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Introduction

Calendar - yearly scheduling

Untis Calendar - yearly planning is a timetable scheduling system specially designed to meet the
following requirements:

e Scheduling yearly periods at unconnected times
¢ Blocking teachers at certain times.

General

Lessons

Yearly periods

The great advantage of working with the calendar module is that it allows you to deal with genuine yearly
periods . In contrast to weekly periods, these yearly periods can be scheduled on completely
unconnected dates.
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2.1.2

Yearly periods or weekly periods

Use weekly periods if the lessons in question are to be scheduled at the same time each week in the
timetable and yearly periods if lessons are to be scheduled on an irregular basis.

Note:
You can convert weekly periods to yearly periods later on by entering a ™' in the "YrsPrds' column.
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You can convert weekly periods to years
periods by entering an asteriks ("*") in the
column "YrsPrds”

The following prompt is displayed if some of the weekly periods have already been scheduled:

|

Y'ears penodz

Scheduled periods in the whale zchoalyear: 37
Forecast [dizstibuted und not-yet-distibuted perods) for the whole schoolyear: 75

Cptions

& iCorvert the scheduled penods into vears penods
Corrert the forecast [distibuted und not-yet-diztributed periodz] inta years periods

Option 1: convert scheduled periods into weekly periods
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If one period of a 2-period lesson has already been scheduled, this one weekly period will be converted

into a number of yearly periods. In the example, this concerns 20 yearly periods, since the school year
has 21 weeks including one week of holiday.
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Option 2: extrapolation - scheduled and unscheduled periods are converted to yearly periods.

This option results in 40 yearly periods; 20 have already been scheduled while a further 20 remain to be

scheduled.
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In both cases the yearly periods can now be rearranged as independent calendar entries.
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Calendar - yearly scheduling

Introduction

The heart of 'Calendar - Year Planning' is the window of the same name, which you can open via
'Modules | Calendar - yearly scheduling'. If you have already worked with Year's Planning in Terms the
similarities in the windows will be obvious. The great advantage of calendar - yearly scheduling is that
you do not need to create and work with terms.

The window is divided into two sections. Let's look at the display in the left section of the window, where
you will see a list of all the lessons in the school.

You can hide or show details for each lesson such as lesson number, subject, class, number of
students etc.

& Calendar - Year Planning

ReaEER ERI T-BlEwFH D,

Schoal week: 1 Lessans: 1

19.9.-21.9.2014 Distributed: 1

School days: 1 Scheduled: 0

Prds \week: 5 [12%]

Years periods FPeriods/week
Lez. |Sub. |Cla. |Tea |Bm. |L=eq) Tt |Mint Distr |Open [~ -~~~ = TR0 01y 20 2| 2 2 2 202
Tatals line
1 CH Za2b Callas RZa 4 41 0 i BISNERENGD i STREAR A
2 PEEF 2b.2a Rub,s GH1.S 16 M6 0| o Lessans 32 2333322333
3 T®D!2b.2a Curie, Twi 78 8 0y subject 21 22z22212z22¢2
4 GA  2a2b Mew R2a H 4 0l 7| Class i I ENRRRDED i i BARDE
5  ARM 3a3b Callas R3aF 74 740 z 22222 2222
: v Teacher
£ PEG. 3a.3b Arst, | SHZE 12 1Mz 0 310 2333312333
7 DSHI 3a3b 7. Cur WS H 74 74 ol ¥ Room 2 22222 222z
g &F  1b  Callaz R1b 11E 11E 0 Mumber of students 32 23333223313
9 HI b Ander Rlb 37 v 0| L-sequence 1 11111 1111
10 MA  1b At Rib 228 228 0|y | Vis.prds.ttl 63 4666634666
11 MU 1b  Callaz Rb 37 70 . : 1 11111 1111
¥ min-mazx distr.

12 RE 1b  Maobel R1b 76 7 0 7| Vs ords distributed 22 z|2|z| 2|6 2| 2| 2
12 DE 1 Fub Rib 228 28 0 5. pras.distributec 1 "EBEEE TEEE
14 Bl 1b Cer RIb 73 78 n| Y Ysprdsopen 21 2z2z2221222¢2
15 T¢ 1b  Cuie Tw M 41 0| ¥ Crsprdsscheduled 11 11111111
16 D5 1b  Ander WS 37 o0 It 11111 1111

The white columns display the individual school weeks. A column shaded dark-orange indicates that all
the days of the week in question lie within a holiday, while lighter shading indicates that some days of
the week lie within a holiday.

Yearly periods can be allocated simply by entering them in the individual lesson weeks. By moving the
mousre over a cell you get further information on the current lesson. In addition to how many periods are
scheduled or not, you also get information on coloured cells, why they are coloured.



2.2.2

Schulwoche: 10 Untemricht: 31

1711, - 23.11.2014 Geplant: 0
Schultage: & erplant: 0
Wiochenstd.: 45 [100%)

| Unterricht 31 / Schulwoche 10

As a rule, the 'Calendar - Year Planning' window displays weekly lessons, yearly lessons and periodic
lessons (lesson groups).

Allocating lessons to weeks

You can allocate yearly periods to different weeks by simply entering the number of periods that should
be scheduled in a certain week into the relevant column.

