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NAVIGATION BASICS

AIM MT Edition is a web-based application. A secure user name and password are
required to log-in and use the system. The user name and password are supplied and
maintained by your District's System Administrator.

To access the AIM MT Edition:
1. Open a web browser
2. Enter the district's URL
3. Enter the user name and password

The Infinite Campus application is divided into three parts, the Campus Toolbar, the
Qutline and the Workspace.

Infinite u;J District Edition ~ Staging Test Site

Cai
Index Search District Announcements

| Mo district annowncements af this time.

Campus Toolbar

Makayla Pederson School Announcements

» Student Information | Mo school announcements at this time
» Census I

: Process Alerts Workspace
» Behavior )
© Heatts Outline Date Range | [to] | Display [4l Processes v | Find

| Detete seiected |

» Attendance
* Scheduling [0 |Process |Name ‘F‘osied DalE|DuE Date
» Fees [ ¢ 3 Records Transfer Transier Released: Baum, Quincie 80 0823/2018
+ Grading & Standards [ ! 3 Records Transfer Transfer Released: Baum, Qu 082372018
» Medicaid [] ! 3 Filter Designer  The State of MT has just published new filter 'Imported Copy of NicCopy of (2) ADA 2015-18 Missin', 0527/2018
» Program Admin
» Ad Hot Reporting

The Campus Toolbar is the area that defines the Year and Calendar. To find a student,
the correct Year and Calendar must be selected. The tools on the far right end of the
toolbar provide quick access to hide or see calendars, to switch between applications or
go to Campus Community, to get or search for help and to log off.

All Calendars

&' Campus Instruction Campus Community
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OUTLINE

The Outline is composed of two tabs: Index and Search.

The Index tab is divided into modules. Modules are groups of similar tools. The
Student Information module, for example, contains tools that help find information about
students (General, Student Locator, Reports). To expand any module, click on the
arrow (») sign. To select a tool, click on the tool name.

Index Search

System Administrator
* Student Information
General
Program Participation
Health
Medicaid
Special Ed

Student Locator

Reports

The Search tab allows the user to search for different types of information in Campus.
The types of searches available to a user depend on the rights given by the System

Administrator. To search, select a search type from the drop-down list and enter search
criteria in the box.

e Search

Student K3
Search Students

Advanced Search

Index Search

State ID

Staff

All People
Course/Section
Course Master
Address
Household
User

Group
Account

Help
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WORKSPACE

The Workspace contains the specific record or tool that is being used.

Index Search

This wizard will walk you through the creation of a new fiter. Fiters can be created using the Query wizard, selection editor or a pass-through SQL Qu)
input to a report.

Candis Standall

Student Information Saved Filter
student 18 year olds? Create New
person Active User Account and Login

Census

Behavior student ALL FRAM Students Filter Type Data Type
student Copy of ADA 2016-17 Days Present = Days Eni
Aftendance student Copy of ALL 21st Century Participants
Query Wizard Student

student Copy of ALL Homeless Students
student Copy of ALL Kindergarteners with N Service Selection Editor Census/Staff
student Copy of ALL LEP - Current LEP students
student Copy of ALL Military Connected Students
student Copy of CTE Missing Post Grad Status or Dat District
student Copy of CTE Post Grad Status

student Copy of FALL Absent on Count Date 201817
student Copy of MPDG Calendars All Students enrolle
student Copy of TW Section 504 2017

= ¢ 'AdHocGrp OPI Fiter Share

Data Expaort # ¢ 'AdHocGrp Pending State Published Fiters

Data Analysis % 2y stete Publshed No file selected.

Baich Queue

Program Admin

Ad Hoc Reportine .
v Ad Hoc Reporting Pass-through SQL Query Course/Section
Filter Designer
Data Viewer

Letter Designer

Import Filter

Letter Builder

Select the Browse button to locate and impoert an ad hoc fiter

User Communication

Assessment

SEARCHING IN CAMPUS

There are two levels of search in Infinite Campus, the basic and advanced search.
BASIC SEARCH

The basic search is used to find a specific data type with limited or open criteria. To use
a basic search, click on the Search tab in the Outline. Select the specific data type and
enter the criteria in the search box (last name, first name). Click Go.

Index Search

Student hd

Gam,s

Advanced Search

Search Results: 1

Wildcard searches can also be combined with a basic search.

The underscore () replaces one character. For example, when searching for
Anderson/Andersen, use the _ to replace the o/e: Anders_n. The search will return
matches for both Anderson and Andersen.
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Index Search

Student hd

Anders_n

Advanced Search

Search Results: 2

06 Andersen, Sydney H#152672526 [01

04 Anderson, Nicole F #705224086 [11/1

The percentage symbol (%) replaces multiple characters. It can be used for all - %
alone, for after — b% returns all names whose last name begins with b, or for between
b%n returns all names that begin with b and end with n. Searching with just a % symbol
(or ho entry) will return all results.

Index Search

Student hd

D%, k%

Advanced Search

Search Results: 3

11 Bancroft, Kirsten B #726771620 [08/11

12 Bouldin, Kymberlee M #610753455 [0¢
12 Brabender, Kyra M #343350190 [03/07

ADVANCED SEARCH

Index Search
Student hd |
b3, k%

Advanced Search

The advanced search combines a variety of data pieces to yield a more specific search
result. To use the advanced search, click on the Search tab in the Outline, then click
Advanced Search.
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In addition to the Student Search filters there is a Saved Filter window which displays
saved searches drawn from the AD Hoc Filter tool and “State Published” reports created
by OPI.

Note: Each AIM user can create their own Ad Hoc filters so the items displayed in the
Saved Filter window will likely vary from one user to another.

The advanced search allows the user to combine a variety of data elements or Ad Hoc
Reports into one search.

