Quick Reference Guide:

MAEFAIRS & AIM
VERIFICATION

This guide will explain the basic
processes for entering enrollment
data in AIM and verifying thedata
between the AIM and MAEFAIRS
systems.

Topics covered in this Quick
Reference Guide include:

e AIM Enrollments

e  Special Programs

e Aggregate Hours & Absent
Counts

e Data Sync

e Data Verification
o  MAEFAIRS Imports
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The Fall MAEFAIRS collection is a
snapshot of enroliments as of October
3™ 2011. Enrollments are entered in
AIM, then imported into MAEFAIRS. In
order for students to be correctly
counted in MAEFAIRS, the student
must be enrolled in AIM with the
correct Service Type and Aggregate
Hours.

Before beginning this process, there are a few considerations:

1. What students count as "enrolled"?

e Any student enrolled in a district's academic or special
education program should be enrolled in AIM,
regardless of the number of hours of service. page 2

2. What other programs count for enroliment and what are the
stipulations?

e Students enrolled in Job Corp, MT Youth Challenge or MT
Digital Academy may count as enrolled students for ANB
purposes, if certain conditions are met. page 3

3. What is the difference between the three Service Types?

e Service Types indicate the kind of service the student is
getting from the district. P is Primary, S is Partial and N
is Special Ed Only. page 5

4. What do Aggregate Hours mean and how are they calculated?

e Aggregate hours are the annualized hours of instruction
a student is expected to participate in for a particular
course or schedule. They are based on the number of
hours per class, times the number of classes. page 5

5. How do | know that my data is correct and will import to
MAEFAIRS?

e Verify the information in AIM using Student Information
and Ad Hoc Reports prior to importing enrollment data
into MAEFAIRS. page 6

6. | have data correct in AIM, how do | import to MAEFAIRS?

e Data from AIM is imported into MAEFAIRS by the district
enrollment clerk. The enrollment clerk will need to
work with the district's AIM staff to ensure accurate
data reporting. page 12
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AIM ENROLLMENTS

Only students with an active enrollment
record on October 3rd, 2011 will import into

MAEFAIRS. Brooks, Garth

Grade:KF #12 DOB:

0312/2006 Gender:M

Demngraplfusl Identil:iﬁl H hold | Relati | Enroll 't IDisI:r'u:l: Empluymentl Distrid
Students who are receiving any services ¢E5Print Enrolment History [ New [ New Enroliment History
. . . Enrollment Editor
from a pUbIIC SChOOI dlStrlCt, regardless Of Edit | Grade Type Calendar Start Date End Date
H IE' KF P 11-12 Cascade School 2 08/31/2011
the type Of service or the number Of hOUrS Start Status: 01 First time receiving educationa! services
of service, must be enrolled in AIM. End Status:

Refer to the AIM/MAEFAIRS enrollment
handbook for specific information about
student enrollments.

Brooks, Kix
Grade:PK DOB:05/08/2007 Gender:M

Demngraph'usl Ident’rtiﬁl Hnusehnldsl Relatinnshipsl Enrollments | District Empluvmentl District
§Print Enroliment History D New D New Enroliment History

Enrollment Editor
Edit | Grade Type Calendar Start Date End Date
E’ PK N 11-12 Cascade School 2 08/31/2011

Start Status: (1 First time receiving educationsl services
End Status:

Students who are partially enrolled in

Students who are enrolled only in Special
Education Services (they primarily attend
another type of school — home school, private
school) must be enrolled in AIM. Their Service
Type is N: Special Ed Only and their Aggregate
Hours should reflect the annualized number of
hours of service the district provides to the
student.

These students are not included in the
MAEFAIRS ANB counts, but are included in Child
Count. Students must be enrolled in AIM to be
pulled into the Child Count application.

