
 1 March 2019 

 
 

Connecting your Arbor Management 
Information System (MIS) to MARK 

User Guide 
.................................................................................................................................................... 1 

Glossary of terms ....................................................................................................................... 2 

Checklist of key steps to follow before attempting to sync with your MIS ............................... 2 

Accessing the Hodder Education Group Admin Hub ................................................................. 3 

GDPR Compliance ...................................................................................................................... 4 

Setting up a connection with Arbor ........................................................................................... 5 

Deauthorising a connection with Arbor .................................................................................... 7 

Data sharing preferences ........................................................................................................... 8 

Syncing Teachers ........................................................................................................................ 9 

Syncing Year Group Names ...................................................................................................... 14 

Syncing class names ................................................................................................................. 15 

Syncing pupils ........................................................................................................................... 16 

Sharing test data with Arbor .................................................................................................... 19 

Reviewing synced users ........................................................................................................... 20 

Automated user sync process .................................................................................................. 20 

Start of the new school year? .................................................................................................. 21 

Frequently asked questions ..................................................................................................... 21 

 



 2 March 2019 

Glossary of terms 
 

¶ Sync ς ƛŦ ŀ ǇǳǇƛƭΣ ǘŜŀŎƘŜǊΣ Ŏƭŀǎǎ ƻǊ ȅŜŀǊ ƎǊƻǳǇ ƛǎ ΨǎȅƴŎŜŘΩ ǿŜ ƳŜŀƴ ǘƘŀǘ ǘƘŜ ǊŜƭŜǾŀƴǘ 

record in your school MIS has been linked with the existing record in Hodder 

9ŘǳŎŀǘƛƻƴ DǊƻǳǇΩǎ !ŘƳƛƴ IǳōΦ LŦ ǘƘŜ ǊŜŎƻǊŘ ƛǎ ΨLƴ ǎȅƴŎΩΣ ŀƴȅ ŎƘŀƴƎŜǎ ƳŀŘŜ ǘƻ ǘƘŜ 

record in your MIS will also be written to the record in your Admin Hub. The MIS is 

ŀƭǿŀȅǎ ǘƘŜ ΨƳŀǎǘŜǊΩ ǊŜcord. All changes made in MARK will display in Arbor the next 

day. 

¶ Import ς refers to the process of writing data (e.g. a new teacher or pupil) from your 
MIS to Admin Hub. 

¶ Hodder Education Admin Hub - the user database and administration area for all 
Hodder Education sites. 

¶ Arbor ς ȅƻǳǊ ǎŎƘƻƻƭΩǎ aŀƴŀƎŜƳŜƴǘ ƛƴŦƻǊƳŀǘƛƻƴ ǎȅǎǘŜƳ όaIS) 
 

Checklist of key steps to follow before attempting to sync with your 
Arbor MIS 
 

1) Ensure that you are the MARK Access Co-ordinator for your centre. Only the Access 
Co-ordinator has the required permissions to set up the connection with Arbor. If 
you are not the Access Co-ordinator, 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: 
 

  
If you are not the Access Co-ordinator 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 school has a live MIS site. If your school does not have Arbor MIS, 
you can contact them for more information on switching to Arbor on 020 8050 1028 
or at tellmemore@arbor-education.com. 
If you are already an Arbor customer and require support, you can contact the Arbor 
Customer Success team at myteam@arbor-education.com, or by telephone: 020 
8050 2086 for Primaries or 020 8050 2087 for Secondaries. There is also plenty of 
helpful guidance within the Arbor Help Centre https://support.arbor-
education.com/hc/en-us . 
 

3) Review the data you currently hold within MARK.  

mailto:onlinesupport@rsassessment.com
mailto:myteam@arbor-education.com
https://support.arbor-education.com/hc/en-us
https://support.arbor-education.com/hc/en-us
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a. Are there any duplicates of users? If so, these should be deleted (please 
contact our support team for 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 pre-empt any issues that you may 
encounter when you sync your users. 
 

Accessing the Hodder Education Group Admin Hub 
 
To connect MARK to ArborΣ ȅƻǳ ǿƛƭƭ ƴŜŜŘ ǘƻ ŀŎŎŜǎǎ IƻŘŘŜǊ 9ŘǳŎŀǘƛƻƴΩs Admin Hub.  
 
