHIFT>+<Down arrow> or <SHIFT> +<Up arrow>. ‘|

Serial change fun

ction

You will find the <Serial change> “% button in the toolbar of the window. Clicking on this button opens
the serial change dialogue allowing you to enter the value to be changed in the 'Current content' field and
the new/desired value in the 'New content' field.

P

ﬂ Teachers / Teacher

E] Teacher

b f=llE =
Lo *»
F - @ Texchers Teacher ) (=] )
—
First name Surname | Gauss - m = D ﬁ Sﬁh ? »
i = -
Serial Change Lunch break JFirst name Surname
» Carl Friedrich ~ Gauss
1-2 Current Cortent ictor Hugo
Hans Christian  Andersen
23 New Contert Aristotle
[ Whele File 7] Selection On jraria Callas
Paul Rubens
[ oK ] l Carl Alfred Nobel
Miguel Cervantes
T lzaac Newton
Marie Curie
*
=)/

E] Teacher H L
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The change is always only effected for elements displayed in the current window. If you wish the change
to apply to all elements of this type, check the option 'Whole file'.

If you have flagged elements with the ' Marked (m) ' code, you can limit the changes to those elements
only.

Note: Setting/removing check marks
It is also possible to set or remove check marks. The value 'x' represents a check mark. Leave the field

empty if no check mark is to be set.

Managing views

You can change or delete existing views or create new ones. In addition, you can also define specific
views as standard views and add selected views to the menu for master data.

You will find the control elements for managing views in the drop-down list at the bottom right of each
window or via the menu item 'Master Data | Master data formats'.

Drop-down list

Use the drop-down list at the bottom right of the window to switch between the existing views for this
window or to save, rename or delete changed views.
The 'Sawe view as...' option creates a new view that is then displayed in the upper section of the list.

Class v|

Class

Class-B

Class

Sawve view
Save View as...
Rename
Delete

Note: Modified view
Once you modified a view, a ™' (asterisk) will be displayed next to the name of the view at the bottom
right of the window. You can now sawe this view or create a new view using 'Sawve view as...".

Master data formats / Lesson formats

You can display a complete list of all master data views via the menu item 'Master Data | Master data
formats' (Lessons | Oveniew formats') .
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1.3.5

1.3.5.1

P 1

@ Formats / Master Data E'@
T % .
A ~| Ca
Class
MName Full name |5tandard | In menu Type -
Ca
Tea Teacher [l Teacher :
Sub Subject [l Subject 1
Roo Room [ Room
Cla-A Class-A [l [l Class
Tea-A Teacher-A [ Teacher
Sub-A Subject-A [ [ Subject
Roo-A Room-A [ [ Room
Cla-B Class-B [l Class
Tea-B Teacher-B [ [ Teacher
Cob D it O = = i i

In the 'Standard' column you can select which view should be opened as the default view .

If you wish to add further views to the master data menu, simply check the box for the corresponding
view in the 'In menu' column.

You can use the toolbar in this window to create a new view (the active view in the table will be used as
a template), or to open or delete an existing view.

Printing
There are two places where you can make settings for printing.

1. Page layout

Every master data and lessons window contains the <Page layout> [ button. This is where you
can make settings for printing and at the same time view the results.

2. Print selection dialogue
When a view is active (i.e. has been clicked), you can access the print selection dialogue by

clicking on the <Print> = or <Print preview >- 4 buttons in the main toolbar.

Note: Copying via the clipboard
You can mark part of the table or the whole table and use <CTRL>+C and <CTRL>+V to copy it into a
word processor or spreadsheet.

Page layout

All views (master data, lessons, cover planning) now provide the <Page layout> 1 button with which you
can prepare the relevant list for printing. You will find the button in the toolbar of the relevant window or in
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the main toolbar.

File Edit Master Data Lessons

Scheduling

feH SR8 @000 + B

'd Print preview

@ rormen] |

Time

The figure shows a list of lessons for class 1a. The print layout toolbar allows you to make all printing-
related settings.
Use the <Selection> button to select the elements that are to be output.

If you wish to print a column in bold, click in the column and then on the <B> button.

2 GA BAZT [afF & s ECER—RY - I
Classies): 1/7 Print only if changed after...
001190 B 01000 [ Today =
Print heading on every page
Element header 13 Class 1a (Gauss)
Column Heading L-Mo. Cl.Te. UnSched Prds Per YrsPrds Teacher Subject Class(es) Subject room Home room Double pers. Block
11 41 2 Hugo GEc 1a,1b.2a.2b R1a
7 2,3 2 Ander DS 1a Wws R1a 1-1
Gauss DS 1b ws R1a
Curie TX 1a,1b W
73 2.2 3 Arist PEG 1a.1b SH2 R1a
Rub PEB 1a.1b SH1 R1b
Kh| 5 Arist MA 1a Ria
33 5 Arist EN 1a R1a
35 2 Callas MU 1a R1a
39 2 Callas AR 1a R1a 11
46 2 Mobel RE 1a R1a
53 2 5 Rub DE 1a R1a
63 2 Cer Bl 1a R1a

The meaning of the individual buttons is shown in the figure:



Master Data 25
Frint} i
_ _ Portrait!
Frint presiew Landscape
Total
E/ER/BaE e JEM =)
Frintf
Baold/ Print preview
_ Word-arap
ShoweHide
Colurmn

If you wish to change the column heading, click on one of the two heading rows and enter the desired

expression.

] demo.gpn:2 [ = =]
=4 B & F A SECIE R FY I =
Teacher: 10/10 Prirt onby if changed after. ..
[ Prirt heading on every page
<= <= <=
Column Headin Elowed
9 |Name  Sumame Room |Mon Teaching Periods | Periods/day Lunch break Max. Standby$ |BS Max.
Gauss Gauss 0-3 26 1-2 0
New Newton 0-1 46 1-2 0
Hugo  Hugo 0-1 4-7 1-2 0

Note: Pagination

be printed on the second page.

Please note that the window also displays the pagination. Thus the column PA Max in the figure would

1.3.5.2 Print selection dialog

This window contains settings that can also be found in Page layout (<Selection> and <Layout>

buttons).

Please note that further print fnctions are available via the combo boxdepending on the type of view.
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1.4

1.4.1

Print selection | 28 |
Classies): 1.7 -
[ Selection —

[ laouw |
[ Page setup ]

Type of list Eeading

| Data fields -|

Data fields

Day time requests

Period time requests

Teachers of the class

Time Rqu.: teachs. of t. class —

|Unspecified day requests

These print functions are described in detail in the relevant chapter.
Master data properties

In principle, all you need to do to construct a timetable automatically is to enter a name in the Name
field. As a general rule, it is always preferable to leave a field empty if its meaning is at all unclear rather
than to restrict the optimisation algorithm by entering a large amount of unnecessary data.

Note: Do not enter too much at the beginning

If you are unfamiliar with the application, we would recommend that you only enter master data in the
small number of fields displayed in the standard grid view. All other input options should only be used at
a later date (after initial optimisation results have been obtained).

There are properties that apply to all types of master data ( element-independent properties ) as well as
properties specific to a particular type element. You will find information on this latter type in the relevant
chapters dealing with

Rooms
Classes
Teachers

Subjects
Input fields for all master data

The following fields are found in all types of master data.
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@ Classes / Class |E| EI@
4 "HEEMRBIT &#%& OB @ &-.
MName| Full name Text Description  Stat. code(s) Marked (m) Lock (X} Ignore (i} Dont print (N} (T)
1a Class 1a (Gauss) Everybody loves r <
1b Class 1b (Newton) and everybody knows r i i i
2a Class Z?a (Hugo) r W J
2b Class 2b (Andersen) Lorenz Petters r Vv
Ja Class 3a (Aristotle) for president! J <
3b Clags 3b (Callas) <
b [_[ciss < 0iobe) I IR
*
|1| Class t]
Name

This is the unique (short) name. The short name is used by the application internally to identify the
element concerned. A name must be specified for every element.

Note: No duplicate names

It is theoretically possible to give elements of different types the same name, e.g. 1a for class 1a and for
room 1a. Names are also case-sensitive. It is therefore possible to name one class 1a and another class
1A. We would urge you not to take either of these approaches.

Full name
This is where a (long) informative name can be specified that also appears on your printed reports. This
entry is optional but recommended.

Text

Explanatory text can be entered for each element.

Description

Descriptions are master data in their own right with (short) name and full name. They make sense when
descriptions apply to several elements. You select to see the short or full name of the relevant
descriptions when printing elements and in views.

Statistics codes

You can define any number of statistics codes (separated by commas) for each element. You can for
example create well-defined sub-categories for printed reports using these statistics codes. Please refer
to chapter Filtering for more information.

Marked (m)

The Marked (m) code can be set for any element. For certain functions such as printing (timetables or
master data) or serial changes you can specify whether only the marked elements should be selected
for editing.
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14.2

8 ° Classles) |i|
MName Full name

1a Class 1a (Gauss)

1o Class 1b (Newton)

2

Zb Class 2b (Andersen)

Ja Class 3a (Arstotle)

r b Class 3b (Callas)
Print selection
Classies): .

| A ]| Maked |[)invere

— | ok | | Cancel |

Lock (X)
Lessons containing an element that is locked will be 'frozen' in the timetable. The lesson periods will not
be moved during subsequent optimisation.

Ignore (I)

Lessons containing an element for which the 'Ignore' flag has been set will be ignored in the timetable, i.
e. it will be neither scheduled nor displayed. The (period) value of the lesson will however be included
when calculating totals for teachers and classes.

In addition, elements for which the ignore flag has been set will not be exported via some interfaces.

Don't print (N)

If this flag is set no timetables or lesson oveniews will be printed for the element concerned.

Time requests
This field cannot be edited. The box is checked automatically whenever time requestsare entered for an
element.

Rooms

The following input fields relate exclusively to rooms master data.
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@ Rooms / Room E] E'@
SH1 -HRENRRT &HF52& @ F&- 7
Name |[Alern. room Rm. Weight Off-site codes Capacity Dept. Corrid Ext. name | =

» SH2 4
SHZ | SHA
PL
WS
TWW
HE1
R1a |[Rib
Rib  |F2a
RZa |FZb

(=) [Generl] Foom

SH2Z Altem. room

m

30

[ I % T L R L I A I

4 Rm. Weight
Off-site codes
Room capacity
Dept.
Comidar {Break superv.)

Extemal name

E] Room I:l

Alternative room

An alternative room is a room that is functionally equivalent to the specified (desired) room and that Untis
can use for scheduling purposes when the desired room is unavailable. Please see the chapter on Room
logic for a detailed description of the alternative room function.

Room weighting

Room weighting gives an indication of the importance of a room for a particular lesson scheduled to take

place in that room.

¢ Room weighting 4: a lesson can only be scheduled if the desired room or one of its alternative rooms
is available (e.g. PE classes).

¢ Room weighting 0: Untis can schedule lessons even when neither the desired room nor one of its
alternative rooms is available (useful for lessons where no specific teaching aids are required).

¢ Room weighting 1-3: appropriate intermediate levels.

If no weighting is entered for a room, the weighting will correspond to 2.
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1.4.3.1

Note: Room optimisation
Please note that the allocation of rooms is affected not only by room weighting, but also to a large
degree by the slide control Room optimisation . Please refer to chapter Room logic for more information.

Off-site codes

Off-site rooms are classrooms and specialist subject rooms not located in the main building of the
school but at an external site too distant to reach within the space of a normal break. Enter the values 1
to 9 for off-site locations with start-time graduation and the values A to E for off-site locations without
start-time graduation Further details on the off-site function can be found in the section Off-site rooms .

Room capacity
This is where you can enter the maximum student capacity for a particular room.

Please read chapter Room capacity if you wish to include room capacity as a factor when assigning
rooms for lessons.

Dept.

Department. Rooms can be allocated to a specific department. These details are largely for information
purposes only and allow printouts of timetables and/or room lists to be produced for individual
departments.

Corridor (Break superv.)
Use this field to enter up to two corridors that the room adjoins. These fields are only useful in
connection with the additional module Break Supenision .

External name

The external name is only used when several schools are created in a multi-user database with shared
inter-school resources. For more details please refer to chapter Shared resourcesin the MultiUser
manual.

Classes

The input fields for classes are arranged in tabs in the form view . Depending on the number of additional
modules you hawe installed, the number of tabs displayed for master data elements may differ from the
examples shown in this manual.

Class tab
Timetable tab
Codes

Class time grid

'Class' tab

You will find the following input fields on the 'Class' tab.
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lil Geperal | Class | Timetable | Values

Studerts (Class teacher
16
Male Alias name
12 Female Lessons table

28 Students i .
Frevious years name
Time range Dept.
From Class level
Ta Regular school

Extemal name

Male/Female
These fields allow you to enter the number of male and female students (pupils) in a class. The two
figures are added up automatically and displayed below the input fields.

These figures are only important for use with the room capacity function. For further details on the room
capacity function, please refer to chapter Room capacity .

Time range
The entries for the time range are only displayed if you have licensed the Multi-week timetable module
and are described in the relevant manual.

Class teacher

Several class teachers (form teachers) can be entered for a class. This field is used in conjunction with
the weighting function Class teacher at least once per day , when printing timetables (for display in the
heading) and lists and in Cover planning.

Alias (second name)

For certain purposes it may be desirable to use standardised designations instead of the usual names.
Examples include printouts for local authorities and data exports to databases.

Alias names can be entered either for the element in question or under menu item 'Master data | Special
data | Alias names'.

Note: One name for a group of classes
An alias can be defined for a group of classes via 'Master data | Special data | Alias names', e.g. '3abc”
for '3a+3b+3c”.

Lesson table
The Lesson table serves as a useful tool for checking subject distribution in the Lesson planning and
Value calculation module and has no other significance outside of it

Previous year's name
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The class name from the previous year is required for use with the function< Last year's teacher . The
name of the class in the previous year can be entered here to ensure the class teacher accompanies the
class into the new school year. This function is available if you have licensed the Lesson planning and
Value calculation module.

Dept.

Department. Classes can also be allocated to a particular department. This function is largely for
information only and allows timetables and/or class lists to be printed specifically for individual
departments. This function is particularly important for use with the e Department timetables module.

Class level
This function is only useful in connection with the modules Lesson planning and Value calculation ,
Students timetables or Course scheduling .

Regular school
For use with certain import/export interfaces.

External name

The external name is only used when several schools are created in a multi-user database with shared
inter-school resources. For more details please refer to chapter Shared resourcesin the MultiUser
manual.

1.4.3.2 'Timetable' tab

This tab allows you to enter parameters and also to set codes .

=) Timetable | Values

Rla Home room (shart name) (F} NTPs allowed

Class group (F) Lessons not on adjac. days

(H) Sched. a.m./p.m. not both
1-2  Lunch break Min-Max

(Y} Keep curr. loading pattem
46 Periods/day Min,Max

4 Max main subject pers./day

2 Maz. consec. main subj per/day Master class (TT print-out)

Max. different legs./day

Home room

This is where you can enter the name of the classroom assigned to a particular class. This
subsequently makes the task of Entering lessons easier. Please see chapter Alternative rooms in the
User tips for details on classes with no designated classroom.

Class group
This input field is designed specifically for use in Austrian teacher training colleges, British secondary
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1.4.3.3

schools, Belgian Gymnasiums and German Realschulen where students have a choice between several
main and minor subject areas (core and differentiation lessons) or several subject areas of equal
standing.

Warning:
Please do not enter any data in this field if you are in any way unsure about the exact meaning of the
function. You will find a more detailed explanation of class groups in chapter User tips/ Class groups

Lunch break Min- Max
This function allows you to specify the maximum and minimum duration of the lunch break for individual
classes.

For lunch breaks of exactly one hour, enter '1,1". If you wish Untis to schedule a lunch break of at least
zero and at most two hours, enter '0,2".

Periods/day Min, Max

Specify the minimum and maximum number of periods / lesson units the class may be taught per day.

For example, enter '4,6' for a class that should have at least 4 periods, but no more than 6 periods, per
day.

Max main subject pers./day
You can activate the main subject for any desired subject. Use this field to specify how many main
subject periods may be taught as a maximum on any one day.

Max. consec. main subj. per/day
This function determines how many main subject periods may be taught consecutively on any one day.

Max. different less. /day
In some countries (in particular those which have all-day schooling) the authorities only allow a certain
maximum number of different subjects to be taught to a class on any one day.

You can enter this maximum value in the field 'Max. diff. less./day' for each class.

Master class

Enter the same master class for type-separated class components if you wish to print the timetables
together in a single timetable. Please see chapter User tips/ Type-separated class components and
chapter Timetable creation / Several classes in one timetable'for further details.

Codes

(P) NTPs allowed

As a rule, NTPs (non-teaching periods) should be awided at all costs. Possible exceptions are NTPs for
pseudo classes and class components.

(F) Lessons not on adjac. days
Use this function for part-time classes that do not have lessons every day of the week if you wish to
awid scheduling lessons on consecutive days. In this case select this code.

(H) Sched. a.m./p.m. not both
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1.4.3.4

This function ensures that lessons can only be scheduled for one half-day of the day, i.e. Untis can
allocate lessons either in the morning OR in the afternoon of the same day.

(Y) Keep curr. loading pattern
Tick this option if you wish to block the allocation of lessons before the first and after the last periods
already scheduled (for use with a subsequent optimisation run).

@ la-Clas=1a {Gaussj Tlm@HE EI-@
:.E n 85 Al 's‘?j ¥ 5 @ 1a - Klasse 1a (Gauss) TII’T@@ EI-@
= _ o _ X
Mo | Tu |We | Th | Fr | Sa| * s(2rle e B
1 EN | MA MU E MA BI Mo | Tu |[We | Th | Fr | Sa
2 MU | EN |PEG. | DE EM 1
3 Bl MA | EN | EN | MA 2
AR
4 |PEG. DE | MA | DE 3
5 RE 4
6 5
7 6
8 FEG. 7
L-Mo. |Tea. Subj. Rm. |Cla. |Time |Schoolwe 8
3 Arist, MA, R1a 1a 1-41
+3 L-Mo. |Tea.Subj. Rm. |Cla. |Time |School week
+3
4 T
Fi T E

Time grid showing permitted scheduling options for use with a subsequent optimisation run where option
Y is activated (the last morning lesson is period 5, the first afternoon lessons is period 6).

This means that in a subsequent optimisation already allocated lessons and NTPs may be rescheduled.
This code is typically activated when you wish to leave non-teaching time for teachers and classes
unchanged when scheduling the timetable. Extracurricular activities are not then affected by the new
timetable

Warning
This function imposes considerable restrictions on subsequent optimisation runs and should not be
activated without due consideration.

Class time grid

You will only find the <Class time grid> LE button in the toolbar under 'Master Data | Classes' (i.e. for no
other element).



Master Data 35

The function is used to separate the school day into double and single periods for each class. You can
also prevent lessons from being the last period of the day if you hawve to take bus timetables into
consideration when scheduling.

The class time grid allows you to specify that
e certain periods should be used for scheduling double periods and
e certain periods should (not) be the last lesson for that class on a particular day.

1. If you wish to schedule double periods by preference in the first two periods of the day (on every day
of the week) as shown in the example, mark the desired range and click on the <Double periods> button
in the 'Schedule' block .

2. If you wish to reserve a range of the day(s) for scheduling single periods, use the <Single periods>
button accordingly.

Warning: Sufficient double periods
Please note that it is essential to define a suitable minimum and maximum number of double periods in
the lessons window of the class in question in order for this setting to work.

3. You can also use the <No> button in the 'Last period' block to specify those periods after which
lessons for the class may not end. This is important if you have to take local transport timetables
(school buses) into consideration when preparing your school timetables.

Note: Copying
Use the <Copy> button to transfer the settings you have made here to other classes.
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P

@ Class time grid / Class-71 o= =
1a : Class 1a (Gauss)
Last period Scheduling
Mo [ Double perods P [ Copy

Cw ) [ @

*= Mo double period spanning the subsequent break

11 2| 3 4 5 6 7 8

800 855 9:50 10:45 11:40 12:35 13:30 14:25

845 9:40 10:35 11:30 12:25 13:20 14:15 15:10
Manday z_ 2 [ 2 7 o
Tuesday 2 2 1 2 zq
Wednesday 2 =2 1 2 2|
Thursday 2 2 1 2 2
Friday 2 2 i 2 2
Saturday % g1 1

OK || Cancel || Moply || Heb

The sample timetable corresponds to the settings made in the figure above.
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14.4
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1| 1] 3
Teachers

You can make the following settings on the Teacher' tab.

Title

This field is for information only and only affects printing and export.

First name
Enter the first name of the teacher. Untis uses this information in a variety of different printouts.

Personnel number
Enter the personnel/staff number only if this is required in printouts or transfer data for local authorities.

Teacher status
Use this field for special status information such as head teacher, librarian etc.

Department(s)
You can allocate any number of departments to an individual teacher. This function is particularly
significant in connection with the Department timetables module You can also, for example, print out
separate timetables for individual departments

E-Mail address
Use this field to enter teacher email addresses.
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1.4.41

The email address is only used internally in combination with the Info timetable module. You can use
this module to distribute timetables and substitution information by email to teachers for whom an email
address has been entered.

Telephone number
The telephone number field is currently used for administrative purposes only and is not used by the
application at present.

Mobile number
Use this field to enter mobile telephone numbers.

An entry in this field is only necessary in combination with the modulelnfo timetable. This module allows
you to send information to teachers usingtext messages (SMS).

Alias name

This function applies to teachers in the same way as it applies toclasses. For certain purposes it may
be desirable to use standardised designations instead of the usual (school-internal) names. Examples
include printouts for local authorities or the export of data to databases. Alias names can be entered via
the relevant element or under 'Master Data | Special data | Alias names'.

Birthdate

This field is for information only and only affects printing and export.

Regular school
This field is for information only and only affects printing and export.

Hourly rate
This field is currently only required in the German federal state of North Rhine-Westphalia

Pers.No. 2

In some countries, teachers may have two different personnel numbers. In these countries personnel
number 2 is exported with relevant data.

External name

The external name is only used when sewveral schools are created in a multi-user database with shared
inter-school resources. For more details please refer to chapterShared resourcesin the MultiUser
manual.

Male/Female

Apart from its informational character, this field is used in conjunction with theBreak supenisionsmodule,
where you can specify that a particular break area should be supenised bymale or female teaching
staffonly.

'Teacher' tab

You can make the following settings on the 'Teacher' tab.
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B General | Teacher | Timetable |‘u’alues | Teach. qual. I YalueComection | Subs. | Break supervision

Maestra Title Alias name [C] Male
Maria First name Birthdate Ml Femae
Personnel number Regular schoaol
Teacher status Entry date

D17 Department () Exit date

arigt@teacherem  E-Mail address Hourdy Rate Text 2
Telephone number Pers.Mo. 2
Mabile number Extenal name

Title

This field is for information only and only affects printing and export.

First name
Enter the first name of the teacher. Untis uses this information in a variety of different printouts.

Personnel number
Enter the personnel/staff number only if this is required in printouts or transfer data for local authorities.

Teacher status
Use this field for special status information such as head teacher, librarian etc.

Department(s)

You can allocate any number of departments to an individual teacher. This function is particularly
significant in connection with the Department timetables module You can also, for example, print out
separate timetables for individual departments

E-Mail address

Use this field to enter teacher email addresses.

The email address is only used internally in combination with the Info timetable module. You can use
this module to distribute timetables and substitution information by email to teachers for whom an email
address has been entered.

Telephone number
The telephone number field is currently used for administrative purposes only and is not used by the

application at present.

Mobile number
Use this field to enter mobile telephone numbers.

An entry in this field is only necessary in combination with the module Info timetable . This module



40

1.4.4.2

allows you to send information to teachers using text messages (SMS) .

Alias name

This function applies to teachers in the same way as it applies to classes . For certain purposes it may
be desirable to use standardised designations instead of the usual (school-internal) names. Examples
include printouts for local authorities or the export of data to databases. Alias names can be entered via
the relevant element or under 'Master Data | Special data | Alias names'".

Birthdate

This field is for information only and only affects printing and export.

Regular school
This field is for information only and only affects printing and export.

Hourly rate
This field is currently only required in the German federal state of North Rhine-Westphalia

Pers.No. 2

In some countries, teachers may have two different personnel numbers. In these countries personnel
number 2 is exported with relevant data.

External name

The external name is only used when several schools are created in a multi-user database with shared
inter-school resources. For more details please refer to chapter Shared resources in the MultiUser
manual.

Male/Female

Apart from its informational character, this field is used in conjunction with the Break supenvisions
module, where you can specify that a particular break area should be supenised by male or female
teaching staffonly.

'Timetable' tab

You can make the following settings on the Timetable' tab .
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B |Geneml I Tead'|a'| Timetable |‘u’alue.s | Teach. qual. I YalueComection | Sube. | Break supervision

Home room (short name) [] {H) Sched. a.m./p.m. not both
1-2 Lunch break Min-Max [C]0) Keep curr. loading pattem
46 Periods/day Min Max [T (R} Mat in 1st AMD last period of 1d
0-1 MTPs Min, Max Ve impDrtE.Int.

' [C1Mo NTP's (8)

5 Max. consec. perods/half day [ Lunch break (B)

Digihy Fr. Break [T] Max. periods/day ()

Teacher optimisation code [ Maxt. consec. prds. (D)

Home room
Use this field to assign a dedicated home room to a teacher. This makes entering lessons easier
subsequently.

Lunch break Min-Max

Enter the minimum and maximum duration of lunch breaks for individual teachers.

Periods/day Min,Max

Input in this field determines the minimum and maximum number of periods a teacher should teach each
day. Enter '2,5' for a teacher who should teach between 2 and 5 periods per day. Leaving this field empty
allows Untis to schedule any number of periods for a teacher.

NTPs Min,Max
Use this field to specify the minimum and maximum number of NTPs (free periods, non-contact periods)
per week for an individual teacher. An empty field is equivalent to the entry '0,0'.

Max. consec. periods/half day
This field allows you to specify the maximum number of consecutive periods a teacher should teach
before an NTP (break) is scheduled.

Daily Fr. Break

In schools where lessons continue until evening, it is often desirable to specify the length of time
between the last period in the evening and the first period in the morning to allow a sufficiently long break
between classes.

The time grid of a school shows a total of 11 periods per day. On Monday, teacher X teaches until period
9. A value of "4" entered under "Daily Fr. Break" means that Untis will attempt to keep periods 1 and 2
on Tuesday free for teacher , i.e. a total a total of 4 free periods.

Teacher optimisation code
The teacher optimisation code is important when optimisation is performed using variable teacher
assignment.
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1.4.4.3

Permissible entries are either numbers 1 to 9 or letters A-Z.

Entering a number means that during optimisation with variable teacher assignment, the relevant
teacher's lessons can only be exchanged with those of another teacher who shares the same
optimisation code.

On the other hand, entering a letter results in lessons only being exchanged with teachers with a
different (or no) optimisation code.

Codes

(H) Sched. a.m./p.m. not both
Schedule half days only. This function ensures that lessons cannot be scheduled in the morning AND in
the afternoon of the same day.

(Y) Keep curr. loading pattern

Activate this option if you want to block the allocation of a teacher before the first and after the last
periods already scheduled for the half-day. This means that a subsequent optimisation run ignores the
teacher for the periods outside the given range. You will find an example of how to use this field correctly
in chapter Master data properties / Classes .

(R) Not in 1st and last period
You can use this code to awid a teacher being scheduled in the first and last periods of a day
(Scheduling | Weighting | Time Requests | Time requests for teachers).

Very important
The input block ‘Very important’ allows you to specify different timetabling priorities for each individual
teacher.

No NTPs (A)

Activate this option to instruct the software to avoid scheduling NTPs for the teacher.

Lunch break (B)
Check this box if you want Untis to pay particular attention to lunch break compliance when creating the
timetable.

Max. periods/day (C)
Activating this option ensures a high level of compliance with the specifications entered under 'Periods
per day min,max’.

Max. consec. prds. (D)
Activating this option ensures a high level of compliance with the specifications entered under 'Max.
consec. periods/half day'.

Note: Do not set for all teachers
Please set codes A-D for individual teachers. If great importance is attached e.g. to awiding non-
teaching periods for all teachers you can achieve this via optimisation.
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1.4.5 Subjects

1.4.5.1 'Subjects' tab

Subject Group

When entering teaching qualifications for teachers, you can either enter single subjects or entire subject
groups. This field is therefore only relevant for use with the Lesson planning and Value calculation
module.

Alias name

For certain purposes (e.g. data export), it may be desirable to use standardised designations instead of
the usual names. Alias names can be entered via the relevant element or under 'Master Data | Special
data | Alias names".

E] Geneml | Subject |T|metable | Values I Subs. |

Subject Group Alias name

(M} Main subject
[]{F) Fringe period [](2) Mare than once a day
[ {0) Optional subject [ G) Net a fringe period

Double perods
[] D) Respect double periods []JE) Double pers. span *breaks

[ P} Mo break supervision before/after
[ (5} Consultation hour

1.4.5.2 Codes

You can make the following settings on the Timetable' tab .
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lil Gereral | Subject | Timetable | Values | Subs.
Subject Group Alias name

| (M) Main subject
(F) Fringe period (#) More than once a day
(0} Optional subject (5} Mot & fringe period

Double periods
(D) Respect double perods (E) Double pers. span “breaks

(F) Mo break supervision before/after
(5) Consuttation hour

Subject room (short name)

This function allows you to specify the name of a dedicated subject room for a subject. This
subsequently makes task ofEntering lessons easier. Please see the chapterRoom logicunderUser
tipsfor further details.

Afternoon pers./week (min,max)

The minimum and maximum number of afternoon periods for this subject. Use this field to specify the
minimum and maximum number of periods per week that the subject should / must be scheduled in the
afternoon.

Periods/week (min,max)

Minimum and maximum number of weekly subject periods. This function is only relevant for use with
theLesson planningmodule where you can enter the minimum and maximum number of periods the
subject should be taught per week (if at all).

Subj. Sequ. - Teachers

The numbers 1-9 direct the software to construct teacher timetables where subjects with the same
number are scheduled in consecutive periods. The letters A-F prevent the software from scheduling
subjects in consecutive periods. Please also see chapter Subject sequenceunderUser tips.

Subj. Sequ. - Classes

The numbers 1-9 direct the software to construct class timetables where subjects with the same number
are scheduled in consecutive periods. The letters A-F prevent the software from scheduling subjects in
consecutive periods. Please also see chapterSubject sequenceunderUser tips.

(A) In all classes

This field is only important in connection with the module 'Lesson planning and Value calculation'.

(M) Main subject

Check this box to categorise a subject as a main subject. For further details please refer to chapter
'User tips / Main subjects'.

(F) Fringe period

Use this option to categorise a subject as a fringe period subject. The attribute ensures that lessons of
this subject are scheduled preferentially at the beginning or the end of a school day or half-day
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(depending on the grid). For further details please refer to chapter 'User tips / Free periods and fringe
periods'

(O) Optional subject
This option allows you to categorise a subject as an optional (non-compulsory) subject. The attribute
ensures that lessons of this subject are scheduled preferentially at the beginning or the end of a school
day or half-day (depending on the grid). For further details please refer to chapter 'User tips / Free
periods and fringe periods'

(2) More than once a day
This option should only be used in special circumstances. [f it is active, the optimisation algorithm can
schedule the subject at entirely irregular intervals and even sewveral times a day. Checking this box
deactivates the weighting settings for The same subject cannot be taught more than once on the same
day' and 'Awid errors with double periods'.

(G) Not a fringe period

Selecting this option causes the software to schedule lessons of this subject by preference in the middle
of a half-day, awiding fringe periods.

D) Respect double periods

Warning

This option should only be activated in special circumstances. Please read chapter ‘Lessons' before
selecting this option.

This function ensures that the automated optimisation tool will always schedule the number of permitted
(or desired) double periods. For example, use this option to awoid splitting double periods or to force the
software to schedule single periods.

¢ Please note that the correct treatment of double periods requires an appropriate input under option
'‘Double periods Min,Max".

e This option is only effective when used sparingly and thoughtfully since it imposes considerable
restrictions on the optimisation function, especially with regard to subjects with many double periods.
Activate this function only when a previous optimisation run was unable to achieve the desired
outcome and you have already increased the relevant weighting parameter ("Awoid errors with double
periods") to '5'.

(E) Double periods are allowed to span *-breaks

Breaks marked with an asterisk (*) must not be bridged by double periods and will therefore affect the

distribution of double periods. If this restriction is not desired for a particular subject, simply uncheck this

option.

1.4.5.3 'Timetable' tab

You can make the following settings on the 'Timetable' tab .
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14.6

lil Gereral | Subject | Timetable | Values | Subs.
SH1 Subject room (short name)
02  Aftemoon pers.Aweek Min-Max
33 Perodsfwesk Min-Max
Subj. Sequ. - Teachers

Subj. Sequ. - Classes

Subject room (short name)

This function allows you to specify the name of a dedicated subject room for a subject. This
subsequently makes task of Entering lessons easier. Please see the chapter Room logic under User
tips for further details.

Afternoon pers./week (min,max)

The minimum and maximum number of afternoon periods for this subject. Use this field to specify the
minimum and maximum number of periods per week that the subject should / must be scheduled in the
afternoon.

Periods/week (min,max)

Minimum and maximum number of weekly subject periods. This function is only relevant for use with the
Lesson planning module where you can enter the minimum and maximum number of periods the subject
should be taught per week (if at all).

Subj. Sequ. - Teachers

The numbers 1-9 direct the software to construct teacher timetables where subjects with the same
number are scheduled in consecutive periods. The letters A-F prevent the software from scheduling
subjects in consecutive periods. Please also see chapter Subject sequence under User tips .

Subj. Sequ. - Classes

The numbers 1-9 direct the software to construct class timetables where subjects with the same number
are scheduled in consecutive periods. The letters A-F prevent the software from scheduling subjects in
consecutive periods. Please also see chapter Subject sequence under User tips.

Students

There is an additional master data element if you use the Students timetables module — students. If you
do not use the module, the menu item will be deactivated.

Note
In some school systems or at some class lewels it is not the class that determines the lessons. Instead,
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students can select the courses they wish to take depending on their preferences. This results in
students having their own individual timetables depending on the courses they choose. Untis provides
two modules to help you manage these scheduling tasks: Student timetables and Course scheduling .
The use of student timetables is useful when the majority of lessons take place for the class as a whole
and a smaller share (up to approx. 25 %) is selected individually. The course scheduling module is used
when no class exists in the traditional sense and students are (almost) fully free to choose their
courses.

1.4.7 Departments

Additional master dataYou will find the following master data under menu item 'Master Data | Special
data':

Student groups

Student groups facilitate student assignment in WebUntis . They play no role in lesson scheduling.

Alias names

For some purposes it may be necessary to use different names than the names specified in master data
for elements. For example:

e Standardised official specialist designations for authorities

¢ Standardised names for interfaces to official databases

e Timetable printing

If you wish to use the aliases specified here in timetable printouts, you must check the box 'For the
timetable' and also set the appropriate code in the corresponding timetable view. Please refer to chapter
Alias under Timetable for more information.

Descriptions
Descriptions are master data elements in their own right with (short) name and full name. They are
useful when designations apply to several elements.

You can for example provide somewhat longer text in the full name of a description. It is then sufficient to
enter the (short) name of the description in other master data elements in order to choose between the
(short) name or full name of the corresponding description for printed reports and views.
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P 1

@ Descriptions / Description E'@
Perm -H BTRE b B 2

|
— Mame

Pem : | Delete | | Change |
Pemanert Teacher Full name
4 L1 [ 2
Name | Full name Stat. o

HW |Head Teacher

[ 2 m Permanent Teacher
Cont | Contract Teacher
Sp Special Clags
Ex Voluntary Exercize
Grl | For Girlz Onhy

Departments

You can assign each master data element to a department (in the case of teachers, to several
departments). This is only of further significance when used with the Department timetables module. If
you do not use this particular module, entering a department name is mainly for informational purposes
and can, for example, be printed out on timetables. However, some reports can be printed on a
departmental basis.

Corridors
Corridors must be specified for scheduling breaks (corridor supenvision). These functions require a
license for the Break supenisionmodule.

Lessons

Lessons

A lesson is the combination of the elements class , teacher , subject and room with a specific number of
periods and perhaps with additional parameters. A difference is made between planned and scheduled
lessons.

A planned lesson would be e.g. that teacher Callas should teach two periods of music to class 1a in
room R1a.

The scheduled lesson would also contain the position of the lesson in the timetable, e.g. the lesson
takes place on Mo-2 and Th-1.

Planned lessons
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2.2

E

@ Lessons / Class

-
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1a - | m VR ETELGL Fx- 0= 2
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Scheduled lessons
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L-Mo. |Tea. Subj. Rm. |[Cla. Time |Schoolv =
96 Callas, MU, R1a 1a 241 .
4 I 2

The lesson window

Similar to all master data windows a lesson window always comprises three sections: the toolbar , the

grid view and the form view.

The function of the form and grid views is the same as with master data windows . The form view
displays one lesson at a time with all the attributes belonging to the lesson while the grid view displays a
table of all lessons. Each lesson is automatically assigned a lesson number (which you cannot alter)
which the application uses as an internal ID.

Note: Views

The lesson window is a view. This means that the information provided in chapter ' Master data views ' on
the basic use of windows ( Editing views and Managing views ) also applies to lesson windows.
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2.3

You can open the standard views for lessons sorted by class or by teacher via menus items 'Lessons |
Classes' and 'Lessons | Teachers' respectively.

I

@ Leszons / Class Toolbar

2 "HREN® BEF¥ &L - QOF @~ %
L-No. = ClTe UnSc  Per frePrds Teacher Subject Class(es) Subject room Home room Double per Block F
11 41 [ 2 Hugo |~ 1a1b2a2b Ria
6 3,7 1 Callaz CH 2a,2b 3a RZa
75 2,2 3 rub  [BEBIIN 2b,2a SH1 R2b =
81 2,2 2 Curie 2b2a A 2z
94 2.1 1 Mew GA 2a2b 2 R
18 2 Huge  HI 2a
38 1 Callas MU 2a RZ3
41 2 Callaz AR 2a RZa 1-1
48 2 nobel [T 22 R2a -

E Lessons | Timetable I Codes I Values I Coupling IJne|

2 Perods/week Alias name Subject Group
Years perods Description Studerts M.
Hugo Teacher Fioom Studerts F.
GEc Subject Rla Home room 0 Total
1a.1b.2a. 2t (Classies) Statistical code Studerts Min
Division No. Les. groups Students Max
Student group Digt.Prds to les-groups Student Course
Text
Line texd Form view
Line: test-2

E] L-Ma. = Class -

Warning: Coupled lessons
In the case of coupled lessons (lessons taking place simultaneously) you will see a + in the C/,Te
column. Clicking on this will display all the coupling rows of the lesson concerned.

Entering lessons

Lessons can be entered in the form view or in grid view . Since there are different types of lessons they
will be described here separately.

A coupling consists of lessons that have several elements of the same type and that must take place at
the same time. In the case of a class coupling, several classes or parts of a class are taught by one
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2.31

teacher, and in the case of a teacher coupling several teachers teach one or more classes at the same
time.

e Simple lessons
¢ Double period - block

e Couplings

Note: 'Cl,Te' field
The value in the CI, Te field indicates how many classes and how many teachers are involved in this

lesson. A straightforward lesson involving one class and one lesson displays no value in this field.

L-Ho. # ClTe. UnSc Per :Prds Teacher Subject Class(es) Subject room Home room Double pers. Block
41 2 Callas AR RZa 1-1

Za
1a,1b,2a,2b Ria

11 4 1 2 Hugo
75 @22 3 rut  [FEERIN 2b2a SH1 R2b
argt  [PEGI 2b.2a SH2 RZa

Simple lessons

Open a lessons window and click on the <New> button. This will create a new lesson with one period
per week. Alternatively, you can create a new lesson in the last row of the lesson view .

Simply enter all the elements involved for the lesson (class, teacher, subject, room) and if necessary
change the number of periods per week.

e

@ Lessons / Class L[N E=S =R ===

TEEEL & IS Y I LI I TE

L-Mo. H ClTe UnSc  Per (rsMﬂcher Subject Classies) Subject reom Home room Double per Block -

96 2, 1 2 1a Ria
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11 , 2 Huge [e=o 0 1a,1b,2a,2b Ris F

T 23
o a ] @ Lessons/ Clas (B e )
,
3 . -HEENR ETCLHS T QFE 8 £ @i
i L-Mo. =+ ClTe UnSc  Per frsPrds Teacher Subject Class(es) Subject reom Home room Double per Block -
] Lo, || 2. ; S New  CH 1a Ria
1 4, 1 2 Huge 2o 1a,1b,23,2b Ria
7 @23 2 andger ENI 1= WS Ria 1-1 -
IEI L-No. 5 Class -

Class [ teacher

Depending on whether you have called 'Lessons | Classes' or 'Lessons | Teachers', the active class or
the active teacher will be automatically entered for a new lesson.
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Home room

If you have assigned a room to each class under 'Master Data | Classes', the room will be entered
automatically in the Home room field as soon as you enter the class. A teacher can also be assigned a
home room, in which case the home room will be entered automatically in the same way.

P =

@ Classes / Class 0] == ]
1a vimEﬁg"&?ﬁv%&@
Name| Full name ( Room ‘\ain subj/di Lunch breal Periods/day
3 Class 1a (Bauss) % Ria J 412 45
b |Class 1b (Newton) — FTOT 412 45
2a Clag
2 ool Wb) b=
2 i - HENR ATLS Hw- QHm A8 £ J@
4 Clas L-No. #H CITe UnSc  Per rsPrds Teacher Subject Class(es) Subject room Home room Double per Block | =
x 97 T2 (A
%6 B3 3 New  CH 1a Ria
E] 11 4 b Hugo [EZ0 1a,1b,2a,2b Ria -
) whe. : Class ~

Subject room

You can also assign rooms under 'Master Data | Subjects'. However, in this case it involves subject
rooms, for example a gymnasium for the subject PE and sport. When you enter a subject with a subject
room , the subject room will be displayed automatically in the corresponding field.

@ Subjects / Subject =3 ER
PH - &= FE Em % T &7
Name | Full name 'Ruum‘f.l'.'l.pe (W) -

3 Physics Y IEEEE

Chemistry =00 [0

PEB SH1 02 ]
PEG SH2 02 |
e BOI
s [ ® Lessons/Class Wb (=l /=S
™ 1a -HEBEEMR EFEHF - OFE & £ &
Lz L-No. = CI Te UnSc Per (/rsPrds Teacher Subject Class(es) Subject room Home room Double per Block | »
EN a7 B 2 |:|
il 9 B3 3 New  CH 1a Ria
:jic 11 4,1 2 Hugo [E 1a.1b,2a,2b Ria -
2 - : v/




Lessons 53

2.3.2

Note: Subject room + home room

A subject room and a home room can be entered for a lesson. In this case, optimisation will first try to
schedule the lesson in the subject room. If this is not possible, the lesson can be scheduled in the
home room. Please refer to chapter Room logic for further information.

Double period - block

Double period

Lessons will be scheduled in single periods unless specified otherwise. Enter double periods in the
column Double pers. if they are desired or permitted. Use this field to specify a permitted range of
double periods:

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

L-No. = ClTe. UnSc Per frePrds Teacher Subject Classies) Subject room Home ro
7 @23 2 ander CEJ 12 WS R1a

Double per.
1-1

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

L-No. = ClTe. UnSc Per frsPrds Teacher Subject Classies) Subject room Home n Double per ck

3 @1,2 2 Gauss [ENIID 32 R3a 0-1

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

L-No. = ClTe. UnSc Per frsPrds Teacher Subject Classies) Subject room Home ro
76 @22 4 Arist  [PEGIN 32,30 SH2 R3a

Double per.
1-2

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

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

If you wish, for example, to schedule 3 periods consecutively, enter '3' in the column 'Block'.
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2.3.3

L-No. = ClTe. UnSc

Per rrePrd= Teacher Subject Clazsies) Subject room Home room Double e ’
2 3 Callas AR 1 Rib !

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

L-No. # ClTe UnSc  Per frePrds Teacher Subject Class(es) Subject roo Home room  Double gf&r Block
33 6 Arist EMN 1a R1a 3,3

Coupled lessons

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

Warning: General rule for entering coupled lessons
Several classes are entered together separated by commas but when there are several teachers each
one must be entered in a separate coupling row.

Coupled lessons (several classes)

Teacher Rubens is to teach cookery to classes 1a and 1b for two periods in the home economics room.
Per Teacher Subject Class(es) Room
2 Rub CK 1a,1b HE1

Proceed as in the example of the simple lesson, but enter both classes 1a and 1b in the field 'Class(es)'
separated by a comma. In this case the room will not be entered automatically because there is no
room assigned to the subject cookery. For this reason, enter it in the 'Subject room' column .

