Teacher training — Secondary school
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Introduction

This course is the first introduction to Fronter 82. The course will give you some good
ideas and reasons on how to use Fronter in your communication with your students.
The examples are an attempt to illustrate well known sets of problems in everyday
teaching, and we hope you will nod in recognition to a lot of what is introduced here.

This document can be used either as a step by step guide or as a reference
document. There are some pre-requisites along the way, which we assume have
been met. This relates for instance to the fact that the person administrating Fronter
has already created the basic structure and possibly created a few rooms etc.

Fronter is in continuous development and improvement. It is therefore possible that
there may be discrepancies between documentation and application. This guide is
written for Fronter version 82.

We hope you find this guide useful.

Lillehammer, August 2008
Steinar Hov/Ingun Vaglid

Fronter — a first meeting

Fronter is an Internet gate, which gives teachers and students/pupils the opportunity
to distribute different resources on the net. In its simplest form we can imagine that
teachers publish their lesson plans, lecture plans etc in the different subjects so that
students get access to them via the Internet. But the possibilities are so much more
than that.

As a teacher you can add different assignments, links, tests with automated answers,
group assignments, projects that are to be handed in etc. As a student/pupil you can
have access to different subject resources via the Internet, work on group projects in
shared documents, hand in student/pupil practices and other written assignments etc.
This guide will show you how you as a teacher can get started in Fronter.

Metaphors in Fronter
Fronter is a virtual school with different corridors and rooms. In each of the rooms
there is a furnishing. This illustrates what we mean by such a school:



CORRIDOR ¢

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

From the corridor of Information rooms you will have access to rooms of the following
kind:

Shared information for students/pupils and staff
The Personnel room

Student/pupil information

Library

Students’/pupils’ Council

Caretaker

From corridor for classrooms you will have access to rooms of this kind:
1A
3C
1ENGD
1TYBA
2FY1
2GYMC
3ENV2
3RELB
2ECOMA412



The corresponding structure in your own installation may have been built up slightly
differently, but you will no doubt recognise the system. The principle is to have some
corridors for the different rooms so that you can easily find your way around the
system.

It is recommend that you create a corridor specifically for shared rooms created
manually such as shared information to students/pupils, Personnel rooms,
Student/pupil council etc. Furthermore all classrooms can be attached to the same
corridor — classroom, subject room will you find in the corridor subject room, while all
group rooms have their own corridor etc.

Corridors and structures for each institution are created by whoever has the
administrative rights in Fronter. The layout depends on several things: whether there
are many study directions and departments, whether some teaching takes place
outside the main campus, different groups of subjects or within various subject areas
etc, whether to make a structure for teams, departments etc.

There is no right or wrong way to create the structure of an institution — local
considerations must be taken into account. In this introductory user guide we will
assume that a simple structure like the one shown above is already in place.

——————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————

i Most probably you will expect Fronter to mirror the structure of your institution.

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

i Fronter.

__________________________________________________________________________________________________________________________

And now it is time to enter Fronter to see how the virtual school will look.

Logging on
Fronter is a licensed product, which requires username and password. All teachers
and students/pupils must first get these awarded by those who administer Fronter.

Regarding the username, it does not matter whether they are typed in UPPER or
lower case letters. The password, however, is case sensitive. You must therefore be
careful to check whether the caps lock key is depressed! Some people contact us
saying their password is incorrect when they have typed it in upper case letters.
Generally speaking you should change your password to something which is easy for
you to remember and it ought to be a mix of numbers and letters.

The address to your school’s Fronter installation is pre set, but it is in the form of
http:/fronter.com/xxxx



>fronter

Classfronter

Username: | |

Password: ]

Language: English v _
ok I

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

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

Please change your password.

Username: mdavies20

Old password:
New password:

Repeat new password:

When you log on to Fronter you will see the Today-page — your personal start page.
On this page you will find information that is recent and relevant to you, extracted
from rooms where you are a participant. This page can be customised for you, but
you can also change it yourself to suit your needs (if the administrator at your school
has allowed members to edit their Today page).
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Information central Notification
;__,J] Sticky (3) Sorry, we had a Read more = Title Roam :ﬁﬂ Cpen to ::::'iﬂi,g
~ - | with ti - .
(=] E-mail f“"ie":_‘_‘"p‘_‘_e_ : . Unit 4 - Final English Year 2007- 2007-
LIRSS feed 20070818 Assignment 7-Mrs 09-13 09-25 64
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_,j Discussion (5) Srlzﬁ;:?vnzc::e Read more  Unit4- English Year i
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Sorry. we had a Read mor "@Engllsh ; EH%I;?: Year ; - Mot
problem with the Speeches Bm; e delivered
Esy Anderson Fensonal
2007-08-12 = Science Year Nat
23 The Planets 7-Mrs 0 0 dﬂl.\_ end
Broadbent 9|ee
o Unit4- English Year :
2 Autobiography 7 -Irs 0 0 LI:IIi\'ere d
Questionnaire Broadbent :
Messages
Here you will find the new document: Self Assessment
Autobiography
Jancis Broadbent, English Year 7 - Mrs Broadbent, 20070818
The self evaluation sheet is available here: Self Evaluation
Autobiggraphy doc
I e O S - mee, gt g ‘M;‘_QM\!-M“,.‘& RIS il
and
g RSN T e Y A UATION SNEOL a0 attimrantoimn e Wl 7w, e
R Sl R ‘Autobiography doc i R
Jangis Broadbant, English Year 7 - Mes Broadbant, 20070802
You will find a template for the Mindap in Resources - here it is
Jancis Brosdbent, English Year 7 - Mrs Broadbent, 2007-08-12
Well done everyone. enjoy the break!
Matthiss Schajs, English Yaar 7 - M Broadeent, 2007-08.0%
Here you will find a template for the MindMap: | form
autobiography jpg
Janeis Bropdbent, English Yaar 7 - Me Breagzant, 20070822
Calendar {4) "% New appointment
Week 38: 16, Sep - 21. Sep 2007
Monday 17 Tuesday 18 VWednesday 18 Thursday 20 Friday 21
7:00
g0 Autobiography - intrc

This is one possible opening picture after logging in. Frames for Messages,
Calendar, Discussions and Notification, dominate the main picture. Selecting options
from a range of templates may change the layout of this picture, and each school
should make the choices that suit their needs.

The contents of each of these areas (Messages, Notification etc) will obviously vary
from day to day. Regular messages can be written in directly, appointments in the
calendar will vary from week to week etc. In addition you can display a number of
other items here, like News. This is a tool that gives you room to manoeuvre: The



news can be displayed with images, image text, basic text etc. This makes it ideal to
use a room as an information magazine, with a configuration very similar to what you
find in the net based papers. However, this function is not mentioned in this guide.

What is on display for each user is messages and calendar appointments only from
those rooms that he/she has access to. This means that a student who for instance
does not take physics as a subject will not have access to messages written in the
physics room. Calendar entries will not be on display either. Messages in the shared
room like Public information will be available to all students and staff, but messages
from the Personnel room will only be accessible to staff. This means that the Today-
page will be unigue to each and every student and teacher.

In addition to the above information there are 4 important areas marked 1, 2, 3, and 4
in the illustration. We will first quickly go through each of these elements and then
later on return to the ones that are most relevant with more detailed information.

The personal toolbar
The area marked 1 is the personal toolbar. The administrator decides which tools
should be available here:

19) My today = [=d My messages _;}'i Search | (&) My calendar = L] My documents __1 My portfolio = LGIL

. Some people prefer to change the title of this tool to My today, My startpage or

i something similar as they feel that this gives a clearer description of what lies

. beneath this button/ tool. This is a job for the administrator. You should be aware of
. the fact that if a user logs on with a different language the title will remain in language :
. you have changed into, it is only the original Fronter titles that will automatically ]
. change according to choice of language.

You can also have different tools for students/pupils, and staff.

__________________________________________________________________________________________________________________________

My today page: By clicking on this tool you will always return to the opening
page / your start page.

My messages: Here you will find your internal messages called Stickes and
you email account. Fronter offers a web-based e-mail client, which makes it
possible to configure your e-mail accounts so you are able to read external e-
mails directly in Fronter. Fronter also has a complete e-mail service run by
Fronter, we call this Mailfronter. If you school has decided not to use email
inside Fronter, we recommend you to call the tool My messages as the
example above.

Search gives you the option of search for contacts like students and staff in
Fronter; you will find information like their address, phone number, e-malil
address etc. Note! In this tool you will also find Search for content.

My calendar can be used as a personal diary and a room diary (meaning a
class diary or for all staff. You can also search for other students or staffs diary
if they have made it public. In addition you can add messages to students



about tests, deadlines etc. These entries will be displayed on the Today-page
for each student — very practical!

My documents, is a personal resource folder that only you have access to.
Here you can create folders, add documents, links etc. Administrator decides
the storage capacity for your personal resource folder. The personal resource
folder can be very useful if you are working on a document from several
places, e.g. at work and you want to continue at home. Remember that you
will have access to this personal resource folder from any computer, as long
as it has got internet access. You can transfer files from My documents to a
room, e.g. a lesson plan to an information folder in a room.

My portfolio: here you will get an overview of your own activity, hand-ins, and
tests and so on. As a teacher you can also access the portfolio of a student.
LGfL: This is a link to the London Grid for Learning website, which will open in
a new window.

Hint on the placing of the buttons

i You can decide if you want to have the tool list in your personal room as a separate
. row of buttons on the top, or as a separate banner next to the room selector. You

. decide this from your contact card under Personal preferences, (if you cannot find

i this option it is because it has been removed by the administrator).

