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Pre Migration – SIMS to Arbor 

To prepare the School for the possibility of no access to a live MIS, during the migration from Arbor to 

SIMS, for data retention and data checking please import &/or run the following reports.  

Reports 

Those highlighted in green are ESS SIMS standard reports are available in SIMS reporting module.  

This file only needs to be imported once and will include all highlighted in orange.  

Download and unzip reports – save to a convenient location  

In SIMS - Reports / Import / click on Open / Navigate to saved folder 

Those in blue need to be imported and are only required if the Schools Single Central Record is recorded in 

SIMS. 

Focus Report Name Summary Report Use 

Student Registration Groups (dated with 
Columns) 
Registration Groups (dated)  

Reg Groups listing pupils in 
alphabetical order 

Migration data 
checking 

Contact list with main telephone 
number 

Word report: Alphabetical list of pupils 
with contract main telephone number 

Migration data 
checking 

Pupil Contact List: Email & Tel Excel report: listing on roll pupils (at 
date of running), by year Group & Reg 
Group, with contacts, main email & 
telephone, plus primary email & 
telephone 

Migration data 
checking 

Free School Meal Current Report RTF report: listing all pupils with a Free 
School Meal start date. No end date. 

Migration data 
checking 

 Students for Archive Excel report: listing all leavers (based 
on date ranges) with Adno, UPN, ULN 
(Sec only) name, DOB, DOA, DOL, Yr 
Grp on leaving, SEN  

Data retention 

 Pupil Medical conditions & 
Contacts  

Excel report: listing all on roll pupils 
listing their medical conditions, notes 
and main contacts. 

Migration data 
checking 

Staff  SCR-SIMS Ofsted 09/23 w. 
Role/Svc Term  
 

RTF report: two different versions.  
Up to date Single Central Record 

Migration data 
checking 

SCR-SIMS OFSTEDV14 Migration data 
checking 

Current Staff Training Excel report: Listing staff, name, 
training course, Organiser, start date. 

Migration data 
checking 
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Leavers Employment history Excel report: listing leavers, name, 
DOB, Employment start date & leaving 
date 

Data retention 

Staff Contacts and Next of Kin 
(NOK) 

Excel report will list staff with a 
current employment start date, their 
mobile, work email address, listed 
alphabetically, together with their 
Next Of Kin (NOK) contact details. 

Migration data 
checking 

Detentions Detentions Dated 
 

Lists all students allocated detentions 
after a certain date 

Migration data 
checking 

Detention Register between dated List all detentions between dates, 
provides reason for detention and 
attendance register.  

Migration data 
checking 

 

Student Lists 
Reports / Student List / Registration Groups 

Pupils Registration Group List PDF or Excel: Student data 
lists, in Reg & Year Group 
order.  

Migration data 
checking 

 

Registers 

Reports / Attendance / Manual Entry / Print Registration Sheet 

1. Select From w/b to 24th March and To w/b 31st March  

2. Select Group type as Registration Group 

3. Tick ‘Include existing marks’ (you can also tick ‘display attendance codes’) 

4. Click on Search at the top to refresh the data  
5. Click on Select All, under the list of Registration Group names 

6. Click on Print at the top 

7. Click on OK on the ‘Run a Screen Based Report pop up window 

Registers for both weeks will open on a web browser, which  
can be printed.  
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Student List Reports 

1. Select Reports | Student List | Registration Group List, 
this will open the Class dialog. 
 

2. Click lowest year and then Shift and click on the highest 
year, this will highlight all the Year Groups on the left hand 
side, and it will populate the right hand side of the 
window with all Reg Groups. 

3. Click OK. 
 

4. The output of the report is displayed on screen with the 
following columns: 
Full Name, Year Group, Reg Group 

5. Move through different Reg Groups using the green 
arrows. 

 

 

 

 

 

 

 

 

 

6. To add extra data columns use the panel to the right hand side of the screen 

7. Click and Drag the data item to the left hand side of the screen 

8. Each data item will flood fill for all registration groups selected.  

9. Move through different Reg Groups using the green arrows. 



10. Select Print Options  at the top to open the Print Options dialog: 


