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NAVIGATION BASICS

AIM MT Edition is a web-based application. A secure user name and password are

required to log-in and use the system. The user name and password are supplied and
maintained by your District's System Administrator.

To access the AIM MT Edition:
1. Open a web browser
2. Enter the district's URL
3. Enter the user name and password

The Infinite Campus application is divided into three parts, the Campus Toolbar, the
Outline and the Workspace.

Infinite <7 | District Editi i i
Cam%Cus District Edition  Staging Test Site

Campus Toolbar

Index Search '+ | District Announcements

| Mo district annowncements af this time.
Makayta Pederson School Announcements
» Student Information | Mo school announcements at this time

Census I
_ Process Alerts W orkspace
» Behavior ) . =
o Outline Date Range | [to] | Display [AIT || Find
Delete Selected
» Attendance
* Scheduling OO0 |Process |Name ‘F‘osmd Dabe|DuE Date
» Fees

! zﬂg Records Transfer Transfer Released: Baum, Quincie 062372018

! qi,; Records Transfer Transfer Released: Baum, Quincie 45855580 062372018

» Grading & Standards

» Medicaid ! qi,; Filter Designer ~ The State of MT has just published new fitter Imported Copy of MicCopy of (2) ADA 2015-18 Missin®. 052772018

» Program Admin
» Ad Hot Reporting

CAMPUS TOOLBAR

The Campus Toolbar is the area that defines the Year and Calendar. To find a student,
the correct Year and Calendar must be selected. The tools on far right end of the
toolbar provide quick access to:

Hide or See Calendars; n See your notifications;

Switch between applications or go to Campus Community.

All Calendars v | B8 @ B Llogor e
e - and

& Campus Instruction Campus Community

All Calendars

To get or search for help.
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OUTLINE

The Outline is composed of two tabs: Index and Search.

Index Search

System Administrator
¥ Student Information
General
Program Participation
Health
Medicaid
Special Ed

Student Locator

Reports

The Search tab allows the user to search for different
types of information in Campus. The types of searches
available to a user depend on the rights given by the
System Administrator. To search, select a search type
from the drop-down list and enter search criteria in the
box.

WORKSPACE

The Index tab is divided into modules. Modules are
groups of similar tools. The Student Information module,
for example, contains tools that help find information
about students (General, Student Locator, Reports). To
expand any module, click on the arrow (») sign. To
select a tool, click on the tool name.

Index Search

Stdent K3
Search Students

Advanced Search

Index Search

State 1D

Staff

All Peaple
Course/Section
Course Master
Address
Household
User

Group
Account

Help

The Workspace contains the specific record or tool that is being used.
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SEARCHING IN CAMPUS

There are two levels of search in Infinite Campus, the basic and advanced search.

Index Search BASIC SEARCH

Student v| | The basic search is used to find a specific data type with
limited or open criteria. To use a basic search, click on
the Search tab in the Outline. Select the specific data
Advanced Search | type and enter the criteria in the search box (last name,
first name). Click Go.

Gam,s

Search Results: 1

10 Gamgee, Samwise #289911582 [10/

Wildcard searches can also be combined with a basic ndex search
search.

Student e
The underscore () replaces one character. For Anders_n
example, when searching for Anderson/Andersen, use Advanced Search

the _to replace the o/e: Anders_n. The search will
return matches for both Anderson and Andersen.

Search Results: 2

06 Andersen, Sydney H#152672526 [01

04 Anderson, Nicole F #705224086 |1
Index Search

Student V|

b%, k3%

Advanced Search

The percentage symbol (%) replaces multiple characters.
It can be used for all - % alone, for after — b% returns all
names whose last name begins with b, or for between b%n
returns all names that begin with b and end with n.

11 Baneroft, Kirsten B #726771620 0571 Searching with just a % symbol (or ho entry) will return all
12 Bouldin, Kymberlee M #610753455 [0¢ results

12 Brabender, Kyra M #343950190 [03/00

Search Results: 3
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Index Search

Student V|

D%, k%%

Advanced Search

The advanced search combines a
variety of data pieces to yield a
more specific search result. To
use the advanced search, click on
the Search tab in the Outline, then
click Advanced Search.

