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1 Untis 2017

1.1 General

1.1.1 Select a language

Untis timetable is currently available in 35 languages. Up to now every language had its own installation.
This is not necessary any more, since you can select a language while the program is running. Go to the
'Start' tab, click on <Settings>, go to 'General' and click on <Language>.

Note:
The selection of a language is saved in the file Untis.ini per Windows user. It is therefore possible to use
different language versions at the same time.

1.1.2 Help

Press F1 or go to the 'Start' tab, click on the 'Help topics' button and select one of the documentation
files. Up to now help was automatically installed on your local computer and no internet connection was
needed. As of now you are immediately connected to our online help by default which is stored on our
web servers and can be read via our browser. That's how we make sure that the most current and up-
todated version is at your disposal.

If you want to save the help topics locally, just download the respective data via 'Help topics | Download
help file'.
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Note:
The help file (ending .CHM) is saved in the public documents file of the respective user under 'Untis'. This
is the default path
C:\Users\Public\Documents\Untis

1.1.3 Support of several processors

Untis 2017 makes use of multi-core processors. This higher processing power is noticeable, for instance,
when you change to another window group in which several windows are open. The windows now open
much faster than before which guarantees a better work flow.

1.1.4 Data filter: 'or' requirement

In the master data and lessons windows there is now a comfortable possibility to filter the displayed data
by various criteria via the filter line. What is new is that you can enter an 'OR' requirement for your filter. If
you want to filter, e.g. in the window 'Lessons | All lessons' by the lessons of the classes 1a and 1b,
hold the <CTRL> key and click on both classes in the combo box. Then press <ENTER>. The diagram
below shows the outcome
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Tip:
You also have the possibility to filter by, e.g. all 1 and 2 period lessons; enter '1|2' in the filter line in the
field 'Per'.

1.1.5 Free periods report: optional grouping

The 'Free periods' report gives a good overview at which positions teachers / classes are not scheduled in
the time grid. What is new is the possibility to group this report by elements, for instance, by teachers.
So you only need one click in order to know when teachers have their fringe periods.
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1.1.6 New school year: delete student numbers

The dialogue 'File | New school year' has changed a bit. You now have the possibility to delete in all
lessons the student numbers which are defined for the respective lessons.
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1.1.7 Copying of lessons: change of home room

If, for instance, a new class is created, we recommend to copy the lessons of the new class from
another class via 'Copy (<CTRL+C) and paste (<CTRL>+V)' instead of entering them manually. In the
2017 version the home room of the new class is entered correctly during this process, you do not need
to up-date the data yourself any more.
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1.1.8 Auxiliary fcts.: lessons for class conf.

Via 'File | Auxiliary functions | lessons for class conferences' you automatically can create a lesson with
all teachers of the class. What is new is the option that you can lock or ignore all other lessons.

1.1.9 Auxiliary fcts.: add a prefix

When you use UniUntis, the data of different faculties are often saved in different databases in Untis. In
WebUntis these data should merge under the name of the university. This makes it necessary to have
unique abbreviations for, e.g. the subjects. In order to make this easier you now have the possibility to
add a prefix or suffix to the master data elements via 'File | Auxiliary functions | Add prefix/suffix to
master data' in order to mark all subjects unmistakably with the abbreviation of e.g. the faculty for
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engineering.

1.1.10 Change teacher in timetable

In the 2016 version it was already possible to 'Change the teacher in the period' by clicking right on the
respective period.

What is new is the possibility to filter the listed teachers by those who have the teaching qualification for
the respective subject (prerequisite: Lesson planning module)
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Furthermore, teachers on standby are highlighted in yellow.

1.1.11 Automatic sorting of teachers / subjects

Up to now, creating a new teacher or new subject in the master data meant that the respective element
was not sorted in alphabetical order by default but always was added at the end of a selection list. Now
you can change this. Go to '<Settings> | Miscellaneous | Customise| Always sort teachers and
subjects'. Now this box is checked by default whenever you create a new file.
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1.1.12 Time requ. lesson => time requ. element

In the lesson windows you can see the availability of all elements involved via the <Time requests>
button. Up to now it was not possible to change the time requests if several classes were involved. In the
2017 version you now can directly switch to the time request of the respective element via the <Time
requests> button in the 'Time requests / lesson'.
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1.1.13 Comparison mode

One of the big innovations in Untis 2017 is the newly designed comparison mode which can be found on
the 'Start' tab. Click on the 'Comparison mode' button to activate it.

On the one hand, functionalities like timetable comparison or lesson comparison are obsolete now, on
the other new possibilities have beenn added.

