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aSc Substitutions

1.1 What is aSc Substitution software good for?

aSc Substitutions module is a perfect companion to aSc
TimeTables:

Once you create your schedule in aSc Timetables, you can
take the resulting timetable and use it to manage your daily
substitutions.

Here is the simplified description of what the software can help
you with and how it works:

1. First you specify which timetable is the final one (the one
your school is using).

2. Every day you enter which teachers are missing (if any)

3. The software will show you which lessons have a missing
teacher and so need to be substituted.

4. For each such a lesson you can specify the teacher that will
replace the missing teacher. The software will show you
suitable candidates. These are selected based on many
criteria that you can fine tune to suit your needs.

5. Once the substitutions are assigned, you can print daily
reports as well as monthly summaries of absences and
substitutions.

You can start with this topic:
2.1 Substitutions - Quick overview

The PDF version of this manual can be found here:
1.2 Substitution PDF manual

1.2 Substitution PDF manual

You can download this online substitution help in PDF
format:

Several versions are available, the content is the same. Just
select the layout that fits you more:

Portrait 1 column
Good for online reading or those who prefer big letters.

Portrait 2 columns

Save some space.

Also good when your printer can print booklets or more pages
on one A4. You can also use FinePrint software to print

booklets.

Landscape 4 columns
Good when you want to print less pages and do not want to
bother with booklets.

You can download also aSc TimeTables help PDF:

2.1 Substitutions - Quick overview

Using the substitution software is simple. Basically it can be
boiled down to 3 steps:

Step 1.
Click here to add absent teachers/rooms or classes(groups).

Step 2.

Based on your timetable the software shows which lessons
have to be covered/substituted. Click in the list to solve
particular lesson.

Step 3.

The software shows you the possible teachers that can cover
the selected lesson. Select one by double clicking on his/her
row. The software shows the most suitable teachers a the top,
but you can still pick one based on your judgement. If
classrooms is absent, this list shows classrooms.

That's it.
Now you can print daily substitutions, monthly statitics or
publish the substitution for online viewing.

Of course the software allows you to do much more, like
keeping track of different reasons of absence or types of
substitutions, covering room supervisions etc. But the above
shows that the basic operation is fast, yet helpfull for your
daily coverage planning.

See also:

2.3 Inputting absent teachers

2.4 Specifying substitutions

2.5 Printing the daily and summary substitutions

Page 1/27
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2.2 How to specify a timetable so that the

substitution software knows which one we are
using at our school?

The substitution software needs to know which timetable is the
one you are using. Based on that timetable it can tell you what
lessons the absent teacher was supposed to teacher and
which teachers are free to do the substitution at that time.

So when you click the button to add Absent teacher and the
timetable was not yet specified, the software will ask you to
specify the timetable. First you need to specify when your
school year starts:

)  s.10. ) 3 74 (| ¢ B
WEDHESDAY, Apsent Print
[to. [ sosent | coss Gassraom
othing to substitute

[ ]

Then the following dialog displays:

Selection of substitution timelable X

Tile Dur september tmetable

Select timstable [ Demai. 0w

Select tmetable, nreh wil be used for substiutions.

2. @ How

Dutizs and
tine-off
W oan setup for each teacher individualy. when he/she can substitute, of when he/she has got the
substhuling duly.
Soif you sttt to use before defined substitutions tnetabls (=.0. after the oraduation's week. nhen
there was special imetabis for this week). you wor't have to define duies and tine offs agsin

Timetable:

Option By another fmetable' use also schools vith muti-week tmetable.

3, Timetable for subsitction from

Type a name for your timetable. This name is only information
for you.

Click button Select TimeTable and locate your timetable file
you have created in aSc TimeTables.

Click OK. Now the substitution software knows the timetable
you are using at your school.

See also:

8.2 Our timetable has changed during the school year. How to
tell it to the substitution software?

In version 2010 and before:

After you create a timetable in aSc TimeTables you have to
instruct Substitution software so that it knows which timetable
you are using.

Click the bell icon and then plus sign:

<11 Timetables
Irthe timetatle changes

You Gan use the Plus button
substitutions. Yvhen you add

Name of the timetable Vald From

Academic year :

Note: if you are adding the first timetable, you will also need to
specify a start of the school year.

Then the following dialog displays:

Selection of substitution timetable 3]

Tile

1 Select timetable Demal.iox

Timetabh
MR oot tetable, iR wil be used for subsilutions.

2. @Hew

Duties and
tinesoff
e can setup for each teachet individualy. when he/she can substitute, of when he/she has got the
substiuting dut,

DOu september fimetable:

Soif you sttt ko use before defined substiutions tmetable (=.g. alter the oraduatior's week., when
there was special timetable for this week]. you won't have to define duties and time offs agsin

Option By another timetable! use also schaols ith multiweek timetable.

3. Timeteble for substition from
Start

Type a name for your timetable. This name is only information
for you.

Click button Select TimeTable and locate your timetable file
you have created in aSc TimeTables.

Click OK and you will see your timetable in the list of
timetables:

£ aSc Substitution,

-€25.11 Timetables 2911 3
e

Name of the timekable vald from
| ow septembertinetable 01,09 2005 - 3082006 |

Note: The software also shows you when the timetable is
valid. For the first timetable this is always from start of the
school year to the last day of your school year.

See also:

2.3 Inputting absent teachers

or

8.2 Our timetable has changed during the school year. How to
tell it to the substitution software?

Page 2/27
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2.3 Inputting absent teachers Why is he/she absent.

When he/she is absent. This can be whole day or a part of
the day. When a teacher is out on lessons 1-3 and 6-9 you
have to input two absent times for him/her.

You can input the certain teachers, classes or rooms are
absent or some rooms cannot be used. Click on the big icon in

the top left: Long time absence. You can specify a long-term absence in
() e— the last part of the dialog.
Q@ s Q 7 [ | j 5 Q® 0

WEDNE SDAY

smit e | o vew || m ot Tmere || ontne  uetonst When you want to remove someone from the absent list

Qnline help  Comments? Write us

Lo | st | o | s | tpeotubw | wombmme | o simply do it by pressing the minus sign.

Nothing to substitute

—

)

You can scroll to yesterday or tomorrow by the blue arrows

by s g on next to the date. You can also press the right mouse button on
ok et 0 s the date and select a day to which you want to jump.
With this icon:
A dialog appears where you can select who is absent, why
and if he is absent on the whole day or just part of the day: :jm Absent21.4.08 - RIDAY
x Absent: Reason When

; Who sbsent OlviaFischer O o] > |

- Why does he /she - i i
a® = PR you can transfer those absent yesterday into today absent list.

F’ & Whendess & Enreday
gy et ot ey See also:
from o b [N 2 >

2.4 Specifying substitutions
™ Longtime absence

2 2.4 Specifying substitutions

e | Once you specify the absent teacher the software will show
the lessons this teacher was teaching in the middle part of the

Once you add who is absent the software will immediatelly main screen.

show you what lessons has to be substituted. 1. Click any lesson and the right part will show you candidates

See also: to substitution this lesson. Teachers are sorted so the one at
3.1 Defining reasons of absence the top position is the best candidate for substitution:
2.4 Specifying substitutions ) T~ o
Q 510 O 2 ) 3 R Q) 0
WEDNESDAY Absent fools  View Print Export TimeTables = Online Questions?
In versions 2010 and before: - o] ot | o | she [ ieotme | wows
You can specify the absent teachers, classes or classrooms ,j\ | 22 = ]
when you select the first tab in the upper-left part. T .
This will show you who is missing on that particular day. You | s 5;

can click the plus icon to add a new absentee:

L = ke

- 204 Absent 21.4.06 - FRIDAY

Apsert Reason When
Nohody absent kodsy

= 2. Double click on any line in the right part of the screen to
g whoent i = select the teacher for the substitution:

Why does hefshe | Unknowin reason v

hefshe absent :

[tengtine sbsence

u When doss (@Entireday  (OPart of the

In the dialog you can specify:
Who is absent. Simply write a name or pick an item from the
combo box.

Page 3/27
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2. En Oliva Fischer 8.0 the top position is the best candidate for substitution.
o 1 2 3 4 5 6 7
| ] . . . .
2. Double click on any line in the right part of the screen to
| & select the teacher for the substitution:
Me
Os
JL‘ 5. En Melissa 8.H -> Thomas
Ma
Th
i' 01 2 3 4 5 6 7
Jo a.H D‘—
Ma
| £ (T HE W I
Em £
Criteria Hannah Wagner Lu EI
Assign Teaches the class
ch |
e Ma
Heisheﬂbsemeq 0_ Mo
Points (this year): 0-0 = 0 H
Is
- Ka M
| =

3. A dialog appears where you can confirm the substitution: 3. A dialog appears where you can confirm the substitution:

Substitution - Absenting - Melissa 1

2

8.H (Entire class)
9 '_‘ 8.H (Entire class)
Melissa v
on & oo = Melissa 5 [~]
Engish lsnguage & | Enlish lsnguags [+] sH & [ 8n v
s & [ English language. & | English languags [v]
5. 8 s M
Type of substitution : | Unknown type v
" ;CWEH:‘D I_] Type of substitution : | Urknown type M
ety [Ccanceled
Mote ;.
o] Lo
See also: .
3 2 Defining t f substituti That's it, you can move to next lesson that has to be solved.
.2 Defining types of substitutions
2.5 Printing the daily and summary substitutions See also:
2.5 Printing the daily and summary substitutions
In version 2010 and before: 2.5 Printing the daily and summary substitutions

Click on the second icon at the top and you can define your
substitutions for each day:

e ast
(!
%aSE Substitution Main Settings Help

o - ian goa iy oy g i O w0 O Z o] [d € I
| THURSDAY Absent Nt Tools View || Print | fxport TimeTables || O
| < substitution | - - Oniine || 1
<910 Substitution 10.10.06 - TUESDAY 1103~ = |

Click the Print icon to see the list of available printouts:

Noo  Mbmert  Chss Sk Typecsmbel  Whombstbde  Qlassroom

2. Melissa 70 En RS04 u j . H H
FRT T You can select the printout in this combobox:

> aScSubstitution 2012 - [document2]
O
= =Y Peiod QOlm I )
6.10. = B
L] e o Pﬁf B Todey's substiutions F\] ) Oneday [ (nugm B < w

Previous Next || Col Widths TimeTables | Close
TR page page | Sorting fontsizes Oniine | preview

Teaches the ca
Appecostion

o |

| >
Substtuted 000) 00% 1 QY \
Helehe abserted 0 N._4d

£ Todays substitutions

b

& oo svsttaons ovomtin o

Substitution

& sunmany ot suosttunions

=]

Pl s yeark 0-0-0

Jade
Nowatny

mmary of absenting teachers Juiia

Thomas —=—— -
Fischer - < - -

The left part shows the lessons that has to be substituted.

