ScholarPack Pre-Migration Data Check
Guide

Completing a data cleanse in ScholarPack ahead of your move to Arbor is one of the most important
actions you can take to ensure the migration goes as smoothly as possible.

To help you with the data cleanse, Arbor has created a workbook that includes two checklists. These
checklists are “Pre Migration Data Checks and Cleanse” and “Pre Migration Data Counts” — they are
solely for your benefit and reference and does not need to be sent to Arbor once completed.

You can download the workbook from the bottom of this page.
In this article we have provided you with some extra guidance to go along with the data checks
workbook and an explanation of how to complete both checklists below.

Pre-migrations data checks and cleansing
In this article we We've put an explanation of how to complete both checklists below

The first thing you need to do is complete the pre-migration data check and cleanse (the first tab of
the workbook).

Completing this is essential for a successful smooth data migration. These checks will:

—

Give you an idea of the quality of your data before you send it to Arbor.

2. Make sure that there is no duplicate information and the data in ScholarPack is up-to-date,
formatted correctly, and in the right place.

3. Reduce the chances of migration errors, and make sure you can get started with your new

Arbor system straight away!

You should start completing these checks and cleansing tasks as soon as possible. The migration will
have the best outcome if you complete these before you send us your data on your migration date.
We have provided more information in the checklist on what to look for in ScholarPack and why it is
important.

Pre-Migration Data Checks + Cleansing

We've prepared these data checks and cleansing tasks for you to complete in your Scholar Pack site. This will help to make sure that the data we import to your new Arbor system is as accurate as is possible.
This spreasheet i for your use only and does not need to be sent to anyone at Arbor once completed.

This workbook has two tabs. Please complete both before migration.

Ref |Field What should | check? 'Why do | need to check this? How do | clean it up? |Done?
1School Structure

We use your holiday structure to determine academic year
start and end in Arbor.

Check that your holidays are set up correctly with no overlapping

Make sure there are no duplicate holidays.

11 Holidays dates or duplicate enteries for the same holiday. Having duplicate enteries for the same holiday period in  |To see all of your holidays go to Admin > Config > Core > |\
Scholar Pack may result in duplicate academic years and  Holidays.
term dates within Arbor.
2 Staff Data
Add a work email address to their profile. This should only
a1 This will become their Arbor username. Staff will notbe  be in the ‘primary emall field and not the ‘secondary .
. Check that staff have a work email address on their staff profile.  able to log in to Arbor without an email address. email’ field.
- Amend any errors
22 Check that all staff emals are accurate and do not have any tyPoS s wil become their Arbor usemame. Staff will not be -
- : able to Lo in to Arbor without an email address. You can see all staff email addresses by going to Reporting
> Report > Details (in the green staff section).
Staff Email Locate any duplicate staff email addresses.
Chck that staff work smail addresses are only used ane in your G0 to Reporting > reports > email addresses (i the blue
g If staff emails appear on the guardian profile following  students section) this will show all the emails for the
23

2.4 Staff Contracts

i.e. Any staff members that are also student contacts (guardians) at
the school must have a personal email and not a work email
attached to the contact information on the students profile.

Check that any old staff contracts have an end date.

migration, that staff member will not be able to log in to
Arbor until it is removed.

If historic staff do not have an end date on their
contract, they will migrate as active staff members, and
you'll need to delete them from Arbor.

student contacts on the students profile. No

You will then be able to see if any staff email addresses
are present - Remove any staff email addresses and
replace it with their personal one.

Add end dates to all contracts.

To help with this go to Reporting > report > contracts
and make sure to tick include inative staff members and
expired contracts. This will allow you to see all staff
contracts.

No



Reports that aid with your data checks

There are reports that you can run in ScholarPack that will help you to check and update
information in bulk - details on how to find these reports are below. Go to Reports > Reporting and
you will then see all the reports in ScholarPack categorised by Students, Staff and more.
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Run the Details report in the staff section to aid with 2.2, 2.5 and 2.7 of the spreadsheet — You can
see all staff members and their details by going to Reporting > Report > Details.