Clicking on the comparison mode opens up a window. Here you can define if you would like to compare
two terms or two files. In the diagram below a second file has already been selected.

By clicking on the <OK> button, the new tab 'Comparison mode' is created on the ribbon. Here you can
define different settings (see diagram below).

When you open a timetable window, 2 windows are opened automatically: a window with a green frame
(colour settings of 'file A') and a window with a red frame (colour settings of 'file B'). The differences in the
two timetables are now highlighted according to the definitions of the tab 'Comparison mode'.
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If you open a master data window the differences are shown directly in the list. In the diagram below, for
instance, the field 'class teacher' was changed, class 1a is therefore listed twice and the differences are
highlighted according to the colour settings.

Lessons windows are like master data windows; in the example below the number of weekly periods of a
certain lesson was changed.
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1.1.14 Diagnosis: lesson sequ. scheduling

When you are working with the window 'Lesson sequences' and would like to define lessons to be
scheduled at the same time, it is important, of course, that these lessons all work with the same double
period requirements. From now on, violations of this kind are shown in the diagnosis.
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1.1.15 Background image: common formats

Up to now it was only possible to use .bmp files as background images. As of now common .jpg and .gif
formats can also be used.

1.1.16 Optimisation: blocks via * breaks

If you want to avoid that double periods span a break, you go to 'Time grid', click on the 'Break' tab and
use '*' for individual breaks. As of now you can use this not only for double periods but also for period
blocks.
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1.1.17 QR code in timetable

If you use WebUntis you can check the box 'Use of WebUntis' in the licence data window of Untis. Now
the program 'knows' that you use WebUntis which brings about many advantages in some processes.
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If you check this box, the 2017 version shows QR codes on the print outs of timetables by default, which
direct students, parents and teachers to the installation page of Untis Mobile App. This makes it very
easy to stay informed and up-dated on the timetable and its daily changes.
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QR codes can be displayed in the heading of every individual timetable or in the heading of every page.
Click on 'Page layout' for the respective settings.

1.1.18 Info-Timetable: e-mail

In the 'E-Mail' dialogue click on the 'Substitution statement' tab and via a new selection list you can
select which month you want to show. This makes the cumbersome editing of the date range obsolete.
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1.2 Manual scheduling

1.2.1 Add teacher in timetable

Like the 'Add teacher' function already available in the 2016 versions, there is now the possibility to add a
teacher to an existing period (or to all periods of the lesson). Just click right on the respective menu item
in a period of the timetable.
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The diagram below shows that teacher was added to lesson No 96, however subject, class and room
have not been changed.
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1.2.2 Scheduling dialogue

1.2.2.1 Flagging of free lessons

When scheduling manually, the colour violet means that the respective teacher or the class involved is
free, the room, however, is not. This colour code also applies in the scheduling dialogue of the 2017
version.

1.2.2.2 Display of period label

If period labels are defined in the time grid, they are automatically applied in the scheduling dialogue from
now on.
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1.2.2.3 Delete room

If a scheduled room is in the focus of the scheduling dialogue, then pressing the <Del> button
unschedules this room.

1.2.3 2 rooms in lesson: consider colours

It has been possible for quite some tim to schedule several rooms in one coupling line. If different colours
have been used for the master data of the rooms all colours involved are applied correctly in the
timetable, which is a new feature of the 2017 version.
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1.3 Break supervisions

1.3.1 Splitting of break supervisions

In response to many requests we introduced to the 2017 version the possibility to split break
supervisions. Just click right in the grid of the 'Break supervision' window (or just click on the 'Supervision'
button) and you can schedule more than one teacher in a break.
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The diagram below shows that teacher 'Arist' is scheduled to supervise in the second part of supervision
between the 3 and 4 period. In the timetable '(2)' is added to the name of the corridor (in this case 'Kell')
to make it clear that Arist has to supervise in the second time slot.

1.3.2 Weekly overview report: weekly output

In earlier version you already could schedule different break supervisions in different weeks or lesson
groups. In the new version this is now also considered in the 'weekly overview' report. In the example
below, for instance, break supervisions from the first half year (H1) only are shown .
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1.3.3 Report: 1 page / element

In all reports of the section 'Break supervisions' it is now possible to start a new page per element. Just
click on the <details> button.
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1.3.4 Teacher master data: target-actual

Like the 'Target-Actual' column which is important in scheduling, there is a new field for break
supervsions: 'BS act.-max'. Here you see immediately which teacher has too many or too few
supervisions.

