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Enrolling a Former Student

AIM User Guide

This AIM User Guide provides instruction for enrolling a
former student in Infinite Campus. For example: A student
was enrolled in a prior year, returning after enrolling at
another school. The student should be re-enrolled and a
request for records transfer submitted.
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Enrolling a Former Student:

1. From the Search Tab, select All People as the search criteria.
2. Enter the student’s last name, and first name, then click Go.

3. Select the appropriate

person from the search
results list and click on the
Enroliments Tab.
NOTE: If you don’t find the
right person, double check
the spelling or call the AIM
Help Desk 877-464-6681.

4. Click New.

5. Enter the Start Date, Start
Status, Grade Level and
Comments (if applicable).

6. Click Save.

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

1. Click on the Records Transfer
Tab.

2. Click on New State Transfer
Request.

3. Scroll to the bottom and click
Submit Request. A request will
be submitted to the former
district and will appear on the

main screen under Process Alerts.

Index Search Smith, Alexandra M X Graduation
#916 DOB: 04/27/1998 Gender F
All People M Credentials Overrides Fees ID History Person Documents Schedule Payments

smith, alexan Demographics Identities Households F El District Empl
Advanced Search N ~ N
E Print Enrollment History New Enrollment History

Search Results: 1

Enroliment Editor

Grade ~ Type Calendar Start Date End Date
12 P 15-18 Fergus High Scheol 08/27/2015  05/21/2016

Start Status: 02 Confinued enraliment same school, no interruption
" 4

Smith, Alexandra M #316 [04/27/1398]

All People v Credentials Overrides Fees D History Person Documents Schedule Payments Impact

smith, alexan Demographics Identities Household i District Emply t District

Advanced Search N
Save New Enroliment History

General Enrollment Information -

Search Results: 1

Smith, Alexandra M #916 [04/27/190g]  *Calendar “Schedule “Grade Class Rank Exclude  External LMS Exclude
1920 Lewistoun 78 v |mam | [
*Start Date End Date End Action “Service Type
ﬁ\ | ‘ﬁ\ ( v || P Prmary
“Local Start Status Local End Status
| 01: First time receiving cucational services. x | v || selectavaue

State Start Status State End Status

Summary Profile Enroliments Schedule Altendance Flags Grades Transeript Credit Summary Assessment Beha
Saka st aljetics Ad Hoc Letters Waiver Records Transfer Special Data FHS Activities Report Comments
New State Transfer Request
Transfers
RequestDate  Name Status  Requesting District Releasing District
%
Gender F Birthdate 04/07/2008 SEM
Grade 08 School 18-20 Lewisiown 7-8 Stari Date  08/21/2019 |

Requesting District & User

Disfrict 0420 Lewistown K-8 & Fergus High Name Christopher Administrator Usemame  OPlaimstaff
Request Date 05/08/2020 Work Phone Email
Comments

Submit Request |

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

