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Introduction 
This course is a basic introduction to Fronter 82. The examples are an attempt to 
illustrate well known sets of problems in everyday teaching, and we hope you will nod 
in recognition to a lot of what is introduced here. There are some pre- requisites 
along the way, which we assume have been met. This relates for instance to the fact 
that the person administrating Fronter has already created the basic structure and 
possibly created a few rooms etc. 
 
Fronter is in continuous development and improvement. It is therefore possible that 
there may be discrepancies between documentation and application. This guide is 
written for Fronter version 82 
 
Good luck! 
 
Lillehammer, August 2008 
Steinar Hov/Ingun Vaglid 
 
Fronter – a first meeting  
Fronter is an Internet gate, which gives teachers and students/pupils the opportunity 
to distribute different resources on the net. In its simplest form we can imagine that 
teachers publish their period plans, lecture plans etc in the different subjects so that 
students get access to them via the Internet. But the possibilities are ever so much 
more than that.  
 
As a teacher you can add different assignments, links, tests with automated answers, 
group assignments, projects that are to be handed in etc. As a students/pupil you can 
have access to different subject resources via the Internet, work on group projects in 
shared documents, hand in student/pupil practices and other written assignments etc. 
This guide will show you how you as a teacher can get started in Fronter. 
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Metaphors in Fronter 
Fronter is a virtual school with different corridors and rooms. In each of the rooms 
there is a furnishing. This illustrates what we mean by such a school: 
�

�

 
 
In this school you will find 4 corridors: corridors for Information rooms, corridors for 
classrooms, group rooms and corridor for project rooms. From each of these 
corridors you have access to the different rooms that are attached to each corridor:   
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From the corridor of Information rooms you will have access to rooms of the following 
kind:  
 

·  Shared information for students/pupils and staff 
·  The Personnel room 
·  Student/pupil information 
·  Library 
·  Students’/pupils’ Council 
·  Caretaker 

 
From corridor for classrooms you will have access to rooms of this kind: 

·  1A 
·  3C 
·  9A and B 
·  1ENGD 
·  1TYBA 
·  2FY1 
·  2GYMC 
·  3ENV2 
·  3RELB 
·  2ECOM412 

 
 
The corresponding structure in your own installation may have been built up slightly 
differently, but you will no doubt recognise the system. The principle is to have some 
corridors for the different rooms so that you can easily find your way around the 
system.  
 
It is to recommend an own corridor for all information rooms like shared information 
to students/pupils, Personnel rooms, Student/pupil council etc. Further more all 
classrooms can be attached to the same corridor – classroom, subject room will you 
find in the corridor subject room, while all group rooms have their own corridor etc. 
 
Corridors and structures for each institution are created by whoever has the 
administrative rights in Fronter. The layout depends on several things: whether there 
are many study directions and departments, whether some teaching takes place 
outside the main campus, different groups of subjects within various subject areas 
etc, whether to make a structure for teams, departments etc.  
 
There is no right or wrong way to create the structure of an institution – local 
considerations must be taken into account.  In this introductory user guide we will 
assume that a simple structure like the one shown above is already in place. 
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Hint! 

Most probably you will expect Fronter to mirror the structure of your institution. 
Therefore it can be useful to first make a division between the different departments, 
then the study directions etc. In primary school it can be useful to divide in sections, 
smaller and older etc, depending on how large and complex the school is. In higher 
education it is natural that the divisions follow the various study options, grouped 
under the appropriate department/faculty. This is a job for those who administer 
Fronter. 

 
 
And now it is time to enter Fronter to see how the virtual school can look like. 
Logging on 
Fronter is a licensed product, which requires username and password. All teachers 
and students/pupils must first get these awarded by those who administer Fronter.  
 
As regards the username, it does not matter whether they are typed in UPPer or 
lowER case letters. The password, however, is case sensitive. You must therefore be 
careful to check whether the caps lock key is depressed! Some people contact us 
saying their password is incorrect when they have typed it in upper case letters. 
Generally speaking you should change your password to something which is easy for 
you to remember and it ought to be a mix of numbers and letters. 
 
In higher education there will often be a shared database for several types of 
services, something that can also control the passwords. This may involve 
passwords changing via a separate gateway and not directly in Fronter. 
 
 
The address to your school’s Fronter installation is pre set, but it is in the form of 
http:/fronter.com/xxxx 
�

�

�



 
 

� �

Here you enter both username and password and, if appropriate, language. In the set 
up you may wish to add the option of changing the password when logging on for the 
first time. If so, do this, but remember that the new password must be entered twice.  
 
Hint!  

Use the down arrow when moving from the username to the password.  Use Enter at 
the end, which signifies ok so you do not have to use the mouse. 

 
�
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Opening page – The Today-page/ Start page/ My Page 
The first thing you will see when you have logged on is your Today-page – your 
personal start page. On this page you will find information that is recent and relevant 
to you, fetched from rooms where you are a participant. This page can be customised 
for you, thereby making each page different for different users.  
 

�

 
This is one possible opening picture after logging in. Frames for Stickies, Calendar, 
Messages and Notification, dominate the main picture. Selecting options from a 
range of templates may change the layout of this picture, and each school should 
make the choices that suit their needs. 
 
