Infinite Campus Users

THIS USER GUIDE PROVIDES DETAILED
INFORMATION ON HOW TO CREATE NEW
USERS, MODIFY EXISTING USER RIGHTS,
ASSIGNING GROUP RIGHTS TO USERS IN
MASS, INFORMATION ON STAFF NAME
CHANGES, AND HOW TO END USER
ACCESS.

BEFORE A USER ACCOUNT CAN BE
CREATED, THE USER MUST FIRST EXIST AS
A PERSON. ONCE A PERSON EXISTS IN
CAMPUS, THEY CAN THEN HAVE A USER
ACCOUNT CREATED.

IT IS IMPORTANT TO USE THE STAFF
LOCATOR FUNCTION IN INFINITE CAMPUS
FIRST TO SEE IF A USER ALREADY EXISTS IN
INFINITE CAMPUS BEFORE CREATING A
NEW USER. THIS COULD BE THE CASE IF
THE USER WAS FORMERLY EMPLOYED AT
ANOTHER SCHOOL OR DISTRICT.

NOTE: Please be sure to update
our District AIM Contact Form
whenever there is a staff change
that affects how the OPI AIM staff
communicates with your
school/district on AIM data and
collections. It is important to keep
this information as accurate and
up to date as possible.

AUGUST 2021

Creating and Modifying Users

AIM User Guide

This guide covers the process of creating users for AIM data entry.
Districts must modify User Accounts to reflect current employment
and/or job status when users change positions within the district or
leave the district.
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Before beginning, consider the following scenarios:

1. We have a new secretary in charge of AIM this year. How do | give
him/her access to AIM? Staff members accessing the district's Infinite
Campus should have individual User Accounts. Create the new staff
member as a Person and then create a User Account.

2. | have a teacher who is assuming new duties this year. How do |
modify his/her user rights? Modify the District Assignment and the
User Group(s) the teacher has access.

3. Our school secretary was married over the summer and | need to
change his/her name. Create a new ldentity for him/her as well as a
new Username, if they so choose.

4. My Special Education teacher left at the end of last year. How do |
end his/her access and add the new teacher? Contact Kristie Sears for
further instructions pertaining to Special Education staff. 406-444-
0685.
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@ Creating a New Person or StaffVia the Staff Locator in Infinite Campus

- PATH: Census > Staff Locator

Users are first created through the Staff Locator. I/t is not necessary to have a specific School
and/or Calendar selected at the top of your Infinite Campus screen.

1. From the Index, expand the Census and select Staff Locator.
2. The Last Name, First Name and Gender are required fields.

3. Select Search.

o Alist will appear of potential matches. If no one exists with the last name entered, then
the results list will yield "No Person matches found". Proceed with

v Census
My Data
Staff Request Processor
People
Households
Addresses
Portal Request Processor
Add Person

Add Household

Add Address

the following. If a match was generated skip to the section below:

If Your Search Yields a Person/Match in the System.

New Staff

Create a new staff in Miles City Public Schools District
Fill out the form and click save fo create a new staff

Person Information
“Last Name *First Name

Middle Name Suffix

4. If no match is found, then select Create New District Staff. [smith | [iomn

“3ender Birth Date

5. The ‘New Staff’ window will open, and the First Name, Last Name

and Gender should be entered and they are required.

6. Click Save.

Race/Ethnicity

Soc Sec Number

Is the individual Hispanic/Lafino?
~

(check al that apply)
|| American Indian or Alaska Native

7. Proceed to Adding a District Employment Record on Page 3. W

If Your Search Yields a Person/Match in the System:

[ Black or African American

[ wnite

1. Scroll over the name and make sure the match is the same
person. A former district name could be tied to
the name so it also helps to ask if they are part of
another school district, or if they formerly worked

there, etc.

2. Select the name you believe is a match. Enter any
addition details in the New Staff tool if necessary.

3. Click Save.

4. Proceed to Adding a District Employment Record

on Page 3.