**¥*NEW: PK students who are 5 will not
generate ANB. Students who are age 5, but
receiving services in a PK setting must be
enrolled in Kindergarten to be eligible for ANB.

educational programs at the district, but have a
primary enrollment in another type of school
(home school, private school), must be enrolled

Shelton, Blake

(& Print Enroliment History

Grade:05 #56 DOB:12/04/2000 GenderM
Demngrapll'uxl Ident’rl:iﬁl H

holds | Relationships | E
[ ] Mew | ] New Enroliment History

ts | District Emplnvmentl Distrig

Enrollment Editor
in AIM. Their Service Type is S: Edit | Grade | Type | Calendar Start Date End Date
. . [F o5 s 11-12 Cascade School 2 08/31/2014
SeCOﬂdary/Pa rtial and their Aggregate Hours Start Status: 08 Transfer from a private school within the state Enrolled for Band and PE
End Status:
should reflect the annualized number of hours

of coursework in which the student is enrolled.
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OTHER PROGRAMS

MT recognizes the enrollment of some
students into other programs, if the district
meets certain conditions.

These programs include Job Corp, MT Youth
ChalleNGe and MT Digital Academy.
Students enrolled in Job Corp or MT Youth
ChalleNGe will have additional AIM data
entry requirements.
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National
Guard Youth

ChalleNGe
Program

MONTANA DIGITAL ACADEMY
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Students in Job Corp or MT Youth ChalleNGe
may be counted as enrolled for ANB purposes
if they meet certain requirements.

e The student must be enrolled in their
district of residence

e The credits taken at the institution
must be approved by the school

e The credits taken must meet district
graduation requirements

e The credits taken must be taught by a
MT high school certified instructor

e The credits must be reported back to
the student's resident district

Additionally, the district must have an inter-
local agreement signed with the Job Corp or
Youth ChalleNGe program to participate.
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Bieber, Justin D
Grade12 DOB:03/01/1993 Gender:M
Assessment | ffiBehavior | Graduation | [ifadHoc Reports | Records Transfer |

;Qs..m...arv| Enrollments | Q&heﬂuhl L¥Attendance | Programs | [FGrades | Transcript |

[ save X Delste _] New >
Program Participation Editor Note: one curriculum program allowed per . tudent
Program Start Date End Date User Warning

Program Participation Detail
Program

| J0BCORR.Job Corp ~]

Start Date End Date Eligibity Start Date Eligibilty End Date
08312011 73] = [ [ [ 7
USer aTTing

Description

Participation Details

Select the Enrollments tab. Open the
student's current enrollment record.

Under Attendance and Enroliment
Information, Fall Aggregate Hours of
Instruction, select F: 720+ hours for Job Corp
and H: 360 to 539 hours for MT Youth
ChalleNGe.

Click Save.

Aguilera, Christine
Grade:A0 DOB:04/2511896 GenderF
Assessment | flBehavior | Graduation | [JadHoc Reports | Records Transfer |

= v| | & | 3% | Programs | (X | Transcript | Credi

[ 5ave X Delete S Print Enroliment History ] New
Enroliment Editor

start Date End Date
=

10 5 11-12 Cascade High School 08/31/2011

8 General Enrollment Information

Calendar Schedule (read only) *Grade Class Rank Exclude

11-12 Cascade High School
“Start Date NoShow  End Date End Action “Service Type
ousvzoi1 3 o [ @ | of  seam v

*Start Status End Status

09: Transfer from home school within the state V‘ vl

Dropout Reason

Start Comments End Comments
Two Digital Academy Classes

3 Future Enroliment

Next Calendar Next Schedule Structure Next Grade
J

3 state Reporting Fields

State Exclude  Serving District Resident District

s — —

and Enrollment Information
Fall Attendance Count

Fall Aggregate Hours of inst Fall Absent

Q: 180 to 359 hours ¥ 0.000

Exclude Fall ANB - 10 Day Rule

\
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In addition to the student's enrollment in AIM, they
must have an enrollment in the specific program
(Youth ChalleNGge and Job Corps only).