‘Saren for 2 record eing tracked In Campus by usihg s2arch fizkds o by selecting 3 Saved FiRer fyou have crested 3 Saved Fifer 2 oo ot sse R te st R
2ot e applled 0 @ Cansus Person Searc)
Yo M saanch schonkwide

Studsnt Szarch Saved Fitter

Last Name {3, Fall Amences
= By swepuniine

First Name

‘Student Numoer
=N

Gk

Bim Date
Gender
StakiD
Person 1D
Locker NuTber
spacial B0
St

Sty
Diszbilky

(A

For example, to search for all ninth-grade students who are male, select 09 from Grade
and M from Gender. Click Search.

To use a saved filter, select the filter from the Saved Filter window. Click Search.

‘Searcn f0r 3 recond being traceed In CIMDUs by UEIng $83rch fleks Or by Selecting @ Saved FIRer I jou Nave crested 3 S3wed FIer and 0o not see R e st
2ot be Zplied 10 3 Cansus Person Ssarcn)
“You M) SEEc Schookwice

studsnt ssarcn Saved Firtsr
Last Name Fall Apsances
First Niame gjl_:ﬁ St Puslisned
Soument Nt 3l ADA - Days Present or Days Enrolled i Null
2l T consertrators
=N [ 1 3l CTE Mising Post Grac Siztus or Date Contacted
Grase El 3 District EdRion - ADA Extract o Upload
B G2 2l EOY - Missing Enoliment End Cate and Sthus
Gender hd 3, Fail Enroliment Reconds Used In Calcuiating ANS
TERE {3 cmeaan Taemme
e 0 ] 2l =P - current LEP studerts
Lotker Number :l 3l wissing F2l Aggregate Sours
tpecisl Ed 3, Wissing Winter Aggregate Hours
stz ] {3, spec E05m=s P2l Count - Losed
Seming v 3l spes E0:5tms Fail Count - Unlocked
— v 2, winter Enroliment Records Uisad in Calculating ANS

L
&
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STUDENT INFORMATION

Student data is contained in three primary locations in Campus: the Summary tab, the
Enrollment tab and the Demographics tab.

SUMMARY TAB

Path: Index/Student Information/General/Summary

The Summary tab contains read-only data about a student. The information included on
the Summary tab includes Name, Gender, Race/Ethnicity, Birthdate, Student Number
(local ID number), and State ID.

Darwin, Charles E
FerzonD
148
Name Nicirame
Da=win,
Chasles E.C.
Zender Fiaoe ERnkRy
Stz RacaEmIkR) ;
— oimite Mo Image Available
Designation:
Race(s) Wnite
HIpENICLAIN. B:N
RacaEmnichy
Ceterminztion:
Eiftn Cate (Age” 16}
01/01/1558
Stugent Numier S0
555100000 847525660
Ferson GUID
SS5PCCA1E-ERd5-4B32-8303-B7005AERIOEZ
‘Comments
- Mo by 1313
HOUEESTHON] = SSCOMHE
[Mame | Reltionsnip Enruliment (grade) Prones) Emall

Path: Index/Student Information/General or Index/Census/People/Enrollments

The Enrollment tab contains information about a student's current and historical
enrollment into a school and/or district. The basic elements of an enroliment record are
the student's Start/End Dates, Start/End Status, Grade Level, and Service Type. These
elements will be outlined in more detail in the next section.

Charles E

Enrollments

Print Enroliment History
Enroliment Editor
EdR | Grade Type Calendar San Dok End Dae
i 1 F 14-15 Granifie High School [Tl T
Start Siatust 02 Continuad anroliment sane schoal, ng dnerryption La
End Siatus:
] ] El 1314 Granifie High School [i=TiEL-ATE] Q531204

Siart Siatus 02 Continued aanoliment same schoal, na inermyption
End Siatus: 100 End of year, retuming fo same school naxt pear

A ] P 12-13 Granike High Schoal 020042012 05512013
Siart Siatus 02 Continued eanoliment same schoal, na inermyption
End Satus- 100 End of pear, refurning i same school next year

] [+ P 11-12 Faillipsburg 7-3 Q052011 0525012
Siart Siatus 02 Continued eanoliment same schoal, na inermyption
End Siatus 110 Fromoiad 50 andthar schaal I the same alsinic!

] a7 P 10-11 Faillipsburg 7-3 02401/2010 05272011
Siart Siatust 04 Transter from public schoal n districh ar state
End Siatus: 100 End af year, retuming do same school naxt pear
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DEMOGRAPHICS TAB

Path: Index/Census/People/Demographics

Darwin, Charles E

Demographics |dentities Households Felationships
Save Cilzte Person Summary Report Demographics Data

Parson Infonmation

PersoniD 45

“Last Name “First Name Miadle Name S

[Darwn | [creres | [ec [ [ ~]

“Eencer “Elrth Dale (Age: 16} Soc Sec Mumber
EH:H:' Mo Image Available
RacalEthnicity (Sdk)

State RaceEenkRy

Federal Deskgration: E¥viiRe

Rase(sk wWikz

HispanicLatina: Moo

RaceTnicRy Determination:

Date Enlered US  Date Enfered US Schoal

Cate Enierad St School

Hiome Primary Language

L

vl

rawmnm
MNido@me
L 1
Commenis

Upload Plciure

- Modifiad by- Adminisiraior, Sysiam 08712014 10:50

The Demographics tab allows a user to correct a misspelled name, incorrect birthdate,
Race/Ethnicity code, or Student Number (local ID).

NOTE: If a student changes their legal name (or it is discovered that the student is

enrolled with a name other than their legal name) use the Identities tab to make those
changes (see page 18).