The contents of each of these areas (Messages, Notification etc) will obviously vary 
from day to day. Regular messages can be written in directly, appointments in the 
calendar will vary from week to week etc. In addition you can display a number of 
other items here, like Fronter-news (or simply News) This is a tool that gives you 
room to manoeuvre: The news can be displayed with images, image text, basic text 
etc. This makes it ideal to use a room as a information magazine, with a configuration 
very similar to what you find in the net based papers. However, this function is not 
mentioned in this guide. 
 
What is on display for each user is messages, calendar appointments.. etc only from 
those rooms that he/she has access to. This means that a student/pupil who for 
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instance does not take physics as a subject will not have access to messages written 
in the physics room. Calendar entries will not be on display either. Messages in the 
common room that are Public information will be available to all students/pupils and 
staff, but messages from the Personnel room will only be accessible to staff. This 
means that the Today-page will be unique to each and every student/pupil and 
teacher/ tutor. 
 
In addition to the above information there are 4 important areas marked 1, 2, 3,  and 
4 in the illustration. 
 
We will first quickly go through each of these elements and then later on return to the 
ones that are most relevant with more detailed information. 
 
The personal room 
The area marked 1 is the personal room. The administrator decides which tools 
should be available here. The most usual are: Today, E-mail, Contacts (Search), 
Calendar and My Archive. 
 

�

Here we have renamed Today to My today; by clicking on this tool you will always 
return to the opening page/ your start page. 
 
Hint! 

Some people prefer to change the title of this tool to My tody, My startpage or 
something similar of they feel that this gives a clearer description of what lies beneath 
this button/ tool. This is a job for the administrator.  You should be aware of the fact 
that if a user logs on with a different language the title will remain in language you 
have changed into, it is only the original Fronter titles that will automatically change 
according to choice of language. 
 
You can also have different tools for students/pupils, and staff. 

 
 
Fronter offers a web-based e-mail client, which makes it possible to configure your e-
mail accounts so you are able to read external e-mails directly in Fronter. Fronter 
also has a complete e-mail service run by Fronter, we call this Mailfronter. 
In the e-mail tool (here renamed: My messages) you can also read personal 
messages sent to you, and you can send such messages to either one, or several 
people at the same time from this tool.  
 
Contacts (here renamed: Search...) gives you the option of search for contacts like 
students/pupils and staff in Fronter, you will find information like their address, phone 
number, e-mail address etc. Note! In this tool you will also find Search for content.  
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Calendar can be used as a personal diary where you only see the basic entries. In 
addition you can add messages to students/pupils about tests, deadlines etc. These 
entries will be displayed on the Today-page for each student/pupil – very practical! 
 
My Archive (here renamed My documents) is a personal archive that only you have 
access to. Here you can create folders, add documents, links etc. Administrator 
decides the memory capacity for your archive. The archive can be very useful if you 
are working on a document from several places, e.g. at work and you want to 
continue at home. Remember that you will have access to this archive from any 
computer, as long as it has got internet access. With a double-click you can transfer 
files from My Archive to a room, e.g. a lecture plan to an information folder in a room. 
 
Hint on the placing of the buttons 
 

You can decide if you want to have the tool list in your personal room as a separate 
row of buttons on the top, or as a separate banner next to the room selector. You 
decide this from your contact card under Personal preferences, (if you can not find 
this option it is because it has been removed by the administrator). 
 
You will also find the option My room (your personal room) in the room selector. 
 

 
 
You must place a tick, as above, if you want this upper button row. If not, it will look 
like this: 
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Each user should be able to decide where he/she wants the buttons, but for 
”beginners” it will probably be easier if they are placed as a separate row on the top. 
This way they will always be visible!  

 
 
The room selector 
The area marked 2 is the Room selector. It is obvious that for a large institution there 
will be many rooms, but each user can only see those rooms where he/she is a 
member. The way these rooms may be displayed is based upon either one of these 
two principles: 
 

·  Display all the rooms you have a right to see (with or without a display of the 
corridors) 

·  Only display selected rooms (favourite rooms = those you use most) with an 
option to display all rooms when necessary 

 
The rooms are displayed in a room selector, and each institution can choose which of 
these two display options to use. 
 
Note 

The setting for which of these two options to be used at your institution will affect all 
users – consequently this is not a setting each user can control. Top administrator 
needs to do this.  
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Room in the corridor Information room: 
 

 
�

Here you can see some examples of rooms in a secondary school:  

 

�

�

And for a primary school: 

�

�
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A display of the rooms for the Bachelor of Child Care and Welfare could look like this: 
 

�
�
In the “new” room selector you can select favourite rooms, it will look like this:  
 

 
 
 
Here those rooms that you have chosen appear underneath the line. You will also 
see the option Display all rooms which will give you a view of all the rooms where you 
are allowed access. In our experience you will have access to more rooms than 
those you use on a daily basis, so this display option can be quite practical. 
Remember, it is the top administrator who has to set this option if this is what you 
want.  
 
All the lists in Fronter are automatically categorised so it may be practical to number 
the different corridors and rooms in order to get them in the desired order. 
 
