The Beginning of Year Verification
establishes calendars and enrollments
for the 2011-12 school year. Schools
are required to enroll all students in
Quick Reference Guide: AIM who attend at least one day of
class or who receive Special Education

Beginning of Year
Verification

services from the district.

Before beginning, consider the following:
This guide will explain the basic

process for verifying 2011-12 1. What data needs to be entered on the Calendar?
calendars and enrolling students
into schools for the 2011-12 school

e Calendars should include a Start and End Date for the
District, a Calendar Number, the correct grade levels for

ear the school, and the student Start and End Dates. page 2
2. How do | properly exit students who transfer over the summer?

Topics covered in this Quick e Students who transfer over the summer need their 2011-

Reference Guide include: 12 enrollment deleted and the 2010-11 End Status

updated to reflect the transfer. page 3

o Verifying 2011-12
3. How do | record Summer Graduates?

Calendars
e 2011-12 Enrollments e Summer graduates are recorded like regular graduates —
o Summer Transfers & change End Status to 400: Graduated, and enter Diploma
Graduates Date, Diploma Type and Diploma Period. page 4
*  Records Transfer 4. How do | get State ID's for new students?
* Data Verification e State ID's are obtained from the student's prior district or
e Sync Data

from the Student Locator. Districts may upload a Student
Demographic file to locate State ID's, however, using the
Student Locator reduces the potential for duplication of
ID's. page 6

5. What are the correct Start Status codes for students?

e Start Status codes should accurately reflect the prior

enrollment status of the student. page 8

6. Which Service Type do | choose?

e Service Types indicate the type of service the student is
receiving from the district. page 8
7. How do | send/receive a Records Transfer?
e Records transfer requests should be processed regularly to
facilitate the transfer of Special Education records and
prevent enrollment overlaps. page 11
8. How do | verify the data | have entered?
e The Ad Hoc Reporting tools and the Student Information
reports can be used to verify data entry. page 11
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CALENDAR VERIFICATION

Choose Year 2011-12 and a School.

From the Index, expand System
Administration and Calendar. Click
Calendar.

Verify (and/or enter) the district Start and
End Dates (fiscal year is recommended for
SPED data entry). Enter "1" in the
Number field (if you have more than one
calendar per school, each school must
have a unique number).

Click Save.

B | vear|11-12

v‘ Schuu\| Cagcade 7-8 v|

index | Search | Help |

@ System Administrator
¥% Student Information
4 Instruction

ﬁ Scheduling
#[#% Grading & Standards
.@ Ad Hoc Reporting
(] User Communication
= q‘ System Administration
[C] Assessment
[C] Attendance
[C] Audting
[Z Behavier
=l (O] Calendar
- Calendar Wizard
B School vears
] Census
(3 custom
(Z] Data Defining Tools
[Z] Data Interchange
(C] Data Utilities

[# [ Finance

11-12 Cascade 7-8

[fcalendar | [{Grade Levels | [fschedule Structure | [{Terms | [{Periods| [

1661 Cascade 7-8 (schoollD:1)

n Save

Calendar ID School

16

“Name

[11-12 cascade 7-8 |
“Slart Date “End Date

08/28/2011 Tn

Student Day (instructional minutes)
Whole Day Absence (minutes)

Type
Require Student Azsignment

O
Testing Count Date

Comments

08/08/2012 [Tn

Teacher Day (minutes)

Half Day Absence (minutes)

I: Instructional hd

Number

Summer School

O

Exclude

O

School Choice

O

rolling 07182011 10:33 AN

Click the Grade Levels tab.

1112 Cascade 7-8

[{calendar | [fGrade Levels | [{Schedule Structure | [ Terms | [{Periods | [{Days |

(1 vew Verify the grade levels listed are valid for
Grade Level Editor
Name __|Seq that school.
08 7
o7 8
08 9 .
NOTE: Grade levels are determined by the
11-12 Cascade 7-8
ascace OPI, not by the student's schedule or the
g:::""”' (o et | e omeh o Tt feza) district's building configuration. Changes to
Grade Level Editor grade levels in a school must first be
Name Seq
o7 g approved by the OPI.
11-12 Cascade 7-8
BCalendarl Eﬁrade Lefvelsl BSl:hedule Strul:turel BTerrns | ﬁPeriDdsl BDavs l
ClICk the Terms tab e Term Sche New Term ScheduleTerms P Delete Term Schedule/Terms
. . Full Year
Click the name of the Term Schedule in the
Term Schedule/Terms Editor box. e
“Name Prima
Fullv'ear
Enter the student Start and End Date(s) for
the Term. Click Save Term Schedule/ Terms. Name Sequence StartDate  End Date
x| |[1 || 02312011 73] |0sr07rz012 T8
Add Term
\ July 2011
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Auto Create Term Schedules

Parameter Selection
Thig Schedule Structure has no terms, and thiz tool will create =ome for you. Infinite
Campus supporte multiple term =chedules, but only =elect the term =chedules
needed for your =chedule. Fulkyear, =ememster, and quarter long clazses can all
be created in a quarter term schedule, 2o those options are mutually exclusive.