1. Click any lesson and the right part will show you candidates
to substitution this lesson. Teachers are sorted so the one at
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Today substitutions [J This information is for teachers. They
can see what they have to substitute and you can also keep
this paper to have printed backup of your substitutions.
Today substitutions for students (] this paper is for
students. Actually sometimes it is the most popular paper in
the school. A bunch of students each morning checks which
teacher is absent today.

Today substitutions - alternative layout - later you will see
that you can modify the reports to your needs. Different
columns, sorting, font sizes. So this report simply allows you
to have one more preprepared report.

Summary of substitutions:

This reports shows you which teacher has done how many
substitutions in the selected timeframe.

Summary of absent teachers (1 the same as previous; it
creates a summary of how many times the teacher was
absent and for what reasons.

See also:

In version 2010 and before:
If you click on the printer icon on the top of the screen you see
a list of possible printouts.

£ aSc Substitution

You can print:

Today substitutions [ This information is for teachers. They
can see what they have to substitute and you can also keep
this paper to have printed backup of your substitutions.
Today substitutions for students [ this paper is for
students. Actually sometimes it is the most popular paper in
the school. A bunch of students each morning checks which
teacher is absent today.

Summary of substitutions:

Print - summary of substitution E|

Period

From: |1 W[4 w2006 i

Til: |27 w4 | |z008 i

Columnns:

Farmat: O Haurs O Days (&) Hoursidays)

¥ Pad
v Unpaid
v Other
v Total

Print | [ Cancel ]

Summary of absent teachers [ the same as previous; it
creates a summary of how many times the teacher was
absent and for what reasons. You have an extra option here to
count overtime lessons from which the teacher was absent. If
you don(Jt use overtime lessons you can ignore this checkbox.
Export absent and substituting (1 exports the daily
absences and substitutions to MS Excel.

Export summaries [ Export summaries to MS Excel.

Export to HTML

3 Data entry
31 Defining reasons of absence

3.1 Defining reasons of absence

Every time some teacher is absent you can specify why
he/she is absent. This is called the [Ireason of absence.] The
program can create a monthly summary of who was absent,
how many times and what his/her reasons were.

=1 F il
% @ |

son | Starta new Backup Da
school year time

© 3t

Back || Timetables Teachers Subjdcts

=\I' & -
) + Athome with chidren H

(/N & u

3

Then, when you define the absent teacher, you can select the
reason of absence:

[New absent =
; Who absent : Brianna Wagner  Br -
#» 1 Why does he/she * At home with chidren |3
V™ absent L5 - .
F;\\\ :/hT dnss .  Entire day
o IERETE oy
from [o 2 (I P2
I™ Longtime absence
v
25

Older versions:
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=8 e = ==
€194 Reaseons 214 3
0
o
Name Short Hoke N
Unkriown reason ur Teacher is absent For unknown reason i
Tiness u Teacher is ILL :
Watation [ Teather is on vacation
Sick chid sch Teacher had to stay home with sick chid
Farily events FE
Class trp ct Teacher wenk on a trip Wk hisfher dass
Traiing T S — 6
Exams £

Reason:

. 1
shor L

[

| CE—

+)

hote

Paints

b

3.2 Defining types of substitutions

Similar to reasons for absence you can specify the types of
substitutions. Each time a teacher does a substitution you can
classify this substitution. For types of substitution you can
input a name, short name and your comments.

@ a >

=3 [COn - = =

® FlL =] B @ |

Back Timetables Teachers Subjects Reasons of Types of Add Type Remove Type Start a new Backup Day in Options
e [T ) || Warcuci | W el e

[ Name [ s | =
\; QP - -
¥ QY Jon 3
b /al QY Moved N
; [ D pad [ hthel
‘ neces.
N D wad ™ e
teache
s Toseh
Absent teachers: Type of substitution X
z Olivia Fischer
At home with children -
Short E—
Note ¢ [
Paints 0 o
Cancel
- )
Ready

See also:
2.4 Specifying substitutions

In version 2010 and before:

<194

=)

Hame short hote

Type of subst.

Unknown type
Paid e
Unpaid u

{1 Type of substitution

Competert

e L

Shart

Note : [

prs o]

Cancel

3.3 How to specify that Class/Group is missing the

whole day

You can specify that Class is missing exactly the same way as
you specify absent teachers:

L
@ 206 & : ]
MONDAY Absent Next

= substieution

»H IO & @

Tools View | Print Export Publish | Online  Question
- - help Comments? Write us

Mo, Absent Class Subject

Type of subst.

Who substity

Who absent :

Nobody is missing on:
206,

Why does hejshe [ == - =
‘Glick here to add missing absent: 37 Unknown reason
teacher's, classes and

classrooms.

When does

& Entire day
hejshe absent :

 Part of the day
from [0 o [N

I Longtime absence

=

When class is missing you have an option to specify which
group of the class is missing in the second combobox.

These lessons are displayed by blue color so that you
instantly know that teacher is free and he actually had to teach
something else that was cancelled:

7N sScTimetables 2012_BETA VERSION ! DEBUG - [documentl] —ax
@) Main | Settings  Help Customize - %
7 ~ 3 - [ >
@ 206 O e @ Qe ®
L Mosent  Net | Tools View | Pint Export Publish | Oniine  Questions?
S supstiution |- Nelp. Comments? Wite us
= [ [we [ apsent | cass | subect | Typeofsubst | whe 2.REL Jacob 10
1 secb 1 Re o 1 2 3 4 5 5 7 8 8
1 -
s b « Re
5 b - Re
Absent teach s b » REL
Helshe sbsented: 0
Points (s year): 0-0= 0
il | Bl
Ready

See also:
3.4 How to input absent classroom

3.4 How to input absent classroom

You can input absent classroom the same way as absent
teacher:
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P~
@ Main | Settings  Help

W 610, Q) 5

THURSDAY

]

0 QO & @

Absent  Next Tools View | Prnt Export TimeTables | Online  Questions?
= substitwtion ||+ - Online || help Comments? Write us
[ 0. [ absent [ coss | couse [Typeofsubst. | whosubstiue | Classroon
1 ThomesFische 6.4 G - Ein Perez 6.4
2 TomsFsche 66 G lmeaVan Dk 6.6
W2 JteMowotny 7 &n - Jode Smith 7E
R new absent x|
3
Wiho absent :
v <] Mees |
Absent teachers: 4 By &F =
s 86 —
z Jade Nowatny @5
sH &H —
e S L]
Thamas Fischer B VS absent : —
Unknown reason v @) (. 1l =
Julia Fernandez ¥s g GRs02 G302
Unknown reason s Whendoss P GRs0q GR30%
E‘:: hejshe absent : PS8 5108
e #5109 s109
#swo s10
T sa
I Longtme absen| ® 5.5 5.8
:
nae ®sc s5¢
e/ 5o 50
P se
®F SF
a3 s
$ss 68
Psc sc

Once inputted the software show the lesson's for which you
have to find another room. These are shown in different color
then the regular substitutions:

6.10.

THURSDAY

ot 2.ls Oscar lowotny 5.A]> Osecar owotny

o 1 2 3|4 s s 7

“£a8e Sibstitution

-€9.10. Substitution 10.10.06 - TUESDAY 11.10. 3

Ho, Absent Subject  Typeofsubst,  Whosubstkube  Classroom

[v 1 o ] > s109

2 Pleissa

Meissa
5106
s106

Meissa

Meissa

In the right panel you can see the available classrooms that
can be selected for this lesson.

Once you select some classrooms a dialog appears where
you can see that you have just changed the room from s106 to
s110:

Substitution’- Absenting = S10% m

7.4 (Group 1)

Elice & | m—[v]

The right side shows the rooms that can be used. You can
pick the room by double click in the right list.

In version 2010 or before:
Missing classrooms
Again, the same way is used to add the missing classroom:

Nevrabsent: x|
? Who shsent : [
e 5.0 [~
& BF
Wy doss hefshe | 56
ks g 5.H

shen does
hefshe absent ¢

g 0O

Since some action is required when the classrooms is
missing(children cannot be in it), the software add new lines
into the substitutions and you have to select a different
classrooms for these:

( 5106 % | 510 [v] ]
Spanish language & | Sparish language [v]
3z |v
Type of substitution : | Move I"l
[Ccancelled
Noke :
Notes

- the "classroom" lines have different color

- you can still cancel this lesson, move or or change the
subject

- at the top there are classrooms this lesson can be in. So it
can happen that some occupied rooms are in the list above
the free rooms, because the lesson was not allowed to be in
this room in the timetable software during the timetable
creation.

3.5 Adding more missings at once

You can add more missing teachers/classrooms and classes
at once.

Just press button More in the "Absent" dialog:

]
Q Who sbsent I j More > Teachers
Classes
Classrooms
Why does hefshe [ =< Unknown reason ~
Tk E 5

 Entire day
€ Partof the day :

from [0 i [N E

-5 Whendoes
Eﬁ * hefshe absent :
o, |
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3.6 Teacher details

You can define substitution specific information for each
teacher in menu Settings/Teachers:

@ Main || Settings || Help

T o = <1 "t
Q ajle & & v o La@ R
Back | Ti Reasonsof Types of Add Remove | Statanew Backup Dayin | Options
absence  substitution school year timetable
—
[ Name of the teacher [ swswton [ eme [ o |
\I_ I abigsiwieber o & (2]
3 I AmnaHemander o g ]
T /}\ T Antoine Kristiansen o & wA
Y J T EriznnaNowotny o g 5]
~— L Brannawagner o & A
K] 1ime off - Anna Hernandez X
Absent teachers: L ¢
z Jade Nowotny T ¢ 2 i 2 2 8 & u
Unknown reason T
Thomas Fischer T - Mo
Unknownreason | m S T T
z Julia Fermandez L
Unknown reason 3 <
Absent rooms: T -
We
®» 5A ¢
- Unknown reason e T S
[+ - Th
R
S T S s T ey T, SRR
F
L - v
sy Canton: Duty ) Overtime Cannat:
by
T - Useleftandnignt mouse buttons to set
§ - Theraybackground shows the actual tmetable.
F
L ¢
) S
I
I eveDE = Isig o)

First column specifies if the teacher can do substitutions at all.

Second specifies if the teacher shall be printed in the reports.
For example if the teacher has left in the middle of the school
year, you no longer want him to appear in every printout.

Third column shows you the timeoff dialog:

- grey fields represent actual timetable of this teacher

- click to specify that the teacher cannot do substitution at
certain period, or that he has the duty and has to be ready to
be called.

Note: in some countries they define certain lessons as
overtime. The software then reports how many overtime
lessons the teacher did.

In version 2010 or before:

For each teacher you can define some specific substitution
information:

- 194 Teachers

Name of the teacher Print | Substitute  Print / Substite

o
>

Bacova &7

Belicava o

Berkova o

Bojtos j2id

Daneva #

Formankova o

Frarkova o

Goliasova 54

Hajdina o

Heinrichava o

&
&
&
&
&
&
&
&
&
&
&
&

5
C
F
i
L
K
Debnarova @ F:
F
i
L
K
C
F

Hisam o

Clicking on the first you can say if the teacher can do
substitutions. If the teacher is an external teacher he will not
do any substitutions.

