Administrator guide
Fronter 82
This documentation was produced by Fronter as — www.fronter.com

This document can only be copied or distributed electronically according to contract
or agreement with

> fronter

News in volume 82 of this leaflet:

Create contact from org.unit

Yo [ a1 a1 = (o] o U o {= TP U PR 1

L (=1 Tot T PP PP PP PO PPPPRPPPPPPPPPO 3
What thiS COUISE IS ADOUL: .......eeiiiiiiiiiit ot e e et e e e e st e e e e e e s anb e e e e enans 3
Yo [ a1 a1 = o] g o] ) SR 4
(D72 110110 o LT RPN 4

[ (01T (o =Ty 0] o = L T[T 6
T2 1 YT 0T USSR 7

Y =T oTo) [0 P-4V Tod T To SRR 7

[ [T | L= o (U= 1o o OSSR 7
Creating OrganiSAtioN UNIES .........iii i et e et e e e e e e e e e e e e e e e n e e e e e eeeaeaaaas 8
GIOUP STTUCTUIE. ...ttt e oo oo e ettt ettt bab e oo oo e e e e e aeeeeeeeeaetbaba s e e e e eaeeeeeesnbbnbnn e ns 10
Group Structure — PrMAry SCROOL ..........uuiiiiicciiiiiee ettt et e e e e e e e e e e e eeeeeeeeas 10
Group Structure — SECoNdary SCROOL........ ... oo e e e e 11
Group Structure — Higher EAUCATION..........oii ittt e e e e et eeeeeeeeeeeas 13
RIGOLS iN the GIOUP SEIUCLUIE .....eeteiieiiiie ittt et e e e e e e e e e e e et bbb et e e et eeeeeaaaaaaaaaaaaeasasaaaannnn 51
Large installations (Higher education, university,local COUNCIIS) ........covvviieeeeeiiiiiiies e ee e 19
COrTIAOrS/TOOMSIIUCIUIE ......eeiiieieiietie et ee sttt et e s st e et et e s sme e e san et e e sane e e s an e e e e asre e e s snneeenanneeennns 21
Corridor/roomstructure — Primary SCROOL...........coiiiiiiiiiiie e e e e e e e e e e e e e 21
Corridor/room structure — Secondary SChOOI ........cooviiiiiiii i e 22



Corridor/room Structure — FUIhEr @AUCALION .......coeieiiiiie e e e e e e e e e e e e et e e e e e aaanaaees 23

Corridor/room structure — Higher @dUCALION........c...uuiiiiiiiiiiiiccccce e e e e e e 24
F o TS (o I T 1 o (o] £ PSP PP PP PPPRTRI 27
Searching iN the SIIUCTUIE ..o ettt rr e e e e e e e e e e e e s s e s s e e nneneeentenesnereeeeeees 28
Top administrator/AdMINISITALOL ... ....cooi it e e e e e st r e e e e e eeaaaaaaaaeaeeas 30
LI (ST O0 1 = i f =T 1) (= RSO 31
Create new member one by one from personal toolbar...............cccuiiiiiiiii e 31
Create new member one by 0ne from Org.UNIt ... oo e e e e e e 33
Creating INSEANT USEIS. ... ittt ceee ettt e e oo oottt e e e ae e e e e e s e e s aa e e nnnnnbeebeebseseeeeeeaeaaaaanan 34
IMPOrting CONtACES MANUAITY ...ttt e e oottt e e e e e e e e e e e e e e s e e e sa e nnnnnneenbeeneees 93
= g o] [T Te T @] o] r= Tox £ J00 ORI 42
TS o T o0 1 -V PSP 43
SYCT-T (o I (o] =1 1] o oo ) ] 2= ox (PR 44
(D= o (Y T=To] =] g 0] g1 - Tt OO 44
L LTS g (=T ] o] = (=PRSS 45
LI T o= T3 = o =SSR 48
Creating NeW 100l PACKAGE ........coee e e e e e e e e e e e e s e e e e ere et e e e eereetaeaaeaaeaeeseeseeaannnnned 49
Personal tOO] PACKAGES .......cooiiiii i eeeee ettt e e e e e e e e e e e e e e e e e e eae et et e e e e e e ae e e e e e e e e e e aa e nnanabrnbeeeaeeas 51
ROOM tOO0] PACKAGES ...eieiieeeiieii e eme ettt ettt e e e e e e e e e e e e e e e e e e eaaaaaeeeeeeeeeaaaaaaaaeaaaeaaaaannnnnnnbsnbensaaeas 52
L= =] oo = T {0 To ] 1 o PP UUTU RPN 55
ACCESS FGNES 1N FOOMS ...ttt ettt ettt e et e e e e e e e e e e e e e e e e e e eaneeeeeaaeaaaaaaaaaaaaasaaaaaaannnensbbeeeseanans 58
Enrolling participants iNTO @ FOOIM ......... i ettt e e e e e e e e e et e b ee e e e e e eeaaaaaaaeens 60
ENrolling groups iNEO FOOIMS .......uuiiiiiiiiiie et e e e e e e e e e ettt ettt e e et aaaaasaa s e nnsnsbebbesbeeseeeeeeaeaaaaaaaaaess 60
ENrolling SINGIE PEOPIE. ... .coi it e et e e e e e e e e e e e e aaa s aa e e b et a e e e e rreaeeaaaaeaeeeaeaaeaannnn 62
RV Z=T 5 T g oo 011 £ ][ PP 63

L@ TPV P TP P PP URURPPR 63



Preface

This document is about an administrator’s tasks and options in Fronter. The target
group is administrators in primary and secondary schools as well as further and
higher education.

The examples will seek to illustrate familiar problems, and we hope that you will nod
in recognition to a lot of what is presented here. Where there are significant
differences between the different educational levels, these are clearly kept apart. This
refers to topics like organising of rooms and people. Other places there are big
similarities, such as controlling of rights, and these are therefore dealt with together.

Fronter is in continuous development and improvement. Therefore it is possible that
discrepancies may occur between documentation and application. This guide is
written for Fronter 82.

We hope you find this guide useful.

Oslo, August 2008
Steinar Hov/Ingun Vaglid

What this course is about:
In this course we will deal with the following main areas in detail:
- Different structures
Access rights
Importing users
Enrolling participants in a room
Tool lists
User templates

Fronter is a very flexible system which will allow you to create a virtual school
building in many different ways. Typically, many start by creating an organisation unit
where only a few rooms are in place and a small number of users are created. When
other colleagues at the school want similar net based opportunities, a new
organisation unit is created, new users are added in rooms etc. Such a procedure
has a tendency to end up needing a big tidy up sooner or later, because after a while
it becomes too complicated and difficult to maintain. Experience has taught us that
certain basic structures are preferable to others.

Furthermore, access of rights is an important tool for controlling the options in
Fronter. It is quite simply about "who is allowed to do what”.

Importing users shows how we can create users who will not be transferred via
synchronisation.

We can create several different tool lists suitable for different target groups.

User template is a useful and powerful tool in order to deal with several contacts at
the same time.



Administrator rights

If you are the top administrator in an installation you will have access to all the
functions in Fronter. For a large installation like a college, university or a local council,
there will be very few people with this right. Typically, several people will have
different administrator roles for limited parts of the structure.

It is important to plan right from the start how a larger application should be run. If a
strong central control is chosen the roll out process is easy, but this will increase the
pressure on the top administrator and often give very little flexibility further down in
the organisation. If a strong decentralised approach is chosen this will mean more
work in the rolling out phase, with training of local administrators, but this gives the
option of great local freedom and minimal support needs from central level. We have
seen that many colleges have decided on something in between, depending on size,
geographical spread, local resources and how independent departments and
institutes appear.

It is especially the dealings with users which will have to be controlled in a very firm
manner. Not least does this apply to those installations which have synchronisation of
data between their administrative systems and Fronter. In principle this is where all
information should be updated in the administrative system, so that user data only is
transferred to Fronter.

However, often dealing with information relating to employees can be exempt from
such a synchronisation, and the updating takes place in Fronter. There are, however,
installations that deal with everybody in an administrative system, so that Fronter at
all times is updated with correct information such as name, telephone number etc.

Definitions

Contact
Everybody who are registered in Fronter, as teacher, student, customer, contact
persons, administrators and so forth, are to be viewed as contacts.

It is the number of contacts with log on rights (normal user) that control the licence
use.

The contacts are organised into groups, whish in turn is the basis for lists in the
contact register and for limiting the searches in the register. The groups with contacts
are also used to allow rights in the organisation units (departments) or in the
corridors. The contacts are invited into Rooms as single members or as members of
a group.

Grouping of the contacts

As mentioned above, contacts are put onto groups. An example of this could be a
class consisting of named students/pupils/contacts or a department in an
organisation hierarchy. The group is used to keep it tidy and to maintain known
groupings.



The members of a group can get common participation and rights in a room. Rights
in connection with contact administration (groups) and the Fronter building are also
allocated to groups.

The groups can be established in a separate structure, which reflects how the school,
firm or organisation organise their staff and pupils/course participants.

Organisation Unit
Organisation Units is a common name for Groups — Corridors - Departments

You must have as a minimum administrator rights in order to have access to this
choice, which is accessible from the Admin -button

Here it is mainly about two types of organisation: contacts in groups and the
organising of rooms in corridors. The organising is very flexible and demands that
one has in advance studied the build of the structure.

The building of the structure works in a similar way to the building of a folder
hierarchy on a storage medium, like the file manager. This gives us the opportunity to
divide the groups and the "building”, by using main nodes, which is recommended
because of the overview.

The graphic symbols are:

(1) Node
(2)  Corridor
(3) Group

B | Faculty of Social Sciences (FoS5)

{1 }EJ Bachelar of Business Administration (BBA)
{2}£ BBA - rooms

| Faculty of Television Production and Film Studies
Eﬂ"J 02 MUC Employees

= |03 MUC Students (imparted)

E"J FoSS Students

E‘J BBA - students

{3} (4] Students: BBA 2004-2007

o |4 Students: BEBA 2005-2003
= | BBA Students - Subjects:

The group part

Establish and structure the users according to known groups in other systems or
generally outside of the data systems. One contact can be a member of several
groups.



