AIM USER GUIDE:
UsING MT EDITION

VALUE ADDED FOR THE
TEAMS EXTRACT

This AIM User Guide explains
how to prepare the MT Edition
application to extract a
“Teacher-Class” file to upload
into TEAMS (Terms of
Employment, Accreditation
and Master Schedule). This
guide is designed for schools
that do not have an existing
student information
system.Districts that do not
use a student information
system may use the MT
Edition Value Added
application to store and
extract data to submit on
TEAMS. TEAMS is OPI’s online
system used to collect data for
school accreditation (aka
Annual Data Collection). In the
MT Edition Value Added,
districts may enter schedules,
courses and teachers and
assign students to courses.
Data may then be extracted in
a format suitable for upload
into the “Teacher- Class”
screen of the TEAMS system.

Using the MT Edition Value
Added for the TEAMS Extract

AIM User Guide

This AIM User Guide explains how to prepare the MT Edition
application to extract a “Teacher-Class” file to upload into TEAMS
(Terms of Employment, Accreditation and Master Schedule). This
guide is designed for schools that do not have an existing student
information system.

Districts that do not use a student information system may use
the MT Edition Value Added application to store and extract data
to submit on TEAMS. TEAMS is OPI’s online system used to
collect data for school accreditation (aka Annual Data Collection).
In the MT Edition Value Added, districts may enter schedules,
courses and teachers and assign students to courses. Data may
then be extracted in a format suitable for upload into the
“Teacher- Class” screen of the TEAMS system.
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FAQ:

1. What is TEAMS?
Terms of Employment, Accreditation and Master Schedule (TEAMS) is a collection that
replaced the previous Annual Data Collection (ADC). In TEAMS, districts report courses
and teaching assignments at the class level.

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

3. 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.

4. 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.

5. 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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TEAMS - Terms of Employment, Accreditation, and Master Schedule

This collection will fulfill a number of new and anticipated reporting requirements in addition to replacing the

existing Annual Data Collection (ADC).

e The Terms of Employment collection reports the employment status of each employee of the
district, including position code, FTE portion, base salary, employment start and end dates, total
annual days and hours, Full-time/Part-time status, and permanent/temporary status.

e The Accreditation component collects information about the schools’ compliance with the

Montana School Accreditation Standards.

e The Teacher-Class collection includes information on course catalog and teaching assignments at the

class level.

This guide will specifically address the Accreditation and Teacher-Class portions of the TEAMS
project. More information on the TEAMS project may be found on the OPI webpage.

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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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.

Enter the teacher’s Last Name, First Name and

Gender.
Click Search.

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 [¥] school [Cascade 78 [l
Index sarch  Hebp

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

staft saarch
Searchmra sz'alrea\:r_.-'.lam In Campus JSh; e fields provided, requined fields are In rec - Sekect 3 st fom M2 list or click on CreaEte Mew SiaT

LastName*  Classroom Name sumsme D | Gencer| Bimae %

FNelNames Tesdner CAaSST00, Teacher 12345 1 ]

o - Claseroom, Teschers 126861 r &7

ZEnce Ml W - Teachers 126663 M &7

Birih Dl | m

Wil kgl

sanE Staff from district: Arlee Public Schools, click to add to
[ — current district.

Search —>

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.

Staff Locator

StaTT $earch

Se@rcn for 3 s= 2ineady tracked In CEMDUS USing e Nleids proviced, reguined fizls Ene In rec | Sslect 3 St from e Mkt or it on

LastMame®  Prossssorl Nama SETSmeID | Genser| Bim D %
No matches found

First Name®  Edwin

Genger Malke hd
Bir Date [
Micdle izl

SEN#®
‘St Ste ID
Search —»

E@Jaﬁe New Dis trict Staff —
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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.

MT Edition Value Added for TEAMS Extract September 2020

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
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Indicate District Assignments

1. Select the District Assignments tab and click
New.

Select the School, enter a Start Date and check
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.

