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01| Introduction

O]

Arbor’s Custom Report Writer can be used to create your own reports and this guide will walk
you through creating one of these reports step-by-step.

If you have any queries or need some extra support, please don’t hesitate to get in touch with
the MIS Team on the below contact details or by logging a ticket in the Helpdesk.

01642 635570

helpdesk@oneitss.org.uk
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To access Custom Report Writer, you will need to ensure you have the correct permission.

You will need the School: General Admin: Export Data permission. In addition to this, to report
on any area in Arbor, you will need to make sure you have access to that information in the first
place.

To check permissions, you/your admin team/SLT will need to go to the staff profile, then browse
to the Roles and Permissions section on the left, then Permissions. This section is split into tabs
depending on what information you are looking for.

Profile

< Download v
System Engagement
Extra Curricular Finance School School Communications Staff/HR Staff Staff Profile Student Profile
Calendar
Communications Action
Absences
« Roles and Permissions Hide columns ~ QU Search this table m T e X
Business Roles
Permission ~ | Reason for Having This Permis... ~ | Assigned/Changed by ~| From ~ | until - | Access -
Permissions. ~
Admin: Administer All Students From role: Finance Officer Chris Dymond on 22 Apr 2021 27 Sep 2017 Ongoing
Communications Sending Settings
Teaching Admin: Administer My Stude. From role: Teacher Arbor Admin on 06 Aug 2020 27 Sep 2017 Ongoing
Students Admissions: Administer All St...
Contracts Admissions: Administer My St...  From role: Teacher Arbor Admin on 06 Aug 2020 27 Sep 2017 Ongoing
Professional Development Assessments: Administer All ...
Meals Assessments: Administer My .. From role: Teacher Arbor Admin on 06 Aug 2020 27 Sep 2017 Ongoing
» Payments

Attendance: Administer AL St...
Faculties and Departments

Attendance: Administer My St..  From role: Teacher Arbor Admin on 06 Aug 2020 37 Sep 2017 Ongoing
Background; Administer ALLS...
Background: Administer My S...  From role: Teacher Arbor Admin on 06 Aug 2020 27 Sep 2017 Ongoing
Behaviour; Administer All Stu...
Behaviour: Administer My St.. From role: Teacher Arbor Admin on 06 Aug 2020 27 Sep 2017 Ongoing

Calendar: Administer All Stud...

Calendar: Administer My Stu..  From role: Teacher Arbor Admin on 06 Aug 2020 27 Sep 2017 Ongoing

000000000V BOQ
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Custom Report Writer can be found under the following menu route:-

School | Custom Report Writer

NPEAK SCHOOL Arbor New School

My ltems ¥  Students ¥ = School ¥  System ~

Communications
uick Actions _ o
Q Custom Report Writer

Take attendance Data

The first screen will show you a list of reports that you have already created. This may be blank if
it’s your first time using this area of Arbor.

Arbor New School Beth Angel Sig

@9 Arbor Community

Myltems ~  Students ~  School = System ~

Custom Report Witer Custom Report Writer - All Reports
I===E =
Y Showing all results # Change

Active Expired

& v
# Bulk action ¥ Hide columns Q Search this table g & 0 X

O Titte v | Type v | Createdny -
[0 BAAttendance 2 Student Beth Angel

O  BAAttendance august Student Beth Angel

[0  BAAttendance Summary Student Beth Angel

[0  BaAAtendance Summary Report 3 Educational Institution Beth Angel

O  BAReport SEN Student Beth Angel
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04 ‘ Creating a Custom Report

1.

2.

3.

To create a brand new report, click on Create New Report in _

the top right corner.
[ Q search |

You will then get 3 options:-

Create Report

=

wew Superuser Access

Please note that anyone with superuser access to the Custom Report Witer will be able to see and and edit all reports that have been created, regardless of whether they are shared with them.

Create Report from Template

A template is a sample report that already has some details in place; those details can be edited to suit your needs. The right report template may enable you to bypass some of the initial setup time required if you
were to create a new blank report from scratch.

Template" v

Create Report from Template

Create New Report

Ablank report is a fresh state with nothing preconfigured. This allows you to completely custom design your report to your needs.

Create New Report

Import a Custom Report

You can import a custom report that you've previously created here also.

In this instance, we are going to choose Create New Report as we want to start from
scratch.

