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Glossary of terms

T SyncgA ¥ I LIzLAE = (S OKSNE Oflaa 2N &SN INP
record in your school MIS has been linked with the existing record in Hodder
9RdzOF A2y DNRdAzLIQ&a ! RYAY 1 dzo® LF GKS NBO2N
record in your MS will also be written to the record in your Admin Hub. The MIS is
Ff ol ea (K SordIAYthangesadbin NWERK wi display in Arbothe next
day.
1 Import ¢ refers to the process of writing data (e.g. a new teacher or pupil) from your
MIS to Admin Hub.
1 Hodder Education Admin Hubthe user database and administration area for all
Hodder Education sites.
 Arborce 2dzNJ Aa0K22f Qa al ylr3asvi§iyd Ay F2NXIF A2y

Checklist of key steps to follow before attempting to sync with your
ArborMIS

1) Ensure that you are the MARK Accessddinator for your centre Only the Access
Coordinator has the required permissions to set up the connection Witbor. If
you arenot the Access Gordinator, you can find out who holds this role for your
centre by logging in to MARK, and hovering over your account dropdown at the top
right:

Mr Admin A
Log out

Your Access Coordinator is
Mr Adrian Blacker Clear se)

To re-order columns, click on the headings.

If you are not the Access @odinator for your school, you may need to contact the
RS Assessment customer support team on 0203 122 6006 or at
onlinesupport@rsassessment.com

2) Ensure that your schodias a live MIS sitdf your schooldoesnot haveArborMIS
you cancontact them for more information on switching to Arbor @20 8050 1028
or at tellmemore@arboeducation.com.

If you are already an Arbor customer and require support, youcoatact theArbor
Customer Succe$sam at myteam@arbotreducation.comor by telephone020
8050 208dor Primaries 0020 8050 203 for Seondaries Thereisalso plenty of
helpful guidance within the Arbdtlelp Centréhttps://support.arbor-
education.com/hc/erus.

3) Review the data you currently hold within MARK
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a. Are there any duplicates of users? If so, these should be deleted (please
contact our support teanfior help with this).

b. Are your class names up to date?

c. Are your pupils in the correct year group? If they are not, you may need to
promote them.

By reviewing your current data first, this will help to gept any issues that you may
encounter when you sync your users.

Accessing the Hodder Education Grodm#& Hub
Toconnect MARK térbors &€ 2dz ¢6Aff YySSR (2sAdndridbm a | 2 RRSNJ
The Hodder Education Admin Hub can be accessed via the following link:

https://passport.hoddereducatin.co.uk/admin

On the log in screen, please enter your Accessr@mator username and password. Your
centre ID is not required.

6
HODDER

Enter your username, password and (optionally) centre ID.

Password

Centre ID

hyOS &2dz KI@S t233SR Ays> LI SIasS asStSOG wal yl

Mrs Anna Williams Access Co-ordinator

HODRER

Administration

* Manage Admin Hub
® View user imports

If your centrehas access to more than one Hodder Education service, you will be asked to
aSt SO0 6KAOK 2yS @2dz g2ddZ R tA1S (2 FTRYAYAAGN
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Select application

In order to perform the requested action Admin Hub needs act in the context
of a single application. Please select the desired application below.

Choose the application  ( MARK V)

GDPR Compliance

We are aware that it is important for schools to know what data is beérg andstored.
When setting up your connection withrboryou will be asked to authorise access.

All 3rd party Apps that have direct connection with Arbor mBst firstregister on ArboR a
De\S f 2 LPSrdkYaconnect to Arbor schools, they havedefinea Permission sefthe
list of data necessary fdhe two systems to function properly togethehe datathat the
Hodder Education appequiresfrom your Arbor MISs shown below.