All in all this room selector is central to the use of Fronter. This is where you go when 
you are moving from one room to another to collect or insert information. 
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The contact card  
Whilst points 1and 2 are always available to you – you are able see these from all 
rooms, the next two points are only accessible from this opening page. Point 3 shows 
the name of the person who have logged on: 
�

�

 
Depending on the settings in your institution some fields will be visible/invisible, as 
well as pre-set, or editable: 
 

 
 
Under the link Log-in info you will often see your username, but it cannot be 
changed. The administrator should do this. The password may in some instances be 
open to changes, whilst others make sure that all changes are synchronised with an 
administrative base: 
 

�
�

The last option of interest is Personal preferences. Here too there may be restrictions 
on what you are able to change, but as mentioned earlier each user should decide 
where the personal button row should be placed. In addition it is possible to alter the 
design so that the colours of the framework can be varied: 
�
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The example above shows a user who has fairly high access rights: The design can 
be changed according to a list of options – Just keep trying different ones! 
Customised e-mail client should be in Fronter WebMail. The user can then send e-
mails directly from Fronter. Personal tool package (upper button row) shows which 
templates of tools you have access to. Students/pupils and teachers are usually not 
allowed to change this so the field will be hidden. 
 
 
Today-page/Start-page/My page 
And so to the last point on the list: the field marked 4. This area contains the most 
recent messages and calendar entries that you have the rights to access. Various 
information to staff, meeting schedules etc. will appear on this page. In addition you 
will get alerted here regarding hand-in folders (more of that in a separate course). 
 
Our experience is that students/pupils will show an interest in what appears on this 
page. Therefore it is important to keep messages and calendar entries up to date.  
 
When you write a message or register a calendar entry in a room, it will also appear 
on the Today-page. 
�

�
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In the illustration above you will see  some personal messages (Stickies), 
notifications for handing in, different messages (you may also see (in small font), the 
name of the author, which rooms they are registered in, when they were written) as 
well as calendar. 
 
Customice the Today-page/Start-page/My page! �
The Today-page/Start-page/My page is of great importance because it represents the 
opening page which greets the students/pupils and teachers after logging into 
Fronter. A dummy user may be created for each department/institution that will 
ensure that all students/pupils and staff get the ”same” opening page with a sensible 
layout. This is a job for the administrator. Each user may also customise the Today-
page, as shown below: 
 
 Select Customise on the far right:  
 

�

�

Note! 

It is an possible to hidie this choice. This means that students/pupils will not be able 
to alter the layout format of this opening page. This will of course limit each user’s 
freedom, but on the other hand it prevents students/pupils from (not deliberately) 
removing fields that contain important information. Removal of this option must be 
seen in connection with use of User Template.  
�

You can then customise the display, which elements you wish to have on this page, 
in which order, etc.  
�
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You can remove elements you do not want by placing a tick in front and then clicking 
on Remove. New tool can be found on the right. In addition you are able to move the 
elements upwards and downwards with your arrow keys, enter how many messages 
to be displayed etc (click on the tool first to get the dialogue window): 
�

�

 
Try different layouts, click on Save when you have made changes and assess the 
result by clicking on Today-page/Start-page/My page on the top left hand side. 

�

�����  
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You need to make sure that there is a tick placed for Show description regarding 
Messages. You will then be able to see who has written a message, in which room it 
was written and when it was written. In addition you need to increase the number of 
messages (elements) from the customised value of 5 to at least 10 so you do not 
miss out on any pieces of information.  

 
Consider: 
You can easily get a large amount of information on the Today page. It can therefore 
be quite a good idea to make a division between Messages and News based on the 
following: Messages are ”Need to know” whereas News are ”Nice to know”. This way, 
the two tools can be placed separately on the Today page and have different 
contents. 
 
Two tools on the Today page to be mentioned 
 

RSS: 
RSS is a family of web feed formats used to publish frequently updated digital 
content, such as blogs, news feeds or podcasts. Users of RSS content use programs 
called feed 'readers' or 'aggregators': the user 'subscribes' to a feed by supplying to 
their reader a link to the feed; the reader can then check the user's subscribed feeds 
to see if any of those feeds have new content since the last time it checked, and if so, 
retrieve that content and present it to the user. 
 
Often you will see the text RSS or this symbol: 
 

 
 
You can now have RSS on the Today-page or the Room-Today-page like any other 
tool: 
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You will get an empty container for the RSS-feed and you have to create relevant 
links to the information you want to subscribe.  
 
Here we have an interesting RSS-feed: 
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By clicking this link you get an overview of possible RSS-feed. Right-click on the 
wanted link: 
 

 
 
Choose Copy shortcut from the drop-down menu and then select Edit RSS-feed on 
the Today-page: 
 

 
 
Here you can paste the links into the URL-field. Then enter a number of articles to 
display on the Today page, and define whether to display the abstract or not 
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This is how it will look like on the Today-page: 
 

 
 
You can subscribe information of your own interest such as sports and weather. If 
you have more than one source it can be handy to show additional information. This 
is done by customising the RSS feed: 
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Check for Show icon from RSS feed: 
 

 
 
Below is an example of RSS articles with Politics from The Daily Star and Weather in 
England from Yahoo:  
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RSS on Room-today 
RSS feed can be included on the Room-today page by the teacher. By this the 
teacher can publish interesting articles and make them available for his/her 
pupils/students from the start page of the room. 
 
Information central 
This tool contains several other tools: 
  

 
 
When you add this tool to the Today page you can choose which of the ”subtools” 
you want to be displayed: 
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The tool at the top (here: News) will automatically be displayed on the Today page. 
 
Hint: 
Upon selecting both News and Stickies, the stickies will in some sense be protected: 
In the Information central only the number of stickies will be shown since the News is 
the first and ”active” tool.  
 

