October 2021

In Montana
(AIM)
New User Guide

THE AIM SYSTEM IS DESIGNED TO
COLLECT DEMOGRAPHIC, ENROLLMENT,
PROGRAM PARTICIPATION, AND
ASSESSMENT DATA FOR EACH STUDENT.
THE PROGRAM ALSO TRACKS SPECIAL
EDUCATION STUDENTS |[EP DATA AND
ALL STUDENTS” MOVEMENT FROM
SCHOOL TO SCHOOL AND DISTRICT TO
DISTRICT WITHIN MONTANA. IT ALLOWS
FOR TIMELY REPORTING AND DATA
ACCURACY THROUGH STANDARDIZED
REPORTING CAPABILITIES. THIS SYSTEM
ALLOWS SCHOOL DISTRICTS TO SUBMIT
THE REQUIRED STUDENT INFORMATION
ELECTRONICALLY. THE AIM SYSTEM
PROVIDES THE OPI, THE STATE OF
MONTANA, FEDERAL ENTITIES, AND THE
EDUCATION COMMUNITY TIMELY AND
ACCURATE DATA ABOUT THE PROGRESS
OF OUR STUDENTS, SCHOOLS, SCHOOL
DISTRICTS AND THE STATE.

AIM CONTACT INFORMATION

TOLL FREE - 877-424-6681
406-444-3800 0OR

Submit an AIM Help Desk Ticket

Achievement In Montana (AIM)

New User Guide
AIM User Guide

This guide is designed to help new AIM users understand the basics
of navigating Infinite Campus. It includes primary topics such as how
to search within Infinite Campus, how to locate student enrollment
and demographics information, creating enrollments, starting and
end dating enrollments, records transfers, and how to run ad hoc
reports.

The OPI AIM website contains numerous additional guides which are
organized by data collection schedules and by topic. It also includes
a helpful AIM data dictionary as well as commonly used importing
templates for data collections. There is also an email subscription
wizard which we recommend all AIM users subscribe to in order to
receive important information on OPl AIM announcements and
updates.

NOTE: Please be sure to update our District AIM Contact Form
whenever there is a staff change which affects how the OPI AIM
staff communicates with your school/district on AIM data and
collections. It is important to keep this information as accurate and
up to date as possible.
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http://opi.mt.gov/Leadership/Data-Reporting/AIM-Achievement-in-Montana
http://opi.mt.gov/Leadership/Data-Reporting/AIM-Achievement-in-Montana/District-AIM-Contact-Update
https://opiservicedesk.opi.mt.gov/help/servicedesk/customer/portal/7/user/login?nosaml&destination=portal/7
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OPI AIM Website

All new users of the AIM/Infinite Campus student information system should spend some time becoming familiar with
the various resources available on the OPI AIM Website. It is also recommended that this webpage is bookmarked and
revisited frequently. The homepage of the OPI AIM

Website includes the AIM Support Staff contact R ——— 000

. . . ﬂﬁ

information, the AIM Annual Collection Schedule, a £ Search.

subscription link to receive the AIM Unit emails, an 5, F gFamilies& j= i = Re-opening
ST Students Educators Leadership Contact Schools

AIM Contacts Form for districts to fill out, and

additional pertinent information which may assist AIM
users in navigating their AIM data reporting AIM- Achieverment In Montana
throughout the school year.

Achievement In Montana (AIM) is the OPI state-wide student information system. This system allows school districts to submit
required student information electronically. AIM provides the OPI, the state of Montana, federal entities, and the education
/ community, timely and accurate data about the progress of our students, schoals, school districts, and the state.

There are also a series of tabs which are links to

important additional resources:
(Click on the blue headings below to be directed to those
webpages.)

INFINITE CAMPUS UPDATE AlM POLICY REFERENCES
SCHEDULE & REFERENCES

AIM User Guides: This tab will direct users to the j""@ﬁs P S o 000
collections of all of the AIM User Guides which are organized by wﬁ Brmiess i Lgad%ism; VCO?M Reopening
User Guides By Collection Schedule and User Guides By Topic. A.Mu;,eu;des

There is also a link to the Definition Appendixes. Please check —
this webpage frequently to ensure you are using the most L

current version of an AIM User Guide. —

Return to AIM Home Page

AIM Upload Templates: This tab will direct users to the
templates which are required for student data uploads. These
are for users who have a third-party student information

system and must upload their data into AIM/Infinite Campus. et e st S et vt b e oo

Required Templates:

AIM Upload Templates

® Student Demographic Template

AIM General Information: This tab provides a description for * Student Enrolment Template
the flow of AIM Data from Districts to the State. Additional Templates By Collection:

Fall Enrollment Count Template
Program Participation Template

AlIM Data Dictionary: This tab provides helpful information = Sping Exolment Count sempiate

.. . .. . Career and Technical Education (CTE) Template
pertaining to AIM student reporting data definitions. Entering student Test windows (Tw) Enrellment Coun Template
data into AIM/Infinite Campus requires some understanding of unique

End of Year (EQY) Attendance Totals Template
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http://opi.mt.gov/Leadership/Data-Reporting/AIM-Achievement-in-Montana
https://opi.mt.gov/Portals/182/Page%20Files/AIM/1%20AIM%20MAIN%20PAGE/AIMCollectionSchedule.pdf?ver=2021-07-26-112211-450
http://opi.mt.gov/Leadership/Data-Reporting/AIM-Achievement-in-Montana/District-AIM-Contact-Update
http://opi.mt.gov/Leadership/Data-Reporting/AIM-Achievement-in-Montana/AIM-User-Guides
http://opi.mt.gov/Leadership/Data-Reporting/AIM-Achievement-in-Montana/AIM-User-Guides#9282610259-code-definition-appendixes
http://opi.mt.gov/Leadership/Data-Reporting/AIM-Achievement-in-Montana/AIM-Upload-Templates
http://opi.mt.gov/Leadership/Data-Reporting/AIM-Achievement-in-Montana/AIM-General-Info
http://opi.mt.gov/Leadership/Data-Reporting/AIM-Achievement-in-Montana/AIM-Data-Dictionary

terms relative to specific data collections. This tool allows users to look up a term with which they are unfamiliar and
locate definitions. It is organized alphabetically.

Infinite Campus Update Schedule & References: This tab provides information regarding updates that are
done to the AIM/Infinite Campus system throughout the year. Viewing these dates allows users to plan accordingly
when there are planned outages. There is also helpful link listed pertaining to notes on update packages.