In addition to the Student Search
filters there is a Saved Filter
window which displays saved
searches drawn from the AD Hoc
Filter tool and “State Published”
reports created by OPI.

Note: Each AIM user can create

ADVANCED SEARCH

‘S for & recond belng racked N Campus by using seanch Tiekds or by selecting 2 Saved Filler. you nave crezied 2 S3ued Flerand condl see R e list R i
cErnd D2 applied 0 @ Cereus Person S=anch)
o M3y $8arc schoakwide
Student Ssarch Saved Fiiter
Lzt Name {3, Fall Ansences
First Name = B smeruized
e B
i —
== [
i i E—
Cenger -
e
s E—
Lozer Numer :|
special E0
= [
Sefing W
= -
=

their own Ad Hoc filters so the items displayed in the Saved Filter window will likely vary

from one user to another.

The advanced search allows the user to combine a variety of data elements or Ad Hoc

Reports into one search.

Seanch for a recond belng tracked In Campus by using searnch fizkds or by selecting 3 Savwed FiRer. I ou ave crested a Saved Fiker and 9o not 522 R in e ks, 1

cannot be 3pplied i 3 Census Person Seanch)
iR MEY SEEEN SChoaHwioe
Studgent Ssarch
Last Name
First Mame
S E—
= ]
=[G
il E—
Gandar
e —
i E—
o [
Spectsl EQ
s [
Saming e
DisanliRy ™)
=]

Saved Fiitsr

a2l posences
= ™ st Publiched
{3, ADA - Daps Fresent or Days Enrolied ks Null
{3, CTE Conostrators
{3, CTE Mizsing Post Grad Status or Dete Cortaced
{3, Cistrict EdRkn - ADA Extract far Uglad
{3, =0 - Mizzing Enroliment End Date 2nd Stats
{3, Fal Enrolimert Records Lised In Calkulsting ANS
13, emed and Taiemed
3, LEP - Current LER stuzenis
3, missing Fal Aggregate Hours
12, wiszing winter Aggregate Hours
13, Spec £d Stetus Fall Count - Lotked
13, Spec £d St Fall Count - Uniocked
{2, woimher Enraliment Records Used In Caiculzting ANS

( Montana
Office of Public Instruction
wimov  [Elsia Amntzen, Superintendent

For example, to search
for all ninth grade
students who are male,
select 09 from Grade
and M from Gender.
Click Search.

To use a saved filter,
select the filter from the
Saved Filter window.
Click Search.
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In the example below, the State Published Current LEP Students filter is selected.

Cwmsn

‘Saanch for 3 recond being tracked In Campus by using seanch fislds or oy selecting 3 Saued FiRer. I pou hawe crasied 3 S3ved Fiker and 9o not 522 R in e st |
canniot e applled o 3 Census Person Seanch)
Yo MY Seanch Schook-wide

Studsnt Search Eanved Firter
Last Name £, Fan ansences
e = ™ stae pulished

{3 ADw - Days Present or Cays Enrolied ks Null

fa cTE concerraiors

E3l ©TE Wissing Post Grad Sistus or Dt Cortacied
e {3l District EdRion - ADA Extract for Upload

S D=t 3, EOY - Mizsing Enroliment End Dete 20d St

[ v]
== el {3, FauEnnonmant Feconss Usad In Calculing ANS
eIy §3, cthed and Talented
S
| Searen |

Shuderi INuminer
55N

Person ID

Losckar Mumoer 3l Missing Fall Aggregate Hours
Special B0 E3l missing wimer Aggregate Hours
Stzee 3, spec Bd Sttus Fall Count - Locked

2 spec Ed Status Fall Count - Unlocked
- E3, winter Enroliment Records Lised In Caloulsting AN

Citsznilly

rch

To search for all current LEP students who are ninth grade males, select the Saved
Filter, select 09 from Grade and M from Gender. Click Search (under Student Search).

