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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. 
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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. 
 



 5 

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 

 

 
 
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. 
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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: 
 

 
 
LRC allows both people and room.  
 
More like this: 
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Primary schools 
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. 

 
 
 
Secondary school 
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. 

 
 
Higher Education 
Here you will see the basic 
structure for the college in 
Lillehammer. Here there is a 
sharp distinction between 
rooms/ corridors and users. 
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Creating Organisation Units  
You can create an organisation unit in the following way: 
Click on the admin button: 
 

 
 
 
 
 
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: 
 

 
 
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. 
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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. It is – 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). 
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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 
the teachers in different roles. 
 
In addition all teachers are collected in 
the org. unit Teachers. 
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Under Fronter Resources we see org 
units for the practical tools Infofronter 
and Templates - more about these later. 

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

 
In Imported groups we have the 
classes/contact groups. 

 
 
 
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 
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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  

 

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

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

 
Here we have the contact teachers for 
each contact group. 
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Subject groups is the organising of all 
subject groups with pupils. 

 
Subject teachers is the organising of 
all the subject teachers  

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

 

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. 

 
Different resources can 
successfully be organised under a 
separate node – MUC 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.  
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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: 
 

 
 
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.  
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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). 
 

 
 
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: 
 

 
 
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). 

Important: 

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. 
 

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

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

 
 
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:  
 

 



 20 

 
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: 
 

 
 
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: 
 

 
 
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 
easy and clearly set out organisation 

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

 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 

 
 

 
 
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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Corridor/room structure – Secondary School 
 
Here we see the  5 corridors/nodes: 

 
 
Note! 

 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: 
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Corridor/room structure – Further education 
 
Here corridors have been created for a 
number of purposes: 
  

 
 
Note! 

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.  

 
Here we look at some subject rooms: 
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Corridor/room structure – Higher education 
 
Here we see each 
department/faculty as well as 
some corridors for common 
rooms: 

 
 
Note 

 
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.  

 
 
 

 
 
A bachelor study course has got some common rooms for the different groups: 
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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)01 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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Access to corridors 
 
For local council, local administrators are normally created for each school. These 
give top rights at the relevant level:  
 

 
 
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: 
 

 
 
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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Searching in the structure 
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: 
 

 
 
In this case we will search for anything containing BBA. The result of the search is 
displayed like this:  
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By clicking on the correct group, members, rights etc are displayed: 
 

 
 
The next example shows a search for nodes, corridors and rooms containing BBA:  
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One corridor and one node was the result. A click on the corridor gives us this 
display:  
 

 
 
 
Top administrator/Administrator 
 
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. 
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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. 
  

 
 
 
The Contact register 
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. 
 
Create new member one by one from personal toolbar 
Some times we have to create contacts manually one nye one. This can be done 
from Contacts (My contacts) in your personal room: 
 

 
 
Then we click on New contact on the far right: 
 

 
 
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: 
 

 
 
Make sure you enrol the user in at least one org.unit (otherwise you will have 
problems finding him/her again!) 
 

 
 
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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Create new member one by one from org.unit 
A contact can also be created by first selecting the correct org.unit: 
 

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

 
 
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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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: 

 
 
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: 
 

 
 
Then you must enter where these instant users are to become members: 
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You must place a tick here for the correct group: 
 

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

 
 
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. 
 

 
 
The group Staff HE must also have the right View contacts for the user template: 
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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:  
 

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

 
 
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: 
 

 
 
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: 
 

 
 
With a ready made import file you must find the org.unit which should have these 
contacts: 
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The option Import members give you the following dialogue box:  
 

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

 
 
After having confirmed the import, you will get a confirmation, with message if a user 
already exist.  
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Enrolling Contacts 
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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Resign contacts 
Sometimes we resign people from an org. unit – we do that by highlighting the actual 
contacts followed by a click of resign. 
 

 
 
Tip! 

 
If there is only one person to change group belonging it will be as quick to search for 
contacts and then click out/in membership in org. units in the contact card  
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Search for existing contact 
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] 
. 

 
 
 
 
Delete/Reopen contacts 
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:  
 



 49 

 
 
Creating new tool package 
 
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: 
 

 
 
Personal tool packages 
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.  
 
Note 

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 
titles 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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Creating a room 
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: 
 

 
 
Note 

In the ”old” room selector you will find this option at the bottom of the list. �
�
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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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Tip! 

 
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! 

There is an option that has to be activated by the administrator. Here we will just 
mention that it is about the opportunity for people other than the room’s participants 
to see that the room exists and also possibly apply for membership (to give them 
access to the room): 

 
 
 

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

 

 
 
 
 
Access rights in rooms 
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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Enrolling participants into a room 
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: 
 

 
 
Enrolling groups into rooms  
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:  
I 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. I can then use foss as search word:  
 

 
 
If I am searching for the students who started in the autumn of 2003 I 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! 
 
Enrolling single people 
You can also enrol single people by searching for them by their name: 
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