
the shown document below ist the 
Wochenzettel“ , not the K stchenplan“

Wochenzettel

Masterliste

Wunschliste

Wochenzettel

K stchenplan

- the Wochenzettel“ wil be upoaded weekly, it gives the tour data
- Admin can upload new schedule from this screen 
- File format to be uploaded - pdf only. Success message should show.
- Uploaded documents should always be viewable in their original for detail 
verification.
- Example file see above
- From Wochenzettel file, data need to be extracted:
1. column: Date
1. column: Time
2. column: Number (if available)
3. column: Type of tour
5. column: Customer (if available)
10. column: Language
11. column: pre-assigned guide (if available)

Upload Wochenzettel 
KW 01 
(01.-07.01.2024)

Upload Wochenzettel 
KW 02 
(08.-14.01.2024)

Upload Wochenzettel 
KW 03 
(15.-21.01.2024)

and so on… 
(mabe use a 
date selector)



please show the Calendar Week“
(number of the week in the year)

show the Calendar Week

Very good! And please use the German time format, 
example: 15:30 Uhr".





one tour can 
only be in one 
language. 
in this example: 
not DE and EN - 
it would be 
either DE or EN. 
(but there can 
be two different 
tours with 
different 
languages 
beginning at the 
same time)

1. Assign
2. send Mail (manually 
review and edit the 
mail before sending!)

3. Mail sent

needs to include a 
manual trigger to send 
the emails. In the first 
step, the guides are 
assigned, and then in 
the next step, the 
sending of the emails is 
triggered manually, 
after being reviewed 
and edited manually.

the process should also 
include the ability to 
make corrections, such 
as unassigning a guide 
or changing the 
assignment 

please show the Calendar Week“
(number of the week in the year)

also in the calendar view, it needs to show the language

better use: not 
assigned“

- Time: Use the German format, 
not "3.30 pm" but "15:30 Uhr".
- Date: Use the German format 
with the weekday. Example: "Fr. 
22.03.24" (Mo/Di/Mi/Do/Fr/Sa/So. 
day. month. year). 4.1. accepted

or 
4.2 declined
second button: 
cancel 
assignment

Type of Tour
(taken from the 
wochenzettel“ 

3rd column) 

tour x

standard tour

tour y

tour z

…

coulumns: 1. day (with date), 2. time, 3. available guide, 4. type of tour, 5. language, 
6. button 1 (assign, send mail, mail sent, accepted / denied), button 2: cancel assignment 

with date!

Wochenzettel

Wunschliste

Masterliste

K stchenplan

Heidelberg Schwetzingen Mannheim

first button:

G

G

G

This is the K stchenplan“! It gives an overview.

Assign Guides here

Download 
K stchenplan

include buttons in the first email sent to the guide, allowing 
them to either accept (German: annehmen“) or decline 
(German: ablehnen“) the offered tours.

Thomas

Thomas

Thomas

Thomas

Thomas

Thomas
not assigend
tours



Use the German time format, example: 15:30 Uhr".

do ony show G for Groups, if the tour has a Booking number in 
the Wochenzettel (if the second column of the Wochenzettel“ has 
a number filled in)

Use the German time format, example: 15:30 Uhr".

do ony show G, if the tour has a Booking number in 
the Wochenzettel (if the second column of the 
Wochenzettel“ has a number filled in)

note that SK“ is only an example. Find the correct 
abbreviations for each type of tour in the type of tours“-list 
(shown at the end of this document)



import via masterlist, not manually

The availability will be retrieved from 
the "Wunschliste" file parsed from 
the emails.

Wochenzettel

Wunschliste

K stchenplan

Masterliste



Please ensure to follow the format, order, and 
German labels from the original sample document 
below. 

Masterliste

Wochenzettel

Wunschliste

K stchenplan

Heidelberg Schwetzingen Mannheim

Art“
(abbreviation
- taken from list 
type of tours“)

Uhrzeit“
(Time - taken 
from 
Wochenzettel“, 

first column)

F hrer“
(- assigned in 
this app)

Kunde“
(Customer - 
taken from 
Wochenzettel 

5th column 
Firma“, if 

available)

Sp“ 
(Language - 
taken from 
Wochenzettel“ 

10th column. 
Use German 
abbreviations 
with 1-2 letters, 
e.g.: D, E, It, Sp, 
F, Ru, Jp, …)

Per“
- stays 
empty!

Art Wh“
- repeat of 
1st column

Bemerkungen“
- booking number 
from 
“Wochenzettel” 
2nd column  
+ type of tour from 
“Wochenzettel” 
3rd column
, if available

Example:

KiSo 15:30 Uhr Max M ller Fa. Muster D KiSo
#93465078826,
Abenteuer im Schloss 

Art
Uhrzeit
F hrer
Kunde

Sp
Per, this column stays empty

Art Wh
Bemerkungen





this is not the Tageszettel“!

I think you mean the type of tour“ list, 
this will be uploaded

Wochenzettel

Wunschliste

Masterliste

K stchenplan

Type of tour

Heidelberg Schwetzingen Mannheim



Wochenzettel

Wunschliste

Masterliste

K stchenplan

Type of tour

this document is outdated, do not use it. it just gives an idea of the 
correlation between type of tour“ and abbreviation


