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Preface
This document explains an administrator’s tasks and responsibilities in Fronter. The
target group is administrators in secondary schools.

Each LA will have their own building administrated by a top admin (we recommend
that a standard Fronter installation have at least two trained administrators). Inside
this LA building there will be several schools, administered by a school administrator
and a power user. Typically the school administrator will have their main
responsibilities under the admin button, and the power user will have their main
responsibility in rooms within the virtual building, and have knowledge of all different
tools in Fronter. This document will then be a useful reference guide for top
administrators and school administrators.

The document can be used as a step-by-step guide for building a new school in
Fronter, or as a reference guide for different needs, 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.

These are the main areas in detalil:
Fronter metaphors
Organisation units: Nodes, Groups and Corridors
Preferred structure
Importing members
Access rights
Settings
Tool packages
Statistics
Create room
Enrolling members in a room
Templates



Fronter is a 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
solution for your school.

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

The chapter about importing users shows how to get users into the system either
manually or via synchronisation (with your MIS system or alternative).

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

Different settings make it possible for schools to organise, design and decide how to
show/hide functionalities of the Fronter building to suit their needs.

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.

Different tool packages can be created that are suitable for different target groups,
for example one personal tool package for students and another for teachers, one
room tool package for classrooms and one for shared rooms.

Rooms can be created automatically in the same import as for users, and rooms can
be created manually.

Templates can be created for easy updates of user account for several users at the
same time.

Metaphors in Fronter

Look at Fronter as a building on the Internet, just like a real building. 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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Participants

In the admin module administrators will have access to the 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 Node
for better organisation and overview; the node will be like an empty “top folder”.

Top administrator 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



= | Mewland Secondary School (NSS)
['F}J 01 Manually created groups
EH |02 Policy groups
(3)(3] Al Staff group NSS

: g All students group NS5

"J 03 Fronter resources

ElJ 04 Manually created corridors/rooms
{2)@ Manually created Class Rooms

. "|@| Other rooms corridor

_ g Shared Rooms corridor

"J 05 Imported corridors/rooms

"_| 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 7 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 7 group (suffix), Year 8 group
(suffix), English Year 7 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 eatrlier, 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 7 group, Year 8 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 shall 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 shall not be edited.

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

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:

=+ | Mewland Secondary School (NS5)

=] 01 Manually created groups

4] Admin Staff group NSS

# | Curriculum Leaders/Head of departments
| 4] Fronter Administrators group NS5

~|&| Governors group NSS Nodes/groups
| 4| Guardian group (instant users) NS5

14| Librarian group NS5

-1 4] SMT/SLT group NSS

B | Subject Teacher groups NSS

#-_] 02 Policy groups

#- |03 Fronter resources

=+ | 04 Manually created corridors/rooms

] Manually created Class Rooms .
= Nodes/corridors

\&| Other rooms corridaor

~[&] Shared Rooms corridor

& |05 Imported corridors/rooms
- | 06 Imported groups

Secondary school structure at Node level



Here is an example of how to organise a I?_I--J Newland Secondary Schoal (NSS)

Sicl\(jlndary"SChoo![: q q J 01 Manually created groups
anually created groups an % (1] 02 Policy groups

02 Policy groups will contain members,

03 Fronter resources (groups) will #1103 Fronter resources

contain some specialised groups in #_| 04 Manually created corridors/rooms
Fronter, i.e User template_:s group _ --J 05 Imported corridors/rooms

04 Manually created corridors/rooms will (] 06 Imported groups

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.

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:

)E My page tnﬂ My e-mail & My contacts Bl My calendar I:I My archive @ See who's online: 0 My portfolio
Choose room... v ) Go sAdmin  =Help = log out @
= _;&‘ e . =
NOte
i note01

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

Create, Edit, Move and Delete a Group.

Example: you will need to have a group for the two school administrators at your
school since these will need to have higher access within the building than all the
other users. It is not defined who these are in the MIS system, so we need to create
the group manually and then enrol these two people into the group.

We will call the group “Fronter admin group (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

A New org.unit

Admin = | Org. unit | Settings I Tools |
Search for org.unit
Search [_] 01 Manually created groups
Created by Steinar Hov (2007-04-11 14:10}

View | Corridors 4| Groups
48l M & P Allow to create sub: groups

Expand all Description

¥ Access rights

[ ] UK schools
~[] cLe

B ] LA

B | Newland Primary School (NPS) L—
EH_ | Newland Secondary Schoold ) Contacts which have inherited rights from a higher level
B

"J 02 Policy groups

Contact acoess

Modify Move Delete

Give others access in this org.unit

Room acoess

Go to source
Go to source

Give the group a Title, add the word “group” and the school name as a suffix;

“Fronter admin group (NSS)” *
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 I Settings ]

|2] Admin Staff group NS5
Title: Admin Staff group NS5

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.

Org. unit I Settings ]

|&] All Staff group NSS

Move "All Staff group N55" To:

Al Staff group NSS v| save| Cancel |

Health and Social Care Teachers group NS5~
y ICT Teachers group NS5

Key Skills Teachers group NS5

Learning Support group NS5

Maths Teachers group NS5

Music Teachers group NS5
02 Policy qroups
All Staflgroup NSS

All students group NS5
03 Fronter resources

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, School council group since you want a room
for the School council etc.

And you will need Groups at some stage which is not registered in your MIS system;
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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 each subject 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.

~

Admin Org. unit | Settings | Teols | I Mew org_unit

Search for org.unit
odify Move Delete

[_] 04 Manually created corridorsirooms

Created by Steinar Hov (2007-04-12 12:21)
View @] Corridars [&] Groups — BI.HEI' A '
Allow to create sub- corridors

Expand all Description
[ UK schools # Access rights
-] cLe Give others access in this org unit
D"J LA [l = Contact scosss Room acosss
B |Newland Primary School (NPS)

B[] Newland Secondary School (NSS) Contacts whi
B[] 01 Manually created groups
B[] 02 Palicy groups L1
B[] 03 Fronter resources /

ave inherited rights from a higher level
T g Go to source
Go to source

0 D W
3 1

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.