CREATING ENROLLMENTS

STUDENT LOCATOR METHOD
Path: Index/Student Information/Student Locator

The Student Locator is the preferred method for enrolling new students into AIM MT
Edition. The Student Locator searches the state database for students previously

enrolled in a Montana school district. Using the Student Locator decreases the chances
of creating a duplicate State Student ID.
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Student Locator

Studant Ssarch

Search for 3 studert alneady trackad In Campus using e Miekds provicad. A minimum amount of 333 must e amerad In ander B search. T1
or click on Creste New Student. When dolng a SEN-only seanch, e user must still 00 3 name based search befane ey ane aliowed o onef

First Name

=
mmcee [ |
h-'lclclle\amel:l

S
|

Lzst hame Name s=eiD [zencer [Emome =
[ ]

The student's Last Name, First Name and Gender are required for a search. A student
should always be entered with their legal name. If a student has been previously
enrolled in a Montana school district, but a match is not generated, try commonly used
last names, nicknames, switch first and last names, or vary the gender. If a match is
still not generated, contact the OPI AIM Staff for assistance (1-877-4AIMMT1 or 1-877-
424-6681).

Tips for Success:

-- No periods on Jr and Sr suffixes.

-- If the first name is two names (e.g., Mary Ann) try the combined name as well as the
first name only under first name.

If a match is generated, verify the student's birthdate.
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Hovering over the student's name will show their last enrollment and grade level. If
those match the enrolling student, click on the student's name. From the Student
Information screen use the Direct Method (page 15) to create a new enrollment.

Student Locator I

Student Ssarch

Seanch for 3 student lneady tracked In Campus using Te fiekds proviced. A minkmum amount of data must be entered In arder to seanch. The user must
oF lkck on CraEns Mew SI0S Wen 00ing @ SEN-0nly SEENCh, T Uer must £ 00 @ Name DISR0 SESTTh Detone ey ane Jllowed 1D creste 3 new perl

L5t Nama Name ) Cender | Birin Cafe %
v :

Gender -p_l w

T I:I__I Locally Enru:IIEJcI Student, sh;rtcut to t|:EiI' local FECCFF|E

S Last Enrolled: (08/29/2013-) in grade 07Cascade Public
[ ] Schools13-14 Cascade 7-8

e |:|-|:|—|:| Guardian Mames:
e E—

| Create New Student > |

If the student has not been previously enrolled in a Montana school district, click Create
New Student. A message will pop up, warning the user that this process will create a
new State Student ID. Click OK.

Student Locator

Stugent ssarch

Search fr 3 Sudent 3inEsdy racked N CIMIUS LSing e Neits provicsd. A minimu Smount of dEtE MUst e erRened In Oroer 10 SEErch. TRE USST must emer e St 1D
o ik on Cresie MNew Siudent. VWhen dolng 2 SSN-only search, he user must s1ll do @ name Desed saarch befone ey ane allowed 10 crezsiz 3 new persan

LestName [ Erammury Name StERID [Gencer [Bmoae [
e Homm——
e

omo [ 1
Mmem:l

s )]
=8 |

Message from webpage

"-.I WARNIMG: This process will create a new State ID for the student in the
¥ MT state system.

This should OMLY be used if the student has MEVER been enrclled in
MT. Continue?

0K ] [ Cancel
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Person Info: Enter the Student Number (local ID) — optional. If this is a new student,
the State ID will populate when the record is saved.

Swemhumeer s |

St D Peoarg |

Generaie Number

2. ldentity Info: Enter the required information (marked with a red asterisk (*)).

dent
“Lask Name “First Mame Miladie Name

“I= e Incivicial from one or more of hese races T
(cneck all Bt apply)

[ American ndizn ar Alsska hatke

[ astan

[ stack or Africzn American

[ niztie Hawallan or Ofher Paciic istander
[#]vwmne

RacaEimikcR; Delermination

S |

St
[premury | [ray | | | [ ~]
e B ate Sag Sac Numoar
[z ] [11aaze] ]
Racs/Ethnity

“I= he Inchacuzd Hi SFEF L ainG T

Ho Imaga Available

3. Enrollment Detail: Enter the student's Start Date, Start Status and Grade.

“CalercEr “Schedule “=rae Class Fank Exclude
[ 14-15 Granke Hign Senool | [ i e | e O
“Stant Cate MoSnow End Cae End Actin “Senvice Typs
N = T R e —c
-5 SELE Ena S
[ 6 Tranaser from an out af seate sonoal w| o |
Drapodt FResson
| vl
Stan Comments End Comments

4. Click Save to enroll the student. The Student Records Transfer wizard will appear.
Click Submit Request. Records from the sending district will be automatically
requested (this feature does not replace an official records transfer request from the
district — only information contained in the sending district's database will be sent).
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Student Records Transfer |

Request a Records Release
Thiz iz a Records Release containing the student information, the reguesting district/uzer and the releazing district/uzer.

Student: Enroliment Type: Primary

Lazt Name Chezney Firzt Name Kenny Middle Name

BGender il Birthdate 05/09/2004 SSN

Grade 0z School 11-12 Cascade School 2 Start Date 0&31/2011

Requesting District & User

District 0230 Cascade Public Schools Name System Administrator Username admin1
Request Date  08M7/2011 Work Phone Email
Commentz

[ Submit Request

DIRECT ENTRY METHOD
Path: Index/Student Information/General

Students who were previously enrolled in a school of the district can be enrolled in the
next year by opening the enrollment record from the previous year and using it to create
an enrollment in the following year.

After pulling up a student’s General Information screen (Search tab, enter last name,
click Go), click the Enrollments tab. Change the Year to 14-15 and select a school.
Click New. Enter the 14-15 Start Date, Start Status, Grade Level and Comments (if
applicable). Click Save. If the student is transferring in from another district in the state
of Montana, a records request will have to be initiated (see page 21).

RACE/ETHNICITY

Path: Index/Census/People/Demographics

Districts should encourage parents of students new to the district to provide accurate
information on students’ race and ethnicity. Parents also need to be made aware they
have the right to refuse to answer the race and ethnicity questions, but a third party
observer will then designate the student's race and ethnicity.

