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Aim User Guide:
Assessment

Registration
Collection

THIS GUIDE EXPLAINS THE PROCESS FOR:

PREPARING ENROLLMENT DATA FOR THE
OPI TO EXPORT FOR REGISTERING
STUDENTS TO TAKE THE MONTCAS SUITE
OF REQUIRED STATEWIDE ASSESSMENTS;
AND

PARTICIPATION POLICIES AND
REGISTRATION PROCESSES FOR THE
MONTANA COMPREHENSIVE
ASSESSMENT SYSTEM (MONTCAS).

TOPICS COVERED IN THIS AIM REFERENCE
GUIDE INCLUDE:

e  UPDATING ENROLLMENTS

e  MID-YEAR GRADE LEVEL
CHANGES

e  PART-TIME STUDENTS
(INCLUDING JoB CORPS,
DIGITAL ACADEMY AND HOME
SCHOOL STUDENTS)

e  DATA VERIFICATION

OPI STATEWIDE TESTING PAGES

Assessment Registration
Collection Guide

AIM User Guide

The OPI uses data from AIM/Infinite Campus to identify and
register students for statewide assessments. The AIM
Assessment Registration Collection identifies students who are
required to take the MontCAS suite of the required statewide
assessments.
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FAQ:

° Which students must be enrolled? Districts should ensure
that all enrollments for all students are properly updated throughout
the school year. This includes the entry of new students and exiting of
students who have left the district.

° Should | update grade levels at semester? Districts that
award high school students credit at the end of the first semester
should make sure the correct grade levels are recorded on the
enrollment records in AIM/Infinite Campus.

° How do I verify the data | have entered in AIM/Infinite
Campus is accurate? The Enrollment Status Report and custom Ad
Hoc reports can be used to verify data for testing purposes.
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http://opi.mt.gov/Leadership/Assessment-Accountability/MontCAS

AIM DATA CHECKLIST

_____Verify that all students have an enrollment and no overlaps: “Index>Student Information>Reports:
>Duplicate IDs and >Enrollment Status and >Enrollment Summary and >State Enrollment Verification And State
Enrollment Overlap.”

____Enter End Date and End Status for withdrawn students.

___Enter Special Education Exit Date and Exit Reason for exited Special Ed students.

____Verify that all completed Special Education ERs and IEPs are locked.

___Verify status of MT Youth ChalleNGe, Job Corps and Montana Digital Academy students and End Date
enrollments as necessary. (MT Programs: Job Corps & MTDA and/or MT Programs: Youth Challenge)
____Populate “Sort By” field, if applicable.

_____Modify enroliments to reflect semester grade level changes.

__Verify those students taking the alternate test are marked in the IEP under statewide assessments.
_____Resync enrollment data after entering data and/or uploading files.

COLLECTION TIMELINE:

*8/12/20-10/19/20
Fall EL *Verify all active English Learners have EL Flag for October WIDA materials ordering upload.

Verification

*12/1/20-1/29/21
Winter eEnter and verify enrollment and demographic data for all EL statudents, enrolled 12/1/20.
Registration

*12/1/20-4/20/21
ACT with eEnter and verify enrollment and demographic data for Grade 11 students.
Writing

eSmarter Balanced: Enter and verify demographic and enrollment data for all students ingrades 3
through 8.

*Montana Science Assessment: Enter and verify demographic and enrollments data for all students
in grades 5 through 8.

sAlternate Assessments: Verify Statewide Assessment section of the locked IEP is marked for those
students needing the alternate assessment. Enter and verify demographic and enrollment data for
all students in grades 3 through 8 and 11.

Spring
Registration
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http://opi.mt.gov/Portals/182/Page%20Files/AIM/2%20AIM%20USER%20GUIDES/Program%20Participation/MT%20Programs%20JobCorps%20MTDA.pdf
http://opi.mt.gov/Portals/182/Page%20Files/AIM/2%20AIM%20USER%20GUIDES/Program%20Participation/MTPrograms%20Youth%20Challenge.pdf

STUDENT ENROLLMENTS

Districts should update their students’ enrollments to reflect the movement of students in or out of the
schools and district.