Full Year (1 term)

|:| Semesters (2 term)

D Trimesters (3 term)

D Quarters (4 term)

|:| OtherNumber of Terms:
0

SUMMER TRANSFERS

If no term is listed in the Term Schedule/Term
Editor, click New Term Schedule.

Select a Term Schedule. Click Create Terms
(the State requires only Full Year — but if you
are using the MT Edition for attendance you
may need to enter more information).

Follow the previous instructions to enter Term
dates. The Periods and Days tabs are optional.

Search for a:
Student

Malia Obama was enrolled in the 10-11
year. She was expected to return for the
11-12 year, and an enrollment record was
created as part of the end-of-year process.

obama

However, her parents decided to return to
Washington, DC, and the school receives
the records request at the beginning of
August.

To correct the enrollment record: Select
Year 10-11 or 11-12 and the school. Click

Year | 10-11

Index Search Help

Search Results: 1

07 Obama, Malia A [07)

™ | School | Cascade 7-8 A

Obama, Malia A
Grade:07 DOB:07/04/1998 GenderF

3 | o | ion | [JAdHoc Reports | Records Transfer |
“IlSummary | Enrollments ‘Schedule | [t Attendance | Programs. Grades | Transcript | Credit Si
(6o ] | | | | | |
- L ot
&) Person Summary Report ¢=) Person Summary Report wi Picture & Print Maiing Label & Print Envelope:
Person Information

Advanced Search ==

PersoniD
835
04/1998 Mame Nickname
Obana, Malia Ann
Gender Race Ethnicity
F State
Race/Ethnicity: Mo Image Available
Federal 4 Black or
Designation African American
Race(s) Black or African
American
Hispanic/Latino: H:Ho
Race/Ethnicity
Determination
Birth Date (Age: 13)
07041998
Student Number State ID
412701551
Person GUID
47C20F86-BE4F—4F7D-BB01-420FC415CC40
Comments.
- Modified by: Administrator, System 07/15/2011 13.55
‘Household **Secondary
Relationship Enroliment (grade) Phone(s) Email

the Search tab and enter Malia's last name.
Click Go.

Obama, Malia A

Grade:07 DOB.07I04/1998 GenderF
Assessment | flBehavior | Graduation | [JAdHoc Reports | Records Transfer |
&

]

(& Print Enroliment History | ] Hew

et | FtGrades |

| Progi ipt | Credit Summary

l r.-\_c hievement

ot -

Enroliment Editor
Edit | Grade Type Calendar Start Date End Date
08 P 11-12 Cascade 7-8 08/31/2011
Start Status: 02 Continued enroliment same scheol, no interruption
End Status:
B (g P 10-11 Cascade 7-3 08/25/2010 0640372011
Start Status: 06 Transfer from an out of state school
End Stetus: 100 End of year, returning to same school next year
Obama, Malia A
Grade:07 DOB:07/04/1998 GenderF
| BiBehavior | cr: | LidadHoc Reports | Records Transfer |

'_'_I}s..mmary| Enrollments gs:hedulq -:[):'Attend:nte‘ Programs | [fGrades | Transcript | Credit 5|
(& Print Enrolment History [ ] New

Enroliment Editor
Edit | Grade Type Calendar Start Date End Date
o7 P 10-11 Cascade 7-8 08252010 08/03/2011

Start Statws: 06 Transfer from an out of state school
End Status: 180 Trsnsfer to & school out of state

\

Select the name (appears below the Search
Results), then the Enrollments tab.

Open the 10-11 enrollment and change the
End Status to 180: Transfer to a school out

of state. Click Save.

Open the 11-12 enrollment and click
Delete.
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SUMMER GRADUATES

Students who complete graduation
requirements after the end of the 2010-11
year, but prior to the first day of school in the
2011-12 year are counted as Summer
Graduates.

Select Year 10-11 and a high school. Click
the Search tab and enter the student's last
name. Click Go.

Click the name and the Enrollments tab.
Change the End Status to 400: Graduated.

Click Save.

Bieber, Justin D
Grade:12 DOBI03011993 Gender:M
Assessment | fliBehavior | Graduation | [JadHoc Reports | Records Transfer |

Zﬂs..mmzrv' Enrollments | Qsd-ui..k' I¥Attendance | Programs | ['J'Grades | Transcript | Credit Summary |
(& Print Enroliment History [ ] New

Enroliment Editor
Edit Type | Calendar Start Date End Date
12

&g B 10-11 Cazcade High School 0812372010 0610372011
Start Ststus: 02 Continued enrollment same school, o interruption
End Ststus® 100 End of yesr, rsturning to ssme school next ysar

o n P 05-10 Cascade High School
Start Ststus: 02 Continued enrollment same school, o interruption
End Ststus® 100 End of yesr, rsturning to ssme school next ysar

o P 08-09 Cascade High School
Start Stetus: 04 Transfer from public school in district or state
End Status: 100 End of year, returning to same school next year

0873172009 06/04/2010

0872312008 05/29/2009

Bieber, Justin D
Grade12 DOB:03/01/1993 GenderM
| ﬂeneh“'mq

ion | [iAdHoc Reports | Records Transfer |

[ save ¥ Delete (5 Print Enrolment History [ ] New

Enroliment Editor

:Qs..mmrq Enrollments | Q’sd.gi..k' {z)}nue..dn..m| Programs | [AGrades | Transcript | Credit Summary |