AIM Webinars: This tab provides users with access to all the AIM Unit’s recorded webinars. For each AIM data
collection there are typically two webinars hosted so
districts can walk through the collection processes and
ask any questions they may have. The webinar is then
posted here for later viewing. There is also a Webinar

Schedule provided so that districts can plan for e’ BTRES ibtors Leadshp  covtact Lol
upcoming webinars.

BLIC 1y
o“?“ "’f)% PUTTING MONTANA STUDENTS FIRST o 0 @

Search..

50 OFFi,
% NOW?

AIM Webinars
These webinars are tailored to help districts navigate the AIM user guides and various data collections which occur throughout the year.
. NOTE: Webinar dates may be subject to change. Please be aware that these webinars are recorded to allow them to be viewed at a later time. To help minimize
AI M P I R f . . f . background noise and disruptions, we ask that district staff set all microphones to be muted unless speaking or asking a question.
() Icv ererences: ThIS tab prOVIdeS IInkS AIM Webinar Schedule AIM Recorded Webinars
H H H 2020-2021 School Year ) Manage
to many of the Administrative Rules of Montana

T, 2
(ARM) and Montana Code Annotated (MCA) "“”““"”" s

Fall EL Assessment ation 8/12/20-10/18/20 Wed. &/5/20 & Th. 8/6/20 > AIM 201820 =

definitions which pertain to the OPI AIM Unit’s e e T s

collection of student data. wmwm S
Fall Envaliment Count/MAEFAIRS 1045201023/ Wed. 9130208 Th 10/3/20

AIM Additional Resources: This tab provides
addition links to important sites such as the MAEFAIRS website and TEAMS website.

What is Infinite Campus:

The state of Montana Office of Public Instruction (OPI) adopted the Infinite Campus software application as its
statewide student information system (SIS). The OPI calls the state level SIS ‘Achievement In Montana’ (AIM).
The name of the company who owns the Infinite Campus software is also called Infinite Campus.

The ’State Edition’ of Infinite Campus is used by the OPI staff and contains the state-reported student data
from all Montana districts. Access is strictly controlled and monitored.

The ‘District Edition’ of Infinite Campus is used by a majority of Montana districts as their complete local SIS.
District Edition users have access to all Infinite Campus tools, functions, features, programs, community
support and direct Infinite Campus support.

The ‘Montana Edition’ of Infinite Campus is provided to certain districts at no cost so that these schools who
don’t use Infinite Campus as their local SIS can submit their data up to the State Edition of Infinite Campus for
state reporting. Users of Montana Edition have fewer tools available to them in Infinite Campus since it is
provided to them at no cost. This also limits their access to customer support at Infinite Campus. Districts
wishing to have access to all features and full customer support should contact the AIM Unit at the OPI for
information on how to make Infinite Campus their complete SIS.

The ‘Montana Edition — Valued Added’ is typically used by small districts as their main local student
information system. Districts use it to maintain their basic set of enrollment, demographic, programs and
special education IEP data. The ‘value added’ feature of this edition also allows districts to maintain students’
daily attendance and marks data. Campus Instruction, which is the teacher portal, is not available to Value
Added users. These users also do not have access to customer support through Infinite Campus. Districts
wishing to have access to all features and full customer support should contact the AIM Unit at the OPI for
information on how to make Infinite Campus their complete SIS.

October 2021 AIM New User Guide


http://opi.mt.gov/Leadership/Data-Reporting/AIM-Achievement-in-Montana/Infinite-Campus-Update-Schedule-Technical-References
http://opi.mt.gov/Leadership/Data-Reporting/AIM-Achievement-in-Montana/AIM-Webinars
http://opi.mt.gov/Leadership/Data-Reporting/AIM-Achievement-in-Montana/AIM-Policy-References
http://opi.mt.gov/Leadership/Data-Reporting/AIM-Achievement-in-Montana/AIM-Additional-Resources

Infinite Campus Community (for District Edition users)

Infinite Campus offers their own portal with helpful

informational tools such Infinite Campus instructions, how- .- - = —-—
to-videos, and forums for Infinite Campus users. Campus
community is accessible by signing into your Infinite Campus ' ﬂ
site and navigating to the Community icon in the upper
right-hand corner. & Community
Once you are signed into Campus Community, you will land
on the News homepage where additional links for the
Forums and the Knowledge Base product tool can be found.
The Knowledge Base

tool allows users to

search for guides or —

Forums  Kn Base  Support Search Compus Communiy  Campus Passport  Help
videos on specific - \

Company News Cases
Campus tools or e i p—
Customer
d I Comyet-Free Meal Checkout Jon. 29, 2620 )
modules. Egucation s Fiool Beivioe Bippaat ekl Tochnucl Gonlekts Die 101 russt ot lorosl ook conci e 208y Upcoming Events
Panner Q@ for the upcoming 2020-2021 school year due to COVID-19, Infinite Campus would like to remind you
Support of a few optidgs that your district may opt to utilize: Barcode scanner serving and Campus' Student Number as PIN Jul 13-24
functionality. Mastenng Campus Oniine Webinar
Technology Read More
. . . FPRTRY
By clicking on . T o e e i
Archive To Support and Technic\Contacts. If your district has the premium product Online Registration Standard o Online " "
. 2020 Regstration Prime, Infinite Sampus highly recommends updating to the latest version, Campus 2024 5, which Jui 21-23
Kn OWI edge Ba se, yo u includes a security patch updie in OLR Version 5.3.9. OLR Updates are part of Campus Version Updates, o this Mastering the Campus Database Il Oniine Webinar
> 2019 patch cannot be applied separatdy. You can confirm which OLR Version your districtis on by going to Census > Aog 10-21
Wi I I be ta ke n to t h e > 2018 Online Registration > OLR Set Up N\OLR System Settings. We appreciate your immediate attention to this issue Mastering Campus Onfine Webinar
Campus Cloud and Campus Cloud CIQice Maintenance Saturday, July 25, 2020 9AM to 2PM CDT Jun. 20, 300

242 MDY

We will be performing routine network maiXenance for Gampus Cloud and Campus Cloud Choice customers on

Knowledge Base
search engine. Here,
you can search for
specific articles.