You will also find the option My room (your personal room) in the room selector.

¥ Personal preferences |
General

Stylesheet: | Fronter52 v
Personal room

Personal tool package: | MUC Employees Personal toolbar v

[% Show personal tools as a separate line on top

Location
Timezone: GMT0

| You must place a tick, as above, if you want this upper button row. If not, it will look
: like this:



JQ My page
D-_:ﬂ Motices

& Search ..
@ My calend
[:l My archive

m Absence
D Document

Each user should be able to decide where he/she wants the buttons, but for
1 "beginners” it will probably be easier if they are placed as a separate row on the top.
. This way they will always be visible!

The administrator at the school can decided which tools should be available in the
personal tool list for the students and which for the teachers. The administrator can
also decide the order and the naming of the tools.

The room selector

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

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

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

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

. The setting for which of these two options to be used at your institution will affect all
1 users — consequently this is not a setting each user can control. Top administrator
. needs to do this.

Here you can see some examples of rooms:



Choose room... ¥ |®Go g Choose room... v @ Go
04 Subjects/Rooms (Manually Created) k CBE English -~
A8S Other - e e

A&S 'TWG ) CEBE English Department Room =
A&S Achievement Coordinators . CH Y19 Book Review Project .
A&S AST admin room planning CH Y9 English SATs Revision Room planning
A&S Behaviour Centre o KITE ~
A&S Careers CBE Humanities =
A&S Citizenship 7GHi
A&S CPD room BUST CBE Humanities Department Room BUST
A&S Dance Academy Overstrand 2006
A&S EMA [ EAL CBEICT
A&S Examroom CBE College Link Year 10 Mr Osebor
A&S Fronter Admin room 23 CBE Collage Link Year 11 Mr Strong 23
A&S GET CBEICT Deparment Room
A&S Latin Ll CBE ICT Year 10 AIDA Mr Strong Enti
A&S Pupil Zone tion which CBE ICT Year 10 GCSE Mr. Osebor rtion which
A&S Reception CBEICT Year 10 GNVQ Mr Strong
A&S Report Cycle CBEICT Year 11 GCSE Mr Strong
A&S Research Collaboration Room CBEICT Year 11 GCSE Mr. Osebor
A&S School ICT Network CBEICT Year 11 GNVQ Mr. Osebor
A&S SEN room CBEICT Year 7 Group 7G Mrs Issifu
A&S Senior Management CEEICT Year 7 Group 7H Mrs Issifu
ALS Staffroom CBEICT Year 7 Group 7L Mrs Issifu
ALS Student Council CBEICT Year 7 Group 7N Mr. Osebor
ARS WP_Assessment CEEICT Year 7 Group 75 Mr Goodwin
A8 S IAD ey ! ! CBEICT ¥Year 8 Groun al br Princewill

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

._ :'-l toda _\_'"‘ \ messages -\ \ earc L2 My calendar [ Vly documents
1] My today | =4 My g ;3 search | [B] My calendar | LI My d

 Choose room EOGQ lancia:Bioadben

Display all rooms
Create new room
Rooms not visited ) with Read more = Title
--- Favourites ---

English Year 7 - Mrs Broadbent
QDB - Steinar

School council room ) with Read more o Uni
Science Year 7 - Mrs. Broadbent &) Qu
Shared resources - Sciences t08-12

e =

Notificati

-

Here those rooms that you have chosen appear underneath the line. You will also
see the option Display all rooms which will give you a view of all the rooms where you
are allowed access:

Private rooms I Rooms not visited ] Show open rooms []Show closed rooms

Cverview of all rooms in which you are a member. Enter a room by clicking on the title. Add favourite rooms for access directly from the room selector
(if your admin has made this possibility available)

[ Title Created by Date
|@] Z - For Fronter Eyes Only
Resources
English Year 7 - Mrs Broadbent Jancis Broadbent 2007-May-24

F &} Secondary Steinar Hov 2007-May-22

Add to fagtEurile rooms | Remove as favourite rooms

)

In our experience you will have access to more rooms than those you use on a daily
basis, so this display option can be quite practical.



On the whole this room selector is central to the use of Fronter. This is where you go
when you are navigating from one room to another.

Point 3 shows the name of the person who has logged on:

_‘._?] My today _Q My messages I..jl Search @ My calendar B My documents "_’ﬂ My portfolio '@ LGIL
| Choose room El@so [Jancis Broagbent] “Help wlogout |~ >fr0_nter
Information central Notification =
() sticky (3) Sorry, we had a Read more  Title feem Oean  opento :::""'"“
(24 E-mail s £} Unit 4 - Final English Year 2007 2007-
| RSS feed T o eTL Assignment 7-Mrs 09-18 09-25 6d =
Autobiography Broadbent 13:20 13:20
3"3 Discussion (5) Sorry, we had a Read more i )
= problem with the Unit4 - Enghish Year Not
(&7 Resource folder element (5) P" il @) Autobiography 7 - Mrs 0 0 delivered
e L Questionnaire Broadbent "
Sorry, we had a Read more 23 English - ?nﬁ?: Year ’ : Not
::cille:l flqtz :I_aia[ Speeches Broadbent delivered
2007-08-13 ' Science Year Mot
23 The Planets 7 - Mrs 0 0 el

When you click on your name you will go to your contact card.

Depending on the settings in your institution some fields will be visible/invisible, as
well as pre-set, or editable. In most cases you will be able to update the personal
information about yourself.

Contact

(B3 user inf |

First Name: Jancis

Surname: Broadbent Initials:

E-mail: i

Addr.: | =
|

1

Tel.: | Tel.2:
cell: | |
Company: ISchoo[ Name] | :’_Lmk to company El

Location: | |
More info:

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



¥ Log-in info

Fronter Log-in
Username: jancis

Existing password:
Password:

Repeat:

The last option of interest is Personal settings. Here too there may be restrictions on
what you are able to change. It is possible to alter the design so that the colours of
the framework can be varied:

“ personal settings

General
Stylesheet: | Sand v

Personal tool bar E-mail

Personal Tool Package: | Personal toolbar NSS v Default mail client: | Fronter WebMail +
Show personal tools as a separate line on top

Location
Timezone: | GMT 0  +

The example above shows a user who has fairly high access rights: The design can
be changed according to a list of options.

Default e-mail client should be in Fronter WebMail. The user can then send e-mails
directly from Fronter. Personal tool package (upper button row) shows which
templates of tools you have access to. Students and teachers are usually not allowed
to change this so the field will be hidden.

You can create a Presentation page (Homepage) about yourself. The tool is called
Page. This page will be in addition to the more general pieces of information that lie
in the contact card.

Today-page/Start-page/My page/Calendar

And so to the last point on the list: the field marked 4. This area contains the most
recent messages and calendar entries that you have the rights to access. Various
information to staff, meeting schedules etc. will appear on this page. In addition you
will get alerted here regarding hand-in folders (more of that in a separate course).

Our experience is that students/pupils will show an interest in what appears on this
page. Therefore it is important to keep messages and calendar entries up to date.

When you write a message or register a calendar entry in a room, it will also appear
on the Today-page.




Calendar 3 New appointment | | Notification
Title Room Openirom  Opento i
Thursday 23. June 2005 o
" - Introduction to General 2005-05- 2005-06-
CETestRCE sty 261611 251611 295h
8 Oppg 2 - @konomi og 2004-01-  2008-01- 195d
Regnskap- Bedrift informasjonsbehandling 2914:24 04 15:00
8 Oppg 3 - @konomi og 2004-03- 2006-11- 511d
i i e 5
Friday 24. June 2005 Bedrift informasjonsbehandling 17 14:10 16 15:10
Stickies
There is something wrong with the ki Read more
Steinas Hov t 0
This is really not a student discuss Read more
Chargs Grown t i
Monday 27. June 2005 )
" Messages
Alle pa BOA: Fotografering fredag vil forega etter Read more
Tuesday 28, June 2005 B@A1 - Matematikk: Ferelsningen torsdag er fiyttet Read more

In the illustration above you will see some personal messages (Stickies),
notifications for handing in, different messages (you may also see (in small font), the
name of the author, which rooms they are registered in, when they were written) as
well as calendar.

Customise the Today-page/Start-page/My page!

The Today-page/Start-page/My page is of great importance because it represents the
opening page which greets the students/pupils and teachers after logging into
Fronter. A dummy user may be created for each department/institution that will
ensure that all students/pupils and staff get the "same” opening page with a sensible
layout. This is a job for the administrator. Each user may also customise the Today-
page, as shown below:

Select Customise on the far right:

Messages

Congratulations - you are all working so well on this topic

Janciz Broadbert, Enghsh LEerscy Yr 6, 2008-02-05

lancis Broadbent Guided Towr About Fronterg1 ICusm mise today
|

. Last updated: 2008-02-05 1235

. It is possible to hide this choice. This means that students/pupils will not be able to

. alter the layout format of this opening page. This will of course limit each user’s

. freedom, but on the other hand it prevents students/pupils from (not deliberately)

: removing fields that contain important information. Removal of this option must be

. seen in connection with use of User Template.

You can then customise the display, which elements you wish to have on this page,
in which order, etc.