\Edi | Grade Type [Calendar _____ Strilaie__EndDate |
[ 2 P 10-11 Cascade High School ~
ESEE P 09-10 Cascade High School 08/31/2008 06/04/2010 =
¥ 10 » 08-09 Cascade High School 08/23/2008 05/28/2009 ~

& General Enrollment Information

Calendar Schedule (read only) “Grade Class Rank Exclude

10-11 Cascade High School O

“Start Date. NoShow  End Date End Action *Service Type

O [oar0ar011 [H] [ v | p- Primary

“Start Status End Status

| 02 Continued enroliment same schoal, no interruption v | 400 Graduates

Dropout Reason

Start Comments. End Comments

Bieber, Justin D
Grade:12 DOB:03/01/1993 Gender:M

:;anmmrvl Enroliments | Qs:hedulel LiAttendance | Programs | Fj'Grades | Transcript | Cre|

| Eigehavior| © | [dadHoc rRepo

| Records Transfer |

[ save

The following fields can only be filed cut once a student has entered Sth grade:
Date First Entered the 9th Grade
WG4 Cohert End Year
WCLB Cohort End Year

Graduation Detail: Cascade Public Schools (0280)

B | B General Graduation Information
Diplema Date:

08192011 T2
01: Regular Diploma L

Diploma Period: | 03: Four years or with [P allowing for longer %

Diploma Type:

Date First Entered the Sth Grade: l:lll
NGA Cohort End Year:
NCLE Cohort End Year: :l
Post Grad Location:

Post Grad Plans: |

2 State Reporting Graduation Fields

Cohort Grad Year: l:l

Click the Graduation tab.

Enter the Diploma Date, Diploma Type and
Diploma Period.

Click Save.

NOTE: The Diploma Period for a student who
started grade 9 in the 2007-08 year is 03:
Four years or with IEP allowing for longer if
the student completes graduation
requirements prior to the first day of school
in the 2011-12 vear.
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2011-12 ENROLLMENTS

There are two options for enrolling students in the 2011-12 year: 1) Direct Entry and 2) File Upload.

The Direct Entry method requires the district to enter enrollments directly into the AIM database. Enrollments can be
rolled from the prior year or entered individually by student.

The File Upload Method requires the district to create an upload file, either by extracting data from their existing Student
Information System or from an Excel template. The templates are available on the OPI AIM Webpage.

**¥* It is highly recommended that districts use the Student Locator to enroll all new students that do not have a State ID

already identified.

Enroliment Roll Forward

DIRECT ENTRY

The first option for direct entry of student

enrollments for 2011-12 is to roll the

students forward from the prior year. This

process would have been completed as
part of the End of Year Process for 2010-
11. Enrollments cannot be rolled forward

from the prior year if End Dates for 2010-

11 have already been entered.

Index | Search | Help

Search for a:
Student A

Advanced Searchze

Search Results: 10

ear | 10-11 | School | Cascade School

+ | Calendar | 10-11 Cascade School2 % |

Search for a record being tracked in Campus by using search fields or by selectin
context other than the current (Example: A student fiter cannot be applied to a Cer
You may search schook-wide.

Student Search

Last Name

First Name

Student Number

Grade KF v
Gender -
StatelD

Person D

Lecker Humber

Special Ed

Status i
Setting 7
Disability v

rin Montana

Achievement

splmtgar

This tool will promote, retain or demote enrolled students inte the next calendar and grade.

Show Detailed Instructions

Select Source Calendars

Select Start Status

11-1Z Cascade 7-8 ~
11-12 Cascade High School
11-12 Cascade School

10-11 Cascade 7-8

10-11 Cascade High School
10-11 Cascade School

08-10 Cascade 7-8

08-10 Cascade High School
08-10 Cascade School

08-08 Cascade 7-8

08-08 Cascade Elem School
08-09 Cascade High School
07-08 Cascade 7-8

07-08 Cascade High School
07-02 Cascade School b

CTRL-click and SHIFT-click for multiple

(@) Select Source Grades

01: First time receiving educational services L

(OPTIOHAL)
Select Destination Calendar

v
Select Destination Grade

v
Select Destination Structure

v

Start Date Override

Not needed if future calendars have Days setup, will chose the
first instructional day.

[

D Allow Duplicate Primary Enroliments

Oo1 Oez Cloez Cos
Oes Oos Cor Cos
Oee Ow O Oz
Oxr Cew Cer Cee
Clue Cduw Clum

O source Ad Hoc Student Filter

Source Service Type

D Primary

[F] Partial

D Special Ed Services

Totals Only
D Show Warnings

The second option for direct entry of student
enrollments for 2011-12 is to enroll students
using last year's enrollments.

Select the 10-11 year and a school. Click the
Search tab, select Students, and Advanced

Search.

Under Student Search, choose a grade level
(e.g., start with KF). Click Search.

A list of last year's kindergarten students will
appear on the left.

Montana
Office of Public Instruction
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Select the first student by clicking the
student's name. Click the Enrollments tab.

