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Preface

A number of different conditions must be met when creating an up-to-date timetable:

e Substitutions should preferably involve replacement teachers who can teach the subject or who
know the class

e The substitution should wherever possible fit in with the replacement teacher's normal timetable
e Open substitutions should be filled primarily using shifts (preponements)

e The information should be conweyed quickly and simply to the recipients (students, teachers, school
office, parents)

e Teachers should be debited for some missed periods but not for others
e |t should be possible to easily retrieve statistics according to user-defined criteria

e efc.

The larger the school the harder it is to clarify all these questions, especially since time plays an
important role. Many substitutions have to be dealt with faultlessly within a matter of minutes in the
morning, and the information has to be transmitted to students and teachers in a timely manner.

The use of the cover planning module — possibly in conjunction with modules Break supervision and
Info timetable or with WebUntis — facilitates clear, quick and, above all, faultless editing of daily
substitutions and their printing or electronic display . It is no longer necessary to post the current
substitution list on the notice board as in the past

A second major task of the cover planning module is the maintenance of substitution statistics and their
evaluation in accordance with user-defined criteria and those specified by the authorities.

This manual is intended to provide, first, a quick introduction to using the module and, second, a
complete description of all its functions. For this reason it is divided into two parts. The first part is a
Short introduction to the main elements of cover planning. This will quickly familiarise you with the
most common functions of cover planning and give you an oveniew of the way the module works.

The second part focuses on all the functions of the module in detail, and the interfaces to other modules
such as break supenision are explained.

Please contact your Untis consultant for specific information such as substitution statement for a
specific country or federal state.

You will find information on new features, valuable tips and advice as well as contributions in the forum
on our website www.grupet.at . Untis' tried-and-tested support structure will provide any assistance
required for specific questions.

Short introduction

The aim of this chapter is to provide a brief oveniew of the how the cover planning works, starting with
the entry of absent teachers and going on to the statistical evaluation of substitution data Subsequent
chapters contain a more detailed description of the functions mentioned as well as additional application
options.


http://www.grupet.at
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2.1

2.2

Cover planning mode

You can activate cover planning mode in Untis via the <Cowver scheduling> button in the main toolbar.

ig->] = B= R < 00 +hbEs :. ™

There are specific windows provided for cover planning in addition to the windows that you already know
from timetabling mode (e.g. master data views, lessons windows),

Entering absences

The absence of any one of the three master data elements, teacher, class or room, is considered to be
an absence.

Example: set absence of a teacher

Teacher Hugo is to be set as absent on any Monday in the school year.

1. Open the file demo.gpn and switch to cover planning mode .

Note: demo files
You can find the demo files under '? | Welcome screen | Demo files'. The demo.gpn can be found under
the Untis logo.

2. Set the calendar in the absences window to any Monday in the school year.
3. Select teacher Hugo from the list of teachers. Alternatively you can enter the teacher's short name
Confirm your entry with <Tab> or <Return>.

Teacher Hugo has been set absent for the whole day. In our example this is the first to the eighth period
on 23 September 2013.




@ Absences / Teacher

=N ol =5

R 2BEETEL B--

-
[ -
.

@ Absences / Teacher

¥ eE@8EETEL &-.

=3l =

Mo. Tea.  from DD.MM FROM period to [ From-Ta
— _ 23092013 - "

Ander Andersen
Arigt  Avistatle Week [T,

L Callas Callas
Cer  Cervantes Teacher (1] | Clagzes (0] I Rooms [EI]|
CUricECLl Ma. Tea.  from DD.MW FROM period to DD MW TO period Abs. reason Text

: 61

MNobel Mobel
Fub  Rubens

Example: set absence of a class

Set class 3a absent for the first two periods on the same Monday.

1. Set type in the absences window to "Class".

2. Select teacher class 3a from the list of classes. By default the class is set absent for the whole day.

3. Limit the absence in the column "TO period" to the second period.

I

@ Absences / Teacher

ENX T B-8E.

BN (o =55

From-To .
23092M3 ~ o [~
Ma A [
Clazzez [1] | Boome (0]
Abz. Mo, Cla. from DD MM FROM period o DDMM TO period  Abs. reas Text

Note: Reason of absence

You can enter a — previously defined — reason of absence in column "Abs. reason". This determines if
and how the cancelled periods are counted. Please refer to chapter Reason of absence for further

information.
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2.3

If a room is not available for some periods or several days, you can switch to type "Room" in the
absence window. Rooms can be set to absent in the same way as teachers and classes. You will find

an example of this in chapter Setting teacher, class or room absent .
You can delete an absence using the <Delete> @button.

Editing substitutions

There are several open substitutions that have to be dealt with owing to the absence of teacher Hugo and
the class 3a on Monday

The changes to the regularly scheduled lessons are displayed in the timetable.

Open one timetable for classes (Timetable | Class schedule big) and one for teachers (Timetable | Te.
schedule big).

@ 3b - Class 3b (Callas) Timetable (Tea-V1) 4] ol ==
3b ~ B 38~ . &} =

23092013 » — -28.9.2013

-

" ffo -~ Th Fr Sa
PHI??---7 ;
@ Hugo - Hugo, Yictor Timetable {Cla-V1) E] E] EI@

Hugo o . ; =, =

-

23092013 ~ = -28.9.2013

PH MewFL

Mo

5 |MA NewR1a 1

Absent

[ERER Tea. Subi. R [Cla. | Time |Schoolweek | Stud. | S
18 Huge,HIl, Rza Za 2-41 26

2} Clusi|Line| Studen

All changes to the current timetable are displayed in red. You can see that the first two periods of the
timetable of class 3b have to be covered because of the absence of teacher Hugo. Hugo's absence is
marked in the teacher timetable with the word "Absent".

The changes to all periods inwolved are displayed as a list in the substitution window (right mouse click |
Substitutions) .



There are two changes in the first period compared to the regular timetable:

@ Substitutions / Teacher EIIEI
R dAEY & v 2RO &.
Subslitute From-To )
-4l - v| 23pazm3 ~ ®~
Lo | [T Uncovered substitutions
Teacher
1. Mo. Type Date  Period (Subject)  Subject  (Teacher)  Substibute  (Class(es))  Class(es)  (Room) Room Shifted from (Tedto Substibotion text
9 Releaze 23.49. 1HI Ruk Ruk 33 (3] R3a - Releaze
2 Substiution  23.9. 2 GEc Hugao Y 3h 3k
10 Release 239, = Cer Cer 38 (3&) R3a --- Release
3 Substitution  23.9. 3 H Hugo e 4 4 R3a R3a
4 Substitution  23.9. 4 LE Hugo e 4 4 Ria Rla
Subst. Mo. z Teacher -

First, the release of teacher Rub because of the absence of the class 3a and, second, the open
substitution of class 3b because of the absence of teacher Hugo An open substitution is marked with
three red question marks ???. This open substitution must be filled with a suitable substitute teacher.

Assigning substitute teachers

In order to assign a substitute teacher you could now look through teachers' timetables to find a teacher
who has a free period and assign him/her by entering the short name or by selecting him/her using the
pull down menu. Howewer, you do not know whether the teacher knows the class, if he/she has the
teaching qualification for the subject that has to be substituted and if he/she has had to cover many
classes recently. All this and more information can be seen at a glance when you open the substitution

suggestion =

Example: Finding and assigning a suitable substitute teacher
In our small demo file there are only three teachers available to cover the open substitution in the first

period. Most probably you will be presented with a much longer list of teachers at your school; however,
not all teachers are equally well suited to take this substitution.
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(@& .

7 | Substitute Suggestion E'@

= 23.9. Mo-1 Hugo/HI/3b
& Cover teacher suggestion [3]. Supervisions [6]
the penod block

permanent substitution

Cover teacher suggestion [3] | SupETyisions [5]|

+ Mame Period flag Counter Subst Cancellation Yearly total Perfday Class Subject Time regquest

Gauss 3 2

ander (SR i @ -z

* Shiftz [1]

Type: [Shifts according to the substitution time gnd v] [] Show only upcoming shifts
Mame From -=Flag  Mame From -=Flan
|Ander 26874 9 Cer 26976 0O

In this example, teachers "Rub", "Gauss" and "Ander" could take this period. The more suitable a

teacher is to substitute a lesson, the higher he/she will be ranked in the substitution suggestion window
. You can adjust the priorities for choosing a substitute teacher, as they differ from school to school (see

chapter Sequence of the substitution suggestion ).

The most suitable teacher is "Rub". He usually teaches in the first period but he is released because of

the absence of class 3a (marked with an x in column Period flag). In addition, he teaches the subject

"HI" (a mark in column "Subject"), indicating that he has the teaching qualification for the subject.




12

ﬂ Rub - Rubens, Paul Timetable {Cla-V1)

e -Re-@ | HR s r B m @ =,

-

23002013 » = -28.9.2013

e Tu | Wil

Th

Er [ Sa |

ﬂ Substitutions / Teacher

BEW & v45= @ AR-& @&.

Substitute

Teacher

From-To

Mo =

3

(R

[T Uncovered substitutions

F 10 Release

| H

Period (Subject]  Subj (Teacher)

batitute  (Class(es)) Clas:

Fd
| 1 i
g Subst. No. 2 / Teacher

Release 1 H 3a [3a)
2 Substitution 239, 2 GEc Hugo o 3b 3b
2349, 2 EM Cer Cer 3a [3a)
3 Substitution 239, 3 H Hugo o 4 4
4 Substitution 239, 4 DE Hugo o 4 4
1 | F
v |4

Line te| Student

Fub (Hugoy, HI i 3b
a (Rub, HI, (R3a) (33) 2-42

Tea. Subj. Rm. | Cla. 'me|8chummecia|0|us
>

28

Double-click on the teacher name to assign 'Rub' to the substitution. The additional period is shown

immediately in the teacher's timetable.




Short introduction 13

2.5

® Gauss - Gl 45D [ o [ B [l
Gos Few-E &

-

23092013 » - -2892013

Sa

W~ =l W M=

Teacher "Gauss" is less suitable to take the first period. A glance at the timetable shows why. Gauss is
holding his first lesson of the day in the fourth period and he would have to come to school before the
first period if he had to substitute, i.e. his next regular lesson would be three positions away from the
substitution in the timetable (shown with number "3" in column "Period flag").

Note: Period flag

The period flag is an indicator representing how good the substitute matches the teacher's timetable. It
defines the "distance" to the next "normal” teaching period. The lower the period flag, the more suitable
the teacher is to take the substitution (from the point of view of the timetable.)

This leaves us with teacher "Ander" at the end of the list. "Ander" knows the class (mark in column
"Class") and he also teaches the subject, nevertheless he is the last one on the list. Again, suitability in
the timetable is the decisive factor. The red number "9" (worst value in terms of suitability as substitute
teacher) appears in column "Period flag" because Ander has his day off on Monday. He should therefore
not be assigned a substitution on this day.

Tip: Do not show teachers on their day off
It is also possible to adjust the substitution suggestion so that a teacher is not shown in the list when
he/she has a day off (see chapter Substitution suggestion settings ) .

Besides assigning a substitute teacher, you can also manage open substitutions with shifts and
supenisions.

Shifts (‘preponements’)

Shift suggestions can be found in the lower section of the substitution suggestion window.

Example: Shifting lessons
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@ Substitytions / Teacher
Ew)l s dEY F Tr5[d R B0 &-
Substitute From-To _
- &l - v| 23032013 -
Mz 5 [7] Uncovered substitutions
Teacher
Subst. Mo, Type Date  Period (Subject) Sobject  (Teacher) Substibute  (Clazsies)) Clazs(es) (Room) Room Shifte (Te)to  Substitu
1 Inliew'-zubst 23.9. 1 Hl Hugo Fub 3h 4]
9 Release 2348. 1 Hl - Rub 3a (3a) R3a -—- Releasze
g substintion (2391 2leee [ | % | | [ [ |
10 Releasze 234, 2 EN - Cer 3a (3] R3a Releaze
3 Substitution  23.9. 3 H Hugo T 4 4 R3a R3a
4 Substitution  23.9. 4 DE Hugo e 4 4 Rla R1a
Subst. No. : Teacher ~ | A

Place the cursor on the open substitution in the second period.

The substitution suggestion shows possible substitute teachers for this period in the upper section and
possible shifts in the lower section.
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7| Substitute Suggestion E@
@ i';;l"F b
» 239 Mo-2 Hugo/GEc/3b

a Cover teacher suggeztion [4]). Supervizsions [5]

the peniod block
permaneit zubstitution

Cover teacher suggestion (4] | Supervizions (5]

+ Mame Pertiod flag Counter Suhst Cancellation Yearlytotal Perfday Class Subject Time regquest

Cer ¥ -1 1 -1 5 BB
Curie O 2 BB
Gauss 2 2

ander (SR i -2

* Shiftz [2]

Type: IShifts according to the substitution time gnd v] [] Show only upcoming shifts
Click

[ f=Tuat- i 2l Mame  From -=Flag

i) II I Cer 26806 0
@3- i) [ [0 [ || @ cer- b [ [ 0 ==
3b ~ 5 - [F - Cer rEe-F 7
Y o23092013 - o -28.9.2013 Y 23092013 v o -28.9.2013

Mo | Tu [We | Th [ Fr [Sa Mo [Tu |We |Th | Fr | 5a

1 HI |PH MA 1 1h [ 3a 2a|2a[1a
2 PEG 2 |3k 3b 2a | 2a | 2a
3 LN PH 3 |1a]3a 2b [2b [2a
4 DE | DE 4 |2a|2a 2a | 4
] 5 |2a Ja
B B )
7 7 |3a 1h
a a

In our example, we could shift teacher "Cer" from period 6 on 26 September to fill the open substitution.
A click on this line visualises this shift in the timetable with red arrows. Now you can see at a single
glance the changes in the timetables of the teacher and the class.

Note: One-stage and two-stage shifts
The shift suggestion can be either a one-stage shift or a two-stage shift.

Our example shows a one-stage shift. Cervantes' Bio lesson would be shifted from 6th period Thursday
to 2nd period Monday. You can assign this shift by clicking on the <Apply> button.
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2.6

Note: Room conflict
A message will be displayed if there is a room conflict caused by the shift.

After you have performed the shift, column "Type" in the substitution window shows "From", indicating
that this is not a regular substitution but a shift. Teachers and students can see from which position the
period was shifted in the column "Subst. from".

@ Substitutions / Teacher El@
X pdEY & TL5 B - @ .
Substitute From-To ]
-&l- -| zaoazma - LR
bz Aok [T Uncovered substitutions
Teacher
Subst. Mo, Type Date  Period (Subject) Sukject (Teacher) Substiute (Classtesjj Classies) (Foom) Room Shifted from (Te)to  Substiu
'In liew'-subst 2349, 1 HI Hugo

1

2349, 1 HI Ruk [Sa) Release

2349. 2 EN (Sa) Release

Shifting

3 Substitution 239, 3 HI Hugo T F3a R3a
4 Substitution 2349 4 DE Hugo e Rla Ria
Subst. Na. 2 Teacher -
Supervisions

At times you might not be able to find a suitable substitute or shift to take an open substitution. In this
case you can assign a teacher to supenvise a class while he/she is holding a regular lesson .

Example: Search for and assign a supervisor
Only two teachers are suggested to substitute in the fourth period in the substitution suggestion window.
A click on the <Supenvision> tab shows all teachers who are teaching in this period and thus able to

supervise class 4 (see figure).

You assign the teacher by double-clicking on <Apply>. You must decide if you wish to complete this
action since the teacher has his/her own lesson at the time in question.
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7 | Substitute Suggestion EI@
2@ -

* 23.9. Mo-4 Hugo/DE /4 g ™
. _| Question - M
4 Cover teacher suggestion [2). Superyis|

the perind block
permanent substitution _p— |

Teacher Cer iz already busy on the 23.9, in period 4.

Les. 59: 2a, Cer. DE. R2a

a Substitutions / Teacher

ERXRIE md

Curie  TWW

Substitute Fioml | calas R2b Do not schedule the teacher
Al «| 230 Shifts (10) Teacher holds the lesson az well as the cover [supervision)
SR . - LUl g frr
M () Cover for the teacher in his regular lesson [creates a substitution]
° Type: [Shifts according to the substitution timd
Teacher
Subst. Mo, Type Dt N?me From ->Flag Name From [ ak. ] [ Cancel
2 n lisusubat 234 flAHst 2349./8 .
10 Release 234 |Callas  23.8./6 - —_— —_ - —
1 fInlisu-subst 234 | Callas 23.9.47 ‘
9 Release 234 ) Ganss A4 01 Callas 239 7R 1 -
Substitution  23.9. 3H Hugo

Subst. No. £ Teacher - i

Selecting option 'Replace the supenising teacher' results in the row being marked as supenision.

a Substitutions / Teacher EI
EXOE pAEV F vo= [ AR-O .

Substitute From-To .
Al - ~| zzo92m3 - g
iz L]k [T Uncovered substitutions
Teacher
Subst. Mo, Type Date  Period (Subject]  Subj (Teachet) < Substiute (Clazs Clazs (Room) Room Shifted from (Te)to  Substiu
2 Inliew'-subst 239, 2 GEc Hugo Cer 3k 3k
10 Releaze 234, 2 EM - Zer Cer 3a (3a) R3a - Releasze
1 Inliew'-subst 239, 1 HI Hugo Ruk 3k 3k
Releaze 234, 1 H ---  FRub Fub 3a (3a) R3a - Release
i : 4 4 R3a R3a
F O T S I I

Subst. MNo. z Teacher -

Cancellation

To cancel an open substitution just click on button <Cancelled> & Another click on the same button
changes the cancellation to an open substitution again.
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2.8
2.8.1

P

@ itutions / Teacher E\@
Ry AEV & 2 A B-0 @-
SUIIM From-Ta
-

- &l - - 03203 -

[] Uncovered substitutions
Teacher
Subst, Mo, Type

Substitu

Period (Sukject] Subj (Teachet) Substiute  (Class Class (Room) Room Shifted (Tedto

1 Inliew'-subst 238, 1 HI Hugo Rub 3h 3h
9 Release A, 1 HI --  Rub Rub 3a (F3a) R3a - Releaze
2 GEc Huga Cer h 3k
. 2 EM Za (3a) R3a - Releaze
3. ‘-—-- i
4 DE Hugo Cer Rila Ria

Teacher -

Ad hoc changes

Additional lessons (special duties)

Special duties are considered to be additional lessons that are not scheduled in the normal timetable.
These can be entered direct into the timetable.

A right mouse-click on the period in question opens the context menu from which you can select item
'special duty'. A further window will then open where you can then specify class, teacher and room. You
have the option of selecting from all available elements or of restricting selection, e.g. to available
teachers only.

Clicking <OK> creates the special duty, which is marked as such in both the timetableand in the
substitution window
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2.8.2

Timetable period: stanc

1a - &

a la - Class la[i]{E] EI@

8 -

F a3 T

-

300923 -

-

= .510.2013

o

Tu

e

Th

Fr

Sa

A

Bl

EN

Bl

DE

MA

EN

DE

MA

MU

[

EN

DE [ MA | RE

DE

Ly

MA

PE
X

] En

EN

RE

HI

PE

Only available teachers

(oS

Only zubjects of the teacher

Only free rooms

a la - Class @{E] E\@
1a -EHBe-F )
003203+ — -510.2003 Class
Mo | Tu |we | Th | Fr | Sa Ta
1] Bl |EN | BI | DE | MA | DE VoEEED
2 en [ pE [ma|muPE [EN Ander v
3| pE [ma [RE [MA | DE [MA Subject
4 PE |[MU [ EN | EN | RE HI -
N
B PE Fioom
? Settings F1a
3 Period window

eachers’

list ffr the monitar

LY

b & BEEERUVITLIEIAR &-§¢

[T = From-T )

e &~
[ Unee

Subst. Mo,

-4 - 01.10.
Teachers' list for the monitog
lhst. Mo, Period Type

725

Ander

Rl L3

Substiute Classtesj Room  (Teacher) (=

1a___Ria | ]|

Ds

U:l"-lG‘.lU‘l|-l=-LAJM—‘

AR

L-Mo. | Tea. Suhbj.

R

Ander, HI, R1a

Cla.
1a

Schoo

Shifts and cancellations

Shifts, cancellations and swaps can be performed in the timetable without the entering an absence.

Shifting lessons

You can shift lessons using drag&drop. Empty green fields mean that a move to this position is possible

without creating a conflict.

Purple, empty fields indicate that the shift is possible without a conflict, howewer, neither the scheduled
room nor one of its alternative rooms is available
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P

@ 3b - Class 3b (Callas) Timetable (Cla-V1) 4] (=] & ===
3b -He-B dAQs |[deee P
Y 07102013 v - -1210.2013
DNrars
Mo = e Th Fr Sa
""" PE Aris SH S
1 |PE _HEg_D_H t DE H PE Rub SH Bl Cer Ea |PE _HEg_D_R__a : RE Mobel Ba
GA Gaus Ba
2 | GEc Hug Ba go Ra | MA kew Ba TX Curie TV RE Mobel Ba | Bl CerREa
AR CdllR3a I - ‘PE Aris 5H
3 PH Mew PL MU Anid Ra GEc Hug Ba |PE _HEg_n_H__a: HI Hugo Ba 'PE Rub 5H
4 | MAMewra | PR CAIEIS | pyow BL | PHMNewPL | MA New Ra | MA New Ra
5 )Drop |cHcalRz
B
7 | DS And wig *PE Aris SH
HE Curi HET *PE Rub 5H
o | DS And Wi
HE Curi HET
L-Mo. |Tea. Subj. Rm. [ Cla. | Schoolweek | Stud. | Special text

If you shift a period using drag&drop, the move will be displayed in the substitutions window. In our
example, the German lesson in class 3b was shifted from the first to the fifth period on Tuesday. The

substitution window displays this shift on this day, too.

i

@ Substitutions £ Teacher EI@
= | FHEESRHYS A B-@ @ .
[Teacher) From-Tao i
-
[-a0- | os1oz03
I 8 12 [] Uncovered substitutions
Teacher
bzt Mo, Type Period (Subjec! Subject (Teacher) Substiute Class(es) (Room) Shifted from (Telto  Subst
Erlsrited | 1[0 | JHugo 77 s Jra | la105 | |
151 Shifting 5 DE DE Hugao Hugo 3b g.10.01
Subst, Mo, [150 : Teacher® -

Tip: Shifting part of a coupling
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2.8.3

If you wish to shift only the lesson of a single teacher who is part in a coupling with several teachers
then switch to the teacher's timetable and perform the shift there

Swapping lessons

Periods highlighted green (green cells occupied by a period) can be swapped with other periods
highlighted green The swap performed will also be displayed in the substitutions window.

Cancelled lessons

If a lesson is dragged into the timetable details window and "dropped" there (similar to unscheduling in
timetable mode) the period will be cancelled.

Tip: Undo
You can rewerse all changes using the <Undo changes>** button in the timetable.

Room substitutions in the timetable

Room substitutions can be applied to regular lessons in the timetable as well as to lessons that are
affected by an absence

Changing rooms

You can change the room of a lesson directly in the timetable via the button <Allocate/Delete this
room>. This is possible for an open room substitution as well as for a normal lesson.

@ 3a - Class 3a {Aristotle) Timetgble (Cla-V1) 4] (=] ===
Za -t 2 -l 3 r_ glala M 2 | = )
B | Allocate/Delete this room @
Toomrnzmi - 5 -12102003
W Allocate the room to
- - [ Delete room ] [ Allocate m. ] [ Cloze ]
hili Tu a single period -
BT bl cupied rooms
1 HIRub R3a | EN CerR3a EE Leszons: 67 Mo-7 p
Required capac.. 28 £ roons
2 | ENCerR3a | RENoh R3a | DE| | |Planned |Actual Cap. |4k Rm &l HRm | Decupied
, [
> | e 21 orcwras LR -
gH
GA GauR3a [ [ [l
4 X Curi TW DE Ande R3a A A B
[t [l ]
5
MA Gau E3a ) & & B
[ [ ]
B L] Ll ]
20
78l BICerR1a ¥
[ ]
& Y, ] [l

| 3

L-rMo. |Tea. Subj él. Time |Schoolweek | Stud. Special text
67 Cer B R1a (R3a)} 3a 2-42 28

—

1
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If a block of lessons is involved (double, triple period etc.) you can choose whether the room change
should apply only for the selected period or for the entire block.

i B’
B ' Allocate/Delete this room g

' fllocate the room to
[ Delete room ] [ Allocate . ] [ Cloze
Alzo show occupied rooms
the pernad block,
Available rooms
Fm. Cap. At Fm Ak HRm | Occupied
Fla 36 [
Rib 30 O O
Rza 32 O O
Rzb [l [l
R3a [ ]
SH1 [ [ ]
WS EH2 E E E
FL
Wiorkshop - B Wl B
WS [
HE1 O O
Ps O O
Ps2 [ [
L o

Swapping rooms

If occupied rooms are also displayed in the room assignment dialogue, they can be used depending on
the choice of option (room conflict, room swap etc.).

,

Clash! Room R2a iz already in use on the 14,10, in period 2.

-
B " Allocate/Delete this room

Allacate the room to

[ Delete room ] [ Allocate im.| | | es. 48; 2a, Mobel, RE. AZa

a single period
Lessons: 35; Mo-2 ( Alzo show occupied rooms

Options

Fequired capac.: 23 available rooms @ Do not schedule the room

el | Actudl Rm. [Cap. |Ak Am A () Schedule the room with a clash
2:12 E () Schedule the room without clashes (creates a room substitution)
B () Swap raoms [creates bwo roam substitutions)
O
(=

R2a
Class Room 2a
Room capacity: 32

OOEEEEE
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Tip: Changing rooms in overview timetables
You can also use drag&drop to change rooms intuitively in room oveniew timetables.

P -

@ TW - Textiles workshap Timetable {Roo20) o ===
W CHE-m EAs dR]e Bue .
School year:16.9.2013 - 30.6.2014 |i'n“| -
Mancay Tuesday -
1 2 3 4 5 5] T g 1 2 3 4 5 5]
SH1 4 3a,3 | 1a1 2,2
PdErne Fub | Rub Rk
PEB FEE | PEB PEB
SH2
b 4 2b
PL Mety Arist Py
FH FH FH
3
Ws Clyie ._
1 | |7 =
Ande | Ande %
3a 0= [ I {1}
T™W Curie Cutie | Curie
TH TH Tx
HE1
1a 1a 1a 4 I 1a 1a 1a 1a 1a
Rla | &rist | Calla | Cer |Hugo | Mew Arist | Arist | Calla | Calla |Mokel
EM il =] DE s, AL, EM AR AR |RE
b |1k 1 1 1 b |1k 1
R1b | Cer | Arist |Nokel Ruk Fub | Rub |Mokel | Arist
Bl ML [RE DE DE DE [RE fd,
2a 2a 2a 2a 2a 4 4 2a 2a 4 2a 2a
RZa | Calla |Mobel [ Mew | Cer | Cer [Calla | Calla Calla | Calla | Ande | Cer | Mewy
MJ  [RE [FLS DE EM AR AR AR AR fll ) Bl i,
2 2l 2 2 2 2 2 I 3 2
R2b |Mobel | Mew |Calla | Calls | Calla Mesw | Mewy | Gaus | Gaus | Rub
RE hl AR AR Al hdd, Ml [ G [E71) HI
Ja a |4 3a 3a 3a 3a |3a Ja [3a 4
R3a | Fub | Cer |Hugo |Gaus | Gaus Cer Cer |Mobel | Cer |Ande | Ande
Hi EM |HI A, ha, Bl EM [RE El CE hl -
4 1] [ 2
L-Mo. |Tea. Subj. Rm. Cla. |Time |School week | Stud. | Special text
4 Gauss, GA, R2b(Pe1)  3b 2-41 22
+3 | Curie, TX, TW 3 22
Tatal 44

29 Printing

To print the substitution list we recommend that you to prepare an individual list for each type of
addressee (teachers, students), which they can access each day. It is usual to work with three different
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291

substitution views: one for daily substitution work, one for printing the teachers' list and one for printing
the students' list. The reason behind this is that the cover planner needs to hawe information on the
screen that is not relevant for the printout. Additionally, the teachers' list in the staff room should contain
different information than the students' list on the notice board, or perhaps the layout should just be
different. The two examples below show how substitution can be customised for printing.