NOTE: Phone number(s) and/or Email can be entered as
well when in the New Staff tool. This step is not required
for state reporting but does allow the person's name and
phone number to appear on a Records Transfer request

or a student's IEP forms.
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Race/Ethnicity Determination
*

Is the individual from one or more of the these races?

[ Native Havsiian or Other Pacific Islander

Home Primary Language

Language of Impact

Staff Locator

Search for a staff already tracked in Campus using the fields provided. A minimum amount of data must be entered in order to s
To search, you must enter the staff member's Staff State 1D, or full legal Last Mame, First Name, and Gender. Hover the cursor o

LastName  [smith Name Staff State ID | Gender| Birth Date %

Frstiame oS o Dane M onsness 100
=mith, John Daniel 1211398
Gender SMITH, JOHN M 0201511931 100
BithDate | |7 Smith. John Thomas M 041211996 100
) Smith, John 45400 M 100}
S'SN: ame Smith, John T M 12122010 100
i E Sm_'th _J‘:J Staff from district: Molt Elementary, click to add to current district. |

——— | smith, john 01171333 100
| Search—> ||smith, jotn 100
smith, john 100
smith, john 100

Smith. James Coby

Smith. Jonah Everett
Smith. James

Smith, James E

Smith. Jim Lee

Smith. Jonas Paul Edmend
Smith, Jaymz W

Smith, James

Sielinsky. James Lee

10/30/1993 &7
031191999 &7
09/05/2002 &7
033111993 &7
08/31/1997 &7
09/26/2003 67
12/24/2004 &7
09172007 &7
0200712007 67 o

EEEEZEZEZEZEZEZEZEZEZE

| Create New District Staff —> |
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https://content.infinitecampus.com/sis/Campus.1933/documentation/staff-locator/

@® Add a District Employment Record
dh

Employment Information
From the Search tab, select All People. Py

*Start Date End Date
2. Enter the new staff members last name, the first name. Click = £
GO Teaching Start Year Teaching Years Modifier
’ ]
3. Click the District Employment tab. License Number FTE Percent
4. Click New.
Seniority Education
5. Enter Start Date. (Other data is optional)
6. Click Save. Proceed with Adding a District Assignment.

*The Start Date on the District Employment tab is basically the users
effective date. Districts are not required to enter a person's historical start date or teaching start date in the school or
district.

@ Add District Assignment(s)

@ create o District Assignment for each school in which the staff member has assignments or responsibilities.

Each District Assignment and the information marked determines if a staff member appears as an item for

selection in reports, wizards, and other editors (i.e., IEP team member at the assigned school). This process does not
assign user rights.

UemogapIGs wenuues rousEnoes eSS Enummes LIsUIGL EmpOY e UISUIGASSIgImEnLs

1. Navigate to the District Assignments tab. This can be fnmm
done by “2
2. Click New.
3. Select a School and Start Date.
4. Check the box next to the most appropriate position(s)
for this staff. l.e., For Teachers, check the box next to EmploymentAssignment formaten
Teachers. For Advisors, check the box next to Advisor, e e
etc. Contact Kristie Sears for further instructions ﬁ' T '
pertaining to Special Education staff. 406-444-0685. e e o far v i
5. The State Assignment Code is also recommended to A e Counselr “ e * °°°°°°°°
help with TEAMS data entry. s
6. Click Save. D;
7. Repeat for each school the staff member has an o
assighment in.
NOTE: You may wish to add additional Personal Identifiers
and Personal Contact Information for staff members. Districts may also choose to e
enter a Local Staff Number and a Teacher’s Staff State ID, aka SEID or License o
number. This can be done under the Demographics Tab under the Person -