1. To enter or edit race and ethnicity information, locate the student's demographic

information (Index/Census/People/Demographics). Next to the Race/Ethnicity
section, click Edit.
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Kaye, Danny D

G DOB: 06/04/19598 Gender: M

Demographics |dentities Households Relstionships Enrollment:
Save Delete Person Summary Report Dermographics Dats

PersoniD F=7g

“Last Name “First Name Middie Name B

[kare | [ | o= [L_v]

“Cender “Birth Cale (Age: 18) 30C Sec Numiner

No Image Availabl

RecaiEtnmigtty (=47) 0 Imaga Avallable

Sl RacaERrig el

Federal Cesl SNathe Hawallan or Ofer Paciic kstander

Raca(sk Natike Hawallan or Ofer Paciic lskander

HilspanicLatino Mg

FacaTinikcRy Defermination:

2. Enter the appropriate Ethnicity and Race information. Both questions are required
and multiple Races may be selected.

Kaye, Danny D

Demegraphics Identitizs

Parson InTonmation
PersoniD T

“last Name “First Name Middle Hame Suffix
[ae o= ] =]
“Eencer “Blrih Dabe (Age- 18) 5oz Sec Numiber

Mo Image Available
RacwEthnicity g
“Is thie Incluiduzl HispanicLating?

“i5 the Indivicual from one or more of these races?
{icheck all fat apply)

] American ingizn or Atzska Name

[ astan

[ &tck or Atrican American

[ nastive Hawaltan or Over Paclc istander
[ weme

RaceEnikchy Detenmination
*

3. The Race/Ethnicity Determination field is optional. It may be used to track how a
student's Race/Ethnicity was determined.

ENROLLMENT START AND END DATES
Path: Index/Student Information/General/Enrollments

The student's Start and End Dates are a reflection of the actual dates that a student
attends a school. The Start Date is the student's first day of attendance (not necessarily
the enrollment date). A student may enroll prior to the first day of enrollment. The End
Date is the student's last day of attendance (not the date the records request is
received). A student may leave a district for a period of time before a records request
(or other natification that the students has exited) is received. Once the notification is

received, the Student's End Date should be changed to reflect the last day of
attendance.
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Kaye, Danny
Grade: 11 #736191463 DOB: 08/05/1998 Gender: M

District Employment District Assignments FS Deposit School Choice
Credentials Cwerrides Fees 1D History Schedule
Demographics Identities Households Relationships Enrollments

E Print Enroliment History B New E New Enroliment History

Enroliment Editor

Edit | Grade |Type | Calendar | Start Date | End Date
G‘ 1z P 18-17 Washington High School 08/28/2016
Starf Status: 02 Confinved enroliment zame =chool, no inferruption ~
End Sfafus:
G‘ 11 P Washington High School 2018 A 0ef0z/2015 06/03/2016
Starf Statuz: 04 Transfer from public echool in dizinct or siate
End Sfafus: 100 End of year, refuming fo same zchool next year
[ il [l Linl Dl Tl T - T T . 1 Ooagiandn

ENROLLMENT START AND END STATUS CODES
Path: Index/Student Information/General/Enroliments

The student's Start and End Status codes are a reflection of where the student came
from and where the student is going. For State reporting purposes, it is important that
these codes be as accurate as possible.

See Appendix A for definitions of Enroliment Start Status codes.
See Appendix B for definitions of Enrollment End Status codes.

I Kaye, Danny D

Grade: 11 #359100008 DOB: 08/04/1556 Gender: M

Credit Summany Aszessment Behavior Graduation AdHor Letters Records Transfer
Summany Enraliments Schedule Attendance Flags Grades Transcript
n Save u Delate E Print Enrcliment Histony H New E New Enrcliment Histony

Edi |[Grade  |Type | Calendar End Dae

E} 1z P 14-15 Granife High School

1314 Granke High School

kil

£} 10 P 12-13 Granike High School JadEMz 5312013 (W]
5 ] P 11-12 Granife High School Q2062011 Q5312012

2 Ganeral Enroliment Information
Cakndar

Schedule (read anly) Class Rank Exclude

13-14 Granits High School |
“Start Dale MoShow  End Date “Zenice Type
— | | [ 7 Primary w|

01 First time receiing educational senices
12: Caminued enralimen 5ame schoal, 1a Imermuption [ 34 Urknerwn |

O3 Re-entry io Te same schoal afier windrawal Dropout Resson

O4: Tramsfer from public schoal in district or state n =

35 Tramsfer from public schl under MCLS schl cholce | ™ vl
End Comments

06- Tramsfer fram an oul of state school
OF: Transder fram a3 school from out of e countny
08 Transfer fram a priate schaol wilhin he stale
08 Transder fram home school wilin he stale

10 Tramsder from 3 MT state-funded school

Mizd Calendar
L~
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) 10t Promaded B0 anather schac in Be same district
SUMMany Enrollments Schedule Attendance b Trarster io 3 publlc school In e same distrid
30 Trarester b publlc schl under NCLB sonl chalos
Save Celete Print Enroliment Histony A0 Traresder io punlic sl in anofer disiricl in MT

50 Transter o @ MT stsie-funded school

50 Transter io @ private school In e siale

T Transter io @ home school In e siste

50 Transter o @ schoal out of sizie

90 TIranster out of e SOy

10 hadical =2 or treztment, eligiole i retum

O Enrailled In 3 freign exchange program

30 Ennglied In 30 early dmisskons college program
A1 WWInGrawn, Under 3ge for compulsory schoal 38 [ |
50 Eqpelied, Sliginie 0 retum

Edi [Grade | Type | Calendar

ooz P 14-15 Granhe High Senool
P 13-14 Granie High School
I F 12-13 Granke High Schoo
P 11-12 Granie High School

=

MaSira IOV AT O T

Cakendar Schedule (read anly) nkrown (Qrades BX-5)
- La s

13-14 Granits High senool 5 (Dropoed o, suinseguent ne-ennaliment
2t Dabe Mo Show  End Daie O 'WEndrew for personal or academic ressons

—— . I Exncasded age reguinsment st by distric policy
0NE201 1 OE312014 I 3 ) !

e U Femouad or Expelied, WRnUT aption & rstum

“EtET EELE

30 'WiEndrew o ennoll In non-diploma progiram

| 02: Continued enrallment same 5cn0ol, i IMermuption v |

Graduated
Compieted sonoal wiln ofner credentials
00 Student died

10 Shudent ks permanently Incapackated

SERVICE TYPE
Path: Index/Student Information/General/Enrollments

The Service Type is a partial indicator of a student's enroliment status. There are three
choices for Service Type:

1. P: Primary — the Primary Service Type indicates that the student is primarily
enrolled in this school or district for educational services.