Students’ list

Open file demo5.gpn and window group 3 (print for cover planning) via the toolbar of the window groups.

Note: Window group
A window group is a freely chosen arrangement of windows that can be saved and opened again with a
mouse click. It is used for specific operations such as the printout of substitution lists (see chapter

Window groups ).

You will find two substitution views In this window group — one for the students' list and one for the
teachers' list. These two views display different contents and their layout is different.

Select the view "Substitutions / Print / class™ and click on the Print preview dbutton. This will show the
following:

Print / Class 16.9. -22.9.

Class 2a (Hugo) «—— each class has its own headline

Class(es) Period Subject Substitute Room (Teacher) (Te)to Type Substitution text
2a 1 DE Arist Fla Cer Substitution
2a a En Nobel Ria Ser Substitution

-‘__

Class 2b (Andersen) ~ classes and substituters
are printed bold

Class(es) Period Subject Substitute Room (Teacher) (Te)to Type Substitution text
2b 4 =] Ander F2bh  Cer Substitution
Class 3a (Aristotle) the list is ordered by classes

and periods
Class(es) Period Subject Substitute Foom (Teacher) (Te)to Type Substitution text
3a 2 Er Ander Fda Ger Substitution

Example: Customizing the students’ list

The printout is to be printed with space-saving headings Additionally, column "Substitute" is to be mowved
to the third position, column "Type" is to be hidden and column "Subject" is to be printed in bold.
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You can perform all print settings in the page layout, which is opened by clicking on the button with the
same name in the substitution window.

Change header

To sawve space the heading is to be integrated into the table. Check the option "Small headers" in the
<Page layout> of the substitutions window.

p it
Print settings
Current wiew | Global

Selection Form
["] Mews substitutions only "Skrike-through' cancellations
Con't print absent teachers [] comb. class names (2a,2b-=2ab)
[T also elements withaut substitotions [ Period label
Arrangemnent Header {absences)
Heading/element Absence Substikukion
— Teachers  [7] [l
[]with absence reasons
Grouping [=sork criterion 1) Classes [ =l
Class(es) - Raorms [ (
[ Sarking ]
[ Page setup ] [ Heading ]
[ (]4 ] [ abbrechen ] [ HilFe ]
L J

Hide columns

Use the "Active" column in the <Grid adjustment> window=to hide or show columns. Uncheck the box
in the "Class(es)" row.
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B Grid Adjustment [_Jﬁ

oK. | [ Apply |

Field Frint
Substitution number o
Type of zubstitution o
Date [DD.MM] V
Per. v
Replaced subject: o
Subject o
Replaced teacher: J

o

Substitute

Class[es]

FHoom

Shifting

Shifted away
Substitution text

o 1) 1S

The list will be printed according to the definitions described abowe.

Test school DEMO  Timetahle 201352014 Untis 2013
Fordemo and test only  Walid from: 10 Qctober

Print / Class 23.9.-29.9.

Period Subject Substittme Room (Teacher) (Te)to Twpe Substitution text
Class 2a (Hugo)

2 FH Callas FL gy Substitution

Class 3b (Callas)

3 FH Ander FPL At Substitution

Class 4 {Nohel)

3 hl A Arist SaLlss Substitution

4 (E12] Hohel Fa SaLlss Substitution

Gruher & Petters Software

2.9.2 Teachers'list

The substitution list for teachers ('Substitutions / Print / Teachers') contains some elements that are
different from those in the students' list. The layout is also different from the students’ list:
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Teacher 24.9. / Tuesday The absent teach g teach
4___..--' e absent teachners anda cover teachners are

Absentteachers: — Cer displayed in the absence-header

Affected teachers: Gauss, Mew Arist, Callas

The column-headline

o = @ - —
= 2 2 o = = o E
= o s B & B W S £ T = & is displayed vertically
= = ¥ § 3 & = 8 3§ E o =
i [y & g o m = o £ F & = @

Gauss Gauss f——— The list is ordered by the supply teachers
9 Substitgion 2489 2 Bl Ss¢ 3b

New Newton

10  Substittion 2489 23 Bl Se¢ 33 Ria R3a

Anist Aristotle

8 Substittion 248 1 EM £e¢ 32 Ria R3a

Callas Callas

11 Supervision 248 4 Bl Csr 2a Ria Rla

Cer Cervantes

3 Absence 2449
9  Absence 2449
10 Absence 2449
11 Absence 2449

EM Ssf 33 FH3a R3a
Bl Ssr 3h

Bl Ssr 3a R3a R3a
Bl Ssr 2a Rla Ria

Fu 0D P —

Sorting

The teachers' list is sorted by substitutes whereas the students' list is sorted by classes.

Open <Grid adjustment>=in the substitution view. The entries under "Sort" define the sort criteria for
sorting the list. The teachers' list is first sorted by "substitute" and then by "period". If you choose to
display a heading, it will be the first sort criterion (in this case the substitute).

g !
Sort criteria Lﬁ,l

Sort by
Substitute

then by
I Perind

@ Azcending Dezcending

@ Azcending Dezcending

then by

Maone- -

@ Azcending Dezcending

You will find further information regarding the printout of substitution lists in chapter Printing substitution
lists.
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2.9.3

210

2.1

Substitutions in the timetable

You can also display substitutions in the timetable as an alternative to the substitution lists. Here the
ovenview timetables are a particularly practical tool, since you can limit the display to one day and, if you
so wish, only to the substitution lessons as well.

The figure shows the daily timetable with substitutions marked in red. Information that does not fit into
the timetable (substituted teachers etc.) is displayed in the legend.

Monday 23.9.

1 2 3 4 5 [} T b
1a ENaristRla | MUCallRla | BICerRla | peg f{&%%
1b BICerRlb | MA AristR1b | RE Nobe Rib | g A g: DE Rub Rib
2a MU CallE2a |RENohe B2a | MACwiR2a | DE CerBZa | EN CerRBZa
2h RE MHohe R2b | MA Curi B2h AR Callas E2h MU Call R2b
3a HIRUbR3a | ENCerR3a EEE ’érlﬁg: ‘T’i‘ Eﬂ:}g% MA Gaus B3a Bl Cer R3a
3h HIHugo | GEcHuo | peg ’;ﬁg: PHNewPL | MA NewRla
4 bR oo % CKRub | HIHugo R3a | DE Hugo Rla AR Callas R2a PH Arist PL

HTML output

As an alternative to printed lists, you can also display substitutions in HTML format on the Internet or on
the school intranet. You can decide on what information should be published in the same way as with
printed output.

The Info timetable module offers a range of possibilities for displaying substitution data in HTML format.
(You can find more details on displaying data in HTML format in chapter HTML output ).

23.9.2013 Monday

Shifted (Te) to Les- Substitution
from : Text text

Date Period (Subject) Subject (Teacher) Substitute (Class(es)) Classes) (Room) Room

Coupling. New

1 Substitution [ 23.9. 1 FEB PEB Mewr Ander 4 4 SH1 SH1 X

2 Substitution [ 23.9. 2 A, M2 MNew Curie 2b 2h Rzh Rzh X

3 Substitution [ 23.9. 3 A IiA New Curie 23 2Za R2a R2a X

4] Substitution [ 23.9. 4 GA. GA Gauss Nobel Ja Ja R3a R3a X

7 Cancelled |23.9. a A Gauss Ja Ja R3a Cancelled X
Statistics

Besides the generation of the daily updated timetable, an important part of the cover planning module is
maintaining lesson and substitution statistics throughout the school year. A number of different tools and
lists are available for this purpose. Below we introduce reasons of absence — the central element for
controlling the counting of substitutions — and the substitution statementreport.
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2.11.1 Reasons of absence

Whether and how a cancelled lesson is to be counted for a teacher depends primarily on whether the
reason of absence is marked as for counting.

You can define reasons of absence via "Master Data | Reasons of absence". Quite often the reasons of

absence are already defined by the school authorities and in some cases created automatically in Untis.
In the latter case they cannot be edited.

Example: Counting substitutions
1. Open file demo.gpn and create two reasons of absence via "Master Data | Reasons of absence":
liiness: Do not check any box. A cancellation with this reason should not be counted negatively.

Special leave: Check box "Count cancellations" A cancellation with this reason should have a negative
result on the substitution counter.

P o)

@ Reasons of absence / Absence Type-T1 EI@

- (=] = % [l
\ - = ¥y ﬂ
el urt Mot inAbs Head  Stat. codels)

Mame  Full name Dezcription §f Count canc.
» liness

SL Special Leave
*

2.11.2 Report: Substitution Statement

The substitution statement gives an oveniew of all substitutions in a selected period of time from the
point of view of the teacher.

Example: Substitution statement

2. Set teachers "Gauss" and "New" to absent on a Monday — Gauss with reason "lliness" and New with
reason "Special leawe".
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i

@ Absences [ Teacher EI@
EMNMR T & -85,

Fram-Ta

09203 - v

Mo 4|k o
Teacher (2] | Classes (0] | Rooms (0]

& Ahs Moo Tea. fram DD FROM period to DD MM TO perigi Abs. reas fext
7 Mewy 3049 1 3048
6 Gausz 304. 30.9.

Lo llE =]

EXE Gud
Substitute .
Al - - e
bilg Aok [] Uncovered substitutions
Teacher
1. Mo, Type Date Period (Subje Subje (Teau: Subst (Clas< Class (Ru:u:un Room Shifted fr (Te)to Substitution text
19 Substitution 309, 2 Ma Meswe 7Y F2b RZb
20 Substitution 309, 3 M Mewe 777 25 25 R2a R2a
16 Substibution  30.9. 4 8 *Gau: VYT 38 3a R3a FR3a
21 Substitution 309, 4 PH Mewe 777 3h 3hb FL FL
17 Cancelled 30.9. 5 Ma Gaus: - 3| 3| R3a - Cancelled
22 Cancelled ansa. 5 oML - Mewy  --- ah b Rla --- Cancelled
Subst, Mo, = Teacher -

4. Open the substitution statement via " Reports | Selection... | Cover planning | Substitution statement".
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P )

@ Report selection E'@

=[] Overviews

[+ Loading-Statistics
] Free Periods

] Subject-Periods-Report
=[] Periods-Report

#[] Lessons
] Break supervisions o
=/_] Cover planning

Substitution statement
Canc, Days k‘

{=| Cowver overview
=[] Exam-5chedule

5. Confirm print preview with <OK> and switch to teacher Gauss.

Teacher Gauss has two cancellations on Monday, but because of reason of absence "lliness" these two
periods are not counted negatively. The sum for month September is therefore 0.

Gauss Gauss

Substitutions /| Cancellations /ValueComeetion @ 19.9. - 30.9,

Date Period EMN Value CounprSubject Class(es) Reason
049 Mo -E 1] raphics 3a liness
309 Mars  -E 1] asthematics 3a liness

'IS: 1]

Urneouted cancellations: 2

Teacher Newton has five cancellations with reason of absence "Special leave". His counter therefore
reads -5.

New  MNewton

Substitutions /| Cancellations /ValueComrection @ 19.9. - 30.9.

Date Period EXY Value Counge=ubject Class(ez)  Reason

2049 Mo -E - Hoy= PE ) Special Leave
3049, Mof2 -E -1 athematics 2h Shedial Leave
049 Mofs -E -1 athematics 2a Spedial Leave
2049 Mo -E - hysics Zh Special Leave
3049, Mofss  -E K| athematics Sh Shedial Leave

Cancellations: 5

. Hlations:
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Teacher Andersen has had to take two substitutions and he did not have any cancellations. His counter
therefore reads +2.

Ander Andersen

Substitutions | Cancellations [ ValueComection 1 19.9. - 30.9,

Date Period EXY Walue Cou ubject Class(ez)  Reason
309 MoM +Y 1 wvs PE 4 Subditution
309 Mo+ 1 yeics K14] Subsitution

Total: 2

Substitutions: 2
Cancellations:

ions:

There are a number of other possible reports besides the substitution statement. These are described in
detail in chapter Statistics.

Basics

This section explains how to activate and deactivate module Cover Planning and which settings should
be made before you start using substitutions. We also introduce the calendar, which has a central
function.

Cover planning mode

You can activate and deactivate cover planning mode in Untis via the <Cover scheduling> button in the
main toolbar.

TmHEH = d-8 00 +REHB s ) i

There are specific windows provided for cover planning in addition to the windows that you already know
from timetabling mode (e.g. master data views, lessons windows),

Cover planning mode is like an independent application within Untis.

¢ The screen settings in Untis mode and cowver planning mode are different. When you exit cover
planning mode, the original Untis window settings will be restored and vice versa.

¢ There are different window groups at available. The window group function is particularly useful in cover
planning mode. We recommend that you create separate window groups for planning as well as
printing substitutions (see chapter Window groups ).

¢ Standard views may be different in Untis mode and in cover planning mode. Simple, space-saving
timetables generally suffice in cover planning mode.

¢ Cover planning mode has its own context menu. One right click allows you to navigate through the
most important views of cover planning.
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3.2

You can exit cover planning mode by clicking on the <Cowver scheduling> button . once more (or by
invoking menu item "Modules | Cowver planning | Exit").

Substitution time grid
You can activate the substitution time grid in cover planning mode via "Settings | Time grid".

In the time grid you should first specify the period when substitutions are required. In some schools it is
normal not to provide cover for the last period in the morning and the afternoon and to cancel the lesson
instead.

Use the mouse to highlight those periods where substitutions should normally be scheduled and click on
the <Substitutions> button.

In our example, substitutions take place from the first to the fifth period. Periods after the fifth period are
automatically cancelled. If you still wish to plan a substitution e.g. in the sixth period, you can change
the cancellation to a "normal" substitution by simply assigning a substitute teacher Similarly, you can
cancel e.g. a first period although it is marked as "to be substituted" in the substitution time grid

i "

@ Time grid o) o e
Subsztitute
E ity
[ Substitution ]
I Cancellation I
1 2 3 4 5 B 7 a
&00 &85 60 10:45 11:40 1235 1330 1425
Gd5 340 10:35 11:30 12225 13:20 1415 15810
tonday * * * * *
Tuesday * * * *
YWednesday  * * * * *
T hursday * * * *
Friday * * * * *
S aturday * * * * *
k. ] l Cancel J l Apply I l Help
L I 3

‘ Tip: Class time grid
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3.21

Apart from this global substitution time grid, which is valid for the whole school, you can adjust the
substitution time grid of classes individually. To do this open "Master Data | Classes" and click on

button <Class time grid>%on the "Substitutions" tab.

Personal studies

In some classes — especially older age groups — students work on their own if the teacher is absent.
You can mark these classes on "Substitute" tab in the class time grid%.

i "

& Class time grid / Class-72 EI@

4 = Clasz 4 [Mobel)

Scheduling | Substibute

Entry:

| Substitution | | Copy |

[ Cancellation ]

Cancellations -» Personal studies

1 2 3 4 5 5 7 a

m 255 260 10:45 11:40 1235 13:30 1425

G455 340 10:35 11:30 1225 1320 1415 1510
tanday " " * * *
Tuegday i * * *
YWiednesday * i * * *
T hursday i * * *
Friday i i * * *
S aturday i i * * *

k. ] [ Cancel ] [ Apply ] [ Help

In the event a teacher is absent, automatic cancellation (according to the substitution time grid) is
converted into a "+"-substitution, which is described in field "Type" as "Personal studies".
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3.3

3.4

@ Substitutions / Teacher EI@
R AEERpVITLEIA B-0 & .

Substitute Fram-Ta _
-l - ~| 07102013 - &~

[T Uncovered substitutions
Teacher
Subst. Mo, Type Period (Subject) Subject (Teacher) Substitute (Class(es)) Claszs(es) (Room) Room

il substitution | W[ JHugo e b s ] |
4] 3k

52 Substitution 2 GEc Hugo G
83 Lt 3 H Hugo 4 4 R3a R3a
Perzonal studies 4 DE Hugo 4 4 R1a R1a
Subst. Mo, I:l = Teacher* IL]
Date

You can easily select the scheduling date using the calendar in the toolbar. You can change the day
using the arrows or select any day in the school year from the calendar. All opened windows will
synchronise automatically to the selected day.

Tip: Open file with the current date
To automatically open a file with the current date, select "Settings | Miscellaneous" and check the "Start
with the current date" box on the "Auto-sawe" tab.

Calendar

Use the selection box at the top left of the calendar to choose the day for which you wish to edit
absences and substitutions. If you only wish to change day within a week you can also use the lower
section of the calendar window, the so-called details window.

P o)

@ 7.10.2013 Manday =R EeE =
Calendar week # = 07102013 :|

1 October 2013 L ! .
Drate cla. Releaze Blocked rmz Room repl Uncwrd ro Daily com
@ Mon Tue Wed Thu Fri 5at Sun i 0 i 0 I
agig. 2 1 2 3 4 5 6 0 0 0 0 0
g 'IEIE _________ I 9 10 11 12 13 0 i EI 0 i
' 14l 15 16 17 18 19 20
10,1 0 1] 0 1] 0
2 2 23 24 2 % 27
11.1 0 1] 0 1] 0
191 28 024 30 A 1 2 3 0 0 0 0 0
: 3' 1 4 5 6 7 8 9 10
— [ Today: 17/07/2012

The windows communicate with each other, as you are accustomed to in Untis: for example, if you have
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the absences window open when you select the date, the selected date will be used their automatically.
This behaviour is discussed in greater detail in the following sections.

No lessons

Time ranges that are defined asholidaysin Untis mode are automatically shown as days without lessons.

@ 30.5.2014 Friday =8 =R~
Calendar week 22 S oa0s2m4 -
Date Day Abs Teach. Subs Uncovered Abs. cla. Release Blocked ms Foom repl Uncwid i Daily com
Mo Tu|%W'el | o585 Mo 0 ] il 0 ] ] il 0 _ ‘e Th Fr | Sa|Su|Mo| Tu|We Th|Fr |Sa|Su
September 275 Tu 0 00 0 0 0 0 0 0 & 26 27 2[29] 20
op3 [Detaber 12 285 we 0 00 0 0 0 0 0 0 30 =
November 235 Th 0 00 0 0 0 0 0 0 27 28 29 30
December | G 2526 27 28[29] 30
January Bl |55 58 0 ] 0 TR [ 0 22 i) Gl
February 1E  Su 26 27 28
March 2627 23 29[30] 3
Ml e |~ T~
May Daily comments [0)| Public haliday 28 29|80
June 25 26 27[28[29] w0

Friday 30.5.2014
Regular school day
@ Public haliday
Mo lezsons Mo reason

Only these periods

Remarks

In addition to the settings in the holidays' calendar (Master Data | School holidays) you also can use the
form view of the calendar to specify whether certain days are without lessons or are (public) holidays.
This differentiation is important in some countries for teacher remuneration.

Warning: Regional settings

You can set different reporting procedures via "Settings | School data" (Country, Region, Type of school).
The same substitution data can lead to different reports depending on what country or type of school is
set.

You can enter free periods for the whole school in field "Free periods of the day".

If all periods after the fifth are cancelled because of extreme heat then enter "6-8". If the first period is
without lessons because of church senice and the fifth period is without lessons because of a school
event then enter "1,5".
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& 275.2014 Tuesday =8 EcE ==

Calendar week 22 : 27082014 =

Date Day Abs Teach, Subs. Uncovered Abs. cla. Release Blocked rms Room repl. Uncyrd rooms Daily comments
265 Mo O o 0 0 ] ] 0 ] o]
i

[F5. Tu © o0 0 ] ] 0 ]
285 ‘we 0 o 0 0 ] ] 0 ¢ ' .
295, g @ La- Class La (Gauss) T} [ = || & |23
a0 Fr ) - = »
315 Py L= o L= L= o o \-l-1 13 = — @ N ‘*. @ -
1.6 Su - 2014 v = -31.52074 Gk
Dalp comments 0] School dag Mo | Tu~fWe | Th | Fr | Sa
M—_
Tuesday 27.5.2014 1 EN | wa |GEc | MUTHN Bl
_) Regular school day 2 MU | EN |PEG.| DE EN
) Public holiday 3 B Wi EM i,
'J 4 |PEG AR DE | Ma | = |oE
@ Orly theze periods ' E -
5 RE pal
Remarks r— =
6 [
T Fres
8

Periods without lessons are displayed in the timetable with the term "Free". If you add a reason of
absence, it will be displayed as well in the timetable.

342 Texts

The calendar offers two possibilities to enter desired text: daily comments and remarks.

Daily comments
Daily comments allow you to enter and print individual texts for each element. You find a detailed
description of this function in chapter _Daily comment .

Remark
The remark (for the day) is intended as a reminder for the cover scheduler and can therefore not be
printed.

3.4.3 Detail window

The upper section of the calendar shows you detailed information on every day of the week.
Information on teachers

1. Abs.Teach.:Number of absent teachers

2. Subs.:Number of the resulting substitutions

3. Uncovered:Number of open substitutions for which a substitute has to be found

Information on classes
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4. Abs. Cla.:Number of absent classes

5. Release:Number of the resulting releases. These are lessons in which teachers areavailable
(released) as a result of class absences

Information on rooms

6. Blocked rms.:Number of blocked rooms

7. Subs.:Number of the resulting room substitutions

8. Uncovered:Number of open room substitutions for which a replacement room has to be found

Number of daily comments

9. Daily comments:Number of daily comments on the relevant day.

i "

@ 7.10.2013 Monday =N R~

Calendarweek 41 = 07102013 Daily
Teacher Classes Rooms comment

&bz, Teach. Subs. Uncovered@tbs. cla. ReleasgfBlocked mis Room repl. Uncvrd rooms '

0. ] 1 i u| u
210 Tu 1
910, ‘we 1
1010, Th 1
n 1]
n n

1 i
0 0 0 0 0 1] 0
5 0 0 1] 0
3 0 0 1] 0
0 0 0 0 0 1] 0
0 0 0 0 0 1] 0

Entering absences

The absence of any one of the three master data elements, teacher, class or room, is considered to be
an absence. The absences window is used to enter and edit absences. You can open the absences

window via menu item "Cover planning | Absences", via the <Absences> button =#or via the context
menu displayed when you press the right mouse-button.

Setting teacher, class, room absent
You can find examples of the entry of absences of teachers and classes in chapter "Short introduction”

under Entering absences The procedure for entering an absence is the same for teachers, classes and
rooms. In the following example a room is set to absent

Example: Setting a room absent
The workshop is not available on a specific Tuesday and must therefore be set to absent.

1. Open file demo.gpn \ia "File | Open" and the absences window via "Modules | Cover planning |
Absences".
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Note: Demo files
You can find the demo files under C: \ Program Files \ Untis.

2. Set the date to any Tuesday in the school year.

3. Select the type "Room".

4. Select room "Works" from the list of rooms. Alternatively, you can enter the short name of the room.
Confirm your entry with <Tab> or <Return>.

e )

@ Absences / Teacher E'
EMR T & a-8E.

From-Tao

24092013 ~ -

Tu =T o
| Teacher [0] | Clagzes [EI]| Rooms (1] |

She, Mo, Em. from DO FROM ¢ [0 DDMM - TO peri Abs. reas Text

-l e [ X I

SH Sports Hall 1
SH2? Sports Hall 2
PL Physzics lab.
yWiarkzshap
™ Texdiles workdaSop
HE1 Home Econ. room
Ria Clas=s Room1a
Rib Clazs Room b
R2a Clazzs Room 2a
R2b Class Room 2b
K3a Clazz Room 3a
Ps1 Pzeudo Room 1 (3k)
P=2 Pszeudo Room 2 (4]

This sets the workshop absent for the whole day. In our example this is the first to eighth period on 22
September.

I o)

@ Absences / Teacher El
EMR T&& B-E.

From-Ta
24092013 - v
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Note: Reason of absence

Entering a reason of absence does not affect the how a substitution itself is performed. Only the method
of counting the cancellations and releases that result because of the absence are affected. Please refer
to chapter Reason of absence for further information.

Deleting absences

You can delete an absence using the <Delete> & button. When you delete an absence, the
substitutions that result because of this absence are automatically deleted as well. You cannot delete a
substitution direct.

Time range

The absences wingow displays a day, a week or a self-defined time range. You can make this selection
under <Settings> 1.

Absence text

Free text can be entered for each absence.

Overlapping absences

Two absences of a teacher can owverlap (e.g. a teacher becomes ill during an excursion which lasts a
week). You do not need to delete the absence that was entered first, since you would lose any

substitutions already entered. If you enter two different reasons of absence for two overlapping absences,
the absence which begins later defines how the cancellations should be counted.

g !
Untis - Question l_*_]

Aristotle

Abhsenced: 24,9, - 27.9,
averlaps with
Absence®: 24,9, - 27.9,
Abhsence®: Delete?

| Yes | | Mo |

e -~

Entering absences in the school calendar

You can also enter absences covering several days in the school year calendar of the relevant master
data window.

1. Using file demo5.gpn, switch to cover planning mode and open window "Master Data | Teachers".

2. Activate the teacher concerned and open the school year calendar via the<Calendar> button F’EI
3. Hold the left mouse-button pressed and highlight those days on which the teacher should be set to
absent.
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@ Absences - Callas EI@
@ @ Diate: Su 24.11.2003 Mo lessons Legend Breaks Holiday Weekend
Calendar week: 47 Public holiday Abeences Free Daps
Mo| Tu | We Th|Fr [5a|5u Mo| Tu |We| Th|Fr | 5a 5u|Mo| Tu | We Th|Fr [Sa|5u | Mo| Tu |We| Th Fr | 5a|5u)Mo| Tu|We Th|Fr [5a|5u Mo| Tu We Th Fr | 5a|5u
September 19 20 A 25 26 27 28 an
October 1.2 3 4 5[ B 7 & 310111 ] 21 22 23 24 0P el el
2ma
Movember 1.2[3] 4 5 &8 7 &8 @) 2 22 23 27 28 29 30
December 2 3 4 5 6 | 25 26 27 28 an 3
January 1 2 3 4[58 6 7 8 910 1112 1 T 23 30 AN
Febriary 112 2 4 58 6 7 89 26 27 28
2014 March 112 3 4 5 6 7 5/ 9 26 27 28 28 il
Al 1 2 3 4 5/ 6 7 2 91011 12 20
May 1 2 3[4 5 6 7 8 91011 28 23 30 H
June 1 2 2 4 5 B 7| 8§ 25 26 27 28 a0
General data QK ] [ Cancel ] [ Apply ] [ Help
Absences of1 Absence days ofiz
Cancellation af1z

4. Confirm your entry with <Apply> or <OK>.
5. Select a reason of absence from the list of reasons. You can also enter an absence text.

( Abzence ﬁﬁ

Callas

10171, - 24.11.

Reazon of abzence
! &

CC /¢ Child Care
E TTaly]

e 5 M Sheciall eAwe

If you mark two or more time ranges that are not contiguous, a prompt will request a reason of absence
for each time range.

Absences entered via the master data window are displayed in the absence window

You can set classes and rooms absent via the relevant master data window in the same way as for
teachers.

You can delete the absences by highlighting the selected time range once more.

Note: Printing absences
You can print absences in the same way as substitutions. Please refer to chapter Printing substitution
lists for further information.
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Events

An event is an occasion that classes, teachers and rooms may participate in. They are therefore not
available, i.e. absent, during the event. Examples include:

e Multi-period examinations for which several monitoring teachers and rooms are not determined until
a later point in time

e  Sports weeks or class excursions in which several classes take part, causing releases, but also in
which teachers take part, whose lessons must then be substituted

e  School events, class teacher periods etc.

An event can involve either individual teachers and classes only or the entire school.

Event with one class and one teacher

Event with several classes and teachers

Event with part of a class

Event with one class and one teacher

Class 1a is going on a field day with teacher "Arist" on a Wednesday in the school year

1. Open file demo5.gpn and set the calendar to a Wednesday where no substitutions have yet occurred.

2. Open the event window via context menu (right mouse-button) or with the <Events> buttonin the
cover planning toolbar.

3. Enter class 1a in column "Cla." and teacher Arist in column "Tea.". Select reason of absence "FD-
Field Day".

i "

@ Event / Teacher E'@
Traegs.