Click the Search tab. Search for a: Student. Enter
the student's last name and click Go. Click the name
of the student.

Select the Programs tab. Click New.

Enter the Start Date (the first date of enroliment into
the program). Click Save.

Bleber, Justin D
Grade1Z DOBOIAVIG Gender M

Assessment | [ Behavier | Graduation | guunn-nnq Records Transter |

Slsummary | Unrollments | S chedule | fattandance | Programs | (A'tGrades | Transcript | Credit Summary |
T e 3K Deiste (Bpret Encoiment Hatory || New

Lot | Grase | Type | Caindar Start Date End Date:

11-17 Caseacie High Schood

© | S General Enroliment information

Cainiar Schedule iread only)  “Grase Ciaas Hank Dxchude
usn v 12 v
NeShow  EnaDate £nd acten Servce Ty
= " P Prmary v
“Stars Sinhun £nd Saanan i
12 Cantruen snrmiment same schonl no miTuEtan -
firsscut Reason
-
Saart Cammeses Era Cammpnny

Fall Aftendance Count
Fal Aggregair Haurs af inat Fal Azsent
F 720 » hours ~ 0.000

Eweluie Fal ANS - 10 Dy Fuke

MT Digital Academy students who are
primarily enrolled in either home school or
private school should have a partial
enrollment in AIM (Service Type - S: Partial).

Aggregate Hours are calculated as if the
student were taking the same course at the
district level (50 min class periods x 180 days/
60 minutes = 150 hours).
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Service Types are used to define the enrollment
status of a student.

P: Primary — indicates a student's primary
enrollment into a district

S R SE— S: Partial — indicates a student's secondary or
11-12 Cascade High School -r_h,m - -10 - O . . . .

“Start Date NoShow EndDate End Action B partial enrollment enrollment in a district —
_&4312011 B [ = b S: Partial ~ . )

“Star! Status End Status i used only if a student has a primary enrollment
09 Transfer from home school within the state vl | P: Primary ZI

S: Partial
N: Special Ed Services
-

Start Comments End Comments pr|Vate or home SChOOl).

Two Digital Academy Classes

Dropout Reason

in another district or type of school (e.g.,

N: Special Ed Only —indicates a student's
enrollment only into Special Education Services
— these students are typically PK or have an
enrollment in another type of school (e.g.,
private or home school). This Service Type is
not used for students in a self-contained Special
Education classroom.

Aggregate Hours further define the
enrollment status of a student.

Aggregate Hours are the annual hours of
. . . . State Exclude Serving District Resident District
instruction for which a student is enrolled O [ | [ v
in a district. To calculate the annual Attendance and Enroliment Information
) . . Fall Attendance Count
hours, multiply the hours of instruction Fall Aggregate Hours of Inst. Fall Absent Exclude Fall ANB - 10 Day Rule
) v [0.000 | [l
per day times the number of days of . -
. . . .. . . F: 720 + hours finst. Spring Absent Exclude Spring ANE - 10 Day Rule
instruction in the district (this calculation T:540t0 719
( e 0
i Q: 18010 358 h we Loul
IS nOt based on number Of days the N: 0 to 1079 hclu:l:sl-lr5 of Inst. Testing Absent
student is enrolled). 4
10+ days unexcuzed abzences 12t 2em 10+ days unexcuzed abzences 2nd 2em
O O
Students can be enrolled full-time (F:
720+), % time (T: 540-718), ¥ time (H:
360-539), % time (Q: 180-359) or O (N: O-
179).
\ September 2011
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Absent Counts are used in the
calculation of AYP (Attendance
Rate).

Elkstate eyon ol set= S e Students who are absent for any

State Exclude Serving District Reszident District

O | v v portion of the day should be marked.
Attendance and Enrollment Information . .

Fall Attendance Count 0.000 indicates the student was

Fall Aggregate Hours of Inst. Fall Ak=zent Exclude Fall ANB - 10 Day Rule

O present for the full day. 1.000

indicates the student was absent for
the full day. 0.500 indicates the
student was absent for one-half of
the day.