Grade: 09 #9037 DOB: 08/30/2004 Gender M

Students who left the district must have an End Date and Lockers  Grdumion  Ameis  AdMoclelers  Wawer  ReomcaTnser  Specd
appropriate End Status entered under the Enrollments tab. e il
Students who entered the district must have a Start Date and an
appropriate Start Status entered. e —
Path: Search>Student>Enter student last name, then first S St 4 Tt o ot o e
name>Go>Select Student name>Enrollments.
1. Select the Search tab.
2. Select Student from the drop-down menu.
3. Enter the students name by last name, then first name. (Or
click Go to generate a list of all students enrolled.)
4. Click Go.
5. Select the student from the list generated in the Search
Results.
6. Select the Enrollment tab.
7. Select the enrollment which needs to be updated.
8. Click Save after making changes.

m = Print Enroliment History New Enroliment History

Enroliment Editor

4 Transfer from public schoal in disirict of

08/23/2018 05/31/2019

08/24/2017 0513102018

08/25/2018 05/31/2017

120712015 051272016

06/2672015 12/04/2015

08/2172013 03232014

NOTES ABOUT START STATUS CODES AND ENROLLMENT SERVICE TYPES:

Enrollment Start Status codes should accurately reflect the last active enrollment of a student.
¢ If a student was previously enrolled in a home school, use Start Status 09: Transfer from a home school

in state.
o . A . Summary Profile Enrollments Schedule Aftendance Flags Grades Transcript
.‘. If the StUdent Was preVIOUSIy enrO”ed In a prlvate m Delete New ™= print Enroliment History New Enroliment History
school in another state, use Start Status 06: Transfer
General Enroliment Information 1
ff'om an out Of state SChOO/_ Calendar Schedule (read only) “Grade Class Rank Exclude  External LMS Exclude
19.20 Fergus High School s P 0O 0O
+*» Only use Start Status 01: First time receiving —— o _ ot e
0872172019 | | P: Primary v
educational services if the student was never enrolled s e
ransfer from public schoal in district or state % | _.Parlia\
in any type of school. S ST SIS e e n it o i s e

Dropout Reason

% Kindergarten students are always 01: First time

Start Comment End .

receiving educational services, unless they were
enrolled in a public school's PK program for Special
Education services or they are repeating Kindergarten.

Service Types should accurately reflect the type of service the student is receiving from the district.

«» Students who are regularly enrolled in the district should have a Service Type of P: Primary, regardless
of the programs they are enrolled in at the district.

% For students who only receive Special Education Services (such as PK students or students concurrently
enrolled at a private or home school), use Service Type N: Special Ed Only.

¢ For students who are primary enrolled outside of the district (such as homeschooling) but participate

in an accredited educational program at the district, use Service Type S: Partial.
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MID-YEAR GRADE LEVEL CHANGES

If the school district's policy is to change student Grade Levels at semester (based on the number of credits

earned), make those changes in Infinite Campus to ensure the students are properly coded for CRT testing.

1. Under the Enrollment tab, end the student’s current enrollment as of the last day of the first semester,

using End Status 105: Change in grade level during regular school year.

2. Create a new enrollment with the new Grade Level as of the first day of the second semester using

Start Status 02: Continued enrollment same school, no interruption.

3. Districts may use the File Upload method for Grade Level changes.

SORT BY FIELD (OPTIONAL)
The Sort By field is a part of the student's enrollment

record (either direct entry or file upload). The Sort By
field is an additional identifier used for sorting test
booklet labels (CRT). The Sort By field can contain
teacher name, team name, room number, or any
other sort option desired. Labels will be sorted first
by District, then School, then Grade, then Sort By field
(if entered). Entering data into the Sort By field is
optional.

Data may be entered into the Sort By field manually
(enter the information directly into the student's
enrollment record) or through the file upload process
(using the Student Enrollment Template and the File
Upload Method).