The Hodder Education Admin Hub can be accessed via the following link: 
 
https://passport.hoddereducation.co.uk/admin 
 
On the log in screen, please enter your Access Co-ordinator username and password. Your 
centre ID is not required. 
 

 
hƴŎŜ ȅƻǳ ƘŀǾŜ ƭƻƎƎŜŘ ƛƴΣ ǇƭŜŀǎŜ ǎŜƭŜŎǘ ΨaŀƴŀƎŜ !ŘƳƛƴ IǳōΩΥ  
 

 
If your centre has access to more than one Hodder Education service, you will be asked to 
ǎŜƭŜŎǘ ǿƘƛŎƘ ƻƴŜ ȅƻǳ ǿƻǳƭŘ ƭƛƪŜ ǘƻ ŀŘƳƛƴƛǎǘǊŀǘŜΦ tƭŜŀǎŜ ǎŜƭŜŎǘ Ψa!wYΩΦ 

mailto:onlinesupport@rsassessment.com
https://passport.hoddereducation.co.uk/admin
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GDPR Compliance 
We are aware that it is important for schools to know what data is being sent and stored. 
When setting up your connection with Arbor you will be asked to authorise access.  
 
All 3rd party Apps that have direct connection with Arbor API must first register on ArborΩǎ 
DevŜƭƻǇŜǊΩǎ Portal. To connect to Arbor schools, they have to define a Permission set (the 
list of data necessary for the two systems to function properly together). The data that the 
Hodder Education app requires from your Arbor MIS is shown below. 
 

 
 
The data that is stored by MARK to enable this connection is 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 details about data in MARK please refer to our Privacy Policy. 
 

Setting up a connection with Arbor 
 
To set-up a connection with Arbor, log in to ǘƘŜ IƻŘŘŜǊ 9ŘǳŎŀǘƛƻƴ DǊƻǳǇΩǎ Admin Hub. 
Select the ΨSchoolΩ tab, then select the sub-ǘŀō ΨaL{ data sȅƴŎΩΦ 
 
Beneath the Arbor ƭƻƎƻΣ ǎŜƭŜŎǘ Ψ!ǳǘƘƻǊƛǎŜΩ. 
 
You will then be redirected to the Arbor site where you will be prompted to log in to your 
Arbor account. If you have access to more than one MIS, you will be asked to select which 
one you would like to connect. 
 

 
 

 
Once logged in, you must authorise Hodder Education DǊƻǳǇΩǎ Admin Hub application to 
access your MIS data via Arbor. The screenshot below lists all the data that is required to set 
up the connection.  
You must also agree to this in the Hodder Education Group Admin Hub, sŜŜ ǘƘŜ Ψ{ƘŀǊƛƴƎ 
test data with ArborΩ ǎŜŎǘƛƻƴ ƭŀǘŜǊ ƛƴ ǘƘƛǎ ŘƻŎǳƳŜƴǘΦ 

https://www.hoddereducation.co.uk/privacynotice
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hƴŎŜ ȅƻǳ ǎŜƭŜŎǘ Ψ!pproveΩ ȅƻǳ ǿƛƭƭ ōŜ ǘŀƪŜƴ ōŀŎƪ ǘƻ the Hodder Education GroupΩǎ !ŘƳƛƴ 
Hub, with the connection to Arbor now established. 
 
To begin syncing your Arbor data with your Admin HubΣ ǎŜƭŜŎǘ Ψ{ǘŀǊǘ ǎȅƴŎΩΦ 
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In your Arbor MIS, you will be able to see that the connection has been approved by 
ǎŜƭŜŎǘƛƴƎ ΨtŀǊǘƴŜǊ !ǇǇǎ ό!tL ¦ǎŜǊǎύΩ ŦǊƻƳ ǘƘŜ Ψ{ȅǎǘŜƳΩ ƳŜƴǳΦ The Hodder Education item will 
appear in the table on the Approved Apps page. 
 

 
 

Deauthorising a connection with Arbor 
 
Should you wish to deauthorise your connection with ArborΣ ǎŜƭŜŎǘƛƴƎ Ψ5ŜŀǳǘƘƻǊƛǎŜΩ ǿƛǘƘƛƴ 
the Authorisation screen of Admin Hub will disable all syncing of users.  
 