Infinite Campus Knowledge Base

You can select from topics on the left side of the o

screen as well, such as Release Information, S
which will bring you to another screen to search T
for specific release information. - = p—

Release Information ea

Cvervie | Ko s | General Avaiialil iy | Kelease Schedule

Overview &

¢ . o
1o accepling an update. It is advised that usars reviev: the releass notes carsfully and alert appropriats distict staff 1o changes
in the product

ng 10 be e 1o via e Cameis

For addilional informtion on version and sfaifom suppart ploase rofor fo Ve Suppeoriod Plaliorms

Release Details
Notifications Release Notes

Release Campus Release Food Service
Packs

Scanning Release Online Registration
Release Notes

Reporting Services
Release Notes

Campus Payroll Mobile Apps Data Science
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INFINITE CAMPUS NAVIGATION BASICS

Infinite Campus is a web-based Student Information System (SIS). District Edition users and MT Edition users
of Infinite Campus store important student data such as student demographics, enrollments, program
participation, assessment data, as well as special education and IEP data, which is synced to the State Edition
of Infinite Campus. A secure username and password are required to log-in and use the system. The
username and password are supplied and maintained by your District's System Administrator and should be
assigned to you only; do not share sign-in information between users.

To access Infinite Campus:
1. Open a web browser (Internet Explorer has some compatibility issues. Chrome, Edge, and Firefox are
friendly browsers.)
2. Enter your district's URL. (If this is bookmarked it will need to be updated periodically.)
3. Enter your username and password.

Once you are logged in, the screen area in the Infinite Campus application is divided into three parts: the
Campus Action Toolbar, Index/Search Outline, and Main Workspace.

ofinite Campus Action Toolbar
_ampus
Year [18-19 v'|  District | All Districts v|  School |All Schools
Index Search Statewide Announcements
[10/13/2018 ]

LINK TO Al HELP AT OPLMT.GOV

Search Campus Toals

Main Workspace

Index/Search

Process Alerts
Student Information , -

Date Range fo Display |AII Processes v| Find Messages
Census

Delete Selected Messages

Behavior
Aftendance N ] [l |Process Hame
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Campus Action Toolbar:

The Campus Toolbar is within the Action Bar area, and it is where you will find the fields for the Year and
Calendar. 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.
@ Contacts - frmSISSystemlevelCo: X | [o Infinite Campus X [d Infinite Campus x o+

<« C & mtsecloud.infinitecampus.org/eampus/main.s|

Infigite {2~ it
plectss | Sate Ediion

Rear [ 19-20 v|  District | All Districts v ool | All Schools ¥ |

Index P [ Statewide Announcem ™

~TUIZ2020
NOTICE: 2019-20 Spring CTE Concentrators collection process wil be diflerent for ALL Districts this year. An email was sent from OPI with an updated Spring CTE User Guide and a new Perkins Career Pathways Template for this process, along with Webinar dates: Wengggglfiarch 4th at 9AM and Thg
Search Campus Tools March 5th at 2PM

Gerrad Bonl

The red arrow to the right indicates where the Year and o %W 0 O
Calendar fields can be accessed if they are not appearing in AE
the Campus Toolbar. The bell-shaped icon is notifications. - -
The square grid icon is the link to Campus Community which
appears as ‘Community’ when is it selected and is indicated
by the blue arrow to the right. (Campus Community is a very
helpful portal, offering instructions, videos, and forums for
Infinite Campus users.) The circle icon with a question mark -
is the help menu. And the last icon is the Log-Off function. Wi Calendars v fw  JHH

*It is best to always Log-Off before closing your browser
when you are finished working in Infinite Campus.

@ CLlogoff

i& Community

"‘fi-”a'"ng‘.‘f Campus Gommunity

Upcoming Events
Food Sanvice Featured Nows

Mar 6, 7-30 AM - 230 PM CST
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Index/Search Outline:

The Outline on the left side of the screen 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, pictured right, contains tools that help find
information about students (General, Student Locator, Reports). To expand any
module, click on the name of the module. To select a tool, click on the tool
name. Also, by selecting Student Information and then General, you are able to
view the Summary demographics for a student. If you look further down the
Index tab you will come to Census. Select Census, then People, and you are
able to access the Demographics tab for a student.

Index Search

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

Reporis

The Search tab, which is next to the Index 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.

Main Workspace:

Index

Search Studenis

Search e

Search

State 1D
(Student_____1d Siat

All People

Course Master
Advanced Search ﬁ‘iﬁ;?hsdd
User
Group
Account
Help

Course/Section

The Workspace contains the specific record or tool that is being used. Pictured here is an example of an Ad
Hoc Filter. When no tools are being used, the Process Alerts screen will appear here.

October 2021

Index Search

Candis Standall
StudentInformation
Census
Behavior
Attendance
Pragram Admin

v Ad Hoc Reporing

Filter Designer
Data Viewer
Letter Designer
Lefter Builder
Data Export

Data Analysis
Batch Queue

User Communication

Assessment
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I3, student 19 year oids? Create New
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{2l student Copy of ALL 21st Century Participants Qvery vizard suent

{3, student Copy of AL Homeles: Tt uden

(5L, student Copy of ALL Kindergarteners with N Service Selection Editor Census/Staff
3, student Copy of ALL LEP- Current LEP stugents Pass-through SOL Query e
{5, student Copy of ALL Miltary Connected Students

{2, student Copy of CTE Missing Post Grad Status or Dat District

{=l, student Copy of CTE Post Grad Status.

2], student Copy of FALL Absent on Count Dats 201617

=L, student Copy of IPDG Calendars Al Students enrolle Import Filter

|=l, student Copy of TW Section 504 2017

# ¢} 'AdHocGrp OPI Fiter Share

) @} 'AdHocGrp Pending State Published Fiters
® Dy State Published

Selectthe Browse button to locate and import an ad hoc fitter

Browse... | No fle selected. Import




Searching in Infinite Campus

There are two options of searching within Infinite Campus: the basic

Index Search

and advanced search.

Student hd
Basic Search: -

Zam.s
The basic search is used to find a specific data type with limited or Advanced Search
open criteria. To use a basic search, click on the Search tab in the
Outline. To find a student, the correct Year and Calendar must be Search Results: 1
selected. (If you are unsure of the correct year or Calendar, a search by
People will yield results of anyone that matches the name entered.) 10 Gamgee, Samwise #289911832 [10
Select the specific data type from the drop-down menu and enter the
criteria in the search box (last name, first name). Click Go. It will
generate a list of matches to the name you searched. Index Search

[Student v

Note: Wildcard searches can also be attempted with a basic search by entering part
of the last name, and part of the first name if correct spelling is not known.
e The underscore (_) can be used to replace one character in the name. For

Anders_n

Advanced Search

example, when searching for Anderson/Andersen, use the _ to replace the Search Results: 2

o/e: Anders_n. The search will return matches for both Anderson and N
06 Andersen, Sydney H#152672526 [0

Andersen.