Fram-Ta

25092013 - TR
We =1

Event-nt. Cla. Cl-Fr. Tea. Rm. framDDMM FROM p to DD MM TO period  Abs. reason Text  Count

All
L liness

CC Child Care u

OF Orificial
SE Zkill Enhancement
FD» Field Day

Event-nr. D = 5L Special Leave

Note: How is the event counted
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The "reason" is relevant only for the counting of substitutions, cancellations and releases that result

b

ecause of the event (see chapter Events and substitution counter ).

4

. Switch to the substitution window. The open substitutions, releases and cancellations that result
because of the event are displayed.

Event with several classes and teachers

The events window also allows you to enter events with many (or all) teachers and classes (e.g. sport
events, class teacher periods etc.).

All classes from grades 1 and 2 as well as several teachers are to take part in an event the whole day
long.

A OWDN =

. Open file demo5.gpn and events window=d. Set the calendar to a date without substitutions

. Open the "Element rollup” windowlEZand set it to "Class".

. Highlight all classes from grades one and two (click on 1a — hold <Shift> pressed — click on 2b).

. Drag the marked classes with pressed left mouse-button into the events window and drop them there
in column "Cla.".

. Switch the element rollup to "Teacher" and mark all the teachers that taking part in the event with
<Ctrl>+click (hold <Ctrl> pressed and click on all teachers).

. Drag the teachers into column "Tea." and drop them there.

Class 1a [Gauss]

Class 1b [Newton]
Class 2a [Hugo]
Class 2b [Andersen]

v —

= 3 ra Class 3b [Callas]
E Class 4 [Nobel]
@ Event / Teacher Man Management E-ﬂ
ER THEe D
From-To %
20092013 - —

Cl.-Fr. fram DDA FROM p to DDMM - TOper Abs, reason

Teacher (]

Courit

Tt
-_-é-

Andersen

Aristotle
Callas

Event-n. : Y

7

Curie

Gauss

Nobel
Rub Rubens

. Activate the substitution window by clicking on it. The substitutions that result due to the event will be
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displayed.

Tip: Showing events in the absence window

You can display absences that result from events in the absence window (click on <Settings> in the

absence window and check box "Show events").

Event with part of a class

Teacher "Ander" teaches part of the class 1a on Wednesday afternoons. The other part is taught by
teacher Curie. Ander wishes to go organise a field day with his students, while Curie's group will not be

affected In this case, class 1a has to be entered in the column class-fraction

@ Event / Teacher tander, 05, W3y (1)
%?%@{%- CuneT}{TW 1a,1h

Schoolweel, | —

2-41 g@

From-To Taotal

26092013 = =

Th I
& Eyert-r Cla =8 Fim.  fram DDA FROM p to DD MM TO per Abs. rea Text Count
13 h ey 259 7 2649 g ]

Editing substitutions

In most cases substitutions are edited in the substitutions window (substitution view). Any change to the
daily timetable such as entry of an absence, an event or changes to the scheduling dialogue creates an
individual substitution line in the substitution window. You can edit the substitution in the substitution
line. An open substitution can be changed to a cancellation, you can assign substitute teachers or

supenisors or you can change the room. These possibilities are described below.

Substitution display

Cancellation
Substitution suggestion
Shifts (‘preponements’
Supenisions

Atypical substitutions

Room substitution

Automatic substitution
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6.1

Substitution display

You can adjust the substitution display according to your needs. It will depend upon your individual
working method and on the type of activity you hawe just performed (e.g. edit substitutions, print
substitutions).

You can show or hide every column via <Grid adjustment>=. The contents of the individual columns are
explained below.

B " Grid Adjustment @

[ Ok ] [ Apply ] [ Cancel ]

Field Active §Pnt | Full Hame
Substitution number

<

Type of substitution
Ciate [DD.kM) [l 0
Day [ N
Per.
Start and End time = §E
SRATean, i Replaced subject: Shart name EI@
_ Subject Shart name
«F dE Replaced teacher: Shart name
2 e From-To Substitute Shart name
Instead of Class(es): Shart name
el ¥ | 260320 Class{es] Shart name
Th Replaced room: Shart name
Room Shart name
Teacher Statistical code = §E
bst. Mo, Type Period 1 Shifting m)] Room  Shiftec (Telto Substitution text
326 Substitution 10| Shifted away WS
13 RN | Levonton o |8 T —
327 Substitution 4 Diescription [ § O] Short name R3a
Substitution text
Subst. Mo, 0 Cancellation E §E Teacher -
Additional supervision = §E
5 ubstitution coupling = §E
New substitution [l &
Room booking from *weblntisf [ § ]
() Locked E §El
Reason for abzence ) &
[M] Do nat print = §E
Substitution-text 2 B §E
Messages = §E
Counters = §E
Signature [l &

Tip: Fields with content
You can display all columns that have at least one entry by clicking on the <Show all fields with

content> button =in the toolbar of the substitution window. Clicking this button again returns to the
original state of the window.

Subst. No.
This number uniquely identifies all substitutions and is primarily used by the application. You cannot
hide this number on the screen; however, this is possible on printouts.
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Type
This column indicates the type of substitution. Please refer to chapter Type of substitution for more
details.

Date / / Day / Period
These fields display date, weekday and period of the substitution.

Time
The time of day can be displayed as an alternative to the period. This is particularly important if a school
uses more than one time grid.

(Subject), (Teacher), (Class[es]), (Room)
These fields show the elements of the original lesson. An "*" in front of the name of the teacher indicates
that the teacher is part of a coupling.

Subject, substitute, Class(es), Room
These fields show the elements of the substitution. If you leave field "Subject" blank, then the originally
scheduled subject will be displayed when the substitution is printed.

Red question marks "???" in columns "Substitute" and "Room" indicate that available teachers and
rooms still have to be assigned. Three dashes "---" indicate a cancellation or release.

Stat. Code(s)
If a substitution is not to be counted, enter the same flag here as the one assigned for "Don't count..."
under "Modules | Cover planning | Settings...". (See also chapter Substitution counter settings ).

Subst. from / (Te.) to

e [fthere is an entry only in column "Subst. from" ("(Te.) to" is blank), then a lesson was moved from
another period. (Information on where the substitute teacher's lesson came from)

e [f there is an entry only in column "(Te.) to" ("Subst. from" is blank), then this field shows where the
lesson that caused the substitution was moved to. (Information on where the teacher's lesson was
moved to)

e The "from" and "to" columns are identical. This indicates a lesson swap.

e The entries in "Subst. from" and "(Te.) to" are different. This indicates that the original lesson was
shifted from this period and another one was shifted to this period. Column "Subst. from" again shows
the original period of the substitute whereas column "(Te.) to" shows where the teacher's lesson
moved to.

¢ An entry of "Lesson pool" in column "(Te.) to" indicates that the original lesson has been added to the
lesson pool.
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@ Substitutions / Teacher EI@I
e AEV 7 v65 & AR-0 &.
[Teacher) From-Ta ]
Al v| 23032m3 ~ &~
wieek . I

[ Uncovered substitutions
Teacher

Subst. Mo, Type Period (Subject) Subject (Teac:her) Substitute (Classfes)) CIass(es) (Room) Room Shifted from (Te)to Substitution text
-m I
299 Lesson of the lesson pool 2 MA [ T 2a RZa R2a Lesson pool
296 Swwap 3 EM Bl Cer Cer 2a 2a R2a F2a 2449 /1 249 11
300 Shifted 4 DE Ruk T 1h 1h Rib Rib 258.15
3 Shifting 5 DE CE Ruk Ruk 1h 1h Rib 27874
Subst. No, | 298 = Teacher -
Les.-Text

You have the possibility of adding a remark in "Text" to any lesson in the lesson window . This text is
displayed in the substitution window in column "Les.-Text". It is greyed out, i.e. you cannot modify this
text in the substitution window.

Descr.
If the same texts are entered repeatedly they can be defined as a description (under Master Data |
Special data | Descriptions) and selected here.

Substitution text
This is where you can enter a text regarding the substitution (see also chapter Substitution text ).

Cancellation
A check here shows you that this substitution line is a cancellation.

Additional supervisor
This column shows whether this line displays a supenision. It cannot be edited (see also chapter
Supenvisions ).

Coupling
See chapter Substitution coupling for more information.

New

The "New" flag is always activated for a substitution when the substitution was created or modified
during the current session. A session in this context starts when you open your Untis data file. The
remains set until you close the file (or exit Untis).

In order to print only newly created substitutions, select option "New substitutions only" under "Details"
in print selection.

Lock(X)
The <Fix> button in the toolbar allows substitutions that have already been edited to be locked and thus
protected from further change.

Abs. reason
If reasons of absence are entered, they will be displayed here (see also chapter Reasons of absence ).

Don't print (N)
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If you do not wish to print specific substitution lines, you can select them here.

Subst-Text-2
This is where you can enter any text regarding the substitution.

Message

A substitute teacher cannot know anything about a substitution if he/she is not at school from the time
the substitution was created until the time he/she has to take the substitution (according to the
timetable). The substitute must be informed separately (see also chapter Information on the substitution

suggestion / Message ).

Count
If a substitution counts positively or a release counts negatively, it will be displayed here.

Initials
This column creates an empty field in the printout which can be used by the substitute teacher to
confirm notification of upcoming substitutions.

Tip: Automatic adjustment of column width
You can adjust the width of the columns automatically by moving the mouse cursor over the heading of
the substitution window or absence window and pressing the right mouse-button

You can choose from several alternatives to adjust the width of the column:

¢ Adjust column width: only the column that you have clicked on is adjusted to the optimal width
regarding the heading.

¢ Adjust all columns: all columns are adjusted to the optimum width.

¢ Adjust all columns to their content: the columns are adjusted to the optimum width regarding the
content (e.g. in the case of period not to the heading "Period" but to the names of the periods 1, 2, 3,

)
Alternatively, you can use the following keyboard shortcuts::

e <Ctrl> + E: adjust all columns to the optimum width
e <Ctrl> + F: adjust all columns to their content

Type of substitution
Type

This column in the substitution window indicates the type of substitution. If the field is blank, it is a
"normal" substitution, i.e. the absent teacher's lesson will be taken by another teacher. The type of
substitution is indicated in all other cases:

Standby cancelled: Cancellation of standby lesson.

Supenvision: Supervision is where a teacher supenises a class (whose teacher is absent) in addition to
teaching his/her own class.
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Personal studies: In some classes — especially higher ones — students work on their own when the
teacher is not available. If a teacher is absent in such a class, automatic cancellation (according to the
substitution time grid) is converted into a "+" substitution.

Cancellation: Lessons that are not substituted at all are cancelled. They are called cancellations

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

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

Room repl..: Room substitution is when a lesson has to be moved from the originally scheduled room to
another room.

Special duty: A special duty is an ad hoc lesson which can be entered either in the scheduling dialogue
or in the special duties window.

Spec. duty for lesson of LP:: Scheduling a lesson from the lesson pool results in a special duty from
the lesson of the lesson pool.

In-lieu substitution: This type of substitution occurs when a teacher from a period that has become free
is assigned a substitution.

Swap: A lesson can be swapped in the scheduling dialogue or in the timetable.

Part subst.: In a part substitution two or more teachers take one lesson (see also chapter Splitting
substitutions ).

Contrary to absence: In this case a teacher is assigned a substitution as an exception even though he
is marked absent.

Lesson changed : If an element of a scheduled lesson such as the subject is changed in the scheduling
dialog, this information will appear as change lesson.

Event: This is an event which was entered in the events window.

Shifted: In this case, the shift of a lesson created a substitution.
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Subst. w/o teacher: A "+" can be entered a substitute if you do not wish to enter a replacement teacher
for an open substitution but do not wish to cancel the lesson, either. This substitution line is considered
processed and displayed the description 'Subst. w/o teacher'.

Shifting: This entry indicates that a lesson was shifted from another period (see also columns "Subst.
from" and "(Te.) to" in the substitution window).

Lesson of the lesson pool: If a lesson is not be covered at the originally planned time but it is still to be
taught later in the school year, it can be stored in the lesson pool. You can find detailed information on
this in chapter Lesson pool .

Note: Displaying substitution types )

You can select the types of substitution to be displayed the <Settings>Fof the substitution window. For
example, events can be shown in the substitution window for printing whereas they can be hidden in the
substitution window for editing

Tip: Changing the name and colour of the substitution type
You can change the text used to describe the type of substitution yourself.

" Let us assume that you wish to change the term "Personal studies" to "Study time" and display this
green in the list of substitutions.

" Menu item 'Modules | Cover planning | Settings' will display tab 'Colours and Terminology', where you will !

find a column named 'Denomination’ in addition to columns for colour definition.

" Enter the desired term that you wish to use in place of the original name. The example shows that the
term 'Personal studies' has been replaced by 'Study time'. This type of substitution is then assigned the
colour green.

]

Cancellation

Please open the demo5.gpn file. Teacher "New" is absent on Monday, when he would have four lessons.
The first period is now to be cancelled. Place the cursor in the substitution line and click on the

P4

<Delete> button
substitution.

. Another click on this button changes the cancellation back to an open

Tip: Cancellation via the keyboard
As an alternative, you can enter -' as the substitute. You can use the <DEL> key to turn this back into

an open substitution.

[Teacher) Fram-Ta _
[-a0- ~| 03203 ~ =
Wesk  [4Ts
Teacher
Subst. Mo, Type Period (Subject) Subject (Teacher) Substiute (Classies))
298 Lesz=on of the leszon poal 2 MA ey T 2a
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Tip: Display only open substitutions
You can display only those substitutions that still need to be process by checking the "Uncowvered
substitutions" box.

6.3 Substitution suggestion

You can assign a substitute teacher to an open substitution by entering the teacher's short name or by
selecting a teacher from the pull-down menu. However, in doing so you do not have any information
about which teacher is the most suitable one.

@ Substitutions / Teacher EIIEI
ER9E pdAEV & TR J A B-& -
[T eacher) From-To i
-4l ~| a0azmz - &~
Wweek il

7] Uncovered substitutions
Teacher

Subst. Mo, Type Period (Subject) Subject (Teacher) Substitute (Clazs(es)) Classies) (Room) Room Shifted from (TeJto  Substitution text
S subsstttion | 1JoE | |Hue Pl o ke ke | | [ |
303 Substitution 2 GEc Hugo Ander Andersen h Ra Ra
304 Substitution 3 GEc Hugo Arist Aristatle 3a R3a R3a
306 Break supervision Si4 Hugao Ar2 Ar2
305 Substitution 4 DE Hugo g";e gz:i\:mes 3a R3a R3a
— Gauss Gauss
Subst. No. 302 - Hugo Hugo Teacher -
New  Mewtan
Nobel  Mobel

Fub  Rubens
The substitution suggestion helps you quickly find a suitable substitute taking into account a range of
different criteria. You will find an example of the using substitution suggestions in chapter Assigning
substitute teachers.

6.3.1 Information of substitution suggestion

The substitution suggestion =

suitable substitute teacher:

provides the following information that you can use to find the most

Period flag
The period flag is an indicator representing how good the substitute matches the teacher's timetable. It
defines the "distance" to the next "normal" lesson. Details are provided in chapter Period flag . .

Counter

The counter is a number calculated from the number of substitutions and cancellations. You yourself can
define how this number should be calculated on tab "Counter (Subst)" under "Modules | Cover planning |
Settings...".

Substitutions that the teacher has performed are generally set off against lesson cancellations (e.qg.
resulting from class absences). The time range can be adjusted (see also chapter Substitution counter
settings ). The number will be negative if cancellations outweigh substitutions. The candidate has a
"substitution deficit", the counter is displayed green meaning that he/she can be deployed in
substitutions.
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Substitutions and cancellations

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

Class

This column indicates whether the suggested teacher teaches this class. This is important both for
pedagogical reasons as well as making it possible to shift lessons. Additionally, the class teacher
(Master Data | Classes) is highlighted on a green background in column "Class".

In the <Settings>‘?:.5f}ofthe substitution suggestion you can choose whether field "Class" should be
checked for teachers who teach only a part of the class but never the whole class.

Settings @
General |\weighting

Fed. if exceeds
3 Penod flag

10 Counter

Do mot dizplay, if erceeds

3 Period flag

99 Counter

Do not indicate blocked teachers

Full name

' o | Checkmark 'class' for class-parts '

Respect room weight &4

Window in the background '

Subject

A subject icon in this field indicates that the teacher either has the teaching qualification for this subject
(only possible with module "Lesson planning - Value calculation") or he is teaches the subject of the
open substitution.

Time requests
This is where any time requests of the substitution candidate are displayed. This should prevent a
substitute being assigned incorrectly during a blocked period (time request -3).

Statistical code

This column displays any statistical code entered under "Master Data | Teachers". When used
appropriately, this field can provide useful information. For example, if you assign code "E" to external
teachers and code "P" to part-time teachers then you immediately have the information about whether
this teacher with non-teaching time is likely to be present.

Message
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The "Message" column is checked the suggested teacher would have to be notified separately.
Example: Notification of a substitute teacher
It is after 2 p.m. on Thursday, 19 September, and the cover planner is looking for a substitute for the first

period on Friday, 20 September. According to his timetable, teacher Callas could take this substitution.
She would have to be notified separately as he does not have any lesson until the scheduled substitution

on the following day.
‘ 19 September 2013 '

4 September 2013 L4
Mo Tu We Th Fr Sa 5Su

@ Substitutions / Teacher 26 27 28 29 20 31 1
o o5 - . 2 3 4 5 6 7 8
F THE Z R R-@ H owu 1 13us
16 17 18 20 2 2
v 23 24 25 26 27 28 29
20092013 - 3 1 2 3 4 5 6
7] Uneovered substib
Teacher
Subst. Mo, Type Period (Subject) Subject (Teacher) Substitute (Clazsl) Change date and time settings... Mezsage
=
5| Substitute Suggestion EI@ @ Callas - CBHBE}‘{E] EI@
—— -@:, I - callas -He-F & =
« 2073 Frl Cer/DE/2a T {em20iz v o -2192m3
EO:EIE:;E[F ' Replaced by: Current selection: Mo | Tu |we | Th | Fr | 5a
er 3 [Fr-
Apply [4rist) G
Cer [Cervantes) :-f‘_‘ b2 X b
o 1h 12 | 2b
=
105 2h [ 2b [ 2b | 1h
e ¢ | %@
« Cover teacher suggestion [3]. Supervisions [6) 130 1a 28
1140
the period block. 1223 b Za.
1235
permanent substitution 1320
Cover teacher suggestion (3] |Supervisi0ns [5]| :‘3“?; - s 1a
+ Mame  Period flag Counter Subst Cancellation Class Subject Yearly total hMessage :;:,E
Arist STEY
Callas 1 x @ a
Curie 5
 Shifts (2]

Teacher Curie has to teach in periods 7 and 8 on Tuesday. She would be able to see the new
substitution data (on paper or on the screen). Teacher Callas is on standby in the first period on
Wednesday and would therefore not need notification.

If Gauss is assigned to substitute then you can see in the "Message" column in the substitution window
that he needs to be notified.

Subst. Mo, Type w 'eriod (Subject) Subject (Teacher) Substitute (Class(es)) Class(es) (Room) Room Shifted from (Te)to Subsﬁtutionte
AN Substitution -- _-
312 Substitution 2 EN i’
33 Substitution 3 EM Cer i 1
H4 Substitution 4 Bl Cer Y 2h 2h R2b R2b ]
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Tip: Notifying substitution teacher
Substitution teachers can be notified automatically via text message (SMS) or email with the "Info
timetable" module.

Availability
This field displays availability entered under "Master Data | Teachers | Subst".

It is often desirable for a teacher who is in theory available for cover planning not to be assigned any
substitutions.

This can be achieved using availability. Valid entries here are digits 0 to 9, with 9 expressing an absolute
ban on substitutions. Leaving the field blank is equivalent to a value of "0", i.e. the teacher in question is
not subject to any restrictions with regard to substitutions. Values of 1-8 correspond to the increments in
between.

You yourself can determine to what extent availability influences the sequence of substitution
suggestions compared with the other factors (please refer to chapter Sequence of the substitution
suggestion for more information).

Supervisions
This column displays the number of supenisions in the selected time range ( see also chapter
Supenisions ).

Paid substitutions (paid)
This column displays the number of paid substitutions in the selected time range (see also chapter

Substitution counter settings ).

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

Yearly total

The yearly total is exactly the same as the counter (substitutions and cancellations are counted), just
that the time range is always the whole school year This enables you to obtain a quick overview of the
weekly or monthly counter (column "Counter") and the yearly total at the same time.

Lesson pool #
If a lesson from the lesson pool can be used to fill an open substitution then it is displayed in this

column (see also chapter Scheduling lessons from the LP ).

Points

The suggested teachers are ranked primarily according to an adjustable weighting (see chapter )
Sequence of the substitution suggestion ) whose result is displayed as points. These are penalty points
meaning that the teacher with the lowest number of points (most negative number) is the most suitable
candidate.

Tip: Showing/hiding columns
You can show or hide the columns of the substitution suggestion by right clicking on the heading of the
column.

Les./day
This column shows the number of schedules lesson per day.
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6.3.1.1

Period flag

The period flag is an indicator representing how well the substitute fits in with the teacher's timetable. It
defines the "distance" to the next "normal" lesson. Below we describe the meaning of the individual
period flags in detail. Our example deals with the substitution suggestion for the third period on a
Tuesday.

i o

5 | Substitute Suggestion EI@
R
= 19.6. Tu-3 BAYE/HM /0GB
« Cover teacher suggestion [34]. Supervizions [259]
the period block
permanent substitution
Cover teache ggestion [3"-1-] | Supewigigng [25]|
+ Mame i ounter paid Subst Cancel Yearlytotal Class Subject Message| =
=27 2 24 -104
12 12 -30 =]
=27 3 a0 -208
-15 3 18 -54 id
-10 10 -102
-B yi 8 -4 =]
-2 2 -63 =] =
-3 2 10 -138
1 1 -10 =]
-7 3 10 -45
1 1 =23
1 2 1 4
-f G -48
-3 1 £] -81 i
-1 1 -4 18
-1 1 2 -3z
-1 1 -12
-35
-4
-2
17 17 -5k
-2 AN
= Shifts [Bys—

Period flag x
The teacher concerned was released due to an absent class and instead of his normal lessons he/she
would have a free period.

The teacher in the example teacher "MAIE" would have a lesson in the third period on Tuesday.
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However, this has been cancelled due to the absence of class K13. He is suggested with period flax x.

[

@ MAIE - MAIER, Friedrich Timetable {Leh1) 4] =] ==
MAIE -Ha-B S8 &Q}U e

18062007 = = -226.2007

-

Monday. | Tuesday. Wednesda|Thursday. | Friday.

1 |- = w12 GKME HENM 0 -27
= losa  sm [ 012
. MAIE  x -12
2 | s SCHR 00 -27
ore o K12 GKM
3 |aor Period flag x|o.
ove M
4 207

Period flag 0 (Non-teaching period)
In this case the teacher has a free period (non-teaching period) for which a substitute is required.

This is teacher "RUF" in our example. He has normal lessons on in the fourth and sixth periods on
Tuesday.

[

@ RUF - RUF, Gerhard Timetable (Lehl) 4] =] ===
we CHe-B A5 [defed 08 2

Y 18062007 ¥ = -226.2007
Monday | Tuesday [Wednesda| Thursday | Friday
1 |oesc [ M |- SCHR 0 27
204 204 RUF O 15
2 as0 M | K12 GKC2 KOES x -10
036,
3 .
Period flag O .
4 ash M QG M
1032 1032
Period flag 1

The period to be cowered is directly adjacent to or prior to a "normal" lesson.

Teacher "PETR" is an example of this in the substitution suggestion shown.
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[

@ PETR - PETRICH, Inge Timetable (Lehl) 4] =] = |
PETR -He-F & Pl @ B -

18062007 = -226.2007

-

bMonday. | Tuesday. [Wednesda|T§ BUCK 1 -
FETR 1 -1
— | D8O G | 10

1 03 .1 FREl @ -1
2 Period flag 1 080 G

] D 103
3 104 c <K

2 K12 LKD

4 |xz o 068 p | "3 11D G

013, 208 104 014

Period flag 2

The period to be substituted is two positions away from the next normal lesson.

Teacher "HAVE" has his next lesson at Tu-3, two positions away from the period to be substituted.

g

@ HAVE - HAVELKA, Thomas Timetable (Lehl) 4|0 | = || @ |23
e -Hw-@ HAs Hajed 08 Y
Y [E062007 - [ -226.2007
HELM 16
Monday. | Tuesday. [wednesdal||] HAE 2 -24
PFIZ 1 -B
1 100 C HuT | 09A B | 0=C C
03a 1 034 036,
2 - ] G0 HuT 098 C
period flag 2 | oes 036
3 kA2 LKB | 100 C | 09A C
034, 0za 033,
4 QG c HuT ozc B
034 K12 LKB 034

Period flag 3-8

The next lessons are 3-8 positions away from the period to be substituted. The higher the flag, the less
suitable the teacher is to take this substitution from the point of view of the timetable and the further
down he/she will be in the substitution suggestion.

Period flag 9
The teacher does not have any lessons on this day.

Teacher "BONA2" does not normally teach on Tuesdays at all so he would be the worst possible
candidate for a substitution. There is the option of hiding teachers with period flag 9 (see chapter

Substitution suggestion settings ) ).
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6.3.2

[

@ BONA2 - Timetable {Lehl) 4] [ =
BONAZ -~ Hsx-F &@U »

Y 18062007 ¥ = -226.2007
RITT 1 -5
Monday. lwednesdal| BOM-2 SR
z: G
1
k12 LKL
2 Kz LEL . BOMZ
Lol period flag 9
3
4
Period flag /

Period flag / is displayed if the substitution takes place in an off-site building and cannot be reached in
time by the suggested substitute teacher (since he/she is teaching the period either before or after the
substitution and the break is too short to reach the off-site building).

Period flag = subject name
Teachers on standby are suggested with the short name of the standby subject in the substitution
suggestion.

Sequence of the substitution suggestion

Teachers are ranked in the substitution suggestion the teachers according to the criteria described
abowve beginning with the most suitable. You can define how to what degree the various criteria should
influence the ranking.

You can reach these settings on the tab 'Weighting' via the®&button in the substitution suggestion .



Editing substitutions 59

Settings I&
W' eighting

Urirnportant Extremely important Urirnportant Extrernely important
() Release () Factor for the flag
() On ztandby () Aveailabiliey-Block,
1 () Teaches in the clazs (} Totalz-Factor
(} Teaches the subject
() Periads per day

Statigtical code

Statiztical code(z) for teachers with
point-ranking [+ ranks back, ' priontizez),
e.g. =20, a=-25

k. H Cancel H Help I

L5 o

Release, On standby, Teaches in the class, Teaches the subject

You can assign each individual parameter a weighting between 0 (not important) and 99 (very important).
The higher you set the weighting, the higher a teacher will move in the ranking if one or more criteria
apply to him/her.

Factor for flag, Availability/blocking factor
The number for the period flag (or the number for availability/blocking) is multiplied with the factor, and
the teacher in question pushed down the list by this amount.

Totals factor
the totals factor is multiplied with the teacher's counter, whose ranking will change depending and the
result.

Statistical codes

You can move specific teachers up or down the ranking with the help of the statistical code entered in
this field (e.g. age allowance). The statistical code referred to here must be entered in column "Stat.
Code(s)" under "Master Data | Teachers". You can enter positive or negative values.



60

Example: Sequence of the substitution suggestion
Teachers who teach the class should preferably be assigned to substitute and thus be mowved up the
substitution suggestion ranking.

1. Open file demo5.gpn and place the cursor on the open substitution of teacher "New" in the 4th period
of the second "Tuesday of the school year.