Yellow shading indicates that not all periods which are planned for the week in question have actually
been scheduled in the timetable.

m

Jahresstunden ‘Wochenstunden
Urt [Fa |Kia |Le |Rm. |U-Folge |Beschi. |Fachguppe |Ges. |minm| Gepl |OF. [¥pl |12 34 |5 16 |7 |8 |9 commun
1 Gw 1alb Hugo Rla a1 2 79 1] Werplant: 0
7 Wk.T 1a1b Ander Werki Ob Kunst g2 o8 0 abw Le.: Arisk (100 %)
73 Sportt Taib Arst. | Th2,T t&d 122 o 12z 0 -
il Mat  1a  Arist Rla I athas 203 o 203 1]
3 E la  &ist Rla Spra 204 4.5 0 204 0
3B Muz 1a  Calaz Rla Kunst 5 [UR- 1 0
3 Ke la Callaz Rla Funst g2 26 1} a2 1]
46  HRel 1a  MNobel Ala a2 o a2 0
53 D la Fub FRla 121 46 a1 1]
B3 B la Cer HRla I athar 4 1} 4 1]
9 B la  Ander Rla I abwd 41 o 4 0
Ll I [

@ Calendar - Year Planning
ReaBXR B T -BI LT &d,

School week: 1 Lessons: 11
19.9.-21.9.2014 Distributed: 1 The white background indicates
Schoal dapz: 2 Scheduled: 1 that all periods distributed to
Prds.wieek: 13 (25%] this week are already scheduled
in the timetable

YY'ears periods Perinds Anee

Lez. |[Sub. [Cla. |Tea |[Fm. |L-seq| TH | Min-k| Diste | Open| Sched 1 2 3 4 ] 5

92 MA  3b MHew Psl 163 163 0 183 2 4 4 4 4 4 4 4 4
B2 MA 4 Ander Ps2 163 163 0 183 2 4 4 4 4 4 4 4 4
21 DE 4 Hugo Ps2 164 164 o122 2 4 4 4 4 4 4 4 4
Kl Ma  T1a  Anst Rla 203 203 o 203 2 5 5 5 5 5 a] 5
33 EM  1a  Anst Rla 204 204 a = = = 3 ] ] g
& | |Ig i [ el Al The yellow background indicates that 2 2 3
#4 DB @ Cdlas Azb 204 <04 some periods still have to be scheduled 2 2 B
93 MA  Zb Mew Rib 204 204 into the timetable of this week 3 ] 4]
0 WA 1k Anst Rlb 245 245 B g E
F4 NF 1k Rk Rk 24F, 4R N 74r 2 R F = R R F R R

Dom Mmoo m e e
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@ la- Class la{ E@
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School year;
1 7 8 9

Mo WA

Tu
We | RE

Th

Fr

Only one of two periods

distributed to this week is
already scheduled

2.2.3 Overview window

The right section of the calendar window provides an overview of the scheduled load for classes, teachers
and students and the capacity utilisation of rooms in the individual school weeks.

The 'Ideal' column displays the (calculated) average value. Red shading in individual weekly columns
indicates that elements are overutilised while green shading indicates spare capacity.

& Calendar - Year Planning EI@
R R Ea T RN &,
Clazsies) | =

“W'ears periods Periodz week

Mame| Tt |Distr |Open|Sched|deal (1 |2 |3 |4 |5 (B |7 (& |3 |10 |11 12 (13 (14 |15 |16 |17 |18
1a 1196 1156 18 N 4 3 A AN AN HAHA A A il il 3 il il 16 16 3
1k 1150 1150 B2 30 4 30/ 30 30 30 30 W W0 30D 3D W 33}W W I3 16| 3
2a 1222 1222 861 3203 32 32 32 32 o2 3} o3 o3¢ o o3 o3 o o3 o3 13 14 3
sl 1220 1220 861 3203 32 32 32 32 sz 3} o3 o o o33 o3 o3 13 13 3
3a 1133 1139 855 30 2 30 30 30 30 30 30 30 W 3 3W 33w W o3I/ M 15 3
3b 1065 10B5 821 28 2 28 28 28| 28 28 28 28 2% 2% 28 28 28 28 3 13 &
4 1286 1286 1085 3 2 34 34 3 34 34 34 34 M M M M M M N 14 3
<[ [T | b
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2.2.4 Automatic allocation
2.2.41 Principle

If you wish to allocate lessons to the individual school weeks automatically, open the optimisation
window by clicking on the <Optimise> toolbar iconlE.

_
Optimisation - Year's Planni [

Weighting

Please check the settingz of the weights under
"weighting | "ear'z Planning'

W eighting

Start optimization

It is important that you first enter weighting settings. To do this, click on the <Weighting> icon.

P =

@ weighting =

Teachers 1 nirmportant  Extremely importarnt

Teachers 2 4m Diigtribute the periods of the week evenly for clazses.
Classes m Diigtribute the periods of the week evenly for keachers.
Subjects

m Digtribute the penods of the week evenly for rooms.

m Dhiztribute the perods of the week evenly for students.

Main Subjects
Rooms
Period Distribution

Time requests

Year Planning l

Analysis

0k, | | Cancel | | Apply
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2.2.4.2
22421

When allocating yearly periods to individual weeks automatically, the basic assumption is that all
periods should be spread as evenly as possible over the school year. No assumptions are made
concerning the capacity load of teachers, classes, rooms or students.

It is therefore essential that you enter weighting for allocating periods for the individual elements
according to your requirements.

