Quick Reference Guide:

Average Daily
Attendance (ADA)
Collection

This guide will help districts enter
Average Daily Attendance (ADA)
information and absent counts for
students enrolled in the 17-18
school year.

Topics included in this Quick
Reference Guide include:

e Identifying Students

e Calculating Number of
Days Enrolled and Number
of Days Present

e District Edition or Value
Added Users ONLY - End of
Year ADA Process

e Uploading/Entering Data
Process

e Verifying Data Entry

e Re-syncing State Data

Y Montana
N Office of Public Instruction
animtony  EISi@ Arntzen, Superintendent

Average Daily Attendance (ADA) information is
required for all students enrolled with Service
Types of P: Primary or S: Partial at any time
during the 17-18 school year. Information may
be directly entered into the student’s enrollment
record, uploaded using the EQY Attendance
Totals Upload Template, or automatically
calculated by Infinite Campus (for those districts
who maintain student schedules and attendance
records in Infinite Campus).

ADA information should be entered as part of
the district’s end of year process and is due by
June 22, 2018.

Before beginning this process, there are a few considerations:
1. Which students must | enter data for?

e Enter ADA information into each enroliment for students
enrolled at any time during the 2017-18 school year with
a ‘P’ or ‘'S’ Service Type. page 3

2. What days count as “Days Enrolled” and “Days Present”?

® Days Enrolled are student instruction days, including
shortened days. Do not count PIR days or weekends.
Days Present are days a student is present for instruction
in a district. This includes field trips, student activities and
in-school suspension. This does not include excused or
unexcused absences or out of school suspension. page 4

3. Can this data be uploaded?

e Yes, MT Edition districts may export a file from their
Student Information System (SIS), use the Excel template
to create a file. Refer to the AIM File Import Guide for
instructions on importing/uploading files into AIM/Infinite

Campus.
4. Can this data be calculated within Infinite Campus?
e Yes. Districts that use District Edition or Montana Edition
Value Added for their SIS may use the End of Year ADA
Tool to calculate and enter Days Enrolled & Days Present.
page 5
5. How can | verify the ADA data is complete in AIM?
e Use State Published Ad Hoc Reports to verify ADA data.
page 8
6. Should I re-sync my data?
e Yes. As the final step, it is good practice to re-sync your
data to the state. page 9 2018
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http://opi.mt.gov/Portals/182/Page%20Files/AIM/3%20AIM%20UPLOAD%20TEMPLATES/EOY%20Attendance%20Totals%20Template.xlsx
http://opi.mt.gov/Portals/182/Page%20Files/AIM/3%20AIM%20UPLOAD%20TEMPLATES/EOY%20Attendance%20Totals%20Template.xlsx
http://opi.mt.gov/Portals/182/Page%20Files/AIM/2%20AIM%20USER%20GUIDES/User%20Guides%20by%20Topic/Imports%20to%20AIM/AIM%20File%20Import%20Guide.pdf
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IDENTIFYING STUDENTS

Any student with an enrollment in
the 2016-17 year whose Service
Type is P: Primary or S: Partial,
regardless of the length of
enrollment, must have an entry for
ADA - Days Enrolled and ADA - Days
Present.

Students with a Service Type of N:
Special Ed Services, do not need
ADA data entered.

Enrollment Editor
Type

Calendar

P 14-15 Laurel High School

= General Enroliment Information
Calendar
14-15 Laurel High School

je (resd only)

End Date

~Start Date: Mo Show
08/25/2014 [ 7] O il
*~Start Status

Grade: 11 #2016722 DOB: 09/17/1997 Gender: M
Credit Summary Assessment Behavior Transportation Fees Lockers Graduation
Athletics AdHoc Letters Waiver Records Transfer Required Forms Report Comments
Summary Enroliments Schedule Attendance Flags Grades Transcript

Save Delete Print Enroliment History New Mew Enroliment History

10 P 13-14 Laurel High Schoal 08/30i2014
IER: P Kalispall Putlic Schools 11-12 Kalispell Middle Schoo D806/2012
ER P Kslispell Public Schaols 10-11 Kalispell Middle School 08108i2011

Start Date
0BI25/2014

End Dste

Class Rank Exclude

~Service Type

[P: Primary

End Ststus.

