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Introduction and Contents
Congratulations - you’re now part of the ever-growing Arbor community! We can’t wait
to help you get started with your new Arbor MIS and ensure you have things set up and
ready to go for use at your school.

In this guide we’ll help you set up your new Arbor MIS, getting you ready for day one
taking attendance. We will take you through:

● 5 steps to get your whole school logged in to Arbor
● 5 ways to customise your new Arbor MIS
● 3 ways to get ready to use more of Arbor
● 3 important areas to check post migration
● Our online videos and guides for your whole school team

Top Tip: Click on any of the above bullet points to jump to that section in this guide!
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Getting started with your
new Arbor MIS
5 Steps to get your whole school

logged in
1 - Log in to your new Arbor MIS
Get help here to log in and solve logging in issues.

2 - Check your School details

Once logged in, you’ll want to check your school details are correct, so go to School >
School Details.

To get going with communications, you will need to add a school email address. Scroll
down to the Contact Details section and click +Add to add a school email address.

If you’re planning on using Arbor’s communications module to send out emails, SMS or
In-app messages, you’ll need to make sure the right people have this ability by setting
them as ‘Permitted senders’ - get help on this here.

3 - Check your team’s business roles and permissions

When you migrate, Arbor looks at the contract that is stored against your sta�
member in your school’s data and matches them with a suitable business role in
Arbor.

The business role in Arbor and permissions associated with the role provide the
least amount of permissions required for a user to operate Arbor to complete
expected tasks.

We understand that you may want to tailor access by adding extra permissions for
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https://support.arbor-education.com/hc/en-us/articles/115000148485-Logging-in-and-out-of-Arbor-and-troubleshooting
https://support.arbor-education.com/hc/en-us/articles/360009768553-Permitted-Senders-of-Communications


sta� members in your school - you can get help here on how to do this.

Please note: If you haven’t stored contracts in your previous MIS, we won’t be able to
assign your member of sta� a business role during migration and you will need to
give them one manually in Arbor for them to have access - get help here on how to
give them a business role.

4 - Complete the Arbor Data Migration Report

It’s important to ensure your school data has migrated from your previous MIS as
expected as soon as possible. Prior to migration, your Arbor Implementation
workbook should have been completed by your school with your data checks and
counts.

You can use the data counts from your previous MIS to cross reference with the data
migration report in Arbor. To download a data migration report in Arbor for data
checking, go to School > Data > Data Migration Report.

During the data checking in Arbor you may find it useful to use the Data Quality
Dashboard - you can get help here with using this feature.

5 - Help others login to Arbor

Once you’re happy with your schools data, if you’re responsible for helping other
members of sta� to log in you can send them a welcome email that includes their
username and a link where they can set their password, or send them the URL of
your site. Get help here to see how to do this, as well as some top troubleshooting
tips.

3
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5 ways to customise your new

Arbor MIS
1 - Set up your third party integrations

Now you’re logged on to your new Arbor MIS, you’ll want to get started with linking
all your school’s favourite third-party API integrations - you can get help here with
setting these up.

2 - Lesson Dashboard Settings

Before your teachers start using Arbor, you may want to customise the information
that they can see on the lesson dashboards. You can do this from School >
Programmes > Lesson Dashboard Settings.

3 - Add Timetable Periods

The timetable periods that have migrated will show as times on your timetable, for
example “09:00 - 10:00”. If you want to categorise your timetable into set periods, for
example “Period 1”, you may want to set up Timetable periods - you can get help here
to do this.

4 - Add PPA time for sta�

Due to the way PPA time is stored in your current MIS, it may migrate as a general
event into the Arbor school calendar. As this can be inconsistent, it’s a good idea to
tidy this up after migration. You’ll need to get help here to schedule PPA as an event.

5 - Set up behaviour

If you want your sta� to be able to record behaviour incidents from day one there
are a few basics you will need to check and add information for, which you get help
here with:

1) Behaviour Types - What types of behaviour will you be tracking
2) Behaviour Points - Do you want to track positive or negative points
together or separately 3) Behaviour Incident Policy - Who is notified of an
incident and what actions automatically occur 4) Detention Policy - When
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https://support.arbor-education.com/hc/en-us/articles/360009421273-Managing-third-party-integrations-in-Arbor
https://support.arbor-education.com/hc/en-us/articles/360035035793-Creating-Timetable-Periods
https://support.arbor-education.com/hc/en-us/articles/360010184294
https://support.arbor-education.com/hc/en-us/articles/360007055658-Setting-up-Behaviour-in-Arbor
https://support.arbor-education.com/hc/en-us/articles/360007055658-Setting-up-Behaviour-in-Arbor


do detentions take place and who can assign them
5) Internal Exclusions - When do exclusions take place and who can assign them

3 ways to get ready to use more of Arbor

If you’re planning on using Arbor for assessment and in depth reporting, there will
be a few more things you’ll want to do in order to get your MIS ready for your
team.