You will also need to log in to your Arbor account aƴŘ Ǝƻ ǘƻ ΨtŀǊǘƴŜǊ !ǇǇǎ ό!tL ¦ǎŜǊǎύΩ ŦǊƻƳ 
ǘƘŜ Ψ{ȅǎǘŜƳΩ ƳŜƴǳΦ hƴ ǘƘŜ Ψ!ǇǇǊƻǾŜŘ !ǇǇǎΩ ǇŀƎŜΣ ŎƭƛŎƪ ǘƘŜ IƻŘŘŜǊ ƛǘŜƳΦ Lƴ ǘƘŜ ǎƭƛŘŜ ƻǾŜǊΣ 
ŎƭƛŎƪ ǘƘŜ ǊŜŘ ΨwŜƧŜŎǘΩ ōǳǘǘƻƴΦ 
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Data sharing preferences 
 
The data sharing preferences button allows you to manage the assessment data that you 
choose to share with Arbor. For further information please see Sharing test data with Arbor.  
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Syncing Teachers 

 
 
In the Teachers panel ȅƻǳ Ŏŀƴ ŎƘƻƻǎŜ ǘƘŜ ǎǘŀŦŦ ƳŜƳōŜǊǎ ȅƻǳΩŘ ƭƛƪŜ ǘƻ import to Hodder 
Education DǊƻǳǇΩs Admin Hub, and if you already have data in the Admin Hub, match them 
with any who already exist. Following the instructions below to import new teachers, match 
existing users and add email addresses. 
 
Please note that it may take up to a minute for Admin Hub to generate the full list of all 
teachers in Arbor. As all staff members will be shown, this may include non-teachers, or 
teachers that do not require access to MARK. 
 
Import new teachers 
¦ǎŜ ǘƘŜ ŎƻƭǳƳƴ ƻƴ ǘƘŜ ǊƛƎƘǘ ǘƻ ǘƛŎƪ ǎǘŀŦŦ ƳŜƳōŜǊǎ ȅƻǳΩŘ ƭƛƪŜ ǘƻ ƛƳǇƻǊǘΦ ¢ƘŜ button at the 
bottom, Untick all, will tick or untick all new teachers. As there will likely be a high number 
of teachers that do not require MARK access, all teachers are deselected by default.  
 
 
Sync existing teachers 
You may already have Teachers in Hodder Education DǊƻǳǇΩǎ Admin Hub, either because 
you use MARK, or another Rising Stars, Galore Park or Hodder Education online product. 
The system will automatically match any accounts already in the Admin Hub which are 
identical to ones in your MIS but may not be able to match teachers if there are any spelling 
discrepancies. Teachers who have left the school may still exist in the Admin Hub database, 
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we recommend removing these accounts first before beginning the sync process (see  
Checklist of key steps 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 exist in your IƻŘŘŜǊ 9ŘǳŎŀǘƛƻƴ DǊƻǳǇΩǎ !ŘƳƛƴ Iǳō but have no 
clear match in your Arbor MIS.  

  
To match a user with this status to an account in Arbor select the row and then select 
ΨaŀǘŎƘΩΦ 
 
This will open a window that will allow you to search for and select a user from Arbor to 
match with. 
 Select the appropriate user from the list and then selecǘ ΨaŀǘŎƘΩΦ  
 
LŦ ǘƘŜǊŜ ŀǊŜ ŀ ƭŀǊƎŜ ƭƛǎǘ ƻŦ ǳƴƳŀǘŎƘŜŘ ǳǎŜǊǎΣ ȅƻǳ Ŏŀƴ ŜƴǘŜǊ ŀ ǇŀǊǘƛŀƭ ƴŀƳŜ ƛƴ ǘƻ ǘƘŜ ΨCƛƭǘŜǊΩ 
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 number of teachers who have left the school 
but have not been deleted from the Admin Hub database. 
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You can undo a teacher matched in error by clicking on the row and ǎŜƭŜŎǘƛƴƎ Ψ¦ƴƳŀǘŎƘΩΦ 

 
 
 
 
New  
These are teachers from Arbor with no clear match in your 
IƻŘŘŜǊ 9ŘǳŎŀǘƛƻƴ DǊƻǳǇΩǎ !ŘƳƛƴ Iǳō. Unless you choose to 
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 match with an existing teacher profile 
in Admin Hub to avoid any duplicate teachers being imported.  
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May match 
Please examine any teacher listed with a status of May match ς 
these have been identified by the system as matching because they 
are a very close match ς if the match is incorrect, select the teacher and then select the 
Ψ¦ƴƳŀǘŎƘΩ ōǳǘǘƻƴ, otherwise these accounts 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 
accounts 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 email ς so everyone needs a valid address.  If you have matched a 
teacher with existing account in your Admin Hub, then an email address will already exist. 
For newly imported teachers from Arbor, a valid email address must be specified.  
 
You can use the Batch create email addresses button to auto-generate email addresses for 
any new teachers you are importing ŀŎŎƻǊŘƛƴƎ ǘƻ ȅƻǳǊ ǎŎƘƻƻƭΩǎ email format. 