[B2: Cantinued enraliment same school, no interruption

][

Start Comments.

et Calendar

= State Reporting Fields
State Exclude  Senving District

Laurel Public Schools (1011)

O

Military Connected Status
Student is a dependent of a member of:

Next Schedule Structure

Dropout Ressen

End Comments

Resident District
Laurel Public Schools (1011)

~

and lculsted resd-only)
Fall Attendance Count

Fall Aggregste Hours of Inst.
720 + hours

Winter Attendance Count

Winter Aggregste Hours of Inst

Fall Absent

n
I

I

Spring Attendance Count
Spring A

regste Hours of Inst.

E

Test Window Attendance Count
Testing Aggregate Hours of Inst.

Testing Absent
0.000

0.000

Exclude Fall ANE - 10 Day Rule

Exclude Winter ANB - 10 Day Rule

Exclude Spring ANS - 10 Day Rule

ADA - #Days Present

ADA -#DEﬁEnm\leﬂ

Credit Summary Aszessment Behavior

Athletics AdHoc Letters Waiver Records Transfer

Summary Enroliments Schedule Aftendance

Print Enrcliment History New MNew Enroliment H

Enroliment Editor
Edit | Grade Type Calendar [Schedule Name)

Transportation

Fees Lockers Graduation

Required Forms Report Comments

Flags Grades Transcript

istory

Start Date | End Date

B 12 P 14-15 Laurel High School
Starf Stafuz: 0§ Trgnzfer from public =chool in district or state
End Status: 440 Grsousted

0372002015 05/27/2015

B 12 14-15 Laurel High School

0&/25/2014 1212012014

B
Starf Stafusz: 0 Continued enroiiment 2ame school. no inferruption
End Sfatus: 140 Transfer to public schl in another district in MT

B 11 P 13-14 Laurel High Schoo

Starf Stafusz: 02 Continued enroiiment 2ame school. no inferruption
End Sfatuz: 100 End of year, retuming to same school next year

08/28/2013 05/30/2014

B 10 P 12-13 Laurel High Schoo
Starf Stafusz: 02 Continued enroiiment 2ame school. no inferruption
End Status: 100 End of year, retuming to same school next year

0&/24/2012 06/03/2013

oe P 11-12 Laurel High Schoo
Starf Stafuz: 04 Transfer from public =chool in district or stste
End Sfatuz: 100 End of year, retuming to same school next year

0&/25/2011 06/01/2012

B o2 P 10-11 Laurel Middle Schoo!
Starf Stafus: 02 Continued enroiiment zame school, no interruplion
End Sfatus: 110 Promoied fo sncther school in the same district

0&/26/2010 0&/02/2011

o7 P 08-10 Lawrel Middle Schoo
Starf Stafusz: 02 Continued enroiiment 2ame school. no inferruption
End Status: 100 End of year, retumning to same school next year

D&r25/2008 O5/27/2010

B o0& P 08-08 Laurel Middle Schoo

Starf Stafusz: 02 Continued enroiiment 2ame school. no inferruption
End Sfatuz: 100 End of year, retuming to same school next year

0&/27/2008 0&/05/2008

B 05 P 07-08 Laurel Middle School (5)

0&/30:2007 05/30/2008

MULTIPLE ENROLLMENTS

Students with multiple enroliments in the
2016-17 year must have an entry for ADA
- Days Enrolled and ADA - Days Present in
each enrollment record, regardless of
length of enrollment.

For example, a student who enrolled the
first day of school, transferred mid-year,
and returned to re-enroll by the end of
the year will have 2 enrollment records.
Both records must have ADA information
entered.

Montana
Office of Public Instruction
Elsie Arntzen, Superintendent
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ENTERING # DAYS ENROLLED AND # DAYS PRESENT

ADA — #Days Enrolled is the number of student instructional days between the student’s start and end date,

excluding PIR days and weekends.