Identifiers and Personal Contact Information sections. This may be especially -
helpful if you intend to use the value-added components of AIM for scheduling
teachers and students and extracting staff assignment information to upload into
the OPI TEAMS system, please see the reference guide titled, “TEAMS in the MT
Edition.” The TEAMS reference guide outlines additional staffing information you

will want to enter in AIM to successfully export the data for TEAMS.
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@ Create a New UserAccount e ———————
dh Any Person who needs access to the Infinite Campus

. Cheose or generate password: )
system for data entry can be assigned a User Account = P s
and User Group Rights.
To create a User Account which is done AFTER a User Group Membershin

Person/Staff has been created:

Search and Add User Groups. Current Droup Memberstip

1. Click on the Search tab. In the Search criteria box,
select User.

2. Type the Last Name, First Name of the person you
created and click Go.

3. Click the name under Search Results.

4. Enter a Username and Password. Usernames must

have 6 or more characters and are not case
sensitive. Passwords are case sensitive. The box to
the right of the Generate Password box indicates
the strength of the new password. Red means weak, yellow means medium and green means strong. Users
will not be allowed to save a red or yellow (less than strong) password.

5. User Groups can now be added to the user by here or under the User Groups tab on the next screen after
you click Save. User Groups can be designed to reflect the job duties of the User to assign them rights. (See
pages 5/6.)

Once the New User Account is Created:

In addition to changing the Username and Password, a System Administrator can use the following tools which will
appear under the users User Account Tab:

e EXPIRES DATE — the User Account will expire at midnight on the date
entered this box. This tool is good for setting access to a limited
period and for tracking when an account was disabled.

e FORCE PASSWORD CHANGE — allows the System Administrator to

User Account User Groups Tool Rights Calendar Rights

Save Delete Login As User User Rights Summary

*Usemame Password

force users to select their own passwords upon their first log-in. | s e
Expires Date Homepage -
o DISABLED - Immediately disables the user account. Also, an account =) Campus Application ¥
. . . . . . Force Password Change
is automatically disabled with 5 or more consecutive incorrect log- Disabled
ins. - Modified by: Uninown 08/25/2016 01:46

- Created Date: Unknown

e HOMEPAGE — gives the user rights to either the Campus Application S
or the Parent Portal or Campus Instruction. | Montana Edtion
e PRODUCT SECURITY ROLE ASSIGNMENTS — System Administrator

(This is a ‘Super User’ with additional privilege levels) It is advised

that these boxes not be checked unless advised to do so by the OPI staff.
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The other tabs (User Groups, Tool Rights,

Calendar Rights, and Access Log) allow the
System Administrator to modify/view
information about the User's Calendar
and/or Tool Rights. The Access Log is a
historical record of log-ins (either

User: inewton
Person: Newton, |saac

User Account User Groups

Calendar Rights Access Log

Save Delete

User Account Editor
*Username

inewton

successful or unsuccessful) for the specified Expires Date

User.

i

It is recommended that individual Tool or

Campus Application +

Calendar rights NOT be added to any User Account, instead, use User Groups to assign rights (see below) .

@ User Groups
dh Some User Groups have been created in conjunction with Infinite
Campus, to set up core memberships for District Users. Districts may also

create their own User Groups and assign those groups rights as they

determine necessary.

e Calendar Groups allow a User access to a specific school in a specific
year. The minus (-) symbol is last year's calendar, the plus (+) symbol
is next year's calendar, and the numeral zero (0), is the current year's

calendar.

e Tool Rights give access to tools that help a User accomplish the
specified task (e.g., Special Education Staff have tool rights that allow
them to modify IEP's, but not tool rights that allow them to take

attendance or modify User Accounts).