2. Open the substitution suggestion
3. Teacher Curie knows the students in the class and is still only ranked third. This is because teachers
Cervantes and Gauss are ranked further up due to different criteria (counters, subject substitution).

tions / Teacher E@
L o HAEY & T (DA R0 @

rom-Ta

M2 ~ R~

Tu 7751 | 2 Substitute Suggestion E@
Teacher & .
lhst. Mo, Type Period (Subiec! 3 | » 1.10. Tu-4 New/GA/2a 2h
296 Substitution 1 PEB

a Cover teacher suggestion [4]. Supervisions [5]
Substitution 2 M

3 MA the period block

permanent substitution

Cioneer teacher suggestion [4) | Supervisions [5] |

Subst. Mo. | 299 = + Mame Period Count Subs Cance Yearly total Class  Subject Time requ
Bauss id
a P
{ = )
o 2

 Shifts [0)

4. Open the settings for substitution suggestions using the button of the same namei#fand select the
"Weighting" tab.

5. Increase the weighting "Teaches in the class" from 10 to 99.

6. Confirm all the input with <OK>. Teacher Curie has now moved up to first place.
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r" !

W eighting

Unirmpartant Extremely important dnimportant Estremely irmportant
u Releaze ) u Factor for the flag
On standby ) u Aveailability-Block,

) u Teachesz in the class ) u Totals-Factor 1
L]

, u Teaches the subject

o

u 7 | Substitute Suggestion =nag [é]
Statistical cod ‘ﬁ' -

* 1.10. Tu-4 New/GA/2a.2b

4 Cover teacher zuggestion [4). Supervisions [5]

the period block

permanent zubztituition

Cowver teacher zuggestion [4] | Supervisions [5) |

TR
Curie |

nufject  Time requ

4 Shifts [O]

o) Lo ) [

6.3.3 Substitution suggestion settings

Besides the ranking of the substitution suggestion, you can also adjust the display of the substitution
suggestion using the<Settings> button.




Settings @
General |‘\wWeighting

Fed. if exceeds
3 Period flag

10 Counter

Do not display, If exceeds

3 Perind flag
99 Counter

[T Do not indicate blocked teackers
[] Full name

[] Checkmark ‘class' for class-parts
[ Respect room weight 4

[ *Window in the background

Shifts
[] Show only upcaming shifts

[ Only upcoming leszonz in the same week

Adjuszt the height automatically

50 b aw. percentage of the window height

k. ][ Cancel H Help

LS

Red if exceeded / Do not display if too big

Only teachers that are suitable as substitutes should be displayed in the substitution suggestion
Usually teachers who are not teaching on the day in question (period flag 9) as well as teachers whose
"Total" exceeds 20 are not suitable candidates for a substitution. You can determine here whether under
these circumstances teachers are to be displayed at all or whether they should be marked red.

Do not indicateblocked teachers
Teachers with a time request -3 at the time in question are not displayed in the substitution suggestion.

Full name
The teacher's full name should be displayed.

Checkmark 'class' for class parts
see chapter Class .

Respect room weight 4
This setting involves only shifts and lessons that are scheduled in rooms with the room weight of 4. If
you check the box and the room is occupied at the time in question then the shift will not be suggested..
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6.3.4

6.3.4.1

This is to prevent a lesson in a special subject room (e.g. gym, home economics room)being shifted to a
period when the room is not available.

Window in the background
When this setting is activated, the window substitution suggestion remains in the background until you
click on it or you open it again.

Shifts ('preponements’)
See chapter Shifts .

Tip: Adjusting columns
You can use drag&drop to sort the columns in the substitution suggestion. You can show or hide
columns with a right mouse-click.

Shifts (‘preponements’)

You can edit an open substitution by shifting another lesson. Untis offers suggestions for this, too.

The suggestion for shifts are displayed in the lower section of the substitution suggestion window The
grid shows all possible shifts that can fill the active substitution. You can adjust which lessons are
offered by clicking on the <Select type of shift> button. You can select from three different settings.

Shifts according to the substitution time grid
Shifts from fringe periods

All possible shifts

Shifts according to the time grid

This (default) setting displays shifts only if they do not need to be substituted, i.e. the period to be
shifted lies in a fringe period and may be cancelled according to thesubstitution time grid (Settings |
Time grid). In our example this is after the fitth period.
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i =

@ Time grid =0 (EC =<5
Subsztitute

Entry:

I Substitution J

[ Cancellation ]

1 2 K] 4 4] B 7 a

m &85 360 10:45 11:40 12:35 13:30 14:25

&45 340 10:35 11:30 12:25 13:20 14:15 1510
b onday * * " *
Tuezday * * i *
YWednesday | ® * " *
Thursday * " *
Friday * * i *
S aturday * * i *

] 4 ] l Cancel I I Apply I I Help

Warning: No shifts suggested
If you have marked every period as to be substituted in the substitution time grid then the shift
suggestion with setting "Shifts according to the substitution time grid" will always remain empty..

Example: Shifts according to the substitution time grid

1. Open file demo5.gpn and place the cursor on the open substitution of teacher "New" in the first period
of the first Friday in the school year. You will find now several shifts offered in the shift suggestion
window

2. Clicking on a possible shift displays the shift in the open timetables with red arrows. In our example
you can shift teacher Callas from the fifth period on Tuesday to the first period on Friday. The period
flag again indicates the suitability of this shift according to the timetable.

3. You can perform this shift either with a double-click or by clicking on the <Apply> button.

4. The line is now displayed as a shift in the substitution window with the term "From" in column "Type".
You can see from which position this period was shifted in the column "Subst. from".
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itutions / Teacher El Substitute Suggestion EI
FEAEY J vo= @ AR-B & | [de.
From-Ta - w* 279 Fr-1 New/MA/Zb
27092013 - v a Cover teacher suggestion [3]). Supervisions [6]
B L]x [ Uncovered substitutions Lelesilec
Teacher permanent substitution
- - - - Cover teacher suggestion [3] | Supervisions [B]|
thst. No. Type Period (Subjec! Subjec (Teacher) Substitute (Class(es)) Class(es)
297 Substitution 1 DE Hugo 777 3k + Mame Period flag Count Subs Cance Yearlyto Class Subj Message
295 TN N N e sev | | | || _ICll
295 Substitution 2 GEc Hugo e 4 4 Callas 1 )
Curie 8
subst. No. [{ @ AP [ = [ B =] | @ calD] [= ][5
2b w7 Callas L R
T 230203 v o283 | |T zmmzma v S -2892
Mo LTU e | Th | Fr [2a Mo [Tu e [Th | Fr [Sa < I} |
1 |DEJDE Ma PH%M hiA 1 fanlzn] x g ¥ ~ Shifts (3)
2| Bl | T | *P M E| HI 2
3 [relwa loE ZMU FH 3 . ;b T 12/25 a0 Type: [Shifls according to the substitution time grid V] [ Show only upcoring
— a
4 [#r |oa |Hr|RE| BI [*P 4 18] [2a Rao & From -=Flag
5] |muyy |cH 5 2y |23 Callas 23907 1)
@ 6 [ 7
Substitution]
7 7
- KR Py T —] L doa g [ |canas 24805 1
= % 'BTE g g 2 2a 1a
(Teacher] L-Mo. [Tea.subj. R [C | f-No. [Tea. Subj. Rm. | cCI
-l - 34 Callas, OE, R2h 2 34 Callas, OE, R2b 2k
+3
-« I 3
Teacher 4 lll L
that. Mo, Type — FPEMOW [SUHECH SUHECr eacner] Substiute Shifted from (Class(es)) Class(es) (Room) Room  (Te)to Substiution tex

Ra

Ra
[ I

3k 3h
ﬂ4 4 Ria Rla

Subst. No. s Teacher v

5. The fifth period on Tuesday shifted her is a fringe period and can be cancelled according to the
substitution time grid The fifth period on Tuesday for class 2b is therefore automatically cancelled.
Column "(Te.) to" indicates where the period was shifted to.

® CGallas - (b)) [ = [ & 5]
Callas ~-He-0 &3 7

T 23092013 v = -28.9.2013
@ Substitutions / Teacher E\@
= = -- Ma | Tu |wie [ Th | Fr | Ba
EXERE ndAEY & T
1 2b )2 | K 2h | ®
[Teacher] From-To 7 " 13 | 2o
-]l - v | 23092013 - 3 b (26 | 2b | 1B
4 ) 3a.
Week [ T, 4 1a 2a
i
Teacher A & 2
Subst. Mo, Type w xriod (Subject) Subject (Teac) 7 (ex) (Room) Room (Te)to Substiution tex
297 Su.bsf,ﬁtution 1 DE Hugo 8( Th da — 1a — Ra Ra
Shifting 1 MA AR e R2b 2k

Subst. Ma. $ Teacher v i

The shift can also be performed in two steps, i.e. the empty position in the timetable that was left behind
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6.3.4.2

by shift one, can be filled with another shift that does not need to be substituted.

You can display the suggested shift in the teacher's timetable with red arrows by clicking on the teacher

in the shift suggestion.

Type: Shiftz according to the zubstitution time grid =~ = Show only upcoming
marme  Fram -=Flag Mame From -=Flag
Mobel 269104 2 Callas 23807 0
. |
Mohel 974 2 Callas e 0
® 20 - Clasi ) [0 -5 [aa] TN Nobel - NP ). [ = | -0 [l f Callas - CadJsp). [ = || =[]
b rHe-F FH Nobel -EHa-F 4 Callas ~He-F 43 7
T 230920013 v o -28.82013 T 23092013 v = - 2882012 Y o2309.2013 v - 2882013
Ma | Tu |We [ Th | Fr | Sa Mo | Tu |[Ye [ Th | Fr | Sa Ma | Tu [We | Th | Fr | Ba
1| DE |DE | WA | PH [?hA | MA 1 | 3a 2a|Za | 4 |3hb 1 2h | 2b | X H
2| Bl | TH [*PE | WA | DE | HI 2 4 3a | 1h | 3k 2 1h la | 2h
3| RE |MA [DE | DE [ MU | PH 3] 2n 1a 3 4 |33 2b | 2b [ 2b | 1h
4 |*PE | GA. | HI | BE=RI7|*PE 4 11h 2t | 13 4 |8 | [ 23
] L ZH. 4] 5 2b 2a.
] ] B
7 7 7
B—AR‘/ > y : 21| 23 12

Tip: Show only upcoming shifts

Checking option ""Show only upcoming shifts" means that only periods that are after the open
substitution are oﬁereq as shifts. You can limit shift suggestions to "only upcoming lessons in the same
week" in the settings “Fof the substitution suggestion.

Shifts from fringe periods

Shifts from fringe periodsYou can use option <Show shifts from fringe periods> to specify that all fringe

periods (first and last period) are suggested for possible shifts regardless of whether they can be
cancelled according to the substitution time grid or not.
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i
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-

b d

the period black MWO092013 + = -510.
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6.3.4.3 Show all possible shifts

Show all possible shiftsThis results in all periods being offered for selection where the shift would result
in a non-teaching period for the class, i.e. an open substitution would result that would in turn have to be
cowered..
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6.3.5

y

@n-Cass 4P o || = | ==
2b ~Ha-F 4

Y 30092013 w - -5102013
Mo | Tu [¥We [ Th | Fr | Sa
Type: Show all poszible shiftz "| 11 pE | DE ['*Mm _?_E:-”'QM MA
2 ?
Mame From  -=Flag Mame Fram -=Flag %TK"’P’E’ M DE | HI
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Callas 210,03 1 #_--3"' M (| DE | DE MU | PH
Callas 210,73 1 4 |PE [(?G | HI | RE | Bl |PE
Callas 41012 1 5 MU CH
=== P, I N e | 4 E
) ! AR TX
a

Supervisions

You can use supenisions when a class or a group of students is to be supenised by a teacher who is
teaching at the time in question

This <Supeniisions> tab displays those teachers who are teaching during the period in question and who
thus in principle are available for supenvision.

Supenvisor suggestion needs additional information to that which is already contained in the substitution
suggestion.

Room, Class
The room and the class where the teacher is teaching at the time in question.

Subject
The subject taught by the potential supenisor.

Corridor (hallway)
If corridors were assigned to the rooms under 'Master Data |[Rooms' they will be displayed here. This
shows at a glance in which part of the building the potential supenisor is teaching in this period.

If no corridors are defined, the difference between the input sequence of the two rooms in the master
data will be shown.

Teachers who are coupled with the absent teacher in this period will be displayed on a green background
with the word "Coupling".

Example: Supervision
Teacher Newton is absent in the first period on a Tuesday. A supenisor needs to be found for his
students in class 4.

1. The substitution suggestion for this period shows only two possible substitutes: Gauss on standby
and Newton with period flag 9 (= free day)
2. Clicking on <Supenision> displays all possible supenisors. Teacher Curie is at the top of the list as



Editing substitutions 69

she is teaching a section of class 4 in this period (coupling).
3. Teacher Curie should take over Newton's group of students You can assign Curie by clicking on the

<Apply> button.
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the period block.
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4. The query "Transfer to the room of the teacher?" is then displayed. The question is whether Newton's
group should stay in its scheduled room or go to Curie's room. In our case, Newton's group should

change to the room of the supenvisor. For this reason, confirm with <Yes>.
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5. A further query asks whether the lesson of the supenising teacher should be substituted. Answer
<No> to create a real supenision.
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Warning: Substituting supervisors

If you answer the question about substituting the supenisor with <Yes> you simply shift the substitution
to another class, i.e. the supenvisor actually substitutes in the open substitution. A substitute will now
be required for the supenisor's original lesson.

The supenision is displayed in the substitution window. It will take place in room SH2 instead of room
SH1.
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Note: Counting supervisions
No additional period is added to the supenisor's account. You have the option of counting supenisions
half (see chapter Substitution counter settings ).

You can display the supenvised period in the timetable next to the regular lesson (Timetable settings |
Layout 2 | Separate periods in case of clash).

6.3.5.1 Automatic supervision

In many schools it is usual for lessons to be taken not by one teacher but by two — by the actual
teacher and a support teacher. If one of the teachers cannot take the class the second teacher entered
automatically takes the entire lesson.

Check the option 'Subst.: Automatic supenisor for the lesson in question. If this option is checked, an
absence by one of the two teachers in this lesson will lead to a supenision being created automatically
with the second teacher being entered.
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6.4

Atypical substitutions

The + substitute

You can edit a substitution without assigning a substitute teacher. Enter "+" in the field
"Substitute™ and the substitution is marked as edited. (It is not an open substitution any more).
You can enter explanations in the substitution text.

Contrary to absence
If an absent teacher — as an exception — takes his/her lessons (e.g. an examination) then you
can assign the teacher after answering the query "Schedule anyway?" with <Yes>..

Block substitution

If a substitute is required for a double or triple period etc, the selection 'Lesson block will be
activated in the substitution suggestion window. Activating this selection means that only those
substitutes will be displayed who could take the entire block (e.g. first and second period on
Monday) without conflicts. When the substitute us assigned, he/she will be assigned to the
entire block.
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Permanent substitution
A substitute can be assigned for the entire period if a teacher is absent for several weeks.

Example:

In file demo5.gpn, teacher Newton is absent for the whole of September. The substitution
suggestion shows teacher Callas as a possible substitute for Wednesday-1. If you check option
'Permanent substitution' and assign teacher Callas, she will stand in for Newton on
Wednesday-1 for the entire period of his absence.
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6.5
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Room substitution

As described in chapter Setting teacher, class, room absent you can set rooms absent in the absence

window in the same way as teachers and classes. You can use button <Allocate/Delete this room> =
to change the allocation of rooms, or you can look for different rooms.

Example: Room substitution
The Physics lab is not available on a Thursday. We hawe to find a suitable substitute room for all lessons

concerned.

1. Open file demo5.gpn and set room "PL" absent on a Thursday. The open substitution is displayed as
room replacement in the column "Type" in the substitution window.

2. The room is occupied for four periods on the day in question. Place the cursor in the line and click on

button <Allocate/Delete this room> EE .
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The left section of the window shows room was originally scheduled for this lesson and the home room
of the class concerned.

The right section displays all rooms that are not occupied in this period In addition, information is
provided as to whether a displayed room is an alternative room of the originally scheduled room (Alt.Rm)
or an alternative room of the home room of the class (Alt. HRm).

If you have entered capacities in the master data then they will be displayed here as well (column
"Cap.").

3. Select a room from the list (e.g. home room R2b) and allocate it by double-clicking on it or via button
<Allocate rm.>.
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6.6
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Tip: Changing rooms directly in the timetable
As an alternative to the substitution window, you can apply a room substitution directly in the timetable
(see chapter Room substitutions in the timetable ).

Automatic substitution

Open substitutions can also be processed with automatic substitution. This enables you to assign
suitable substitute teachers or rooms to all open substitutions at the press of a button.

Example: Automatic substitution |
1. There are four open substitutions to be edited on Tuesday, 8 September in file demo5.gpn Click on

button <Automatic> E .
2. Click on button <Start substitute optimisation>.
3. Suitable substitutes are assigned to all open substitutions.
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This leaves the question as to which substitutes were assigned according to what criteria. The first
teacher in the substitution suggestion was always assigned. If you have adjusted the substitution
suggestion according to your preferences (see chapter Sequence of the substitution suggestion ) then
the teachers that you find most suitable will be ranked highest and therefore assigned.

In addition to the assignment of the most suitable substitute selected from the substitution suggestion,
you have more possibilities to use the substitution suggestion via the selection "Select the desired
method":

You can for instance assign standby teachers and then released teachers. Or
perhaps open substitutions should be covered wherever possible by shifts.
Simply select the desired method and start automatic substitution.
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7.1
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Tip: Automatic substitution as "emergency planning“

Automatic substitution is good to have for use in emergency situations. If the substitution planner is
temporarily not available, substitution planning can be performed by any user, even without any
knowledge of Untis, quickly and efficiently with the assistance of automatic substitution. If you have
adapted substitution suggestions to the needs of your school then a suitable substitute will be assigned
for all substitutions.

The scheduling dialogue

The scheduling dialogue allows ad hoc changes to be made to the normal timetable in a similar way to
the timetable. The scheduling dialogue also offers the possibility of creating special duties (additional
lessons such as exams) and performing lesson shifting across several weeks.

Launch the scheduling dialogue via menu item "Scheduling | Scheduling dialog", from the context menu
called by the right mouse-button or via the <Scheduling dialogue> button.

Scheduling dialogue window

This view consists of a selection window (top), a timetable window (middle) and a details window
(bottom).

Selection window

The tops section of the scheduling dialogue is where you can select the element (class or teacher) and
the period of time. You will usually work with two consecutive weeks. However, by selecting week 2
appropriately you can, for example, shift lessons by several months.

Timetable window
The allocation of teachers or classes in two consecutive weeks is displayed in the middle section of the
scheduling dialogue. This makes it easier to shift elements across different weeks.
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Information regarding individual periods can be displayed with period markers or with the names of the
subjects, classes or teachers, in a similar way to the scheduling dialogue in Untis mode. This can be

determined in <Settings>i5’:?in the scheduling dialogue.
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Details window
As with the scheduling dialogue in Untis mode, the details window displays all the details concerning the
selected lesson.

In contrast to Untis mode, you can edit lessons here. You can simply edit the fields that you wish to
change This is described in detail below.

7.2 Substitution arrangements in scheduling

The main functions of the scheduling dialogue — additional lessons, shifts, swaps, cancellations — have
already been described in chapter Scheduling dialogue. Additional possibilities are described below.

7.21 Special duties

An additional lesson that takes only once is referred to in Untis as a special duty.

Example: Special duty for Aristotle
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Teacher Aristotle should take class 3b for a non-scheduled physics lesson in the physics lab in the fifth
period on a Tuesday.

1. Select the timetable of teacher "Arist".

2. Right click on Tu-5 and select menu item "Special duty".

3. Select class "3b", subject "Ph" and Room "PL" and confirm with <OK>.

4. The special duty will then be shown in timetables as well as in the substitutions window.
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As an alternative, you can also create the special duty by entering the elements of the — one-off — lesson
in the details window.
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Tip: Shifting and copying special duties
You can use drag&drop in the scheduling dialogue to shift a special duty. If you hold the <Ctrl> key
pressed when dragging the special duty, it will be copied.

Note: Special duty with students

If you work with the Student timetable or Course planning modules you can also enter the students when
creating special duties in the scheduling dialogue. To do this, click on the <Students> field in the details
window and select the students (courses, clusters).

7.2.2 Additional lessons — scheduling dialogue

You can create additional lessons In the scheduling dialogue that take place only once by entering them
into the details window (see chapter Special duties ) . You can also add to existing lessons.

Example: Additional teacher for class
An additional second teacher is to take class 1a in the fourth period on a Friday as an exception.

1. Open file demo5.gpn and the scheduling dialogue and set it to class 1a.

2. Click on the Fr-4.

3. Click on the empty coupling line In the details window and enter teacher, subject, class and room.
Confirm the query concerning the multiple occupancy of the room with <Yes>.
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Example: Additional class for teacher
Teacher Callas is to take the students of a second class in the fifth period of a Tuesday as an exception.
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1. Open file demo5.gpn and the scheduling dialogue and set it to teacher Callas.

2. Click on the Tu-5.

3. Click on field "Class(es)" in the details window.

4. Press the <Blank> key to enter edit mode and add class 2a (separated by a comma).
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7.2.3 Shifting lessons
The easiest way to mowve lessons is use drag & drop.
Example: Moving a period
Teacher Nobel's Religious Education lesson in class 1a is to be shifted from Tu-5 to Sa-5.

1. Select class 1a in the timetable.
2. Click on Tu-5 and drag the lesson away holding the mouse button pressed.

As soon as you start dragging the lesson, the green fields indicate immediately where it is possible to
mowe the lesson without causing a conflict.

3. Drag the lesson to Fr-5 and "drop" it there.
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Tip: Moving from the teacher's perspective
It is also of course possible to mowve a lesson from the teacher's perspective.

Swapping periods

Drag a period with the mouse in the scheduling dialogue. All possible swap partners will be displayed in
green. Drop the period onto such a position and confirm the query about the swap with "Yes".
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7.2.5
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Shifts with displacement

A lesson can be shifted to another position using drag&drop. A swap is possible with all periods that are
displayed in green. If you drop a lesson onto a lesson where a swap is not possible it will be displaced.
The displaced lesson will then appear in the lesson pool, where it can be processed further (see chapter

Lesson pooal ).
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| —J

Cancellations in the scheduling dialogue

You can cancel a lesson — without entering an absence — by clicking on the <Cancelled> button .
This cancellation is displayed in the relevant timetables and in the substitutions window. Another click

on the <Cancelled> button undoes the cancellation.

The following examples deal with ad hoc cancellations of parts of a lesson

Example: Cancellation of a coupling line
The PE lesson for boys (PEB) for class 3a with teacher Rubens in the seventh period on Friday is to be
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cancelled whereas the PE lesson for girls (PEG) is to take place as scheduled.

1. Open file demo5.gpn and the scheduling dialogue (right mouse click | Scheduling dialogue) and click
in the scheduling dialogue on Fr-7 in class 3a .
. Click in the details window in the line of teacher "Rub".
. Click on the <Cancelled> button.
4. The period on Fr-7 it is displayed that a part of the coupling has been cancelled. You can see the
details in the details window. The cancellation is also displayed in the substitution window and in the
timetable.
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Example: Cancellation of a part of a class

Newton is teaching subject GA to students of classes 2a and 2b in period 4 on Tuesday, 8 October. The
students of class 2b cannot attend the lesson whereas the students of class 2a are to have their regular
lesson.

1. Open file demo5.gpn and the scheduling dialogue and set it to teacher "New".
2. Click on the Tu-4.

3. Click on field "Class(es)" in the details window.

4. Press the <Blank> key to enter edit mode and delete class 2b.
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7.2.7
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This change is displayed in the timetable as well as in the substitutions window.
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Shifts in the scheduling dialogue

Shifts for an open substitution can be performed either via the substitution suggestion or via the

scheduling dialogue. The shift suggestion can only display shifts for the current week or for the next
week whereas shifts can be performed in the scheduling dialogue over several weeks.
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Example: Shift in the scheduling dialogue
1. Open the scheduling dialogue in file demo5.gpn and set teacher "Cer" absent on any Monday in the

school year.
2. In the substitutions window, click on the open substitution in period 1.

3. Open the scheduling dialogue using the button of the same name o .
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All possible (conflict-free) shifts will be displayed in green. In our example these are only TXlessons on
Monday.

4. Use drag&drop to move one of these periods onto the open substitution.

This shift is displayed in the substitutions window. The shifted fifth period for teacher curie is cancelled
automatically owing to the settings in the substitutions time grid.
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feriod (Subject Subject (Teac Substitute

Shifting 1 E- Cor

301 Substitution 3 EM
30

G Cancelled 5 TH - Curie

Subst, No. | 299

Wazs Class (Room) Rog

LUrie

T

~
= Teacher -

Changing rooms — scheduling dialogue

You can change the room of a lesson in the scheduling dialogue.

Example: Changing a room
The maths lesson of class 1a in the third period on Tuesday is to take place in physics lab as an
exception.

1. Open file demo5.gpn and the scheduling dialogue and click on Tu-3 in class 1a.

2. Open the room allocation dialogue by clicking on the <Allocate/Delete this room> button=d.

3. The right half of the window displays rooms that are not occupied at the time in question. Select room
"PL" and click on the <Allocate room> button. As an alternative, you can also allocate the room with
a double-click.



- Mame

21102013 » = wWeekl 28102013 + = ‘Week-2

1 2 3 4 5 G 7 g "
21.10.M0 Bl EM = T - - -
22404Tu | EN DE“ . . . E
23.10.0e Bl hd, = ] D= D= -
B Allocate/Delete this room @
Allocate the room to
- - [ Delete room ] [ Allocate rm. ] [ Cloze ]
a zingle perad -
\emerre T Tnd [T Alzo show occupied rooms -_
Required capac.: 26 Ayailable rooms
Flanned |Actual Rm. [Cap. |Al Bm Alt. HRm I
Fla [
SH1 [ [ I
Eli [l [l
[l [l
[l [l
o [ [
PL HE1 [ [
Phyzics lab.

Swapping a room

If occupied rooms are also displayed in the room assignment dialogue, they can be used depending on
the choice of option (room conflict, room swap etc.).
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B Allocate/Delete this room ﬁ
Allocate the room to
- - [ Delete room ] [ &llocate rm. ] [ Cloze ]
a gingle period
Lessems 3 Tusd Alzo show occupied rooms
Required capac.: 26 Available rooms
Flanned | Actual FRm. |Cap. Al Rm Al HRm | Occupied
Ria O N
SH1 ] ] ]
SHZ2 ] ] ]
PL [l [l [l
WS [ [ [
T/ [ [ [
R1a HET E
Rib v ]
Clazz Room 1a B9 B
RZb ]
R3a [
Ra O
Ps1 [l [

Lesson pool

The lesson pool function can be used in a variety of cases:

¢ The date is not yet fixed for individual lessons (e.g. tutorials).

¢ Lessons that could not be held due to an absence are not to be cancelled but held at a later point in
time.

¢ A lesson is to be shifted but date and time are not yet fixed.

There are accordingly several possible ways to create and then schedule lesson pool lessons (LPLs).

Creating LPLs

Scheduling LPLs
Creating LPLs

An LPL can either be created explicitly (teacher and class are known) or they are created as a result of
an incomplete substitution (e.g. displaced lesson).

Creating LPLs explicitly
LPLs from lessons
LPLs from the timetable / scheduling dialogue

LPLs from displacements

LPLs from substitutions
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8.11

8.1.2

Changing LPLs

Deleting LPLs
Creating LPLs explicitly

You can create LPLs explicitly in the lesson pool window if subject, teacher and number of periods are
already known.

Example: Physics practical work

Five periods of physics practical work are to be scheduled as preparation for a science fair.

1. Open the lesson pool window from the context menu called with the right mouse-button or via the
<Lesson pool> buttonlie.

2. Enter five periods of LPLs with subject "PH", teacher "Gauss" and class "4".

i

& Lesson pool / Teacher E'@

Egd -

[7] Show only unscheduled leszans from the lesson pool

+ LP-Mr.  UnSched Prds Periods Subject Teachet Class Foom Stat. coder Text  Subst. Mo, Type Studerts

(R d sl Joauss]a || | | [Specialdty

These five periods can be scheduled at any time during the school year.

