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Introduction




The ARR system provides a relatively flexible system that schools can adapt to suit
their own needs.
Teachers may enter marks and grades, which can be output as a PDF file or viewed
directly within the Gateway by parents and students.
There is no correct way of using the system; it is up to schools how they use it.

Reports


The system produces two types of reports:

Online


Staff, parents and students may be given access to the system and view reports
directly on the Gateway website. Depending on how the school decides to use the
system the online report could be changing constantly and would allow parents to
follow student progress.



It would be most suitable for formative assessment.
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PDF


The PDF report is a more formal report appropriate for summative assessment,
although there is no reason why it should not be identical to the online report.

Components of a report


It is important to understand the terminology used in the ARR module.
Subject

Objectives

Topic

Criteria
Grades
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Markbook



We have seen the sort of output parents may see; now we will look at how the data
gets into the system. Not surprisingly, teachers need to enter grades and
comments.
When a teacher selects one of their classes they will see their class in spreadsheet
form, which we will refer to as class view.

Select class

Topic
View last
year’s mark
book

Criteria
Objectives

Grades






It is important to appreciate that the terms topic, criteria and objective are arbitrary
and you can use them however you want.
If you click on a student’s name you will see more details and be able to select
grades from drop down boxes.

Notice the tick box at the bottom labelled topic complete. Unless this box is checked
then the assessment will not be visible in the online nor the PDF report.
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My classes


When a teacher selects ARR – Markbook they will see a list of the classes they teach
under the tab, my classes.



Click on open Markbook to see the list of topics for that class.



Click on a topic to open the markbook. Once opened you can select different topics
should you need to.

Other classes



There is a tab for other classes that will allow you to view assessments by other
teachers. Depending on the roles you have been given you may also be able to edit
other teachers’ assessments.
When you click on other classes you will see a list of all subjects in the school.



Click on view to see more information about the selected subject.
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Across the top you will see a list of all the classes for the selected subject.
Down the side you can see a list of all the topics.
The numbers in red show the number of students whose reports have not been
completed.
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Class view


This is the spreadsheet view of the class, which allows you to view all the students.

Column description
 If you check the box labelled column description and then click on any column in the
spreadsheet you will see a description of the column.



You could achieve the same by clicking on a column heading.



You will also see options to copy and paste data. It should be noted that as
browsers update themselves frequently the copy and paste features are now
unlikely to work and you should make use of the import and export features
explained below.

Show photo
 In the left hand column you see the names of all the students. You can also show
the students’ photos which will make each row taller, and therefore show more
data.
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Show and hide columns
 To the right of the names and before you see the marks the teacher enters you will
see a number of columns that may or may not contain data, depending on how the
school has set up the system.

Hide and show
columns





If the school has set the system to calculate grades automatically these columns
refer to:
o SOA – subject overall attitude
o SOG – subject overall grade
o TOG – topic overall grade
Click on the white arrows at the top of the columns to hide or show data.

Assessment data
 You will see a section labelled assessment data.



This shows selected data from standardised tests, such as PIPS and MidYIS. The data
shown can be configured by the school and can be different for each subject.
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Demographic data
 You can access demographic information about a student by clicking on the pencil
icon.
Demographic
data

Topic complete
 This is particularly important. Until this box is checked students and parents will not
be able to see the report.

Check all

Topic
complete

Student input
 If your assessment is set up to include student assessment you need to check the
open topic for student assessment box before they can enter their comments.

Traffic lights
 Traffic lights enable staff to add a note about a student. You can choose red, yellow,
green and purple.



Click on the circle to the left of the student’s name to open up a dialogue box.
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If a red light is set the message will be sent to selected pastoral staff, e.g. form tutor,
head of year, head of house….

Change topic
 Select a different topic by using the drop down box next to topic.

Change class
 Select a different topic by using the drop down box next to current class.

Previous year’s reports
 Use the school year drop down to view reports from previous years.
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Import data from spreadsheet




To import data from a spreadsheet into the Gateway it is essential that the
spreadsheet is in the correct format and contains the correct data.
The easiest way to do that is to start by exporting from the Gateway.
With the markbook in class (spreadsheet) view click on import.



Then click on download markbook.