How to best organise?

Fronter allows you to mix Room and Contacts (users) in the same organisation unit.
In small organisations this will work fine, but you will quickly experience problems
trying to keep an overview. We therefore recommend that you establish separate
structures for Room and Contacts.

Not like this:

| Moosing University College

F—'"J 01 Departtments

e LRC e

@] MUC - Far all:

1@ MUC - For employees:

1@ MUC - For students:

H | Faculty of Health and Social Work (FoHSW)

LRC allows both people and room.

More like this:

= Moosing University College

E"J 01 Departments

1@ MUC - For all:

“1@| MUC - For employees: Modes/corridors
& MUC - For students:

H- | Faculty of Health and Social Work (FoHSWY)
- | Faculty of Sciences (FoS)

| Faculty of Social Sciences (FoS5)

|| Faculty of Television Production and Filim Studies
UL WL Employees

- |03 MUC Students (impaorted)

= |04 MUC Students (manual)

E‘J FoS Students (manual)

""" [&] MUC Group 1

Modes/users

A/ MUC Group 2

J FoS5 Students (manual)
|05 MUC Student organisations
|06 MUC Resources




Here is an example of how to organise a
primary school: Manual groups and
Policy Groups will contain people,
Fronter Resources will contain some
specialised tools in Fronter, while Rooms
will contain the different corridors with
their attached rooms.

E||:| haoosing Primary School
|:| 01 Manual groups
|:| 02 Fronter Resources
|:| 03 Policy Graups
|:| 04 Rooms

| 0B Imported groups

In this example you will see the basic
structure for a secondary school. In
addition to the traditional Room and
Manual Groups there are a few more
nodes — we will get back to them later.

= | Moosing Secondary School
] 01 Manual groups

|:| 02 Fronter Resources
|:| 03 Palicy groups

|:| 04 Roams

|:| 06 Imported groups

Here you will see the basic = | Moosing University College
structure for the college in = |01 Departments

Lillehammer. Here there is a
sharp distinction between

~@| MUC - Far all:

rooms/ corridors and users. 8] MUC - For employees:

+1

()

| oy N ey R iy I o S ey |

~@| MUC - Far students:
f-| | Faculty of Health and Social Wark (FaHSW)
#{ | Faculty of Sciences (FoZ)

H| | Faculty of Social Sciences (FoS5)
~[_| Faculty of Television Production and Film Studies
02 MUC Employees

F- 03 MUC Students (imported)
i |04 MUC Students (manual)

A ] 05 MUC Student arganisations
f- |06 MUC Resources




Creating Organisation Units
You can create an organisation unit in the following way:
Click on the admin button:

j‘j My page @ My e-mail a. My contacts E My calendar D My archive @ See who's online: 0 @ My portfolic
Choose room... B! @Gc lAdﬂqin =Help ®logout W
3 -~
Note

Only administrators have got this tool — "normal” teachers/students/pupils have not
} got it.
The basic principle is that you click on the organisation unit where you will be
opening a new one on the next level:

B[] Masjonale CF-administratorer ~

&[] DE - Deutchland Org. unit ] Preferences I Tools | - e ‘ﬂrg.unit
EH{&] DK - Danmark ~
D Fl - Finland [] Moosing University College Modify Move Delete

Created by: Steinar Hov

B[] INT - | want a room! !
Allow to create: Allow corridors and groups

'ED MO - Norge
#{] SE - Sverigs

L_+1 System [# Access rights!
E-[_] UK - England

Description:

Give other access in this org unit

Ld Heath [ ritie Gontsct acoess Room sccess

[ Moosing Primary School @ 7 - Guests View contacts Room Supemnvisor Modify
E? ] SF'“,”,Z' // Remove

£{] 01 Departments Contacts which have inherited rights from a higher level

[tl|:| 02 MUC Employees E_Administrators Top admin Super-User Go to source
B[] 03 MUC Students (imported)

-r+"|:| 04 MUC Students (manual) Hr Access rights for this org.uniti

'+]|:| 05 MUC Student organisations Communities and groups access privileges this group has in the organisational structure N

e e L b

-] 06 MUC Resources —a’e

-
L =

Have a look at the details in this picture, Faculty of Science is highlighted. A new
organisation unit will therefore be created on the level underneath. You will also see
that in Access rights FoS Fronter administrators (with their members) have been
given special rights for both contacts and corridors. At the bottom you can see that
there are groups that has inherited the rights from a higher level — and this is the
members of the group Administrators and MUC Fronter administrators.

For now we will just observe this fact because rights will be mentioned in detail later.

You create a new organisation unit by clicking on the choice on the right — after you
first have chosen the correct level on the left hand side of the picture.



COrg. unit I settings I Tools I Absence, grades and order ]

|| Moosing University College
Title: MLIC - For students:

Description:

Corridor (contains roam)

[ Group (contains cantacts)

Allow to create sub:

O corridars and groups
O coridors

O groups

@ none

Save| Cancel |

Here you must place a tick for Corridor (with rooms) if this organisation unit is to
contain rooms. If it is to contain people you must place a tick for Group. Itis — as
mentioned earlier — quite unusual to tick off for both at the same time.

In the bottom part of the picture you will see that you can choose whether to allow
create different types of sub levels here.

Some prefer to number the organisation units to get them to appear in a particular
sequence (they are sorted alpha —numerically).



Org. unit I Settings I Tools I Absence, grades and order ]

|| Moosing University College
Title: BBA Students

Description:

[ Carridar {contains raom)

[ Group (contains contacts)

Allow to create sub:

O coridars and groups
O cortidors

@ groups

O none

Save| Cancel |

In the example above neither of the two options have been ticked — so this is to be
viewed as a node, which therefore can not contain people nor corridors, in order to
create a well organised structure. But the option at the bottom means that we can
create sub level which contain groups (people).

Group structure

Now we will look at different examples of organising groups of contacts. Size and
complexity of the structure will be very different from a small primary school to a big
university. The examples below are meant to be just that: Suggested ideas and
advice for how this can be organised. The needs of your own installation may of
course be quite different to these.

Group Structure — Primary School
We look at the group structure at Moosing Primary School:

The first part — Manual groups - contains | [ = | tdoosing Primary Schoal
the teachers in different roles. =101 Manual groups

g Administration

In addition all teachers are collected in o
""" |2 Franter administrators

the org. unit Teachers.
= | Sharing good practice - MPS

J bath Teachers - MPS

----- (& PE - MPS

10



Under Fronter Resources we see org
units for the practical tools Infofronter

and Templates - more about these later.

EIJ 02 Fronter Resources
. [4] Infafranter

""" |4 Templates

And lastly we will see that under Policy

Groups where we will find the groups for

all pupils and all teachers.

==

E‘J 03 Policy Groups
- 2] Al pupils - Moosing PS

""" |&] All teachers - Moosing PS

In Imported groups we have the
classes/contact groups.

|06 Imported groups

F—'"J Contact groups
1A 3NS

]3P

-3 4ER

(B 4Tw

1A 5GH

-[Bl5YT

Group Structure — Secondary School
Look at this structure from Moosing Secondary School

Here you will note that some of the
nodes have been opened (click on the
+ symbol in front of the node) In
active, daily use Manual groups will,
from experience, be the one in most
use, which is why is has been placed
first.

The little person symbol ("The Lego
figure”) shows that the org unit
contains contacts — this was in fact
ticked when it was being created.

Caretaker is in this case a collection of
administrators (several org units) who
all have the rights to administrate their
own corridor. This right means that the
caretaker of a corridor has got access
to all rooms, as well as being able to
create or close rooms.

organisation

= | Maosing Secondary Schoal

E'"J 01 Manual groups

E‘"J Caretaker

-1 4| Fronter administrators A

| 4| Fronter administrators hMedia
~|&] Fronter administrators Science
~1 4| MSS Fronter administrator
| Employees

A At teachers

~|&] Librarian

14| Media teachers

-1 4| Office personel

4] Others

4] Science teachers

14| Teachers

= | Pupils

4| International contacts

| &] Pupil arganisations

11




By Fronter Resources we mean a
collection of practical tools in Fronter,
like Infofronter, User template and
WebForm. Infofronter is used to
publish information from Fronter onto
an open web page. Inventory Booking
is a collection of resources we can use
in the calendar. User template is
practical if we wish to streamline the
formation of average limits for a group
of users. Webform is used for different
forms of enrolling

E"J 02 Franter Resources

4] Infofranter
|&] Inventory Booking

""" |&] Template users

""" |2 ] Wehfarm

We will see that under Policy Groups
where we will find the groups for all
pupils and all teachers..

E‘J 03 Folicy groups

g All pupils - Moosing 33
""" |2 All staff - Moosing 55

Here we can see all the classes with
their pupils. Here each pupil will only
appear once, namely in their own
base group/ class.

Bl |05 Imported groups
B | Contact groups
~[&] ¢1001

-4l ¢1002

~[&] C1003

(3] 1004

~[&] 1001

-1 4] 01002

~[&] D1003

~[&] E2001

~[3] E2002

Here we have the contact teachers for
each contact group.

=[] Contact teachers
~lalc1oo1 - CT
-4l c1o02 - CT
-4 C1003 - CT
-4l c1004 - CT
~lalDoot - CT
-4l D002 - CT
-1 4] D1003 - CT
- 4| E2001 - CT
-4l E2002 - CT

12




Subject groups is the organising of all
subject groups with pupils.

=] Subject groups

B At (P)
~[&] Art C1001 (P)
[&] Art C1002 (F)

----- (&) Art D2002 (P)
| Science (F)

~[&] Bialogy A1003 (P)
4] Cheristry E3001 (F)
~[3] Math ¢1001 (F)

14| Math C1002 (F)

~[&] Physics C2002 (F)

Subject teachers is the organising of
all the subject teachers

E‘J Subject teachers

~[A] Art 1001 (T)
~[A] Art ¢1002 (T)
~[&] Art D2002 (T)

E‘J Science (T)
4] Biology A1003 (T)
~1 4| Chemistry E3001 (T)

~[&] Math C1001 (M)
~[&] Math C1002 (T)

~|&] Physics C2002 (T)

Group Structure — Higher Education

In a higher institution like a college or university there are a number of departments,

institutes etc, which require a tidy organisation. Here is shown the structure at
Moosing University College, where the staff and students are kept clearly apart.