DATA VERIFICATION

Data Verification is a process that begins at the district
level. If the data in the district's SIS 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.

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 and the Ad Hoc
Reporting Tool.
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This report lists students’ enroliment start/end status and mailing address. The defautt calendar year is the current selected calendar.

Which students would you like to include in the report?

® Grade

O Ad Hoc Fiter
Enroliment Add Date: From 8] o

Enroliment Drop Date: From ] 10

Display Options: [“startDate  [¥] End Date

How would you like the report sorted?

@ apha O Grade O Student Number

Which enroliment status would you like to include in the report?

Start Status

01:First time receiving educational services
02:Continued enroliment same school, no interruption
03:Re-entry to the same school after withdrawal
04:Transfer from public school in district or state
05.Transfer from public schl under NCLB schl choice
06:Transfer from an out of state school

07:Transfer from a school from out of the country
0&Transfer from a private school within the state
08:Transfer from home school within the state hd

[ Print in HTML format

EHH

Wihich calendar(s) would you ke to include in the report?

(® active year () list by school O list by year

11-12
11-12 Cascade 7-8
11-12 Cascade High School
11-12 Cascade School

Cascade School 2

CTRL-click or SHIFT-click to select multiple

End Status

~
100:End of year, returning to same school next year
105:Change in grade level during regular school year
110:Promoted to another school in the same district
120:Transfer to & public school in the same district
130:Transfer to public schl under NCLB schl choice
140:Transfer to public schlin another district in MT
150:Transfer to a MT state-funded school

180:Transfer to a private scheol in the state
170:Transfer to a home school in the state b

Generate Report

STUDENT INFORMATION REPORTS

From the Index, expand Student
Information/Reports.

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

The Enrollment Summary report gives a
count of students by School, Grade, Race/
Ethnicity and Gender as of a specific date.

Thiz report will list a breakdown of enroliments grouped by school, grade, gender and racefethny
generated using Federal Race/Ethnicity designations or State Race/Ethnicity values. If your statq
values for Race/Ethnicty, the Tall report format is recommended. Students with enroliments flag
not included in this report.

oy
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Enroliment Effective Date® |10/03(2011 78]

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?
@ Original Format: Race/Ethnicities across the top and Grade Levels vertically
O Tall Format: Grade Levels across the top and Race/Ethnicties vertically

What types of enrollments would you like to include in the report?
P:Primary
S:Partial

N:Special Ed Services

Report Options:
|:| Observe State Exclude (De net include enroliments marked as state exclude)
|:| Only print Race/Ethnicities in which there is at least one student with that value
[1 Print in HTWML format

Generate Report
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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.

From Create New, select Filter Type:
Query Wizard and Data Type: Student.

Click Create.

Ad Hoc Filter Designer

This wizard will walk you through the creation of a new filter. Fiters can be created using the Query wizard, selection editor or a pass-through SQL

input te a report.

Saved Filters

{2l student CTE Concentrators Create New

Filter Type

® au ery Wizard
O selection Editor
O Pass-through QL Query

Data Type

@ Student
O census/staff
O Course/Section

Ad Ho Guery Wizard - Fiekd Seloction
Suery Name |Fal Engliment
et Descrpbon;

Lung Deacrplen

Sulect categories & fields

Faer By [ Searcn |[ ciear

AR Pk

+ AN Student r
= &3 Dernographics

r npanot
es.altendanceFalSnapshol

Aad Funcson

Enter Query Name.

(+) sign.

endDate, endStatus.

(-) sign.

Expand Learner, then State Localized
Elements, by clicking the plus (+) sign.

Select membershipFallSnapshot and
attendanceFallSnapshot.

Click Next.