A spreadsheet will be downloaded with all the columns you need and will include
the current data.
Put the data you wish to import into the appropriate cells and save the file.
Go back to the Gateway and click on choose file. This will pop up the file dialogue.
Find your file, click on open




Then click on submit.
This will upload the file and preview a summary page.
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Items that have not been changed will be shown in black, items that have been
changed and are valid show in green and invalid items will show in red.
You can choose to import as is and amend any invalidate items in the Gateway or
make changes in the spreadsheet and resubmit it.
If you choose to save the changes you will see a message warning you that invalid
data will not be saved but valid data will be saved.
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Prefill



Often grades and comments for a class may be similar, e.g. most students may be
awarded a grade 3, with a few being above or below this.
Prefill allows you to fill in grades with values and then edit the exceptions.




Click on prefill.
A panel will popup showing all the criteria to be assessed in the selected topic. (Click
on the grey bars to expand.




Enter values you wish to prefill.
You can choose to insert these values either into blank cells only or to overwrite all
existing data.



Check the option you require then click on save markbook. This will insert the
values and save the marbook.
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Student view


If you click on a student’s name on the left hand side you will be taken to the
student view which will show more detail of the assessment.

Preview
 You may wish to see what parents will see when they view the report. At the top of
the assessment you will see some options.
 If the teacher has not entered grades or comments then nothing will be displayed
for that topic.
Online report

o

Notice the colour coding to differentiate sections that may have been entered
by different people.

PDF report
o

When you choose this option you will shown a list of active printing
templates from which you need to choose one.
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Subject setup
Introduction



In order for teachers to be able to enter
The assessment system is divided into:
o Subjects
 Topics
 Criteria
o Objectives

Subjects
 Subjects are likely to be on the lines of:
o English
o Mathematics
o Mandarin
o Physical Education
o Music
o Units of Inquiry
Topics
 Topics are what will be assessed in each subject. This could be something like:
o Project on soil erosion Sai Kung
o Or something less specific such as Reading.
Criteria
 These are the aspects of the topic you will assess, e.g.
o Research, communication
o Can identify a 2D shape.
Objectives
 Objectives could be marks or grades but, In most cases, will be in the form of a
rubric, e.g.
o Beginning
o Consolidating
o Meets expectations
o Exceeds expectations
NB
It is important to realise that the terms topics, criteria and objectives are arbitrary. You
are free to interpret them as you wish.
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Subject setup process
Select a subject
 Go to ARR – Subject setup.
 If you are a head of department you will see a list of subjects for which you are
head. Administrators and assessment managers will see all subjects, other users will
see nothing.
Search box

Filters
 There are drop down boxes at the top to allow you to filter the list of subjects to
reduce its size.
 On the right is a search box. Enter all or part of a subject name or code to filter the
list.
Links
 On the right you will see two links, edit and export.
o Export will send all details of the subject setup to a CSV file.
o Edit will allow the user to go to the subject and enter or edit topic details.
Click on edit.
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Topics


At the top of the page you will see:




You can select a different subject from the drop down box.
Further down the page you will see details of any topics you have created.

Topic order
 On the left is a list of topics for the subject in the order in which they will appear in
the report. These may be dragged using the handle on the left to change the order.

Drag
handles



The order is saved automatically when you do this.
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Create and edit topics
Create new topic




Edit or delete topic

The first topic is selected and on the right you see details of the topic.
Click on edit.

Description
 A brief description of the topic which can be displayed on reports if required.
 You cannot leave this blank but you can put in a space if you do not wish to enter
anything.
Term
 This allows you to show only topics for a particular term or to create a report which
only contains topic for a particular term.
 Even if you do not wish to assign a topic to a term you must enter something.
Overall grade considered
 Topics may be graded and the grades from the topics may go towards calculating an
overall grade for the subject. If you do not wish to do this then do not tick the box.
Grading method
 This may be an average of the numeric values awarded to the student or the total of
the numeric values can be used in a lookup table to find the grade. More about this
later.
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Criteria


For each topic, criteria need to be created to provide something for the teachers to
assess. Here is an example.