2. S: Partial — the Partial Service Type indicates that the student is enrolled
primarily at another school or district, but receives some educational services
from this school or district. (e.g., a home school student who takes a math class
at the local high school or an 8" grade student with a primary enrollment at the
middle school but taking a math class at the high school).

3. N: Special Ed Services — the Special Ed Services Service Type indicates that
the only services a student receives from the school or district is Special
Education services. This Service Type applies to students who receive their
educational services from another type of school (e.g., home school or private
school), but comes to the school or district for Special Education services. This
Service Type applies most often to Pre-Kindergarten students who receive
Special Education services (including speech).

A student may have a Primary enroliment at one school and a Secondary or Special Ed

enrollment in another. However, a student can never have two primary enroliments with
overlapping dates.
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In this example a student has a Primary enrollment in the eighth grade at the middle

school and is also taking an advanced class at the high school. The enroliment at the
high school has a Service Type of S: Partial and is listed as a ninth grade enroliment
(because this high school does not include the eighth grade level).

Knievel, Evel

= nT WO YT T 7 o
it LD VU A =0T,

Credit Swummarny
5

Asssssment Behawvior Gradust AdHoc Letbe: R
LISy Enrollments Schedule Attendsnce Flags Grades Tra
Print Enrcliment Histony MNew Mew Enroliment History
Enroliment Edibor 1
EdR | Grade Calendar Eiarl Cate End Cale
3' ® ] 14-15 Granke High Schodl oRITE4
Sart Siatust 82 gontinued snralinet same schoal oo liermuption Alends makartly of day at 7-§ schaal
End Sialus
3' a5 P 14-15 Phillkpshurg 7-3 08014
Sart SEus 42 gontinued samiineat same Schodl 00 Miermunion
End Siatus —

In this example a student is enrolled in a home school and is taking a speech class at
the local high school. Because the student is receiving only Special Ed services from

the public school his Service Type is N: Special Ed. A note has been added to the
student’s Start Comments explaining the situation.

C Beha Gradu AdHoc Letter Reco
Summany Enrollments Schedule Attendance Flags Grades Tra
Print Enroliment Histony: Mew Mew Enroliment Histony
EdR | Grade Calendar Sari Dae End Caie
Kt i) N 14-15 Granke High School e e B
Sart Siatus 00 Transkr fom hame school within the siaie h sarvicas aaly
Eng Salus

LEGAL NAMES/NAME CHANGES

Path: Index/Census/People/ldentities

The AIM system is designed so that each student has only one State Student ID that
stays with a student from the first enroliment into public school through graduation from
high school. To prevent duplication, it is highly recommended that legal names are

used in AIM. The AIM system allows multiple identities to be attached to a single State
Student ID, to accommodate necessary legal name changes.
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Mo Image Available

Simple corrections of typographic errors in the student's name or changes to the
student’s birthdate, race/ethnicity, and gender should be made on the Demographics
tab.

However, if a student’s legal name changed or if the student was entered with a name
that is not the legal name, create a new identity on the Identities tab.

On the Identities tab, click New. Change the student's name. Click Save. The student’s
records will be attached to this name with a historical tie to the previous name.

RECORDS TRANSFER

The Records Transfer tool in the AIM MT Edition is used mainly to facilitate the transfer
of Special Education records. The Records Transfer tool can also be used to reconcile
enrollment overlaps and provide student transfer information such as LEP data.

When a student that is new to the district is enrolled using the Student Locator, the
Records Transfer Wizard opens automatically to generate a request immediately. If a
student is enrolled using the direct entry method, the administrator must manually
generate a Records Transfer request. The next sections explain how to enter a manual
Records Transfer request and view the status of all requests.

PROCESS INBOX

The Process Inbox allows a user to view the status of each Records Transfer request
made through AIM.

The Process Inbox is located on the user's main page. To access the Process Inbox,

click on the user's name on the Index tab. Use the pull-down menu to select Records
Transfer. Click Find Messages.
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District Motices

School Notices

All Processes
Assessment Push Down
Process Inbox Combine Person Merge
Filter Designer

Date Rangs |to | Display

User Security
| Delete Selected Messages | Viertical | nteroperability

] | !||:| Process |\a'r|a |=~:-5'.a:| Ciate | Dwe Otz
O % Reconts Transter Transter Ermor Hudstle Theodars 100966005 CaTE01L

[ ' % meconss Transter Transter Relessed Knkeel, Svel 413330061 osHYE0NL

[ ! % rmeconts Transter Transter Relased: Zomg, Jim 399621145 05HI2014
—_—

The list shows the current status of all records transfer requests. Click a message to

open the record and view details. Details look like this:
Student Records Transfer

Rsoords Falsaes
Thiks |5 a Reconds Relkeasse confaining e student Infonmation, e reguesiing districiiuser and he relkessing districliuser.

Stwdsnt: Enrofimant Typs: Primary

L=t Wame Zanmo Firsi Name  Jim Kilddle Mame

Zemder A Birmdate AT F2000 o

Eraoe i3] Scnool 12-13 Cascade Sonodl  Stan DEne 242013

Requssting District & Usar

D=tk 250 Cascade Punlic Sonoals Mame Syshemn Admminsaranar LUsemame SUPEDO
Feguest Date 05122014 sark Fmomne Emall

Comments

Mions.