Run the email addresses report in the student section to aid with 2.3 of the spreadsheet — You can
see all the email addresses of guardians (student contacts) by going to Reporting > Report > Email

Addresses. This will help you find any guardians that have their work email address listed instead of
their personal one.
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Run the Contracts report in the staff section to aid with 2.4 of the workbook - You can see all staff
members and their contract start and end dates by going to Reporting > Report > Details. Make sure
to tick to include inactive staff members and expired contracts this will allow you to see all staff
contracts.
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If you find any staff members with an incorrect start / end date or without one - go to the staff
members profile and click then white cog next to ‘contract info’, you will then be able to edit their
start and end date.

SP Logon: Yes
Username: julesbarker » 2021-2022

Change password/roles .
Contract Info &

Extra Details

» Personal Details &
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Run the Admissions and Leavers report in the Student section to aid with 3.5 and 3.7 of the
workbook — You can see all students and choose whether it shows current, former, future or all
students by going to Reporting > Report > Details. Make sure to tick current, former and future for
3.5 but only tick former for 3.7
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Run the All Contacts By Students report in the students section to aid with 44, 4.3, 4.4, and 4.6 of
the workbook — You can see all student contact (guardian) details including their postal address,
email address, mobile number and responsibility status by going to Reporting > Report > All Contacts
By Students.
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Images within ScholarPack to help direct you whilst using the workboo

For section 1.1 of your workbook you can view your holidays by going to Admin > Config > Core Setup >

Holidays.

Configuration - Holidays
Last years holidays are shown for historical purposes. Be aware that changing them may affect attendance information.
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For section 2.1 of your workbook you can edit staff email addresses by going to the staff members
profile > click the white cog next to their name > then make sure the address is in the ‘primary
email’ field.
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For section 2.6 of your workbook you can view all staff members DBS numbers by going to Admin >
Personnel > Central Register.
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For section 3.1 of your workbook you can view and edit their FSM status by going to the students
profile > clicking extended > scrolling down to the further information section. To do this in bulk
where you can see a list of students go to Admin > Students > Manage FSM.
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Alisha Bailey Nursery N2 Clown Fish (UPN: F222963521101)
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Lottie Ellis Reception R Parrots (UPN: C123123419106)

For section 3.2 of your workbook go to the students profile > click Extended > Scroll down to
support information for care leaver status (3.2). For 3.3 follow the same steps an scroll down to
Service child information to check the service child status.

For section 3.4 of your workbook go to the students profile > click support > then click the white cog
next to SEN to enter the SEN provision and set the start and end dates. To manage the SEN needs
scroll down to the Needs section and click edit.
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For section 4.2 you can see duplicate student contacts by going to Admin > Config > Manage
Duplicate Contacts. From there you will be able to merge them if needed.

Contact Management

Manage Duplicate contacts

We have i ified the i as possible

T T e e e e (T e T S
Wil be kept Gail Platt M No Sarah Platt (8904)

O Will be removed Gail Platt F No David Platt (8905)
=

For section 4.3 of your workbook, once you have run the report listed in the report section of this
guide you might need to make some changes to find the ‘address as pupil’ field. To do this go to the
students profile > click the name of the student contact of your choice > click the cog next to their

name > select ‘yes’ if you would like the guardian and student to migrate over as living at the same
address and make sure the addresses match exactly.

Follow the same steps for section 4.6 when trying to edit the ‘responsibility’ field — go to the
students profile > click the student contacts name > then the cog next to the student contact, set
the responsibility field to yes if you would like them to migrate over to Arbor as a primary guardian.

* Fekds marked with an astersk ave mandalory.
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For section 4.5 all of the student contacts information should be in the contact information section

on student profiles, if they are not in this section they will not migrate over to a guardian profile in
Arbor.




When migrating data from one system to another, it's essential to compare the data in each to make
sure that everything has carried across.

The quickest way to do this is to count key metrics in ScholarPack on the day you take your backup,
and then compare these to Arbor when you go live.

Work through the checklist provided in the workbook before sending Arbor your data, completing the
“Current MIS” column with the figures required.

Once you have access to Arbor, you’ll be able to complete the “verified in Arbor” column and are
looking for the numbers that match between both systems. You can also use our Data Migration
Report in Arbor to check the numbers match.

ScholarPack Data Checks Workbook

Click the link above to download the data checks workbook.