Comprsograr ————————————————|

SeEnch for 3 recond belng tracked In Campus by using seanch fields or by seleciing 2 Saued FiRer. i you fave crested 3 Saved Fiker and do nof see | in e st B
canniot be applied b 3 Census Person Seanch)
Yiou My seanch schook-wide

Studant Ssarch Eaved Fitter
Last Name 3 Fall posences
S = B sk Punlisned

$3l, ADw - Days Present or Daps Ennalizd ks hull

{3, oTE concentrators

{31, ©T= Missing Post Srad Sttus or Date Contacted
e {3, Disirict EdRion - ADA Extract for Upload

Firm B {3, Eov - Missing Enmliment End Dete 2nd S

09 s
E {2, FanEnmoliment Recods Used In Calculsting AN
eI=E {2, cmed and Taked
Vl
| Searen |

Shudent Number
SEN

Person ID

E LER - Current LEP students

{3l missing Fall Aggregaee Hours

31, wissing Winker Aggregate Hours

3, Spec=d St=tus Fal Count - Locksd

31, o= = Stetus T2 Cout - Uniocked

{3, winter Enroliment Records Lised In Cakulsting ANS

Locker Nuioar
pecisl Ed

DisaillRy

nch

\
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STUDENT INFORMATION (

Student data is contained in three primary locations in Campus: the Summary tab, the
Enrollment tab and the Demographics tab.

SUMMARY TAB
Path: Index/Student Information/General/Summary

The Summary tab contains read-only data about a student. The information included on
the Summary tab includes Name, Gender, Race/Ethnicity, Birthdate, Student Number
(local ID number), and State ID.

Zanaer Race ERvlchy
¥ ‘Stae RacaEwIcRy )
_—_— p—— Mo Imaga Available
Deslgration:
Race(s) Whita
HispanioALatine H:Xa
RacaEwnichy
Ceterminatio:
Birmn Dafe (Ager 16}
01,/01,/1558
Shuden Numiser Staie 1D
555100000 B47525EED
Parson GUID
S5PCCAlE-EAd5-4B32-BAC3-B700EAERIOF2
Comments
- Mt by: Adwinistrator. Syskm 077262074 13:13
Hiusavodd = Sabmnik
Mame Rt Errailiment jgrade) Proras) Emall
ENROLLMENT TAB

Path: Index/Student Information/General or Index/Census/People/Enrollments

The Enrollment tab contains information about a student's current and historical
enrollment into a school and/or district. The basic elements of an enroliment record are
the student's Start/End Dates, Start/End Status, Grade Level, and Service Type. These
elements will be outlined in more detail in the next section.

IJEI\ ) Montana
- O Dievemem Office of Public Instruction 7 TOP March 2017
. ¥ e #mo Elsie Arntzen, Superintendent T



Darwin, Charles E
Grade: 12 #355100000 DOB: 01/01/1558 Gender: F
Credit Summany Assessment Behaviaor Graduation AdHoc Letters Records Transfer
Sumimarny Enrollments Schedule Attendancs Flags Grades Transcript
Print Enreliment History Mew Mew Enroliment History
Enrodimant Editor
Edi [Grade | Type | Calendar Starl Date End Cae
& P 14-15 Granke High School QBI04
Start Status: 07 Continued snmiinent 5ame Schadl, a0 Inermution ~
End Sialus’
& 10 P 13-14 Granke High School [l O5E1201E
Start Siatust 32 Continued enrolinent same schaal, 0o lnermuption
End Status 100 Endof year, returning f same sohaal nast paar
] 2 12-13 Granke High School 08042012 05312013
Sart Siatus 02 Contiaued anrolineat 5ame Schadl, no inermunion
End Satus 100 Endof year, retuming 0 same schoal next pear
& s B 11-12 Prillicsturg 7-8 O TEREE
Sart Siatus 02 Contiaued anrolinest 5ame Schadl, no inermuntion
Ena Sty 110 Fromoted o anathar schoal In the sane distict
3' ar P 10-11 Phillisbung 7-5 08012010 Q527201
Start Status” 0d Transfr from pualic schoal In alsirict or state
Ena Status' 100 End of year, retuming f same schoal net yaar
DEMOGRAPHICS TAB
Path: Index/Census/People/Demographics
The Demographics tab
grap Darwin, Charles E
allows a user to correct a R e s e £
miSSpelled name, incorreCt Demographics |dentitizs Households Relationzhips Enrcliments Diistr
birthdate, Race/Ethnicity T o o " E
code, or Student Number ssve Dtz Person Summary Report Demographics Data
Parson Information
(local ID). Slhi —
“Last Name “Firet Name Middle Name  Suflx
NOTE: If a student ECTONN N [ N —
changes their legal name [mae ~]|  [ovowess [ No Image availabls
(or it is discovered that the mﬂwﬁ
student is enrolled with a — o
name other than their legal Race(s) Wine
Y HilspanicLating: b ]
name) use the Identities O