Rsdsasing District & Lisar

D=tk D556 Phillipsoung K-12 Schoals ame Fyshen Admminisiranor Usemame SOt
Felease Date 0611972014 ok Fmome Emaill
CoETEmnETRs
Nons.
RECORDS TRANSFER TAB

Path: Search/Student/(enter student name and click Go)/Records Transfer

On the enrollment record for a particular student, the Records Transfer tab contains

information about all pending and completed transfer requests.
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menemosme nate  sme | mesargomna | meesngosna

8132014 eguest Cascade Public Schoals

Records Transtsr Huxtabls, Vanessa £

Thiks ks 3 Records Releasa containing e shudent information, e requesiing disirictiusar and e releasing districiiusar.
Studant: Enroliment Typs: Primary
LasiName  Hudanke First Name Vanessa Miadke Name
Gender F Birhdsie 07242002 EBN
Grage ar Sonoal 14-15Cas020e 78 S@nbae 052302014
Requesting District & Usar
Disarkt 02E0 Cascade Punli Schooks Mame System Adminlsrsior Usemame  suppant
Feguesi Date 08132014 'Wark Phone Emall
Commens
RNona.
Status: Viraiting for formsr district to relsess racords.

The Transfers section shows the Request Date, the student's name, Status, Requesting
District and Releasing District. Open the record by clicking on the student's name. The
detail screen is shown below.

To manually request records from a student’s former district, click New State Transfer
Request.

NOTE: When a student who has never been enrolled in the district is entered using the
Student Locator, this step is not necessary as a records request will be sent
automatically (see page 14). If the student was previously enrolled in the district at any
time, the screen will not automatically produce a records request, so it must be
manually entered.

PROCESSING REQUESTS

Transfer into a District - Entering a Records Transfer Request

If the student is enrolled using the direct entry method - OR - if the student was entered
using the Student Locator but was previously enrolled in the district at some time in the
past, the district must manually enter a records request.

To enter a manual records request, enter the Year and School. From the Search tab,

enter the student’s last name and click Go. The student’s enroliment record opens. Click
the Records Transfer tab and click New State Transfer Request.
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Banks, Tyra
Grade: 08 DOB: 05M3/1958 Gender: F

Summany Enroliments

Schedule Attendance Flags Grades Transcript
Credit Summany Assessment Behavior Gradustion AdHoc Letters Records Transfer
Lill-New State Transfer Request
r
Date | Name Stlus Riequesting District Rekasing District

s Tl fol I0 request Me Telase of 3 HaSTr Sldents Teconds. The Sallowing Ibrmation will D2 Sent 10 e student's Tormer
district and My will b ghen e opportuniy 10 Telesse Melr r2cands. Only 3n a0t student Mskch can ek a rekesse, 50 R 3
go0d 1043 1o call e diSirict i confimn Bks S8udent was enrolled Mane and 10 et IS Know B0 SXpact 3 Mekass requast.

Stugsnt: Enrolimsant Typs: Primary

LasiMName Eanks First Name Tyra Middie Name

Gener F Bimaze 05131935 =

Grade 08 Sehool 14-15Cascade 78 SanDale 03252014
Requasting District & Ussr

District 0230 Cascate Punll Sonools Name System Administrainr LSEmEme  Sunpon
Feguest Cale 08132014 ‘Work Phone Emall

Comments

Click Submit Request to initiate a transfer request. The status of a request can be
verified on the Process Inbox or in the Records Transfer tab of the student's record.

AIM processes the request and gathers records from the previous school district. Once
the record has been processed by the former district, a "Transfer Released" message
will appear in the Process Inbox or on the student's Records Transfer tab.

District Announcements

MNo distnct announcements af this ime

School Announcements

Mo school announcements af this ime
Process Alerts
Cate Range| |to| | Display [All Processes ~|| Find Messages

| Delete Selected Messages |

|:| |f||:| |Prucess |Nan1e |Puste|:| Da.ne||:lue Date
|:| L] g_,;! Records Transfer [ Transfer Released: Allen, Kylar 871274344 ] 101122017
|:| g_,;! Diata Certification The State of MT published Data Certification Types pDzTEmT
O %_,;’ Diata Certification pai1izmT
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Click on the Transfer Released link. A list of available Transfer Documents and Data
Imports will be listed below the transfer information.

Transfer Documents are PDF records that can be printed and added to a student's
paper file.

Data Imports are wizards that import data directly into the district's AIM MT Edition
database.

To open a document or activate a wizard, click on the link. Items that are not available
for import or download will be listed in strikethrough text.

Student Records Transfer

Records Reloacs
Triks ks 3 Racords Release conEining Me student Infanmation, e reguesting districtivser and e releasing disink|

Records Transter Knlswvsl, Evel £
Studsnt: Enrolimsnt Typs: Primary
LasiName Eniael First Name  Ewel Kkadie Name
Eender M Bifhdale 090092005 55N
Grade 1] Sachoal 13-14 Cascade High School SariCatle 011372014
Requasting District & Uisar
District 0250 C2ecate Public Scnooks Name Sysiem AdminiEtratar Usemame  suppan
Fegues! Cae 11132014 'Wark Fhione Emall
Comments
Nana.
Relsasing District & Ussr
Ditsirict 0556 Phillipsoung K-12 Schools Mame Syztem Admintstraior Usemame  support
Felkease Date 011372014 WWark Phone Emall
Comments
Nonz.
Status: Records relssssd.
Transfer Documents Data imports
5 T == B

= & PP
E‘De‘:s;s Contact Summary '55 R ,#
5. el 5 EzesiatEs Rumbatin ﬁ’z-.mum-r. Hilgtory Impon Wizard

Szt sty S = Demmests ?Aﬁessmt i
L ewesde Sae © memnlzEtion kmport ,'-.h:.ard
Healn Condilon mpart Wizand

&Am'ﬂa'r:e FHTIEIT & P Se—— ¥-eah Soresning knport Wizard
= et Summary = + i
ésewblm'n'nar,- 5 eEnsenanes S T Semmtemestm Domements Spar
Srem Condition Summary (S 3 Epesist B Bitentien port iz

Healn Soreening Summary 3 Epesi Ed Domsmeste Spert Vi
Sezzm TPz SLTETETY 3 Persmpart e

To import a student's enrollment history, click the Data Import called Enrollment History
Import Wizard. The Wizard will display the student's enrollment history in the releasing
district. Click Save to import the data. The enrollment history record will now display in
the new district's database.
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Transfer out of District

When a student transfers out of the district, a transfer message will be generated by the
new district when they enroll the student. (Using the Student Locator, the message was
generated automatically; using the direct entry method, the district must have entered a
transfer request manually.)