Customise today I Design ] View from room I Subscription ]

===limmi==
Choose display mode: 1 112 |E||E| HH 2| 3
{T) L3 [ 4 |

Area:1

O @ Calendar New item
Area:2

O @ Notification New item
O[] Stickies ;

O Messages

Remove

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

Area 2
ﬁ Notification

|_-] Stickies

Messages

Editing: Stickies

Number of elements: 2

Display tool name [JInclude icon in header [JExpanded [¥] Show description
default
deiaullhead.er

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

. You need to make sure that there is a tick placed for Show description regarding
. Messages. You will then be able to see who has written a message, in which room it
i was written and when it was written. In addition you need to increase the number of



messages (elements) from the customised value of 5 to at least 10 so you do not
i miss out on any pieces of information.

Consider:

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

Two tools on the Today page to be mentioned

RSS:

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

Often you will see the text RSS or this symbol:

\\

You can now have RSS on the Today-page or the Room-Today-page like any other
tool:

f

#] Stickies
= lawy tood
El Messages
o '___r;_lmchss !:!@Lmks
@ Testlist by Y " 5
[ Motification e ¢
ﬁ Ll @'Z‘.a:‘endal O -.EMCIS‘ popular pagas
— [
O El course O -._ﬂNe""?‘
O gthgrus.&non contribulions [ iEPag»}c
O Di‘loiumams \l [ _ﬂﬁ‘onms
a =
C g E-mail = J Rss [EerJ
gt ' i s
O [ _EI.’&'-‘JLIIII?S O ‘% Search in contacts

You will get an empty container for the RSS-feed and you have to create relevant
links to the information you want to subscribe.

Here we have an interesting RSS-feed:
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By clicking this link you get an overview of possible RSS-feed. Right-click on the
wanted link:
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The Daily Star RSS feeds

Really Simple Syndication (RS3) is an =ML-
based format for content distribution, The Daily
Star offers several RSS feeds for use in news
readers and Web logs (blogs). These feeds
include headlines, summaries and links back to
The Daily Star website for the full article,

RSS feeds are free and The Daily Star
currently uses RES 2.0,

Subscribe Contact us

MIDDLE EAST NEWS
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» Maliki chastises Americans
ower level of backing

Classifieds ePaper

» Israel, Palestinians 'can
forge peace dealin 2 years'

How to sign up for
The Daily Star R3S
feeds

Click an the below content
areals) you're interested in
subscribing to, and follow
the instructions to add to
your news reader.

» Most Israelis want Glrert,
Peretz to follow Halutz's |ead
and quit - pall
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» Crude prices steady at under
$52 per barral

*» Probe to target SQlmert's role
in bank scandal

¥ Egyptian tourism minister

it T R R e S
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: feeds. vou can install a news reader that Business s target
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Choose Copy shortcut from the drop-down menu and then select Edit RSS-feed on
the Today-page:

RSS feeds

—~ ) Add RSS feed

I:‘ Url to RSS Msesxcimum items to list Show content

Here you can paste the links into the URL-field. Then enter a number of articles to
display on the Today page, and define whether to display the abstract or not

RSS feeds | Add RSS feed

Maximum items to list Show content

N

[] |urdtorss

O |http:fl’xml.weather.yah0o.com.ffurecastrss?p=NOXX00298




This is how it will look like on the Today-page:

(The Daily Star = Politics Edit RSS feed 1

The Daily Star > Politics
King orders fewer holidays in Jordan Read mare

Jordan's King Abdullah Il has instructed the government to scrap two public holidays in a bid to boost productivity,
the state-run Petra news agency reported Thursday. The king's birthday, January 30, and late King Hussein's
hirthday, Movember 14, should be dropped from the list of public holidays starting this year, he said late
YWednesday in a letter to Premier Maaruf al-Bakhit.

2007-041-19 00:00
Maliki chastises Americans over level of backing Read mare

Iragy's prirme minister said Thursday that security forces would have better contral over their country if the United
States had equipped them with more and better weapons - but he also announced what he said was the arrest of
some 400 members and supporters of the Mehdi Ay militia with the current arsenal.

2007-01-18 00:00
Israel, Palestinians ‘can forge peace deal in 2 years' Read mare

Israel and the Palestinians can wrap up a final peace deal within two years, but the interational climate for such
talks might not remain favorable for long, |srael's deputy defense minister said Thursday. As part of the favorable
climate, EU fareign policy chief Javier Salana joined growing calls to jump-start the tattered peace.

2007-01-18 00:00
host Israelis want Olmert, Peretz to follow Halutz's lead and quit - pall Read rmare

The majority of Israelis want Premier Ehud Olment and his defense minister to resign over the failures of recent war
on Lebanon, according to a poll released Thursday. The poll was released a day after military chief of staff
Lieutenant General Dan Halutz quit, the most senior official to do so over the summer 2006 war.

2007-01-19 00:00
U5 defense secretary tells Gulf leaders that Iranians are ‘overplaying their hand' Read mare

US Defense Secretary Robert Gates said Thursday that he told Saudi and Gulf rulers that the Iranians are
“overplaying their hand" and are raising "real concem” about their intentions. Speaking to reporters here, he also
said he believed the United States needs to gain maore leverage before it engages Iran diplomatically.

2007-01-19 00:00

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

Customise today I Design IV\ew from room I Subscription ]

Choose display mode: 1 tihzfjafs||1|2]|2|s3

Area:

Mew tool
O Messages -

O B E-mail

Area:2

[ew tool

O ﬁ Motification
O | 7] Stickies
O | Rss feed

DM

Remove




Check for Show icon from RSS feed:

Customise today I Design I View from room I Subscription |

Choose display mode: 1 thzyrays||rj2)|2(3

Area:l

Iew tool
Messages

b Email

Area2

ﬁv Motification o Iew tool
Editing: RSS feed
] Stickies
*

3
o\ RSS feed Display tool name %Shuw icon from RSS feed

News _'default

defaultheader

Below is an example of RSS articles with Politics from The Daily Star and Weather in
England from Yahoo:

( Multiple RSS feeds (x| EditRSS feed Edit RSS feed 1

The Daily Star > Politics

King orders fewer holidays in Jordan Read mare

2007-04-19 00:00

Maliki chastises Americans over level of backing Read more
2007-01-19 00:00

Yahoo! News Search Results for rss weather england
severe storms batter northern Europe, 27 dead (Baku Today) Read moare

Hurricane force winds battered parts of Europe, killing at least 27 people and
triggering a dramatic air-sea rescue from a sinking cargo ship in the English Channel.

2007-01-12 00:26
Maortgage lending up (Tiscali) Fead mare

LOMDOM (Feuters) - Gross mortgage lending rose 3 percent on the year to 29.4
billion pounds in December, a record far the month, the Council of Mortgage Lenders
said on Thursday.

2007-01-18 1306

RSS on Room-today



RSS feed can be included on the Room-today page by the teacher. By this the
teacher can publish interesting articles and make them available for his/her
pupils/students from the start page of the room.

Information central

This tool contains several other tools:

Customise today = Design  View from room  Subscription

Choose display mode: H 2 B
[ -

Area:l

[ Messages
New tool

[ >2|access

Display all Rooms to which you have acoess. Unvisited Rooms appear in red
DElCa\endar

Display your appointments — business as well as private

&2 course

Display a list of courses available for you in rooms you are membes
DEJ_ngscussmn contributions

Display latest contributions from discussions from

[I["IDocuments

Display the latest documents from Reoms to which you have acoess

[IE=4E-mail

Here you may st up your &-mail aceounts
O [>2|Favourites

/= Fronter document
Disglay the latest Fronter documants from rosms o which you have scosss

D_?Huurs
Display informaticn on who has delivered their timashest in your projects

Djlﬂfurmaliun
Display detailed information on your sctivity.

jlnfurmalinn central

O _)Lmka
Display the lates

t links fram Reems to which you heve access

[ [Z]Most popular pages
Most popular pages

New tool

O = News

Display latest news from p
Dﬁleﬁ:annn

Displays a date and time countdown of hand
O ElPages

The latest published pages
[|=Resources

Resource folder elements

,,,,,

[ JRsS feed

Today RSS Feed

DBSear:h in contacts

Search in contacts

D@St\ckies
This element will sh

D_?Tesﬂisl
A list of users who have dons one of mars tast that you have cested

D_?Tests
Display latast tests from rocms you are & member in

[O|>>Today note
Display todsys note

When you add this tool to the Today page you can choose which of the "subtools”

you want to be displayed:

Customise today = Design  View from room  Subscription

I -
Choose display mode: 2 BH 2 |E|
[ |

Area:1

[EY Messages

Editing: Information central
j Information central 4

A Number of elements: |5

[¥] Display tool name [Include icon in header

Information central
elements

i'l [ News

[ [ sticky
(=4 F E-mail
[J[IRSS feed
5% Cpiscussion
_;:fDReauurce

folder element

New tool

Back

The tool at the top (here: News) will automatically be displayed on the Today page.




Hint:

Upon selecting both News and Stickies, the stickies will in some sense be protected:
In the Information central only the number of stickies will be shown since the News is
the first and "active” tool.

Information central

=] News (2) Concert tomorrow
L] Sticky (1)
Fead more

jﬁ E-mail Administrator MUC {TASS-BBA0 Commen information, 2008-01-25

Workshop for all BBA

FEead more
Administrator MUC {TAS5-BBAM0 Commen information, 2008-01-25

Where do we write in Fronter — the built in text ed itor

Before we proceed we should have a look at how information is distributed in Fronter.
If you have files that are already created (Word, PowerPoint, Excel, Adobe, pictures
etc) these can be uploaded in Fronter. This means that the files are transferred from
your PC to your personal resource folder (often in a separate folder) in Fronter.
Students can then click on this file and it will open in a browser. Consequently the file
can be read there and then, printed out or saved on the individuals’ PC.

