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Preface
This document is about an administrator’s tasks and possibilities in Fronter. The
target group is administrators in primary schools.

Each LA will have their own building, administrated by top administrator(s), inside this
LA building there will be several schools, administrated by a school administrator and
a power user. Typically the school administrator will perform their main tasks under
the admin button, and the power user will perform their main task in rooms and have
knowledge of all the different tools available in Fronter. This document will act as a
guide for these top administrators and school administrators.

The document can be used as step by step guide for building a new school in
Fronter, or as a reference guide for different administrative tasks in Fronter for
instance regarding structure of groups and corridors, settings and access rights.

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

We hope you find this guide useful

August 2008
Ingun Vaglid/David Weare/Steve Henderson

What this document is about:
This document covers everything that is covered in the admin training day and is
what a school administrator needs to know to administrate Fronter within the school.

The document will deal with nearly everything under the admin button in Fronter, plus
how to create rooms and assign students into those rooms.

The following main areas will be covered in detail:
Fronter metaphors
Organisation units: Nodes, Groups and Corridors
Preferred structure
Access rights
Importing members
Settings
Tool packages
Statistics
Create room
Enrolling members in a room
Templates



Fronter is a very flexible system which will allow you to create a virtual school
building in many different ways. This document gives you a preferred structure and
set up for your school and for the whole building.

The suggested structure and set up will make it easier to maintain the virtual school
and to ease the end of school year procedure, but will also make it easier to give
support when the administrators call the Fronter help desk.

The document will allow you to understand how to control the access rights in the
building, in reference to:"who is allowed to do what, and who can see who”.

The chapter about importing users shows how to get users into the system either
manually or via synchronisation (This could be from an MIS system).

Different tool packages can be created suitable for different target groups, for
example one tool package for students and another for teachers.

A few settings about statistics give an overview of how much disk space the school
has used and how much they have left. Also a statistic which gives an overview of
total and unique logins and rooms visited in the building.

Rooms and members in the room can be created automatically and manually. This
document shows you both options.

It is possible to create templates to update and easily edit the user account of several
users at the same time.

Metaphors in Fronter

Imagine Fronter as a building on the Internet, just like a real building we want to
replicate its structure. Inside the building there are corridors with rooms furnished
with tools. You have to use your key to enter the building (your username and
password). The key gives you access to rooms where you meet other members for
collaboration.
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In the admin module administrators will have access to a tab called Organisation
units (org.units).

Org. unit is a common name for Nodes, Groups and Corridors.
Org.units is the tool for organising members and rooms in the building.

We organise members in Groups, and we attach rooms to Corridors.
Node is an “empty” org.unit with either members or rooms attached. We use Nodes
for better organisation and overview; the node will be like an empty “top folder”.

Top administrators will have access to all org. units in the LA building and a school
administrator will have access to all org.units for his/her school.

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.

The graphic symbols are:
(1) Node
(2)  Corridor
(3) Group



=[] Newland Primary School (NPS)

1"J 01 Manually created groups
E‘J 02 Policy groups

3 J All staff group NPS

- 14| Al students group NPS

"J 03 Fronter resources

E‘J 04 Manually created corridors/roo
2}& Other rooms

g Shared rooms
"J 04 Imported corridors/rooms

"J 06 Imported groups

Node

Node is an “empty” org.unit. A node does not contain any groups with members,
or corridors with rooms. You can see a node as an empty top folder used for better
organising and better overview of the school structure.

These 6 nodes should be standard for each school:
School name

01 Manually created groups

02 Policy groups

03 Fronter resources

04 Manually created corridors/rooms

05 Imported corridors/rooms

06 Imported groups

All these nodes will be imported into the system.

Note: we have decided to have the imported groups and corridors at the bottom of
the structure. There are several reasons for this: these org.units shall not be changed
so there is no need to open them frequently, there are many org.units under these
nodes so we don’t need to scroll through them when we for instance assign access
rights.

Groups

Groups contain members. Everyone registered in Fronter as a teacher, student or
parent, are to be viewed as members and they are organised in groups. Typically
there will be a group for each class, for example Year 1 group (suffix), Year 2 group
(suffix), and there will typically be a group called “All student group (school suffix)”
and “All staff group (suffix)”. Meaning a user can be member of more than one group.
(The suffix refers to the name of the school)

If we want to have an Information room as mention earlier, for instance a “Head of
school info room” then we would add the “All student group” and “All staff group” into
the room, instead of enrolling Year 1 group, Year 2 group etc or single users. If a new
student becomes member of the “All student group” they will automatically be a
member of the room “Head of school info room”.



By using “All groups” we will also make it easier and quicker to give the members of a
group common participation and rights in a room.

Most schools will decide to import members into Fronter from their MIS system.
The imported members will be stored under the Node called:

06 Imported groups. These groups should not be edited.

You can add your own members, manually under the node called:

01 Manually created groups.

Corridors

Rooms are attached to corridors. Some schools may import corridors and rooms;
these will be stored under the node called: 05 Imported corridors/rooms — these
corridors should not be edited.

You can manually create corridors and rooms; these will be created under the node
called 04 Manually created corridors/rooms

=1 | Mewland Primary School (NPS)
1L1.:) J 01 Manually created groups

= 1| Staff

| 4| Fronter Administrators group NPS
| 4| Other Group

1 4] SMT/SLT Group

~|&] Teacher Key Stage 2 Group
[3)J &) Year 1 Staff group

14| Year 2 Staff group

| 4| Year 3 Staff group

14| Year 4 Staff group

14| Year 5 Staff group

14| Year 6 Staff group

~_| Students

- |02 Palicy groups

#-_| 03 Fronter resources

= | 04 Manually created corridors/rooms
"J Classrooms:

{2}@ Other rooms:

"J 05 Imported corridors/rooms
J 06 Imported groups

How to best organise?
Fronter allows you to mix Corridors and Groups in the same organisation unit,
something we do not recommend. Keep the Groups and Corridors separate like this:



= | Newland Primary Schoal (NPS)

=] 01 Manually created groups

=] Staff

| &| Fronter Administrators group NPS
| 4| Other Group

-1 4] SMT/SLT Group

~|&| Teacher Key Stage 2 Group

~| 4| Year 2 Staff group
| &| Year 3 Staff group
~|&] Year 4 Staff group
-1 4| Year & Staff group
~| 4| Year 6 Staff group
~_| Students

|| Year 1 Staff group  Nodes/groups

1 |02 Policy groups
- |03 Fronter resources

£ | 04 Manually created corridors/rooms

g Other rooms:

| Classrooms: Nodes/corridors

"J 05 Imported corridors/rooms
-] 06 Imported groups

Primary school structure

Here is an example of how to organise a
secondary school:

01 Manually created groups and

02 Policy groups will contain members,
03 Fronter resources (groups) will
contain some specialised groups in
Fronter, i.e User templates group

04 Manually created corridors/rooms will
contain the different corridors with their
attached rooms, manually created by an
administrator

05 Imported corridors/rooms will contain
automatically imported rooms attached
to a corridor,

06 Imported groups will contain all the
student and teacher groups from the
schools MIS system.

|| Newland Primary Schoal (NPS)

"J 01 Manually created groups

"J 02 Policy groups

"J 03 Fronter resources

"J 04 Manually created cormridors/rooms
"J 05 Imported cormidors/rooms

"J 06 Imported groups




How to create Organisation Units

Fronter's integration with the schools MIS system will automatically create the fixed
structure 01 — 06 displayed earlier.

But as a schools administrator your will need to know how to add new org.units to
this fix structure at some time.

Create an organisation unit in the following way:
Click on the admin button to enter the area of where to administrate Fronter:

1_'; My today :_\d My messages ._j_‘ Search lj Iy calendar 3 My documents j My portfolio ‘;rg LG
Chops€ 100 ¥|@)Go Fronter Top Administrator Admin Help ag out
Note
' note01

. Only administrators have got this tool — "normal” teachers/students have not got it.

__________________________________________________________________________________________________________________________

Create, Edit, Move and Delete Group

Example: you want to have a group for the school council since they want to have a
room where they collaborate, have their minutes of meetings, inform the rest of the
students about their work etc. Members of the school council are not defined in the

MIS system, so we need to create the group manually and then enrol these two
students into the group.

We will call the group “School council (suffix)”. And we will to create this group under
the Node called “01 Manually created groups”.

Highlight the Group “01 Manually created groups” - and the new group will be
created on the level below

Choose “New org.unit” at the top right

Admin Org. unit = Settings  Tools

I Mew org_unit
Search for arg_unit

Search [ 01 Manually created groups

=

Wodify Move Delete

Created by Steinar Hov {2007-04-11 14:10)
fiew v | i W 3 v !
View ] Corridors (8] Groups Allow to create sub: groups
Expand all Description
[ ] UK schools
_| cLe A Access righta]
o Give others access in this org unit
_I ) . I:‘ Name Contact acoess Room acoess
E‘_l MNewland Primary School (B8]

Contacts which have inherited rights from a higher level

. F 102 Policy groups ELidminiciiatars

SlpELLSar Goto source

Give the group a Title, add the word “group” and the school name as a suffix;
“School council (NPS)” *

Tick for “Group (contains contacts)”



In the bottom part of the picture you will see that you can choose whether or
not you want to allow the creation of sub levels. Since the node 01 Manually
created groups was ticked in the import “only allow sub groups”, you will now
only have the option to create “Sub groups” or “None” groups at all. Choose

“None” to avoid sub levels which will avoid a complex structure.

Org. unit = Settings  Tools

|_| 01 Manually created groups

Title: chool council group (NPS3)

Description:

Group (contains contacts)

Allow to create sub
C groups
® none

* Adding the word “group” when creating a group will make it easier when searching
for org.units and the suffix will make it easier to give support and to use these groups
for a top administrator later. An example: the top admin might want all Fronter admin
to be members of a shared room. A search result will give many Fronter admin
groups but if the suffix is added he/she will easily see which school admin group is
missing or not added as member of the shared admin room.

Edit a Group:
- Highlight the Group you want to edit
Press “Modify” at the top right
Modify the details; the Title, the option for Node, Group or Corridor, and for
what kind of Sub org.units it should be possible to create later.
Make your changes and Save

Move a Group:
Use drag or drop (only possible for Internet Explorer), or
Highlight the Group, choose “Move” at the top right and select where to move
from the list and press Save.
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Org. unit = Settings  Tools

|&] All staff group NPS

Move "All staff group HPS" To:

02 Paolicy groups v SEWE| Cancel |

Delete a Group:
Highlight the Group
Choose “Delete” at the top right
Confirm from the pop-up box

Note: members of the group you deleted will not be deleted from the system. If they
are member of a group you have access to as a school administrator you can search
for them and find them. If they are not member of any other groups in Fronter, or not
member of any group you have access to then you will not find them when searching.
You will have to call the top administrator and ask him/her to enrol the member into a
group you have access to, or you will have to wait till next time the automatic import
has happened.

Other manually created groups:

We will at some stage need Groups which are not defined in your MIS system; Head
of schools group since you want Info from Head of school room, Librarian group
since you want a room from the Library.