[ b (=== |

@ Lessons / Klasse
la = | |

TR RTEL - OFE & &

Subject reo Home reom  Double pers.  Block

L-Mo. I+ CITe UnSc Per d= Teacher Subject Class(es)

36 2182 2 Rup KO 1a,1b Ki Ria
=T T e
133 5 Arst |E 1a Ria

Now switch to class 1b. You will see that the lesson is automatically displayed for this class.

Coupled lessons (several classes and teachers)

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

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

1. Switch the lessons window to class 2a.

2. Enter '4'in the 'Per' column and confirm this by pressing <TAB>.

3. Enter the (short) name 'Cer' and confirm again with <TAB>. It does not matter which of the three
teachers you begin with.
4. Enter 'EN for subject.
5. Now enter classes 2a and 2b in the 'Class(es)' column separated by a comma.
6. Class 2a's home room — R2a — will be entered automatically.
7. Move the mouse to the column 'Cl,Te' in the lesson you hawe just entered and click on '+'. Enter the
name of the next teacher ,"Ander", and again classes 2a and 2b in the empty row shaded grey.
95 - 2 Mewy PH 2a Phy= RZa
57 { %2184 4 cer DE 2a b R2a

95 2 Mew PH 2a Phys R2a
57 =218,4[ 4 cer DE Zazb RZa

8. Now change the room from R2a to room R2b since teacher Cervantes will be teaching his group in
room R2a .

9. Make the same entries for teacher Callas in the third coupling row, making sure to enter a different
room.

- el

@ Lessons / Class E][E] |E”E”El
2 - REBR TR FTOLGEAED -8 L¥ - F 2

L-Mo. = ClTe. UnSc Per ds Teacher Subject Class(es) Subject room  Home room  Double pers.  Block
o7 =23 % 4 4 Cer CE 2a2b R2a
Ander CE 2a,2b RZb
Callas DE 2azb P=1
'i* r
50 4  MNew |MA  2a R2a
895 2 Mew PH 2a Phys RZa

The '+' sign will now be permanently displayed in the 'Cl, Te' column. Clicking on this sign will display all
the information on the lesson. You can decide whether you wish to view only the first row of the lesson
or whether all coupling rows should be displayed.
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Tip: Expanding all coupling rows
Clicking on <+> in the column heading of 'Cl, Te' will expand or collapse all coupling rows in one
operation.

You can find further information on using coupled lessons in chapters Coupling lessons and Decoupling
lessons.

Coupling lessons

Coupling using drag&drop

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.

r ~
Warning | & |
Do you want to couple these lessons?
@ Lessons / Class
= m » 67, Cer, B
3a ~H RE SR TER T O 5% RuwH
L-No. [+|ClTe UnSc Per (rsPrds Teacher Subject Class
9 2 New PH 3a ) )
15 5 Hugo E 32 Dont show this message again. , @ @ EI@
2 4 Ander DE  3a = o | TOFEEIB-B L7
2 1 Ander [0 3a -
50 Dfﬂp 2 Nobel E 3 & ect Class(es) Subject rec Home room
bt 2 New PH 3a FL R3a
56 <%> 2 Rub  HI 3a
= T 5 cer [ = 15 2 Huge [ES 3a R3a
&7 | 7 Ter BI 3 22 4 Ander DE 3a R3a
Dl‘ag praz] 1 Ander  [us 3a Ws R3a
50 2 jobel G - Bia
— 56 = 1,2 2 Rub HI 3a R3a
ILI L-No. = Class Cer Bl 3a R3a
(4 3 Cer H Ja R3a
[=] Lo = Class A

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, Te' column and drop it. The lessons are now decoupled.

Coupling via the toolbar

If you wish to couple two existing lessons, mark one of the lessons concerned and click on the <Create
couplings> button in the toolbar. A dialogue window will be displayed already containing the marked
lesson. There are three ways to add additional lessons:

¢ Double click on the lesson you wish to add in the lessons window.
¢ Mark the new lesson in the lessons window and then click on <Add>.
¢ Enter the lesson number and then click on <Add>.
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Create Couplingsg

37 I-No.  |L-No.[Per |Teacher |Class | Subject
9% |2 Ander 3.3 DS

@ Lessons / Class o 97 Curie 32,3 HE
o= "EHBAER i?@.&@ﬂ Remove
L-No. [+ ClTe. UnSc Per ¢rsPrds Teachel ject Cl a e A e @@ EI

% 2,1 =
97 2,1 2 Curie 3ad - 38 "HBRENR EF & & &7 - EE &8 & & &-7

1 4 Gauss 3a biect Hom

-
9 2 Hew PH 3a =
Hove = I E
T T Tovss WA T8 Ree !
9 New PH 3a Phys R3a [ -
E] L-Na. : Class v |4

Decoupling lessons

The previous chapter described how you can decouple lessons using drag&drop.
Decoupling via button

This function allows you to convert individual coupling rows in a coupled lesson into lessons in their own
right (with their own lesson numbers).

Mark a lesson coupling and click on the button <Extended decoupling>. A window will be displayed
where you can select which coupling rows should be removed from the coupled lesson.

Old lesson L-No.: &, Per: 1 e New lessons

ITeacher |Subjed |Class I Teacher |Subjed |Class
CH 2a,2b 3a
Old lesson  L-No.: &, Per: 1 New lessons
EN 2a2h3a : e .
EN 2a7b3a Teacher | Subject | Class Teacher | Subject | Class
DE 2a2h 3 Callas CH 2323 Gauss MA 23,2b.3a
DE 2a2h 3 Rub EN 2323 Ander MA 23,2b.3a

Hugo EN Za2b3a
Nobel DE 2323 @

-1 DE 2a.2b.3a

@& Lessons/ Class AP ==

HE TR ETL+, FH-0FF a8

6 =237

fl L-No. [+ ClTe. -
JA ] 23203 ' -

CED T
B 2 20,22 BN 23203

DE 2a2b,3
i Nobsl  DE 23.2b 3 Ps2
1 DE 2a2b3a iy o e

[MANN 23,232

UnSct Per rds Teacher Subject Class{es) Subjectroom Home room

E] L-No. I:I - Class - |4

Warning: Split up all
Clicking on the <Split up all> button breaks up all class couplings. This can havwe a drastic impact on
teaching load distribution.
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2.3.6

If you only wish to split up a coupled lesson into all coupling rows but wish to retain the class couplings,
mark all the rows concerned in the left section and click on the double-headed arrow in the centre of the
window.

Entering lessons using drag&drop

You can also use the Element-Rollup function to enter lessons using drag&drop. You can access the
Element-Rollup function under 'Master Data | Element-Rollup’ or via the button of the same name in the
main toolbar.

Scheduling Timetable| Teacher [=] [
B s g [ [ <3 [Name Full name
— ___|Gauss Gauss
28 | New MNewton
—— Hugo Hugo
Ander Andersen
| Arist Aristoteles
L Callas Callas

In the Element-Rollup window you can choose between master data types and drag one or several
elements into the lessons window.

Note: Several elements
You can hold the <CTRL> key pressed and highlight several elements, which you can then drag into the
lessons window together.

Class (~] [

- < Name Full name

@ Lessons / Class QIDRE
)

13 r B

] o
e ot

a8
L-No. I+ CITe UnSc  Per ¢rsPrds Teacher Subject Classies) Subject roo =y
7 2,3 2 Ander 1a WS /Z Zb Class 2b [A
73 @22 3 Arist  [FEGIN 1a,1b SH2 g 3a Class 3a (A
3 5 Arist  [MA 1a il 3b Class 3b [C
33 5 Arist  EM 1a 8 4 Class 4 [Nc
35 2 Callaz MU 1a ]
39 2 Callas AR 1a $
%6 3,18, 3 [0S ? 1a,1b,2a il
Deop | =

E] L-Ma. = Class

T

If you drag several classes into the lessons window, they will all be entered into one coupling row .
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2.3.7

However, if you drag several teachers into an existing lesson, a separate coupling row will be created for

each teacher.

Teacher (=] [E3]
< Mame |Fu|| name |
i Gauss Gauss
L cl
e QO Now [ Nowton
- = iE £
= "HHESRTE TOL&E — Hugo Hugo
L-Mo. # ClTe UnSc  Per frePrds Teacher Subject Class(es) Subject roo H Ander Andersen
7 2,3 2 Ander 1a ws E aristDragaristotle
73 @232 3 Ari
® 2, rist 26 15,10 SH2 -
31 5 arist WA 1a
2 s e Rubers
35 2 Callaz KU 1a
Cervantes
39 2 Callas AR 1 Curi Curi
%6 =338 3 urie urie

e DIFQP 1a

(=] L.

Class

Note: Double-click

You can use a double click in the element window instead of the drag&drop method.

Clipboard

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

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

Programme-internal use

The clipboard function allows you to copy one or more lessons of one class to another or from one term>
to another (with the Multiple term module.

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

highlight all lessons,
select 'Edit | Copy',

select 'Edit | Paste'.

switch to class 1b (which still has no lessons) and



60

"EHREBR TR TOS &S
L-Mo. [+ ClTe UnSc  Per 'rds_Teacher Class(es)
£

Subject Home room

33 5

s Mark 2 E ;

Seowc 2 ‘- FERRR TOLEE
d6 ' = L-Mo. # CITe UnSc  Per 'rds Teacher Class(es) Subject Home room
53 8,2 s

[i%] 2

RESRTH TOFEE Y

Per 'rds Teacher Clazs{es)

Subject Home room
97

99

101
103
105
107
109

Paste special

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

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

Copying data to external programmes

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

Many views also offer the <Print in Excel> option allowing you to export directly to a spreadsheet.
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File Edit Master Data_ Lessons G21 - s |
[TemH L.-B‘i‘!'f‘” 5| A B & D
—. 1

@ Rooms/Room b [ = || & | 2 |Mame Full name Altern. room Rm. Weight
5H1 5 B e =2 3 |SH1 SportsHalll SH2 4
Mame| Full name Alterr Rm. ¥ 4 |SH2 Sports Hall 2 SH1 4
3 ﬁSpnrts Hall 1 SH2 4 5 |PL  Physics lab. 3
SHZ |Sports Hall 2 SH1 4 o W5 WGrkﬁhGp 3
PL  |Physics lab. 3 7 TW  Textiles workshop 4
WS R 3 8 |HEL Home Econ. room a
:‘; M : 9 Rla Class Room 1a R1b 2
R1a |Class Room 1a Rib 2 10 |R1b  Class Room 1b R2a 2
Rib | Cla=s Room 1b RZa 2 11 |[R2a Class Room 2a R2b 2
RZa |Class Room2a R2p 2 12 |[R2b  Class Room 2b R3a 2
Reb (ClassFoom2b  R3a 2 13 |R3a  Class Room 3a Rla 2
R3a |ClassRoom3a  Ria 2 14 |Ps1  Pseudo Room 1(3b) Rla 2

P=1 |Pseudo Room1 (3b Ria 2
Ps2 |Pseudo Room2 (4) Rza 2 15 Ps2  PseudoRoom2({4) R2a 2

. 16
E Room -

Lesson properties

You can specify many additional properties for lessons apart from the basic data. With the exception of
time requests you can enter this data either in the grid view or in the form view. You will find all the tabs
described below in the form view .

¢ Time requests
e 'Lessons' tab

¢ Timetable' tab

e 'Codes 1'tab

e 'Codes 2'tab

e 'Values' and 'Coupling lines' tabs

Time requests of lessons

You can choose between three different ways of displaying time requests:

Time requests of lessons

Each individual lesson can be assigned a special time request. The general time request function is

described in chapter Time requests in the User tips section. However, a time request for a lesson cannot
be given the value +3. In this case, you should schedule the lesson manually and lock it.

Time requests for all elements

Lessons inherit the time requests of the master data involved . For example, if Victor Hugo's free day is
Tuesday, no lesson can take place on a Tuesday if Hugo is involved.

The ‘Time requests for all elements’ option displays the time requests for all elements involved in this
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lesson in the centre of the window. You can click on a day of the week in this section and the lower
section will indicate exactly which of the elements involved is responsible for the time request.

i

@ Lessons / Cla b (=) ==
2a H FEMTR EF&HF - OFE & 2

L-No. [+ ClTe. UnSc Per ds Teacher Subject Classies) Subject room Home room | =
18 i (A
1'1 4| 'l ] Humn 1a 1b Ta ZFh DOia

W3] @ TimeRequests =3 EER =
=) Lvo. | i F @B aE (9] 9femen @K .

18 : Lessons

m

() Time requests of the lesson
@ Time requests of all elements
() Time requests without rooms

1] 2| 3] 4] 5] & 7| 8|days am. p

Mond ) =3 +3 +3 +3
HEENNEN

Wednesday +3 +3 +3 3
Thursday +3 +3 +3 23
Friday 3 +3 3 =3
Saturday 3 +3 3 =3
< | m | b

@ Name | 1] 2| 3| 4] 5 6 7] 8days |am. |pm.
Hugo

Classles) |Za +3 +3 =3 +#3

Subjects His
Rooms R2a
Lessons 18

Time requests without rooms

Since room allocationcan still be changed during optimisation, time requests for rooms are not as
stringent as those for other elements. For this reason they can be hidden using the lower option.

24.2 'Lessons'tab

You can specify the following settings on the 'Lessons’ tab:
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Lessons | Timetable | Codes | Values | Coupling IJne|

2 Periods/wesk Alias name Expressive  Subject Group
Years periods Ex Description Studerts M.
Ander Teacher W3 Roam Students F.
D3 Subject Ria Home room 0 Total
1a Classles) Statistical code Students Min
Division Ma. Les. groups Students Max
Studert group Dist.Prds to les-groups Student Course
Teat
Line text
Line text-2

Periods/week / Years periods, Teacher, Subject, Class(es), Room
The master data involved in the lesson together with the number of periods are the essential lesson
parameters. Entering data was dealt with in chapter Entering lessons .

Division number

The division number is required to ensure that the number of periods for a class are calculated correctly
for divisions. A division occurs when for example English is taught in 2 groups but the lessons are not
coupled, i.e. do not take place simultaneously. There are then two lesson rows each with 4 periods, but
only 4 hours count towards the total number of class periods.

If both lesson rows (numbers) are assigned the same division number (permitted range of values: 0 to
255) the value units will be calculated as described above. A lesson with a division number of 0 will not
count towards the total number of periods for the class.

You can assign the same division number for more than 2 lesson rows of the class. The largest number
of periods cowvered by the division number will then count towards the class total.

Alias name
You can assign an alias to lessons in the same way as for master data elements. Please refer to
chapter Master data — Class tab for a description of this function .

Room
This is where you can enter the desired (subject) room for the lesson. If a subject room has been defined
for a subject, it will be automatically used when the lesson is created.

Home room
If data is being entered in the view 'Lessons | Classes', the class' home room will be displayed here; if
data is being entered in the view 'Lessons | Teachers', the teacher's home room will be displayed here.

Les. groups
You can enter the lesson group here if you use the Multi-week timetable module. Please refer to
chapter Lesson groups in section Multi-week timetable .
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Statistical code
Used in the same way as with master data. You can assign any number of statistical codes to each
lesson. These codes are very useful when you wish to filter according to specific criteria.

Subject group

If the lesson subject is assigned to a subject group, it will be displayed here. The use of subject groups
is primarily of interest in connection with teacher qualifications and the lesson table (with module
Lesson planning ).

Students M./Students F./Total

This is where you can enter the number of students (male and female) participating in the current lesson.
The total of all entries is displayed in the total field. These entries have an influence on room allocation
during optimisation and room optimisation .

Text

This field allows you to assign text of your choice to each lesson. This text is also displayed in the
‘Special text' column of the timetable details window and can also be displayed in the timetable window
itself .

L-Mo. I+ CITe UnSc Per d= Teacher Subject Classies) Text Double pers.
45 | 2 Callaz AR 4 Handicraft work 1-1
£ * TE
6 AR
7 Handicraft work
8 PH
L-Mo. |Tea. Subj. Rm. Cla. | Special text Cluster |Line
45 Callas, AR, R2a (Ps2) E} Handicraft work

Line text/Line text -2
You can use these fields to assign text to the individual coupling rowsof a lesson.

'Timetable' tab

You can specify the following settings on the Timetable' tab:
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Lessons | Timetable | Codes | Values | Coupling Line

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

0 Unscheduled periods

Clusters:

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

Periods in this subject room

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

Scheduling priority

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

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

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

Warning:

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

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

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

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

Subject sequence - Classes/Subject Sequence - Teachers

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

Class Clash Code (Class Clash Code, CCC)

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

'Codes' tab part 1

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

| Lessons | Timetable | Codes |‘-.-’alues | Coupling Une|

f’lﬁ ) Locked ™ [T](B) Lock conditionally
[} Ignored [ (D) Respect double periods
[]{m) Marked [1{C) No single periods
[](E} Double pers. span “breaks []{R} Place in a fringe period
[0 Optional subject [ (5} Schedule class group later
[] 5} Mo finge period placement [](2) Subject more than once/day
[]4K} No attern. room to be used [ (W} Variable teacher
[] ) Exempt from data-analysis [C]{L) Mot in legend
[T] b Al prds. in the same room [C]{Uy p m. onty double periods
[] Teacher allocation locked [ {My Schedule manualy

\_ Time requests _/i

(X) Locked, (i) Ignore, (m) Marked

The way these codes work was already explained in chapter Input fields for master data .

In lesson views, ignored lessons are marked with the letter (i) next to the lesson number.
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L-Mo. I+ CI.Te UnSc  Per ¢rsPrds Teacher Subject Clazs(es)
33 2 5 Avrist EN 1a
35 2 Calla= MU 1a
35 P Callas AR 1a
46 12 Nobel 1a
53 8,2 s Rub  DE 1a
63 P Cer Bl 1a

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

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

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

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

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

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

(r) All prds. in the same room

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

Teacher allocation locked

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

Time requests
This box will be automatically checked if time requestshave been entered for this lesson.

245 'Codes'tab part2

Below is a description of the codes in the second column.
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| Lessons | Timetable | Codes |‘u’alues | Coupling Line

[} Locked

[y lgnored

[ jm) Marked

[]4E) Double pers. span *breaks
[C] ) Optional subject

[]4G) No fringe period placement

[ {B} Lock conditionally

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

[1{R) Place in a frings period
[C](5) Schedule class group later
[ 2} Subject more than once./day

[] (K} Mo attem. room to be used
[} Exempt from data-analysis
[ Al prds. in the same room
[] Teacher allocation locked

[ (W) Variable teacher
[y Mot in legend
[ {Uy p.m. onty double periods
\LD (M} Schedule manually _/‘

Time requests

(B) Lock conditionally

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

(D) Respect double periods

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

Warning: Use sparingly

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

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

(C) No single periods

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

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

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

(R) Place in a fringe period

Use this option to specify lessons that should be scheduled in fringe periods in the same way as fringe
lessons. The attribute ensures that lessons marked in this way are scheduled preferentially at the
beginning or the end of a school day or half-day (depending on the timetable). Please also refer to
chapter User tips / Fringe periods and optional subjects .
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2.4.6

2.4.7

(S) Schedule class group later

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

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

(2) Subject more than once/day

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

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

(V) Variable teacher

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

(L) Not in Legend

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

(U) p-.m. only double periods

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

¢ double periods are permitted for the lesson and

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

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

'Values' and 'Coupling line' tabs

'Values' tab

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

'Coupling line' tab

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

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

All codes

This field, which can only be activated in the grid view via the <Grid Adjustment> button, offers an
excellent oveniew of the relevant timetable settings of a lesson. The 'Code' column clearly and
comprehensiwely displays all the codes set for a lesson. The code Z denotes lessons where a time
request has been entered.
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¢ Lessons / Codes TEII'gE!t pmuds,-*g,rear e
1o a’a AN TOLEEd B @ 75
L-Mo. # ClTe. UnSc  Per rrsPrds Teacher Subject Clazs(es) (kb Mark (E} (G} (r) -
1 4,1 | | EZ |l| |I|I|I
7 2.3 2 Ander [l 1a ]

73 @22 3 arist  [PEMIY 1a,1b
31 5 arist WA 12
33 5 argt BN 1a
35 2 Calas WU 1a
39 2 Calas AR 1a

Do [ I -

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

[ One week

| Show inherted codes

| Show total i
- f Ny —
1 B @ . TOLEeEPH-DRE - B 2
L-No. #/C|Te. UnSc  Per (rsPrds Teacher Subject Class(es) (k) Marl (E} (G) (r) _ -
(U | | |GEc | |||l|l|l
7 =23 2 Ander [0 1a
73 @22 3 Arist
31 5 Avrist
13 s Arist BN 1a
as 2 calas MU 1a
a9 2 Calas AR 1a -
E] L-Ma. EI Codes v |

24.8 Locked lessons

The menu item 'Lessons | Locked lessons' allows you to open a window listing all locked lessons . It is
irrelevant if the lessons in question have been locked as individual periods , as lessons or via another
element or lesson group .
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2.5

@ Locked lessons E@
RXE &
467% of the lessons are locked
L-Mo. | Teacher | Subject |Class(es] |Lesson Locked | Group Locks| Class Locke| Teacher Locke| Foom Lock:| Home Room Loct Subject Loch Period Log|
| Callaz Ch 2a,2b,3a Callaz |:| =
73| st Sportd  1a1b ] Thi |
75 Fub Sportk.  2b.2a ] Thi
54 |Mew B 2a,2b [
43 Callaz Ke 3a.3b ] Callas Mus (&l
7B Azt Sporttd  3a,3b ] Thl |
35 Callas Musz la = Callas Musz |
a3 Calaz ke 1a | Callas | -

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

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

Toolbar functions

The general functions are explained in chapter Master data / Toolbar functions .

Element selection General Special
functions functions

FERAMR TOLAEIB-Df)e i o- ® & &

You will only find the following special functions in the lessons window:

Create coupling
Please refer to chapter Coupling lessons .

Extended decoupling
Please refer to chapter Decoupling lessons .

Teacher suggestion
Please refer to chapter Teacher suggestions under Lesson planning .

Calendar

You can use the Multi-week timetable module to specify time restrictions for master data elements and
lessons , and define lesson groups (time ranges). The school year calendar displays the selected lesson
in green for the period in which the lesson can be held.
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L-No. [+ ClTe.

Un3c

Per ’rds Teacher Subject Class(es)

Les. groups From To

2
27
3
28
28

30
27

30

28

28

A
28

29[30] 31

30[31]

31 [(5  Anst [Wat  1a WeekA 310. 55
63 2 Cer Bio 1a
Ma| Tu [We|Th [Fr [Sa[Su[Mo|Tu [We[Th [Fr [Sa |Su[Mo|Tu [We Th [Fr [Sa [Su|Ma[Tu[We[Th [Fr [Sa[Su|Me|Tu [We[Th [Fr [Sa|Su[Ma]

September 19 20 21 22[23] 24 25 26 27 28 29[30]
October 1 203 4/ 5/ 8[7) & 5 10 11 12 13[34] 15 16/ 171819 20[21] 22 23 24 25 26 2728|2830/ 3
November 1.2/ 3[4 5 6 7 8 s 1w[11]12 13[14 1516 17[18) 13 20 21 22 23 24[25| 2627 28
December 12 3 4 5 & 7 s[ 91011121314 15[16] 17 18 19 20 21 22[23| 24 25|26
January 1 2 3 4 5[ 6 70890 11 12[13| 14 15 16 17 18 13[20] 21 22| 23 24|25/ 26(27| 28 29 30
February 1 2 3] 4567 8 9[10] 11 12 13 14 15 16[17| 181920 21 22| 23[24]| 25 26 27
March 1 23] 4 5/ 6/ 7 & 8[10] 11 12 13 14 15 16[17|18 19 20 21 22 23[24| 25 26 27
April 10203 45 8] 7 8 9 10 11 12 13741506 1718 18[20[21] 22 23 24 25 26 27(28/ 29/ 30
May 10203045 6 7 8 9 10 11[12]13 14 15 16 17 18[19] 20 21 22 23 24 25[26| 27 28 29
June 112/ 3 ¢ 5 6 7 8[9]10 11 12 13 14 15[16] 17 18 19 20 21 22[23| 24 25 26

Lesson comparison

Please refer to chapter Lesson comparison under Lesson planning .

Convert lesson(s) into course(s)
Please refer to chapter Specifying courses under Course scheduling

Settings

You can select <Settings> to tailor the grid view of the lesson window to your requirements.

Settings | X |
[ One week

Show inherited codes

[] Show total

| Fmt || ok || Cancel

25[30]

¢ One week - This check box is only activated if you use the Multi-week timetable module. Only those

lessons taking place in a specific week will be displayed.

i

@ Lessons / Class

WP f=E- =]

1L}

— . = . .. -
1a "HFERIRR FOLSF&EER-@ LF¥f9w- E & %

L-No. # ClTe. UnSc Per rde Teacher Subject Class{es) Subject room Home room Double pers. Blo =

11 4,1 [

T 23 2 Ander 1a WS R1a 1-1

] Lo e Ms ] o A orind _-indh cun MNAda- -

(=] Lhe.

G| 1.10. &

Class

v

¢ Show inherited codes - This option affects the codes field. Please refer to chapter Displaying codes
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2.6

¢ Show total - Use this setting to display a row with totals below the header row in the grid view. The
value of individual fields will be totalled for numeric fields.

[ One week
[ Show inherited codes
Show total
@ Leszons / Class —— [=] @
ST O ST ETYIVIE
L-Mo. 1+ Cl TeulloSs Dﬁuﬁ_ aalle s Teacher Subject Classies)
3 30.00 0 29.500
11 4,1 2 ©0.500 Hugo [E2l 1a,1b2a,2b
7 2,3 2 2000 ander EJY 12
73 @228 3 1.500 Arist  [BEGIIN 1a,1b
H 5 5.000 Arist  [MAT ] 1a
33 5 5.000 Arist  [EN 1a
35 2 2.000 Callas MU 1a
39 2 2.000 Calas AR 1a
46 2 2000 vocel I 12
53 €., > IS 5.000[AUb | DE 1a
63 2 2.000 Cer Bl 1a

E] L-Mo. : Class A

Tip: Context menu
You can also display the totals row by right-clicking on the header row.

Printing

The print function in the lesson views works in exactly the same way as the print function in the master
data views .

The <Details> window under print selection offers additional settings that are only relevant for lessons.



Details | = |

[¥] 1 Page/Element
Balance (Target-Actual)
Lessons of the element

Reductions

[ OK | | Canesl

1 Page / Element
This option allows lessons of the various elements ( Teachers or classes ) to be printed on separate
pages.

Balance (Target-Actual)
This option prints a balance row. This function is only possible in combination with the module Lesson
planning and value calculation .

Lesson on one line

In the case of coupled lessons , this option deactivates the printing of rows that are not relevant for the
active element.

[7]1 Page/BHement [7]1 Page/Element
[7] Balance (Target-fctual) Balance (Target-Actual)
G auss [ Lessons of the element G auss Lessons of the element
L-No. ClTe. UnSe Per %rs Teacher Subjed Class(es) L-No. ClTe. UnSc Per ¥rs Teacher Subjed Classies)
6 3T 1 Callazs CH Za,2b 3a 6 3,7 1 Gauss  MA 2a,2b3a
Gauss MA 2a,2b 3a 7 23 2 Gausg DS 1b
Ander MA 2a,2b3a 1 4 Gauss  MA 3a
Rub EN 2a,2b 3a 3 1,2 2 Gausg GA 3a
Hugo EN Za,2b 3a 4 1,2 2 Gauss GA 3b
Nobel DE 2a,2b3a o 2 Gauss  GA 4
71 DE 2a 2b3a a2 1,2 4 Gauss  MA 4
7 2,3 2 Ander DS 1a
e 21.000 (actuakred)- 22.000 (Target) - -1.000
1 4 Gauss MA 3a
3 1,2 2 Gause GA 2a
Curie Tw 3a
4 1,2 2 Gauss GA 3b
Curie Tw 3b
5 2 Gauss GA 4
1,2 4 Ander MA 4
Gauss MA 4
Reductions

The Reductions option only makes sense in combination with the module Lesson planning .
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Period time requests
The print selection dialog also allows you to print out period time requests ( Time requests ) for individual

lessons.
Type of list
| Data fields v
Data fields
Period time requests
Mo Tu We Th Fr Sa
Mame | 123 (£5(E[T12] 1[2[24[518(TIE( 1(2[32(5E[FIR] 1212 14[5[8|T(2] 112]214[5B[T12( 1(2]2(£]5
11 - - - - - -l-F1-F
3 3 3 3 3 3)3j3)3f32
5 C-F1-F - CFEET-
32323 3 3 3
18 + 5 + - + - + B + - +H-F1-+
2 2 2 2 2 2 2 2 2 2 2|3[3)3f2
Gruber & Petters Software

2.7 Lesson sequences

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

g "

@ Lesson SEqUENCES = &&=

Lesson sequences

Delete Fed sequence -

Fﬁﬂd SEQUENCE
Seguence in a week
Simultaneous lessons

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

2.71 Fixed (subject) sequence

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

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

Example

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



76

@ Lessons / Class

WP = -E- =

@ Lesson sequenc

13 "HEENR 8T &L -0 T
L-Mo. =+ ClTe. UnSc Per ds Teacher Subject Text Class(es) S
be 1 Gauss PHIIHSS Theory 1a
a7 1 MNew PHLA  Laboratory 1a -
[+] 1o, S s .

Lesson sequences @ 1a- Klasse 1a (Gausidb) [ || |
[ DE‘E‘I‘.E ] [PD(Bd SEQL.IEFICE-‘ i |=‘_I:| @ E_-E g :E;-} »
Le
— Mo | Tu |We | Th | Fr | Sa
96 l Add ] [ Remove l [ Help ]
Display
@) Lesson number () Subject () L-Na. = Subject

Mame | Block | (V) | L-Mo. | L-Mo. | (do. | L-Mo. | L-Mo. | L-No.
Gl HIlO % 97
" u

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

|~ | n| | L M=

Note: Entering with double-click

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

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

Variable fixed (subject) sequence

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

theory or practical (lab) lesson first.

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

2.7.3

Sequence in a week

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

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

Example

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

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

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

MA

by CH LA
later this week.

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

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

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

3.2

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

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

Optimisation
Timetable optimisation

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

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

Weighting

The weighting function forms the basis of the automated timetable optimisation tool Untis offers six
levels of importance ranging from 'unimportant' (0) to 'extremely important' (5), which allow you to specify
the level of priority given to the individual settings.

Note:

Some weighting points only become effective after specific data has been entered in the master data or
lesson window (see chapter "Data input"). Other weightings, by contrast, are data independent and
affect every optimisation run

The function "Respect the maximum and minimum number of periods per day for teachers", for instance,
is a dependent weighting item since it depends on data entered under "Periods day Min, Max" on the
"Timetable" tab under "Master Data | Teachers" (e.g. "2-4"). The weighting determines the level of
importance of these settings (i.e. the degree of compliance with the settings). Leaving the field empty
means that the weighting has no effect on the optimisation process.

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

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

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

e Position 0 - unimportant
e Position 1 - not very important
e Position 2 - fairly important

e Position 3 - important
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e Position 4 - very important

e Position 5 - extremely important

i

@ Weighting fe e
| Period Distrbution I Time Requests | Year Planning I Anatysis
Teachers 1 | Teachers 2 | (Classes I Subjects Main Subjects | Rooms
Unimportart  Bxtremely impartant
0 Awoid having just one period in a half-day for teachers
0 Optimisation of NTPs forteachers
() Auwoid creating double NTPs forteachers
0 Respect lunch breaks for teachers
() Respect the subject sequence for teachers
() Respect breaks at beginning and end of day

oK || Cancel || Apply || Hebp

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

3.21 Weighting parameters

You can set weighting parameters according to topic on various tabs.
Teachers 1 tab

Teachers 2 tab
Classes tab

Subjects tab

Main Subjects tab
Rooms tab

Period Distribution tab
Time Requests tab

Analysis tab




80

3.2.1.1 Teachers 1 tab

| Period Distribution I Time Reguests | Year Planning | Analysis
Teachers 1 | Teachers 2 | Classes | Subjects I Main Subjects | Fiooms
Unimporttart  Estremely important

0 Awvoid having just one perod in a half-day for teachers
0 Optimigation of NTPs for teachers

0 Awoid creating double NTPs farteachers
0 Respect lunch breaks for teachers

0 Respect the subject sequence forteachers

0 Respect breaks at beginning and end of day

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 under "Master Data | Teachers".
This setting controls how these values should be respected.

Avoid creating double NTPs for teachers
Besides controlling individual NTPs, you can give penalty points for any double NTP scheduled by the
software during optimisation.

Respect lunch breaks for teachers
Works in connection with the minimum and maximum values for lunch break entered under "Master Data
| Teachers".

Respect the subject sequence for teachers
Controls the level of importance of the subject sequence codes entered under "Lessons | Teachers" or
"Master Data | Subjects". Please refer to chapter "User tips - Subject sequences" for further details.

Respect breaks at beginning and end of day

Controls the level of importance of breaks between days entered on the "Timetable" tab under
"Master Data | Teachers". Please refer to chapter "Master data properties" for further details on
breaks between days.



Optimisation 81

3.2.1.2 Teachers 2 tab

Period Distrbution | Time Requests | Year Planning I Analhysis
Teachers 1 | Teachers 2 | Classes I Subjects Main Subjects | Rooms

Unimportart  Bstremely important

0 Respect the maximum and minimum number of perods per day for teachers
() Respect the maximum number of consecutive perods per day

Periods in last moming slot

H Mazdmum

Weighting

Lt

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 under "Master Data | Teachers" will

be respected.

Respect the maximum number of consecutive periods per day Controls how the maximum
number of consecutive periods per day set under "Master Data | Teachers" will be respected.

Input block "Periods in last morning slot"

Maximum
Teachers scheduled to have lessons on the last period of the morning are often at a disadvantage. You

can therefore specify the maximum number of last morning periods each teacher should teach.
Weighting
Indicates the level of importance you attach to this rule.

The weighting for NTPs, lunch break, maximum number of periods per day and maximum periods in
sequence for individual teachers can be increased further on the "Timetable" tab under "Master Data |

Teachers", .

Very important
[ Mo NTP's (8)

[] Lunch break {B)
[] Mzx. periods./day [C)
[ Max. consec. prds. (D)
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3.2.1.3 Classes tab

Period Distrbution I Time Reguests | Year Planning I Anabysis
Teachers 1 | Teachers 2 | Classes | Subjects Main Subjects | Rooms

Unimportarnt  Bstremely important
Avoid non4eaching-periods (N TPs)

Lt
(} Respect maximum or minimum number of perods/day for classes
0 Respect lunch break requests for classes
() Respect the subject sequence for classes
() Respect the maximum number of lessans per day for classes

Class teacher at least once per day

Avoid non-teaching periods (NTPs)
Controls whether non-teaching periods for classes should be awided.

Respect maximum or minimum number of periods/day for classes
Controls whether the values entered under "Master Data | Classes" should be respected.

Respect lunch break requests for classes
Controls how the minimum and maximum length of a lunch break set under "Master Data | Classes" will
be respected.

Respect the subject sequence for classes
Controls how the subject sequence codes entered under "Lessons | Classes" or "Master Data |
Subjects" will be respected.

Respect the maximum number of lessons per day for classes
Controls the importance of the entry of how many lessons each class may be taught per day. You can
find this definition in the field of the same name under "Master Data | Classes"

Class teacher at least once per day

If individual classes have been assigned a class teacher under "Master Data | Classes", the optimisation
process will attempt to schedule at least one period per day with the class for the class teacher. This
weighting setting controls the relevant importance of this.
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3.2.1.4 Subjectstab

Period Distribution I Time Requests I ‘Year Planning I Anatysis
Teachers 1 | Teachers 2 | Classes | Subjects Main Subjects | Fooms

Unimportarnt  Extremely important
Optional subject
in the first period
in the last perod
between moming and aftemoon

8

Fringe period subject
in the first period

in the last perod
Ll
between moming and aftemoon

(0 Lesson not to be held in finge perod f code =G

Use these weighting settings to control the level of compliance with the specifications entered for
optional subjects and fringe periods (codes (F) and (R) under "Master Data | Subjects" or "Lessons |
Subjects". In many cases these are subjects that are not taken by all the students in a class. For this
reason they should be scheduled at the beginning/end of a half day in order to awid non-teaching
periods for the other students.

You can define the following rules for optional subjects or fringe periods using the three check boxes:
- 'in the first period', if the first period of the day is to be allowed for scheduling

- 'in the last period', if the last period of the day is to be allowed for scheduling

- 'between morning and afternoon’, if the time between the morning and afternoon is to be allowed for
scheduling

The only differences between optional subjects and fringe period subjects are the different weighting
settings that you specify.

Note:
You can of course control the scheduling of fringe period subjects and optional subjects exclusively via
the time request function. Howewer, the weighting settings here provide a higher level of flexibility for the
optimisation tool.

=G
A subject or lesson for which this code is set is not to be scheduled in a fringe period but in the middle
of the day.
This weighting setting controls the importance of the checked box
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3.2.1.5 Main Subjects tab

Period Distrbution I Time Requests | Year Planning | Anatysis
Teachers 1 | Teachers 2 | Classes I Subjects | Main Subjects | Fooms

Unimportart  Estremely important

() Respect maximum number of main subjects per day for classes
(} Respect max. no. of consecutive main subj. perods for classes

Weighting for the boundary period

4 Boundary period for the following aspects
() Main subjects max. once after boundany period
() Main subject at least once up to boundary period.

Main subjects are defined as such under "Master Data | Subjects"” .

Respect maximum number of main subjects per day for classes
Controls the level of compliance with the maximum number of main subjects per day entered on the
"Timetable" tab or in the grid view under "Master Data | Classes" .

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

You can specify the number of main subjects that may be scheduled in sequence for a class on the
"Timetable" tab or in the grid view under "Master Data | Classes" . Use this setting to control the
importance of this parameter.

Input block 'Weighting for the boundary period“
Boundary period for the following aspects
Use this input field to specify any boundary period desired.

Main subjects max. once after boundary period
Controls the priority with which a main subject is to be scheduled once per week after the boundary
period.

Main subject at least once up to boundary period
Controls the priority with which a main subject is to be scheduled once per week prior to or in the
boundary period.
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3.2.1.6 Roomstab

Period Distrbution I Time Requests | Year Planning I Anabysis |
Teachers 1 | Teachers 2 | Classes I Subjects Main Subjects | Rooms

Unimportart  Estremely important
1
1

0 Take room capacity into consideration

Optimisation of room allocation

COptimisation of the off-site rooms

Optimisation of room allocation

Use the "Room weighting" tab under "Master Data | Rooms" to specify how important the room is for the
lesson. A room with no special equipment can easily be substituted with another room (a value of 0)
while sport only makes sense when the gym is free at the time in questions (a value of 4).

The 'Optimisation of room allocation' weighting setting allows you to control the importance of the room
weighting.

Caution:

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 there is no suitable
subject room available.

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

Take room capacity into consideration

The optimisation tool and the room optimisation function generally attempt to allocate a room with a
room capacityappropriate for the number of students in the lesson. If this presents a problem, the
program searches for a room that is slightly larger than required. In extreme cases, the software may
allocate a room that is slightly smaller than required.
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3.21.7

Period Distribution tab

| Teachers 1 I Teachers 2 | Classes I Subjects Main Subjects | Rooms
Period Distribution | Time Requests | ‘fear Planning I Analysis
Unimportarnt  Estremely important
() The same subject cannot be taught more than once on the same day
() Auwoid emors with double periods
( 2 periodsAweel - subjects not on consecutive days
() 3 periodsAweek - subjects not on consecutive days
() Ewen distrbution of perods of a subject across the day
() Try to place the same lesson at the same time on different days
0 Large blocks in finge perods on half-days

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 coupled lessons).

Avoid errors with double periods

There are two types of double period errors in Untis: the breaking up of intended double periods and the
"chance" creation of unintended double periods when the same subject is scheduled in consecutive
periods. The optimisation tool assigns a higher priority to the preservation of desired double periods.

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

The code "(2)" sets the weighting for 'Awoid errors with double periods' to 0 ('unimportant') while the code
"(D)" 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.

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

Caution:
You should only use flag '(D)' explicitly in exceptional cases or not at all. Excessive use will impair
optimisation results.

2 periods/week - subjects not on consecutive days
This weighting factor refers to lessons with 2-period blocks (single, double or block periods) and is
intended to ensure that lessons are distributed evenly over the week. A high weighting factor prevents
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3.2.1.8

the periods being held on consecutive days. It also prevents a block from being scheduled with one
lesson on the last day of the week and the other on the first day of the week.

3 periods/week - subjects not on consecutive days
This weighting applies in the same way as the previous one, but for 3-period blocks.

Even distribution of periods of a subject across the day
If, for example, a class has a subject in the third period on Mondays, the third period should be avoided
on other days of the week. This weighting setting controls the importance of the rule.

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 third period on other days
should also be selected for this subject. This weighting setting controls the importance of the rule.

Large blocks in fringe periods on half-days

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

Time Requests tab

Time Requests tab

Teachers 1 | Teachers 2 I Classes | Subjects | Main Subjects | Rooms
Period Distibution |~ TimeRsquests |  YearPlanning |  Analysis

Unimportart  Bdtremely impartant

() Time requests for teachers
Time requests for classes
Lk
() Time requests for subjects
Time requests for rooms
Ll
(} Time reguests for lesson periods

You can enter time requests in the master data or in lessons windows by clicking on the corresponding
button in the toolbar. Please refer to chapter "User tips | Time requests"” for further details.

Time requests for teachers
Controls compliance with time requests specified under "Master Data | Teachers" .

Time requests for classes
Controls compliance with time requests specified under "Master Data | Classes" .
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Time requests for subjects
Controls compliance with time requests specified under "Master Data | Subjects” .

Time requests for rooms
Controls compliance with time requests specified under "Master Data | Rooms" .

Time requests for lesson periods
Controls time requestsspecified under lessons.

3.21.9 Analysis tab

Teachers 1 | Teachers 2 | Classes I Subjects Main Subjects I Rooms |
Period Distribution I Time Requests | “Year Planning | Anahysis
Nume

R 14
10 1 9
6 B
5 1 ]
1 I
0 [ |
Lnimportant Extremely important
0 1 2 3 4 5

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

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

You can display more information about possible problems due to the distribution of the weighting
parameters by clicking on <Details>.
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These alerts are tips conceming the settings of the weightings which might cause problems during
the optimisation, e.g. unscheduled perods.

No. |Text |
1 6 of the weightings are set to the maximum value.

Too many weightings with the maimum value worsen the optimisation resutt.

2 The weighting “Avoid emors with double perods’ is set to the maximum value.

Legsons for which the desired way of scheduling cannot be kept (single period,

double perod, block) will remain unscheduled.

3.2.2 General notes

If you have not worked with setting weighting_parameters before, we would suggest you proceed as
follows:

First, familiarise yourself with all the weighting parameters and their functions.

Movwe the slide controls for all the attributes that do not apply to your school under any
circumstances to the very left (position 0 = 'unimportant’). This might be the case for example for
"Optimisation of the off-site rooms" if your school has no off-site rooms.

Note:
If in doubt about the relative importance of an attribute, set the slide control to position 1 ('not very
important') instead of 0.

Next, adjust the remaining slide controls in order of increasing importance from 'not very important' to
‘'extremely important'.

Keep an eye on the frequency with which you assign the different levels of importance We recommend
that you assign higher weightings less frequently, as illustrated in the diagram.

Teachers 1 Teachers2 | Classes | Subjects Main Subjects | Rooms
Period Distribution | Time Requests | YearPlamning | Analysis

* 1 Good weighting distribution

Unimportant Extremely important
0
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You should never end up with a distribution where the majority of weightings are set to 0 or 1
(unimportant/not very important) or to 5 (extremely important). It is also undesirable if frequency
increases with increasing weighting importance.

Teachers1 | Teachers? | Classes | Subjects | MainSubjecte | Rooms
Period Distributon | TmeRequests |  YearPlanning |  Analysis

Humber ‘W‘
« . Bad weighting distribution

1

10

5

1

Unimportant Extremely important
]

Caution:

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

absolutely necessary

3.3 Optimisation

3.3.1  Control data for optimisation

The optimisation dialogue is accessed via the menu item "Scheduling | Optimisation". The following
section describes the individual input fields in this window.
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3.3.1.1

-

Control Data for Optimisation

2

Optimisation Fun
Optimisation strateqy (A,B, ...}

A -fast optimisation

)

2 Optimisation level (1-3)

[ Mo optimisation of teach. assign.
[ Mo swap with other subjects

[] Swap only less. with equal periods
[] Swap only within one class level

Re-assign orginal teachers

Teacher assignment during optimisation

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

| ok || Cancel |

% of periods to be scheduled
{blank=100%), then STOP

4 Similarty to previous TT: O=not
similar..., 4=veny similar

[ Lock timetable conditionally
[] Only requested days off for tea.
Consider room capacity

(Cff site buildings by the half day
For strategy O:

K

[ With pre-optimisation

10% Double perods

Special ‘'double periods -optimisation

LN

Optimisation process

You have a choice of different strategies and optimisation depths for the optimisation run.