Entity Name Read Write Delete
academicLevel 1 1 1
academicYear 1 1 1
curriculumGrade 1 1 1
emailAddress 1 1 1
gender 1 1 1
registrationForm 1 1 1
staff 1 1 1
student 1 1 1
title 1 1 1
ukDfe_PupilPremiumRecipient 1 1 1

The data that is storedy MARKo enable this connectiors listed below:

Student
Admin Hub
UPN
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MIS ID

First name

Middle name

Last name

DOB

Username

Password

Site access

Gender

Pupil premium

Intake year

Does not exist

Home language

For further detailsaboutdata in MARK please refer to oBrivacy Policy

Setting up a connection widrbor

Toset-up a connection wittrbor, log in toli K S

Selecthe Bchooflab, then select the sulll I 6 détase f OQ @

Beneath theArborf 2 323! d8KEQHh 49 Q

| 2 RRSNJ 9 RathOih Huh 2 y D NP dzL

You will then be redirected to tha&rbor site where you will be promted to log in to your
Arboraccount If youhave access to more than ondlS you will be asked to select which
one you would like t@onnect

¢ Arbor

Log in with your Arbor MIS credentials

Email address

Password

https://Arbor.Education

Arbor Education Development Portal:

Hodder Education approval page

Welcome to the Arbor Education Development Portal page

that allows you to approve this App. Please login with your

Arbor MIS credentials in order to look at the

data types

this app needs to function properly and enter final

approval.

Once logged in, yomustauthoriseHodder Educatiod N2 daddtiraHubapplication to
access your MIS data VAabor. The screeshotbelow lists all the data that is required to set

up the connection.

You must also agree to this in thdodder Education Group Admin H
fFGSNI AY

test data with ArborQ

aSOlAz2y
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e Arbor

Hodder Education App Permissions List

Here is the list of data this App can access. You can see whether app Has rights: Does not have rights:
can read, write, update or delete data and Apps Data types/specific v x

fields. Please note, that by approving this connection you are giving

access to this data at your school

Specific

Data type fields read write update delete
academiclevel All v v v v
academicYear All v Vv v v
curriculumGrade All v v v v
emailAddress All v v v v
gender All v Vv v v
registrationForm All v v v v
staff All v v v v
student All v v v v
title All v v v v
ukDfe_PupilPremiumRecipient All v v v v

You are about to approve Hodder Education for school Marija's Sunnyville Primary, and allow this app to use the
above Data Types with your school. Once approved, this app will be visible on your schools System/Partner Apps
link.

https://Arbor.Education

hy OS @& 2 dgprav&X SQ@idz WA £ t theSHoddldr EdbohtioBrouda (12R Y A Y
Hub, with the connection toArbornow established

To begin syncing yodrrbordata withyour Admin HuE a St SOG4 W{ I NI &aeayoQ«
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Arbor Test School Mr Liam Adams
448230 Access Co-ordinator ¥
Synced with your MIS via Arbor

Instructions School Teachers Pupils Groups

MIS data sync

Authorisation Teachers Year group names Class names Pupils Finished

Third-party authorisation
You have chosen to sync via the Arbor third-party service.
Data sharing preferences

Please use the Data sharing preferences button below to choose which pupil test data items you'd like to send back to your MIS via Arbor.

You can change your data-sharing preferences at any time.

‘ Arbor

Start sync

Choose Start sync to begin.

Data sharing preferences

In your Arbor MIS, you will be able to see that the connection has been approved by
aSt SOGAY3a Wt NIy SNJ ! LJJa 0 The Hodde&EdScstloniteth wil N2 Y { K
appear in thetable on theApproved Apps page.

APl Users Approved Apps
Showing 21 results | & Download v
Pending requests -
App Name . Approved By Date of Approval Permissions
Approved Apps } AttendanceMarksAPP N/A n/a View/Reject
Rejected Apps " David Test Environment Arbor Hodder 2019-02-28 1413 View/Reject
Hodder Education Arbor Hodder 2018-10-22 10:22 View/Reject

Deauthorising a connection wikrbor

Should you wish to deauthorise your connection wiithorx & Sf SOG Ay 3 W5 S| dzi K 2
the Authorisation screen of Admin Hub will disable all syncing of users.