Clicking on the second icon: you can specify if the teacher has

to be printed or not.
5.2 Some teachers left the school? How can | remove them
from substitutions.

The last icon shows this dialog box:

Time off

x Cannat

Caption : Duty £ overtime

Use |eft and right mouse buttons to set.

Red cross "x" Teacher cannot substitute at these specified
times.

Duty. You can specify some periods when a teacher is on
duty. That means if another teacher is absent at that time, this
teacher is the first one to go to substitute. He/she has to be
ready and prepared for emergency substitutions.

Overtime lessons. In some countries teachers can specify
which of the lessons are overtime. The program then creates
statistics on how many overtime lessons teacher has taught.

3.7 Subject details

For each subject you can specify if this subject can be joined
or not. For example your class 5.A is divided into English and
German and the German teacher is ill then the English
teacher can join the whole class and teach them English. But
for physical education you cannot join boys and girls because
each group does different activities. So you say that physical
education cannot be joined:

I asc substitution 2012 - [doc
@ Y
©QALe)r @ © o O aB
Back | Timetables of Types of Add Remove | Startanew Bacup Dayin
bsence  substitution school year timetable
[ Subject | conbesained |
ﬂ @ Agiclture &
¥ ¢ Eiveay &,
\‘/\ @ Chemsty *,
{ 3 77;)\ : Eng\neer\ng :¢
nglish conversation v
@ Engish language &
Absent teachers: 9. Ethical education *,
Jade Nowotny @ Geography .
Unknown reason @ Gemanlanguage -,
z U:j’gjs:s“i“m @ Government study -
Julia Femandez @ Handworks i
Unknown reasen @ History -,
Absent rooms: @ Household morks *,
® 5x @ Informatics e
L Unknown reason @ Mothemates =,

In version 2010:
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i L =t A
- 204 Subjects
Subject Can be joined
Spanish language +
History &,
Biclagy &,
Engineering .
English canversation +
English language +
Chermistry &,
Gengraphy &,
Ethical education +
Mathematics +
German language +
Music *,
Painting &,
Government study .
Hand works +
Househald works +
Agriculture %,
Irfarmatics *,
Nature study .
T ST

X
Broveirs =

3.8 Creating a remark for each substitution.

You can create a remark for each substitution. This can be
used to let the students and the teachers to know some other
information. For example that subject will be change or they
shall wait 10 minutes for the teacher or similiar.

First you have to write down this remark:

Substitution’= Absenting " Maja E
5.8 (Group 2)
Maja & | lennifer

si08 5 | s

E] ] =]

German language 53 | German language

L9 b
Type of substitution | | Unknown type []
cancallad

Hoke ;

£ special mid term xaminatian wil be held by the subst, teacher ;-1

Then you have to specify where this note will be printed (by
default the remark for substitution is not printed):

=
{
< Main  Seitings  Help | Preview

O oo O & G0
TEST B Today's substitutions - |3 oneday -

Frint Frevious Next
6.10. 20116, 10, 2011 page  page

Sorting | fpnt sizes

Print setup x|
9}\ Show columns Hide columns
7 B

( /l [Teacher
\__) Lesson
1] |renson

Subject Group ch today:
Class nandez
Absent teachers: Type
Jade Nowots e S > Substitutes
ade Nowotny — Sionature —Jodie Smit
Unknown reason odie smi

x Thomas Fischer J Jennifer Bec
Unknown reason No Sort the table rows by the following columns: Linnea Van [
x Julia Fernandez Hannah Wag
Unknown reason — —
Absent rooms: Julia 1 [reacrer ~]| W Group the rons with =

Brianna Nowo

3 ZA} o J 2 [tesson ~| T Group the rows with the same value
inknown reason Clara Webs
Ferr s [ =] I Groustheroms wifithesanevaiie [ Grace Scht
Jdlia b >
Julia | [ ] Ccanthemmsut

Linnet ->
Oscal >
Elin Perez
Th Linnea Van [
Fi. Set default == | —avieigh Bre

) G T Maja Fernanc

See also:
3.9 Creating a remark for one day

2011

In version 2010 or before:

Substitution
Friciay 24. June 2005

Teacher Lesson Reason Subject Form _ Type Submiun.eesmnmure! Note
1 - ce  TLIE Pastore

=110

banova

Show columrs

Hide calumns

Teacher
Lesson
ﬂ Reason

ﬂ giﬁjhlules j

Signature

Son the table rows by the follawing colurrs:

1 BT
2 (] Group the rows with the same vale
e

Group the rows with the same vale

Group the rows with the same value

——

3.9 Creating a remark for one day

You can create a remark for each day where you can specify
some more instructions to students and teachers or where you
can write down some very complicated swaps.

Go to menu Main/Tools:

‘

ne @ 1L @
WEDNESDAY e

o7 Q@O

Print Export Publish | O1
r

[ )| Daily remark
TRGE SnerTesso)

@ | Remove substitution

Absent  Next
* Substitution

Toals | View

&  Addnewlesson

You can also input the remark in print preview, right click at
the top of the page or directly at the remark if you have
already inputted one:

100 B @ @

Previous Next | Columns Widths || Close
page psge || Sorting fontsizes || preview

Substitution
Friday 26. August 2011
Lerer stunde Fach Kiasse Vertretung Anme
§ R 3, R 60 2210
1 A 7.913|2-215)
B Bieter R B3, R&b(Z-210
i a, =
2 1A 22131 2-215)

There is a gas leak in the Chemistry Lab
Please enter with caution.

[ Header

Header text:

Substitution

Setdefault

[ Print the note for the day

There is 3 gas leak in the Chemistry Lab.
Please enter with cauton,

Font of the note

e

Using this way you can also change the font of the remark.
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See also:

In versions prior to 2010:
First have to write the remark text:

Substitution 26.7.05 - TUESDAY

<257

Note for the day

Be carehill s the school tiger escaped from biclogy lab

Then you might modify how it is displayed by clicking right
mouse button on the remark in the printpreview:

£ aSc Substitution E

Substitution
Tuesday 26. July 2005
Teacher Lesson Reason Subjest  Form Type Substitutes Signature  Note
Goliasova 6 - N3 7B Pirselova
[ Be carefull as the school tiger has escaped from biology 1ah ]
See also:

3.8 Creating a remark for each substitution.

3.10 Lessons with two teachers or two rooms

In general we advise not to use combined lessons during
timetable creation, but rather create a timetable using
groups/divisions.

However if you, for any reason, already have the timetable
with lessons with multiple teachers or rooms, the substitution
allows you to specify which classroom and which teacher are
affected by the given substitution:

1
— 1 Clemifer
Jennifer A % Jennifer
[ Reomt - P [ @ room1 |
T @ Chemistry -
1 2 -
Type of substitution : Q) Move -
I cancelled
Note : Remove substitution
_ el |
See also:

4 Specifying the substitutions
4.1 What is shown in the top right corner?

Each row represents one teacher and his/her timetable.

1. The color of the teacher's schedule represents:

3. Ge Elin Perez 5.C Group 2

0 1 2 3 4 5 5 7
—

Gr
Br
Hu

D

o=
5

!
- D

Pink - teacher has a lesson there.

Yellow - this is the lesson to be substituted.

Blue - means the class is missing and the teacher is free,
although he was supposed to teach something.

Green - this lesson can be joined with the second half of the
class

Purple - this teacher has lesson without any class. For
example some regular preparation time.

Dark gray - teacher is out at these lessons(can be seen when
he/she is out only part of the day)

Se| ;I

Dark green - if the lesson is teached by two teachers and one
is ill, then this color shows the second teacher as ideal to take
over the kids as the only one. Of course you can still replace
the missing one to have two teachers there

6.1 Miranda’ Beatrice 1.C Group 1
o 1 2 3 4 5 6 7 8
Le —
Md
Al
Su
Bo

2. The color bar next to teacher's short names:
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3. Ge Elin Perez 5.C Group 2

0 1 2 3 4 5 8 7

Green - teacher is teaching in this class

Gold-Yellow - teacher has the correct approbation

Blue - teacher is the class teacher in this class. He can
substitute this lesson and do some very useful work, like
investigate who broke the window, who damaged the flowers
etc:)

3. Timetable of the class.
The upper part shows the timetable of class

3. Ge Elin Perez 5.C Group 2

0 1 2 3 4 5 5 7
5C —

Gr =

You can click on the lessons to change them:
4.2 Transfer suggestions

4.2 Transfer suggestions

The software can suggest you some moves that are possible
and may help you.

The following picture shows that software noticed that you do
not need to substitute the 2nd lesson. Instead of assigning
new teacher, you can move the lesson from 6th period to 2nd
because 6th lesson's teacher has free time:

6.10. &)

THURSDAY

You can ignore this suggestion and assign any other teacher
to substitute the 2nd lesson.

If you decide to accept this suggestion, simply click on the
small arrow on the 5th period and select "Suggested moves":

@ 610, QO

THURSDAY

A following dialog appears. As you can see the software
suggests to cancel 2nd lesson and move 5th to 2nd.

=

[ Subject

r—
2, - Canceled Ha
622 sp

[ Teacher [ Cless [ Group I
Oscar Nowotny 5A Entire dass
Olivia Fischer 5.A Group 1

Cancel

Press ok to accept this suggestion. Then on the main screen
you can see the result:

3¢ Substitution 2012 - [documentZ =
Customize~ X

6.10. &)

THURSDAY

Oscar Nowatny 58 He

TGy 50 T
Nosomy 20, o
5AGow 1 »

T Noramy a2

o selectthe substtutng teacher,
ick his ne.

Notes:
- the "moved" lines have different color

See also:
4.3 Manually moving/changing the lesson

4.3 Manually moving/changing the lesson

Very similiar to Suggested transfers you can also manually
change the lesson.

Right click on the classes or teacher timetable row in the
upper right corner and select "Change the lesson".

4.Na Oscar Howotny 5.0

001 2 3 4 5 8 7

Change this lesson: 3. Ge I 5.C(Group 2} I ]
E Tew: BN Perez |

Or left click in the related timetables view at the top of the list:

4, lia Oscar Nowotny 5.0

0 1 2 3 4 5 & 7

5.0
Change this lesson: En Ma Entire class
Ha

See also:
4.2 Transfer suggestions
4.9 How can | remove the substitution?
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4.4 Swapping teachers (A <- B <- C)

Lets say teachers A is missing.

You want teacher B to substitute his lesson. However
teachers B already has lesson, but this lesson shall be
substituted by teacher C who has free time.