11



Org. unit I Settings ]

Shared Rooms corridor

Title: |Shared Rooms corridar

Description:

Corridor (contains room)

Allow to create sub-
) corridors

@ﬂUﬂE"

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

How to create rooms are described later in this manual

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

to create manually:
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01 Manually created groups - contains
special groups not included in the import.
For instance groups you might find you
need during the year, Parent/Carer group
or groups that will change membership
during the year, i.e. Librarian group NSS,
School council NSS, School
management NSS. 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.

£

| Newland Secondary School (NSS)
=] 01 Manually created groups

- & Admin Staff group NSS
=1 | Booking items

~| 4| Room resources NSS
~|&| Tech equipment NS5

B | Curriculum Leaders/Head of depart

~|&] Head of Arts Group NSS
~| 4| Head of Drama Group NS5
~| 4] Head of English Group NS5

~|&| Head of ICT Group NSS
| 4] Head of Maths Group NSS

~| 4] Guardian group (instant users) NSS
| &| Librarian group NSS
‘]"J Parent/Carer

""" | &] All parents/carers NSS

~&] SMT/SLT group NSS
1 _| Subject Teacher groups MNSS

| 4] Head of Humanities Group NSS

| 4| Head of Media Studies Group M§
- &| Fronter Administrators group NSS
~|&| Governors group NSS

02 Policy groups contains two imported
groups where, to set different policy on,
like “All students group NSS” and “All
staff group NSS”, 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.

= J 02 Policy groups
- ~[B] All Staff group NSS
""" J & All students group NSS

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.

E‘"J 03 Fronter resources
""" 4| User template group NSS

13




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
E g Manually created Class Fooms
“|@| Other rooms corridor

g Shared rooms corridor

05 Imported corridors/rooms contain
corridors for attached rooms
automatically imported.

Shall not be altered.

F—"'J 04 Imported corridors/rooms
|| Drama

~|&)] English

@] Key Skills

|| Key Stage

)| Maths

-] Music

&) Science

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

Shall not be altered.

=[] 06 Imported groups

|-::-|"J Class

=] Staff

~|&] 9a/Ma1 Teacher group
| 4| 9b/En1 Teacher group
E‘"J Student

~[&] 9a/Ma1

~[&] 9b/En‘

~[&] YT Math

~|&] ¥8 History

|| Registration groups

E{] Staff

~| 4| TA Teacher

| 4| BA Teacher

- 4] 9A Teacher

E‘J Students

~|&] TA Group

- 4| BA Group

- 4| 9A Group

=[] Year groups

J Year 7 group
ﬁ Year 8 group

""" |&| Year 9 group

Access rights in the Group and Corridor Structure
We have Access rights connected to Groups and Contacts and Access rights

connected to Corridors and Rooms.

14




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:

Survey reporting right
Tutor

Subject teacher
Survey access
Contact creator
Administrator

View contacts \%
Mo access
W View contacts

Explanation of the different Access rights regarding Groups/Contacts

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

15




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
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:

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

16




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.

Admin Org. unit I Settings }
Search for org.unit

[&] All students group NS$S Modify Move Delete

) . Created by: ginar Hov (2007-04-12 13:35)
- [v] [E v
View - 16 Coridors (8] Groups Allow to cpdate sub: none

Expand all Descrigifon:

| UK schools

ELHiILA There are 0 members in this group. it members Import e-mail accounts Resign Enrol
F{ | Mewland Primary School (NPS)
E{_|Mewland Secondary School (NSS) # Access rights
'J 01 Manually created groups Give others accegs in this org unit
=102 Policy groups O vame Contact acomss Room sccess Y
5] Al Staff group NSS [] @ Al Staff group NSS View contacts Mo access Maodify
~[&] All students group NSS - ] .
[ @Al students group NSS View contacts Mo access Modi

*{_| 03 Fronter resources
J 04 Manually created coridors/roo Remove
'J 05 Imported corridors/rooms

: Contacts which have inherited rights from a higher level
[ |06 Imported groups

Sdministrators Jop.adoig Superlser Go to source

Highlight the Group “All students group NSS”

Click on Give others access in this org.unit

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

Save

Another example: We want to set access right so that the Fronter admin group for
Newland Secondary 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 Secondary School

17




Click on Give other access in this org.unit
Select the group called “Fronter administrator group NSS”
Select the following access rights:

o Contact access: Administrator

o Room access: Room Supervisor.

Admin Org. unit I Settings ] 58 New org.unit
Search for org_unit
[_] Newland Secondary School [NSS) Modify Maove Delete
) . Created by: Steinar 007-04-11 15:04)
- [ @ v
LTy E 18l Corridors (8] Groups Allow t ate sub: corndors and gro

Expand all Dgetription:

_| UK schoals ¥ Access rights
B JHill LA Give others access in this org.unit
B[] Mewland Primary Sch PS) P — [ j ]

=

S [ name
- [] @ Fronter Administrators group NSS Administrator Room Supenvisor Modi
E_| 01 Manually created groups fiy

ElJ 02 Policy groups Remave
4] Al Staff group NSS
j All students group NSS Contacts which have inherited rights from a higher level

-] 03 Fronter resources H Administrators Top admin Super-User Go to source

B[] 04 Manually created coridors/irooms

B[] 05 Imported coridors/rooms

B{_] 06 Imported groups

¥ Access rights for this org.unit
Communities and groups access privileges this group has in the organisational structure

Have a look at this example:

Admin Org. unit I Settings ]
Search for org.unit
Search [&] ANl students group NSS Modify  Move Delete
Created by- inar Hov (2007-04-12 13:35)

View : @] Corridors [&] Groups

Allow to cp#fate sub: none

Expand all Descripfion:

| UK schools
B[] Hill LA

B | Mewland Primary School (NPS)
= | Mewland Secondary School (NSS)
J 01 Manually created groups

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

¥ Access rights

Give others acces‘iin this org.unit

E‘ J 02 Policy groups [ name Contact acoess Room acoess

8] All Staff group NSS 4 [ @ Al Staff group NSS Contact creator Mo access Modify
_ &l [] ELAIl students group NSS View contacts Mo access Maodi
#-[_] 03 Fronter resources
'J 04 Manually created comridors/rooms M
'J Eeimpartediconidac/ooms Contacts which have inherited rights from a higher level
&[] 06 Imported groups B Administrators Top admin Super-User Go to source

We have highlighted the group called All students group NSS. 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 NSS. 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,
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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 All students group; it is
enough for them to see each other’s class or subject groups.