Strategy A - fast optimisation

Strategy B - complex optimisation

Strategy D - complex %-placement

Strategy E - overnight optimisation

3.3.1.1.1 Optimisation strategy (A, B, D, E)

Untis offers four different strategies for the creation of your timetable These strategies offer different levels
of complexity, with strategy A representing the lowest and strategy E the highest level of complexity. As
a general rule, the more complex theoptimisation strategy, the better the result, but the longer it takes
the software to compute the result. The differences between the individual strategies are described in

detail later.
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Optimisation Run
Optimization strategy (A.B, ..}

A -fast optimisation -
AlniN gL

B - complex optimisation

D - complex %-placement

E - ovemight optimisation
FTTopTMmMIsatomIever =1y

Strategy A - fast optimisation

Strategy B - complex optimisation

Strategy D - complex %-placement

Strategy E - overnight optimisation

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

Use this option to specify how many different timetables you wish the software to create per series. If
the option 'Save the results of the optimisation in work files' on the 'Auto-save’ tab under "Settings |
Miscellaneous" is activated, each timetable will be saved in a dedicated file (work x .gpn where x is the
number of the file) in the active Untis directory. (Howevwer, it is advisable, to enter a dedicated path for
these work files on the "Directories" tab under "Settings | Miscellaneous".) Depending on the selected
optimisation strategy, the program will carry out further optimisation runs on the timetables.

3.3.1.1.3 Optimisation level (1-9)

This function allows you to specify the extent of the software’s "pre-calculation function" for each
optimisation_run. Like a chess game program, Untis calculates before each "mowe" (i.e. before each
placement of a lesson) how the move will affect the situation as a whole. As a general rule, the longer it
takes the computer to arrive at a result, the better the final outcome. In the early stages of creating a
timetable, howewer, long optimisation runs are often counter-productive since initial results often indicate
that certain changes need to be made to the input data.

3.3.1.1.4 % of periods to be scheduled
This option allows you to specify the percentage of periods at your school you wish the software to

schedule. Leaving the field empty means that the optimisation tool will attempt to schedule all the
available periods.
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OK | | Cancel |

% of periods to be scheduled
[blank=100%), then STOP

4 Similarity to previous TT: 0=not
similar..., 4=veny similar

Lock timetable conditionalhy
Only requested days off fortea.

Consider room capacity

(Cff site buildings by the half day
For strategy D

F

With pre-optimisation

10% Double perods

Special ‘'double periods-optimisation

Tip:

The percentage refers to the periods of the entire school. So if you specify 10% of a total of 1,000
lessons then Untis will select those 100 lessons that are regarded as to be the most difficult ones. This
is useful way of finding out quickly which lessons the algorithm considers difficult to schedule.

3.3.1.1.5 Similarity to previous TT

This field allows you to specify if and how much the next timetable should resemble the previously
created timetable. Input options range from O (no similarity) to 4 (high similarity). the new timetable
always reflects the modifications you make in the scheduling_dialoguebetween optimisation runs.
Leaving this field empty equals a value of 0 (no similarity).

3.3.1.1.6 Lock timetable conditionally

If you lock created timetable conditionally, the next optimisation run will skip the placement run and only
carry out a swap run. This means that the resulting timetable will be very similar to the previous one.
This constitutes an even higher level of similarity than the highest similarity setting (4 = great similarity)
in the function described above.

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

3.3.1.1.7 Only requested days off for teachers

Activate this option to instruct the software to schedule only the free days specified under time requests
for teachers (and no additional days).
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3.3.1.1.8 Consider room capacity
Activate this function to instruct the optimisation tool to compare the specified room_capacitywith the
number of students in a class or lesson and allocate rooms accordingly.

3.3.1.1.9 Off site buildings by the half day
This option is only active if you have entered off-site codes in "Master Data | Rooms". The algorithm tries
to awoid classes and teachers having to move from one site to another during one half-day.

3.3.1.1.10 Increment percentage

This field is relevant only with strategy Dand is discussed in the relevant chapter.
3.3.1.1.11 Special optimisation for double periods
You can check this option when at least 80 % of the lessons you have entered are to be scheduled as

double periods. Special importance is then attached to scheduling double periods in subsequent
optimisation.

Internally, this process halves the time grid and the number of periods for the lessons meaning that only
single and half periods need to be scheduled during the run.

Caution:
Please ensure that there is an even number of periods defined in the morning in the time grid. If the time
grid has a total of 10 periods per day, only 4 or 6 periods should be declared for the morning, and not 5.

3.3.1.2 Teacher assignment during optimisation

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

The module Lesson Planning offers an extended version of this function.

Automated teacher swaps can only be carried out when at least one of the following two conditions can
be met:

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

e The function "? teachers" is active for some lessons (for use with the module 'Lesson Planning and
Value Calculation'

3.3.1.2.1 (V) Variable teacher
A teacher may only be swapped if the code "(V) Variable teacher" has been activated. You can find this

option on the "Codes" tab under "Lessons | Teachers". A teacher who is the cause of an optimisation
bottleneck and for whom the code (V) is active may be replaced with another teacher.
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[T]{R} Place in a fringe period
[C145) Schedule class group later
(2) Subject more than once./day
[] (v} Variable teacher
(L) Mot in legend
[C]{Uy pm. onty double periods
[] {My Schedule manually

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

-

&9 Lessons / Teacher E]E] |£”£”£'
ader - FER RFTELL - 0FE &  dEH-00 .

L-No. * ClTe. UnS Per rds Teacher Subject Class(es Subjectroom Home room Double pers. | Teacher allocation locked
43 E22 [ = Ander MU 3a,3b Ps1 1-1 [
Callas AR 33,3k R3a
O
&1 2,2 2 Ander 2b2a WS R2a 1-1 “ —
75 22 2 Ander Ja3b WS R3a 1-1 ]
28 1 Ander  HI 1b R1b =

3.3.1.2.2 ? - teacher

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

L-Mo. |+ ClTe UnSc  Per rePrds Teacher Subject Classies) Subject room Home room  Double per Block
11 4,1 2 g0 [EZ 1a,1b,2a,2b Ria

7 @23 2 I 7 ) B 1a WS R1a 1-1

73 3 2,2 3 1 18,1k SH2 R1a

3 5 Arist A, 1a R1a

33 ] Arist EN 1a R1a

3.3.1.2.3 Settings

The automated teacher swap function is controlled via the optimisation dialogue. The following settings
are available:
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Teacher assignment during optimisation

Mo optimisation of teach. assign.
Mo swap with other subjects
Swap only less. with equal periods

Swap only within one class level

Re-assign orginal teachers

No optimisation of teacher assignment
Checking this box deactivates the teacher swap function. All "(V) Variable teacher" codes will be
ignored.

The following two input options are only available for use with the "Lesson Planning" module.
No swap with other subjects

Teachers can only be swapped between lessons of the same subject.

Swap only lessons with equal periods

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

Swap only within one class level

If this option is activated, lessons can only be swapped between variable teachers when the classes
involved in the lessons are at the same lewel (in the same year/grade).

3.3.1.2.4 Re-assign original teachers

Press this button to delete all teacher swaps carried out in previous optimisation runs. This means that
each subject will again be taught by the teacher originally assigned to the lesson under "Lesson |
Teachers"

After a successful teacher swap, a display of all swapped and originally assigned teachers can be
viewed with the diagnosis function ( "Scheduling | Diagnosis" ). The figure shows a situation where
teacher 'Arist' has been replaced by teacher 'Gauss' for lesson 79.

The lesson details window displays the current and the replaced teacher (see figure).
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@ @ Lessons / Class E] E] EIIEI
Timetable diagnosis al | = = = . 2 »
- 1a -HBAESR TR TOLEETB-® L7
L] @' | | L-Me. #ICITe UnSc  Per (rsPrds Teacher Subject Class(es) Subject roc (Teacher) Double per
; 11 41 2z Huge [E2 1a.1b2a2b ?
24092012 ~ --303.2012 7 2,3 B Ander 1a WS ? 1-1
73 2,2 3 arist  [PEGI 1a,1b SH2 ?
Input Data | Timetabls 33 5 Huge |EN 1a ?
+  Diagnosis Wig  Num 35 2 Callas MU 1a ?
Al =1 39 2 calas AR 1a 7 14
— 31 : Ander MA 13 7
I 46 2 nobel A 12
= 53 5 Nobel DE 1a
{ﬁ 63 2z Cer Bl 1a
7 o
Dl T [~] Lno. : Class -
63 Cer(7)
k] Callas (%
46 Mobel (7}
35 Callas (?)
53

3.3.1.2.5 Teacher optimisation code

With the teacher optimisation code, the Lesson Planning module offers a further method of limiting
swaps with variable teachers.

You can find the code in "Master Data | Teachers" and in the lesson windows. The codes in these two
types of windows are independent of each other.

The codes can be used to select a pool of lessons or teachers in which swaps are possible. Identical
codes mean that the teachers of the marked lessons can be swapped.

You can assign the codes 1-9 and A-Z. The codes are always an additional limitation. For instance, if
you have activated the option "Swap only within one class level" and you have entered the code 1 for the
teachers Gauss and Newton then swaps of Newton's lessons are only possible with lessons of Gauss in
the same class lewel.
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3.3.2

3.3.21

3.3.2.2

P =

@ Teachers / Teacher E EI
Gauss ~ | E TRET &=Z& O 2
Mame | Surname Room NTPs Pericds/c Lunch brg¢ TeOptCo

> ﬁﬂﬂuss 03 26 12 1
New |Mewton 0-1 45 1-2 1
Hugo | Hugo 0-1 47 12 N
Ande | Anderzen 0-1 4.5 1-3
Arist | Aristotle 0-1 4.5 1-2
Callas| Callas 0-1 4.5 1-2
Mobel| Nobel 0-1 45 1-2
Rub |Rubens 0-1 4.7 1-3
Cer |Cervantes 0-1 4.7 1-2
Curie | Curie 0-1 4.7 1-3

*

E] Teacher -

Strategies

Untis provides four different optimisation strategies for the creation of your timetable:

Strategy A - fast optimisation

Strategy B - complex optimisation

Strategy D - complex %-placement

Strategy E - overnight optimisation

Strategy A - fast optimisation

This is the fastest optimisation variant. It does not return the best results but is ideally suited to
discovering errors in the input data. For this reason, use this strategy at the start of scheduling until
major data errors in master data and lessons have been remedied.

Tip:
Errors in input data prevent good optimisation results. Work with strategy A and with the input data
under 'Diagnosis'in order to find errors.

Strategy B - Intensive optimisation

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

Tip: Developing weighting parameters
There is an enormous difference between weighting values of 4 and 5. A weighting value of 5 will impair
the result even though a value of 4 would be sufficient. For this reason you are recommended to set the
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3.3.2.3

3.3.2.4

3.3.3

do not match your expectations.

slide controls to a maximum of 4 and only to change individual controls to 5 if the timetables generated ‘

Strategy D - complex %-placement

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

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

Strategy E - overnight optimisation

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

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

The accompanying window

Start the optimisation process by opening the optimisation dialogue under "Scheduling | Optimisation",
entering the desired settings and clicking on <OK>.

If the data analysis window appears, check the displayed messages and/or rectify the displayed errors
and click on <OK>

An accompanying window appears which consists of two panes. The upper part of the window is the
information window containing functions for the management of the optimisation process (pause, cancel
etc.).

The window also provides a continuous display of key data of the current optimisation run: an evaluation
of the current timetable (penalty points), the number of unscheduled periods, window periods (for
classes) and core time infringements (these are periods with a time request of +3 that the software is
unable to fill for some reason). The windows also shows how often double-period conditions were
infringed and how often a subject was scheduled twice on the same day for a particular class. These
data provide a first, rough impression of the quality of the timetable being created. The tools for more
detailed diagnostic runs are described in chapter "Diagnostics tools" below.
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3.34

-

@ Optimisation Run E'@
Stop Optimisation .
Cancel — |
| Immediately | anc | Optimising 28
el Opt. strateqy: B (3/9) 07050
After Timetable P 1. Series
After Series 5. Timetable No.
Swap optim. - Step: 7 (9)
Evaluation |Unscheduled |NTPs |Core Time Infr. | Subj 2% 7 Day | DblPrds - Emor

Cument timetable : 207 1] 1] 2 0 7
Best TT : 145 0 0 1] 1] 9
1. Timetable No. 147 1] 1] 0 1] H
2 Timetable Mo. 168 1] 1] 0 0 10
3. Timetable Mo. 145 0 0 1] 1] 9
4 Timetable No. 167 1] 1] 1 0 5
5. Timetable No.

6. Timetable Mo.

7. Timetable No.

&. Timetable No.

9. Timetable No.

When the yellow-blue <OK> button appears on the screen, the optimisation run is complete.

Note:

Each timetable is evaluated (‘Evaluation' column). The lower the number of point for a timetable, the
better it is. The number of points depends on the quantity of data and on the weighting settings. It
therefore makes no sense to compare the number of points at your school with those of a neighbouring
school.

Viewing optimisation results

When the optimisation is completed the best result is loaded. Via the optimisation window you can
switch to other timetables, too. Click on the relevant line in the upper section of the window.

>Every individual timetable can be stored as a separate file (work1.gpn to work n .gpn) by selecting the
option "Save the results of the optimisation in work files" on tab "Auto-save" under "Settings |
Miscellaneous". This gives you the possibility to load, view and analyse all the results at any time.

After clicking on the yellow-blue <OK> button to confirm, the individual results can be loaded with via the
work.gpn files or via menu item "Scheduling | Optimised timetables". The latter option is only available in
the Untis session in which optimisation was launched, i.e. the option will be greyed out if the application
was closed and reopened.
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e Optimisation Run EI@
| Optimised schedules 09
O K Opt. strategy: A (9/9) 0/0/0
1. Series
Eveiuation—Lnsshedied—HFRe—Gare Fimeinfr— Sxbi S By Do
0 1 0 5
i i T i
& 1a- Class1a (Ga p 0 1 0 F
. B n 0 1 0 ]
calles e b 0 2 0 5
= =) Time rghge I i o 1 o 4
. - g-p @ Optimisation Run E=R|ESR(F=3)
< 1M + n
P | Optimised schedules 09 |
Mo | Tu |We | Th | Fr | Sa O K e
1 [ima [ ma | En | DE | ma | En L
2 Evaluation | Unscheduled |NTPs |Core Time Infr. | Subj 2X/ Day | DblPrds - Emor
Best TT 0 0 1 0 5
3 Timetable 2 0 0 0 1 9
Timetable 3 0 0 1 0 ]
4 T gL A& 0 0 ki 0 o
5 Timetable & 0 0 2 |} ?ﬁek g
5 Timatabls § 0 0 1 3
@ 1a- Class1a (Gauss) Tim{4Jip]. [ = [ = 7 u o u 4
7 — = . - ] 0 0 2 0 3
5 7 4 A & & BEFHET | 0 0 2 0 10

=]  Time range -

1a L= g i
[}
1| 1 3

Mo | Tu |We | Th | Fr | Sa

EMN A EM

Bl M| =
%

Bl Bl My

W~ @ o,

Ds. -

Tip:

You can change the directory of the work.gpn files by entering a path in the "Optimisation results" field
on the "Directories" tab under "Settings | Miscellaneous".
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3.4

3.41

3.41.1

-

Miscellanecus Settings

HTML | E-Mail | Multiple tems
Auto-save | Directonies | Timetable Customise

Type of file Path
Data files {.gpn)

Wersion 14x files (.gpu)
Back-up files

Cptimisation results
Import/Export

Department files I =mp i
- m
HTML4emplates

Diagnostics tools

The master and lesson data of your school contain a vast store of information and it is often difficult to
keep track of the amount of data. his means that it is easy for inaccuracies, mistakes and errors to
creep in when entering or modifying data. Searching for these inaccuracies and errors is a cumbersome
but necessary task for which Untis provides a number of aids.

This chapter not only deals with errors, but also with so-called "input weaknesses" Input weaknesses
are data that, while not technically wrong, can cause inferior or unexpected results.

Percentage planning

Diagnosis

Overall diagnosis
Percentage planning

After finishing your data entry, you should initially carry out a percentage planning run (e.g. at 30%) to
identify lessons that the Untis software categorises as "difficult". As a rule, the program attempts to
place such lessons as quickly as possible to prevent them from causing an obstruction later during the
process.

Note:
The "difficulty" of a lesson is determined by the number of unavailable lesson elements, the number of
element couplings and the size of the lesson block.

If Untis encounters problems during the scheduling of the very first 30% of periods and if this very first
optimisation runis unable to schedule certain periods, the first thing to do is to increase the number of
timetables to be created and the number of optimisation steps If this fails to bring about improvements,
the input data should be examined for errors.

Example

Errors and input weaknesses are described in greater detail below. The following example provides a
brief introduction to the percentage planning function
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Open the file demo.gpn .
Delete all timetables via the menu item "Scheduling | Delete the complete timetable".

An information window appears. Click on <OK>.

L A

Carry out a timetable optimisation_run (via "Scheduling | Optimisation"), entering value of 30 in the
field "% of periods to be scheduled".

5. Display the timetable for class 1a ("Timetable | Classes").

The timetable for class 1a should correspond approximately to the timetable shown in the figure. There
may be slight variations in display depending on the software version you are using.

As mentioned before, the percentage applies to the entire school and not to individual classes. The
example shows that fewer than 30% of the periods for class 1a have been scheduled but proportionately
more for the other classes. This indicates that this class has fewer difficult lessons than the other
classes.

Click on the subject "Design".

’ @ 1a- Class1a (Gauss) TimddHp| [ = || & |23 ﬂ
P EARs[@re e

« - Time range T
- . —

1| 1] 3

1a -

Mo | Tu |We | Th | Fr | Sa

X ~Nm o W M=

L-Mo. |Tea. Subj. Rm. |[Cla.

T Ander, DS, W5 RE!
Gauss, D3, W3 1b
Curie, TX, TW 13, 1b
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3.4.2

The period details window shows that the subject Design is difficult to schedule because three teachers
are involved in the lesson (Andersen, Gauss and Curie) and two rooms are required (the workroom and
the textiles workroom). Furthermore, another class (1b) takes part in the lesson. If Untis attempted to
schedule this lesson towards the end of the optimisation run, the software would find it much more
difficult to find a slot on the timetable that would suit all teachers, rooms and classes inwlved in the
lesson.

As already mentioned, you can assume that inaccuracies and errors during data input are to blame
when the percentage planning function is unable to schedule periods.

Time requests

Time requests are another frequent reason why the software may find it difficult to construct the perfect
timetable. A number of predefined lists can help you search for input weaknesses and errors caused by
time requests. Most of these lists can be accessed by clicking on <Print> or <Print Preview> in the
master data or lesson windows.

Under "Print selection", a number of different types of lists are available (e.g. time requests, day
requests, etc.).

[ Print selection |i|
Teacher: 1/10 —
Selection —
[ ot |
[ Pange setup ]
Type of list T

Diata fields vE

Day time requestsz
Pernod time requests
nzpecified day requestsz

01011970  [@~ 010000

The following example is based on the conflicting period requests of a teacher team. If you have the
module Lesson Planning select "Teacher teams" as type of list in "Master Data | Teachers" . If not, you
can obtain this list by using the toolbar button <Display the teacher teams> under "Scheduling | CCC-
Analysis | Diagnostics tools", .
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3.4.3

344

-

@ CCC (Critical-Conflict-Chain) analysis of coupling

Lessons: 82 E:i:pla-,':tI'|-':t-':a-:I'|-':rt-':am: ated variations
201 414

The example shows that the only day not blocked for any of the teachers involved is Thursday.

1 Teacher team

Mo Tu We Th Fr
Mame || 112|3@[56|7 8] 1|2|314|5(6(7 8] 12|34 |5[6|7|8] 1[2|3|4[5]6]7|8] 12|34 |5|6]7|8
Callas -FFFFFFF
3[3[31313[3[3]3
Gauss [ -|-[-FFFFF
33133 EEEA
Ander e
2022121212122
Rub “TFFFFFF
3|3[3[313]3[3]3
Hugo +[+[+
330 313)3[3(3|3[3 3 3313
Mobel 4 - b
2|2(2212]2[2]2 33[3[2]2)12[2]2)12]2[2
7-1

A lesson consisting of three single periods could not be scheduled for this teacher team without violating
a block (something the optimisation tool would never do) or the single period condition (something the
optimisation tool might do, depending on your weighting settings for conditions such as "Awoid errors
with double period"). Please refer to chapter "User tips | Teacher teams"for further information on teacher
teams.

Options
Options An important point is the distinction between " must " and " can ".

An entry of "2-2" for a 4-period lesson in the 'double period' field forces Untis to schedule two double
periods. An entry of "1-2" ' allows the algorithm to decide whether two of the four periods should be
scheduled as two single or one double period. The more freedom the optimisation process has, the
better the results will be

Locked periods

Locked periodsfurthermore, try not to restrict the optimisation tool by scheduling a large number of
lessons manually. Reconsider if some periods really need to be scheduled manually (see also chapter
"Manual timetabling").
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3.4.5

3.4.6

3.4.6.1

Weightings

When the software is unable to schedule large numbers of periods, it makes sense to call up the
weighting dialogue again and to determine if the setting "extremely important" (5) is appropriate in all of
the cases. It is often sufficient to reduce the setting of one or two items by one lewel to "very important"
(4) in order to resolve a problem, (see also chapter "General notes" under "Weighting" above).

Increase the percentage of the periods to be scheduled step by step until you are certain that all the
input weaknesses have been resolved.

Use the more complex optimisation strategies only when you are certain that all entries are correct.

Important aids for identifying and locating input errors as well as violations of conditions are the
"Diagnosis" and "Ovwerall Diagnosis"tools. These are described in the following chapter.

Diagnosis

After optimising your timetable, you can analyze the results with the diagnosis function of the Untis
software using a number of different criteria.

Access the diagnosis window via the menu item "Scheduling | Diagnosis". The window is divided into
two sections — the selection window on the left and the details window on the right..

@ Timetable diagnosis E]E] EI@
F @7
= Type of diagnosis
MA212 [ You have entered neither a Home Room, nor a Subject
Room for these lessons.
Input Data | Timetable
= Diagnosis Wtg  MNum
a =3 ==1 2 n
- 2€lECtiON 7 7' | Details Window
Subject WIE Dnannce a day 4 4 Weighting: *
Positive ti WJreak 4 4 Mumber- 2 Show affected windows
= Teacher 3
iLessons with teachers without rooms§~ * i S st e
Positive time request during lunch breale 4 1 B -
q g -
= Room 1 72 Cer
2teachers in the same room = 1
= Lesson sequences
= Course scheduling
= Lessons 3]
Too many lessans with "Priorty” = 1
Too many double-periods 2
Locked less. (¥) with unsched. periods  ~ 2 4 m b

Selection window

Selection window The selection window consists of two sections:

¢ Possible problems with input data
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¢ Infringements in the timetable

You can switch between the two halves of the window using the two tabs in the upper section of the
window. Both sections are arranged under headings that group the individual diagnosis items into
different categories. The total number of infringements for each topic is displayed on the right. A number
on a red background indicates that there is at least one serious (highly weighted) problem. As with
Windows Explorer, you can expand the topics by clicking on individual '+' symbols.

The weighting for each diagnosis item is displayed in the 'Wtg' column. The figure shows that the
diagnosis topic 'Subj 1/day imposs.' was given a weighting of 5. The weightings themselves are managed
in the Weighting dialogue . Those diagnosis items displaying a ™' in the 'Wtg' column cannot be
weighted. The 'Num' column displays how many infringements there are for the corresponding diagnosis
item.

-

@ Timetable diagnosis
 &[F-

24092012 ~ = 3052012

Input Data | Timetable

= Diagnosis Wtg  MNum
Al >=1

= Clas= 46
Subject not possible only once a day h 6
Posttive time request during lunch brealke 4 40

= Teacher 1
Lessons with teachers without rooms = 1

=] Room 2
2teachers in the same room = 2

= Lesson sequences

= Course scheduling

= Lessons 1
Too many lessons with "Priorty” * 1

By default, only those diagnosis items are displayed for which infringements exist. This can be seen
from the activated <Filter> button in the dialogue window toolbar and the filter fields shaded green (entry
>=1 in the 'Num' column).

The figure shows how the display of diagnosis items can be restricted to infringements that have a
weighting of 4 or higher.



-

@ Timetable diagnosis
B &[]
24092012 ~ —- 30592012
Input Data Timetable pr—
= Diagnosis 1 Wtg  Mum |
E - 2=1
= Lessons -:l : @ Timetable diagnosis
Lessons with no teacher specified = e
=l Class z:% ¥ @ -
+3 time request not respected u=d
Mot enough perods per day »=5h 24002012 : -30.5.2012
Too many periods per day 2 1
= Teacher ¥ 7 | Input Data | Timetable
Too mary NTP's 3 7 - Diagnosis Witg  Num
Double Mon-Teaching-Period 0 2 el =
Lunchbreak too short 3 2 o Lessons 1
Teacher's free day moved 4 1 Lezsons with no teacher specified ™ 1
Day request not achieved 4 1 = Class
Half day request not achieved 4 2 = Teacher a5
Not enough periods per day 2 13 Teacher's free day moved 4 1
Too many periods per day 2 | Day request not achisved 4 1
Too many consecutive periods 3 9 Half day request not achieved 4 2
Just one period on a half day i 13 Scheduled in a -3 timed period - A
Scheduled in a -3 timed pericd - 21 = Room
= Room 22| |5 Subject 3
Period(s) without a room 3 22 Fringe perod request not respected 5 3
= Subject 33| |2 Students
lUn+equested double perods 3 8
Less. with 2 perds/week on consec. days 3 12
llegal moming period 2 4
llegal aftemoon period 2 1
Main subject too often after perod n in=4) 3 2
Main subject not in per. 1-n {n=4) 3 3
Fringe perod request not respected 5 3
= Students

<Complete display>

Click on this button to resize the window to its optimum size.

<Refresh list>
Clicking on this button causes the diagnosis to be performed once more. (The diagnosis window will be
recalculated even when you close it and access it once more via "Planning | Diagnosis".)

Please note that the diagnosis tool only diagnoses the timetable for one week — an essential precaution
when using the modules Multi-Week Timetable or Multiple Terms Timetable, where different timetables
may be in use in different consecutive weeks (e.g. for term teaching or block lessons). When analysing
such timetables, you can use the date setting (below the control elements) to specify which week you
want to analyse.
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01.10.2012 =.309.2012

1 Oktober 2012 r

Mo Dh M Do Fr %a So
24 25 26 27 28 M 3
2 3 4 5 6 7
& 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 2% 27 28
2 30 31 1 2 3 4
[ ] Heute: 05.04.2011

3.4.6.2 Details window

The details window on the right of the diagnosis window allows you to display further information about
individual items by selecting the item in the selection window.

Clicking on the link 'Display affected windows' opens the dialogues that are relevant for the diagnosed
problem. The figure shows for example that no room was specified for teacher Gauss for lesson 82.

@ Timetable diagnosis (1[N E=8 EoR(>=
= Type of diagnosis
AN~ e You have entered neither a Home Room, nor a Subject Room for
these lezsons.
Input Data | Timetable
+  Diagnosis Wta  Num
Al =1
Class 41
= Teacher X 1 Weighting: *
Lessons with teachers without ooms 1 Number: 1 Show affected windows
Room 2
ol 5 L-No. Tea.
= Course scheduling
Lessons 1
@ Lessons / Teache (b ol e
Guss -~ v M- QOFE A BPETRIRT LI
L-Mo. # CITe Un3c Per frsPrds Teact Subje Classies) Subjectroo Home room Double pers.  Block
5 3,7 1 Gaus [MAT] 2a,2b,3a RZb
7 2,3 2 caus RN 10 ws Ria 1-1
1 4 Gaus A | 3a R3a
3 1,2 pl caus [E 3= R3a 0-1
4 1,2 2 Gaus: [T 30
5 pl caus [ETY 4
a 1,2

E L-No. = Teacher v
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As soon as the problem is solved, 'S' (status) column in the diagnosis window is checked. As soon as a
diagnosis is performed once more the item will no longer be displayed.

@ Lessons / Teacher E] E] EI@
Gauss -~ AP - OFE & BFENEETEFE?
L-Mo. #/ ClTe UnSc Per (rsPrds Teact Subje Class(es) Subjectroom Home room Double pers.  Block
5 37 1 Gaus [MEN 2a,2b,3a R2b
'@ ] ] i 7 2,3 2 caus I 10 ws Ria 11
Timetable diagnosis 1 4 Gaus- s R3a
D, 3 1,2 2 caus [ 22 R3a 0-1
_T 4 1,2 2 = Ps1 1-1
= 5 P2
24092012 = —-3092012 z 2
t‘; 82 1,2 [ = R3] =
Input Data | Timetable e SH1 Sports Hall 1

e SH2 Sports Hall 2

+  Diagnosis Wig  Num — = . =
- : L-Ma. _82 = T ad“‘ Physics lab.
e / WS Workshop ™
1 -

Class TW Textiles workshop
= Teacher HE1 Home Econ. room

4
1 -

Lessons with teachers without rooms = 1] Number 0 Show affected windows m
2

Room Rib Class Room 1b

S JL-Re” R2a Class Room 2a
Lesson sequences
- P heduli & |82 Gauss R2b Class Room 2b
E == 1 R3a Class Room 2a
Lessons

P=1 Pzeudo Room 1 (3b)
P22 Pzeudo Room 2 (4)

4 T | »

The diagnosis indicates possible problems in the data or in the timetable. However, it might be that you
have e.g. defined a lesson without a room. In such cases you can either choose to ignore the entry in
the diagnosis window and right-click with the mouse to select 'Ignore infringement' in order to mark the
item as ignored. If you also deactivate the option 'Display all infringements' in the context menu any
diagnosis items marked in this way will be hidden.
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3.4.6.3

@ Timetable diagnosis @E E\@
[Z]-

24092012 - —-309.2012

Type of diagnosis
*You have entered neither a Home Room, nor a Subject Room for these

lessons.
Input Data | Timetable

+  Diagnosis Wta  Mum

Al =1
# Class 4
- Teacher 7 Weighting: *

Lessons with teachers without rooms 7 Number- 7 Show affected windows
7| Room 2
5 L-No. Tea.

-| Lesson sequences Arist " =
= Course scheduling i cal nght click
# Lessons 1 o

33 - €3 Ignore this flaw [}

g Nobel Recet
Cer v | Show all flaws

82 Gauss

Show affected win,

Do not show resolved flaws

Note:
The item 'Ignore infringement' offered in the diagnosis context menu is only intended to support clarity
within the diagnosis. It has no effect on any timetable optimisation performed subsequently.

Subject 1/day impossible

An explanatory text is displayed in the details window of the diagnosis for each diagnosis item. Howevwer,
the item 'Subject 1/day impossible' under the heading 'Input Data | Class' deserves special attention. By
default, the scheduling algorithm attempts to schedule a subject only once per day. The relevant
subjects will be listed in the diagnosis if this is not possible since too many periods have to be spread
over the days available.

The figure below shows that a special tuition teacher is scheduled to take class 1a for the subject ST
comprising 5 periods each of English and German. This means that 10 weekly periods are defined for
the subject SN with class 1a. Untis would attempt to schedule this subject just once per day. However,
since 10 individual periods cannot be fitted into a 5-day week, the issue will be listed.
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3.4.7

@ Timetable diagnosis EB EI@
7 &[T,

24092012 - —-309.2012

Type of diagnosis @
Urtis tries to schedule a certain subject no more than once per day
per class. Untis enforces this rule comprehensively, such that it

Input Data | Timetable checks the names’ of the subjects of the individual lessons of a class

and does not schedule these lessons on the same day, even if you

4 D i Wig N
faomass Al d ___UT actually meant different student-groups, e.g. in Math. The subjects
== listed would have to be schedule on more days per class than there
= _0355 i 42 actually are available for scheduling.
‘Subject only once per day not possible: 4 2 Weighting: 4
Positive time request during lunch breakk 4 40 Number- 2 Show affected windows
Teacher 3
R 5 S| Ca. Sub. Perk L-No.
o1 la FU 10 35
oG heduling X DE 6 L
+ Lessons 1
@ Leszons / Class m E EI@
la "HEBEESRMIB TOLEEIH-8 L57 ® K
L-Mo. [+ Cl,Te UnSc  Per vrsPrds Teacher Subject Class(es) Subject roo Home room  Double per Block || »
33 @12 [ s Arst_ Fll a_ Ria
Huber FU 1a -
1 4,1 2 Hugo [0 1a.1b2a,2b Ria
53 21,282 s Buh___ D 3 Ria
T ¥ 2,3 2 Ander  [B5 1a WS Ria 1-1 -
ILI L-No. = Class b

Possible solutions for this concrete example:

e Set up double periods or block conditions
¢ Activate the '(2) More than once a day' option for the subject ST in the subjects master data
¢ Change the subject name of one of the lessons taught (e.g. 'ST_GE' for special tuition in German)

Overall diagnosis

The overall diagnosis function provides an ovenview of the classes and teachers that have ended up with
the worst timetables (measured against your settings). It is accessed via "Scheduling | diagnostic tools |
Ovwerall diagnosis".

As with the diagnosis function , the overall diagnosis function applies to only one week.

Depending on the setting (class or teacher) the window lists all the elements of your school row by row.
The elements are sorted by the 'Points' column. The points are an evaluation of the quality of the
timetable for the element in question. A high number of points indicates a poor timetable.

The other columns display the three periods with the worst assessment for each element. The figure
indicates that the 6th period on Tuesday is the worst period for class 4. Clicking on the points score
displays why the period has such a poor valuation (in the 'Reason' column). An accompanying timetable
will also switch display automatically to the period in question. The example indicates the reason as
'one period in half-day'. A better valuation could be achieved by scheduling an additional period on the
same afternoon.
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02012~ [

School week: 2 Penalty points total): 12 707 Print
Calendar week: 39 Total unsch. per.: & L
| The 3 worst perods

Pairts | UnSc | 1. Pairts 2. | Paints | 3. | Paints | Reason

ivd Th& &0 Just one perod on a half day
50 Fr-7 50 Just one period on a half day
645 Fr-5 247 Subject twice a day

308 Sa-1 140 Subject twice a day

1924 1 5a-2 31 S5a-3 3N 5a-1 140  Subject twice a day

1007 We-2 323 Wet 229 Mo-7 34 Subject twice a day

454 Mo-h &Y Tu-3 45 Tu-4 45 Main subjects - Boundary period

=
]
&

r@d-cmq[mwnnm@@.@@&]ﬁ
P dAAs @le s B

P . : Time range -
28 Periods/week I &7
1 | il | 3

Mo | Tu |We | Th | Fr | Sa

PEG. GA FH Bl
Ds. MA
CK RE HI GA

HI MU MA CK RE DE

DE B GEc | DE | GEc [ ENM

PEG. PEG.

W ~N PN =W M=

An empty field under "Reason" indicates that the timetable for this class or teacher is already very good
(i.e. has relatively few penalty points) In relation to the other periods, the displayed period may be one of
the three worst rated ones. It is unnecessary, therefore, to change the period manually..

In short, the diagnosis function provides an ovenview of all timetables while the overall diagnosis function
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targets the worst timetables in the school and aims to improve them. The owerall diagnosis window also
displays the causes of violations.

3.4.8 CCC analysis

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

Such bottlenecks occur in the form of critical conflict chains (CCCs). These are defined as groups of
lessons that cannot be scheduled at the same time due to a conflict between classes and/or coupled

teachers.
Hugo Newton
=] English 1
1a
L 4
Hugo Newton
France ~ Physics
2a < x > 2a
Note:

The total number of periods per week involved in a chain is a measure of how difficult it is for the software
to schedule the lessons in the chain. If this number is greater than the number of periods available in the
time grid, it is mathematically impossible to schedule all the lessons in this chain.

Start the analysis by accessing the menu item "Scheduling | Diagnostic tools | CCC-Analysis" in order
to locate the longest conflict chains. The analysis can take up to several minutes, depending on the size
of your school.

3.4.8.1 Information during analysis

During the analysis you will see the number of the lesson currently being processed in the upper part of
the window (to the right of the word "Lesson") The two numbers in parentheses denote the number of
couplings the software has finished analysing and the total number of couplings to be analysed
respectively.

-

@ CCC (Critical-Conflict-Chain) analysis of couplings
% -
Lessons: 82 (16/16) Investigated varations
Lessong: 201 522 Total: 3 065215
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Use the <Cancel> or <Start analysis> buttons in the dialog toolbar to cancel the current analysis or to
launch another analysis.

3.4.8.2 The CCC window

As you can see in the example, there are 70 lessons and 15 couplings, resulting in over 2.8 million
combinations that need to be analysed.

Middle section of the window

The middle section of the window lists all CCCs in rows. . The first column contains the total number of
periods per week involved in each chain. The figures to the right are the numbers of the lessons involved
in the chains. The table also displays the short names of teachers in parentheses next to some of the
elements. The purpose of this function is described later.

s

@ CCC (Critical-Conflict-Chain) analysis of couplings 4] o= =]
Lessons: 70 (15/15) Investigated varations
Lessons: 207 047 Total: 2 843 858
Click

Per Lessons [~ 1 -
7 1 4(New) 25(New) 26(New) 28(New) 36(New) 39 (New) 49 (Newf i B9 (New)
24 2 (Anst) 10 (Arist) 76 78 79 (Anst) 80 (Arist)

24 2 (Anst) & (Arist) 78 79 (Anst) B0 (Anst) 84 (Rub)

23 10 (Adist) 76 7 78 79 (Anst) 80 (Arist) E
23 1 22 (Cer) 23 (Cer) 24 (Cer) 34 (Cer) 45 (Cer) 46 (Cer) 54 (Cer) B8 (Cer) 72 (Cer)

22 1 2 3 4 25 (MNew)  26(New) 28 (New) 36 (New) 76

21 1 2 3 4 15 (Callas) 20iCallas) 29 (Callas) 30 (Callas) 31 (Callas) 76

21 2 (Rub) & (Arist) 10 (Adst) 13 (Rub) 73

21 1 18 (Hugo) 40 (Huge) 50(Huge) 51 (Huge) 5% (Hugo) 60({Hugo) 61 (Hugo) 72 (Hugo) 76 {Hugo)
20 1 3(Curie)  4({Mew) 25 (New) 26(New) 28(New) 3I6(New) 6B (New)

7 1 5 & 7 35 (Mew) 49 (New) 56 (New)

7 1 18 (Hugo) 22(Cer) 23 (Cen 24 (Cer) 72 (Cer) 76 (Hugo) 57
Les. | Per Classes Teachers

1 1 28 2 38 3 4 Calas

4 1 2a 2 Mew

2 4 2 MNew

26 2 2 Mew

28 2 MNew

Ik 5 D Mew

I 2 3 MNew

i b Mew

- 4 B3 MNew

4 Curiz  New

The CCC details window

Clicking on the middle section of the window updates the details window.. In the example, lesson '56
(New)' has been activated. The details window now displays field with lesson number 56 together with
the number of periods shaded light blue. Some fields are also shaded red.

The entries in the details window can be interpreted as follows: The elements involved in lesson 56 with a
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3.4.8.3

total of 4 periods per week are class 3b and teacher Newton (short name "New").

Some lessons involve several classes or several teachers (e.g., no. 69,1,4). In such cases the "Classes"
and "Teachers" columns list all the relevant elements next to each other.

The cells shaded red highlight the reason why the displayed lesson cannot be scheduled at the same
time as the lesson selected in the middle section of the window Lesson 56, for example, cannot be
scheduled at the same time as lesson 1 since both lessons involve class 3b. Lesson 25, in contrast,
involves a different class but the same teacher (Newton) and therefore cannot be scheduled at the same
time as lesson 56.

Shortening CCCs

The longest chain — the first row in the middle section of the window — contains 27 periods that cannot
be scheduled at the same time Of course, time requests or additional conditions may have been defined
for each teacher, class or lesson.

Note:
A large number of chains with many periods can soon cause serious timetabling bottlenecks. ‘|

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

The teacher whose swap would cause the greatest shortening of the chain is referred to as the critical
element . The CCC analysis indicates the teacher's short name in parentheses next to the lesson
number in the middle section of the window.

A swap is unlikely to bring about an improvement if no critical element is indicated, for example when
there are a large number of classes involved.

3.4.8.3.1 List of teacher teams

4.2

You can use the buttons <Display the teacher teams> or <Print the teacher teams> in the CCC window
to gain an overview of the composition the teams of teachers.

Manual Scheduling

Manual scheduling

Untis offers several different possibilities for manual scheduling (the scheduling, shifting and deleting of
periods): the manual scheduling in the timetable , the scheduling timetable and the scheduling dialogue
The most important functions such as scheduling, shifting, swapping, locking and deleting of periods as
well as the manual room allocation are possible with all three tools. The scheduling timetable and the
scheduling dialogue offer special functions and additional information.

Scheduling periods in the timetable

The simplest way of scheduling periods, which does not even inwlve learming new windows, is by
scheduling in the regular timetable. The following tasks can be carried out manually on a normal class or
teacher timetable:

e plan unscheduled lessons ,

e |ock periods ,
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e swap periods that have already been scheduled,

e delete periods and
e allocate rooms manually.

421 Scheduling periods

The aim of the first exercise is to place periods in an empty timetable and lock them to prevent the
automated scheduling tool from moving them during a later optimisation run.

1. Open the file demo.gpn and delete the current timetable via "Scheduling | Reset the timetable"
2. Unscheduled periods will now be displayed next to the timetable and can be placed in the timetable

using drag & drop.
Clicking on a period that you wish to schedule will display possible time slots in the timetable.

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

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

@ 1a- Class 1a (Gauss) Timetable (Clal) E E EI@ @ Time Requests / Teacher-51 EI@

MA DE

? &{l’%} @:v @8 @2 4= % dl= Hg Sy @\\v
UnSc = = = ] N
200 | Mo | Tu |We | Th | Fr | Sa ‘ MU alas = Maria Callas I
E m_ 1| 2| 3| 4| 5| & 7| 8ld=vs |am. [pm.
2 DS. AR Monday
Tuesday
3 Wednesday
4 RE Friday
5
6
7
8

L-Mo. |Tea. Subj. Rm. Cla. |Time |Special text
a5 Callas, MU, (R1a}) 1a

MREE:

| B

Tip:

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

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

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

L-Ma.
+3

Tea. Subj. Rm. |Cla.

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

i

@ 1a - Class 1a (Gauss) Timetable (Clal) 4] = ][ ===

£ & BB &,
- =]  Time range Timetable comparison -
D Periods/week B Ctcme
30 Unscheduled prds. 1792012 - 2962013 Only modified timetables ™
L L 3
Unsc
o Mo | Tu |We | Th | Fr | Sa

1

2

3

4

5

6

T

8
L-Mo. |Tea. Subj. Em. |Cla. -
+3 L

You can determine the position of unscheduled periods yourself by simply grouping the stack around the
desired position in the timetable. After right-clicking and selecting ' Re-group unsched. prds.' the stacks
will be automatically repositioned.
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@ 1a - Class 1a (Gauss) Timetable (Clal) Wb r=eli=Es @ 1a - Class 1a (Gauss) Timetable (Clal) (b f=liE] ==
= Z[o]e & BB =8 2 FIRNER M=
= =] Time range Timetable comparison . = =] Time range Timetable comparison -
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Timetable pericd: standard format

Copy in HTML-format [
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+3 i
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Alternatively, you can schedule the periods from the lessons window. To do this, click on the relevant
period in the 'Unsched Prds' column and use drag & drop to position it in the timetable.

@ Lessons / Class E] E] EI@

- PEGR R TOLEEI BB

@ 1a- Class 1a (Gauss) Time@@. EI@ L-Mo. # CITe UnSc  Per frsPrds Teacher Subject Classies) Subject roo Home room
= _— o — 11 4182 2 Huge [EZ 1a,1b,2a2b Ria

a 5 : » ] 1b,2a,
D dfs |@ee @ BHE 7 m238y2 2 Ander [ 1a WS Ria
o - [P e Ti s 3 m22@3 3 Arist  [BEGI 1a,1b SH2 Ria
1 Periods/week I 5 Arist WA 1a R1a
29 Unscheduled prds. 179 2012 - 29.6 2013 i 2 s |EN 12 13
- = o 2z Callas MU 1a Ria
8> 2 calas AR 1a Ria
_,-i/‘ 46 B2 =2 nobe! N 1= Ria
Mo | Tu |We | Th | Fr | 8
53 Bs s Rub  DE 1a Ria
[ 63 g2 2 cer Bl 1a Ria
]
=
] B i »
ENAY
(=] L. : Class =

@~ n W N =

L-Mo. |Tea. Subj. Rm. |Cla.
33 Arist, EM,R1a  1a
+3

Room allocation
Lesson cells highlighted purple indicate that it is possible to schedule the lesson without a conflict as far
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as class and teacher are concerned but that room availability (i.e. the room allocated to the lesson and
all alternative rooms are not free) prevents the lesson being scheduled (see figure).