NOTE: The OPl recommends that districts create and modify groups,

instead of assigning tool rights to individual users. Modifying groups gives
all Users with access to that group the same rights and allows for easy control

over rights users have.
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User Accoun User Groups Tool Flghts Calender Rignts Aocess Log

Search ami Add Unar Groups T Currant Group Membership 1
T

O
Counselor

Cumrent All Sehosls

Current Year
&Il Calen
Currsrt Year LDES

CampusAllCalsbodifyRights

Current Year LOHS
Data Cartification
Data Miners
Data Validstion
District Clerk

District NOtice:

Enrollment Clerk - Baskup
Enroliment Status
Fres

Haalth

Last Year JHS Modify

Last Yeai_JHS_ROM

afllz v w 1-25 of 43 ftems IR

-

User Account User Groups Tool Rights Calendar Rights

Save User Rights Summary

RWAD

[ 0.abrahamson23 account
-3 Student Information
5} SEN Rights

¥ Attendance

Scheduling
@ Fees

- Grading & Standards
CaMedicaid

(2] Program Admin
+Jid Ad Hec Reporting
{CUser Communication
ment

Administration

(CaMessenger

(Casurveys

{CaMT State Reporting
{CFederal Reporting

{2 Data Integrity Tools
{CaProfessional Development
[ Account Settings

] Access Log

@ Gampus Community

[ Log o

Access Log
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To modify an existing User Group:

1. Click on the Search tab, select Group from the search
criteria box.

2. Click Go. Click on the group name. To modify tool rights of
the group, click on the Tool Rights tab.

3. Click the boxes to add or remove rights in the group
selected. The fields are as follows:

R=Read

W=Write

A=Add

D=Delete

4. Click Save.

NOTE: Adding rights to a user group adds rights to all sub-
groups below. Expand tool groups to view all rights.
Changing or adding rights to a Group, changes the rights to
all Users assigned to that Group. To view all the Users
assigned to a Group, click on the Membership Summary tab.
*Changing SPED Staff and/or SPED Admin is not
recommended.

User Group: +1Corvallis 7-8
User Group Tool Rights Calendar Rights Membership Summary

To modify calendar rights:

1. click on the Calendar Rights tab.

2. Click New to add a calendar to the group's rights.
This is usually done by each school name allowing
the user to have access to that particular school,
omitting those schools they do not require access
to.

3. Click Save.

User Group: Ad Hoc Read Only
User Group Tool Rights Calendar Rights Membership Sum|

Save

i
§

@ account
EI@ Student Information

3 Allow unfiltered search
B[] General
I:I--l:g Summary
[+ 2 Enrollments
[]--ﬁ Schedule
I:I--':Q:- Attendance
[+ Flags
[+ [# Grades
= Transcript
5 Credit Summary
3 Assessment
+|- f3: Eehavior
t- & Graduation
= Ad Hoc Letters
L User Group Reports
-3 Records Transfer
Forms

[5]] Special Ed
E_| Student Locator
Reports
-5 SN Rights
]@} Census
+|- f3 Behavior
#-§ Health
:I--':Q:- Attendance
]--ﬁ Scheduling
- [# Grading & Standards
+-(_] Program Admin
]--- Ad Hoo Reporting
|_]User Communication

[OO000000O00O0000000_"’D00000000DCOOODO0=
000000000 0000000000000000000D0O0DD0O0Os
OO00000000000000000C0000000000ooooo=
DO0000000000000000000000000000O000D0Oge

W I e O O B e B e B

User Group: Attendance Clerks
User Group Tool Rights Calendar Rights Membership Summary

MNew

Rights Editor
Name

| 14-15 All Schools (All Calendars)
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e To add User Group rights to staff members in mass:
If you create a new Group, you may wish to
add the Group to certain staff or schools in
mass, instead of adding the Group to each User

Click on a group 1o remove from list

one by one. Warning: This cannot be undone.
Proceed with caution.

Select Staff from the Account Type box.

1. Select the Index tab.

2. Select System Administration.

3. Select User Security.

4. Select User Preference Management. N BTk
5. Select User Account Batch Wizard. ' e

6.

7.

Select Add User Groups from the Change

Type box.