The possibilities for blocking certain weeks or lessons or for specifying minimum/maximum numbers of
periods per week are essentially the same as those for year's planning in terms. For this reason, please
refer to the chapter of that name for more details

Note:
You can also open weighting to optimise calendar - yearly planning via 'Scheduling | Weighting'

Functions
Lock allocation

Use the <Lock allocation> function to permanently retain the period allocation you entered manually.
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Periodz/week
1 2 |3 |4 |5 |6 ¥ |8 |9

Fixed lessons are
marked with an "*" in
the summary window.

ClaTrcl sl 1 | e ]

_|.|IE-.:|-:P.“:IIis.tl_ributi-:un [F7) ] »

Prdswieek: 36 [B0X]

Years penods

Les. Sub. [Cla. |Tea. |Bm. |L-zeq) Tt | Min-t Distr | Open| Sched
194 Y12H HS2E HORF PHTE 16 14 2
195 712 H H52E FIDLE PHTO 11 9 2
197 712.H H52G FIMTE PHTO 11 9 2
194 V12H H52B EATH PHTO 11 9 2
201 Y12.H HS2B HOFE PHTO 11 11 1]
203 ¥12H HS2E HECE PHTE 11 9 2
205 V12.H HS2E EIRSE PHTE 16 16 1]
208 V122 WSZ2C GRIN PHTE 11 9 2
208 V122 WS2B PIRES PHTE 11 11 1]
210 V122 WS2C WaR. PHTE 11 9 2
212 V122 HS5248 MADE PHTE 11 9 2
214 7122 HS2E PIRES PHTE 11 11 1]
216 7122 H52C HAUF PHTE 11 9 2
218 V122 524 TAFE PHTE 11 11 1]
220 F128W w524 LEHK PHTO 11 11 1]
222 F128 WS2B LEHK PHTO 11 11 1]
224 F128M WS2C LEHK PHTO 11 11 1]
4

L QY e [ o e Y o
—_

UL

2.2.4.2.2 Blocking

Use blockings to prevent periods of specific lessons being allocated to certain weeks.
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unblocked.

That means they are

General 13
@ Galandasaiassilansic
GER Ea)T- B =2 & .
5 chool - =19
10 _| Block weeks (F8) b buted: O
L T #cheduled: 0
Prds \week: 36 [50%)
Years periods Periods/wesk
les. |Sub |Cla | Tea |Rm. |L-seq| Tt | Min-M Distr |Open| Sched 112 |3 |a |5 8 |7 |8 |3 [10 11 |12 13 |14 [15 |16 17 |1
216 712Z H52C HAUF PHTE 11 3z g 1 2 2 2 z
28 712Z 524 TAFE PHTE 11 110 o1 2 2 2 4
220 712M W24 LEHK PHTO 11 110 o- 1 2 4 2 2
222 7124 WSZB LEHW PHTOD 11 110 o- 1 2 4 2 2
224 7124 WS2C LEHW PHTOD 11 2 2 4 2 1
226 712Z WS24 PIRKS PHTE 11 The lessons 220 - 266 2 2 4 2 1
208 7122 W28 HALF PHTE 1 must not be scheduled 2l 2] 2] 2] 1
230 712Z WS2C HAPF PHTE 1 UL el e 1 2] 2 2| 2
232 712Z H524 WIES PHTE 10 " v 2 2 2 2
234 712Z HS2B WAR: PHTE 10 g 2 g - 2 2 2 2
236 712Z HS2C WAR: PHTE 10 1m0 o- 2 2 4 2
238 712Z 524 PIRKS PHTE 10 1m0 o- 2 2 4 2
240 7125 524 SCHC PHTO 10 g 2 g - 2 2z 2 2
242 712H HS2W SCHC PHTO 10 g 2 g - 2 2 2 2
244 712H HS2W SCHC PHTO 11 3z 9 - 1 2| 2| 2 2
245 712H HS2P HABI: PHTO 11 3z g - 1 2] 2| 2| 2
248 712 HS2E PIETE PHTO 11 110 o- 2 2 4 2 1
250 712H H52W KOST PHTO 11 110 o- 2 2 4 2 1
252 712H H52B LEMN PHTD 11 110 o- 2 2 4 2 1
254 712 HS2E KUEM PHTOD 11 1 2 9- 1 2| 2| 2| 2
256 712 H52D HAUF PHTOD 13 120 12 - 2l 2| 2[ 2| 2| =
258 712 HS20 FINTE PHTO 13 130 o- 2 2 2 2 2 3
280 712 HS2W PRAC PHSO 13 130 12 - 2002 2 2 2 3
262 712w HS2E KATZ PHTO 13 130 o- 201 2 2 2 4
284 714X WS4 DOEST PHTE 13 11 2 11 - 2l 1| 2f 2| 2| 2
ZBE 714X VS4_ 4RI PHTO 13 121 £ - 2 01 2 2 2 3
274 T14Z VS48 PaMb PHTO 10 g 2 & z 2z 2 2z
276 714Z VSAC FUCH PHTO 10 g 2 g z oz 2 2
278 714Z HS4B AUEF PHTO 10 g 2 g z 2z 2 2
280 T147 WS44 STAC PHTN 1n 8 2 a 22 2 2
2.2.4.2.3 Lesson blocks
Lesson blocks should be scheduled in consecutive weeks (without any breaks).
@ Calendar - Year Planning E@
ReaEX B T -% W &d.
Schoaol week: 12 Lessons: 1015
1412 - 20122009 Distributed: 2
Sohoal days: B Scheduled: 0
Prds 'week: 72 [100%] These lessons have
been planned blocked.
‘V'ears periods P
Les. Sub. Cla. Tea. Rm. | L-gec| TH. tdin-bd ax Distr | Open | Sched | 1 2 |3 |4 |& 7 |18 (3 [h0 N 12 |13
1014 4§ Fa TEST 4D 022 10 0 0 2 2 2 2
1015 FE TEST JH 10 22 10 i] i] 2 2 2 2 2
4 o That lessons have a
break of one week.
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2.2.4.2.4 Locking weeks