In other words instead of
A<-C

you want

A<-B<-C

How to do this:
1. Input teacher A is missing. Software suggest C can do his
lesson:

BT aSC SubsHitution

oMALA

BTaSc Substitution

122. 3

Subject  Typeof subst,  Who substitute Classroom

M

M >

Criteria

Max, lessonsday

Stefistics for this marth:

Substitutect 0oy o
Heishe shisertedt 0
Paints (this year) 0-0=0

Note:

- if for any reason you want to change lesson of teacher B,
simply click on the line B->C and use the minus sign to delete
this change. It is then reverted back to original status:

0123456678
122, 3 an I

-€52 Substitution 11.2.08 - MONDAY

i3 Ehicy

Typeof subst. W substitute Classroom

Criteria

assion

Max. lessonsiday

‘Statistics for this morth:
Substituter: 0En od
Heiche shsertec. 0

Poirt (this year). 0-0=10

2. Instead of selecting teacher C, press RIGHT mouse button
on lesson of teacher B. This will allow you to change the
lesson of teacher B. Select that it will be done by teacher C
(so that B is free):

Absert:

Math 5 Math

0. & o

Criteria
Type of substitution : |Move

Canceled
[cancele M. lessonsiay

Statisties far this mort:

Substtuted ooy o
Hefshe abserted: 0
Paints (this year): 0.0 = 0

Cancel

3. Now B is free and you can put him to substitute lesson of
teacher A:

87 aSc Substitution

€582 Substitution 11.2.08 - MONDAY 122. 3
No.  Absent Class Subject  Typeofsubst,  whosubstiute  Classroom

| o A L4 M

|v o 28 " > B>C

4.5 How to change the subject, classroom... if

nobody is missing?

If there is no absent teacher or class and you need to edit a
lesson, e.g. change a classroom, you can use menu
Tools/Change or simply press CTRL + K:

aSe Substitutic

/7
@) Main | Settings  Help

O s 9 I @ 3@ @
IR Apsent  Next iew || Print Export TimeTabl
= Substitution - Online
[ Daily remark |
= iec
O Change other lesson —u]—
\I, 1 oskal == —
Emove SUBSTon
' ¥ .
& | Add new lesson
f/}\_ 4 OSCE e e et

A dialog appears where you can select the lesson you want to
change:

Dialog (L x ]
Period Teacher Class. Subject E
1 Bojtos &H Chemistry J‘J
T T English language
1 Hajdina 6.4 Geography
1 Karell 6F Mathematics
1 Kolarikova 7. Mathematics
1 Kopin 7E Mathematics
1 Lebudova A Mathematics
1 Leszlo 66 Mathematics
1 Lucanova £ Mathematics
1 Palenikova 8.A/8.C Ethical education
1 Pastorek 6E Painting -
Change this lesson into this -

s of sctons
-
———
Cancel
(

The lesson will now appear among the regular substitutions,
with yellow color:

610. O =
THRSDAY o
‘a
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4.8 How can | create new lesson in Substitutions

Double click on it to change the room/teacher/subject. If for any reasons you need to create a new lesson, you can
do it in menu Main/Tools/Create new lesson:

See also:
4.9 How can | remove the substitution? (D) o | seursssew
. . QO s @ % @
4.6 How to split class into two or more groups? WEESOAY et i |
. . [ ey Lomea [
Using the buttons CTRL + K a new dialog appears where you e T G| o e &
H H ) s £ & Addnew lesson
can split class into more groups. P T ST
oies =
i i e a You will be prompted to specify class and group for which to
: oo+ e P create a new lesson. You can create also a joined lesson for
[l Frankova 8.F History ]
h Femchors 5 ErEyre more groups for more classes:
1 Karell 6.F Mathematics
1 Kopin 7.0 Mathematics
: @) v | g
1 Petikova 8D Optional subject N N - . P——
1 Petrakova 7.8 Physics 4 Q 156 Q@ L@ ® 2 Q3 o %
WEDNE SDAY Absent MNext Tools  View Print  Export Publish = Online
Change ts essn i ths ﬂ and groups for the nen lesson: | T
AOPN | e =] T = [
Change this lesson ] AL { A Class I ;‘ I ;‘
s = | =
o | 3 | =
Neznamy dévod Class [ | [ =
The new lessons will now appear in the list of substitutions, dwe = I ]
: : cos | | =
double click on them to change teacher/room/subject.
‘ Hore > |
See also: —
4.5 How to change the subject, classroom... if nobody is I
missing?

Then you can specify who will teach this class(group), what

4.7 How can | cancel the lesson subject and when:

Doubile click on the selected lesson and click "Cancelled": @
) O e @ T @ ’HSKT)Q%
o @ & et —
Absent [Subject TV
T Tescher 5 [ o |
Gosoon % [P -|
| Subject 5 ,wamem—;l
o: R
Jade Nowotny. m j
2 | & - Abse 7 = EH =5 1 GW Brisnna 1b (Entre cisss)
somironss © [§Ewmona S| [ | a
=< | = I | Type of substitution QY — =
o - I™ Conceled
e o = ol o _ eeasuin |
a
h“.' - =
Cancel
[ |
See also: Notes:
4.5 How to change the subject, classroom... if nobody is - you can change any existing lesson.
missing? 4.5 How to change the subject, classroom... if nobody is
5.5 How can | change word "Cancelled"? missing?

But sometimes it is easier to cancel the old lesson and create
one or two new ones as described in this article

See also:
4.9 How can | remove the substitution?
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4.9 How can | remove the substitution?

Only the lessons you manually create in the substitutions or
lessons you move, can be directly deleted using

Tool/Remove:
7N as
@ Main | Settings  Help
N ~ |z —ry =
© 610 QT e (7 (Qd e ¢
THURSDAY Absent jext Tools | View | Print Export TimeTables | Onl
= substitution |[[_~ | - || " online
Daily remark
I e A== I

@1

-

) 2

@ Remove substitution
@ | Add new lesson

ﬁ\

or by double clicking on the lesson:

Substitution - Absenting x|

1. 7.C En Jade Nowotny

SRRV | = Jade Nowoiny 5

7.c & [®swe E

Engish language £ @ Englsh language =
L5 1 -

Type of substitution 7 Move -

Cancelled
Note Remave substitution

The substitutions lines that are created because someone was
absent cannot be simply releted. If some teacher is missing
and he is teaching certain lesson, you have to do something.
Either cancel this lesson, or assign another teacher.

The only way to remove the substitution is to remove the
original teacher from the list of absent teachers(or adjust the
from-to if he/she is absent on part of the day only).

4.10 Generate the substitutions for one day

Using Tools/Generate you can assign all substitutions for the
selected day at once:

P~ as
D) e e
- N | D " N = 5
Q 196 @ QEIR ® (7]
TUESDAY Absent ext Print Export TneTables | Online  Questions?
o Substity i [Online help  Comments? Write us
@ Generate
[ o | subsect | Typeofsubst, | Who substitute | Clessroom
2 Antn] L - Bornie s2
hd & | Change othertesson
3 o e .40
@ | Remove substitution
4 amon Susane s
& Addnew lesson
o ama - vinston U4c

Absent teachers:

Antonio
Unknown reason

The software checks for the criteria settings you have
specified while determining the most appropriate teacher for
substitutions.

Notes:

- we think it is better to use the classic mechanism to select
the substituting teacher one by one. You can add more of the
human factor to the decision. The automatic generator only
considers the cold criteria you have specified previously.

See also:
2.4 Specifying substitutions
4.1 What is shown in the top right corner?

4.11 Substitution collisions

While you specify the substitution, it can happen that you
create conflicts. These are then shown with the red cross:

© 196 z

TUESDAY o

ase Substitution 2012 - [documer

Classroom Note.

4C/4D/4A4E  AG
4C/4D/+A48  AG
6.AGow 1 - Bonmie. s2
7GR 2

7 Beatice
5 Beamce

4C/ABIAD/AA SIS
4C/AB/ADIAA _ SuS

You can double click on each line and the software will show
why it thinks there is a conflict.

You can change this substituion or you can press button
Change to change the conflicting entity:

| Substitution - Absenting : Beatrice. x|
2. 7.A Group 21 Beatrice
Beatrice 5 [
ComputerLab 1 j & | j
Informatics £ ¢y, Informatics -
28 [2 -
Ko - =
Type of substtuton: [ Unknonn type =
™ Cancelled
Note
o

If the conflict is substitution(for example you have set teacher
XY to substitute two different lessons at the same time, then
the second subsitution is displayed.

If the conflict is with the original timetable lesson, for example
you have send a teacher to do substituion but he has a regular
lesson in the timetable, the software offers you to change this
original lesson:

196. @& “IERIR)
Hliaba Absent Next Tools  View Print  Export Time]
substution |-
T e e
p!
(V43 L 2 3. GerBegn2.
) iy

4C/4B/4D/4A SV
4.C/4B/4D/4A SV
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Notes:
- you can do several hops and create chain of changes using
the button Change.

an @ B ail R

AddType  RemoveType | Startanew Backup Dayin | Options
of subst. of subst. || school timetable

Types of
substitution year

I = =] = ==
- in some cases it is OK that there is red cross. For example s = T :
you may really want a teacher to teach 2 classes in two 2 i R B >
different room in an emergency. s

4.12 Using points to balance subs e

The software will calculate for current week, current month
and for the whole year the total points each teacher earned:

I = v @ Main | Settings | Help
51(1751.40+0-0) 3 (1732040 ] o~ =
e @ 280 E Q) @ o
e Suck | Tineabes eachers Subjects Tesot | A Renon
—_— e
e o Theme of e tocvr | sbttuton |_ert | oy | comect | vew | v | vex |
Holidays ) 57(18%3.204 ﬂ Alison o g L BRYerE) 52 (151.40+1-0) 4(173.20410)  2(1%1.00+1-0)
Beatrice o —_— T’ =5 ) 80 (2573204 3 andy o By 6 s 206(47L0410) 13 (73.20410) 5 (47L00+1.0)
Bonnie o i D s10673.204 ™ anita oY B’ @ 200 107(2751.90405)  11(273.20405] 7 (2100405 |
Brad o e ) 702273204 I \ avna oY Ry 2220 1233 (24°51.4040-0) 76 (24%3.2040-0) P (R T 00 IO D
Carmen o 16 (573,204
Cathy o & ) (57304
Cindy o ‘ Change ‘ ) 80(25%3.204
Claudia 2 d ) 73(23%3.204
S ; sees  and
Donna oY ) 64(2073.204
Elizabeth 2 d e 9(373.2040-
Eveyn o ke ) 7@ 7 a5¢ Substitution 2012 - [document3] -=x
Gary o I @ Main | settings  Help s
Grzde o | o mesa N = N P
O e © 2 @0 o7 QO & ©
TUESDAY Absent. Next. Tools  View Print  Export TimeTables =~ Online Questions?
e Substitution = e Online help  Comments? Write us
; '
The software then shows the difference between teacher's - Bl o oo s oo e
. i i @1 At 3.AGroup 2 B Pd Andy 001 2 3 45 5 7 2
contract and his actual lessons: ®e mm e ] Mo | aa [
3 Anita 5A Nt
= =
L3 Anita 3.DEven Bp
a
= i 10 e
= B a = o |
school year timetable Wi
[ suion | ot [ ow Jocoae | ver o ek su
o 3 B | @) | sicsiewo  seeans  oGowed cr
o & & 4(2622) 205 (4°51.40400) 12(473.20400) _ 0(470.0040-0) Bo
j2d r'd ] -2(24-26) 102(-2°51.40+00) 6 (-2"3.20400) 0 (-2"0.0040-0) Ju
5
w |
. . . Ki
If teacher is teaching more lessons per week than his contract v | .
is, he will receive 'plus' point h k
, plus' points each week.
Then for each reason of absence you can specify the point
value. If this value is non zero, then each time a teacher is P e o
absent because of this reason, he/she will get negative points: | |
. 5
Readly | 100 (=)0 &