. mportant.

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

. underlying levels.

In the next example we have highlighted a Group under the 01 Manually created
groups “Room resources NSS” The "members” here are 2 rooms which staff is able
to reserve. In order for these to be visible for the “All staff group NSS” 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.

)

& | Mewland Secondary School (NSS) Org. unit = Settings | Statistics = Tools

E'J 071 Manually created groups

J Admin Staff group NSS 4| Room resources NSS

E{_] Booking items Created by Ingun Vaglid {2008-02-05 16:05)
e Room resources NSS Allow to create sub- none

Q Tech equipment NSS Description

HJ Curriculum Leaders/Head o |

. [B]Head of Arts Group NSS | N\ | = Member:

J Head of Drama Group NSS

G| Head of English Group NS5
J Head of Humanities Group NS
~[&] Head of ICT Group NSS

J Head of Maths Group M35

“[@] Head of Media Studies Group NS

-[&] Fronter Administrators group NSS

Q Governors group MNSS

(2] Guardian group (instant users) NSS

Search

Sumams, First Nams Usernams

Q Librarian group MSS ‘E@ Access rightsi

EF{_| Parent/Carer I

“[&] All parents/carers NSS = Contact scoess
[&] SMT/SLT group MSS [1 Al Staff qoup NSS \View contacts

In the next example we have highlighted the All students group NSS. We can see

there are rights set at a higher level, which are therefore inherited downwards. The
group called Fronter Administrators group NSS 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

View : @] Corridars [&] Groups

Expand all

[ ] UK schools

B Hill LA

| Newland Primary School (NPS)
E{_|Newland Secondary School (N
"J 01 Manually created gro
E‘J 02 Paolicy groups
1&] All Staff group
]l students group NSS

[ 103 Fronter resources

[_] 04 Manually created comidorsirooms

] 08 Imported corridors/rooms
J 06 Imported groups

B-{»] System

B[] Training courses (TC)

] Z - Admin Fronter

B[ | Z - For Fronter Eyes Only

~fil Recycle bin

Org. unit I Settings ]

[&] All students group NS5
Steinar Hov (2007-04-12 13:35)

Created

Search

Mo result from search, search again

¥ Access rights

[ Hame
[ ELAIl Staff group NSS
[ m All students group NSS

Remove

Contacts which have inherited rights from a higher level
E Administrators

Contact scosss
View contacts

View contacts

Top admin

Modify Move Delete

Import members Import e-mail accounts Enrol

Give others access in this org.unit

Room acocess

Mo access Madify
Mo access Madify
Super-User Go to source

| B Fronter Administrators group NSS Administrator

=3 Go to source

Room Supenvisaor |

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

View : =] Corridors [&] Groups

Expand all

[ ] UK schools
-] Hill LA
[

t_| Mewland Primary School (NPS)
B[] Newland Secondary School (MNSS)
101 Manually created groups
102 Policy groups

~[&] All Staff group NSS

[&] Al students group NSS

[ 103 Fronter resources

[_] 04 Manually created corridors/rooms
[_] 08 Imported corridors/rooms

| |06 Imported groups

Org. unit I Settings ]

I58 New org_unit

|| Newland Secondary School (NSS)

Created by: Steinar Hov (2007-04-11 15:04)
Allow to create sub: corridors and groups
Description:

¥ Access rights

D Name
[] E.Fronter Administrators group NSS Administrator

Remave

Contacts which have inherited rights from a higher level
E Administrators

Contact acoess

Top admin

|Q Access rights for this 0rg.unit|

Modify  Move Delete

Give others access in this org.unit

Room acoess

Modify

Room Supervisor

Super-User Go to source

Communities and groups access privileges this group has in the organisational structure

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

In the next two examples we will have a look at the special right which is attached to
the use of the ILP tool. The Subject teacher should be able to record conversations
within his own group of students. This is why there is a separate org. unit for each
subject group, where the subject teacher is a member:
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Admin

Search for org.unit

| Search I

View - [&] Coridars @Grnups

Expand all

[] UK schools
& Newland Primary School (NPS)

E‘"D Newland Secondary School (NSS)
B[] 01 Manually created groups
EH] 02 Policy groups
~[&] NSS All staff group
[&] NSS All students group
E‘"D 03 Fronter resources
D 04 Manually created corridors/g
D 05 Imported corridors/rooms
=] 06 Imported groups
B[] Staff
EH_]| Subject Teacher
~[H] 9a/Ma1 Teac
[&] 9b/En1 Tea

~[&] 9b/En1
~[A] Y7 Math
~[&] Y8 History

Org. unilT Settings ]

9a/Ma1

¥ Ingun Vaglid (2007-04-12 15:24}
Create sub: none
on:

| Search
No reslt from search, search again
¥ Acgess rights
IF] Contact sooess

[] ® 9a/Mal Teacher group
[ = 9a/Mat

Remove !