You will then be asked for a Report Title and who/what the report is about. For this
example we are going to create a Pupil Premium list with a few extra columns so we
have chosen Students in the Regarding field.

| «Back | Create a New Report: Set Title and Topic (Step 1 out of 8)

Help -

1. You can come back and edit the name at any point.
2. What the report is about cannot be changed once selected.

Report Title *

Reporttitle®  Pupil Premium List

Who or what is this report about? *

Regarding® Students O Parents, Guardians and Contacts O Staff
O Staff Absence O Staff Contract Post O Behavioural Incidents
O Students involved in Behavioural Incidents O Fixed Period Exclusions O Intemal Exclusions
O Medical Conditions O Medical Events O SEN Events
O SEN Notes O SEN O Academic Notes
O School O Demographics (KS1) O Demographics (KS2)
O Demographics (KS4) O Courses/Classes O Course Enrolments
O Course Leads O Programme Enrolments O Pastoral Notes
Q Rooms Q child Protection Notes Q Safeguarding Notes
O Looked After (In Care) Notes O Student Meal Records O Staff Meal Records
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Click Next

You will then be asked for a date range. This date range changes who is included in the
report. If you would like to include leavers, choose “Current Academic Year”. If you only
want to include students on roll at the time you run this report, choose “Today”. This date
range is a relative date range, meaning that whenever you run this report, it will use the
current date.

« Back Create a New Report: Set Effective Date (Step 2 out of 8)

Help a

An effective date is the date upon which something is considered to take effect, which may be a past, present or future date. This may be different from the date upon which the event occurs or is recorded.
In the case of your custem repert, this is the date for which you wish to report upon your chosen topic. For example, you may only be interested in reporting on students who were enrolled last spring, or staff
members who were at your organisation last year.

You can set an absolute date, where you explicitly define a date, or a period of time between two set dates. For example on 08 Mar 2017, or between 25 May 2017 and 02 Jun 2017. Or, you can set a relative date
range, such as “last week” or “last term™ which will change as time goes on.

Top tips:

If you set your own absalute date range, the “Date Range” value will show as “Custom”, This means it will report on the exact dates you set,

If you want to report on one day only, please make sure the “From” and “To” dates are the same date.

The “To” date must be later than, or the same as, the “From™ date.

Date Range
Date Range*@ Today v From  25thJul 2022 ] To  25thJul 2022 =]

Changing the date range will allow you to report on students enrolled over broader time period than the current acadermic year.

Click Next

This is where we choose our columns. On the left, you will see a search field and a list of
available columns. On the right, you will see the Added Columns section. As default,
Name with always be in the Added Columns section.

To add a column, you simply drag and drop from the left section to the right. You can
also drag your Added Columns around to re-order them as needed.

When adding columns, you will see a slide-over Edit Column
which will ask you for some extra options. For Soport. Pl eI Lk
example, | have added Date of Birth as an extra = oo
column and get options as shown to the right.

(Column label

Format@ | dd Mmm yyyy (25 Jul 2022) v

| can change the format or add conditional
formatting. For now, we are going to keep it ra——— -
simple and just format the date in D
DD/MM/YYYY format. Once you've configured

your column options, click Save to add the

column.

Other settings

Conditional Formatting (applied in order shown)

MNane found

Cancel Save and add formatting m
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1. I'have chosen to include the following columns in my report:-
- Name
- Date of Birth
- Year Group
- Registration Form
- Pupil Premium Eligible (in format Yes/No)

My screen now looks like this:-

« Back Create a New Report: Select Columns (Step 3 of 8)

‘What happens on this step? -

What columns would you like to see across the top of your report? Add columns to your report by searching for the columns you want from the left hand panel and then dragging them over to the right hand panel.
When you add a column type to the right hand panel, a slideover will appear where you can set some parameters for that column. For example, if you chose to include column “Demographics’, you could then specify
which demographics in particular you would Like to see, for example, "FSM" and “Pupil Premium’

You can then rearrange the order of the columns in the panel on the right. The top column will be the first column on the left of your report.

Select columns to add and drag each to the other side of the screen Added Columns
Search for a column: Q Name in format Preferred name (E.g. Smith, Jonny) S o
Student Name 2 Date of Birth in format dd/mmy/yyyy (25/07/2022) &S o
LegalName | [ Legal First Name Legal Middle Name(s) | | Legal Last Name. Vear groupl) today o
First Name | | LastName | | Former Name(s)
Registration form(s) today &S o
Profile Picture: Pupil. Premium Eligible at any time today? in format Yes/No S0

Profile Picture

Student Identifiers:
Arbor Student ID Globalty Unique Student ID Student Number UPN ULN uci

NHS number Student ParentMail Identifier

Pastoral:

Boarding Status | [ Home Local Authrity

12. Click Preview columns and continue

13. You will get another chance to reorder the columns if needs be. If you’re happy, click
Continue to column sorting

14. 1t will order your columns by name A-Z as default but you can use the Add another
button to sort by year/reg or anything else you require. For this example, I'm going to
sort them by year and reg group.