1.3.5 + Teachers for weeks without BS

There are weeks in which breaks should not be supervised, because e.g. the classes adjacent to the
respective corridor leave school earlier after their last lesson. In this case, enter '+' for supervision in the
respective weeks. This will also signal to break supervision optimisation that no teacher is needed. The
diagramme below shows that corridor 'Kell' does not need break supervision from mid of May onwards.
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1.4 MultiUser

1.4.1 User: filter by selected school

In Untis MultiUser you can set up user groups and can assign them to the users. You also can
determine which user has access to which school. From now on, Untis 2017 takes this into account,
since when you select a school at the login you are only provided with a selection of users who have the
right to access the respective school.
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1.4.2 Logout when inactive

In response to many requests, there now is the possibility to automatically log out users when they have
not changed any data in the program for a defined number of minutes.
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1.4.3 External elements: owner

1.4.3.1 Setting up

Up to this version it has always been necessary that all data of all schools involved are in one single
database when using external elements. From now on this is not necessary any more. Every school can
have its own database and all external elements are saved to a central database.

Go to the 'Start' tab, open the Untis.ini file via 'Settings | Open Untis.ini...' and enter the lines
'odbc2=[name of external database]' and 'MultiDb=1' in the section 'Database'.
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1.4.3.2 Assigning to schools

When the databases are set up the schools can start to create external resources. In the screen shot
below a user of school 5931 is logged in and created teacher ShoMi as external element. School 5931
therefore is now the owner and can assign other schools the right to have access to this teacher' details.
Teacher 'DUNHE', however, was created by school 5930 and thus can only be changed by this school.
Therefore this line is greyed out and inactive.

In DUNHE's timetable both schools are shown at a time.

Note:
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Which schools potentially have access to external resources is regulated by the database of external
elements. Every school having access to this database can be selected from the list.

1.5 Course scheduling

1.5.1 Clusters: add scheduling requirements

In the course cluster matrix you will see a context menu by a right-click on the grid where you can
choose 'Split cluster / scheduling requirements'. In the dialogue popping up you see all the functionalities
you are already used to work with. However, you now also have the possibility to assign double periods,
block requirements or lesson groups to all lessons.

The result of this function is now displayed in the lesson window, the entries are shown in the respective
fields.

1.5.2 Import students of the same course

Sometimes it is necessary to split one course into two lessons. In such a case you now have the
possibility in the course-student overview to import the students assigned to one of the two lessons, to
the other lesson. To do so, select both courses and press F8.
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1.5.3 Exams

1.5.3.1 Import teacher / room of the course

When creating an exam it now is possible to enter the teacher or room of the respective course in the
section 'Teachers/Rooms' for an already selected course.

1.5.3.2 Output of student number

By selecting an exam in the right part of the window, the number of students involved in this course will
also be shown.
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1.5.3.3 Statistical code: standard value

In the new version you can define a default statistical code in the <Settings> of the exam window which
will automatically be applied when a new exam is created. It nevertheless is still possible to change
anything you want later.
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1.5.3.4 Copy exams

From now on, courses can be copied by using the key combination <CTRL>+C and <CTRL>+V.

1.5.3.5 Assign teachers: stating of subjects

When creating an exam you can define in the tab 'Teachers/Rooms' which teacher will hold the exam.
As of now, it is also shown which subjects the teachers teach who are in a lesson at the given point of
time.
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1.5.4 Print-name of students

In the general <Settings> under 'Reports | Print-names' you can define that the first names and the full
names of students are output as default.



Untis 2017 37

This definition is now also considered in the 'Student-Course Choice' and 'Course-Student-Matrix'
provided that the box 'Display students' print names' is checked in the <Settings> of the respective
window.

1.5.5 Coupling in course scheduling

From now on, it is permitted to couple courses and to work with the field 'Line-lesson group'. In
optimising the course scheduling these entries are processed correctly.

1.5.6 New points of diagnosis

If the permitted maximum number of students is overexceeded or if there are not enough students for a
course based on course optimisation or due to manual changes, a corresponding diagnosis point is
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created in the 2017 version. Furthermore, it is pointed out when a class is involved in a course and no
students of this class are assigned to it.