ﬁ\ chievement
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Mortang
Office of Public Instruction

Einise fureas, Seats Superimendent

*

P

Expand Demographics by clicking the plus

Select statelD, lastName, firstName,
grade, serviceType, startDate, startStatus,

Close Demographics by clicking the minus

Ad Hoc Query Wizard - Field Selection

“Query Name: | Fall Enroliment

Short Description

Leng Description:

Select categories & fields

student.g

nclbCheiceEnroll

membershipFalSnapshot
membershipSpringSnapshot
TestingSnapshot
Isnapshot
att=ndanceSpringSnapshot
att=ndanceTestingSnapshot
rgraTEte

careerPath
concentrationArea

postGraduationStatus
techPrepParticipant

spring10DayAbsent ~

/Add Function

Al Fields Selected Fields
o] student statelD
title 1 ServiceOther
I rsg:ﬂ .:r[ student lastName
e eaemn student.firstName
drapoutReason

rade

student serviceType
student startDate

student startStatus
student.endDate
student.endStatus
es.membershigFalSnapshot
es.attendanceFalSnapshot
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Filter the data
Field Operator Value
student statelD
student.lastName
student firstName
student.grade
student.serviceType
student slartDate BETWEEN DATE w |08/21/2011 THROUGH | DATE
student.startStatus
student endDate
student.endStatus

es.membershipFallSnapshot

3 3 3 [ |

es attendanceFalSnapshot

SaveTo: @ yser Account

Folder{ / ¥

O User Groups.

w |10/032011

The report may be sorted by any of the
chosen fields.

To sort by Grade, find field student.grade.
In the Sort field, enter "1" and choose
"Ascend".

Click Next.

Under Field, find student.startStatus. In
Operator, select BETWEEN. In Value,
enter the DATE first day of school
THROUGH DATE 10/03/2011.

Click Next.

Ad Hoc Query Wizard - Output Formatting

Query Name: Fall Enroliment
Short Description]

Long Description

Format the output file/report.

Field QutputsSeq

student.statelD
student lasthame
student firstName:
student.grade
student.serviceType
student startDate
student. startStatus.

student endDate

EHEEEEEE

student endStatus
es.membershipFallSnapshot
es.attendancefalSnapshot
SR & user Account
Folder| / ¥

O Uszer Groups

1 Ascend  |W

Sort Direction Column Header  Alignment Formatting Length

.

0 1 3 S | S
O | S

Ad Hoc Query Wizard - Grouping and Aggregation
Query Name: Fall Enroliment

Short Description:)

Long Description

Group the data into sections that can have aggregates/sub-totals

Grouping  Group by Group Order
Tier 1 student.grade + | Ascending |V
Tier 2 + | Ascending ¥
Tier 3 + | Ascending %
Tier 4 ~ | Ascending v
Tier & + | Ascending |V
Aggregate/Sub Total by Aggregate Type

student.statell * | Record Count

v -
v -
v -

SaveTol (3 yser Account

Folder{ / ¥

) User Groups

- ﬂ\rhipvpmpm
- in Montana .
o iz Sude

Mortang
* Office of Public Instruction

Einise fureas, Seats Superim,

.

To obtain a count of students by grade,
under Tier 1, select Group by:
student.grade. Under Aggregate/Sub
Total by select student.statelD and
Aggregate Type Record Count.

Click Save.
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To access existing Ad Hoc Reports, from
the Index, expand Ad Hoc Reporting.

Select Data Export. T T e

oo e ey
Choose the correct Year, School and :
Schedule (if applicable). All Schools will e ters

L stode

generate the report for all schools in the
district.

Pick an Expoet Format
=) HTIL st repn
i
Dolerstes valies (C5V.
O Fooed wicn

Select the name of the report to export

FOF rapoct

and choose an Export Format.

Click Export. The report will open in a new
window.

Expaort

NOTE: Students who have exited prior to

the Count Date must be subtracted from
the total enrollment count.