The <Lock weeks> button allows the timetables of individual weeks to be 'frozen' in such a way that they

can no longer be changed during timetable optimisation.

e Calendar - Year Plangig EI@
A% ?"% CRIL LY
School week: 19 LessoMe 36
éﬁl;l -I2d51 20515 Distributed: 5
chool days: : e
Prds.W’Bei: T Scheduled: 5 E Fixed weeks are indicated by an j
“Years periods Periods/week. e -
Les. |Sub. |Cla. | Tea Rm.  L-seq| TH. Min-td Distr | Open | Sched 1 2 |3 4 5 G I a g RV N A P R A LR - WA - 1=
12 DE 1b FRub Rib 186 186 o 151 1 & E 6 B 13 3 13 13 13 13 13 13 13 1 13 [
23 DE 2b Callas R2b 191 191 o 11 iR 5 5 5 § 5 5 5| 5 5 5 5 5| 5 3 3 5| 5
B MA b HNew R2b 188 188 0 188 ] 5 5 B 5 5 ] & 5 5 5 5 & 5 3 2 & 5
M Ma 1a At Rla 191 193 o 149 1 & 5 5§ 5 8 5 5 5 5 5 5 5 3 3 5 5
80 EWN 1a Anst Rla 191 191 o 180 1 5 5 5/ § 5 5 5 5 5 5 5 5 5 3 3 5 5
84 DE 1a FRub Rila 133 133 o 148 1 B 5 5 § 5 5 5 5 5 5 5 5 5 3 4 5 5
k] ne - [ D9- 196 198 n 119 1 A El A A El A A A A 4 A A 4 a a A 4 .4
4 m 3

2.2.4.2.5 Calendar sequences

Calendar sequences allow the option of specifying that certain lessons should be scheduled
sequentially. Sometimes, for example, a theoretical lesson must have been given before the periods of
practical instruction can be scheduled.

& Lesson sequences EI@
Lesson sequences
G1 | Delste | [Calendal sequence ']
Lessons
5278 | add | | Remove | | Help |
Dizplay
@ Calendar - Year Planning # Lezzon number Subject L-Mo. + Subject
AsER Ea v-§
Gchoalweek: 3 Lessons: 5279 Marne| L-No. LNo. L-No. L-No. L-No. L-No.
1011, -14.11.2014 Distributed: 0 G1 5279
School days: 5 Scheduled: 0
Prds Week: 40 [100%) e —
L-Na. |Per | Teacher Class Subject
786 ‘eals periods Periods/week 5278 m akE 201415 Theory
Les. |Sub. Ca | Rm |Lsec| Td |Mintas [Dist [Op[sch 1 (2 [3 [4 [5 [6 [7 el 20 sh AAE HED
{§ 527 Theary 2014-14 G1 20 44 20 0 0 4 4 4 4 4
{§ 527 Prasis 2014-14 G1 20 55 20 0 0 | S )

The lessons of practise teaching(Mo. 5279)
will only be distributed to weeks after the
last lesson of theory lessons (No. 5278).

2.2.4.2.6 Minimum/maximum lessons

Use the 'min-max’ field to define the minimum and maximum number of periods of a lesson that may be
held in any one week.
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@ Calendar - Year Planning

R ERIT BIRTFI&ED;
School week: 11 Lessons: 208
24711, -3017.2014 Distributed: 0

Schaool days: B Scheduled: 0
Prds\week: 72 [100%]

‘r'ears periods Periods/week.
Les. |Sub. 2 |Distr |Open|Sched |1 [2 3[4 [5 Violations of these
214 2 Z051FT Here you _enterthe minimum 1 0 0 1 2 2 2 regulat_ions are indicated
or maximum number of with two red Il

216 F12Z051FIT lessans per week. 3 2 g 1 2 2z 2
218 F12Z051FIT 11 1] 1] 1 2 2z 2
220 FI2ZVITTFME Y5241 11 1] 1] 2
222 TI2VOIIFME  WS2B1 PHTO1. 11 24 11 1] 1] n 2
224 T12VOI1FME  WS2C1 PHTO1 11 24 11 ] o 2 2
228 F12.2052FIT W5241 PHTEG 11 24 bl 1] 1} 2 2
228 F12.2052FIT WS2B1 PHTEG 11 24 9 2 9 2 2
230 F12.2052FIT W52C1 PHTEG ikl 9 2 9 1 2
232 F12.2052FIT H5241 PHTEG 10 g 2 g 2
234 F12.2052FIT HS52B1 PHTEG 10 g 2 g 2
23 F12.2052FIT H52C1 PHTEG 10 10 1] 1} 2 2

F122052F1T 528 10 1] 1] 2

2.2.4.2.7 Copy allocation of a week

i1l
1
1

o N S R S R R Y

PR3 RO M R R R R PR
ra

In the calender window you can also select an entire column by clicking on its heading. Copy and paste

and the allocation of a week is transferred to another week.