Contacts which have inherited nghts fram a higher level
Top admin
Administrator

View contacts

B Administrators
E.NSS Fronter Administrators group

|l Access rights for this 0rg.umt|

Room membership|

Hame Created by

Subject teacher

Communities and groups access privileges this group has in the organisational structure

Room membeship

Modify Move Delete

Import members Import e-mail accounts Enrol

Give others access in this org.unit

Room scoess

Mo access Modify
Mo access odify
Super-User Go to source

Room Supervisor Go to source

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

Search for org. unit

| Search |

View - [&] Corridors Gruups

Expand all

|| UK schools

"] Newland Primary School (NPS)
[_] Newland Secondary School (NSS)
#_] 01 Manually created groups
=[] 02 Policy groups

(5] NSS Al staff group

[E] NSS Al students group
[]03 Fronter resources

] 04 Manually created corridors/rooms

[] 08 Imported corridors/rooms
=] 06 Imported groups

=] Staff
ED Contact Teacher groups

: &[] Subject Teacher glups
=[] Students :
=] Classes
:
[&] Year B group
[&] Year 9 group
# | Subject Student groups

e Org. unit ] Settings

[Z] Year 7 group

Steinar Hov (2007-04-17 09:25)
edte sub: none

9

Search I
Mo result frgm search, search again
¥ Accesg{rights
I e Cantact acoess

[] ®.Year 7 Contact Teacher group
3 [ & Year 7 group

Remove I

Contacts which have inhented rights from a higher level
EAdministratars Top admin
EMN3S Fronter Administrators group

|" Access rights for this 0rg.unit|

Room membership

Nam= Crested by

Contact teacher

View contacts

Administrator

Communities and groups access privileges this group has in the organisational structure

Room membarshis

Modify Move Delste

Import members Import e-mail accounts Enrol

Give others access in this org.unit

Room acosss
Mo access IModi
Mo access Modi
Super-User Go to source

Room Supemisor Go to source

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.
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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:

_"‘ﬂ My toda L;:d Wy messages EE)I Search E Iy calendar D My documents @ Wy portfolio @ LG
Y y ¥ a9 LS Y ¥

Then we click on New contact on the far right:

@ My today E;Zi My messages ::))j Search My calendar = | My documents @ My portfolio @u LGIL @
ELEEE Floee ~Admin < Help = Logout
Search Contacts | Search Content = Friends list 53 New Contact
Search for In org.unit (group):
|| ||A|| El Search |
Advanced
Write the relevant data into the fields:
| Contact
Type: @ Contact ) Instant user ) Companies () Booking item O User template
First Name: |Emily |
Surname: |Eva~m|d Initials: |
- T— I :
E-mail: Emily Evavold@muc.ac.ub URL: 0
Addr.: ‘ ‘ &
Edit Image
Tel.: Tel.2:
Cell.: [1196 85 14 Fax: |
Company: |I‘u"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.

O Governors group NSS Administrator Room Supervisor ~
O Guardian group (instant users) NSS Administrator Room Supenisor
[&] Librarian group NSS Administrator Room Supervisor
-k SMT/SLT group NSS Administrator Room Supervisor
[ ] Subject Teacher groups NSS Administrator Room Supenisor =
O Arts Teachers group NSS Administrator Room Supenvisor
O Drama Teachers group NSS Administrator Room Supenvisor
O English Teachers group NSS Administrator Room Supervisor
M @1 Health and Snrial Care Tearhars armin NSS Adrminicteatar Drnra Qonanicar b
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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)

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: Mever

User must change the password at the next login:

Access rights

Normal user: Allow contacts to log on to Fronter

¥ Personal preferences

General
Stylesheet: | Fronter31 v

Personal room

Show personal tools as a separate line on top

Location
Timezone: GMTO v

[ Top administrator: Allow full access to all admin features

Personal tool package: | MUC Employees Personal toolbar

~

E-mail
Default mail client:  Fronter WebMail «

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:
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A B C D E | F
1 Imuc201 muc201 Ann Brown Ann Brown@muc_edu.uk 77 23 45 66
2 muc2(2 muc202 Peter Manding Peter Manding@muc.edu_uk 78 23 45 66
3 |muc203 muc203 Brian Osmond Brian.Osmond@muc_edu_uk 79 23 45 6B
4 muc204 muc204 Jeff Burns Jeff Burns@muc.edu_uk 60 23 45 66
5 |muc205 muc205 Liza Green Liza.Green@muc_edu_uk 8123 45 66
6 'muc20B muc206 Frank Lindstone Frank Lindstone@@muc_edu. uk 82 23 45 66
7 |\muc207 muc207 Migel [rwin Migel Irwin@muc_edu_uk 83 23 45 6B
8 'muc208 muc208 Michael Broadman  |Michael Broadman@muc.edu.uk |84 23 45 66
9 |muc209 muc209 Jill Jacksan Jill.Jackson@muc_edu . uk 85 23 45 6B
10 |muc210 muc210 Tim Russel Tim.Russel@muc_edu.uk BE 2345 ARG [,

R P

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 cdv.

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

In Notepad it looks like this with semicolon (yours might be with colon):

I® Bok1 - Notisblokk
Fil Rediger Format Vis Hijelp

muc201; muc20l; 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; 0smond; Brian. Osmond@muc. edu. uk; 79 23 45 o6

muc204: muc204; 1eff; Burns; Jeff. Burns@muc. edu. uk; 80 23 45 6§

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

muc206; muc206; Frank; Lindstone; Frank. Lindstone@muc. edu. uk; 82 23 45 o6
mUC207;muc207; Nigel; Irwin; Nigel. Irwin@muc. edu. uk; 83 23 45 66

muc208: muc208:Michael: Broadman: Michael. Broadman@muc. edu. uk; 84 23 45 66
muc209; muc209; 3i17; Jackson; 31771, Jackson@muc. edu. uk; 85 23 45 a6
muc210;muc2l0; Tim; Russe]; Tim. Russel@muc. edu. uk; 86 23 45 6§

e e

P,

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

Admin Org. unit I Settings ]

Search for org.unit
| | Search | Governors group NSS Modify Move Delete
Created by- Steinar Hov (2007-04-12 13:39)