@ a T © © B = = The number is calculated as:

Back || Timetables Teachers Subjeffs |Reasons of| fypesof | AddReason RemoveReason| Starta new Backup Dayin
absence |substitution | of absence  ofabsence | school year timetable

1 < ] [ o tore points for substitutions + points for weekly lessons over the

Options

1

m % " G _ contract - points for absences.
N

K
Hotesys N — So in general the higher this number is the more this teacher

shrt " has done for the school in the time frame. You can then use

Note [Teacher was il at home

Pois this number to balance each one to zero.
Cancel

Notes:
- sometimes the numbers can be decimal, month can end in
the middle of week, holidays are not counted etc.

Also for each type of substitution you can specify the points,
and these then add positive points to the teacher's balance:
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4.13 Mandatory substitutions

If your teacher has to do a certain number of substitutions per
year, you can define a special new type of substitution:

= a5c Substitution 2015 - [document 2]
\, - N [¥1 o
(©) 293 e B = =
Back | Timetables Teachers Subjects Re Add Type Remove Type | Starta new Backup Dayin Options
orsubst, | ofsupst | schoal year timetable
Short. Note: Points.
ﬂ & i 0
) Q > The lesson wes moved 0
™ /\ Q Supervi 0
\ [ e - 0
oy
— Type of substitution ==
Type franczion |
Short "
Note
Paints o
) Wandstory
Tescher hss to do ths nunber of SbstEEONs Of 20+ per schoolyear
this type 2 v
Gancel

Then every time you assign a teacher to substitution, in the
bottom left corner you will see how many mandatory
substitution this teacher has already done this year:

0123 45 6 7

Also, please note that the teachers with less mandatory
substitutions are moved to the top of the list of teachers
suggested to do substitution.

4.14 Lessons with 2 teachers - how to cancel it for

just one teacher.

If you have a lesson with 2 teachers in your timetable,
program understands it as co-teaching - 2 teachers teach one
group of students together. If one of these teachers is absent
and you select "Cancelled" in substitution, it will cancel the
whole lesson. But sometimes you may want to cancel just one
teacher. How to do that?

There are several options how to handle this:
Input the lesson as divided lesson in the timetable

In most cases the problem is with specification of the lesson in
the timetable. You have inputted the lesson as co-teaching - 2
teachers teaching one group, but in fact it is divided lesson - 2
teachers teach 2 groups of students, each one has just part of
the whole class. To correct the problem, you have to input this

as divided lessons - 2 lessons, each one with just one teacher
and part of the class.

See also:

Do not cancel the lessons and do not specify substituting
teacher

In PC Substitutions if you do not specify substituting teacher
and also do not mark substitution as cancelled, then in
Edupage (and Class register) it is interpreted as teacher
absent from the lesson, so basically it will do what you want.
But one problem with this solution is that the printout from PC
Subtitutions will not indicate it as cancelled. You may use a
substitution note field to indicate that.

Use Substitutions Online instead of PC Substitutions

In Substitutions Online, if there are more teachers on the
lesson, there are 2 checkboxes for canceling the lesson,
where you can distinguish between cancelling whole lesson
and cancelling it for just one teacher.

See also: Substitutions Online

5.1 Is it possible to customize text: Unfortunatelly
the following teachers...

Go to print preview and right click on the page header:

O e © | it 00 BB Q@B
‘v;
Y

@ .

OO\ Substitution

wy Thursday 6. October 2011

Unfortunately, following teachers will not teach today
Fad Wowthy, Thomas Fischer and Jali Fermander

z
¥

Teacher Lesson  Reason _ Subject Class Type Substitutes

64 64 64

7 prn sbsent techers:
[Grfortunatl, loning teochers wi ot each tor: I~ oneron
I pr et cosses:

[ I~ oneron

7 Printthe note for the day.

Fontof the note

o ] o |

You can write your own text and you can specify if this text
shall be at separate row or if the names of the teachers shall
follow in the same line to save some space.

The software will print this text only when there is absent
teacher.

Also you can print absent classes and classrooms.

In version 2010 and before:
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You can write your own text in the settings dialog:

Settings

<118 Abf | General| Criefa] Firt |
Text n informaon Tor Siodents Teut can enfer the abserting
e 1 hers or lessans every

[Unfortun 1 will nol teach today:

Cancelled

They can absent entire
o they can absert enly
of cay. To acd & new
ferting teacher press

To sdjust deta skout
ferting teacher, double:
onthe nsme of the
ferting one. To remove:
bcerting teacher, press:

Absent List time (date], when the substiution was printed
ooy absent koday
Bhote print settings ate now available ot the Print Preview.

Fress the button "Columins” on the toolbar in order to specily the columns that should be visible in the
printout of o define the data order.

Use the RIGHT MOUSE button to format the table header or calumns and use the LEFT MOUSE

s
button to meve:the vitual lines separating the oohus o set the:ron height or the height of the table. | [, the teacher sbserts
¥

standthe 2nd lesson,

Timatable day: 5 A
v

5.2 Some teachers left the school? How can |

remove them from substitutions.

The teacher will stay in the database until the end of the
school year.

This allows you to print for example the whole year's statistics
or print the statistics from September, when this teacher was
teaching at your school.

However you can tell the software not to print some teachers.
Please check this picture:

asc Substitution 2012
F oS 0 9o b= =
i Teachers|spbjects Reasons of  Types of Add Remove | Startanew Backup Dayin | Options
absence substitution school year timetable
[ Name of the teacher [ swstwton [ | et [[ o |
L §  Abigal Weber j2d g A
b T AmnaHemandez o -y 5]
P /}\ L AntoneKistansen o LK (=]
4 T oramatonoty o B [
Sy T riennaWegrer o & =
§  Christopher Horvat o @ =]
Absent teachers: T CloraWeber o g []
I Jade Nowotny T Els Schneder o F: 2]
Unknown reason 1 Enrem o Gv 7]
b i e — = 2 =

5.3 Printing classrooms

The classrooms can be printed in two ways.

Classroom column
This way is simple and clear. You can add one more column
into the substitution reports that shows classrooms:

O e Q Uy s e L0 QlElE @ @
THURSDAY e o evious N icths Tmerables | Close
6.10.2011.6.10. 2011 poge page || Sorting |tbr sizes Oniine | preview

Teacher Lesson les  Signature

1

Quentin 2
Weber 3

4

Class column

If you decide not to use the classroom column, then the
classrooms are printed into "Class" column. However they are
printed only if there is a room change or if the lesson is not in
the homeclassroom:

D -

sy | () Selectyourreport
6.10. Q) >
THURSDAY ey L Today's substitutons.

| oneday

6.10,20116,10. 2011

\';

J o

O\ Substitution
/g Thursday 6. October 2011

Unfortunately, following teachers will not teach today
Quentin Weber

Teacher Lesson Reason  Subject Class Type  Subsitutes  Signature
1 - e [ocsoersssia | -
Quentin 2 Pn 7A78(GRS02)
Weber 3 - Ph 70, 7E (GR502 > §109)
4 Pn 6F,6.G (GR502)

This second aproach can be used to save some space on
smaller schools, where the teachers know the
homeclassrooms.

5.4 What is "Alternative layout™

aSc Substitution fully allows you to customize the printouts.

Also it allows you to keep two different layouts for the daily
printouts for teacher/schools:

T a
@) v s o v

Q 6.10. d @ Select your report =

[ Today's substitutions
By v E
HURSDA print |

e V/}\_
N/

= Today's substitutions

— =

& Today's substitutions - Infarmation for |

F¥ summany of substitutions

Absent teachers: |-.| Summary of absenting teachers

Quentin Weber
Unknown reason |-

By default this alternative layout has different column order
than the main report for teachers.

Here the first column is teacher that needs to be notified. So
for example the picture bellow tells the teacher Beatrice that
- her 5th lesson was cancelled,

- on 6th lesson she is covering teacher Antonio in 4.C

- her 8th lesson was moved to 7th period:
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sscsubsiution 2012 FCES
t < Main. Settings Help Preview Customize ™
O B O BT s e o Eme
L Print SR o0 S 7 B e Previous Next | Columns Widths TimeTables = Close
19.6.201219.6. 2012 page  page Sorting font sizes  Online Ppreview
; Substitution
Tuesday 19. June 2012
AN Unforunatel, following tenchers wl ot teach foday:
( h it A
N /4 Subsitves __Lmon _mser _swiect _cis e sosent st
5 - 1C Cancelled Cancelled
Apsentteachers: Beatrice 8 -oowm 4 Antorio
Antonio
x Unknown reason 4C, 4B, 4D
x Bestrice 13 87 VS YA(sea)
Unknoun reason rysaE
Bonnie 2 - Beatrice
June 3 - m 4D Antorio
Marianna 1 - oA el Beatrice
Mira 2 - M BAS2 Antorio
Susane 4 - M 4C(8) Antorio
Wendy 2 Ger 2B >
e
e mmE S e G Ve
Ready T

So this report shall be easier for teachers to find changes that
concerns them. The first report is more traditional for the
school administration.

5.5 How can | change word "Cancelled

This text can be customized here:

— ik

@ a2 FTe F O (t -
||| Back || Timetabies Teacners subjects Reasons o Types of Add Remove
absence  substitution

A

B = B

Starta new Backup Day in
school year timetabl

[ Mo | absent [ Coss [ subiect | Topeofsubst | Whosibstiute | Classroom

" : 1 QueninWeber  6.C/6DBoys Ph s109
i Settings 3|
w4

‘ — g

Text in information for Stagents

infortunately, folowing te: F teach foday:
[ List tme (date), when the substitution was printed Text:
SIS Line width PR [Fove |

Quentin Weber
Unknown reasc
1 nEnewn ressen More print settings are now available at the Print Preview.

Fress the button "Columns™ on the toolbar in order to spedify the columns that shouid be visile in
the printaut or to define the data order.