You often have messages or news that need to be communicated. Furthermore,
there is a separate writing tool, Fronterdocument that is particularly well designed for
use on the Internet: It is always accessible when you are in Fronter, it is fast and
nobody will need any extra software to write or read this type of document. In addition
you can create documents (Office, Open Office) directly in Fronter. This is described
a bit later in this document.

When you write messages etc you use a separate editor (word processor) that is a
tool in Fronter. It bears a great resemblance to Word, but it has a somewhat different
functionality in some areas. Below we have described some of the most important
options.

Turn too} bar off
62 ! x, o Ty~ Oy~ i Font T | Se .i!}

-

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



the extra possibilities that lie in the toolbars. Here is a more in-depth description of
each of the tools:

: ElSource [& QP8 e s Uix < T d

Source

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

[& This is preview — you will see how text, pictures, tables etc will appear in
the web browser.

2 Copy and Paste - we presume this is familiar?

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

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

) Cu Undo, Redo — familiar?

7] Insert picture. Here we assume that the picture has already been
uploaded in Fronter.

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

2 By highlighting a text you can attach it to a hyperlink (external link) by

™ entering the URL.

= Insert internal link: You can create a pointer/ shortcut to a document etc.

— in Fronter, a function frequently used.

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

T Insert various Smiley-symbols.

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

Ty - Jw-| |Here you can choose font and background colours.




: Font |Anial - | Size ~iB I Usmapg:=EE=E=EEZZIOMY |
- ot | Al [ Size This is where you select the font. Research has
- : b—— W shown that Arial and Verdana are amongst
b Arial those best suited for reading directly off the
Comic Sans M5 screen.
Courier Mew
Tahorma
Times Mew Roman
Verdana
W
- -im r u ,J ''''' ) The font size is entered in a slightly different
Al format to what you may be used to: x-small is
soe-zmall . . . .
equivalent to font size 10, whilst small is
x-small equivalent to 12.
small -
medium
large
J 3
J U s Bold, Italic, underline, line through: familiar!
Nl Insert various symbols, like Copyright © etc.
=== &0 = Alignments, indentations, and bullets — these will
also be familiar.
i 3| | Insert table.




Insert Row
Delete Rows
Inzert Column
Delete Columns
Insert Cell
Delete Cells
Merge Cells
Split Cell

=] Cell Properties
[T] Table Properties

SR A L

K

2"

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

P

ﬁ:}/

Find and Find/Replace — familiar icons.

Spell check




Create new room

If it is not relevant for you to create rooms, but instead go directly to one or more
rooms that are already complete with furnishing and participants, however, it may still
be sensible to look through the steps below to give you an insight into some of the
options — select what is suitable.

Rooms are created by finding this option in the room selector:

My page | [~ Notices & Search... @ My calendar

Choose room... v |®Go
{Choose room... A

Display all rooms —
Create new Room ’( unit D
Rooms not visited

--- Favourites --- a

__________________________________________________________________________________________________________________________

If this option is missing, it means that you do not have the right to create rooms. To
change this you need to get in contact with the person who administers Fronter.

You may be aware that each room has got a set of tools in the left margin —
furnishings. To create a new room you have to do the following:

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

The placing/ corridor will be self evident if the institution has got a well-organised
structure. You choose from the drop down menu:



Create new I Import ]

Room Name:

04 Manually created corridors/rooms
Manually created Class Rooms

Duration: : )
Other rooms corridor

Description: Shared Rooms corridor
05 Imported corridors/rooms
: Saurce | &), - Drama ’]ﬂ
= English
Key Skills
Key Stage
Math=
Mu=ic
Science

In this case we will create a subject room for English year 7: Therefore you choose
the corridor by the same name from the drop down menu marked (1). Notice that the
concept Organisation Unit is used for corridor. Then you have to enter the room
name (marked (2)). Choose a sensible room name.

Create new L_"'P?_""_ |
Org. unit (corridor): (1) Englisk %
Room Name: (2} Y7 English Mr. Smith
Duration:
Description:
Turn tool bar off
| [E Souce (& | | B8 E 8% < T %1 Fomal =il Foot |Aaal | Size -
Il B I UG iEESIEFEFEEEIOA
Tool package: (3) | Classroom NSS
Other options: (4) [¥]Use simple archive view in this room
S;MJ Cancel

. When rooms are being created they ought to be given names that are self

i explanatory and reflect those used on the timetable and group lists. Some colleges

. abbreviate like 3PHY2 (for the subject physics), while others use AAAFAF3PHY2 and

1 so on. The rooms in primary schools are attached to classes or stages such as for

. instance Grade 5B.



. In higher education you need to think"globally” and attach the rooms to a department. :
i This eases the work for those with higher rights in Fronter. One example is that the
. subject statistics can be taught in several departments. One solution may be to :
i attach department study to the room name, like (FOSS-BBA) Statistics. In addition the :
. rooms may be numbered if you want to have them in a particular order. :

' Some people choose to make the room follow the same yeargroup from one year to
. another, whilst others let the students/pupils "flow through” the room and "reuse” it
: with new students/pupils every year. Your choice of room name needs to reflect this.
. You should also have a consistent system regarding upper and lower case letters

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.

The tool list is chosen from the drop down menu marked (3). Here are a number of
templates for you to use, but you need to know what they contain before you make
your choice. The administrator can make such tool lists to fit in with your particular
institution/ department. — make sure this happens!

Then we make sure there is a tick in the field marked (4). What you will achieve is
that the archive tool, which is frequently used to organise the subject matter will be
extended to its full width. This will become clearer when we look at the use of the
room a little later in this course.

When your selections are saved, the new room is created.

Hint public rooms!

——————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————

i There is an option in Fronter which has to be activated by the administrator; it is

. about the opportunity for people other than the participants in a room to see that the
. room exists, and, if they wish, to be able to apply for membership (so they can get

1 access to the room):

Public

Rooms can be private or public. Non-members may either see only the room description in public rooms or apply for
room membership

@ Let people apply
 Only show room description




Now we are entering a room to have a closer look at how to use it.

a My today 3 Iy messages -35 Search | (& My calendar 3 My decuments \’:a My portfolio ";g LGiL

\English Year T - Mrs Broadbent Elcfﬁi; t iaicis B Bl e >> Fr(:)ntg’1
(2L English oo EXr
I]J Room Room Name: Duration:
d'}l Members English Year 7 - Mrs Broadbent

Description:
[_] Resources 4

Student
C%I Hand-in Messages Show all = New message Discussion contributions [~ My active forums Bulletin board
(w @y Contribution from Fa

Lj_? et ) ® Eay Andersen zaa.u:s,wlsf
L{‘j Portfolio Here you will find the new document: Self

A i h Edit . Why is an autobiography better than a biography.., or

Delete Bis it?

..,I Jancis Brosdbent, 2007-05-18
23 Forum The self evaluation shest is available hers: Self

Evaluation Autobingraphy doc Edit & Do | have to upload the images into my personal

D I Enilip Ashley, 20070812

LB | have created a folder for this work — h

You will find a template for the MindMap in Resources Aliat s el

-hereitis Edit
Delete & Where do | create my Page in Unit 47
Fey Angersan, 2007-08-11
Well done sveryone. enjoy the break! :
Edit
Qelete __Calendar Miew All T3 New appointment. .

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

If you are to make changes to a room’s appearance, tools, members etc. you have to
be a room owner. The creator of the room automatically gets this right. Even if
somebody other than you creates a room (for instance administrator for Fronter or
the room has been imported) you can be given this right and be able to change it.

From the drop down menu under the Room tool select Edit properties (the room tool
might have changed the name to something else Messages / Calendar / Information /
Room admin or similar):



53] My today ;j My messages &3 Search | 3 My calendar | [] My documents i | My portfolio e LG

Er;gJish Yegr_?‘ - I':I:s ércaa_ﬂbent E] C}Gg ol hans “Help = Logout > fronter
-EILJ English Room c -
1! Room —Room Name: Duration: =
__’_‘l Members English Year 7 - Mrs Broadbent st
1 —» i
B Description:
|| Resources =
Student
O folders

The picture you now get into will be identical to the one when the room was created,;
with one exception-do you know which?

. The option, which is no longer accessible, is the option of tool package. When a

. piece of furniture is chosen (from a template), it cannot be exchanged for another, but | .
i you can change each tool, one by one, add, remove etc. More about this in the next

| point.

Make the changes you want.

Edit properties
Org. unit {corridor): |2 - For Fronter Eyes Only-/Rescurces-/ %
Room Name: |Eng|ish Year 7 - Mrs Elrc-a|
Duration: | |
Description:
Turn tool bar off
: =] Souce [ G, - i l._.l’?%@é,ﬁs TE Ti'%'éFormat -
§' Font - Size -
NE 0 : O &L
Other options: [“]Use simple archive view in this room
Save Cancel

Finish with Save at the bottom.



Change the tool package

Look at the picture of the room on the previous page. You will see the tool list in the
left margin. Which tools exist and what they are called depends on which tool
template was used when the room was created.

In some cases the Fronter administrator at your institution will have created some
standard templates suitable for your institution’s target groups, whilst others will use
those that were delivered with the Fronter application.

The tools that are accessible will have their own names in Fronter. One example is
Members — these are students and teachers who should have access to the room.