And you will need Groups at some stage which is not registered in your MIS system;
Parents group since you want an Info room to parents, Supply teachers group since
you want a room with information for Supply teachers.

The groups should be created under the node called 01 Manually created groups.

How to create new members and add them into the groups are described later in this
manual

Create, Edit, Move and Delete Corridors

Example: you want to create some rooms not included in the import, for instance
Shared resources room for the teachers for each subject or each year group at
school. You will then need a corridor to attach these rooms.

Highlight the Node called “04 Manually created rooms/corridors” - and the new

corridor will be created on the level below
Choose “New org.unit” at the top right.
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Admin “ Org.unit | Settings Tools [ New org.unit

[] 04 Manually created corridorsirooms

- . Created by Steinar Hov (2007-04-11 14:08)
View - [ [8] ] ™ [Elc : ;
e B8 Copsiden Rl Sraups Allow to create sub: comridors

Search for org.unit
i Modify Move Delste

Expand all Description
J,Ull(étgools “J Access rightsl
[ Give others access in this org unit
[ LA
I:‘ Name Contact acosss Room sccess

| Mewland Primary Schaal (NPS)
[101 Manually created groups
-] 02 Palicy groups

-[_] 03 Fronter resources

Cont which have inherited rights from a higher level

Go to source
Go to source
Go to source

Give the corridor a Title

Tick for “Corridor (contains rooms)”

At the bottom part of the picture you will see that you can choose whether to
allow the creation of sub levels. Since the node 04 Manually created corridor
was ticked for in the import “only allow sub corridors”, you will now only have
the option to create “Sub corridors” or “None” corridors at all. Choose “None”
to avoid sub levels which will avoid a complex structure.

Org. unit = Settings  Tools

|| 04 Manually created corridors/rooms

Title: Shared rooms corridors

Description:

Corridor {contains room)

Allow to create sub

) corridors

® none

Edit, Move and Delete a corridor as described for Groups.

How to create rooms are described later in this manual

Example of a primary group and corridor structure

Size and complexity of the structure will be different from a small to a large primary
school. Given below is an example of the structure at Newland Primary School and
the nodes tell you what has been imported and what you as a school admin has to

create manually:

12



01 Manually created groups - contains
special groups not included in the import.
For instance groups you might find you
need during the year, i.e. Parent/Carer
group, or groups that will change
membership during the year, i.e.
Librarian group NPS, School council
NPS, School management NPS. School
council may have seats for 6 months,
which means you can resign a student
and enrol a new one, and the new
student will get the same access to
rooms and have the same access rights
as the previous member.

And also Booking items — for the
resource booking in the Calendar. The
resources are seen as contacts within
Fronter.

= | Mewland Primary School (MPS)
EJ Booking items

4] Room resources

""" |&] Tech equipment
=1 _| Parent/Carer

""" |&] All parents/carers
3| Staff

m

ml

4] Librarian group NPS

| 4| Other Group

~[&] SMT/SLT Group

~| 4| Teacher Key Stage 2 Group
14| Year 1 Staff group

~1 4] Year 2 Staff group

~1&] Year 3 Staff group

~1 4] Year 4 Staff group

14| Year & Staff group

~| 4] Year 6 Staff group

- | Students

| &] Fronter Administrators group MNP

02 Policy groups contains two imported
groups where, to set different policy on,
like “All students group NPS” and “All
staff group NPS”, they might have
different tool packages or different
design, or different storage capacity in
their personal room. It will make it easy
and clean to always use all options under
the tab called “Setting” directly on Policy
groups.

—JJ 02 Policy groups
' j All staff group NPS

""" [&] All students group NPS

03 Fronter resources contains groups
like User template group Template is
practical if we wish to streamline the
information of average limits for a group
of members. These are groups where we
assign “not physically members”. More
about this later.

This group is not imported and has to be
created manually.

=+ | 03 Fronter resources

""" |&] User template group NPS

04 Manually created corridors/groups
contains corridors where to attach rooms
not included in the import. This might be
rooms you later discover that you need,
Other rooms corridor

£ | 04 Manually created corridors/rooms
. +[8] Classrooms:
“{&] Other rooms:

13




05 Imported corridors/rooms contain =] 05 Imported corridors/rooms
corridors for attached rooms

. ) g Classrooms
automatically imported. :

&8 D
Do not need to be altered. 5| ra”_m
@] English
06 Imported groups contain all student 1] 06 Imported groups
classes and all teacher groups imported B[] Classes:

from the schools MIS system.

Do not need to be altered. ] Year 1 group

~|&| Year 2 group
~|&| Year 3 group
& Year 44 group
~1 4| Year 4B group
~| 4| Year 5A group
~|&| Year 6B group

Access rights in the Group and Corridors Structure

We have Access rights connected to Groups and Contacts and Access rights
connected to Corridors and Rooms.

Access rights regarding groups/contacts: Administrators can decide who is going to
see who in the system, and who is going to be able to maintain and create new
members.

Access rights regarding corridors/rooms: Administrators can decide who is going to
be allowed to create new corridors and to create new rooms and who should be able
to maintain and delete corridors and rooms.

This is controlled in the Access rights part in the admin module.

Access rights for groups:

Contact acoess

Mo access V[

View contacts
Tutor

1 Subject teacher
Contact creator
Administrator

Explanation of the different Access rights regarding Groups/Contacts:

14




No access The member gets limited access to
information about other members. As an
example, the list of members in a room
will only contain names, with no
opportunity to view any other information
about the other members

View contacts You will be able to view additional
information about the other members in
the room. In addition to contact
information of members from the room, it
is possible to search for the members in
the contact register and to chat in FIM
(Fronter Instant Messenger) and to see
each other’s appointments in the
Calendar. This right is standard when
creating a new group — meaning
members in the group can see and
search for each other.

If you want for instance want to use the
resource booking in Fronter, this is the
right you will give All staff group on the
Resource booking items.

Tutor This access right is for use for the
Attendance and the ILP tool (Individual
Learning Plan). With this access you can
record attendance, behaviour and grades
for the group which you have the access
rights on, and make individual learning
plans for the group you are tutor/mentor
for. As tutor/mentor you can see what a
subject teacher has written you your tutor
student group.

Subject teacher This access right is for use for the
Attendance and the ILP tool. You will
only see your own comments and
remarks.

Contact creator Members of the group with this right can
create new contacts within the part of the
structure to which the right applies.

Administrator This right gives the user the opportunity
to create new contacts that can be linked
to existing groups and give log on
permission. The contact administrator
can also create new groups for
assembling the contacts; all this within
the allocated part of the structure.

Note:
The two rights called Tutor and Subject teacher are to be used for the ILP and the
Attendance tool, if the Attendance tool is not used, but you wish to start using the ILP

15



tool, these two rights can be turned on in the admin module by a LA top
administrator: Global setting 316.
The two rights Survey reporting right and Survey access is used in the survey tool.

Access rights for corridors:

Room
access:

Mo access

Mo access
Room Creator
Room Supervisor

Explanation of the different Access rights regarding Corridors/Rooms:

No access The members that get this access on a
node or a corridor cannot create new
rooms or expand the structure with new
corridors. Most often used access right
for normal user.

Room creator Members of a group with this right to a
node or a corridor can create new rooms
within this part of the structure

Room supervisor With the title of room supervisor you can
create room and corridors. In addition
you have access to all rooms within the
allocated part of the structure, regardless
of who created them and which rights
your possible membership of those
rooms entitles you to. These users have
access to the admin button.

How to set the different rights:
Click on the org unit (Corridor or Group) which is to be given access of rights.
Click on “Give others access in this org.unit”
Select the Group you want to give the access right within the highlighted
org.unit
Select the wanted level of access rights

Example: We want to give “All staff” the possibility to view “All students”, means they

will be able to view the students Contact card, Search for and see their Calendar and
chat with them via FIM.
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Admin Org. unit I Settings ]
Search for org.unit

| =earch [&] All students group NPS Modify Move Delete

. == . Created by, teinar Hov (2007-04-12 12:35)
B E F
View Corridors &| Groups Ao e o
Expand all cription:

[_] UK schaols / iﬂ& Members

=L Hill LA There are 0 members in this group

Import nbers Import e-mail accounts Resign Enrol

f—lq MNewland Primary School (NPS)
] 01 Manually created groups I@ Access rights|
=, JUQ Palicy groups Give athers ag ﬁss in this org unit
. g : 4 D Nare Contact scosss Room scoess
G i . g [] E.All students group NPS View contacts  No access Modify
H || 03 Fronter resources
-] 04 Manually created corridorsirooms m
E‘J 05 Imported corridors/rooms Contacts which have inherited rights from a higher level
i B ] 06 Imported groups A tors Top admin Super-User Go to source

Highlight the Group “All students group NPS”

Click on Give others access in this org.unit

Select the “All staff group NPS” from the drop down menu
Select the access right called View contacts.

Save

Org. unit I Settings ]

[&] All students group NP5
Select the org.unit{group) that should have access to All students group NPS:

The
organisation | -> All staff group NPS '

unit:

Choose the type of access the org.unit (group) should have:

Contact
ACCess

View contacts v

Sawe| Cancel |

Another example: We want to set access right so that the Fronter admin group for
Newland Primary School has full access within the school area of the building. We
want member of this group to have full access to all rooms, create new corridors and
rooms, create new groups and add new members, and also to delete and modify the
whole structure.

Highlight the top school node called Newland Primary School
Click on Give other access in this org.unit
Select the group called “Fronter administrators group NPS”

17



Select the following access rights:
o Contact access: Administrator
0 Room access: Room Supervisor.

View -

Expand all

Admin Org. unit I Settings ] Jg New org.unit
Search for org.unit
] Newland Primary School (NPS) Modify Move Delete
Crea 2 Steinar Hov (2007-04-11 14:03)

Description:
__| UK schaals ¥ Access rig E|
"J Hill LA Give others access in this org unit

"J 01 Manually created groups
E{_] 02 Policy groups aroup NPS

[&] All staff group NPS Remaove

[&] Al students group NPS

J 03 Fronter resources Contacts which have inherited rights from a higher level

J 04 Manually created corridors/rooms B Administrators Top admin Super-User Go to source
"J 05 Imported cormidors/rooms

--J 06 Imported groups ¥ Access rights for this org.unit

[ 1 v
IE# Corridors (&1 Groups L— low to create gub: corridors and groups

il e ‘ Contact scoess Room scoess

] @ Fronter Administrators Administrator  Room Supervisor Maodify

Have a look at this example:

Admin Org. unit I Settings ]
Search for org.unit
Search [&] All students group NPS Modify  Move Delete
) . Creat 4 Steinar Hov (2007-04-12 12:35)
[l & v
View : |#] Carridors [&] Groups Meat b rone
Expand all / Description:
[ UK schools » Members]
"J Hill LA There are 0 rfpembers in this group.  Import members Import e-mail accounts Resign Enrol
B | Mewland Primary School (NPS)
"J 01 Manually created groups ¥ Access fghts

] 02 Palicy groups
~[&] All staff group NE

- [ name Contact acoess Room acoess
Ji Front [ @Al staff group NPS Contact creator Mo access Modify
: e e [] ®.All students group NPS ~ View contacts Mo access Modify

"J 04 Manually created corridors/rooms

"J 05 Imported corridors/rooms Hemovs

J 06 Imported groups Contacts which have inherited rights from a higher leve

Give others access in this org.unit

We have highlighted the group called All students group NPS. And on the Access
rights area we can see that we already have allocated some rights:

The teachers have been given Contact creator as the right to the group All
students group NPS. This means that via settings for the contact card the
teachers have the right to keep certain fields in the students contact card
updated. This could be name, e-mail, password etc. (If the data for the
students come from an administrative system, these rights must be very
limited.)