tab to make those changes
(see page 18).

Dafe Emered s Daie Emiened IUS Schoal

| | |

Uload Plctura

- Modifed by Adminlsiraior, Sysiom 06712074 10:50

opi.mt.gov

Diate Eerea Stz Sohool
Home Primary Language
| vl
Lenguage of impadt
| v]
Nickname
Cumments

\
Montana
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S
CREATING ENROLLMENTS \

STUDENT LOCATOR METHOD
Path: Index/Student Information/Student Locator

The Student Locator is the preferred method for enrolling new students into AIM MT
Edition. The Student Locator searches the state database for students previously
enrolled in a Montana school district. Using the Student Locator decreases the chances
of creating a duplicate State Student ID.

Student Locator

studsnt Saarch The student's Last

S=anch for 3 student aII'EB:[.' ftracked In Campss JE-I'I-; e Nelds proviced. A minkmum amount of data must be entened I ander w0 seanch. T 1
ar Slick on Create Mew Sudent '-"."'E'IIIII'I-; -aSS"\-CI'I[.'SBEIr-J"I T ser muet 270 G0 3 nEme DEsed searnth :E"iZII'E'."E:.'aI'E allowad o o Name’ FIrSt Name
and Gender are

required for a

Li::z ] = — [coner Jomoe [ search. A student
e should alvyays bfe
N entered with their
e name | legal name. If a
ssve [ 1] stud_ent has been
s [ | pt’EVIousl'y
enrolled in a

Montana school
district, but a
match is not
generated, try
commonly used
last names,
nicknames, switch
first and last
names, or vary
the gender. If a
match is still not generated, contact the OPI AIM Staff for assistance (1-877-4AIMMT1
or 1-877-424-6681).

Tips for Success:

-- No periods on Jr and Sr suffixes.

-- If the first name is two names (e.g., Mary Ann) try the combined name as well as the
first name only under first name.

If a match is generated, verify the student's birthdate. Hovering over the student's name
will show their last enrollment and grade level. If those match the enrolling student,
click on the student's name. From the Student Information screen use the Direct
Method (page 15) to create a new enrollment.

' ( Montana
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Student Locator

Studsnt 2zarch

‘Seanch for 3 student already tracked In Campus using Me flelds provided. A minkmum amount of data must be emlerad In order o seanch. The User must
or click on Creste MNew Student. When dalng 2 SEN-only seanch, e user must stlll do 3 name based seanch before hey are aliowed o creaie a new per|

Last Name Name 290 1D Cenger | B Dae %
Frsioms 2
e

Locally Enrolled Student, shortcut to their local records
Birh Dafe - y £
— m:I—I Last Enrolled: (08/29/2013-) in grade 07Cascade Public
[ ] Schools13-14 Cascade 7-8

S D—D—I:l Guardian Mames:
e E—

Ssarch—>=

Craste Maw Student =

If the student has not been previously enrolled in a Montana school district, click Create
New Student. A message will pop up, warning the user that this process will create a
new State Student ID. Click OK.

Student Locator

Stugent s=arch

Search fr 3 student 3lneady tracked In Campus Using e fekds provided. A minkmum amount of dta must be emenad In onder B0 Search. The usar must enter he 33382 ID)
or click on Create New Student. ¥When dolng a SSN-only search, ;e wser must Stlll 50 3 Rame Dased seanch bafore Ihey are Jliowed 1o crelta 3 Rew person.