B State Reporting Fields
State Exclude Serving District

O | v |

Rezident District

Attendance and Enrollment Information (auto-calculated read-onby)
Fall Attendance Count

Fall Aggregate Hours of Inst. Fall Ab=ent Exclude Fall ANB - 10 Day Rule
|F: 720 + hours v| |u_uuu | ]

Spring Attendance Count

Spring Aggregate Hours of Inst. Spring Absent Exclude Spring AMB - 10 Day Rule
F.720+hours  |w| [0.000 | |

Test Window Attendance Count

Testing Aggregate Hours of Inst. Testing Absent

[F-720+hours v 0.000 |

ADA - #Days Prezent ADA - #Days Enrolled
164.38 182

10+ days unexcused abzences 1zt zem 10+ days unexcused absences 2nd zem

([ (|

ADA - #Days Present is the number of days the student was present for instruction within the period of
enrollment. Do include days for school-related absences (field trips, student activities, etc.) and in-school

suspension. Do not include excused or unexcused absences or days suspended (out of school). ADA - Days
Present is calculated to two decimal places, in order to account for partial day absences.

B State Reporting Fields
State Exclude Serving District Reszident District

O | v |

Attendance and Enrollment Information (aute-calculated read-only)
Fall Attendance Count

Fall Aggregate Hourz of Inst. Fall Ab=ent Exclude Fall ANB - 10 Day Rule
|F: 720 + hours Vl |EI.EIIJIJ | I:‘

Spring Attendance Count

Spring Aggregate Hours of Inst. Spring Absent Exclude Spring ANB - 10 Day Rule

F: 720 + hours Vl |U.UDI] | O

Test Window Attendance Count

Te=ting Aggregate Hours of Inst. Te=ting Abzent

|F: 720 + hours vl |D.DDD |

ADA - #Days Present

ADA - #Days Enrolled

10+ days unexcused abzences 2nd sem

O

Montana
Office of Public Instruction
Elsie Arntzen, Superintendent
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OPTION 1: Infinite Campus MT End of Year ADA Calculation Process — For District Edition or MT Value Added
Users Only

Districts who use the District Edition or MT Edition Value Added editions of Infinite Campus for their
Student Information System (SIS) should run the End of Year ADA tool in Infinite Campus to calculate
the Days Enrolled and Days Present in each enrollment. This tool is used instead of the Upload Process
described later in this guide.

Before running this End of Year process:

1) The ADA tool cannot be used until after the last instructional day of the selected calendar.

2) Every student enrollment should have an End Date entered.

3) Standard Day and Student Day minutes fields should be entered for the calendar or the calculated
ADA will differ slightly from the ADM and ADA Detail Report in Infinite Campus.

Under Index, expand MT State Reporting and select MT End of Year ADA. Check the # Days Enrolled and
# Days Present boxes.

Click Run Test to create a test report in PDF format.

«|  Scnooi [Almarkes 60 ~|

Lnd of Year ADA

Tha € il L B 50 B G0 ASN RALACIA RS Tia £ alarTAria: RS RN Y RAMCUE 1
he sl e ScTmen. A Calencal Mus: be Selecied in order 3 complele T Saiuiaton. THS jocl may nat
B L322 Lres pher e S naursanal ey o the tplsear

-~

Eved o Viar ADA
A0 20 MO b emieuinted e ater the ims: imuesensl
ey of e sokee! Thos A0 okt wil rermain
unawsdstie Fumuch the Isit imFrucionsl days of he selacied
prsiens)

I

MT Er of Yoar ADA

Click Refresh to and then the Get Report link to get the test report, which will list all missing data
or incorrect formats. The report lists the error and each student enrollment with that error.
Resolve each error in the enrollment records.