The students have been given the right View contacts within their own group.
It means the students can search for all other students in the contact register,
see each other’s Calendar, and chat with each other in the FIM (if activated).
This is a setting we do not recommend to be set for the “All students group”; it
is enough for them to see each other’s class or subject groups.
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Important:

. Note 02
. A right which is set within an org unit will also be inherited downwards to all
i underlying levels.

In the next example we have highlighted a Group under the 01 Manually created
groups “Room resources NPS” The "members” here are 2 rooms which staff is able
to reserve. In order for these to be visible for the “All staff group NPS” in the list of
resources the All staff group has been given the right View contacts on the “Room
resources group”. This means the “All staff’ can search for the “appointments” of the
Rooms in the Calendar.

=k | Mewland Primary School (NPS) Org. unit | Settings = Statistics  Tools  Absence, grades 3
B[] 01 Manually created groups
':'-J BDDl_<iI1£1 items |2 Room resources NPS
JERoom resources NPS Created by Ingun Vaglid (2008-02-05 12-37)

5] Tech equipment
E[ ] Parent/Carer

~[&] All parentsicarers
=] Staff
~[&] Franter Admin group NPS
~[&] Librarian group MPS
~[&] Other Graup
~[&] SMT/SLT Group
~[&] Teacher Key Stage 2 Group
“[&] Year 1 Staff group
~[&] Year 2 Staff group
~[&] Year 3 Staff group
~[&] Year 4 Staff group
~[&] Year 5 Staff group Nl Access |'ighTS%
~| 4] Year 6 Staff group
=[] Students
E—1_| 02 Policy groups

Allow to create sub: none
Description

‘-'-_*! Memhersi
Imp

| Search

Surname, First Mame Username

Caontact acoess

[ =LAl staff group NPS View contacts

In the next example we have highlighted the All students group NPS. We can see
there are rights set at a higher level, which are therefore inherited downwards. The
group called Fronter Administrators group NPS has got the right Administrator, and
therefore all the Fronter administrators can create and edit contacts in the students
groups on this level and the levels below:
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Admin

Search for org.unit

Search |

Corridors Groups

View :
Expand all

[] UK schoals
-] cLC
=] LA
B[] Newland Primary School (NPS)
|:| 01 Manually created groups
E||:| 02 Palicy groups

All staff group NPS
|:| 03 Fronter resources
|:| 04 Manually created comridors/rooms
|:| 05 Imported comdors/rooms
-] 06 Imparted groups
B[] Newland Secondary School (NSS)
B{»] System

el i s

Org. unit = Settings  Tools

All students group NPS

Created by: Steinar Hov (2007-04-12 12:35)
Allow to greate sub: none
Descrigfion:

There are 1 members in this group.

gAccess rights

[ veme
[ @Al staff group NPS
[ m Al students group NPS

Remove |

Caontacts which have inherited rights from a higher level
Top admin
E_Fronter admin group (ISL) Administrator
B _Fronter Administrators group NPS  Administrator

Centact acosss
View contacts

View contacts

E Administrators

Madify Move Delete

Import members Import e-mail accounts Resign Enrol

Give others access in this org.unit

Room acoess

No access Modify
No access Modify
Super-User Go to source

Go to source
—™Go to source

Room Supervisor
Room Supervisor

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

Admin

Search for org.unit

Search |

|&] Carridors Groups

View -

Expand all

[ ] UK schools
[]..D LA
EH| Mewdand Primary School (NPS)
|:| 01 Manually created groups
E||:| 02 Policy groups

- &] Al staff group NPS

""" All students group NPS
[]03 Fronter resources

BI04 Manualhe created coridacsioam

Org. unit | Settings  Tools

[] Newland Primary School {NPS)

Created by: Steinar Hov (2007-04-11 14:03)
Allow to create sub: cornidors and groups
Description:

gAccesa rights

D Namse
[ & Fronter admin group (ISL}
[] @ Fronter Administrators group NPS  Administrator

Remave |

Caontacts which have inherited rights from a higher level
Top admin

Caontact acosss

Administrator

E Administrators

8 New org.unit

Modify Move Delste

Give others access in this org.unit

Room acoess

Room Supervisor Waodify
Room Supervisor Waodify

Super-User Go to source

Here we will see that the right has been set on the school’s top level, which is

Newland Primary School.

Members can be enrolled in Fronter in 3 different ways:
Imported automatically from MIS system (not explained in this document —
separate document)

Imported manually via text file
Create new member one by one.

Sometimes we have to create members manually one by one. This can be done from
Search (some might have called this tool Contacts) in your personal room:

@ My today Ef;d My messages

%)I Search

= My calendar

= My documents

@ LG

@ Wy portfolic
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Then we click on New contact on the far right:

3ﬂ My toda _;ﬂ My messages _JJI Search 'j Wy calendar I__—I Wy documents ‘ﬁ Wy portfolio t;'-‘JJ LGfL
¥ Y Y g ¥ ¥ Y

| Choose raoi. E[(JGD Fronter Top Admini - Admin.

«Help = Logout

53 New Contact

Search Contacts = Search Content  Friends list

Search for In org.unit (group):

I [ [7] search |

Advanced

Write the relevant data into the fields:

Contact
Type: @ Contact ) Instant user ) Companies () Booking item O User template
First Name: E:Emily
Surname: iI-E»a»Ui.c.I“ Initials:
E-mail: |-Em|I\,r Evavoldi@muc.ac Llij URL:
Addr.: |
—_— o8 Edit Image
Tel.: | Tel.2:
Cet:  [M96551 ] Fax:
Company: ::F«"IUC.-"EmpIDyee :__:Link to company ¥
Location: .

Make sure you enrol the user in at least one group (org. unit). Otherwise you will
have problems finding them again! Since most of the schools will be importing
students and staff into the system, it might be necessary to create a new user like a
parent or librarian. Be sure that you have already created a group to enrol the new
user into.

|l' Add to group |
= = -

........................ g e
Other Group
% [&] SMT/SLT Group
| ] [4| Teacher Key Stage 2 Group

The user name must be unique to the whole installation.

It is good practice to allow the user to change their password after first log on
(After you have first awarded a start password)

Choose which personal tool package to be used for the user (LA personal secondary
tool package is the most common)

21



Tick off (recommended) for the personal tool bar to be shown as a separate line of
buttons at the top of the screen.

Fronter Log-in

Username: mucteacher)16

Password:

Repeat:

Login retries: i

Password expires: days

Time to next password change: MNever

User must change the password at the next login:
Access rights

[J Top administrator: Allow full access to all admin features

Normal user: Allow contacts to log on to Fronter

¥ Personal preferences

General

Stylesheet: | Fronter3l v
Personal room E-mail
Personal tool package: | MUC Employees Personal toolbar v Default mail client: Fronter WebMail +

Show personal tools as a separate line on top

Location
Timezone: GMTO

It is the same process for creating a resource items for the calendar booking. Place a
tick for Booking item instead of Contact.

Importing members manually
If you are creating several members it can be a good idea to import them rather than
registering them one by one.

An easy way to do this is to use a spreadsheet as shown below.

You must have at least username, password, name and surname in the import file. In
addition this example has included the e-mail address and mobile phone number:

A B C D E | F
1 muc201 muc201 Ann Brown Ann Brown@muc_edu_uk 77 23 45 BB
2 |muc20? muc202 Peter Manding Peter Mandingi@muc_edu.uk 78 23 45 BB
3 muc203 muc203 Brian Osmond Brian.Osmond@muc.edu_uk 79 23 45 66
4 |muc2i4 muc204 Jeff Burns Jeff Burns@muc_edu_uk 80 23 45 BB
5 'muc205 muc205 Liza Green Liza.Green@muc_edu.uk 8123 45 BB
6 muc206 muc206 Frank Lindstone  |Frank.Lindstone@muc eduuk 82 23 45 66
7 |muc207 muc207 Migel Irwin Migel Irwin@muc_edu.uk 83 23 45 66
8 'muc203 muc208 Michael Broadman |Michael Broadman@muc.edu.uk 84 23 45 66
9 'muc209 muc209 Jill Jackson Jill Jackson@muc_edu_uk 85 23 45 BB
10 'muc210 muc210 Tim Russel Tim.Russel@muc_edu.uk BG 2345 A5 _|.

T L

All data has to be saved as a semicolon or colon divided text file, something you can
do from Excel by choosing this file type: sdv or csv.
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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 semicolon (yours might be with colon):

B Bok1 - Notisblokk M=
Fil Rediger Format Vis Hijelp

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

muc202; muc202; Peter;Manding; Peter.Manding@muc. edu. uk; 78 23 45 a6
muc203;muc203; Brian; osmond; Brian. osmond@muc. edu. uk; 79 23 45 66

muc204: muc204; Jeff; Burns: Jeff. Burns@muc. edu. uk; 80 23 45 &6

mUuc205; muc205;Liza; Green; Liza. Green@muc. edu. uk; 81 23 45 &6

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

muc208; muc208;Michael; Broadman;Michae]. Broadman@muc. edu. uk; 84 23 45 66
muc209; muc209; 1i77; Jackson; 317171, Jackson@muc. edu. uk; 85 23 45 &6

mUc210; muc210; Tim; Russel; Tim. Russel@muc. edu. uk; B6 23 45 66

-
v oy gy ovm m

T e el h 1 menn

Now enter the admin section and find the group (org.unit) which you want to add the
members:

Admin 2 Org. unit I Settings ]
Search for org.unit
Search | Other Group Modify Move Delete
X Created by: Steinar Hov (2007-06-01 18:08)
- ¥ v
View - Corridors Groups Allow to create sub: none
Expand all Description:
I_:‘ UK schools
D A There are 0 members in this group. Import members Import e-mail accounts Resign Enrol
=] Mewland Primary School (NPS) q )
=] 01 Manually created groups & Access rights
FL staff |8 Give others access in this org unit
~{&] Fronter Administrators groul | ] name E— E——
ﬁ [ @ Other Group Wiew contacts MNo access Modify
L roup
~{&] Teacher Key Stage 2 Group m
“|&] Year 1 Staff group Contacts which have inherited rights from a higher level
(4] Year 2 Staff group E_Administrators Top admin Super-User Go to source
~[&] Year 3 Staff group B Fronter Administrators group NPS Administrator Room Supervisor Go to source
Year 4 Staff group
~{&] Year & Staff group ¥ Access rights for this org unit
~{4] Year 6 Staff group Communities and groups access privileges this group has in the organisational structure
-1 | Students

The option Import members will give you the following dialogue box:
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Org. unit I Settings ]

(4] Other

Ensure that your import file satisfies the following requirements:

[t must be a TeachText file with the suffix "t or ".csv" or ".sdv".