04 Anderson, Nicole F #705224086 [11/1
e The percentage symbol (%) replaces multiple characters. It can be used for all
- % alone, or for after: b% returns all names whose last name begins with b, or

Index Search
for between b%n returns all names that begin with b and end with n.
Searching with just a % symbol (or no entry) will return all results. Student >
0%, K%
Advanced Search

Advanced Search:
The advanced search combines a variety of data pieces to yield a more specific search Seareh Resulte'3
result. To use the advanced search, click on the Search tab in the Outline, then click  Bancrofl. Kireton B 4726771600 103

Advanced Search. 2 Bouldin, Kymberlee M #510
Index Search 12 Brabender, Kyra M #343950

The advanced search allows the user to combine a

variety of data elements or Ad Hoc Reports into one Student v]

search. b% k%%

For example, to search for all ninth-grade students Advanced Search

who are male, select 09 from Grade and M from
Gender- Clle Search. -‘:‘9’ l&noms::xmn?mﬁ'? UsIng 523107 Bekts o by sslecting 3 Saed FIRSr. I jou Pave clested 3 S3ed FiRer and oo not see BN Me list |

sava Futer
1 #anAnsences

In addition to the Student Search filters there is a Saved Filter restim B o st o
window which displays saved searches drawn from the AD Hoc

Filter tool and “State Published” reports created by OPI. To use
a saved filter, select the filter from the Saved Filter window.
Click Search.

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.
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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 Pasn ormaion

The Summary tab contains data about a student and is available in
two formats. The ‘Classic Summary Tab’ is pictured right and contains
information such as the Name, Gender, Race/Ethnicity, Birthdate,
Student Number (local ID number), State ID, Household
Information, and a visible photo if the photo has been uploaded.

There is also a new summary format which is available by clicking the
New Summary Tab in the top right corner in the Classic Summary
view. This new summary format is will include the same summary
details as above. —n

Person Information

Mailing Addrassas

# Porson Summary Report 8 Porson Summary Report wi Picture 8 Print Mailing Label

& print Envelope

ota

NOTE: Gender refers to the legal sex of the student as it appears on ® g o I e

their birth certificate or other legal documentation, which may not be

the same as how they personally identify. For reporting purposes,
enter the legal gender of the student. A new identity should be Housenolds
created for those students where the gender value has been legally

changed. g 8
S e
=3
Enrollment Tab:
Path: Index/Census/People/Enrollments
Grade: 09 #9037 DOB: 08/30/2004 Gender. M
Lockers Graduation Athletics Ad Hoc Letters Waiver
The Enrollment tab contains information about a student's SEEEC Tl Erovments (RS R
current and historical enrollment into a school and/or district. BB = rooccomontitsons | owEmotmont isor
The basic elements of an enrollment record are the student's Enrollment Editor
Start/End Dates, Start/End Status, Grade Level, and Service e °::;ga;e,mH,g"._scnao‘ s
Type. These elements will be outlined in more detail in the e i
next section.
08/24/2017
08/25/2016
12/07/2015
08/26/2015

Start Status: 04 Tran,
End Status: 140 Trar
04 I 08/24/2013

Start Status: 02 Contin
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Self
Anciau, D

Records

Flags

End Date

05/31/2019

05/31/2018

05/31/2017

05/27/2018

12/04/2015

0523/2014

Transfer

Grades
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Demographics Tab:
Path: Index/Census/People/Demographics

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 12-14). Do
not delete a previous identity, add a new one instead, unless an
error was made when entering the identity, in which case
modifications can be done in the Demographics tab.

Creating Enrollments

Student Locator Method: (Likely Used By District Edition
or MT Value Added Users)

Path: Index/Student Information/Student Locator

The Student Locator is the preferred method for enrolling new
students into Infinite Campus. 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.

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.

Tips for Success:

e No periods on Jr and Sr suffixes.

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

(Continue to the next page)
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Credentials Overrides Fees

Demographics dentities

Households

1D History Person Documents Schedule Paymer

Relationships Enrcliments District Employme

m Delete # Person Summary Report  # Demographics Data

Person Information

PersoniD 10075
Last Name First Name

Alen Eizabeth

Gender Birtn Date (Age: 7)
F:Female v 100222012 |1

Race/Ethnicity (E0i)

Federal Designation &White
Race(s) White
Hispanic/Latino: N-No

Race/Ethnicity Determination: 01:Parent Identified

Birth Country
Date Entered US  Date Entered US School
8 o]
Date Entered Stats School
=
Home Primary Language
Language of Impact

Nickname

Comments.

stugsnt ssarch

‘S2arn r 3 Stu0el 2inead 206 1N CMDUS USING M2 TACS Drossed. A MIMIIT 0UT of 0353 MUSE D2 S7ETE 1N ONder T SSArc. TRR weer must
o 2k 07 CTazte New SI020L VWne 0017 3 SEN-OTIY S23107, e Loer Must S1Il 00 2 MEe DE5e S231CN DRfre TR 3re SOWeD 1D CTeae 3 New 2]

Middle Name Suffix

Upload Picture
Rudi Lyn

Soc Sec Number

Mo Image Awailable
Missing Child Photo
Optin Status:

- Modified by: Unknown

Student Locator

[EEL ) preeeeeey Name suEeD Cencer |BimDae | %

nes e ] [

Genger M v

BitDate :l__l Locally EnI'C”E‘d Sj:ucl‘&nt_. zhgltcut to theu' local records

e e Last Enrolled: (08/29/2013-) in grade 07Cascade Public
(| Schools13-14 Cascade 7-8

R I:I-EH:' Guardian Names:

£

Create New Student >

Student Locator

student Ssarch

‘Search for 2 shudent 2iready tracked 1 Camps weing e Tekds provided. A MIMITU SmouT of detE s be eniered I order i sErCh. T
or zlick on Cresie New Stadent When colng 2 SSN-0nly searcn, e user st 21l do 2 name Dzsed search befre ey 2re 2llowed o ore

e [ | [ame

s D [cenger [mimoae [=

First Name

|

Genger :l
-
o \m:

ssnE

li

B
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A) If a match is generated, verify the child's birthdate. Hovering over the child's name will show their last
enrollment and grade level. If those match the enrolling child, click on the child's name. From the
Student Information screen use the Direct Entry Method to create a New Enrollment. Proceed to the
next page. (The Enrolling a Student in AIM user guide
is also helpful with this process.)

