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AIM User Guide

This AIM User Guide provides instruction on entering students’ ‘Date First
Entered the 9t" Grade’ information for state and district graduation records.

Its purpose is to determine the student’s earliest date they first entered the 9t
grade and the student’s cohort year. It also serves as a reference to have this
information available for subsequent MT districts that the student may
transfer to. It is important to note that the state graduation record is
populated once the district graduation record is populated with a value in the
‘Date First Entered the 9t Grade’.
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A.) Graduation Data:

The students district graduation records ‘Date First Entered the 9" Grade’ value is completed by Infinite
Campus automatically when a student’s 9t grade enrollment is created inside Infinite Campus. The start date
of the enrollment is what gets put into the student’s district graduation tab as the value of the ‘Date First
Entered the 9% Grade.’

Note: If the student does not have a 9" grade enrollment in the state graduation record, the district who first
enrolls the student into 9t" grade or subsequent grades should determine the date the student was first

enrolled in 9% grade and enter this date into their district graduation tab.

To access the Graduation data

within Infinite Campus: Transportation Fees Lockers Graduation Athletics AdHoc Letters
1. Select the Search tab. E
2. Select Student from the drop-
down menu.

3. Enter the student’s name by
last name, then first name.

4. Click Go. (You can generate a list of all students by omitting the name and selecting Go.)
5. From the Search Results generated, click on the student’s name you wish to view.
6. Select the Graduation tab.
7. There are potentially several fields of Summary Enroliments Flags Assessment Behavior Graduation Records Try
information that may appear. The 2 main i
sections to focus on are the: Graduation Data
. District Number District Name Diploma Date
a) State Graduation Record field — 0605 St Ignatius K12 Schools
Appears in the upper part of the
screen. This record only consists
of the following values (for
determining Cohort information):
v' Grade 9 Date (AKA: ‘Date
The following fields can only be filled out once a student has entered Sth grade:
First Entered the 9™ Grade’). a2 e o e
v NCLB Cohort Year. —_—
v’ District Number (where this student was Stat:"fﬁiia:ﬁ:"iiﬂim I
first identified with a ‘Date First Entered the Sanare ST ST Dictict Number Dictict Name
gth Grade’). Enroliment Data:
v District Name (where this student was first Graduation Detail -
identified with a ‘Date First Entered the 9t General Graduation Information -
Grade’). Diploms Date =]
b) District Graduation Record field- Labeled as Piploma Tree
Graduation Detail: (District Name) and shows in . :‘:":h::
the lower part of the screen. Note: When a Date e e [0
First Entered the 9" Grade is entered, the NGA NCLE CoortEnd Year: (o :
and NCLB Cohort End Year fields should auto-
populate. Date First Entered the 9th Grade: = -
8. If these two sections are not already expanded, click 0312912016 | (5 | User Modiified
on them to expand them to view the information. NGA Cohort End Year: (5000 | ser Modified

NCLE Cohort End Year: [,
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Note: In some cases, there may not be a state graduation

The following fields can only be filled out once a student has entered Sth grade:

record: e

MCLB Caohort End ear
The student’s state graduation record at the top gets [ state Graduation Record |
populated when the student’s district graduation record N state gradustion record found for this student
(found under the field labeled Graduation Detail) is [ Graduation Detail: I
populated with a value in the ‘Date First Entered the 9t General Graduation Information
Grade’. Its purpose is to determine the student’s earliest Diploma Date: =
date they first entered the 9t" grade and the student’s Diplorma Type: :
cohort year. It also serves as a reference to have this Diploma Period:
information available for subsequent MT districts that the Date Firet Entered the 5th Grade:
student may transfer to. PPy ————

B.) How to find students who are missing this district ‘Date First Entered the 9t
Grade’ date:

There is a state published ad hoc report which shows those students that are missing their ‘Date First Entered the 9t
Grade’ in the district graduation record field. It is called ‘COHORT Missing District Date 1° Entered 9™ Grade and NCLB
Cohort End Year. Please use this ad hoc report to find those students missing their 9" grade dates.

Go to the Index tab.

Select Ad hoc Reporting.

Select Filter Designer.

Select the State Published folder.

Select the Ad hoc titled: COHORT Missing District Date 1% Entered 9*" Grade and NCLB Cohort End Year
Select Search. A list of students missing this information will appear to the left under the Search tab. You can
also select Test and a report will be generated if you wish to print it or save it.

7. Select the student’s name and go to their Graduation tab to enter the missing data.

ouneEwWNRE

Please note: this date should be the first/earliest date the student ever enrolled in the 9" grade, keeping in mind it may
be prior to when the student enrolled at your district/school.

C.) How to complete missing ‘Date First Entered 9t Grade’ value:

1. Look to see if the student has a state graduation record with this value completed and use it to complete your
district value.

2. If the student doesn’t have a state graduation record with this value, look on the students’ hard copy records to
see if it can be determined.

3. If the student doesn’t have a state graduation record with this value and the date cannot be determined from
the students’ hard copy records, estimate the year of when the student should have started their 9" grade
enrollment and enter your schools’ first day of school for that year.

For more information, contact the AIM Help Desk at 1- 877-464-6681 or

Submit an AIM Help Desk Ticket
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https://opiservicedesk.opi.mt.gov/help/servicedesk/customer/portal/7/user/login?nosaml&destination=portal/7
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