The text items must be separated by semicolons "

Each contact must be placed on a separate line.

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

For additional information, place a check mark in the relevant text boxes below and

make sure that these items appear in the correct order in the text file. For instance no. 1 e-mail before no. 3
telephone.

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

johndoe; password; John; Dow; john@doe. as; 22222222,
bob; password; Bob; Knight; bob@knight.as; 33333333;

Choose the information you want to import.:

X e
1. E-mail I8 Company
2 Tel )
[19. Information
3. Cell. .
[110. Location
[4. Fax
711, Hourly rate
5. Tel 2
[112. Warkhours per week
[16. URL 113 Impart 1D
[17. Addr. P

[114. Import source

Since we in this case want to include two extra fields compared to the minimum, we

must tick off for these two fields. Be aware of the sequence of the fields.

Then you must choose how these members are to be treated, and often we tick off
for the option of changing the password when logging on the first time.

What should Fronter do with the existing username?
CUpdate all information, incude the password.

& Pput the Contact in this Org.Unit.
O Update all information, except from the password.

[“]user must change the password at the next login

Import from Text File:
| Import | Elaclc| )

T e e

-

e e s .

Browse for the import file, press Import and you will get this overview:
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Other

Import users

Do you want to import these fields:
Username;Password;First Name; Surname; email;phone2;
In org.unit {group): Other

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

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

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

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

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

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

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

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

[ (I ¥ T O WO

Importj Cancel

T TR

e E AL s hers

After having confirmed the import, you will get a confirmation, with a warning
message if a member already exists.

Enrolling members into other groups

Sometimes we have the members in one or more groups and wish to enrol them in
other groups. This might be the situation for when you create shared resource rooms
where you want to enrol just some teachers into the room — you will then create
shared groups and enrol members from the “All staff” group into these groups.

Highlight the Group which is to have new members
Choose Enrol from the far right.

Admin 2 Org. unit l Settings 1
Search for org.unit
[&] Librarian group NPS Modify Move Delste
Created by: Steinar Hov (2007-06-13 17:20)
- [ = v
LT =] Cordors L&l Groups Allow to create sub: none
Expand all Description:
[ UK schools

B Hill LA
E_| Newland Primary School (NPS)
B[] 01 Manually created groups

There are 0 members in this group. Import members Import e-mail accounts

¥ Access rights

=

Main content frame

= Staff Give others access in this org unit
(4| Fronter Administraters group NPS | E— E—
il [ @ Librarian group NPS View contacts Mo access Modify
[2] Other Group
[&] SMT/SLT Group M
8] Teacher Key Stage 2 Graup Contacts which have inherited rights from a higher level
(& Year 1 Staff group E Administrators Top admin Super-User Go to source
& Year 2 Staff group [ Fronter Administrators group NPS Administrator Room Supervisor Go to source
2| Year 3 Staff group
(8] Year 4 Staff group ‘{ Access rights for this 0rg.umt|
3] Year & Staff group Communities and groups access privileges this group has in the organisational structure
[2] Year 6 Staff group
|| Students

Search for the group where you know the members already are enrolled:
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Org. unit I Settings ]

|&| Librarian group NPS

To add members, type full name or surname into the search box og click Search__.

To add group click ‘More..." in the dropdown to display all available groups, select the group or type name of the group in the
search box and click Searchz

| | | Al staff group NPS + | Seach

Mo result fram search, search again

ﬂ Cancel

When you have found the group, press Search and you will get a list of all the
members in this group:

Gordon, Jenny
Grant, Sue
Green, John
Hensley, Herbert
Hill, Fay

Hurley, Mina

st, Gary
Kirkland?
Moore, Robert

OFO0OO08OOOO

[[5%]

2

1
1-16 of 20

Mumber of elements

[] org. unit
] [&] All staff group NPS

i@w Cancel

Tick off for members you want to add in the new group
Press Add and they are now enrolled into the new group

Resign members
Sometimes we resign members from a group:

Highlighting the actual group

Open the Members area and you will see a list of all the members
in the group

Tick for members you want to resign from the group

Press Resign and they are no longer member of the group
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Note: avoid ending up in the situation where you resign a member from the only
group he/she is a member of in your school area. You will not be able to search up
this user any longer as he/she is not a member of groups you have access to, and
you will need to call Fronter support, your Top admin or wait for the next import to
happen (most likely the following night).

Org. unit I Settings ]

(&l Librarian group NP S Modify Move Delete
Created by: Steinar Hov (2007-04-13 21:31)

Allow to create sub: none

Description:

Import members Import e-mail accounts Resign Enrol

Search

D Surname, First Hame Username E-mas=il
¥l Hill, Fay nps006
Kirkland, Robert nps020
=1 Resign
Tip!

. If you only want to change the group belonging to one person, it is easier to search
. for the person, enter his/hers contact card and click out/in membership in the org.
. units area in the contact card

Search for existing member

From Search (some might have called this tool Contacts) in your personal room, you
can search for other members that you have permission to see. (Groups you have
View contacts access on — more on this later).

If you need more search alternatives you can click on [Advanced] .
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@ My taday Q My messages fﬁé Search @ My calendar 5 | My documents @ My portfolio @ LGIL
|Choose oo, .. / Eleeo

Search Contacts_,

Toj inistrator wAdmin < Help «Logout

earch Content  Friends list &3 New Contact

In org.unit (group):

_!'FLII staff group NSS

[ sumam=™ First ame

Tel  cslL Compan
[F1%3Brown. anns 70908765
D@Hou\ Steinar steinar hovi@fronter.com +4797604725
D@Top Administrator, Fronter uksupport@fronter.com

Delete Edit contacts Send e-mail to selected Send sticky Export

Delete/Reopen members
By searching for a member you will get the option to delete it. It is possible to re-
establish them via the recycle bin right at the bottom of the structure. From here it is
possible to delete the members permanently, or to restore them into the same groups
as before you deleted if these still exist and you still have access to them.

If the group is also deleted, the user cannot be restored.

Admin Org. unit
Search for org_unit
Search | @ Recycle bin

View - [&@] Corridors [&] Groups / ¥ Deleted members

Expand all ‘ Search
] UK schaols [ Surname, First Name Username E-mail Deleted time Delated by
(] Newland Primary Schog [ Hurst, Gary nps012 2007-04-14 11:26 Steinar Hov
] Newland SecondgprSchool (NSS) [ Norton, Fred nps018 2007-04-14 11-26 Steinar Hov
Bz System

-8 Restore Permanent delete

You can search for nodes, corridors, rooms and groups in the admin module.
Something that is very useful in a wide-ranging structure.

Type your word/letter as a search criteria

Place a tick for Corridors or Groups or both as a criteria
Press Search
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Lﬂ My taday I_:id My messages ESB Search 'j My calendar [ My documents t‘ﬁ My portfolio
| o wom.. BQGD _ Eronter Top Administrator

Admin Org. unit | Sett]

Search for org.unit
|| | |Search | ] UK schools

: = . s Created by Super User

v - [V & ™ [l G

View : W1 [ Cofridars @1 (8l Groups Allow to create sub: corridors and groups

Expand all Description:

:DEK Schpol |'_4 Access rights

u cLe !

3 LA

Contsct acoess

o [, st
& | Newland Primary School (NPS) 2l eme

Room sooess

=i

@ Admin < Help -« Logout

I Mew org unit |

edify

Give others access in this org unit

In this case we will search for anything containing the letters NPS within Groups. The
search will automatically also include search within Nodes. The result of the search is

displayed like this:

Admin
Search for org.unit
| | Search |

View - & Corridors (4] Groups

User template group NPS
(Steinar Hov, 20070412 12:28, ...}
Librarian group NPS
{Steinar How, 2007-08-13 17:20, ...}
Guardian group (instant user) NPS
{Steinar Hov, 2007-08-13 17:29, ..}
All students group NPS
[Steinar Hov, 2007-04-12 12:35, ..}
|| Mewland Primary School (NPS)
(Steinar Howv, 2007-04-11 14:03, ..}

All staff group NPS
(Steinar Hov, 20070412 12:34, ...}

K NMTT’*““EW~ ngediedT g

By clicking on the correct Group; Members and Access rights etc are displayed and
you can see where the Groups is to be found within the Structure:
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Admin

Search for org.unit

Search |

View : =] Corridors [&] Groups

Expand all

[[] UK schools
=T Hil LA
EF_| Mewland Primary Schoal (NPS)
=} [_]01 Manually created groups
~|3| Guardian group (instant user) NPS
B ] Staff
~-[&] Fronter Administrators group NPS

~[&] Librarian group NPS

Other Group
| &] SMT/SLT Group

Teacher Key Stage 2 Group
~[&] Year 1 Staff group
~[&] Year 2 Staff group

Year 3 Staff group
~|&] Year 4 Staff group

Year & Staff group
~[&] Year 6 Staff group

-] Students
=] 02 Policy groups

All students group NPS

=] 03 Fronter resources

3| Template Instant user group NPS
[2] User template group NPS

Org. unit I Settings ]

All staff group NPS

Created by: Steinar Hov (2007-04-12 12:34)

Allow to create sub: none
Description:

‘ Search ‘
F Sumname, First Mame Usemame
. Bailey, Michael ps01
[ Broadbent, Jancis psjancis
B Evans, Linda ps03
[F] Gordon, Jenny ps04
O Hov, Steinar steinarh
il Lindsay, Susan ps07
(] QOldman, Neil ps08
[F] Patrick. Tony ps09
L Ragers, Ken ps10
[F Soron, Roger ps11
. Turley, Helen ps12
[ Young, Bill 1d15

¥ Access rights

Modify Move Delete

Import members Import e-mail accounts Resign Enrol

E-mail

steinar_hov@fronter com

Resign

Give others access in this org unit

The next example gives a search within Corridors containing NPS, (also search
within Nodes will be included). And Note that the search will also give us a result of
rooms when we search within Corridors:

Admin

Search for org.unit

MPS | Search |

View Corridors [ Gruups

[_| Newland Primary School (NPS)

[Steinar How, 2007-04-11 14:03, .}

One node and one room was the result:
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Admin

Search for org.unit

Search

View - @] Comridors [] |&] Groups

|| Mewland Primary School (NPS)

(Steinar Hov, 2007-04-11 14:03, ..}
il Recycle bin

(Superuser, 2007-08-13 17:40, This is the recyde ..}
&% Math Shared resources NPS

(Steinar Hov, 2007-08-13 17:40, ...}

Back

A click on the room gives us this view:

Admin Org. unit T Settings 1
Search for org.unit
|@| Other rooms: Modify  Move Delete
X Created by: Steinar Hov (2007-04-12 13:12)
o] |
VT i8] Coridors [ [3] Groups Allow to create sub: none
Expand all Description:
[_]UK schools ¥ Room listing
ALHIILA Create new Room
E[_|Newland Primary School (NPS) Name Crested by Created
B 04 Manually created comridors/rooms & Math Shared resources NPS Steinar Hov 2007-06-13
E-[_] Classrooms:
Bl Year 1: ¥ Access rights
ﬁ Give others access in this org.unit
B-_| 05 Imported corridors/rooms = I j—

Settings and Statistics

A top administrator will have access to all settings regarding the whole building and
settings to be set on school level.