 
 
 
Where do we write in Fronter – about the built in e ditor (text editor) 
Before we proceed we should have a look at how information is distributed in Fronter. 
If you have files that are already created (Word, PowerPoint, Excel, Adobe, pictures 
etc) these can be uploaded in Fronter. This means that the files are transferred from 
your PC to an archive (often in a separate folder) in Fronter. Pupils/students can then 
click on this file and it will open in a browser. Consequently the file can be read there 
and then, printed out or saved on the individuals’ PC. 
 
You often have messages or news that need to be communicated. Furthermore, 
there is a separate writing tool, Fronterdocument that is particularly well designed for 
use on the Internet: It is always accessible when you are in Fronter, it is fast and 
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nobody will need any extra software to write or read this type of document. In addition 
you can create documents (Office, Open Office) directly in Fronter. This is described 
a bit later in this document.  
 
When you write messages etc you use a separate editor (wordprocessor) that is built 
into Fronter. It bears a great resemblance to Word, but it has a somewhat different 
functionality in some areas. Below we have described some of the most important 
options. 
 

 
 
As you will see this is a picture you will recognise from other programmes, but you 
will notice there are some special buttons here. You will also find that you can 
display/hide the toolbars so that you can choose whether you want to just keep on 
writing (in as big a window as possible) or whether you want to make use of some of 
the extra possibilities that lie in the toolbars. Here is a more in-depth description of 
each of the tools: 
 
 

 
 

 
This editor is a so-called html-editor. It means that it uses a set of codes 
(“tags”) that will be interpreted by your net reader. Those who are a bit 
more advanced in this area will from time to time need to change these 
codes manually, and for this they have this button that switches between 
normal view and code view – in other words a tool for the advanced 
user.  

 

This is preview – you will see how text, pictures, tables etc will appear in 
the net reader. 

 

Copy and Paste  - we presume this is familiar? 

 

Paste as a clean text: In this case the text you have highlighted and 
copied will be pasted without colour, underlines etc., and all text will be 
given the same font size (10).  

 

If you highlight text that has been written in Word and want to paste it 
into the Fronter editor, you ought to choose this option. This is because 
copying from Word will throw up a number of unwanted codes, which will 
be removed by using this tool. Font colour, underlines etc will be copied. 

 

Undo, Redo – familiar? 
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Insert picture. Here we presume that the picture has already been 
uploaded in Fronter. 

 

Add Flash (animation etc.). Here we presume that the file has already 
been uploaded in Fronter. 

 

By highlighting a text you can attach it to a hyperlink (external link) by 
entering the URL. 

 

Insert internal link: You can create a pointer/ shortcut to a document etc. 
in Fronter, a function frequently used. 

 

Insert a mathematical formula. This is an Equation Editor that resembles 
the one you will find in Word. 

 

Insert various Smiley-symbols. 

 

Shortcut keys for raising and lowering text. You no longer have to type in 
CO2! 

 

Here you can choose font and background colours. 

 
 
 

 
  

 

This is where you select the font. 
Research has shown that Arial and 
Verdana are amongst those best suited 
for reading directly off the screen.  

 

The font size is entered in a slightly 
different format to what you may be used 
to: x-small is equivalent to font size 10, 
whilst small is equivalent to 12.  
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Bold, Italic, underline, line through: 
familiar! 

 

Insert various symbols, like Copyright 
etc. 

 

Alignments, indentations, and bullets – 
these will also be familiar. 

 

Insert table. 

 
 

By right clicking on a table you will get a 
built in menu for further customising of 
the table. 

 

Find and Find/Replace – familiar icons. 

 

Spell check. 

 
 
�

Create new room 
If it is not relevant for you to create rooms, but instead go directly to one or more 
rooms that are already complete with furnishing and participants, you can follow this 
link. However, it may still be sensible to look through the steps below to give you an 
insight into some of the options – select what is suitable.  
 
Rooms are created by finding this option in the room selector: 
�
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Note 

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

If this option is missing, it means that you do not have the right to create rooms. To 
change this you need to get in contact with the person who administers Fronter. 
  
You may be aware that each room has got a set of tools in the left margin – 
furnishings. To create a new room you have to do the following: 
 

·  Choose where to place the room (choose relevant corridor) 
·  Enter an easily recognisable room name 
·  Choose a piece of furniture (tool package in the left margin) 

 
The placing/ corridor will be self evident if the institution has got a well-organised 
structure. You choose from the drop down menu: 
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In this case we will create a subject room for English year 7: Therefore you choose 
the corridor by the same name from the drop down menu marked (1). Notice that the 
concept Organisation Unit is used for corridor. Then you have to enter the room 
name (marked (2)). Choose a sensible room name.  
 

 
 
Hint! 

When rooms are being created they ought to be given names that are self 
explanatory and reflect those used on the timetable and group lists. Some colleges 
use the abbreviate like 3PHY2 (for the subject physics), while others use 
AAAFAF3PHY2 and so on. The rooms in primary schools are attached to classes or 
stages such as for instance Grade 5B.  
 
In higher education you need to think ”globally” and attach the rooms to a 
department. This eases the work for those with higher rights in Fronter. One example 
is that the subject statistics can be taught at several departments. One solution may 
be to attach department/ study to the room name, like (FoSS-BBA) Statistics. In 
addition the rooms may be numbered if you want to have them in a particular order. 
    