In the diagram above you will see three criteria have been defined. It is possible to
put a number of criteria together to work as one block and we shall see how to do
that later.
Notice that the positive attitude to learning is labelled as whole school. If you want
something to appear in every assessment in every subject you can create whole
school criteria.
To create new criteria click on new, to edit existing criteria click on edit.




or



This will open up the criteria edit page.
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All criteria need to have a name. In the case above the school has put in a descriptor
as the name.
Criteria may be copied to other topics, subjects and years. Under the criteria name
box you will see a list of other subject codes that are using the same criterion. In
this case, 03CN.
You may save the criteria as new or original.
o As new means that when you save the criteria details they will be unique.
o Original means that any changes you make then all subjects and topics using
these criteria will see the same changes.

Objectives



Criteria are made up of one or more objectives.
Objectives need a full name and a short name. The short name is displayed at the
top of markbook columns when data is displayed as a spreadsheet.



You can then select the objective type.



And who should fill it in.
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Rubrics
o

Fill in as many options as you wish. Blank options will not be shown.

You can add more objectives by clicking on the + sign




And change the order by using the move arrows.
Notice that you can set up one rubric for objective 1 and have it copied to all
objectives. This is particularly useful if you use Likert scales (tick boxes), e.g.
Very good

Good

Not so good

Really not so
good

Reading
Riting
Rithmetic



You will see how to use Likert scales later.
When you have entered all the criteria and objectives scroll to the bottom of the
screen and click on save and back to return to the previous screen.
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Copy criteria




When creating a new topic you may wish to use the same criteria, or similar, to
another topic that has already been up. This could be in the same subject or a
different one.
Instead of having to create the criteria again you can copy the criteria from the other
topic.
Underneath the criteria heading, click on add from topic. This will allow you to copy
from the



Click on the topic drop down list to see the criteria.



As before you can choose to use the original version in which case any changes you
make will be reflected in all subjects that use the same criteria or you can make a
copy so that you can make changes without affecting any other topics.
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Grades



If you wish to, the Gateway ARR system can calculate grades for individual topics or
for a set of topics.
A topic may have one or more criteria. Some or all of these can be included in
calculating the grade.




To do this tick the box in the grade considered column.
But you also need to edit the topic to set overall grade considered and to select the
grading method.



Average of rubric will, as it suggests, calculate the average of grades assigned to the
topic.
Total of rubric allows you to create a lookup table so that you can find the total mark
and match it to a grade.
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Overall grade
 You may calculate grades for a number of topics and then want to calculate an
overall grade for the subject. When you were deciding the grading method you will
have noticed a check box for overall grade considered. This allows you to award a
grade for a topic but not include it in the calculation of the overall grade should you
wish.

BTEC
o

There is a grading method labelled BTec but only people teaching BTec have
any idea how that works so no need to worry about it!

Report setup



At this point the teachers will be able to enter assessments for students. However,
you also need to decide which topics and criteria will appear on which reports.
Click on the report setup tab.





On the right there is a section for the PDF report and a section for the online report.
Tick the items you wish to appear in each.
For the PDF you must select the PDF report template you wish to use.
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Display method
 You will see a number of drop down boxes where you can select:
o Full set of rubric
o Selected rubric
o Likert scale
 Notice the section marked report display method. Under the diagrams is a link to
show all display methods.




This shows what you should expect to see on a report if you select each of the three
methods in the drop down boxes.
Notice the check box that says wide left column. This is useful if you have text to
show in the left hand column which may wrap to many lines.
Very good

Good

Not so good

Really not so
good

Reading
Riting
Rithmetic


Wide left column.
VG

G

NSG

RNG

Reading aloud from Grimms Fairy Tales
Writing about a day in the life of Tubby the Tuba
Other things
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Quick topic setup



You may wish to push the same topic into a number of subjects. Select quick topic
setup.
In the right hand column, tick all the subjects into which you wish to push the topic.





Click on create a new topic….
The standard topic setup panel appears.
When you save the same topic will appear in all the subjects you selected.

Quick open topic setup




Later we will look at the markbook and you will see the relevance of this section.
You can open assessments up so that students and parents can make comments.
This can be done within a subject when you need to go to each topic separately or
you can use quick open topic setup.
You can select individual classes or, if you leave the class drop down box empty, all
classes in the year group.
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Levels



A level is an arbitrary label the school may use to group subjects into categories, e.g.
year 7, GCSE, IB, PYP, etc.
By creating levels you can customise each level, for example, you may want all PYP
topics to have a teacher comment. This can be set up under whole school criteria
and applied to the PYP level.