Errors/Warnings
Error 3: The following students have an enrollment in the selected calendar/schedule structure but are not
scheduled into any classesfinstructional pericds. MO attendance calculations will be completed for these
students..
Siate ID Last Name First Nams Swrvice Type Calendar Hame
T—— 7 Diawid Frimary 13-4 Buiie High Schiol
- - Aladar Frimary 13-14 Butte Hign Schoal
- = Jon Fnmary 13-14 Butte High Schoal
- - Wakayla Primary 1314 Butte High Schoal
e - - James Frimary 1314 Bufie High School
e e R — Shaelynn Frimary 1314 Bulie High Schiol
re b ULl Py 13=-14 Bulle Mgy Sciwal
2 21 — Tyled Primary 13-14 Butta High Schodl
wr— - Tyler Frmary 13-14 Butts High Schoal
TRRE TR TR T
— —
Y Mfg)nt?nab N '
v Eldie Armizan, Suparintandent Average Daily
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After reviewing the test results and fixing any error the need to be fixed, click Generate, and then click

Refresh and click on the Get Results link to see the Results Report, which lists the number of records
updated in AIM.

Result Report
Absant
Fieia MUMDET Of ENTOAMEnIs Upoawe |
Days Enrciled 3
Ciays Present B

The tool will calculate the information and enter it into the ADA # Days Present and the ADA # Days

Enrolled fields in the student’s enrollment. The tool may be run more than once, but each subsequent
calculation will override previous calculations.

. |
= Future Enroliment
Mext Calendar

[I—————

Mext Schedule Structure Mext Grade
v v
= 5tate Reporting Fields

State Exclude Serving District Resident District
O Select a Value

z v Select a Value

Military Connected Status
Student is a dependent of a member of:

Attendance and Enroliment Information {autc-calculated read-only)
Fall Attendance Count

Fall Aggregate Hours of Inst. Fall Absent Exclude Fall ANB - 10 Day Rule
v |o.000 | O
Spring Attendance Count

Spring Aggregate Hours of Inst. Exclude Spring ANB - 10 Day Ruls
v]

Test Window Attendance C
Testing Aggregate Hour, 4 Testing Absent

ADA - #DayzaeeSent

ESSA - #Days Absent

10+ days unexcused absences 1st sem 10+ days unexcused absences 2nd sem

U U

Montana
Office of Public Instruction
animtony  EISi@ Arntzen, Superintendent
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OPTION 2: Uploading ADA Data - For Montana Edition Users Only

Please refer to the AIM File Import Guide for instructions on importing/uploading files into AIM/Infinite

Campus.

Feel free to contact the OPI AIM Helpdesk at 1-877-424-6681 or opiaimhelp@mt.gov for assistance.

DATA VERIFICATION

Use State Published Ad Hoc filters to verify that data has been entered for ADA for all students enrolled in the

2016-17 school year.

From the Index, expand Ad Hoc Reporting. Select Filter Designer.

Expand the State Published group and select one of the following filters:

student ADA — 2017-18 Days Present > Days Enrolled or > 180

student Missing Days Present or Days Enrolled (for selected year).

Tip: there is a description box in the upper right hand corner providing details on the selected report/filter.

Click Test.

Page 3 shows where you
can enter the ADA data for
individual students to
correct missing data.

Index Search

Ad Hoc Filter Designer

This wizard will walk you thiough the crestion of a new filter. Fiters can be crested using the Query wizsrd, selection editor or a pass-through SQL Query. Ad Hos Fiters can be used as a

search, or as input to a report

Filter Designer
Data Export

Batch

munication

nistration

Saved Filter
=3

E)
«

great
vesuits on this report, it

raccompaniel

N Sarvice Ty

3, student ALL
3, student ALL wiitary Co
{3, student ALL NAEF 4th
3, student ALL NAEP Eth
3, student ALL NOT Home)
(3, student AL Freschosiers Mot with N Service T

(3, student AL Spec £ Stetus - Unlocked [EP 01 ™

< 11 »

Ed Gopy. || Dekete | [ Expont

but has Night Time

Create New

Filter Type Data Type

Query Wzard Student

‘Salection Editor CensusiStaff

Pass-through S0L Query Course/Section

Note: Results can also be exported to a variety of formats for printing or sorting. Refer to
pages 6-7 of the Ad Hoc Reporting Guide for further instructions.