1.5.7 Optimisation: no student clashes

Up to this version, optimisation allowed single clashes in student timetables. You now can avoid this by
checking the box 'Do not schedule course with student clashes' in the optimisation dialogue.
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1.6 Calender and full year planning

1.6.1 Speed

On the 'Timetable' tab you can open 'individual timetables' for several weeks which give a good overview
on scheduling of the entire school year. In earlier versions it was also possible to manually schedule
yearly periods in these timetables, although the speed was (very) slow. In the 2017 version we made a
lot of effort to increase speed in this respect, making scheduling faster
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1.7 Lesson planning

1.7.1 Teacher groups

One of the great innovations of Untis 2017 is the introduction of teacher groups which you can retrieve via
the 'Start' tab - 'Teachers | Teacher groups'.
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Similar to room groups you can define groups of teachers in this window, e.g. mathematics teachers for
lower level or advanced level. In the 'periods' field you can enter the values.

In the 'Lessons' you can enter this teacher group now in the 'Teacher' field .

When you optimize then, the teacher best suited for this lesson is entered acc. to target periods.

1.7.2 Lesson planning wizard

The tools for lesson planning are diverse and powerful. We introduced a wizard in the 2017 version in
order to make life easier for you. You now have central access to all tools, queries and information.

Just go to the 'Start' tab and click on 'Lesson planning | Lesson planning wizard'.

In the upper part of the window you now see links providing you with a general overview on the situation of
the teacher values. You can access the individual tools via the main categories 'Master data review' and
'Planning'.
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The different items have a brief description of the function, a help link and a recommended window
arrangement for using the respective tool.
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1.7.3 Lesson matrix

1.7.3.1 Speed

The lesson matrix was optimised regarding the use of computers with more than one processor, i.e.
when using a computer with, for instance, 4 processors it opens up (almost) 4 times faster than in the
2016 version.

1.7.3.2 Saving filters in formats

You can save formats in the lesson matrix just like in the master data or lesson window. What is new is
the fact that especially set filters are saved with the saving of the formats.
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1.7.3.3 Automatic adjustment of column width

In the master data and lesson windows you have the comfortable possibility to use the key combination
<CTRL>+E for automatic adjustment of the columns to the required width. For Untis 2017 we have also
included this functionality into the matrix.

1.7.3.4 Details window: new value column

The 'Value' column is now also available in the details window.

1.7.4 Teacher suggestion: new column

When using the matrix or the lessons window you have the possibility to get teacher suggestions for
teachers to take over individual lessons. Now significantly more information is given on the respective
teachers:
- lesson values
- reductions
- value corrections
- number of lessons of the teacher
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1.7.5 Qualif.: serial change in ‘Level’ field

Go to the ‘Teach. qual.’ tab in the form view of the master data of the teachers and enter for which
subject the respective teacher is qualified. Serial change available in many windows is now also available
in the ‘Level’ field of this section.
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1.7.6 Lesson suggestion: new column

The suggestion for lessons also provides you with a new column in the 2017 version, i.e. every listed
lesson now also has a column stating its subject group. Additionally the target and actual values of the
respective teacher are listed at the top right.
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1.7.7 Weekly values: output of lesson groups

In the 2016 version it was already possible to also print the lessons when printing the weekly values. In
the 2017 version the lesson group is printed, as well.

1.7.8 Teachers’ master data: new column

With the new column ‘Teaching qualities’ in the teachers‘ master data it is now very easy to see at a
glance which teacher is qualified for which subject .
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In the form view you can drag&drop this column into the grid view on the ‘Teaching qualification’ tab.

1.7.9 Teacher lessons: status bar

Earlier versions also showed the values assigned to a teacher in the status bar of the teacher lesson
windows. In the new version the values are split into lesson value units and reduction units.
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1.7.10 Values per period

If you go to '<Settings> | Miscellaneous | Value calculation' there is a new check box called 'Terms act
as time limits'. By checking this box you define that lesson values are no longer displayed as individual
terms, but are visualized in the context of the entire school year.
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If you work, e.g. with 2 terms, i.e. one per half year, values will (almost) be cut in half depending on the
precise duration of the year. In other words, the values are shown like all lessons were limited by the
beginning and the end date of the term.
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1.7.11 Reductions: print out

If you hide columns in the 'Reduction' window, Untis 2017 will also not print out these columns below the
teacher lessons.

1.7.12 Les. window: display of value correction

In the form view of the lessons windows the ‘Value’ tab will now show how many value corrections were
assigned to the respective teacher.
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1.8 Cover planning

1.8.1 Cover text message via WebUntis

Even in earlier versions it was possible to send text messages (SMS) to teachers via Untis in order to
make them aware, for instance, of a substitution. If you make use of the possibility to send text
messages via WebUntis, you can use the text messages bought for WebUntis also for Untis.