If you position a period on a purple cell, the lesson will be scheduled without a room being allocated. The
room allocation of the lesson already scheduled in this position will not change. A short beep will be
issued as an additional warning to indicate that the lesson has been scheduled without a room (please
refer to chapter "Allocating rooms" for further details. )

Locking periods

Lock a period in place by clicking on <Lock period> in the tool bar of the timetable. This will prevent the
automated scheduling tool from moving the period during a subsequent optimisation run. Alternatively,
lock the selected period by pressing <F7>. The same key can be used to unlock a period.

G

Locked periods are marked with an asterisk (*) in the period details window next to the lesson number.
You can also choose to display the asterisk in the timetable period (on the "Layout 2" tab under
<Timetable Settings>).
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6
7
8 | [EE
0. |Tea. Subj. Rm. |Cla.
Ander, DS, WS 1a
Gauss, D5, W3 1b
Curie, TX, TW 1a, 1b

Tip:
You can see all locked periods in the window "Lessons | Locked Lessons". This window also allows you
to unlock the lessons at the different levels. Please refer to chapter "Locked lessons" for more details.

Moving periods

Periods can easily be moved from one slot in the timetable to another using drag & drop.

Empty green cells denote slots in the timetable where a lesson may be scheduled without risk of
conflict. The different shades of green indicate the suitability of the positions for the dragged lesson. The
darker, the better. The evaluation depends on the parameters you have entered (time requests, double
periods, weighting, etc.).

Red fields indicate that the scheduling would be possible without clashes but the timetable would be
significantly worse because of e.g. a blocking (time request -3). The details window shows which
element is blocked. The timetable details window shows which element is blocked.
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6 Ds.
7 BI DS. | AR
8 Bl AR.
—
L-Mo. |Tea. Subj. Em. |Cla.
-3 3aTu-8 -3

Cells highlighted purple indicate that the room allocated to the lesson is not available.

Move double periods and lesson blocks in the same way as you would mowe single periods. However, if
you only want to move one period of a lesson block or a double period, press the <Ctrl> key prior to
selecting the period you want to schedule. This means that the periods are then displayed as single
periods and can be moved individually.

1Y *CH. | EM
2l Cirl4Clic
Bl AR

Swapping periods

Periods highlighted green (green cells occupied by a period) can be swapped with other periods
highlighted green Drop a period on a green cell and a window will appear where you can specify if you
wish to swap the period or if you wish to create a conflict.
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[ | = |

Save block! . J

Lessons: 67
Tu-3 - Tu-1
Cther lessons causing a clash

Mumber of clashing lessons: 1
Les.: 62 EN Cer

[] 5ave with class clash
[T] 5ave with teacher clash
[T Save with room clash

[ Select all clashes

| Saveblock! | | Cancel

Swap suggestions

Swap suggestions can be displayed via the 'Suggested swaps' function in the timetable window. 2-way
and 3-way swaps are suggested for the class. The 'Gain' column indicates whether the timetable would
be improve (positive values) or deteriorate (negative values) based on the data entered.

The 'Conseqnc.' column displays the worst conflict that the swap in question would cause if the
timetable is likely to see a deterioration. If, on the other hand, the timetable is likely to see an
improvement (positive value in the 'Gain' column) the category where the largest improvement is likely to
take place will be displayed.

Possible swap suggestions are indicated in the timetable by red arrows. Clicking on the <Swap button>
performs the selected swap.
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L-No. |Tea. Subj. Rm. |Cla. |Time
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Cross-class suggestions

It is often necessary to perform swaps across several classes. To do this, check the box ‘With class
leaps' in the 'Suggested swaps' window.

Example:

The German period for class 1b on Mo-5 (Monday, 5th period) is to be swapped. The swap displayed in
the figure would bring an improvement of 238 points ('Gain' column). The potential gain is high because
this would remowve a core time violation (time request). However, it can only be performed without a
conflict if a second swap is effected at the same time.

Teacher Rubens, who teaches German to class 1b, has a lesson planned with class 1a in Monday-5.
The so-called leap class is therefore 1a and is indicated in the 'Leap cl.' column. The possibilities of
moving this lesson to where Rubens takes class 1a are displayed in the lower section of the 'Suggested
swaps' window. The best possibility would however lead to a deterioration in the schedule of class 1a of
66 points since it would result in an unallowed double period of German. The difference in the evaluations
of both swaps (+238 for the swap for 1b and -66 for the swap for 1a) is displayed in the Total' column
(+172).
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Only different teachers

If a teacher takes a class for more than one subject is it often undesirable for swaps to be offered
between these subjects. Checking the 'Only different teachers' box results in such swaps not being

displayed.

Scheduling periods with clashes

Moving a period to a non-highlighted cell is not possible without creating a clash. The lesson details
window displays the lesson number and details of the lesson in conflict with the moved period.

If you decide to drop the period in such a cell, a window will appear showing the following two options:

e <Cancel> - cancels the mowe.

e <Sawe block> - the 'dragged' (i.e. active) period will be scheduled and the original period will be

unscheduled.

e Use the combo boxes save with teacher, class or room clash to schedule a lesson with conflicts.
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Save block! . J

Lessons: 67
Tu-3 —= Fr-1
Other lessons causing a clash

Mumber of clashing lessons: 2
Les.: 55 DE Cer, Les.: 22 DE Ander

[] 5ave with class clash
[] Save with teacher clash
[T Save with room clash

[ Select all clashes

Save block! ] [ Cancel

The period details window displays all the elements of the lessons scheduled at this time. Display
conflicts in the timetable by activating the option "Separate periods in case of clash" ("Layout 2" tab
under <Timetable Settings>). Please also see chapter "Layout 2" in the section "Timetable display" ).

Each of these lessons can be selected and moved separately.

MU

You can also mowe all lessons that lie on one position (either as clashes or as a cluster in course

planning).
Timetable in the cluster mode
If you wish to switch the timetable to the cluster mode altogether then check "Drag Drop: Multiple

lessons" on tab "Layout 2" in the timetable settings.
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Selection with the <CTRL> key

If you usually wish to select just single lessons (courses) but occasionally you also wish to shift the
whole cluster, then press <CTRL> and click on the relevant position. You can move all lessons in this
period in a single operation.

Mo Di ick

1 k1 | ku2 1M1
2 |E1 M1 et

3 |ch|pi|ru|Bl|W
4 |Bi|w|G|et|d2]i
5 |ch|m|e2)c (E4
6

7 Drop

8

9

10

Decoupling

A coupled lesson can be decoupled direct in the timetable and the new lesson that is thereby created
can be scheduled in another position.

Example: The coupled lesson in periods 7 and 8 on Tuesdays is to be decoupled as teacher 'Ander' is to
teach his group on Thursdays. Click on the period with the right mouse button and select "Decouple”.
The lesson is then decoupled and the new lesson with teacher 'Ander' can be easily rescheduled using
drag and drop.
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42.6 Unscheduling periods
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You can also unschedule periods by dragging them into the section with the unscheduled periods or into
the timetable details window and dropping them there.
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4.2.7
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Tea. Supj. Rm. |Cla.

3a Tu—m
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Allocating rooms

You can also manage room allocation directly in the timetable window. Use the <Allocate/delete this
room> button to allocate rooms to scheduled periods or to delete already scheduled rooms. A detailed
description of this function can be found in chapter "Scheduling timetable | Allocating rooms".

ﬁlmatemdmﬂis oo [

Allocate the room to
- _ [[_Hdemm][ﬂﬂocﬂem.]l Close I
a single perod
Lessons: £2- Th-5 Mso show occupied rooms
Required capac.: 28 Awailable rooms
Planned |Actual Tea Rm. |Cap. At Rm | Al HRm
Ria 38 .
SH1
SH2
PL
WS
- ™
Class Room 3a HET
Tip:

@ .

All alterations to the timetable can be undone step by step by clicking on the <Undo> button

Changing rooms in the overview timetable

As an alternative to the room allocation dialogue you can also alter rooms in the room oveniew
timetables. Simply drag the period from one room to another. If the room is already occupied, a room
swap will take place.
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4.2.8 Planning in the overview timetables

You are not limited to the single timetables for manual planning. You can also use the oveniew
timetables for classes and teachers. This helps you keep an oveniew of all teachers and classes.
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Scheduling timetable

You can also make manual changes to your timetable in the scheduling timetable. All functions for
manual scheduling described in chapter "Scheduling in the timetable" are also available in the
scheduling timetable. This tool also provides additional functions for scheduling lesson periods manually.

¢ Open the file demo.gpn.
e Open the scheduling timetable by selecting "Scheduling | Scheduling timetable" from the main
menu.

The scheduling timetable will open displaying the additional information relevant for scheduling for class
AA.
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You can see the active class (1a) at the top left of the scheduling timetable. The "Unscheduled" tab lists
all lessons with unscheduled periods. Click on lesson 53 in the list of unscheduled periods. 2 periods
are still not scheduled.

In addition to all scheduled periods, the actual timetable section of the window shows additional
information about the active lesson.

The active lesson in the example is lesson 53 — German for class 1a with teacher Rub. Accordingly, you
can also see class 1a timetable.

If you now wish to schedule a period of the lesson for the 1st period on Thursday, this would prevent
teacher Callas' music (‘MU') lesson with class 1a.. However, this is not the only lesson that would
prevent conflict-free scheduling on Thu-1. A lesson with teacher 'Rub'’ is also already scheduled for this
slot. The details window of the scheduling dialogue displays this information, too.

The details window of the scheduling dialogue therefore indicates all lessons that would prevent a
conflict-free scheduling of the currently active lesson.
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Scheduling periods

+ .... Denotes a period of the active lesson, (in the example, the three already scheduled periods of
lesson 53).

# ... Locked period of the active lesson (please refer to chapter "Locking periods")

X.... Fields marked x are already blocked by the teacher For instance, teacher Rub is already
scheduled to teach class 1a on Mon-5, which means that lesson 53 with teacher Rub cannot be
scheduled for Mon- 5 without creating a conflict.

X.... A capital X shows a coupling inwolving the teacher (e.g. Wed-5).

*x*, *X*, *&*..... A marker with two asterisks denotes locked periods creating a conflict (e.g. the PE
lesson on Thu-7,8 involving teacher Rub). Locked periods cannot be moved by the automated scheduling
tool (see the chapter "Locking periods").

&.... Denotes periods with several unavailable elements (classes and/or teachers).

- .... Some periods, in which neither the class nor the teacher are busy, are marked with a "-" (e.g. on
Monday, Tuesday and Wednesday). This indicates that it is not possible to schedule in these periods.
The reason for this is that class 1a is blocked due to a time request on three afternoons in the week
(please see "Master data | Classes" <Time requests>).
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43.2

You can schedule the active lesson in a period if a field is free.

halves

Schedule the unscheduled period of lesson number 53 on Fr-5. You can do this by double-clicking on
the field or by clicking on the button & .

Room allocation

Click on lesson 21 on the "Unscheduled" tab. As you can see, some periods are highlighted purple. This
indicates that the allocated room (and all alternative rooms) are already occupied.

Mo Tu We Th Fr Sa
1| PEG DS GA PH BI MA
2| cx DS RE HI GA MA
EXET MU MA CcK RE + DE
4|+ DE B GEc GEc
5 | MA % 4 DE
(6| AR -
(7] AR - PEG
'8 PH - PEG

For purposes of clarity, the colour codes defined under master data and displayed in the scheduling

timetable can be deactivated by clicking on "Show lesson colours" @ .
Locking periods

Lock scheduled periods by clicking on <Lock period> if you wish the scheduling tool to ignore them
during the optimisation run. The locked lesson will now be marked with asterisks (¥, *x* *X') and
cannot be mowved by the optimisation tool.

i
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43.3

434

43.5

4.3.6

Swapping periods

Find a suitable swap partner for a period on the same class timetable by dragging the period away (hold
down the left mouse button). Every period on the timetable suitable for swapping will be highlighted in
green and marked with a double arrow. Drop the period in a slot of your choice and confirm the mowve by
clicking on <Swap>

Scheduling periods with clashes

As a rule, Untis assumes that each teacher, class and room can only be involved in a single lesson at
any one time. The software displays a warning whenever you are attempting to schedule an element
(class, teacher, room) that is unavailable for the period in question.

In a similar way to scheduling in the timetable, lessons can also be scheduled with collision (see
chapter 'Scheduling in the timetable | Scheduling with clashes’).

Deleting periods

Deleting periods Delete scheduled periods by selecting the period and clicking on <Delete Period>
or by pressing the <DEL> key The lesson will appear in the "Unscheduled" window again. (Alternatively,
delete the active lesson with a double click.)

Allocating rooms

Use the button <Allocate / Delete this room> to allocate a room to a specific period or to delete (or
change) rooms already allocated. You can call this function from the timetable, the scheduling timetable
of the scheduling dialogue.

The craft lesson in the 7th and 8th periods on Tuesday is to be allocated a different room.

1. Open the file demo.gpn and then open the scheduling timetable ('Scheduling | Scheduling
timetable").

2. Position the cursor on Tu-7 and select the <Allocate / Delete room> button. Alternatively,, you can
open the window with the key combination <CTRL>+R.

|

The left pane of the dialogue that is then displayed lists the rooms involved in this lesson.

You can select which lessons are to be affected by the room change from the option "Allocate the room
to™:

a) a single period

b) the period block

c) all periods of the lesson

Plannedthe desired room entered for the lesson

Actual the room actually planned
Tea the teacher scheduled for the lesson
3 In this example. the room allocation is to be changed for the double period, and so 'the period

block' is selected.
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Allocate the room to
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The pane on right lists the rooms available. The columns indicate:

Rm.: The (short) name of the room

Cap.: The capacity of the room (if defined in the master data)

Alt. Rm.: The room in question is an alternative room for the room entered for the lesson

Alt. HRm.: >The room in question is an alternative room for home room of the class

4 Now select a room (e.g. R1a) and click on the <Allocate rm> button. Room R1a will now be
allocated instead of the workshop.

5 Click on the second row in the left pane and substitute the room "TW' with another room (e.g.

'PL"). Instead of using the <Allocate rm.> button, you can allocate the new room with a double click.
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Allocate the room to
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the period block

Lessons: 7: Tu-7, Tu-2 Mlso show occupied rooms
Auwailable rooms

Planned |Actual |Tea. Rm. |Cap. At Rm |Alt HRm
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SH1
SH2
WS
HE1
R1b 30
RZa 32
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The scheduling timetable details window will now display the newly allocated rooms for periods 7 and 8.
The original rooms entered for the lesson appear in parentheses.

L-No. |Tea. Subj. Rm. Cla. |Time
7 der, D 1a

Gauss, D3, R1a(Ws) 1b

Curie, X, PL(TW)  1a 1b

You can use <Delete room> to delete a room that has already been scheduled.

If you select the option "Also show occupied rooms' in the room allocation dialogue, you will also see
those rooms which are occupied in the current period. If you wish to assign one of these rooms you can
e create a room conflict,

e force alesson currently scheduled in the room from the room or

e  perform a room swap.
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4.3.7
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Undo

Each planning step carried out in the timetable or the scheduling timetable is logged on the "History" tab
and can be undone — step by step — using the <Undo> button. Clicking on <Delete list> will delete all
the planning steps shown in the list.

1a ¥ | Unscheduled | Information | History —
Lessons Les Time L
| = ' Undo 3
53 = 53 4 | | I
19.9.2012 - 53 |+ Th5 ,

30.6.2013 26 - Tus [ Deetelist |

DE .

All the functions described in chapter "Scheduling timetable" can also be called from the scheduling
dialogue.

The scheduling dialogue

The scheduling dialogue provides functions for placing and moving periods manually. Similar to a peg
board, the periods of the week are arranged in columns at the top and the elements (teachers, classes,
rooms) in rows along the side.

The following example provides an oveniew of the type of information displayed in the scheduling

dialogue

Allgemeines

Die Informationen, die im Planungsdialog angezeigt werden, sollen anhand eines Beispiels beschrieben
werden.
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4411

4.4.1.2

4.41.3

44.1.4

¢ Offnen Sie die Datei demo.gpn und ,Planung | Planungsdialog*.

The input field

Selection field Enter the number of the lesson you wish to view or modify (lesson 11 in the example) in
the selection field.

-

@ Les:11 Scheduling dialegue

B Jn BASD
(_11 +1 | Unscheduled

2012 Les. Uns Time |Cla.
3062013 53 --1
1 1b

30

The period details window

The lower section part of the scheduling dialogue shows information relating to the active lesson. This
corresponds to the display of the period details window in the timetable. Please see chapter "Timetable
display" for a detailed description of the fields.

The centre section contains details on all the classes, teachers and rooms inwlved in the active lesson
for the entire week

Lesson search

Instead of entering a lesson number, you can use the selection field to search for a particular lesson by
entering a combination of details (classes, teachers and/or subjects involved), separated by a comma.

e Entering 1a,DE will display the lessons of subject DE for class 1a
e Entering Arist,1b will display the first lesson teacher Aristotle teaches to class 1b

Period availability

Lesson 11 is scheduled to take place on Wednesday, period 1, and Saturday, period 4, as clearly
shown by the icon+in first row.

An empty cell in the grid denotes a period available for scheduling an element (teacher, class or room) In
the example, Fri-5 is still free for classes 1a and 1b. You can easily verify this by cross-checking the
details in the class timetable.
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4.41.5

4.41.6

@ Les:11 Scheduling dislogue
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Time requests

Any time requests entered for the lesson (in the lesson row) or the elements involved in the lesson are
highlighted with their appropriate colour code. Time requests entered under the master data of a subject
are displayed in a separate row. The example shows that a time request has been entered for subjects
"DS" and "HE".

If you have entered unspecified time requests, you can assign these a different colour in the time request
window (e.g. purple for -3 for class 3b).

Monday Tuesday
1] 3 la |5 |6 |7 [8 |1 [2 I3
Les. |79
3a
Cla. b
Ander
Tea. Curie
WS
RM.
Ds
Sub. HE

Time requests entered under master data or lessons can be deleted direct in the scheduling dialogue by
clicking on the <Delete period> button or by pressing the <Delete> key, or modified in the time request
window.

Saving individual settings

When using the Untis software on two different computers (e.g. at school and at home), you will rarely
be working with two identical systems. Differences in hardware (screen display, graphics cards etc.) can
necessitate annoying and time-consuming adjustments when switching from one system to another.

Your individual settings for the scheduling dialogue (e.g. font size, column width etc.) are therefore saved
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44.2

443

in the view.ini file which is held locally on your computer.

This saves you the trouble of having to re-enter your settings when opening the file on another computer.

'Information' tab

This is where you will find additional information on the active lesson such as the number of unscheduled
periods or the total of scheduled periods for the class per week and per year.

Window logic

Like most functions in the Untis application, the scheduling dialogue communicates with all other
windows.

Synchronisation

When you open a lesson view (or a timetable) and select a lesson, the scheduling dialogue
automatically displays the active lesson and, vice versa, the lesson window (or the timetable) always
displays the lesson selected in the scheduling dialogue.

Locking the view
Activate the button <Lock Period> to lock the display of the scheduling dialogue.

@

Window in the background

As a rule, you can bring a window to the front (i.e. activate a window) by clicking on any part of the
window. The scheduling dialogue allows you to suppress this behaviour by activating the option "Window
in the background" under <Settings>.

Moving tabs

The individual tabs of the scheduling dialogue (Unscheduled, Information...) can be placed next to each
other, too. This allows you to make better use of the timetable area and increases clarity.

@ Les:21 Scheduling dialogue

raf du BASRY ASSPORHERDE wPe.

Lessons h -
= Unscheduled | History I Chained swaps (=] ormation
“ |[Les. |uns [Time [Cla. [Tea. [Sub. Periods: Placed Target Diff,  Hngo - Hugo
19.9.2012 - @ el arg .
g o N ° C' w5 % T o tn
53 2 1a Rub DE Al TN Year: 122 Year : 714
1E 30 1 1b Arist MA
[ Multi-Drag 34 1 2b Callas DE S

Planungsfunktionen

Im Planungsdialog stehen Ihnen eine Reihe von verschiedenen Planungsfunktionen zur Verfligung:

Stunden verplanen

Stunden I6schen

Mit Kollision verplanen

Verschieben von Stunden mit Drag&Drop
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4.4.3.2

4.4.3.3

Ruckgangig

Raum zuordnen
Ausweichraum anzeigen
Neuer aktueller Unterricht
Stunden fixieren
Optimierung

Bewertung zur aktuellen Zeit
Lehrer im Unterricht andern

Scheduling periods

Scheduling periods Schedule periods using one of the following options:

e By double clicking on a period

&

e By clicking on the button <Schedule the period>
e By pressing the key K
e Via the context menu (right mouse button) ( See chapter "Deleting period blocks".)

e Using drag & drop from the grid view of unscheduled periods or from the lesson view
Deleting periods

Delete (i.e. de-schedule) periods using one of the following options:

e By double clicking on an active period

e By clicking on the <Delete period> button
e By pressing the <Delete> key
¢ Via the context menu (right mouse button) (see example)

e Using drag & drop in the period details window (see chapter "Deleting periods")

Deleting periods of a row

Click on <Delete periods of one row> if you wish to delete the entire timetable row of a particular element
(e.g. class 1a).

=]

Delete, Activate lesson
If you wish to delete a non-active period and re-schedule it immediately, click on <Delete, Activate
Lesson> This de-schedules the lesson and automatically activates it so that you can schedule it in a
different slot straight away. Alternatively, use the key combination <CTRL>+X

_.jﬂa
Scheduling periods with clashes

Untis will warn you if you attempt to schedule a lesson that is already occupied by another class,
teacher or room. In this case, perform a clash as described in chapter "Scheduling in the timetable |
Scheduling with clashes".
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4.4.3.4 Moving periods with drag & drop

Periods in the scheduling dialogue can be moved in the same way as periods in the timetable and the
scheduling timetable.

Click on a period in the scheduling dialogue and drag it away holding the left mouse-button pressed.
All periods where the lesson can be scheduled are highlighted green in the lesson row.

When the arrow passes over a scheduled period, the details of the lesson automatically appear in the
period details window.

For purposes of clarity, red arrow markings show the possible slots in the timetable where the lesson
can be moved. This enables you to see at a glance if the move would be advantageous for classes and/
or teachers.

Drop the period in a suitable slot (e.g. Fri-5) by releasing the left mouse-button.

Periods marked with thel2**icon are available for swapping.

@ Les.67 Scheduling dislogue =3 e
B4 AN RAGYASTFODTRESREDED D8,
L Wonday Tuesday Wednesday Thursday Friday Saturday
12 1|2 1 ]2 3 [a [5 [6 [7 [8 [1 |2 1 ]2 [3 [a |5

3 4 |5 |6 |7 |8 |1 2 3 4 5
o e »

3 [a |5 (6 8 3 (4 [5 (6 |7 [8
Les. |67 - + |8 1 ¥
Cla [3a | HI [EN B8—

2a 2a 2b [2a

Tea. |Cer | 1b [8al 1a 2a |2a E2W| 3a [BE20[3a] 3b 3a 2a A 2 [ o 22 o - e
Rm. |R3a |3a [3a 4 EH 3a 3a 32 A 2 a2 DA 3a 3a |3a *2a 4 30 EH 3a 3a 3a 3a|3a el 2a |
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4.4.3.5

Undo
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B EAs (@ PPE B [@rs e BE 2
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2a 2a 2a 4
6 4 DE BI e EN EN
7 2a 2a
8 5 [Tew e e
b
L-No. |Tea Subj. Rm_|Cla. | Time 6 2 Bl
67 |CerBLR3a  3a =
a 1
7 | e 3 T
8 | =2 3
L-No. |Tea. Subj Rm.  Cla. Time
Cer, B, R2a 3a
2

Undo Each planning step carried out in the timetable or the scheduling timetable is logged on the
"History" tab and can be undone — step by step — using the <Undo> button. Clicking on <Delete> will
delete all the planning steps shown in the list.
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4.4.3.6

4.4.3.7

-

@ Les:1l Scheduling dialogue

BRa+ AN A&V AP0 KE S E @@
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Allocating rooms

Allocating rooms Use the <Allocate/Delete room> option in the context menu of the scheduling dialogue
(accessible via right mouse-click) to open the room allocation dialogue, or press <CTRL>+R. The
functionality of the room allocation dialogue is described in chapter "Scheduling timetable | Allocating
rooms".

When the cursor is placed in the room row under the active lesson and you click on the <Allocate/Delete
this room> button, the room already allocated is deleted immediately and replaced with the designated
room.

|

Displaying alternative rooms

When the cursor is placed in the room row, the function <Alternative room> becomes active. Click on
this button to display the next alternative room specified under master data. In the example, this is the
room R1b (first alternative room for R1a). Click again to show the second alternative room (R2a) etc.

Es Cliek

cla. [1a  [EEN| mu B BEEQ |

E1 Click

Tea. |Arist | cda (o0 NS HE Cla [1a |EN|MU B PEE |
rRm. [R1a 4 Tea. | Arist |1a 3a 1a Cla. [1a [EN|mu B BPER
[ ] R [R1D Tea. |Arist |S9a EENS
1 [ R23 2 .
I

You can also show the capacities of the rooms in the settings of the scheduling dialogue via the settings
if the capacities have been entered under master data.
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4.4.3.8

4.4.3.9

4.4.3.10

4.4.3.11

Rm. - 2 2a R 23

rw Riooms with capacity

Place the cursor on a lesson and click on the <Activate lesson> button to activate it. Alternatively, use
the key combination <CTRL>+<ENTER> or double click on the lesson you wish to activate.

Activate new lesson

Locking periods

Click on <Lock period> to lock the cursor-selected period (or to unlock an already locked period).
Locked periods will not be moved by subsequent optimisation runs. Locked periods are marked#in the
lesson row of the scheduling dialogue and with an asterisk (*) in the element row.

G

You can also highlight an entire area in the scheduling dialogue and then click on <Lock period> to lock
all the selected periods. The same function is available via the context menu accessible by clicking with
the right mouse-button.

Optimisation

This function allows you to start the optimisation process from the scheduling dialogue.

The timetable is locked conditionally. When a timetable is locked conditionally, the periods already
scheduled will not be affected by the placement optimisation process. The optimisation tool will only
place unscheduled periods. The subsequent swap optimisation tool, however, may swap all the unlocked
periods.

A timetable is calculated using strategy A.
Assessing the active time slot

This function assesses all the periods of the week to determine their suitability for scheduling at a
specific time.
Position the cursor on a free period of the class and click on the button in the scheduling dialogue

e
toolbar. The slot for which a lesson is looked for is indicated by the icon in the lesson row.

The software now assesses all the periods of the week to determine their suitability for scheduling in the
selected time slot. The assessment results are displayed in the lesson row. The lower the value, the
more suitable the time slot.
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4.4.3.12 Replacing teachers

Use this function in the scheduling dialogue to replace a lesson teacher with another.

Activate a lesson and click on = . A dialogue will open where you can change the teacher for the
lesson.

The left pane of the window displays the teacher(s) of the active lesson. The right pane displays all the
teachers available (based on their own timetables) to take on ALL the periods of the active lesson. The
following additional details are provided to facilitate the decision-making process:

e  Per/Wk: Number of periods per week taught by the teacher
e UnSc: Number of those periods that remain to be scheduled
e  Subject: Teacher already teaches this subject.

e Tea. Qual. Teacher is qualified to teach this subject

The example shows that "Ander", "Gauss" and "Curie" could take the lesson. However, only "Ander" has
the qualification for the subject. Click on <Assign tea.> to assign the teacher to the lesson.

-

B Assign teacher | 23 |

Del.teachar] [ Assign tea. ] [ Close ]

Lessons: 35

Possible teachers

Teacher Subject Teacher |PerfWk Un3c |Subject |Tea. Qual.
MU 27 0 E1 E1

Zauss 17
Curie 18
? 0
-1 1

o o o o

Ander
Andersen Hans Christian

Perm - Permanent Teacher
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4.4.41

4.4.4.2

4443

4.44.4

4.44.5

Display functions
The functions described below can be used to change the scheduling dialogue display.
Displaying all teachers of a class

Place the cursor in a class row to display the timetables of all teachers inwlved in this class. Teachers
not assigned to teach a class in this period are listed first, followed by uncoupled teachers.

Place the cursor in a teacher row to display the timetables of all classes in which the teacher is involved.

k.

Display all classes, teachers and rooms

Use this function to display all classes, teachers and rooms in your school in the timetable rows of the
scheduling dialogue. If you only wish to display classes, hold down <SHIFT> key when inwking the
function.

Place the cursor in a teacher row if you want all the teachers to be listed first (under the active lesson).
In the same way, place the cursor in a room or class row if you wish to list rooms or classes first.

=
Display a 2nd lesson

This function displays not only the active lesson, but also the lesson on which the cursor is placed. The
function also allows you to display additional information on the cursor-selected lesson.

&

Deleting rows

Use this function to delete all the rows in the timetable window below the cursor position. Please note
that the active lesson will still be displayed on the screen.

S
>

Show lesson colours

The colours defined for master data elements and individual lessons can be activated and deactivated
using the <Show lesson colours> button.

&
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4.4.4.6 Settings

This function provides various settings affecting the layout of the scheduling dialogue.

&

4.4.4.7 Displaying a particular element

To call up the timetable for any element (or lesson), simply enter the name of the element or the lesson
number in any part of the timetable window and press <ENTER>

The example shows that the (short) name of Sports Hall 1, SH1, has been entered The software
responds by displaying the room availability.

Tea. |Hugo
Rm. [R1a

4 4 |
1a Tea. Hugo
Rm. |R1a

If you wish to switch to another lesson but still wish to see the availability of SH1 then you can lock this
row (like any other row) by clicking on <Do not hide rows>. The element is now marked with a "+" in
front of the name and is displayed until you remowe it by clicking on <Hide selected rows>.

* =S

445 Shortcut keys

Most of the scheduling dialogue functions can be activated with shortcut keys (i.e. without the use of the
mouse).

Use <CTRL> +<TAB> to switch between individual windows within Untis.

When the scheduling dialogue is open, a purple rectangle highlights the active part of the scheduling
dialogue.
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Switch between the different parts of the window using <F6> or <SHIFT>+<F6>.

In the upper part of the scheduling dialogue, use <ALT> +<Left Arrow> and <ALT> -<Right Arrow> to
mowve from tab to tab. Within a tab, use the <TAB> key to mowe between individual elements.

In the centre section of the scheduling dialogue, use the cursor keys to control the cursor. The following
key combinations are also available:

<CTRL> + <Right Arrow>: last period of the week <CTRL> + <Left Arrow>: first period of the week
<ALT> + <HOME>: first period of the day

<ALT> + <END>: last period of the day

<CTRL> + <Arrow Up>: first row <CTRL> + <Arrow Down>: last row <CTRL> + <Right Arrow>: next day
<CTRL> + <Left Arrow>: previous day

Various scheduling dialogue functions can also be invoked using the following shortcut keys:

<INSERT>: Schedule period

DEL>: De-schedule period

<CTRL> + <X>: Delete, activate lesson
<F7>: Lock period

<CTRL> + <ENTER>: New active lesson
<CTRL> + <R>: Room dialogue

<CTRL> + <SHIFT> + <ENTER>: 2nd active lesson
<F8>: Alternative room

<Insert>: Schedule period

<Delete>: De-schedule period

<Ctrl> - <X>: Delete, activate lesson

<F7>: Lock period

<Ctrl> - <Enter>: New active lesson

<Ctrl> - <R>: Room dialogue

<Ctrl> - <Shift> - <Enter>: 2nd active lesson
<F8>: Alternative room

Swapping periods

In addition to the period swap function using drag & drop, the scheduling dialogue (and to a limited
extent, the scheduling timetable) offers additional functions for swapping already scheduled periods. Use
these functions when the timetable requires further improvements

e  Suggested swaps
e Consecutive swaps

e  Chained swaps
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4.5.2

Suggested swaps

This function offers swap suggestions for a cursor-selected period on a class timetable To this end Untis
evaluates the timetable based on your weighting settings and indicates if the quality of the timetable
would be better or worse.

Open this function by clicking on the <Suggested swaps> button in the scheduling dialogue. *“

These functions are described in chapter 'Scheduling periods in the timetable | Swapping periods'.

In practice, you may want to mowve a lesson to a different slot on the timetable already occupied by
another lesson. This lesson would be displaced and would have to be mowved to yet another slot. The
same swap rules also apply to the second lesson: either the software finds a suitable slot for the lesson
on the timetable or the lesson will displace yet another lesson This chain of events will continue until a
suitable slot has been found for every lesson

Untis supports this intuitive planning method with the functions "Consecutive swaps" and "Chained
swaps".

The main difference between the two swap functions is that consecutive swaps can be carried out using
drag & drop and also allow period swaps across classes.

Consecutive swaps

Carry out consecutive swaps in either the scheduling dialogue or in the scheduling timetable using drag
& drop. This is similar to working with a peg board, where you schedule a lesson by displacing another
lesson, activate the lesson you have displaced and schedule it in a different slot, activate the next
lesson you have displaced (if any) and schedule it in yet a different slot etc.

1. Load the file demo.gpn and open the scheduling dialogue and a class timetable.
You wish to move the PE lesson (no. 73) of class 1a on Fri-8 to a better (earlier) slot on the timetable.

2. Try dragging the lesson to a different position on the timetable while holding the <CTRL> key
pressed.

All slots in the timetable where scheduling is blocked by a single element are displayed with theli=
icon. For instance, if both the class and the teacher of the lesson to be scheduled in this slot are
already inwlved in different lessons, two lessons would be displaced and the chain would be broken.
3. Drop the PE lesson (still holding down the <CTRL> key) on Thu-5. This slot is blocked by
lesson 2 (Callas, AR, 1b). You will not be asked if you wish to create a conflict.
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“PE" in 1A and 1B

Friday

Thursday
1 |2

3 |4

16!
MU DE

DE AR AR AR

4 --- -1 -2 28

1 1a 4

R D
4 4 4 4 A

The PE lesson will now be scheduled in this position and lesson 2 for class 1b, the lesson originally
placed in this slot, automatically becomes the active lesson. Drag this lesson to another position
marked " #and drop it, thereby continuing the chain, or alternatively place the lesson on a suitable
unoccupied slot.

Keep the <CTRL> key pressed, otherwise if you release the key the swap is interrupted and cannot be
continued.

4, A suitable slot for this lesson is Sat-1 where lesson 2 can be scheduled without causing a
conflict (as indicated by the 1! symbol). This completes the swap chain.

"AR" in 1B

Friday Saturday |
7 T |1 12 13 Ja 5 s 72®h 2 3 [« |5

T | Ds IEW
-------

4 1b b

Sl EN NN

The PE lesson has now been moved from Fri-8 without requiring the de-scheduling of another lesson.

Slots marked with the ™ Wicon when a period is dragged away denote positions where a period swap
is possible.

The 1! icon indicates that a period can be scheduled in this position without displacing another
lesson. The lower the value, the better the position for scheduling the period.
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Please note that consecutive swaps may be carried out across different classes. The only restriction is
that the swap path for the continuation of a chain must always be unique. Where there is a fork in the
path (e.g. both teacher and class are already scheduled elsewhere), the software will ask you how you
wish to proceed (create a conflict, cancel etc.) and the chain must be restarted at that point.

Chained swaps

The chained swaps function is accessible from the <Chained swaps> tab in the scheduling dialogue.
1. Open the file demo.gpn, the scheduling dialogue and a class timetable.
The aim of this exercise is to swap the cursor-defined lesson (lesson 38, Callas, MU, 2a) with a lesson

in a different slot.
2. Start the swap chain by clicking on <Start> on the "Chained swaps" tab.

@ 22 - Class 22 (Hugo) Tm{dip} [ = |[ = =]
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Callas, MU, R2a 2a
-3

The lesson row now displays a series of number symbols in some of the cells in the time grid. The lower
the value, the better the Untis evaluates the position. Two exclamation marks after the number (e.g.

2l ) indicate that a swap to this position would displace a lesson already scheduled for this slot. One
exclamation mark before and one after the number (e.g. 1! ) indicate that a swap would not cause a
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displacement of another lesson, completing the swap chain.

You wish to move lesson 38 (Callas, 2a, MU) from Mon-1 to Tue-1. This will displace one period of
lesson 41 (Callas, 2a, AR)..
3. Position the cursor on Tue-1 and click on <Swap>.

The original period of lesson 38 has now been moved to Tue-1. The change is also reflected on the
timetable Lesson 41 with one displaced period automatically becomes the active lesson.
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L-No. |Tea Suoj. Rm. |Cla. |Time
Callas, MU,R2a 23
+3

Again, Untis marks suitable swap positions with numbers displayed in the lesson row.

If you are dissatisfied with the swap results, you can undo individual steps of the process or even the
entire swap chain

Undo

All steps

|
» |
i< ]

You now wish to schedule the displaced period of lesson 41 for Sat-1 The 1! indicates that this will
not displace any further lesson and the swap chain will be complete.
4. Position the cursor on Sat-1 and click on the <Swap> button.

Lesson 41 (Callas, 2a, AR) displaced from Tue-1 has been moved to Sat-1. The swap chain is now
complete.

Please note that function "Chained swaps" only supports swaps that do not result in a significant
decrease in timetable quality (based on the weighting settings you have entered). This means that only
the swap partners identified in the lesson row can be used for swapping.
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4.6 Scheduling half periods

If you do not always schedule full lessons you will have to decide in which part of the period the half
lesson should occur.

When scheduling a lesson block (e.g. 1.5 periods) Untis will ask whether you wish to schedule the
complete second period or whether the half lesson should be scheduled in the first or second period.

e Lessons / Class B EI@

. N PEGRIR TOLEEDER-B L B O & =
L-Mo. [+ CI Te M shed Prds  Per frePrds Teacher Subject Classies) Subject rooc Home reom  Double per Block | »
15 Calas_ |08 1a W Rla

@ 1a- Class 1a (Gauss) Tl [ = || = =)
s [Des @ PHE

= 2 Hugo (=4 1a,1b,2a,2b Ria
Mo | Tu |We | Th | Fr | Sa 1 2 Ander [ 1a ws R1a 14
73 @22 3 arst  [FEEL 1a,1b SHz Ria
1 EN | MA |GEc | MU | MA /5( 31 5 acist [IANN 1a R1a
p
33 5 Arist  [EN 1 R1 -
2 [ wu | en |Pec [ oE_L+E [ en = = =
3 Bl r,y/ﬁq Schedule half periods | & | : Class -
AR
4 |Pee | _AT0E | ma Lessons: 96
5 “’RE Time: Mo-5
6 (@) Whoale period
() 1st half period
7 DS () 2nd half period
8 ! A
[ ok | [ cance |
L-Mo. |Tea. Subj. Rm. |Cla. |Time
53 Rub,DE,R1a 1a
+3

In the case of a lesson lasting a half period, you must decide whether lesson should take place in the
first or second half of the period.
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4.7

5.2

[ |

Schedule half periods . J

Lessons: 96
Time: Mo-5

@) 1st haf pericd

() 2nd half period

| Ok | | Cancel |

L

Multi-timegrid

If you are using different time grids, the display in the scheduling dialogue depends on the active lesson.
. The time grid of the active lesson is also the active time grid. Periods of the active time grid that are
completely or partly blocked by periods of the other time grid are marked with the symbol O This applies
to the scheduling timetable, too.

Timetable Display

Timetable display

When the timetable is complete, the information needs to be presented in a clear and unambiguous
fashion. Untis offers a number of different timetable layouts and numerous timetable display options. The
following chapter provides an ovenview of predefined timetable displays and shows the different methods
of shaping timetable layouts to suit individual requirements.

Window set-up

You can open ready-made timetables for classes, teachers, rooms and subjects under "Timetables" in
the main menu. You can also display timetables for individual students when using the Student
timetable or Course scheduling modules.

Basically, a timetable window consists of the tool bar and three separate sections: the selection window
at the top, the actual timetable in the middle and the period details window at the bottom.
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1 800
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3 950
10:35 Bl CerR1a

4 1045 AR Callas R1a
11:30 DE Rub R1a DE Rub R1a go R1a

5 1140
12:25

6 Timetable window

7 1230
14:15

g 1425
15:10

L-No. |Tea Subj. Rm. |Cla. |Time |Schoolweek | Stud.|Specialtext |Cluster |Line text-2
33 |AistEN,R12  1a 2-41

28
= Period details window

Toolbar

The toolbar is usually located at the top of the window, but can be mowved to any window edge — right, left
or bottom — and can even be dragged out of the window altogether. You can also remove unwanted
buttons from the toolbar ('Add or remowve buttons' option).
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Pop-up windows

Let us assume that have opened a class timetable and perhaps now wish to view the associated teacher
timetable or wish to make a small change in the relevant a lesson window. You can use the two arrows
at the top of the screen to quickly open and close these windows.

For example,. from a class timetable you can click on the right arrow to open a teacher timetable and
the left arrow to open a lesson timetable for classes.
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Selection window

The selection window in the upper section of the timetable allows you to select the type of timetable you
wish to display. The selection pane displays various items of information such as number of periods per
week and unscheduled periods.

Input field

Use the input field to enter the name of the element whose timetable you wish to display. Switch
between different elements by using the spin controls located on the right window edge or by placing the
cursor in the input field and pressing <Page Up> and <Page Down> or the up and down cursor keys.

Timetable comparison
The two selection boxes "Timetable comparison" and "Only modified timetables" are for use with the
"Timetable comparison” function described in greater detail in a later chapter.

Periods per week
Displays the number of periods per week and the number of unscheduled periods (per week) for the
active element.

Timetable window

The middle part of the timetable window shows the actual timetable for the active element The display
offers a variety of different settings and options that allow you to customise it to suit your individual
requirements. Please refer to chapter "User-defined views" for a detailed description of these settings.
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Clicking on a (scheduled) period on the timetable activates the period and causes the cell to be outlined
in red-yellow. All other periods associated with the active lesson are highlighted in blue-yellow. If the
display of colours in the timetable has been deactivated (colour palette icon), the active period will be
displayed pink and the other periods associated with it light blue. This shows you at a single glance how
the periods of this lesson are distributed throughout the week.

Resize the window
This function adjusts the window frame to the size of the displayed timetable window.

[

Note:
The buttons <Lock period>, <Undo> and <Allocate/delete room> are intended for performing manual
changes to the timetable and are therefore described in chapter “Manual timetabling”.

Change size

You can easily change the size of timetables in the timetable window. Drag the dividing lines between
the columns apart or together to alter the size of the timetable accordingly.
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5.2.3 Period details window

Since there is often not enough space in the individual cells of the timetable to display all the relevant
data for the active period, Untis provides a third window for the display of such information — the period
details window. The font size used in the period details window can be changed via <Settings>. The
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period details window provides details on the currently active lesson.

Fort size in %:

Details window: 100

Coupl. legend: 100
Heading: 100

&

L-No.
In the example the "L-No." column shows lesson number 74. Below the lesson number, you will see the
time request entered for the active period under "Master Data | Classes" ("+3").

7
8 | PH

L-Mo. |Tea. Subj. Rm. Cla. [ Time | Stud. Spe

74 Curie, PEG, 3H2 4 23
+3 Mew, PEB, SH1 4 23
46
1| 1] [ 3
Tea. Subj. Rm.

The second column shows all the teachers, subjects and rooms inwlved in the lesson. The period
details window displays one row for each coupling.

If the optimisation tool has allocated a different (alternative) room instead of the home room entered for
the lesson, the name of the home room is shown in parentheses. The example shows that room Ps1 is
the room entered for the lesson, but the actual scheduled room is the alternative room R1a.

L-Mo. |Tea. Subj. Rm. Cla. [ Time | Stud. |3

92 Mew, MA R1a (Ps1) 3b 22

1| ] 3
Cla.

This column displays the class(es) inwlved in the active lesson (classes 1a and 1b in the example).
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L-Mo. |Tea. Subj. Rm. |[Cla. Time Stud. | Spe
T3 Arist, PEG, SH2 1a,1b Far
+3 Rub, PEB, SH1 1a, 1b

PR T p

Time

The "Time" column displays time restrictions and/or periodicities — a particularly important function for
use with the Multi-week timetable module For instance, the GA lesson in the example takes place on a
fortnightly basis in weeks of type A.

L-Mao. |Tea. Subj. Rm. | Cla. Time Stud
94 Mew GA RZa  2a, 2b  AweekA

e m b

Students

Shows the number of students entered for the lesson or elective subject (for use with the Course
scheduling module) Lesson 6 in the file demo.gpn, for instance, contains the student numbers for the
individual special classes.