8. Select the Group Type depending on what type of
Group (Calendar Right Group, Tool Right Group, . o ==
Mixed). - -

9. Enter the name of the Group in the Group Name
box.

10. From the list of Groups generated, click on the

Group you wish to add to the Users. They will

appear in the box to the right.

11. Next, you can choose to either: Add User Groups
to all staff in the selected school(s) by selecting
that option and then selecting the school from the list. Or you can choose to Add User Groups for
selected staff by selecting that option, and then searching for the staff members by name, role, title,
etc. and adding their names to the list of persons receiving the Group rights.

12. Click Save Changes.

e To search what Users are assigned to specific Groups, or to see the rights a User has assigned to them:

1. Select the Search tab and select Group under the search criteria box.

2. Select a Group from the list generated to the left.

3. Navigate to the Membership Summary Tab. This give you a list of all the Users assigned to this particular
Group. This feature is helpful when you may know the User Group and the rights associated with it and want
to see if a user has access to those rights.

4. Select the name from the User Group User Summary to open their User Account details.

5. From the top tabs, select User Groups. This will show you what current Groups the User is assigned to. You
can add or remove groups here as well, click Save after changes are made. You can also view Tool Rights and
Calendar Rights from this window.
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e To search what Group assigns a certain tool right:

Select Reports.

o U A WNPR

. Select the Index tab.
Select System Administration.
Select User Security.

Select User Group Report.
Select User Group Details Report from the
Report Type box.

Index Search

sarch Campus Tools

»PLP
+ Portal
» Preferences

+ Resources

» Response fo Intervention

* Roster

+ School Choice
» Special Ed

» Student

User Group Report

This report provides both a high level overview and detailed information about user groups

The folloving options are available for this report

- User Groups Summary: Provides a list of all existing user groups

- User Group Details Report: Provides a list of all teol and calendar rights associated with select
- Staff. i

Rule Details Report: Provides a list of all user groups

with select

Report Selection

Report Type: | User Groups Summary v
User Groups Summary
User Group Details Report
Staff Automation Rule Details Report
Format: POF ¥

“*For best results. ensure that your printer is sef to print in landscape’ mode.

Generate Report

Select the User Groups from the list that appears,

of which you wish to view the rights.

Click Generate Report. A report will appear as

pictured to the right, listing every right associated with the

Groups you selected.

To search how a User was granted certain rights if the User

Group is unknown:

1.

October 2021

Select Search tab.

Select User from the search criteria box.
Search for the User by last name, then first.

Click Go.

Select the User from the list by their
user ID which should appear under
their name.

Select Tool Rights from the top bar.
Select User Rights Summary.

A User Rights Summary reports
window will open. Hovering your
cursor over a tool will indicate how
that user obtained that right. By listing
the origin of that right, you can know
for sure which rights to assign
someone else if you are unsure of
which groups assign which rights.

0822 Corvallis K-12 Schools District

i P00, Corvalia, WT 506328
Gunerste oo LAR2000 111744 AM_ P 1

User Group Details

R genariid for Adesraatrs, Sysern

Group Name: DOSuperintendent

Tool Rights Read Wiite Add Delete
X
Access Log ____
‘Account Setings X
‘Ad Hoc Reporting X% XX
Ad Hoc Reporting > Baich Queue X X X x
Ad Hoc Reporting > Baich Queue > Set Task Expiration XXX X
‘#Ad Hoc Reparting > Batch Queus > Set Task Priority X _ X X X
Ad Hoc Reporting > Data Analysis > Pivot Designer X X X X
‘Ad Hoc Reporting > Dala Analysis > Pivol Designer > Daia Warshouse: Allow X X X X
live data s source
Ad Hoc Reporting > Dala Analysis > Pivol Designer > Group Rights XX X X
Ad Hoc Reporting > Data Expert X %X X _x
‘Ad Hoc Reporting > Data Export > Data Warehouse: Allow ive daia assource X X X X
‘Ad Hoc Reporting > Data Viewsr XX X X
Ad Hoc Reporting * Filter Designar X XK X
‘Ad Hoc Repariing > Filler Designer > Dala Warehouse: Allow live daa as X

source
‘Ad Hoc Reparting > Filler Designer > Expart Fillers
Ad Hoc Reporting > Filter Designer > Pass-through SOL Filters