Change the Year to 11-12 and select a school.

Click New. Enter the 11-12 Start Date, Start
Status, Grade Level and Comments (if
applicable). Click Save.

Repeat for all students in this grade level.
Start over with prior instructions for the next
grade. If students are moving from one
school to another (e.g., from Elementary to
Middle School), change the school after
selecting the students.

***Program Participation data and
Aggregate Hours may also be entered for
students during this step. Enter the student's
Absent Count information on or after the Fall
Count Date (October 3, 2011).

The third option for direct entry of student
enrollments for 2011-12 is to enroll students
through the Student Locator. Using the
Student Locator is the preferred method to
locate State ID's for students who are new to
the district.

To use the Student Locator, set the Year to
11-12 and select the correct school. From
the Index, expand Student Information/
Student Locator.

o

s Achievement Mantana
* - in Montana Office of Public Instruction
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J Year School ‘ Cascade School

Allen, Gary
#3 DOB:04/26/2006 GenderM

| calendar | 11-12 Cascade School 2 v

Index | Search ‘ Help |

Search for a:

. 3 | fieehavi | & | [:dadioc Reports | Records Transfer |
uden
2 v| 1l | #'schedule | [fAttendance | Programs | [Grades | Transcript | Cred
G
2 () Print Enroliment History [ ] New

Advanced Search ==

Calendar

Start Date
06/25/2010

End Date
06022011

Search Resufts: 10

£ KF P 10-11 Cascade School 2
Start Status: 01 First time receiving educational services
End Status: 100 End of year, returning to same school next year

Allen, Gary
#3 DOB:04/26/2005 GenderM
Assessment | ffiBehavior | Graduation | [iJadHoc Reports | Records Transfer |

Z;QSummarvl Enrollments | Q‘s:hednlel L¥Attendance | Programs | [#Grades | Transcript | Credit Summary |

n Save

Enrollment Editor

Edit | Grade Type Calendar Start Date End Date
B KF P 10-11 Cascade School 2 08/25/2010 06/02/2011

8 General Enrollment Information
*Calendar

*Schedule *Grads Class Rank Exclude

[11-12 cascade scnoot2 v [1ain [ a
*Start Date No Show End Date End Action *Service Type

Il | EI ‘ v‘ ‘ P: Primary vl
*Start Status End Status
| 02: Continued enroliment same school, no interruption v| ‘ vl
Dropout Reason
\ g

Start Comments

End Comments

-

[ | vear 1112

| senool |

Index | Search | Help |
(] System Administrator

= (€% Student Information
General
G Health

[# %) Special Ed

ascade School v Calendar | 11-12 Cascade School 2 v

‘Student Search
Search for a student aiready tracked in Campus using the fields provided. A minimum amount of data must be entered in order to se
firstame and gender. Select a student from the list or click on Create New Student. When doing a SSN-only search, the user must
person,

) student Locator
Reports.
4 Instruction
J, Census
# f3: Behavior
= F Heath
[ §X Attendance
= 4 Seheduling
# [A Grading & Standards
# [if Ad Hoc Reporting
¥ (] User Communication

(§ system Administration
3 FRAM
(] Messenger
(] MT State Reporting
[ Account Settings.
[ Access Log
@8 Campus Community
[E] Log Oft

State D [ Gender [BithDate [ %

Last Name Name:
First Name :l
Gender Zl

Birth Date :l—_|
Widdle Name:l

ssN# CHH ]
State ID I:l

Beginning of Year

Collection
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[Sowentiocator | ' .
Enter the student's Last Name, First Name

Student Search

Search for a siudent already tracked in Campus using the fiekis provided. A minimum amount of data must be entered in order to search. T| )
firstName and gender. Select a student from the fist or click on Create New Student. When doing a SSH-only search, the user must stil do d d | k h
et and Gender. Click Search.
LastName |Church Name State D [ ceonder [Birtnpate [ % - e
S £ T Use the other identifiers (Name, State ID,

First Name [0

G @ Gender, Birth Date and %) to help identify

Birth Date E
o . a match. Hover over the record to see
e information about the student's last

enrollment.

See Student Locator Notes on Page 8.

Create New Student =

[*ET]
If the student already exists, click the _

student's name. If they have never been

Ho Image Available

enrolled in a Montana school, click Create
New Student. e

ienack

[ american naian o Alasia Hative

[asian
Enter the Student Number (Local ID) — if e
. . . o Elwnes
assigned by the district. Enter the Identity || s .
Info and Enrollment Detail. The fields in — ) [r———
. *Calendar *Schedule “Grade Class Rank Exclude
red are reqUIFEd. 11-12 Cascade School 2w Main v 04 [ 0
*Start Date No Show End Date End Action *Service Type
0813142011 7] "] | v P: Primary v
H *Start Status End Status
CI ICk Save‘ 04: Transfer from public school in district or state -

Dropout Reason

Start Comments End Comments

If the student was previously enrolled in another

Request a Records Release . . . . .
This is & Records Release containing the student information, the requesting districtiuser and the releasing districtiuser MT district and not prev|ou5|y enrolled in this
district, a Student Records Transfer request will
Student: Enrollment Type: Primary
T e B natan automatically appear. When using your personal
Gender 1) Birthdate 07/2412002 SSNH .
Grads 4 Schosl 1142 CascagsSchool2  StartDats 03312011

log-in, your name and phone number (if entered
TS on the Demographics tab) will appear under

District 0280 Cascade Public Schools Name System Administrator Username admin1 . . . .
RequestDate 00112011 Work Phone i Requesting District & User. Enter comments if

Comments

necessary.