L-Mo. |Tea. Subj. Rm. Cla. Time | Stud.|Special text Cluster |Line text-2
G* Callas, CH, R2a 2a, 2b, 3a 9 Special Class
Gauss, MA R2b 2a, 2b, 3a 11
Ander, MA, R3a 2a, 2b, 3a g
Rub, EM, R1a (Ps1) 2a, 2b, 3a i Beginners
Hugo, EM, R1a (Ps1) 2a, 2b, 3a 12 Advanced
Mobel, DE, (Ps2) 2a, 2b, 3a 7
-1, DE 2a, 2b, 3a a
62

Special text

The column "Special text" contains the text or the description entered for the lesson, and the line text
entered in the lesson details window. Lesson 6 in the file demo.gpn, for instance, contains the
description "Special Class"

Line text-2

In addition to the line text, the "Line text 2" field in the period details window can be used to define a
second, independent line of text. In the example, a line text has been defined ("Beginners" and
"Advanced") for each of the coupling lines with the subject EN (English).

Hide and show columns
Individual columns can be hidden or shown in the period details window. Right-click on the heading row
in the period details window and deactivate the desired column.



Timetable Display 163

5.3

L-Mo. |Tea. Subj. Rm. | Cla. |Time |Schoolweek | Stud.|Sped

32 Callas, MU, Tea. Subj. Rrn. 2
+

. . Cla.

Tirne

School week
Stud. l}
Special text

Cluster

Line text-2

Y T

Student group

Tip

Columns displayed in a timetable period details window are printed i in the legend when the timetable is
printed. If the legend takes up too much space in the printout, you can simply hide columns them in the
corresponding timetable view.

Timetable interaction

Timetables can be called up manually or set to open automatically (if desired) when an element is
selected in a different window The automated function means that you will always have up-to-date
information on the screen without having to search for it.

Communication between timetables

Open the file demo.gpn and call up a timetable for classes, teachers and rooms, and arrange the
timetables next to each other. Click on Monday, period 1 ("EN") in the timetable of class 1a. As you can
see, the teacher timetable automatically switches to the timetable of the teacher inwlved in the lesson
(i.e. Aristotle, "Arist") and the room timetable switches to the room allocated to this lesson ("R1a").
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Clicking on the coupling row in the period details window also synchronises all other open timetables.
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Communication with other windows
Open a class timetable and the master data window for classes. Click on a class in the master data
window and you will see that the timetable automatically switches to the timetable of that class.

The same occurs when you switch elements in a lesson window or in the element-rollup ("Customise”
under "Settings | Miscellaneous").

@ 3a - Class 3a (Aristotle) Ti4EY | [ = || @ |[==34)
call | 2@ BFEFZ
= - : Time range fa
il Pernigls. ‘week I -
@ Classes / Class %Z 1 }
3a ~EH B E ﬁ N Class (~] &)
Mo
Name Roon| < Name Full name
1a Rla 1 HI 1a Class 1a [Gauss]
1b Rib 2 |1hb Class 1b [Newton]
2 | EN
2a RZa —|2a Class 2a [Hugo]
=5 2b (Andersen) RZb 3 . b [Anderse
Class 3a (Aristotle) R3a "
. Class 3b (Callas) P=1 4 — L ﬁ Classa [Arlstl:ltle]
Chick| cisss ¢ (nobe) ps2 || & | mA *cH | —|" Cliek
* 8 4 Class 4 [Nobel]
A
E] 7 BI Element-Rollup
B [ Activate double click
Update elements

Locking timetable types

In the previous examples, the type of timetable was always locked. Open the file demo.gpn, a teacher
timetable and call up the window 'Master Data | Teachers'. In the master data view, click on one teacher
after another The timetable window always shows the timetable of the currently selected teacher.
Clicking on a class name, however, has no effect on the timetable view, i.e. the type of timetable — here
the teacher timetable — remains unchanged.

@

Unlocked timetables

Deactivate the type locking function by clicking on <Lock Type>. Switch between teachers, classes and
rooms in the master data views. You will see that the timetable always displays the active element,
irrespective of the type of element (classes, teachers, rooms or subjects). The displayed element
changes, as does the type of displayed element.

Tip
Unlocked timetables are particularly practical when used together with the diagnosis tool, since this
allows the user to switch rapidly between teacher and class schedules without having to open a second
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54

|| timetable window. You can read more about diagnosis in chapter "Diagnosis”.

Locking elements

Lock the timetable of a selected element — for instance a specific teacher — on the screen by "pinning"
it to the screen using the <Lock this display> button When a timetable is locked with two pins, the
displayed element does not change.

&

Timetable formats

Untis offers over 50 different predefined timetable layouts. The layouts are accessible via the menu item
"Timetable | Timetable formats".

Each timetable layout has a unique short and long name. Click on <Show the TT > or double click on
the full name of a format to open the timetable.

&

Standard format

Select the desired standard format, i.e. the format that will be used when you select a timetable from the
"Timetable" menu, by checking the relevant "Standard" box on the list of timetable layouts in the
"Formats / Timetables" window.

Timetables in the menu
In addition, you can specify which timetables you wish to include in the menu, i.e. which timetables you
wish to be able to access quickly.
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541 Predefined formats

By default, the "Timetable | Timetable formats" list displays the predefined layouts for all the different
types of timetable. If you wish, you can limit the view to individual elements (class, teachers etc.).



Timetable Display

169

5.4.1.1

5.4.1.2

=

@ Formats / Timetables E@
[Ta% -
e E
4 Teacher 2 . b
— Subject
I Room Standard | In menu -
[ Studerts _ ]
Tea-Diag | Teacher-Diagnose [ E |
Teal Teacher 1 ] [ o
Rool Rioom 1 [l
Stu Students 1 [
Cla-M-1 Class 1 [ [
Tea-M-1 Teacher 1 [E [E
Roo-M-1 Rioom 1 [l [
Stu-M-1 | Students 1 [ [
Cla-V1 Class 1 [l O
TeaV1 | Teacher 1 [l [l i
=T =R | [l [l

The names of the predefined layouts obey the following rules:

Keywords

Key words e.g. Cla 1A

Timetable names containing the key word "Cla" are class timetables. "Roo" denotes room timetables,
"Tea" teacher timetables, "Sub" subject timetables and "Stu" indicates student timetables.

Layout details: Layout 1

Format details: Format 1 Format detailse.g. Cla 1 A

Format 1: This layout displays the days of the week in columns and the periods of the day in rows (see

figure). The subformat detail, e.g. Cla1 A, indicates that the layout is a variant of the master format. The

full name of this timetable format is "Class schedule big". The format is also included in the menu by

default.
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The name of the layout can also be found on the "General" tab of a timetable under <Settings>.

@ Layout 01 - Individual timetable with days across the top o= | 3]

General ' 1| Layout 2 | HTML |

Vieg: Cla1A §Class schedule big —— m name Fort size in %:

( Layout 01 - Individual timetable with days ~ Details window:
across the top

! Heading:
G i Day names heading

[ Row 3 ] Periods heading

[ Period wi ] Cortents ffields) of a teaching period

8l 8 g

— Heading for individual
| Heading individ. TT | {7709 Print details
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5.4.1.3 Format details: Format 10

Format 10: This format displays the days of the weeks in rows and the periods of the day in columns.
The example shows a room timetable with layout "Roo10A".

i

@ SH1 - Sports Hall 1 Timetable (Rooll) 4] [ = =] ﬂ
2 dfs [Pr]e @ BRE.

. Time range Timetable comparisan o

SH1 - [
10 Periods/week H e L
1792012 - 2962013 Cnby modffied timetables 1

FRoom -

5.4.1.4 Format details: Format 11

Format 11: This layout is important for use with the Multi-week timetable module. It shows the individual
weeks of the school year in columns and the periods of the week in rows and provides a clear display of
two-weekly alternating lessons and lesson interruptions.

The example shows the timetable of class 11Wa for Mondays of school weeks 1 to 16 The lessons for
this vocational school class take place Mondays in weeks 2-3, 6-7 and 12-13.

Note:
Format 11 also allows terms, instead of weeks, to be displayed column by column in periods. To

achieve this, activate the check box "One term per column" on the "Layout 2" tab under the timetable
<Settings>.
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Format details: Subject timetable

Subject timetable

The layout of the subject timetable is identical to that of a class, teacher or room timetable. Subject

timetables display all the periods of the selected subject. The available formats are formats 1, 10 and 11.

The example shows a subject timetable for German.
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T
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gut auer hage | rohlf | biem gutm fatma
32 41 6.5 MH2 | NH1 | 33 6.3 53
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MH1 | 5.4 3.1 a2 §.2

Format details: Format 20

Format_20:_This layout provides a week’s oveniew of all the teachers (classes, rooms) in the school
(arranged in rows) and periods (arranged in columns).

aﬁm—ﬁmﬁlﬁiﬂﬁch Timetable (Tea2d)

B EHAs ([@Ne & BF=.

Menday
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5.4.1.7 Format details: Format 30

Format_30:_This layout also provides a week’s oveniew of all elements. In contrast to layout 20, the
elements are arranged in columns and the periods in rows.

@ 1a - Class 1a (Gauss) Timetable (Cla.. | = || & [[z834]
B dAfs|@ed BEE-

s =] Time range Timetak
28 Periods/week H D'|E|
2 Unscheduledprds. 17 92012 - 29.6.2013 Orlly
Clazs{es) Al
1 | i k

T

Mo-5 DE | EN [ mu | Ma | Ma
Mo-6

AR
Mo-7 BI
Mo-8 PH | .

5.4.1.8 Format details: Format 40

Format 40: his oveniew is similar to the individual timetable view such as Cla1A. However, the difference

is that several elements can be displayed underneath the days. This makes it easy, for example, to view
the timetables for the specialist subject rooms in one timetable. You can determine how many elements
should be shown per screen using <Settings>.
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= =

@ Format 40 - Single timetable with multiple elements (Classes, T... E
General | Selection range | Layout 1 | Layout 2 | HTML |
View: Rood0 - Room 40 Fort size in %:
[ ] Format 40 - Single timetable with muttiple Details window: 100
Layout elements [Classes, Teachers, Rooms)
. Coupl. legend: 100
[ Fort ] Adial 5.0
o head Heading: 100
[ Column heading ] sy names neading
. . 3 Elements (Classes.
[ Beanbeodion ] Periods heading Teachers, ...} per
page (2-10)
[ Period window ] Cortents ffields) of a teaching period
.+ | Heading for individual
Heading individ T {prgilnt-cut} [ Print details ]
OK || cancel || Moy |[ Hep
& SH1 - Sports Hall 1 Timetable (Rood0) = ===
B EHR s [@re e PF.
Monday Tuesday Wednesday Thursday Friday Saturday

S8H1 [SH2 | PL | SH1 [SH2 | PL | SH1 |SH2 | PL |SH1 |[SH2 | PL | SH1 |[SH2 | PL | SH1 | SH2 | PL

MNew New
New New
Mew MNew

O~ | | LM =

User-defined views

Timetable views in Untis can be customised quickly and easily to meet the individual requirements of
your school. This chapter describes how to customise the timetable display to reflect your personal
preferences.

You wish to create a customised screen display based on the standard timetable for classes in the
demo.gpn file.
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5.51 New timetable view

1. Open the file demo.gpn and call up the timetable oveniew under ("Timetable |[Timetable formats").

2. Click on the first timetable format class 1 and click on <New> to create a copy of this timetable
view.

i

hﬁﬁf'ﬁmﬂahlﬁ || (]
%"‘ = Clal e
v] B

Class 1
' 1 | B

»

Name Full name: | Standard | In menu

Cla-M-1 Class 1
Tea-M-1 Teacher 1
Ran-R-1 Rrmm 1

Tea-Diag | Teacher-Diagnose [ i
Cla-5ubst | Class Vertretung [} & H
Cla-Diag | Class-Diagnose [l [
Cla-HTML | Classes HTML [
Tea-HTML | Teacher HTML [ [
Roo-HTML | Roam HTML [l [
Clal . E | |
Teal Teacher 1 [ [l
Roo1 Room 1 &
Stu Students 1 [l

[l [

[l [

[l [l

3. Assign a new short name and a descriptive full name to the view (e.g. CSD, Class Screen Display).

Mew timetable layout

C5V MWame

Class Screen View Full name

4. The new timetable view appears. Access this view by double clicking on the full name of the view or
by clicking on <Show the TT>. Check the column "In menu" to include the view in the menu.
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@ Formats / Timetables

-

| | csv

Class Screen View
< | i |
MName Full name |Star1dard | In menu
Tea-Diag | Teacher-Diagnose
Cla-Subst | Class Vertretung
Cla-Diag | Class-Diagnose
Cla-HTML | Classes HTML
Tea-HTML | Teacher HTML
Roo-HTMiFeame- =)
CSV
Clal - : =
Teal Teacher M! ) L6
Foal Room 1
StuT Students 1
Cla-M-1  |Class 1
Tnm KA A P R | = =
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@ 1a - Class 1a (Gauss) TimE]E]. E@
£ &8 P

- - : Time range -
28 Periods/week I
2 Unscheduled prds. 1799012296 2013 -
4 I [

Mo | Tu |We | Th | Fr | Sa

EM TA ML A Bl
Bl WA EM EM IA
AR

DE T4 SN GEC

W ~NH | & wW M=

-

L-Mo. |Tea. Subj. Rm. |Cla. Time |[School week

5.5.2 Timetable period window
The next steps describe how to modify the contents of the period window (timetable period).
5.5.2.1 Several fields - timetable period window

Several fields - timetable period window

1. Open the new timetable view (or open the demo.gpn file and open "Timetable | Classes" ), click on
<Settings> and select "Period window". This will open the graphics editor that can be used to
modify the contents of the timetable period window. Currently, only the subject is displayed in the
period

&

2. In addition to the subject, you now wish to display the teacher and the room of the lesson. Click on
<New field>. In the "Field type" section, select "Teacher" and click on <OK>. Repeat the same
process for the room.
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@ Layout 01 Period window Contents (fields) of a teachin... EI@
[ ok | [ cenedl | [ ey | [ Hep |
Type of Timetable [T] Timetable period: standard format
@ - i 7| | @ Class TT (Students) Field type: Subject - Short name
Layout 01 - Individual timetable wrl | ) Teacher TT i TendiEesns
) R T
General |Se|edion range | Layout 1 | 2R Number in coupling: 1
View: CSV - Class Screen View [ Hewiield N | Changefed || Subject: Al 90 [ =)

e
o

- T = Font sizg
Layout 01 - Indivi Delete field Align fields 100 %
T et | Il | 10 % ST ritvee ——
Arial 9.0 [C1 Start and end time [ Bold — 9 Short niame
Centre fields automatically [ Halic I‘?.; T':‘;“H %) Full name
Column heading Day names head RISl [C] Underlined - Subiect [[] Use alias
[¥] Vertical ) aupj
Periods heading ) Left-aligned F) IEesson mumber
| Right-alianed " Footnote reference
! . Scale 51 = | Special text
ntents fields) @ Centred _| Special :
i ) Te esson period
—— Heading for indivi Lpeeei escription
Heading individ. TT TTs {pngnt-out} / / %) Time request
- _) Lesson group

~) Cluster (simuttaneous lessons)

1Subje.:

1Subj.

3. The next task is to arrange the three fields for subject, teacher and room next to each other in such

a way that they are easy to read. First, enlarge the period window by clicking on it (the background

will turn blue) and dragging the edges until it is the desired size.

Drop

<>[)ralg\Y

| 15

4. Arrange the three fields as shown in the example. Click on the field you wish to move. While the
field is blue, the cursor will change to a cross, allowing you to mowe the field with the cursor. When

all three fields have been arranged to your satisfaction, confirm with <OK>
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1Sub. 1Te.
1Ro0.

15ub. 1Te.
1Ro.

5. The timetable now displays the subject, teacher and room for each period:

48 1a - Class 1a (Gauss) Timetable (C5V) 4] (=& ==
AR @ees PEE=&.
«|  Time range Timetable comparisan -
1a - 5 ]
28 Periods/week B [Cacive S
Mo Tu We Th Fr Sa

GEc. Hug giuv e
R1a R1a

DE Rub s r'-J-:lz::
R1a

DE Rub[E&=s
R1a R1a
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5.5.2.2

Tip

Holding the <CTRL> key pressed allows several fields to be marked in the graphics editor and to be
mowed all together using the arrow keys. If several fields are marked, you can hold the <SHIFT> key
pressed and shrink or enlarge all fields using the arrow keys.

1 SU '%“*Shiﬂ} + Arrzj v-Key

Coupled lessons

Coupled lessons

If you also wish to display the details of lesson couplings, proceed as follows:
1. First, enlarge the period window by clicking on it (the background will turn blue) and dragging the
edges until it is the desired size. Details on subjects, teachers and rooms are to be displayed side by

side.

M1Sub.

1Te.

1RO. |

15ub.1Te. 1Ro0.

2. Highlight the fields for subject, teacher and room using <STRG>+click and insert them using
<CTRL>+C and <CTRL>+V. Use the mouse to move them to the desired position.
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<Cirl>+C

Qu 1Ta 1P~ | o
2Su. 2Te. 2Ro.|™

3. Once the field is approximately the right size and approximately in the correct position, click on
the <Align fields> button. This function adjusts all fields that are approximately the same size to a
standard size and aligns all fields that have approximately the same vertical or horizontal edge to a
standard vertical/horizontal line.
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=

& Layout 01 Pericd window Contents (fields) of a teaching pericd E@

| ok | | canced | | Ay | | Hep |
Type of Timetable [~| Timetable period: standard format

@) Class TT (Students) Field type: Subject

) Teacher TT 8 Max. characters

' Foom TT

| MNewfield | | Changefield | Subject: Aial 9.0

100 % Font size (33 a percentage)

| Deletefield || Algn fields S Ee
[] Start and end time [C] Bold
Centre fields automatically [ talic

Horizontal [7] Underlined

[V] Vertical

@) Left-aligned
Right-aligned

Scale B - Ej_lt:dlgn

1Su.|[1Te. |1Ro0.
2Su. 2Te. 2Ro.

15u. 1Te. 1Ro0.
23U, 2Te. ZRo.

4.

period

The timetable now displays the details of the first and second coupling row in the timetable
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5.5.2.3

@ 1a - Class 1a (Gauss) Timetable (C5V) 4] == ==
R EAs (@ e P&
+| Time range Timetable comparison -
la * ]
28 Periods/week B Cacive

Mo

Bl Cer R1la

MU CallaR1a

Bl Cer R1la

RE Mob R1a

2
11

L-No. |Tea. Subj. Rm. |Cla. |Time |Schoolweek | Stud|Specialtext |Cluster |Line text-2
73 |Arist, PEG, SH2 1a, 1b 2-41 For Girls Only
+3  |Rub,PEB,SH1 1a,1b

Layout field
Layout field

A field that is too short to display the entire name (e.g. Callas Thursday, period 1) can be easily
modified. You can resize any field in the timetable period by clicking on a button on the edge of the field
and dragging it to the desired size. You can also change the font size for each separate field. The

example shows how to change the font type of the subject to bold and the font size to 120% of the
preset value (Arial 9).
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=M ML CaIIaR'1a

1Te.

1Tea.

@ Layout 01 Pericd window Contents (fields) of a teaching period EI@
[ ok ] [ Cameel | [ Moy | [ Hep
Type of Timetable [Z] Timetable period: standard format
° Class TT (Students) Field type: Subject - Short name
O Teacher TT 8 Max. characters
() Room TT

Mumber in coupling: 1

New field Change field Subject: An_al 10.8
+ Font size (as a percentage)
Delete field Align fields l 120 % (50-500%)

[ Start and end time Eold
Certre fields automatically [ halic
Horizontal [ Underiined
[#] Vertical
() Leftaligned
Scale 51 ~ Right-aligned
cale 5: @ Centred Timetable (C5V)
s PHER.
Time range Timetable comparison -
I [] Active il
Tu We Th Fr Sa
1 S u . 1 I e - 1 I {O - MA Arist R1a CHGEE MU CallaR1a | MA Arlst R1a| BI Cer Ria
2T 2 R B [ EN Arist R1a :3 DE Rub R1a [§i% EN Arist R1a
2 S u e = O = MA Arist R1a | EN Arist R1a | EN Arist R1a | MA Arist R1a
. AR CallaR1a
18u. 1Te. 1Ro. DE Rub R1a | MA Arist R1a | DE Rub Ria g R1a
25u.2Te 2Ro
RE Nob R1a
s -
7
H2
8 H1
L-No. |Tea. Subj. Rm. |Cla. Time Schoolweek | Stud.| Specialtext |Cluster |Line text-2
33 Arist, EN,R1a  1a 2-41 28
+3
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5.5.2.4 Full name

Full name

Alternatively, you can display the full name or the alias name defined under master data. The example
shows how the full name of the teacher (12 character max.) can be displayed in the timetable.

MNew field |i|
Field type Type of names
© {Class) () Short name
@ W= P |
2 Teacher | i@ Full name
() Room :
© Subjec | Use alizs
() Lesson number
i) Footnote reference
() Special tead
() Texd for the lesson period
i) Description
~) Time request
(71 Lesson group
(7 Cluster {simutaneous lessons)
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i

@ Layout 01 Period window Contents (fields) of a teaching period E@

| ok | | camesl | | Appy | [ Hep
Type of Timetable [ Timetable period: standard format
(@ Class TT (Students) c = ame
© Teacher TT 12 Max. characters
AL Mumber in coupling: 1
| MNewfield || Changefild | Teacher Aial 5.0
[ Deltefied | [ Aignfields | 100 % Ferd sze fasa percentage)
[C] Start and end time [T Bald
Centre fields automatically [ ttalic

Horizontal [ Undedined

[¥] Vertical

@) Left-aligned
_ (") Right-aligned

Scale 5:1 ) Centred

1Su. | 1*Teacher-xx

15ub. 1*Teacher-x

@ 1a - Class1a (Gauss) Timetable (C5V) 4P = la ==
s (s e PHES.
=] Time range Timetable comparizon -
1a - = ]
28 Periods/week B Cacive L
Mo Tu We Th Fr Sa

DS5. Andersen

1 EN  Aristotle MA  Aristotle GEc. Hugo MU Callas MA  Aristotle Bl Cemnvantes
2 MU Callas EN_Aristolle RE Nobel

3 Bl Cervantes AR Callas MA  Aristotle EH  Aristotle EN  Aristotle MA  Aristotle
4 DE Rubens MA Aristotle DE Rubens GEc. Hugo

5 RE MNobel

6 ]

7

[ PeG anstote [ ]

In addition to the class, teacher, room, subject and footnote reference fields, the following additional
information can be displayed in the period window of a timetable.
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New field | = |

Field type Type of names
@) Class @ Short name
) {Teacher)

() Room
(7 Subject
(7 Lesson number
(7 Footnote reference
() Special text
() Text for the lesson period
(71 Description
() Time request
(7 Lesson group
1 Break supervision
1 Number of students

(7 Cluster (simultaneous lessons)

(7 Full name

[ Use alias

b,

5.5.2.5 Lesson number

Lesson number

The unique lesson number used to designate the lesson can also be displayed as an additional item of
information in the timetable..

5.5.2.6 Special text

Special text

The special text field contains the text or the description entered for the lesson, and the line text entered
in the lesson details window. The number of text rows can also be selected.
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& 3a - Class 2a (Aristotle) Timetable (Clal) {] Fela ==
AR @rse PP
=  Time range Timetable comparison -
3a - =
32 Periods/week B Onave
0 Unscheduled prds. 17 g 20117 - 79 2013 Onlv modified timetables =
Mo Tu We Th Fr Sa
Per rrsPrds Teacher Subject Class(es) Subjectroom Homeroom Text Double per Block
1 1 Callas CH 2a,2b3a R2a
2 Callas AR 3a,3b R3a This is a very interesting voluntary exercise  1-1
2 3 Arist 3a,3b
= DE  Ander
1 1 1
u.1Tea.1Ro.

@ Nr. of lines (1.3}

QK Cancel

1Text

This is 3 very
interesting
woluntany exsrciss

1 |
L-Mo. |Tea. Subj. Rm. Cla. Time | Special text
43 Callas, AR, R3a 3a, 3b IThis is avery interesting voluntary exercise I
Ander, MU, R1a (Ps1) 33, 3b

5.5.2.7 Text for the lesson period

Displaying this field in the timetable allows text relating to each period to be entered direct in the
timetable. right-click on the period concerned and select the option Text for the lesson period'. The text

entered here will only be displayed in this period of the lesson even if several periods of the lesson are
scheduled.
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@ 05b - 5¢ Timetable (Classes) [P o= | =
7 AQs [Bre @ BEES.
150 «]  Time range Timetable comparison -
41 Periods/week I b A
Monday Tuesday Wednesday Thursday Friday
1 :12 fou D 53 fou D 53 - b Tl I3 £t T L c c .
- ext for the lesson perio L
Text for the | period N
2 g0
9:45 Settings
3 — Period window | Tex forthe lesson period Lessons: 294 / Mo-10 m
10:03 This text is assigened to a certain period of a lesson.
10:50 Allocate/Delete this room
| Il Lesson ends at 16:00 1
4 1055 De-coupling !—I
11:35 Ti . 141
imetable pericd: standard format ?! ||
5 114 Text for the lesson period
1225 N oKk | | Cancel
6 1z Copy in HTML-format B I
13;10 LT e Do e T = . —
7 1320
; rfi FUS S|sdi TUR G rfi FUS SCH
14:00
8 1205 ,
14:45 diu  BK fby' E 5.3 fou D 5.3
9 1 = diu  BK /fh-u E 53 imm. REV 5.3
10 4535 | mjp=p  gon )
16:15 ILessons ends at 16:00 L IF 25}

Besides the text, the description entered for the lesson is also displayed.

5.5.2.8 Description
Description
5.5.2.9 Time requests

Time requests

The time requests entered in the master data for the element in question can be displayed in the
timetable either in colour or in black/white.
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==

@ Mew - Newton, Isaac E]rE] E@

2 Fale @ B 2
=] T
i - E ime range -~
26 Perinds/week -
1 m F
Mo | Tu | We | Th Fr Sa
1 4. [-3 3a 3b
2b 3b
2 2b [-3 3b Zb
] 2a 3 2a Za 3b
4 3b | 26 | B | 2a | 2o | 3a
5 3b Za ] 2b 23
& ] +2 Za.
Fi -2 =z ]
4.
+3
8 = z -3

5.5.2.10 Lesson group

Lesson group

Displays the lesson group assigned to the lesson (for use with the Multi-week timetable module). The
example shows the DS lesson in weeks of type A and the PE lesson in weeks of type B.

[§

8

L-Mo.
73

Tea. Subj. Em. |Cla.
Arist, PEG, SH2 1a, 1b
Rub, PEB, SH1

1a, 1b

Time

Week B For Girls Only

Special text
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5.5.2.11

5.5.2.12

5.5.2.13

5.5.2.14

Break supervision

Break supervision

Break supenvisions can be displayed in teacher timetables. This function is only available with the Break
supenvision module.

g Hugo - Hugo, Victor Tim@@ EI@

T HRs @@ BIE.

Hugo . : Time range s
18 Perinds/wesek I -
Fl n 3
Mo | Tu |We | Th | Fr | Sa
A2 | Ezz I
N 5
LR e 3a
2 Lyfl 4 fie
Ra a9 R3a
Bz
3 4 R2= | 3p 517
R3a Ra Ra
A |
g | ¢ 4 |7 | 4
Ri1b FL R1b PL
4 4 4.
5 R1k: R1a R1a
[

Number of students

Number of students

The number of students registered for the lesson or the number of students who have selected the
course can be displayed in teacher timetables (for use with the Course scheduling module).

Cluster (simultaneous lessons)

Cluster (simultaneous lessons)

The Course scheduling module allows the names of clusters (groups of simultaneous lessons) to be
displayed in the timetable.

Alias (alternative names)

Alias (alternative names)

If you wish to display a name on the timetable and the printout other than the usual name, define an
alias name for subjects, classes or teachers under "Master Data | Special data |Alias names". To
display the alias on the timetable, check the box "Timetable" in the "Alias" window and the box "Use
alias" in the timetable period.

You can also define one alias name for several classes. For example, if a teacher teaches all third-year
classes, classes 3a, 3b etc. can be combined under one name "Year 3".
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& Ander - Andersen, Hans Christian TfmretabFe ﬂ'e{?]}[ﬂ. || (=] ]
B EAR 2 g [ Change field | % |
Ander - = Time range Field type Type of names
27 Periods./wesk L © Short name
() (Teacher) =
4 | m : ~ fulname
) Room
Mo We ® Subject lse alias
(7 Lesson number
1 (7 Footnote reference
() Special text
2 DE ) Tex|
I - = o=
RAL (7 ) Tim o
3 ; o S g N
DE DE ©) Bra &
4 2a b ‘ : | NIJF [UESSE‘-S V] < . B
Bt (FF & Clud
5 4 ga. || ™| [Mesname  TAshoty || Tmetable | |Bement
—— [Year] 1a.1b
& - Year 2 222
7 “Year 3 .35
MU
8 Year 3
e
L-No. | Tea. Subj. Rm. ,,.Ela_{rne Special text
79 | Ander, DS, Ws| 3a, 3b
Curie, HE, HE1 | 3a, 3b

5.5.2.15 Start and end time

Start and end time

Activating this option will display two additional fields in the timetable period that show the times of the
start and the end of lessons. The fields can be moved and resized in the usual manner.
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5.5.2.16

Monday

. 800
1800 |Be6. curie sHz

545 | PEB New SH1

845
2 g55 |3
= CK Rub
9:40
940
3 as50 |*¥
= Hl Hugo R3z
10:35
10.35

In addition to the editing options in the timetable period, the application also offers a number of additional
functions that can be used to customise screen displays and printouts.

Standard format

The functionality of the standard format allows the timetable to display all coupling lines with information
on classes, teachers, rooms and subjects. Optimal use is made of the space available within the
timetable cell, and the size of the type face for couplings is reduced accordingly where necessary.

The standard format can be activated and deactivated in any timetable by clicking the right mouse button
and selecting Timetable period: standard format'.



Timetable Display 195
@ 1a - Class 1a (Gauss) Timetable (Clal) d] (===
FdARASRsFrs e BEFI.
= Time range Timetable comparizon -
1a = .
27 Periods/week I [ sctive
3 Unscheduled pers. 55 5011 - 30 52012 Only modified timetables 1
Mo Tu | Wiia | Th Er Sa
Settings
; 2 iR Period window El
My En Allocate/Delete this room EN
3 Bl R - . A
s Tirnet i:l = d: standard f
imetable period: standard for
5 L "
8 [ Copy in HTRL-farmat |
7 @ 1a - Class 1a (Gauss) Timetable (CI-[) 4] [=li= ==
g THARSFreapFE.
L-Mo. |Tes. Subj. Rm. | Cla. 1a oy~ Time range Timetable comparigon -
33 Arist, EN, R1a 1a 27 Penods/week ‘ I [C] Active
+3 3 Unscheduled pers. 19 92011 - 30.6.2012 Only modified timetables i
Mo Tu Th Fr Sa
1 EH AristBla MA AristR1a MU Callaz E1a | MA ArstE1a
2 MU Callas B1a | EMAristR1a DERub Ela RE Mobel R1a
3 Bl CerRila MA Arist EN AristR1a MA AristR1a
a AR CallasRla — ————— ) T
DERubR1a | MAArstRla GEc Hugo R1a
5 RE Maobel R1a
6
7 .
8 TX Curie
L-Mo. |Tea. Subj. Rm. |Cla. |Time |Schoolweek | Stud.|Specialtext |Cluster |Line text-2
33 Arist, EM, R1a 1a 1-41 28
+3
5.5.3 Layout1

The settings on the "Layout 1" tab under <Settings> can be used to change the timetable display on the
screen and the printout. The settings offer options for customising the layout of headings (e.g. weekday,
period number), scheduled periods and free periods.
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i

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

| General | Selection range | Lavout 1 | Layout 2 | HTML |
Design layout of fields

Heading Scheduled periods Free periods
3D layout: 30 layout : 3D layout:
") Embossed i) Embossed i) Embossed
(7 Sunken 7 Surken (7 Surken
i) Aat () Flat i) Aat

' Flat: Flat: Flat:
@) Grey @) Grey D Grey
{ | White ! | White 'i White

Line before following periods: [] Show a.m./p.m. division line

[] Division line between the days

Double line before periods:

Thick line before periods:

OK || cancel || oy |[ Hep

@ 4 - Class 4 (Nobel) Timeti4dp]. [ = |[ = 23]

B dAs dree BFE
=]  Time range 1
4 - |
30 Perods/week I"
1 | 1 [ 3

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

1 |PEC GA | PH | BI

2 | ck os RE | HI | GA A
3 HI | MU | MA | CK | RE | DE
4 DE | Bl | GEc GEc | EN
5 MA. DE

6

- AR

3 PEC.

PH
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The Layout 1 tab also provides the possibility of displaying lines in the display and on the printout in
order, for example, to indicate the different lengths of breaks

@ 1a - Class La (Gauss) Timetable (ClalA) (0] ===
3 gRrles & B E .
e a7  Time range Timetable comparisan -
28 Periods/wesk B Dacive 3
2 Unscheduled DI'dS. 17.9.2012-29.6.2012 Onby modified tin @ LEyOUt 01 - Individual tirmetable wi-

Monday Tuesday |Wednesday | Thu | General | Selection range | Layout 1 |
Design layout of fields

. Heading Schedd |

1 29 | enanistR1a | MAAristR1a | GEc HugR1a | MUC 3D layout: 30 layo
— () Embossed () Embi]

8:55 ) PEG Aris SH () Sunken ) Sunk

2 2% [mucaiaris| enaistRia | pip ruosH | PRI | O mat e
- Hat: Rat: ||

9:50 )
Tt Bl CerR1a WRH EN Ar @ Grey @ Grey
AR CallaR1a

3

©) White @ White]
4 na EE%\ PE R &\;\w | | Line befors folowing periods: i
5 1% e~ | || O [
6
7
8

e ouble line before periods: .
Ty
12:35 '\ \“‘\ﬁ‘
12:20 o, Iick line befare periods:
] b
13:30 T @

14:15

DS Ander WS
Jaoe TX Curie TW E_

15:10 | PEB RUD SH |

The "Show a.m./p.m. division line" check box allows the division line to separate morning lessons from
afternoon lessons in the time grid.

Check the "Show division line between the days" box to display a thicker division line between days than
between the periods in order to improve clarity.
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Show a.m./pm. division line
[] Division line between the days & & @5F =2

Perodrumb) 1| 2] 3] 4] |5 J& 7 8]

28 Perods/wee| pernd |ahel
L[ FR— 300 255 950 10:45 1]40 1335 13:30 1425
845 940 10:35 11:30 1325 1320 14:15 15:10
Mo Monday Aftem Aftem
Tuesday Aftem Aftem
1 EM | Wednesday Aftem Aftem
2 MU Thursday Aftem Aftem
Friday Aftem Aftem
3 Bl | Saturday
4

FELG. DE MA DE E,E.?’

Ds.

5.54 Layout2

The settings on the "Layout 2" tab partly affect both the screen and the print layout, partly only the print
layout or the HTML output.
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5.5.4.1

5.5.4.2

5.5.4.3

o

g Layout 01 - Individual timetable with days across the top

e e |

Period window
[] Double periods like single periods
[] Comb. class names (2a,2b-2ab)
[] Al class in one field
Label couplings with a dot
Label locked periods with a * mark
[7] Separate perods in case of clash
[7] Sort periods

Cowver planning

Show absences
[] No reason of absence
[ Onby full day absences
[T Cnby cover perods
Strikce through cancellations

|Use glias for details windowegend
[7] DragDrop: Muttiple lessons
[] DragDrop: colours same as time requests

| General | Selection range | Layout 1| Layout 2 | HTML |

Changed Perods

Red

Bold

[ talic

Emphasised by "
Undedined

Prirt

[] Do not print empty rows
Print black white

[] 1 heading per page

Auto-size for the details window
[] HTML index pg. with full names
[] TT display in minute mode

[] Show master classes seperately

ok ||

Cancel || Apply || Hep

Double periods like single periods

Double periods like single periods

Double periods are displayed like single periods.

Comb. class names (2a,2b -> 2ab)

Comb. class names (2a,2b -> 2ab))

With teacher timetables, it is often desirable to be able to see all the classes the teacher teaches.
Combined class names were created as a way of showing all classes in a single cell and thereby saving

space.. The names of all classes being displayed are combined.

All classes in one field

If a teacher takes students from more than one class for a lesson, all classes inwolved will be displayed
in the relevant timetable field in the period window
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’ @ Curie - Curie, Marie TE]E] E-@ @ Curie - Curie, Marie TEHE] E-@ -'
¥ HR s [@e e B e u..una..m-saﬁu..u Zele & BB 2

5.5.4.4 Label couplings with a dot

Label couplings with a dot

Coupled lessons are marked with a dot in the period window.
5.5.4.5 Label locked periods with a * mark

Label locked periods with a * mark

Manually locked periods are marked with an asterisk (*).
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(@ nrist - Aristotle Time(d)> [ = | = ) |

c3 e @ BPE 2
Al - : Time range ) -
2 Perocs/ineek  -ADRI couplings
F m m dﬁi F

|

Mo | Tu WeyTh Fr Sa

1 1a 1a | 3ab. 4 1a

Comb. class namm@s| a0 | 1a

9 Jab. | 2ab. 1a 1a 1a 1a

4 1ab. 1b 1b 1a 1b

- Douyble periods |like
6 single peridds
7 *Zab.
8 4 *Zab. | 1ab.
x’fﬂ
Label locked periods
with * mark

5.5.4.6 Separate periodsin case of clash

Separate periods in case of clash

Use this option to display conflicting periods (see chapter "Manual scheduling") in separate cells on the
screen, the printout and the HTML output. The example shows year 2. The courses (clusters) taking
place in parallel are output as a clash. Up to 6 clashes can be displayed next to each other per period.
For 7 or more clashes, additional fields are required in the graphics editor (see <Settings> | <Timetable
Period>).

£
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@ 12 Timetable (Clal) I F=fEEE
E 48R & BB
= Tmerange Timetable comparison

? ~ = B e

231 Periods/wesk
0 Unscheduled prds. 34 2 2009 - 16.7.2010 Only modffied timetables

Mo

*EG

*BK | *M G

=N G2 [ =
50 2

005
RZS2

*E G ‘ *D G | *BK |108 |04z |o31  |094  |ost 005
RBa |Res |RC1 |MSS1ImSst | RZS1

wm‘mhuma

5
*BKO031RZ| *MU BraLa [*BKOOSRZ

§ § B B B

8
9

045 | 003 |044 |043 |085 *EKG | *SKB | "B L | "M L | *GEK

*GKEG1 035 M5515 040

10

5.5.4.7 Sorting periods

Sorting periods

When several lessons take place in the same period on the same week day, but in different weeks, you
can sort the lessons by start date using this function.

.

(g Layout 01 - Individual timetable with days

| General I Selection range | Layaout 1 | Layout 2
Period window

Double periods like single perods

[(]Comb. clase names {?a,2b->2ab)

[] Al class in one field

Label couplings with a dot

[ Label locked periods with a * mark

=l clash
Sort periods

Crvar mlammina

5.5.4.8 Cover planning block

Cover planning block
If you use the Cowver planning module you can use the options listed here to influence how the changes
are displayed.

5.5.4.9 Use alias for details window/legend

Use alias for details window/legend

Displays the alias of the different elements in the timetable details window and the legend (e.g. changes
your short name "MA" to the common school name "Maths"); (please refer to chapter "Alias names").

5.5.4.10 DragDrop

DragDrop: Multiple lessons
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Please refer to chapter "Scheduling in the timetable | Scheduling with clashes".
DragDrop: colours same as time requests

Please refer to chapter "Scheduling in the timetable | Scheduling periods”.
5.5.4.11 Changed periods

Changed periods

When comparing timetables and in the cover planning mode you can determine how changed periods
should be highlighted. In the example, modifications from the normal lessons are shown in red, bold and
with 1.

Changed Periods

| Red

| Bold Friday Saturday
talic

| Emphasised by "
|Underined IMA!Ga IR1 Bl CerRE1a

\ RE Mobe BR1a | EM AristR1a

Pl

EM!'IRulR1 | MA AristR1a

DE Rub B1a [!GEc!ArilR1a

5.5.4.12 Auto-size for the details window

Auto-size for the details window

This option automatically resizes the period details window (lower section of the timetable window) to fit
the contents.
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’ @ 2a - Class 2a (Hugo) TimeE}E]. EI@ ’ @ 2a - Class 2a (Hugo) Time{i}@. EI@
?EHAs [@2res BFE 2 B EAs [@ree BEFZ 2

22 . : Time range T~ 2a . : Time range il
32 Periods/week I - 32 Periods/week I -
1| 1 | 3 i | i | 3
Mo | Tu Fr Auto-zize for the details window u | We | Th Fr Sa
[ HTML index pg. with full names —
1 | mu DE | DE ‘plldisaimiog DE { DE
AR . am mm mm
2 EM | BI | DE 2 EM | Bl | DE
— HI - .
3 EN 3 | ma MA | PH | EN
4 4 }oeE | B PH | EN
5 5 | EN | MA [*CH. | MA
6 6
7 Tl
8 8
L-Mo. |Tea. 2ubj. Em. |Cla. |Time |Zpecial text I?:Nﬂ. Tea. Subj. Em. Cla. Time |5
a0 Mew, MA R2a 2a | 6* Callas, CH, R2a 2a, 2b, 3a S
(] Gauss, MA R2b 2a, 2b, 3a
(] Ander, MA, R3a 2a, 2b, 3a
| Rub, EM,R1a(Ps1) 2a, 2b, 3a
(] Hugo, EM, R1a (Fs1) Za, 2b, 3a
i Nobel, DE, (Ps2) 2a, 2b, 3a
i 2-1, DE 2a, 2b, 33
4 1T }

5.5.4.13 HTML index page with full names

HTML index page with full names

Please refer to chapter "Timetables in HTML format".
5.5.4.14 Show master classes separately

Show master classes separately

Please refer to chapter "Type-separated class components”.
5.5.4.15 TT display in minute mode

TT display in minute mode

If lesson times differ on different days it can make sense to enter the individual periods of the timetable
on a scale to the exact minute. Untis provides this option with its timetable display in minute mode.
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@ 1a- Class1a (Gauss]l Timdp]. [ = | = =
B dHAs [@r]e e BEE

15 v: Tmemnge
28 Periods/week
1| 1]

Mo | Tu | We Fr | Sa
8.00

EN | MA MU | MA | BI
9.00-
1009 g MA | EN | EN | mMA

AR

1.0 DE | MA | DE We=4
12.0+
12.04 |

5.5.5 School holidays

The timetables display the free days entered under "Settings | School holidays". The prerequisite for this
is that the timetable display has been set to weeks (<Settings>, "Selection range | Calendar week").

@ School Holidays e =
Name oo 1o Next week (AB.) | No. of subssquent school
Chistmas = Christmas break 212 81
Christmas break Full name @ 1a- Class1a (Gauss) Tim( . = =]
= — »
212 R 81 To £ AR & & BFE
= Tlmelange a
1a
Next week (A.8... = =
! 15 Perods ek 19122011~ i ILI
Mo of subssqusnt school wesk 12 Unscheddedprds. 1122011 -24.12.2011 -
W v
Mo Fr | Sa
5 Date: Mo 5.9.2011 No lessons Legend = ey ==
@ . . 1 [ en
Calendar week: 36 [ Public holiday 2 =
] =
Mo Tu | We| Th |Fr | 5a | Su | Mo| Tu | We|Th |Fr |Sa |Su|Mo|Tu | We| Th | Fr | 5a |Su | Mo Tu | We| Th | Fr |Sa |Su | Mo| Tu |We| Th | Fr |Sa|Su | Mo| Tu =
September 5 6 7 & 9§ 10[11]12 13 14 15 16 17[18] 19 20 21 22 23 24[25] 26 27 28 25 30 3 ERE z
2017 |October 1345675101112131415171319202122242526272325@31 2 = | 5| B
November 12 3 4 5[6 7 8 510 11 12[A3] 14 15 16 17 18 15(20] 21 22 23 24 25 26[27] 28 23 W0 ] 2| 5
December 1.2 3[4 5 6 7 8 3§ 10[11]12 13 14 15 16 17[18] 19 20 212223 74[25| 26272829 5 £ £
January 2 3 4 5 & 7 9 10 11 12 13 14[15| 16 17 18 19 20 27[22[23 25 76 27 -31]31 6 = =
February iz 7 8 910 11[12| 13 14 15 16 17 18[9 20 21 22 23 24 28 29 L S L
2012 | Merch 12 € 7 & 9 10[11| 12 13 14 15 16 17[18) 19 20 21 22 23 27 28 29 30 3 7
Aprl 3 4 5 6 7[8 910 11 12 13 14[15) 16 17 18 19 20 24 25 26 27 28[29] B0 8 —
May inz2nee g 910 11 12[13| 14 15 16 17 12 19[20) 21 22 23 24 25 25 30 3
June 1 5 6 7 8 S[10)11 12 13 14 15 16[77) 18 19 20 21 22 2627 28 23 %
L-No. Tea. Subj. Rm. |Cla. |Time
31 Arist, MA, R1a 1a
+3

55.6 Font

The owerall size of the timetable window not only depends on the details displayed in the timetable
periods, but also on the selected font. The font size and type can be changed under <Settings>,
"General | Font".