If a teacher is assigned to multiple schools,
create an assignment for each school.

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.

Professori, Edwin

Gender: M
Demographics |dentities Houssholds.
n Save u Delete E New

Relationships

Enroliments District Employment District Assignments.

[Empioyment Assignment Information

i

Program Benador AT ez
i u (a] (a]
Supen Footanio:

Refermal Seif Senice Agoroer FRAM Procassar

Benmion Rzsgonse ADDTOvET
la

0

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

Educator Search Screen {Note: The Folio ID is now called an SEID {State Educator Ideatification Number})

First Hame:

= Licens

Search Educators. | Clear Search

Educators

May
Adele
Christine
Debarah
Debarah
Diane
Edmung
Eva
Lany
Lawa
Marcia
Mary
Michael
Rhonda
Ricnara
‘Susan
Susan
wiame
(wiinfeld

@ Class:

=i qfk>L=>ﬁka>n§u-;;

= License Exp Date.

show 50~ pemsperpage  Page 1 %
ACTNVE
INACTIVE
INACTIVE
INACTIVE
ACTIVE
INACTIVE
INACTIVE
INACTIVE
ACTIVE
ACTNE
ARCHIVE
ACTIE
INACTIVE
ACTIE
ACTIVE
IHACTIVE
INACTIVE
Adiive

IHACTIVE

EETTmMEmMERNMMETNE A T A AT

5. Enter any of the known elements e
of the teacher’s demographics g};}w
and/or license information and — T
click Search Educators. e

6. Click View to see the specific g
license history and information for e =
the selected teacher. % ":3

7. The SEID is located at the top of e e
the page, under the teacher’s b,

name.
NOTE: Information shown here

S50Public

Mail al required documents to: OPI-Licensure, PO Box 202501 Helena, MT 59620

Primary lnfasmation

was obtained from the public site. ==
Districts have access to the secure St
MSEIS/TEAMS site. e

Logout
Logout of MSEIS
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Full Name: Richard T Seitz
SEID: 28458
Gender. Male

S e
Select  Class 1. Professional Teaching

Class 3 - Adminisiralor

Ctass 1- Professional Teaching

Ciass 3 - Administrator

Ciass 1 -Professional Teaching

Class 3 - Administrator

Ciass 1 - Prafessional Teaching

|Class 3- Adminisirator

Ciass 1 - Professional Teaching

Glass 3 - Administralor

Clzss 2 - Standard Teaching

Ciass 2- Standard Teaching

FERRREREEREE

Endorsement
015 SPE - (Secandary (5-12))
025 MAT - (Secandary (5-12})

Mathematics

Status. Recommend App Date. Issued  EHfectve Expires
Issued ‘ CONVERT 87202008 6222000 712008 6302014
Issusa CONVERT 612012008 62212009 7172008 6302014
Renewsa CONVERT 2912004 282004 71172004 613012008
Renswed CONVERT 2092004 202004 72004 | 6302008
Renewed CONVERT ey 4889 711993 6302004
Renswed CONVERT 4911999 41809 1998 61302004
Ranewsd CONVERT B/18M994 8116/1904 7111994 6301099
Renewed COMVERT BaN9ss a18/1994 7ANM994 | 6301999
Renewed CONVERT 6291588 529/1888 11983 6301584
Renewed CONVERT sr2ar1080 6291889 71ns8a 8301084
Renewad CONVERT om11982 sniee2 71ne82 63011087
Renewsd comvert | | ennerr snneT? TneT7 | erongsz
Endorsements for Selected License

Staws | Source | Recommend  AppDate Issued | Effectve | Expires |

Issued | CONVERT 6202000 | 6222008 | 72008 | 60014

ssued | CONVERT 6202000 | 6222009 | THZ000 | 6A0ZOI4 |

‘Speech Communications

Montana State Educator Information System
State of Montana Office of Public Instruction
‘Mail all required doCuments to: OP1Licensure, PO Box 202501, Helena, MT 59620
‘Deaise Junpau, Nontans Sk Supsrinadent

