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Introduction 
This document examines the calendar tool in Fronter. The examples are an attempt 
illustrating familiar problems, and we hope you will nod in recognition to a lot of what 
is being looked at here. 
 
The calendar can be used to make appointments, call meetings or book equipment 
and rooms, write today notes and administer various tasks (to-do). 
 
Fronter is continuously developing and improving. There may therefore be some 
discrepancies between documentation and application. This guide was written to 
Fronter 82. 
 
We hope you find this guide useful. 
 
Lillehammer, August 2008 
Steinar Hov/Georg Ranhoff 
 
Preface 
You will find the calendar in the upper toolbar (The personal room): 
 

 
 
or in a room: 
 

 
 
When you use the calendar from the upper toolbar you will get the following picture: 
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Upper part: 
 

 
 
Lower part: 
 

 
 
Create new (1): 
 

 
 

·  New appointment is used when you want to create an appointment in the 
calendar.  

·  New today note can also be created here. This is more like a sticky note for 
short messages. 

·  Import calendar data makes it possible to import calendar a file in the iCal-
format. More details are later in this leaflet. 

·  New tasks can be created here and they show up in the sub-menu To-Do. 
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·  New booking is a tool for booking of resources like rooms and cameras. 
·  Appointment list: The appointment list enables you to use the calendar for self-

registration. An example of how it can be used is when arranging a course or 
relocation involving a set number of places. Those who wish to participate are 
then able to register themselves according to the “first past the post” principle. 
As another example, a guide or tutor can arrange times for phone calls with 
the students/pupils. 

 
Region (2)  displays three options for you to check: 

·  Personal: These are “private” appointments created by yourself. It can also be 
appointments created by others inviting you to a meeting, an appointment you 
have accepted.  Colleagues can view these appointments if they have access 
to Others’ appointments, an access given by administrator (default setting). 
Normally, as a teacher you will be member of a group called All teachers, All 
staff, Teaching Personnel etc. According to the customised setting you are 
able to search for the other people who belong to the same group. The other 
members of this group will therefore be able to view your personal 
appointments. Private appointments can also be visible to others, and there is 
an option to hide details.  

·  Room: These are appointments that are entered in a room, for instance a 
classroom, a department room, a collaboration room etc. The appointments 
from these rooms will automatically appear in the calendar of all those with 
access to these rooms. In this situation you can choose Add to my 
appointment. Then the owner of this appointment gets an overview of those 
who have accepted or rejected it. 

·  Others: As mentioned you can access other peoples’ appointments. This is 
controlled by the Fronter settings, and it is normal to be able to view the 
calendars of other colleagues. 

 
Region (3)  is in this case displaying various combinations of symbols and colours 
that may be used to make the calendar easier to use. Administrator introduces this 
palette to give everybody access to it.  
 
You can create your own palette, but remember that you are the only one to be able 
to see it (other people will only see black circles). 
 
Appointment 
Under Appointments in the calendar, you can create or view your own appointments 
and those of others. These appointments may be private but visible to others, or they 
may be private and visible only to you. Appointments can also be created in rooms, 
so that they appear on the calendars of participants; you can invite people to 
meetings, and so on. We will look at the various options below. 
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My appointments (displayed to all) or (details hidd en) 
You enter an appointment in the calendar by clicking anywhere on it (close to the 
relevant time if possible)  
 

 
 
Date interval may be changed according to need, but it is obviously quicker to choose 
the correct date first in the monthly calendar on the left. The title has to be entered, 
but the field Description is optional: 
 

 
 
The drop down menu Type will give you the palette that has been created for the 
calendar, where you can choose the appointment type: 
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It is also possible to enter a repeat appointment by selecting Schema: 
 

 
 
You will then get a display with several settings for how often and for how long 
duration this appointment is to take place. 
 
Please be aware that a repeated series of appointments consists of a “mother-
appointment” with a number of “children”. If the “mother-appointment is changed all 
“children” will also automatically change. You can also change each “child”, but you 
then break the link to the ”mother-appointment”, as shown here: 
 

 
 
The option Open the series will open the “mother-appointment”.  
 
The last option is Publish to: 
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There are two main options here: 
 

 
 

·  Private appointment (visible for all): Everybody who can search for you in the 
contact register (e.g. your colleagues) have access to view what you have 
written in your calendar. This is the suggested customised option. 