£

x|

x|
x 3|

‘Ad Hoc Reporting > Fiter Designer > Query Wizard Filters XXX X
‘Ad Hoc Reporting > Filter Designer > Selection Editor Fiters X_X__X__X
Ad Hoc Reporting > Filter Designer > State Owned Filters X XXX
‘Ad Hoc Reporiing > Filler Designer > User Group Fillers XX X X
Ad Hoc Reporting > Letier Builder X _X X X
Ad Hoc Reporting > Letter Builder > Data Warehouse: Allow live datass X X X X
source

Ad Hoc Reporting > Letier Designer X_ X X X
Ad Hoc Reporting > Letier Designer > User Group Formats X X X X

Index Search

» School Ghoice
» Special Ed
» Student
» Student Portiolio
> Surveys
» Transportation
¥ User Security
Users
User Groups
Student Accounts
» Batch and Import Wizard
» LDAP Management
> Reports
Account Management
E-Signature

* FRAM

» Messenger
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User: erin.test
Person: Test, Erin

User Account

User Groups Tool Rights Calendar Rights Access Log

User Rights Summary

reveal how that tool has been granted

The User Rights Summary displays allrights currently assigned to the user via User Tool
Rights, User Group Memberships, and Product Security Roles. Mouse over the tool name to

PP ¥ Student Information
Respor": fo Intervention Ca Allow unfittered search

[ Repors
-} SSN Rights
¥ ¥ B Census

[#- 3 Documents.

rogram Participation
Healtn EE o
i’v‘ o R W A D
edeas [ account

E-E?‘a:mr & Contact Log
2 attendance

Scheduling

Hovering the
cursor over a tool
will indicate how
the user obtained

tool rights

ministration
v
4 [} Acd Granted by groups:
+  ajcal Tools - FRAM

7 ¢ -[0)Log Off
S Campus Instruction

R W A D

¥ Campus Instruction

 Planner

#! Library and Cther Curriculum
| Grage Book

| Edit Grading Scales

! Edit Assignment Marks

| Edit Composite Grades



o Modifying Users

@ User modifications could include a change of school (District Assignment), job duties (from Regular Education to
Special Education), or a release from duty (quit, retire). To maintain the integrity of records, do NOT delete
users, unless they were created in error. The staff may be listed on an IEP, which is a
legal document that needs to maintain any historical staff data. Instead, enter an
Expires Date and check the Disabled box. Contact Kristie Sears for further
instructions pertaining to Special Education staff. 406-444-0685. Save Delste Login AsUser |1 Use

User Account User Groups Tool Rights C

“Usemame Password
jbumg Reset Password

e To change the school a staff person is assigned to, change the District Expies DateJ Homepage
" Campus Portal v

Assignment.
1. Click the Search tab. Select All People from the drop-down list.
2. Enter the last name, first name of the User, select the name from

Force Password Change

Disabled

the search results.
3. Click the District Assignment tab.

4. If the user is no longer at the school listed, open the assignment ASSIgnments
by clicking on the date. Enter an End Date. = 1 C;Iumhia Falls 6.7.8
& - (07/31/2018-)

5. Click Save.
6. Click New to enter a new District Assignment.

7. Select the correct School.
8. Click Save.
e To change a teacher from Regular Education to Special Education, Contact Kristie Sears for further instructions
pertaining to Special Education staff. 406-444-0685.

@ Staff Name Changes

dh Follow these steps for changing a misspelled staff persons name, or if a staff member has had a legal name

change. For student name changes, please see the AIM Student Name Changes User Guide.
1. Click the Search tab.
2. Search for: Staff or All People.

