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Introduction 
This guide looks at the Absence tool in Fronter. This tool requires the administrator to 
have configured some settings for the school, which are described in a separate 
guide. We will see in this guide how teachers and students use this tool.  
 
Fronter is being continually developed and improved. As a result, this may produce 
discrepancies between the documentation and application. This guide has been 
written for Fronter version 81. 
 
 
Good luck. 
 
Lillehammer, January 2008 
Steinar Hov/Georg Ranhoff 
 
Lesson grid or No lesson grid - that’s the question  
One of the key settings that need to be configured is whether to select a lesson grid 
or not. The administrator previously entered the details of the school day’s duration, 
lesson by lesson.  
This created a grid where the teachers themselves chose where they would mark 
their register. 
 

 
 
It is now possible, however, not to select this grid and leave it up to individual 
teachers themselves to register their lessons.  This creates much greater flexibility as 
it allows for the duration of school days to vary throughout the school year. 
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The lessons which individual teachers register as “their" lessons can also be shown 
in the calendar in Fronter. There will also be a link from this to the Absence tool.  
 
It is therefore crucial that the option Lesson grid On or Off is selected at the start of 
the school year and that this option remains unchanged for the whole duration. 
 
The examples given below will show absences being r ecorded without the 
lesson grid. It is, in fact, only the actual visual  presentation of the lessons on 
screen which is different from when the lesson grid  is used.  
 
General overview 
The Absence tool must be placed in the top row of buttons (Personal toolbar) for 
subject teachers, tutors and students. If this button is missing you must ask your 
administrator to add it. 
 
The screen will look roughly as follows: 
 

 
 
Once you have clicked on the Absence tool, you will see a screen where absences, 
remarks on tidiness/behaviour and grades are recorded. 
 
The different roles a user can have will produce different screens and functions. We 
will now take a detailed look at them. It is naturally assumed that the administrator 
has configured the initial settings for the school. 
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TUTOR 
Tutors can record absences, as well as override absences recorded by subject 
teachers (for instance, make a lesson absence a whole day absence). Tutors can 
also look at, but not change grades given by subject teachers. It is also the tutor’s job 
to set grades for tidiness and behaviour. The different functions available to tutors are 
now explained below. 
 
Recording absences - role: tutor 
 
Overview 
 

 
 
Tutors will see a screen similar to the one shown above. This provides an overview of 
all the absences for the students in the class. The absences have been recorded in 
this case by the subject teachers or tutor.  
 
A key to the symbols is given right at the bottom of the screen: 
 

 
 



 5 

Recording absences 
 

 
 
The tutor can record absences in this screen by clicking on the relevant box. You 
should note in particular that Lesson absence appears at the top of the window. It is 
important to note that this absence will not be linked back to any subject. The reason 
for this is that it will occasionally be necessary to be able to record absences that will 
not be linked to a particular subject.  
 
If an absence needs to be recorded as a whole day absence, this must be entered by 
clicking at the side of a box (lesson).  
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As already mentioned you simply click in the relevant box (lesson) and choose the 
correct absence code. As an extra check, an animated field is displayed right at the 
top of the screen, indicating the action that has just been carried out: 
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This information bar disappears automatically after a short period. Each box is saved 
automatically. 
 
Show all lessons 
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If you check Show all lessons on the far right of the screen, all the lessons registered 
for the students and all the absence details will be displayed. This is particularly 
useful if you select Student view. This then allows you to form a picture of the 
absence record for each student. 
 
Navigation 
You navigate through the screen by using the arrow keys on the left or the dropdown 
menu on the right: 
 

  
 
Absences for individual students 
To look at the absence record for an individual student, you can: 

·  either click on the student’s name: 
 

 
 
·  or select Student view from the submenu: 
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You should note that a picture of the student/student will appear if one is included in 
the contact card. 
 
 
GRADES – role: tutor 
If you click on the Grades tab only the list of students will appear. If you then select 
each student in turn their subject and term grades will be displayed: 
 

 
 
You will also see the grades that the subject teacher has given when they have been 
published for the students. The administrator can also configure a setting which 
allows the tutor to see all the grades which the subject teachers have given (for his or 
her students). 
 
ORDER (Behaviour, Tidiness) - tutor 
As tutor, you are given access to remarks (about tidiness and behaviour) which the 
subject teachers have made by selecting the Order (Behaviour, Tidiness) tab. This is 
also where you give grades for tidiness and behaviour. To be able to see the details 
for each student, you need to either click on the student's name or select Student 
view from the submenu: 
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The details are displayed as follows: 
 

 
 
Subject teachers can also add remarks about students. This is described in the 
section Order (Behaviour, Tidiness) - subject teachers. 
 