@ Kalender - Jahresplanung IEI@
REER Ea T B =T & -
Schulwoche: 10 Unterricht: 96
17.11.-23.11.2014 Geplant: 4
Schultage: B Yerplant: 0

wiochenstd.: 45 [100%)

3trg +C
10/47: 17.11.2014 - 23.11.2014
‘Wochenstund

Unt. |Fa. |Kla. |Le. |Rm. |U-FolfBesch Fache/ 6 (7 |8 |9 (1[ 1112 13/14|15 1617 18"
11 Gw 1alb Hugo Rla
7 wihk.T 1a,1b Ander wWerk Ub  Kunst 4 Wochenstunden
73 Sport 1a1b Adist | Th2 T b5d 2 Unt. |Fa. |Kla. |Le. |Rm. |U-Fol) Besck Fache & |7 |8 |9
I Mat 1a At Rla Natw - g J17 Gw lalbHugo Rla
a3 E 1a Azt Rla Spra 4 7 Wk.T 1a1b Ander Wwerk Ob  Kunst
3% Muz la Callas Rla Kunst - 7 73 Sportt 1a1b Arst, | Th2.T h4&d
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When you have selected a column you can also block the whole week by clicking n the -3 time request

button.

Tip:
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If you want to copy the allocation plus the timetable, go to the 'Data’ tab and select 'Paste | Paste
special'.

Eﬂ Formate -
™ Kopieren =

| —

E‘q' Einflgen| =

EF"' Erweitertes Einflgen M

2.2.4.2.8 Restrictions and lesson grooups

When you work with restrictions coming from lesson groups or entries into the fields 'from-to', they are
going to be highlighted with a colour.

@ Klasse 1a (Gauss) / Klasse A =@ r=)
12 T BEMRETSLIF - IORE 48| LB e

U (FRlLe  |vpl St [wst (st [Lebrer Fach  Klasse(m) | Fachraum | Stammraumflvon | Bis
53 @)119 119 Ruk D 1a Ria 1010, 1842
1
> @ Kalender - Jahresplanung =n[EEm ==
73 AGER ER TS =mHED -
B Schuache: 14 Untericht 33
3 1912 - 25.12.2016 Gieplant 0
35 Schulage: 6 Verplant: 0
‘wochensid.: 45 (100%)
39
46 -
— Iabresstunden oohenstunth
= Unt |Fa Ka Le |Rm | UFol Besch Fache Ges |minm Gepl |[Of Wl 1 |2 (2 4 6 6 |7 |8 |3 10)11)12 13 14]15]16 17 181320 21 22 23] 24| 25 26 27| 28] 28 an 31 32[33 34 36 38 37 38 33 4041
53 D 1a Rub Rla 119 o 119
11 Gw 1alb Hugo Ria 81 18 1 T -
¥ U-NI

T

2.2.5 Scheduling periods
2.2.5.1 Manual scheduling

Untis calendar scheduling provides a number of additional ways of scheduling periods in the timetable.
2.2.5.1.1 Calendar window --> timetable

You can use drag&drop to place periods from the calendar window directly in the timetable. Please note
that the initial click in the calendar window synchonisess the corresponding date in the timetable
window.
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@ La - Class 1a (Gauss) Timetable {(Clald) @B = || =] E2
1a - u-HA AR s|B%e B L

2692014 I~ |

5 6 7 8 9

@ Calendar - Year lanning

ReasEX A= T - B =T & d.

School week: 1 Leszorfg 81
199 -21.9.2014 iztributed: 1
School days: 1 Sheduled: O
Prdzwieek: 5 [12%]

eriods Penodz/week:
Les, | Sub. |Cla. | Tea |Am. | L-zeq) TH. ; Digtr | Open | Sched 19.9 @ 23.9- 610-1310 2010 2710
a1 MU  1a  Callaz Rl1a 7a 1 2 2 2 ‘
82 AR 1a Callaz Rla 7a 0 2 2 2 z
82 RE 1a Mobel Ria 7a 7a 0 2 2 :
85 B la Cer Rla 7a 7a 0 2 2 c
B TH  1a  Cure TW 7a 7a 0 2 2 :
7 kA 1a Adet Pa 101 191 n = S 3

2.2.5.1.2 Block sizes

The calendar - year planning window enables you to specify, by double-clicking in individual cells, the
size of the blocks of periods in which the periods assigned to the relevant weeks are to be scheduled in
the timetable.
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Enter block size

K R ato.

Schoal wel |

199, -21. Total periods: 2

Iircd:?‘-?\!f:ea Block size: Murnber:

Current blocks:
|Block size | Mumber | Total

Les. | Sub 1 2 13102010 27.10/ 311 - 10.11 1
33 H 2| 2] 2| 2] 2
34 Bl 2| 2 2] 2] 2
29 |DE 5 5 5 5 5
B MA 5/ 5/ s 5 5
3 Tx.D Tick al [ Delete selecl:un ] 2 z 2 2 2
2 PEB 3 3] 3] 13
42 DS 1 1
3 PH A
40 GEc Double click 2l oz
43 RE 33 Nobel R3a 75 I 2| 2] 2 2| 2
44 H 3 PRu R3a 75 75, 0 N 2 2 E
46 Bl 33 Ce R3a 76 76, o M 2 2 > 2| 2
45 EN 33 Ca Rl 113 112] o 13 3 3 3 33
W Mé m Rane R1a 1489 14a n 149 000A0 40 4l 4 4 4