The message "Request for you to release:" will appear in the Process Inbox (or click on
the student's Records Transfer tab). Click on the underlined link to open the request.

Process Inbox

Date Range to Display | All Processes w Find Messages

[ Delete Selected Messages ]

[F |!|D ‘Prccess |Name |Pcsled Date‘Due Date

[0 %5 Records Transfer 0872011

[ * % Records Transfer | DE/0S/2011

O * %5 Records Transfer 0&01/2011

There are three options on the Student Records Transfer.

1. Release records — an acknowledgement that this student has left the district and
enrolled into the receiving district. The records in the database will transfer to the
new school.

2. Reject Request — this should only be used if the student has not actually left the
district or if there is a legal reason to withhold the records. In the case of
common names, the new district may have accidently enrolled the wrong
student. Please call the receiving district or the OPI AIM Staff to resolve the
overlap.

3. Ignore Request — this should never be used. If there is not time to process the
request, click on another module or tool in the application and come back to it
later. The request may contain important information that the receiving district
needs for the student.

END DATES AND OVERLAPS

The Records Transfer tool can aid in reconciling enrollment overlaps. When a student
transfers to a new district, the transfer request shows the student’'s Start Date in the new
district. If there is an overlap in enroliment, the Records Transfer request will appear
with a warning.
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Student Records Transfer I

Release or Reject a Request for Transfer Records
An external district is requesting the release of your districts records of a student. The request has come in through the Infinite Records Exchangs and so the stude
your district. The student has been enrolled in the new district, so please help to prevent incorrect data or enrolment overlaps

Infinite Campus verifies that the requesting district is whom they say they ars, and that the user making the request has been authenticated and authorized to make tH
below. You may accept or reject this request, but you are encouraged to call the requesting district to verify the user's identity.

Records Transfer Church, Eric #

Student: Enrollment Type: Primary
Last Hame  Church First Name  Eric Middle Name
Gender M Birthdate  07/24/2002 SEN

Grade 04 School 11-12 Cascade School deSlas-Dai

[ Overlap Edit (08/21/2011-06/30/2012) 11-12 Philipsburg School Grade: 04

Requesting District & User

District 0280 Cascade Public Schools Name System Administrator Username  admini
Reqguest Date 08/01/2011 ‘Work Phone Email
Comments

Mone.

Releasing District & User

District 0556 Philipsburg K-12 Schools Name System Administrator Username  admini
Release Date 08/17/2011 Work Phone Email
Comments

Click Edit to return to the Enrollments tab and correct the error. Once the enroliment
overlap has been fixed, return to the Process Inbox or Records Transfer tab and
complete the records transfer.

The End Date for a student should always be the last date the student was in
attendance at a school, not the date the records request is received. If a student leaves
without notice a school may carry the student according to district policy. Once the
student has been located (either receives a Records Transfer request in AlM, a records
request from the receiving district, notice from OPI, the parent or another reliable
source), enter the End Date as of the last day of actual attendance (if the district has
already ended the student's enrollment according to district policy, the End Date may
need to be changed to reflect the student's last day of actual attendance).

DATA VERIFICATION

Using the appropriate data verification tools ensures that the data entered is accurate.
Inaccurate data can result in missed financial payments, missing assessment labels
and/or incorrect AYP calculations. AIM data is used for public reporting of school
information and in making policy decisions at the state and federal levels. The data is
also posted on the OPI GEMS website.
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STUDENT INFORMATION REPORTS
Path: Index/Student Information/Reports

Student Enroliment Status

This repont lists students' enraliment starvend ststus and mailling sddress. The default calendar year is the current selected calendar.

Which students would you like to include in the report? Which calendar(s) would you like to include in the report?

&in All Students| ) active yesr
O st by schoal
®) list by year
d Hog Filter e 1817
16-17 Adams Middle Sehool A
Add From E 16-17 Jefierson Elem School
5 = 16-17 Washington High School
ate To 2 15-18
crom - Adams Middle School 2016 A
Enroliment Drop L Jeffersen Elem Schoel 2016 A
Date: To g Wisshington High School 2018 A
14415

Adsms Middle School 2015 A
Jefferson Elem School 2015 A
Washington High Sehool 2015 A

Display Options:

StartDate (V] End Date

1314
Adams Middle School 2014 A “
) Jefferson Elem School 2014 A
H ld you like th rt sorted? =
e \Washington High School 2014 A
i ) tudent Number CTRL-olick or SHIFT-oliok fo select multiple

Which enreliment ststus would you like to include in the repart?

Start Status End Status

01:First time receiving ecucations! services A [100:End of year, returning to ssme school next year
02:Continued enrolimant same school, no interruption

|

02:Re-entry to the seme school sfter withdrawsl
04:Transter from public school in distriot or state 120:Transfer to @ public school in the same distriot
08:Transter from public schl under NCLB schl choice 130:Transfer to public sehl under NCLS sch choice:

Transfer from an out of state schagl 140:Transfer o public sehl in another district in MT
07 Transfer from = school from out of the country 145:Military Connected: Transfer to public school in another district in MT
08:Transfer from = private school within the state V| |150:Transfer to 8 MT stste-funded school v
08:Transfer from home school within the state ary Connected: Transfer to & school out of the country

[ Printin HTML format

Generate Report

Enrollment Status

The Student Enrollment Status report is a student level report that can filter by Year,

Grade, Start/End Date and/or Start/End Status. Select the criteria and click Generate
Report.