[EEW@ Click Submit Request.
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STUDENT LOCATOR NOTES

A student who has an existing State ID may not

HNarme State D Gender |Brmbate | %

show as a match in the Student Locator for a

variety of reasons.

In this example, the student's first name may be e

Jonathan (Johnny is a nickname). Entering

Jonathan instead of Johnny shows "No matches
found". Other examples are Mike vs. Michael, Lo o i |

Elizabeth vs. Beth.

Another common error is a transposed First

Name/Last Name or Gender. Try a variety of o
options before creating a new State ID. e

NOTE: If you know a student has an existing State
ID, but are unable to find the ID using the Student
Locator, call the student's prior district or the OPI
AIM Helpdesk at 1-877-424-6681. e

SORT BY FIELD

The Sort By field is a part of the student's enrollment record (either direct entry or file upload). The Sort By
field is an additional identifier used for sorting test booklet labels (either ELP or CRT). The Sort By field can
contain teacher name, team name, room number, or any other sort option desired. Labels will be sorted
first by District, then School, then Grade, then Sort By field (if entered). Entering data into the Sort By field
is optional.

NOTES ABOUT START STATUS CODES AND ENROLLMENT SERVICE TYPES

Enrollment Start Status codes should accurately reflect the last active enrollment of a student. If a student was
previously enrolled in a home school, the Start Status for the student is 09: Transfer from a home school in
state. If the student was previously enrolled in a private school in Michigan, the Start Status for the student is
06: Transfer from an out of state school. Students should only have an 01: First time receiving educational
services Start Status if they have never been enrolled in any type of school. Kindergarten students are always
01: First time receiving educational services, unless they were enrolled in a public school's PK program for
Special Education services or they are repeating Kindergarten.

Service Types should accurately reflect the type of service the student is receiving from the district. Students
who are regularly enrolled in the district should have a Service Type of P: Primary, regardless of the programs
they are enrolled in at the district. Students who are only getting Special Education Services (PK students or
students concurrently enrolled at a private or home school) should have a Service Type of N: Special Ed Only.
Students who are primary enrolled outside of the district, but participate in an accredited educational program
at the district should be enrolled with a Service Type of S: Partial.

July 2011
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FILE UPLOAD (OPTION 1)

Year|11-12 v | School | Cascade School || Calendar | 11-12 Cascade School2 |

. : . . e | Search || Help
The first option for using the File Upload i system acmnsrator - .
= (£ Student Information Select an option under “Import Type” to specify which record type you are uploading. If the file you upload contains.
mere than one type of recerd, (ie. 5D and EN records) select "Muttiple Record Types”.

B . | [ General
methOd IS to do an eXtraCt from the dIStrICt S G Health Select an option under "Werk To Perform” to indicate how the file should be processed. There are 3 options:
= %Suecm\ﬁ 1. Validate and Test File - Only error checking will be performed on the file. A summary report will be generated
H 1 Student Locator identifying any errors that were found. No data is imported under this option.
Student Information System. Create an upload o et e v vetont record v 1 syt
® {3 hstruction A summary report wil be generated indicating the number o records that were inserted or changed. This option
flle in the *.tSV or *tXt format. DlStrlCtS USIng +;e:sus should be used when updating the information on a partial list of students
= £3: Benavior
. . . =G Health
this method will first need to do the Student 0 ¢ st impert Options
* @ Scheduling
. . = [% Grading & Standards Import Type Student Demegraphics ~
Demographic file upload, followed by the * Kt renarin i,
® ] User Communication
Enrollment file upload 43 sy aminiion "~ c ans 0220 02 Browen ]
* ] FRAM
® ] Messenger &
£ [ MT State Reporting Resut Fie v

:
From the Index, expand MT State Reporting/ R o

[F Account settings

MT Data Upload. From Import Type, select B Comre oty

&) Log o7

Student Demographics. Under Work to

Perform, select Validate and Test. Browse for
the *.tsv or *.txt file. Click Upload.

Check the Import Results Summary for
Errors and Warnings. The Errors must

Resnlts: &
gf:iiz:i;zi?&?iﬁ:;:& 15:49:56 CDT 2011 be corrected before uploading. The
Processing Finished Time: Mon Aug 01 154957 CDT 2011 i i
Total Thme To Process Fle: 1591 seconds Warnings are messages about potential
Py issues with uploading students — please
0 Records Deleted
0 Records No Changes. check these thoroughly before changing
Worsing Connt1 the Work to Perform to Load Partial
Error Detail: Fi Ie .
Line Number Error Message Content
No Errors
Warning Detail When all Errors have been cleared and
Line Number Warning Message ~ Content .
erson already exists. isley|Brad|null|r 03/2004|null|i Y 0
3 Foen a}reagg b gg}gégg}:ESEEEUSE\EE\YEEMUDMTM i ‘aaﬂzwnsszbu """ INIHTY] LZv||1z| Warnings ChECkEd, cha nge the Work to
4 Person already exists. SD|0280[14916579 11124 INPY nullinullj2012]
L3 Porcnn alreadw avicte  SNIN2ANAAR1IAARIAA William=Hanlkdnl L IAMINA/24/200 20 IR 20121 o Perform to Load Partial Fi/e. The

