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This AIM User Guide is
intended for Montana

slfen e ewidh e This AIM User Guide is intended for Montana Edition users who

use the Value-Added wish to use the Value-Added features provided by the state for
features provided by the managing student information. Instructions within this guide will
state for managing student help explain how to prepare the MT Edition application of Infinite
information. Instructions Campus to use as your primary student information system (SIS).
within this guide will help This guide is designed specifically for school that do not have an
explain how to prepare the existing electronic SIS, (such as those who record attendance on

RREd tenapplicationles paper records). Topics covered in this guide include: Preparing

Inﬁmte.Campus e Calendars, Entering Teachers, Entering Courses, and Assigning
your primary student

information system (SIS). Students to Courses.
This guide is designed

specifically for school that

do not have an existing

electronic SIS, (such as

those who record

attendance on paper

records). Topics covered in

this guide include:

Preparing Calendars,

Entering Teachers, Entering

Courses, and Assigning

Students to Courses.
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FAQ:

1. What calendar information is required?
Districts must identify student enrollment dates and enter a daily schedule so TEAMS can
accurately calculate student instruction time.

2. What information is required for teachers?
Teachers must have an SEID (previously known as the Folio Number), an employment
record, and an assignment into a school to be attached to the TEAMS extract.

3. What do | need to know about the courses students are taking?
Depending on the certification of the educator, students in grades K-6 generally need to
be assigned only to a grade level course. Students taking courses from educators with
specialized certifications (e.g., Physical Education teachers) and 7-8 and high school
students will need to be assigned to a specific subject area course.

4. How are students attached to courses with teachers?
Teachers are assigned to the courses they teach, and students are placed on a roster for
that course. The TEAMS extract only records the number of studentsin a course, but not
names of students.
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MT Edition Calendars

For general AIM reporting, districts are required to create calendars with basic district information. For the
purposes of the TEAMS collection, districts must also enter Terms, Periods and Days.

Path: Index> System Administration> Calendar> Calendar

Terms

Terms define the periods of time in which students are enrolled in courses. If districts only have full-year
courses, only a full-year term is required. If students rotate courses on either a quarter, trimester or

semester schedule, click New Term Schedule/Terms to define those terms.

1. Enter the Start Date and End Date for each term as determined by your school/district.

2. Click Save.
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infigite L2 Montana Edition ~ Staging Test Site

Campus
Year [17-18 ~|  school [ Hardin Primary v
Index Search . 17-18 Hardin Primary
Calendar Grade Levels
Search Campus Toals
n save
‘System Administrator
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» Health Student Day (instructional minutes)
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* Scheduling
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Calendar
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Comm
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Seheol
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Sequence
“End Date Summer School
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Teather Day (minutes) Excluds:

Half Day Absence (minutes) School Choice
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en
rolling 06/27/2017 10:57 AM
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u 8ave Term Schedule/Terms n New Term Schedule/Terms Delete Term Schedule/T
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Name

Full Year
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Periods

Periods define the time that students spend in courses. If the school is only recording time in one course (e.g.,

15t grade or ond grade, etc.), the district only needs to create one period. (use default for this.) If students
transfer from one course to another (e.g., high school or middle school) the periods need to reflect that

movement between courses.

NOTE: If MT Edition will be used to record attendance, periods may be set up based on times attendance will

be taken (e.g., before and after lunch).

Auto Create Pericd Schedules

1. Click New Period Schedule under the Periods Parsmatsr Sssction

Thils Schedule Sinuciure hes no Perkod Schedules, and fils fool will creste some for you
tab to add a schedule. rifinke Campus supports muRiple Perkod Schedules, ool only select e Perlod Schedules

2. Under Select Number of Period Schedules: For RS BT SERIR Srure

1. Zalzct Numibsr of Peried 3chedulss

each schedule, you must enter a list of periods (1 Periodschemse) Single Period Schesie
and times in the next step, so use the least [ (2 Peroischeduies) A DFy
number of schedules as possible to reflect the (] (3 Perioascnegules) ABIC Day
, . [[] {5 Periodschedules) MTAWTF Day
school’s activities accurately. Check the box R e — for sach A
that applies. &

[ Crest PerodsonetleaPenads

]

3. Under Select Number of Periods for each

Period Schedule. Enter the number of periods

for the schedule being added. You can add
. . 14-15 Cascade 7-8
more in the next step, if needed.