Creating levels
o Choose criteria and objective setup then click on level.

o
o

Choose ARR – Criteria and objective setup.
Click on the level tab to see the levels that have been setup.

o

There is a set of predefined, default levels you can use but you can create
any number of new ones or edit or delete existing ones.

Level mapping
o Click on the level mapping tab.
o You can choose to view a particular year group or subject using the drop
down boxes at the top.
o On the right you will see drop down boxes allowing you to assign a level.

o

At the top is a button marked assign default level. This will set all subjects to
the preset default level for that year group, e.g. KS3 for years 7-9.
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Whole school criteria







Whole school criteria are criteria assigned to a level, as described in the previous
section.
Any criteria assigned to the level will appear in all topics that have been assigned to
that level.
Click on the whole school tab and you will see any criteria that have been setup and
the levels for which they have been created.

You may create any number of criteria in exactly the same way as you created
subject criteria.
When you assign a level to whole school criteria the criteria will appear in every
topic created in that level.
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Traffic light setup






Some schools like to use the traffic light system for highlighting particularly good or
bad aspects of student work or behaviour.
Teachers can set a traffic light and, depending on how it has been setup, this can
send a message to selected staff.

You can force certain behaviour, for example, if someone sets a red traffic light then
they must write a comment.
You can decide who receives messages and who can see the traffic lights.
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Pastoral Markbook


This section is for form tutors (roll group tutors). If required it can be setup like a
subject with specific things for the tutor to report on. This is done through pastoral
report setup.





Once you have setup your pastoral report go to ARR – pastoral markbook.
If you were a form tutor you would see your own class.
To see other classes go to other roll group and choose a class. You will see a
spreadsheet similar to the one when working with subject reports.



However, this time when you click on a student’s name you will see the full list of
the subjects that they take, below which will be their pastoral report.
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On the right you can see the standard assessment data. Scroll to the right to see
more.
Click on a traffic light to see details of why it has been set.
Scroll down and click on show to see the student’s attendance record.

Scroll back up and click on the name of a subject to see the student’s full report for
that subject.
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Use the drop down box at the top to select other subjects.
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Assessment data



This refers to external assessments, such as PIPS and MidYIS. You can select items
from any tests that have been entered onto the system for your school to show in
the markbook.
Select ARR - markbook – assessment data selection



Select a year group



You can select a specific subject or apply the same settings to all subjects.



Although you have selected one year to apply the settings to you can apply the same
settings to other years should you wish.



To select the items you wish to display click on add more data. You can do this
many times so you can add multiple rows at one time.



Select the assessment and the data you require from the assessment.
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If you wish you can choose to show these items when the pastoral teacher views
data in the pastoral mark book.



So in this example we have chosen to show INCAS and PIPS data for the subject year
1.



And the markbook now shows those two columns in the assessment data section:
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ARR Reports


This section gives access to a number of things related to complete reports.



Among other things it will allow you to
o find a class or student directly
o manage access to reports
o design report layouts
o create PDF reports
o

Settings


Before parents can see reports written by teachers a number of steps need to be
taken:
o Make sure subject is set to show in online reports (subject setup)
o Make sure the topic is set to show in online reports (subject setup)
o Make sure the topic complete check box has been checked.
o AND
o Go to ARR Report – Settings.




Click on the appropriate tab to select PDF reports or online reports.
You will see all the available reports listed. You can check boxes to allow access to
the various users.
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Check complete











As mentioned earlier teachers’ marks and comments cannot be viewed by others
until they have checked the topic complete box. If they forget to do this then
nothing will show on the report.
To save administrators having to go through all topics to check if they have been
marked as complete click on the check complete button.

This will show a list of all classes with topics that are included in the selected report
that have students that have not been marked complete.
o It will only check items included on the selected report.
o The number in red indicates the number of students who have not been
ticked.
o The icon in the data contain empty column indicates that there are students
with one or more items of data missing.
Where no data has been entered for a student even if the topic is marked as
complete nothing should appear on the report so it is safe to
If you wish you can click on view markbook to see the offending class. (Hold shift to
open this in a new tab)

In this case it is likely that the two students have moved to another class and that
the class lists have not been updated.
Tick subjects where you wish to mark all students as complete, scroll to the bottom
of the incomplete list and click on the mark selected topic(s) as complete.
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Roll group








This allows you to view all the online reports for a class.
To make use of this it will be necessary to check the ARR settings page as described
above.
Click on the roll group tab then select a roll group. You will see a list of the students.