LPLs from lessons

You should proceed as follows if you wish to schedule lessons as special duties at a later point in time
but which should be taken into account when lessons are being entered:

Example: LPLs from an unrestricted lesson

1. Define a lesson with 0 periods in Untis mode (or give the lesson the flag '(i) Ignore').

2. Switch to substitution mode and open the lesson pool window and the lesson window.
3. You can now use drag&drop to create LPLs from the lesson window (column "Cl, Te.").

You can see that the LPLs were based on a lesson in column "Type".
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@ Gauss / Teacher E]E] EI@
Guss < METR P& L Fu- QRE 42
L-Mo, # 2l Te, Unsc Per ¢rePrdzs Teacher Sukject Class Subject ro Home Doubl Block
4 1,2 | 1] Jeauss loA s | Ra 11 | |
1 2 Gauss  GA 4 Pzl 01
a2 1,2 4 Fauss  MA 4
7 23 2 Gauss DS 1h WS Rla  1-1
A Drag s Gauss  MA  1a Ria
106 1 Gauss STEY
& Lesson pool / Teacher m % u Gauss  PH PL
ER TErE-
[7] Show only unscheduled lessa the leszon poal v HiE - Teacher - |4
HLP-Mr.  UnSched Pris Periods Subject Teachet Class Room Stat. coder Test  Subst. Mo, Type Studernts
2 % 1 1 PH Gauss FL Les: 111 Lessons /0

Example: LPLs from a restricted lesson
You can also create LPLs from a lesson that is time-restricted.

1. Open file demo5.gpn and create a lesson with two periods in Untis mode (e.g. SP-Summer- Play with
teacher Callas and classes 1a and 1b)

2. The lesson is to take place every week in a double period in May . Restrict the lesson from 3 May to
30 May.

3. Set the lesson to ignore. It is thus not available for scheduling, but it will be considered in value
calculation.

4. Switch to substitution mode and open the lesson pool window and a lesson window (e.g. "Lessons |
Teacher"). Drag the lesson into the lesson pool window.

The result is ten periods of LPLs resulting from the lesson with two periods per week restricted to four
weeks.

a Class la (Gauss) / Class E] E] E\@
la "HEENR R L - ORSE dé & d&°
L-Mo. # Gl Te.  UnSc Per  “rsPrds Teache Subject Class(es) Subject ro Home room From  To Igniore (i)

@ Lessonpool/Teac |13 2210 | NNE N TN 000 T I CEN ECN TN
2

7 2.3 Ancer 1a I Rila
—
= w ? -ﬂv '@' i O #22 3 Arist o 1a1b SH2 Rla e

[] Show o eduled leszons fram the lesson pool
+ILP-Mr. UnSched Pros Petiods Subject Teachet Class(es) Room Stat. code Text Subst, Mo, Type Students
3 8 10 10 GBI callas  1a,1b  Ria Les: 1131 113 Lessons /2

Warning: Changing of the lesson pool lessons
Neither the number of periods of LPLs nor the number of periods of the lesson can be subsequently
changed as this would lead to inconsistencies in value calculation.

The LPLs can only be scheduled between 3 May and 30 May in accordance with the entered time range.
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8.1.3 LPLs from timetable/scheduling dialogue

You can use drag&drop to drag a lesson from the timetable or scheduling dialogue to the lesson pool
window and thus create a new LPL from the lesson.

® 3b- ) [ | ===
3b -5 8- =
i T A0~ - 2610201 —
@ Lesson pool / Teacher 5” = [ =2
Mo | Tu [We | Th | Fr | Sa
R Tre. _— et
11D FE| Bl |DE |RE
[ Show only unscheduled lessons frpef the leszon pool 2 |GEc| HI L GA |RE | BI
3 |FH GEc
+LP-Mr. UnSched Prds Period ubject Teacher Class(es) Room 1 'M-A AR, o
Drop [
= 5
@ Lesson poaol / Tdgcher G
7
R TR os
[ Show only unschedule lessons fram the lesson pool
+LP-Nr. UnSched Prds Periods Subject Teacher Classtesj Room Stat. c Text Subst. Mo, Type Studerts
4 % 1 1 M& T Les.: 927251074 9212510, Shifting

8.1.4 LPLs from displacements

If you mowve a period into another position in the scheduling dialogue that is already occupied and a swap
is not possible, you can displace the existing lesson from the desired position. A prompt is displayed
asking, "Do you want to shift the obstructing lesson to the 'Lesson Pool'?". Confirming with <Yes>
movwes the lesson to the lesson pool, from where it can be moved again.
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8.1.5

P

a Scheduling dialogue E
HTA S Bae@e.

2102013 = = week-1 28102013 » = Week-2

T e
bl
hia,
DE DS
24100Th | TK  RE  MA
25100Fr | DS PEG  MA
2610058 | MA = o TS = X
27 105U Question X
2810Mo | DE
29190.Tu | DE On 2410 inthe 5. perind: clazh in the target peniod
3010ave | HI
Sy TX Les. 54: Rub, 1b,
1.11.0Fr D=
241 .05a i, )
311 J5u Options

LS — —— = 4

LPLs from substitutions

A substitution or a cancellation can be shifted to the lesson pool using the <Lesson Pool> buttonl&.

a Substituty eacher EI
ERXRYE JpABEY & THE @ A B-O &
[Teacher) From-Ta -
-4ll- x| 23092013 - &~
Week L [] Uncovered substitutions
Teacher
Subst. Period (Subject) Sukject (Teacher) Substiute (Classies)) Class(es) (Room) Room Shifted from (Te.) to
g 2a Za Cancells
296 Swwap @ Lesson pool / Teacher
300 Shifted = % ? 2? @
301 Shifting
Subst. No. o [T 5how anly urscheduled lessons from the lesson pool\

+HLP-Mr.  UnSched Prdz Periods Subject Teacher Clazsies) Room Stat. codefs) Text Subst. Mo, Type Stuclent
2 g, 1 1 M e 2a R2a 249./2-= }248./2 Shifting
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8.1.6

8.1.7

8.2

8.2.1

Changing LPLs

You can increase the number of periods of an LPL as you wish. A reduction is possible only until you
reach the number of already scheduled periods.

You can easily change teachers and classes of LPLs as long as they are not scheduled. If one period of
an LPL is already scheduled then a change is only possible if it does not lead to a clash. If a change is
likely to result in a clash, it will displayed in the upper section of the window and the change will be
rejected.

If the LPLs originate from a substitution, they can of course not be altered.

Deleting LPLs

You can delete LPLs via the <Delete> button % . If any periods of the LPL have already been
scheduled, you can by confirming the prompt "Delete scheduled lessons?" with <Yes>. You can delete
the entire LPL if no periods further periods have been scheduled.

Scheduling LPLs

Lessons created in the lesson pool window can be scheduled as follows:

Drag&drop in timetable / sched. dialogue

LPLs from the substitution suggestion
Drag&drop in timetable/sched. dialogue

When you click on an LPL, all open timetable views are switched to the teacher or class of the LPL..
You can drag the LPL into the timetable or into the scheduling dialogue, where it creates a special duty.
Be sure to set the timetable or scheduling dialogue to the week in which you wish to schedule the LPL.

@ 25-Cass i) = | = [ =

= - 1] >
@ Lesson paol / Teacher 22 Sw-F a7 EI@
B TeE. Y 300920013 v . -5102013

Mo | Tu [We [ Th | Fr | Sa

"*-.‘MA Bl | RE | RE | DE | DE
+ LP-Mr, Erinds Subject  Teacher 2 A | *FE | DE | MA | MA Subst. Mo, Type Student
2 1 M Tl 3| EN DE |PH | EM | ENM 124812 Shifting
4 |*FE GM HI Bl | MU |*PE
vrag 5 IDrop CH. HI
4] ) vin
7 AR TH.
a8 AR TH.

The scheduled LPL is marked in the substitution window with type "Spec.duty for the LPL" or as
"Shifting" if the LPL is a displaced lesson.

If you open the information lines for the LPL using + you will see when the LPL was scheduled.
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8.2.2

@ Lesson poal / Teacher EI@
X 7o e

[ Show anly unscheduled lessons from the lesson pool

_plr. UnZSched Prds Periods Subject Teacher Class(es) Room Stat. code(s) Text Zubst. Mo, Type Students

BEla _ Les: 1151

5

N

2005, 76 Substitution: Callas 2P 1a, 1b
205, 7V Substitution: Callas,SP1a, 1h

If you drag the LPL in the substitutions scheduling dialogue, all occupancies of the teachers and classes
involved are displayed in the same way as with drag&drop in the scheduling dialogue

Note: Scheduled LPLs
As soon as you complete a shift via the lesson pool, the LPL will be deleted. In all other cases the
scheduled LPLs remain in the lesson pool window.

LPLs from the substitution suggestion

If you can cover an open substitution with an LPL (suitable for both teacher and class) this will be
displayed in the column "Lesson Pool" in the substitution suggestion . All potential substitute teachers
are displayed with a '+ 'prefixing their short name. Clicking on '+' displays all LPLs possible in the period.

Double-click to assign the substitute teacher concerned with the LPL to the open substitution.

I )

7| Substitute Suggestion El@
2@ -

 28.10. Mo-7 CallazfAR/2b
~ Cover teacher suggestion [¥]. Supervisions [2]
[] the period black

permanent substitution

Cover teacher zuggestion [7] | Superdizions (2] |

+ Mame Period flag Counter Subst. Canc Yearly total Class Suhjer Messane

, s
E Mew 3 -4 i
Lesson pool: PH, 2b, Special duty
bloly ol o @
Rub 3 = ip
Arist 3 1 1 1
Hugo 3 1 1 1

Gauss |G 1 1 1

& Shiftz [5]
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9.1

9.1.1

Substitution data output

There are several ways to output current substitution data: printing substitution lists themselves or
printing substitution data together with the timetable.

Output in HTML format saves paper, can be updated easily and is universally available (Internet, intranet)
at all times. These unbeatable advantages have led to a boom for this method over recent years.

Substitution data can also be sent by email or text message (SMS) (these methods require the "Info
timetable" ). All these methods are described in detail in the following chapters.

Printing substitution lists

Printing daily timetables

HTML output

Setting up substitution lists

Substitution lists are generally printed out separately for teachers and students, as the information
output and the sorting of the data varies. Below we will create an individual list for teachers and for
students, i.e. you will need a separate substitutions window to for the teachers' list which can be
adapted independently of the students' list. Three steps are necessary to create a teachers' or students'

list:

Creation of separate substitution views (teachers or students)

Selection of the desired information

Layout of the substitution list
Creating a separate substitution view

1. Open file demo5.gpn and set the calendar to the first Monday in the school year

Take a look at the printout of the current substitution window in the print preview 4,

Teacher 23.9./ Monday

Subst. Mo. Type Period (Subject) Subject (Teacher) Substitute (Class(es))  Class(es) (Room)
322 Substitution 1 [ hl A RN Ander 2a 2a R2a
323 Substitution 2 PH PH R Callas 2a 23 PL

324 Suhstitution 3 PH FH RN Curie 3h 3h FL

326 Break supervizion 3/ R Arist Arl
325 Substitution 4 e Pl A, RET Cer Ela) 3b Ra

This substitution list is sorted by periods. The substitution number is also printed in the first column, but
not the important substitution text. This means that the view is not suitable for printing without being
customised. Since this view is to be retained for planning purposes, we are going to create a new
substitution view.

2. Open the drop-down box at the bottom right of the window and select 'Save view as..".
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3. Give the new list a descriptive name (e.g. TE-MONITOR - teachers' list for the monitor)

4. You have now created a new substitutions view that — in this case — can be used to output
substitutions information on the monitor in the staff room. You will find all substitutions views listed in

the context menu called with the right mouse-button.

@ Substitutions / Teacher-manitar EI@
Rl dEYV & T RE-& &.
[Teacher) Fram-Ta i
Al - +| 23mama - [~ y
Mo T Rename view
Teacher )
TE-MOMITOR Marne
Subst. Mo, Type Period [ Subject m [Te)to Sub
22 ECETTTLN N [ | teachers list for the manitor Full name ]
323 Substitution 2 PH
324 Substitution 3 PH [ ok l [ - ]
326 Bresk zuper 34 \
325 Substitution 4 MA i TIETY TET \\ T T T T <
Subst, Mo, I:I = \ teachers’ list for the monitor® -
Teacher —
Teacher-A
Teacher-B

Print for cover planning
Print / Lehrer

Vertr. / Lehrer
Lessdenliste / Lehrer
eacher-monitor

Delete

9.1.2 Customising the substitutions list

There are a number of ways to customise the layout of the substitution view in the page layout of the
substitution window.

9.1.2.1 Selecting desired information

You can display just the information that should feature in the output.

1. Open <Grid adjustment> in the newly created view and activate all the check boxes in the 'Active’'
column for all the fields that are to be output (and deactivate those that are not to be displayed)

Note: (Teacher), (Class(es))
The fields in parentheses, e.g. (Teacher), are the elements that are to be substituted, i.e. absent teacher

or class, subject that should have been taught according to the timetable or the room that is no longer
available.
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9.1.2.2

e

bstitutions / Teacher-maonitor

Libstitute From-Ta
- - | 2303.2M3 -
ko A=

Teacher-monitar

Subst. Mo, Substitute  Type Period (Subject)  Subjed
322 EEE astitution
329 Ander Substitution 3 DE
330 Ander Substitution 4 PEB
326 Arist Break super 34
1| —— S Hrrrm'
Subst.No. [ |

1 ' Grid Adjustment

eS|

] 4

| |

Apply

)

Cancel ]

Field
Substitution number
Type of zubstitution
Date (DD kR
Day
Per.
Start and End time
Replaced subject:
Subject
Replaced teacher:
Substitute
Instead of Class[es]:
Class[es)
Replaced room:
Room
Statiztical code
Shifting
Shifted away
Lezson ket
Description
Substitution text
Cancellation
Additional zupervizion
Subztitution coupling
Mew substitubion
Fioom booking from weblntis
[*] Locked
Reazon for abzence
[M] Do not print
Substitution-text 2
Meszages
Counters
Signature

Active

<

FEEREREEOROORE

]
]
(&
(&
(&
]
]
]
]
(&
(&
(&
]
]
]
]

Print

HEEEEEEECE OO

O0OooooooooocoococO

ull Hame

hart name
hart name
hart name
hart name
hart name
hart name
hart name
hart name

Short name

Warning: Substitution number

The field "Subst. No." cannot be hidden for programming reasons. To hide this column in the printout,
switch to the "Print" tab and remowve the check in column "Print".

Take another look at the printout with print preview .4 The information that you consider to be essential
is now displayed. You can change to landscape format in "Print selection" under <Page setup> ..

Sorting

The printout is sorted primarily by periods and then by substitute teacher You can see this via the
<Sort> button. Since the list was originally intended for editing open substitutions, sorting by period
made sense. If the list is to be easily comprehensible for teachers, it can first be sorted by substitute

teacher and then by period.
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Click on the <Sort> button and enter substitute teacher as main sort criterion and then period.

8.

Warning: Sorting

The sequence of substitute teachers in the printout is the same as the sequence of teachers in the
master data. If you moved a teacher to the first position in the master data using drag&drop, he/she will
appear in on the first position of the substitution list as well.

Tip: Sorting of the students' list

You could mowe the higher classes (with older students) to the top either using drag&drop or the <Sort>
button Ev). If you do this, the substitution data will be displayed with the older students at the top and the
younger students at the bottom.

The order of the columns can be easily changed by moving them to the desired position in the
substitution view using drag&drop . In our example, column "Substitute" has been mowved to the first
position and column "Period" to the second position.

Substitutions have now been grouped by substitute teacher and then sorted by period. If you now wish to
display released teachers (because of the absence of a class) as well than activate "Strike through'
cancel. teachers" under <Settings>




100

Sort criteria ﬁ
Sort by
Substitute -
@ Ascending ) Descending
then by
Perind -
@ Azcending (71 Descending
|
then by
Hone- -
] @ Azcending (71 Descending i
then by
Haone-
] (@ Azcending Cescending
]
then by
Hone-
i (@ Azcending Dezcending
4 k. ] [ Cancel ] [ Apply
B
The list will now look like this:
&

9.1.2.3 Show subheadings

The substitution list is printed out as a table. You can also show subheadings to make it easier to read.
In our example, every substitute teacher is to be given an individual subheading. To do this, activate the
page layout for the substitution list (using the button of that name). Activate 'Heading/element' under

<Settings> &

Arrangernenk
Heading)element
[]1 Page/Elemant

[ 3mall headers



Substitution data output

101

9.1.24

Ander andersen

Subst. Mo, Substitute Period Twpe Zubject Classies) [(Teacher)
330 Ander 3 Substitution PH 7 1] ]
333 Ander 1 Substitution DE 1 ELE

Note: Heading
The heading by which the list is sorted will always be output (see chapter Sorting ).

The list can also be output with a compressed subheadings in order to save space (Element: Small

headers).

Arrangement
| Headingelement
1 Page/Element

| Small headers

The list would look like this in our example:

teachers’ list for the monitor 23.9./ Monday

Ahsent teachers:  MNew, Rub
Affected teachers, Ander, Arist, Callas, Cer, Curie

Subst. Mo. Substitute Type Period (Subject)  Subject {Teacher) (Class(es)) Class(es) (Room) Room
Ander Andersen

322 Ander Substitution 1 I A I A bz 2a 23 RZa RZa
324 Ander Substitution 3 DE DE F 1a 1a R1a Rl1a
330 Ander Substitution 4 PEE FEE Fb 2b, 2a 2h, Za SH1 SH1
Arist_Aristotle

326 Arist Break supervision 3/ Law Arl A
Callas Callas

323 Callas Substitution 2 PH PH Ldaw 2a Ja PL PL
Cer Cervantes

325 Cer Substitution 4 I A I A Law 3b 3b Ra Ra
Curie Curie

327 Curie Substitution 1-2 DE DE e 1b 1b R1b R1h
324 Curie Substitution 3 PH PH e b 3b PL PL

Tip: Customising headers
You can customise subheadings (short name, full name, title etc.) using under <Heading> in the
<Settings >,

Printing several days

If you wish to display or print sewveral days, select "From-To" from the <Calendar> button . Date fields will
then be displayed allowing you to set the second date to the next day. All substitutions on both days

will be printed.

Use the lock icon to ‘freeze' the two-day period after the date changes.
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v

Day
‘ v From-To '
From-Ta From-To
16092013 » |[@ 17.092M3 » =3 15092013 = @ 1909203 -
ho 4 ’h Tu 4 |k Wie 4|k Th 4 |k
Click There are always

displayed two days

Tip: Printing several days
If several days are printed, the main sort criterion should be date in order to clearly separate the days. It
is then also possible to print each day on a separate page.

9.1.2.5 1 Page / Element

To start every heading on a new page, activate "1 Page/Element". This setting is normally used when
the list comprises several days and every day is to be printed on a separate page.

Grouping (=sort criterion 1)

-Mone- -

| Sarking

t.
9.1.2.6 Absences header

The substitution data can be displayed with or without the absences header (‘3.3.’}’) which includes the
absent teachers, classes and rooms as well as the names of the substitute teachers. You can choose
to display the reason of absence along with the absent teachers.

Tip: Do not display certain absences

You can exclude certain absences with a "sensitive" reason of absence from being output. To do this
check the "Do not show in the absence header" box under "Modules | Cover planning | Reasons of
absence".

You can also display the names of the substitute teachers in the absence header. This enables
teachers to check very quickly if they are affected by a substitution, and they do not have to browse
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through the whole list.

Header {absences)

Absence Substitukion
Teachers ] o
| with absence reasons
Classes 7
Raarms W

teachers’ list for the monitor 23.9./ Monday

Absent teachers:  Mew, Rub
Affected teachers: Ander, Arist, Callas, Cer, Curie

Subst. Mo. Substitute Type Period (Subject)  Subject {Teacher) (Class(es)) Class(es) (Room) Room
Ander Andersen

322 Ander Substitution 1 I A I A e 2a 2a RZa RZa
324 Ander Substitution 3 DE DE F 1a 1a R1a R1a
330 Ander Substitution 4 FEB FEB Eub 2h, 2a 2h, 23 SH1 SH1

Tip: Layout of the absence header
You can change the layout of the absence header on the "Global" tab of the print settings.

9.1.2.7 Don't print absent teachers/classes

If you tick this box then information about absent teachers and classes will not be printed.

-

Print settings

Current view | global
Selection
[] Mew substitutions only
| Don't prink absent teachers

| Also elements without substitutions

9.1.2.8 Printall elements
This setting (see figure) will print all elements, including those without any substitutions.
9.1.2.9 New substitutions only

It occasionally happens that you have to add new substitutions after you have already published the lists
The setting "New substitutions only" enables you to print out only those substitutions that have been
created or edited since the file was last opened.
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9.1.2.10

@ Substitutions / Teacher-A

R - HEW &

T & = A l&-d .

[E=N B =5

[Teacher] Fram-Tao ]
- &ll- ~| 23apazms h
i~ I
Print settings [é]
Current view | Glabal Ext Coupl Substiution text R
—
Selection Farm P
Mew substitutions only ) [T]skrike-through' canceflations
[ TDon't prink absent teachers [ comb. class names (Za,zb-=2ah) S ||
[ also elements without substitutions Period label
Arrangement Header {absences)
[ Headingfelement Ahbsence substitution cher A |L|
1 Page/Element )
Teachers [ [l
Small headers []with absence reasons
Grouping (=sork criterion 1) Classes ] ]
Substitute Rooms  [[] [
Sorting
l Page setup l [ Heading l
[ oK l [ abbrechen ] [ HilFe: ]

L8

Print selection offers you a further possibility to print new data separately:

Print only if changed after...

The substitution list that is displayed in the morning or even on the previous day quite frequently has to
be updated during the day. You might not wish to print out the whole list twice but you must not forget
any single substitution. In this case you can print out only the substitution that were created or edited

after a certain point of time.

Print selection allows you to select the date and the time after which you wish to print out substitution
data. In our example, all data that was edited after 8:00 a.m. on 8 April 2013 is to be printed out.
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I ™
Print selection ﬁ

Teacher: 10410

Selection

Fage setup

Heading

Print anly if changed after... |

0e0d2ms [l [E0000 = Today

| ok || WML || Cancel |

. E—

The advantage of this method over marking new substitutions ("New" check box) is that you can close
and open Untis as many times as you wish between publishing data.

9.1.2.11 Print period label

In the timetable mode you can also freely select the period label in the time grid for substitutions printing
(e.g. start times) instead of the number of the period.
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9.1.2.12

9.1.2.13

i "

@ Time griel EI@

General | Breaks | Substitute

B Mumber of daps [1 to 7] Entry:
B b awirurn number of periods per day [1 to B0] |m|
b onday »  First zchool day of the week |i|
Farmi
1 Period nurmber for the first period of the day [1 or 0] 'Strike-through' cancellations

m Zomb, class names (2a,2b->Zab)
: { o | Period label
f—u—-& e ——————
Period label | 8:00 %55 %50 10:45 11:40 1535 13:30;°
e a2 e e

||’_.-\_|! L. LS ey ey

a45 940 10:35 171:30 1225 1320 1415 1510
b onday tdarni [ Morni [ Morni [ Momi Mol Afterr Aftere Afterr
Tuesday tdarni [ Morni [ Morni [ Momi Mol Afterr Aftere Afterr subst. Ma. Feriod Feriod
YWwednesday | Mol | Morni | Moral kol kol Aftere Aftere Afterr Gauss Gauss
Thursday | Mari| | Marni| Mol Marsi | Mo Aftere Sftere Afterr 301 Substitution a.00
Friday Farai| | Marni | Marni | Mo Mol Aftere Afterr Afterr 206 Substitution 555
Saturday barni Momi Maomi kMo kMorni 03 = uhstitution 950

(] ] | Cancel | | Apply | | Help

Combined class names

Sevweral class names in a coupling can be combined to form one class name. If a lesson with classes
1a, 1b and 1c is cancelled, the printout will display 1abc.

Bold, column width, headings

Various types of customisation can be performed on the layout in print settings.

Column width

A column is normally just wide enough to show the content You can select a fixed column width by
using the mouse to drag the column to the desired width. The <-> symbol in the column header
indicates a user-defined width.

If you wish to reset a column's width to automatic, right-click on the column header and select <Adjust
column width>.

Word wrap

If the column width is user-defined, it can happen that a longer text (e.g. substitution text) does not fit
into the column. You can activate automatic word wrap to write information into the next row(s) in order
to awoid losing information. Right-click on the column in question and select <Word-wrapping>. The
characters \n' will be displayed in the column header.

Bold
Select the <B> button if you wish the contents of a column to be printed bold.
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Change heading

If you wish to have a different title for the substitutions list or a different column heading, simply overwrite
the default texts. You can also choose the appropriate option to output Column headings vertical or
slanted.

B
9.1.2.14 Do not print substitution line

If you do not wish to print a certain substitution line, then check the option "Don't print (N)" for this line in
the substitutions view.

Warning: Do not print certain subjects
If you check the "Don't print (N)" for a subject in the master data then all substitutions with this subject
will not be printed.

9.1.2.15 Colour coding

You can assign colours to the different types of substitutions (e.g. room replacement = yellow,
cancellations = red) to make the output of the substitution data — printout or HTML — clearer. You can
assign colours via "Modules | Cover planning | Settings... | Colours and Terminology". This method is
widely used with HTML output (see chapter HTML display).

9.1.2.16 Backgroud image

You can add a background image (e.g. school emblem or logo of a sponsor) to your substitution list.

You can incorporate the bitmap (.bmp) in the print settings. Enter a suitable position and size for your
image.
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Test school DEMO  Timetahle 201372014 Untis 2013
Fordemo andtest only  “alid from: 10 October

Teachers’ list for the monitor 14.10. / Monday

Subg. Mo, Type Period (Subject) Subject (Teacher) Substitute (Class(esh Class(es)
309 Substitution 1 Bl Bl Cer Ancler 1a 1a

310 Substitution 2 =11 Bl Cer Callas 2h 2h

3 Substitution ) ER EM Cer Ander Za 2a

33 Substitution 4 TH TH CLriE Ancler L] ik

2 Fersonal studies 3 ER EM Cer + 4 4

Gruber & Petters Saftware
e

—
,.-A GRUBER & PETTERS

a Substitutions / Teacher

ERSE GAEV F TLHE s -
[Teacher) From-Ta

- - ~| 14102013 -

& .

=N BCR =5

by

@ demaS.gpn7 L)
E el B & & F Al - 0 - =S8 E - Jt0 Substitiontext | -
Teacher 10410 Prink anly if changedgfter... \ |
.
[ Selection ] 01.01.1970 g~ | OpenBitmap \ |
Bitmap \
[ Print heading on every page @l Background picture: C:Untishlogo_(1.bmp
[ Prirt grid Position
| 90 Honzontal distance from left [mm]
B0 | distance fromm top [mm]
Page header = LR
| Size =
i 100 *fidth [ram =
Colurn Heading Subst. Mo. Type Period — fm] ~ anuser & rerren |
Subetitut 309 Substitution 1 70 Haight [mm] 0
ubstitution rowts] |30 Substitution 2 [ Kesp aspect ratio

4 1 |

[ ok ] ’ Cancel ]

9.1.2.17 Heading and footer in output

The following figure explains the heading and footer in the output of substitution lists and refers to
possible setting options
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licence rows 1 and 2 optional text :
rogram version
\ / (Report | Settings) _— J
Test school DEMO  Timetable 201302014 Untis 2013
For demo and test onky Yalid from: 10 Cctober 972012 954 (11
/,. Teachers' list for the monitor 23.9. / Monday Week-B
name of the substitution window date arid tine
(Module | Cover Planing | (Report | Settings) timetable version
Substitutuion Windows) (Report |

Miscellaneous)

type of week (A,B....) calendar week
(Report | Settings) (Report| Settings)

Term2 23892013 B(2(39) Gruber & Petters Saftware demaos i
\ ¥ filename
. Report | Settings
time range [ P I 9 :I

time range
name of the  (Report| Settings) (Report | Settings)
current term school week
(Report | Settings) (Report | Settings) - Pace 112

page number
(Report | Settings)

9.1.3 Fast print of daily lists

Certain substitutions views such as lists for teachers, students and possibly for the school
administration have to be printed every day. Daily lists allow you to output these lists quickly and easily.

