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Quick Reference Guide: 

FALL 
ATTENDANCE 

This guide will explain the basic 
process entering Fall Attendance 
information into AIM. 

 

Topics covered in this Quick 
Reference Guide include: 

• Four  ways to enter 
attendance information 
 
 
 

 

 

The Fall Attendance Collection is used to collect 
the Aggregate Hours of Instruction and Absent 
Counts of all students enrolled on the Fall Count 
Date.  Student data from AIM will then be 
imported to the MAEFAIRS system to determine 
the count of students used in the calculation of 
Average Number of Belonging (ANB) used for 
school funding.  The Student Achievement Gap 
payment is determined by the student's race as 
it is imported into MAEFAIRS.   

There are four basic methods of entering this data.  Before beginning this 
process, there are a few considerations in choosing the most appropriate 
method for your district: 

1. All of our attendance data is stored on a third party student information 
system – which method should I use to enter Attendance information? 

• Most student information systems have automated uploads to extract 
attendance information in a format that will upload to AIM.   page 2 

2. Our district only has a few students – which method should I use to enter 
Attendance information? 

• Districts with only a handful of students may find the direct entry 
method of entering student attendance most convenient.   page 3 

3. Our district has about 150 students – but we use paper ledgers to record 
student attendance – which method should I use to enter Attendance 
information? 

• Districts who maintain paper ledgers may want to default all students to 
full-time and use the direct entry method to modify select students and 
enter Absent Counts.     page 3 

4. Our district uses the MT Edition application to collect student attendance 
information – which method should I use to enter Attendance 
information? 

• Districts who maintain attendance information in their MT Edition 
application can use the Re-Sync feature to auto-calculate their Fall 
Attendance data.  page 5 

5. Our school purchased the District Edition of Infinite Campus.  Which 
method should we use?   

• District Edition users should follow the directions sent from Infinite 
Campus.  These users will also use the Re-Sync feature.  page 5 

 
 

The Fall Attendance data must be accurate as of October 3, 2011.  If 
there are no classes held on October 3, 2011, use the next regularly 
scheduled school day. 
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METHOD #1 

Export Fall Attendance data from your 
Student Information System. 

Create an export file from your Student 
Information System.  Save the file in 
either *.txt or *.tsv format. 
 
From the Index, select MT State 
Reporting/MT Data Upload.   

 

Choose Import Type, Attendance – Fall 
Count, and Work to Perform, Validate 
and Test.  Browse for the file and click 
Upload.   

 

Check the Import Results Summary for 
errors.  Correct the errors in your Student 
Information System and the file.   

Upload the file again (to re-check for errors). 

 

Once the file is free of errors, return 
to MT State Reporting/MT Data 
Upload.   

 

Change Work to Perform to Load 
Partial File.  Click Upload. 
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METHOD #2 

Enter Aggregate Hours and Attendance by 
Student. 

Select Year 11-12 and a School. 

Click the Search tab.  Search for a: Student.   
Click Go.   

Click a Student's name and select the 
Enrollments tab. 

 

 

METHOD #3  

Default Aggregate Hours to Full-time and 
enter Attendance. 

From the Index, select MT State 
Reporting/MT Extracts. 

Select Extract Type, Attendance – Fall Count 
and Format, State Format (TSV).  Select the 
Calendar(s). 

Click Generate Extract. 

Save the file to a convenient location (i.e., the 
desktop). 

 

Open the current 11-12 school year 
enrollment.  Scroll down to the Attendance 
and Enrollment Information section. 

Under Fall Aggregate Hours, select the 
appropriate hours.  Enter Fall Absent (portion 
of the day the student was absent on the 
Count Day).  A value of 0.000 indicates the 
student was present the entire day.  Checking 
the Exclude Fall ANB – 10 Day Rule box will 
exclude the student from the Fall ANB count.  
Mark this box if the student was absent more 
than 10 days prior to the Count Date and 
your district has not requested an exception.  

Click Save. 

Continue for every student enrolled on 
October 3, 2011. 
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From the Index, select MT State 
Reporting/MT Data Upload.   

From Import Type, select Attendance – Fall 
Count and Work to Perform, Load Partial File.   

Click Upload. 

All students will now be marked as F: 720+ 
with Fall Absent at 0.000. 

 

Open the current 11-12 school year enrollment.  
Scroll down to the Attendance and Enrollment 
Information section. 

Enter Fall Absent (portion of the day the 
student was absent on the Count Day).   

If the Aggregate Hours are different, select the 
appropriate number of hours. 

Click Save. 

 

If a student was absent or has different 
Aggregate Hours (other than F: 720+), follow 
these instructions: 

Click the Search tab.  Enter the student's Last 
Name.  Click Go. 

Click the student's name and select the 
Enrollments tab. 
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METHOD #4 

Districts using the MT Edition or the Infinite 
Campus District Edition application to record 
attendance will not have to enter Aggregate 
Hours and Absent Count data for individual 
students.  This information will be calculated 
automatically from the attendance data entered.  

From the Index, expand System Administration 
and Data Utilities.  Select Resync State Data.  Click 
AttendanceMTSnapshot (other boxes will check 
automatically).   

Scroll to the bottom and click Send Resync.  

NOTE:  This must be done after attendance has 
been taken on the Count Date or up to two weeks 
later. 

If any of the Aggregate Hours calculate 
incorrectly for a student, or the student 
has Aggregate Hours different from that 
of his/her schedule, navigate to the 
student's record and change the 
Aggregate Hours. 

Note:  

The Aggregate Hours of Instruction field is now editable for Campus District Edition users.  If a 
student was not properly scheduled, it may cause the aggregate hours to calculate incorrectly.  
Correct this by changing the value directly in the field.   

** Individual corrections will be overridden if any subsequent re-sync of state data with the 
AttendanceMTSnapshot object selected is issued during October.   