Fall Enrollment Total Records: 79 *
All Records
student.grade 01
915598503 Allen Gary 01 P 08/31/2011 02
249933695 Bentley Dierks 01 P 08/31/2011 02
940720696 Evans Sara 01 P 08/31/2011 02
728782770 Greenwood Lee 01 P 08/31/2011 02 09/30/2011 140
169888022 Judd ‘Wynonna 01 P 08/31/2011 02
272803455 LeDowx Chris 01 P 08/31/2011 02
185480102 McCoy Neal 01 P 08/31/2011 02
597879764 Milsap Ronnie 01 P 08/31/2011 02
838462930 Tillis Mel 01 P 08/31/2011 02
732407464 Twain Shania 01 P 08/31/2011 02 Subtract one from
student.grade 01 Records: 10 th:ntrzﬁé:::iﬁgts
Count Date = 9
student.grade 02
282231671 Brown Zac 02 P 08/31/2011 02
418053910 Cash Roseanne 02 P 08/31/2011 02
213132731 Chesney Kenny 02 P 08/31/2011 04
416039365 Hill Faith 02 P 08/31/2011 02
757186009 Lynn Loretta 02 P 08/31/2011 02
726894439 Nelson Willie 02 P 08/31/2011 02
296640218 Paisley Brad 02 P 08/31/2011 02
328956075 Perry Nei 02 P 08/31/2011 02
student.grade 03
siudent.frstName]
327444245 Carter June 03 P 08/31/2011 02
105292304 Cash Johnny 03 P 08/31/2011 02
129626125 Ingram Jack 03 P 08/31/2011 02
578671753 Loveless Patty 03 P 08/31/2011 02
551534089 McBride Martina 03 P 08/31/2011 02
977808847 Montgomery John 03 P 08/31/2011 02
< RLIQ1S84A Pere Kimherh: n3 1t NRA1IN1 ny 3 b
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RACE VERIFICATION

The Fall MAEFAIRS collection is used to
generate the district's American Indian
Student Achievement Gap (SAG) payment.

Verify the district's American Indian Student
population BEFORE submitting the
MAEFAIRS student counts for ANB.

To verify the count of American Indian students, create an Ad Hoc Report using the
instructions above and the fields below:

American Indian Students

This Ad Hoc report shows all students indicated as American Indian or Alaska Native.

SECTION SUB-SECTION FIELD OPERATOR VALUE

Demographics statelD

Demographics lastName

Demographics firstName

Demographics grade

Demographics startDate BETWEEN 1% day of school and
10/03/2011

Demographics endDate

Demographics Federal Race americanindian = 1

Group the data into sections that can have aggregates/sub-totals

Grouping  Group by Group Order To obtain a count of students indicated as

Tier 1 tudent.grad A di . . .

- i S "American Indian or Alaska Native", Group
Tier 2 | Azcending | ¥
Tier 3 v | Ascending v by student.grade, then Aggregate/Sub Total
L=re | Ascending |3 by student.statelD with Aggregate Type
Tier 5 w | A=cending |

Aggregate/Sub Total by  Aggregate Type
* | Record Count |

student. statelD

W

W

w

W

W

w

- ﬂ\rhipvpmpm
v - in Montana .
it P

P

Mortang
Office of Public Instruction

Stats Su nerimenden:

Record Count.

Subtract students who have exited prior to
the Count Date.
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MAEFAIRS IMPORT

The district's MAEFAIRS registered user will be able
to import records from AIM into MAEFAIRS at any
time, but will not be able to submit their report
until on or after October 3, 2011.

Districts are encouraged to follow up on students
who are entering/exiting over the Count Date,
verify enrollment numbers (including part-time
enrollments), and verify accuracy of race/ethnicity
determinations prior to submitting the final count
for ANB.

The AIM specialist is encouraged to communicate
with the MAEFAIRS registered user to facilitate the
reconciliation of enrollment numbers.

m Achievement Mortanz
¥ = in Montana ‘ Office of Public Instruction
o 4 Misbe

.......... Sats Superinterens

P

September 2011