A school admin will only see settings regarding his school. These are the uppermost
settings with padlocks in front of the setting.

Top administrator can delegate administration of the school settings to school
administrators. This is done by opening the padlock in front of the settings he/she
wants the school administrator to administrate. At this stage all settings except for
one is open for schools and this is the setting called “Template for Webfronter”. This
is closed since this web publishing tool is under development for a special addition as
soon as it is ready for use top admin will open the padlock.
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Org. unit  Settings = Statistics Tools Absence, grades and order

Ll MNewland Primary School

Setting
» ' Storage capacity

1+ Tool packages

+ ' Calendar types and Calendar import

+ ' Default contact card image

d gelau L dd Gand lmage visIDlhe Tor USE1s IRat nave UL UpIcaded Ine = mage

+  Customise contact card access

+ Learning goals

1+ Other settings

ALNET 5E gs amnes g raoams andc =

“OEEUEE QW

There is a separate document handling all the settings in Fronter, settings both for
top administrator and school administrator. This chapter will describe the most
common used.

It is important that all school settings (settings above the line) should be set on

02 Policy groups, except for two settings: Storage capacity and Other settings which
can also be set on corridors. The padlock for only these two settings should be open
for corridors under: 04 Manually created corridors/rooms and for 05 Imported
corridors/rooms. All other settings should merely be open for 02 Policy groups!

School settings: close and open padlocks

Storage capacity — do not open this padlock if the LA is not going to divide the
total storage capacity among all schools. If you are going to practise the “first
come first served” “principle leave it closed.

Design —to be used for adding room as a separate tab for students, to enter
directly into their classroom. But also for schools who wants to make their own
design. Keep the padlock closed on all Nodes until you want to use it. If you want
to make room as a separate tap for the students this has to be done on 06
Imported groups. If you want to use the setting for making own design this has to
be done on 02 Policy groups.
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Tool packages — open this up to have the possibility to create own room tool
packages, personal tool packages and to access tool packages assigned via MIS
set up. To be defined on 02 Policy groups

Calendar types and Calendar import — this will open up for schools to have their
own icons for appointments in the calendar and to import school timetables. Use
on 02 Policy groups.

Logo — most likely all schools want to have their own logo at the top right hand of
the building, use this setting on the 02 Policy group node

Default contact card image — administrator can upload a default image to display
for students and teachers thus they are not uploading their own image in the
contact card. This image will be displayed in Forum and in the contact card. To be
set on the 02 Policy group, you can for instance upload different image

for All staff and All student.

Customise contact card access — most likely this will be set on top LA level. This
is what the members should see for editing of fields in the contact card. If you
want to change the default settings, do this on 02 Policy group, and you can set
different limitation for All staff and All students.

Other settings — many different “small” settings to set on corridor and group
levels. To be used on 02 Policy groups for all settings start with U = Users, and to
be set on 04 Manually created rooms/corridors and 05 Imported rooms/corridors
for all settings start with C = Corridor. U04 and UO7 might be the most interesting
ones.

How to open and close access to the settings for the top administrator of the LA:
- Highlight the top level in the building, normally called “Structure root” or Name
of the LA.
- Open the Setting tab
- Click on the padlock icon to open and close the settings

Now it is up to the school admin to open and close the padlock on the different nodes
where the settings should be used:

Highlight the school level node (Newland primary school)

01 Manually created groups — close all padlocks:
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Org. unit ~ Settings Statistics Tools Absence, grades and order

L1 o1 Manually created groups

Setting
i+ Storage capacity

Limit disk space for this org.unit and below

1+ Design

ou can set options for stylesheet and ta

1+ Tool packages

Define profiles available for this org.u n

f
i+ Calendar types and Calendar import

nit and below

>
&
> Here you can define calendar types and import calendar available for this org.unit a
3 o Leae
Define a logo available for this crg.unit and bel
1+ Default contact card image
] Upload a default contact card image visible for users that have not uploaded thei
1+ Customise contact card access
] Customise the contactcard for this org.unit and sub org.units
£ 1 Other settings
Other settings affecting rooms and members below this org.uni

02 Policy groups — open all padlocks
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Org. unit  Settings Statistics Tools

L1 02 Policy Groups

Setting
»  Storage capacity

Limit disk space for this org.unit and below

+ Design

ou can set options for stylesheet and ta

» Tool packages

Define profiles available for this org.unit and

f
» Calendar types and Calendar import

>
&
>
Here you can define calendar types and import calenda
T3 « Loge
Define a logo available for this crg.unit and bel
v 'Default contact card image
Upload a default contact card image visible for users th
v+ ' Customise contact card access
Customise the contactcard for this org.unit and sub ocng
v ' Other seftings
f Other settings affecting rooms and members bel his

r available for t

Absence, grades and order

03 Fronter resources — close all padlocks:
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Org. unit  Settings  Statistics  Tools  Absence, grades and order

|:| 03 Fronter Resources

Setting
1 Storage capacity

Limnit disk space for this org.unit and below

i+ Design

ou can set options for stylesheet and ta

1+ Tool packages

Define profiles availakble for this org.unit and belo

f
1 Calendar types and Calendar import

ere you can define cale

Upload a default oo

1 Customise contact card access

LUSIOMmISE TNe

1+ Other settings

Cther settings affecting rooms and me

SEEMMERR M
o
&
=
3
=
o
3
(=9
5
L]
1]

tact card image visible for users t

04 Manually created corridors/rooms — open Storage capacity and Other settings
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Org. unit  Settings = Statistics Tools Absence, grades and order

L1 o4 Manually created corridors/rooms

Setting
» ' Storage capacity

Lirnit disk space for this org.unit and below

1+ Design

REne you can se1 oplions f:'E'._.-|;_E";_E'. and 18aos

1+ Tool packages
his org  —

Define profiles available for t

f .
i+ Calendar types and Calendar import

)
&
> Here you can define calendar types and imp calendar available for thi g.unit and bel
3 e
Define a logo available for this org.unit and below
1+ Default contact card image
] Upload a default contact card image visible for users that have not uploaded thei n image
1+ Customise contact card access
] Customise the contactcard for thi g.unit and sub org.uni
f 1 ' Other settings
Other settings affecting rooms and members below this org.unit

05 Imported corridors/rooms — open the padlock for “Storage capacity” and “Other
settings”



Org. unit  Settings = Statistics Tools  Absence, grades and order

L1 o5 Imported corridors/rooms

Setting
1+ ' Storage capacity

Limnit disk space for this org.unit and below

1 Design

ou can set options for st

1+ Tool packages

Define profiles available for nit and belo

this org.u

fi
i+ Calendar types and Calendar import

>
&
> Here you can define calendar types and imgp calendar available for this org.unit and bel
i
Define a logo available for this org.unit and below
1 Default contact card image
] pload a default contact card image visible for users that have not uploaded thei n image
1+ Customise contact card access
] Customise the contactcard for this org.unit and sub org.units
f 1+ Other settings
Other settings affecting rooms and members below this org.unit

06 Imported groups — open the padlock “Design”



Org. unit  Settings = Statistics Tools  Absence, grades and order

_| 06 Imported groups

Setting
1 Storage capacity

LimiIt Qs E'.'EZE'.:""E:'; NIt and oelo

+ Design

1+ Tool packages

1 Calendar types and Calendar import

Logo

MNefine g |e =

1 Default contact card image

1 Customise contact card access

1 Other settings

) | I = =

SEEFMEE®R M

Explanation of all the settings in detail are described in a separate document called
“Global and Local settings” (LA and School settings), but the most common used are
explained in a later chapter in this document.

How to use the Settings

All settings are closely described in a separate document called Global and Local
settings. This chapter described the set up we want the school do to before giving
students and teachers access to Fronter.

Storage capacity
This setting can be used on groups and corridors: 02 Policy groups, 04 Manually
created corridors/rooms and 05 Imported corridors/rooms.

The setting can be used if schools want to distinguish the storage capacity in
corridors or for different members at the school. For instance, the school might want
teachers to have higher disk space in their personal room than for students.

(A school might have a tool package which does not give students a private personal
room, so this is not relevant in a standard school set up)

Personal disk space relates to the personal tool My documents. Be aware that this

also includes trash can for each user, so that space will not be freed up before it gets
emptied.
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Disk space

The amount set here

Personal disk space: 7.0 MB Edit
Disk space in corridor 10.0 GB Edit

i
m

dis 3Ce Usag

m
3
m
m
m
3
]
1
3
]
m
(=]

Example: you want to give teachers 5 MB disk space in personal room, and students
3 MB.
- Highlight the group called All staff group NPS

Click on the setting “Storage capacity”

Click on Edit behind the Personal disk space and type inn 5 MB and Save
Highlight the group called All student group NPS

Click on the setting “Storage capacity”

Click on Edit behind the Personal disk space and type inn 3 MB and Save

If you are a member of two groups and this setting is used on both with different
capacity, you will get the highest.

Design

This is a setting which can be set on groups. Schools can create their own design for
Fronter, this is described in a separate manual. This paragraph explains how to get
the students to come directly into their classroom when they logon to Fronter. This is
done by adding the room as a separate tab in front of the room selector. This means
they skip the Today-page/Start page, which can be accessed from the personal
toolbar afterwards. (Note: you have to create the classroom before you start doing
this.)

2| My today =i My messages L3 Search _,’ My calendar L} My decuments __j My poetinlio o LGE

i J Choose room ¥ (8)Ga e
L e

RN ] =

| _3: You are here. Pigagag > My work ,pSr_-:m:ll mrolc!‘fi =gPrind

Add to Favowites
(3 may iends
D My work

Add room as a separate tab

Open the node 06 Imported groups
Highlight the student group

Click on “Add room as separate tab”

Find the students classroom

Tick for Default to the left of the room name

This needs to be done for the “all students group”.
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Admin ] Org. unit | Settings

Search for org.unit
Search [Z] Year 4A group
View - &) Corridors [&] Groups

Expand all Adrin

|| UK schaools
&[] Mewland Primary School (NPS}) Tab setup
{101 Manually created groups Default
1] 02 Palicy groups o

L1103 Fronter resources Picasso Default +| Remave

Style

| Default ~

1{_] 04 Manually created corridorsiraa —
. . Room selector Default
|| 05 Imported corridors/rooms ke

[ 06 Imported groups Add room as separate tab

| | Classes: Save | Cancel
[&] Year 1 group
[&] Year 2 group Cancel

[&] Year 3 group
&| Year 4B group
[&] Year 5A group
{3l Year 5B group

Important:
Do not add a room that the users have not got access to
Use common sense here so that no one has more than one tab

Tool packages

A standard Fronter installation contains a few tool packages for room tools and
personal tools. The top admin for each LA will create some tool packages which we
advise the schools to use as a good start; these are most likely called “LA personal
tool package primary” and “LA classroom tool package primary”. We have opened up
the possibility for each school to create their own if the need should arise. This
section will explain how to create room and personal room tool packages and how to
edit them. The examples we will give are the packages we recommend for the LAS'.