1 - Adding a Subject to your courses and classes

This concept of a Subject is unique to Arbor, so not something that is stored in your
previous MIS. This step is important to support and enhance the reporting you will
now have access to in your Arbor MIS. Get help here to add subjects to your courses.

2 - Setting up Custom Groups and User Defined fields

To really harness the power of reporting in Arbor, you can set up user-defined fields to
track extra information, and use custom groups to group people together. We
recommend taking some time to set these up. When you’re ready to get started, get
help here to set up custom groups, and here for user defined fields.

3 - Arbor’s Interventions Module

Part of Arbor’s Perform package, Interventions track actions that a school takes with
a child, or group of children outside of normal day to day lessons with the aim of
improving student progress, attainment and/or well-being. You can get help here for
how to set them up and use them.

3 Important areas to check after migration

Arbor’s data migration takes the hard work out of moving MIS! During the migration,
we map millions of data sets to your new MIS, so it’s really important you thoroughly
check your data.

1 - Roll Call and Registers

If you have created separate timetable slots for your registration sessions, this will
have migrated to Arbor with your timetable. If you don’t timetable registration, your
Project Manager will help you to schedule your registers.
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https://support.arbor-education.com/hc/en-us/articles/360007341958
https://support.arbor-education.com/hc/en-us/articles/115003589633-How-can-I-create-and-use-Custom-Groups-
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You can check these by going to School > Timetable > Timetable Administration >
Timetable Slots. Using the ‘sort’  feature on the table, you should be able to quickly
see that you have registration times, or if you need to change the time of a slot you
can get help here.

You will also want to check your roll call times to make sure statutory attendance is
collected between the right times - get help here on this.

2 - Timetables

We recommend checking your timetables prior to taking attendance to make sure
everything is ready for your students and sta�.

Sense check your timetable - You can get a good overview of all of your timetabled
courses and classes by going to School > Programmes > 20XX/20XX Courses > Table
View.

From here we recommend checking:
● Number of courses
● Number of students in courses
● That courses have an academic lead (this person will have access to the register

from their calendar)

Top Tip: Due to the way databases such as SIMS stores timetabling data, watch
out for classes taught by two teachers during the same timetable slot. If you have
lessons with one class taught by two teachers during the same timetable slot, this
creates two separate slots on Arbor that will need to be merged post migration
The easiest way to resolve this, is to add one of the teachers to one of the
timetabled slots, then remove the redundant timetable slot.

You can get help here on changing sta� members assigned to slots, then get help
here for editing slot times or deleting redundant slots. You can also get help here
on managing your school’s timetable in Arbor.

3 - Examinations

Entries and O�erings - If you’re migrating to Arbor mid-exams season, whilst we
migrate as much of your exams entries and o�erings as possible, due to the nature of
how these are stored in your current MIS it can impact migration. Once your new
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https://support.arbor-education.com/hc/en-us/articles/115003810489
https://support.arbor-education.com/hc/en-us/articles/360021174358-Adding-or-editing-Roll-Call-times
https://support.arbor-education.com/hc/en-us/articles/115004556585-Changing-class-teachers-academic-leads-and-staff-assigned-to-registers-and-timetable-slots
https://support.arbor-education.com/hc/en-us/articles/115003810489-Editing-timetable-slots-and-lesson-times
https://support.arbor-education.com/hc/en-us/articles/115003810489-Editing-timetable-slots-and-lesson-times
https://support.arbor-education.com/hc/en-us/sections/115000696554-Managing-School-Structure-Courses-and-Timetables


Arbor site has been released, we recommend checking your entries and o�erings and
if there are any discrepancies with what you had in your previous MIS please contact
our support team.

Results - If you’ve migrated to Arbor between exam season and results day you may
have planned to process your results in your previous MIS. It’s also easy to add the
record of the results to Arbor afterwards if you need to - get help here for how!
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Videos and Guides for your
school
All sta� should start by watching the Arbor Overview and Top Tips video and then read
the relevant guide below.

Video Title Links to Videos/Guides

Getting started with Arbor Arbor Overview and Top Tips

Introduction to Arbor - Teachers Guide: Introduction to Arbor - Teacher's
Guide
Video: Teacher's guide to using the
Lesson Dashboard

Introduction to Arbor - Admins Guide: Introduction to Arbor - Admin's
Guide

Introduction to Arbor - Attendance
O�cers

Guide: Introduction to Arbor -
Attendance O�cer's Guide
Videos: Attendance video series