Use the RIGHT MOUSE button to format the table header or clumns and use the LEFT MOUSE
button to move the virtual nes separating the columns or set the row height or the height of the
table header

= [

See also:
4.7 How can | cancel the lesson

5.6 How can | set the width of the lines?

Click on the icon Settings in the right bottom. A dialog appears
where you can input line widhts:

Help
o e o - e =
Back Timetables Teachers Subjects Reasons of  Types of Add Remove Start a new Backup L—?Dllnn

Dayin
absence  substitution school year timetable

[ [ mo [ ssemt [ cass [ subsect | Typeofsubst | whosubstiute | Clssroom
LY ; 1 Quentiniweber  6.C/6.DBoys Ph = 5109
N /3

= E
Text in information for students Text:
= Cancelled

svesudoatittion was printed Text:
Line width 1 = Move

More print settings are now avaiable at the Print Freview.

nfortunately Q te:

Absent teachers:
Quentin Weber
Unknown reasan

Press the button "Columns” on the toalbar in order to specify the columns that should be visible in
the printout or to define the data order.

Use the RIGHT MOUSE button to format the table header or columns and use the LEFT MOUSE
button to move the virtual nes separating the columns or set the row height o the height of the
table header.

In version 2010 or before:

| General || Cmterlal prnt |

Text Tor students : Text:
[ Unfortunately, folloning teachers wil not teach today: [ cancelled ]

ist me (date) bbstitution was printed =

More print settings are now available at the Print Preview

senting teachers or
ey can absent entire.
nt only part of day. To
teacher press plus. To
enting teacher, double

teacher, press Minus.
absents the 1t and the
omes for the 3rd to the
s agai for the 4th, Sth

Press the button "Columns™ on the toolbar in order to specify the columns that should be visible in
the printout or to define the data order.

Use the RIGHT MOUSE button to format the table header or columns and use the LEFT MOUSE
button to move the virtualnes separating the columns or set the row height or the height of the
‘table header.

Timetable d;

5.7 How can | change the font sizes in aSc

Substitutions

Similar to aSc TimeTables, you can right-click on any element
in the print preview and change the font size and other
properties.

For example if you click in any column you can change the
size of the column header and regular column texts:
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/7
!
< Main  Settings  Help | Preview

Q 156 QO @Sﬂmwumnm Period O O 2 B E
WEDNESDAY . Today's substitutions -|/|| %2 one day B

print Previous Net || Columns Widths || Clos
s i page page || Sorting fontsizes || previe

Substitution

[printsetwp x|

Settings for the column Teacher

[Teacher
Absent teachers:

Marie

Font - Column header text |

ant Cnlumn

i el ABoCe

- area:
I o
I 1tdlic

I™ Underline

e

See also:

5.8 How can | force the program to automatically clip the texts
or make the fonts smaller?

5.9 How can | change the width of columns?

5.8 How can | force the program to automatically

clip the texts or make the fonts smaller?

The substitutions reports are usually displayed in tables, so
the question is what shall happen when some text is larger
then the cell.

You can of course change the font size, but this may affect
also other items for example all items in one column and thus
make the font unnecessary smaller to most items because of
one long text.

Because of this, in the Substitutions you can choose what
exactly shall happen. Right click on the item in print preview
and select:

@ e o e o
© u5 O G 100 8 @

WEDNESDAY i 2o e v

15.6.201115.6. 2011 oeae oo |Far P ronts:

- \5
Substitution
P /}\ Wednesday 15 June 2011

B

[feacher

H I~ Cutthe text outside of the area. ’
J

I print short.

The software will either

- reduce the font size for this particular field

- clip the text so that it cuts parts that do not fit
- or split the text into multiple rows

See also:
5.7 How can | change the font sizes in aSc Substitutions

5.9 How can | change the width of columns?

5.9 How can | change the width of columns?

In the substitution print preview you can move the lines
between columns to change the columns widths. The lines are
not visible, so just move the mouse between the columns, until
the blue lines is shown, then click to move it:

aScTimetables 2012 BETA VERSION ! DEBUG - [documenti] -ox
@ o sein o e
e Select your report Period ) o
L 20.6. &
© ms © G & e 190 & @
Print Previous Net | Columns Widths || Close
20.6. 2011-20.6. 2011 page P Sorting font sizes | preview
- =
Substitution
Monday 20. June 2011
—
Teacher Lesson  Reaspn| fsubject Class Type Substitutes  Signature
1 lines REL 1d Paid Matilda
2 liness REL 1c Paid Matilda
Jacob 5 linegs | | REL 4c Unpaid Mollie
6 line$s REL 4e Paid Gustav
9 linegs REL 3b Unpaid Melissa
2 Tr| M 4a, 4b, 4c  Unpaid Emil
. 5 Tr| M 1a, 1b, 1c, 1d Paid Emma
Marie
6 T Gz 3¢ Paid Lea
7 Tr| GZ 3¢ Unpaid Alexander
—J

Page 1

See also:

5.7 How can | change the font sizes in aSc Substitutions

5.8 How can | force the program to automatically clip the texts
or make the fonts smaller?

5.10 How to modify the columns/sort order?

The reports can be fully customized using button
"Columns/sorting":

| =
(
Main  Settings Help | Preview

R e

Customize~ X

6.10. 2011.6.10. 2011

Click here to add missing
teacher's, dasses and
dlassrooms.

Sortthe table rons by the folowing columns:

1. reacer =] ¥ Group the rows with the same value

The upper part allows you to define which columns you want
to print and using the arrows at the left side you can specify
also in which order.

The bottom part defines the sorting. You can select 4 columns
that will define the sort. For each one of these 4 columns you
can specify if the software shall group rows with the same
value.

See also:
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5.7 How can | change the font sizes in aSc Substitutions

5.8 How can | force the program to automatically clip the texts
or make the fonts smaller?

5.9 How can | change the width of columns?

5.11 Printing summary reports of absences and substitutions

5.11 Printing summary reports of absences and

substitutions

Go to print preview and select one the two summary reports:

e
{
Main  Seitings  Help | Preview

™ @ et your renart T
O s QG QO
O ameny % Summery of substiutions ||| 4 one month

print} Frevious Next
1.10. 201131, 10. 2011 page ge

You can also specify the timeframe for the calculation. Either
select the time interval from the combobox. Like "week" or
"month". If you need custom time interval, click on the date
range bellow the combobox:

~
(!
Main  Seitings  Help | Preview

sa0. Qg Eem (— 00 B8 @ @ |
THURSDAY ¥ summary of substitutions - | = Onemonth -

Frint Previous Next | Columns Widths TmeTables | |
pege page || Soring fontsies Onine | p
‘,;
) Summary of Substitutors

p 3 Saturday 1. October 2011 - Monday 31. October 2011
N Teacher Unknown type Move Supervision Total
H ADigall Weber - - - 010)

Ffina Hemangez - - B Ug

aSe Substitution 2012 - [document 2]

You can also select which reasons/types of substitution you
want to report:

/s g
O ey
QO s10. © ,,jp:‘

WEDNESDAY =

Customize ™

Period

-/ & onemonth
110201131, 10, 2011

Summary of absenting teachers
Saturday 1. October 2011 - Monday 31. October 2011

Teacher =S Training  Family care Total
Abigail Websr - - - - 000)

Anna Hemandez - - o) v Ao
Antoine Kristiansen - ] Print mmary of absenting teache x|
Brianna Nowotny

Brianna Wagner - - - amatiC tiors_C Days © ros@r) )
Ghristopher Hoval __ B
ClaWebsr - 6(1) ¥ Ufknonn reason
Elas Schneider - 5(1) vl
Einperez . B ¥ Tiping
Elizabeth Nowotny - 0@ v Fmiy care
Eiizabelh Schneider - B &
Gaescuz_______30) T ofertme
Hannah Wagner B B —
Hugo Garcia B B
JageNowony - 4() 0]

Jennifer Becker - 3 2()
Jessica Svoboda - -

Jodie Hofimann

Jodie Smith - 2()
Julia Becker -
Julia Femandez
Julia Kowalczyk
Kayleigh Brown -
Kajleigh Taylor - 50)
UinneaSemano - - - - 00
LinneaVanDyk - - - - 00
Lucas Brown - - - 601 6(1)
LucasDvorak - - - - [0
Lucie Hajsk - - - - 00
ase Subssu
Poge s prrees 610211 1558 TesEn
o —

Note: you can select if you want to show number of lessons
when te teacher was absent(doing substitutions), number of
days or both

5.12 Is it possible to print in Landscape? Portrait?

You can change the substitution page layout here:

7 a5c Sub
Q@
Main || settings || Hep

\ e =~ & B
Ho e @ W . < s Ao || =
Back Timetables Teachers Subjects Reasons of  Types of Add Remove Start a new Backup Day in Options|

absence substitution school year timetable

No. - Absent Class = Subject

\I_ Nothing to substitute
% - ==

Academic year : 2014/2015 |

Substitution for days  Show on startup

Typeofsubst.  Whosubstitute  Classroom r

Nobody is missing on:
13,

Clicke here to add missing
teacher's, dlasses and
dlassrooms.

© Teachers, who absent today

Teachers, who will absent tomorron

Print setuy
Thrsday ’ .
[@lFriday oAl ©
[ saturday
[ sunday [#Tooltp and texthelp
skin
aSc Substitution : 2015.5.5 E]

6 User interface

6.1 How can | switch to different day in aSc

Substitutions?

You can press the left mouse button on the date indicator and
choose one from three possibilities:

Ve
2 e QIO ©O

G : :
LhEL Bl Absent Tools View | Prnt Export Publish | Online  Questions?

help Comments? Write us
“  Goto to today

aSc Timetables.

Next
Substitution

No. Absent Class Subject
Nothing to substitute

Typeof subst.  Who substitute

B selectaar

=

Nobody is missing on:
156.

Click here to add missing
teacher's, classes and
dassrooms.

6.2 How to resize the substitution window(version
2010 and before)?

Please press ALT-ENTER or click on the icon in the right
bottom of the substitution screen:

£ aSc Substitution

1. Elizabeth Ma 6.c

€26 Substitution 3.6.05 - FRIDAY

ho. Absent Subject Type of subst.  Who sut

2, Eleabeth | Ha

|5 Elieabetn Ha
|5 Eibeth 1

Criteria Clara

Aasion Teaches the form
Approbetion
Joining
Duty.

M. lessonsiday

Statistics for this month:
Substided: 0o 00% 1
Hesshe abserted. 0

Faints (this yeary 0-0=0
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7 Settings

7.1 Basic settings
The settings dialog is open via menu Setting/Options:

Settings 3
General | Criteria | print

Substiution for days -~ Show on startup
[I8ondayi
Tuesday
Wednesday
Thrsday
Friday
[saturday
[ sunday

(@ Teachers, who absent today

O Teachers, who wil absent tomorron

o[a] oa}

Tooltip and text help
Prink classrooms

skin

Blus Book. v

Here you can specify for which days you want to do the
substitution. And you may also specify if you want to see on
the startup today or tomorrow substitutions.