Enroliment Summary Report

This repart will list & breakdown of enroliments grouped by school, grade. gender and race/ethnicity. The regort can be
generated using Federsl Rece/Ethnicity designstions or Stste Race/Ethnicity values. If your stete has many different

values for Race/Ethnicity. the Tall report format is recommendad. Students with enroliments flagged as "Mo Show” sre not
included in this report.

Iment Effective Data*

Which schools would you like to include in the report?

Schoals.

‘Adams Middle School
Jefierson Elem School
Washington High School

Which Race/Ethnicity values would you like to use?

Federal Race/Ethnicity Values

) State Race/Ethnicity Values

How would you like to format the report?

Original Format: Race/Ethnicities across the top and Grade Levels vertieslly

) Tall Format: Grade Levels across the top and Rece/Ethnicities vertically

What types of enrollments would you like to include in the repart?
M F-Primary
M s:paria
M hgpecisi Ed Services

Report Options:

[ obssrve Stste Exclude (Do not includs enroliments marked ss state sxciuds)
L1 only print Rece/Ethnicitias in which there is st least one student with that value
L] Prntin HTML format
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Enrollment Summary Report

The Enrollment Summary Report is an aggregate report that shows the number of
students by grade, gender and ethnicity as of a specified date. The reporting options on

this re:ort are more limited.

graphic and enroliment

in th a his report can be run
preferable to selact grade e il natrow th reporing population by th crite

Enrollment Effective Date* [08/17/2018 |7

Grade(s) Which calendars would you like to include in the report?
- 1 Elem School
Ad Hoc Filter 18-17 Washington High Schoal

Wizt types of enrollments would you ke to include in the rport? At
lesst one must be selacted

[ Peprimary CTRL~click or SHIFT-click to select multiple
(A s:parial
[ N:Special Ed Services

[ Observe State Exciude (Do not include enoliments marked as
state exclude)

‘Which Rt

Which enrollment status would you like to include in the report?

Enrollment Summary Details Report

The Enrollment Summary Details Report is a detailed version of the Enrollment
Summary Report that offers much more filtering options to choose from.

AD HOC REPORTS
Path: Index/Ad Hoc Reporting/Filter Designer

Ad Hoc reports are custom reports that are built by the user or the State and are used to
verify/view data. A variety of filter options can be added to narrow down the search
criteria. And a variety of formats are available for printing or sorting.

Refer to the following guides for further instruction on Ad Hoc Reporting:

AD Hoc Reporting

NOTE: To view a list of useful reports that were prepared and saved for district use by
the OPI, expand the +State Published list in the Saved Filters box.

State Published Ad Hoc Reports
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http://opi.mt.gov/Portals/182/Page%20Files/AIM/2%20AIM%20USER%20GUIDES/User%20Guides%20by%20Topic/Ad%20Hoc%20Reporting/AdHocReporting.pdf
http://opi.mt.gov/Portals/182/Page%20Files/AIM/2%20AIM%20USER%20GUIDES/User%20Guides%20by%20Topic/Ad%20Hoc%20Reporting/AdHocReporting.pdf
http://opi.mt.gov/Portals/182/Page%20Files/AIM/2%20AIM%20USER%20GUIDES/User%20Guides%20by%20Topic/Ad%20Hoc%20Reporting/State%20Published%20Ad%20Hoc%20Reports.pdf

MT EXTRACTS
Path: Index/MT State Reporting/MT Extracts

Use MT Extracts to verify a specific type of data that has been entered into the MT
Edition of AIM. From Index, expand MT State Reporting and select MT Extracts.
Choose the Extract Type, the Format and the Year(s)/School(s). Click Generate
Extract. The extract will open in a new window in the format selected.

This tool will extract data to complete several formats of the MT Stete-defined reporting formats. Choose the State Format
to get the file im the state defined tab seperated file format, otherwise choose one of the testing/debugging formats.

Select Calendars

Extract Options
Which calendan{s} weould you like to include in the report?
Extract Type | Enrcliments W ®) active year
Format | CEY Vl —
. list by schoal
st by year

Generate Extract
15-16

Adams Middle School 2016 A
Jefferson Elem School 2018 A

Washington High School 2018 A

ADDITIONAL RESOURCES

The AIM website contains numerous guidance documents.

P.0. Box 202501 = Helena, MT 59620-2501 - 888-231-9393 = 406-444-3085 Calendar
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AlM-Achievement in Montana
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Achievement in Montana (AIM) is the OP| state-wide student information system. This system allows
school disricts to submit required student informatien electronically. AIM provides the CPI, the State of
Montana, federal entities, and the education community timely and accurate data about the progress of

our students, schools, scheol districts and the state.

AIM Questions? Contact the 0P AIM Help Desk 1-877-424-6681

M Email List

ves

1T (to be used for secure transfer of student data files)
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http://opi.mt.gov/Leadership/Data-Reporting/AIM-Achievement-in-Montana/AIM-User-Guides

OPI AIM HELPDESK

General AIM questions,
collections, data
elements, functionality

Special Ed Module

AlM Help Desk

e 1-877-424-6681

e 406-444-3800

e emall
opiaimhelp@mt.gov

Candi Standall —
AIM Student Records
Specialist

Jennifer Straw —
AIM Student Records
Specialist

Andy Boehm —
Graduate and Dropout Data
Specialist

Eric Meredith —
LEP Data Speciallst

Technical assistance with
functionality
e Mary Graff -
406-444-0685
e Anne Rainey -
406-444-4430

Policy questions regarding
completion of forms, contact
one of the School Improvement
Compliance Monitors

e Dale Kimmet -
406-444-0742

e Danni McCarthy -
406-444-0452

e Marla Swanby -
406-444-0044

e Jenifer Cline -
406-444-4426
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