From this screen you can select:
o The previous year’s reports
o A different roll group
o Students who have left the class (show left students)
o An individual student
Notice the drop down box on the right which defaults to staff. You can select parent
or student to see what they would see should they login to view online reprts.

History
 On the right you will see a link, view PDF history. This will show you when parents
have logged in to access PDF reports.

View
 Back to the previous page. On the right you will see view. Click on view to see
information for an individual student.
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From this screen you can select:
o Previous year’s reports
o A different student
o Classes the student has attended but has since left.
o You can see dates that parents have accessed the report (assuming your
school gives parents access through the Gateway)
Click on view on the right hand side to see information about an individual subject.

Notice the legend. Schools may allow teachers, parents and students to make
comments. If that is the case the comments will appear in the colours shown in the
legend.
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Subject class
This will allow you to find a class for a specified subject.




Select a subject
You will then see all the classes for the selected subject



Click on the name of the class to see the class list and the subjects taken. If you use
the automatic grading feature of the Gateway it will show grades under the subject
name.



Click on view to see more details about a particular student.
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Search student name



Enter all or part of a student’s name then press enter or click on go.
You will see a list of all students matching what you have entered.



Choose the student you want and click on view.
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Template




In order to create PDF reports you need to create a template. You can make as
many templates as you like using the Gateway’s template builder.
This is quite a complex tool but once you understand it you will see it is also very
powerful.
Templates are copied forward to the next school year so you do not have to set
them up again, unless you wish to. Note that templates are copied. Any changes
you make to a template in one year will not affect the template in the previous year.

Create/edit report


Select ARR report and click on the template tab



You will see a list of templates.
o To create a new, blank template
 Click on new template.
o To make a copy of an existing template
 Click on copy template.

o

 Select the template you wish to copy and give it a name.
To edit an existing template click on edit.

Default values


At the top of the page you will see a section where you can enter default values for
the template, such as page size, font, etc., year groups and terms.
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Sections



You will see that the page is split into header, footer and content.
Click on edit in the header section and a panel will open up with an editor.



There are some settings at the top, e.g. header height, whether it should be on the
first page or not, etc.
The editor is a simple word processor which creates HTML code.
To view the code click on source. You can edit the HTML but it only supports a
limited set of HTML and CSS.
You can put in some data automatically using the auto-generated information drop
down box.








Select an item from the box, position your cursor where you want it to appear then
click on insert.
The chosen item will appear in square brackets on the page.



You can format these items as you would format any text.
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Images








Click on the image icon. You can insert images that have been uploaded to the
server. If the image you want is not on the server yet you can upload it yourself.
Try inserting other items then click submit when you have finished.

You have not yet saved the page. Scroll to the bottom and click on submit.
When you have finished making changes click on submit. NB these changes have
not been saved yet!!!
You can set up the footer in the same way.
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Page content
Text
 In the data content section you will see an add link. Click on it.



You will see a list of items that you can create.



If you choose text you will see something like this. Click on edit and you will see an
editor just like the one you used for the header and footer.

Subject result
 Add another section, this time we will select subject result.
 You will see that the options on the right are slightly different now, with three
options from which to choose.



Click on edit. This allows you to select which subjects to include in this section of
the report. (You may select multiple year groups and save them with one click)



Here we have created one subject result section and included multiple subjects from
years 1 and 2.
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When creating a report for a student the system will check which subjects and
classes the student takes and ignore all subjects and classes which the student does
not take. That way you can select all subjects without worrying that they are not
relevant to a particular student.

Settings


Click on settings.



This dialogue allows you to set fonts, colours, borders and the width of the first
column. At the top right you can see the changes you make reflected on the page.
Hint: if you wish to hide the left column do not set the width to 0, set it to
something like 0.1 or 0.2.
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Test the template




Click on the PDF report tab.
Choose the template you have just created.
Choose an appropriate student, e.g. if your template was for year 1 make sure you
choose a year 1 student.