Second tab allows you to define weight of each criterion:
7.2 Defining substitution criteria

7.2 Defining substitution criteria

The settings dialog is open via menu Settings/Options. Select
second tab in this dialog:

Settings 3]
General  Criteria | print

Criterion vl =

Assign 10
Teathes the form

3 g
Form teacher & 10
#Approbation T i
Exhaustion i) 30
Jaining 3 100

Duty i} 10000

Equable 3 10
substitution
Max, lessons(day 3 EY

¥ou can set the value of each crterion, The higher the value of the criterion, the more eigile
candidate is, The program lists the teachers For the substitution, the most eligible on the top, the least
ones on the bottor.

You can select the conareke teacher, the program offers you the list of available teachers, The most
eligble candidates are on the top of the list. To see more detaled description of criteria, press the
button - Criteria deseription.

[Criteris description. ] [ Sek the defaut values

Here is the description for each criterion:

Assign - this criterion is used to ensure that the teachers
don(1t substitute lessons far away from his actual schedule. If
e.g. the teacher is teaching 1st lesson and he goes to
substitute 5th lesson. Then (5-1) times the specified number of
points is deducted from his score because he has big window
created by this substitution. On the other hand if the
substituted lesson is in a window the teacher receives the
amount of points specified.

Teaches the class [ if the teacher teaches in that class he
receives the specified number of points. Sometimes it is handy
to have this teacher do the substitution because he is not a
stranger to the class; he knows the students and can even do
some work he didn(t have time before.

Class teacher [ as with the previous criterion, here the class
teacher receives the specified number of points so that he can
do administration work with his class.

Approbation (] teacher receives the specified amount of
points if he has the correct approbation

Exhaustion [ if a teacher is going to substitute this lesson he
can have more lessons in one row than specified in the
timetabling program. If this happens the specified number of
points is deducted from his total score.

Joining (1 if the teacher teaches the complementary lesson
and the subject can be joined the teacher receives the
specified points

Duty [ if the teacher is on duty at the time of lesson he
receives these points.

Equable substitution - the teacher receives the amount of
points, that equals to the number of substituting lessons in the
last month multiplied by weight of the criterion.
Max.lessons/day - a teacher can have a maximum number of
lessons per day specified. The teacher receives the difference
between this maximum number and the lessons he has on
that day multiplied by the specified points. This number can
also be negative if the teacher has more lessons than the max
on that day

7.3 How to change school year

When you upload substitution data from aSc Substitution to
Edupage/Timetables Online, sometimes you might get an
error message telling you that school year in aSc Substitutions
does not match with school year in Edupage. This usually
happens when you specify incorrect date as start of school
year in aSc Substitutions (e.g. you specify February 1st, but
your school year really started on September 1st).

You can fix the problem by manually changing school year in
aSc Substitutions - Settings - Options - General:

oY -
@ Main lS:ttmgs l Help
- =
N TN ; =1 o
@ aiTe & 9 - L = g(a
Back | Timetables Teachers Subjects Reasans of Types of Remove | Startanew Backup Da @ptions
timetable

absence  substitution school year
.\'
; I

P Settings

% / General | Criteria | Print
43

I Acaderic year

No. - Absent Class ~ Subject Who su

Nothing to substitute

Type of subst

===

L e e = |

Click here to add missit
teacher's, classes and
classrooms.

Substitution for days ~ Show on startup
[ Monday

@ Teachers, who absent today

(© Teachers, who will absent tomorrow

Print setur
¥ Thursday ” 2
@Friday o|A
7] saturday

[ sunday Tooltip and text help
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8 Spemfymg timetable If you want to keep last years data you can backup them using

the buttons in the same dialog.

8.1 How to start a new school year? How to specify

8.2 Our timetable has changed during the school

a start of the school year?

year. How to tell it to the substitution software?

The substitution keeps data for one school year (365 days).
So at the start of each school year, you shall initialize it for the Simply add a new timetable to the substitution:
next school year:

@/ i Help
7 aSe¢ Substitution 2012 - [documentl] z 6\ =3 0N N m " ﬁ g
5 e @ p F S| e | e B ok
—— = s  [mene e sucs rsns ot wmssor | s | meme | st e sssws ooy | oprons
4 1 o
@ @ - Q\x e \o - e [t E g absence substitution | Timetable | Timetable | school year imetable
Sack || Tmetables Teachers Subjedts Ressonsol Tpesf || A Remove || tartanew Faciup Dayin | opttons [ temofteimmbe | Vedfom  [mesb] Seeioddk [ueto tmesbicsan]
A September 2011 01092011-30.092011  demol =]
[ Mo | absent | s | subject | Typeofsbst | Whosubstitste |  Classroom Note 3 octeber 2011 OLI02011-3L082012  demol =
\Ir 1 QuentnWeber  6.C/6DBoys Ph - s109
) 2 Quentnwieber  7.A78Beys Ph
(/A 3 QuentnWeber  7.07E Ph - si09
2 ) 4 QuentnWebsr  6F/6.G Ph
AT The proces is the same as adding a first timetable.
There are only 2 more options this time:

This will erase the date from previous school year, but you can e e Bt oo
find those in backup. 1 P— [—
p Tmetble - I be used for substtutions.
The next time you want to add missing teacher the software ME'W (.Z e Tomerte: o1t )
. . time-off
W|” ask yOU fOr the new tlmetable fOI' the neXt schoo| year- m::zss:;::gﬁgue;.dﬂbaamevmdmdua“v,whenhﬁlsheEnsubshmbﬁ,wrwhenhﬁfshehasgwt

S if you start to use before defined substitutions tmetable (e.g. after the graduation's week, when
there was spedial timetable for this neek), you won'thave to define duties and tme offs again,

Option By another timetable’ use also schools with mut-week timetable.
3. Timetable for substitution from : 2 ~l[s

In version 2010 or before: =

Click on the diskette icon and click start a new school year:
1. You can specify time from which this new timetable is

valid and will be used at your school. You specify only start
date. If you want to have this new timetable valid for one week
only, then simply add this new and then add again the
previous one, each with its starting date.

2. Copy the duties and time-off: for each teacher you can
specify duties and timeoff in Substitution software. When
adding a new timetable you can say that you want these
duties and timeoff are the same as it was before, or that you
want to define them newly. If the new timetable is completely
different then it doesn't make sense to keep the previous
information, if it is only slightly changed then you can reuse
the previous duties so that you do not need to input them once
again.

Now you have to specify which timetable is valid for this new
year. Click the green plus icon in the left top corner. Adding
the first timetable will also ask you when the school year starts
at your school:

Click OK and you will see your new timetable in the
substitution:

Al ¢ & & © ¢ L al A

achers Subjedts Reasons of  Types of Add Remove Starta new Backup Dayin | Options

Nanmea the timetatle valid Fram

Back
absence substitution | Timetable  Timetable | school year timetable
B i | Niame of the tmetable [ vald from [ihetsti]  save todisk[ive to tmeables oni
Academic year :
3 A September 2011 01,08 2011 - 30,08 2011 femat: [=]
h! @ october 2011 01102011-5108 2012 femot: =]

&)

Nobody is missing on:

You can add absences and do the substitutions for any date.
However now the software will know for each date, which

Notes: . "
aSc Substitution is yearly based so it will always initialize to timetable shall be used to calculate substitutions.
one school year. Notes:

Page 22/27



aSc TimeTables - Online Help

- if you specify new timetable will be valid from 11th November
then all the substitutions later then 11th November will be
deleted. The data before 11th November will be untouched.

- After adding the timetable the software will check and may
show you some messages. For example it will tell you that the
new timetable has some more teacher's or that some
teacher's are missing.

See also:

2.2 How to specify a timetable so that the substitution software
knows which one we are using at our school?

5.2 Some teachers left the school? How can | remove them
from substitutions.

8.3 Today is Monday but our school decided to use

wednesdays timetable

For each day in the substitution software you can manually
change the day (week/term). This timetable day is then used
to determine what has to be substituted.

Use menu Settings/Day in timetable, then use the arrows at
the bottom of the dialog:

S o e

8.4 Holidays

You can mark some days as holidays, the software will then
not count these into statistics:

a ) oo | om | wbea | tweorsimt | wiomtwue | cewoor | e |
¢ Notog o st
m % bays |
N’ Py o

29512 TUESOAY 3

303,12 WEDNESORY v o

Si5.2 RSN Thusdy  Weeka 3

Lei2-rRDAY iy Weeka o

26.12-SATLROAY 03

61w Woriay WeekA Temi vemer Yer

5.2 TuESDAY Ty Weekn Tem 1 vemer Yo

612 WENESDAY  wedesday  WesATemi  wemer Yes

76 R TRON  Thrsy  WeekA Temi vewer Yo

sei2-FDAY iy Weeka Tem 1 vemer Yo o

6.12- DAY 0

11612 WODAY oy VoA Tem o

Fon T Weeka Tem 1 vemer o s

+ + +
12612 TuEsoAY Tuesdny ek Tem 1
+ v Close.

8.5 Change the timetable for specific time only

By default when you add a timetable you only specify the first
date from which this changed timetable is valid.

If you know that this timetable will be only valid for one week
and they you go back to the normal timetable, you can use
button Advanced:

P~
@ u Help

[ Do msent | Glass Note
[ 71 3 1EF 1ok
] \\ e ~. N = ¥l 2 o
[oee oornmeme Wt [Tom e e 5 = — L e\ by : 2 ‘
J = Sopib sy Back | ||Tmetables| fachers Subjects Reasons of  Types of Add Remove | Startanew Backup Dayin || Options
5015 0= MDA a0 absence  substitution Timetable | f| Timetable || school year timetable
315,10 -MONDAY VieskA _Tem1 6 5er 2 =
16,10 -TUESDAY WeekA _Tem1 6 isapr ) = T T P —
2.6.10 - WEDNESDAY WeeskA Temi  6_isapr B | Selection of substitution timetable x|
36,10 “THURSDAY WeskATem 1 6 tSeer n s ¢ a =]
46,10 -FRIDAY WeekA Tem1 6_iseor B Title : [T
e0-seoay 5 m i
6.6.10 - SUNOAY ©
ol se W : Timetabie
5630 - TUEAY Tuesday WeckA Temi 6 iSopr I Select tmetable, which wil be used for substtutions.
9.6.10-WEDNESOAY ___ Wiedvesda WeekA _Tem1 6_iseor 0% Holidays
10.6.10 - THURSDAY Thursday VieskA _Tem 1 6 _t5er 0 » 2 [ ——
116,10 - RIDAY Frday WeekA Tem1 6 tsapr ) | = 2.9, 2011 ~
12.6.10 - SATURDAY i Start
13.6.10 - SUNDAY i o 518 2012
136,10 - MONDAY Moncay Week A Tem1 6 isapr % & :
15.6.10 - TUESDAY Tuesday WeskA Tem1 6 9 EE ) -
e —— — sdvnced =
+ + )
15.6.10 - TUESDAY Tuesday Viesk A Tem1
v v v Close
T
BT LA Lk AT > > af

Every time you change the day(week or term) the program
asks if the following days should also be shifted.