2.2.5.1.3 Enter yearly periods in weekly timetable

You can also drag yearly periods directly into a (weekly) timetable from the lessons window
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&8 PIOs21 / Klasse
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Click and Drag

@ BI0s21- Timetable (Klal0) qp (== ==
BIOs21 - > - A dh || P®| & B = g S
T 23092014 w S -3102004 &~ |
132
1 4 7 8
Drop 135
Mondal|vws-Ema
fTuesd fll|
uesda e e
-I-'-'-{-:'n HeBs= ‘E’-T-__
fedne
Thursd 7
Friday | @ pl0s21- Timetable {Klal0) W e
BIOs21 L B-F ER Ss || s BE &S

T ompaz04 v S -3102004

honda | TS
ITuesda
Wiedne
Thursd
Friday

OU-EA-en

Use the time range setting in the timetable window to set the week in which you wish to schedule the

period in question.

Note:

Unschedule via <CTRL>+Drag&Drop

If you unschedule a yearly period in the timetable, this period is allocated to the current week in the
'Calender - Year Planning' window by default. By changing to another week in the timetable, the
unscheduled period vanishes from the area of non-scheduled periods next to the timetable.

When unscheduling a period by <CTRL> + drag&drop, the allocation to this respective week is also
cancelled. Thus it is very easy to shift one period from one week to another directly in the timetable.
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@ 1a - Klasse la (Gauss) Stundenplan {Klal) E]E] EIIEI

fla [ :w-F dAAs/@ele| H-0 L

2.2.5.1.4 Yearly periods in weekly oveniew

4 m092ms v -310.2015 @'
28 “Wochenstunden Zeitbereich
0 Micht lante Std.
IS VEIREME = g 5 o015 - 310,205
Mi303. Woche:3M40
Mo | Di | Mi | Do | Fr | Sa
r 1 | e | watl] ow [h Mat | Bi
@ Kalender - lahresplanung 3 GEE
_ _ Mus E [n] Rel E :
RER E= T Blwad r
Schulwoche: 5 Untericht: 11 El9 e i r <STRG> +
1210 18.10.2015 Geplant: 2 4 |spon| ke | o [\ DragsDrop
Schultdge: B Werplant: 2
Wachenstd : 4 (100%) 5 Rel
6
Jahresstunden ‘wiochenstunden 7 Wik
Unt. |Fa. |Kla. |Le. |Rm. |U-Foly Ges. | min-m Geg pl. (12 3456|6789 8
1 Gw 1alh Hugo Rla a2 5 | BEEEEEEEE i St
7 Wh.T 1a1b Ander Werk a2 R 2(212|212|2|2]|2|2
73 Sportt 1a1b Arist, | Tha,.T 122 122 313131313131313131313]|3(|3|3|3
il Mat 1 Anist A1 204 204 . . . 55
214 [fs = beim Entplanen mit <STRG= wird
®E o A Rie A &y die Zuordnung der aktuellen Stunde Sl
3B/ Mus Ta  Callas Ala 82 2 zur betreffenden Woche aufgehoben 22
3 Ke 1a Calas Rla a2 a2 I 22
46  Rel 1a  Mabel Rla a1 a1 0 81 222222222222222222
5 D la Rub Rla 122 122 M2 33313 3(3(3(3(3[3(3(3|3(3(3|3(3|3
E3 B 1a Cer Rla gz g2 1] G200 2 2 2|2|2\2|2|2\2|2|2|2|2|2|2/2|2|2
<[ T = b

Entering yearly periods in the weekly oveniew You can also schedule yearly periods by dragging a
lesson from a lessons window into a weekly summary timetable (format 11).
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2.2.5.1.5 Yearly periods in scheduling dialogue

-
& BIOs21 - Timetable {Clall)
BIOs21 i R S LSS
@ BLOs21- Timetable {Clall) T oanzmd - 5 -911.2014 B~
BIOs21 L u-FAlEA 5P e BE gl by
Tl opEroome - S -a11.2004 &~ 1 2z 3|4 [ 5|8 |7 |8 |3 n’
Mo-1 D-ga
1 [z [3[a s [s [7 s [ [w][n[d|M]
N b= y y
Mo-1 WSE WSE DL M-S | 2 b-ga b-ga
Ma-2 EA, Lemboga f ez - 8
j3
Moz | & y 25 \nanpad® Temtenaa. o P
W o
ho-4 = Drag the period in the I
% desired week and drop it
Wio-5 @ I
=4
Io-6 % j
o
a-7 Jf 3
Mo-6 / é
‘ / 3
@ EI0s2L/ Klasse k] o= ==
BIOs2) = /BIET LI OFE E8| E
L-Ma. Click and Drag rePrgs Teacher Subject Clazs(e| Subject | Home rc| Double pers. |Block
132 24 flan WS-EMA g:gg‘z' B211
135 23 cojo DU-Ef-enz | BIOS21 B211  2-2
5278 19 caso C-ga Blo=21 B211
4WMPW

When working with yearly periods there are a few additional functions in the scheduling dialogue. In the
selection list 'School week' you set the week you want to work on and you also see the number of
scheduled periods of this week (regarding the source lesson).
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The scheduling dialogue of the yearly periods also shows in the column 'Uns' (for 'unscheduled’) how
many periods in total and in this week still need to be scheduled.
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@ Unt.:53 Planungsdiala
9 g