Regardless of which tool is being used it can be relevant to change the tool package.
This could for instance be to change the titles of the tools to describe the function of
the tool, e.g. the tool Resourse. You may wish to rename the button to Teaching
resources, Student folders etc. The tool Room (the start-page of the room) can be
renamed Information or something else along this line.

Let us have a look at how this can be done: Click on the option Customise tool
package:

.‘.sji My today

_j‘ English
1l Room

CL1 Members

[ ] Resources

Student
. folders

English Year 7 -

(=4 My messages
Mrs Broadbent

Room

m Hame:

Englich Year 7 - Mreg

Description:

&3 Search

= My calendar
I

hd{c"

My documents

Jancis Broadbent

Duration:

_._l My portfolio

= Len

Halp

Log out

>fronter

-

In the picture now appearing you can remove/add tools in the tool list. You can also
change title (1), description/alt tag (2) (the alt tag when you hold the mouse over the
tool) as well as access rights (3):



Customise tool package

Name of tool package

Title: LA secondary classroom tools Edit
i
Description: Frontpage, Room, Members, Resources, Student folders, Hand-in, Portfolio -
Tools
English Editing
Room -
Members E Choose tool: Student folders A4 Delete
Blank space Edit Title: (1) [Student folders |
Resources (R
Edit Description: (2) |
Elandklspace E The tool is visible for: Read(Guest), Write(Student), Delete(Teacher),Owner(Main Teacher) vl
and-in Lo :
Portfolio Limit/adjust access rights: 5, Standard access - based on the member's access in the room
New tool (3) (O Guests - that normally has read access in the room should have write
access in this tool
() Pupils/students - that narmally have write access in the roam should have
read access in this tool

Cancel |

It may be practical to have an additional Document tool that only the teacher has
access to. The button will then be hidden to students/pupils and could contain
different resources that the teacher can use when needed. Here you will see how this
is done:

Toaols ~
English New tool
Room -
Members D_lj-l Activity folder N . < | 1
Blank space N ¥.of pibgeess, Hinespeiy and fesines Individual leaming plan for svalusticn and planning
Resources (R)
Student folders -
Blank space Dg Blank space e :
Hand-in Blank space betwesn tools 5 f:;fifllmg ey
Partfolio o
=y publish news to otherusers - in public or privete rooms
(12 Question DB
A detsbasze for sharing of guestion to be used in the test tool
] Resources
" Alkginds of files may be stored in Resources Files are organised
in folders
% Survey

.i.ll". The iuié E::I sllows w@\a?lé

and Save:



User-defined buttan

With this tool you can make a

Sar\a‘ | Cancel

Then rename and hide the tool for the students:

Customise tool package

Name of tool package

Title:

Tools

English

Room
Members
Blank space
Resources (R)
Student folders

Teachers resources
MNew tool

LA secondary classroom tools
Description: Frontpage, Room, Members, Resources, Student folders, Hand-in, Portfolio

Editing

'_1 Choose tool:
Edit Title:
Edit Description:

m
=4

Teachers resources (hidden) v| Delete

Teachers resources (hidden)

All kinds of files may be stored in Resources. F

El:nndkiﬁpace The tool is visible for: Delete('-l'eacher},Owner(Main Teacher) IV |
Portfolio * (% Standard access - based on the member's access in the room

(O Guests - that normally has read access in the room should have write
access in this tool

() Pupilsi/students - that normally have write access in the room should have

read access in this tool
Save | Cancel

Furthermore, you can make sure that the students/pupils will not able to upload files,
add links, create folders etc. by choosing the following setting on a tool:

Customise tool package

Name of tool package

Title: LA secondary classroom tools Edit
Description: Frontpage, Room, Members, Resources. Student folders, Hand-in, Portfolio =
Tools

English Editing

Room

Members /| Choose tool: Resources (R) hd Delete
plankispace Edit Title: esources (R) |

Student folders Edit Description:

El:nndkiﬁpace | The tool is visible for: Read(Guest).Write(Student).Delete(Teacher), Owner{Main Teacher) v|

Portfolio Limit/adjust access rights: — Standard access - based on the member's access in the raom

-I'[leacrerls resources (hidden} [D] (" Guests - that normally has read access in the room should have write

ew too in thi

——aiCessinthis ool

(& Pupils/students - that normally have write access in the room should have

read access in this tool
Save | Cancel




You can also move the buttons upwards or downwards by clicking on the small

arrows:

Tools

p

Room
Members
Blank

Teaching resources
Student folders
Blank

Hand-in

Test

Puortfolio

Blank

Forum

.. Teachers [D]
Mew tool

Editing
'h hoose tool: }

C
itle:

Edit Description:

¥ The tool is visib
Limit/adjust ac

‘K“‘H

Now the teacher can access a student
view. Just one click shows the room as
how one student with the write-access
sees it. Uploading a document or

answering a test will, i
default user, Student,

From the Room Today-page, choose

Activate studentview:

n this view, show a
as the owner.

Choose...

Choose...
Room export
Statistics
Close

Edit properties
Customnise tool padiage
Customise room today
Iaks room visible
Make room public

This will later on be shown in the left margin as a text:

Si_udent_ﬁ W

@ Calendar
_ Students

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




Choose... W

Choose...

W

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

By using the tool Frontpage you can design a presentation of a subject, a
collaboration room etc. yourself.

Tools

Room New tool
Members

Blank space CIEE Activity folder D(% Hand-in

Students submit projects, individ ; or 85 a group. Te ars
Resources The adtivity folder gives you overview of progress, timespan and resources in 8 project. Students can submit proj C’L‘ individually A as = group. Teschers csn
Studerlt f-olders comment and grade the projects, and cbtain reports.
Blank space
Hand-in (1% Blank space oadwe

Portfolio Blank space between tools. Individusal learning plan for evaluation and planning
RETRGT 0 E Chat DO Links

A chat room for everyone who is logged into Fronter. ou can communicate with each Share web links with other users by crganizing them in searchable folders
other in real-time. in the Rescurcs folder.

D% Classreports NN

eWSs
Fronter can oreate a number of pre-defined reports, produced on the basis of the D
portfolic information across Rooms.

142 Course . . i D[?Quesﬁon DB

You may upload or link to di
Ims and AICC. Results and p

You may publish news to other users - in public or private rooms.

A database for sharing of question to be used in the test tool.

D Du[;umenls ) . . . DD Resources
Create and write documents directly from within Fronter by using the built in tesxt

5% Forum O™ Survey

Driscuss with cther users. You can choose among five forums with different points of The course tool allows execution of active surveys and reporting of closed
display ones

[(J[=F Fronter document OEY Test

his unigue write functicn allows several users to collaborate on the same document in You may set up different tests, based on multiple choice principles. Tests
|-time, from different physical locaticns, by simply using their Web WSELS are automatically comected and standard statistics are available.

All kinds of files may be stored in Rescurces. Files are organised in folders.

[ Frontpage OUg video

This tool alld = 8 page as the frontoage for the room Organise video conferences in real-time. Later, they can be played badd
s tool allol sz 5 page as the frontpage for the roo
when convenie

%> Game

Fronter contsins & few simple games that provide entertainment, rel
l=arning.

C1[%{ Whiteboard
Members of 8 room have scoess to 8 joint whiteboard. What is written or
ol shared in real-time.

User-defined button

With this tool you can make a button that can point directly to a defined website (URL)

m Cancel |

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

The Frontpage tool has been given a new name (English)
The button has been moved to the top — the result is that the tool automatically
gets activated when the room is selected.



fl My today :} My messages .ji Search 3 My calendar [ My documents _.] My portfolio ;35' LGRL
Y ¥ y i ¥ Y ¥

English Year 7 - Mrs Broadbent _E}OGQ Jancis Broadbent “Help = Log out »> fl'OﬂtEf
_3; English You are here: English Year 7 - Mrs B > Resources > Room pages Psearch T )Folders &hPrint
5 Room [ Edit Add to favouri .
__j Members < g™
= A w gt \.ll ; s I,_ ; n_ W R
) Resouces = Enalish Yeal
= Student '

folders
3 Handin Look at the wonderful autobios!

4 Portfolio

Unit 4 - Autobiography % Ask Mrs Broadbent! D

If you have questions about any of tha tasks or about the
use of Fronter you can ask me here in this forum!

Do | have to upload the images intc my personal
folder?

These are the tasks you need to complete for =
this unit: e

We create the content in a Frontpage by selecting Edit at the top:

L‘ﬂ My today L;ﬂ My messages E‘Bj Search E My calendar D My documents 6‘3 My portfolic @ LGIL

\ - e
| English Year 7 - Mrs Broadbent ¥ LG { Stai

“Admin < Help - Logout

:_ii‘ﬂ English You are here: English Year 7 - Mrs Broadbent > Resources _,QSearch [TIFolders Z5Print

LT‘ Room Add to favourites
r_‘-.,'i Members

[ Resources

Student
i folders

r‘f_—‘\‘\] Hand-in
=] Portfolia

In the edit mode it looks like this:

@ My today -_j} My messages Ejj Search E My calendar Ca My documents (‘jﬁ My portfolio rl;ﬂ; LG

English Year 7 - Mrs Broadbent Ber ‘O{;n { Staina y i

—ib English You are here: English Year 7 - Mrs Broadbent > Resources ,QSearch [TIFolders (EPrint
@ Raom Frontpage-English Year 7 - Mrs Broadbent [v] Edit Add to favourites

lj;i Members

|__1 Resources olick 1o add:

Student
D folders

73] Insert forum
% Insert dynamic today element

'ﬁ Hand-in 52 Insert text
=] Portfalio [ insert image (1)

i Insert empty space
3 Insert line

’f_;] Insert vote

4 Insert article
= Insert list

@) Lo




In (1) you select the object to be inserted, (2) are arrows to move to container and (3)
to add a new container.