Click Create Period Schedules/Periods.

Terms Periods Diays

5. To list the period information, click the schedule just ;;'i -
added. [
6. Enter a schedule Name (e.g., Bell Schedule, Early Out @

Days, etc.), if desired.

7. Enter Start time and End Time for each period. 15 Cavcado 73

8. Check Non-Instructional for every period that is not
pupil instruction time.

9. Click Save Period Schedules.

mstroctional Minutes  School Day
1112 1133

NOTE: After saving, the Instructional Minutes and School Day - ==
minutes are calculated, as shown on the Period Schedule Info. e
Days T A

10005 AN
4 4 1119 AM
5 1209 PM
6 1257 PM
7 QNS1PM
8 QA5 P
E El EADEM

MMM MMM M

El 10 R

W Aotz 1

Acd Feriod

End Time
Q10 AM
10104 A
11:15PM
1209PM

Q14T PM
Qz41 P
II5PM
045 M
E10FM

Lunch Time

Nor-nstructional

OEOO0OEOEOOEE

Exclude nor-nEtnuctionz| periods
Exchude non-nstnuctionz] miates
EXCI0S TIME Q30 DEaen pErigs

$ehool Day Praterencs for 14-15 School Year
Excluse noa-inetructionz| perids

mokude non-instructional mikses
NCI0E TIME 308 DRSS DENDOE

instructionsl Minutes Preferancs for 14-15 $£hood Yaar
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Days

The Days tab is used to identify the days on which students receive instruction. Holidays, early release days, and

teacher in-service days are included. Excluding or shortening days reduces the total number of instructional

minutes for a course.

First, set the range for school days. This should

include your PIR days.

Calendar Grade Levels Schedule Structure Terms Periods Days
Day Rotation Print Print Rotation Multi Day Event
May 2020

1. Onthe Days tab, click Day Reset. «

2. Enter the Start Date and the End Date

(these dates are the dates of instruction

beginning and ending for the school year

and are not the fiscal school year dates.)

3. If school is not held on Friday, un-check

Friday.

4. Click Create Days.

5. Next, adjust for days school is not held.
Select a date by clicking the blue number from the large
calendar. For PIR days, uncheck Instruction and
Attendance. For holidays or other non- school days,
uncheck School Day, Instruction and Attendance. For
shortened days, enter the Start Time and End Time.

6. To enter Day Events, click Add Day Event. Select the Type
from the drop-down menu.

7. Click Save Day/Day Events. Repeat for all altered
instruction days.

Date

05/05/2020

*Period Schedule

T v

School Day Instruction
td td

Start Time: End Time

Comments

Day Reset

dates are year-round, or larger than the days you

“Fill Missing Days Only').

Auto Create Calendar Days

This tool will generate a Day record for each day in the Calendar. If your calendar

need to track, enter a smaller

date range to only create Day records for days that have instructional meaning for
this Schedule Structure. If this function is performed on an existing calendar, all
days and day events wil be lost outside the range you choose (Unless you choose

*Start Date
087252014 5|
*End Date
06/0912015 75|
Duration

0

Fill Missing Days Only

Mon Tue Wed Thu Fri Sat Sun
] ]
Create Days

= Event an this Day

Date Day #
05/05/2020 163
*Period Schedule
Schoal Day Instruction Attendance
r'd ' r'd
Start Time End Time Duration
Day % 0
183 Comments
Attendance
bl
Duralion s
0
Day Events
Type Dwuration Inst. Minutes
4 | Add DayEvent

- Type Duration Inst.
inutes

AD- Abbreviated Day

CH: Holiday - Christmas

1Q: In Service Optional

13- In Service

OH: Holiday - Other

PT: Parent-Teacher Conference
‘SH: Holiday - Spring Break

SI: Inclement Weather
TV: Teacher Vacafion
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Teachers

To include a teacher and/or para- professional responsible for student instruction in TEAMS, add them to the MT

Edition application using the following steps.

