AIM USER GUIDE:
SPED DOCUMENTS

NOT TRANSFERRING

This AIM User Guide
provides instructions for a
records transfer process
that does not include the
expected IEP documents. In
this scenario, contact the
prior district and request
the documents again. The
Process Inbox on the main
page in Infinite Campus
shows records released for
students.
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SPED Documents Not Transferring

AIM User Guide

This AIM User Guide provides instructions for a records
transfer process that does not include the expected IEP
documents. In this scenario, contact the prior district and
request the documents again. The Process Inbox on the
main page in Infinite Campus shows records released for
students.



View The Records Transfer:

Process Inbox
The Process Inbox shows records released for a student. Click Date Range to Display Al Processes v
. _
the blue link to view transfer. Records transfers may also be B | | |
141 |Process Name Posted Date| Due Date
V|eWed under th|S pathway' 0 145‘ Records Transfer  Transfer Releas 08r2212011
. [] ¢ 3 Records Transfer 08H7/2011
Student Information>General>Enter Student O % Recorts Transter om0t
[0 %' RecordsTransfer  Watting: C 08/01/2011
Name>G0>ReC0rdS Transfer. [] [ Vertical lnteroperabilty State Resync Requested ™ 07011
1. Select the Index tab.
. Records Transfer Rucker, Darius #
2. Select Student Information.
Student: Enrollment Type: Primary
3. Select General. - = -
. . Grade 0s School 11-12 Cascade School 2 StartDate  08/31/2011
4. Enter the students name, last name, then first name, click
GO_ s::;sﬁing Du‘;gcc‘:s:;z'pum Schools  Name System Administrator  Username  admin
Request Date 08/22/2011 ‘Work Phene Email
5. Select the student from the list. Click on the Records —
Transfer tab.
. . District 0556 Philipsburg K-12 Schools Name System Administrator Username  admini
6. Select the record from the list of Transfers you wish to R ek Prone el
. Mone.
review.

Status: Records released.

Transfer Documents
& TFranaeript

7. Under the Data Imports portion of the transfer, locate IEP

HE Euspmental
S census Contact summary &

-

Data imports
Transerptimper Wizard

F enroiment History Import wizara

. . . . %, S
Import Wizard, Special Ed Evaluation Import Wizard and St g B, e
. . . e SRR ?:'I:JHEEM Condition Import Wizard
Special Ed Documents Import Wizard. g;:;;;;::;g;;g;” = e et
. . . &2 Behavior Summn 4;—‘4 T Stpplementat Doctmentsmport Wizard
8. If any of these wizards are black with a line through Beat constm surmars % Spocil vl rport Weard
. . . ' Health Sereening Summary ! Special Ed Documents Import Wizard
them, one of the following is true in the student's former Dtiest mnizston surmary ity :

district:

a. The documents are not locked (IEP and
Evaluation only).

Request a Records Release

b. The documents don't exist.

Student Records Transfer

This iz a Records Release containing the student information, the requesting district/user and the releasing districtiuser.

¢. The documents are out of date (IEP and

Student: Enroliment Type: Primary
Evaluation only). e (= gl — ~
9 Retu rn to the Records Tra nsfer ta b Grade 04 School 17-18 Comnelius Hedges School  Start Date 03/142018
10. Click New State Transfer Request. . -
lequesting District & User
11. U nder Comments, req Uest the diStriCt tO Check 2:[2:5[ e 2:?16422:2:&” Public Schools \’Nvir::epmne System Administrator ::ﬂeﬁr:ame OPlaimstaff

Comments

the Special Education records to ensure they
are locked and/or updated. Give a contact

have any questions.

Please lock SPED documents andior update as necessary. Please call Mary Graff at 406-444-0685 if you

name and number if it's not indicated under

Requesting District & User. .

12. Click Submit Request.

For more information, contact Kristie Sears at 1-406-444-0685 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