Example: Automatic printout of daily lists

1. Open the list of substitution views (with the right mouse-button and "Substitution formats")

2. Check the box in the "Daily list" box for all the views that you wish to print out at the push of a button.

3. This will allow all views that were checked in the previous step to be printed out via the <Daily lists>
button.
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9.2

9.21

P 1

@ Farmats / Substitution E'@
[T % -

[,-’.'-,Il -| FPrint-Tea

Print # Lehrer

K E=] Full name Standard | Type Draily ligt -
Print-Tea Frint & Lehrer -:- Teac

Print-Cla Frint # Flazze [l

Abzences Teacher Teacher - !

Sub-Tea Teachers' list for the monitor Teacher [l Subst. E
Sub-Cla Clazz Clazs = Subst,
Sub-Tea-b Teacher-f [l Teacher = Subst.
Sub-Cla-d, Clazs-, [ Clasz = Subst.
Sub-TeaB Teacher-B [l Teacher = Subst.

Sub-Cla-B Clazz-B [l Clazz [ Subat,

S-Print Frint for cover planning [l Teacher [l Subst.

| ecedanliztal skl Warkk M shrer [ Tearher [ Skt T

The current date for which lists are to be printed is determined by the calendar.

Tip: Substitution views prepared for printing

Window group "Output cover planning" (window group 3) in file demo5.gpn
contains predefined lists for printing substitutions for teachers and students. You can transfer windows
and window groups from one file to another via "File | Import/Export | Timetable/Input formats".

Printing daily timetables

In addition to these lists, substitution data also be output incorporated into timetables. This often occurs
digitally in HTML format (see chapter HTML output), but also by printing overview timetables.

Displaying/printing the daily timetable

Open file demo5.gpn and activate window group 3 (Output cover planning).

™ A % %

|| [J%rintfcur cover planning h

Besides substitution lists this window group for cover planning output also contains oveniew timetables
for teachers and students that have been specially customised for outputting the daily timetable. These
timetables show all classes and teachers for one with current substitutions in red. The timetables can be
output either for a day (e.g. classes) or for the whole week (e.g. teachers).
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9.2.2

Absentteachers:  Callas (1-8), Cer (1-2)
Affected teachers: Ander, Arist, Gauss, Mobel

Wednesday 25.9.
1 2 Ei 4
1a Bl  Gauss (Cer R1a [MA Gauss R1a | RE Mobel Ria |MU  Mobel Calla Rla
1b HI  Ander Rib [BI  AnderiCer R1b |DE Ruh R1h WA Arct Rih
Monday 23.9. Tuesday 24.9.
2a |RE mMobel Ra DE 1 2 3| 4 5 B 7 8 1 2 3| 4 5 B
‘PE Rub SH1 3a Ja 4
‘PE  Anst SH2 Ander |STEY | RIa Ja,3b WS DS| R3a | R2b [3a,3b Ra MU
2b MA DMew Rzh DE i M iR
B 4 1a 1h ‘2b.2 1a 1b “1a,1
Arist FL Rla | Rlh | §H2 Rla Rib [ SH2
FH Ern A | PEG Er A | PEG
3a RE Mahel R3a | PH
. ; 2h 2h 1h . 1}
PE Arist SHZ
55 & i Calla R_éb 4 AR 2b Rob AR % % 3a,3 B3a AR %
3b MA  Mew Ra | GEc
1a 2 2a 4 2a 3a 2a
Cer Rla | Bz | Ra Ria Ria | Ria | Ria
=]} [ EM EM | EM EM
4 |DE Huge R3a | GEe Hugo R2a | MA- D | ST—— =

Substitution text in the timetable

You can add a text to any period in the daily timetable for output. The procedure is described below:

1. Open <Settings>‘|';¥;“in a timetable of a class and then <Period window>.

2. Activate "Special text" under <New field> .

3. Enter a message as substitution text in the substitution window. This will now be shown in the
relevant period in the timetable.

e

@ Substitutions / Print / Lehrer EI@
Xk FAEV F v&r5 (@ AR-© @,
Substitute Fram-Ta i
-l - +| s00azmz - &~
= | Uncovered substitutions
Frint # Lehrer
Subst. Mo, Substitute  Period Class(e Subject Room  (Teache Shifted from (Te.) to Type Substitution text | -
32
325 Callaz 1 3a, 3b SH2 *Arist SUbSﬂtUﬁDI’I!
326 Ancer 2 7Zh, 2a SH2 *Arist 1] Tu / Wi ™
subst.Mo. [ 4 EN Gaufﬁa
1Bl Cer Ria'| Gauss Bl Cer Ria| |

takes 1a

2| EN Call Rz | DE Rub Ria | MA Gau Ria

As an alternative, you can enter the desired text for a period directly in the timetable. Right-click on the
period concerned and select option Text for substitution'. Enter text and confirm with <Ok>. The field
'Special text' must be displayed in the timetable period in order for the text to appear in the timetable.
This field also displays any substitution text that has been entered.
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9.2.2.1

ra N
Text about the substitution ﬁ

right click
e

Tu Th | Subsgt. Mo, 303 [26.9/1): 1a, Gausz, R1a
EN | BInJ DE |

Ly remedial course
DE | MA Settings

Period window
Allocate/Delete this roomn
Special duty [ 0K ] Cancel

De-coupling h = 2

Timetable peniod: standard format

= Tu e Th
Text about the substitution h C“ck —
1
Stuclents I Erl I Bl DE
I remedial conrse
Time range:week | | —————a======
Copy in HTML-farmat DE e M

Messages

In the course of day-to-day cover planning it is often necessary to communicate additional information to
teachers and students. This information could concern the whole school (e.g. a school event), individual
teachers or classes or just a specific substitution. Accordingly, there are several possibilities available.

Daily comment
Substitution text

Lesson text

9.2.2.1.1 Daily comment

The daily comment enables you to enter and output information to the entire school, to all teachers, to
all students, to specific teachers or to specific classes.

Example: Entering daily

1. Daily comments are entered in the lower section of the calendar.

2. You can select the addressee for the text (Everybody, Teachers, Classes) in the selection box at the
left.

3. Enter the text and it will appear in the printout of the day in question.
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I

@ 11112013 Monday / Term2 {23.9.-30.6) o @ ==

Calendarweek 46 11112013 =

B 7 11.11.13 Daily comments

Date Dap Abgz Teach, Subz Uncovers B ¥ U ‘E%

[ oK | | cancel |

11.11. Mo 0 1] I

1211. Tu 0O 0 1]

1211 We 0 0 i Today parent-teacher conference at 3 p.m.

1411. Th 0O 0 I e
1511 F O 0 I

1611. 5a O 0 il

1711, Su

Daily comments (0] | 5 chaool day

e Elznen (ka0 b ——

Al Al 1]

9 Teachers' list for the monitor 11.11 onday Week-A
Today parent-teacher conference at 3 p.am.
Feriod Twpe subject (Teacher) Substitute Foom  Substitution text
1 Substitution DE Huoo Ander Fa
2 substitution GEL Hugo Callas Ra
3 Substtution GEC Hugo Ander F3a
3/4 Break supervision Hugo Arist Ard
4 Substitution DE Hugo Cer F3a

You can limit the selection to specific teachers or classes via the button to the right (<Classes> or

<Teachers>). Our example shows a daily comment entered for class 1b.

You can also specify for how many days in the future the comment should be output.
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@ 15112013 Monday / Term2 (23.9.-30.6.) =g ] ™
. i " Class{es) @
Print / Class 18.11./ B
Calendar week - 1|8nEmns - Mame Full name
1la Clazs 1a [Gauss
Kl Stunde Fach Vertret 1
CIasse.:‘(n}G T T = Date Day Abs Teach. Subs. Uncovered Abs cla. Releaze Daily oo ]
ass 1a (Gauss) _ [T WMo 0 T T T i 2a Clazs Za [Hugo)
1911 Tu 0O 0 0 0 0 0 Zh Clasz 2b [Andersen]
Class 1b (Hewton) — 2011 e 0 0 0 0 0 0 3a Clazs 3a [Anistotle)
b 3 M&  Curie SRE 5 Class 3b [Call
Keep your classroom tidy! 2111, Th 0 0 ] 0 0 0 s 3 [Callas]
“ErEeTrTTY & | |21 F 0 o0 i i i Class 4 [Nobel)
M, 2a 4 FEG Cer B (231152 O 0o 0 0 0 an Management
Class 2b {Andersen) '.‘ 2411, Su F

‘::::, 2a jl EIIEEG gzbr \ | all || tarked || Inverse

\Dailycommentsﬂ] Schoal day [ (] 4 l | Cancel |

walid for [day| D aily text
. 1 Keep your classroom tidyl

Type
Clagzes

El

The "Daily comments" column in the calendar shows displays how many daily comments have been
entered for a specific day.

9.2.2.1.2 Substitution text

You can enter a text for any substitution in the "Substitution text" column.

@ Substitutions / Print / Teacher E@
@ 2 HAEYV F TH-E 2 A B-@ &.
Substitute Fram-Ta i
- &ll- ~| oz102m3 - -
we N

7] Uncovered substitutions
Frint # Lehrer

Subst. Mo,  Period Class(e (Subject) Subject Room  (Room) (Teache Substitute Type

Substitution text
Taday DS

337 3 3a FH PH PL FL Mews  Mew Room replf  exeptional in
FL N
— Print /Teacher2.10. / Wednesday Week-A \
Class(es) Period (Subject) Subject Room (Roomy (Teacher) Substitute Type Substitution text
2b, 2a 2 PEG PEG 5H2  5H2 AhHist Ander Substitutio
3a ) PH PH PL PL ey I ey Room repl Cuday OS exeptional in PL
Ja, 3b 1 PEG PEG SH2  SH2 At Callas Substitution

If you wish to display different texts for teachers and students then use column "Substitution text" in the
teachers' list and column "Subst-Text-2" in the students' list.

Tip: Column width of the substitution text
You can define the width of the column in the printout and apply automatic word wrapping with longer
texts (see chapter Bold, column width, headings ).
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9.2.2.1.3 Lesson text

If you add a text to a lesson ("Lessons | Class" or "Lessons | Teacher") then this text will appear in
event of a substitution in column "Les-Text".

@ Class 2a (Hugo) / Class E] E] EI@
2a "EHEMNME SF¢9&H L - OFE &

L-kMo. #ClTe. UnSck Per “YrsPrds Teacher Subject Class(es) Subject Homer

93 2 ey PH Za PL F2a

5 B = = : o

g1 @ Substitutions / Print / Teacher EI@

a4 = . - -

18 ek AEV &7 765 & A - @&.

35 Substitute From-To i

41 - All- > 1g112013 ~ e~

45 M

5q | ol [ [ Uncovered substitutions
Print # Teacher

* L Subst. Mo, Class(e  Period (Subject) Subject Room  (Room)  (Teache Substiute Type Les-Text

&fos | dfma | [Rza [Rza [Mew |ander [Substitio | |

Ja6 2a 2 PH PL ey Callas Substitutiony Lesson Text
Jav 3b 3 PH PL ey Curie Substitution
328 3b 4 mld Ra ey Cer Substitution
354 o4 A1 A1 ey Arist Break supers

Subst, Mo, 5 Print / Teacher® |L|

9.3 HTML output

As an alternative to printed lists, you can also display substitutions in HTML format on the Internet or on
the school intranet.

HTML output with cover planning module

HTML output with info timetable module
9.3.1 HTML output with cover planning module

The cover planning module allows you to output substitution lists in HTML format. The procedure is
described below:

Example: Display for the Internet

1. Open file demo5.gpn, activate window group S%and set the calendar to the first Saturday in the
school year.

2. Open the print selection of the window "Print-Tea" via the <Print> buttoni=ior the <Print Preview>

button.4..
3. You can sawe the data in HTML format in any folder using the <HTML> button.
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@ Printto HTML file (3w ]
@{\.&/"' . v Computer » Local Disk {C:) Print selection M
Organize + Mew folder Jeaehzr YU
N z Selection
ame
Heading
Frint anly if changed after...
01011970 [E- 010000 5 geday |
- 3
| ok | HTML |} Cancel |
e — #
File name: Print_Tea.HTM -
Save as type: | Print to HTML file (*.htm) v]
4 Hide Folders [ Save ] Cancel ]

4. Open file Print_Tea.htm in a web browser.

5. You can navigate to the individual elements \ia the index. The substitution data is sorted by the same
criteria that were used to sort the substitution window (<Grid Adjustment>§3| Column "Sort" | Entry
ll1ll).
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=RRER X
Untis 2013 Timetable 2013 i
C | O file///C/Untis/Print_Teahtm 9 A
Testlizenz Timetable 201372014 Untis 2013
nur fur Schulungsawiecke  Walid from: 10 October 9.7 2012 12:49
UntisTimetabling Software
[ = Bl |
Untis 2013 Timetable 2013 \
&« O filey///C:/Untis/Print Tea_Callashtm a8
Testlizenz Timetable 2013/2014 Untis 2013
nur fr Schulungszwecke  Valid from: 10 October 972012 12:49

Print / Lehrer 21.9. / Saturday Week-A
Ca”as Maria

Substitute|Period|Class(es)|( Subject)|Room|(Teacher) Type Substitution .
Callas 1 2b Tl A, Fib | HHew Substitution
Callas | 3/4 Ar HMews  [Break supervision

Untis o013 E @ Untis Timetabling Software

Term1 2192013 A (1) (38) Gruber&PettersSoftwareﬂmetablem

Tip: Layout of the substitution list
The layout of the .htm files can be adapted in the same way as for the printout. We recommend that you
create a separate substitution view for HTML output.

9.3.2 HTML output with info timetable module

The info timetable module offers a range of additional possibilities to publish substitution data
electronically. Some of these possibilities are explained below. You can find additional information in
chapter "Info timetable" of the "Modules" manual.

Static HTML

Monitor HTML
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9.3.2.1 Static HTML

The static HTML is used primarily to inform teachers. At the push of a button you can export a complete
website with a navigation bar which enables you to switch between the timetables of the elements
displayed (timetables of classes, teachers and rooms as well as substitution lists). The timetables can
now be published on the Internet or in your intranet.

[F=EE>
Untis 2013 Timetabling Sof
€« ¢ /Users/Jurgen/Desktop,/Test/defaulthtm 7,.? aQ
U ntIS — timetabling made easy
Calendar week Type Element Test school DEMO « For dema and test only
Bow o] [chsses  [o] [12 @ I
[
Untis 2013 Timetabling Sof
<« C' O filey///C/Users/ Jiirgen/Desktop/Test/defaul thtm w N
Monday.
8:00 3 / .
1o EN Arist R1a Untls . )
— timetabling made easy
8:55
29.,“] MU Callas R12 | londar weale Type Element s Test school DEMD + For demo and test only
Timetable 2013/2014 » Valid from: 10 Octob
3 9% Bl cor 293 [x] SubTewa  [o] [-Al- =] e Suatien 03.07.2013 15,27
erR1a
10:35 | | 25.9. Wednesday | | | .
10:45
4.11 - PEG Arist SH2 PEB Ru Subst Shifted [P ——
ype ate Period (Subject) Subject (Teacher) Substitute (Class{es)) Class(es) (Room) Room e.) to ; oupling. New
o T Date Period (Subject) Subj her) Substitute (CI a R R ore Toot e Coupling. N
11:40 -
5 1225 1 Substitution 258, 2 DE DE Ander Gauss 3a 3a R3a  R3a ¥
6 — 2 Substitution 2568 3 A [ Ander e 4 4 E
13.20
7 13:30 3 Substitution 258 4 DE DE Ander Curie 3b 3b *
1415 22 b
4 Cancellad 259 5 [F Ander - 2a,2b,3a i R3a Cancelled X
3 1425 3a
15:10 =
5 Cancelled 268 6-7 DS Ander - 3a,3b 3a,3b WS Cancelled X
Mo [Tea Sub. Rm | Cla Te
i | | | 26.9. Thursday | |
1 Arist, PEG, | 1a, Ear @il
SH2 1h N e
ub, o a, e ate Perio: ubjec ubject (Teache ubstitute ass(es) ass(es] oom) Reom e to " oupling. New
Rub, PEB, | 1 " Type  Date Period (Subject Subj her) Subsiitute (CI a Room) Room Sited Les. Substitution ¢o pling. N
SH1 b . from Text text
* 13 Substitution 26.9 1 PH PH Arist Ander 4 &4 R3a R3a kS
14 Substitution 26.9 2 A A Arist Gauss 1b 1b R1b R1b kS
15 Substitution 26.9 3 EN EN Arist Ander 1a 1a Rla Ria X
16 Substitution 26.9 4 hiA A Arist Hugo 1a 1a Rla Ria X
17 Cancelled 268 7-8 PEG Arist - 2b, 2a 2b, 2a Cancelled X
Austria GruberaPetters Softwars

Tip: Automatic upload of data
The upload of the data to the school server can be performed automatically with an FTP uploader. The
uploader automatically detects when data has been changed and performs the upload to the FTP server.

9.3.2.2 Monitor HTML

It is not always possible to provide a computer with a keyboard and a mouse in freely accessible areas.
A solution requiring absolutely no manual intervention is required, similar to flight information boards at
an airport. Monitor HTML provides such a solution with HTML output. Substitution data is displayed on a
monitor or projected onto a screen in the entrance area of a school. With this type of output pages
automatically scroll forward — no other devices are needed to access the information.
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More detailed information can be found in chapter "Info timetable" of the "Modules" manual.

Tip: Email, text messaging (SMS), WebUntis

You can also send substitution data via email or text message (SMS). Please refer to the relevant
manuals or our website www.grupet.at for detailed information. If you have any questions please do not
hesitate to contact your nearest Untis consultant.

9.3.3 WebUntis Info

WebUntis Info is a simple system that can display up-to-date timetable information for all teachers and
students in the Internet of on a mobile phone. An App can be installed for this purpose on a mobile
phone, or the timetable can be directly synchronised with the mobile phone's own calendar.

Mo Di Mi Do Fr

9.4.2012 | 10.4.2012 | 11.4.2012 | 12.4.2012 | 13.4.2012

XX ‘
2|72 7A 6B
GSPB D D
‘ 1A °| ‘ Bach 0‘ 3|68 4c 4c
D 5 GEK D
Raume Facher 4 — - = ot
D GSK D GSPB

; 5 TA 4C
R
— 6 GSK

‘1.ST °| ‘A 0‘ !

~ 6A, 6B
4 9.4.2012 3

A system of user rights ensures that students can only see their own timetables while teachers are
given rights to the class timetables.
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Teacher Timetable format

ICS Calendar Prirtable version
Arlst| Format_L ehrer &

Ander Arist Callas Cer Curie Gauss Hugo Mewy Nobel Rub

Monday Tuesday Wednesday Thurzday Friclay Saturday
24.09.12 250912 260912 27.0912 25.09.12 230912
o700
1a Arist 1a Arist 3a, 3b Arist 4 Arist 1a Arist 1h Arist
pEn E Ria Mat R1a Spart Th2 Ph R3b Mat Ria Mat R1h
1h Arist 1a Arist 1a, 1b Arist 1h Arist 3a, 3b Arist 1a Arist
bs.00 Mat R1b E Rla Sporthd Th2 htat R1hb Sporthd Th2 E Rila
3a, 3b Arist 2a, 2b Arist 1a Arist 1a Afist 1a Arist 1a Arist
1800 Sport Th2 Sporttd Thz Mat Rla E Rla E Ria Wat Rla
1a, 1h Arist 1h Arist 1h Arist 1a Arist 1h Arist
11:00 Sportd Th2 Mat R1b Mat R1hb Mat R1a hiat Rib
1z00
1300
28, 2h Arist
1400 Sport Th2
4 Arist 2a, 2b Arist 1a, 1h Arist
1500 Fh Phys Sportd Thz Sporhl Thz

You can find further information on WebUntis on our website at www.untis.com.

10 Substitution counter

Untis cover planning keeps a detailed record of all deviations from the regular timetable. Basically these
are absences, substitutions, releases, events, special duties and cancellations.

These data are important when searching for suitable substitutes and they also allow you to keep a
record of all the deviations from the regular timetable over the course of a year. You can evaluate the
data for teachers or for students. Different regulations govern the way substitutions are counted in
different countries and in different school types. Untis meets all these requirements. In the following
chapters we explain what you must bear in mind to ensure that the counter counts "correctly" for your
specific school.
Reason of absence
Settings of the substitution counter
Events and the substitution counter
Value correction

10.1 Reason of absence

The counting of substitutions can be regulated via the reason of absence.

Count / Do not count cancellations

Customising reasons of absence
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10.1.1 Count/ Do not count cancellations

If a teacher cannot hold a scheduled lesson then you can use the reason of absence to determine if and
how the cancelled lesson should be counted from the teacher&apos;s perspective.

Example: Reason of absence and substitution counter
1. Open file demo5.gpn and the reasons of absence window (Modules | Cover planning | Reasons of

Absence).

The reason of absence &quot;OF Official&quot; is not checked in column &quot;Count canc.&quot;. This
means that a cancelled period with this reason of absence is not counted negatively for the teacher.

The reason of absence &quot;SL - Special Leave&quot; is checked in column &quot;Count canc.&quot;.
This means that a cancelled period with this reason of absence will counted negatively for the teacher.

I
@ Reasons of absence

L R RR S B8O .
Matme Full name

» ]
iled = 5 |:|
OF  Official ]
ACement D
FO  Field Day
cuisic 0
sL Special Leave |:|
* ]

Description Count canc Rel. no count Mot inAbs Head  Stat. code

o o) e |

=

I = o

2. On a Monday in October, set &quot;Arist&quot; absent with the reason of absence &quot;Of -
Official&quot; and Curie with &quot;SL - Special Leave&quot;.

o

@ Absences [ Teacher

8 2 BEETEH &--

=N NCR =X

From-Ta _
21102013 - R
¢, [ e 9

Teacher 2] | Clazszes [0] I R oomz [D]|

Ma. Tea.

16 Curie  21.10. 1 2100 8§

fram DD MM FROM period o DD MM TO period Abs. reazon Text

T R N EET I CEN A N
sL

3. Open the substitution statement for the day of absences via &quot; Reports | Selection... | Cover
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planning | Substitution statement&quot;.

" o)

@ Report selection E'@

=[] Overviews

] Loading-Statistics
=[] Free Periods

] Subject-Periods-Report
#[_] Periods-Report

#[] Lessons

#[_] Break supervisions

=/[_] Cover planning
&l Substitution statement

Canc. Days
{=l| Cover overview
=[] Exam-Schedule

1| 1] b

Teacher Aristotle has four cancellations on this Monday. However, these cancellations are not counted
negatively as his reason of absence is &quot;Official&quot;. The substitution statement displays the
cancellations but it does not count them. Aristotle&apos; sum (Total) is zero, uncounted cancellations:
4,

Arist  Aristotle

Substitutions [ Cancellations /ValueComection : 21.10. /Mo
Diate Period EMN Yalue Counter Subject Claz=(e=) ff Reason
2110 Mo -E oo 0.0 Physics 4 Official
10 Moi2 -E oo 0.0 Englizh 1a Official
210, Moid  -E oo 0.0 Mathematics 1h Official
2110 Moid -E oo 0.0 Girlz PE 2h, 2a Official

Taak 0.0
i Bh=: 0.0
‘ Ureouted cancellations: 4.0 ’

Teacher Curie was on special leave. The reason of absence given was flagged &quot;“Count
cancellation“&quot; Accordingly the four cancellations on this Monday will be counted negatively. Her
total is -4.
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Curie Curie

Substitutions | Cancellations /ValueComection : 24.10. /Mo

Date  Period EM Value Counter Subject Class(ez) ff Reaszon
2110, Mo/d -E -1.0 1.0 Texiles 1a Special Leave
21100 Mofs  -E 1.0 2.0 Testiles 1a Spedial Leave
2110, Mo/ -E -1.0 -3.0 Home Economicz 3a, 3h Special Leave
2110, Mofd -E -1.0 4.0 Home Economics 3a, 3b Special Leave

: 0.0
‘ Ureowrted cancellations: 0.0 ’

4. Now set teacher &quot;Cer&quot; absent on Friday of the same week and open the substitution

suggestion = for the first period.

Curie&apos;s totals counter shows -4 because of Monday&apos;s cancellations. Arist&apos;s total
shows 0 as his cancellations were not counted negatively.

o =

B | Substitute Suggestion E@
@ -

* 25.10. Fi-1 Cer/DE/2a

« Cover teacher suggestion [3]. Supervizions [7]

the period block,
permanent zubstituition

Cover teacher suggestion [3) | Supervizions [?]|

Mame Period flag Counter st. Cancel Yearly total Class Subject Message

| e id
Curie & 4 -4
w Shifts [2]
Type: [Shifts according to the substitution tirme grid v] [] Show only upcoming shifts
Mame  From -=Flag Mame From -=Flag
[Callas 231047 1
Callas 231078 1

10.1.2 Customising reasons of absence

Besides the decision as to whether to count cancellations, there are more possibilities to customise the
settings for the reasons of absence

Description
You can use the description to allocate predefined text blocks (Master Data |Special data | Descriptions)
to absences.
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Do not count release

If a class is absent from school, the teachers who for this reason cannot take their scheduled lessons
are released. These cancellations are normally counted negatively for such teachers. If this is not the
case, the "Do not count rel." box must be checked. This is particularly important in combination with

events (see chapter Events and substitution counters ).

Statistical code
Entries in this field are important for some regional evaluations. It can be used to summarise various
reasons of absence into groups (e.g. all reasons of absence relating to an illness).

Do not show in the absence header
Absences with a reason of absence where "Not in Abs. Head" is checked are not output in the absence
header at all (see also chapter Absence header).

Substitution counter settings
You can adjust general settings of the substitution counter via "Modules | Cover planning | Settings...".

Count what...

In the first input block you can define which parameters affect the substitution counter. Substitutions and
special duties are added to the counter while cancellations and releases are subtracted from it.
Additionally, you can select that break supenisions are counted like a substitution and that supenisions
are counted half

Count what...
| Substitutions
| Spec. duties
| Cancelations
| Releaszes
Count supervizians half

[] Break, supervisions

Time range

In the second input block you can define the time range for the counter. If you select for instance
"Month" then the total of the counter refers to the current month. The current month is determined by the
date that is set in the calendar. You can also specify your own period (e.g. semester).

Count how...
This is where you can define if you wish to count the numbers of periods, the values (this requires
module "Lesson planning — Value calculation" is required) or the actual time in hours and minutes.

Count cancellations only for absences with a reason
This is where you can define if absences without a reason should be counted or not.

Don't count

A certain substitution which would normally be counted positively, is not to be counted Select and enter
any statistical code (e.g. "n"). If you enter this statistical code in the column "Stat.Code(s)" for a
substitution in the substitution window, this specific substitution will not be counted.
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i

@ Substitutions / Teachers' list for the monitor

(=] & |mss]

Ry AEERRVITLHE IR B-O @&.

Substituke From-Tao
|-l - »| 2013 -
Ff 4|k

Teachers' izt far the maritar

369 Ander 2 3a ER R3a
370 Mokel 3 2a EM RZ2a
371 Curie 4 2b =] R2h

(Che

[] Uncove

bat. Mo, Substitute  Period Clazs(es) (Subject) (Room)  (Teacher) Type

Don't count...

h Statiztical code

Substitution

Substitution
Substitution
Substitution

4k

Subst. Mo, | 368

Teachers' list for the monitor®

Tip: Column "Counts"

In the "Counts" column in the substitution window you can see at a glance if a cancellation or a

substitution is counted (positively or negatively) or not. Alternatively you can visualise this information

(green = pos., red = neg.) via the <Colour substitutions> button (<Settings>{i}in the substitution

window).