·  Private appointment (hidden details): If you have chosen this option the details 
of the appointment will not be displayed to others. To remind you that you 
have chosen this option there is a padlock displayed in your calendar: 

 

 
 
For those who are able to view your calendar the set phrase This person is busy will 
appear:  
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Room appointments (without registration) 
When appointments are made in a room the information will automatically spread to 
the calendar of each of the participants in the room. From the Room today (the cube 
icon) we select New appointment: 
 

 
 
We recognise the calendar that was displayed earlier, but particularly note whom the 
appointment is for: 
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In this case the appointment is made in the room Introduction to General chemistry, 
so consequently all the participants in the room get this appointment in their 
calendars.  
 
This is a possible display of two appointments, one personal and one from a room: 
 

 
 
 
At the very top there are different tabs for what kind of calendar you want (Day, 
Week, Month, Year) and there are arrows for browsing forwards and backwards: 
 

 
 
Room appointments (with registration) 
It is also possible to create an appointment for, say, a course, excursion or similar for 
which the participants register personally. More details and options are shown under 
Appointment list later in this guide. 
 
For example, we can see here that a chemistry tutor is offering a workshop in the 
chemistry student room. Students should be able to register, but only five spaces are 
available. We do this by ticking the option in which participants can register 
personally for the appointment and specifying the maximum number of participants: 
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A chemistry student will see this appointment in his or her calendar as follows: 
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The student can click the appointment to register as long as there are still places 
available: 
 

 
 
Here we can see that there are still five places available (when all are taken, 
registration will no longer be possible).  
 
Anyone who has registered for an appointment can also unregister. The appointment 
will be copied to My appointments: 
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The appointment owner can open the appointment to see who has registered so far: 
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Others’ appointments 
You can view appointments of those people you can search for in the contact 
register. In the calendar you choose More… from Others: 
  

 
 
Here you can search for one or more people: 
 

 
 
Here somebody has searched for berry in the group All and the hits are displayed. 
You place a check mark for the person in question. By carrying out several searches 
you can place check marks for several names on the list.  
 
In our case we only want to view Annette Berry’s calendar (in addition to our own):  
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Note: 
 

1. The three appointment types are enhanced by using different background 
colours: 

 

 
 

2. The various calendar types can be selected/deselected by ticking the 
checkboxes: 
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Calling a meeting 
In many situations meetings can be agreed by using the room calendar in a suitable 
room. One example is a section meeting where the head of departments uses the 
room calendar in the section room and makes the appointment there. Then all the 
section teachers will get this appointment in their calendars. If the head of 
department in addition uses appointment type with separate symbol and colour, the 
appointment will appear very clearly to the section teachers. 
 
However, in certain situations it is not a whole group, but individuals that need to be 
called to a meeting. Then you use the calendar in this way: 
 
Create an appointment: 
 

 
 
Then click on Add members and search for those who are participating in the 
meeting: 
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Note that you can place a check mark for Send invitation via e-mail: 
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This means that each participant gets an e-mail with two links: one for accepting and 
one for rejecting the invitation: 
 

 
 
The person’s calendar will automatically be updated. 
 

This is how the invitation is displayed in your calendar: 
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And this is the display for the attendees: 
 

 
 
If Ann then rejects or accepts the invitation the calendar gets updated: 
 

 
 
Whoever carries out the actual invitation can click on the invitation itself, and a 
display of who has accepted or rejected will appear:  
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Today note 
A Day note can be entered directly in the calendar in the following way (NB: Select 
date before you create a new daily note): 
 

 
 
You get a small window for the text: 
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You are only able to create one today note per day (it is possible to write several 
notes in the same window) and it is displayed thus in the calendar: 
 

 
 
Today note is also a tool that can be used on the Today page and it is only displayed 
on the actual day: 
 

 
 
To edit an existing today note, press New today note and edit and save it.  
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Import calendar data 
Let us assume that you have an iCal-file ready for import. 
 
Import to My appointments  for one person 
Choose Calendar import:  
 

 
 
First you have to choose calendar type for this import: 
  

 
 
After choosing calendar type you browse to the iCal file and select it. These 
appointments will show up in your calendar only as Personal. It does not matter 
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whether this import is made in the calendar in the personal toolbar or in a room 
calendar. 
 
Import to My appointments  for multiple persons 
It is not possible to import an iCal-file into a room calendar. If you want an import file 
to create appointments to multiple persons you must be an administrator. 
 
The administrator can select a group, here: FoSS – Employees - BBA and then 
select Settings / Calendar types: 
 

 
 
Here we find Calendar import. The procedure is identical to the import for one 
person: 
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Note! 
It can be a smart move to define various calendar types for this group, thus the 
imported appointments can be attached to the relevant type. May be you should 
create a specific calendar type for imported appointments?  
 