As in the case of the subject grades, you must also specify the final grades to be 
given by selecting Settings in the top right-hand corner: 
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The same screen as for other grades is displayed: 
 

 
 
These options help to create fields for the grades: 
 

 
 
The grades are recorded in the “usual manner” by selecting the appropriate one from 
the pulldown menu, after clicking in the relevant cell. 
 
There are checkboxes right at the bottom of the screen for making the grades 
available to the students: 
 

 
 
SUBJECT TEACHER 
Subject teachers can record absences for the students in their own subject groups. 
They can also record grades and comments about students’ tidiness and behaviour. 
Detailed descriptions are given below of the various tasks involved. 
 
If the school has chosen to use a lesson grid all the subject lessons are displayed in 
a compact grid for all teachers. The teachers then record absences by clicking in the 
relevant box and selecting the correct absence type. 
 
Those who choose the other solution, not to have a lesson grid, will not have any 
boxes for them to record absences in until the individual teachers have registered 
their subject lessons. This is an easy task, which can be done very quickly as it is 
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possible to repeat entries. We will first take a look then at the tasks that need to be 
carried out. 
 
Absences with no lesson grid - role: subject teache rs - Initial tasks 
Setting up lessons 
Subject teachers must register their subject lessons themselves. They do this by 
selecting the Weekly schedule view option: 
 

 
 
Subject teachers first need to choose a group where they are going to insert their 
subject lessons in the weekly calendar. In this instance, we are choosing group 
Subject group: General Chemistry Students and we need to set up the subject 
lessons, i.e. create a timetable for this group. 
 
The steps involved in the registration process are as follows: 
 

1. Specify the subject name (if you do not complete this field a code from the 
administrative system will be used). 

2. Specify the day of the week and the time of the lesson. 
3. Description and Location are optional additional information that is displayed in 

the calendar. 
4. This entry can be repeated by selecting Repeat schema.  

 
There are two types of repetition: you either specify the number of times to repeat it 
or repeat it for the whole term. 
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Number of times to repeat: 
 

 
 
Repeat until end of period: 
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There is a checkbox in the top right of the screen: 
 

 
 
This will display lessons that students in this group have with other teachers - 
preferably to avoid creating duplicate lessons for students. This will still probably 
happen, for instance, with optional subjects. 
 
Once the timetable has been entered by the subject teacher, this will make it easier 
to record absences: 
 

 
 
Subject teachers can now record absences in the yellow fields. To make it easier to 
view the list, the Show all lessons option can be unchecked so that only the teacher’s 
own lessons are displayed. 
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Editing the timetable 
The timetable can also be edited if you first click on the relevant entry: 
 

 
 
Settings 
It is possible to edit the absence calendar view to display, for instance, the absence 
rate on the far right of the screen: 
 

 
 
The Settings option is available in the top right corner of the screen: 
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The basic principle in this case is to first select a group and then check the items you 
want to be displayed: 
 

 
 
You must also specify the number of subject lessons for each term for this group if 
you want to have the absence rate calculated. 
 
Recording absences - role: subject teacher 
 
Group view 
 

 
 
Subject teachers are given the same overview as the tutor, but they will not be 
allowed to amend or edit absence information recorded by others or in other subjects. 
There is a key at the very bottom of the screen for the absence codes you have to 
choose from.  
 
As already mentioned you simply click in the relevant box (lesson) and choose the 
correct absence code. As an extra check, an animated field is displayed right at the 
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top of the screen, indicating the action that has just been carried out: This information 
bar disappears automatically after a short period. Each box is saved automatically. 
 
If you hold the cursor over an entry you will see who recorded the absence and which 
subject group it applies to: 
 

 
 
As you can see from the screen above, some of the absence codes are highlighted in 
grey. These are absence details that you cannot amend in this screen since they 
have been recorded in another subject group. This means that, in this case, they are 
locked to you as a subject teacher with regard to amending them. 
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Student view 
To look at the absence record for an individual student, you can: 

·  either click on the student’s name: 
 

 
 

·  or select Student view from the submenu: 
 

 
 

 
You can also indicate that you have “marked the register” even if no students were 
absent. You do this by clicking in the top field on the lesson (the yellow box right 
under the weekday) which has been created: 
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You must then click on Absence registration done. This allows the tutor to see that 
the subject teacher has marked the register. All the boxes in this column are given a 
distinct border colour to highlight this. 
 