Paid substitutions

If a substitution is not to be counted because it is a paid substitution then proceed as follows:

Example: Paid substitution

1. Enter a statistical code (e.g. "p") for "Don't count" and activate "paid substitutions".
2. Enter the same statistical code in the "Stat. Code(s)" column for the substitution in question in the

substitution window (in our example the substitution with teacher "Arist").
3. Such an entry also affects the substitution suggestion as the number of paid substitutions in the set

time range is displayed there.

4. This substitution is not counted in the substitution statement and is displayed as a paid substitution

(see chapter Monthly statement ).
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10.3

@ Substitutions / Teachers' list for the manitar EI@ ‘
g‘a :E j @E}gwﬁﬁ? 2’ x:“@ i - @ @ Dron't count...
Substitute From-To Féj . b, Statistical code o
- Al - 26102013 . -
hd v Paid zubstitutions
o Lk [] Uncovered substitufeps
Teachers' list for the maonitor
thst. Mo, Substitute  Period Clazsles) (Subject) (Room)  (Teacher) Type Substitution
363 DE Substitution
370 hlohel S 2a =l i“er Libstit din
Arist  Aristotle .
Substitutions | Cancellations / Value Comection @ 25.10. / Fr
Date  Period EM Walue Counter Subjed Class(es]  Reszon Ers’ list for e monitor* -
2510 Fri +h' ] 0 German 2a Substitution
'Q Cover teacher suggestion [3) | S upervisions [5]| /
Cancellations: ) + Mame Period flag Counter Subst paid cel Yearlytotal Class Subject Message
Uncounted cancellations: 0 | y y ) H

Arist 1
Curie § -4 4 -4
Tip: Don't count a subject

If cancellations in a specific subject (e.g. office hours) are not to be counted to the substitution counter
then check "Do not count cancellations" (column "Not counted) at the relevant subject in "Master Data |
Subject".

In-lieu substitution

If a teacher does not take a lesson because the class is absent results in the lesson being counted as -
1. If the same teacher is substitute in another class in the same period, this will count +1. He thus has a
cancellation counting -1 and a substitution counting +1, resulting on a counter total of 0.

If the 'In lieu substitution' option is checked, the teacher will still have a total of 0, but in his/her statistics
0 substitutions and 0 cancellations.

Figure

Events and substitution counters

There are various ways of counting events.

Do not count additional periods and cancellations

Teacher "Arist" has three periods on a Wednesday according to his regular timetable If he is on an
excursion with a class for eight periods (see our example) then neither the three cancellations are

counted negatively nor the additional five periods are counted positively.

the prerequisite for this is that the reason of absence for this event is "Excursion" (cancellations are not
counted). If another teacher is released because of the absence of the class then these periods are
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counted negatively for the teacher concerned.

i

ﬂ Reasans of absence

Lo -E |

EX - =

AR & B-8.

Mame Full name

Description Court canc Rel. no court Mot inAkhs Head  Stat. code

liness

IL
[ ] m Excursion

CC Child Care

[l & [l K
K
E=N(Ech( <=

ﬂ Event / Teacher

EX T leEE.

. From-To
— | 2510203 + R~
Fr I
Event-nr. Cla.  Cl.-Fr. Rm. fromDD.MM FROMp to DD TO per &bz reason Text  Count

1

_mm_-lél

Arist Aristotle

Event .
Substitutions | Cancellaions [ ValueComection @ 28.10. /Mo ]

Date  Period EMN Value Counter Subject Class(ez]  Reason
2810 Mo -E 0 0 Physics 4 Ewvert
2810, Mof2  -E 0 0 English 1a Evert
2810, Moi3 -E 0 0 Mathematics 1k Ewvert
2810, MoMd -E 0 0 Girlz PE 2h, 2a Evert

Uncounted cancellations: 4

Counting additional periods

If teacher Arist's additional periods on Wednesday are to be counted positively you must check "Count"
for the event in the event window.

Abz reason Text Count
Ex

Don't count releases

If releases that result from the absence of the class are not to be counted negatively, you must check
"Don't count releases" (column "Rel. no count") for the reason of absence.
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P )

ﬂ Reasons of absence E'
FD "H RO | B-ED -

Matme Full name Description Count canc Rel. no count Mot inAbs Head  Stat. code
IL liness ] ] K
E¥  Excursion [ [
CCo Child Care ] ] K
OF  Official [ [
A == ==

5 = o

10.4 Value correction

You can change the total of the substitution counter manually via value correction in window "Master
Data | Teachers"

Example: Value correction

1. Open file demo.gpn and window "Master Data | Teachers".

2. Switch to the "Value Correction" tab.

3. Increase teacher Curie's counter by 2 points for 20 September. Select type "V - Substitutions" and
enter the value "2".

4. Switch to the "Subs" tab. Curie's total is now 2.

| General I T eacher I Timetable I Yalues I Teach. qual. | Y alueCorection | Subs. I Break. supervisian

Date
2049

[ Type [Walue = | Text | Moarth
v T . Eoal -

ALY
| General I T eacher I Timedghle I Yalues I Teach. qual. I ValueEnnectiDn| Subs. | Break supervizion

0 Availabilty 16.3.-223.

0 Substitutions
0 Wawimum standbys [ Cancelations
0 Standbyps 2 Counter _

2 thereaf Value Caorrection
2 Yearly total
0 “Yearly tatal of break supery. U Break supervisions

0 Supervisions

Fecalc. the Tatal l

5. Decrease teacher Rubens' counter by 3 points. Select type "E - cancellations and enter "3".
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11

General | Teacher | Timetable | Yalues | Teach. qual. | WalueCarection | Sybs,
kanth
All -

Help

Break supervizion

D ate Type |Yalue= | Test
2048 E 3.000

The value correction can be printed out via "Print selection | Type of list: Value Correction".

Warning: Value correction of the value of a lesson
If you select type "+ Increase Value" or "- Decrease Value", you do not change the substitution counter
but the value of the lesson.

Tip: Overview of the substitution counter
The "Master Data | Teachers" window provides an oveniew of the totals of all teachers (see chapter

Oveniew substitution counter (master data window) for more details).

Statistics

The evaluation of substitution data is gaining increasing importance. Basically, there are two
possibilities. First, the predefined reports (Substitution statement, Monthly statement etc.) which can
vary depending on the country that you have set under "Settings | School data" and, second, the
statistics whose contents are defined by your queries.

Here is an oveniew of the possibilities for evaluating the substitution data, which are then described in
detail subsequently:

Name Type Content Called from
Substitution Report | List of all substitutions in a Reports | Selection... |
statement selected time range sorted by | Cover planning |
teachers; including Substitution statement
substitution counter.

Cancelled da Report | Ovenview of the cancelled Reports | Selection... |
days of teachers in a selected | Cover planning | Canc.
time range. days




130

1.1

Cover overview Report | Ovenview of planned and held | Reports | Selection... |
lessons for the whole school. | Cover planning | Cover
overview
Surplus activities | Report | Daily balance of a teacher for | Master Data | Teachers
one month. | Print selection | Type
of list: Surplus activities
Monthly statement | Report | Detailed monthly surplus Master Data | Teachers
activities list sorted by | Print selection | Type
teacher; lesson value included | of list: Monthly
(only with module "Lesson statement
planning - Value calc." ).
Overview Master | Owveniew of the substitution Master Data | Teachers
substitution data counter of all teachers. The
counter window | time range counted can be
selected.
Substitutions Query Query about the content of Modules | Cover
the substitution window in a planning | Substitutions
selected time range.
Absences Query Query about the content of Modules | Cover
the absences window in a planning | Absences
selected time range.
Substitution Query Statistical evaluation of Modules | Cover
statistics lessons and substitutions with | planning | Substitution
criteria that you yourself can | stats
define in a selected time
range.
Weekly values Report | Overview of planned and held | Lessons | Weekly
lessons including substitution | values
data sorted by teacher.
Export ASCI Export to official interfaces. File | Import / Export

Substitution statement

Substitution statementYou can display a list with all substitutions and the counter via "Reports |
Selection | Cover planning | Substitution statement". The time range can be selected in the print
selection. The default setting is the current month according to the calendar.

The report is sorted by teacher. You can print either a list of all teachers or select certain teachers via
the <Selection...> button. Our example shows teacher Aristotle' substitution statement for the month of
September. The individual substitutions plus their counting are listed. The counter is totalled at the
bottom of the list.

Additionally, the type of substitution or the substitution text is shown in the "Text" column.
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Arist Aristotle

Substitutions / Cancellations /ValueComection @ 28.10. - 1.11.

Date Period EXY “alue Courter Subject Clazs(es) Reason
2510,/ Mo +A g g b, 23, 2b, EX
3a,3b
2510 Mot -E n 8 Physics 4 Evernt
28.10. mMaoi2 -E 0 & Englizh 1a Ewvent
25810, Mos3 -E 0 g Mathematics 1k Ewent
2510, Moid  -E 1] g Girls PE 2h, 2a Event
29.10. Tufl  -E -1 T Englizh 1a Special Leave
Total: T

Substitutions: 8
Camncellations: 1
Uncourted cancellations: 4

Whether a substitution is counted positively or negatively depends on the reason of absence. You can
find more examples for the output of the substitution statement in chapter Substitution counter.

11.2 Cancelled days
The cancelled days report (Reports | Selection... |Cover planning | Canc. Days) shows the days on which

all periods of a teacher were cancelled because of an absence. Additionally, the list provides information
concerning the reason of the cancellation and the number of cancelled periods.

Canc. Days/28.10. - 1.11.

EE

Date [Abs. reason Text| Cancellation periods
26.10. [Excursion 4.0
30.10. | Skill Enhancement 3.0
Canc. Days: 2

11.3 Cover overview

The cover oveniew offers a comparison of the totals of the planned lessons and of the actually held
lessons for a selected time range. Here you can find a detailed description of the individual paragraphs
(figure):

Overview

¢ Planned lessons: The sum of the lessons according to the regular timetable.

¢ Lessons held according to the timetable: The sum of all the lessons that were actually held. Simple
room changes are not counted.

¢ Lessons which have not been held by the scheduled teacher: The sum of all lessons that were not
held by the teacher who was scheduled to do so.

e Special Duties: The sum of all special duties.

Lessons which have not been held by the planned teacher (Reasons of absence)
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Every reason of absence that is listed here has to hawe a statistical code.

¢ For reasons of absence with the same statistical code, the name of the first reason with this code will
be printed. For instance, you can summarise "Exams", "Exam Supenvision" and "Final Exam" as the
reason of absence "Exams" by assigning the statistical code "E" to all the reasons mentioned above

Substitutions (Type of substitution)

e This list is broken down into the types of substitution, i.e. additional work, paid substitution,
cancellation, shift, etc.

Cancellation

e This is a breakdown of the cancelled periods by reasons of absence.

Cover overview : 2810. -1.11.

O e ieny
184 Planned leszons
- 149 Lessons held according to the timetable
= 35 Lessons which have not heen held by the planned teacher

0 Special duties
3 Ewents

Lessons which have not been held by the planned teacher (Reasons of absence)
& Reasan of ahsence without a statistical code
3 Skill Enhancement
3 liness

= a5 Total

Substitutions (Type of substitution
1 Additional wark
2 Cancelled
7 Uncovered substitutions
1 'Inligu-substitution

11 Tatal

Cancellation
2 Reason of absence without a statistical code

1
]
_|
=
=

11.4 Surplus activities

This list (Master Data | Teachers | Print selection | Type of list: Surplus activities) shows the daily
balance of a teacher (actual periods, planned periods, surplus periods, cancellations, substitutions) for
the period of one month. You can select it from "Master Data | Teachers" under "Type of list" The
difference to the monthly statement is that the list of substitutions and cancellations is broken down by
days, which considers only the surplus activities that result from substitutions but not the value of the
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planned periods per week.

B
Print selection

Teacher: 110

Selection ]

281020013~ [@{11.2013 -

Type of list

)

Surplus activibies

Print anly if changed after...

El o1:0o0 =

0m.01.1970

[ Fage setup ]

[ Heading ]

LS

You can see a comparison of planned and actually held lessons.

Surplus activities 14.10.

Ander andersen

-1.11.

-2 Surplus activities -&1 -53 4———— difference between targeted and
hold lessons in that period
Day ¢ October 14 15 16 17 1§ 19 20
Actual i 6 4 2 4 3 0
Target 3 06 4 2 4 3
Canceltns.
Subst.
Day ¢ October 21 22 23 24 25 26 27
&ctual & J——f—t—f——d—o—p— effective lessons on that day
Target - o4 plan-lessons on that day
Canceltns. number of cancelled lessons on that day
Subst. -4 number of substituted lessons on that day
Day ¢ October 28 29 30 3 1 oo
Actual 1T 6 4 2 4 ror
Eargﬁm B 4 2 4 i i 3 cancelled lessons + 1 substituded
SEQ;E e - 7 lesson equals Surplus Activities of -2

11.5 Monthly statement.

You can print a detailed monthly statement including the deviations from planned values per week via the
teachers' master data You require module "Lesson planning — Value calculation" for this.

To start printing, first activate window "Master Data | Teachers" and then "Print selection" (via the
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<Print>[=lor <Print preview> K_i.buttons) and select list type "Monthly statement".

With this evaluation you will obtain the monthly statement for the teachers that you selected and the
month that you set in print selection.

W onthly staterment 10
Ander Anderzen Hans Christian 4444444444 Status 309 -6.10

2500 (5) Target'week ———— target of week

2280 Ly Lessons - effective lessons

0.oo {E) Balanced cancellations <= cancellations with accumulated total. (c.f. reasons of absence)
0.00 () Unbalanced cancellations <= cancellations without accumulated total.

0.oo %) Substitutions g——— number of substitutions of the week

-250 (M) Surplus activities = L-S-E+Y €= Surplus Activities from the sum of the
0.00  {MY) Subst-Surplus activities = V-E contractual target and substitutions

Surplus Activities caused by substitutions

Ander Andersen Hans Christian 4444444444 Status

Fraom To Diays (L) Sumlus activities Subst.-Surplus activities
308, B0, G 2240 -2.40 0.00
a0 13100 07 2240 -2.40 0.00 )
1410, 20100 7 19.38 -5.63 -2.00 4—— overview over the seperate
21100 27100 07 2240 -2.40 0.on weeks of the month
28100 311, 4 1928 -4.63 -213

-17.74 -4.13

Overview subst.counter (master data)

If you require an overview of the substitution counters for all teachers of the school you can activate all
the columns that concern the counting of the substitution data in the master data window and then print
this out. We have already set up a corresponding window in file demo5.gpn (Master Data | Teacher -
Teacher substitution counter).

You can select the time range via "Modules | Cover Planning | Settings...". The values in file demo5.gpn
refer to the month that is set in the calendar.
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r

@ Teachers / teacher Substitution counter B E@
e M BEMNRET &= (00 EH-8 2

Mame  Surname  Counter Canceltns.  Substitutions  Supervision Yearly total Sup. Sub.
b
Arizt A ristotle 4 4 g 0 4 1]
Callas  Callas -1 3 2 1] -1 1
Cer Cervante: -5 (5] 1 1] -5 0
Curie  Curie -5 = 0 0 -E 1]
Gauss  Gauss 0 0 0 0 0 1]
Hugo Hugo -4 4 ] ] -4 0
ey Mewton -4 4 0 0 -4 1]
Mokel  Mobel -3 3 0 0 -3 1]
Rk Rubens -3 3 0 0 -3 1]
*

teacher Substitution counter

[«]

Tip: Importing views
You can import master data views from other Untis files (including the demo files) into your own file (File
| Import/Export | Timetable/Input formats | Input data format for import).

11.7 Substitution queries (subst. window)

You can make a query about all substitutions in a selected time range via the substitutions window.
Example: All substitutions with a specific reason of absence

You want to display only the substitutions in September with the reason of absence "EX- Excursion
1. Open file demo5.gpn and set the substitutions window to "From-To"

Fram-To -
e
19.092013 » Y| 30092013 -

Th T bo T Day

2. Set the date for the new view to the whole month of September. All substitutions in September will
now be displayed.

3. The column with the reasons of absence is not currently shown. Activate column "Abs. reason" via
<Grid adjustment>
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g

@Substit tions [ Lagaghers' list far the manitar
@of@ﬁ?ﬁ*zxa R

am-T o

Substitute
[-a-

S

Cancel ]

i ' Grid Adjustment

| |

J |

[ Ok Apply

Field Active | Prnt | Full Mame =
R oom booking from weblUntiz
[+] Locked
Heazon for absence
(] Do not ik
Substitution-text 2

4| 1] [ r

L =

1O@E=EE
1 =
|

4. Click on the <Filter> button and filter the view by reason 'EX

@ Substitutions / Teachers” list far the tor
X @E @*:x@ B- @ @ -
g

-

11.8

Substitute From-To
- All - | 190920013 - Ij‘ 0092013 -
Th a|» Mo P
Teachers' ligt for the monitor
lbst. Mo, Type = 'griod (Subject) (Teacher) Substitute Clazs(es) (Room) Room  Sub®agion text §f Abs. reazon -
Y
447 Release 1 MA Ancer Ander [3a) R3a -—- =
426 Releaze 1 EN [1a) Rla -—-
433 [ | 1]oE calas  [(26)  [Rab =
429 In liew'-zubstitution 1 PEG Callaz 4 =H2 ZH2
437 Release 1 Bl Cer [2a) R2a -—-
441 Release 1 DE Huga 3k Ra -—-
440 I lieu'-zubstitution 1 PEB e Fub 4 =H1 =H1
421 Releasze 1 OE Fouk Fub 1k Fih
450 Standby iz cancellec 1 5TBY Fauss
2 Event 1-8 Curie Curie 1a, 1k -
Subst. Na. | 435 = Teachers' list for the monitor* -

Now only those substitutions are displayed that have the entry "EX' in column "Abs. reason". You can
use this method to query the contents of all columns.

Statistics on absences (absences window)

Statistics on absences (absences window)You can run queries from the absences window in a similar
way to the substitutions window.

Example: Absence statistics
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11.9

11.91

You wish to print an ovenview of all absences in the school year with more than two days of absence.
1. Set the absence window to "From-To"
2. Set the date to the whole school year. Now all absences of the whole year are displayed.

3. Click on the <Filter> button and enter ">2" for "Canc. Days". (The "Canc. Days" column must be
activated in the absence window).

e =

@ Absences [ Teacher E@

[T%8 & & E @ - .
From-To _
19032013 - ﬂ AN0EZ04 - '
Th o Mo — 285 Days

Teacher [3] | Clazses [0] I Roomz [EI]|

Mo, Tea.  from DD MM FROM period to DDMM TO period Ahs. reason Te Canc. Days
i =2
26 Callaz 2910, 1 g8.11. g IL 10
41 Gauzs 9.5 1 13.5. g OF 3

Now only absences with more than two cancelled days are displayed
Substitution statistics
The "Substitution statistics" function allows you to make statistical evaluations of cancellations,

substitutions or lessons of classes or teachers in a freely selected time range. You can activate
substitutions statistic via "Modules | Cover planning | Substitutions stats.", via "File | Import/Export |

Substitution stats." or via button Substitution Stats.>ﬂ.

The cancellations, substitutions and lessons of the selected time range are counted. Optionally, you can
filter or sort by subject, reason of absence, statistical code and type of substitution

We will use two examples to explain the wide range of possibilities of this handy tool.

Statistics about periods of a subject that were not held

Statistics about cancellations for teachers

Statistics on periods of subj. not held

You wish to know the percentage of lessons of a particular subject held for class 2a in September.

1. Open file demo5.gpn and substitution statistics.

2. Enter settings according to the figure below and click on <Print preview>.'51.
3. Subject DE was held 12 out of 13 times in class 2a, which is a percentage of 92.3. In total 96.6% of
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all planned lessons were held in September

@ Substitution stats, El@
Selection
|Class(es) v| | 1 Class |
Lessons A
From-Ta
0123 G EL1.2013 [

Lessons 1.11.13 -22.11.13

Grouping for teachers/clagees

1 Subject M 7 Absence Type 2a Class 2a (Hugo)
— Held Planned Substitutions Cancellations Supervizsion + Subst. % Held

o |Mane - 21 Subject AR 4 B i i i i 6.6
=1} B B u] 1] 1] 1] 100.0

3 Mone - CH 2 3 1] ] ] ] EG.B

C DE 12 13 Ju] 1] 1] 1] T ]

] g g [1] [1] [1] [1] oo
V| Substitute statistice per teacher/class EM 13 13 a a a a 1000
GA 3 3 Ju] 1] 1] 1] 1000
Export paprall number HI g g 0 0 0 0 1000
M2 13 13 u] 1] 1] 1] 100.0
MU 4 4 2 1] 1] 1] 100.0
- - _ — PEB 9 9 u] 1] 1] 1] 100.0
Print presiew | B Print | | E xport | L PEG 9 9 0 0 0 0 1000
FH & & ] o o o 100 0
RE G G u] u] u] u] 100.0
TX g g i u] u] u] 100.0

Total 109 113 2 0 0 0 964

Total 108 113 2 1] 1] 1] Q6.4

If you entered the subject that was originally scheduled in the "Subject" column of the substitutions view,
this lesson will be regarded as held and it will be counted as such. If you wish the subject of the
substitution to be entered automatically then activate "Insert the substitution subject

automatically" (Settings | Miscellaneous). The substitution will be displayed separately as "Subject
subs.". The following rule applies:

e [f the substitute teacher has the teaching qualification for the originally scheduled subject then this will
be entered automatically. We are dealing with a subject substitution and the period is regarded as
held..

e [f the teacher does not have the teaching qualification but is teaching another subject in this specific
class then it will be entered automatically. This period will also be counted. (This makes it possible for
the percentage of held periods of a subject to exceed 100%.)

e [f the teacher does not have the teaching qualification and does not teach the class then no subject
will be entered and the period is not considered as held in the statistics.

Statistics on cancellations for teachers

You wish to know the number of cancellations plus reasons of absence for every teacher in September.

1. Open file demo5.gpn and substitution statistics.
2. Enter the settings according to the image below and click on <Print preview>.
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11.10

e o)

@ Substitution stats, E'@

Selection
ITeacher - J l 11 Teacher I
I Cancellations - I

From-To

At.2m3 B 3011203 [E-

Grouping for teachers/clazses

R
) Lheesn v [ 7Absence Type callas  cCalas
- rumkber Reazon
5 Mot - 21 Subject a0 IL
a0 Total
3 Mohe -
Cer C ervartes
. . Mumber Reazon
v
Substitute statistics per teacher/clazs ] ESITEE
[] Export payroll number 1 Total
[] Matrix: Subject/Feason 31 Total
[F'rint preview] | Frint I I Export I l Eucel

The list shows the number of cancellations in the selected time range sorted by teacher and reason of
absence. In September there was a total of 31 cancellations with the reasons of absence EX-Excursion,
IL-liness and SL-Special Leawe.

Weekly values

Substitutions can also be considered In the weekly values (only available with module "Lesson planning
— Value calculation").

1. Open file demo5.gpn and "Lessons | Value calculation | Weekly values".
2. Select teacher "Cer" and "Cover plan / periods"
3. Teacher Cervantes has 23 cancellations and one substitution in the first seven weeks

Additionally, the number of planned and actually held lessons is listed by week.
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11.11

@ Weekly values E@
Teacher *
Cer Cover plan # penods - Condenzed view HH: bk

Refrezh Given leszons including cover and 'Events'.

Week Fr.-Tao| Term Planned Held| Scheduled| ancelltns. Subst. - |2
Total 19.9.-30.E. 1MEEY q77.00 954,00 23.00 1.00 3
1 199229 1 1250 13.00 13.00 E

2 2392949 2 25,00 24.00 21.00 .00

K] a0.9.-6.10. 2 25,00 24.00 24.00

4 ¥.10.-13.10, 2 25,00 24.00 24.00

af 14710-2010 2 25,00 24.00 24.00

Gl 21.10-27.10 2 25,00 24.00 15.00 9.00

7 28.10.-3.11. 2 25,00 24.00 13.00 11.00 1.00
a 411.-10.11. 2 25,00 24.00 24.00

af 11111711, 2 25,00 24.00 24.00

100 18711.-2411. 2 25,00 24.00 24.00 ==

The setting "Cover plan / values" displays the values of substitutions and value corrections where

applicable.

Export to official interfaces

We have developed a large number of export options (File | Import/Export) tailored to the requirements of
many countries (e.g. SchiLD-NRW, LUSD, WinLD, etc.).

For more information please contact your Untis partner or Gruber&Petters.
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Special functions

The following chapter is intended to give you an oveniew of the functions of the cover planning module
that are connected to other modules (e.g. Break supenvision), of functions that are not used on a daily
basis (e.g. New school year, Standbys) and of tips that should facilitate daily work with cover planning
(e.g. window groups).
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12.1

1211

Break supervision

Modules Cover planning and Break supenvision are connected insofar as an absence of a teacher in the
period after a break supenision creates an open substitution with the type "Break supenvision". This
substitution can be edited with a specific substitution suggestion.

Substitution of a break supervision

1. Open file demo5.gpn. Teacher "New" is absent on the first day of school and a substitute teacher has
to be found for his break supervision between periods 3 and 4 in Area1.

2. Click on the line of the break supenision and open <Suggestion> = for this open break supervision.
3. As usual, a list of teachers who could cover this substitution will be displayed with the most suitable
teacher ranked first.

Here you can see the detailed information of the teacher suggestion for break supensions:

@ Teacher Suggestion IEI@
Apply
Mame Pointz Counter Maw minu Less. before Less. after Corridor before Coridor after Before 1st.per. After last per Conzec. Supery. Bef. block After blocking MTP prior  MTP after  BS/day
Arist 20 oy oy oy |
Nobel o w2 v v v I
Calss 500 0 & v
Cer 500 0 & v
Curie 500 20 & o
Fub 500 0 & i
Ander 1300 20 v v
¢ Name: the name of the teacher.
¢ Points: the number of points (minus points) for the supenision in question.
e Total: the number of break supenvision substitutions already held in the selected time range.
°

Max. minutes: the maximum value (in minutes) for break supenisions per week that was entered

under "Master Data | Teachers".

BS/day: the number of break supenisions on this day.

¢ Less. before / after: the teacher has a lesson just before / after the break supenision.

e Corridor before / after: The teacher has a lesson in an adjacent corridor just before / after the break
supernvision

e Before 1st.per. / After last per.: This break supenvision is before the first period / after the last period of
the teacher.

e Consec. superv.: The teacher is already scheduled for a break supenvision that lies either just before or
right after the break supeniision.

e Bef. / After blocking: The break supenvsion is just before / after a blocking of the teacher.

e NTP prior / after: The teacher has a non-teaching-period just before / after the break supenision

In general you deal with substitutions for break supenisions just like with ordinary substitutions. The
exceptions are:

¢ In the substitution window in the column "Period" the break between e.g. 1st and 2nd period is
displayed as "1/2".

e The corridor is entered in column "Room".

e There is of course no subject and class.

e Via <Settings>%Fin the substitutions view you can specify whether break supenision substitutions
should be displayed (and printed) or not. This allows a list containing only break supenision
substitutions to be generated.
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12.1.2

| Releazes

| Break supervizions

Ctandbys

Tip: Break supervision despite absence

If a teacher is absent from the 3rd period on then a substitution for break supenvision for break 2/3 will be
created. However, the teacher is able to hold this break supenision. The teacher can be assigned as
his/her own substitute but will not be suggested as a substitute..

Additionally, you can create the equivalent of a special duty with break supenvsions (i.e. an ad hoc
break supenision) and you can cancel break supenisions spontaneously.

BS substitutions without an absence

Teacher Gauss is to participate in a meeting on Wednesday during a break. Another teacher is to hold
his break supenision in Area1

1. Open file demo5.gpn and the break supenvision dialogue (Modules | Break supenisions | Break
supenvisions).

You will now see the break supervision dialogue in cover planning mode. The current week is displayed
in the form view of the dialogue and the window responds to the selection of the date in the calendar.