Allow to create sub: none

View : @] Corridors [&] Groups

Expand all Description:
[ ] UK schaools
-] Hill LA

Import Wbers Import e-mail accounts Enraol

B[] Mewland Primary Schoal (NPS) |
B Mewland Secondary School (MSS)
E‘D 01 Manually created groups

~[&] Admin Staff group NSS

B[] Curriculum Leaders/Head of depal

Mo result from search, search agef

~[&] Fronter Administratars grou ol Give others access in this org.unit
yEGovemors group [ Mame Contact access Room sceess
~|&] Guardian group (instant users) N& [ @ Gavernars group NSS View contacts Mo access Modify

-] Librarian group NSS Remove

~[&] SMT/SLT group NSS
| Subject Teacher groups NSS Contacts which have inherited rights from a higher level
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Choose Import members and you will see the following dialogue box:

Org. unit I Settings ]

[&] NSS All Parents group

Ensure that your import file satisfies the following requirements:

It must be a TeachText file with the suffix " txt" 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 usermame;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.:

- o
|- E-mail [J8. Company
O2. Tel. .
[19. Infarmation
3. Cell. _
[J10. Location
(4. Fax
I 11. Hourly rate
(5 Tel2
D6, URL [112. Warkhours per week
’ 113 Import 1D
7. Addr.

[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 r e

-

e e s .
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Browse for the import file, press Import and you will get this overview:

NS5 All Parents group
Import users

Do you want to import these fields:
Username;Password;First Name; Surname;email;phonez;
In org.unit {group): NSS All Parents group

rmuc20l;
D muc202;
o muc203;
r mucz204;
o muc205;
D muc20o;
6;
7 muc2o7;
8: muc208;
45 66;

=y By I A L

9: muc209; mucz209;

muc20l;
muc202;
muc203;
muc2o4;
muc205;
muc20o;

muc207;
muc208;

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

Peter; Manding; Peter.Manding@muc.edu.uk; 78 23 45 665;
Brian; Osmond; Brian.Osmond@muc.edu.uk; 79 23 45 a6;

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

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

Frank; Lindstone; Frank.Lindstone@muc.edu.uk; 82 23 45

Nigel; Irwin; Nigel.Irwin@muc.edu.uk; 83 23 45 66;
Michael; Broadman; Michael.Broadman@muc.edu.uk; 84 23

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;

ImportJ Cancel

T

e e e

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

= e

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.

[
[E
=

Admin

Search for org.unit

View - [¥] [#] Corridors [¥] [&] Groups

Expand all

| UK schools
2] Hill LA
H | Newland Primary School (NPS)

= | Newland Secondary School (NSS)

E‘J 01 Manually created groups

4] Admin Staff group NSS

#{_| Curriculum Leaders/Head of depai
& Fronter Administrators group NSE
2] Governors group NSS

~[&] SMT/SLT group NSS

¥ | Subject Teacher groups NSS

~[&] Guardian group (instantuﬁw&’-’
&l

Org. unit I Settings ]

[&] Librarian group NSS Modify Move Delete

Created by: Steinar Hov (2007-04-17 11:23)
Allow to create sub: none
Description:

Import members Import e-mail ac

Search

Mo result from search, search again

¥ Access rights

Give others access in this org.unit

Contact acoess Room scoess

View contacts Mo access

[ @ Librarian group NSS Modify

Remove

Contacts which have inherited rights from a higher level

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

[&] Librarian group NS5

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 SearchC

[ | | Al Staff group NSS W SEEF&hJ

|:| Surname, First Mame Location

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

e

1
1

OFO0O0O8OO00O0

D Org. unit
O [&] All staff group NSS

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

Hurley, Nina

st, Gary
Kirkland?
Moore, Robert

I~

=
- 16 of 20

Mumber of elements

Ew 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 ]

|&4] Librarian group NS5 Modify Move Delete

Created by: Steinar Hov (2007-04-17 11:23)
Allow to create sub: none

Description:

Import members Import e-mail accounts Resign Enrol

Search

D Surname, First Mame Username E-mail
Anderton, Adam nss020
-3  Resign
Tips!

. 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 room... / ElQGo T

A '’ inistrator wAdmin  «Help «Llogout

Search Contacts_~Search Content | Friends list

33 New Contact

In org.unit (group):

_!'FLII staff group NSS

[T sumame™ First ama T=l cell Compan

D@Brown. anne on.gov.uk 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 /
Expand all | Search
|| UK schoals [] sumame, First Name Usemame E-mail Deleted time Deleted by
=[] Newland Primary Schog [ Hurst, Gary nps012 2007-04-14 11:26 Steinar Hov
[[INewland SecondaprSchool (NSS) [ Nortan, Fred nps018 2007-04-14 11:26 Steinar Hov
[>2] 8Bystem

- 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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= = 24 o " I_..__
3,@ My toeday ;d My messages i.jj) Search 'j Wy calendar = | My documents "j My portfelio ;éll LG

| Choose room. E}QGU Fronter Top Administrator

Admin Org. unit = Settin

Search for org.unit

| | search | [ UK schools Modify
p— = Created by Super User
iew - [ [&] Corri 7 [ElG b
View : @1 (8l Corrdors [ (8] RIgupE Allow to create sub: corridors and groups
Expand all Description:

«Help  « Logout

1 New org_unit

In this case we will search for anything containing the letters NSS 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
All staff Search
View - [ @] Corridors || Groups

|&] All staff group BLS

{Ben Lethlean {admin}, 2007-08-08 12:18, ...}
|&] All staff group (JCS)

[Jenny Crellin, 2007-08-08 12:37, ...}
|&] Z All staff group

{Ingun Vaglid, 2007-04-17 13:33, ...}
L& All staff (SPS)

(Ingun Vaglid, 2007-07-17 20:44, ...}
L& All staff (HS)

[Helen Warmner, 2007-08-21 11:40, ..)
|&] All Staff policy group (DHS)

[David Hellisr, 2007-05-08 12:38, ...)
|&| All staff group (PLS)

[Peter Lillington, 2007-D8-27 12:27, ..}
|&] All StaffiDOS)

[David O'Meill, 2007-05-20 12:50, ..}
|&] All Staff Group (CJS)

[Christian Jadkson, 2007-08-08 12:40, ...}

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 (2] Groups

Expand all

[JUK schools

-l CLC

B-] LA

B | Mewland Primary Schoal (MPS)
EH | Mewland Secondary School (NSS)
D 01 Manually created groups
=] 02 Palicy groups

|E All students group NSS

|2

Org. unit ] Settings I Tools l

All staff group NSS

Created by
Allow to create sub: none
Description:

There are 3 members in this group.