 
 
tƭŜŀǎŜ ƴƻǘŜ ǘƘŀǘ ƛŦ ȅƻǳ ƴŜŜŘ ǘƻ ŎƘŀƴƎŜ ŀ ǳǎŜǊΩǎ ŜƳŀƛƭ ŀŘŘǊŜǎǎ ŀŦǘŜǊ ŎƻƳǇƭŜǘƛƻƴ ƻŦ ǘƘŜ ƛƴƛǘƛŀƭ 
sync, this should be done via the Admin Iǳō Ψ¢ŜŀŎƘŜǊΩǎ ǘŀōΦ ¢Ƙƛǎ ƛǎ ǘƘŜ ƻƴƭȅ ŦƛŜƭŘ ǘƘŀǘ Ŏŀƴ ōŜ 
ŀƳŜƴŘŜŘ Ǿƛŀ !ŘƳƛƴ Iǳō ŦƻǊ ǳǎŜǊǎ ƛƴ ŀ Ψ{ȅƴŎŜŘΩ ǎǘŀǘŜΣ ŀƭƭ ƻǘƘŜǊ Řŀǘŀ Ŏŀƴ ƻƴƭȅ ōŜ ŀƳŜƴŘŜŘ ƛƴ 
your MIS. All changes in MARK will be visible in Arbor the following day. 
 
Save and sync 
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When you select Save and sync teachers, all new teachers will be imported into the Hodder 
Education Group Admin Hub or matched with their existing equivalents. All new teachers 
will be sent a welcome email allowing them to set a password. 
 
Please refer to the Hodder Education Group Privacy Notice for information regarding how 
teacher email addresses will be used. 
 
Unmatching teacher accounts after the initial import has been completed 
 

 
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 the Teachers panel 
3. {ŜƭŜŎǘ ǘƘŜ ǳǎŜǊ ǿƛǘƘ ǘƘŜ ƛƴŎƻǊǊŜŎǘ ƳŀǘŎƘ ŀƴŘ ǎŜƭŜŎǘ ǘƘŜ Ψ¦ƴƳŀǘŎƘΩ ōǳǘǘƻƴ 
4. hƴŎŜ ǳƴƳŀǘŎƘŜŘΣ ȅƻǳ ǿƛƭƭ ƴƻǿ ǎŜŜ ǘƘŜ ǳǎŜǊ ƛƴ ōƻǘƘ ǘƘŜ Ψ9ȄƛǎǘƛƴƎ !ŘƳƛƴ IǳōΩ ŎƻƭǳƳƴ 

with their original user data restored (if it has been overwritten) with a status of 
Ψ¦ƴƳŀǘŎƘŜŘΩΣ ŀƴŘ ƛƴ ǘƘŜ Ψ¸ƻǳǊ aL{Ω ŎƻƭǳƳƴ ǿƛǘƘ ŀ ǎǘŀǘǳǎ ƻŦ ΨbŜǿΩ 

https://www.hoddereducation.co.uk/privacynotice
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Syncing Year Group Names 

 
 

The next step is to set up your schoolΩǎ year group names. 
 
TIP! Ensure your Arbor MIS is up to date for the current academic year before beginning this 
process. 
 
Lƴ ǘƘƛǎ ǇŀƴŜƭ ǿŜΩǊŜ ƳŀǘŎƘƛƴƎ ŀƴȅ ȅŜŀǊ ƎǊƻǳǇ ƴŀƳŜǎ ǿƘƛŎƘ ŀǊŜ ŀƭǊŜŀŘȅ ƛƴ your Hodder 
Education Group Admin Hub with their equivalents in your Arbor MIS.  If there are any 
differences, the names from Arbor will supersede any Hodder Education Group Admin Hub 
ones. LŦ ȅƻǳ ƘŀǾŜ ǘƘŜ ȅŜŀǊ ƎǊƻǳǇ ΨbǳǊǎŜǊȅΩ ƛƴŎƭǳŘŜŘ ƛƴ Arbor, this will be excluded from the 
process. 
 
Set academic year start date 
First, use the dropdown to tell us whether the pupils in Arbor started their school year this 
year, or last year. This sets the intake groups of each year group in your school ς ȅƻǳΩƭƭ ǎŜŜ 
the years in the Current intake group (cohort) column update ς ŀƴŘ ƘŜƭǇǎ ǳǎ ŜƴǎǳǊŜ ǿŜΩǊŜ 
syncing the right pupils.  
 
Pupils remain 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. 
 
 
 
 
 
 
