Within each department there is also a necessary division.

= | Moosing University College
J 01 Departments

"J 02 MUC Employees
|03 MUC Students (imported)
=] 04 MUC Students (manual)
J 05 MUC Student arganisations
"J 06 MUC Resources

13




Here we can see a cross section of
the organisation of one faculty,
FoSsS.

Since the spread is quite wide it is
important to use the abbreviations
that normally is used at that
institution, like FOSS, FOSHW etc.
This makes the search in the
contact register, enrolling of users
into rooms etc as easy as possible.

= ] Employees - FoS5

14| FoS5 - Employees - BBA,
4| FoS5 - Employees - Guests
4| FoSS - Employees - Histary
14| FosS - Employees - Philosophy
4| FoS5 - Employees - Social Science
14| FoS5 - Employees - Travel

Since the college has got so many
departments there have been
created a number of administrators
who each have got rights within
their own department.

E'J Fronter administrators

~ 4] FoHSW-Fronter-admin-BCCWY
| &] FoHSW-Fronter-admin-BSE
-1 4 FoHSW-Fronter-admin-BSW
~| 4| FoE5-Fronter-admin

~ 4| FoE5-Fronter-admin-BEA

| 4] FoS5-Fronter-admin-BE

-1 4| FoS5-Fronter-admin-BPAP

~| 4| FoE5-Fronter-admin-BTT

- & MUC-Fronter-admin

Different resources can
successfully be organised under a
separate node — MUC Resources

E‘"J 05 MUC Resources
|| FoHSW resources
~_|FoS resources
| | FoSE resources

~[&] FosS - Booking
j FoS3 Infofronter users
2] FoSS Template users

""" |&] Fo55 WebForm users

| FoTPF resources
B | Shared resources

The students are automatically
transferred via a synchronisation
with the study administrative
system. In addition it could be
appropriate to create some extra
groups, like Visiting Students,
Exam Candidates etc. These will
require some manual work.

=] 03 MUC Students (imported)

E'"J FoS5 Students

"J BBA - students

ElJ BBA Students - Subjects:
EJ International Econamy

| Macroeconomics

~[2] 000 Interational Economy 20023
4] 000 International Economy 20033
----- |4/ 000 Intermational Economy 20043

14




Rights in the Group Structure
Rights can be controlled in a very detailed way in Fronter. We are now going to
concentrate on the group structure and look at actual rights that we can set there.

You have the following options:

Contact
access

Mo access

Mo access

View contacts

Survey reporting right
Absence contactteacher
Absence teacher
Survey access

Contact creator
Administrator

This is how these settings work:

No access You can not view the contacts in the
relevant group

View contacts You can view the contacts in the group
(names etc)

Survey reporting right This is a rights which is attached to the
Evaluation tool (mentioned in a separate
leaflet)

Absence contact teacher You can record absences and order for

the group, write reminder letters etc. This
right is also used in ILP - Individual
Learning Plans.

Absence teacher You can record absences, order as well
as marks for the pupils in the group. This
right is also used in ILP.

Survey Access This is a right which is attached to the
Evaluation tool (mentioned in a separate
leaflet)

Contact creator You can create/ keep updated contacts
with limited access

Administrator You have all the rights to update

information as well as rights for contacts

Additional information:

The two rights Absence contact teacher and Absence teacher are also used in the
ILP tool. If absence is not used, but you wish to start using the ILP tool, then these
two rights can be turned on in the admin module.

15



Generally speaking this is how to do it:

First click on the org unit which is to be given access of rights.
Then choose the org unit which is to be given your chosen rights

Finish by choosing the correct level of access rights

In the example below we see that these points are:

We choose Bachelor of Business Administration as org unit

Then we click on Give other access in this org.unit and browse through to

FoSS-Fronter-admin-BBA

Then you choose the right Room Supervisor. (You choose No access on

Contact access since this is a corridor/node).

Mathhaster Pilot ' [ Org. unit ] Settings ] Tools ] Abzence, grades and order }

[ New arg.unit

1| boozing Primary Schoal
| Muoosing Secondary Schoal
| Moosing University College

[ "] Bachelor of Business Administration (BBA)

Creatad by: Stefinar Hov
40_1 Departiights Allow to create sub#corridors
8] MUC- Forall Description:

] MUC - Far employees:

@] MUC - For students

|| Faculty of Health and Social Work

|| Faculty of Sciences (FoS)

|| Faculty of Social Sciences (FD‘SS)/
(=) J;‘;ﬁ:“o e

|| BEA - rooms
|| Faculty of Television Praduction ami

[ 102 MUC Employees

103 MUC Students (imported)

|04 MUC Students (manual)

|05 MUC Student arganisations

|06 MUC Resources

Contact sccess

[ name
[ EFaSs Fronter-admin-BEA

Remove

Contacts which have inherited rights fram a higher level

Mo access

fCHIA - CF -
Guests

Room acoess

Room Supervisor

Super-lser

Modify Move Delste

e others access in this org.unit

Maodify

Go to source

Goto source

Go to source

Go to source

Go to source

What we achieve is that the Fronter-admin for BBA have access to all rooms in this

branch and can create new rooms and corridors.

Here we see a slightly different access right setting:

(8] Project Corridor 2 [ Org. unit I Settings I Tools T Absence, grades and order w

@_—] Mews org.unit

B ] SE - Sverige

-'E [=] System

B[] UK - England

| Dema Area
Health

Higher education

[&] ANl pupils - Moesing SS
Created by:

3| ICT Business
| Mathhdaster Pilat

Maodify Move Delste

Import members Import e-mail accounts Resign Enrol

Moosing Prirmary School
Moosing Secondary School
101 Manual groups
1|02 Fronter Resources
03 Paolicy groups

i
|04 Rooms

- B[ |06 Imported groups

[ Hame Contact access
[ ® Teachers

[ B4l pupils - Moosing 55
Remaove

Contacts which have inherited rights from a higher level

Contact creator

Wiew contacts

Room aecess

Mo access

Mo access

Give others access in this org. unit

Maodify
Modify

Firstly we have the org unit which contains all the chosen pupils. Then there are two

allocated rights:
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The teachers have been given Contact creator as the right to the group All
pupils. This means that via settings for the contact card the teachers have the
right to keep certain fields in the pupils /students contact card updated. This
could be name, e-mail, password, etc. If the data for the pupils/students come
from an administrative system, these rights must be very limited.
The pupils have been given the right View contacts within their own group. It
means that that the pupils can search for all other pupils in the contact register
— this is standard setting for all the groups (everybody in a user group can find
the others by searching in the contact register).
Amportant. |
. A right which is set within an org unit will also be inherited downwards to all |
. underlying levels.

In the next example there is a separate org unit which is called Inventory Booking.
The "members” here are 4 video cameras which staff are able to reserve. In order for
these to be visible in the list of resources they have been given the right View
contacts. We need to do this because they do not appear in the same group and are
therefore invisible to each other.

& "
+‘ 2] Systermn _ Org. unit l Settings T Tools T Absence, grades and order 24 Mew org.unit
: UK - England
ﬂ Dema Area [Z] Inventory Booking Modify Move Delete
| H?a“h . Created by r Steinar Hoy
|| Higher education Allow to creafe sub: groups

@] ICT Business

| Mathtaster Pilot

|| Moosing Primary School
1| Moosing Secondary School
101 Manual groups Search
|02 Fronter Resources .

~[Z&] Infofranter
&l Terplate users
[&] Webform

[]03 Palicy groups

|04 Rooms
Resign

108 Imported groups

| Members_.i

Impott rembers Import e-mail accounts Resign Enrol

Sumame, First Name Username E-mail

Videocamera, Canon BJ103

amera, Canon Super 99

Videocamera, JY'C 007

B 3 = = [

Widedcamera, Sony Handycam

Moosing University College
- 8] The tools - and some fun % Access rights|
18] ¥ - Kursdokumentasjon
(1% _nanmembers Pl Contact access Room acsess

7 - Customers as guests (read only in singl B [ Tos o R — e Modify

7 - Guests
Remave

|&] 7 - mal for enkeltbrukere med tilgang til noe

Give others access in this org unit

Look below at the org unit which contains the pupils. There are no rights set here, but
the highlighted field shows there are rights set at a higher level, which are therefore
inherited downwards. We can see that the org unit Teachers has got the right View
contacts, and therefore all the teachers can see all the pupils on this level and the

levels below:
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@] Praject Corridar

- | SE - Sverige

#22] System

=] UK - England

~ @) Demo Area

B[] Health

B | Higher education
|| ICT Business

B[] Mathhdaster Pilat

B[] Moosging Primary School

| Moosing Secondary School

B[] 01 Manual groups

B[ |02 Franter Resources

EM]03 Palicy groups

o

Al |

[E] Al staff - Maosing S8

B[ |04 Raooms
B |06 Imported groups
B[] Moosing University College
@] The tools - and some fun

~@] % - Kursdokumentasjon
~{ 4] ¥_nanmembers

[&] Z - Customers as guests (read only in singh
(B8] Z- Guests
~[&] Z - mal far enkeltbrukere med tilgang til noe

~{l Recycle bin

Oryg. unit l Settings ] Tools | Absence, grades and order ]

[ Mew arg unit

[&] All pupils - Moosing SS
Created by: Steinar Hov

te s@b: groups

- Search

Mo result from sgarch, search again

[® Access righ ]

[ name Contast assess

[ ®.Teachers Contact creator

[ BLAI pupils f Moosing 55 Wiew contacts
Remove

Contacts which have inherited rights from a higher level
0 Top admin

Admi

Ademini

Adrm

Tinistrator

istrators igtrator

administratorer t creator

Wiew contacts

H Teachers

Modify Move Delete

Import members lmport e-mail accounts Enrol

Give others access in this org.unit

Room acoess

Mo access Modify
Mo access Modify

Goto source
Goto source
Goto source

Go to source
- Go to source

m Supervisor

Mo access

If you click on Go to source you will get to the level where this right has been set.