Add Staff

1. From the Index tab, select Census.
Select Staff Locator.

3. Enter the teacher’s Last Name, First Name and

Gender.
4. Click Search.

5. The search results display any teachers entered into
another District or MT Edition. Verify the teacher’s

demographic information and select the
corresponding match.

NOTE: Hovering over the name of
the teacher will show the last
district of employment — the same
as the student locator does for
student.

6. If there is no match for the
teacher being entered, click
Create New District Staff.

Year [14-15

Index

2] school [Cascade 78 [l

A stam saaren

‘Search oraa st alreao; rackes In Carmpus using e flkis provided, reculied flds are i red - Seloct a tal o B 1t or ok on Cresie New St

=

Cresie New District Staff —>

Staff Locator

Statt 3aarch

Saeanch for 3 §187 already tracked 0 CEmpus Using e fieids provided, reguined Tlekds ane I re0 | Sekect 3 s oM e It or cikck on Creste New ST

LastName*  Classroom Name sumsme D | Gencer| Bimae %
FNelNames Tesdner CAaSST00, Teacher 12345 1 ]
o - Classroom, Teacher 3 126861 " &
e uae v cl Temchers  1zEAS W &
Bilrih Cale | M
Wil kgl
sanE Staff from district: Arlee Public Schools, click to add to
e current district.
Search —>

7. Required fields are: Last Name, First Name,
Gender and Employment Start Date. However,
for the TEAMS extract, the teacher’s SEID (Folio
Number) must be entered in the Staff State ID

field.
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5taff Locator

Staff Ssarch

LastName*  Professorl
First Name®  Edwin
Gender” Wak -
Birn Date )|
Miode nRial
s5NE
Seal Stae ID
Search —=

Searcn for 3 st aineady tracked In Camous wEing e Telds proviced, reguined fiekis are N rec

Name SEmSmeiD | Genoer| Bim D %

o mEtches fund

E@ME New District Staff —

Salect 3 52T from e Ikt or click on




8. Enter the required data and click Save.

NOTE: The Staff State ID number was
previously an auto-generated number. The
district may need to replace the auto-
generated number with the correct SEID
number.

The teacher’s SEID (Folio Number) may be
found on the teaching certificate or
located using the Montana State

Educator Information System (MSEIS)
Educator Search.
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Person Information

“Last Name

*First Name Widdle Name
Professori Edwin -
[*Gender Birth Date Soc Sec Number
Male e B
Race/Ethnicity

Iz the individual Hispanic/Latino?

-

Is the individual from one or more of the these races?
(check all that apply)

[C] American Indian or Alaska Native

[ Asian

["| Black or African American

D Native Hawaiian or Other Pacific Islander
[C] white

Race/Ethnicity Determination

-

Home Primary Language

-

Person ldentifiers
Student State ID

Local Staff Number

Staff State ID 126994

End Date

i o Teaching Years Modifier
License Number FTE Percent
Seniority Education



https://apps3.opi.mt.gov/MSEIS/autos%20tart.aspx?Public=1
https://apps3.opi.mt.gov/MSEIS/autos%20tart.aspx?Public=1
https://apps3.opi.mt.gov/MSEIS/autos%20tart.aspx?Public=1

Indicate District Assignments

1. Select the District Assignments tab and click

Professori, Edwin
New. Gender U
Demographics |dentities Houssholds. Relationships Enroliments District Employment District Assignments.

2. Select the School, enter a Start Date and check swe Yook [y

the box for Teacher (if the teacher will be a
Team Member for Special Education students,
also check Special Ed and/or Advisor). Click
Save.

3. If ateacher is assigned to multiple schools, i e
“Start Cate End Date Thie

create an assignment for each school. cazsoon [ r -

FTE of Assigrment Assigrment Cooe

4. The teacher’s SEID (Folio Number) may be Wm'pgm .Ewm'm - e s "
found on the teaching certificate or located :’ EEEE B - e e
using the Montana State Educator
Information System (MSEIS)

Educator Search.