« Back Create a New Report: Sort Columns (Step 5 of 8)

What happens on this step? -

In this optional step, you can choose whether you want your data to be sorted by the values within a particular column. For example you may want your results to be sorted alphabetically by sumame and then
chronalogically by age.

Year group(s) today @Az Qza o
Registration form(s) today ®AZ QzA o
Name @Az Qza 1
@ Add another

15. Click Save and continue
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On the next screen, we can filter. For this report, | just want students who are pupil
premium eligible. To add a filter, you can type the field into the search field and click on it
to select it.

Click Set parameters

A slide over will open. Choose options as needed.
Click Save

Click Next

The next screen will create Groupings and works in the same way we added filters. This is
useful if you want totals per year or reg group. For this report though, we won’'t add any
groupings as we want a list of students.

Click Next

The next screen lets us add Collations, meaning we can group the report by year or reg
group. If you use collations and export to Excel, it will put each group on a different tab.

Click View Report

From this screen, you can download your report using the download button. There are
multiple formats available depending on what you need it for.

Pupil Premium List

Edit Send Mail Merge... v | Schedule | Share
Help v
This report is about Students today. Edit

It is showing data about Students with Pupil Premium Eligible at any time today? is yes

# Bulk action v Hide columns Q. Search this table iDownlada« B £ @ X

Excel

| Name ~  Date of Birth ~ | Year group(s) today ~ | Registration form(s) today OF | Eligible at any time tod... ~ |

A

Arnold, Shelby 10/03/2017 Reception Form REAZ Word (]
csv

Allen, Rebecca 27/05/2016 Year 2 Form 20H (]
XML

Hall, Wayne 14/01/2016 Year 2 Form 20H Live Fesd ]

Hunter, Jamie 15/12/2015 Year 2 Form 20H (]

Jones, Leanne 24/06/2016 Year 2 Form 20H ]

Sem, Leela 08/05/2016 Year 2 Form 2QH (]

[ [ -
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You are able to send a mail merge from the View Report screen in Arbor. This makes it easy to
send communications to custom groups of students/their guardians. For example, if you create a
report that filters on 90% or less attendance, you can send a general message to all parents to
warn them their child’s attendance is low.

1. In the View Report screen, click the Send Mail Merge drop down. It will give you 3
options.

Send Mail Merge... & | Schedule | | Share

Email
SMS
Letter

v

Edit

2. For this example we will use email, but the premise is very similar for each.

3. Once you click on Email, you will get the below screen:-

New Mail Merge Email

o Please make sure you're only working on one mail merge email at once

Currently, Arbor can only support a mail merge email being created within a single browser tab. Working on emails across multiple tabs can disrupt the sending of your emails and risks information
crossover between emails,

Thank you for working on only ene message at a time!

Set up sender’s signature  Load email template v

From"  Arbor New School v
Custom Report  Pupil Premium List
T v
Combine emails?@  One email per recipient, regarding all students v
Subject
B I U R £ & == Av TIv @v @v % Merga Fields v
Beth Angel

Midday Supervisor
Mountaig Poqk School

Arbor New School
320 Canalot Studios
222 Kensal Road

ondon
W10 6BM

4. The From field will default to your school but you are also able to click in here and
choose to send it as yourself. Choose whichever option you would prefer.

5. TheTo field gives you a few options. You can either send to the students, their primary
guardians or individual students/guardians from the report list. The most common choice
here would be Primary Guardians.
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From® Arbor New School

Custom Report  Pupil Premium List

To E]

Custom Report
Pupil Premium List (Primary Guardians)
Subject Pupil Premium List (Students)
Student
B I U E & & AaronMurphy
Aaron Murphy (Primary Guardians)
Adele Morris
Adele Morris (Primary Guardians)

Combine emails? @

Beth Angel
Midday Sunarvisar

Combine emails? can be used to specify whether you would like one email per recipient
or household.

From* Arbor New School v
Custom Report  Pupil Premium List
To Pupil Premium List (Primary Guardians) v
Combine emails?@ | One email per recipient, regarding all students | E]
R One email per recipient, for each student
Subject B . .
‘One email per recipient, regarding all students L'

I U R % & One email per household, for each student

One email per household, regarding all students

You will also need to enter a Subject.