¥ Access rights

I:‘ Name
[ @ Al staff group NSS
[0 @Al students group NSS

Contact acoess
Contact craator

View contacts

Steinar Hov (2007-04-12 12:35)

Import memkbers [mpg

Room acoess
Mo access

Mo access

|Gy

The next example gives a search within Corridors containing NSS, (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

|NSS I Search |
View - 8] Corridors [ Gruups

Expand all

] UK schools
E||:| Newland Secondary School (NSS)

Org. unit ] Settings ]

NSS Librarian group

Created by: Steinar Hov (2007-04-17 11:23)
Allow to create sub: none
Description:

IFvatataled

Modify Move Delete

Imnndt e-mail accannte Basion Foral

One node and one room was the result:

Admin

Search for org.unit

| | Search |

View - @] Corridors [ [&] Groups

| | Newland Secondary Schoal (NSS)
(Steinar Hov, 20070411 15:04, ..}
Eﬂ Recycle bin

{Superuser, 2007-08-13 11:01, This is the
recycle ...}

& Math SharediResources NS5
04-17 00:08, ...)

{Steinar How, 2

Back

A click on the room gives us this view:
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Admin

Search for org.unit

View - [¥] [@] Comidors [ [&] Groups
Expand all

[ UK schoals

E‘J Mewland Secondary School (NSS)
[_104 Manually created corridors/rooms

|®] Manually created Class Rooms
|&] Other rooms corridor

[ 105 Imported corridors/rooms

] Recycle bin

Org. unit I Settings ]

|@| Shared Rooms corridor

Created by: Steinar Hov (2007-04-12 14:11)
Allow to create sub: none
Description:

¥ Room listing
Name

&5 Math Shared R‘%ﬁources ISS
¥ Access rights

I:‘ Mame

Contact access

Madify Move Delste

Create new Room

Created

2007-0417

Created by

Steinar Hov

Give others access in this org.unit

Room scoess

Settings and Statistics

Next to the Org.unit tab there is a tab called Settings.

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 open 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

_| Newland Secondary School

Setting
» ' Storage capacity

+ ' Default contact card image

JeTau 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 — to open this up to have the possibility to create own room tool
packages and personal tool packages. And to access tool packages used on
import users with 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
once.

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 secondary 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

ere you can set options for stylesheet and ta

1+ Tool packages

Define profiles available for this org.unit and below

f
i+ Calendar types and Calendar import

>
&
> Here you can define calendar types and import calendar available for this org.uni
3 o Leae
Define a logo available for this crg.unit and below
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 ms and members bel his crg.uni

02 Policy groups — open all padlocks



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

L1 02 Policy Groups

Setting
»  Storage capacity

Limit disk space for this org.unit and below

+ Design

£1e you can st :C'.I:"Euf:'i'._;

» Tool packages

Define profiles available for this org.unit and below

f
» Calendar types and Calendar import

>
&
>
Here you can define calendar types and import calendar available for this org.unit and below
o] «'Loge
> Define a logo available for this crg.unit and below
v 'Default contact card image
Upload a default contact card image visible for users that have not uploaded their own image
v+ ' Customise contact card access
Customise the contactcard for this org.unit and sub ocrg.units
v ' Other seftings
f Other settings affecting ms and members bel his org.uwni

03 Fronter resources — close all padlocks:



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

ere you can set options for stylesheet and ta

1+ Tool packages

Define profiles available for this on

>
&
> Here you can define calendar types and import calendar available for this org.unit and bel
53 6w
Define a logo available for this org.unit and bel
+ Default contact card image
] Upload a default contact card image visible for users that have not uploaded thei n image
+ Customise contact card access
] Customise the contactcard for this org.unit and sub org.units
f 1+ Other settings
Cther settings affecting rooms and members bel his org.uni

04 Manually created corridors/rooms — open Storage capacity and Other settings



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

ere you can set options for stylesheet and tabs

1+ Tool packages

Define profiles available for this org.unit and below

f
i+ Calendar types and Calendar import

)
&
> Here you can define calendar types and import calendar available for this org.unit and below
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 reoms and members bel hi g.uni

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

ere you can set options for stylesheet and ta

1+ Tool packages

is org.unit and belo

Define profiles available for t

fi
i+ Calendar types and Calendar import

Here you can define calendar types and import cale
' L_ugg
Define a logo available for this org.unit and below
Default contact card image
Upload a default contact card image visible for users tl

1 Customise contact card access

SEEMMERM

Customise the contactcard for this org.unit and su
1+ Other settings
COrther settings affecting rooms and members bel

06 Imported groups — close all padlocks



Ll o6 Imported groups

Setting
1 Storage capacity

1+ Tool packages

Mefine =

Calendar types and Calendar import

1 Logo

S _

1+ Default contact card image

1 Customise contact card access

SEEMMERM

1 Other settings

" = =

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

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.

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

Personal disk space: 7.0 MB Edit

i
Disk space in corridor 10.0 GB Edit

Example: you want to give teachers 5 MB disk space in personal room, and students
3 MB.

Highlight the group called All staff group NSS

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 NSS

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.