] Project Corridor

F- | SE - Sverige

-] System

= UK - England

@] Demo Area

E{_| Health

¥ Higher education

|@] ICT Business

E{ | Mathhaster Pilot

E{ | Moosing Primary Schaool
=] Moosing Secondary Schaool
[ 01 Manual groups

1102 Fronter Resources
1103 Policy groups

“[4] Al pupils - Mogsing 55
“[&] All staff- Moosing S5
1104 Rooms

|06 Imported groups

Org. unit T Settings T Tools I Absence, grades and order W

[ Newr arg. unit

|| Moosing Secondary School
Created by Steinar Hov
Allow to create sub: corridors and groups
Description:

¥ Access rights

[ Hame
[ ®.MSS Fronter adrministrator
[ @ Teachers

Rernove

Contacts which have inherited rights frarm a higher level
Top admin
Adrministrator

Contact aceess
Adrrinistrator

Wiew contacts

[ Administratars
E LK - CF-administrators

E.DE/CHIA - CF - adrministratorer Contact creator

Modify Move Delete

Give athers access in this org unit

Room access

Room Supervisor hadify
Mo access Idadify
Super-lser Go to source

Room Supervisor
Room Supervisor

Go to source
Go to source

Here we will see that the right has been set on top level, which is Moosing Secondary

School.

In the next two examples we will have a look at the special right which is attached to
absence recording. The Subject teacher should be able to record absences within his
own group of pupils. This is why there is a separate org. unit for each subject group,
where the subject teacher is a member:
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=] -
i 1B e tanual groups 2 [ Org. unit | Settings | Tools | Absence, grades and order 5 Mew org. unit
|02 Fronter Resources
[ 103 Palicy groups =1 @i
[&] Biology A1003 (P} Modify Move Delete

8] All pupils - Moosing S3 Creatag™y: Steinar Hov
, :
_Al Al staff - Moosing 55 Allg to create sub: groups
H_|04 Rooms scription:

08 Imported groups
1| Contact groups | % Member

| Contact teachers Import members Import e-mail accounts Enral

. [ Subject groups Il Search

B[] A (P Mo result fram search, search again
|| Science (F)

oy

Eiolog . v
& Chemistry — ) b SR o .
hath 1001 (F) Give athers access in this org. unit
| Math C1002 (P) L hame Contact sceess Room scess
: (] Physics C2002 (P) [ @ Bialogy A1003 (T) Suhject teacher Mo access Modify
L [ Suhject teachers [ @ Bialogy A1003 (F) “iew contacts Mo access Modify

Rights have been set for Contact teacher in the same way:

L] All staff - Moosing 55 o Org. unit ] Settings I Toolg I Abgence, grades and order ] I New arg.unit
04 Rooms
=] TIDE Imported groups 5] c1001 todify Move Delete
F1| Contact gﬂas’-/—'é:iatei by Steinar Hoy
wkic1on) Allow th create sub: groups
~[E]c1002 Description:
~[3] c1003 N
(3] 104 % Members|
~[&] 01001 Therejare 10 members in this group Impart members Import e-mail accounts Resign Enrol
(3] D102 v
~[E] D1003 i€5 Access rights_z
(3] E20 Give others access in this org.urit
(5] E2002 [ inaae Contact acoess Room aceess
T.J Contact teachers OO0 =001 - CT Contact teacher Mo access todify
E—_] Subject groups [ E.C1001 “iew contacts Mo access hadify
B At (F)
B[] Science () m
EJ Subject teachers Contacts which have inhetited rights from a higher level

Large installations (Higher education, university, local councils)

In a large installation it will make sense to delegate authority to the different
departments/sections. At Moosing University College we have a number of
administrators who have the rights to control the group structure which involves Staff.
This example shows the Faculty of Health and Social Work:

Org. unit T Preferences I Tools 1 Mew org.unit
[] Employees - FOHSW 44— Modify Move Delete
Created by: Steinar Hov
Allow to create: Allow groups
Description:

¥ Access rights
Give other access in this org.unit

[ Title Contact acoess Room acosss

] ® FoHSW-Fronter-admin-BCCW Administrator Mo access Modify

] m FoHSW-Fronter-admin-BSE Administrator Mo access Modify

[ m FoHSW-Fronter-admin-BSWW Administrator Mo access Modify

L1 ]

e e A At
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Here you will see that the three groups FOHSW-Fronter-admin can administrate the
user accounts of the employees in that department. It also means that they can
create users for staff (in that department).

If we look a bit closer at the local administrators we have this set up:

';J Moosing University College -
%101 Departments

[102 MUC Employees

: | Employees - FaHS4y

| Employees - FoS

| Employees - Fo33
Employees - FoTPF
=1 | Fronter administratars

~[&] FaHSW-Fronter-admin-BSE
[&] FaHSW-Franter-admin- B3
~|&| FoS5-Fronter-admin
~[&] FoSS-Fronter-admin-EBA
4] FoSS-Fronter-admin-BE
~[&] FoSS-Fronter-admin-BPAP
~[&| FaSS-Frantar-admin-BTT
[ &] MUC-Fronter-admin
[ 103 MU Students (imparted)
[_104 WMUC Students (manual)
[]05 MUC Student organisations
|06 MUC Resources

Crg. unit I Settings I Tools I Absence, grades and order |

9 Mewr org. unit

[&] FoHSW-Fronter-admin-BCCW

Created by?
Allo create
scription:

[# Members|
There are 0 mpmbers in this group.

# Access rghs|

Steinar Hov
sub: groups

[ wams
O B FoHSW-Fronter-admin-BCCW

Remaove

~ | FaHSW resources

Contacts which have inherited rights from a higher level

Modify Move Delete

Import members lmport e-mail accounts Resign Enrol

Give others access in this orgunit

Contact access Room access

Madify

Mo access

Wiew contacts

Go to source

Goto source

Go to source

Goto source

Go to source

Here you will see that the group FOSHW-Fronter-admin-BCCW are only able to see

each other (View contacts) so that they themselves can not enrol anybody into this
group. Somebody with a higher authority (for example top administrator) needs to do

this.

With regards to the students they need to be transferred from an admin system, but

those who administer a department must be able to add participants into a room.
They must then also be able to see those students, which are illustrated here:

Org. unit I Preferences ] Tools ]

Mew org.unit

[ ] Fo55 Students

Modify  Move Delete

Created by: Steinar Hov
Allow to create: Allow groups
Description:
¥ Access rights
Give other access in this org.unit
[ it Contact acoess Room acoess
] ®m FoSS-Fronter-admin View contacts Mo access Modify
Remove
TR

Consequently, the departmental administrator can see the students on the chosen
level and below (View contacts), but is not able to change information about them.
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Corridors/roomstructure
By clicking on the different corridors we can see the rooms that are attached to them.
Now some examples just to get your bearings.

Corridor/roomstructure — Primary School

A Primary School has usually got an = |04 Rooms

easy and clearly set out organisation @] 01 Information from:

@] 02 Teachers only:
@] 03 Classrooms:
@] 04 Collaboration rooms:

By clicking on the separate corridors we see the rooms attached to them. Now some
examples just to get your bearings.

i From a number of courses we have experienced that many get muddled up in this

. area: it is not here that the rooms are created — we can only make corridors and

. nodes here. However, we can show which rooms have been created and attached to '
. the separate corridors. Rooms are created from the room selector — more of that later |

:J 04 Rooms it Crg. unit l Settings | Tools I Absence, grades and order | _»ﬂ_:] Mew org. unit
R Infimation fiom]
&] 02 Teachers only: [@] 01 Information from: Iodify Move Delete
& 03 Classtooms: Created by Steinar Hov
- 12|04 Collaboration rooms: Allow to create sub: corridors
B[] 06 Imported groups Description:
B | Contact graups
- [ElaNs ¥ Room listing]
[E]3rPO Create new Room
J AER Mame Created by Created
]
: 4 The adminisiration Stainar Hov 2005-05-27
[B]4Tw
[E]5GH 5 The Head Master Steinar Hov 2005-05-27
-8 5YT

Here we look at the classroom corridor. In this case it is not a clearly set out name
convention, but it is caused by the school being in a process of change — the classes
are to be given fish names:
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¢ B |04 Rooms
@] 01 Information frarm:

02 Teachers only:
G -

& 04 Collaboration Pgpms:
=] 06 Imparted groups

- | Contact groups

Chrg. unit ] Settings I Toals ] Absence, grades and order ]

L5 Mewr arg.unit

[#] 03 Classiooms:
Created by:

Allow to create sub: corridors
Description:

Steinar Hov

Modify tove Delete

5'5" Room Iistm_g:
- Create new Room
Name Created by Created
) Classroorn: 3NS Steinar How 2005-05-27
& Classroom: Haddock Steinar Hov 2005-05-27
5 Classroorn: Salmon Steinar Hov 2005-05-27
. J Caontact teachets 5 Clagsroom: Shark Steinar Hov 2005-05-27
“ NG Teaehers ) Classroomm: Trout Steinar Hov 20050527
Sulflechgrops & Classroorm: Tuna Steinar Hov 2005-05-27
[&] Design S —
~[B] Graphics % -
Corridor/room structure — Secondary School
Here we see the 5 corridors/nodes: =] 04 Rooms

-1 01 Information:

@] 03 Electives:
¥ |04 Subjects:
<& 05 Try yourself:

- 02 Teachers only:

Several people get in a muddle when they are working with the structure. Nodes and
corridors are created here, not rooms. You create these by first selecting the corridor;
and then clicking on Create new room on the right hand side. Rooms can also be
created from the room selector.