Montana State Educator Information System

State of Montana Office of Public Instruction

Wail al required documents io: OPi-Licensure, PO Box 202501, Helena, MT 59620
Onise Junau. Mantana st Superintendent

T T T T T T

5. Enter any of the known elements e
of the teacher’s demographics g!:"'"’mj“"" E
and/or license information and — W e e e e e R .;.....,.,.E
click Search Educators. o o mome

6. Click View to see the specific g a K
license history and information for s ro eme

7. The SEID is located at the top of e = s " P meme
the page, under the teacher’s — “q“m,om - —

name.
Hmmmhmwlmmonsyﬁ-m

NOTE: Information shown here e e o 20 S, e T 57

was obtained from the public site. == —
Help Full Name: Richard T Seitz
Districts have access to the secure St ov e

Contact Support

MSEIS/TEAMS site. 0P Home G s s

Logout
Logout of MSEIS

COURSES [ Seledl | ciass Status Source Recommend App Date Issued Eftective Expires
Select  Class 1 - Professional Teaching Issued CONVERT 81202008 72009 630/2014

. . Select |Class 3 Administralor Issued CONVERT 672012009 62212009 712009 602014

CO urses are ente red into M T E d ition Select [Ciass 1-Protessional Teaching Renewed |  COMVERT 2812004 282004 | 72004 | 63012009
Select |Class 3 - Administrator Renewsd COMVERT 2812004 2012004 712004 6302000

. Select |Class 1-Professional Teaching Renewed COMVERT 481990 481909 71999 6302004

Va | u e Ad d ed d e pe n d I n g O n t h e Select |Class 3 - Administrator Renewed COMVERT 481999 41900 1999 6302004
Select |Class 1-Professional Teaching Renewed CONVERT 8181994 818/1904 TIH994 6301999

.. . Select |Class 3- Adminisirator Renewed CONVERT BMEMIS4 818/1994 711994 6301999

ce rt|f|cat|on of the teacher a nd the Select |Class 1-Professional Teaching Feased COMVERT 62911589 62901989 7111989 sronoes
Select |Class 3 - Administrator Renewed CONVERT 82911980 612901889 711989 63011084

Select |Class 2 - Standard Teaching Renewe d CONVERT 191982 9/9/1882 711nag2 83011987

gra de level of the student. For soct |c1ass 2-sunaaiaTeacning Rnewea | comveRr oworr | s | woner | monsez

elementary students taught by K-8 s o e e

Endorsement Description Staws Source Recommend App Date issued EMiectve | Expires |
015 SPE - (Secondary (5-12)) Speech Communications: Issued | CONVERT 6202000 | 6222009 | TM2008 | 602014

ce rt ifi ed e I eme nta ry te acC h e rS, on Iy a 025 MAT - (Secandary (5-12}) Mathematics lssued | COMVERT 6202000 | 6222000 | TMZ000 | BA0RZ0Y4

III

“grade level” course (e.g., 15t grade,

2"d grade, 37 grade) is required.
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Students taught by a specialist need to be enrolled into their specified courses (typically middle and/or
high school students). Districts will also need to account for specialists who supplement a student’s
education (e.g., K-6 physical education teachers).

General Elementary Courses

1. Select the current Year, School and/or Calendar.

From the Index, select Scheduling and select Add Course.

3. Enter Number and Name (district specified), Max Students (set at a higher number than would
ever be enrolled in the course), Terms (same
as number of terms entered on calendar),
Schedules (typically 1), Periods (number of
periods for course), and check Allow Student
Requests.

4. OPTIONAL: Check Homeroom and
Attendance as appropriate — if using the MT
Edition Value Added application to take
attendance.

5. Under NCES Data, choose SCED Subject
Area, SCED Course Identifier, SCED Lowest
Grade, SCED Highest Grade, SCED Course
Level and SCED Sequence (1 of 1, unless
splitting a full year course into semesters — 1
of 2 — or trimesters — 1 of 3). The NCES code SCED Subject Area SCED Course Weniier
auto-fills after this identifying data is T3 ersuties Spectc prorie-seconden) . o y

SCED Lowest Grade SCED Highest Grade

entered. 04: Grade 4 hd 04: Grade 4 -
SCED Course Level SCED Sequence: (part n of m parts)

6. Click Save (top of screen). GE: General Educatin - " ovoil v

~

s o S e
— = & 2]
ST
5 i (25

Sehecule Load Priory Tem:  Scoscuss Perkds  Seotione o Bk
= 1 1 [ a

SEilil ‘B0z Pomz Transengn Require
(u] (u} o

Aoy Vocationz| Cooe:
1

“Alow teawer Repeatanie Amendance] Unt Afendance  High Saol Credt

£ £ £ £ 3 = 0

NOTE: Elementary courses are numbered 51 to 73
and contain the notation (prior-to- secondary).