Some people choose to make the room follow the same yeargroup from one year to 
another, whilst others let the students/pupils ”flow through” the room and ”reuse” it 
with new students/pupils every year. Your choice of room name needs to reflect this. 
You should also have a consistent system regarding upper and lower case letters 

 
The fields Duration and Description are optional and only meant as informative fields.  
 
Give the room a description.  
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This is particularly important if you are going to allow the room to be seen by other 
Fronter users via the FronterBridge functionality. When browsing available Fronter 
Bridge rooms the description will then give you useful information about the room and 
what you can expect to find there. We would advice that you also ad in the name of 
you school. Use the Fronter Editor if you want to make the description little more 
catchy (this is often the first text/picture the participants see when they enter a  
room). The description field in the room can be switched off via Customise room 
today option in the dropdown menu at the frontpage. Tick off View room description. 
 
The tool list is chosen from the drop down menu marked (3). Here are a number of 
templates for you to use, but you need to know what they contain before you make 
your choice. The administrator can make such tool lists to fit in with your particular 
institution/ department. – make sure this happens!  
 
Then we make sure there is a tick in the field marked (4). What you will achieve is 
that the archive tool, which is frequently used to organise the subject matter will be 
extended to its full width. This will become clearer when we look at the use of the 
room a little later in this course. 
 
Hint public rooms! 

There is an option in Fronter which has to be activated by the administrator; it is 
about the opportunity for people other than the participants in a room to see that the 
room exists, and, if they wish, to be able to apply for membership (so they can get 
access to the room):  
 

 
 

  
 
After having created the room, it will look like this: 
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�

What we now need to do is this: 
·  look at how we can change the name, duration etc. of the room  
·  look at how we can change the furniture (tool package) 
·  make a front page, i.e. introducing the room 
·  add participants (students/pupils and staff) 
·  create a sensible folder structure in the room 
·  add/create some documents 
·  delete some files 
·  establish some useful links 
·  add some messages 
·  add a calendar entry (appointment)  

 
Change room name, duration etc of a room 
If you are to make changes to a room’s appearance, tools, participants etc. you have 
to be a room owner. The creator of the room automatically gets this right. Even if 
somebody other than you creates a room (for instance administrator for Fronter) you 
can be awarded this right. 
 
From the drop down menu you choose Edit properties:  
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Note 

If the room has been made accessible as a public room the drop down menu will look 
like this: 

 
 
The picture you now get into you will no doubt recognise: It is identical to the one you 
had when the room was created; with one exception-can you see which?  
 

The option, which is no longer accessible, is the option of furnishings (tool package). 
When a piece of furniture is chosen (from a template), it cannot be exchanged for 
another, but you can change each tool, one by one, add, remove etc. More of this in 
the next point. 
 

 
Here you can make the changes you want. 
 
Change the tool package (Furniture) 
Look at the picture of the room on the previous page. You will see the furnishings in 
the left margin. Which tools exist and what they are called depends on which tool 
template was used when the room was created. 
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In some cases the Fronter-administrator at your institution will have created some 
standard templates suitable for your institution’s target groups, whilst others will use 
those that were delivered with the Fronter application.   
 
The tools that are accessible will have their own names in Fronter. One example is 
Participants –these are students/pupils and teachers who should have access to the 
room. At a college or university it is customary to rename the title of the tool to 
Students/pupils. Have the target groups in mind when choosing the titles!  
 
Regardless of which tool is being used it can be relevant to change the tool package. 
This could for instance be to change the titles of the tools to describe the function of 
the tool, e.g. the tool Resources. You may wish to rename the button to subject 
matter, tuition etc. The tool Room (the start-page of the room) can be renamed 
Information or something else along this line. 
 
Important! 
If you change the title of a tool, this will also be the title if you logon to Fronter with 
another language. If there will be someone that logon in English, it will be best if all 
tools got English title.  
 
 
Let us have a look at how this can be done: Click on the option Customise tool 
package: 
 

�
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In the picture now appearing you can remove/add tools in the tool list. You can also 
change title (1), description/alt tag (2) (the alt tag when you hold the mouse over the 
tool) as well as access rights (3): 
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It may be practical to have an additional Archive tool that only the teacher has access 
to. The button will then be hidden to students/pupils and could contain different 
resources that the teacher can use when needed. Here you will see how this is done: 

�

�
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Furthermore, you can make sure that the students/pupils will not able to upload files, 
add links, create folders etc. by choosing the following setting on a tool: 
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You can also move the buttons upwards or downwards by clicking on the small 
arrows – it is not possible to use “drag-and-drop”: 
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Make sure it is the Title you change and not the Tool! 
�
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Create a frontpage 
By using the tool Front page you can design a presentation of a subject, a 
collaboration room etc. yourself. 
 

 
 
Here you see an example of presentation of a subject. Notice two things:   
 

·  The button has been given a new name (Information about the subject) 
·  The button has been moved to the top – the result is that the tool automatically 

gets activated when the room is selected. 
 



 
 

� ��

 
 
We create the content in a Frontpage by selecting Edit at the top: 
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In the edit mode it looks like this: 
 

 
 
In (1) you select the object to be inserted, (2) are arrows to move to container and (3) 
to add a new container.  
 
Below you see an example of a Frontpage in edit mode: 
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Broadly speaking you are only restricted by your imagination! 
 