The text field pre-populates your signature and gives you some basic formatting options.
This is where you type your email.

The Merge Fields drop down allows you to pull in pupil information e.g. their name,
pronouns, DOB, Reg Group, as well as any report fields you chose when creating your
report. This allows you to customise each email as it automatically inputs the fields for
each student.

Once you have composed your email, click Proceed at the bottom to view the list of
recipients and preview individual emails. If you're happy, click Send.

Individual Recipients

Hide columns = Q, Search this tavle w O 9 %
Recipient(s) + | Regarding ~ | Has Email Address? | preview -|
Gavin Edwards Sasha Edwards [} B e
Leo Knight Stephanie Knight [] | o}
Abbie Owen Jamie Owen [] E
William Murphy Saphie Murphy (] E v

Showing @ results

Summary

Total number of recipients 293

Please ensure you align with the GDPR guidelines when sending this email. Make sure that the message content and attachments (if any) are intended for the selected recipients
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Custom reports can also be scheduled to automatically send to specific members of staff or
external users via email. This vastly reduces the amount of time spent by office staff running
reports regularly.

1. From the View Report screen, click Schedule in the top right corner.

.w | Schedule | Share

v

2. Onthe next screen, you will be asked which days you would like the report to run, when
to start from and what time of the day you would like.

« Back Schedule “Pupil Premium List”
Help a
You can schedule your report to run at a particular time on a regular basis. For example you may want to run a report every week on Monday, Wednesday and Friday; or perhaps only once a week on a particular day
of the week. Once run, the report can be automatically shared with colleagues by email or in Arbor.
Run this report every:* & v starting on* @ B at® (0]
When the results are ready: Monday
Tuesday
Notify staff member: ~ Wednesday v
Thursday
Email the report to staff Friday v Email address:
© and also email to Saturday

Sunday

3. You can choose to notify the staff member via Arbor notifications or to email them. Fill in
either the Notify staff member or Email the report to staff member field, or both if you
would prefer both, with the staff members who should receive the report. To add
multiple, click and also email to.. to add another.

4. You can also email to external people via the Email Address field.
5. Enter a subject line and email text then press Schedule.

6. If areport has already been scheduled and you would like to amend or cancel the
schedule, open the report from your All Reports list then click Edit Schedule

send Mail Merge... » | Edit Schedule | | Share

v
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7. Amend as needed or click Delete at the bottom if you'd like to stop the scheduled emails.

« Back

Help

Edit Schedule “Less Than 95% Attendance”

You can schedule your report to run at a particular time on a regular basis. For example you may want to run a report every week on Monday, Wednesday and Friday; or perhaps only once a week on a particular day

of the week. Once run, the report can be automatically shared with colleagues by email or in Arbor.

Run this report every:* @

When the results are ready:

Notify staff member:

Friday v

= Lynda Angel

Email the report to staff member:

© and also email to.

Email subject line*

Email text*

Scheduled Report from Arbor: Less Than 95% Attendance

Av TI~

BIUH@®RS X =

Hi.

startingon®@  4th Jun 2021

v Email address:

DB %

This is an automated message with the results of the Arbor scheduled report export.

Please find attached the Less Than 95% Attendance report that Beth Angel has created and scheduled to be sent to you_

g at' 1430 (o]

lynda.angel@oneitss.org.uk

3
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If you need another member of staff to access or amend your report, you can share it with them
in Arbor. You can also share a report via email and this will send the results to whoever you
specify.

1. From the View Report screen, click Share

rge... ¥ | Schedule | | Share

v

2. Aslide over will appear giving you options to either share in Arbor or via Email.

« Back Share Report

Report Being Shared

¢ Less Than 95% Attendance

Share in Arbor

Sharing a report within Arbor means that another user can see the report in
their list of custom reports.

The person you share this with can only see data they have sufficient
permissions for.

Share report with v

Access @ (8 View
Q Edit

Share by Email

The email with the attached report will be shared from
beth.angel@oneitss.org.uk.

Please note: sharing a report via email will show the recipient the same data
that you can see in the report.

Email Address

© and also email to..

3. Tosharein Arbor, search for the staff member(s) in the Share report with drop down
and click on their names to add to your selection.
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To share results via email, enter their email address. If sending to multiple recipients, click
and also email to.. and enter them one by one. Please be aware that they will be able to
see all data in that report.

Click Share Report to share.
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