All members of this group will find these appointments as Personal. 
 
Task (To-do) 
With the To-do tool you can enter various tasks, set time limits, enrol resources 
(participants) etc so that at any time you will have an overview of your progress. 
 
There are two main ways of using this tool – both described below. 
 
1. A person creates a to-do and becomes the owner. He/she invites other 

persons in as resources for this to-do. The owner states his/her progress, and 
when the to-do has been fulfilled (100%) the other resources can state their 
progress. All resources will at any time have the overview of each other status 
of the task (to-do).  
 
The example below shows how this was used in connection with the updating 
of documentation where one person writes the text and adds images. This is 
the owner of the to-do. When the job is done (progression = 100%) this will be 
visible for the person that are supposed to proof read the document and get it 
translated to other languages. The proof reader states his/her progression, 
and when the job is finished both display with 100% finished. The to-do is 
completed as visualised below:  

 

 
 
2. A teacher creates a to-do for a group of pupils/students. These will be 

attached as resources to the to-do. Each pupil/student states his/her 
progression, and all resources will at any time have the overview of each other 
progress in addition to the to-dos’ total status. The owner of the to-do (the 
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teacher) can overrule the total status by stating the relevant percent.  
 

Setting up a to-do (joint for both examples) 
Setting up, editing and updating of a to-do is done in the calendar by the person who 
is responsible for (owner of) the to-do:  
 

 
 
By clicking on New task a window opens to register the details: 
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In the example above there is an entry to say that in the period 15.06.06 – 22.06.06 
the owner of the To-do (Emily) will be working on the documentation for Inorganic 
chemistry. In addition Annette will be attached to the to-do as a resource. This means 
that she can trace Emily’s progress all the time and will be able to quickly see when a 
document is finished. Then she can examine it and enter her own progress. Both of 
them will be able to trace each other’s progress. In this way it is easy to check the 
development through to the completion of the documentation.  
 
Note: 
You can also enrol a class, group or several individuals as resources. 
 
You can see below what a newly created task looks like: 
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In educational context it might be an issue where various persons are attached to a 
to-do as displayed below:  
 

 
 
For a teacher to assign pupils/students or employees as resources the correct 
access rights is needed, these rights are to be set by an administrator. If you do not 
have the correct access in a situation like this please contact your administrator.   
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Reject an invitation 
A person invited as a resource to a task (to-do) can reject the invitation:  
 

 
 
A dialog box appears where he/she can write a message to the owner of the to-do: 
 

 
 
The owner of the to-do including other resources attached will see the rejection this 
way:  
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Example 1 
 
The example below shows how to-do was used in connection with the creating 
subject documentation. This is a collaboration process between Emily Evavold and 
Annette Berry. It works in the way that Emily writes the actual documentation, while 
Annette does the proof reading and gets it translated to other languages etc. Instead 
of exchanging messages or e-mails the process can at any time be traced in the 
calendar   
 
This is how it was carried out: 
 

 
 
Emily started to create the documents, and Inorganic chemistry was first chosen. 
Once she had got on the way it made sense for her to denote how far she had got in 
the process. This is done by selecting from the drop down menu to the left of the 
task:  
 

 
 
Here you can select from the list the proportion that is most suitable, in this case 
about ¼ of the documentation had been created: 
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Annette will have the same view if she looks at her tasks and she updates her 
progress in the same way. 
 
When Emily had completed the Inorganic chemistry documentation she selected 
Complete from the quick menu. This means that 100% is entered as progress. The 
documentation was by then ready for revision and Annette could enter how far she 
had got through: 
 
 

 
 
In this way you will be able to trace the progress of tasks that involve several people. 
 
When both have completed their task (to-do) it will look like this:   
 

 
 
This means the document is ready for distribution 
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Example 2 
The second example is when a teacher creates a to-do, but should be carrying out by 
a group of pupils/students: 3 pupils/students will collect resources to a workshop. 
  
When the teacher has created the to-do and attached the 3 of them as resources it 
will look like this:  
 

 
 
This is a to-do divided among 3 persons. Each of them can contribute with 1/3 (round 
33%) of the total progression.  
 
Let us say that Cathy has started her task and she therefore registers 25%:  
 

 
 
The following will display:  
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Cathy is on out of three, so her 25% original contribute only as 1/3 – meaning 8% of 
the total.  
 