Student Locator

Student Saarch
‘SE317 101 3 S0 11250 ECHED 1 CEOUS USIG 1 TRISE DTODED. A ML SO0 Of G S O E7UBTED 1 TGS 1) SE37CA TP U TS ey e S8 0
or 2k on Creste Mew Studknt. Waen G0ig 2 SSN-n se51cn, e user muat sl o 3 MM DEed Seren bEhre ey 2 lowed 0 TR 3 W DR

B) If the child has not been previously enrolled in a -
Lesthame (g RES sme0 Gecer [smeme [

Montana school district, click Create New Student. A = T

message will pop up, warning the user that this o= b

i i s )]
process will create a new State Student ID. Click OK. =

Proceed below: =
mtstaging.infinitecampus.org says

WARNING: This process will create a new State |D for the student in the
MT state system,

After CIiCking OK' the foIIowing information will need to be This should ONLY be used if the student has NEVER been enrolled in
entered in order to create a new student in the system: MT. Continue?
1. Person Info: Enter the Student Number (local ID) —
optional. If this is a new student, the State ID will “ conee
populate when the record is saved.

2. Identity Info: Enter the required information Student Number — y9g0 Generate Number
(marked with a red asterisk (*)). State ID Fanding

Save

3. Enrollment Detail: Enter the student's Start
Date, Start Status and Grade. e T

v Uplead Picture

4. Click Save at the top of the page to enroll the student.

No Image &vailable

5. The Student Records Transfer wizard will appear. Click Submit

Request. Records from the sending district will be i

automatically requested (this feature does not replace an o= s o

official records transfer request from the district — only o

information contained in the sending district's database will be —

sent). e

-_— =
Enrollment Detail
*Calendar *Schedule *Grade Class Rank Exclude External LMS Exclude
10-11 Columbia Falls High Schl ¥ Main ¥ v
*Start Date No Show End Date End Action *Service Type
21205 5 [ v] [P Fimay v
Request a Records Release *Local Stant Status Local End Status.
This is a Records Release i the student i ion, the il and the releasing district/user. 10: Transfer from a MT state-funded schoal "

State Start Siztus State End Status.

A0: Transfer from a MT state-funded school

Student: Enrollment Type: Primary Carniizma =
LastName  Lane FirstName  Sarah Middle Name  Joanne Stat Cormments End Commants
Gender F Bithdate  04109/1999 SSN
Grade 1 School 18-19 Columbia Falls High Schl  StartDate 1211872018
P P

Requesting District & User

District 0467 Columbia Falls Pub Schis Name System Administrator Username OPlaimstaff
Request Date  12/18/2018 Work Phone Email
Comments

Submit Request

12
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https://opi.mt.gov/Portals/182/Page%20Files/AIM/2%20AIM%20USER%20GUIDES/User%20Guides%20by%20Topic/Enrollment/Enrolling%20Students.pdf

Direct Entry Method: (Likely Used By District Edition or MT Value Added Users)
Path: Index/Student Information/General

Students who already exist within Infinite Campus, can be enrolled in each year by creating a new enrollment.

After pulling up a student’s General Information
screen (click on the Search tab, enter the last name
and click Go):
1. Click on the Enrollments tab.
2. Select the Year and select a School in the
Calendar bar.

Lockers

Graduation Athletics Ad Hoc Letters Viiaiver

Profile Enrcliments Schedule Attendance

Print Enrollment History New Enrollment History

Enroliment Editor

3. Click New. Grade Type Calendar Start Date
4. Enter at least the required fields (Calendar, 06 P 19-20 Lewis & Clark School 08/21/2019
. Siant Status: 02 Confinued enroiiment same =chool. no mferupfion
Schedule, Grade, Start Date, Service Type, Ena Status }
05 P 087232018

18-19 Lewis & Clark School

Local Start Status) in the General
Enrollment Information editor.

5. If additional information can be added at this
time, enter that information as well.

6. Click the Save icon. The new enrollment will be listed in the Enrollment Editor.

Note: If the child is transferring in from another district in the state of Montana, a records request will
have to be initiated.

Race/Ethnicity:
Path: Index/Census/People/Demographics

Credentials Overrides Fees D History Person Documents

Demographics dentities Househoids Relationships

a Delete @ Person Summary Report ~ # Demographics Data

Enroliments

Person Information

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 T

answer the race and ethnicity questions, but a third-party observer o |
will then designate the student's race and ethnicity.

Hispanic/Latino: NNo

Race/Ethnicity Determination: 01:Parent Identified

1. To enter or edit race and ethnicity information, locate the

Birth Country

student’s demographic information. s
(Index/Census/People/Demographics). s e

Home Primary Language

2. Next to the Race/Ethnicity section, click Edit.

3. Enter the appropriate Ethnicity and Race information. Both
guestions are required, and multiple Races may be selected.

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

Language of Impact
Nickname

Comments

October 2021 AIM New User Guide

Schedule

Records Tr.

Flags

End Date

05/31/2019

Paymer

District Employme

Upload Picture

Mo Image Available
Migsing Child Photo
Opt In Status:

- Modified by: Unknown
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Enrollment Start & End Dates, Status Codes, Service Types, & ldentities

Path: Index/Student Information/General/Enrollments

The student's Start and End Dates reflect 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 notification 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.

Enrollment Start and End Status Codes:
Path: Index/Student Information/General/Enrollments

The student's Start and End Status codes reflect 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.

Lockers Graduation Athletics Ad Hoc Letters Waiver

Summary Profile Enroliments Schedule Attendance

m & Print Enrollment History New Enrollment History

Enroliment Editor

Grade Type Calendar Start Date

06 P 19-20 Lewis & Clark School 08/21/2019
Start Status: 02 Confinued enrilment same school, no interuption
End Status:

082312018

05 P 18-19 Lewis & Clark School

m Delete New = Print Enrollment History

General Enroliment Information
19-20 Garrfie\u School

*Start Date
032172019 |4

End Date
os/mer2020 |

“Local Start Status

Records Tr

Flags

End Date

05/31/2019

Calendat Schedule (read only)

‘ 02: Continued enroliment same school, no interruption

NOTE: Occasionally, schools may have an overlap in End Dates and Start Dates, for !

example, when a student transfers from one school to another. This will create a
flag in the system during enrollment counts which will require either one or both

schools to make an adjustment to the end or start dates.