Rights in a room 
Central to Fronter is the awarding of rights. For students/pupils and teachers there 
are 4 relevant levels:  
 

·  read�
·  write�
·  delete�
·  own�

 
In some rooms where students/pupils only come to collect information, they are 
awarded reading rights. Students/pupils are not able to make any changes in these 
rooms; adding documents (upload) or deleting anything that exist there.  
 
In a group room/subject room it is as a rule desirable to have student/pupil 
participation so there they are awarded writing rights. Students/pupils are then able to 
add documents and they can delete their own contributions. However, they are not 
able to delete what other students/pupils have added into the room. 
 
The students/pupils can also get even higher rights- delete. Then they can add 
documents and in addition delete their own and other peoples’ documents. This is 
normally a right that the teacher is awarded in a room.�
�
The highest level is owner. This rights it is natural to award the teacher in each room 
he/she is to administer. Room owner can change the look of the room, the 
furnishings(tool package) as well as changing the list of participants. This list shows 
who has access to the room and which rights they have got.  
 
It can be natural for several teachers to co-operate in a subject and these can be 
awarded different rights to the students/pupils – room owner controls this. 
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The room is ready to use 
 (back to creating a room) 

The completed room, with an introduction of the subject, changed titles of tools etc. 
may now look like this for a student/pupil: 
 

 
 
 
Participants 
The tool Participants (Members, Students/pupils, list of groups etc.) shows who has 
access to the room and which rights they have. You must enrol those students/pupils, 
and other staff, who are to have access to the room. This may already have been 
done if the administrator has created and customised the various rooms.  
  
If the room is to be viewed as a pure information room where the students/pupils are 
only collecting information (messages, calendar entries, lecture plans etc.) they 
should only have reading rights. If student/pupil participation in the form of hand-ins, 
tests, etc. is required, they should have writing rights. 
 
By clicking on the Participant tool you will get the student/pupil/ group list: 
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In the top right hand corner you have the option Edit. All the students/pupils and staff 
at the school are to have reading rights in information rooms, and only a few are to 
be able to write as well as delete information.  

The students in English Year 7 will have the access Write, and the teacher (Jancis 
Broadbent) is Room owner:�

 

�
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Send e-mails to the students/pupils 
From the list of participants it is very simple to send e-mails to one, several or all of 
the students/pupils. All you need to do is to place a tick in front of the names, and if 
you want to send an e-mail to all, you choose Send e-mail to selected at the bottom.  
 

 
 
Then all you have to do is to click on the e-mail button at the bottom. 
 
Now all the recipients will be filled in so all you have to do is to write the e-mail and 
select any attachments if necessary. 
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Attachments are added at the bottom: 
 

 
 
If one or more people reply to this e-mail, you will get these in your usual e-mail, 
regardless of the fact that you sent it from Fronter. 
 
Send Stickies/personal messages to the students/pup ils 
In the same way as you can send e-mails to the students/pupils you can also send 
personal messages (Stickies). These will only be visible to those you send them to 
(that is if they are not made public later). One problem could be that you want to give 
a message to one person (and the student/pupil has not got an e-mail address) You 
can then send a personal message to this student/pupil, who will receive this on 
his/her start page. 
 
The procedure is the same as for e-mail: 
 

 
 
Those you have ticked for will appear on the received list: 
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In addition to the text itself you will see that you can add links: 
 
This is how the Today-page will look: 
 

 
 
As mentioned the recipients will get the personal messages on their start-page, but in 
addition they will also be put in a separate folder (Inbox), which will automatically be 
created in the tool E-mail, regardless of whether an e-mail account has been created: 
 

 
 
By clicking on the message you can read the full message and also reply to it: 
 

 
�
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Sending text messages 
You create and send the actual text message by selecting the option for sending a 
sticky. You can do this in the following ways: 
 

1. You can select New sticky from the personal tool list (top row of buttons).  
 

 
 
You must first add the participants: 
 

 
 
  
Here you can look for the recipients one by one or select a group where the 
participant(s) is/are selected: 
 

 
 

2. Alternatively, you can look for one or more recipients via Search/Contacts: 
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3. Otherwise, you can select recipients from the participant list in a room: 
 

 
 
You must then type your message. You will find the Send text message button at the 
bottom of the screen: 
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After you have clicked on Send text message the following screen appears: 
 

 
 
The following information is displayed in it: 

 
1. The SMS account which is debited and the number of messages the 

account has left. 
2. The message (a new message is created every time the number of 

characters exceeds 160). 
3. You can choose whether you also want to send a copy of the text message 

as a sticky (note). 
4. Not all the recipients of the message have specified their mobile number. 

They can receive the message as a sticky instead. 
5. More recipients can be added by entering their mobile numbers in this field. 

A comma is used as a separator. 
 
Note: The students cannot answer a text message from Fronter.  
 
Further details are described in a separate guide.�
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The Resource tool 
The most important tool in the room is probably Resource. Let us select the 
Resource renamed to Resources (R): 
 

�

 
The tools on the right give all options to organise a sensible structure with folders, 
sub-folders and contents. As the structure grows you may want to see the whole tree 
structure. Click on the little button on the far right next to the printer symbol – this is 
an on/off-switch for this purpose. 
 

 
 
 
Folder is first option. It should contain documents, plans, and links and so on that will 
eventually be added:  
�
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In this introductory course we will not be looking at other options that may be 
available. However, it may be in order to point out the two options Hidden folder and 
Individual folders in addition to the customised option Regular folder. 
 