Import Type should be Student
Demographics. Browse for the file and
click Upload.
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FILE UPLOAD (OPTION 2)

The templates for Student Demographics and
Enrollments are available on the OPI AIM
Webpage. From the AIM Webpage, navigate
to File Specifications/Excel Templates. Save
the Student Demographic and Student
Enrollment Templates.

Open the Student Demographic Template.
Enter the required information (shown in red)
for each student.

Delete the first three rows of the file and save
as a *.tsv or *.txt file. Open the *.tsv or *.txt
file and insert the header row (HD tab date tab
time tab MT9.1). Save the file.

Follow the instructions to upload the file (see
Option 1 above). Repeat for the Student
Enrollment Template.

ELETE i 1 1
" . Statenrs frees i
L . Locst 0 e [t st
1
o 0870172011 15:48:21 MTO. L
S0 0280 119459608 50 Paisley Brad [ 02/03/2004 i
_____ N 0280 125662052 &8 vearwood Trisha F 03/19/2001 |
0280 145165791 45 Milsap Ronnie [ 11,/24,/2004 —
Eis 0280 186135951 64 williams Hank ar " 04,/24,/2002
Ens 0280 180735107 41 Lynn  Loretta F 12420/2003
B 0280 188415601 55 Seals  Dan " 02,/22/2006
S0 0280 193000537 12 Brooks Garth [ 9,/05/2006
Eis 0280 195299033 28 G wince M 04,/23/2001
S0 0280 158400321 54 Rich  charlie " 01,/00/2002
B 0280 210904318 17 Carter June F 08,/10/2003
Eis 0280 212117740 67 Judd wynonna F 05/10/2005
Bl 0280 214083709 31 Harris Emmylou F 10/27/2000
B 0280 218180532 52 pickler kellie F 12,/05/2005
S0 0280 223236465 37 Krauss Alison F 1171542005
Eis 0280 240183925 70 Brown  zac M 03/10/2004
S0 0280 250030665 46 Montgomery John  michael " 02,12,/2003
B 0280  2B1099467 43 McCoy  Neal [ 11/27/2004
Eis 0280 282085655 15 carey  Mariah F 1070372001
Bl 0280 287077795 22 Coe pavid  allen M 1042972005
B 0280 309840057 51 parton Dolly F 6,/18/2002
S0 0280 319271424 10 Loveless patty 13 06,/27/2003
Eis 0280 320736361 21 Cline  Patsy F 07/29,/2000
S0 0280 322020092 18 cash  1ohnny " 07,/21/2003
B 0280 355046078 3 Allen  Gary [ 04,/26/2005
Eis 0280 380621902 2 Aldean  Jason M 07/22/2001
Bl 0280 408454610 48 nelson willie M 122872003
B 0280 409788325 66 wynette Tammy F 12/16/2000
B 0280 438092024 65 wilson Gretchen F 05,/31,/2003
Eis 0280 443872836 10 Hartman Lisa F 07/17,/2006
S0 0280 512717076 29 Greenwood Lee " 10/04,/2004
B 0280 520206607 19 Cash  Roseanne F 09,/29/2003
Eis 0280 522680468 13 Bryan  Luke [ 02,/14/2001
Bl 0280 526379128 14 cagle chris M 06/28/2000
B 0280 530885456 23 Crow  sheryl F 08,/31/2002
B 0280 538935007 26 Evans  Sara F 02/13/2005
Eis 0280 551539743 60 TilTis  Pam F 04,/08/2003
Ens 0280 588836766 33 Ingram Jack ] 1042272002
B 0280 580701329 22 Messina Jo Dee F 08,/22/2002
Eis 0280 584565751 25 Denver John M 01/02/2001
Bl 0280 850867336 59 Tilis  mel M 04/05/2005
B 0280 652040892 4 Atkins  Rodney " 07,/28/2000
B 0280 652880660 church Eric [ 07/24 /2002
so 0280 676476074 5 cyrus__ Billy  Ray M 09/12/2001

for the 10-11 year), then make those changes in AIM.

If students were rolled from the 10-11 year to the 11-12 year (either in AIM or the
district's Student Information System), but transfer prior to the beginning of the school

request is received, change the record as described above for a transfer student.