The relative size of the timetable windows can also be changed.
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e Mowe the cursor to the dividing line between the timetable window and details window. The cursor
changes to@.
¢ Hold down the <SHIFT> key and drag the line up or down.

¢ Release the mouse button. The timetable window adjusts to the specified size.

’@la-CIasslal{Gauss} Tim@@.@@ﬁ
2 s [@]e e BFE

ia . : Time range -

28 Periods/week I 57

1| I} [ r
Mo Sa

EM | M&

W ~NP | WM =

L-Mao. |Tea. Subj. Rm. Time
h Arist, MA R1a a
+3

5.5.7 Colourcodes

The colour codes specified for elements under master data will be displayed in the timetable

&
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@ 1b - Class 1b (Newton) Timetable (ClalA) 4] == S
B EAAs | @ere g BP0,
'Ih— [=] Time range Timetable comparison -
v =] i
29 Periods/week B Oree B
1 Unscheduled prds. 1792012 29.6.2013 Only modified timetables 2

Monday Tuesday |Wednesday | Thursday

1 39 | sEBiRD

8:45

2 .55

9:40
@ Subjects / Subj... | = || ® |25
RE BB E LY %

Wame | Full name

Aris |
Rub
Y 1u Calla R1b

CH
DE
EN
HI
[e 3 Geography and Economics
WA
GA Graphics
BI Biology
PH Physics
Mu Music
X Textiles
AR
DS
HE
CK
PEB
PEG

@ Teachers/ D). = | =[5
Gauss -HI B S |2

Name| Surname

Aristotle

E] Teacher v | 7

B Subject | 5

The example shows the colour coding of subjects and teachers, i.e. teacher Cer (red background)
teaches a biology lesson (blue background) on Monday.

5.5.8 Column headings

Customise column headings (e.g. days of the week) under option "Column heading" on the "General" tab
under <Settings>.
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=

#e Layout 01 Horizontal heading Day names heading

Slo e |

Cancel

Lok J [ ey | |

Hep |

Day of the week: Aial 5.5 Font size (@s a
= e % (0-5000)

Bald 10 Mazze. number of characters
[ kalic per day (1-20)

[| Day + date for the weekly plan
[ Undedined Scale 5:1

percentage)

Monday

Monday

The oveniew timetables with format 20 provide options for the display of additional information such as

dates or start and end times.

o= Layout 20 Herizental heading Weeks heading EI@
@ (Gauss - G-auss, Carl Friedrich Timetable (Tea2) | Ok | [ Cancel ] [ Apply ] [ Help ]
& R @ L BEFE. Periods per week: Aral 7.2
=] Time range Timetable c gp ,, Fontsizefasa
Gauss ] % percentage) (50-500%)
19 Periods ek 01102012 ~ B O | mpae
1 Unscheduled prds. 4 192012 -5.10.2012 Only mod [ talic
Monday 1.10. [ Undorined Periods per week
17800 | 2/8:55 | 3/9:50 |4/10:45 |5/ 1140 | | [¥] Text line: MONDAY 0 Eeﬂojjpi:ee; =z
[¥] Day + date for the weeldy plan 9/ Teno w " +-ia Ir_ne
Gauss 3a () Per/Beginning + End time
() Start- + End-Time
2a 3b 3b - -
Scale 2:1 () Start time
Hugo | 3b 4 ) Period label
Ander
Arist 1a
Calla Za 2o
] T
Monday 31.12.
8/14:25 Monday 31.12
A | gr1aas|

T ol 0

| H
m
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5.5.9

Note:

The name of the period specified in the grid view can be printed instead of the period number.

Row headings

The row headings (e.g. start times) can be customised under option "Row heading" on the "General" tab

under <Settings>.

You can display the period number and/or the period times In addition, you can choose between single
and multiple row display and specify the font type and size As always, you will see an example of your
settings in the bottom right hand corner of the preview pane.

@ 1b - Class 1b (Newton) Timetal4|[p| | = || & -EE-]

Mo

1 52| ®
8:55

2 240 A

9:50
10:35

10:45
11:30 FEG.

11:40

12:25

DE

12:35

13:20

13:30
14:15

14:25

15:10

Start time onby
@ Start and end time

Period Mumber: Aral 16.2

180 .,
: @ Left-aligned
i Bu:ul.u:l Right-aligned Scale 5:1
ftalic Centred
|Underined

E3 ':'E T | @ Layout 01 Vertical heading Pericds heading EI@
1 [ ok [ cancd | [ Ay | [ Hep |
29 Periods/week
1 Unscheduled prds| | - Type of heading Time Format (Pers.)
4
Times and Period No. A 2 Number of lines (1-3)

m

14:25
15:10

i

-,
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5.6

5.6.1

Printing

Printing timetables is effected via the <Print> or <Print Preview> buttons. Alternatively, you can use the
shortcut <CTRL>+P. Clicking on either option first displays the print selection window, where you can
make additional settings. Click on <OK> to open the print dialogue or the page preview.

Create customised print views if you wish the printed versions of your timetables to differ from the screen
display.

= [q
New print view

Create a new timetable view (see description under "New") based on the timetable that most resembles
the print version you wish to create. Assign a new descriptive nhame to the new timetable format (e.g.
TeacherTimetablePrint).

Customise the period display in the period window and in the row and column headings as described in
the previous chapters

As a general rule, the print version will be identical to the screen display unless you customise the print
versions or add additional information.

Mew timetable layout

TeaPrint MName

—li

Teacher Timetable Print Full name
[Teacher
s -
MName Full name Standard | In menu -
Tea-Diag Teadﬁer-magnnse |:| il

Tea-M-1 Teacher 1
Tea-W1 Teacher 1
TealA Te. schedule big
Teall Teacher 10
Teal0A Teacher 10
Teall Teacher 11
TeallA Teacher 11
Tea2l Teacher 20

i o o o o
I0O0OEOOMS
I
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5.6.2

Headings

Customise headings in individual printed timetables (formats 1, 10 and 11) as follows:

Open the file demo.gpn and a class timetable ("Timetable | Classes") and the window for editing the
headings of individual timetables ( under <Settings>, "General" tab, "Heading individual TT").

By default, the full and the short names of the element will be displayed. Layout and format (font size,
alignment, font style etc.) of individual headings can be changed in the upper right-hand section of the

window

e Layout 01 - Individual timetable with days across the top E@ etable (Layouts 01, 10, 11) EI@
General | Selecti wut 1 ut 2 | HTML Field type: Short name
| s I Lo I Lo I ‘ Short name: Aral 18.0 3
View: Clal - Class 1 Font size in %: 7 e @) Left-aligned [ Bold

Layout 01 - Individualsvetzble wih cays | Oetals window: 100 . cheracters ) Rghtsligned [ltehe

Layout across the top 200  Font size (as a percentage) (50-500%) Centred [ Underiined
Aial 9.0 Coupl. legend: 100 :

Fort :

Heading: 100

m Day names heading
Row heading Periods heading
m Contents fields) of a teaching period

e | Heading for individual )
!Headlng individ. TT | s [pngnt-cut) Print details

FXXXXXXXXXX

[ ok [ comcel |[ opty |[ Hep |

ShQﬂ,EuJLname:w ,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,

Click on <New field> to insert the following additional headings into your timetable (see example below):

Text, Description
You can assign a text and a description of your choice to each master data element (via "Master Data |

Descriptions") and instruct the software to include these details in the headings of printouts.

The example shows a heading containing the text and description entered under the master data for
class 1a. The two fields are arranged side by side. The maximum number of characters has been

extended to 15 and the font style set to bold
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@ Layout 01 Period window Heading for P Type Pt el T 5% | EI@
[ ok | I[ New field ]I [ porell
5 Field type Type of names 9 Left-aligned [ Beld
[ Cancel ] [ Change field ] (") Short name (@) Short name ) Right-gligned [ kalic
- Full name | )
[ Apply ] [ Delste field ] — Name according to (EeriE [[] Underlined
_ Description Report | Settings
= Department
") Class teacher
() Time range
() Term
") Fixed {constant) text
| L \\
Short1Text_Descr|pt|on ______________________ Test school DEMO  Timetable 201212013
For demo and test on Valid from: 10 October
H @ Classes/ Class b =l =E 1a | Master Data Text Description I
. B EENRERT &Es Q@ H B> —
Name | Full name inti 1 T
Clazs 1a (Gauss) | Master Data Text Description |
Class 1b (Newton) . 2 |u
Class 2a (Hugo) 3 | Bl
Class 2b (Andersen) 4
Clazs 3a (Aristotle) 5
Clazs 3b (Callas) 5
4 Class 4 (Nobel)
* 7
8 EAN
E] Class - Gruber & Petters
Department

Allows you to include the name of a department in the heading of printed timetables (useful when
working with department timetables).

Class teacher

Allows you to include the name of the class teacher (entered under the master data of a class) in the
heading on printed class timetables.

Time range

Select the time range you want to display in the heading. You can choose between calendar week,
term, a customised date range or the total school year - depending on the date range entered under
"Selection range" under <Settings>.
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1a 17.9. - 29.6
Mo| Tu (We| Th | Fr | Sa
1 EM | M& [e=] MU [ MA | BI
2 | MU | EN |PEG.| DE EM
3 EN | EM | MA
4 Ma& | DE
5
6
T
8 PEG.
Term
Allows you to include the full or short name of a term in the heading of printed timetables (when working
with terms).

Fixed (constant) text
Text entered here (e.g. elective subject timetable) is displayed on all timetables of this format.

5.6.3 Layout

Modify the print layout on the "Layout 1" and "Layout 2" tabs under <Settings>.

Layout of fields
You can select the 3D layout option for Headings, Scheduled periods and Free periods under "3D
layout".

Print black & white
Select this option if the timetables on your screen are colour-coded, but you wish the timetables to be
printed in black & white (for instance, because your printer does not support colour printing).

Do not print empty rows
Empty rows will not be printed. This option allows for considerable savings in paper and space
(especially for summaries and timetables in HTML format).

Open the "Print selection” window via <Print> or <Print Preview> to enter further print settings. The
settings only apply to the layout of the selected timetable.

1 heading per page

You can print any number of timetables on one page and by default the heading (school name, date, file
name etc.) appears above each timetable. You can deactivate this functionality by checking "1 heading
per page" and so print just one heading on a page.
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5.6.4 Selecting timetables

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.

Print selection | 28 |

feacher 110
Selection...

ok |In ==

¥ Department

H Marked ” Inverse

g

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

All
This option allows you to select all the elements.

Marked
Allows you to select all the elements marked with the specific code "marked" under master data.

Inverse
Selects all the elements not previously selected (useful for print selection involving two different groups of
elements, such as part-time and full-time teachers)

Department
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Teacher timetable printing can also be restricted to the staff of a particular department.
5.6.5 Details, individual timetables

Click on <Details> under "Print selection" to access further printout options The settings options vary
depending on the timetable format. The following descriptions apply to individual timetables with formats
1 and 10:

Timetables per page Specify how many timetables you wish to print on one page. The example
shows a page containing 6 teacher timetables.

Tip

The print details are stored separately for each timetable layout. It is therefore quite easy to store
individual settings for different printing requirements. Access the print details dialogue via the <Print
details> button under <Settings> on the "General" tab.

[ |

Print details | =& |

Individual timetable

Timetables per page
2 Mumber of timetables
horzontalhy

3 Mumber of timetables in a
verticalhy

A

| B | =

Cne timetable for each week - - -
One timetable for each week SSons-

E Lesson-display
[] New page for each element

Placemert of lessons

0 Mumber of weeks

Mo lessons -
Schoal week:
T Abbreviations
3578
Type of abbreviation
Coupling legend footnote) S L v
Placemt. of the legend Placement of abbrev.
Mo legend - Mo abbreviations -
Print selection | 23 | 1 Number of columns
i [ Print frames
s 17
Selection...
[ ok | [ Conca
Bachkground

Cancel

ok | | HmL |
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Test school DEMO  Timetable 2012/2013 Test school DEMO  Timetable 201212013
For demo and testonly  Valid from: 10 October For demo and test only  Valid from: 10 October
1a  Class 1a (Gauss) 2b  Class 2b (Andersen)

Mo | Tu (We | Th | Fr | Sa

EN | MA (FE=a8 MU [ MA Bl

ML EMN DE EMN

Bl MA [ EN | EN | MA

AR
DE | MA | DE

MU HI | *CH. [ MA

Nl s|lL M=
S| o b=

1.102012-7.10.2012 Gruber & Petters Soft 1.10.2012-7.10.2012 Gruber & Petters Soft

Test school DEMO Timetable 2012/2013 Test school DEMO  Timetable 2012/2013
For demo and testonly  Valid from: 10 October For demo and test only  Valid from: 10 October
1b  Class 1b (Newton) 3a  Class 3a (Aristotle)
Mo| Tu |(We | Th | Fr | Sa Mo | Tu (We| Th | Fr | Sa

1 BI o DE 1 H | EN PH | DE

2 | ma MA | H e 2 | en DE

3 MU 3 Bl | HI S MA | DE

4 MA | MA | AR | MA 4 DE | MA | MA PH

5 | DE 5 | ma *CH. | EN

6 6

7 N Bl 7 | B

8 ) | -] 8 AR.

1.102012-7.10.2012 Gruber & Petters Soft 1.10.2012-7.10.2012 Gruber & Petters Soft

Test school DEMO  Timetable 2012/2013 Test school DEMO  Timetable 2012/2013
For demo and testonly  Valid from: 10 October For demo and test only  Valid from: 10 October
2a Class 2a (Hugo) 3b  Class 3b (Callas)

[ e e e = T | [an [ = T T T T ol

Check the option "One timetable for each week" if you wish to print a separate timetable per week for
each selected element. In addition, the field "School week" can also be used to specify which weeks
should be printed. If this field remains empty, those weeks will be printed that were selected under
<Settings> This is a particularly useful option for schools with irregular lessons. Check the option "New
page for each element" if you wish timetables to start on a new page for each new class or teacher.
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Testschool DEMO  Timetsble 201220132 Testschool DEMO  Timetsble 201220132
Fordemc and testonly  Walid from: 10 October

Fordemo and estonly  Walid from: 10 October
Gaus Gauss Carl Friedrich Gaus Gauss Carl Friedrich

Th | Fr | Sa

1102012 -7.10.2012

20102012-411.2012

Testschool DEMO  Timetsble 20122013
Fordemc and testonly  Walid from: 10 October

Gaus Gauss Carl Friedrich

Testschool DEMO  Timetsble 20122012
Fordemo and testonly  Walid from: 10 October

Gaus Gauss Carl Friedrich

Th | Fr | Sa Th | Fr | Sa
4.
WA
Ia
WA
3a
MA
6
T
8 8
15.10.2012 - 21.10 2012 511.2012 - 11.11.2012

Coupling legend A legend will be printed whenewver there is insufficient space in the period window to
display all the relevant details of a lesson. For lesson information (in a class timetable), such details
include rooms, subjects, teachers and any time restrictions.

Use the option "Placement of the legend" to specify the location of the legend on the page or to print the

legend on a separate page. You can also specify the number of columns in the legend, the use of alias
names and if the legend should be printed in frames.
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|
=

Print details

Individual timetable

horizontally

vertically

School week:

Timetables per page
1 MNumber of timetables

4 Number of weeks

1 Mumber of timetables in a

One timetable for each week
[7] Cne timetable for each week
["] New page for each element

2 MNumber of co
[ Prirt frames

Coupling legend footnote)
Placemt. of the |eaemd

Use alias for abbreviationslegend

wm]= |

Abbreviations
Type of abbreviation

No abbreviations

Flacement of abbrev.

Mo abbreviations

2 Number of columns

[ Prirt frames

| ok

] [ Cancel

Friday

Saturday

3b DE

3b R3a DE

Sy
No. Tea. Sub. Rm. Cla. Time
1)  Ander, DS, WS 4 Nebel, DE, 2a, 2b, 3a
Curig, TX, TW 4 -1, DE 2a, 2b, 2a
2) Ander MA R3a 4 §) Ander, DS, WS 3a, 3b
Gauss, MA 4 Curie, HE, HE1 3a, 3b
3) Ander, DS, WS 1a 7) Callas, AR, R3a 3a, 3b
Gauss, DS, WS 1b Ander, MU, R1a 3a, 3b
Curie, TX, TW 1a, 1b 2) Curie, TX, TW 2b, 2a
4)  Ander, MA, 4 Ander, D3, WS 2b, 2a
Gauss, MA 4
5) Callas, CH, R2a 2a, 2b, 3a
Gauss, MA R2b 2a, 2b, 3a
Ander, MA, R3a 2a, 2b, 3a
Rub, EN, R1a 2a, 2b, 3a
Hugo, EN, R1a 2a, 2b, 3a

The font size of the legend can be customised in the timetable settings.

&

If you wish to exclude a certain lesson from the printed legend, simply mark the lesson with the code
"(L) Not in legend".

Font size in %:

Details window:

100

Coupl. legend:

100

Heading:

100
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Lesson Printouts of class and teacher timetables can also include the lesson view. Select the desired
lesson view with the button (<L-Tea> or <L-Cla>) in the Lessons section of the "Print details" window.
The print settings specified for the lesson view will also apply to the printout.

The example shows the timetable of teacher Hugo complete with lesson distribution.

Hugo Hugo Victor

Mo | Tu |We | Th | Fr | Sa

L-Mo. Cl.,Te. Per Teacher Subject Class(es) Subject room

1 3b | 3b 11 4,1 2 Hugoe GEc 1a,1b.2a,2b
5l GEc | G 3.7 1 Callas CH 2a.?b.3a
- N Gauss MA 2a,2b3a
Print details | %2 || Ander MA  2a2b3a
Individual timetable o Ta EEED Em g:ggg :
Timetables per page 1 Nobel DE  2a2b3a
Number of timetables 7 A 7-1 DE 2a.2b.3a
horizontalhy 3 Hugo HI 23
1 Number of timetables in 2 Hugo  GEc Ja
verticaly B C Hugo GEc 3b
One timetable for each wesk — :Egg E:EC ib
[7] ©ne timetable for each week Lessons: 9

E Lesson-display Hugo HI 4
[~] New page for each element Hugo DE 4

Placement of lessons
1 MNumber of weeks

Menat to timetable (A) -

School week:

Abbreviations

Type of abbreviation
Coupling legend footnote) No abbreviations T
Placemt. of the legend Flacement of abbrev.
Mo legend - Mo abbreviations -
1 Number of columng 1 Number of columns
[ Print frames [] Print frames
Use alias for abbreviationsJegend

[ ok || Cancsl

Abbreviations
A legend can be printed for the abbreviations used for subjects and/or teachers. The following example
shows a legend containing the short and the full names of subjects.



220

1a Class 1a (Gauss)
- | | |
Print details [ = | Saturday
Individual timetable =
X Mo Tu
1 ggg E Timetables per page ] | R1a | Bl Cer R1a
) Number of timetables 2 A
_ horizontally 3
2 3453 M 1 Number of timetables in a EN Arist R1a
i vertically B C
9:50 One timetable for each week "
3 10:35 E [7] One timetable for each week L= “_a Aisrsiils
Lesson-displ
) [] Mew page for each element spay
10:45 Placement of lessons 1a
11:30 1 Number of weeks —
Mo lessons -
1140 School week:
12'95 Abbreviations o
Type of abbreviation
12:35 Coupling legend footnate) Subjects v
13:20 Placemt. of the legend Placement of abbrev.
No legend - Nexdt to timetable (A) -
1320 1 Mumber of columns 1 Mumber of col
1415 umber of columns
[ Print frames [ Print frames 5]
14:25
15:10 Use alias for abbreviations/legend H1
[ ok ][ cance |

Name Full name

AR
Bl
DE
DS
EN
GEc
MA
MU
PEB
PEG
RE
TX

Art

Biology

German

Design

English

Geography and Economics
Mathematics

Music

Boys PE

Girls PE

Religious Education
Textiles

Gruber&Petters Software

5.6.6 Details, overview timetables

The following print options are available for overview timetable formats 11, 20 and 30:

&

Print details |
C::emew {Layout 20) ~ Intermediate headings
Mumber of rowscolumns per page 0 After each nth line
92 | Rows (classes, teachers,..) per
page 0
15 | Columns {weekly periods) per page After every day
Rows/Columns automatically Heading prior to the following elements:
Only whole days on one page (Entry similarto: #a.5a.7a)
\_ [] Only single days on one page Y.
Header (absences) Coupling legend footnote)
Absence Substitution
Teachers [7] Coupling legend footnote)
With absence reasons 1 Number of columns
Classes
Fooms
oK | | Cancel

Number of rows/columns per page
This option allows you to specify the number of rows and columns to be printed on one page. The
example shows an oveniew timetable for the room availability for classes. The number of rows and

columns is to be calculated automatically.
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5.6.7

Monday Tuesday Wednesday Thursday Friday
112 |3|4(5|6|7|8 1(2|3(4|5(6(T7 |8
1a |M|D|E [M 1a |[MGY E|D
1b |D | M AR 1b HI M Bl
2a |p[E[M[P 2a |o [si[P[E[M
M 2b P M
D

2b D |6l |HI R I
3a | P M[E| | AR | 3a |0 |Pm
3b [mi[m|s (o] [Bi| AR | 3b |P

4 [Plrijc| [D _‘ 4 [o/BE

Coupling legend As with individual timetables, the printed versions of overview timetables can also
include a legend containing the details for which there is insufficient space in the timetable periods. The
legend for oveniew timetables is always printed on a separate page.

Intermediate headings

Ovenview timetables can contain a large amount of data. For purposes of clarity, the row and column
headings can be repeated at regular intervals. In the example abowe, the short names of classes are
displayed at every change of day.

Print details | % |
Overview {Layout 20) frlrdennediate headings ™
Mumber of rows/columns per page 0 Biter each nth line
72 | Rows (classes, teachers,..) per
page [
15 | Cal v iod
: olumng (weeldy periods) per page After every day
Rows/Columns automatically Heading prior to the following elements:
Only whole days on one page (Entry similarto: 2a.5a,7a) |
Cinly single days on one page
[”] Only single days pag \ Yy
Header (absences) Coupling legend footnote)
Absence Substitution
Teachers [7] Coupling legend footnote)
With absence reasons 1 Number of columns
Classes
Fooms
0K | | Cancel

If intermediate headings are not to be repeated at regular intervals but after specific elements, please
use the field "Heading before this element".

Page setup

Use this option to specify the paper orientation (portrait or landscape) and the margins. Please note that
different printers require different minimum margin widths to be observed.
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Page setup | ? 2 |

e
(S —
e —— i
T T et
S E

Paper

Automatische Schachtaus

Orientation Margins

(" Portrait Left 20 Right 20

@ Landscape Top 10 Bottom 10

Restrict to page width Font
Help oK || Ccancel
A3 print

It is often useful to print oveniew timetables on A3 size paper. If your printer supports printing on A3
paper, proceed as follows:

Set your printer to paper size A3 (under "File | Print Setup..."). If the A3 printer has been set as the
default printer in the Windows Control Panel and if A3 paper has been set as the standard paper feed in
the printer driver, the timetable will be printed automatically in A3 format.



Timetable Display 223

5.6.8

o

Print Setup @

Printer
Mame: [I"-l'lic:msuﬂ ¥P5 Document Writer v] [ Properties... ]
Status: Ready

Type: Microsoft XP5 Document Writer
Where:  XPSPor:

Comment:
Faper Crientation
Size: Ad -| ©) Portrait
1011 - =
Source: 1014 @ Landscape
11x17
1211
1811 A :
Help & 3/4 Envelope 3 P oK [ Cancel
G 11
AZ
Al Bdra !g
Ad Bdra Transverse
A3 Rotated
Background

You can include images and graphs on your printed timetables. The image must be available as a
bitmap file (Windows BMP format). Depending on the bitmap, you can use this function to print your
school logo or a background for the timetable.

e Open the "Bitmap" dialogue by clicking on <Background> under “Print selection".

e Select the type of bitmap file you wish to include (<Browse...>). The selected image will be shown
in a preview pane on the right of the dialogue box.

e Use the "Position" fields to specify where the upper left corner of the image should be located with
respect to the left or upper margin of the timetable. Use the "Size" fields to specify the size of the
printed image. Check the box "Keep aspect ratio" to awid distorting the image. Untis will then
calculate the dimensions of the image from the most recently entered value and the aspect ratio of
the image.
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Test school DEMO  Timetabls 2012/2013
For demo and testonly  Valid from: 10 October

Calla callas Maria
Mo | Tu ([We | Th | Fr | Sa

1 Za 1a
= 2a
Cpen Bitmap | 28|
H Zb
Bitmap
W-Handbiicher\DeutschAktuslle_Handbuecher PageM\2003_B

Position
32 Horzontal distance from left [mm]

R Vertical distance from top [mm]

Size

14 Width [mm]

15 Height [mm]

[ Keep aspect ratio
| ok | | Cancel |

L%

5.6.9 Header and footer
The information displayed in the headers and footers can be specified under 'Reports | Report settings'.
The licence text (school name and address) is always displayed and cannot be suppressed.
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Timetable 2011/2012 Untis 2012
Malid from May 5 2242011 1
Class 05a Humboldt
Monday Tuesday Wednesday Thursday Friday
1 REV 53 |E 63 |M 5.3 |GWG 6.3
2.10-8:55 Kostelic 1} | Marcoeni Humboldt Monet F g3
2 Mu A2 |E 5.3 | Tomba
5:00-9:45 M 63|D 53 | Moser-Proll Marconi
3 Humboldt Raich E 53 |BIO PH.P
10:05-10:50 M arconi Manet E 53
4 5p SCHW | M 83 5p @SH | Marconi
10:55-11:35 |Lippmann 2} | Humbaoldt BK K3 |LipPmann 7)
3 F g3 | Solzhenitsyn (1 83|sp KSH
11451225 D 53 Tomkba Humbo ldt Lippmann M)
6 Raich BLAS A2 |UCHOR 51 |FUE s3lo 63
12:30-13:10 Suppé 5} | Stenmark &) [Klimt 21| Raich
7 FUS SCHW FUS SCHwW
13:20-14:00 |Leibniz 3) Leibniz 9y
8 MU 22 |E 83 D 83
14:05-14:45 |MoserPral Marconi Raich
9 NAT BIO.P | BIO BIO.S REV 63
14:50-15:30 |Monet 4} | Menet Kostelic 10}
10 F 5.3 | GWG 83
15:35-16:115 | Tomba Monet
No. Tea Sub Rm. Cla Te
1) Kosla REV, 623 05ac 5} SupFr, BLAS A2 0OSabedef 8) MWicBu, FUE, 41 06abcd
DopCh, REK, 3.3 05ac MicBu, FUD, 4.1 O5abedef FoDa, FUM, 4.2 Babcd
2y LipGa, SP, SCHWH  05af Egghl FUD, 4.2 0Sabcdef KliGu, FUE, 5.3 0SabcdeflSabed
LeiGo, 5P, GSH 05a SchEr, FUD, 43 O5abedef WachAn, FUE, 3.3 05abcdef
TobJa, 5P, KSH 0sf MarGu, FUM, 6.3 0S5abcdef 9y LeiGe, FUS, SCHWH 05abcdeflGabed
3} LeiGo, FUS, SCHWH 05abcdeflGabed ) Steln, UCHOR, 51 05abcdeflSabed 10} Koslda, REV, 6.3 05ac
WenHa, TUR, GEH  05abcdefGabed0? .. PucGi, PICCO, A1 05abcdefSabed DopCh, RRK, 8.2 0Sac
4} MWonCl, NAT, BIO.P 05a 7} LipGa, SP, GSH 05af 11} LipGa, 5P, KSH 05af
Smefr MAT, CHP  05a LeiGo, SP, KSH 05a LeiGo, SP, SCHWH 05a
FriCa, SP, SCHWH 05f Tobla, 5P, GSH 05f
852012 (18)-297.2012(30) Gruber & Petters Software

5.6.10 Several classes in one timetable

When a class is divided into two components, for instance a science and a languages group, but the
timetables of the two components differ in only a few key respects, it can be useful to output the
timetables of both class components in a single timetable.

To do this, enter the combined class name of the classes whose timetables you want to print on a
single timetable in the "Master class (TT print-out)" field under "Master Data | Classes".
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i

@ Clases/ Class Dj=E==<=)
10a "HREMBET &H#FE& O B g &-@ 7

Mame Full name: TT title Cl. Grp. No. Room -
Class 10a 10a 1 106 [
10a 2 106
10a 2 106
E02
EO5
E0d4 57
E] Class -

The example shows a class with a science (10a_S) group and a languages group (10a_L). The period
details window shows that the students in the science group (10a_S) are scheduled to have a Physics
lesson on Monday, period 2, while the students of the Languages group (10a_L) are scheduled to have
Latin. The combined name of the class is 10a. The screen display shows the names of all class
components (10a + 10a_S + 10a_L).
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108 S =]  Time range Timetable ¢ -
44 Periods/wesk H [ Act =|
0 Unscheduled prds. 51 5 3010 - 20.6.2011 Only moc

Classies)

The timetable printout contains all the information of the class components in a single timetable for class
10a.
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10a Class 10a
Monda.| Tuesd. | Wedn. [Thursd.| Friday
1 Bu Pr Bu
M D Bx Wo | M
2 Pr Fs Sm Sw Fs
1] G G
3 Bu Fs Ho Bu
Ph Sk E Ph
4 S0 Bu Pr Wi
B M 1] F
5 Hao Ol S0 ol
E CL B C
6 Wi ) Ha Mt Du Sf
F C E Mu Ku K
Bd
7 WR
8
Note:

If you wish to prevent timetables from being combined for specific timetable layouts, deactivate the
option "Show master classes separately” on the Layout 2 tab under <Settings>.

5.6.11 Timetables in HTML format

You can print out timetables in HTML format in order to make them available in your school's intranet or
on the Internet,

Creating timetables in HTML format is similar to creating printouts of timetables. Proceed as follows:

e Activate the timetable you want to save in HTML format and open the dialogue box "Print selection”
by clicking on <Print> or <Print Preview>

e Select the elements you want to print (i.e. save in HTML format) and customise settings and details
(e.g. legends etc.) in the usual way.

e C(Click on <HTML>.
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Print selection | 28 |
e
Selection...
[P ————
oK | HTML | | Cancel |

A file dialogue box appears. Enter the name of the directory where you want to save the HTML files
and confirm with <Sawve>.

Mame Date modified ¥ Type

& Clal.htm 22042011 09:30 Chrome HTML Dao..,
E‘ Clal_la.htm 22.04.2011 0930 Chrame HTML Dao...
@& Clal_1b.htm 22042011 09:30 Chrome HTML Do...
E' Clal_Za.htm 22.04,2011 0930 Chrome HTML Do...
& Clal_2b.htm 22042011 09:30 Chrome HTML Do...
@ Clal_3a.htm 22.04,2011 0%:30 Chrame HTML Do...
@& Clal_3b.htm 22042011 09:30 Chrome HTML Do...
@& Clal_4.htm 22042011 09:30 Chrome HTML Do...
|24 GpIndex.gif 07.09.2000 08:43 GIF image

|5 GpMext.gif 08061998 18:21 GIF image

|%5 GpPrev.gif 08.06.1995 18:31 GIF image

An index file will be created for each output, allowing access to each of the output elements. The index
file name is based on the format used (e.g. CLA_HTML). Use the file to open the index with the links to
the exported elements.

Tip
>|f the full names of the elements to be output are to be used, activate the option "HTML index page
with full names" on the "Layout 2" tab under <Settings>.
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[ Untis 2012 Timetable 201... =

C O filey//C/Temp/Untis/Clal.htm

Test school DEMO Timetable 2012/2013 Untis 2012
For demo and test only Valid from: 10 October 2142011 12:59

la | 1b

Ja

Untis Timetabling Software

[ Untis 2012 Timetable 201... =

< C' | @ filey///C/Temp/Untis/Clal_lahtm

Test school DEMO Timetable 2012/2013 Untis 2012
For demo and test only Valid from: 10 October 21.4.2011 12:59

1a Class 1a (Gauss)

DE KEi=<

Untis 212 Q I E Untis Timetabling Software
Gruber&PettersSoftware
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5.7

[ Untis 2012 Timetable 201...

« C' | @ filey///C/Temp/Untis/TealA_Callas.htm bxdi 8

Test school DEMO  Timetable 2012/2013 Untis 2012
For demo and test only Valid from: 10 October 21.4.2011 15:39

Calla calias maria

Monday | Tuesday | Wednesday | Thursday | Friday | Saturday
1 :ig 2a MU R2a
: 2a AR R2a
2 gjig 1a MU R1a 2b MU R2b
: 2b DE R2b
3 196?305 1bMURTE | Apsent
10:45 2b AR R2Zb |1a AR R1a
411:30 2b DE R2b
11:40 “2a- H R2a
512:25 2b MU R2b 9 =30 1)
12:35
6
13:20
4 AR R2a
7 13:30
14:15 3a. AR R3a
14:25 3b 2)
8 15:10

Untis 2012 e Untis Timetabling Software
Gruber&PettersSoftware

e When using the Cover planning module, the updated timetables also contain complete details on
teaching cover.

Import and export of views

As a general rule, the views you create are saved in the current work file. In order to make these views
available for use in other files, you need to import or export them

P =

a Formats / Timetables El

[T 3 -
MName Full name Standard | In menu
Mew

Cla-5ubst | Class Vertretung
Cla-Diag | Class-Diagnose
Cla-HTML | Classes HTML
Clal Class 1

Cla-M-1 Class 1

Cla-v1 Class 1

ClalA (Class schedule big
Cla10 Class 10

Cla10A Cla=s 10

[ o o o

(0 o o o
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e Select "File | Import / Export | Timetable/Input formats".
Select the "Export of formats (gpf)" tab from the dialogue box.

e Enter a name in the name field of the export file (e.g. "New.gpf").

Import/export format | 2 |
| Import timetable lEyouts | Import data-window layouts

Export of formats (gpf) | Window groups import
Export file
C:\Temp'\MNew gpf
Timetable formats Select
Entry formate Select
Window groups Select

|

Export

You can export the format details of timetable views and of master data views. Select a particular
timetable view for export by clicking on <Select> in the row "Timetable formats".

¢  From the dialogue box, select the timetable view whose format you want to export and confirm by
clicking on <OK>.
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5.8

-

Timetable formats

| & |

Short name | Full name
Tea-Diag Teacher-Diagnose
Mew MNew View
Cla-5ubst Class Vertretung
Cla-Diag Class-Diagnose
Cla-HTML  Classes HTML
Tea-HTML  Teacher HTML
Roo-HTML  Reom HTML

Clal Class 1

e ] e ]

L11]

Element
Teacher
Class
Class
Class
Clazs
Teacher
Room
Class

rs

m

Flease select the
desired formats.

The format data has now been saved in the file "New.gpf'. You can now make your formats available to
other Untis users (minus school data) or import the formats into other files.

Use the same method to import formats from a .gpf or .gpn file.

Using the clipboard

Using the clipboard, you can export timetables to other programmes such as word processing

applications.

Proceed as follows:

¢ Click on the timetable you wish to export (the title bar must be blue)

e  Copy the timetable to the clipboard (menu command "Edit | Copy" or via the shortcut <CTRL>+C.

e Switch to your word processing application. Select "Edit | Paste" to insert the contents of the
clipboard in the form of an image.
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B0 Can't Undo Strg+Z
i) Can't Restore Strg+Y
Lé’:" Repeat Strg+Umschalt+Y
& Cut Strg+X

Copy Strg+C
5 Paste Strg+V

Paste Special... 5trg+Umschalt+V

g Select Text Strg+Umschalt+1

Selection Mode N
Select All Strg+A
Changes .
Compare Document...
n Find & Replace... Strg+F

The "Edit | Paste" function can also be used to export the legend.

Source: Unknown source

Selection

Bitmap
Unformatted text
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6.2

File Edit View Insert Format Table Tools Window Help b4
TBHe 0 BER YE . B¢ D0 @H-wv HOEHS TQ @, e
¢ f@d | Default [+] TimesMewRoman  [+] 12 [+] m[ u E == T eEsE A-Y-2 -

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

o X 12 TN ER MU Calla R1a

: sH

[az] = 3 Al
" : MU CallaR1a SH DE Rub R1a Quiagls

= Bl CerR1a

o DERubR1a [Eaaailzal

m

TX Curle
o 1) Arist, PEG, SH2 1la, 1b For Girls Only
a5 Rub, PEB, SH1 1la, 1b
;“ 2) Ander, DS, WS la Voluntary Exercise
- Gauss, DS, WS 1b =
;n Curie, TX, TW la, 1b B
- 33 Hugo, GEc, Rla la, 1b, 2a. 2b
‘-* @
o 1 Jd
Pagel/1 | Default | German (Germany)  |INSRT |STD |=| | |GEEO (@ ——e—— @ |100%

User Tips

User tips

This chapter describes additional options and useful settings not covered under master data and
lessons. These should help you to take full advantage of Untis in working with your timetables.

Settings

Use the ,Settings” menu to enter various other useful settings. The most important of these will be
introduced in the following section.
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Einstellungen | Module Fensl

Zeitraster
Schuldaten
Ferien

Kalender

i ﬁ

Diverge
| s

Berickﬁ-Einstellungen

Lizenzdaten

Symbolleisten b

Symbolleiste

Statusleiste

Express-Modus

6.2.1 Time Grid
The functions of the time grid are described in detail in the brochure "Getting Started".
6.2.2 Schooldata

Use the School Data window to enter details such as the start and end date of the school year, country,
region and type of school. The details entered in this window are required for a number of different
(statistical) processes and calculation methods.
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P

@ Schuldaten

(= E]=]

Allgemeines Ul:lerl:llickl
Schulbezeichnung
Deutzchland Land
Testschule DEMO an
Fuir Dermo und Test Reqgion
Schuljahr
Yon Bis S chulhurmrmer
19092012 - 30062013 -
[n]
Schulart
[] T ageszeitraster aklivieren
Ok ] [ Abbrechen ] [Uhernehmen] [ Hilfe

The Overview tab provides an oveniew of the number of classes, teachers, rooms and lessons at your
school.

-

@ Schuledaten

Oberblick | wierte

¥ Klazzen

10 Lehrer

13 Raume
18 Facher
77 Unterricht
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6.2.3
6.2.3.1

Miscellaneous Settings

The 'Auto-save' tab

This is where you can specify the interval at which 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 Save1.gpn, Save2.gpn, Save3.gpn and Save4.gpn. The
most current data are always in file save1.gpn and the oldest — in relative terms —in file
save4.gpn. In order to avoid identical save files being created we would recommend that you
check the option "Save only when the data has been changed".

Diverse Einstellungen X
Sichem | Dateiablage | Stundenplan | Anpassen | Warmungen | HTML | Internet
4 Anzahl Sicherungzgenerationen
15 Minuten bis Sicherung
| Autormatizche Sicherung nur bei geanderten D aten
| D atei offnen bei Programmstart
Mit dem aktuellen Datum starten
Optimierte Plane zuzatzlich in Arbeitzdateien speichern
| Dk || &bbechen ||  Hife |

When you check the option "Open with the last file saved", Untis will automatically load the
last file to be processed. You can prevent this happening by holding <SHIFT> pressed when
launching Untis.

In addition, the option "Start with current date" also allows you to determine whether windows
in which it is possible to select the date should be opened with the current date or with the
date last saved.

You can view the results of optimisation in the optimisation dialogue immediately after the
optimisation run. Check the option "Save results of the optimisation in work files" if you wish
to have these timetables available after you exit Untis. This causes the result to be saved in
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so-called work files.
6.2.3.2 The 'Directories' tab

This tab allows you to specify various standard paths. We would recommend that you create
your own directories for your backup and work files (i.e. the files containing the different
timetables of your school saved during optimisation) and enter the paths on this tab.

Sichern | Dateiablage | Stundenplan I Anpazzen I WarnLungen | HThL | Internet|

D ateiart Pfad |
Datendateien [.gpn] | C:AUzershADAD ocumentzhStundenplan - Daten

Dateien 14.x [.gpu)
Sicherungsdateien | CAUzershDA\Documents\Stundenplan - Sicherungen
Arbeitzdateien
|rmpart/E #port
HTML-Dateien

Lozchen ] [ Bearbeiten

Ok || Abbechen | [ Hike

6.2.3.3 The 'Timetable' tab

The settings on this tab are relevant for a number of different timetable functions.
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6.2.3.4

Diverse Einstellungen

Sichern | Dateiablage | Stundenplan | Anpassen | wamungen | HTHML | Internet

12 Stundenplan-version

Stundenplanvergleich
ohne R aume
o | Detaillierter Wergleich bel Kopplungen

| Elazzenunterschiede wirken nicht auf Klazsen

Wergleich ohhe Fensterteilung
Harizontale Fensterteilung

@ Vertikale Fensterteilung

| D aturnzsynchronization

| DraghDirop in den Stundenplanen aktivieren

For instance, the timetable version number you can assign to each timetable version will be
included on all printouts (see the chapter Timetable construction ).

The different options for timetable comparisons are described in the chapter of the same name.

The Synchronise dates option allows you to specify if a date change implemented on one
particular timetable should also apply to all other timetables open on the screen. This function
is particularly useful for use with the Multi-Week Timetable and the Multiple Term Timetable
modules

The option "When switching terms, set the TT to the beginning of the term" is only active for
use with the Multiple Term Timetable module. The last option "Activate Drag&Drop in the
timetables" allows you to activate or deactivate the manual timetabling function.

The 'Internet' tab
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<

| Sichemn | D ateiablage | Stundenplan I Anpaszen I W arnungen | HTMLl Internet |

Prosyzeryer
(") Direkbverbindung

@ Proxy aus Spstemeinstellungen
(70 Prosy [Host[:Part])

Benutzer
Fazzwort

|nternetabfrage fur Programmupdate
|nternetabfrage flr Benutzer-Machrichten

HT TP Authentifizizrning

Benutzer

Fazswort

| ok || abbrechen | | Hile |

Untis allows you to receive information about version updates. In addition to activating the
option "Automatically check the internet for program updates", you must also specify how
your computer accesses the Internet - direct or via a proxy server. Please contact your
system administrator if you are uncertain about these settings.

You can use the <Test> button to test whether the settings you have made are correct and
whether Untis can reach the Gruber&Petters web server.

u

X
L] "-.,‘ v, grupet, ab Connection test ok,
L

The option "Connect to the internet for user messages" is used to specify whether you wish
to receive messages from your local Gruber&Petters partner and from Gruber&Petters
direct.
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6.2.4

6.3

6.3.1

HTTP authentication is generally not required.
Licence Data

Entering licence data is described in detail in the brochure "Getting Started".
Time Requests

Time requests are an important element of the Untis timetabling software. Time requests can be entered
for master data elements and for lessons. The button for this function can be found on the tool bar of the
master data or lesson window.

Time requests are graded from "-3" (completely blocked) to "+3" (core time) which corresponds to a very
strong desire to for work.

There are two different categories of time requests — specific time requests and unspecified time
requests . Specific time requests refer to specific days and periods. Unspecified time requests, by
contrast, are requests where only the duration and the type of request (e.g. 1 day of "-3") are specified
and where the selection of the day or period is up to the software program.

Specified time requests

e Start Untis and load the file demo.gpn
e Open the master data view for teachers ("Master Data | Teachers") and click on <Time Requests>

e Switch to teacher New (Newton).
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" %

@Zeitwtinsche_."Lehrer-SL | = || = | &

BafqE B ca=em g = .

=
Mew — |zaac Mewton

[Inbestimmte zuzatzliche Tageswiinzche
WWunzchgewicht Tage “orm.  Machm Halbt.

3 0 n n 0
2 n n n n
1 1] 1] 1] 0
IInbestimmte S perrungen
0 Anzahl Tage Stunde vor-biz
12 34 & B 7 8)Tage [Worm | Machm
b ontag 22
Dienstag 2 2
Mittwwoch S O
Donnerstag +3
Freitag
Samstag

The window on your screen should now resemble the figure on the left. The following time requests are
active:

Monday and Tuesday, periods 7 and 8: "-2". If possible, Newton should not have lessons scheduled in
these periods.

Wednesday, all day: "-3". This means that Wednesday is definitely blocked, i.e. teacher Newton is not
available to teach on Wednesdays.

Thursday (pm): "+3"; Newton wants to teach periods 6 — 8, if possible.

Please note that time requests for entire days and half-days can be entered on the right-hand side of the
time grid (bottom part of window).

Assigning the time request "+1" to days Thu - Sat, periods 1-3.
e Click on "+1"

e Highlight the range Thu - Sat, periods 1-3.
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6.3.2

-

@ Lemtwiinsche / Lehrer-51 = [=] 3
@5@5 B a=maes @ @ = .