Here some subject rooms have been created:

=03 Policy groups

: All pupils - Moosing 55
All staff - Moosing 55
=[] 04 Rooms

@] 01 Infarmation:

&) 02 Teachers only;

& 03 Electives:

2] 04 Subjects:

] Health & Social Care:
~|&@| Humanities:
(@] IcT!
|| Mathematics:
@] Media:
~|&)| Science:
| Sport:
8] 08 Try yourself
1‘ | 0B Importad groups

J Moosing University College
-] The toals - and some fun

Org. unit I Settings I Taools I Absence, grades and order

g Mews arg. unit

[ Expressive Arts:
Created hy:
Allowr to create sub: corridors
Description

Steinar Hov

|§‘ Roarn Iistingi

Name

&5 Art and Design (short course
55 Diplarna in Design

& Fine Art

& Graphics

&5 Photography

5% Product Design

Eh Textiles

¥ Access rights)|

Craated by

Steinar Hov
Steinar Hov
Steinar Hov
Steinar Hov
Steinar Hov
Steinar Hov

Steinar Hov

Modify  Iove Delete

Create new Roorm
Created

2005-05-30
2005-05-30
2005-05-30
2005-05-20
2005-05-30
2005-05-30
2005-05-30
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Corridor/room structure

— Further education

Here corridors have been created for a

number of purposes:

E‘J 04 Rooms

1@ 01 Information:
<3| 02 Teachers only:
@] 03 Electives:

= |04 Subjects:

3| Expressive Arts:
| Health & Social Care:
@] Humanities:
(@] ICT:

@] Mathematics:
13| Media:

@] Science:

1| Sport:

<13 05 Try yourself:

m

. From a number of courses we have experienced that many get muddled in this area:

it is not here that the rooms are created — only corridors and nodes can be created

. here. However, we can show which rooms have been created and are attached to :
the different corridors. Rooms are created from the room selector — more of that later. |

'
'
'
'
i

Here we look at some subject rooms:

[ Moosing Secondary School
” 101 tdanual groups

L+-'_| 02 Fronter Resources
=103 Policy groups

[2] All pupils - Moosing 55
[&] Al staff - Maoging S5
[_104 Rooms

[B] 01 Inforrnation:

& 02 Teachers only:

@] 08 Try yourself:

Chrg. unit I Settings I Tools I Absence, grades and order |

I Mew org. unit

|&] Expressive Arts:
Created by:
Allow to create sub: corridors

Steinar Hov

Description:

[® Room Iisting_i

¥ Access rights|

] 03 Electives: i Created by Created

104 Subiects: @_;IAH and Design (short course) Steinar How 2005-05-30
E &4 Diploma in Design Steinar Hov 2005-05-30
5| Health & Social Care:\-. & Eine Art Steinar Hov 2005-05-30
idl Humantss: & Craphics Steinar Hov 2005-05-30
I ‘hi:t:hematica 4 Btotogranty Steinar Hov 2005-05-30
j Media: . & Product Design Steinar Hov 2005-05-30
@] Science: 42 Textiles Steinar Hov 2005-05-30

7 Spart:

Modify  Move [Delete

Create new Room
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Corridor/room structure — Higher education

Here we see each
department/faculty as well as
some corridors for common
rooms:

EIJ Moosing University College

E |01 Departments

1@ MUC - For all:

ﬂ MUC - For employees:

~1&| MUC - For students:

#-[_| Faculty of Health and Saocial Wark (FaHSW)
#{_] Faculty of Sciences (FoS)

B | Faculty of Social Sciences (FoS5)

~|_| Faculty of Television Production and Film Studies

e . ._.______,

. From a number of courses we have experienced that many get muddled in this area:
. it is not here that the rooms are created — only corridors and nodes can be created
. here. However, we can show which rooms have been created and are attached to
 the different corridors. Rooms are created from the room selector — more of that later. !

I:\_I M.Dosing University College % Org. unit I Settings I Tools I Absence, grades and order ] e Newr org. unit
;. F[_]01 Departments
1] MUC - For all |&] BBA -rooms Modify Move Delete
ﬁ MUG - For employees: Created by: Steinar How
@] MUC - For students Allowe to create sub: coridors
[ | Faculty of Health and Social Waork (FoHSW) Description:
| Faculty of Sciences (FoS)
|| Faculty of Sacial Sciences (Fo3S) |# Room listing|
B[] Bachalor of Buginess Administration (BBA) Create new Roomm
E Eﬂ’ HName Created by Created
| Fa-cult-y of Television Pra n and Film Studies %) (TASS-BBAJ00 Economics and infarmation Ingun Yaglid ~ 2004-11-19
1] 02 MUC Employees 45 (EoSS-BBAJID Mathematics Steinar Hoy  2005-06-22
03 MUC Students (imported) 5 (TASS-BBAII0 Carntmon information Steinar Hov 2004-05-01
1] 04 MUC Students (manual) ™A | g TASS BEADD Employess Steinar Hov 20040801
. | |05 WUC Student organisations @,J[IASS-BBA)DD Mewpaper Steinar How 2004-05-01
¢ B |06 MUC Resources ; ;
' (] FoHSW resaurces ) (TASS-BEAO0 Timetabla SteinarHov  2004-06-01
[ | FoS resources é;_l;l ASS-BEBAINT Economics and Finance Steinar Hov 2004-06-01
- [_|FoSS resources i&_’;l [TASS-BEBAINZ Groups in Economics and finance Steinar How 2004-06-01
[ ] FoTPF resources

A bachelor study course has got some common rooms for the different groups:
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‘-J Moosing University College Org. unit I Settings I Tools ] Absence, grades and order ] kg Newe arg.unit

[]01 Departments
@] MUC - For all: [@] FoS - Information rooms Modify Move Delete
&) MUC - For employees: Created by: Steinar How

|®] MUC - For students; Allow to create sub: corridors and groups

|| Faculty of Health and Sacial Work (FaHSW) Description:

|| Faculty of Sciences (FoS)

i'{-— Room Iisting_i
| Bachelor of Chemistry (BoC) CrEatE e REm
| Bachelor of Mathematics (Boh) hims = 5 = SipeEEy Efeniss
= H_‘,‘] Commar information: Bachelor of Chemistry (Bo) 2005 Steinar Hoy  2005-05-30
7| Bachelor of Physics (BoP) -
[ Faculty of Social Sciences (FoS5) \‘ & Common information: Bachelor of Physics (BoP') 2004 Steinar Hoy  2005-05-30
| Bachelor of Business Administration (BBA) & Common information: Bachelor of Chemistry (BaC) 2004 Steinar Hoy - 2005-05-30
] @] BBA - rooms @ Common information: Bachelor of Mathematics (Bohd) 2004 Steinar Hov  20058-05-30
LI Faculty of Television Production and Film Studies &)y Common information: Bachelor of Mathematics (Boh) 2005 Steinar Hoy  2005-05-30

B[] 02 MUC Employees

Corridors with rooms for different studies at MUC are shown here. Please note the
name convention: an introductory letter combination has been introduced which
means that the subject is self explanatory by the way it says

(FoHSW-BCCW)O01 Science....
so we know that this is about the Faculty of Health and Social Work, Bachelor of

Child Care and Welfare - fully introduced name convention is very important for a
large institution for the overview and the sorting of lists to work well.
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Bachelor of Child Care and Welfare

BCCW - rooms

&y (FoHSW-BCCW)01 Science, research methods and ethics

&y (FoHSW-BCCW)02 Inidvisual, human action and interaction
&9 (FoHSW-BCCW)03 Perspectives om children and adolescents
&y (FoHSW-BCCW)04 Society and its framework

& (FoHSW-BCCW)05 Reflection, ethics and the professional role

Faculty of Sciences (FoS)

FoS - Information rooms
% Commom information:
% Common information:
&y Common information:
% Common information:
% Common information:

Bachelor of Chemistry (BoC)

BoC - rooms

& BoC - Information to all students (Favourite)
&9 Introduction to General chemistry (Favourite)
Faculty of Social Sciences (FoSS)
Bachelor of Business Administration (BBA)

BBA - rooms

&9 (TASS-BBA)00 Common information

&y (TASS-BBA)00 Employees

& (TASS-BBA)00 Newpaper

&) (TASS-BBA)00 Timetable

& (TASS-BBA)01 Economics and Finance

&y (TASS-BBA)02 Groups in Economics and finance

Bachelor of Chemistry (BoC) 2005
Bachelor of Physics (BoP) 2004
Bachelor of Chemistry (BoC) 2004
Bachelor of Mathematics (BoM) 2004
Bachelor of Mathematics (BoM) 2005
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Access to corridors

For local council, local administrators are normally created for each school. These

give top rights at the relevant level:

MR -
I MCTE WLE

| MO - Marge

& Praject Corridor

I | SE - Sverige

[ =] System

F{ ] UK - England

(8] Dema Area

B Health

B[ Higher education
8] ICT Business
2| Mathhaster Pilot
E | Moosing Primary School
=il o
ft 101 Manual groups
@J 02 Fronter Resources
3 |03 Policy groups
E%‘Jﬂzi Rooms

-] 06 Imported groups

( Crg. unit I Settings I Tools I Absence, grades and order |

l5 Mew arg unit

|| Moasing Secondary School

Created by Steinar Hov

Allgeto createfsub: coridars and groups
escription:

[ hame
[ ® MSS Franter administratar
[ @ Teachers

Remaove

Contacts which have inherited rights from a higher level
B Administrators Top admin

Contact aceess
Administrator

“Wiew contacts

Give others access in this org.unit

Ronm access

Room Supervisor

Mo access

Modify Move Delete

Modify
Modify

Go to source
Go to source
Go to source

If there is delegated administration in parts of the structure, it can be done as shown
here, where separate caretaker groups have been created for each corridor:

BT_JOT Wanual groups o

E‘_]D2 Fronter Resources
[ ]03 Policy groups

|| Health & Social Care
Humanities:

@] IcT:

-[8] Mathermatics;

18] Media:

Science

| Sport

P 05 Try yourself:
&[] 06 Imported groups

Org. unit I Settings [ Tools I Absence, grades and order ]

lg Mew org.unit

@] Expressive Arts:
Bﬁg Stainar Hov

‘Q!‘ Access rlghtsl

Contact access

D Name
[ & Franter administrators Art

Remaove

Contacts which have inhented rights from a higher level

Top adrmin

Mo access

ators

B Adrmi

Ay

ronter adrinistrator

FL LI - CF administratars Adrministrator

Room access

Room Supervisor

oo &)

Modify Move Delete

Give others access in this org.unit

Madify

Go to source
Go to source

Gotn source

In the Teachers’ rooms corridor the group Teacher has been given the access to
create rooms. This means that each teacher has got this opportunity whilst they do
not see other teachers’ rooms. For that to be possible they would have to have room

access Room Supervisor.
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[]“D 01 Manual groups ad Org. unit I Settings I Tools I Absence, grades and order @ Mews arg. unit
&[] 02 Franter Resaurces
®[]03 Policy groups 02 Teachers only: Modify  Move Delete
=] ﬁ
[ 104 Rooms ) =—TCrealed by Steinar Hov
@] 01 Information / Allow to crdate sub: corfdors
fe Clescriptio
~|&)| 03 Electives:
-] 04 Subjects: & Roomlisting
&) Expressive Ads: y
Health & Social Care ¥ Access rights
~&#] Humanities Give others access in this org. unit
ICT: [ Hame Contact access Room access
- Mathernatics: [] ® Teachers Mo access Roorm Creator Madify
edia: Rermove |
Science:
ontacts which have inherited rights fram a higher leve
] Sport: C hich have inherited rights fi higher level
~[@] 05 Try yourself E_ Administrators Top admin Super-User Goto source
-] 06 Irmported groups B MSE Fronter administrator - Adrministrator Room Superisor Goto source
o Co i o : s

You can now do searches in the structure, for nodes, corridors, rooms and groups
(with people), something that is very useful in a wide-ranging structure.

Searching takes place from the admin module:

My page ‘ My e-mail | @ My contacts ‘ My calendar |D My archive | @ See who's online: 0 i@ My portfolio

|Choose room... "|@Go |

)‘,__..’-—ﬂﬂd.min =Help  ®logout ;)

~
Org. unit I Preferences M Mew org.unit il

Classfronter Modi

3

Admin

Search for org_unit

BBA | SEEFE&,,. I

View - Carridors Groups

Created by: Super User
Allow to create: Allow corridors and groups < il

In this case we will search for anything containing BBA. The result of the search is
displayed like this:
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Admin

=earch for arg. unit

BBA, Search

Wiew @) Carridars 4] Groups

4] Students: BEA 2005-2008
(Steinar Hew, 1970-01-01 04:00, .

| | BBA - students

(Steinar How, 1970-01-01 01:00, ..)
|5 BBA - rooms

{Steinar Hov, 1970-01-01 01:00, ..)

4] Students: BEA 2004-2007
(Steinar How, 1970-01-01 04:00, ..

|| BBA Students - Subjects:
(Steinar How, 1970-01-01 01:00, .3

|&] FoS5-Fronter-admin-BEA
(Steinar How, 1970-01-04 04:00, ..

|24 FoSS - Employees - BBA
(Steinar How, 1970-01-01 01:00, ..)

Bachelor of Business Administration

L (BEA)

(Steinar How, 1970-04-01 01:00, ..

il Recycle bin
[Superuser, 2007-01-31 223:31, This isthe reeycle .0

Back

By clicking on the correct group, members, rights etc are displayed:

Crg. unit I Settings I Tools I Absence, grades and arder 1

l5H Mesw arg. unit

2] Students: BBA 20042007

Created by:
Allow to create sub: groups

Steinar Hov

Description:

& Members

There are 48 members in this group.

¥ Access rights

I:‘ Name
[0 ® Students: BBA 2004-2007

Remowe

Contact access

Modify Move Delete

Irport members mport e-mail accounts Resign Enrol

“iew contacts

Give others access in this org. unit

Room access

Mo access Modify

The next example shows a search for nodes, corridors and rooms containing BBA:
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Admin

=earch for arg. unit

BBA Search

Wiew @ Corridors [ [&] Groups

|5 BBA - rooms
(Steinar How, 1970-01-01 01:00, ...)

Bachelor of Business Administration

L (BBEA)

(Steinar How, 1970-04-01 0100, ..

il Recycle bin
[Superuser, 2007-01-31 23:32, Thisisthe recycle ..

Back

One corridor and one node was the result. A click on the corridor gives us this

display:

Org. unit I Preferences I Tools ]

Mew org.unit

BBA - rooms

Created by: Steinar Hov
Allow to create: Allow corridaors
Description:

¥ Room listing

Modify Move Delete

Create new Room

Top administrator/Administrator

Mame Created by Created

(TASS-BBA00 Commoaon information Steinar Hov 2004-06-01
(TASS-BBA)00 Employees Steinar Hov 2004-06-01
(TASS-BBA00 Newpaper Steinar Hov 2004-06-01
(TASS-BBA)00 Timetable Steinar Hov 2004-06-01
(TASS-BBA)01 Economics and Finance Steinar Hov 2004-06-01
(TASS-BBA)02 Groups in Economics and finance Steinar Hov 2004-06-01

——rrTOs

Top administrator is a separate log on right in Fronter. People who have got Top
administrator ticked off on their contact card have got access rights to the whole
building, they can see everything and control everything.

An administrator is a person who has got Normal user ticked off on their contact card,
but hey have been given Administrator rights within parts of the building.
Administrator can do the same as top administrator within his/her part of the building.

30



Only Top administrator has got the possibility to create other top administrators. All

who have Top administrator ticked off in their contact card automatically belong to a
separate org.unit group called Administrators. This org. unit can be found under the
node System.

¥ Log-in info

Fronter Log-in

Username: |5tein |

Password: | |

Repeat: | |

Login retries: I:IJ
Password expires: I:I days

Time to next password change: MNever

Access rights
Top administrator: Allow full access to all admin features

Mormal user: Allow contacts to log on to Fronter

e L1 G‘l-.I:‘-.- ll-

Users can be enrolled in Fronter in 3 different ways: imported automatically from
admin system, imported manually via text file or be registered one by one.

Some times we have to create contacts manually one nye one. This can be done
from Contacts (My contacts) in your personal room:

@ My page | My e-mail I@ gy_i;gm ‘EE My calendar ID Wy archive | @ See who's online: 0 |@ My portfolic

|Chunsemum, "’|®Gu | = Admin = Help lLagoutw

e oS

Then we click on New contact on the far right:

@ My page | My e-mail | @ !h_&pMy calendar |D My archive | @ See who's online: 0 ‘@ My partfalia
|Chooseroom.. "|@Gu—[\ s Admin @ mHelp =Llogout W

Contacts I Content T Personal ] S5 New Gontact

Search for In org.unit (group):
[[An v| Search..
Advanced

In Fronter 62 a new option was introduced: creating an Instant user. This is described
further on in the leaflet. Let us first look at a "normally” created contact:
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Here you can write data directly into the relevant fields:

Contact

First N_zi_;;:-jf_m_ilyf_

Surname: ;I:Eva\.'old |
E-mail: --Emilg.r E\;avoi.d.@muc.ac uli
ey it |

Tel.: |

Cell.: [T19655 14 |

Company: [MUC/Employee | Link io company. ¥ |
Location: [

More info: |

Type: @ Contact O Companies O Resources O User templates

Initials:

URL:

Tel.2:

Edit Image

——~ —=nem—a

Make sure you enrol the user in at least one org.unit (otherwise you will have

problems finding him/her again!)

¥ Add to org.unit

|| Faculty of Sciences (FoS)
[ Bachelar of Chemistry (BoC)
[ |BoC - persons
[]Bat - emplayees
[&] Bo Administration
[&] BoC Guest teachers
BoC Lecturers
[]BoL - students

BO0O

Mo access
Mo access
Mo access
Mo access
Mo access
Mo access
“iewr contacts

Mo access

Mo access
Mo access
Mo access
Mo access
Mo access
Mo access
Mo access

Mo access

The user name must be unique to the whole installation — do you know which

convention to use for these? Furthermore it is a good habit to tick off for the user to

have to change password after first log on (after you have first awarded a start

password)

Also choose which personal inventory list to be used for this user, and tick off
(recommended!) for this to be shown as a separate row of buttons at the top.

Standard e-mail client should normally be Fronter WebMail so that the user can send
e-mail from any PC, regardless of whether there is another e-mail client installed, like

Notes, Outlook etc.
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Fronter Log-in

Username: mucteacher(16
Password: 1

Login retries:

L
L ey

Time to next password change: MNever

Password expires:

User must change the password at the next login:

Access rights
[] Top administrator: Allow full access to all admin features

Normal user: Allow contacts to log on to Fronter

¥ Personal preferences

General
Stylesheet:

Personal room

E-mail

Personal tool package: | MUC Employees Personal toolbar

hd Default mail client: | Fronter WebMail +

Show personal tools as a separate line on top

Location

Timezone:

A contact can also be created by first selecting the correct org.unit:

| I Search I &l

View : @] Corridors Groups

Org. unit T Settings T Statistics I Tools ]

Expand all Other Group Maodify Mave Delete
] UK schools Created by: Steinar Hov (2007-06-01 18:08)

-] CLC Allow to create sub: none

D"D LA Description:

=[] Newland Primary School (NPS)
E||:| 01 Manually created groups
Fronter admin NP3

=] Staf
o Fronter Administrators group NP

There are 0 members in this group.