For specific information on K-12 Course Codes and course mapping, see the OPI TEAMS help webpage.
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http://opi.mt.gov/Leadership/Assessment-Accountability/School-Accreditation/TEAMS

Middle/High School Courses e
1. Select the current Year, School and/or ——
Calendar.

2. From the Index, select Scheduling and
select Add Course.

3. Enter Number and Name (district
specified), Max Students (set at a ¢ !
higher number than would ever be s Coure Co— Rl e T
enrolled in the course), Terms (same i
as number of terms entered on
calendar), Schedules (typically 1),
Periods (number of periods for
course), and check Allow Student
Requests.

4. If the course is Distance Learning or
Dual Enrollment, check the appropriate box.

5. If the course is part of an Alternative Education Program for

. . S Custom Data Elements
At Risk Youth, check the Alternative Ed Program box under ARemztie £ Program
Custom Data Elements at the bottom of the Course tab.

6. OPTIONAL: If using the MT Edition application to keep
attendance, check Homeroom and Attendance as
appropriate.

7. Elementary (Grades 5-8): Under
NCES Data, choose SCED Subject

- Add Course

ame TEEME-03EE]  ACINE

cRTENgI Grage 7 Englisn (=] il
Sugject Tipe Core Acatemic Clzss

Core Academic Subject Arez [CORE) + Engllsh (ENG) -

-
‘Scnedule Load Priorty Temms  Schedules Peras|  Sections 1 Bula
25
1 1 1 a

omeroom Tequests Repaztanle Junmasencance  rage
¥ Ll Il | Il o

Digiznce Clzss Drual Enroliment Creak

%

ope 55165
Area, SCED Course Identlfler, SCED SCED Subject Area SCED Course identifier
. 55: Fine and Performing Arts (prior-to-secondary) - 165: Crafts -
Lowest Grade, SCED Highest Grade, SCED Lowest Grade f SCED Highest Grade
07: Grade 7 hd 08: Grade & hd
SCED Course Leve, an d SCED SCED Course Level SCED Sequence: (part n of m parts)
Sequence (1 of 1, unless splitting a GE: General Education T vort -

full year course into semesters — 1
of 2 — or trimesters —1 of 3).

8. Click Save.
NOTE: Elementary courses are numbered 51 to 73 and contain the notation (prior- to-secondary). For
specific information on K-12 Course
Codes and course mapping, see the OPI

TEAMS help webpage. N Coce
9. High School (Grades 9-12): Under NCES i er——— oo .
Data, choose SCED Subject Area, SCED e e
Course Identifier, SCED Lowest Grade, S e e {Gemege (=)
SCED Highest Grade, SCED Available SCEDCuurse Lol _ - e m

Credit, SCED Course Level and SCED
Sequence (1 of 1, unless splitting a full
year course into semesters — 1 of 2 —or
trimesters — 1 of 3).

10. Click Save.
NOTE: Secondary courses are numbered 01 to 22. For specific information on K-12 Course Codes and
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course mapping, see the OPI TEAMS help webpage.

Year [14-15 [®] school [Cascade 72 [#]
Index Search Help

+  Add Course

Courses by Specialists
If the K-6 (or K-8) curriculum uses specialists s

“Name

in courses such as Music, Art, etc., enter = - : = “
those courses separately from the i - m——

‘Schedule Load Prioriy Max Soents Temns  Schedules Periods|  Sections o Bulkd
grade/classroom courses (e.g., 15t grade, et — ijm

o 0 (] all
4th grade, etc.). Rees e e .

o Aoy Vocational Code
- o
1. Select the current Year, School and/or e e Ee s e
Calendar. L - o

2. From the Index, select Scheduling and L
select Add Course.

3. Enter Number and Name (district
specified), Subject Type, Terms (same as number of terms entered on calendar), Schedules (typically
1), and Periods (number of periods for course).