Note: if your school uses the MIS import of users and creation of rooms, you will
most likely at your first import use the personal and classroom tool packages defined
on top LA level. The package you use will be copied “down” to your school level (02
Policy group, or to the school node), so the school administrator can make changes
to the package after the import has happened and the changes your make will

automatically reflect the package in the imported classrooms and personal room
area.

It is practical to create separate room tool packages which are adapted to the

relevant target groups and room purposes. It will be useful to have one tool package
for classrooms and one for shared rooms.

To make it possible for school administrators to create separate tool packages, the
top administrator (LA) must open the padlock at top level:
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B | Higher education
@] ICT Business
B ] MathMaster Pilot
B | Moosing Primary Schoaol
B[] Moosing Secondary Schoal

Setting

E||:| UK - Schools = Org. unit ~ Seftings = Statistics Tools  Absence, grades and order
~|&] Demo Area
B | Health [ Newland LA

+ Storage capacity

Limit disk space for this org.unit and below

+  Design

El[l MOOSH'lg Un|\fer5|ty Cgllege k : ;—:Z;:-.a:::ll;’ai—lle:;il:"_: for 5[-,-|—:5"‘é—:! ana tabs
Ty =l + 1ool packages
E{_]01 Departments Define profiles svailzsle for this org.unit and b=low
I—J 2 MUC Prinioyees + ' Calendar types and Calendar import
i:l 03 MUC Students [imported} Here you can define calendar types and import calender available for this org.unit and balow
=[] 04 MUC Students (manual) (3« Lego

Now the Newland Primary School NPS has the option to create tool packages —

it is important that these packages should be created on the 02 Policy group node,
this will make it much easier to find them again on a later stage and everyone will
have access to them since the groups All staff and All student are beneath.

| Woosing University College
& | Mewland LA
=] Newland Primary School
D 01 Manually creat Ps
=[]
D 03 Fronter Resources
D 04 Manually created corridors/roo
Ij 05 Imported cormridors/rooms
-] 06 Imported groups
#{ | Newland Secondary School
=[] Mottingham Trenst University
18] 01 Modules
D 02 Students (imported groups)

2 Org. unit Tools

Settings = Statistics

Absence, grades and order

sfinz o ez availabls for this org.unit and below

+ Calendar types and Calendar import

Herz you can defins calendsr typss and import calendar availsbls for this ong

e looo

The room tool package will be selected automatically in the import (for schools with
automatic import of corridors and rooms). When you create a new room manually,
you select the tool packages from the Create new room window:

Choose
Classroom NS5
Collaboration room

Classroom

LA Default Room tool package Primary school
LA Default Room tool package Secondary school
MSS Shared resources

Room Tools for Classrooms - (MS)

Shared resource room template (MSS)

Shared room primary

Shared room secondary -

Choose -

Tool package:
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As top admin you will get an overview of all standard tool packages defined on top

building level, but as a school admin you will get an empty list even though you will
be able to use the defined tool packages on top level when you create a new room.

Highlight the 02 Policy groups NPS node
Open the tab Settings

Open the setting Tool package

Click on “New tool package”

Admin Org. unit | Settings ]
Search for org.unit
Search ] 02 Policy groups

View : [¥] [&] Corridors [#] [2] Groups Tool packages

Expand all New topl package

_J UK schools Title Dash_fticn Admin
E‘J MNewland Primary School (NPS)

Cancel

] 01 Manually created groups
|

¢ B[] 03 Fronter resources

Give the tool package a title. It is important to name the package with school

suffix and an meaningful title, like for instance “Primary classroom tools NPS”
Reel off the selected tools in the Description field to make the package easier

to identify.

Ticking off for tools for Room tool bar; both Collaborative tools and Learning

tools (this include all available tools)

New tool package
Title: Primary classroom tools NPS
Description: | Our classroom, Room (hidden), Members (hid
Type:

O Personal tool bar

[J Personal tools
® Room tool bar
Collaborative tools

[¥] Learning tools

The LA has made some classroom tool packages which we recommend to use for
imported classrooms, but each school create their own and the schools have to

create for the shared rooms for staff.

Below are two images of recommended tool packages for the shared room:
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[ Y1 Shared
[ v2 Shared

[ 3 Shared
[ v4 Shared
(] va Shared
(] 6 Shared

=
& Forum

Or this:

Room

Members

Blank

Faculty Matters
Shared Resources
Blank

Forum

MNew tool

And here is the recommended Classroom tool package already created on LA level
for primary classrooms:
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3] Our
classroom

_ﬂ Foom (hidden)

Members
(hidden)

] Resources
] My wark

{ﬂ My results

When the students log on, they will come to their Today page and will find the
classroom in the room selector or directly into their room. As you can see the Room
tool and the Members list are hidden for the students.

It can also be a good idea to hide some other tools for the students as well, and then
link to them via the Frontpage tool to make navigation easier.

When the teachers log on, they will come to their Today page and will find the
classroom in the room selector. The teachers will see all tools as shown in the image
above.

Create a room tool package on a school level:
- Highlight the 02 Policy groups NPS node
Open the tab Settings
Open the Tool package setting
You will find an empty list (the standard Fronter tool packages and those
defined on top level will not be visible here, but is visible when create a new
room)
Select “New tool package”
Give the tool package a title, be sure that the title has suffix and that the name
indicates it is a room tool package. l.e. "Primary classroom NPS”
In the description field, type what tools you are using to avoid the need to
open a tool package to see what it consist of. l.e. Our classrooms, Members
etc if these are the tools you are going to use.
Tick for Collaboration tools ( standard) and Learning tools (to get access to all
available tools in Fronter)
Save and in the next screen:
Select the wanted tools, rename, remove from the standard Fronter template:
o Highlight a tool you want to delete, and press delete
o Highlight the tool you want to rename and enter the new title in the Edit
title field. The Edit description field is the text for “mouse over text” on
the tool.
o Highlight the New tool option and tick for wanted tools on the list that
appears.
0 Move tools in wanted order by using the green arrows up and down
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o0 The tool called Blank, gives a space between the tools

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

Tool packages

Name of tool package

Title: Primary classroom tools Edit
Description: Frontpage, Room (h). Members (h). Resources. My work. My results =
Tools 1}
Editing
Room [C]
IMembers [C] Choose tool: Frantpage v Delete
e Edit Title: Frantpage
Resources
Iy work Edit Description: This tool allows you to use a page as the front
Blank space _| The tool is visible for:) Read(Guest) VWrite(Student). Delete(Teacher), Owner{Main Teacher} v

b [See]_Gance

Accesstext 2}

Read Acoess Write Acoess Delete Acoess Change Acoess

Read(Guest) Write{Student) Delete(Teacher) Owner{Main Teacher) Edit

In (2) you can customise the access text in the members list. This is the text that will
show the access rights for members in the Member tool in the room.

Below is described how to hide tools for students or members according to access
rights in the room. This example shows how to hide tools for students, but make the
tools visible for teachers and owner of the room. The students still have access to the
content stored in the tool, by links and references from somewhere else in the room,

like from the start page of the room.

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 as done here:
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Editing
|

Members [C]
Blank space
Resources
Wy work
Blank space | The tool is visible for: Cwner(lMain Teacher) A

o [See]_conca

Edit Title: Room

dit Description: Fronter is organised in rooms that you can equ

Note: make sure that you as school administrator is a member of one of the groups
under the node 02 Policy groups NPS. Most likely you are a member of the All staff
group NPS. In order to get the tool package to appear in your list when you create
a new room you need to be a member of a group under the 02 Policy group.

The new room tool package can only be used when you create new rooms. Not to
existing rooms, but you can add, edit, and rename etc tools inside the existing room
and make changes to the tool package selected in the import.

And you can make changes to the selected room tool package in Admin/Setting. Just
note that the changes you make will automatically be reflected only to tool packages
in rooms not already using the “customise tool package” option.

Edit existing room tool package

You might want to change the name of one of the tools, or you might want to add
a new tool to the room. You can either make these changes directly in the room or
you can make the changes on the existing tool package used when the room was
created — the package defined in Admin/Setting/Tool package.

Note; if you make changes to an existing room tool package defined in admin the
changes will reflect all rooms where this package is used. But only on rooms which
have not used the “customise tool package” option in the room. When you use the
customise option in the room, the link to the existing tool package used from admin
will be broken.

Edit a room tool package:
- Highlight the 02 Policy groups NPS node
Open the tab Settings
Open the Tool package option
Click on Edit behind the tool package from the list which you want to make
changes to
If you want to change the name of an existing tool, click on the name
and rewrite a new name in the Edit Title field:
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Tools

Editing

Qur classroom
Wy wiork

\‘I-‘ Choose tool: Wy friends V| Delete
sl Edit Title: ——— [Members |
MNew tool Edit Description: |

¥ The tool is visible for:

Read{Guest),\Wrte(Student).Delete(Teacher). OwnerilMain Teacher] V|

Savel Cancel |

If you wish to add a New tool, highlight “New tool” and place a tick for the

wanted tool and save:

Tools
Our classroom Hew tool
My friends
L (1= Activity folder
i 1 ILP
My finished wark The activity folder gives you overview of progress, timespan I"“'-@I |eaming olan for evaluation snd olanning
Room e re T A e ] dividual learning plan for evaluation and planning

O m Blank space

Blank space between tools.

4 @ Chat

A chat room for every

O @ Classreports

can communicate with each othe

nter can create a number

=iy Q Links

Share web links with other users b

oy

organizing them

in searchable folders in the Resourcs folder.

Fl [g News
s to other users

‘ou may publish news u:

rooms.

ogged intz Fronter. You  You may publish news to other users - in public o
—in

ois |

resl-time. private

. @ Question DB

of pre-defined reports, . . . .
! B A database for sharing of question to be used in the

test tool.

The personal tool packages will be selected automatically in the import, but when you
create a new member manually, or want to change the personal tool package for
existing members, this is done in the contact card to the student:
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|*l' Personal settings |

General
Stylesheet: | Modern (Mewl) +

Personal room
Personal Tool Package: | Personal tools for staff NPS %

Show personal tools as a separate line on top

Location
Timezone: | GMT 0 v

Later in this document it will be explained how to apply a tool package to a group
using a User template. Since the import from your MIS system gives all users the
same personal tool package, we will learn how to apply a different tool package to a
group like the All staff group

This is the personal tool package recommended and made on top level for teachers
in primary school:

20) My today = Wy messages 64 Seare (=] My calendar =~ [ My documents | < My portfolio =3 LG
9] 1y tod =1 % search | 02 My calendar T My d S My portfolio | ‘=3 LGIL

This is the personal tool package recommended and made on top level for students
in primary school: My today and link to content outside Fronter.

