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Help Sheet: Teachers 

How do I add an OTJ? 

There are two ways to add an OTJ: 

Individual student entry: 

Select the Aronga Whakatau tab then select All Students in the left panel. To begin searching for 

the student use the search box. Alternatively you can browse for the student by selecting the different 

years/groups along the left. 

 

Once you have the student’s details, click on the Whakaurua button to the right of their name. 
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You will now be able to view all strands for this student, including any existing OTJs. From here you 

can choose to either manually enter the OTJ, or simply select the level for a particular strand on its 

related slide bar. You can also enter an OTJ for multiple strands for this student at the same time. 

 

Multiple OTJ entry: 

To enter an OTJ for a group of students, select the group you want to edit from the left panel then 

click on Taki whakauru mō tēnei rōpū. 
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From here you can enter the OTJ for the selected strand for all students at the same time by using the 

slide bars. 

 

What are Groups for? 

You can use the Groups tab to add students into class, year level, or subject groupings. The 

advantage of this is you can then quickly bring up a list of specific students for adding OTJs. You can 

also then run reports just for specific groups of students. You can assign students to a group while 

creating the group, or by selecting an existing group then clicking Edit. 
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How do I create a report? 

Reports are used in a variety of ways for two main target audiences: 

1. Data created using the student name and personal details are used to create reports for 

students, whanau, school leaders and the Board of Trustees. These reports will help you in 

assessing learner needs and planning next step learning. 

2. Data created with the student name and personal details omitted are used to create reports 

for external use, i.e. to the Ministry of Education. 

To prepare data for reporting purposes, select the Pūrongo tab. From here you can view either the 

Kura or the Ākonga analysis using the sub tabs. 
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You are able to quickly and easily select the information you need to show by using the Pou drop 

down box. Once you have prepared the report you can save the graph as a pdf, export the data as a 

csv file, or print the entire strand summary. 
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