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 secondary” and “LA classroom tool package secondary”. 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 use 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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E_] UK - Schoals
@] Demao Area

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

L] Health [] Newland LA
B[] Higher education
|&] ICT Business Setting

B | MathMaster Pilot
| Moasing Primary Schoaol

B

Storage capacity

|| Moosing Secondary School u Design

|| Moosing University College T- -I ' k- i
i ool packages
{] 01 Departments e

J_ 02 MUG Emplayees @ Calendar types and Calendar import
-J 03 MUC Students (imported) Hese you can define calendar types and Import calendar available for this org.unit and balow

|| 04 MUC Students (manual) m Logo

Now the Newland Secondary School NSS 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.

F | Mathiiaster Filot
J 5 TIES Er. ID. Org. unit  Settings Statistics Tools Absence, grades and order
|ﬂ [ Moosing University College
EJ Newland LA

#{_] Newland Primary School

9 [ Mewland Secondary Schoal

02 Policy

Setting

E{ 04 Rooms

3] 06 Imported groups

E_] Nottingham Trenst University
@] 01 Modules
& [_102 Students (imported groups)

| B R &

sne lOOIO

Creating new room tool package

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:

Tool package: Choose v
Other options: ghﬁose .
ollabaration room
Classroom Save Cancel

LA Default Room tool package Primary school

Shared room primary
Shared room secondary

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.
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Highlight the 02 Policy groups NSS node
Open the tab Settings

Open the setting Tool package

Click on “New tool package”

Org. unit | Settings]

[ | 02 Policy groups

Tool packages

New tnuﬁackage
Title Desoiption Admin

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

suffix and an meaningful title, like for instance “Secondary classroom tools

NSS”

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: Secondary classroom tools NSS

Type:
() Personal tool bar
Personal tools
& Room tool bar
Collaborative tools

Learning tools

Description: |Foom, Members, Resources. My wark, My finz

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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[ ¥7 shared
[:] Y8 Shared

] s shared

fg 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 secondary classrooms:
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7 Room |
Members

[:l Resources

Student
folders

When the students log on, they will come to their Today page and will find the
classroom in the room selector. We recommend the teacher (when they start using
the room) to: edit the tool package in the room and add the Frontpage tool, call it
“Our classroom”. Hide the Room tool for students and rename it as the image above
(more about this later).

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 NSS 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. "Secondary classroom NSS ”
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.
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o0 Highlight the New tool option and tick for wanted tools on the list that

appears.
o0 Move tools in wanted order by using the green arrows up and down
o 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
. in the other languages.

Tool packages
Name of tool package
Title: Secondary classroom tools Edit
di
Description: Room, Members, Resources. My worlk, My final work
Tools (1)
Editing
Members
Blank space
Resources Edit Title: Room
Students folders . . i - -
Blank space Edit Description: Fronter is arganised in rooms that you can equ
Hand-in ¥ The tool is visible for:| Read{Guest) Write{Student) Delete{Teacher) Owner{lMain Teacher)
Portfolio E
ave | Cancel
MNew tool -
Lccesstext (2‘!
Read Acoess Write Acoess Delete Acoess Change Acoess
Read{Guest) Write[Student) Delete(Teacher) Owner(Main Teacher) Edit
Back

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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Customise tool package

Name of tool package

Title: Customise today Classroom
Description: Customise today A virtual classroom with educational tools

M
=g

Tools

Room Editing
Participants
Blank ¥ Choose tool: Teachers (hidden) v Delste

Archive fre o -
Elank Edit Title: Teachers thidden)

Hand-in Edit Description:

A e __Thetoolis visibleforg, | Delete(Teacher),Owner(iain Teachen) &
Teachers (hidden) [D

Mew tool

Save | Cancel

Note: make sure that you as school administrator is a member of one of the groups
under the node 02 Policy groups NSS. 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 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 on tool packages in
rooms not already used 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 and 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 “customised 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 NSS 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
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and rewrite a new name in the Edit Title field:

Tools

Editing
Members

Blank space

Resources \ Edit Title: _ﬂMessages.FCalendar |

Student Folders . N
Blank space Edit Description: |

Hand-in E The tool is visible for: Read{Guest), \Wrte(Student) Delete(Teacher), Owner{Main Teacher) v

Portfolio
Blank space
Mew tool

Save | Cancel

If add a New tool, highlight “New tool” and place a tick for the wanted tool

and save:
lools '
Room Hew tool :
Members
Blank space O] chtwltjr fnlder 152 1Lp
Resources The adivity folgsr givas you overview of crogress, timespan and kel i ot
Student Folders it e LS '
Blank space
Hand-in [1%23 Blank space |:|_Q_I__mk5 .
Forfolic Blank space between tools 5‘;::_- _'IL Irl :_’I e -r—_—i
Blank space T
] E] News
T oW rmay publish naws 1o o
DL? Question [.‘rE
ot I—::I- tabas= for sharing of .]
][] Resources
_ Al knds of files may be siog
°  grganissd in folde
E’é Forum
Discuss with other us=ers oL
| different points of displs
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Create personal tool packages

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:

¥ Personal settings

General
Stylesheet: | Modern (Mew!)

Personal room E-mail
Personal Tool Package: | Personal toolbar NS5 -K| Default mail client: | Fronter WebMail +

Show personal tools as a separate line on top

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
and students in secondary school:

i” Iy today _;J My messages _sz Search j My calendar = My documents ij Wy portfolio ;;Jn LG

Create a personal tool package on a school level:
- Highlight the 02 Policy groups NSS 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 NSS
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 page, 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
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.
0 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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o The “tool” called “Blank”, gives a space between the tools
(is not needed for personal tool bar).

Tool packages

Name of tool package

Title: Personal toolbar NS5 Edit
|

Description: T

Tools

My today page Editing

]

Search % Choose tool: My messages ¥ Delete

My calendar I

My documents Edit Title: My messages

Paortfolio Edit Description:

ILP 3

MNew tool Sauel Cancel |

Back

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 NSS. 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.
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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 NSS 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: Personal toolbar NS5 Edit
Description: -
Tools

My today page Editing

My messages

& Choose tool: Search b Delete

My calendar ——

My documents |Search

Portfolio Edit Description: [%

ILP o

Mew tool Sauel Cancel |

Back

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: Secondary classroom tools
Description: Room. Members, Resources. My work, My final work

A chat room for everyone who is logge
in

can communicate with each other

ents can submit projects, individuslly oras a

Tools

Room New tool

WMembers

Blank space &

Romo (1[5 Activity folder [Ty Hand-in

Students folders The activity folder gives you overview of progress, timespan ::: T .