4. OPTIONAL: Check Homeroom, Allow Requests and Attendance as appropriate.

Elementary (Grades K-6 or K-8): Under NCES Data, choose SCED Subject Area, SCED Course Identifier,
SCED Lowest Grade, SCED Highest Grade, SCED Course Level and SCED Sequence (1 of 1, unless splitting
a full year course into semesters —

1 of 2 — or trimesters — 1 of 3). -
SCED Sunjed Area SCED Course igentifier
. 08: Physical, Healh and Safety Educafion - 001: Fiwysical Educaiion -

6. Click Save. SCED Lowsst Grate SCED Hignest Grace
KF. Kinderganen Full Time 05 Grage -
SCED mualtank: CredR (Camegie Uniks)
1

NOTE: Elementary courses are SCED Coure Lomt o

numbered 51 to 73 and contain the
notation (prior to secondary). For
specific information on K-12 Course Codes and course mapping, see the OPI TEAMS help webpage.

MT Edition Value Added for TEAMS Extract September 2020 11


http://opi.mt.gov/Leadership/Assessment-Accountability/School-Accreditation/TEAMS
http://opi.mt.gov/Leadership/Assessment-Accountability/School-Accreditation/TEAMS

Creating Sections

Sections define the time period that courses occur — 1 ?zssFresnmEan English ‘
and link teachers and students to courses. e — M. o
1. Choose the current Year, School and/or e — '
Calendar.
2. From the Search tab, Search for
Course/Section. Click Go. s
3. Click on a course.
4. Click the Sections tab.
5. Click Add a Section. b250-1 Freshman English
6. Enter Section Number. Section Staff History — Atterdance
7. Select Session Type. Save Detete
8. The Session Number corresponds to the Session Type. For Section Exitor
example, if Session Type is Quarter, the Session Number mim_ S
for this course will be 1, 2, 3, or 4 for 15t quarter, ond . R —————
quarter, etc. For a full year course there is only one mem 2. 0"
Session Number. D s (Cuerie)
9. Check the boxes that correspond to the time the course is iy Tesenar
offered. If a course is offered more than once per day, — T
create a separate section for each time the course is S T SRS
offered.
10. Click Create Section.
11. Click the Staff History tab.
12. Select New Primary Teacher.
13. Select a name from the Name dropdown list.
14. Choose a Role. The teacher selected as Primary Teacher
should have a Role of 00: Teacher of Record and hold an
appropriate MT certification to teach the selected course.
Only one Primary Teacher may be identified for each

course.

15. Click Save.
NOTE: For distance learning courses, the district ——
must have a Facilitator assigned to the course under nniﬂ - — —
Primary Teacher. The teacher holding the proper e senoe oo ey

Thers ks no active primary teacher for this section

endorsement for the course should be identified as
the Primary Teacher.
16. If another teacher will be sharing the teaching
‘Start Cate and End Date fleds should remain biank unless staff members stan working In e section afier e first day of e first scheduled i

responsibilities with the Primary Teacher, select or 505 woting e st ot e L s .
New Teacher.

NgAE-WIDET, Laura v | [ -

Comments

05" Co- Temener ARSITENE E0UCE0N
07: imsiructionz] Para General B4
Taacher Display Nams on Saction 05 Instructional Fara SFED

=3 Tezcnar Dispiz) Name nere wil up 03 structionzl Para T 1

{71 Continue using e curmert Teacher Display Name from e Section t=0:
1B Use 2 new Teacher Displzy Name on be Seothon te Ingalis-nikoer, Laura

1@ mstructional Para AE
12: Faclikzior
13 Mot Applicatie/Niot Stzte Reooned
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17. Choose the name of the second teacher

18. Click Save.

from the dropdown list and choose a Role.

NOTE: The teacher holding the proper
endorsement for the course should be
identified as the Primary Teacher. If
another staff member will be sharing the
teaching responsibilities (e.g., a para-

b250-1 Freshman English
Teacher: Ingalls Wikder, Laura

Staff History Roster

Mew Primary Teacher

Name

INQEIE-VVITST. Laura

SIEM D=E 270 £ DS EA0E S70UK METIEIN DIENK UMIES E1ET METIDENE SIET HOTGNG 1N T $ECION SR8 I8 NE 03y Of 18 TS SCE0UIES 1enm
o7 100 WaTKINg 1N g $ECTON DETOTE e (351 Gy 07 2 (36 SCUE0UIRN TENT.