Y Montana
A Office of Public Instruction
Elsie Arntzen, Superintendent
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http://opi.mt.gov/Portals/182/Page%20Files/AIM/2%20AIM%20USER%20GUIDES/User%20Guides%20by%20Topic/Imports%20to%20AIM/AIM%20File%20Import%20Guide.pdf
mailto:opiaimhelp@mt.gov
http://opi.mt.gov/PUB/AIM/General%20Information/AIM%20Help/QRG/Reports/Ad%20Hoc%20Reporting.pdf

RE-SYNC STATE DATA

After entering ADA data, you must re-
sync data.

Set the Year to 16-17.

From the Index, expand System
Administration and Data Utilities. Select
Resync State Data.

Check the box for Enrollment (other fields
will automatically check).

Scroll to bottom of page.

Click Send Resync.

Year 14-15 -

Index Search Help

System Administrator

» Student Information

» Instruction

» Attendance

8=

duling

» Grading & Standards

» Auditing

* Batch Quaue

» Calendar

» Census

* Customn

» Data Defining Toels

» Dsts Interchange

¥ Dsts Utilities
Combine Person
Resyne State Data
Student Records Trans|
Deactivsted Elements
Synchronization Field

» Grading & Standards

m

Batch Resync

school Billings West High School v

Selective Sync

Resync Data For The Current School Year [2014-2015)

Cneck dependencies
] Last Resync Results B~
~ District 052242015 15:27:54| Processed: 1 Erors: 0 (@]
— Schosl 05/22/2015 15:27:55 Processed: 32 Errors: 0 (@]
—|Calendar 052212015 15:27:55| Provessed: 29 Erors: 0 @]
D CourseSaction 04/22/2015 16:18:30 | Processad: 0 Errors: 0 (@]
~ScheduleStructure 052212015 15:27:55| Provessed: 29 Erors: 0 (@]
O Day 04/12/2015 10:57.00| Processed: 0 Errors: 0 (@]
— StructureGradelavel 05(22/2015 15:27:55| Provessed: 29 Erors: 0 O
— Personldentity 05/22/2015 15:27:55| Processed: 18080 Enors: 0 | ()
[ BehavioType 12/08/2014 00:39:50| Propessed: 25 Emors: 0 @]
O BehaviorResolutionType 12/05/2014 00:29:50| Processed: 4 Ermors: 0 (@]
] BehaviorRespanseType 12/08/2014 00:29:50| Progessed: 0 Ermors: 0 (@]
] Behavior 12/05/2014 00:29:50| Processed: 0 Ermors: 0 O
D CensusContactSummary 05/22/2015 15:27-55| Processed: 4846 Errors: 0 o
] Contactlog 052242015 15:27:55| Processed: 453 Emors: 1300 | @
O Empioyment 05(22/2015 15:27:55| Provessed: 303 Ermors: 0 (@]
] EmploymentAssignment 052242015 15:27:55| Processed: 1690 Emors: 0 (@]
D EmploymentBackground 12/03/2014 00:40:21 | Processed: 0 Errors: 0 [®]
] EmploymentCredential 12/05/2014 00:40:21 | Processed: 0 Ermors: 0 (@]
— Enroliment 05/2272015 15:27:55| Processed: 18214 Emwors: 0 O
] Graduation 05(22/2015 15:27:57| Provessed: 5376 Emors: 0 @]
D Roster 04/15/2015 16:32:28| Processad: 0 Errors: 0 (@]
TestSoone 120302014 00:40:52 | Processed: O Enors: 0

TranscriptCourseSE

04122015 10:57:03

Processed: O Emors: 0

VaccineShot

1202014 00:40:22

Processed: O Emors: 0

OooO

ParsonidentityMoStatel DOnhy

04122015 10:57:00

Processed: O Emors: 0

©|0|0|0

(i | ——————

The green radio buttons indicate a successful resync of data.

Contact the OPI AIM Helpdesk at 1-877-424-6681 or
opiaimhelp@mt.gov for assistance.

§ Montana
N Office of Public Instruction
. Elsie Arntzen, Superintendent
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