Hidden folder: 
This choice makes it possible only for those with delete or room owner rights to see 
the folder with its content. It can be practical for the teacher to create various files 
that will not be accessible to students all the time: 
 

 
 
Individual folders: 
This is a handy functionality that automatically creates an individual folder for each 
student who is a member in the room. The folders are given the student’s name and 
have customised access so that only the individual student and the teacher can view 
the folder (and its contents): 
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Now, first we create a regular folder and enter a suitable title. By choosing Save your 
first folder is in place. We create a couple of folders in the same way, and the 
Resource may look like this: 
�

�
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If you create a separate folder for the teacher (Lesson plans, Working…) and tick for 
hidden, the students will, as mentioned before, not be able to see the folder. The 
sorting is alphanumerically so this folder will appear with other folders. If you add a 
space in front of the first letter in the folder name, it will appear as the first folders, 
without the space showing: 
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Folders with customised access 
 
Individual folders: 
As we have mentioned earlier this is a handy functionality: You simply create a new 
folder and place a tick for Individual folders: 
 

 
 
The folders are then in place as subfolders to this folder: 
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Click on it and the student folders show up: 
 

 
 
Group folders: 
We can create folders that are only accessible to certain people. This could be 
appropriate for group work.  
 
The folders are created in the ”usual” way and the Customise access is selected: 
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We can then select members here, from the list of those who have access to the 
room:  
 

 
 
This is the display showing that a folder has customised access: 
 

 
 
Add documents to resources 
We all obviously have lots of relevant files to upload to Fronter. First we must open 
the folder in question by clicking on it. Then we must choose Upload file to transfer 
the files one by one from our own PC to Fronter:  
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Then we must browse through to the relevant file:  
�

�

Then we find the relevant file on our own PC, highlighting it and selecting Open, the 
file is ready to be transferred to Fronter: 
 

�

 
If nothing is entered in the field marked Title, the file name will become the title of the 
document. As an alternative you can type a self-explanatory title. The option Open in 
new window will mean that the browser will start once more with the document in 
question. The benefit of this is that you can maximise the window so the document 
will be easy to read, save, print etc. 
 
After Save the document is in place: 
�

�

 
By clicking on the document title, it opens, and in this case it is a Word-document. 
 
This procedure is the same for all documents that are to be transferred to the various 
folders. Remember to open (click on) the relevant folder before you upload files. 
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Hint! 

It is possible to upload several files at the same time. Click on Multiple files instead of 
Browse...as described above. When the Java has loaded you can brose for the files 
or you can drag and drop them into the window. 

 
 
Create link collection 
It can be practical to have one folder that only contains links to documents on the 
Internet. By opening the actual folder you can choose Link. In such cases you need 
to have URL. As an example we look at a link supplied by LGfL about Autobiography. 
We first open the folder Links:  
 

 
�

then click on Link: 
�

�

 
Now we have to fill in the URL (paste it!), write a title that makes sense, and choose 
whether this Internet page should be opened in new window: 
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And this is how it appears in the folder: 
�

�
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tplinks 
Some prefer to have links on a separate button in the tool list (left margin). You must 
add this tool and then create suitable folders for this purpose.  

 
In the same way as opening a document, you just have to click the title – it could not 
be simpler! After a while there may be many documents and links, and you may want 
to delete some of them. All you need to do then is to highlight the relevant documents 
and links by placing a tick in the small square in front of the title and then choose 
Delete: 
�

�

�
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Messages 
We will often use Messages to let students know when we have added a new lecture, 
learning path etc. 
 
To add a message in a room you must be placed in the Today page in the room 
(Room today).  You obtain this by clicking on the symbol Room: 
 

 
 
We write the message by selecting New message: 
 

 
 
We will get to the editor where the text can be typed: 
 

�
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To make access to documents as easy as possible we add an Internal link by clicking 
on the button Insert internal link. Then we will get to a display of folders, files etc. 
Here we have a view of that window. Access to the relevant file is by opening the 
correct folder: 
 

�
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Notice it has been ticked off for the document to open in new window. The link gets 
the same title as your document: 
�

�

�

And this is what it looks like on the My today page: 
 

�

The benefit of creating an internal link to the document is obvious: the students click 
directly on it and hey presto! (unless their PC is slow..) the document opens without 
having to look for it in an resource structure. 
 
Remember that if you wish to alter or delete a message it must be done in the room 
where it was written. You cannot delete it from the Today-page, for instance. In 
addition, the text Read more will appear if the message is of a certain size – click on 
it to read the whole message. (you can customise your today page to view all details 
in a message – to avoid the Read more option) 
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Calendar 
You will find the calendar in the personal toolbar in the top of the frame and in the 
room.  
 
Here we will add information about Unit 4 – Autobiography .  Simply select New 
appointment from this particular room:  
 

 
 
We first select the times and then the date that are closest to the actual time:  
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The use of this calendar is self-explanatory, but it is worth noting a couple of things: 
note that who the appointment is for is filled in so the people who have access to this 
room (English Year 7) will automatically get this appointment on their calendar. This 
happens if you use the room calendar. In addition it is possible to use one specific 
set of colours (see the drop down menu Type) for different types of entries. When the 
calendar entry is saved it will be displayed in the room (in this case: English Year 7 – 
Mrs Broadbent) as well as My today page, and that is where all the students will see 
it! 
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You can also enter private appointments like dental appointments etc by clicking on 
My calendar at the top (in the personal room). Default setting is private appointment. 
This means that it will only appear on your own Today page – no other students or 
staff will see it (unless they are allowed to see your calendar by the setting View 
contacts). 
 
