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Purpose of this guide: The OPl is transitioning to Data Integrity Tools in Infinite
e Configure Data Campus for districts to validate and certify their Infinite
Validation to allow Campus data.

districts to run state
configured Validation

This guide describes

Reports.

e Configure Data 1) How to set up Data Integrity Tools (Data Validation & Data
Certification to allow Certification) in Infinite Campus.
districts to submit 2) How to set up Definition Groups to access Data Validation

required reports. Reports and Definition Group Extracts.

3) How to prepare for Date Certification Events.
4) How to certify and submit Events to the state.

Note: Districts may use Data Validation tools at any time.
Certification Events are only active for a selected time period.

Order of Operations:

1. Assign User Groups (e.g., Data Validation) to the Data Validation
Groups;

2. Run Validation Reports under Data Validation Report or Definition
Group Extract

3. Assign roles to certifiers and reviewers under Data
Certification>Setup>Type Membership

4. Go to the Event Dashboard and certify Events

September 2022 Data Validation and Certification



DATA VALIDATION SETUP

The state has created Validation Groups for the district to use for data verification. Validation Groups are set
up by collection and published to districts. These Validation Groups are collections of Ad Hoc or SQL reports
that can be run simultaneously. Some of these Validation Groups are precursors to Data Certification (such as
Behavior and Graduate, Dropout, Cohort) and some are set up to prepare you for certification in other
systems (such as the MAEFAIRS ANB Count).

1. Users who are responsible for Data Validation must be assigned to the Data Validation Group.
a. Navigate to the Search tab.

b. Select User and enter the individual’s last name.
c. Click the username that appears under the user’s name.
d. Inthe workspace select the User Groups tab.
e. Add the Data Validation group (click to add to the User Account).
f. Click Save.
ndex Sealr° User: OPIDistrictLogin
User v U:srA(:;.n" . ‘I‘J;aerup Tool Rights Calendar Rights Access Log
= o
need Sear User Group Membership
Search Results: 2 users
Search and Add User Groups 1 Current Group Membership 1
OPID‘I‘slr:clLugm ° hd T
OPISpedMonitor Data Validation o - *Campus All-Cals-Modify-Rights
Dialer Ad-Hoc-Share
District Admin Data Health Check
District Counselors OPI District Support
District Librarians
District Staff
o ﬂ User Rights Summary

2. Assign a User Group to the Validation Groups
a. Under Data Integrity>Data Validation select Definition Groups.
b. Selection a Data Validation Group.
c. From the User Group Dropdown select Data Validation.
d

Click Save.
Index Search Definition Groups
Search Campus Tools e Sme
School Choice a  [Name B | State Published | Archived
Search Framework Status BEHAVIOR STUDENT Data Checks @
BEHAVIOR STUDENT Incidert List TO CERTIFY )
Special E¢ COHORT List and Counts - To Certify o o
Student COHORT Data Checks ©
Student Portiolio 7-8 DROPOUT List and Counts - To Certfy (,
Transportation 512 DROPOUT List and Counts - To Certy © <
User Security e —
FRAM “Name Archived
Boint of Sale [ COHORT List and Counts - To Certify [Preview
Sueye Description
MT State Reporting
Federal Reporting
Stored Procedure Setup
Validation Rules
Valigation Groups
Data Validation Report
Definition Bank
Definition Group:
Definition Group Extract
Data Gertification
Account Settings User Group
Access Log % Data Validation o
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VALIDATING DATA

There are two options for running reports under Data Validation:

1. Data Validation Reports
a. Select a Data Validation Group
b. Select State Dataset (so it runs based on what is reported to the state — will identify potential
sync issues).
Submit to Batch will automatically select (the only option for State Datasets).
Choose a format (HTML or CSV).
Click Generate.
Check the Process Inbox for notification of completion.