Summary Profile Enroliments Schedule Aftendance

Flags Grades Transcript

m Delete New & print Enroliment History New Enroliment History

Title | Targeted Assistance Program
Title |

Title | Instructional Services Title | Support Services

[] Reading Lang Arts [ ] Social Sciences [ Health, Dental and Eye Care
[ Mmath [ VocationalCareer [ Guidance/Advocacy

[ science ] otner ] otner

Title | - Other
Title | Part A Neglected Title | Part D Delinquent and served by:

Other Program Participation

Receives Supplemental Educ Srvcs (SES)

Migrant Immigrant

(] ]

21st Century Participant Foreign Exchange

(] ]

Homeless Homeless Nighttime Residence

O

Section 504 Income Eligible MT PreK Dev Grant

(m] [=)

Optional
Sort By

CTE Concentrator

Date Immigrant Entered US School
Gifted/Talented

(]

Unaccompanied Youth

O
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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
http://opi.mt.gov/Portals/182/Page%20Files/AIM/3%20AIM%20UPLOAD%20TEMPLATES/Student%20Enrollment%20Template.xlsx?ver=2018-07-20-151800-243
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
The first step in the data verification process is to make sure the data is correct at the district level. This may

involve a dialogue with specific staff.

Once the data is entered into AIM/Infinite Campus (either by direct entry or file upload), there are numerous
tools in Infinite Campus to verify data, including the Student Information Reports (see instructions on
following pages) and the Ad Hoc Reporting tool.

STUDENT INFORMATION REPORTS
From the Index tab, expand Student Information, then Reports. ™ Student Information

General

Program Participation

«* The Enrollment Overlap report provides information where an overlap ot

between enrollment dates may exist. Special Ed
. . Student Locatar
% The Enrollment Status report lists students by name, according to the -
enrollment status criteria selected. Age/Grade Level Exceptions
o . Special Ed Exception
«* The Enrollment Summary report gives a count of students by School, Caseload Summary

Grade, Race/ Ethnicity and Gender as of a specific date. OF Gaseload Summary

Duplicate IDs
«* The Enrollment Summary Details report lists student details according to ;

Enroliment Overlap

set criteria as of a certain date.

Enroliment Status

Enroliment Summary

Enroliment Summary Detai

No Show Report

September 2020 Assessment Registration Collection Guide



AD HOC REPORTING

Another method for data verification is the use of the Ad Hoc Reporting tool.
Path: Index>Ad Hoc Reporting

K/
£ %4

X/
°e

Districts can create their own ad hoc reports using the Ad Hoc Reporting

user guide.

Districts can also use the State Published Ad Hoc Reports user guide to
access the many ad hoc reports already created by the OPI to assist
with data verification. The list of these reports will change periodically,
so check back to see what might be new and available for data

verification.

The state published ad hoc report called student AR Spring Alternate Assessment
Registration lists special education students in grades 3 through 8 and 11 who are

marked in their IEP as taking the ‘Alternate’ version of a state assessment.

STATE RESYNC

PATH: INDEX > SYSTEM ADMINISTRATION > DATA UTILITIES > RESYNC STATE DATA

Index Search

Search Campus Tools

Student Information
Census

Behavior
Attendance

Program Admin

A data resync is required for all file uploads and recommended before data collection due dates.

aunhkwnNE

associated boxes will automatically populate.
7. Select Send Resync, located at the bottom of the
page.

INFINITE CAMPUS CONTACT THE AIM HELP DESK AT 1-877-
424-6681 or Submit an AIM Help Desk Ticket

ASSESSMENT REQUIREMENTS ASSESSMENT HELP DESK

September 2020

FOR FURTHER ASSISTANCE WITH:

Select the current Year and All Schools from the Action Bar at the top.
Select the Index tab.

Select System Administration.

Select Data Utilities.

Select Resync State Data.

Check the box for Enrollment and Graduation. All

I ¥ System Administration I

Attendance
Auditing
Batch Queue
Calendar
Census
Custom
Data Defining Tools
Data Interchange

v Data Utilities

Combine Person

I Resync State Data

— Enroliment

F

0|0

oo

1-844-867-2569 OR

OPIASSESSMENTHELPDESK@MT.GOV
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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/State%20Published%20Ad%20Hoc%20Reports.pdf
https://opiservicedesk.opi.mt.gov/help/servicedesk/customer/portal/7/user/login?nosaml&destination=portal/7
mailto:OPIAssessmentHelpDesk@mt.gov
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