Public Guest (Public)

Back To Search Screen

Source
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COURSES

Courses are entered into MT Edition Value Added depending on the certification of the teacher and the
grade level of the student. For elementary students taught by K-8 certified elementary teachers, only a

“grade level” course (e.g., 15t grade, 2nd grade, 3rd grade) is required. 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. =
2. From the Index, select Scheduling and select L e 5 E
Add Course. = o ‘

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 - SCED Course lentier
Edition Value Added application to take oo ’ suc?n[:;:;feme ’
attenda nce' SDC“E:I;;;TJ?; Level ¥ Si‘t;;t;:nce: (part n Dfm;arts)
5. Under NCES Data, choose SCED Subject GE Beneral Education M 1 vorl -

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 auto-fills after this identifying data is entered.
6. Click Save (top of screen).

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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Middle/High School Courses

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

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.

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
At Risk Youth, check the Alternative Ed Program box under
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
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).

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.

Year | 1415

El School | Cascade 7-5

Search

Index Help

+  Add Course

Grade T Englln = B

‘Care Academic Class
English (ENG) -

Sz Tipe
‘Core Academic Sudject Area (CORE) v

Temms  Screnues Penas
o 1 1 1 ]

Transargt Teguirea
0 u] u] u]

Reoeaok
O [ |E| O

Dual Enroliment CredR

§

S Custom Data Elsmants
ARzrmizie Ed Program

NCES Code
55165
SCED Subject Area
55: Fine and Performing Arts (prior-to-secondary) -
SCED Lowest Grade
07: Grade 7 hd
SCED Course Level
GE: General Education hd

SCED Course Identifier

1865: Crafts hd
SCED Highest Grade

08: Grade & hd
SCED Seguence: (part n of m parts)

1 o1

B2 NCES Data
NCES Code
05165

High School (Grades 9-12): Under NCES
Data, choose SCED Subject Area, SCED
Course Identifier, SCED Lowest Grade,
SCED Highest Grade, SCED Available
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.

SCED Subject Area
05: Fine and Performing Arts

SCED Lowest Grade
09: Grade & -

SCED Available Credit (Carnegie Units)
c

SCED Course Leve!
GE: General Education
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-

-

SCED Course identifier
165 Crafis
SCED Highest Grade
12: Grade 12 -

SCED Seguence: (part n of m parts)
1 vefl v
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NOTE: Secondary courses are numbered 01 to 22. For specific information on K-12 Course Codes and

course mapping, see the OPI TEAMS help

Year 1415

webpage.

Courses by Specialists

If the K-6 (or K-8) curriculum uses specialists
in courses such as Music, Art, etc., enter
those courses separately from the

grade/classroom courses (e.g., 15t grade,
4th grade, etc.).

1. Select the current Year, School and/or

[z] school [Cascade 78 [=]

i

“hame
K108 FE

s Schedules Periods | Sections b Bulld

! 7}

Feguired
(]

wozatknal Code

Sujest Tipe
sl Elementary Curriculum (ELEM)
Teparment
-
Scnedule Load Priorhy Wiz Students Te
1 1 1 0
GRA Weignt Bonus Polis. Tramscrigt
a 4 la|
T
e Reguiar -
Acy
- ]
+omeroom [
[ [ [

Repesiztle Amencancs| UniAfendance  Hign Senool Credh
=] & ) o

O

Calendar.
2. From the Index, select Scheduling and
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

SCED Lowes! Grade
Spllttlng a full year course into KF: Kinderganen Full Tine  w
1
SCED Course Lawel
GE: General Evcaton

semesters — 1 of 2 — or trimesters
—1o0of 3).