REEL HdEBfav asc-@O0eRkE=50EBxde
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|53 =] Micht verplant r Information T Historie r Tauschketten |> @
Unt [Mvp  |Zeit Ka. Le. |Fa. pon e @
112@  1a Huo Ow T
19.9.2014 - T2 1a Ander Wik werpl, Std.
30.6.2015 7334 1a  Arist  Sporn "
D 317203 Arist  Mat
33 81 (204) I Insgesamt sind 203
[ Multi-Crag Stunden unverplant, in der
350081 1a Callas |[Mus aktuellen Woche
a7 = 39 0B 1a Callas Ke allerdings nur 7
1639015 46 1380 1a Mobel Rel
5340121 1a Ruh ] weal Bl
Schulwoche B3 241 1a Cer Bio
301 Th  Arist  Mat
341 2b Callas D
211 4 Hugo D
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In the <Settings> of the scheduling dialogue you can additionally define that you only want to have listed
those periods in the list of unscheduled periods, which need to be scheduled in the current week.
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Einstellungen

Schrift Arial 9.0
Fazter: Breite £ Hoshe Auzwahl [Bereich)
e 3 (0] -
93 gnpnaltﬁgrbrate in % [20 1 Chunde von
100 | Hoehe einer Zeile in % ]
(20 - 200 %) : Stunde bis
Fenster im Hintergrund Studenten anzeigen

e

[ CragCirop: mehrere Unterichte

Wienn nur 1 Zeile ausklappbar,
Summenzeile nicht anzeigen

F.alender: Mur nicht werplante
der Woche anzeigen

=
eigt ¢

Fach = | Elazzen-Stunde
klazze = | Lehrer-Stunde
Klazze = | Raum-Stunde
Fach - | Shudenten-Stunde

Fuzatzliche |nformationen im M amenzfeld
[1] Elazzen mit 5tudentenzahl [ Ridurne mit K.apazitst

[T Unterricht mit Studentenzahl
[ Lehrer mit Studentenzahl

] Abbrechen

2.2.5.1.6 Change of rooms

In the 'Allocate/Delete Room' window there are also some special functions when working with yearly
periods. You can change the room for the periods of the selected week or for all future periods.
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2.2.5.2 Calendar absences

When performing long-term scheduling, the scheduling team must also bear in mind that some teachers
will have other commitments on some days of the year. Timetable optimisation should take these days
into account by not scheduling any lessons for the teachers in question on these days.

Untis calendar scheduling can take this into consideration by means of calendar absences .
2.2.5.2.1 How to enter absences

The calendar absences window is opened using the toolbar icon of the same name=#in the 'Calendar -
Year Planning' window.
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ReaEER ERI T-BlEwFH D,

Schoal week: 1 Lessans: 1

19.9.-21.9.2014 Distributed: 1

School days: 1 Scheduled: 0
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Years periods Periads/week
Lez. |Sub. |Cla. |Tea |Bm. |L=eq) Tt |Mint Distr |Open [~ -~~~ = TR0 01y 20 2| 2 2 2 202
Tatals line
1 CH Za2b Callas RZa 4 41 0 i BISNERENGD i STREAR A
2 PEEF 2b.2a Rub,s GH1.S 16 M6 0| o Lessans 32 2333322333
3 T®D!2b.2a Curie, Twi 78 8 0y subject 21 22z22212z22¢2
4 GA  2a2b Mew R2a H 4 0l 7| Class i I ENRRRDED i i BARDE
5  ARM 3a3b Callas R3aF 74 740 z 22222 2222
: v Teacher
£ PEG. 3a.3b Arst, | SHZE 112 1Mz 0 310 2333312333
7 DSHI 3a3b 7. Cur WS H 74 74 ol ¥ Room 2 22222 222z
g &F  1b  Callaz R1b 11E 11E 0 Mumber of students 32 23333223313
9 HI b Ander Rlb 37 v 0| L-sequence 1 11111 1111
10 MA  1b At Rib 228 228 0|y | Vis.prds.ttl 63 4666634666
11 MU 1b  Callaz Rb 37 70 . : 1 11111 1111
¥ min-mazx distr.

12 RE 1b  Maobel R1b 76 7 0 7| Vs ords distributed 22 z|2|z| 2|6 2| 2| 2
12 DE 1 Fub Rib 228 28 0 5. pras.distributec 1 "EBEEE TEEE
14 Bl 1b Cer RIb 73 78 n| Y Ysprdsopen 21 2z2z2221222¢2
15 T¢ 1b  Cuie Tw M 41 0| ¥ Crsprdsscheduled 11 11111111
16 D5 1b  Ander WS 37 o0 It 11111 1111

You can enter the 'from' and 'to' dates for the absences of teachers (and also for classes) in this window.

r

@ Calendar - absences E'@ ﬁ
i % ? 2? & '&.} - 'F-.Ef} EZ =

Fram-Ta |
2092014 ~ || 21112014 |27
Ma ik Fr T B1 Days

Teacher 3] l Claszes [EI]] Fooms [EI]]

Abs [ Tea. |[from [ FROM to DD TO period Text

2 Meswy 19.09 1 2811 Skiing leszons
3 Callas 22.09 1 2209 5 Course
4 |Mokel 23.09 1 23.09 8 Further education

The absences will also be displayed in the timetable window (provided appropriate settings have been
made).
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@ Callas - Callas, Maria Timetable (Tea2l) o[- B