Blank s and rescurces in a project. oo :j’_ ) '5"‘_: :, Ua.. - ,TT
pace rojects, and cbtain reports.

Hand-in

Portfolio F Blank space =% ] @ ILP

|"Blank space between tools. Individusl learning plan for
063 char O £ Links

into Fronter. You Share web links with other us

ent and grade the

evaluation and glanning

d ers by crganizing them
resl-time. in searchable folders in the Resourcs folder.

m
[
=

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

Highlight the node 02 Policy groups
Open the setting Logo
Browse to find the logo on your computer

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

Org. unit | Settings 1

[ ] UK schools

Logo

This is the logo that is displayed in the upper left comer. If there are multiple defined logos for a given pe

Bricuton

SCHOOL
http-/fwww brightonschool.com
Edit

rson, the nearest logo w

ill be used.

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 | Seﬂings]

[ ] UK schools

Logo

Logoimage: [ Browse... |

Logolink: http:/fwww brightonschool [%

Save Cancel

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

Customise contact card access

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 [T 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 Wisible Editable Editable Editable Hidden
E-mail Visible Wisible 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 Visible Editable Editable Editable Hidden
Cell. Visible Visible 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 |

e L s

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

4o8 (not active)

4go9 (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

Ul3 Default calendar view

U4 (not active)

Ul5 Tutor can create parent/carer users

Ul6 Default size of uploaded images

U04 and UO7 will be mention 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 NSS
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 NSS.

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
M b |
Inbox LJp_date./ 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 Limit number of rooms

C02 Disable stripping unsafe code from files in the resources
C03 Forum always open when creating new

C04 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

' Statistics of disk space usage

Owerview of remaining storage capacity insach s

"' Login statistics

Gives YOou BN overview

|

B

over login statistics for the total Bnd unigus logins, and room visits in

the building

Statistics
Stetistics of the overall sctivity in the solution

Statistics of total logins and active users

Cwerview of number of total logins and totel adctive users
Event report
Generste B report of elected events In one or more rooms, within & given timsframe

EWEE

Community report’export

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 Tatal ]Show open rooms [] Show closed rooms
Ra®m: |Display all rooms ViEWI
O | Room Duwner Used space.
| %% (TASS-BBA)0% Economics and infarmation Vaglid, Ingun 29MB
Ol %% Rektor Hov, Steinar 12.7 kB
O &Y (ASV-BOA)12 Matematikk Hov, Steinar 39MB
[0 & (ASV-BOA)I3 Statistikk og metode Hov, Steinar 31.0 kB
[0 & (ASV-BOA)16 Organisasjonsfag Hov, Steinar 0 bytes
[] %% (ASV-B@ANT Finansregnskap med analyse Hov, Steinar 59 kB
[0 & (ASV-RL)R1 Grupperom Hov, Steinar 78.8 kB
[0 %4 (ASV-RLR1 Modul 1.1 Hov, Steinar 4.1MB
[0 &Y (FoHSW-BCCW)01 Science. research methods and ethics  Hov. Steinar 279 kB
[0 %% (FoHSW-BCCW)02 Individual, human action and interaction Hov, Steinar 235kB
[0 4% (FoHSW-BCCW)03 Perspectives of children and adolescents Hov, Steinar 280 kB

In recyele Bin

0 bytes
106.3 kB
41 MB
0 bytes
279 kB
0 bytes
1.6 kB
413 kB
0 bytes
0 bytes
0 bytes

56



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:

Total:

Org. unit I Settings ]

[ ] Classfronter

Statistics of disk space usage

Room I Personal room I Total l

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  + O bytes = 0 bytes
Personal rooms 57TMB +75MB =132MB
= Total usage: 298.1 MB + 389.9 MB = 687.9 MB
Remaining disk space: 20GB -687T9MB =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:
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Here you get an overview of the disk space used in room and in personal rooms (My
documents). The tabs (1), (2) and (3) shows the various details. You can also empty
the recycle bins.
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Corridors and Room structure and How to create room

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

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

Here we look at the Corridor called Maths and a list of all the rooms attached to the

corridor:
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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:
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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 7 English — therefore we select the
suitable corridor from the drop down menu (here: English) (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-
i explanatory. In addition you need to think "globally” and attach the rooms
 to corridors. This eases the work for those with higher rights in Fronter.

. 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

i new students . The choice of nhame should reflect this. You should also stick to a

. system 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
before making a choice. The tool package will be named to the school’s purpose, like
for instance Secondary school tool package.
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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 decided 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”:
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At the top right side, there is a drop down menu, select Customise tool package, 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
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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.

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):
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After the groups are in place in the structure they can be enrolled in the rooms.
generally speaking we try to avoid enrolling single 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:

Press Edit and you will see the group listed.

Here you can get an overview of all the groups by selecting More...:
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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 7 group into the
room with Write access:

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 NSS” in a room, | can then use NSS as a search
word:
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Make sure you award the group the correct room access rights.

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:
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User templates

Template users

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.

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

69



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

Enrol the user template into the relevant group (org.unit) where these are collected:

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

Area 1:
Information central

Area 2:
Notification
Messages

Area 3:
Calendar

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

Click on the Information central to decide what tools you want to display in this
container on the Today page: News, Stickies, Email, Discussion contributions and
Documents.
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Press Back (the Today set up saves automatically) and you are back in the User
templates contact card.

Save the template.

Now you want to apply this template onto some members. Search for the relevant
group; All staff group NSS 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:

Then you will get a confirmation:
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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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