In online substitution, you can change day/week/term in
similar way.

Mon 171102016 x

Day in timetable:

and specify the end date:

Selection of substitution timetable x|
Tite : -

1 Select tmetable

Timetable

Select tmetable, which il be used for substitufions,
2. Timetale for sbsiuton fom: o5 o1
Start

unti 5318 012 ~

—_—
3 & New

Dutesand ¢ By another timetable 4

tme-off
Vi can set up for each teacher individualy, when he/she can substitute, or when hefshe has got
the substituting duty.
Sa i you start to use before defined substitutions timetable (2.0, after the graduation's neek, when
there uwas spedil tinetable for this neek), you won't have to define duties and time offs again.

Option By another tmetable’ use alsa schoals with muit-week tmetable.

See also:
8.2 Our timetable has changed during the school year. How to
tell it to the substitution software?
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9 Other tasks

9.1 Is it possible to use Substitutions over the

network?

Yes it is.

You can share the c:\timetables folder and run the
substitutions from a network drive.

On the other PC you can create shortcut like
"G:\timetables\roz.exe -Z1" where G is the network drive.

This allows the substitution to be used from any number of
computers using the same database by one user at a time.

9.2 Overtime lessons

You can mark some lessons in the aSc Substitution as
"overtime". The software then calculates how many times the
teacher was missing.

Go to teachers section in aSc Substitutions and click the
duties column. Then mark which lessons are overtime:

S~
@) Main
\ T ~, 5
L9 & T - -
Back | Timetable| [Teachers|subjects Reasons of Types of Add Remove
absence  substitution

Help

= =
G = =
Start 2 new Backup Options
school year

Dayin
timetable

| Neme of the teacher [ substiiton |
& Abigai Weber Y
% AmnaHemandez o

T Antore ssansen o>

L‘L.Lm
BB B
[

T srme towory EZ

PRI Time off - Brianna Wagner |
Nobaody is missing on:
o J T chi

Click here to add missing
teacher's, classes and L E o
classrooms. T e

Capten: <K Duty

O Overtime

T uie Useleftandright mouse buttons to set.

* Cannot

§  ouic Theorybadaround shows the actual tmetabie

C
g |F

o
g

T

P = T )

At any time later you can print the summary of absencies. This
report can show how many times the teacher was absent
during the lessons marked as overtime:

& 610 V=

THURSDAY

of absentng teachers

nting teachers
onday 31. October 2011
Nobody s m hson Total
610, 00
Cick hre to 3dd missing B 0(0
{excherscoses 0 0
: P 0
0
=]} 0
Eli: 0
0
i} 0
0
0
J 0
3 0
J 0
0
0
J 0
B e o)
Kayegn rayor 0(0)
Linnea Sanchez - 0(0)

9.3 Email and SMS notification

Timetables Online users:
See this help topic:

Users using Edupage without Timetables Online:

aSc Substitutions now allows you to send email or SMS
notifications to teachers to let them know what they have to
substitute.

1. Setup emails or phone numbers.
Go to section teachers, double click on teacher and fill in the
phone or email:

Name ;

<3010

Abkirzung : Mann

Name des Lehers

Vertreten

Andy S

g

er ksnnen Sie
Klasserlehrer der Klasse

At v
Anna B

en kann.
das Symbolin

Aindern

AnneMarie i

Antanio 87

i Dienste.
das Symbol
en

Beatrice. hed dindern

Bonnie o

Brad oY

Carmen oY
cathy o
Cindy o
Claudia h2d
David B
Denna s

Elizabeth o

Durchsuchen

Evelyn hed 1

Gary

oooooooonoooooooose

Gizzelle [ emailt | glison@hotmai.com tel.t | pog4ssdss

2. Publish the substitutions.
In section print, press button Publish:

44 aS¢ Vertreting,

<3010

Heukiges Vertreten
< Enzeing Zeien stehen fir

Heukiges Vertreten - Informetion fir Schdler Y,

Heutige Vertretung - akernativer Entwuf

Gesantheit der Yertretungen

Gesamtheit der Fehienden

Export - Fehlende und Yertretung

Gesamthekenexpork

Expart in HTML

More on publishing the daily substitutions can be found here:
Publishing substitution on EduPage

3. Select who will be notified.

After publishing a webpage is shown. Mark the teachers that
you want to send email or sms and press button "Send
messages":
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| A'Green field school - SUBSHtUtion - MicTosoft Intarnat Exploren - X' | A'Green field school - CUStomize - MICTosort nternat Explbren

Fle Edt Mew Favertes Toos Help Fle Edt Mew Favorites Toos Help &

Qo= - () [%] B D O serch G Fovories [ TYT rrp ————————— v B

Q- Q HEAG ) search 7 Fovorkes = F it |1 hetpfiroz3000. echupage orgisubsttutonjinform. pho

Green field school Green field school

Main page
EduPage.Org “fou have successfully published the substitutions on your WWW page.

Ltnenbuny If you want to send email or SMS messages to your teachers involved, please press
Contact the button "Send messages"

About school

Sam reacher [emai | vobile phane
Calendar Alison disoniphotral.com 0904554454 Wertreten 3110, 4.Ger 2.4
Timetable
Substitution

_Mainpage ____g |
EduPage.Org
Photoalbum Poslat SMS

“aur remaining SMS credit: 87. Buy more SMS credits

Contact
About school [

News Subrmit Query

Calendar

Timetable

Substitution

Classes

Teachers - Time Phone rent

Andy andy@haotmail.com 08408083 Wertreten 31.10.: 3.Ger 2.8/2.0

g At anitaghotmalcom  [7] 94848983443 Vertreten 3110, S.Ger 48
Teachers

Exam/Homework “four remaining SMS credit: 88. Buy more SMS credits

Subjects

oy

P Note

blaBla Teathers' emails and phone numbers can be inputted in the substitutions software.

Exam/Homework || 2007-10-31 141235 0042194848993443 Vertraten 31.10.: S.Ger 4 8

Subjects
9 2007-10-31 1412:30 0042198498983 Vertreten 31.10,; 3.Ger 28/2.0

Grades

Map | 2007-10-31 14:12:95 (0421904554454  Vertreten 31.10.; 4.Ger 2.4

blaBla

v e Suplovanie 25.10
Classrooms 7/ 2007-10-26 13:08:57 00421905637682 &) o

Classrooms

Flease check the help on sending emails and sms messages. Help

Stats Stats Suplovanie 25.10.
. - & 2007-10-26 13:07:52 0042150563762 6.C/6.

Maturita Maturita
3Ma 6B

— s administrator, you can customize — S e 2508,

i . o | i 6.C/6.0
LOnze these pages. Your visitors wil not see || Settings for all pages ULty / 2007-10-25 17:37:06 0421905637682 S'fy) 7A//7 B
this section. See also this online help.

Sunlnvanie 54,10 v

=

@ Incermet

& @ Incermet

4. Sending See also:
While sending a progress is shown where you can see which 9.3 Email and SMS notification

email or SMS messages were shown: 9.5 Supervision substitutions

|2 Green el STHool= SUETUTion “MICTOSOL Internet ExploTer

2 When a teacher is absent and this teacher had some
QO W@ G Port Yo~ (@ : : supervisions planned, the software will show a separate line
for each supervision that needs to be substituted.

Green field school

Main page
EduPage.0rg
Photoalbum Donel (7
Contact
News B sms (0o04ss9454) 07

Calendar 1| EMALL (alson@hotmal.com) (7
Timetable

You can setup a teacher to substitute this supervision in the
same way as for normal lesson.

2/3 Belicova 5.F

Substitution

Classes

Teachers B cms (ooave0e3) o —
Exam/Homework [ | EMAIL (ancyBhatmal.com)
SUToE - 0102 3 4 56 7
-
Grades it
nita
Map Fr o)
LR B s (04mema93443) (7
Classrooms [ | EMAIL (anita@hotmal.com) (7 Bc
Stats
Maturita he
Login Ha
Customize
Hi
£ Ho
€] Done. 0 Internet
Ju
Kr

After all messages, press button "Show the substitutions". Kp
This will bring you to the webpages with your substitutions.

See also:
9.4 Email/SMS history

9.4 Email/SMS history

You can view all emails or SMS messages you have sent from
aSc Substitutions. It is also possible to export summary of the supervision. Both

absent and substitutited supervisions are provided in total
Go to control panel section Email/SMS history. count and total minutes.

A screen with all SMS/Email messages will appear.

For SMS messages you can also see the actual delivery
status. You can see if the SMS has already reached the
teachers mobile:
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10.1 What's new in aSc Substitutions 2007
Note: these new features were introduced in version 2007.11
on October 11th 2006.

This list is about the substitution software. See also new
features in aSc TimeTables:

Absences:

You can now specify that classrooms are missing. The
software will then prompt you to do the substitution for this
classroom.

3.4 How to input absent classroom

It is possible to add more absent teachers/classes/classrooms
at once.

3.5 Adding more missings at once

Substitution

The software now suggests that lessons can be moved earlier
if the students and teachers can do so.

4.2 Transfer suggestions

You can now modify any lesson. You can change subject,
move it to another period, change classroom or teacher. You
can also manually move the lessons.

4.3 Manually moving/changing the lesson

The right panel now automatically shows the timetable for
class

4.1 What is shown in the top right corner?

Printing

New column that prints classrooms

5.3 Printing classrooms

New report that allows you to print alternative today's
substitution layout

5.4 What is "Alternative layout"

Other small improvements
Double click sorts the lines
Tooltips were added to each lesson in the right panel

See also new features in aSc TimeTables:

10.2 What's new in aSc Substitutions 2008

Dear users

we are happy to release yet another free upgrade to all our
registered customers.

The new version of aSc Substitution software brings three
main new features:

1. Supervision substitutions
If teacher is missing, you can also specify who will substitute
his/her supervisions.

More details here: 9.5 Supervision substitutions

2. Ability to change any lesson
Clicking on any lesson in the right panel now allows you to
change this lesson:

This allows A->B->C exchanges.

3. Email and SMS notification.

It is now possible to publish the substitutions on the internet
easily with one button click. This service is hosted by aSc so it
doesn't require any web design knowledge:

O

Also right after the publishing the software provides you the
ability to send email or SMS messages to the teachers to
notify them on the substitutions they have to make.

More details here:
9.3 Email and SMS notification

Note: This functionality is limited in some countries, please
feel free to contact us to find more at info@asctimetables.com
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10.3 What's new in aSc Substitutions 2012

The what's new list was combined for all the modules and can
be found here:
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