Below you see an example of a Frontpage in edit mode:

Broadly speaking you are only restricted by your imagination! More details are shown
in the section Case study.

Rights in a room
Central to Fronter is the awarding of rights. For students/pupils and teachers there
are 4 relevant levels:

read
write
delete
owner

In some rooms where students only come to collect information, they are given
reading rights. Students are not able to make any changes in these rooms; adding
documents (upload) or deleting anything that exist there.

In a group room/subject room it is as a rule desirable to have student participation so
there they are given writing rights. Students are then able to add documents and they
can delete their own contributions. However, they are not able to delete what other
students have added into the room.



The students can also get even higher rights - delete. Then they can add documents
and in addition delete their own and other peoples’ documents. This is normally a
right that the teacher is given in a room.

The highest level is owner. These rights it is natural to give the teacher in each room
he/she is to administer. Room owner can change the look of the room, the tool
package as well as changing the list of members. This list shows who has access to
the room and which rights they have got.

It can be natural for several teachers to co-operate in a subject and these can be
awarded different rights to the students — room owner controls this.

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

The teacher will of course continue to see and is able to use the full range of tools
assigned to the room.

Members

The tool Members shows who has access to the room and which rights they have.
You must enrol those students, and other staff, who are to have access to the room.
Normally a group with members will be enrolled into the room, instead of single
students/teachers. This will make the administration easier, for instance when a new
student starts in the Year 7 group, he will just get access to the group and
automatically have access to the same rooms as his classmates. This may already
have been done if the administrator has created and customised the various rooms
or upon import from the MIS system.



If the room is to be viewed as a pure information room where the students are only
collecting information (messages, calendar entries, lecture plans etc.) they should
only have reading rights. If student participation in the form of hand-ins, tests, etc. is
required, they should have writing rights.

By clicking on Members you will get the student/group list:

In the top right hand corner you have the option Edit. The students in English Year 7
will have the access Write, and the teacher (Jancis Broadbent) is Room owner:

Send e-mails to the students

From the list of members it is very simple to send e-mail to one, several or all of the
students. Of course, the students must have a valid e-mail account and the e-mail
address must be saved in the contact cards.

Place a tick in front of the names, and if you want to send an e-mail to all, you choose
Send e-mail to selected at the bottom.



Then all you have to do is to click on the e-mail button at the bottom.

Now all the recipients will be filled in so all you have to do is to write the e-mail and
select any attachments if necessary.

Attachments are added at the bottom:

If one or more people reply to this e-mail, you will get these in your default e-mail,
regardless of the fact that you sent it from Fronter.

Send Stickies (personal messages) to the students

In the same way as you can send e-mails to the students you can also send personal
messages (Stickies - this is an internal message inside Fronter). These will only be
visible to those you send them to. One problem could be that you want to give a
message to one person (and the student has not got an e-mail address) You can



then send a personal message to this student, who can receive this on his/her My
today page.

The procedure is the same as for e-mail:

Those you have ticked for will appear on the recipient list:

In addition to the text itself you will see that you can add links.

The stickies will be put in a separate folder (Inbox), which will automatically be
created in My messages:

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



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

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

You must first add the participants:

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

2. Alternatively, you can look for one or more recipients via Search/Contacts:



3. Otherwise, you can select recipients from the participant list in a room:

You must then type your message. You will find the Send text message button at the
bottom of the screen:

After you have clicked on Send text message the following screen appears:



The following information is displayed in it:

1.

2.

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

The message (a new message is created every time the number of
characters exceeds 160).

You can choose whether you also want to send a copy of the text message
as a sticky (note).

Not all the recipients of the message have specified their mobile number.
They can receive the message as a sticky instead.

More recipients can be added by entering their mobile numbers in this field.
A comma is used as a separator.

Note: The students cannot answer a text message from Fronter.

Further details are described in a separate guide.



Resource folders

The most important tool in the room is probably Resource. Let us select the
Resource renamed to Resources (R):

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

Folder is first option. It should contain documents, plans, and links and so on that will
eventually be added:



In this introductory course we will not be looking at other options that may be
available. However, it may be in order to point out the two options Hidden folder and
Individual folders in addition to the customised option Regular folder.

Hidden folder:
This choice makes it possible only for those with delete or room owner rights to see

the folder with its content. It can be practical for the teacher to create various files
that will not be accessible to students all the time:

Individual folders:

This is a handy functionality that automatically creates an individual folder for each
student who is a member in the room. The folders are given the student’s name and
have customised access so that only the individual student and the teacher can view

the folder (and its contents):

Now, first we create a regular folder and enter a suitable title. By choosing Save your
first folder is in place. We create a couple of folders in the same way, and the
Resource may look like this:



. If you create a separate folder for the teacher (Lesson plans, Working...) and tick for
. hidden, the students will, as mentioned before, not be able to see the folder. The

. sorting is alphanumerically so this folder will appear with other folders. If you add a

. space in front of the first letter in the folder name, it will appear as the first folders,

1 without the space showing:

Folders with customised access

Individual folders:

As we have mentioned earlier this is a handy functionality: You simply create a new
folder and place a tick for Individual folders:

The folders are then in place as subfolders to this folder:



Click on it and the student folders show up:

Group folders:

We can create folders that are only accessible to certain people. This could be
appropriate for group work.

The folders are created in the "usual” way and the Customise access is selected:

We can then select members here, from the list of those who have access to the
room:



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

Add documents to resources
We all obviously have lots of relevant files to upload to Fronter. First we must open

the folder in question by clicking on it. Then we must choose Upload file to transfer
the files one by one from our own PC to Fronter:

Then we must browse through to the relevant file:

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



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

After Save the document is in place:

By clicking on the document title, it opens, and in this case it is a Word-document.

This procedure is the same for all documents that are to be transferred to the various
folders. Remember to open (click on) the relevant folder before you upload files.

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

__________________________________________________________________________________________________________________________

Create link collection

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



then click on Link:

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

And this is how it appears in the folder:



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

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

Messages
We will often use Messages to let students know when we have added a new lecture,
learning path etc.

To add a message in a room you must be placed in the Today page in the room
(Room today). You obtain this by clicking on the symbol Room:

We write the message by selecting New message:

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



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



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



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

The benefit of creating an internal link to the document is obvious: the students click
directly on it and hey presto! (unless their PC is slow..) the document opens without
having to look for it in an resource structure.

Remember that if you wish to alter or delete a message it must be done in the room
where it was written. You cannot delete it from the Today-page, for instance. In
addition, the text Read more will appear if the message is of a certain size — click on
it to read the whole message. (you can customise your today page to view all details
in a message — to avoid the Read more option)

Calendar
You will find the calendar in the personal toolbar in the top of the frame and in the
room.

Here we will add information about Unit 4 — Autobiography. Simply select New
appointment from this particular room:



We first select the times and then the date that are closest to the actual time:



The use of this calendar is self-explanatory, but it is worth noting a couple of things:
note that who the appointment is for is filled in so the people who have access to this
room (English Year 7) will automatically get this appointment on their calendar. This
happens if you use the room calendar. In addition it is possible to use one specific
set of colours (see the drop down menu Type) for different types of entries. When the
calendar entry is saved it will be displayed in the room (in this case: English Year 7 —
Mrs Broadbent) as well as My today page, and that is where all the students will see
it!

You can also enter private appointments like dental appointments etc by clicking on
My calendar at the top (in the personal room). Default setting is private appointment.
This means that it will only appear on your own Today page — no other students or
staff will see it (unless they are allowed to see your calendar by the setting View
contacts).

Whoever has registered an entry in the calendar can also delete it by first going into
the calendar, select the appointment and then Delete:






Hand In

In our working example we want the students to work with unit 4 — Autography. In the
resource we have several supporting documents as resources. One of these
documents is Ideas for my autobiography:

Let us say we want our students to fill in their ideas in this image and then hand it in.
Then the teacher can give the students feedback using Fronter handy tool, Hand-in.
This is the process:

Creating the actual Hand in folder with time-limit (teacher)
Uploading the assignment text (teacher)

Reading the assignment text (students)

Hand in/ uploading the work (students)

Comments, verification and marking (teacher)

Going through the comments (students)

View/ control of the portfolio (students/teacher)

Enter title, date control and contents.

To create a hand in- folder you need to enter the name of the folder, select "opening
hours” (date intervals) and decide on its contents. A click on Folder gives us the
option to create a new folder:



Here we enter a descriptive title as well as the opening hours. Notification means that
if a student has this option on his/her start page in Fronter "Today”, the count-down
to the point in time when it is no longer possible to make any alterations, will be

displayed:

It is also possible to limit what a student is able to put into this folder by selecting
Customise content:

When you are finished, the reminder on the Today page will appear like this:

Uploading the assignment text (task)

The text of the task (one or more files) can be put in the hand-in folder by the
teacher:



You just have to browse through to where it is saved:

Handing in work

When the time is right, and the folder is active, the students will have access to
reading the task text by clicking on it, as well as handing in their work:

Individual submission:

The students must find the file which is to be handed in:



As you can see the default is individually
If several files are to be handed in, the process has to be repeated for each file.

This is how a student will see a successful hand-in:

SR e mmmmmmm e m o s _____,

' The simplest way is for the student to upload files one by one (usually there will not
. be that many), but it is possible to upload all of them at the same time by selecting
i Multiple files.