(20] My today | ‘e LG

Create a personal tool package on a school level:

- Highlight the 02 Policy groups NPS node
Open the tab Settings
Open the setting Tool package
You will find an empty list (the standard Fronter tool packages and those
defined on top level will not be visible here, but available when create a new
member)
Click on New tool package
Give the tool package a title, be sure that the title has suffix and that the name
indicates it is a personal tool package. i.e. Personal tools for students NPS
In the description field, type what tools you are using to avoid the need to
open a package to see what it consist of. l.e. My today, My messages etc if
these are the tools you are going to use.
Place a tick for Personal tools
Save and in the next screen:
Tick for the wanted tools, rename, remove from the standard Fronter template:

o Highlight a tool you want to delete, and press delete
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o Highlight the tool you want to rename and enter a new title in the “Edit
title” field. The “Edit description” field is the text for “mouse over text” of
the tool.

o Highlight the “New tool” option and tick for wanted tools on the list that
appears.

0 Move tools in wanted order by using the green arrows up and down

o0 The “tool” called “Blank”, gives a space between the tools (is not
needed for personal tool bar).

o Highlight the “New tool” option and tick for wanted tools on the list that
appears.

0 Move tools in the required order by using the green arrows up and
down

0 The “tool” called “Blank”, gives a space between the tools (it is not

needed for a personal tool bar).

Tool packages

Hame of tool package

Title: MPS Teachers personal toolbar

Description:

Tools

My today Editing
di]e

Search /| Choose tool: My messages

sl e Edit Title: My messages

My documents

My portfolio Edit Description:

LG |

Mew tool o

The LA will have made a suggestion as a good start for the schools, like the ones
displayed above. Your school might want for instance to have a link to your home

pages or other pages, or add the FIM (Fronter Instant Messenger) to the list.

Note: make sure that you as school administrator is a member of one of the groups
under the node 02 Policy groups NPS. Most likely you are a member of the All staff
group NSS. In order to get the tool package to appear in your list when you create a
new member you need to be a member of a group under the 02 Policy group.

How to start using personal tool packages:
- One new members created manually, select this tool package under
Personal settings in the contact card of the new member

Change to one existing member - enter the members contact card and
change the already existing tool package with this new one in the Personal

setting area



Change on many members or a whole group at the same time; use a User
template — detailed described in this document.

Edit existing personal tool package

You might want to change the name of one of the tools, or you might want to add a
new tool to the personal tool list to the students, this can be done easily be edited on
an existing personal tool package. The members using this package will get these
changes next time they log in. Edit a personal tool package:

Highlight the 02 Policy groups NPS node

Open the tab Settings

Open the Tool package option

Click on Edit behind the tool package from the list which you want to make
changes to

If you want to change the name of an existing tool, click on the name

and rewrite a new name in the Edit title field:

Tool packages

Name of tool package

Title: MNPS Teachers personal toolbar
Description:

Tools

My today Editing

My messages

1 Choose tool: Search W
Wy calendar - |
My documents Edit Tite: --._iarch
Wy portfolic Edit Description:
LG |
Mew tool o

If add a New tool, highlight “New tool” and place a tick for the wanted tool and
save:
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Tool packages
Name of tool package
Title: MNPS Teachers personal toolbar
Description:
Tools
Iy today New tool
Iy messages
Search 1.3 Blank space D[@ Question DB
MY calendar Blank space betwesn tools. A database for sharing of guestion to be used in the test to
WMy documents
My portfalio [1%4 Blog O M Survey
LG Create 8 Fronter-blog or interface with an existing blog The course tool allows execution of adtive surveys and repd
@ Fim [1E7 Timesheet
Ched: who is logged on and you can communicate with them. Your hours are quidkly registered on a time sheet.
O&d e
Individual learning plan for evaluation and glanning
User-defined button
With this tool you can make a button that can peint directly to a defined website (URL)

You can name which logo to appear in the top right hand corner for the members.

Highlight the node 02 Policy groups

Open the setting called Logo

Browse to find the logo on your computer

Add a logo link: http://www.newlandprimaryschool.uk

Org. unit | Settings ]

[ ] UK schools

Logo

This is the logo that is displayed in the upper left comer. If there are multiple defined logos for 8 given person, the nearest logo will be used.

Bricuron

SCHODL

http-{fwww_brightonschool.com
Edit

Cancel |

You will be able to click on the logo so that you can name which link it should follow:
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Org. unit | Settings}

|| UK schools

Logo
Logoimage: [ Browse... |
Logolink: http-/fwww_brightonschoal [%

Save Cancel

Make sure you follow the recommendation of a maximum size of 120x36 pixels
to avoid distorting the logo:

Customise contact card acess

The Contact card consists of a number of fields. The settings can be customised
according to the different access rights to the members: Normally the users in a
group are able to see each other (View contacts), whilst others may be Contact

creator, Administrator etc.:

Customise contact card access

Contact contacts creator  Administrator [UBRT Formuser
Type Hidden Hidden Editable Editable Editable  Hidden
First Name Surname Visible Wisible Editable Editable Editable Editable
Salutation Hidden Hidden Hidden Hidden Hidden Hidden
Edit Image Editable Wisible Editable Editable Editable Hidden
Initials Visible Visible Editable Editable Editable Hidden
E-mail Visible Visible Editable Editable Editable Editable
URL Hidden Wisible Editable Editable Editable Hidden
Addr. Visible Wisible Editable Editable Editable Editable
Tel. Visible Wisible Editable Editable Editable Editable
Tel.2 Visible Wisible Editable Editable Editable Hidden
Cell. Visible Wisible Editable Editable Editable Editable
Fax Visible Wisible Editable Editable Editable Hidden
Company Visible Wisible Editable Editable Editable Editable
Location Hidden Wisible Editable Editable Editable Hidden
More info Visible Wisible Editable Editable Editable Hidden
Org.units Hidden Hidden Editable Editable Editable Editable
Username Wisible Hidden Editable Editable Editable Hidden
Password Hidden Hidden Editable Editable Editable  Hidden

Tm o wfn s mbees

The first column contains name of all fields in the contact card.

The second column, The contact, contains which options each user has on their
contact card. Fields not relevant should be hidden and there must be some

agreement about each separate field regarding which rights they should be awarded.
In the case above you will see that Title is hidden for the user, while Edit image is set
to editable. Each user can thus add a picture of him/her.



The third column, View contacts, contains the settings for what others are able to see
about a particular user. Username should most likely be hidden.

All'in all it is very important to go through these fields in order to get quality
assurance of the data. In large installations where users are imported, they ought to
be unable to make changes to most of the fields. This could also relate to the
password, if it is synchronised with other systems.

Click on the title and select from the drop down menu the setting for the field:
editable, visible or hidden.

If you have some special information you want to add into the students- or
staff's contact card you can add your additional fields for this information. Use
the Custom text field area.

You can reset your selections Back to default at the bottom of the page.

Other settings

Here you will find many “small” settings for groups and corridors.

Not all are explained here, just those relevant for the start up. All settings are
described in “Global and Local setting” manual. U-series: Settings related to Groups
(Users)

U0l Allow personal contacts

U02 Allow Infofronter to give contact settings

UO3 Show extra tab in my portfolio for the knowledge tree

UO4 Disable Customise button on the Today page

UO5 Allow subscribing to e-mail from the Today page via the contact card

U06 Maximum number of stickies to display per page in stickies inbox

UO7 Disable email functionality by default

4go8 (not active)

409 (not active)

U10 Do not allow users with higher access than View contacts to carry out
evaluations

Ull Make all evaluation reports available to all users

Ul2 Local e-mail settings

U13 Default calendar view

Ui4 (not active)

U15 Tutor can create parent/carer users

Ul6 Default size of uploaded images

U04 and UO7 will be mentioned here. U= users, these settings must be added on
groups under 02 Policy groups.

U04 — Disable Customise button on the Today page

This setting should be activated for at least all students. This will prevent the student
from removing important fields from the My Today page. They will not have access to
the Customise Today page button.
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Highlight the group called All student group NPS
Open Other settings

Find the U04 setting

Enter 1 in the value field for activate

If you do not want to the teachers to customise their today page, do the same on the
All staff group NPS.

UO7 — Disable email functionality by default

Fronter has a tool called E-mail. Here you can add your email account or subscribe to
a Fronter email account, but you can also use the internal message option called
sticky. Most schools will not use the email function in Fronter but internal messages.
By using this setting the options relating to email are removed from the E-mail button
in the personal tool list:

g My today B My messages @ Search @ My calendar D My doc

Choose room / ¥®Go | Ingun Vaglid
R |

Inbox deﬂ./ Inbox I Search ]

[_2, Sticky - Properties [] Subject
4 O (= Yes it is afine message

O] (=t Yes thank you - do email again
1 [+l HiIngun Gill

Here we can see that only My messages are displayed, and the title of the tool
should therefore be altered for those with this setting.

Highlight 02 Policy groups
Open Other setting

Find the UO7 setting

Add 1 in the value field

C-series: Settings related to Corridors

You will find 7 settings for corridors under the option “Other settings. C = corridors,
these settings must be added on groups under 04 Manually created corridors/rooms
or 05 Imported corridors/rooms. None of these are relevant for start up of Fronter.
They are all further described in “Global and Local setting” manual.

Co1
C02
CO03
C04

Limit number of rooms

Disable stripping unsafe code from files in the resources
Forum always open when creating new

Display evaluation field in the Showcase portfolio
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CO05 Number of members to be displayed per page before the list gets divided
C06 Number of contacts to display per page in the contact search in the Portfolio

CO07 Allow version control for write access on all files in the room

Org. unit =~ Settings  Statistics  Tools  Absence, grades and order

D Classfronter

i )
E] 1 ' Statistics of disk space usage
Cwerview of remaining storage capacity in esch room
E] 1 ' Login statistics
| Gives you an overview owver login statistics for the total Bnd unigus logins, and room visits in the building
m Statistics
Statistics of the overall aclivity in the solution
m Statistics of total logins and active users
Cwerview of number of total logins and total active users
% Event report
Generste a report of elected events In one or more rooms, within 2 given timsframe
m Community reportiexport

Statistics of disk space usage
The administrator is able to see how the capacity is being used:

Room:
Org. unit | Settings ]
[] Classfronter
Statistics of disk space usage
Room I Personal room I Total ]Show open rooms [] Show closed rooms
R . | Display all rooms (¥ ViEWI
|l . Rgom Owner Used space In recycle Gin
| &% (TASS-BBA)0S Economics and infarmation Vaglid, Ingun 29MB 0 bytes
I & Rektor How, Steinar 12.7 kB 106.2 kB
[ 4y (ASV-BOAYI2 Matematikic Hov, Steinar 3.9MB 4.1 MB
[ &Y (ASV-BOA)3 Statistikk og metode How, Steinar 31.0 kB 0 bytes
[0 4% (ASV-B@A)IE Organisasjonsfag Hov, Steinar 0 bytes 279 kB
[0 9% (ASV-B@A)IT Finansregnskap med analyse Hov, Steinar 5.9 kB 0 bytes
[0 4% (ASV-RLIR1 Grupperom Hov, Steinar 78.8 kB 16 kB
[ &Y (ASV-RLR1 Modul 1.1 Hov, Steinar 4.1MB 8413 kB
[0 4% (FoHSW-BCCW)O01 Science, research methods and ethics  Hov, Steinar 279 kB 0 bytes
[] % (FeHSW-BCCW)02 Individual, human action and interaction  Hov, Steinar 235 kB 0 bytes
[0 &4 (FoHSW-BCCW)03 Perspectives of children and adolescents Hov, Steinar 230 kB 0 bytes
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As you can see it is also possible to view the details for Closed rooms; rooms that
can often use up a lot of the storage capacity.