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

Service Type:
Path: Index/Student Information/General/Enrollments

no intes

03 Re-entry to the same school after withdrawal

04 Transfer from public school in district or state
fer from public schl under NGLB schi ch

06: Transfer from an out of state school

07: Transfer from a school from out of the country

08: Transfer from a private school within the state

09: Transfer from home school within the state

10: Transfer from a MT state-funded school

20: Transfer from Montana Youth Challenge

x v

Q

40: Military Connected: Transfer from public school in district or state
60 Military Connected: Transfer from an out of state school
80: Military Connected: Transfer from a school out of the country

P SO ST T S T

The Service Type is a partial indicator of a student's enrollment 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

and is considered full-time.
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). This is
considered part-time enrollment.

Households Relationships Enrollments

= Print Enroliment History New Enrollment History

nformation

Schedule (read only) *Grade

06 v

End Date End Action *Service Type

[ v | | P Primary
Local End Status
chool, no interruption X v S Partial
State End Status M: Special Ed Services
chool, no interruption

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 also
applies most often to Pre-Kindergarten students who receive Special Education services (including

speech).

October 2021 AIM New User Guide
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http://opi.mt.gov/Portals/182/Page%20Files/AIM/2%20AIM%20USER%20GUIDES/User%20Guides%20by%20Topic/Code%20Definition%20Appendices/APPENDIX%20A%20Enrollment%20Start%20Status.pdf
http://opi.mt.gov/Portals/182/Page%20Files/AIM/2%20AIM%20USER%20GUIDES/User%20Guides%20by%20Topic/Code%20Definition%20Appendices/APPENDIX%20B%20Enrollment%20End%20Status.pdf

NOTE: A student may have a Primary enrollment at one school and a Secondary or Special Ed enrollment in
another. However, a student can never have two primary enrollments with overlapping dates.

In the example to the right a student has a Primary
enroliment in the elghth grade at the middle school and is Summary Profile Enroliments Schedule Aftendance Flags Grades
also taking an advanced class at the high school. The m # Print Envollment History | New Enrollment History

enrollment at the high school has a Service Type of S:
Partial and is listed as a ninth-grade enrollment (because
this high school does not include the eighth-grade level).

Enrollment Editor

alendar Start Date End Date
9-20 Garfield School 08/21/2019 056/08/2020

o enraliment same sehool. na intemuption

8-19 Garfield School 08/23/2018 05/31/2019
i ional sernvices
sme school next year

Another example could be that 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 should be added to the student’s Start Comments explaining the situation.

P P onfana Head Start Inc 17-18 10v23/2017

L euietenyn 2 1D Alictnnl

Identities, Legal Names/Name Changes:
Path: Index/Census/People/Identities

Infinite Campus is designed so that each student has only one State Student ID that stays with a student from
the first enrollment into public school through graduation from high school. To prevent duplication, it is highly
recommended that legal names are used in Infinite Campus. The system allows multiple identities to be
attached to a single State Student ID, to accommodate necessary legal name changes.

Scenario A: Student has a legal name change, or district realizes student was not enrolled with legal name.
Fix: Create a new identity record for the student with new name. This allows there to be a history of the name change
in the system and searching using either the old or new name will bring up the same student.

1. Click the Search Tab. Credentials Overrides Fees ID History Person Documents Schec
z Se|ect A" People from the search Criteria box' Demographics Identities Households Relationships Enroliments
3. Enter the student’s last name, then click Go. B3 o v
4. Click the Identities Tab. — _
) Identities Editor

5 CIICk New' Identity Current Effective Date Birth Date District
6. Enter the student’s new legal name information under the

Identity Information section. (NOTE: If the student has a Beoogeiee | Memtdes | INHoGSShodS NN Fehiors s N <O OIS U e i E i e

preferred name or gender which is different than their legal [ JE

name or gender, you may enter it under the Identity

Information section and then enter the legal name or oenttyinionnanon

. o . .

gender under the Protected Identity Information section.

This is only necessary if their preferred name and gender do v r——. .

not match their legal name or gender.) = L No Image Available

. - Protected Identity Information

7' CIICk Save' ” " gal Middle Name  Legal Suffix
8. Refresh your search results by clicking Go under the Search —

tab again for the name to change under Search Results or at

the top of the screen. pssinpesed o Y

NOTE: The information recorded under the ‘Identity Information’ .
section of the ‘Identities tab’, is what is recorded at the state level of

the AIM system for state reporting and is the name that will show up

on local reports and teacher rosters etc. If the student has a

ace/Ethnicity Determination: 01:Parent Identified

15
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preferred name or gender which is different than their legally documented name or gender, enter it under the Identity
Information section and then enter the legal name or gender under the Protected Identity Information section. This is
only necessary if their preferred name or gender do not match their legally documented name or gender.

Scenario B: Student has a preferred name or gender that is different from their name or gender on a legal document.
l.e., student’s birth certificate says female, but the student identifies as male.
Fix: Create a new identity record for the student with the preferred name or gender. This allows there to be a history of
the name change in the system and searching using either the old or new name will bring up the same student.
1. Click the Search Tab.

Select All People from the search criteria box.
Enter the student’s last name, then click Go.
Click the Identities Tab.
Click New.
Enter the student’s preferred name information under the Identity Information section and then enter the
legal name or gender under the Protected Identity Information section. This is only necessary if their
preferred name and gender do not match their legal name or gender.
7. Click Save.
8. Refresh your search results by clicking Go under the Search tab again for the name to change under Search

Results or at the top of the screen.

ounhkwN

NOTE: The information recorded under the ‘Identity Information’ section of the ‘Identities tab’, is what is recorded at
the state level of the AIM system for state reporting, and is the name that will show up on local reports and teacher
rosters etc. If the student has a preferred name or gender which is different than their legally documented name or
gender, enter it under the Identity Information section and then enter the legal name or gender under the Protected
Identity Information section. This is only necessary if their preferred name or gender do not match their legally
documented name or gender.

16
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Records Transfer

The Records Transfer tool in Infinite Campus 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.

View a Records Transfer Request:

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

The Process Inbox is located on the user's Main Work page. To
access the Process Inbox:

1.