6. Click Save.

SCED Auallsbile Cradh (Camegle Uniis)

08: Prysical, ezl and Satety Education

SCED Course identifier
hd 001: Prmysiical Education
SCED Highest Grade
05 Graded -

SCED Sequencer (par nof m pars)

v i vg2z ¥

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 OPl TEAMS help

webpage.
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Creating Sections

Year [14-15 [7] school |Cascade High Scheol[]

Sections define the time period that courses occur oo sech e 250 Freshman English -
and link teachers and students to courses. == — M. .
1. Choose the current Year, School and/or e
Calendar.
2. From the Search tab, Search for ST ST
Course/Section. Click Go.
3. Click on a course.
4. Click the Sections tab.
5. Click Add a Section.
6. Enter Section Number. Section — PR
7. Select Session Type. Save
8. The Session Number corresponds to the Session Type. For Section Extor
example, if Session Type is Quarter, the Session Number ﬂim_ S
for this course will be 1, 2, 3, or 4 for 15t quarter, ond . L —
guarter, etc. For a full year course there is only one mom T
Session Number. e Cisss (cremiae)
9. Check the boxes that correspond to the time the course is primany Tescher
offered. If a course is offered more than once per day, ;L“;;‘{;m“m;;“:::m':““
create a separate section for each time the course is i ———
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 Py
appropriate MT certification to teach the selected course.
Only one Primary Teacher may be identified for each S Pl Scoon vear
course. T 12 v
15. Click Save.
NOTE: For distance learning courses, the district
must have a Facilitator assigned to the course under ave [ Nov Prinary Tencher [ ew Teote
Primary Teacher. The teacher holding the proper e =T Emise T

Thers is no active primary tsscher for this ssction

endorsement for the course should be identified as
the Primary Teacher.

16. If another teacher will be sharing the teaching
responsibilities with the Primary Teacher, select T oo e sec o e e o et e
New Teacher.

ngalis-iiicer Laurz - |

Comments

05 Co- Techer ARemathe Educstion
o7: msiructional Para General Ed
Tasctir Displs)tams on 25 eretrutionl Para SPED,
s =S 05 instructions] Para T 1

{7 Confinue using e curment Teacher Displ) Name from M Seothn (=0
18 Lise 3 new Tescher Display Name on the Seotion tbr: Ingalis-wikder, Lsura
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17. Choose the name of the second teacher

18. Click Save.

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-

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

Staff History Roster

b250-1 Freshman English
Ingalls-Wikier, Laura

from the dropdown list and choose a Role.

INQEIE-VVITST. Laura

Comments

Start Dot and Eng Date fleks should reialn biank unless St memibers start working In e secfion afer e first day of e frst scheduled term,
ar siop working In e section beore B last d3y of e last scheduled fenm

triggs SeaEE v |

sz AssigrmEnT Aok
o ~ 02 Co-Temcner GenermlEDuERN v

Taacnsr

@

Dispisy Nams on Section
MEking 3 Ghge 1o e Tescner DISpiay Name here il UpSte T2 (ke on B Sectkn 0

Laurs

5% 2 new TESCNET DUEDIE) NETE 0N e 40300 130

Tescher Display Name: ngais-Uider,

b250-1 Freshman English
Tes alls-Wilder, Laura

Name

B EnaDzR it Agsigme Aok

ingails-Ufidsr. Laura

Briggs. Stephanis Co-Tescher General Edi

4 ] ¢

la
‘Teacher of Rscord

‘13T D2 200 £ Date eIk S04 FeMal DIErK UMIEE E12T MRMDSME SI21 WOTKING 17 T2 S201K0 28T e TSt 02y 07 e TrE? ECneclen e,
O 5399 WONKINg 1N T2 5205107 DETOre e 1351 ) O T2 K36t Goneculed ferm.