=
Mew — |zaac Mewton

[Inbestimmte zuzatzliche Tageswiinzche
Wwunzchgewicht Tage %o,  Machm Halbt.

3 0 n n I
2 1] 1] 1] 1]
1 1] 1] 1] I
IInbestimmte S perungen
0 Anzahl Tage Stunde vor-biz
1 2 3| 4 & 6 7| &)Tage “om. |MNachm
b ontag 2 -2
Dienstag 2 -2
Mittwwoch S =
Donnerstag +3
Freitag +1 +1  +1
Samstag +1 +1

You have entered the time request "+1" for Thu - Sat, periods 1-3 for teacher New .
Please note that the button for time request "+1" remains active until you deactivate the function by

clicking on it. This means that you can enter further "+1" time requests at this time by clicking on the
relevant periods in the time grid.

@E@E B ssesmm @ s

Delete time requests for certain periods or blocks of periods by highlighting the cells and clicking on
<Delete>.

Unspecified time requests

e Switch to teacher Rub (Rubens) using the previous time request example.

Assumption : teacher Rub is a part-time teacher and therefore entitled to a free day per week. If
possible, the teacher would also like two additional free afternoons.

Enter the following data under unspecified time requests:
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e Enter "1" in the row "-3" under ,Days*. This instructs the optimisation tool to schedule one free day
for teacher Rub.

e Enter "2" in the row "-2" under "p.m.". The optimisation tool will attempt to schedule two additional
free afternoons for teacher Rub.

e

@Z-‘.It-ﬁ.-'.ln:-:h-& Lehrer-51 = [=] 3
Bafqs | Gce=m @ x .

Rub = Paul Rubens

IInbestimmte zuzatzliche Tageswiinzche

YWunzchaewicht Tage “om. Machm Halbt

s 0 0 0
0 0 2 0

1 1] 1] 1] I
Unbestimmte 5perungen

0 Anzahl Tage Stunde vor-biz

Enter time requests for half-days in the column "Halves". The optimisation tool will decide whether to
schedule the half-day in the morning or the afternoon.

Note:

Use unspecified time requests whenever possible to allow the optimisation tool as much flexibility as
possible.

Warning

Specific and unspecified time requests are cumulative. If Tuesday is blocked with a time specified time
request and an unspecified time request is entered with a priority of "-3" to keep a full day free, two
complete days will be without periods — Tuesday plus an additional day.

In addition to the abowve, you can enter unspecified blocked periods for each element. The example
shows a time request for teacher Gauss. He would like three free periods (specifically periods 2 - 4) on
three days of the week.

Tip
Time requests can be entered directly in the scheduling dialogue (see chapter Scheduling dialogue ) for
more details.




246

Pr

@ Lertwiinsche / Lehrer-51 o || B E2 |
@B @ 4= 4= 8= 95 @ =, .

Gauss  — Carl Friedrich Gauss

IInbestimmte zuzatzliche T ageswiinzche
wunzchgewicht Tage  “orm.  Machm  Halb

a4 a 0 1] ]
.2 0 a [ | 0
R I I ]
|Inbestimmte Sperngen
Bl ‘nzahl Tage B :tunde von-bis

6.3.3 Copying time requests
You can copy the time requests of an element to the clipboard and paste them in different elements. It is

also possible copy all the time requests of an element to any other in the time request window using the
<Serial Change> option

Bearbeiten | Stammdaten  Unterric

-?—" Ausschneiden Strg+X

|_:'|_ Knp[i,sren Strg=C

Et" Eimjﬂst‘gen Strg+V
Erweitertes Einfugen
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@ Lemtwiinsche / Lehrer-51 E-@
@B @ 9= d= Hs S
M e : lsaac Mewtan | Serier --—ndemng
[Inbestimmte zugatzliche Tageswilingche
Wunschgewicht Tage  Worm,  Machm  Halbt | |1
3 0 1] [ | 0 & Lehrer X
0 0 1 m_ K E= Langname
-2 Gauzs Gauss
1] 0 0 1] I e Mewton
-1
Unbestinmte S Hugo Hugo
nbestimmte Sperungen Ander Andersen
0  Anzahl Tage Stunde von-bis Airigt Aristoteles
Callaz Callas
MHaobel MHaobel
1 2/ 3 4 & B 7 8)Tage |Vom. |0 FRub Rubens
Mantag Cer Cervantes
Dienstag Curie Curie
Mittwoch
D onnerstag
Freitag
Samstag
Sk T Abteilung
| Alle | | b arkierte || |nwverse
| Ok | | Abbrechen |

6.3.4 Deleting time requests

You can also use the <Serial Change> option to delete all time requests. Remowe all time requests from
one element and then copy and paste these settings to all other elements where you wish to delete time
requests.

6.3.5 Core time

If you would like Untis to schedule morning lessons first, enter a time request of "+3" for some of the
morning periods (usually the first 4) under classes. Use the <Change> function described above.
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P

@ Lemtwiinsche / Klasse-61

EBafas P e P = .

1

1a ~ Klasse 1a [Gauss)

[Inbestimmte zuzatzliche Tageswiinzche

“Wunzschaewicht Tage “om. Machm Halbt.
3 0 0 [ | 0
2 1] 1] 1] 0
40 00 0

IInbestimmte S perungen

0 Anzahl Tage Stunde vor-biz

11 2 3 4| & B 7| 8
b ontag +3 +3 +3 +3
Dienstag +3 +3 +3 +3
Mittwoch +3 +3 +3 +3
Donnerstag | +3 +3 +3 +3
Freitag +3 +3 +3 +3
Samstag +3 +3 +3 +3

Tage |“orm. | Machm

The time request "+3" defines the so-called core time . The optimisation tool must schedule periods in
the defined core time range, if at all possible. The Untis optimisation algorithm regards a core time
violation as a serious offence. Please ensure that the number of core time periods entered for an element
is smaller than (or equal to) the number of periods defined for the element.

Eingabedaten | Stundenplan

+  Diagnose Gw,

“Anz

»=1

£ 24
+ Raum 22
+ Fach 27
= Student

@ itubplanlilg s EHE’ EI@ & 1a- Klasse La (Gauss) Stum@ﬂ o @[ =]
BaF. g » Js @ PR
= Art der Diagnose 1a LE Zeitbereich IR
24092012 w -309.2012B ) ; ; ; =
In diegen Fallen wurde gegen einen Zeitwunzch +3 verstolen, 30 Wochenstunden I

Gewichtung: 3

Anzabl 1 Betroffene Fenster anzeigen
'k Ka S |
la Mo

M Micht vernlante Std
Pl T 3

Mo | Di | Mi | Do | Fr | Sa

E Mat | Gw. | Mat

ke

SwErrMus | Sport| D | Bio

Mus o u] hat E hat

Rel | Sport| E E D E

Rel | Sport [ Bio

Wik

W N AW RN =
(]
-3

U-Nr | Lehr, Fa, Rm. |Kla. |Zeit |Schulwaoche

+3
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6.3.6 Colour codes

Use this function to customise the colour codes used to highlight the different time requests on the
timetable or in the scheduling dialogue individually.

Farbeinstellungen

Klick

arundfarben:

A Bl Rl
HI TEENENN
[ ok ][ Abbrecher BT T NN N T NN NN
ENEEEENEN
EEEEEENEE

Berutzerdefinierte Farben:

EHEEEEEEN
EHEEEEEEN

[ Farben definieren »» ]I

| ok | [abbrechen |

6.4 Lunch breaks

You can specify the exact times of a lunch break between morning and afternoon lessons for classes
and teachers using the time grid

You have the following lunch break options:
e Specify a uniform lunch break for the entire school (e.g. 12:00 - 13:00)

In the time grid, enter 12:00 as the time when the last morning lesson should end and 13:00 as the time
the first afternoon lesson should start. The software will treat the time between 12:00 and 13:00 as a
lunch break (not as a period).

e Specify element-specific lunch break blocks (time request "- 3").

¢ |nclude the lunch break in timetable creation.
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This last lunch break scheduling option allows for a better use of subject rooms. The option enables you
to specify different lunch break durations for individual teachers and classes. Enter "1,2" in the box
Lunch break Min,Max to instruct the software to schedule either 1 or 2 lunch break periods for the
selected element

Based on the weighting, the lunch break will be scheduled during the last morning periods and/or the
first afternoon periods.

On a timetable with 5 morning periods and 4 afternoon periods, a two-period lunch break will be
scheduled either for

periods 4 and 5,

periods 5 and 6, or

periods 6 and 7.

Vary the time during which a lunch break can be scheduled by specifying the first and the last period
when a lunch break may be scheduled (on the ,Breaks* tab in the time grid ). The boundary between
morning and afternoon lessons must lie within the specified time interval (see figure below).

@ Zeitraster E'-
Pauser

47 Mittagzpauze von-biz
14 b aw. Klazzenzahl mit gleichzeitioer Mittagzpausze
Eintragunog:

* = Pausze darf von Doppelstunde nicht uberzpannt werden

+ = Dizloziertes Gebaude in Pausze emeichbar

142 |24 |3 |48 |BE RS | FAB
B eqinn a:45 | 340 [10:35(11:30| 1225 1320 14:15
Ende 265 | 3:50 [10:45(11:40| 1235 1230 14:25
bontag
Dienztag
ittwoch
Dannerstag
Freitag

S amstag

[ Ok ] [ Abbrechen ] [Ubernehmen] [ Hilfe

If your school cafeteria has a limited capacity, use the same tab to enter the maximum number of
classes that can have a lunch break at the same time (figure above).
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6.5

6.5.1

Violations against specified lunch break times are displayed in the diagnosis window.

Couplings

The composition of couplings has a major effect on the quality of a timetable. Unfavourable couplings
can prevent the construction of a high-quality timetable. The following criteria are important for the
creation of couplings.

Teacher teams

Teacher teams are required, for instance, in PE lessons where students of a class are divided into a
male and a female group. Each group requires its own teacher, and both teachers must always be
scheduled at the same time. Both teachers must always be scheduled together for the lesson
concerned.

As a general rule, it is desirable to keep the number of teacher teams as small as possible and to
ensure that each teacher is only part of a teacher team if absolutely necessary (see the example at the
end of this chapter).

To help you organise your teacher teams, Untis provides a "Teacher team" list where you can view all
teacher teams at a glance.

Access the list via one of the two following options:

1. Click on <Print> or <Print Preview> in the "CCC Analysis" window

2. Select the relevant print list from the "Print selection" dialogue under "Master Data | Teachers" (only
available with the "Lesson Planning" module)

Method 1 provides direct access to the list of all teacher teams.

Using method 2, you first need to open the "Print selection" dialogue by clicking on <Print> or <Print

Preview> in an active master data window for teachers. You can then change other settings in this

window.

Click on the selection window "Type of list" to obtain a list of all print lists available in connection with

teacher master data. Select the list "Teacher teams" (the <Selection> button normally used to select
individual teachers is irrelevant for the "Type of list" function and is therefore greyed out).
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. Druckauswahl

Lehrer: 1410

[ Auzwahl

Layout

Liztart

| |
[ )
[ Seite Einrichten ]
| |

Oberzchift

D atenfelder

Lehrbefahigun

b ehrarbieit s

Monatzabrechnung E
Stundernwiinzche

Tageswunzche
[Inbestimmte zuzatzliche T ageswiinzs

whertk.orrekbur Abbrechen

The following figure shows an example of such a list.
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= Stundenplan 2012/2013 Testschule DEMO
Untls 201 2 Gilt ab: 10. Okto ber Fiar Dermo und Test

hrerteam
Ml ]l fli Do Fr
Mame | 12EBWEEFBENTEBAEEFBRE 1ZEREEFBIEIT EFB4EEFREEERIE
Rub
Arist | CIE LT LT L
10 J 112 102 1

2.3/ Sportk, Sporth,
B 3/ Sporth, Sportk, 9
7837 Sporthl, Spartk

0 » 2 LEhrerteam

Mo O ]l Da Fr
Marme | 12EH|5EF R EEWIGEFBR|TI2EAEE B EB4EEFBR] 1B
Curie
3BEEEI3EEER
Ander | -FFFFFFFF
33ER[EEEE1E
302 T, Wk,
7020k Hwe,
3 *hrerteam / \
Mo i M Do Fr
MName | 1[2EH|5[EF BS 12@(56?89 12EMEEFBRITEEAEEF S| 1RERE
Callag -FEFF
3BERE3
Ande HF I
3EER[EEREE
5 2/ He, Mus,
The printout shows:
1 The total number of different teams. The general rule is: the fewer, the better.
2 The lessons (including details) in which a team is involved. The general rule is: the more, the
better.
3 The time requests entered for the individual teachers in the team. If a number of different time

requests need to be taken into consideration, the timetable quality will deteriorate as a result since a
teacher team can only be scheduled when all the teachers of the team are available.

In the example abowe, the PE teachers Rub ("Rubens") and Arist ("Aristotle") form teacher team no. 1.

Let us assume that you have another teacher team (e.g. team no. 4 comprising teachers Rubens and
Hugo) scheduled to teach Design. Each time, team 4 is scheduled, team 1 would be blocked since
teacher Rubens belongs to both of them.

In this case you need to decide if teacher team 4 is necessary at all (since there already is a teacher
team for Design, i.e. team 2). You could also find out if Ruben’s team colleague Arist is qualified to
teach Design, as well. If so, the Design lesson could also be taught by team 1. In any case, one teacher
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6.5.2

team would be eliminated, lending a greater flexibility to the optimisation tool.

As mentioned earlier, the CCC analysis is a perfect tool for identifying such problematic compositions
(see the chapter " CCC analysis ).

Time requests and teacher teams

Time requests are another problematic issue when dealing with teacher teams. In an ideal case, the
individual time requests and especially the blocked periods for teachers in a teacher team should
overlap as much as possible.

The following figure shows a single teacher team. Please note the blocked periods (time requests "-3").

1 Lehrerteam

[ [i] Di hli Do Fr Sa
Mame | 12EHQEREFEITEBEEEF B EEEEEFRIT2EEEEF B EPRAEEFB](ZEEE
Callas
33EEE
Gauss|-|-FFFFFF
3EEREEIERRE
Ander | -FFFI|FFFE
22 RRI2EE
Rub
3BRRIERER
Hugo -FFO-FFFFFFI - F++ - FF
i 1 e = & ] 111 BRAE T
Maobel ++HHH -+ FHHHHHHH - - F FF
110 2RI21212E 2P 2RRPIEEE R 212E 22
-1

As a result of various time requests, team teachers are blocked on Monday, Tuesday, Wednesday and
Saturday. Let us assume that this teacher team is scheduled for a lesson with three single periods per
week. Two of the three periods could be scheduled on Thursday and Friday, but the third period could
only be scheduled by violating the blocked period ( time request "-3") of a teacher (something Untis will
never do) or by violating the condition that the subject should take place no more than once a day
(depending on your weighting settings , Untis may violate this rule; please see the chapter "Weighting").

Class couplings

The abowe rule for teacher teams also applies to class couplings, i.e. lesson couplings across classes
should, if possible, always involve the same classes.

Head group A Head group B
Group 1 Group 2 Group 3 Group 4
1a | 1b 1c | 1d 1e | 1f 19 | Th

In the example abowe, class 1a in a two-class coupling should only be coupled with class 1b; in a four-
class coupling only with classes 1b, 1c and 1d.
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Type-separated class components

For organisational reasons, one class sometimes consists of two type-separated class components.
For example, class 5a could consist of a Modern Languages and a Classics component. While the
former component has an ltalian lesson scheduled, the latter component could have a Greek lesson

Proceed as follows in this case:

e Define two classes - 5aC for the Classics component and 5aM for the Modern Languages
component.

F =

@ Klassen / Klasse B EI@

5aH -rH REMNTRRRT &H=28& 2
Mame |Langname Raum Hauptklazse
1a Klasze 1a (Gauss) Rl1a
1h Klasze 1h (Meswton) 1k
2a Klasse 2a (Hugo) R2a
2h Klasse 2b (Andersen) R2h
3a Klasze 3a (Aristateles) R3a
3b Klaz=se 3b (Callasz) P
4 Klaz=ze 4 (Mobel) p=2

» W a [heusprachlicher Zyvwein) JEr- N
Sah Klasze Sa (humanistizcher Zvweig) Roa Sa
*

E] Klasse* -

e Enter the name 5a in the "Master class" field under master data of both classes

e Couple the two class components for all lessons attended by the students of both groups.

P

@ Unterricht / Klasse E]E] = || = | =]

5aN - | E TR RTFESESL O & -
U-Mr = KlLe Mvpl=td, wWst  Jst Lehrer  Fach Klaszel(n) Fachraum Stammraum
100 [= | 5 Dante talienizch Sahl P=1 RSa
a7 2,1 a Gauss  Mathematik SaH Sak Raa
95 2,1 = Goethe  Dewutsch SaH 2aM Raa
99 2.1 2 Callaz  Musik SaH Sak Raa

E] U-Nr 100 = Klasse -
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@ Unterricht / Klasse EB = =] 3
5aH - | B TR AT S - O 2

LJ-Mr KlLe PMvplStd. Wat Jst Lebrer  Fach Klaszel(n) Fachraum Stammraum

95 | 5 Plata Atagriechizch  SaH Faa

g7 2,1 5 Gauss  Mathematik SaH Sak Raa

93 2,1 a Goethe  Deutsch SaH SaM Raa

99 2,1 2 Callas  hMusik 2aH 2aM Raa

B L-Mr : Klasse -

e The timetable of both class components can then be combined in a single view. In the example
below, the combined class name 5aCM is used for all lessons attended by students of both class
components (see chapter "Timetable construction").

Note:
You can deactivate this behaviour for individual timetable formats by checking the box "Display main
classes separately” on the "Layout 2" tab under <Timetable settings>.

. Stundenplan 20052006 Testschule DEM O
U ntls 201 2 Giltab: 10. Oktober Fir Demo und Test

ba Gesamtstundenplan fir beide Gruppen

Monta.Dienst.| Mittw. | Donn. |Freitag

GRE PIT D Wat Gaus |D. Goet | D Goet | Mus. Calla
Faz Kl Raa 11 | Raa | Raa 21 | Raa a

Mat. Gaus | D. Goet | Mat. Gaus [ Mus. Calla GR PIT D
Faa 10 [ RAa 2 | Raa 10 | Raa 3 R5a EiZh

0. Goet GR PIT DGR PIT D) Mat. Gaus (D, Goet
Raa 2) Roa |Rda Riaa (KO Raa 13 | Raa 2

GRE PIT DfMat Gaus
Faa (K Faa 1)

O ~NH | RN -
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6.7

6.7.1

Class groups

By default, the Untis standard software package optimises school timetables for schools based on class
structure, i.e. where each student is assigned to one particular class and the lessons scheduled for the
student are determined completely by his or her class.

By default setting, the Untis standard software package optimises school timetables for schools based
on class structure, i.e. where each student is assigned to one particular class and the lessons
scheduled for the student are determined completely by his or her class. This type of school system
allows students to choose his or her own courses, which means it is no longer the class that is the focal
point of the timetabling efforts, but the student. This scheduling situation is addressed by the Untis
Course Scheduling module.

Some school systems, such as some German Realschulen, Austrian teacher training colleges and
British secondary schools, use a combination of the two extremes described above. In these schools,
some lessons are attended by the entire class ( core lessons, main subjects ) while others represent
so-called differentiation subjects ( intensive lessons, minor subjects, options ) that are attended by a
fixed group of students from different classes. Each student’s lessons are therefore determined by the
student’s choice of main and minor subjects. The following section describes how to deal with this
timetabling situation using class groups.

The following example demonstrates the general principles of class groups.

Class C1 consists of 20 students subdivided into two groups of 10 students each One group consists of
students with an interest in modern languages, the other of the students with an interest in science. All
20 students attend the same lessons for English, PE, History and Geography. However, while one group
attends German, French and ltalian lessons, the other group has Physics, Chemistry and Maths,
instead.

This means that German can be scheduled at the same time as Chemistry or Maths since Modern
Languages students do not attend Science classes. On the other hand, German, Chemistry and Maths
must not be scheduled at the same time as English or PE since these are core subjects attended by all
the students of the class.

You can use Untis to solve this problem as follows:
Defining core lessons and options

Under "Master Data | Classes", define a core class C7 and two differentiation groups C71_M (Modern
Languages) and C7_S (Sciences).
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-

@ Klassen / Klasse

b ==)=]|

k1 "HEENRAY 258 OF
Mame | Langname K. Gruppe
[ 2 kernklazse 1
K1_S Differenzierungsgruppe Sprachen 2
H1_M Differenzierungsgruppe Maturwissenschatften 2
*

(=)

Klasse -

P

@ Unterricht / Klasse

Iy ===

K1 "EHBRENR RTEL O
U-pr HKILe MvplStd,  Wst Jst Lehrer Fach Hlasze(n
1 [ = L1 Deutsch K1
2 4 L1 Spoart 1
3 3 L1 Geschichte K1
4 3 L1 Geographie K1

(=] u-nr

-
+ Kiasser

Lessons of core class C1 inwlves all of the students of the class while lessons of differentiation groups
involve only the students belonging to the particular group.

pr

@ Interncht / Klasse

Y

@ =el=]|

K1_S -H BENR R TP F O
U-pr #HKILe MvplStd,  Wst Jst Lehrer  Fach Hlassein
5 [ = L1 Englisch K1 S
E 5 L1 Franzdsizch HK1_5
7 5 L1 talienizch K1_=

(=] uonr

e
* Kiasser
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6.7.2

I"

@ IInterricht / Klasse

WM (= ][= ][ =] |

K1_M -5 B TR EFEHEL F O
U-Mr #HKILe Mvpl=td,  Wst  Jst Lebrer  Fach Klazzeln
g [ s L2 Physik M1 M
9 5 Lz Mathemsatik  K1_M
10 5 L2 Chemie K1 _N

(=] unr

-
8 I wasser

Under "Master Data | Classes", enter the information that the class groups C1_M and C1_S consist of
students from core class C1 using the Class group code ( CG code): "1" meaning that the class is a
core class, numbers greater than 1 (2 - 9) refer to the different class groups.

P

@ Klassen / Klasse E] | = ” = ” £3 |

K1 "HEEETRRAT HFES OF

Mame | Langname HlLGruppe
[ 2 kernklasse 1

K1_= Differenzierungsgruppe Sprachen 2

H1_M Differenzierungsgruppe Naturwissenschaften 2
*

Klasse -

(=)

Please note that the same class group code must be entered for both class groups C1_M and C1_S.
Use higher code numbers only when the students in your school can choose more than one elective
course group.

Entering the correct codes instructs the Untis to schedule lessons for class groups C1_M and C1_S
only when class C1 (i.e. the core class) is not scheduled to have lessons. The same also applies to
class C1_S.

lllustrating the principle

The examples on the left and below and the following explanations demonstrate the situation in a
German Realschule (in North Rhine-Westphalia):
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P

Q Klassen / K!E] EI
A - @B

Mame |Langname
O5A,
osa
osc
050
O5fs
05nk
D=y
0&tc
[isti
o9a,
09
09c
09fs:
09nk
09z
0Stc
Dot
104,
108
10C
100
10E
10fs
10nk
10zwy
10tc
10i

| SR S S T OO R O I e T T S R R N TR T T L T T o S

*

Kl.Gruppe

m

B Klasse*
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@ Unternicht / Klasse |i| |E| E\@
o8 B BMENR ATPLHS Fw-0H 2 Je-0ORP.
U-MNr =Kl Le Mwpl Std. Wist Lehrer  Fach Hlazse(m) Fachraum Stammeaum  Dopp Std.
1] 24.00
5] 4 L47 DEUTSCH 094, RO9A,
99 4 LO7 EMGLISCH 094, ROSA
194 4 L1 M ATHEMATIK 094, RO3A,
146 2 L34 GESCHICHTE 09a, ROSA
252 2 Loy POLITIH 094, RO9A,
163 [ 3,4 2 L35 WATH. RELIGION 0ga, ROS&,
20 B2,2 2 L# SPORT 094, 098 H_F1 RO9A, 1-1
L17 SPORT 034, 038 H_R2
303 =840 2 Lo Hauswitschaft 094, 096,03C 104,108,10C 100, 10E  F_Hw 1-1
L14 Informatik 094 098 ,09C 104 108,10C10010E  R_IF
L47 Kunst 094 098,09C 104 108,102 10010E  R_KU

L43  Technisches Zeichnen 094,098,09C,104,108,10C,10D10E  R_TC

304 B850 2 L47  Schilerzefung 034,098,09C 104,108,10C 10D 0E  R_IF 1.1
L20  Tanz 084, 098,09C,104,108,10C,10D,10E  H_R2 ROSA,
L37  Tennis 094, 098,09C,104,108,10C,10D,10E H_TB
L27  Thester 094, 098,09C,104,108,10C,10D,10E  AULA
L17  aleybal 094, 098,09C,104,108,10C10D,10E H_RA
[=] u-nr 146 = Klasse* .

Take a look at year 9. Each student of this year is assigned to one of the core classes 09A, 09B or 09C
and attends undifferentiated core class lessons. Each class is therefore marked with the class group
code "1".

The classes 09fs — 09ti highlighted in light green (full name "Course" in the abowe figure) are the
differentiation groups (fs: French, ti: IT). Each student of core classes 09A - 09C can choose one of the
elective subject groups 09fs — 09ti. Each class group is marked with the class group code "2".

Please note when using class groups that the order in which classes are listed under "Master Data |
Classes" is not arbitrary . Core and differentiation classes of any one year must be listed in sequence,
i.e. one below the other. A class group coded with a class group code smaller than that of the class
listed immediately above denotes the beginning of a new, totally separate class sequence with
completely different details (see the example above, e.g. between 08ti and 09A, or between 09ti and 10A

Lessons of classes coded with a class group code are marked as such in the scheduling dialogue.
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6.7.3

@ Unt.:252 Planungsdialog B | = H = || 29 |
2R JdM R A-FO0ERERTENITE -
Urterricht _ _ -
= Micht verplant ‘ |nformatior | Historie I Tauschketlanl @
15.9.2003 Urt. [Mvp |[Zeit Kla. [Le. |Fa. ?luﬂden e =
21.7.2004 257 [0 B |AGAT 507 Ek
Alle nicht i

FI
[ Multi-Drag =

Montag Dienstag Y - Mittwaoch Connerstag

1 2 3 4 ] ] 7 g8 1 2 & 40 |§ |6 T B 1 2 3 4 g B 7 8 1 2 3 4 ] ] 7 g
Unt. | 2562 !
Kia. [084 | M E 5P SP GE - 2 -2- -2- KR Im =M E D BN GE £ D W -2 -2 KR
Le. | LO7 J0A 084A .07C 068 08ss 085 TeE OBE 0oCr 06E UBE 10E 094 08 .07 0gs 094 068 068
Rrm. |RO9A |09A 094 oA 09tz 09f3 093 094 09A 09A 084 094 094 094 094 094 094 0Oz 097z 094

< | 1} 2

U-nr | Lehr, Fa, Rm. [Kla. |Zeit |Schulwoche | Studt Sonderext |Band | ZeilenText-2 ‘
-1

The symbol '=1="on Tuesday, period 6, in the row of class 09A means that a class with the same class
group code 1" is scheduled at the same time. (For this reason, a lesson should be scheduled for class
09A in this period, if possible.)

Tuesday, period 1, contains the symbol -2-'. This means that a lesson has already been scheduled for a
class with the class group code "2' and that it is not possible to schedule a lesson for class 09A at this
time without creating a clash .

Please also note that the additional class row for 09ti, which has a different class group code from that
of class 09A, shows the complementary entries to class 09A: Mon-1 to Mon-6 are coded '-1-' for 09ti
(scheduling not possible due to code '1"). Tue-1 to Tue-3, scheduled for 09ti, are coded '-2-' for 09A
(scheduling not possible due to code '2').

& 09fs - Kurs 9fs Stundenplan (KIa20-Diff) = =R
s [@ae s BEE.
Moritag Dienstag Mittweoch Donnerstag -

E 7 8 1 2 3 4 5 E 7 8 1 2 3 4 5 E 7 8 1 2 3 4 5 E 7 8

09f= F PH F |cH |
09nb Bl CH Bl |CH =
095w W Bl W [ PH b
09tc TC cH Bl | TC

09t PH ‘ IF [ cH IF il

< T 3

Display and printing

The timetables of core and differentiation classes can be displayed neatly and clearly using Untis
oveniew timetable format 20.

Print the core and differentiation lessons of a class on a single timetable by accessing the master data
field Master class .
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Please note that Untis allows you to assign several different master classes to a class. The following
example demonstrates the advantages of that option.

P

@ Klassen / Klasse E] E@@
098 "HRENRRT &=
Mame |[Langname  KlLGruppe Hauptklasse -
»
1
1
Hurs 9fz 2 Sa 9k 9c
03nk  [Kurs Snk 2 Sa 9k 9c
09zvwy [Kurs Sy 2 Sa 9k 9c
03tc  [Kurs Sic 2 Sa 9k 9c
03t [Kurs S 2 Sa 9k 9c
104 1 10a
108 1 10k
10¢ 1 10c F
100 1 100
10E 1 10e
10fz  [Kurs 10z 2 108,10k 10c,10d 10 | _
10nk [Kurs 10nk 2 10a,10b,10c10d 10 r
10zvwy [Kurs 103w 2 10a,10b,10c10d 10
1Mc  |[Kurs 10t 2 10a,10b,10c10d 10
10t |Kurs 10t 2 10,100 10c,10d 1 0e
* o
E] Klasse* v |

The differentiation lessons of class groups 09fs, 09nb, 09sw, 09tc and 09ti are elective lessons for all
students of core classes 09A, 09B and 09C. The three master class designations allow you to print
complete timetables of all core classes including differentiation groups quickly and easily.
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6.8

6.8.1

- Demo-Datei Realschule Realschule NREW
U“tls 20 12 M ur filr Seminar Demodaten

Klasse 9A

Locking

Before timetable optimisation can run it is often necessary to /ock certain periods, lessons or even entire
master data elements such as teachers, classes or rooms in order to prevent Untis from making
changes at the places in question.

Locking periods

When one or more periods have been manually set for a lesson they can be individually locked in the
timetable by clicking on <Lock period>. This ensures that these periods will not be moved during
optimisation. Locked periods are marked with an asterisk (*) in the timetable period window and in the
period details window (see figure).

Deactivate the marking in the timetable period window by unchecking the option "Label locked periods
with a * mark" on the "Layout 2" tab under <Timetable Settings>.
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pr

@ M@[ﬂf
I [V \CHETENCE I el

1a [ Unterr.-St;. f-i:l{ivarva.nI (F7) L !i
28 \mem J ||:|

2 Micht vernlante St an A ccaa A e A s
a4 | ] | b

W=l RN B Wk =

b, D, Rila 13 1-41

1 | b

6.8.2 Locking lessons

If all elements of a lesson are to be locked, activate "Lock (X)" for the lesson in question. A locked
lesson will also be marked with an asterisk (*) in the timetable. Please note that you cannot remowe this
lock by clicking on the <Lock period> button.
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@ la - Klasse la {(Gauss) StuE]ﬁ[E]. EI@
F| a3/ Fas @ EFDT
= Zeitbereich 1a

1a - |
28 Wochenstunden I_

2 Micht vernlante St a6 aacaa An e anaa
4 | T 3

Sa
1 Bio
2 E
3 -
Wi == =]
4 B = 1 F wx ] m- x
FEMR R T&E L - OF% & @ &- 2
5 + KILe Mvple Wist Fix (X) Lehrer Fach Klasze(n) Fachraum Stammraum Dopp.Std. Block
6 2 [ Hue [EZ 18102820 R1a
7 2 [ ander [N 1a Warkr Ria 1-1
[ arist  [SESHMY 18,10 Th2 Ris
8 [ izt [wist 1a Ria
;_ Arist  E 1a Ria
L-Mr | Lehr, Fa., Bm. 35 | 2 Callazs  Mus 1a Rla
35 | Callas, Mus, R1] |39 7 Gl Callas  He 13 R1a 11
+3 45 2 [ wmowel B 1a Rla
P e L B, 2 s [ R D 1a Ria
] 2 [ cer Bio 1a Rila
]
(=] unr s Klasse* -
Caution:

If you lock a lesson for which all periods have not yet been scheduled, the missing periods will be set at
the beginning of optimisation but they cannot then be moved (switched) subsequently by the algorithm.
This results in significantly worse optimisation. For this reason, please only use this mark for lessons
that have been fully scheduled.

6.8.3 Locking master data

You can also lock certain master data elements if, for example, the limited number of periods of a part-
time teacher are to be entered and locked manually. In this case, use the "Lock (X)" field that is
available in all master data views. Again, it is not possible to remove the lock from periods locked in this
way using the <Lock period> button.
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| @ Lehrer / Lehrer E] EI@
@ Raume / Raum Gaus z - g | 4] | PHEERT L %
) _ Ty MNarge [Fix (%) [Mdebname [Raum [HohiStd. |Std.Tag |Mitt-pause |
@ Fiicher/ Fach ] - 1| [cadss | O cluss 03 2.5 12
Rt =g (1| | (O [ | |Me E N | @ Kiassen / Kiasse o) [==]=]
- T D T _Hu Helgo - = ¢
’Nam Fix () |Laggnam me s O el | Anger [ afderse 13m5%|@||@@5%?ﬁ“;& z
ch T lcolie B kr [} i O A Iagne | Fix () |Ligname |Raum |Hauptf..l’Tag |M'rt't-pause |Std..l’Tag
_D B Defisch T |:| |:| G » |:| Kifsze 15 (Gauss) Ria 41-2 4.5
— & kil B [ 1h) [ wWHsse1b (Mewton)  Rib 412 4.5
" His [ Gekchic R ] B — O r 2a) [ kiese 25 (Hug R2a 412 4.7
e &l R 0 L || |ce [ crvante 2k [ wiflese 2o (Anderser)  R2h 412 4.7
et Gl R ]| Ll | |Cune O cfre 3a| [ Kilsse 3aghristoteles)  R3a 412 4.8
mee &l Rl 0 L L * ] 3 [ wifese 36 (Callas) Pzl 412 4.5
| |Bio [ pidogie R ] E B — 4 [ wilsse 4 (Mobel) ps2 413 4.5
" len O Pl | |9 O s * 0
| Mus D Lk || Ps |:| PRelcoranm 2 18] Rea —
- * 0 se* v
| :’: E = 8 Unterrichtsgruppen / Gruppe EI o
el | B C i | T UTCILE
| |Hw [ i 2 Narfe [Fix (0 |Lafgname |Awioche |B-wioche
ko [ Kophen 22 » 1 widehe 2 B
L [ Thi 02 ] widrep =]
| |Spo & Thz 02 H1 [ 1. Bakjabr
* [ H2 [ 2 Webiatr
J K4 |:| Urigerricht Klazse 4
B N Fach* * ] | [}
E] ~—,¢ﬁppe* -

6.8.4 Locked lessons window

As explained in the preceding chapters, locks can be entered in different ways in Untis. You can obtain
a summary of all lessons locked in the school data by opening the "Lessons | Locked Lessons" window.
The list of rows contains all the lessons which are currently locked from being mowved, which Untis
(timetable optimisation) is not allowed to move. The columns indicate the level or the master data
element causing the lock. You can use the <Delete> button to remowve individual locks.

-

@ Fraerter Unterncht EI@
|8 3| & .

17% des Unterrichts ist fisiert
U-Mr | Lehrer |Fach |Klasse[n] |Unterricht fi. |Glup|:ue fiet. |Klasse fiit. |Lehrel fie. | Raum fir. | StammB aumn fi. |Fach fis. |Stunde fis.

|37 Callaz Ch 2a,2h,3a Muobel ]
2 Ander Wk 1al1b |
3 Azt Sporttd 1alb [l Spartk, |
B0 |Aub  Sportk 2b.2a ] S partt,
59 | Ander Wk 3adb [l Kii [
[ Azt Sporttd 3a.3b [l Sportk, [l
40 Mobel  Fel 2a [ Mobel |
93 |Hugo Kla 2a L]
49 Mobel  Rel 2b [l Muobel [l
G4 Mobel  Rel 3a [l Muobel [l
97 Mobel  Spa Ja ] Mobel |
74 | Mobel Rel 3 [<] Mobel [
85 |Mobel Rel 4 [l Mobel [
a0 Cuie  Sportéd 4 [l Sportk. [l
12 Mobel  Fel 1a ] Mobel |
29 Mobel  Fel 1b [ Mobel |
21 | Mobel Rel 1k [ Mobel [
11 Mobel  Rel Ta [l Muobel [l
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6.9

6.9.1

6.9.1.1

Room logic

The following chapter is dewvoted to the treatment of rooms. Special attention will be placed on the
difference between (subject) rooms and home rooms and how and why Untis assigns a particular room
to a lesson during optimisation.

Alternative rooms

Since rooms are usually a scarce resource when it comes to timetable construction, Untis provides the
additional option of assigning an alternative room.

Alternative room ring

Since each alternative room can hawe its own alternative room, you can create entire alternative room
rings by entering the original home room as the alternative room of the last alternative room in the chain.
The example below shows such an alternative room ring.

P

@Rﬁume;"ﬁaum E] = |IEI 3

mo B EE IR
Mame  |Langname Auzweichraum | -
Ri1a Klazzenraum 1a Rk
Rib Klazzenraum 1k F2a N
R2a Klazzenraum 2a R2h |E |
R2b Klazzenraum 2k R3a
R3a Klazzenraum 3a R1a -

E] Raum* -

R1a

R3a R1b

R2b R23

Untis can allocate either one of the five rooms, depending on which would improve the optimisation
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results most. Both the optimisation and the room optimisation tools take into consideration the order in
which the rooms are entered — an important criteria in the following two scenarios.

You can either recreate "geographic" aspects of your school by ensuring that the alternative room order
reflects the relative locations of the rooms in the school. This would save teachers and students from
wasting precious time when moving from room to room. In an alternative room ring, neighbouring rooms
should therefore be listed in sequence.

Another option is to use alternative room rings and chains to place the function of the rooms in context.
When a room capacity has been defined for individual rooms under master data, you can list alternative
rooms with approximately the same capacity in sequence (in an alternative room ring). Another aspect
that could influence the order of rooms in alternative room rings is the equipment provided in the
individual rooms.

Classes without a designated room

If your school has classes without designated rooms you can use pseudo rooms by assigning a fictitious
room to a class. You can do this by simply assigning a fictitious room, a pseudo room, to the class in
question and blocking this room for every period of the week (using time request "-3").

P 1

@ Zetwiinsche / Raum-63 E'@

Bafqs | B cem| g = .

Pz = Pzeudaraum 1 34

m

M antag
Dienztag

M ittroch
Donnerstag
Freitag

Samstag |6 NS RS R S

Enter a room from the classroom ring as an alternative room for your pseudo room. Untis will now select
a suitable classroom for the class (see example).
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-

a Raume / Raum E] E'@

[ -HBENRET]
Mame  |Langname Avzweichraum | -
Ria Klazzenraum 1a Rk

B Rib Klazzenraum 1k R2a

B F2a Klazzenraum 2a R2k

IR |Mla=senraum 2b R3a I

- R3a Klazzenraum 3a R1a A

Im Pzeudoraum 1 (3k) Ril1a r
Pz2 Pzeudoraum 2(4)  R2a

[ * | e

E] Raum - |

Ps1

/""R1a—,!.'

R3a R1b

R2b R23

| S

\

Ps2

Including pseudo rooms in an alternative room ring.
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6.9.2

6.9.3

Room allocation

Untis provides three different methods of allocating rooms:

1. Manual room allocation in the scheduling dialogue, on the scheduling timetable or on the timetable
(see chapter " Manual timetabling ")

2. Automated room allocation during optimisation

3. Optimised room allocation during room optimisation

The automated room allocation function during optimisation attempts to optimise timetables not just from
the class or teacher perspective, but also from the room perspective.

Untis may even schedule a lesson for a period where a suitable room is unavailable. The lesson is then
displayed in the diagnosis window under "Subject room missing". To suppress this behaviour, set the
room weighting of the specialist subject room to "4" (under master data) and the slider for "Optimisation
of room allocation" in the weighting dialogue ("Scheduling | Weighting") on the "Rooms" tab to position 4
or 5 ("very important" or "extremely important"). Periods for which the optimisation tool is unable to find a
suitable room will then remain unscheduled.

@ Raume / Raum [E] EI@

Th ~H A E R A T, wr—
Langname Auzweeichraurl | Faumgew.

Turnhalle 1 Th2 4
Turnhalle 2 Th 4

Schulkiiche 4 @ Gewfehtung EIIEI

Stundenverteilung | Zeitwiinzche I Jahrezplanung I Analyze |
Lehrer 1 I Lehrer 2 | klazsen I Facher | Hauptfacher | R aume |

K
Tuwr

urmichtig extrem wichtig

8

Optimierung der B aumbelegung

AN

The room situation can be re-optimised without altering the class or teacher timetables (see section after
next). This is useful when manual changes have been made to the scheduling of rooms and these
changes are to be taken into account in other areas.

Room capacity

When room sizes and/or class sizes at your school differ widely, set the optimisation and the room
optimisation tools to consider the capacity of individual rooms in order to prevent situations where a
small class occupies a room suitable for twice the number of students or a large class is crammed into
a small room designed for a much smaller number of students.

To ensure that the room capacity function works correctly, enter the following details (see also chapters
"Master Data" and "Lesson"):

Under "Master Data | Rooms"

e Capacity
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6.9.3.1

Under "Master Data | Classes

e  Students (male, female)

For couplings under "Lessons

e  Students (male, female)

Alternative room chain

If you would like the room optimisation tool to consider the room capacity of alternative rooms, the
alternative room ring must remain open, i.e. you need to create an alternative room chain, instead. The
example below illustrates this.

R3a == R2a == R2h == R1a =9 R1b

Kap. 22 Kap. 25 Kap. 29 Kap. 35 Kap. 39

The example shows that room R3a has a capacity for 22 persons. When this room is unavailable, the
next suitable room for this lesson is the slightly larger room R2a. The next room in the chain is the even
larger room R2b etc. The alternative room for R1a is R1b, and the chain ends here because R3a with its
lower capacity is unsuitable as an alternative room for R1b.

Room capacity and optimisation
If you wish the room capacity to be taken into consideration, check the relevant box in the optimisation
or room optimisation dialogue before starting an optimisation or room optimisation run.

Specify the level of importance of the room capacity function by adjusting the weighting option "Take
room capacity into consideration” in the weighting dialogue ("Scheduling | Weighting") on the "Rooms"
tab.
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6.9.4

Steuerdaten zur Optimierung | J

Ablauf der Optimigrning

| 0Ok | | Abbrechen |

O ptimierungs-Strategie (&, B, ]

& Schnelle Optimisrung -| {élgﬁLE%ansggTstunden 2u verplanen

3 JeSere der Opt: Anzahl Plane(1-20) 4 ABhrlichkeit zu'orplan (0-4, D=nicht
ahnlich, 4=zehr shrlich

2 O ptirigrungzschiritte je Plan [1-9) Flat bedingt fixieren
Lehrer Zuordnung bei Optimierung | Raumkapazitat beriickzichtigen I
F.eine Optimierung der Zuardhung T | Aubenstellen halbtagewesize
K.ein Lehrertauzsch mit anderem Fach Fiir Strateqgie D:
5

Tauzch nur fur gleichstuindige Unt.,

Tausch nur innerhalb Jahrgangsstube Mit Yaraptimierung
10% Doppelstunden

Lehrer laut Unterricht Doppelstunden besonders optimisren

Room optimisation

The room optimisation tool attempts to optimize the already optimised timetable by finding the most
suitable room available for each lesson. The software obeys the following rules:

Lesson periods will not be moved.
Double periods (or period blocks) take place in the same room wherever possible.

When the software is unable to schedule all of the periods of a subject in the designated subject
room, Untis tries to ensure that all classes have the name number of lessons scheduled in the
subject room (e.g. if the school has 34 classes and only one Physics lab, Untis tries to ensure that
each class has at least one period in the specialist subject room).

When the optimisation tool is unable to schedule a lesson in a designated alternative room, the
room optimisation function ensures that the lesson takes place in the designated home room,
instead.

The software attempts to allocate the same room to a class (or teacher) for the duration of an entire
half-day. This is of particular importance for classes without a designated room. These should be
allocated with the aid of pseudo rooms.

Preference is given to alternative rooms listed close to the designated room in the alternative room
chain.

The rooms specified in"Lessons" window take precedence over alternative rooms. This is of
particular importance for classes without a designated room. A class without a designated room
must never displace another class from its designated home room and can only be scheduled for a
home room that is readily available.

When a lesson is marked "r" All periods in the same room" (on the "Codes" tab under "Lessons |
Teachers" or "Lessons | Classes"), the room optimisation tool attempts to schedule all the periods
of the lesson in the same room while at the same time taking the room capacity into account.
Rooms that are not designated home rooms are allocated first, and preferentially to double periods
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6.9.4.1

and period blocks.