You will also need to log in to yoArboraccountay R 32 (2 Wt | NIy SNJ ! LJLJa

GKS Ww{eaildsSYyQ YSydzp hy GKS W!LILINRYSR ! LILAQ LI
Ot A0l GUKS NBR WwwS2S0i0iQ odziliz2y o
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« Back App Permissions

Hodder Education

Showing 10 results | & Download ¥

Data type Specific fi... Read Write Update Delete
academicLevel All v v v v
academicYear All v v v v
curriculumGrade All v v v v
emailAddress All v v v v
gender All S e’ v v
registrationForm All v v v v
staff All v v v v
student All v v v v
title All v v v v
ukDfe_PupilPremiumReci... All v v v v

Data sharing preferences

The data sharing preferences button allows you to manage the assessment data that you
choose to share witirbor. For further information please segharing test data witérbor.
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Syncing Teachers

Arbor Test School
448230
Synced with your MIS via Arbor

Instructions School Teachers

MIS data sync

Authorisation

Existing Admin Hub Your MIS

Mr Liam Adams
Access Co-ordinator ¥

Groups

Year group names Class names Pupils Finished

Data struck through in the Existing Admin Hub column, on the left, will be overwritten by the version on the right, from your MIS. Tick any new
teachers you'd like to import. You must provide a valid email address for any teacher without one. Why is this? If you spot any mismatches,
choose that person's name and the Unmatch or Match button underneath the list to correct it.

Email Batch create email addresses Status Import?
SR E)

Harvey
Julie
Sally
Martin
Carlie
Jonathan

Lucy

-

White
Wilkinson
Williams
Wilson
Wood
Wright
Wright

RS*ASSESSMENT o

FROM HODDER EDUCATION

Ramesh Zachariah New. l

Wy

Ms Jessica Jessica Adams jessica.adams@mailinator.com Synced

liam.adams@mailinator.com Synced =

Save and sync teachers

Mr Liam Liam Adams
Help with this panel

Inthe Teacherspanét 2 dz Oy OK2234S (KS &npbritcfHodd& Y 60 S N&
EducatiorD N2 siAdIffin Hubandif you already have data the Admin Hub match them

with any who already exisEollowing the instructions below tonport new teachers, match
existing users anddd email addresses.

Please note that it may take up to a minute for Admin Hub to generate the full list of all
teachers inArbor. As all staff members will be shown, this may include-teaichers, or
teachers that do not require acceso MARK.

Import new teachers

''aS GKS 0O02fdzvry 2y GKS NARIKG (2 hutloddtthed G 1 FF
bottom, Untickall, will tick or untick all new teacherés there will likely be a high number

of teachers that do not require MARK access, all teachiersleselected by default.

Sync existing teachers

You mayalready havél eachers itHodder Educatio® N2 daditlraHub either because

you use MARK, or another Rising Stars, Galore Park or Hodder Education online product.
The system will automatically match any accounts alreadlyarAdmin Hubwhich are

identical to ones in youMIS butmay not be able to match teacheifghere are any spelling
discrepanciesTeachers who have left the school may still exist in the Admin Hub database,

March2019
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we recommend removing these accounts first before beginning the sync process (see
Checklist of keytsps to follow before attempting to sync with your MIS

Teachers are listed in the order that they should be reviewed:

Not matched

These are teachers that existinydur2 RRS NJ 9 RdzOl (i A 2 ybulhh\MR daLJQ&a ! RY A
clearmatchin yourArborMIS.

[Dr Biggles Goggles Not matched
Ms Zoe Whiting
hs foe Whiting
Ms Zoe whiting
Rew Jake Wilder
LMrs Anna Williams
D GEZZED |

To match a user with this status to an accounfibor select the row and then select
Wal §O0OKQ®

This will open a window that will allow you to search for and select a userAntior to
match with.

Select the appropriate user from the list and then sélecWa | G OK Q ®

LT GKSNB IINB | fFNBS tAadG 2F dzy Y GOKSR dza SN&A
box, which will look for users of that name within the list. Note that you will likely have a

long list of unmatched users if there are a high numbieieachers who have left thechool

but have not been deleted from the Admin Hub database.
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Match accounts |

Please choose the account from Admin Hub you'd like to match with this one from your MIS.
Mr Steven Barker steven.barker.demo.104@mailinator.com
Unmatched Arbor teachers ((Filter Q)
Mr Ramesh Zachariah A
Ms Lucy Wright
Mr Jonathan Wright
Ms Carlie Wood
Mr Martin Wilson
Ms Sally Williams
Ms Julie Wilkinson
Mr Harvey White
Mr Freddie White
Ms Paula Ward
Ms Laura Ward
Mr Aaron Ward

Mr George Walsh

7

You can undo a teacher matched in errordiigking ontherowand St SOG Ay 3 W! yYI i

Unmatch accounts

Unmatching these accounts will leave them both available for matching with
different accounts.