2. In the selection list activate supenisions for Area1.

3. In the table click on teacher Gauss' supenision on Wednesday and open the teacher suggestion.

4. Use a double-click to select a suitable substitute (e.g. "Ander") from the teacher suggestion dialogue.
5. Done — "Ander" has been assigned for the supenision in Area1 instead of "Gauss".
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@ Break supervisioggs Cover planning E
a:: K 3 % | e od '@ -

Coridor

Minutes: 180 & Teacher Suggestion
[ Apply
0 142 273 344 4/5 5] - - - ;
945 940 1035 1190 |13 Mame Poirtz  Counter Max ming Less. before Less. after Comidor before Corric
800|855 (950 1045 |11:40 |14 | O 20 & ‘
30.9.2013 Callas 1 a7 v v
110,203 Rub a v v .
2.10.2013 Hugo a7 v e
3.10.2013 - New a7 v v .
4.10.2013 Callas Ander 500 2
— 5.10.2013 New Nobel 1000 &
g Curie 1300 20
e AEEBpVITLEDA oo e -
Substitute From-Ta 2:1Dj2D'|3
“al- +| 02102013 - g 2102013 Nabel
We 4102013 Callas
L] Uncovered substit 5102013 M
Teachers' lizt for the manitar

b=t Mo, Type Period Day  (Subject) (Teacherj Substitite Class(es) (Room) Room  Substitotion text Abs resson .

(22] Break supervision
Subst.Mo. [ |4

12.1.3 Cancellation of a break supervision
You can cancel a break supenvsion via button <Teacher -> 7> &without entering an absence for a
teacher.

12.1.4 Break supervision special duty

You can assign break supenvisions spontaneously — even at times when usually no break supenvisions
are scheduled. Just enter the name of the teacher for the relevant corridor at the time in question and the
supenvision will be assigned to the teacher.
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12.2

12.21

e

@ Break supervisions / Cover planning

Fo - ws]

Arl - e 8 & o @
Comidor | Teacher
Minutes: 180 Full narme

0/ 172 243 344 4/5 B/7 7/ as
845 (540  (10:35 11:30 1220 (1415 1510

goo0 (855 (960 | 10:45 1140 1330 (1425

a09.2013 Mew

1102013 Ander

2102013 Gauss

3102013 Miobel

4102013 Callas Rub

5102013 Mew

Standby scheduling

Standbys are often used in cover planning. In certain periods one or more teachers are on standby, i.e.
they are readily available for possible substitutions. The standbys are scheduled after the timetable is

completed. The following points need to be considered

The standbys must be distributed evenly among the teachers

In certain periods, e.g. the first period, more than one standby is needed.
There has to be a limit of how many standbys a teacher can be assigned to.
The standbys have to "fit in with" the regular timetable of the teacher. The teacher should not be

assigned lessons while he is on standby, of course. On the other hand the standbys should not be
scheduled on (half) days without regular lessons. Ideal are non-teaching periods between two lessons
or periods that are adjacent to lessons.
e Seeral standbys on the same day are generally not desirable.

We will use the following exampleto explain how standbys work:

Example: Standby scheduling

You wish to schedule one standby teacher for the first period of each day of the week.

'On standby' - Subject

1. Open file demo.gpn. No standbys have yet been scheduled in this file.

2. Start scheduling via 'Modules | Cover planning | Standbys'.

3. Now define a standby subject with short name and full name, specifying the maximum number of
standbys teachers are to have each week and select the teachers who in principle are to be assigned

to standbys.

Note: Number of standbys per teacher
You can control the maximum number of standbys for each teacher in field "Maximum standbys" under

'Master Data | Teachers | Subst.'.
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4. After confirmation with <OK> the standby window will open. This is where you can specify how many
standbys should be planned for which period. For example, two teachers in the first period and one in
the second period.

. Uncheck option "Show number of 'Standbys™.

. You can now fill open standbys using teacher suggestions (black mortarboard). The teacher
suggestion shows the following information:

¢ Flag for the period in question (see also chapter Period flag ).

e The number of standbys so far scheduled for the teacher

e The maximum number of standbys of that teacher (entered in "Master Data | Teachers").

e The number of (minus) points which calculated primarily from the three points above. The fewer
points a teacher has the better suited he/she is to be on standby.

As an alternative to the teacher suggestion, you can enter the short name of a teacher, or you can

[20N¢é)]

automatically assign teachers via optimisation = )
" Optimisation assigns a suitable teacher and enters him/her into the standby plan.
" If you have entered 0 in the field "Maximum standbys" for a teacher then this teacher will be displayed in

the teacher suggestion. He/she will not however be taken into account during optimisation.

7 Al changes made i the Standby window are transferred to the timetable by clicking on the
<Standbys -> Lessons> button. You will now be able to see the standbys in the timetable and in the
lessons window.

Standbys - Lessong

nth standby
" If you have assigned more than one standby per period, you can select here which one should be
displayed

1 = On standby

'On Standby' - Subject

" If you have marked more than one subject as a standby subject then you can select here which subject
should be displayed and edited. This has the advantage that you can create a plan for consultation
hours, if needed. A subject will be recognised as a standby subject if it is designated as such on the

'Subst.' tab under "Master Data |Subjects”
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12.3

12.3.1

i )

@ stancbys o e ==
"% B -

1 = Onstandby

'On Standby' - Subject

Show the number of 'Standbys'
bys -» Lessons

TT landscape arient. STEYZ

L] 11} 3
tMonday| Tuesda | Wedne:| Thursde| Fnday | Saturda . -

1 Gauzs Callaz Mew  Mobel Callas

2 3|

3

4

5 il

Printing of standbys

To print or to view the print preview of the standby schedule (timetable) click on the relevant buttons in
the main toolbar.

An alternative option to print standbys is provided by the subject timetable. You can print out the
standby subject with the teachers involved or output it in HTML format.

Note: Standbys count as teaching load

If you tick the option "Standbys count as teach. load" (Master Data | Subjects | Subst. tab) then the
standbys will count towards the teaching load of the teacher just as any regular lesson. A substitution in
a standby period does not count positively for the teacher's substitution counter. Un-used availabilities
are displayed for the selected time range in the "Substitution Statement" report.

Special duties

Generally, a special duty is an additional lesson which is not scheduled in the regular timetable and
which does not result from a substitution or a shift. A special duty can, for example, be defined in the
scheduling dialogue or it can be created through the lesson pool. You will find more information about
the procedure in the relevant chapters. If you wish to create more than one special duty (e.g. a multi-
period exam or class teacher lessons at the beginning of the year) then you can use the special duties
window

You can open this window via the context menu of the right mouse-button, via the <Special Duties>
button=H, or via "Modules | Cover planning | Special duties".

Special duty for a period block

In our example below we wish to create a special duty for a three period exam in class 4 on a Friday in
file demo.gpn:

Example: Multi-period exam
We wish to create a multi-period exam for class 4.
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1. Open file demo.gpn and window "Special duties"Eand select class 4.

2. Select any Friday in the school year.

3. The exam is to take place in the first three periods. Enter 1-3 for "Periods". Confirm your entry with
<Tab> or <Return>.

Three lines will appear in the lower part of the window for the first three periods allowing you to create the
special duty.

If you know already which teacher(s) should supenise the exam, you can enter them straight away.
Otherwise, you can leave the fields empty to look for a suitable supenisor later on via the substitutions
window. In our example we wish to enter the teacher, the subject and the room. Optionally. you can
enter a text which will then appear as the substitution text.

4. Mark all three teacher fields with the pressed left mouse-button. Enter the short name of the teacher
(Gauss) and confirm with <Return>. The teacher will be entered in all three lines. You can enter the
subject (Maths) and the room (R1b) in a similar manner.

5. The special duties are created by clicking on <Create special duties> There is a room conflict in the
second period as room R1b is occupied Confirm the prompt "Still schedule room" with<Yes> but do
not enter the room more than once.

You will now see the special duties and the resulting cancellations in the substitutions window. In our
example we have to find another room for the lesson that was originally scheduled in room R1b and a
substitute teacher for Gauss in the first period.

i Special duties o &J
ooy ‘

Date Periods

04.10.2013 9 1-3

o Create special dutiez ] [ Clags teacher- Legzon l l Cancel

@ Substitutions / Teacher ‘ Claszsz Period Teacher Subject Foom Tent Subst, Mo,
4 1 Gauss A R1b
= =l = A
o dAEEEREDWVFS 4 2 Gauss M2, w
Substitute From-To 4 E] [auss i
Al - | 300920013 -
Wi ek, 1
e A
Teacher
1. Mo, Type Date  Period (Subject) Subject (Teacher) Substitute  (Clas: Class (Roon Room Shifted from  Substibution text
1 [P T I T S R e P PR T i R
7 Spec. duties 4100 1 I, Gauss 4 R1b
3 Cancelled 410. 2 GA - Gauss 4 4 F2h  —
5 Spec. duties 4100 2 b, Gauss 4 Rib
9 Roam repl. 410, 2 H Hi Ander Ander 1b 1b Rib %7
3 Canceled 410, 3 RE - Makel 4 4 R2a -
10 Spec. duties 410 3 b, Gauss 4 Rib
11 Substitution 4100 3 MA Gauss T | 3a F3a R3a
Subst. Na. = Teacher* -




Special functions 149

12.3.2 Class teacher lessons

You can easily schedule class teacher lessons at the beginning of the year via the "Special duties"
window. The prerequisite for this is that class teachers must be entered in the "Class teacher column”
under "Master Data | Classes".

Example: Class teacher lessons
The class teacher is to teach his/her class for the first three periods on the first day of school

1. Open file demo5.gpn and select all classes in the special duties window.

2. Select the first day of school, enter periods 1-3 and confirm these entries with <Return>.

3. The class teacher (from "Master Data | Classes") and the home room of the relevant class will be
entered when the <Class teacher - Lesson> button is clicked.

4. While creating the special duties you are informed that Newton will be absent on the day. Instead of
Newton we enter the ?-teacher and create the special duties.

B ' Specal duties I&
Classles) - Claszes: 7 1a.1b, 2a, 2b. 3a. 3b. 4
Date Periods
19.09.2013 (@~  1-3 e
Create zpecial duties ] [ Clazs teacher- Lesaan Cancel
Clazz Period Teacher Subject Fioom Text Subszt. Mo, -
1a 1 Gauss R1a
1a 2 auss R1a =
1a 3 Rla
1h 1 Rib
1h 2 Rib
1h K] Rib
Ea ‘L [ “
2a B Lessons ﬁ
2a

Errarz: 3
| Warmings: 0 o

Mo, | Text

1 iz abgent / Teacher Mew £ 13.9. /1
2 is abzent / Teacher Mew /139, /2
3 is abzent / Teacher Mew /139, /3

L A

When the special duties are created, the teachers of the normal lessons scheduled in periods 1-3 are
released. We now have to find a suitable teacher for the ?-teacher.
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12.4

1241

12.4.2

12.4.3

12.5

Exam planning

You can schedule exams with one of the following methods depending on how much information is
available at the time of planning:

Exam is fixed

Time and students are fixed

Exam scheduling with course scheduling module
Exam is fixed

If all data - time, students, teachers and rooms - are already fixed then schedule an event with all the
elements that take part in it. You thus have all information that is needed in the substitution printout.
Additionally, all changes will also be implemented in all statistics. You can define how this event is to be
counted for both the teachers involved and the teachers released (see chapterEvents and substitution
counters).

Time and students are fixed

If only the time and the students are fixed and the teachers and rooms are to be entered later on then
you hawve the following possibilities

Exam as a special duty

1. Open the "Special duties" window.

2. Select the classes that will be taking part in the exam.

3. Select the date and time of the exam.

4. Enter the subject. The fields for teachers and rooms are left empty.

Special duties without teachers and rooms will be created in the substitutions window
Exam scheduling with course scheduling

Data from the exam scheduling in the Course scheduling module are carried over to the cover planning
You can find detailed information about this in the course scheduling manual.

Splitting substitutions

This function enables you to split up substitutions so that two or more teachers can take the lesson.

Example: Splitting substitutions

Hugo teaches students of classes 1a, 1b, 2a and 2b in the first period on Wednesday. One teacher is to
substitute for the students of classes 1a and 1b and another teacher is to substitute for the students of
classes 2a and 2b.

1. Open file demo5.gpn and set Hugo absent for We-1.
2. This creates one substitution line in the substitutions window. Click on the <Split up> button to create
a second, identical substitution line.
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12.6

(8 BEETEL B--

ﬂ Absences / Teacher EI

From-Ta

09102013 o 7
e A~

Teacher [1] | Clazses (0] | Rooms [D]|

9 Substitutions / Teacher,

= dE = &P F & 5

Substitut From:T

ubstituts oo &hs. Mo, Tes. from DDMM  FROM ¢ to DDMM T peris Abs, reas Text

A SLALEIERS [N XA RN X I N
wi'eek FE Y

Teacher

Date  Period (Subject) Subject (Teacher) Substiute (Class(es)) Clazs(es) (Foon Room

777

18 Part. subst. 9.10. 1 GEc Hugo 777 1a,1b,2a,2b 1a,1b, 23, 7b

Subst. No. = Teacher* v |2

3. You can now edit both substitution lines according to your wishes. For example, you could delete
classes 2a and 2b in the first line and 1a and 1b in the second line from the field "Class(es)"
4. Find suitable substitutes with "teacher suggestion" for the lessons of these classes.

i

@ Substitutions / Teacher E
X AEERRVIATELSEIR B-O &.
Subztitute From-To .
|
|-l - | ort0z03 -
Week a8 [ covered substitutions
Teacher
1. Mo, Ty.-'pe Date  Period (Subject) Subject (Teacher) Substiute  (Class(es)) Class(esj (Ru:u:un Room
Substiution [910. | 1]oEs | [Huo 777 |1a,fb, 20,2
18 Part. zubst. 910, 1 GEcC Hugo G 1a,1h, 2a, 2h 2a 2h

Subst. Ma. = Teacher* - |

-

5. As a final step, you can assign two different rooms via the room allocation window = .

Substitution couplings
Untis also offers the inverse function to splitting up substitutions: substitution coupling.

The idea behind this function is that one teacher can perform seweral substitutions at the same time.
This happens by entering a coupling code.

The open substitutions of the teachers Hugo and Newton in the third period on Friday are to be taken by
the same teacher.

1. Open file demo5.gpn and select the first Friday in the school year.
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12.7

12.8

2. Activate the Coupling column via the <Grid Adjustment> button

3. We hawe to edit the substitutions resulting from the absences of the teachers Hugo and New. We
wish to couple the substitutions in the third period. In the coupling field, enter the same number, e.g.
"1", for the substitutions of Hugo and New in the third period

4. Now select a substitute teacher for Hugo's substitution in the third period, e.g. Cer.

The name of this substitute is now entered automatically in all substitutions with the same coupling
code. The assigned room of the line in which the substitute teacher was assigned is entered in all other
substitutions of this coupling.

@ Substitutions / Teachers' list for the monitor EI@
e dEERnUOVIATESIEIdA B-@ 8.
Substitute From-To

Fr A

[l eed substitutions

laz=(es) (Room) Room  Substitution text

L3

Teachers' list for the monitor
b=t Mo, Type w eriod (Subject) (Teacher) Substituteg? Coupling.

718 Substitution 2 DE Callas TR R2b R2b
719 Substitution 3 MU Callas TR A R2b R2b
Sl sobsttiion | 3[H_|rug |7 ] N I
717 Substitution 3 PH [t it PL R

TR

723 Break supervision 3id Callas A Ard

70 R B9 Teach 3 H 1 ia] R R
721 Cancelled i Seac — S ] 3 Pf Ra
722 Cancelled Sl a -
Subst. No. = Teachers' list for the monitor® -

Substitution diagnosis

Substitution diagnosis%r]displays whether disadvantages arise for a teacher because of the assigned
substitutions. These disadvantages refer to entries in the master data, time requests and weighting. For
instance, the function will indicate when a teacher has too many periods per day or too many
consecutive periods..

Undo

You can undo the last change by clicking on the <Undo> button<5. You can undo all changes click by
click until you reach the last entry of an absence. An absence by itself cannot be undone. If you wish to
cancel an entry of an absence then you hawe to delete it.
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( Dialog @1

IIndo

Type M ame Field Current Conl| Mew Conter -~
Substitution | 631 Teacher Cer

Substitution | 717 Teacher Cer

Subszhitution | B31 Teacher Cer

Substitution | 722 R oo R1a

Substitution | 721 R oom R1a

Substitution | 720 Rioom RZa =
Substitution | 719 R oom R2b

Subshitution | 718 R oom RZb

L=

&

The "Undo List" displays all changes since the last entry of an absence. To delete several entries at
once, place the cursor in the line to which all changes shall be deleted, then click on the button
<Undo>.

12.9 Timetable changes and cover planning

If the timetable changes during the school year, you can use the functions of theMultiple termsmodule.
This module allows you to manage several different timetables in one file, meaning that all substitution
data is in one file as well. The big advantage of having all the data of one school year in one .gpn file is
that you can make statistical evaluations over the whole school year at any time — even if timetable
changeswere necessary during the school year

Example: Terms and cover planning
The timetable has to be altered from 1 February and the specific timetables of several teachers and
classes hawe to be changed.

Create a new term starting with 1 February and modify the timetable in this term. Cover planning can be
used as usual. The basis for the cover planning from 1 February is the new timetable Even shifts are
possible across the boundary of two terms.

If you had entered already substitutions in the time range of the new timetable then they are checked for

consistency and — if applicable — deleted. Substitutions already edited can be changed to open
substitutions if necessary (e.g. the assigned substitute teacher has to teach his own lesson).

@ -

Refresh window [F5), Check substitutions

Note: Checking substitutions
If you have already edited substitutions and then the timetable was changed later on, it might be

necessary to update the substitution data by clicking on the <Check substitutions> button @.
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12.10 Importing substitution data

In many schools, timetable scheduling and cover planning are performed by two different people, each
one working with his/her own .gpn file, which might make it necessary to align the files. This alignment
is supported by Untis with function "Import cover planning data".

This function imports cover planning data from another .gpn file and it can be called up via "File | Import /
Export | Import cover planning data".
Enter the name and the path of the file that you wish to use for your import in the import dialogue.

All substitution data of the whole school year will be imported from this file. All absences, events,
substitutions, shifts, special duties etc.

Additive import of substitution data

Substitution import and terms
12.10.1 Additive import of substitution data

You have the option of keeping the existing cover planning data while importing substitution data. This
helps large schools in particular working decentralised with the Department timetables module to collect
the entire substitution data in one file.

The import will be completed when the import dialogue is closed.
12.10.2 Substitution import and terms

At the beginning of the school year many schools provide a tentative timetable for about two weeks
which is then replaced by the regular timetable. In the first two weeks the substitution planner and the
timetable scheduler work simultaneously. After two weeks the new timetable and the substitutions of the
first two weeks should be combined into one file.

We recommend the following procedure for the alignment of the two sets of data:

1. Creation of the new timetable (schoolyear.gpn). The cover planner starts his work with this file in the
first few day of school.

2. The timetable scheduler takes this file and enters a new term (e.g. from 28 September). He then
changes the timetable to the new term and saves the file under schoolyear_new.gpn.

3. On the first day of the new term the timetable scheduler hands over the file schoolyear_new.gpn to the
cover planner, who imports the substitution data from the file schoolyear.gpn. From now on the cover
planner works with the file schoolyear_new.gpn.

Note: Modules manual
You will find additional information on "Terms and cover planning" in the chapter of that name in the
Modules manual.

Tip: Untis MultiUser

Untis MultiUser allows the timetable scheduler and the cover planner to work on the same set of data (in
two different terms, of course) simultaneously. The prerequisite for this is that "Restrict cover planning to
the current term" under "Settings | Miscellaneous | Multiple terms" is checked.
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12.11 Cover planning with different time grids

If certain school types, departments or specific classes in your school work with different time grids ,
cover planning will be affected as well The handling of the cover planning does not change to any great
extent as only teachers are suggested for substitutions and shifts who can be assigned without a
conflict.

Absences are entered in the form HH:MM.

Break supenisions can be scheduled individually for each time grid. Break supenvision substitutions are
accordingly dealt with in the relevant time grid.

i "

& Break supervisions / Cover planning EI@
Gauss -rEHw ess = %] @}I:‘,

Caridar | Teacher |
b4 ain-Timegrid Time grid I
k4 ain-Timeqrid
071 z%& 3 AR
! ! 35 11 1225 13200 14.15] 1510

a.00f & A0 1235 13.30] 14325

intes: 200 [ Full name

23.9.2M3
249203
25923 Al
26.9.2013
27.9.23
28.9.2013

Note: Break supervisions and substitute teachers
Please note that with different time grids, certain teachers who do not teach in the period in question
might not be available for substitutions as they have to supenise a break in another time grid..

Standbys can be scheduled in any time grid in a similar manner to break supervisions. This ensures that
there are sufficient standbys at any time
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[ -,

@ Stancdbys EI@
=R 26.

1 : On gtandby STEY » 'On Standby' - Subject

[T] Show the number of 'Standbys'

Standbys -» Lessons
[T TT landscape orient.

The display of the substitutions shows the actual time of the substitutions as the number of the period
could provide ambiguous information. For example, the second period could start either at 8:50 am or at
8:55 am depending on the time grid in which the period was scheduled. You can show the "Time"
column in the substitutions window via <Grid adjustment>.

@ Substitutions / Teachers' list far the manitar E\@
R JEERERRVITESEIA &-O&.
[Teacher] From-Tao i
- All- »| zzpaomia kg
Fr [~

[7] Uncovered substitutions

Teachers' lizt fior the monitor

kst Mo, = e e (Subject) (Teacher) Substibute Coupling.  Class(es) (Room) Room  Substitution text
7149 9.50-10.35 hLI Callas Y 2h Rzh
531 9.50-10.35 bstitution HI Hugo Y 1 3b Ra
77 9.50-10.35 bstitution PH Ty Y 1 Ja FL
T23 10.35-10 .45 eak supervisian Callas T Arl A
720 4 10.45-11.30 bstitution hALl Callas Y 2a RZa R2a
721 ¥ 13.30-14.15 @ancelled AR Callas --- 1a Rila -
G 14.25-15.10 glancelled AR Callas - 1a Rila -
5ubst. No. = Teachers' list for the monitor* -

Warning: Free periods of the day
You can define specific periods on specific days in the calendar as free periods. These periods always
refer to the main time grid.

12.12 Window groups
We recommend that you create specific window groups for the different tasks with the cover planning.
This allows just the right windows to appear on the screen — with the right size and arrangement — with a

single click.

Which windows in which arrangement are ideal for your daily work depends on the size and resolution of
the monitor and on your individual work habits.

The following example shows what window groups could look like in the cover planning.
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e )

@ Window groups E'@
AHR =2%.

Selected window group: S-Print

M ame Full name Mo print-out|nf Mr.
Ahzenz Abzences [l 1
Cowver planning | Cower planning [

S-Print Print far cover planning [

Sched.Dial. Substitutions Scheduling dialogue [T

[nfo 3 Irfo 3 Substitution Teacher [

Infod Info2 Substitution Clazses Q B

e e R e R

Six window groups%have already been created in file demo5.gpn: one for the entry of absences, one for
the editing of substitutions, one for the printout of substitutions, one for the editing with the scheduling
dialogue and two for the Untis module Info timetable.

Numbers are already assigned to the window groups. You can quickly activate the desired window group
by clicking on these numbers in the main toolbar.

Window group 1: Absence input

To enter absences in the calendar, the absences window and the events window were opened, arranged
on the screen and saved™\ia the button <Window Groups>Ewith a user-defined short name and full
name.

Window group 2: Substitutions

One absence window, one substitution window and three timetables (teacher, class, room) are saved in
this window group ready to edit the substitutions (figure). It can also make sense to include the
substitution suggestion window in this window group.
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& Absences / Teacher

@ Substitutions / Teacher

R & BEETE B-- X BEERBRVITLEIRA B-D 8-
FiomTo (Teacher] From-Ta
25092013~ -4l ~| mmeams - M
We [ We [ [F] Uncavered substitutions
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+ 259 We-1 Cer/Bl/1a

~ Cover teacher suggestion (2], Supervisions (6)

@ 1o Class (@) [= |[=][= ]
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#Name FPeriod Nag Counter Subst pald Gancel Yearytotal Class Subject Mess Mo | Tu [We | Th | Fr | 8a Mo | Tu |wie | Th | Fr | 8a Mo |Tu |We|Th | Fr | Sa
1| B ] EN [7B17] DE | WA | DE 1 X 12 1 [rew|Rub
Curis 5 F 2 | En [ DE | ma | MU [PEG| EN 2 4 | 1a [3b 1 2 "Rub "Rub
3| DE [ ma [RE [ ma [ DE | ma 3 1a | 4 |1a | & |1a E] Rub
[4] e [PEC[MUEN [En [RE [ 4 4 4 [Rus|Rup Rub
5 *FEG 5 5 "Rub
‘ i »
- B 6 [ [Friaw haw,
~ Shifts (7) = = = =
- D8 — AR — 1b 5
Type: | Shilts according to the substiulion time gid | [ Show any upcoring shits 8 8
Name Fram -+Flag MName From -=Flag - L-No. |Tea. Subj. Rm. |Cla. |Schooly L-ho. |Tea Subj. Rm. |Cla. |Schoolwe | ||L-Mo. | Tea. Subj. Rm. | Cla School
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Gauss 26903 1 Curie  238./5 1 +3 Rub, PEB, SH1  3a, 30
Gauss 27401 1 Callas 27.0.77 1 3
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Window group 3: Printing substitutions
This window group contains the calendar, one substitution list for teachers, one substitution list for

classes and ovenview timetables.

Window group 4: Scheduling dialogue
Useful for the working with the scheduling dialogue are the calendar, a class timetable, a teacher
timetable, the lesson pool window and the scheduling dialogue.




Index

159

Index

-A -

absence 7

-C -

class parts 61

-H -

holidays' calendar 36

-T-

totals counter 121

(Class[es]) 45
(Room) 45
(Subject) 45
(Te.)to 45
(Teacher) 45

“Count cancellation 121
- + -

+ substitute 72

-0 -

0 55

-1

1 Page / Element 102

-9 .

9 10

Abs. reason 45

absence ofaclass 7

absence of a teacher 7

Absence statistics 136

Absence text 38

Absences 129

Absences header 102

Additional lessons — scheduling dialogue 80
Additional supenisor 45
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Automatic upload 118
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Backgroud image 107
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Block substitution 72
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Break supenvision special duty 144

by 48

Calendar 35

Cancellation 17, 45, 48, 50
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Cancelled days 129, 131

Change heading 106
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Changing rooms — scheduling dialogue 87
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Checking substitutions 153
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Class time grid 33

colour 48
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Column width 106
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Count how... 124
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Cover overview 129, 131
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demo files 7
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emergency planning 75
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Entering absences in the school calendar 40
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Exam planning 150
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Example: Standby scheduling 145

export 129, 140
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HTML output 115
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Lessontext 115

Lock(X) 45
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Message 45, 51

Messages 112

Monitor HTML 118

Monthly statement 129

Monthly statement. 133

Moving 81

Multiple terms 153

New 45
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Notification 51

Official 121

'On standby' - Subject 145

Ovenview subst.counter (master data) 134
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Permanent substitution 72
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Showing events in the absence window 43
Sort 98
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Splitting substitutions 150
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Substitution data output 96

Substitution diagnosis 152
Substitution display 45
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Substitution queries (subst. window) 135
Substitution statement 129, 130
Substitution statistics 129, 137
Substitution suggestion 10, 51
Substitution suggestion settings 61
substitution suggestion window 10
Substitution text 45, 111, 114
Substitution text in the timetable 111
substitution time grid 33, 63
Substitutions 129

substitutions window 44
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Supenisions 16, 68

supenvisor 16
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Swap 48
Swapping periods 82
teacher 10

Teacher swap 48

Terms 154

Text for substitution 111
text messaging (SMS) 118

129, 132

Texts 37
The scheduling dialogue 77
Time 45

Timerange 124

timetable changes 153

Timetable changes and cover planning 153
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Type of substitution 48

-U -

Uncovered substitutions 50
Undo 152

-V -

Value correction 128

WebUntis Info 119
Weekly values 129, 139
Weighting 58

Window group 109
Window groups 156

-X -

x 10

-Y -

Yearly total 51
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