Lesthiame [aemnn Name St ID [cencer [ommoae %
i e e e
e

e [
Mbdlemml:l

s )]
ST |

Message from webpage =
| WARNIMG: This process will create a new State ID for the student in the
¥ MT state systemn.
This should ONLY be used if the student has MEVER been enrclled in
MT. Continue?
OK ] [ Cancel
\ A
( Montana
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1. Person Info: Enter the Student Number (local ID) — optional. If this is a new student,
the State ID will populate when the record is saved.

S0 WJamer |:.;.1.—_. Zanaraie WNumar

Ste 1D Feoss |

2. ldentity Info: Enter the required information (marked with a red asterisk (*)).
"1.IE;5t :\a"'ue- “Firk Mame Kidie Name Sux
EE I L | | | v
|‘Ger-:e‘ | |"E11' Dahe D 00 Seg Namiber
Male W 101019 |7 ]
— MNo Image Available
“15 fhe Indvicual Hispenic siino™

“I5 e Incihiduall from one oF mone of hese races ™
{icheck 3l Pt apply)

[ American indian or Alzsia Natve
[Jastn

[ izck or Atrican Amerien

(] matve Hawailan ar Omer Pachc istander

[+] wvmime

FRacaEinkcR) Deflermination
L

3. Enrollment Detail: Enter the student's Start Date, Start Status and Grade.

I “Calendar “ECrEclUE “Erace Class Fank Exclude
[ 14-15 Grane Hign Somal | [ Mzl o | [ ] O
“S@n Date MNOSnow End Dae End Action “Zenice Type
N T N o R—
“Star S End Staus
[ 05 Tramster trom =n out ot tzte schoa v v|
Dnopout Reason
v|
Start Comments End Comments
) Montana
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4. Click Save to enroll the student. The Student Records Transfer wizard will appear.
Click Submit Request. Records from the sending district will be automatically
requested (this feature does not replace an official records transfer request from the
district — only information contained in the sending district's database will be sent).

Student Records Transfer

Request a Records Release
Thiz iz a Records Releaze containing the student information, the requesting district/user and the releazing diztrict/user.

Student: Enrollment Type: Primary

Last Name Chesney First Name Kenny Middle Name

Gender 1| Birthdate 05/09/2004 SEN

Grade 02 School 11-12 Cascade School 2 Start Date 0&31/20m

Requesting District & User

District 0230 Cascade Public Schools Name System Administrator Uzername admin1
Request Date  08M7/2011 Work Phone Email
Commentz

Submit Request

DIRECT ENTRY METHOD
Path: Index/Student Information/General

Students who were previously enrolled in a school of the district can be enrolled in the
next year by opening the enrollment record from the previous year and using it to create
an enrollment in the following year.

After pulling up a student’s General Information screen (Search tab, enter last name,
click Go), click the Enrollments tab. Change the Year to 14-15 and select a school.
Click New. Enter the 14-15 Start Date, Start Status, Grade Level and Comments (if
applicable). Click Save. If the student is transferring in from another district in the state
of Montana, a records request will have to be initiated (see page 21).

) /AT Montana
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RACE/ETHNICITY
Path: Index/Census/People/Demographics

Districts should encourage parents of students new to the district to provide accurate
information on students’ race and ethnicity. Parents also need to be made aware they
have the right to refuse to answer the race and ethnicity questions, but a third party

observer will then designate the student's race and ethnicity.

1. To enter or edit race and ethnicity information, locate the student’s demographic
information (Index/Census/People/Demographics). Next to the Race/Ethnicity

section, click Edit.
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2. Enter the appropriate
Ethnicity and Race
information. Both
questions are required
and multiple Races may
be selected.

3. The Race/Ethnicity
Determination field is
optional. It may be
used to track how a
student's Race/Ethnicity
was determined.
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ENROLLMENT START AND END DATES
Path: Index/Student Information/General/Enrollments

The student's Start and End Dates are a reflection of the actual dates that a student
attends a school. The Start Date is the student's first day of attendance (not necessarily
the enrollment date). A student may enroll prior to the first day of enrollment. The End
Date is the student's last day of attendance (not the date the records request is
received). A student may leave a district for a period of time before a records request
(or other notification that the students has exited) is received. Once the notification is
received, the Student's End Date should be changed to reflect the last day of
attendance.