District Assigrement

Aok
~ 02 CoTescher Ceneral Eucaton

@ Teaster Display Name
Laura
Use:a new Teacher Dispiay Nam on e Secton e

educator) with the Primary Teacher, select
New Section Staff.

19. Choose the name of the staff member from

the dropdown list and choose a Role.

20. Click Save.

CREATING ROSTERS

TEAMS will derive an enrollment count from student rosters entered in MT Edition and uploaded into the

TEAMS Teacher-Class data collection.
After searching for the Course/Section (see page 12), select the Roster Setup tab.

Students may be selected in multiple ways:

Copy student from this section: —

b250-1 Freshman English
Te: alls- Wilder, Laura

Staff History Roster

New Pri

name St Dt

End Date

Citrict Assigrment Aok

Ingail-Vigsr. Laura

Biggs. Staphanis

A T

s
‘Teachar of Recorn

Co-Teaeher Gansral 01

‘Start D and End Date flecs sh0uKd remaln Diark unless St memoers start working In e section afer e first day of e frst scheculed ferm,
o 249 Working In e s=ction before e lsst sy of e st scneculed term

Name Start Cate End Date Disirict Assignment Role
Neweon, lsaxc - jug| o - 07 Peinuctoral Fara GereralEd v
Comments
-
on $sction
Tescher Dispiay
1! Cortinue sing e cument Tescner Disalay Name from the Secton 120 Ingails-\Wicer.
Laura

{21 Use 2 new Teaoner Dispiay Name o e Se0ton B

Select a section for which students
are already enrolled, and the screen

Attendance Grading By Task Grading By Student

Roster Setup

will copy that list of students to this

| Copy studant fom this saction: -

section — helpful if there are AM and

Current Roster(0/25)

Show Students in this grads only: hd

PM sections of a course or all
students in a grade are taking the
same courses. NOTE: When using

WioDorakd, Ronzid (12) 10745
Ray, Rachel R(11) 111612

Ros

ter

o

this option, students don’t appear
under Current Roster until Save
Student List and/or Copy Section is selected.

MT Edition Value Added for TEAMS Extract September 2020
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¢ Show Students in this grade

only: — Select one grade
level to display a list of i
students in the specified
grade level

— useful for enrolling
students into a course that

only applies to one grade
level. Click student names
to add to the Current
Roster. Click Save Student
List and/or Copy Section
when all students have

been added.

e All Students: Select
students from the list of all

Copy student Fom this section:

Current Roster{0/25)

enrolled students. Click e
Ry, Racnel K1) 111612

student names to add to
the Current Roster. Click

-

B500-1 Arts in Culture
ny Attendan: o= Gi y Task Grading By Student Roster Setup Ros dit
tudent List andior Copy
Copy studant fom this saction: hd
‘Current Roster(0,25)
Fananie, Theooare [10)
Hurstile, Theodore (11)
McDonaid, Ronad (12) 10745
Ry, Rachel R{H) 111612
B500-1 Arts in Culture
Te surs
Sectio oster Attendance Grading By Task Gr. By Student Roster Setup Roster Batch Edit

Save Student List and/or
Copy Section when all
students have been added.

Students may also be added to classes individually.

This method is recommended for enrolling students
after the first of the year and for recording course
changes.

e To enable this functionality for a course, check
Allow student requests on the Course tab.

e Navigate to the student’s Schedule tab: (Path:
Index/Student Information/General).