If a student does not show up for school as expected, and no notice is given or transfer

Only students that attend at least one day of school during the 11-12 school year should
have an enroliment record created in AlM.

year, those students should not have an 11-12 year record in AIM. First change the record
in your SIS to reflect the transfer (delete the 11-12 enrollment and change the End Status

request received, create a one-day enrollment record in both the district's SIS and in AIM
(Start and End Date the first day of school, End Status either 260: Unknown (grades PK-6)
or 340: Unknown/17: Unknown (grades 7-12)). If the district receives notice or a transfer
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RECORDS TRANSFER

. Church, Eric

Records transfers are only required for Grad=:04 DOBOTI242002 Genderid .

stnmmar” Enrollments | ﬂsclmdulq LiAttendance | Programs | [A'Grades | Transcript | Credit Summary |
students who have Special Education records Assessment | flBehavior | Graduation | [JAdHoc Reports | Records Transfer |
. . . . . . _] New State Transfer Request
in the prior school district. Districts may also T

Reguest Date | Mame Status R ing District Releasing District
use the Records Transfer to view student 08/01/2011  Church, Eric request  Cascade Public Schools

enrollment dates.

Please refer to the guides for Records Transfer

on the OPI AIM Webpage (Reference
Guides/Quick Reference Guides/Records
Transfer.pdf).

DATA VERIFICATION

Data Verification is a process that begins at the district
level. If the data in the district's Student Information
System is incorrect, the data in the MT Edition will
likely be incorrect as well.

The first step in the data verification process is to make
sure the data is correct at the district level. This may

involve a dialogue with specific program staff (e.g.,
Title | Director, SPED Director, lunch staff, etc).

Once the data has been verified in the district's SIS and transferred to AIM (either by direct entry
or file upload), there are numerous tools in Infinite Campus to verify data.

Enrollment numbers may be verified using the Student Information Reports or the Ad Hoc
Reporting tools.

\ July 2011
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dress. The defaull calendas year &

WRich caendan(s) woukd you le 1o Ncludé in e reporty

) Graze (1 Students Y J st by school (5 kst by year
o . o STUDENT INFORMATION REPORTS

) aa Hae Fiter

From the Index, expand Student

o - Information/Reports.
Disglay Oplions: Flsanpae  Fleepae

The Enrollment Status report lists
students by name, according to set

How woukd you e the regert sorted?

wha () Grade () Student Number

Which pnredment status we you e b nclude n the report?

e ~ criteria.
The Enrollment Summary report gives a
v count of students by School, Grade, Race/

S Ethnicity and Gender as of a specific date.

This report wil st a breakdown of enralments grouped by school, grade, gender and racefethnicity. The report can be

generated using Federal or State values. If your state has many different
values for Race/Ethnicity, the Tallreport format is recommended. Students with enrolments flagged as “No Show” are
not included in this report.

ate |08/29/2011 78]

Enroliment Ef

Which schools would you like to include in the report?
Cascade 7-8

Cascade High School

Cascade School

Which Race/Ethnicity values would you like to use?
(%) Federal Race/Ethnicity Values.
O State Race/Ethnicity Values

How would you like to format the report?
(2 Qriginal Format: Race/Ethnicties across the top and Grade Levels vertically
O Tall Format: Grade Leves across the top and Race/Ethnicities vertically

What types of enroliments would you like to include in the report?
PPrimary

S:Partial

N:Special Ed Services

Report Options:
[ Observe State Exclude (Do not inciude enrolments marked as state exclude)
[ only print RaceEthniciies in which there is st least one student with that value
L1 Print in HTML format

Generate Report

AD HOC REPORTING

Another method for data verification is
the use of the Ad Hoc Reporting tool.

From the Index, expand Ad Hoc
Reporting. Select Filter Designer.

Query Wizard
Selecton Lator O Cenguarstatt
Pass-Beough SOL Query O Courssrsecton

To create a new filter, select Create a new
Filter using the Query Wizard and Data
Type Student.

Click Create.

July 2011
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Ad Hoc Query Wizard - Field Selection

Query Name:

Short Description]

Long Description

Select categories & fields

Fiter By
Al Fields

Selected Fields.

& 3l Student
=} 31 Demagraphics
personD
statelD
otherid
studentumber

firsthame
middieName
suffix

alias

gender
birthdate
raceEthnicity
hispanicEthnicity
raceEthnicityFed
raceEthnicityDetermination
birthState
enrolmentld

Add Function

gra

~ student statelD
student lasthame
student firstName
student.gender
student birthState
student grade
student stariDate
student startStatus
student endDate
student endStatus

Select the fields to include in the report.
Expand /contract the field groups by
clicking the plus (+) or minus (-) signs. To
move a field to the Selected Fields box,
just click the name of the field.

To search for fields, type in all or part of
the field name in the Filter By box.

Once the fields are all in the Selected
Fields box, click Next.

Give the query a name, a short description
(optional) and enter any applicable filter

data. Click Next.

Ad Hoc Query Wizard - Filter Parameters
Query Name:  [Enrolment Query

Short Description; Shows enroliments for all students enrolled

Long Description: s

Filter the data

Field Operator Value

student statelD
student lastiame
student firstame
student.gender
student birthState

=

student.grade
Student startDate
student startStatus

student.endDate

L)L €N £|[ L] €] ][] £

student endStatus

3aveTo ) yser Account

Foider|/ %

O user Groups.

Ad Hoc Query Wizard - Output Formatting

Query Name:  [Enrolment Query

Short Description:| Shows enroliments for all students enrolled

Long Description

Format the output fileireport.