Ann has done some more than Cathy, she wants to state that she has done ¾ of her 
task:  
 

 
 
Saying we get this total sum:  
 

 
 
This can be understood as following: In sum the 3 of them has 100% (25% + 75% + 
0%), but since this to-do is divided on 3 persons the total progress is 33%. 
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The teacher can change the total progress, no matter what the resources have 
stated:  
 

 
 
The owner has manually overruled the progress of the to-do. 
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Booking 
Before booking can be used the resources must created and organised by the 
administrator.  
Booking – setup (administrator) 
We organise and group the resources as shown here: 
 

 
 
Here the different resources are arranged in three groups: Rooms, Digital equipment 
and Other such as the school's minibus. 
 
You create a resource in the same way as a contact; just remember to select 
Booking items at the top:  
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Use the e-mail and telephone fields for contact information: if, for example, a 
resource is a minibus, you may need to contact someone beforehand. 
 
This resource must also be a member of a group: 
 

 
 
For employees to be able to search for these resources, they must have the View 
contacts right for the resource node: 
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Booking a resource 
After the administrator has registered and organised the resources, and assigned 
rights to these, individuals can book them using the calendar: 
 

 
 
 
Here you can select the type of resource (1) you want to book, duration of the 
booking (2) and which resource(s) (3) the booking applies to: 
 

 
 
You can also make a recurring booking: 
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A booking just made is shown in green: 
 

 
 
Future bookings can be deleted using the red cross to the right. This will not be 
possible if the booking has started (or is in the past) because we want to avoid being 
able to "change history". Example: Someone who has borrowed a digital camera that 
they have lost/damaged etc. must not be able to remove the booking from the 
summary.  
 
When you create a new reservation you will see a list of your own appointments (1), 
your bookings (2) and others' bookings (3) on that day: 
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You can access your bookings by selecting My bookings from the menu: 
 

 
 
If a resource is double booked you get a warning and can then change the booking in 
progress: 
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Appointment list 
By default, this type of appointment is created in the personal calendar: 
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Example 1 – course registration 
The first example shows how we can use this tool when registering for a course. Let 
us assume that a chemistry tutor arranges training in the use of some new software, 
and that in this situation there is only room for six participants: 
 

 
 
In this case, five factors are important: 
 
(1): Enter the date/time interval for the course in this field. 
(2): Checking this option allows participants to personally register for the course 
 (appointment). 
(3): Enter the number of people who can register (number of seats) in this field. 
(4): By selecting the relevant room from the drop-down menu, we ensure that this 

appointment only appears on the personal calendars of those who are covered 
by this offer (in this case, the chemistry students). 

(5): To register this appointment, you must add it (5). The reason why the option is 
located in this part of the screen is because this tool also allows for quick 
registration of several events consecutively – in which situation this position is 
useful.  

 
After the appointment is added, it looks like this: 
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Complete the entry by clicking Save in the bottom right-hand corner of the screen.  
 
One of the students logs on, selects his or her personal calendar and finds this 
appointment. By clicking on it, he/she can register for the course: 
 

 
 
In this case, there are six seats available because no one has yet enrolled. After 
registering, the calendar looks like this: 
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There is also a new entry under personal appointments (green background) because 
the student has registered. 
 
After self-registration, it is possible to unregister yourself by clicking the appointment 
once more: 
 

 
 
The person who created the appointment will now see this information: 
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Clicking the appointment shows who has registered: 
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Example 2 – Appointment counselling times 
This example explains how to arrange counselling/discussion times: 
 

 
  
The specified items are: 
 
(1): The date and time of the first counselling session are stated here. 
(2): Additional information can be entered in this field if the title field is not large 

enough. 
(3): You must tick this box to allow students to register for one or more of these 

appointments. 
(4): In this case we are dealing with individual counselling, and you should 

therefore enter the number 1 here. 
(5): The appointment length should be considered in conjunction with option (7) for 

quickly adding a series of appointments. When you click Add to appointment 
list (7), the time of the next appointment will automatically be deferred by the 
number of minutes specified in this field. This makes creating appointments of 
the same length which proceed immediately after one another a simple 
process.  

(6): Select the room containing the relevant students/pupils as participants. 
(7): See item (5). 
 
If you click Add to appointments list (7) four times, the screen will look as follows: 
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We can now change the date and time and add more appointments over a longer 
period. In the end, the appointments may look like this: 
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Important: Complete registration by pressing Save! 
 
Students/pupils will see the following in their personal calendars: 
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The student/pupil can click one of the specified appointments to register for it: 
 

 
 
As in example 1, a participant can unregister him or herself. In addition, the 
appointment owner is able to see who has registered in each individual case.  
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