District Assigrment Role

Newon. 333 - ] 0 - o7 PRl PARGEErAlE. v
Comments
m
“Tachsr Dispiay Hams on Ssction
Teaoner Dipiay

18/ Corminue UEIng e CuITent Teacnar Digla) Name o e 200N 2 INganE-Uuoer,
Laura

121 Lse  new Teacner Displzy Name on e Secthn 0

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:

e Copy student from this section: —
Select a section for which students
are already enrolled, and the screen
will copy that list of students to this
section — helpful if there are AM and
PM sections of a course or all
students in a grade are taking the
same courses. NOTE: When using
this option, students don’t appear
under Current Roster until Save

B500-1 Arts in Culture

Sawve Student List andior Copy

Attendance Grading By Task Grading By Student

Roster Sstup Rester

| Copy student Fom this saction:

-

Current Roster(0.25)

Show Studants in this grads only: -

i1

Student List and/or Copy Section is selected.
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¢ Show Students in this grade
only: — Select one grade
level to display a list of
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
enrolled students. Click
student names to add to
the Current Roster. Click
Save Student List and/or
Copy Section when all
students have been added.

Students may also be added to classes individually.

B500-1 Arts in Culture

Teacher: Ingalis-Wikder, Laura

Sention Rost Attendance G
¥ Student List C Sect

Copy student fom this saction:

‘Current Roster(0,25)

ding By Task Grading By Student Roster Setup Roster Batch Sit

-

Show Students in this greds only: hd
[Berwy, Jack (10)

[BOLTON, MICHAEL P11} 11279 (Al
b, Denkse (12 o
Futzble, Theodore (17)
Hurtzie, Theodore (1)
MicDonak, Roraid (12) 10745
Ry, aohel R(11) 111612

B500-1 Arts in Culture

T
o)

Copy student Fom this section:

Current Roster{0/25)

Benmy, Jack (10)
WcDorald, Ronakd (12) 10745
Ry, Rachel R{1) 111612

Grading By Task Grading By Student Roster Setup Roster Batch Edi

-

Show Students in this grade cnly: >
BEniyack (10)
H-MICHAEL P(11) 11279

Course Sections

This method is recommended for enrolling students

Number NEme Sandance-Dased  AChE
. . 500 AT In Culur o i}
after the first of the year and for recording course ST _ cuspmmeces
Core Academic Subject Area (CORE) v Arts (ART) -
State Cose DCegartment
changes. -
i = Terms Schedules Periods  Sections %0 Bulld
e To enable this functionality for a course, check - — e
° | | |
Allow student requests on the Course tab. = .
o Navigate to the student’s Schedule tab: (Path: - . B
. Allow teacher requesisrecommendations Repatable ARendance UnRARendance High School CredR
Index/Student Information/General). = = =

B500 Arts in Culture

Save Delete

Dual Enroliment Credit
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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

Fiter v @ Settings

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

Enrolments Schedule

Attendance Fiags Grades

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

Transcript CreditSummary  Assessment Behavior Transportation F

Q3 (1/21/2020-3/19/2020) | Q4 (3/23/2020 - 5/6/2020)

0 i No Scheduled Course No Schedued Course
Rosenbach, M Rosenbach,
200,
" HE25111 HE 251141 HE 25121 HE25121
1| Weight/Health 10-12F (1) Weight/Health 10-12F (S1) Weight/Health 10-12F (52) Weight/Health 10-12F (52)
03 Brdnel, 6 Bircwel, 6 Bircwel, G Birdwell 6
Fesa4122
od 2 Culinary Arts I (52)
L Vaughn, A
02) 500021 500021
Ad/CF | Advisory Advisory Advisory Advisory
4 Welsh, K Welsh, K Welsh, K Welsh, K
04
WA2311:3 MA 23113 MA2312:3 MA23123
3| Geometry(51) Geometry (S1) Geometry (52) Geometry (52)
| Blazer, P Blazer P Blazer, P Blozer P
5 ENG 21114 ENG 21114 ENG 21124 ENG21124
so0f 4 | Engish10(ST) English 10 (ST) English 10 (52) English 10 (52)
03]
2004 Lunch No No No No
3l ss2111.5 ss2111.5 ss21125 521125
05| 5| WerlHistory (s7) World History (ST) World History (52) World History (52)
Stewart, A Stewart, A Stewart, A Stewart, A
08
o0e] sci22116 sci22116 sc122126 sci22126
6 | Biokogy (ST) Biology (S1) Biology (S2) Biology (52)
Sauby, M Seuby, M Sauby M Sauby, M
sHoMm7 SHOIM7 sHo127 sHoI27
Study Hall(51) Study Hall (51) Study Hall (52) Study Hall(52)
Blazer, P Blazer P Blazer, P Blozer P
Stert: 8/21/2010
7
SHOI70