Field Outputseq  Sort
student statelD
student astame

<

student firsthame E Ascend |

student gender  []
student birthState

student grade

HEEE

stugent startDate
stugent startStatus
student endDate
student endStatus

SaveTo: (3 yser Account

Folder: / %

© User Groups.

[

Direction

<]
r
&
ki
3

Column Header

Alignment  Formatting

L EN N E N N S

Length

If additional sequencing or sorting is
desired, enter the information into the
corresponding fields. Click Next.

wm
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To group students by a selected identifier,
choose the correct grouping.

Click Save.

Ad Hoc Query Wizard - Grouping and Aggregation

Enreimact Cuery

Short Description|Sazers enrolments for ol stusents enmied

Leag Deacrption:

Group the o

Grouping  Group by
Tier 1 student grade

iis

Tier &

#

Ter & -

Aggregate Sub Total byAggregate Type

w -

Save Ter
Fi
1 user Groups
Save Save & Test

Potporvizgrg ——— —  — |

This wizand will Sume e resuR of & TREr iTlo & Sata The (S8, 185 Qelmied, m) of & 8imoie et resart

Saved Fiflers. Envoliment Guery

Pick an Export Format

) WTHL bt report
Cran

Export

To use Ad Hoc Filters, expand Ad Hoc
Reporting and select Data Export.

Choose the Saved Filter and Export
Format.

Click Export.

Ad Hoc filters can also be used with an
Advanced Search.

Choose a Year and School. Click the
Search tab. Click Advanced Search.

Choose a Saved Filter and click Search.
The results will display under search
results.

Achievement Montana
Office of Public Instruction
Denine funesu, 51 T ———
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Index | Search | Help BT = o
o i
it S e
:- E_e'u::or = Calengar
i -;j-A.'e'u—:lane IF ] ‘CourseSsction
o ooy somcars p— DATA SYNC
+ g Ad Hoo Reporting
‘j s Communication F1 Dgy
=1 L system Adminlsiration
S feasuleg S From the Index, expand System
“..1; = Personideniy .« . . epege
D Gamtnas = — Administration/Data Utilities/Resync
# (] Calendar !
2 o O commsCimsagary State Data. If syncing data from the
& J:m:eﬂllw;'fmla O
o = mw: 11-12 year, set the Year to 11-12. If
[ Combine Stusetts .
8 neomc e o= I O T syncing data from the 10-11 year, set
# ] Finance:
o gt s E e — the Year to 10-11.
=) () Wessenger EmplopmentCredential
:j?m:ewzea =| Enraliment
L = PRES— To sync Enrollments check the box for
% ] Student
:jiff;ez?b F B Enrollment. All connected data
4 1 7RA O Fom . .
Qe = p— elements will automatically populate.
B D resmSorenig At the bottom, click Send Resync.
E f:;éf Comemunky O R
@ rance . . .
= — A data sync is required for all file
o P—— uploads and recommended before data
= FosEIn collection due dates.
F] ProgramParticipation
O TeamMemper
D = Test
[ TesiSoone
] \acoinesaot
| PersonientiyNoSTeIDOnlY
< I>
The green radio buttons indicate a pceso oy

Date Range | Jto] | Display| All Processes | [ FindMessages |

successful resync of data, and a message [

Delete Selected Messages ]

will appear in the Process Inbox.

O |!|D|Pmcess ‘Name |Posten Dale|Dua Date

[] & Vertical Interoperabiliy State Resync Requested o7&z

\ July 2011
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Enroliment Verification Report

Th
t

DATA VERIFICATION REPORTS

oozl enroliments with the data that exists at the state,

A new report is available that checks the

Salect Which Eneliments To Inclds
Selected School Year 2011

differences between data entered in the MT

Schools

Edition application and data that has synced to the
State.

From the Index, expand Student

St Grate e s P Information/Reports. Select State Enrollment
K Verification.

There are a number of options and fields to

Exclude Enroliments Matching Any Of These Additionsl Criteria

Calendar Excluded

choose from. Choose the items to verify, and click

Mo Show

Generate Report.

HEEEEF

The Verification Report will show differences

Select The Enroliment Fiekds To Compare Between District And State Edition

[2) Stat Grads Level ) Sarvise Type between records at in the district's MT Edition

[¥] Start Date [¥] End Date
e s application and the AIM State Edition.

Report Display Options

Show Summary Totals

If differences do not resolve after a resync,
contact the OPI AIM Helpdesk at 1-877-424-6681
or opiaimhelp@mt.gov for assistance.

Show Enroliments Mis: At State
Identify students missing at state dus to overlsp prevention
Show Enroliments Missing At District

Show Enroliments With A Fiekd Di

rance

Show Value At District And State Of Each Difference

BEHEEEE

Enrollment Verification Report
Comparison of District Enrollment Data With State Data
Cascade Public Schools Venfied: 07/18/2011 15:47

0280 Cascade Public Schools District
Generated on 07/18/2011 03:47:43 PM  Page 1

District Verification Summary

Total District Count State Count Missing At State Missing At District  With Field Difference
Cascade Public Schools - ALL 356 354 P 0 0
10-11 Cascade 7-8 43 43 0 0 0
10-11 Cascade High School 147 146 1 0 0
10-11 Cascade School 166 165 1 0 0
July 2011
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