Data Validation Report

S0 a0

Instructions

The Data Validation Report returns results from the Data Validation Group selected. The Summary section includes the number of occurt
Baseline Rule is used its Total population will be retuned along with the Rate of the primary Rule compared against the Baseline Rule. St
run against the State Dataset via DIS

Report Options

System Administration {',,

Report Data Source

Output Options

R e Report Processing Format Type
Data Validation Report

© Generate Now O HTML
feon fan Submit to Batch Queue csv

hefirition Brovp EX Baich Queus List

° m et

2. Definition Group Extract
a. Select a Data Validation Group
b. Select State Dataset (so it runs based on what is reported to the state — will identify potential
sync issues).
c. Select a format (HTML or CSV)
d. Click Generate
e. Check the Process Inbox for notification of completion

The Definiion Group Exiract ool allows district users o select a validation group and report format to view and extract data. The
Definiion Group Extract also alows 2 district user 1o select the data source to View their data. A user can select their local data, of view
neir gata in tne state edition, via Baich Queue, 1o compare da1a In both editons

FALL Mode of Instruction Data Checks v

Group Name: FALL Mode of Instruction Data Checks

Dascription:  This includes these Iisis a3 of the Fail Count Date:
- schools with Mode of Instruction
- schools missing Mode of Inslruction

- students with Mode of Instruction

- students missing Mode of Instruction
DeMNIons:  FALL Mode of INStruction - Students with Mode Of LISt SNugents enrolled a8 of e fail Count date with a mode of
Instruction as of ine Fall Count Date instruction as of Fail Count Date
FALL Mode of Instruction - Students Missing Mode of | students enrolled on tne fall count date but are missing @
Instruction as of Fall Count date mode of INSITUCtion as of Fail Count date
& Setup FALL Mode of instruction - Schools with Mode of Schools with Mode of Insiruction records with effective date
Instruction s of Fail Count Date that covers the Fall Count Date
ALL Mode of Instruction - Schools Missing Made of  Schools missing their Mode of Instruction
”o Insiruciion
Repon Fo

HTML ~

Repon Data Source
State Dataset (Will be sent to batch queue) v

Definition Group Extract
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DATA CERTIFICATION SETUP

Before a district can certify an event the following steps must be completed to prepare for certification:

1. Configure Email Messenger — this step allows districts to receive notifications when an event is
published and/or updated by the state.
a. System Administration>Messenger>Messenger Preferences.
b. Enter the Default Sender Email Address (appears as “sent from” on the email message).
c. Click Save.
Note: To receive email messages a user must have an email entered under Census>People>Demographics

Index Search Email Settings Messenger Settings

N Save
Search Campus Tools

Basic Setti

gs.
Grading Comments - Default Se Email Addriis |
*SMTP Hi ‘
¥ Health

SMTP Port (leave blank to use default port)
Condition List SMTP Timeout 30 seconds v

Use Authentication O
¥ Medicaid o
Username:
Insurance T
¥ Messenger Verify Password
Use TLS Di

Messenger Preferences

Advanced Settings
Minutes Between Retries
Max Errors Before Cancel
Throtle Email Messages

Contact Preferences Batct

Sent Message Log

emails per second (leave blank to not throttle)

Recipient Log

Email Attachment
Allow Email Attachments. 0
Portal

reference: Email Settings
Preferences Use Sender's Email from Census as Reply To Email Address [

Resources Allow Custom Reply To Email Address O
Search Framework Status Allow Custom Sender Display Name O
Special Ed

ettings Configuratio
Send Test Email test@example.com

Student

2. Users who are responsible for Data Certification must be assigned to the Data Certification Group.
a. Navigate to the Search tab.

Select User and enter the individual’s last name.

Click the username that appears under the user’s name.

In the workspace select the User Groups tab.

Add the Data Certification group (click to add to the User Account).

f. Click Save.

Index searcho User: OPIDistrictLogin

©Pooo

Person: Administrator, System
b UserAccount  UserGroups ' ToolRights  GalendarRights  Accoss Log

OPI

Advanced Search User Group Membership

Search Results: 2 users

Search and Add User Groups T Current Group Membership
Administrator, System

OPIDistrictLogin ° v v
OPISpedMonitor Attendance Clerks - Ad Hoc Reporting

Counselors CampusAllCalsModifyRights
Data Certification e Data Validation

Disciplinary Staff MTE_all_tools

Elrod Sch

Health Staff
Master Schedulers
Principals

Read Only
Records Transfer

Registrars (Census)

O B eoesmn
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3. Assign Data Certification roles to district staff — Data Integrity Tools>Data Certification>Setup>Type
Membership

a.
b.

c.
d.

Click New.

Enter search criteria in the name field and select certifier (to be included in search results an
individual must have an active employment record in the district and be assigned rights to Data
Certification).

Select Primary or Secondary (Primary = can certify, Secondary = can review, not certify).
Click Save.