St Bl (811

fal Data FHS Activities

anscript Credit Summary

& Lock All

Report Comments

Assessment Benavior

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

No Scheduled Course

HE2512-1
Weight/Health 10-12F (S2)
Birdwell, 6

Culinary Arts 11 (S2)
Vaughn, A

FCs 24122 -

Advisory
Welsh, K

500021 a

Geometry (52)
Blazer, P

MA2312:3 o

English 10 (S2)
Dubbs, S
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¢ search

0

o a
3"- Effective Date

= 5/4/2020 B Today  Clear

> Course Name v

ke

I

3

o + Add Option

<+ ADD coursE anD secTions €

Mentoring
+ 3300

Spanish Club
+ 3301
GSA Club
3303
Tech Club
3304
Chess Club
3305
Speech & Drama
3402
FFA
3403

++[+ + +

Person Documents Forms

Transportation Fees

Roster Update

Advisory - 5000 - 21

Start Date

B Today

Requests A

End Date

Search
R
P

No Credit
Repeated

Modified By
Welsh, Kate on 6/4/2019 9:40 AM
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TEAMS EXTRACT e
NOTE: TEAMS uploads are done by school. A separate ~ _

upload file should be created for each school (but may = e e e
include multiple calendars for that school.)
From the Index, select MT State Reporting.
Select TEAMS Extract.
Under Format, select CSV.
Choose an Enrollment Count Date. (TEAMS uses the
October Count Date)

5. Select one or more Calendars.

6. Click Generate Report.
NOTE: Prior to generating the report, a screen will open

beisct Catendrs

© acejesr Ctoysemal Bty e

1415
1415 Capcace 73

145 Cascate S0l

Start Date 06012014 [71] End Date 05312015 1]

Ganerae fgorl [ Suomt o Baton.

PWNPE

showing two warnings:

e Warning 1: Teacher or staff member is assigned to an active section but is not assigned a state teacher
role — need to verify that each section has an assigned Teacher of Record.
e Warning 2: The following

courses and sections have a ;
credit amount that is greater
than 2.0. @
o |f both warnings show Number
of Records: 0 OR all issues have
been resolved, click Click Here

to generate the reports

Warning 1: Teacher or staff member is assigned to an active section hut is not assigned a state teacher role.

to generate report. R
Number of Records:0
7. Verify that data is entered into all
fields.
8. If data is missing, check the steps Warning 2: The following courses and sections have a credit amount that is greater than 2.0,
above to correct the missing field.
9. If all data is entered and accurate, Number of Records:0

the file is ready for upload to

TEAMS: TEAMS Login Screen
10. Follow the instructions provided
in the TEAMS OPI| website.

NOTE: If you want to make changes in the file before uploading into TEAMS, you must import this file
into Excel (i.e., not just open the file in Excel) to make any edits prior to uploading into TEAMS. The
instructions for doing this can be found on the TEAMS OPI website. When done making edits, click “Save
As...” and save it as a CSV file, which can be uploaded it into TEAMS.

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

Submit an AIM Help Desk Ticket
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