Whoever has registered an entry in the calendar can also delete it by first going into 
the calendar, select the appointment and then Delete: 
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Student view 
 
Now the teacher can access a student 
view. Just one click shows the room as 
how one student with the write-access 
sees it. Uploading a document or 
answering a test will, in this view, show a 
defaylt user, Student, as the owner. 
  
From the Room Today-page, choose 
Activate studentview: 
�
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This will later on be shown in the left margin as a text: 
�

�
�
Choose End studentview or choose another room to abort this view:   
 

�
�
�
This ”student” will be in the participants list as long as this view is activated.  
 
 
 
Handy hints 
 

Tip 1 – Go: 

 
Different options may take you away from the room, and even if you re-select the 
room from the room selector, it is still not possible to find it. Then you have to click on 
the Go –button: 
 

 
 

Tip 2 – Display of Archive: 

 
The button to the right in the Archive is an on/off switch for two display-formats. Here 
the archive is shown in full width (one column) 
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One click on the button gives you another column with additional information:  
 

 
 
By removing the tick from Archive information you will see the tree structure: 
 

 
 

Tip 3 – Printing: 

 
You can for instance print out a folder structure in the Archive by clicking on the 
printer icon on the far right: 
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Then you will get a pre-view before selecting print: 
 

 
 

Tip 4 – Homepage: 

 
It is possible to create a homepage for the users. This page will be in addition to the 
more general pieces of information that lie in the contact card. 
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Note 

The administrator must activate this option; this goes for all users in the installation:  
 

 
 

 
If this tool is activated (by the administrator) in your institution, people who search for 
you and click on your name will get access to this Page.  
 
We assume that your institution has activated this tool and look at how such a Page 
can be created. 
 
Click on your name and you will get to the opening picture: 
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By placing a tick on Edit the picture including different options comes up: 
 

 
 
Here we can place a image, either by collecting it from the hard disk or from any 
archive: 
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By placing a tick on one of the plus symbols you will get a new placeholder for text 
etc.:  
 

 
 
More placeholders can be created and they can be moved around by clicking on the 
arrows in the top right hand corner.  
 
By removing the tick in Edit we will see how it will appear to other users: 
 

 
 
This Page will be saved in your personal archive: 
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If your institution has allowed the use of Pages (homepages) you will now have to 
click on your name once more in order to get access to the contact card with 
information about each user: 
  

 
 

Tip 5 – Create/edit External Document (Office/OpenOffice) 

 
You can also create a Word, Excel or PowerPoint file, directly in a folder. This means 
that you do not need to upload, browse etc., but you obviously have to make sure 
that you are connected to the Internet whilst you are working. 
 
Let us quickly have a look at this easy possibility. 
 
ActiveX and Internet Explorer: 
You choose Create: 
 

 
 
Enter title and a description, if appropriate. Further down you will find the options 
attached to the creation of an external document – contemplate also whether it 
should be opened in a new window: 
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After saving, Word will start and you can just start writing. Remember to save as you 
work, and when you close the document it will automatically be saved in the folder 
where you created it – neat! 
 
One small point at the end: regardless of whether your document is uploaded, or 
created in the way we just described, you can edit the contents without having to 
download it first. Click on the little button directly to the left of the title and select Edit 
file from the quick menu: 
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The source programme (Word, Excel etc.) will then automatically start with this file 
open. You can then make the changes you want (remember to save regularly!) 
before you close the source programme. You will then get a message that the 
document already exists and you are given the option of saving the changes as a 
new version or replacing the existing file. 
 
You may not able to get this to work, and the reason for this may be that the security 
level for Internet use has been set too high at your school. Among other things 
ActiveX-check are run, and this may be turned off. If this is the case, contact 
Administrator.  
 
Viktig! 

It is important that you close the document when you are finished, and you have to 
confirm that the transfer was ok. 
 
What happens then is that Word starts locally on your PC via Fronter. When you 
save the document it will be placed in a temporary catalogue on your hard disk (a 
little different on a terminal server, but the principle is the same). As you finish the 
document – close it – a copy will be transferred to the relevant folder in Fronter. If you 
have a bad internet connection such a transfer may fail, and you will not get this 
confirmation 

 
 
WebDAV and Mozilla (also Internet Explorer) 
You choose Create: 
 

 
 
Enter title, and if appropriate, a description. Below you find the options connected to 
create an external document – also assess if you want it to be open in a new window:  
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When you have clicked on Save you will get the following picture: 
 

 
 
Here you must make sure that you highlight the entire link (double click in the field) 
and then copy it (ctrl+c). 
 
Next step is to start the source programme (Word etc), select File/ Open… Now you 
have to paste (ctrl+v) the link in the field for the filename, and click on Open.  
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It may take a few seconds to get connected directly to this document on the Web- 
server: 
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The document will then come up for editing. By clicking on Save while you work you 
will be able to save directly on the server. Finish off in the usual way. 
 
One small point at the end: regardless of whether your document is uploaded, or 
created in the way we just described, you can edit the contents without having to 
download it first. Click on the little button directly to the left of the title and select Edit 
file from the quick menu: 
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