The lessons registered by the individual teacher can be displayed in the relevant 
teacher’s (and student’s) calendar (weekly view). This means that both the teacher 
and students have their own timetable in exactly this calendar. There will be a direct 
link to the Absence module: 
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A separate setting must be configured by the administrator for showing or hiding 
absence information in the calendar. Some users feel that it will contain a huge 
amount of information, so they prefer for this view to be disabled. 
 
GRADES - subject teacher 
 
For subject teachers to be able to record grades in a subject, they must first set up 
tasks for each test, hand-in etc. These tasks are not linked to the test tool, 
assessment in the hand-in folders etc., but are a standalone feature of the Absence 
tool.  
 
The Add task option is available in the top right corner of the screen: 
 

 
 
 
You can enter a title (and even a description if necessary) and specify the date for 
the relevant task: 
 

 
 
 
Note: 
Just a few of the title’s characters are displayed in Group view: 
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Once this task has been saved, new ones are ready to be registered. After several of 
these tasks have been registered, the screen may look as follows: 
 

 
 
When you are finished, click on Back to display the list. As you can see, the headings 
are rather short and may not be very meaningful, but you can select the relevant task 
from the drop down menu on the far right of the screen. 
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You then just need to click in the relevant box to record the grade. You must select 
an option from the dropdown menu which automatically appears. 
 

 
 
The box on the right is intended for additional grade codes: 
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There is also a comment field for a further description/assessment of the student’s 
work. 
 
IMPORTANT: Remember to click on Save to keep the information you have entered! 
 
You have the Publish grades for student option right at the bottom of the screen. If 
you check one of the boxes the grades will be made available to the students. You 
can therefore make your assessment in peace before you deliver your “judgement”. 
 
The following screen shows what the situation might be like in the middle of a term: 
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If you click on Student view or on the student’s name, you will be able to see the 
details exactly how the tutor sees them, but only for selected subjects: 
 



 25 

 
 
Recording term and final grades 
In this version of the Absence module fields have not been created automatically for 
recording term and final grades. This is due to a new way for setting grades where a 
subject must have either two term grades (where the subject is being continued into 
the next school year) or it has a term and final grade (subject not being carried on).  
 
You must choose yourself from the settings available which grade fields you want to 
be displayed on screen for recording grades for the relevant subject: 
 

 
 
As you can see from the screen, it is possible to check two boxes each term. You 
must only check the boxes for the grades going to be set in the relevant term. If this 
is a course which is finished or due to finish during a term, you must check both the 
term grades and final grade boxes. This does not mean that there is a final grade in a 
term, but that it is exported along with the grades from the term. 
  
If a subject not being continued is going to be ended during a term with a term grade 
and final grade, the boxes must be checked as follows: 
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The most common options will therefore be: 

1. Term grade for both terms. This is for subjects being continued during the next 
school year: 

 

 
 

2. A term grade for the first term and a final grade, which must be awarded along 
with the term grades for the second term. 
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Comments on grades 

 
 
You can add comments to the grades if you enable Comments after selecting a task. 
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Order (Behaviour, Tidiness) - subject teacher 
 
When you click on the Order tab the group view will appear: 
 

 
 
To add a remark, whether it is about tidiness or behaviour, check the box in front of 
the name of the student or students who are going to receive the same type of 
remark. Then click on Add remark: 
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A new screen now appears, showing the date, the type of remark (tidiness/behaviour) 
and the subject lesson. At the top of the screen you will see the names of the people 
whom the remark is being recorded for: 
 

 
 
The screen may look as follows after a number of remarks have been entered: 
 

 
 
The codes are shown right at the bottom of the screen and are displayed to the right 
of the remarks. For instance, Ben Andersson has arrived late for the lesson once,  
has been late handing in once and failed to hand in an assignment once. In addition 
he has one behaviour remark. 
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If you click on the student’s name in Group view: 
 

 
 
or select Student view: 
  

 
 
you will see the details of the remarks for each student. 
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Report - subject teacher/tutor 
The Report tab will provide you with the opportunity to compile various reports. A 
number of options allow you to tailor reports to different needs. 
 

 
 
If we select the options shown above we will get the following type of absence report: 
 
 

 
 
An extract from a grade report might look something like this: 
 



 32 

 
 
Remarks are displayed as follows: 
 

 
 
We recommend that you try it out so that you become confident using the different 
types of reports that can be compiled. 
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Students 
Students can access the Absence module and published grades if they have the 
Absence tool in their personal toolbar. The screen below is an example of what the 
Absence module will look like for a student: 
 
Absences 
 

 
 
Grades 
 

 
 
Order 
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