There are 0 group(s) enrolled in this group. @m

Acc

T

|

Give others access in this org.unit

SMT/SLT Group = [ Name Contact access Room acoess
Teacher Key Stage 1 Group [ ® Other Group View contacts Mo access Madify
Teacher Key Stage 2 Group Remoe |

The contact will automatically be enrolled into the selected org.unit:

i3 WD-[A‘- E R AT e s SRS U_P".’_,_.,___'|-"- PISN o iy WRCNRPREIN ol g BRI, ,v_,_.__'_H,.-W.__/‘;-_,_Nr._ e /.k,.a‘./'"’ﬁ‘_’

& Newland Primary Schodl (NPS)
EH_]01 Manually created groups
+[&] Fronter admin NPS

¥ Add to group

[] Newdand Primary School (NPS)
[101 Manually created groups

No acce

No acce

|E| Fronter admin NP5 No acce
[ ] Staff No acce
@ Teacher Key Stage 1 Graup |l [7] Fronter Administrators group NPS No acce
[&] Teacher Key Stage 2 Group ( [4] Other Group No acce

|| Students O SMT/SLT Group Na acce -
E{] 02 Palicy groups El [&] Teacher Key Stage 1 Group No acce
B[] 03 Fronter resources - I T e R e Wi sz

{104 Manually created coridors/rooms =

The rest of the process is as described in the previous example.
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Creating Instant users
As mentioned above this function was introduced in Fronter 62. Here are some
relevant considerations:

Higher education:

Subject teachers use visiting lecturers for certain themes

It is desirable that the visiting lecturer publishes the lectures in Fronter.
The request to create a visiting lecturer’'s account is sent to the Fronter
administrator

The visiting lecturer is enrolled in a room

Primary and secondary schools:

Parents and guardians want access to Fronter
Fronter-administrator must create an account for each one, as well as award
username, password and access rights.

A flexible solution when using Instant user could be:
Higher education:

Subject teachers are contact creators for a group of the type Visiting lecturers.
If the Fronter administrator has created a template for instant users it will be
possible for a subject teacher to create this “guest account”.

The visiting lecturer receives an e-mail with his/her username and password.
The subject teacher can (if he/she is a room owner) enrol this person in the
Fronter room, and award rights.

Primary and Secondary schools:

The subject teacher is awarded the right contact creator for a group where
guardians are to be enrolled

Fronter administrator creates a template for guardians.

The tutor creates guardians as new users where username and password are
automatically awarded.

Guardians receive an e-mail with information on how to log on.

The tutor enrols guardians in the relevant rooms and awards appropriate right.

Here is how this is done. The structure below is compressed and very simplified, but
the main principle is still evident.

There are three main groups: one for the staff that are to create Instant users, one

where the instant users are enrolled as members, and one for the actual template for
the guest users.
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E‘J Higher education

 [3] Staff HE

|4 Ternplate for Instant user HE
|&] Wisiting lecturers HE

For the staff in the group Staff HE to be able create single users they have to be
contact creator for the group Visiting lecturers HE as displayed below:

Org. unit I Settings I Tools I Absence, grades and order ] E Mew arg.unit
Visiting lecturers HE Modify Maove Delete
Created by- Steinar Hov (2006-11-20 17:34)
Allow to create sub: groups
Description:
There are 0 mgmbers in this group. Import members Import e-mail accounts Resign Enrol
¥ Access rights
Give others access in this org unit
D Name v Contact scoess Roomn access
[] ® Staff HE Contact creator Mo access Modify
(] @ Visiting lecturers HE View contacts Mo access Wodify
Remaove

It is necessary to create a template for the guest user. It is very important to tick for
E-mail user so an e-mail can be sent to the user with the necessary information.

Write an entry that will be displayed in the e-mail you send:

New Contact

Type: O Contact O Instant user ) Companies O Resources & User templates
Template name: Template for visiting lecturers HE

Email message

Welcome as a visiting lecturer at MUC.

You will now have access to our Fronter-
installation and username and password are
shown below.

Then you must enter where these instant users are to become members:



B MNew user beu:u:n;q.g\a member of qru:nup-|

You must place a tick here for the correct group:

|| Higher education
M (5] taff HE
F [4] Ternplate for Instant user HE
|4 ¥isiting lecturers HE

Furthermore, the actual template should also be enrolled in a group:

| | Higher education
Ll [&] Staff HE
Template far Instant user HE
F] | 2] Visiting lecturers HE

You can also place a tick for the user to change password when he/she logs on for
the first time, customise the Today page etc.

Password | Pin (wap) |

Repeat |
Login retries: v
Password expires: days

Time to next password change: Mever

User must change the password at the next login

Access rights
MNormal user: Allow contacts to log on to Fronter

|l' Personal settings

General

Stylesheet: | Fronter52 b

Personal room E-mail

Personal tool package: | MUC Employees Personal toolbar hd Default mail client: | Fronter WebMail

Show personal tools as a separate line on top
Customise template ugers today page

The group Staff HE must also have the right View contacts for the user template:
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Org. unit I Settings I Tools I Absence, grades and order ] E Mew org.unit
Template for Instant user HE Modify Move Delete
Created by: Steinar Hov (2006-11-20 17:34)
Allow to create subj groups
Description:
Import members Import e-mail accounts Resign Enrol
B Search
D Surname, First Hame Username E-mail
[l Template for visiting lecturers HE
Resign
¥ Access nights
Give others access in this org unit
|:| Name v Contact acoess Room acoess
[] @ Staff HE Wiew contacts Mo access Waodify
] @ Template for Instant user HE View contacts Mo access Modify
Remove

These are the administrative tasks that have to be completed before anyone can
create a single user.

Creating the user is done in the usual way via Contacts and New contact:

New Contact

ces O User templates

Type: & Contact %' user ' Companies O R

Load template: Choose... v

First Name:

Surname: Initials:

By placing a tick for Instant user you will get this screen:

New Contact

Instant user creation template | Template for visiting lecturers HE |+

First Name: |Dan
Surname: |Green

E-mail: dan.green@muc.edu
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The only fields that need to be completed are name and surname, and e-mail
address.

People who get invited into Fronter in this way will receive an e-mail of this type:

Welcome as a visiting lecturer at MUC.

You will now have access to our Fronter-installation and usemame and password are
shown below.

Username: dan@muc.edu
Password: f5DqjK89

http://fronter.com/muc

Once the user has been established the appropriate user must be enrolled in the

appropriate rooms, either via group membership or as a single person with rights
attached.
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Importing contacts manually

If you are creating several contacts it can be a good idea to import them rather than
registering them one by one. You must have at least username, password, name and
surname. An easy way to do this is to use a spreadsheet as shown below. In addition
e-mail address and mobile phone number are also registered:

A B C D E | F
1 |muc20 muc201 Ann Brown Ann_Brown@muc.edu_uk 77234566
2 |muc20? muc2(2 Peter Manding Peter Mandingi@muc_edu.uk 78 23 45 BB
3 'muc203 muc203 Brian Osmond Brian.Osmond@muc_edu_uk 79 23 45 BB
4 |muc2i4 muc204 Jeff Burns Jeff Burns@muc_edu . uk 80 23 45 BB
5 muc205 muc205 Liza Green Liza Greeni@muc_edu.uk 8123 45 BB
6 muc206 muc206 Frank Lindstone  |Frank.Lindstone@muc eduuk 82 23 45 66
7 muc207 muc207 Migel [rwin Migel Inwin@muc_edu uk 83 23 45 BB
8 muc208 muc208 Michael Broadman |Michael Broadman@muc.edu.uk 84 23 45 66
9 muc209 muc209 Jill Jackson Jill Jackson@muc.edu_uk 85 23 45 66
10 'muc210 muc210 Tim Russel Tim.Russel@muc_edu.uk A6 22345 ARG _|.

T L

All data have to be saved as semicolon divided text file, something you can do from
Excel by choosing this file type: sdv or cdv.

You will get a warning that only Sheet 1 will be saved (the others will most likely be
empty —agree?) and that formatting will be lost.

In Notepad it looks like this:

[® Bok1 - Notisblokk

Fil Rediger Format Vis Hijelp

muc201: muc201; Ann: Brown: Ann. Brown@muc. edu. uk:; 77 23 45 66
muc202;muc202; Peter;Manding; Peter.Manding@muc. edu. uk; 78 23 45 a6
muc203;muc203; Brian; osmond; Brian. osmond@muc. edu. uk; 79 23 45 66

muc204: muc204; Jeff; Burns: Jeff. Burns@muc. edu. uk; 80 23 45 &8

mUuc205; muc205;Liza; Green; Liza. Green@muc. edu. uk; 81 23 45 66

muc206; muc206; Frank; Lindstone; Frank. Lindstone@muc. edu. uk; 82 23 45 &6
muc207:muc207;Nigel; Irwin; Nigel. Irwin@muc. edu. uk; 83 23 45 66

muc208; muc208;Michael; Broadman;Michae]. Broadman@muc. edu. uk; 84 23 45 66
muc209; muc209; 1i77; Jackson; 37171, Jackson@muc. edu. uk; 85 23 45 &6

muc210; muc210; Tim; Russel; Tim. Russel@muc. edu. uk; B6 23 45 66

=
i oy gy ovm m

T ]

With a ready made import file you must find the org.unit which should have these
contacts:
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B[] SE - Sverige

&[] System Org. unit I Preferences I Tools ] New org.unit
B[] UK - England
8] Health Students: BBA 2005-2008 Modify Move Delete

|:| Moosing Primary Schoal
|:| Moosing Secondary School
E‘D Moosing University College
B[] 01 Departments

=] 02 MUC Employees ere are 10 members in this group. Import mﬁ?bers Import e-mail accounts Resign Enrol

-] 03 MUC Students (imported)
/ ¥ Access rights

E‘D FoSS Students

[ BBA - students Give other access in this org.unit
Students: BBA 2004-%3{7 [ Titte Contact access Room acoess
[T TS M [ & Students: BBA 2005-2008 View contacts No access Maodify
- B[] BBA Students - Subjects: Remove ;
B[] 04 MUC Students (manual) rw e xe o

The option Import members give you the following dialogue box:

Org. unit I Preferences I Tools 1

Students: BBA 2005-2008

Ensure that your import file satisfies the following requirements:

It must be a TeachText file with the suffix " txt" or ".csv".

L ]

o The text items must be separated by semicolons %"

» Each contact must be placed on a separate line.

# Each line must start with username;password;firstname;lastname;

» For additional information, place a check mark in the relevant text boxes below and
make sure that these items appear in the correct order in the text file. F.ex. no. 1 e-mail before no. 3
telephone.