Note: To remove a user select the person’s name and uncheck “Active”. Once a record is saved it cannot be

deleted.

Year | 22-23

Index Search

~|  school | Edgerton School ~

Type Membership

r s: Type: COHORT fo Certly v
ip £d | Cata Certification Membership Datal
Stalus | Type Staff
Actve  Primary
Inactwe  Primary

Staff State ID' Name
Das. Jahn

oi

Staff State D' Name
Doe, John

Type
Primary
® secondary

B aciva

CERTIFYING DATA

Data may only be certified during a window established by the state. Secondary users should use the Data
Validation tools to review data in preparation for certification. When reviewing data it is important to pay
attention to the year and school selected. If you are reviewing prior year data (e.g., graduate, dropout and
cohort information) select the prior year and a middle or high school (districts without an approved 7-8
program will select their elementary school only).

Year [21-22

v \ District | Absarokee Public Schools (0919) v School \Abssrokee High School v \

Index

Search Campus Tools

Nicole Thuotte

Census
Behavior
Attendance

Program Admin

'.S.earch

Student Information

Event Dashboard

b J

<
., &
L
* Event Name & | Due Date | Status
* 12 DO GO T TSt AT CUunT o CeTT = o TOZOT O T 1Y T TOuT "
* COHORT List and Counts to Certity 2020-21 . 10/2012021  In Progress
" GRADUATE List and Counts to Certify 2020-21 * 1012012021 In Progress
4 Behavior Incident List to CERTIFY 2021-22 06/30/2022  In Progress
ROPOUT Lists and Counts to Certify 2021-224¢ 10/09/2022  In Progress
9.12 §ROPOUT List and Counts to Certity 202188 10/09/2022  In Progress
GRADURTE Listand Count to Certify 2021-2 10/09/2022 I Progress
COHORT Figgand Count to Certify 2021-22g 10/09/2022 I Progress

mmu_
Event Name: GRADUATE List and Count to Certify 2021-22

Ad Hoc Reporting
User Communication
Assessment
System Administration
FRAM
MT State Reporting
¥ Data Integrity Tools
Data Validation
v Data Certification
Certification Category
Setup
Event Dashboard
Snapshot Scheduler
Reports

Account Settings

Reporting Year:

Event Start:

Gertification Opens:

Event End:

A

2022

09/15/2022

Snapshot Available:

10/01/2022 12:00 AM

10/01/2022 12:00 AM

10/09/2022

Data Certification Types:

Event Description:

External Data Links:

Ad Hoc Data Links:

Data Validation Groups:

| Reviewsnapshot _____________________________________________________|
SRR R A= PR
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GRADUATE to Certify

List and count of graduates to certify for the 2021-22 school year to certify for state reporting

GRADUATE List and Counts - To Certify
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1. Once a certification window opens the district will be able to view the Event on the Event Certification
Dashboard: Data Integrity Tools>Data Certification>Event Dashboard.
a. Click Certify and Submit
Note: The same validation reports may be run from this screen. Validation reports associated with this Event
are listed under Data Validation Groups. The Run at State option shows what is in the State Edition of Infinite
Campus and only submits to batch. Validation reports should be thoroughly reviewed before submission.

Event Certification

‘ 7-8 DROPOUT List and Counts - To Certify 2017-18 1111572018 Certified on 10/0472018

9-12 DROPOUT Data Checks 2017-18 10/13/2018 v
Event Detail

Event Name: 7-8 DROPOUT List and Counts - To Certify 2017-18

Reporting Year: 2018

Event Start: 09/04/2018

Snapshot Available: 10/02/2018 12:00 AM

Certification Opens: 10/02/2018 12:00 AM

Event End: 1171522018

Data Certification 7-8 DROPOUT to Certify <
Types: [
Event Description: This provides a list of students and a count by school of the dropout students

in 2017-18
This list and counts should be certified for the OPI

External Data Links:

Ad Hoc Data Links:

Data Validation Groups: 7-8 DROPOUT List and Counts - To Certify | Run At State

Snapshot has i)een captured. Click below to review the data
Review Snapshot

Please review all data for this event before clicking the Certify & Submit button

Certify & Submit
- Certified on 10/04/2018 11:55

View District Cerfification Status

FOR MORE INFORMATION,
CONTACT THE AIM HELP DESK AT 1- 877-424-6681 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