MT Edition Value Added for TEAMS Extract September 2020

B500 Arts in Culture

Course

Sections

Core Acatemic Sugject Arez (CORE) +

Number “Name
ES00 Al I Culure
Sugpct Tipe
State Code Department
-
Scnedle Lozd Friory Wiz Sdets
-3
EEA e Bows Palts
0 o
HR: Honors: -
ATy

Core Academlc Clzss
Aftz (ART)

Tems  Schedules Periods  Sactions b Bulld

Q Q Q

Transcript

4l

O

Cuial Enroliment Credt

Q

Reguired
laf

Vocational Code

O

Allow teacher requesisrecommendations Repatable ARendance UnRARendance High School CredR

0

O
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e Click the Schedule tab.
e Click Walk-in Scheduler.

e Click the EMPTY link on the
student’s schedule for the period
you want to schedule. A list of
courses meeting at that time will
appear in a Section Search to the
right of the schedule.

e Click the section below the course
to add it to the student’s schedule.

Course Changes

When a student moves from one course
to another, do not deleted the course
from the student’s schedule. As with an
enrollment, end date the first course
using the Roster Update tool by clicking
on the course, then add the new course.

Summary Profile

Fitr v @ Settings

Q1 (8/21/2019-10/25/2019)

SH10110

Enrolments

Schedule

SH1011-0

Attendance Flags

Q2 (10/28/2019-1/17/2020)

Grades

Transeript

Q3 (1/21/2020-3/19/2020)

Credit Summary Assessment

Behavior

Transportation

Q4 (3/23/2020- 5/6/2020)

0| Drivers Education (S1) Drivers Education (S1) No Scheduied Course No Schedued Course

Rosenbach, M Rosenbach, M
200
’ HE25111 HE 25111 HE 25121 HE2512-1
& 1| Weight/Health 10-12F (S1) Weight/Health 10-12 F (1) Weight/Health 10-12F (52) Weight/Health 10-12 F (52)
03] Birgwell, G Birdwell, G Birdwell, G Birgwell, G

FCS 24112 FCS 24112 FCS 24122 FCS 24122
004 2 | Culinary Arts I (S1) Culinary Arts | (S1) Culinary Arts I (52) Culinary Arts I (52)
A Vaughn, A Vaughn, A Vaughn, A Vaughn, A
2] 2

AAAAAAA
i Welsh,K
B MA23113 MA23113 MA2312-3 MA23123
3| Geometry (ST) Geometry (S1) Geometry (52) Geometry (52)

Blazer, P Blazer, P Blazer, P
R ENG 21114 ENG 21114 ENG 21124 ENG21124
500 4 | English10(s1) English 10 (S1) English 10 (52) English 10 (52)
- Dubbs, S Dubbs, S Dubbs, S Dubbs, S
200 Lunch No No No No
3l SS21115 521115 $52112:5 s521125
05| 5 | WerldHistory (s1) World History (S1) World History (52) World History (S2)
” Stewart, A Stewart, A Stewart, A Stewart, A
04]
" 50122116 122116 5012212:6 50122126

6 | Biology (s1) Biology (S1) Biology (52) Biology (52)
Sauby M Sauby, M Sauby, M Sauby M
SHOT117 SHOT117 SHOM27 SHO1127

Study Hall (51)
Blazer, P
Start: 8/21/2019

SHOI1170
St

al Data

FHS Activities

anscript Credit Summary

Study Hall (S1)
Blazer P

& LockAll  ~

Report Comments
Behavior

Q4 (3/23/2020 - 5/6/2020)

No Scheduled Course

HE25121
Weight/Health 10-12F (52)
Birdwel, 6

FCS 24122
Culinary Arts 1l (52)
Vaughn, A

500021 e

MA2312:3 o
Geometry (S2)
Blazer, P

ENG 21124 -
English 10 (52)
Dubbs, S

Person Documents

Study Hall (52)
Blazer P

Study Hall (52)
Blazer P

< search

2

o

;"'. Effective Date

= 57472020 B Todsy  Clear
> Course Name v

b

i

©

5 + Add Option

<+ ADD couRsE AND SECTIONS o

Mentoring

3300

330

3303

3304

3305

3402

FFA
3403

+
+
+
+
+
+

Forms

Transportation Fees

Spanish Club
GSA Club
Tech Club
Chess Club

Speech & Drama

Roster Update

Advisory - 5000 - 21
Start Date

B Tod|

Requests A

End Date

Bl Today|

seah v

No Credit

Repeated

Modified By
Welsh, Kate on 6/4/2019 9:40 AM

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

Submit an AIM Help Desk Ticket
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