. School Choice Credentials QOverrides Fees ID History
3. Enter the last name and click Go.
Demographics Identities Households Relationships Enr
4. Select the person from the search results.
. eae Delete New

5. Click the Identities tab. m
6. Click New if there is a legal name change. Enter the new last |“%| “First Name Middle Name Suffix

. i X . Burmns| James v
name (and first or middle name as applicable). Do not modify the T v Do Soc Soe Numbar
current identity name unless it was entered incorrectly, for M:Male ¥ t=y

example, if it was misspelled when it was entered.

7. Click Save.

8. Depending on how you structure your usernames, there may
also be a change necessary to the Username. For example, if Jane Smith changers her last name to Doe and had a
username JSmith, then her Username must be updated to JDoe etc.

9. Click the Search tab. Search for: User. Enter the (old or new) last name and click Go.

10. Enter the new Username. Click Save.
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® Ending Users
- Do NOT delete the user information for school district personnel who leave the district. The staff may be listed
on an IEP, which is a legal document that needs to maintain any historical staff data.

1. First, end the user's District Employment.
2. Using the Search tab, Search for All People.
3. Enter the USGFIS IaSt hame. User Account User Groups Tool Rights Calend
4. Click Go. Save Delete Login As User User Rigt
5. Select the person from the search results.
*lzermname Password

6. On the District Employment tab, open the current Employment Record. JE:;T:; - ’ EE;;;;?DM
7. Enter an End Date (the last day of employment for this user). 123171999 73] LT x

) Force Password Change
8. Click Save. Dicsbled
9

. A prompt will appear, asking to end all open assignments. Click Yes.

10. All current District Assignments will be ended. If the user was

designated as Special Ed Staff, they will no longer appear in the list of
available Team Member's on a student's IEP.

11. The final step is to expire the User Account.

12. Click the Search tab. Search for User. Enter the user's last name, click Go.
13. Click the user's Username (in bold).

14. On the User Account tab, enter an Expires Date (the last date of employment in the district).

15. Click Save. The User Account will no longer be active as of midnight on the date selected (if using a future date).
16. Checking the Disabled box disables the user account immediately.

® Adding/Modifying/Removing AIM District Contacts in Contacts Database
@R i addition to user modifications within Infinite Campus, the OPI maintains a database with the
name, phone number, and email for each district’s AIM Contact. It is up to the district to decide who the AIM
Primary Contact is. NOTE: Please be sure to update the District AIM Contact Form whenever there is a staff

change that affects how the OPI AIM staff communicates with your school/district on AIM data and
collections. It is important to keep this information as accurate and up to date as possible. The OPI mainly

works with the main AIM Primary Contact when assisting districts with their student data. The districts’ AIM

Primary Contact is who the OPI relies on for being the liaison between the district and the state.

This link will take you to the Distrcit AIM Contact Update Form on the AIM wesbite. Or:

Go to: opi.mt.gov
Scroll over the Leadership Tab.

Select AIM- Achivement In Montana under Data & Reporting.
Scroll down to find the Distrcit AIM Contact Update Form link.
File out the form and click Submit.

LA I S

For more information, contact the AIM Help Desk at 1- 877-424-6681 or

Submit an AIM Help Desk Ticket
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http://opi.mt.gov/Leadership/Data-Reporting/AIM-Achievement-in-Montana/District-AIM-Contact-Update
http://opi.mt.gov/Leadership/Data-Reporting/AIM-Achievement-in-Montana/District-AIM-Contact-Update
http://opi.mt.gov/Leadership/Data-Reporting/AIM-Achievement-in-Montana/District-AIM-Contact-Update
http://opi.mt.gov/
https://opiservicedesk.opi.mt.gov/help/servicedesk/customer/portal/7/user/login?nosaml&destination=portal/7
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