Existing Admin Hub Your MIS

{ Ms Jessica Adams Ms Jessica Adams }

Unmatch accounts

New

These are teachers frofrborwith no clear match in your —

| 2RRSNJ 9 RdzO (i A 2 y. UideNPydulclidéseto RY Ay | dzo

match these teachers with an account in the Admin Hub, they will be imported as new
users.You should check very carefully that there is no matith an existing teachegprofile
in Admin Huldo avoidany duplicateeachersbeing imported.
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May match

Please examine arigacher listed with a status dflay matchg _
these have been identified by the systemraatching becausthey

area very close matchif the match isgncorrect, select the teacher and then select the
W! v Y i OKdhervidethse giccounts will be matched

Matched

These are teachers that the system has been able to match with
reasonable certainty. We would still recommend a review of these
accouns to ensure no errors have been made.

Email addresses

Every teacher logs into our sites using their email address and sets their own password via a
link that is sent by emaq so everyone needs a valid addre$syou have matched a

teacher with existing account your Admin Hubthen an email address will already exist.

For newly imported teachers frodrbor, avalidemail address must be specified.

You can use thBatch create email addressbstton to auto-generate email addressésr
any new teachers you are importihgO O2 NRA y 3 (i @maibf@mdaN 4 OK2 2 f Qa

Email template

If your school email addresses follow a pattern, you can set it here and populate the email address field of
any teachers you're importing. Teachers with a status of Matched or Not matched will not be affected.

Only the email addresses of teachers that are selected will be updated.

Use the buttons below to choose elements of the email address, and type directly into the formula area to
enter fixed values such as full stops and your institution’'s domain name.

First name First initial Last name Last initial

[l

Example:

Cancel

tfSIFLasS y2aS GKIFIdG AF &2dz ySSR (G2 OKIy3aS |
sync, thisshould be done via thadminl dz6 W¢ S OKSNXR&a GFod ¢KAa
' YSYRSR @Al ! RYAY 1 dzo F2NJ dzZaSNAR Ay | w{iegy
your MISAll changes in MARK will bisible in Arbor the following day.

Save and sync
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When youselectSaveand sync teacherall new teachers will benported into theHodder
Education Group Admidub ormatched with their existing equivalents. All new teachers
will be sent a welcome email allowing them to set a password.

Please refer to thélodder Education Group Privacy Notioeinformation regarding how
teacher email addresses will be used.

Unmatching teacher accounts after the initial import has been coleted

Unmatch accounts

Unmatching these accounts will leave them both available for matching with
different accounts.

Existing Admin Hub Your MIS

{ Ms Jessica Adams Ms Jessica Adams ]

m Unmatch accounts

If following the initial matching and import of teacher accounts you find that a mistake has
been made, you can undo the matching process using the following steps:
1. Return to the MIS data sync tab within the Admin Hub
2. Navigate to theTeaches panel
3. { St SO0 GKS dzaSNJ gAGK GKS AYyO2NNBOG YI (0OK
4. hy OS dzy Yl GOKSRI &2dz gAftt y2¢ aSS GKS dza SN
with their original user data restored (if it has been overwrittenfhva status of
W' vYIF 0OKSRQSY YR Ay GKS W, 2dz2NJ aL{Q O2f dzvy
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Syncing Year GrolNames

The next step is to set up your schQgear groupnames.

TIR Ensure yourArbor MISis up to date for the current academic year beftweginning this
process.

Ly GKA&a LI ySt 66SQNB YI G§OKAY 3 IlygueHod& I NJ I NP dzLJ
Education Group Admin Huwiaith their equivalents in youArbor MIS If there are any

differences, the names frorrbor will supersede anifodder Edcation Group Admin Hub

onesLT @2dz KIS (KS &SI NarbarNEsozillbeWkcldoedEidmiEme) Ay Of
process.

Set academic year start date

First, use the dropdown to tell us whether the pupilsAiibor started their school yeathis

year, or last year. This sets the intake groups of each year group in your ggh@HzQf f aSS
the years in theCurrent intake group (cohortplumn updatec Yy R K Sf LJA dza Sy a dzN
syncing the right pupils.

Pupils remai in the same cohort throughout their school career. The cohort label allows
you to generate reports which compare performance of a current year group with that of
older pupils when they were the same age.
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