Arbor Online Training - Other Videos and
Guides

Feature Attendees Links to Videos/Guides

Attendance Attendance
O�cers,
Admin sta�

Videos:
https://support.arbor-education.com/hc/en-us/a
rticles/360003216137
Guides:
https://support.arbor-education.com/hc/en-us/s
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https://support.arbor-education.com/hc/en-us/articles/360024182213-Essential-Webinars
https://support.arbor-education.com/hc/en-us/articles/115000129725-Introduction-to-Arbor-Teacher-s-Guide
https://support.arbor-education.com/hc/en-us/articles/115000129725-Introduction-to-Arbor-Teacher-s-Guide
https://support.arbor-education.com/hc/en-us/articles/360004569478-Getting-started-with-Arbor-for-Teachers
https://support.arbor-education.com/hc/en-us/articles/360004569478-Getting-started-with-Arbor-for-Teachers
https://support.arbor-education.com/hc/en-us/articles/115000131165
https://support.arbor-education.com/hc/en-us/articles/115000131165
https://support.arbor-education.com/hc/en-us/articles/360004960377
https://support.arbor-education.com/hc/en-us/articles/360004960377
https://support.arbor-education.com/hc/en-us/articles/360003216137-Attendance-videos
https://support.arbor-education.com/hc/en-us/articles/360003216137
https://support.arbor-education.com/hc/en-us/articles/360003216137
https://support.arbor-education.com/hc/en-us/sections/115000034745


ections/115000034745

Admissions and
New School
Year Set Up

Student Admins,
Admissions
O�cers

Guides:
https://support.arbor-education.com/hc/en-us/s
ections/360000111953-Applicants-and-New-Sch
ool-Year-Setup

Business Roles
and
Permissions

Business
Manager,
HR Admins

Videos:
https://support.arbor-education.com/hc/en-us/a
rticles/360004564618
Guides:
https://support.arbor-education.com/hc/en-us/s
ections/201500512-Roles-and-Permissions

Cover Cover Manager Videos:
https://support.arbor-education.com/hc/en-us/a
rticles/360004572357
Guides:
https://support.arbor-education.com/hc/en-us/s
ections/201466591-Sta�-Cover

Sta� HR Business
Manager,
HR Admins

Videos:
https://support.arbor-education.com/hc/en-us/a
rticles/360004572217-Sta�-data-HR-and-contra
cts
Guides:
https://support.arbor-education.com/hc/en-us/s
ections/115000614313-HR-Contracts-and-Salarie
s

Communication SLT, All Admins
Heads of Year,
Heads of
Department,
SENCO

Videos:
https://support.arbor-education.com/hc/en-us/a
rticles/360004573417
Guides:
https://support.arbor-education.com/hc/en-us/s
ections/115000068785-Communications

Clubs and Trips Heads of Year,
Heads of
Department,
SLT, Student

Club videos:
https://support.arbor-education.com/hc/en-us/a
rticles/360004569038
Trip videos:
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https://support.arbor-education.com/hc/en-us/sections/115000614313-HR-Contracts-and-Salaries
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https://support.arbor-education.com/hc/en-us/articles/360004573417
https://support.arbor-education.com/hc/en-us/articles/360004573417
https://support.arbor-education.com/hc/en-us/sections/115000068785-Communications
https://support.arbor-education.com/hc/en-us/sections/115000068785-Communications
https://support.arbor-education.com/hc/en-us/articles/360004569038
https://support.arbor-education.com/hc/en-us/articles/360004569038


Admins https://support.arbor-education.com/hc/en-us/a
rticles/360004569058
Guides:
https://support.arbor-education.com/hc/en-us/c
ategories/360003282358-Activities-clubs-and-tr
ips

Behaviour Pastoral Staff,
Heads of Year,
Heads of
Department

Videos:
https://support.arbor-education.com/hc/en-us/a
rticles/360004577937-Behaviour
Guides:
https://support.arbor-education.com/hc/en-us/s
ections/115000035245-Behaviour

Interventions SLT, Pastoral
staff, Heads of
Year, Heads of
Department,
SENCO

Videos:
https://support.arbor-education.com/hc/en-us/a
rticles/360004569258
Guides:
https://support.arbor-education.com/hc/en-us/s
ections/115000511994-Interventions

Writing Custom
Reports

SLT, Admins,
Heads of Year,
Heads of
Department,
SENCO

Videos:
https://support.arbor-education.com/hc/en-us/a
rticles/360004577677-Custom-report-writer
Guides:
https://support.arbor-education.com/hc/en-us/s
ections/115000038369-Custom-Report-Writer

Exams Exams Officers Videos:
https://support.arbor-education.com/hc/en-us/a
rticles/360004577997
Guides:
https://support.arbor-education.com/hc/en-us/s
ections/360001895934-Examinations

Assessment Assessment
Lead, Data
Manager

Videos:
https://support.arbor-education.com/hc/en-us/a
rticles/360004485457-Arbor-Assessments
Guides:
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https://support.arbor-education.com/hc/en-us/s
ections/360005475318-Getting-started-with-Ass
essments-for-Secondaries
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