Group hand-ins

In many cases the students work together on one or more assignments. There is
nothing to stop them from handing in their work collectively in Fronter: one of them
will do the actual hand-in, at the same time as placing a tick for each of the group
members. This will appear in the teacher’s display (group hand-in), and it is sufficient
to comment on the collective work. Each student will then see “his/her” work with the
teacher's comments.

The process is exactly the same as described in the previous example — only the
option Customise owners has been added.



Here the person who does the actual handing in, places a tick for the other members
of the group.

After submitting (Save,) Fay gets this information — note that it has been ticked for
Details in order to see the names of the others in the group:

The teacher will get the details of the submission for the group like this:

When commenting on the work, you use exactly the same process as from the
individual hand-in; the only difference being that comments, marks etc automatically



will come to all the group members. The portfolio is also fully updated with these
details so that the same information will be displayed to each of the group members.

Hand in on behalf of

This option deals with situations where the teacher can hand in on behalf of a
student. This function is quite useful in many ways, e.g. if the student has not
managed the submission process, sent work via e-mail, made an oral presentation or
completed a practical task. The teacher will thus have an overview of the tasks that
have been completed as well as having the opportunity to mark these.

First you have to place a tick for the student in question (or several if this is a group

submission) and then click on Hand in on behalf of, which can be found at the very
bottom:

As a teacher you now have two options on how to hand in on behalf of the students:

1) Upload one or multiple files to Hand in:
This is the normal process:

Here you choose whether to upload one or more files. As you will see, the names are
already filled in and this will be a Group hand-in.



2) Enter a title and/or a description, which will|  ead to a Fronter
document automatically being created

Sometimes it is not practical to hand in a file in Fronter: It could be a practical
assignment, a dance, a multi-media presentation etc. The submission is therefore a
virtual document that is automatically created if you enter a title and description:

And this is how it will be displayed:

By clicking on this file you will see that it is a FronterDocument:

Comments, verification and marking takes place as for other submissions.

As long as a hand-in-folder is active (open) a student will be able to delete his/her
own work, and hand in work. When the hand-in folder has become inactive, the
buttons will disappear from beneath the files (Delete and Move), and only Read
comments will be available.

Not Handed in



It is very apparent in a hand in folder who has not handed in their work, but there is a
situation where this has to be followed up in a bit more detail: If a handing in is
attached to Learning goal and is part of the portfolio method, you as a teacher will not
have a display of missing submissions in the Portfolio tool, because here only the
assignments that have been handed in are displayed.

It may therefore be prudent to do a hand in on behalf of these students by using
Hand in on behalf of and enter a title so an empty document is created (possibly with
some comments):

You can then note that no work was handed in by this student, so it clearly appears
in the portfolio.

Handed in outside of the Hand in folder

It does happen that some students hand in work outside of the actual hand-in folder.
This tends to happen if the folder is in the resource -tool so it is possible to upload a
file without opening the hand-in folder. Alternatively this could also happen if the
student uses the Copy function.

You must first make sure that the folder is open (active). Then, as a teacher you will
be able to drag and drop the work directly to the hand-in folder, and the submission
will be attached to the student’s name as if it had been handed in "normally”. If this is
a group hand-in you will have to select Edit properties in front of the document
handed in and tick for this.

Comments, verification and marking
The teacher will at all times be able to have full overview of the hand-ins:



Two of the students have handed in their “documents”, but several of them have not
yet handed in.

When you are evaluating the assignments that have been handed in, you must select
the drop down menu from the little symbol in front of the filename:

You are now ready to evaluate/ comment.
The symbols to the right are:

Approved
In progress
Not approved

Not delivered
Not evaluated



Commenting directly in the document

If the text is not too voluminous it can be handy to give comments directly in the text:

You just click on the work as shown in the figure above, write your comments and
save before you go back out. Here the function “Open — Edit — Save will be used
automatically (if you use Internet Explorer), so you get directly into a copy of the file
that has been handed in, and can write your comments there. The actual source
programme (Word, Excel, etc) starts automatically so you can write where it is
appropriate in the text. For the students to be able to find your comments easily, you
ought to use frames, colours, highlights etc to keep your comments apart from the
actual submitted work.

When you save the file it will happen locally on your PC, but as you close the source
programme/ document, this copy will be transferred to Fronter. You will get the
following confirmation if this was successful:



After commenting in the document you will get two links that were not there before;

One of these is the commented on file that can be opened or downloaded, whilst the
other one reverts the commented on file to the original:



With this option there is no going back!

Uploading your comments

Some people prefer to make comments outside of the submitted file. This can be
practical if the document is quite large, is an image or it is read as a paper version
rather than electronically.

The comments are then written in Word, for example, and are uploaded as a normal
file:

This option gets you to this picture:



As you can see you can choose the position of the comment file: Either from the PC
or from the resource, and when it is uploaded we can find it here:

If you want to delete this comment file you click on Recreate version without
comments.

Additional comments

You can in addition write comments in the separate field where you will also be given
the option to decide on a mark, as well as verifying the completed work:



Depending on whether you choose Approved/ Not approved, In progress, Not
delivered or Not evaluated you will get the following symbols in the display:

If you tick for Details on the top you will get a detailed display:



Recording no hand in has taken place

As mentioned earlier it can be useful to make a submission for a student who has not
handed in any work and then record this on the comment page:

This will then appear in the Final assessment portfolio. Details of this can be found in
the theme document about portfolio.

Read comments

Each student will only be able to see his/her own completed work. In the illustration
below we will see how Fay views the comments.

The student can read the comment as well as looking at the mark by selecting Read
comments:



If something is written in the comments field, it will look like this:

The student will be able to click on the commented document (if you have made
comments directly in it):

If you have uploaded a comment document it is displayed like this:



In Fronter we have a very useful tool for designing exercises, tests, evaluations, and
surveys etc — the test tool. Here we will look at an example where the students can
give a feedback on their work or working period.

In Student folders we have a folder for all the tests. We create the test in this folder:

Give the test an appropriate title:

Save and you see this screen:



A little bit about each separate point:

(2) is the navigation area where you have a display of the individual questions
and any pages that when combined, making up the test.

(2) displays information about the settings for the test in question.
(3) here you can take the test (as a teacher to see how it will be for the student —

but you can also use the student view — this is explained later in the
document)

(4) thisis where you have all the settings

General options

(2) If you click in Description it will expand for possibility to write more text

(2) A test must be Active when the students are allowed to take the test.

(3) You can customise the opening hours for the test

(4) If you choose Anonymous (survey) you will not be able to see who has taken
the test, and the statistics is with no names.

(5) Here you choose if the students get an automatic feedback or if the feedback
is a personal feedback from the teacher.

(6) The test can be opened in a new window to make it easier to read the
guestions.



Submission

(1)  Auto numbering is handy if you add or delete questions.

(2)  Here you decide if a test comes up with randomly selected questions.

(3) Itis also possible to have a time limit to a test. The test will automatically
be submitted when time is out.

(4)  Here you decide if the students are allowed to take the test once or several
times.



Feedback

(1) Here you have several options for feedback: show or hide the correct answers
to the students and so on.

(2) This is the main switch: If you select Published all feedback to the students are
hidden. This means you can evaluate a test and when you have finished this
work you change the setting to Graded. Then your evaluation becomes visible
to the students.

(3) By multiple responses from a student, decide which test result should display
in Result matrix and Statistics in the Portfolio tool



Advanced

The questions in a test can be copied to another test. Copying means editable,
linking means you have to edit the question in the “source test”.

Creating the questions
Select New question:



(2) Here you write the question itself.
(2) If you need more space for the question click the link at you will get a large
window to type into.

(3)  Select question type:

Heading — used to separate parts of the test

Text field — for short text answers

Text area — for longer answers like “In my opinion itis....”

Check-boxes — more than one option can be ticked

Radio buttons — just one option can be ticked (default)

Drop-down select — same as radio button, but shown as a drop down

menu

g. Matrix — for compressed design when several questions have the same
alternative answers.

~PQoo0 o

(4) Here you give the alternatives, scores and select correct answers (if
relevant).
(5) Settings for this question.

Here is an example:

If you choose Preview the test how it will look like for the students:



Before any student can take the test it must be activated:

Philip takes the test:



After Philip has submitted the answers he gets this feedback:

This feedback is a result of this setting in the test:

When the teacher opens the test after at least one submission, the statistics show up:

You can click on each submission:



Or you can see the Summary (text fields, text area answers):

Or finally, the graph (radio buttons, check-boxes):



The Portfolio gives you an overview of all your work in this room (student) or all
students work in this room (teacher):

The tests:

And the hand-ins:



Finally, the tab ‘Result matrix’ give a compressed overview:

Forum can be used in a lot of situations. Fronter has 5 different forum types. One
example is the QA-type (Question and Answers) where students give questions to
the teacher. This means everyone can see the answer given by the teacher.

In Student folders we have the folder Forums:

In this example we create a QA-discussion:



Only the teacher is allowed to give answers:



Here, Fay and Philip have questions, and the teacher replies:



Note: Images of the teacher and the student show up if they are uploaded in the
contact card.

Sound Recorder
Sound Recorder is a tool that will allow users to record a sound file directly within
Fronter and play it back. This tool can be used for a variety of purposes such as:

Recording instructions

Giving pupils feedback

Recording pupil contributions

Recording sounds for identification or association
Recording files for language exercises

Sound files can be created within a resource folder, played back directly from the file
or linked to as with any other document. Once the file is initiated, playback is
automatic and can be paused at any point.