The following example demonstrates the function of the room optimisation tool:
Example: step 1

Please open the file "demo1.gpn".

Seven classes are listed under "Master Data | Classes". The column "Room" in the grid view shows that
a pseudo room has been assigned to the last two classes ("3b" and "4") This means that these two
classes do not have a designated room of their own. You can view the alternative rooms under "Master
Data | Rooms" They form the same alternative room ring that was displayed in the previous example.
The alternative rooms allocated to the two pseudo rooms are the rooms for 1 and AA ("R1a" and" R2a").

- 'y

& Klassen _-"'KlasseE] == ][ =]

13 -HlER e

Matne |Langnaime Raum
[ ﬁ Klasze 1a (Gauzs) Fl1a
1h Klazze 1b (Mewton) F1h
2a Klasze 2a (Hugao) F2a
Zh Klasze 2b (Anderzen]  RZb
a3a Klasze 3a (Aristateles)] R3a
Sh Klasze Sh (Callas) P=1

4 Klasze 4 (Mokel) Ps2

*

E] Klasse* -
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6.9.4.2

6.9.4.3

£ »
@ Raume / Raum B [= || = || == |
= "EHIREORR| 2
Mame  |Langname Ausweichraum
[ Turnhalle 1 Thz
Thz Turnhalle 2 Thi

Phys  [Physiksaal
Verkr  [vWerkraum

Twwr yyierkraum tedil
K Schulkiche

Rl1a Klassenraum 15 Rk
Rk Klas=senraum 1h R2a
R2a Klazzenraum 2a R2k
R2k Klaz=enraum 2b F3a
R3a Klazzenraum 3a Fia

Pz Pzeudoraum 1 (3k0 Ria
p=2 Pzeudoraum 2 (41 R2a
*

E] Raum* -

Example: step 2

When you have opened the file a class timetable should already be open. Open another timetable
window via "Timetable | Rooms".

A number of columns in the class timetable may be marked "Before school starts". Select the next
week in the date selection box of the timetable window to display the timetable for the days you wish to
view.

Example: step 3

On the class timetable, click several times on <Other element in period> until the room details are
displayed. Repeat the same process for the room timetable until each period displays the class
scheduled to have lessons in the room.
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4 |Thz | Rib | R1h | R2a | R1b | Rla

5 | rR1b | Thz. Thz.

6 R1a.
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8 Warkr.
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Mo | Di | Mi | Do | Fr | Sa

1 1h _ 3a | 2b | 3a | 1o | 1a

2 Ja | b | 1b | 1a 1a

3 1h [ 1a | 1b | 2b | 1h 4

4 la b | 2a | 1b | 1a

5 * 2a.

6 3a 1a.

7 Zh

8 3a.

L-mr | Lehr, Fa., Bm. Kla. | Zeit Scl

22 |Rub,D,R1a(R1m 1h  19.9-3.2. 1-1

H1
F] 1] k

Inspect the timetable of a class and of its home room. The examples above show class 1a and its home
room R1a. As you can see, the class is not always scheduled to hawve lessons in its home room
because the room is occasionally occupied by other classes

6.9.4.4 Example: step 4

Select menu item "Scheduling | Room Optimisation".
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6.9.4.5

Flanung Stundenplan Berichte

Gewichtung

Dptimierung

Optimierte Plane

T’E Raum-Optimierung *

'?51 Diagnose
Fixierter Unterricht
Diagnosewerkzeuge k

Planungsdialog

Planungs-Stundenplan

& &

Alle 5tunden entplanen

The room optimisation dialogue appears, where you can specify if you wish to optimise locked and/or off-
site rooms and if the room capacity should be taken into consideration.

Example: step 5

Click on <Start Room Optimisation>. Click on the button again when the room optimisation run finishes.

Raum-Optimierung | J

Auch fisierte Stunden optimieren
Auch dizglozierte Stunden optimieren

Berlickzichtigung der Baumk.apazitat

Start Raum-Optimierung

As you can see, the room optimisation tool has allocated the home room (R1a) for most of the lessons
of class 1a and the designated subject room (PE and Design) for some of the lessons.
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6.9.5
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5 1a 2a.

6 1a.

T

8 4 3a.
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g Callas, Ke,R1a 1a AwWa 1,3579111

El {1 I

Please note the situation for classes without a designated room. Before room optimisation, class 3b was
scheduled to have lessons in room R1a on Tuesday, periods 4 and 5. Class 4 was scheduled for room
R1a on Saturday, period 4. The room optimisation tool moved both classes to another room since the
placement violated the rule that a class must not be displaced from its home room.

After the room optimisation run, the situation is very different. Class 1a is back in its home room on
Tuesday, period 4 and 5, and on Saturday, period 4. Instead, class 3b occupies room R1a on Monday,
period 4, when class 1a is scheduled to have a PE lesson in the sports hall. Class 4 is scheduled in
R1a on Saturday, period 5, because again, the room is not required by class 1a .

Any periods not yet allocated to a suitable room (as is often the case for classes without a designated
room) can be assigned manually using the scheduling dialogue.

The role of subject rooms and home rooms

The entries for the specialist subject rooms are pivotal for room scheduling.

Let us assume in the following example that rooms have been entered in the subject room and home
room fields.

Room optimisation would now attempt to schedule all periods for physics lesson number 95 in the
specialist subject room physics laboratory.
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@ Unterricht / Klasse @ E o || B )] E2
2a "HEEMNMR RTEHEFL - OF & o

L-pr I+ KILLe Bvpl  Wst Lebrer  Fach Klaszein) Fachraum Stammraum  Dopp.Std.  Block

11 4,1 2 Hugo [0 1a,10,25,20 Ria

E 3,7 1 Callas  Ch 2a.2bh 33 R2a

75 @22 3 Rub  [Sparti] 2b 25 Tht R2b

8l @22 2 curie TN 20 2= FE Rzt 1-1

54 2,1 1 mew [ 23,20 R2a

18 2 Hugo  His 2a R2a

38 1 Callas  Mus 2a R2a

41 2 Callas  KHe 2a R2a 11

43 2 Mobel IEE 2a R2a

59 4 Cer O 2a R2a

G0 4 Cer E 2a R2a

ES 2 Bio 2a R2a

a0 4 hat 2a by

a5 [ 2 Fh 28 Phys RZa

B LI-Mr M = Klasse* -

Note:
If this condition cannot be met, optimisation will attempt, as in the example, to share the physics
laboratory equitably among all classes with a claim on it.

Let us assume that the physics laboratory is not free for one of the two periods in which optimisation
attempts to schedule physics lessons. In this case, room optimisation would schedule these periods in
the home room - R2a in our example.

The timetable periods detail window will then indicate that room R2a has been allocated instead of the
desired Phys (in parentheses).

As a general rule, if the desired subject room is not free, room optimisation will ensure that the period in
question is held in the home room

Please note that you could specify a (different) room to relocate lessons for each individual lesson if the
desired subject room is not available.



282

-

a 2a - Klasse 2a (Hugo) Stundenplan (Kla-HTML) E] E] EI@
EE R e -

+]  Zeithergich Stundenplanveraleich -
2a = ] |
32 \_-'\-"ochenstunden I [ ki L4
0 Micht verplante Std. 19 9 2011 . 306 2012 Mur gednderte Plane N

Montag Dienstag Donnerstag Freitag Samstag
1 kius Callaz RZa G Hugo - u} Car Rza n] Car Rza
Ke Callas RZa

Mobel RZ2 Gy Hugo Ria

Curie

Ander

L-Nr | Lehr, Fa., Rm. |Kla. |Zeit |Schutwoche | Studt|Sonderext |Band | ZeilenTest-2
85 | Mew,Ph, RZa (Phys) 2a 1-41 26

— X
/

Tip:
If 3 periods of a 5-period lesson hawe to be held in a subject room (i.e. not in the home room), enter a 3
in the field "Periods in room".

You must do the following if it is absolutely necessary for lessons to be held in a specific (subject) room:

1. Set the room weighting for the room in question to 4, and

2. Weight the parameter "Optimisation of room allocation" on the "Rooms" tab under "Scheduling |
Weighting" with 4 or 5.

Alternatively, you can delete the entry in the home room field for the lesson in question.
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@ Unterricht / Klasse E] E] |E||E||E|
23 "HEENR AT EHEF Fw-OF & & 7

L-pE I KILLe Bvpl  Wst Ist Lehrer  Fach Klaszein) Fachraum Stammraum  Dopp.Std.  Bloc

11 4,1 2 Hugo [E 1a,1b.2a.20 Ria

5 3,7 1 Callas  Ch 2a,2b3a R2a

75 2,2 3 Rub  [Sporkl 2 2a Thi R2b

a1 2,2 2 Curie 2h,2a [ Rzb 1-1

54 2,1 1 new [ 220 R2a

18 2 Hugo  His 2a R2a

38 1 Callas Mus 2a R2a

41 2 Callas  He 2a R2a 1-1

43 2 Mobel  IEE 2a F2a 1

59 4 Cer O 2a R2a

G0 4 Cer E 2a Sp-Lak

BS 2 Cer Bic 2a " e

90 4 e Pt 2a R2a

95 2 e Ph 2a Phys R2a

B U-Mr = Klasse* -

If you have only made an entry in either the subject room or in the home room fields (as in the above
example for lessons 59 and 60), processing will as a rule be identical:

room optimisation first tries to allocate the desired room (or one of its alternative rooms) to the all

periods of the lesson in question.
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6.9.6
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4
60 Splab Maob 2
2
2
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32 Phuys Da1 3

If this does not succeed, what happens then depends on the weighting settings on the "Rooms" tab
under "Scheduling | Weighting": the lesson periods remain unscheduled or no room is allocated.

Periods without a room will always be displayed in the diagnosis.
Off-site rooms

Off-site rooms are specialist subject rooms and classrooms located at such a distance from the main
school building that a whole period needs to be set aside to allow teachers and students to reach the
off-site rooms. The automated optimisation function takes the length of the walking time into account
when optimising the timetable.

A PE teacher is scheduled to teach periods 1 and 5 in the main building and period 3 at the (off-site)
sports track. The timetabling tool will ensure that periods 2 and 4 remain unscheduled for the teacher to
allow him or her sufficient time to reach the sports track.

Breaks of different lengths

Many schools use timetables where some breaks are longer than others and where it is therefore
possible to reach an off-site location during one of the longer breaks. Breaks of sufficient length to reach
an off-site location can be marked "+" in the time grid under "Breaks".
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The figure above shows that the break between periods 2 and 3 is sufficiently long enough to reach the
off-site location. The PE teacher in the example above would therefore be able to teach period 2 in the
main building and still manage to reach the sports track in time for period 3.

Half-day external site

With the "Half-day external site" option it is possible to specify that teachers and students may not
switch buildings for half a day, thus minimising the number of times they need to switch buildings.
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Steuverdaten zur Optimierung .

Ablauf der Optimigrning [ Ok ] [ Abbrechen ]
O ptimierungs-Strategie (&, B, ]
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6.9.6.1 Start time graduation

Instead of wasting an entire period to reach an off-site location, the start time of certain lessons can be
adjusted slightly to suit the situation.

Using this method, the PE teacher from the previous example can be scheduled to teach periods 1, 2
and 5 in the main building and period 3 at the off-site sports track. The software schedules a 4. free
period for period 4 to allow the teacher sufficient time to return to the main building after period 3.

Beginnzeiten - Hauptgebiude Beginnzeiten - Auenstelle
A

t 3

d (-

EHHEIH}HJEE HEEE[| =&
HEIHHEEI T H}H}H_]J )

Af L
—
=
=
1. Stunde: 8:00 1. Stunde: 8:15
2. Stunde; 9:00 2. Stunde; 9:15
3. Stunde: 10:00 3. Stunde: 10:15

LIS, LIS,
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6.9.6.2 Off-site codes

Off-site rooms are marked with an off-site code entered under master data.

Off-site rooms with graduated lesson starts
Enter the same (numerical) off-site code for all the rooms at an off-site location where you operate a
system of start time graduation . Permitted values are between 1 and 9.

Hauptgebaude |Weg AuBenstelle 1 Weg| AuBenstelle 2
zeit zeit
_ g =)
NOOEE0DE}
g ylulult)
) . N N
i ” o
i - = =
?('SIOZ' keines 5 1 5 2
ennz. c c
=| 1. std 08:00 3 08:15 3 08:25
82 st 09:00 09:15 09:25
=
'E':’ 3. Std 10:00 10:15 10:25
Q4. std 11:00 11:15 11:25

Your school has two off-site locations. The first is a 15 minute walk away from the main building, the
second a 10-minute walk away from the first off-site location. Enter a value for each off-site room as
described above to enable Untis to schedule the teacher as follows:

Period 1 — main building, Period 2 — off-site location 1, Period 3 — off-site location 2.

Untis allocates one free period for the return from one of the off-site buildings to the main building or from
off-site location 2 to off-site location 1.

Untis takes into account:

¢ The walking times for teachers and students to off-site subject rooms and classrooms

e The walking times for teachers and students from off-site subject rooms and classrooms back to the

main building

It is advisable to reduce the number of times teachers and students are obliged to move between main
and off-site buildings to an absolute minimum. The following example shows how to do this:

For teachers who teach both in the main building and at off-site locations, enter the number "1" under
Subject sequence - Teachers for lessons that take place in the main building, and the number "2" for
lessons that take place in the off-site building.
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—
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Untis will then attempt to schedule as many periods as possible in the same building for the teacher.
Off-site rooms without graduated lesson starts

If you are unable to graduate lesson starts as described in the previous section, you need to schedule
one free period each for the walk to and from the off-site location for teachers and students.

To achieve this use the off-site codes A — E for the relevant off-site rooms at your external locations.
To ensure the correct treatment of off-site rooms during optimisation, enter the following details:

Under "Master Data | Rooms"

e Off-site code
e Room weighting

Under "Scheduling | Weighting | Rooms"

e Optimisation of room allocation
e Optimisation of the off-site rooms

Periods scheduled for rooms with off-site code '1' are marked y and Y in the scheduling dialogue.
Periods scheduled for rooms with other off-site codes are marked z and Z (upper case letters denote
couplings).
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6.10 Optional subjects and fringe periods

Not every subject is attended by every student of a class. When this is the case, it may be desirable to
schedule such subjects at the beginning or the end of a half-day (in the so-called fringe periods ) to
enable students who do not take part in the subject either to come to school later, to leave school early

or to have a longer lunch break

To enable the software to schedule subjects in fringe periods, mark the subject with the code Optional
subject or Fringe period (under "Master Data | Subjects"). In principle, the two codes influence
optimisation in the same way but real differences can be made by setting different weighting factors.

The following weighting settings instruct the software to schedule optional subjects preferentially in the
last periods of a half-day, i.e. either in the last period of the morning or afternoon, while fringe period

subjects should be scheduled either in the first or the last periods of the day .

.-

@ Gewichtung oo s
Stundenverteilung | Zeitwiinzche I Jahrezplanung | Analyze
Lehrer 1 | Lehrer 2 | Klaszen | Facher | H auptiEcher I Fi Sume
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/ (} it letzter Unterrichtzstunde
zwizchen Warmittag und Machmittag
R andstundentach
it erster Unternichtaztunde
() it letzter Unterrichtzstunde
[] 2wigchen Yarmittag und Machmittag
(} Intermicht nicht in Fandstunde, wenn allg. Kennz. = G
0k ] [ Abbrechen ] [ Dbernehrmen ] [ Hilfe
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6.11

6.12

6.12.1

Code G has the opposite effect. Subjects marked " (G) Not a fringe period " are scheduled outside fringe
periods.

Main subjects

Subjects that are considered particularly strenuous or important for students can be marked with the

main subject code. This allows the optimisation tool to observe the following restrictions:

e Maximum number of main subjects that may be scheduled for a class per day

e Maximum number of main subjects that may be scheduled in sequence for a class

e Maximum number of main subjects that may be scheduled to take place after a defined boundary
period.

To ensure the correct treatment of main subjects during optimisation, enter the following details:

Under "Weighting | Main subjects”

Respect max. number of main subjects per day for classes
Respect max. number of consecutive main subjects for classes
Boundary period

Main subjects max. once after boundary period

Main subject at least once up to boundary period

Please see a detailed description of the boundary period function under " Optimisation - Weighting
parameters ".

Under "Master Data | Subjects”
e Code (M) Main subject
Under "Master Data | Classes"

e Max. main subjects per day
e Max. consecutive main subjects per day

Subject sequences

Subject sequence codes can be entered for subjects and lessons. Subject sequence codes entered for
subjects apply to the entire school; codes entered for lessons only apply to the classes (teachers)
involved in the lesson.

Note:

Subject sequences are 'soft' conditions for the algorithm, i.e. they may be ignored in extreme cases. A
weighting slide control can be used to control the importance attached to these fields. Use fixed subject
sequences if the subject sequence must be respected (see chapter " )Subject sequences )")

Positive subject sequence

Classes

It may be desirable for pedagogical or organisational reasons to schedule certain subjects in sequence.
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@ Ficher / Fach E'@

*

E] Fach v

For example, to allow time for a two-period written exam, you want to schedule the subjects German
(DE) and Math (MA) in sequence. It is irrelevant in this case if the sequence is DE-MA or MA-DE.

Version 1

Applies to the entire school
Enter the same numerical subject sequence code (under "Master Data | Subjects") for both subjects, e.

g. "5" (see example below).
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Version 2

Applies to a particular class (e.g. class "4")

Enter a numerical subject sequence code (under "Lessons | Classes") in the relevant lesson rows for
class 4, e.g. "5".

Teachers

You can also enter subject sequence requests for teachers. This is a useful function for subjects that
require elaborate experiments to be set up. For example, a teacher who teaches Physics to three
different classes of the same year may request to have these lessons scheduled in sequence to allow
him to show the same experiment several times in a row.

Another example inwlves teachers who teach PE plus another subject. The PE lessons should, if
possible, be scheduled in sequence so that the teacher is not obliged to change into PE clothes several
times a day.

In both cases, enter the same numerical subject sequence code for the lessons you want to schedule in
sequence (under Subject sequence - Teachers ).
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6.12.2 Negative subject sequence

On the other hand, it may be desirable to prevent specific subject sequences. If this is the case, simply
enter an alphabetic subject sequence code (letter from A to F). The optimisation tool will take into
account that lessons with the same alphabetic subject sequence code should not be scheduled in
sequence.

For pedagogical reasons, the Modern Languages subjects English (E) and French (F) should not be
scheduled in sequence for class 3a. Enter the letter "A" in the column "Subject sequence —
Classes" (see example).
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67 2 Cer Bio 3a R3a

E] U-MNr = Klasse* -

-

The following details are required to ensure the correct treatment of subject sequences during
optimisation:

Under "Scheduling | Weighting | Teachers"

e Respect subject sequence - Teachers
and/or

under "Scheduling | Weighting | Classes"
e Respect class sequence - Classes

Under "Master Data | Subjects”

e Subject sequence (classes or teachers)
or

under "Lesson"

e Subject sequence (classes or teachers)

Class Clash Code (CCC)

Teachers, classes and rooms may never be double booked by the Untis optimisation algorithm.
However, exceptions may make sense when it is certain that lessons of the class in question are
attended by different students.

The students of class 1a attend either Choir or Orchestra, but none of the students attend both. Enter
the same numerical CCC for both lessons (permitted values 1 - 9), e.g. "5" to instruct the Untis
optimisation algorithm that the lessons Choir and Orchestra may be scheduled at the same time, but
that this is not compulsory (see example on the following page).
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e

opl= = )

@ 2a - Klasse 2a (Hugo) Stundenplan (KlalA)

7 A [@re e POES.

iy
Montagq Dienstag Mittwoch Donnerstaq Freitag Samstagq
1 £:00 D Ph E Mat Rel
8:45 Cemantes Tw Newton Cemantes Newton Nobel
Curi - -
s Rel == Bio His Gz. D
9:40 Mobel Cervantes Hugo Newton Cervantes
3 9:50 Mat Sportk. His 1] 1] E
10:35 Newton Eubens Hugo Cemantes Cemvantes Cemantes
4 10:45 E Mat Mus Mat E Gw.
11:30 Cemantes Newton Callas Newton Cemvantes Hugo
5 11:40 Ch. Bio
12:25 Callas Cemantes
6 12:35 Gw.
1320 - H
[Klavier | Cello — Chor. |Orch.
Hugo Callas Zauzs |(Mewton
?’ 1330
1415 - - )
Ke Klader | Geige SportK.
Callas Anderse |Aristotel Eubens MI
B 1425
15:10 Newton
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6.14

@ Unternicht / Klasse |Z| |E| E@@
2 "HEENER R &HS - 0OF & [ G il -

U-Mr = HILe Mvpl Std. Wst Ist Lehrer Fach Klasseln) Fachraum Stammraumn  Dopp.Std.  Bloc  KEK

1 4.1 2 Hugo Gy 1a1h2a,2b R1a

37 + 3,7 1 Callaz  Ch 2a,2b3a R2a

34 2.1 1 ey Gz Za,zh R2a

=0 3 2,2 3 Fuk Sportk 2k 2a Thi R2k

23 + 2,2 2 Curie Tuw 2h2a Tuwr R2b 11

M 2,1 2 Gauss  Char 2a.zh R2a 1-1 1

92 2.1 2 ey Orch 2a.2h R2a 1-1 1

33 4 ey hdat 25 R2a

35 2 R Ph 2a Phrys R2a

36 2 Hugo His Za R2a

35 1 Callzs  Mus 23 R2a

39 2 Callas  Ke 25 R2a 1-1

40 2 Mobel  Rel 2a R2a

41 4 Cer [n] 2a R2a

42 4 Cer E 28 R2a

43 2 Cer Bio 25 R2a

93 2 Hugo  Klawier  2a R2a 1-1 2

94 2 Ander  Klavier  2a R2a 1-1 2

a5 2 Arist Ceige  2a R2a 11 2

95 2 Callaz  Cello 28 R2a 1-1 2

|L| U-Nr : Klasse* -

Let us assume that there are three subject groups. Each student chooses one of the groups and attends
all the lessons offered within this group. Conflicts between the individual groups are therefore
permissible. Assign the same CCC letter to all lessons that must not be in conflict with other lessons.
Assign a different CCC letter to all lessons where conflicts are permissible.

. CcC
Subjects C
Group 1 | French and Italian A

Group 2 | Chemistry and Physics | B
Group 3 |Literature and Drama C

Please note that entering a CCC permits , but does not enforce the creation of a conflict between
lessons. Consequently, the diagnosis tool will not display an NTP (non-teach period) for classes when
the lessons marked with the class conflict symbols A, B and C are not scheduled at the same time .

Timetable comparison

It is often useful and necessary to compare timetables with each other, for instance when you implement
manual changes or when you want to compare different versions of your timetable after the completion of
several optimisation runs. For this purpose, Untis provides the function "Timetable comparison”
described in this chapter.
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6.14.1

First, the chapter will introduce a number of settings options relevant for timetable comparisons.

e Comprehensive ovenrviews, i.e. two timetables with format 20 or 30, provide an overview of the
timetables of the entire school.

'Timetable' tab

Under "Settings | Miscellaneous", open the settings dialogue and select the "Timetable" tab. Here you
will find an input block with different settings for comparing timetables.

sveecrsetro, I ==

HT kL | E -t ail | Ferioden I Autal nfo | | nternet
Sichern | D ateiablage | Stundenplan | fnpazeen | Wwertriechhung | W arhLngen
29 Shundenplan-Yersion

Stundenplanvergleich
[ ohine R&ume
Detailierter Wergleich bei Kopplungen

Flazzenunterschiede wirken nicht auf Klazsen

(7 Wergleich ohine Fensterteiung
(7 Horizontale Fensterteilung

@ Yertikale Fensterteilung
[ D atumssypnchronization
[] Bei Perioderwechzel Stundenplan auf Periodenbeginn stellen

DragéDrop in den Stundenplanen aktivieren

Ok || Abbechen | | Hire

The following settings options are available:

Without rooms

Check this box if you want the software to ignore individual rooms during the timetable comparison.
Detailed comparison for couplings

Activate this option if you only want to see the timetable differences for the elements of the selected
coupling row, but not for all the elements of the selected lesson.

Classes: ignore changes in couplings

This option is only available when the previous option is active. If the timetable changes involve classes
only, the changes are only displayed on the class timetables of the classes affected by the changes.

During a timetable comparison, a second instance of Untis is started. The next three settings concern
the arrangement of the two windows.
Comparison without window arrangement
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6.14.2

6.14.3

Select this option if you want to arrange the two windows manually.

Tile horizontally

Select this option if you want Untis to arrange the original timetable at the top and the modified version
at the bottom.

Tile vertically

Select this option if you want Untis to arrange the original timetable on the left and the modified version
on the right.

The selected window arrangement is not fixed and you can manually change the arrangement at any
time. As soon as you close the second window, the original Untis timetable reverts to its former state (e.
g. full screen).

If you have two monitors connected to your computer or later), you can display the two versions on two
separate screens.

‘Layout 2' tab

Another settings option allows you to specify how the differences between the two versions should be
displayed. Open a timetable (e.g. "Timetable | Classes"), click on <Timetable Settings> and open the
"Layout 2" tab to view and select different display options.

Layout 2 | HTHML
eanderte Stunden
| Rot

Fett

F.ursiv

Mit | hervarheben
Unterstreichen

Note:
The <Timetable Settings> button can only be activated when no timetable comparison is active. ‘|

Starting timetable comparison

Start a timetable comparison as follows:

Open a timetable (e.g. "Timetable | Classes") and, if necessary, enlarge the upper part of the window —
the details window — until the combo box "Timetable comparison" becomes \isible. Activate the function
by ticking the box with your mouse.
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@ la - Klasse la {(Gauss) Stundenplan (Klal) @E EI@

= | Zeitbereich Stundenplanvergleich -

1a = .
28 Wochenstunden I kv

2 Micht verplants Std.  17.92012 . 296,203 Mur gesnderte Plane
Klazzein) -

m

The timetable comparison dialogue window will appear and instruct you to start Untis a second time.
Specify if you wish to open the current file a second time or if you want to open a different file.

Stundenplanvergleich . 2

Itz muid fur den Stundenplansvergleich ein zweites Mal gestartet werden.

Stundenplandatei

Durchzuchen

o | Wit der aktuellen Datei [C:\Program Files #3615 ntizD EYdemo. gpn]

Soll Untig jetzt gestartet werden 7

The following list summarises the different items you can compare:
e Different files, i.e. timetables saved under different names

e Different school weeks (of the same file). Open the same file in both Untis versions and select two
different weeks from the timetable display

e Different terms of the same file (for use with the Multiple Term Timetable module)

e Changes to the current work file since the file was last saved

Note:
The second timetable must have the same format and the same number of columns and rows as the first

(an important factor when comparing timetables from different files).

Select the desired option and click on <Yes> to start Untis a second time. The two versions will be
arranged as specified. You may have to move the navigation bar to the bottom or the right window edges
to be able to view the entire timetable. The second version also displays a timetable.
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6.14.4 The process of timetable comparison

The two Untis timetable versions communicate with each other and exchange information. During this
process, the traffic light situated next to the timetable comparison combo box is green.

Stundenplanwvergleich

Mur geanderte Plane

Stundenplanvergleich

I ak ki

Mur geanderte Plane

When the timetable comparison function is active, the two timetables are synchronised. This
means that you can scroll from class to class in one of the two timetables, and the other timetable
automatically scrolls to the same class. Mowe the cursor from period to period and the second timetable
will always display the same period.

The example on the following page shows an active timetable comparison. The RE lesson is highlighted
because it is scheduled for different periods (left, Tue-5; right, Thu-5).
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"_ Untis MultiUser 2012 - demc '-...'lL"'I"I ’] Wil

Datei EBearbeiten Stammdaten Unterricht Planung Stundenplan

Einstellungen Module Fenster 7

B dAs [@ere s PEE&A.

Berichte

ffad @ d-8 0000 Bl s @73

]
CI|QARESE Eom( =5

[=] Zeitbersich
1a - EI
28 Wachenstunden

2 Micht verplante Skd.

Stundenplanvergleich
I aktiv

17.9.2012 - 29.6.2013 Mur geanderte Plane

Montag | Dienstag | Mittwoch |Donnerst.

|
: Gw. Hugo | Mus Callas

Mus Callaz

Bio Cer

He Callaz
4 1045
11:30

5 1140

12:25

Freitag

0 m

Bio Cer

: Gw. Hugo :
|/

B 12:35

13:20

? 13:30

14:15

8 14:25

15:10

T

—
- Stun -.ql|l]Mm - =] |

x

>
-

Mit F1 erhalten Sie Hilfe.
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@ Untis MultiUser 2012 - demo - Testschule DEMO - Stundenplan 2012/2013

[atei EBearbeiten Stammdaten Unterricht Planung Stundenplan  Berichte  Einstellungen

Module Fenster 7

fead a4-8 0000 +BEs B @e®LH.

B AAs @re s P&
[=] Zeitbereich Stundenplanvergleich

1a -
= o
28 Wochenstunden I <kl

2 Micht verplante Std. 47 92092 29,5, 2013 Nur gednderte Plane

Bio Cer

Mus Callaz Rel robel HEEES
Bio Cer
Ke Callasz
I Rub Gw. Hugo

Mit F1 erhalten Sie Hilfe.

All three periods of German are also highlighted, the reason for which is shown in the period details
window in the bottom part of the window. In contrast to the timetable on the left, the timetable on the
right shows that a room has been allocated to the lesson. The room difference would not be displayed if
the setting "Without rooms" had been activated.
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6.15

Stundenplanvergleich

%H ur geanderte Plane

Below the combo box , Timetable comparison®, you will see another combo box entitled "Only modified
timetables". This function can only be activated when a timetable comparison is active. Checking this
box automatically activates the function in both timetables. Untis proceeds to compare all the timetables
of the selected element and displays a message box showing the number of timetables in both versions
that contain differences. Close the message box by clicking on <OK>. When this function is active, you
can only scroll through timetables that contain changes. Timetables with identical contents are no longer
displayed.

The function "Timetable comparison" allows you to compare the following timetable formats:

e Single timetables, i.e. two timetables of format 01 or 10, are usually displayed side by side.
Window groups

Different timetabling tasks often require the instant availability of very different types of data. When
assigning teachers to lessons, for example, you may find that an open scheduling dialogue is more a
hindrance than a help. Equally, the presence of a weighting window on screen would unnecessarily

clutter up the screen when all you are trying to do is some manual fine-tuning of the timetable.

Untis solves this problem with the Window Groups function that allows you to set up the screen for a
specific timetabling task and save the window position so you can call it up again at a later point in time.

The following example will demonstrate how to create a windows group.

1. Open the demo.gpn file and arrange the windows as shown in the figure
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'@ Untis MultiUser 2012
EDate\ Bearbeiten Stammdaten Unterricht Planung Stundenplan Berichte Einstellungen Module Fenster 7

femHd @L4-8 0000 FEEs B @7,

@ Klassen / Klasse Mo |[@ ] =] || @ untenicht/Kiasse WP (=)= =]
‘s B BENRET H52 Q0 H i B BEMR EYSS Fw-0E A8 ER-8 2
Mame | Langnatme Raum Hauptf.Tag  Mit-pause  Std/Tag U-Mr #KLe  Pvpl Std wWst Jst Lehrer Fach Klazze(n) Fachraum Stammraum Dopp.Std.  Block

Klasse 18 (Fauss) Rla 412 4-6 " 4,1 \ 2 Hugo 1a,1b2a 2 Rla
Klasze 1h (Newton) Rib 4 1-2 4-6 7 2,3 2 Ander 1a wWerkr Rla 1-1
Klasse 2a (Hugo) Rza 412 47 73 2,2 3 Arist [Spamhil 12 1h Thz Ria
Kiasse 2b (Andersen)  RZb 412 47 kil [ arist [Mat | 1a Ria
Klasse 3a (Aristoteles)  R3a 412 48 3 3 aist B 1a Ria
Klasze 3h (Callas) Pz1 4 1-2 4-8 35 2 Callaz  Muz 1a Rla
4 Klazze 4 (Nobel) Ps2 4 1-3 4-5 39 2 Callaz  Ke 1a Ria 1-1
* 46 2 Mobel  [GE] 1a R1a
53 82 s Fub D 1a Ria
E Klasse - 63 2 Cet Bio 1a Ria
:' Lehrer / Lehrer @ EE E] U-Nr E‘ mr— my
ious CHEEMREY HFEE QBB
Mame | MNachname Raum HohlStd Std.Tag  Mitt-pause Akt. Q Unterricht / Lehrer E] E] E@
0-3 2-6 1-2 Al 5 . - .
TRl ewtor & T icus B BEMR BETAS - ORE A8 L @2
Hugo (Hugo 01 4.7 1-2 U-Mr #KILe MwplStd.  Wst Jst Lehrer Fach  Klassein) Fachraum  Stammraum  Dopp Std.  Block
Andel| Andersen 01 4-B 1-3 B 3.7 | 1 Gauss 2a2h3a Rzb
Arist | Aristoteles 01 4-6 1-2 7 2,3 2 Gauss m 1h whierkr Rla 11
Callas| Callas 0-1 4-6 1-2 ANT 1 4 Gauss R3a
Mohel | Mobel 01 4-6 1-2 A7 3 1,2 2 Gauss R3a 01
Rub  [Rubens 01 4-7 1-3 ANE 4 1,2 2 P=1 11
Cer |Cervartes 01 4-7 1-2 El 2 01
Curie | Curie 01 4-7 1-3 ANy 52 [#1,2 4
*
|
B Lehrer* | 4 E] U-Nr Diﬂ Lehrer

|
Mit F1 erhalten Sie Hilfe. 0/- UF||NUM||RF|

2. Click on the <Windows Group> button in the main tool bar. Alternatively you can open the window
via the function "Windows | Window Groups".

Fenster i ¥

Fﬁ Fenstergruppen M
Lag'

Uberlappend
Untereinander
MNebeneinander

Symbole anordnen
Alle Fenster schlieen Strg+K

1 Klassen / Klasse

2 Lehrer f Lehrer

3 Unterricht / Lehrer

3. Click on the button <Save window group as> and assign meaningful short and long names.

Enter 9 in the field "Window group number" and confirm with <OK>.
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- Klick

@ Fe n EI@
a % .
Aktue e Diagnoze
M ame LanaPsmne | Keein Druck (Infa) | Mr.
Stundenphepn-Diagnoze [ 1
|| Stunderplan | Stundenplan ] 2
|| Infal Infol Lekrer [l 3
 Info2 Info? Klazzen der Fenstergruppe
LR Lehrfacherverteilin
|| Pldig Planungsdialog St_Unt M ame
| |ManFla M anuellez Planen
Standard Standard stammdaten und Unterichtzeingabe | angname
e Mr. der Fenstergruppe [O=ohne Mummer]

Please not that a button has been added to the "Window Groups" tool bar.

‘%%%%%%%%Q

If your screen does not display the tool bar, please left-click on the main tool bar and check the box

"Window Groups".

Hauptsymbolleiste

Info-5tundenplan
Abteilungen

Kursplanung

Fenstergruppen [}J

Anpassen

Now click on other button in the tool bar. Each button has been assigned a different window

arrangement.
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6.16

6.16.1

| Datei Bearbelten Stammdaten Untemicht Planung

imHd SR-8 0000 DI

denplan  Beri

- B @5 ®

@ stundenplan- Diagnase

TaF.

@y ===

Eintelungen Module Fenster

B, BHRRRBRHRD

1EH/6R-8 0000 +iNa 0B OIDIh. ARRRRHHRS

. A dos Di
w022~ 22110202 e

Engatedaten | Stundenpian
= Disgnose G A
5=15=1
- Klasse a
Fach 1 mal pio Tag icht mogich 4+
Pos Zetmunsch m Melsgrpmsenbessich 4 40

= Lehver
Urtesicht mi Lerven ofre Aaum

" 2Lcherm soben Raun
 Untenichtstolgen
Kursplanung

= Untericht
2u viele Unierichle mi Prioetat

Bite ssiekiiren Sie eien Diagnesepunk irks

2h (4 =]
Dlae g PIEBT

= Zebeech

»

3 Wochenstunden

1510202 - 5 I

Mo

Di

@ Kiassen / Kiasse

® = E=]

@ untermiche / Klasse

it F1 eshaiten Sie Hiffe,

ENRRT +=8 O 28"

D CHHFENRATY HE2 0 ® i CHEFENR RYLSS Hw- QR
Nerne  Longrame. Foum_Hougt! Tog_WR-presse 5 flag UN GKie NpiStd, Wel Jst Lehror Foch  Hssen) Fachroum Si
» [[fessetaonss  win [XE] 5 n e [_fwe [CEE .
T |osse 1o (Nevdor) Rl [EE] % -EX 2 Andsr i Vel R
20 {Kissse 200 = 412 . s @22 3 A T "
B |Massedn(argersen) R 412 a7 31 s e 1 ®|
3 |Hiasseda (Arstcteles) e 412 ) £ 5 ais  ENNNN te &
% |msse 30 (Coles) ps1 412 13 3 2 cals wus e ®
4 |Kissse 4 Qlobel) P2 413 42 £ 2 calss K 1a &1
» 0 2 b e "
53 Q2 s Rmb D 1a ®
= Hasse - e 2 G Be T ®
@ Lehver / Lehrer pEEE | 5o [ =

IR ETss fu- QER

MpISid Wl Jot Letrer Foch Klasseln) Fecrraum Stomr)

Tip:

You can transfer the window groups from one file to another at any time. To do this, open the file into
which you wish to import the settings and select "File | Import/Export | Timetable/Input Format". On the
"Import window groups" tab you can now navigate to the .gpn file from which you wish to import the

window groups and start the import process.

Export to Microsoft Excel

Untis allows you to export reports — and, with some additional steps, timetables — to MS Excel.

Exporting reports

Proceed as follows if you wish to export reports:

e Select the report you wish to export under "Reports | Select ..."

¢ Click on the <Excel export> button in the main tool bar and select the desired settings for export

¢ hen you confirm with <OK>, MS Excel will be launched and the report you selected will be

exported.
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] Unteniicht

Klazzen Block-Flan

("] Freie Stunden
[#(] Fach - Stunden - Liste
[# (] Stunden-Listen

] Pausenaufsichten

@ Listenauswahl EI@
] Obersichten
=] Belegungs - Statistik
Klassen Klick-Klick
Lehrer

]

Raum: 13413

X

[«

Ca
Eidl Start Ei % :::::l::.lpr:g:tlanung perprifen Ansicht Acrobat
& Datum - Fﬂ Bedingte Formatierun
EE | |EF - 9 o00| [EEAls Tabelle formatierer —
Einfiigen | 0 .00 1 . {aa
- J 1560 50| =y Zellenformatvarlagen
Zwischenablage ™ Zahl ] Formatvorlagen
AL Klick
A E [ o] E F G H
1 31.12.1979 31.12.1979 ‘Wochen - Stundenplan 17.9.2012
2 |Name Langname Eing Werfugbar Belegt std.-Min. Auslastung ok ST =TT, AUSTaSTTE
3 |Thi Turnhalle 1 12 45 10 07:30 =¥ 1 300 400 300:00:00 22%
4 |Th2 Turnhalle 2 12 45 10 07:30 22% 1 800 400 300:00:00 22%
5 |Phys Physiksaal 11 45 10 07:30 22% 1800 400 300:00:00 22%
6 |Werkr Werkraum 10 a5 10 07:30 22% 1 800 400 300:00:00 22%
7 Twr Werkraum te 13 a5 13 09:45 28% 1800 520 390:00:00 28%
4 K Schulkiiche 2 45 2 01:30 4% 1 800 80 60:00:00 4%
9 |Rla Klassenraum 25 a5 30 22:30 66% 1 800 1200 900:00:00
10 |R1b Klassenraum 21 45 21 15:45 46% 1 800 840 630:00:00
11 R2a Klassenraum 23 a5 29 21:45 64% 1800 1160 870:00:00
12 |R2b Klassenraum 21 45 25 15:45 55% 1 800 1000 750:00:00
13 |R3a Klassenraum 24 a5 30 22:30 66% 1 800 1200 900:00:00
14 |Psl Pseudoraum 21 0 0 00:00 0% 0 00:00
W4 0] Tabellel <5 = : . e S m —
Bereit EEEETT e ]
=

6.16.2 Exporting to Microsoft Excel

Untis allows you to export all timetables and reports to MS Excel.

Exporting timetables

Proceed as follows:

Right-click on the timetable and select "Copy in HTML format"
This copies the HTML commands required to display the timetable into the clipboard
<IDOCTYPE HTML PUBLIC -//IETF//DTD HTML//EN">
<html>
<head>
<meta http-equiv='"Content-Type' content="text/html; charset=is0-8859-1"><meta http-equiv="expires'
content='0"><meta name="keywords' content='Stundenplan, timetable'>
<meta name='GENERATOR' content="Untis 2012">
<title>Untis 2012 Timetable 2012/2013 TestSchool DEMO 2</title>
<style type="text/css">
a {color:#000000;}
</style>

</head>

<body class=tt>
<CENTER><font size="3' face="'Arial' color="#000000">
<TABLE border='0' cellpadding="1' ><TR><TD rowspan="2' width="5"></TD><TD> TestSchool DEMO </
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TD><TD rowspan="2' width='5"></TD><TD>Timetable 2012/2013</TD><TD rowspan="2" width='5"></
TD><TD align="right> Untis 2012 </TD><TD rowspan="2" width='5"> </TD></TR><TR><TD>For demo

and test</TD><TD>Valid from: 10 October</TD> <TD align="right>8.4.2011 9:27 </TD></TR></

TABLE><BR></font>

<font size="'6' face="Arial' color="#0000FF">

1a

&nbsp;</font> <font size="4' face="'Arial>

Class 1a (Gauss)
</font>
(etc.)

e  Switch to MS Excel and select menu item "Edit | Paste" (or CTRL+V).

@ 1a- Klasse La (Gauss) Stu@{i“ o =] =]
FdAAs [@re @ PP
= Zeitbersich D e
1a - =
28 Wachenstunden I i
% Mlinbb el Cd
Start Einfiigen Seitenlayout Farmeln Daten | LI | L2 @ - 3 X
B <[z Mo | Di | Mi |Do | Fr |sa | fe=n” =7 & o
= L hen- o g]-
Einfilgen |F &£ U - 1 E Mat mus | Mat | Bio e o~ s.:;.gﬁren SL|-:he|I1IL|ncI
= 3 und Filtern = Auswihlen
Iwischenabla.. ™ Schriftart {F] Ausrichtung ™ 2 hus E D E en Bearbeiten
20 - F:3 ‘ Sporthi. 3 Bio Mat E E Mat
L ke T =
A B|C|D|E|F|G|H|I|J|K|L|IM|N|O|P 4 D h el AM
3
= 5 Q Stundenplan-Stunde
Rechts-Klick -
a Klasse 1a (GQUSS) 6 /' Raum zuardnen / léschen
& Entkoppeln
5 Mo Di B 2
8 Stpl-Stunde: Standardfarmat
8 1 E hdat
Text zu Stundenplanstunde
u U-Nr |Lehr, Fa, Rm.  Kla. |Za :
2 2 Mus E 53 Rub, D, R1a 1a )mHTI‘dL-Formatkopleren h
9 3 o [
10 3 Bio Ke Ial | « | i | v | Mat
11
13 |
L 5 <KCTRL> -\ 1
15
16 6
17
[ 7 |k |
19
20 8
21
22
23
24
41
M 4+ M| Tabellel - Tabelez -~ Tabele3 < #0 E! I 1]

Bereit

Please note that different versions of Excel interpret HTML code in different ways. The timetables
generally require subsequent manual reformatting in Excel in order to improve their visual appearance.
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Index

(V) 94
(V) Variable teacher 94

-2.

2 periods/week - subjects not on consecutive days

86

-A -

Alias name 62
Alternative room ring 268
Alternative rooms 268
Analysis tab 88

-B -

Balance 73

-C -

Calendar 71

CCC analysis 114

Classes tab 82

Classes without a designated room 268
clipboard 59

codes 66, 67

'‘Codes' tab part 1 66

'‘Codes' tab part 2 67

Control data for optimisation 90
Copy 59

core classes 262

Coupled lessons 54

Coupling lessons 56
couplingrow 54

-D -

Decoupling lessons 57
Defining core lessons and options 257

Diagnosis 106
Diagnostics tools 102
Display and printing 262
Division number 62
double NTPs 80

Double period 53
Double period - block 53

-E -

either 289

Element-Rollup 58

Entering lessons 50

Entering lessons using drag&drop 58
errors with double periods 86
Example: step 3 275

Example: step 5 278

-F -

Fixed (subject) sequence 75
form view 49
fringe periods 83

-G -

grid view 49

input weaknesses 102

-L -

lesson 48

Lesson comparison 71
lesson group 62
Lesson properties 61
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