2.
3.
4

All Processes
Aszessment Push Down
Combine Person Merge
Filter Designer

. User Security
Click on the user's name on the Index tab. sages Vartical Interoparsbility
Use the pull-down Display menu to select Records Transfer.
Click Find Messages. i o=
OSOT2014

The list shows the status of all records transfer requests. [
Click a message to open the record and view details. Details osrtante
look like this:

R=oords Rl

Thiks ks 3 Reconds Relkase comtaining e SHucemt INTonmEtion., e regpuesting) districiusar and e nekessing districtiusear.

Reconds TransTer Zoomo, Mim £

Studsnt: Enrodimesnt Typss: Primany

L==8 Iame prea= First Name  Jim AR hEme

Semder LB Sirndate 018012000 E5M

Erade 05 ool 12-13 Cascade SCnoal =23 Date 242013

Requesting Destrict & Lssr

Diksarict 280 Cascade Fublic Schodls hETE Syt Adminlstranor LUisarmame SO

Feguest Date 08182014 Wark Fhone Ermaill

COImImeres

PAdione.

Fslsasing District & Uissr

Diksarict OSSs Phllisssarg K-12 Sonooils hETE Syt Adminlstranor LUisarmame SUDDOM

Felezoe Date 08119072014 Wark Fhone Ermaill

COImImeres

PAdione.
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Processing Records Transfer Requests

A. Transferring into a District: Manually Request a Records Transfer
Path: Search/Student/(enter student name and click Go)/Records Transfer

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. 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.

1.
2.

3.

October 2021

Summer School

Click the Search tab.

Select Student from the drop-down
menu.

Enter the student’s last and first

name. Click Go.

The Records Transfer tab should
appear at the top with various other
tabs. It contains information about

all pending and completed transfer
requests.

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

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.

Infinite Campus 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. If the
request is still pending, the status will read:
Waiting for former district to release records.
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
Infinite Campus database.

AIM New User Guide

Cease and Desist

Lockers

New State Transfer Request A

Transfers

Graduation

Request Date

Promotional Status Report Comments AUP LM Attendance

Parent Contact 504 Plan Threat Assessment Forms

Athletics Ad Hoc Letters Waiver Misc Records Transfer

Name Status  Requesting District Releasing District

Lockers Graduation

New State Transfer Request

Transfers

Athletics Ad Hoc Letlers Waiver Misc. Records Transfer

RequestDate  Name Status  Requesting District Releasing District

Records Transfer | N

Use this faol to request the release of a ransfer student's records. The following information will be sent to the student's former district
and they wil be given the cpportunity to release their records. Only an exact student match can yield a release. so it is 2 good idea o call
the district to confirm this student was enrolled there and to let them know o expect a release request

Student:

LastName  Smith First Name
Gender W Birthdate
Grade 12 School

Requesting District & User
District 0555 Havre District 16 and A Name
Request Date 03/06/2020
Comments

Support OPI Usemame  OPlsupport
Work Phone Email

4

Submit Request A

0D [reag
O

t 3 Recorce Transfer [ Tr

O % Daucenification
O 35 Data Certification

The State of MT published Data Carification Types

Person Documents
Administrative Correspondence

Inclement Weatf)
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New State Transfer Request

This is a Records Release containing the student information. the requesting districtuser and the releasing district/user.

8. To open a Transfer Document or activate a Cvvne st Frst e [EE—
. . . . Gender F Birthdate
wizard, click on the blue links listed. ltems Gae 2 Seoo
that are not available for import or download Requesting District & User
District 0246 Joliet Public Schools Name Brice Tuf
will be listed in strikethrough text. Reaue Dte 062272017 etk Fhone _
None.
9. To import a student's enrollment history, Do 5 e e St e
click the Data Import Wizard called the Comars e
None.
‘Enrollment History’ import wizard. The Er— e
wizard will display the student's enrollment S S rem e
Census Contact Summary Qtr 1 Mid Term
. . . . . . Exiended Consus Summans -
history in the releasing district. Click Save to g G evet o
1 1 E‘Smecue ) =
import the data. The enrollment history —“rn.. & s omnes
record will now display in the new district's -
d ata base . S ricaitn ca_v-(m on Sumimary AR

Health Screening Summary =T Documents
& Health Immunization Summary
@ ELSacuses
Ellssemmadaians

=]
Eate—aatarg
Fasterlam
Migrant
FibarCopracions

B. Transferring Out of a District

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

e The message "Request for you to release:" will appear in the Process Inbox on the Main Work
page when you sign in. (Or search for a specific student and click on the student's Records
Transfer). Click on the blue underlined link to open the request.

e 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 e - B

the OPI AIM Staff to resolve the

Delete Selected Messages ]

] |!||'_'1 Process Name Posled Date| Due Date
Overlap. [1 % RecordsTransfer  Iransfer Complete: Chesnev, Kenny 366555522 08172011
. ] ¢ %5 Records Transfer | Request for vou 1o release: louse, Minnie 56788154l 0810572011
3. Ignore Request — this should IRt :
[] ! % Records Transfer  Reguest for you o release: Church, Eric 862830680 0840172011

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.
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End Dates & 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 o G o susorhesbee erros s o e 50 o Tl v morer i or o e, e
Start Date in the new district. If there is an overl ap in Sl oy a6t o e 1 1 0 0 Yoo o110 raneting e o vty e veare ety T
enrollment, the Records Transfer request will appear Rocords Transtr Church, i

with a warning. e T e R =

[ Overlap  Edit (08/31/2011-06/302012} 11-12 Philpsburg School Grade: 04

To fix an Overlap:

1. Click Edit to return to the Enrollments tab, or s b s Mare st e
go directly to the Enrollments tab and correct =
the error. T

2. Once the enroliment overlap has been fixed, A

Comments

click save and return to the Process Inbox or
Records Transfer tab and complete the
records transfer.

Important: 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 AIM, 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).

Summary Profile Enrollments Schedule Attendance Flags Grades T

m Delete New = Print Enroliment History New Enroliment History

General Enrollment Information

Calendar Schedule (read only) *Grade Class Rank Exclude External
HHS 2017-18
A 12~
*Start Date End Date End Action *Service Type
08302017 | B 057252018 | [ P: Primary
*Local Start Status Local End Status
02: Continued enroliment san x | v 400: Graduated

Adding New Student Enrolilments (Montana Edition Users)

Montana Edition users of Infinite Campus utilize a third-party student information system to record their
student data. This data must be imported into AIM/Infinite Campus to be reported to the state. The AIM File
Imports Guide provides instruction on how this is done. It is important to note that a Demographics Upload
must first be completed before completing a Student Enrollment Upload. This will likely be used for larger ME
districts. Smaller ME districts can also use the Direct Entry Method detailed above.
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https://opi.mt.gov/Portals/182/Page%20Files/AIM/2%20AIM%20USER%20GUIDES/User%20Guides%20by%20Topic/Imports%20to%20AIM/AIM%20File%20Import%20Guide.pdf
https://opi.mt.gov/Portals/182/Page%20Files/AIM/2%20AIM%20USER%20GUIDES/User%20Guides%20by%20Topic/Imports%20to%20AIM/AIM%20File%20Import%20Guide.pdf

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/Infinite
Campus 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.