In the following we see that the teacher has set up a folder specifically for sound files
within the Teacher resources folder.



With a title and selection to record a sound file this can now be saved and the
following dialogue now allows you to record and save your sound. (You will need a
suitable microphone). There is a maximum of 5 minutes allowed per recording.

The Record button — this initiates the recording
The Stop button — this ends the recording
The Play button — this plays back the recording
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The Pause button

Once the file is saved it is stored as a resource.



Clicking on the file or provided an internal link to it will initiate playback.

Image Resize
The Image Resize feature offers an option to reduce storage space by allowing the
user to select a reduced image size and then deleting the original image.

When you upload an image file into a resource folder there is a check box option
available that allows you to ensure the image is conveniently scaled to an
apppropriate size within fronter. This option is shown in the screenshot below:



The file itself is not altered and the image uploaded is merely scaled for convenience.
The sample below shows the uploaded file size.

To select an alternative size for the image, click on the drop-down button to the left of
the image name and select ‘edit properties’:



When the dialogue appears click on ‘show/hide details’ and select the ‘image
properties’ option and choose and preferred new default image size.

Once this has been selected and saved, you now have an option to delete the
original image.

The new default image size selected replaces the original, giving you a convenient
and workable size and a much reduced storage requirement as seen below.



Case study: Working with Unit 4 — Autobiography

Now, we have been through the most important tools in Fronter, where they are, how
they work and so on. It is time to have a closer look at how to combine these tools
into a relevant working example.

We now assume that the room is ready to be used:
- the tools are available
the students are enrolled
the teacher has created relevant folders
important documents are uploaded
links are created
images for shared use are uploaded
Hand-ins are created
Tests are created
Frontpage is customised with information, internal links

Describing the scenario:

For Year 7, a unit from the national curriculum is Autobiography. The students are
going to create a page about themselves, they have different tasks to do (create
mind map, submit tests, work on assignments, discuss each other page, upload an
image bank of themselves and their family etc.)

Now, information is given to the students: messages, calendar, and forum and so on,
thus they are ready to start working.

The students are going to create their own Page where they have text, images, links
and videos.

Let us look at how the student Fay is working:

In the folder Student folders / Unit 4 — Autobiography — Autobiography pages Fay
creates a new document:



She gives the document a logical title, and chooses Page:

After saving this document she can select a template. Here she chooses a simple
one:

Next leads into the edit-mode, and she can start creating content:



First, Fay inserts an image the container:

Then she either

1. find the image in one of the resources or, more likely
2. browses her PC to select the image:



After saving the image it will be shown in a container like this:

She then wants to add text to the right of the image and therefore she clicks on the “+
sign” on the right side of the container:



Selecting Insert text will start the editor:

This is the way she works with the Page, inserting images, text and so on.

In edit-mode it can look like this:



and like this:



Note she also has a Forum container. All feedbacks on the students’ autobiographies
are given in forums. The forums are created in a separate folder:

The containers can be edited or deleted from the quick menu in the relevant
container:



A new container can be created selecting a “+” - sign:

And it can be moved in the direction of the arrows:



It is possible to change the visual size of an image by editing properties:

Her it is also possible to attach a link to the image:



If we remove the edit tag the page will look like this:

Finally we look at another example:



and the second part of it:



Here you see two new containers: one containing a video and a Vote.

First, the video is just a text container where the embedded code from YouTube is
inserted. This is just an example of embedding a video, other websites you could use
include: www.Teachernet.gov.uk and choose videochannel or www.videojug.com
and choose Education.




First, you copy this code (not the URL!), then select a text container:

After selecting the tool Source you paste the code in the source code window:



If you now select Source or Save the video reveals:

We finally have a brief look at the Vote-container:



Here you can create a quick, informal quiz or survey:

Just type the questions and the alternative answers — there are no right or wrong
here! If you want the students to see the summary result you have to tick for Display
result.



First we let the students create their own pages as shown above. The teacher can
then assemble these pages to a learning path — this is how it is done:
First, select Create in an appropriate resource;

Then create an empty learning path:

Select the tab Design:



Click in the first, empty container and select Add page:

Now you have to navigate to the students’ pages following the steps 1 — 3 and select
a page:



Note:
Don't get confused by these folders:

They are just containing resources automatically created by the page tool itself.

Now, the learning path has its first page and a new one can be added in the very
same way.

When two pages are added it will look like this:



From the first page we navigate to the next selecting the Next link in the upper right
corner:

A drop down menu is automatically created, showing you the pages you have visited
so far. There is no Back button — use the drop down menu instead.

There will be a hidden bookmark tracking the latest page in the path. When you
select the path next time it will navigate to this page.



After the administrator has registered and organised resources, and assigned rights
to these, individuals can book them using the calendar:

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

You can also make a recurring booking:



A booking just made is shown in green:

Future bookings can be deleted using the red cross to the right. This will not be
possible if the booking has started (or is in the past) because we want to avoid being
able to "change history". Example: Someone who has borrowed a digital camera that
they have lost/damaged etc. must not be able to remove the booking from the

summary.

When you create a new reservation you will see a list of your own appointments (1),
your bookings (2) and others' bookings (3) on that day:



You can access your bookings by selecting My bookings from the menu:

If a resource is double booked you get a warning and can then change the booking in
progress:



After the administrator has made the necessary arrangements the tutor can register
parents/carers to individual pupils in the base group.

Here, the tutor (Jancis Broadbent) has found the pupils in her base group (Year 1
group) and clicks on the first pupil, Fay Anderson:

She now sees this pupil's contact card:



Here we see Add new parent/carer right at the bottom:

We see that the template for the parents/carer has automatically been selected (if no
other templates have been created). The mobile phone number is the user name so
that in the future we can link the service to SMS in Fronter.

The password can be entered (twice) or you can use the Create new password
button to generate a password automatically.

There are now two options: Absence and Portfolio:



When a parent/carer logs on there will be a pre-defined tool list:

Here the parent/carer will have access to their child's absence and portfolio, in the
same way the child has.

Handy Hints

Tip 1 - Go:

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

Tip 2 — Display of Archive:

The button to the right in the Archive is an on/off switch for two display-formats. Here
the archive is shown in full width (one column)

One click on the button gives you another column with additional information:




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

Tip 3 — Printing:

You can for instance print out a folder structure in the Archive by clicking on the
printer icon on the far right:

Then you will get a pre-view before selecting print:




Tip 4 — Homepage:

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

Note

If this tool is activated (by the administrator) in your institution, people who search for
you and click on your name will get access to this Page.

We assume that your institution has activated this tool and look at how such a Page
can be created.



Click on your name and you will get to the opening picture:

By placing a tick on Edit the picture including different options comes up:

Here we can place a image, either by collecting it from the hard disk or from any
archive:



By placing a tick on one of the plus symbols you will get a new placeholder for text
etc.:

More placeholders can be created and they can be moved around by clicking on the
arrows in the top right hand corner.

By removing the tick in Edit we will see how it will appear to other users:



This Page will be saved in your personal archive:

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

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

You can also create a Word, Excel or PowerPoint file, directly in a folder. This means
that you do not need to upload, browse etc., but you obviously have to make sure
that you are connected to the Internet whilst you are working.

Let us quickly have a look at this easy possibility.

ActiveX and Internet Explorer:




You choose Create:

Enter title and a description, if appropriate. Further down you will find the options
attached to the creation of an external document — contemplate also whether it
should be opened in a new window:

After saving, Word will start and you can just start writing. Remember to save as you
work, and when you close the document it will automatically be saved in the folder
where you created it — neat!

One small point at the end: regardless of whether your document is uploaded, or
created in the way we just described, you can edit the contents without having to
download it first. Click on the little button directly to the left of the title and select Edit
file from the quick menu:



The source programme (Word, Excel etc.) will then automatically start with this file
open. You can then make the changes you want (remember to save regularly!)
before you close the source programme. You will then get a message that the
document already exists and you are given the option of saving the changes as a
new version or replacing the existing file.

You may not be able to get this to work, and the reason for this may be that the
security level for Internet use has been set too high at your school. Among other
things ActiveX-check are run, and this may be turned off. If this is the case, contact
your Administrator.

--------------------------------------------------------------------------------------------------------------------------

It is important that you close the document when you are finished, and you have to
. confirm that the transfer was ok.

. What happens then is that Word starts locally on your PC via Fronter. When you

. save the document it will be placed in a temporary catalogue on your hard disk (a

! little different on a terminal server, but the principle is the same). As you finish the ,
. document — close it — a copy will be transferred to the relevant folder in Fronter. If you !
. have a bad internet connection such a transfer may fail, and you will not get this :
. confirmation

WebDAYV and Mozilla (also Internet Explorer)

You choose Create:



Enter title, and if appropriate, a description. Below you find the options connected to
create an external document — also assess if you want it to be open in a new window:

When you have clicked on Save you will get the following view:

Here you must make sure that you highlight the entire link (double click in the field)
and then copy it (ctrl+c).

Next step is to start the source programme (Word etc), select File/ Open... Now you
have to paste (ctrl+v) the link in the field for the filename, and click on Open.



It may take a few seconds to get connected directly to this document on the Web-
server:



The document will then come up for editing. By clicking on Save while you work you
will be able to save directly on the server. Finish off in the usual way.

One small point at the end: regardless of whether your document is uploaded, or
created in the way we just described, you can edit the contents without having to
download it first. Click on the little button directly to the left of the title and select Edit
file from the quick menu:
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