Click on print and a pdf file will be created that may look something like this.

Cross subject report





This allows a single table to be produced with a list of subjects and a list of grades.
One of the objects you can add to template is a cross-subject report.
Add a cross subject report. You will find you can change the settings but nothing
else. If you try to print nothing happens. This has to be setup elsewhere.
Go to subject setup.



At the top you will see a tab that says Cross Subject Report Setup. Click on this.






Select your template.
Add some subjects.
For each subject choose a topic and criteria (not a comment).
Click on print preview to see what you have created.
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When you are happy with the results click on save then do a
test print to see what happens.
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Proof reading




The proof reading section allows designated proof readers to:
o Check reports
o Make minor changes directly
o Comment on teachers’ comments
And teachers
o Can see if they need to make amendments to reports

Assign role



You need to assign the proof reader role to those who need it.
NB the role is a general one, you cannot assign proof readers to specific subjects,
year groups or classes.

Proof read
Role
 Select ARR – markbook.
 If the user has been assigned the proof reader role they will see an extra tab.




Click on the proof read tab.
You will see a list of active report templates. Select the one you want to check and
click on proof read.



You will see a list of all classes relevant to the selected report template.
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For each class you can see the:
o Class teacher
o The proof read status
o Whether the teacher has responded to any suggestions made by the proof
reader.
o In the example above, the last row shows that the 28 of the 30 students in
the class have been checked and the teacher has responded to all
suggestions made by the proof reader.

Proof read process
 Click on view to go to the selected class.
 Select a student. You will be able to see all subjects for this student.
 You can choose to show the whole report, including grades, or just the comments.




Only reports that have been marked as complete will be visible to the proof reader.
There are two options available to the proof reader.
o Edit directly
 Use this option if you just want to make a minor change, such as
insert a missing full stop.
o Copy to edit
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Use this for suggesting bigger changes or to make a remark about
the comment.

Edit directly
o Select this option and then edit the comment. The teacher will not be aware of any
changes that you make.

Copy to edit
 When you select this option the comment is copied to a separate box.





You can edit the text in the box and/or highlight text.
You can also add a remark to suggest how the comment could be improved.
When this is saved the whole section will be highlighted in yellow.




At this stage you can remove the suggested changes or go back and edit them again.
You can then move onto the next subject for this student.
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Mark as read
 Once you have finished checking the student go to the bottom of the page and click
on mark proof read and next.



This is essential to provide information regarding the number of students that have
been checked.

Teacher response
 When the teacher logs in and selects markbook they will see if they need to respond
to the proof reader as a small pencil icon will appear next to open markbook.



Click on open markbook to see all subjects. Further icons will indicate which
subjects have items for attention.




Select a subject which has the icon next to it.
This will take you to the markbook. Students who require attention will be
highlighted in yellow.
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Select one of the highlighted students.
The teacher has two options:
o Accept the change
 Select this and the existing comment will be overwritten by the
proof reader’s suggestion.
o Dismiss the change
 The proof reader’s suggestion will be removed but the teacher may
still edit the comment in response to the suggestion.

o
o

After any change the teacher will need to click on save at the bottom of the
page to keep the changes. The highlighting will disappear.
If there are more assessments to check there will be indication at the top of
the screen to show there are more proof read items.

Proof reader follow up
 If the proof reader goes back to the proof reading page after the teacher has made
changes they will see comments that have been responded to will be shown in
green.



When all changes for a particular student have been dealt with their name will be
highlighted in green in the class list.
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Archive






Archiving allows the school to create PDF reports and save them. The archived
reports may then be accessed by staff and parents through the student
demographics section. This means that the PDF report may be accessed directly
without having to generate the report each time.
The process of generating multiple PDF files, e.g. a class set, uses a lot of server
resources. Because of this batch processing will be not be carried out immediately
and will be put into a queue to run over night.
You also need to be sure that the reports are complete before you archive them to
ensure accuracy.
The process of generating the archived files is the same as generating reports.

Generate archive


Go to ARR - ARR report - Archive




Select the report(s) you wish to generate.
Click on archive.

Access archive



Go to admin – student demographics
Select the student
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Click on view details.




Click on ARR report.
You will then see the list of archived reports.
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