Callas . x-F AR s @ e BE L
Y] 22002014 ~ 53102014 =~ |
School week: 2 Schoal week: 3 -
Monday Tuesday Wednesday Thur=day Friclay Monday Tuesday We
1 2 |13 |1 2 |3 |1 |2 [3 (1 |2 3 |1 (2 {31 ]2]3[1 2 [ 3 |1
Gauss 3b. | 4 4. 4 [3a Sh. | 4

New [Eking les=zons Bking lessons [Eking lessons [Sking lessons [Sking lessons Bking leszzons Sking lessons | Ski

Hugo dh|3b [ 4 1a. 2a b4 (3h dh|3b[ 4 1a.
Ander

Arist |1a | 1h [EEH 1a |13 1a | 4 |1b |1a

Calla Course Za |1a b [1kb |1a [ 26

Nobel | 2b | 2a |1k Further 4 | 3b

Rub |3a ]| 4 1h Ja |1b [1a | 4

Cer |1h [3a |1a | 3a |3b 3a 2a | 2a |20

Curie | 4, |3I::u. 2h 4, 3h. -
1 m r

Note:
Calendar absences can also be entered via the school year calendar accessed under 'Master Data |
Teachers' (or 'Classes’).
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@ Teachers / Teacher EI E'
Gauss - | ) % %, T 2‘? .

Mame Surname Room |[MTP= Periodsfd Lunch break | Title Fir=t na

P | Gaus: Gauss 0-3 25 1-2 Cir. Carl Friedrich
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Callas Callas 0-1 4-5 1-2 Maestra  Maria
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x
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Skiing lessons
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September 19 20| 21| 22 23 24 25,26 27| 28] 23 20
Octaber 1 2 3 4 8l 6 7 8 9 1011|12)13 14 15 16 17 18)19] 20 21 22 2354 25|26] 27 28 29 30 31
24 MNavember 1 2] 3 4 5 B 7 8] 9110 11 12 13 14 15)16] 17 18 13 20 21 22|23]| 24 25 26 2¥ 28 29
Decermber 1 2 3 4 5 B 7 8 9 10 11 12 13|14] 15 16 17 18 19 20]21| 22 23 24 25 26 27|28 23 30 3
January 1 2 3] 4 5 B 7 &8 3310|1112 13 14 15 16 17|18] 13 20 21 22 23 24|29| 26 27 28 29 30 3
February 11 2 3 4 5 B 7] 8] 9 10 11 12 13 14|15) 16 17 18 13 20 21|22| 23 24 25 26 27 28
o5 | March Z 2 3 4 5 6 F| 8 9 10 11 12 13 14]15| 16 17 18 19 20 21| 22| 23 24 25 26 27 28
April 1 2 3 4 Bl 6 7 & 3 1011)12)13 14 15 16 17 18)19] 20 21 22 23 24 25| 26| 27 28 23 30
GE . 2] 3l 4 5 6 7 & 49|10Q11 12 13 14 15EE| 18 19 20 21 22 23|24] 25 26 27 28 29 30

2.2.5.2.2 Warning messages

When you enter an absence of a teacher in the calender scheduling who at the respective time is already
scheduled, a warning message will pop up from now on. Via this message you can either accept the
situation as it is or let the obsolete periods be unscheduled.
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2.2.5.3
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Ja Mein
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Automatic scheduling (optimisation)

Once you launch optimisation via 'Scheduling | Optimisation' all (non-fixed) lesson periods will be
scheduled automatically regardless of whether they are yearly or weekly periods.

Untis uses the following logic with regard to yearly periods:

¢ Allocated periods that have not been fixed in the calendar window will be reallocated

¢ Allocation criteria entered in the calendar window will be taken into account even if no periods have
been entered in the calendar window (for example 'blocked' lessons)

¢ Calendar absences for classes and teachers will be fully taken into account

Below is a summary of all the icons that may be displayed in the '‘Calendar - Year Planning' window:




30

@@ Calendar - Year Planning
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137 DU-E: BIOsZ cojp B211 888 g 1} 1} g
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150 LU-21 BIDSsZ cojo.: A124 5 23 5 0 0 2 3 weeks of vacation. Single
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387 Bl0sz cojo.1 B211 4 212 1} 4 1) -
390 . B211, 5 212 0 5 1)
E2E 0 El 1)
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3766 blocked (in consecutive weeks). i 2 0-
3814 0 3 o-
3315 PBLA BIDSE coo | BO38 szt2 0 3 0 This marked "-3" areas are
3816 PBLE BIOSE coip | BO38 5 21> 0 5 - closed for the respective lessons.
z:; Egt: E:ESE CD!D 8038 AR ! 2 E Light gray \_lueeks indicate that one of the
lessons in that week has a calendar
3819 PBLE The minimum and maximum 3 1} absence. IFthe background is dark gray,
3820 PELE number of lessons per week are 2 1] the absence lasts the whole week.
381 PBLE based on the distribution 3 0
3822 PBLEE optimization. 2 0
3826 PBL-E BIOSE cojo  BO3E 2212 0 2 1}

2.2.5.4 Diagnosis

There are special diagnosis features for working with yearly periods. The diagramme below shows, for
instance, that teacher Hugo is absent on 5 October all day. However, he is scheduled for 4 periods this
day.
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