Example:

If you want to import username, password, firstname, lastname, email and phone, the file must look like this:

|ohndoe; password; John; Dow; johni@doe.as; 22222222,
bob; password; Bob; Knight; bob@knight.as; 33333333;

Choose the information you want to import.:

— L
LEmal 7 adar
2. Tel.
[]8. Company
@13 cell. .
[J49. Infarmation
4. Fax i
[]10. Location
[15. Tel.2 [111. Hourly rate
6. URL

112, Warkhours per week .

Since we in our case want to include two extra fields compared to the minimum, we
must tick off for these. Be aware of the sequence of the fields — there is no room for
free will!

Then you must choose how these contacts are to be treated, and often we tick off for
the option of changing the password when logging on first time.
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What should Fronter do with the existing username?
O Update all information, incude the password.

® Put the Contact in this Org.Unit.
O Update all information, except from the password.

[“lUser must change the password at the next login

Import from Text File: | Bla gjennom...

Import | Back

T Rre
-

s i

After having found the import file you will get this overview:

Students: BBA 2005-2008
Import users

Do you want to import these fields:
Username;Password;First Name; Surname;email;phone2;
In org.unit {group): Students: BBA 2005-20087

: muc201; muc201; Ann; Brown; Ann.Brown@muc.edu.uk; 77 23 45 66;

: muc202; muc202; Peter; Manding; Peter.Manding@muc.edu.uk; 78 23 45 &66;
: muc203; muc203; Brian; Osmond; Brian.Osmond@muc.edu.uk; 79 23 45 &66;

s muc204: muc204; Jeff; Burns; Jeff.Burns@muc.edu.uk; 80 23 45 66;

: muc205; muc205; Liza; Green; Liza.Green@muc.edu.uk; 81 23 45 66;
muc206; muc206; Frank; Lindstone; Frank.Lindstone@muc.edu.uk; 82 23 45
6o,

7: muc207; muc207; Migel; Irwin; Nigel. Irwin@muc.edu.uk; 83 23 45 66;

8: muc208; muc208; Michael; Broadman; Michael.Broadman@muc.edu.uk; 84 23
45 bb;

9: muc209; muc209; Jill; Jackson; Jill.Jackson@muc.edu.uk; 85 23 45 66;

10: muc210; muc210; Tim; Russel; Tim.Russel@muc.edu.uk; 86 23 45 66,

[ (I ¥ T Y W N

Importj Cancel

T T

e AL e

After having confirmed the import, you will get a confirmation, with message if a user
already exist.
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Sometimes we have the contacts in one or more org.units and wish to enrol them in

another. We must then first find the org. unit which is to have new members and then
choose Enrol to the far right.

You must now search for the new members where they are already enrolled:

When you get the list you tick off for those that are now to be enrolled:
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Sometimes we resign people from an org. unit — we do that by highlighting the actual
contacts followed by a click of resign.

43



From Contacts in your personal room you can search for other users that you have a
right to see. If you need more search alternatives you first click on [Advanced]

By searching for a contact you will get the option to delete it. From Fronter 61 it is
possible to re- establish these via a recycle bin right at the bottom of the structure.
From here it is possible to delete the contacts permanently, or to restore.
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Remember that if the group is also deleted, it cannot be restored — this function is in
other words directly attached to the contact.

User templates

User templates is a very powerful tool in order to make changes in the cut for several
users simultaneously. Examples of use is to change the Today set up for users, or
make sure that everybody has to change their password when logging on first time.

It is practical to collect these in a separate org.unit under Resources.

We create a user template as if it is a "normal” user, but we tick off for User
templates:

The fields typed in red can be used, but be careful not to overwrite existing
information!

Enrol the user template into the relevant org.unit where these are collected:
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Here we create a user template for employees where we previously have created a
separate personal tool list for them. In addition we will change the set up for the
Today/Start page/ My page:

Here we choose which set up option we want the staff to have:

After having saved the user template we must search for the relevant group:
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We search for the relevant group (here: 02 MUC Employees):

Here we browse through to relevant user template and tick off for who this is for. Note
especially that you have to make some other decisions too — this is self explanatory:

Then you will get a confirmation:
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Tool packages

A standard Fronter installation contains some toll packages, but it could be practical
to create separate ones which are adapted to the relevant target groups. It is a well
known fact that there is a big difference between primary school pupils and university
students!

To make it possible to create separate tool packages, the top administrator needs to
have made that possible from the top level:

Here we see that at Newland Primary School this option is closed for any of the
levels below so that only the administrator (with access to the school’'s main node)
can make these changes:
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To create / change tool packages you must click on the option under Settings:
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You will then get a display of existing tool lists (for the chosen and underlying org.
units). Click on New tool package on the far right:

Here we type in the title and description as well as ticking off whether it is a personal
tool package or the furniture in a room:

Those who are placed in the class Personal room will be accessible in the users’
contact card:
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Whilst those who are placed in the class Classfronter will become accessible when
we create a room:

You can also adapt the buttons which make up the tools in the personal tool
package.

Here we see an example regarding teachers:

Whilst we can make another one for pupils/ students:

When you create a personal toolbar it looks like this:
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This is the default template from Fronter. You can delete and add tools, change titles
and so on.

Room tool packages

Here we see some examples of tool packages which have been used in different
rooms. Fronter has its own names for these tools, but we can change the title as
shown here: Archive can be given the title Project, Learning materials, Class matters,
Education, Images etc.

--------------------------------------------------------------------------------------------------------------------------

1 If a room is used in several languages the new title of a tool will also be shown in the
. other languages.

__________________________________________________________________________________________________________________________
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When you create a room toolbar it looks like this:

This is the default template (1) from Fronter. You can delete and add tools, change
tittes and so on.

In (2) you can customise the access text in the participants list.

Sometimes it can be useful to have tools like the normal user would not see or have
access to. These buttons we hide by setting the access right to teacher/ owner. To
remind users who can see these buttons that they will not be visible to the normal
user we can write the text "(hidden)” behind the name or a couple of dots in front like
it has been done here:
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You can only create a room where it has been ticked off for corridor in the org unit.
You can create a room either via the admin module by first selecting corridor like this:

Otherwise the rooms are created via the room selector:

__________________________________________________________________________________________________________________________
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Each room has a set of tools in the left margin — the features. When a room is to be
created you must do the following:

Choose the position of the room (select the actual corridor)
Enter a suitable room name
Choose features (the tool list in the left margin)

The positioning/ corridor will be obvious if the institution has a well-organised
structure. You choose the corridor from the drop down menu:

In this case we will create a subject room in Bachelor of Business Administration —

therefore we select the corridor by the same name from the drop down menu marked
(1). Note that the term Organisation Unit is used for corridor. Then you must enter the

room name (marked (2). Select a sensible room name.
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. When rooms are being created they should be given names that are self-explanatory. '
. In addition you need to think "globally” and attach the rooms to departments. This ]
. eases the work for those with higher rights in Fronter. An example is the subject

 statistics, which can be taught within several departments. One possible solution is
. then to attach the department/ study to the room name, like (FOSS-BBA) Statistics. In :
. addition the rooms may be numbered if you want them in a specific order. :

' Some choose for the room to follow a specific year group from one year to another, !
. while others let the students "flow” through the room and reuse it every year with new
' students . The choice of name should reflect this. You should also stick to a system
. with upper or lower case letters!

The fields Period and Description are optional and are only meant as information
fields. However, you may "decorate” the opening page of the room by using the
options in the editor. It is thus possible to add coloured text, pictures and
attachments.

You select the tool list from the drop down menu marked (3). Here you will find a
number of templates that you can use, but you need to know what they contain
before making a choice. Administrator should make tool lists to suit the institution/
department — make sure of this! In this example the room that is created should have
very simple, basic features.

Then the tick in the field marked (4) is removed. You will then find that the archive
tool that is being frequently used on order to organise the subject matter will be
expanded to full width. This will be clarified when we look at how to use the rooms a
little later in the course.
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Tip on Public room!

When you have created the room it will look like this:

When participants are enrolled in a room they are given access rights. There are 4
standard rights in rooms — we remind you of those:

read
write
delete
owner

In some rooms where pupils/students are just collecting information, they are
awarded reading rights. The pupils/ students are then not able to make any changes
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in this room, neither adding documents (uploading) or delete something which is
there.

In a group room/ subject room it is usually preferable to have pupil/ student
participation so that they are awarded writing rights there. The pupils/ students will
then get the possibility to add documents and they are able to delete what they have
added. They are, however, not able to delete what other students have added in the
room.

The pupils/students can also be given an even higher right — delete. Then they can
add documents and in addition delete their own and others’ documents. This is
normally a right that the teacher is awarded in a room.

The highest level is owner. It is natural to award this right to the teacher in each of
the rooms he/she is to administer. The room owner can change the layout of the
room and the tool package as well as changing the list of participants. This list refers
to who has access to the room and what rights they have.

If you create a tool package you can at the same time also change the texts attached
to these rights: Instead of Write you can change the text to Pupil or Student etc.

In the list of participants in the room the right is shown as you have given it (or with
standard Fronter-text):
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After the groups are in place in the structure they can be enrolled in the rooms.

Generally speaking we try to avoid enrolling single participants as far as possible and
rather enrol groups with their attached rights.

From the tool Participants (maybe renamed Students, Class list etc) we get access to
the groups, providing we have owner rights in the room:

Here you can get an overview of all the groups by clicking on More...:

Sometimes this list is very long, but if you have a good overview of your own
structure you will find the relevant group:
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You can also search for groups by naming either the whole name or just parts of it.
This makes it easier to find the relevant group if you have a name which is known
and self explanatory.

A couple of examples:

| wish to enrol the BBA-employees in a room and know that FoSS is part of the name
of the group where these employees belong. | can then use foss as search word:

If I am searching for the students who started in the autumn of 2003 | can search for
20033 which can be a code for this:
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Regardless of whether this is a node or a group they will all come up with the person
symbol. Make sure you award the group the correct right!

You can also enrol single people by searching for them by their name:
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