The following requirements are necessary:
- Cover planning module
- Info timetable module
- WebUntis
- SMS (text messages) activated in WebUntis
- Check the 'Send SMS via the Web' box in '<Settings> | Miscellaneous | E-Mail'

-A registered WebUntis user needs to have the right to send text messages

1.8.2 Selection list with student groups

The student groups are of great importance regarding the interaction with WebUntis. In the 2017 version
you therefore now have the possibility to select the respective student group from a selection list in the
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windows 'Events' or 'Special duties' in cover scheduling. If you want to create an event with class 1a, the
selection list will only show student groups of class 1a. If you enter '1a, 1b' all student groups of the
classes 1a and 1b are listed.

It nevertheless is still possible to enter any student group. Furthermore, the wildcards (?, %, $) of the
lesson entry are also available for the substitution list.

1.8.3 Events for student groups

Often not all students of a class are taking part in an event, but only parts of the class. In Untis this is
indicated by student groups. If the class is divided into three groups for one lesson, for every coupling
line one student group is entered. When defining an event and you enter the respective student group,
only the 'right' teacher is released.

1.8.4 Releases =>break supervision cover

If a class is on an excursion, for instance, the teachers who would have taught this class are
automatically released. It can happen that due to this release a teacher can go home earlier or come to
school later in the morning. If this is prevented by a break supervision, Untis 2017 automatically creates
a cover for this break.
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1.8.5 Suggestion standby teacher: new column

As of this version you also see the time requests of the suggested teachers in the suggestion window.

1.8.6 Automatic supervisor: new possibilities

In the lessons window there is a very handy check box for couplings called 'Subst.: Automatic
supervision'. This helps you to ensure that if one teacher is absent that the coupled teacher is
automatically entered as supervisor. This was a problem when you had couplings with more than one
teacher, because it was not possible to define, which teacher is the 'right' one. Untis 2017 now checks if
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one of the teachers coupled with the absent one also teaches this student group and if yes, he or she
will be entered as supervisor.

If no student groups are used Untis will check if one of the coupling lines has the same room. If this also
fails then the first teacher will be taken as supervisor.

1.8.7 Entering exams without course sched.mod.

As of Untis 2017, the 'examination' window is now also available to all schools NOT applying the course
scheduling module. Just go to the tab 'Cover scheduling', click on 'Events | Exams'.

In the right part of the window you need to select on which day and in which period the exam should take
place. Then go to 'Courses', click on the 'Selection' button' and choose the respective lesson. If you do
not use the course module then check the box 'Show lessons' and all lessons will be listed.
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Now go to the 'Teachers/Rooms' tab and select the teacher who should supervise the exam and the
room in which it should take place.
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Finally confirm with <OK> and the exam will be listed on the left side of the window.

The exam now is in the system but it has not yet been released for cover scheduling. Please check the
box 'Cover planning'; now the exam is transferred into cover planning with all consequent effects.
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1.8.8 Cancelled days report: totals row

As of now the sum total of all cancelled periods are shown in the cancelled days report.

1.8.9 Substitution stats.: selection of dptmt.

The substitution statistics always assessed the data of the entire school. As of this version the selected
department is considered.



Untis 2017 59

1.8.10 Substitution for standbys

In response to many requests Untis 2017 provides for the opportunity to substitute standby teachers
when they are absent. Open the master data window for subjects and uncheck the box 'No substitution'
on the 'Subst.' tab.

If a teacher is set 'absent', for his or her standby lessons substitution lines of the type 'standby
substitution' are created in the substitution window.

Note:
A standby substitution has no effect on the substitution counter.

1.8.11 TT teacher: output of daily comments

Even in earlier versions it was possible to enter messages to single teachers in the daily comments.
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Now you also have the possibility to print these teacher-specific daily comments above the timetables.
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1.8.12 Lock periods

In response to many user requests you now have the possibility to lock single periods in the timetable
also in cover scheduling. Just click on the <Lock period> button.
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If you want to shift a locked period, the respective warning message pops up.

1.8.13 Export of daily list as pdf file

The daily lists have also been reviewed. You now can check the box 'Lists of periods pdf' under 'Settings
| Substitution Planning | Other' in order to export the daily list as a pdf file. When you also check the
second box 'User defined file names' then you can manually enter a name for the pdf file at every export;



Untis 2017 63

if you don't, then the name of the substitution format will be used.

1.8.14 Checkbox 'Uncovered Substitutions'

The information if the box 'Uncovered substitutions' is checked or not is now saved directly in the format.
You do not need to check it every time anew.

1.8.15 Lesson pool next to timetable

The lesson pool is now displayed next to the timetable as unscheduled lessons. It is now very easy to
carry out swaps over several weeks directly in the timetable.
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