The Following are a few useful tools for running Student Information Reports

Enrollment Status:
Path: Index/Student Information/Reports/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.

Enrollment Summary:
Path: Index/Student Information/Reports/Enrollment Summary

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 report are more limited.

Enrollment Summary Details:

Path: Index/Student Information/Reports/Enrollment Summary
Details

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

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/extract 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

1| All Schools v Calendar | All Calendars v
Student Enroliment Status
s maiing agdress e current seiected caencer.
‘Which students would you like to include in the report? Which calendar(s) would you like to include in the report?
® crate Al Siuderss .
K
Kt
Pl
P -
S ea
A Hoc Fiter 19.20 Hawe High Schal
Envolment Add Date: From T B | e putic
Envollment Drop Date From SR Dg | Hms201820
Display Options: ¥ Start Date ¥/ End Date

How would you like the report sorted?

® Alpha ) Grade | Student Number

CTRL-dick or SHIFT-click fo select multiple

‘Wihich enrollment status would you like 10 include in the report?
® State StartEnd Status
Local StartEnd Status

Generale Report

Enroliment Summary Details Report

This repart is a detail version of the Enraliment Summary Report. Student demographic and enrollment information wil display
and sort as determined in the report editor. Either Federal or State Race/Ethnicity values can be used. This report can be run for
multiple calendars within a School Vear It is preferable to select grade levels or an adHoc fiter. Using bath will narmow the
reporting population by the criteria used in bath filters

Enroliment Effective Date® |03/06/2020 73]
Grade(s) Which calendars would you like to include in the report?

All Calendars
LM 2014-15
CE 14-15 Community Ed

Ad Hoc Filter A

HMS 201415

HMS 2014-15 Non-Public

HP 201415

HP 201415 Non-Public

LM 2014-15 Non-Public

I p-Primary S8 201415 hd

| sPariial CTALclick or SHIFT-click to select muiple

) N:Special Ed Services

What types of enrollments would you like 10 include in the:
report? At least one must be select

Observe State Exclude (De not include enrollments
marked as state exclude)
Which Race/Ethnicity values would you like to use?
® Federal Race/Ethnicity values
Stale Race/Elhnicity values
Which status types would you like to include: on the report?

® State Sta/End Status
Local Start/End Status.

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

Start Status End Status
Al Al
01:First time receiving educational services 100:End of year, retuming to same school next year
02:Continued enroliment same school, no intemupion 105:Change in grade level during regular school year
03:Re-entry to the same school after withdrawal “110:Promoted to another school in the same district
04:Transfer from public school in district o state 120-Transfer o a public school in the same district
05:Transfer from public schi under NCLB sch choice 130:Transfer to public schl under NCLB schi choice
0&:Transfer from an out of state school “140:Transfer to public schl in another district in MT
07-Transfer from a schoal from out of the country 145:Miitary Connected: Transfer to public schaol in another
08:Transfer from a private school within the state 150:Transfer to a MT state-funded school
09:Transfer from home school within the state ¥ | |155:Military Connected: Transfer to a school out of the cour ¥
Next

and saved for district use by the OPI, expand the +State Published list in the Saved Filters box. State Published

Ad Hoc Reports

October 2021 AIM New User Guide
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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
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:

MT State Extracts

Path: IndeX/MTState Reporting/MT EXtraCtS :hh f: ‘ﬁ’\” llhemddfﬂ d tal b p tdﬂ ‘f'n”;"aal[ l?:lh "‘Wi' os ‘d e Edlthpl tqngd h(ggcgflm"l‘ g St Foma

Extract Option: *Select Calenda

*Extract Type | Fall Enrollment Count v Which calendar(s) would you like to include in the report?

Use MT Extracts to verify a specific type of data that has Tomat St FamlTS0 -

been entered in Infinite Campus.
1.

2.
3.
4

Generale Extract o]

list by year

19-20
19-20 Havre High School
Select the Index tab. ey
HMS 19-20 Non-Public
HMS 2019-20
n-Public

Select MT State Reporting. 7
Select MT Extracts. et
Choose the Extract Type, the Format and the
Year(s)/School(s).

Click Generate Extract. The extract will openin a

new window in the format selected.

CTRL-click or SHIFT-click to select multiple

Additional AIM User Guides to Review for New AIM Primary or AIM

Backup Staff

Creating and Modifying Users

Data Security
Setup for Dropout, Graduate, and Cohort Data Validation and Certification

Behavior- Setting Up Access to Validate and Certify Behavior Data

For further assistance, contact the AIM Help Desk at
1-877-424-6681 or Submit an AIM Help Desk Ticket
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http://opi.mt.gov/Portals/182/Page%20Files/AIM/2%20AIM%20USER%20GUIDES/User%20Guides%20by%20Topic/Users/Creating%20and%20Modifying%20Users.pdf?ver=2020-04-15-074457-407
https://opi.mt.gov/Portals/182/Page%20Files/AIM/2%20AIM%20USER%20GUIDES/User%20Guides%20by%20Topic/Users/Data%20Security_Staff%20Users.pdf
http://opi.mt.gov/Portals/182/Page%20Files/AIM/2%20AIM%20USER%20GUIDES/Previous%20Year%20Grads%20etc/Setup%20for%20Dropout%20Graduate%20and%20Cohort%20Validation%20and%20Certification.pdf?ver=2020-04-15-081725-510
https://opi.mt.gov/Portals/182/Page%20Files/AIM/2%20AIM%20USER%20GUIDES/User%20Guides%20by%20Topic/Behavior/Behavior-Setting%20Up%20Access%20for%20Certifying%20District%20Data.pdf
https://opiservicedesk.opi.mt.gov/help/servicedesk/customer/portal/7/user/login?nosaml&destination=portal/7
https://opiservicedesk.opi.mt.gov/help/servicedesk/customer/portal/7/user/login?nosaml&destination=portal/7