Personal room:

Org. unit | Settings

[ ] Classfronter

Statistics of disk space usage

Room | Personal room I Total ]I:IShow disk space for deleted users

Search for

Search

In org.unit (grpup):

All v

[F Surname, First Name Used space In recycle bin
.} [&] Amundsen, Janne 659.9 kB 0 bytes

O [4] Jonannesen, Hans Magnus Ti.0kB 0 bytes

O [&] Hov, Steinar 16.9 kB 0 bytes

O [&] Kaspersen, Heidi 86 kB 0 bytes

] [&] Kaspersen, Heidi 1.7 kB 71kB

Total:

Org. unit I Settings ]

[ ] Classfronter

Statistics of disk space usage

Room I Personal room I Total }

Room Trash Sum
Active rooms 286.1 MB + 382.4 MB = 668.5 MB
Closed rooms 62MB +0bytes =62MB
Final assessment(Delete rdom) 0 bytes  + 0 bytes = 0 bytes
Personal rooms 5TMB +756MB =132MB
= Total usage: 298.1 MB + 389.9 MB = 687.9 MB
Remaining disk space: 20GB -687.9MB =1.3GB

If the agreed memory capacity is exceeded you will be notified of this, e.g. if you try
to upload a file.

U - Login statistics
Here you can create various reports for login statistics:



Login statistics

From date: |2007-01-01 & (yyyy-mm-dd)
To date:: 20081231 |[= (yyyy-mm-dd)

Choose type: | Unigue logins lm_:
: Total logins
V E
PO Unigue logins

Room visits

February March April May June

0o 2007 2007 2007 2007 2007
E:r?ii?:tlfat?r:er 3 3 ! 2 1 1
NO - MNorge 6 5 6 12 6

System 19 20 " 22 14 6
UK - England 6 6 1 6 5 3
¥_nonmembers 1 2 1

July August September October

2007 2007 2007 2007
2 1
2 34
4 7 43
3 2 2 5

Hovember December January

2007 2007 2008
1 1 3
147 94 9
162 104 21
12 6 7

A Primary School has usually got an
easy and clearly set out organisation

""" Other rooms

-] Classrooms:
~@] Year 1:
~@] Year 2:
@] Year 3:
~@] Year 4:
~@)] Year 4:
@] Year 5:
@] Year 6:

=] 04 Manually created corridors/rooms

""" Shared rooms:
I:‘:||:| 05 Imported corridors/rooms

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

Org. unit T Settings ]

Shared rooms:

Created by: Steinar Hov (2007-04-12 13:12)
Allow to create sub: nane

Description:

¥ Room listing

Name
% English Shared resources NPS

% History Shared resources NPS
% Math Shared resources NPS

Created by

Steinar Hov
Steinar Hov

Steinar Hov

Modify Move Delete

Create new Room
Crested

2007-06-13
2007-06-13
2007-06-13
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Here we look at the Corridor called Classrooms and a list of all the rooms attached to

the corridor:

Rooms can be created either in the admin module or from the room selector. In the
admin module, select an already created corridor and select “Create new room” as

displayed on the image below:

Or create rooms via the room selector:

@ My today page ‘@ My messages ‘ @ Search ‘E My cale

Year 1 classroom

¥ ®Go |St

1Choose room. .
Display all rooms

Org. unit
Rooms not visited

—- Favourites — Shared 1
Cezanne
Da Vinci
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You will get the same method of creating a room from both options.

If you have given a group the access to create room but no more access rights they

will have to create rooms from the room selector since they have not access to the
Admin button.

Each room has a set of tools in the left margin. You have selected Create new room

and do the following in the next screen:

Choose the position of the room (select the actual corridor)

The 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 classroom for Year 4 — therefore we select the suitable
corridor from the drop down menu (here: Classrooms) (1). Then you must enter the
room name (marked (2). Select a sensible room name.
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. When rooms are being created they should be given names that are self-explanatory. |
. In addition you need to think”globally” and attach the rooms to corridors. This eases
i the work for those with higher rights in Fronter.

i 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 !
1 with upper or lower case letters!

The fields Duration and Description are optional and only meant as informative fields.

Give the room a description.

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.

You can select the tool package from the drop down menu marked (3). Here you will
find a number of packages that you can use, but you need to know what they contain
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before making a choice. The tool package will be named to the school’s purpose, like
for instance Secondary school tool package.

In this example the room that is created should have very simple, basic features.

Then there is ticked in the field marked (4) Use simple Resource folder view in
this room. In the Resource tool you can decide whether to view the folders
once (simple view), or view them twice (in a separate side window). The
additional side window will allow you to see the folder structure again, but with
subfolders. In the room you can switch between these views.

Save and the room is created

When you have created the room it will of course be without content and it will look
like this:

Edit and add new tools in an existing room

It is possible for the owner of the room to edit or add new tools. This is done from the
tool called “Room”:

At the top right side, there is a drop down menu, select Customise tool package,
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and you will come to the same image as for creating Tool packages as in the admin
module and explained earlier in this document.

Other settings to do in the room:
The room can be exported and imported into another Fronter building or into
another corridor within the same building.
The statistics function will give you an overview of the activity in the room
The room can be Closed and Restored, and Closed and Deleted
Under the Edit properties you can change the position of the room (attach
to another corridor), customise the start page or change from simple to
advanced Resource folder view.
It is possible to switch from Teacher view to Student view to see how the room
looks like for the student. Go back to the Room tool to deactivate the student
view or just press Go to (room) to get back to teacher view.

Access rights in rooms
When members are enrolled in a room they are given access rights. There are
4 standard rights in rooms — we will remind you of them:

read
write
delete
owner

Read: In some rooms where students are just collecting information, they are
awarded reading rights. The students are then not able to make any changes in this
room, neither adding documents (uploading) or delete something which is there. This
right is often used on parent login.

Write: In a classroom the students shall participate so they have to be awarded
writing rights there. The 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.

Delete: The 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, but can be used for students
in for instance Student council room, or some group collaboration rooms.

Owner: The highest room access right 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 members.
This list refers to who has access to the room and what rights they have.

No access: it is possible to give a group No access in the room. This might be useful
for a group in a short period. For instance; the students have exams and they should
use Fronter. The students should not have access to all their work during the exam
period. Give the student group No access in their classroom and they will not see the
room in the room selector during their exam days.
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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 Student etc.

In the list of members in the room the right is shown as you have given it (or with
standard Fronter-text):

Enrolling members 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 members as far as possible and
rather enrol groups with their attached rights.

From the tool Members, we get access to the groups, providing we have owner rights
in the room:
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Press Edit and you will see the group listed.

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. This example Add the Year 4A group into
the room with Write access:
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You can also search for groups by naming either the whole name or just parts of it.
This makes it easier to find the relevant group if you have a name which is known
and self explanatory.

A couple of examples:

| wish to enrol the “All staff group NPS” in a room, | can then use NPS as a search
word:

Make sure you award the group the correct right!
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Enrolling single members

You can also enrol single members into a room. We normally avoid this since it is
better to enrol groups: if the persons role change you can just add the person into the
group and he/she will have the same access to rooms as the previous person. But if
you for instance want one person within a group to have higher access in the room
then the others in the group, you can enrol this single person and give the higher
access. Type in the name and press searching:

User templates

User templates are a very powerful tool, allowing you to make changes 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.

We create a User template nearly the same way as we create a Normal user; we
even enrol the template into a group as a member. It is practical to collect these
“members (which cannot breathe)” in a separate group (org.unit); the User template
group we already has defined under the Node 03 Fronter resources.
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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:

Here we have created a user template for students or staff where we previously have
created a separate personal tool list for them. In addition we will change the set up
for their My today:
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Here we choose which set up option we want the staff to have:

Area 1:
Discussion contributions
RSS

Area 2:
Messages
Notification

Here we choose which set up option we want them to have:

Press Back (the Today set up saves automatically) and you are back in the User
templates contact card.
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Save the template.

Now you want to apply this template onto some members. Search for the relevant
group; All students group NPS in this example:

Press Edit contacts and in the next screen:

Browse through to find the User template you newly created and tick off for who this
is for.

Note especially that you have to make some other decisions too - this is self
explanatory:
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Then you will get a confirmation:

Listing Usernames and Passwords

To view a list of all the logon details for a group of users or for the whole school, go to
the admin screen and highlight the desired group. Then choose the tools tab, and
click on List of Usernames and Passwords.

You are then presented with the username and passwords to all members in the
group. Print out this list by right click and choose Print.

The passwords will only be displayed when the users have been imported. Also if

the user changes their password the original one will still be the one that is displayed.
(To also see changed password will be possible in later versions of Fronter.)
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This example does not show the password, since this group has not been imported and we could not
take screen shot of a real group in a real building.

From here you can print them off by right clicking and choosing Print.
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Version control

Version

Date

Content

Creator

1.0

1.1

1.2

1.3

1.4

1.5

0.1

0.2

0.3

2007-04-14

2007-05-29

2007-06-13

2007-08-13

2007-10-10

2007-10-15

2008-01-01

2008-02-05

2008-02-05

School
administrator guide
for primary school —
Fronter 71
Updated according
to pilot training
Updated according
to input from
training sessions
New order and
updated for
Fronter72

Updated Fronter73
with overview of
username and
password

Updated with new
tool packages
Updated screens
with new Sand
design

Added a heading
for Contact card
Changes to 81:
Fronter support
colon for import
users. New images
for settings
padlocks. Statistics
as a new separate
tab. Possible to
change tool
packages used in
import.

Added new screens
for 81. Added
Booking items.
Added Statistics.
Change order:
Access rights
before Create
members
Corrected some

language errors

Steinar Hov/Ingun
Vaglid

Ingun Vaglid

Ingun Vaglid

Ingun Vaglid

Ingun Vaglid

Steinar Hov

Ingun Vaglid

Ingun Vaglid

Steve Henderson
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82.1 2008-08-14 Updated images, |Steinar Hov
included
FronterBridge
impact on room
description
QA
Date Approved by Comments
2007-04-14 Steinar Hov Added new images
2007-05-29 Steinar Hov Added new images
2007-06-13 Steinar Hov Added new images
2007-10-12 Steinar Hov Approved
2008-01-01 Antony Moore and David |Approved
Weare
2008-02-05 David Weare and Steve |Parental login details for
Henderson setup and booking items
admin setup?
2008-08-14 Ingun Vaglid Approved
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