Kaye, Danny
Grade: 11 #736191463 DOB: 08/05M15898 Gender: M
District Employment District Assignments FS Deposit School Choice
Credentials Cwerrides Fees 1D History Schedule
Demographics Identities Households Relationships Enrollments
Print Enrollment History New Mew Enroliment History
Enroliment Editor
Edit | Grade |T:.'pe | Calendar | Start Date | End Date
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ENROLLMENT START AND END STATUS CODES

Path: Index/Student Information/General/Enrollments

The student's Start and End Status codes are a reflection of where the student came
from and where the student is going. For State reporting purposes, it is important that
these codes be as accurate as possible.

See Appendix A for definitions of Enroliment Start Status codes.
See Appendix B for definitions of Enrollment End Status codes.

\

‘ Montana
.E,:.-rﬁ;",{;;;g;:' \ Office of Public Instruction 14 TOP March 2017
¥ wmmesamen @9 Elsie Amtzen, Superintendent


http://opi.mt.gov/pub/AIM/GeneralInformation/AIMHelp/Appendix/A_EnrollmentStartStatus.pdf
http://opi.mt.gov/pub/AIM/GeneralInformation/AIMHelp/Appendix/B_EnrollmentEndStatus.pdf
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SERVICE TYPE

Path: Index/Student Information/General/Enroliments

The Service Type is a partial indicator of a student's enrollment status. There are three
choices for Service Type:

1. P: Primary — the Primary Service Type indicates that the student is primarily
enrolled in this school or district for educational services.

2. S: Partial — the Partial Service Type indicates that the student is enrolled
primarily at another school or district, but receives some educational services
from this school or district. (e.g., a home school student who takes a math class
at the local high school or an 8™ grade student with a primary enroliment at the
middle school but taking a math class at the high school).

3. N: Special Ed Services — the Special Ed Services Service Type indicates that
the only services a student receives from the school or district is Special
Education services. This Service Type applies to students who receive their
educational services from another type of school (e.g., home school or private
school), but comes to the school or district for Special Education services. This
Service Type applies most often to Pre-Kindergarten students who receive
Special Education services (including speech).

A student may have a Primary enrollment at one school and a Secondary or Special Ed

enrollment in another. However, a student can never have two primary enroliments with
overlapping dates.

In this example a student has a Primary enrollment in the eighth grade at the middle

school and is also taking an advanced class at the high school. The enroliment at the
high school has a Service Type of S: Partial and is listed as a ninth grade enroliment
(because this high school does not include the eighth grade level).
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In this example a student is enrolled in a home school and is taking a speech class at
the local high school. Because the student is receiving only Special Ed services from
the public school his Service Type is N: Special Ed. A note has been added to the

student’s Start Comments explaining the situation.
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LEGAL NAMES/NAME CHANGES
Path: Index/Census/People/ldentities

The AIM system is designed so that each student has only one State Student ID that
stays with a student from the first enroliment into public school through graduation from
high school. To prevent duplication, it is highly recommended that legal names are
used in AIM. The AIM system allows multiple identities to be attached to a single State
Student ID, to accommodate necessary legal name changes.

Bell, Alexa nder G

BERTR  [WOR- 0 4 SyoaR e |
e LRSI =

Relation=ship

Eall :b—-u der s o |u11 IH. 10HK I.1-I'-I- Phllips=oung K-12 Schools
]

PersoniD 550
“Lagt Name Miade Name
X | [ranam |
“EEncer “Earth Dale (Ages 17} Soc Sec Numner
[Mae | [10101es |7 |:|'|:|'|:| Ho Image Available
RaceEthnictty (S48

Stae RaceErnichy

Federal Designation: FAskn

Simple corrections of
typographic errors in the
student's name or changes
to the student’s birthdate,
race/ethnicity, and gender
should be made on the
Demographics tab.

However, if a student’s
legal name changed or if
the student was entered
with a name that is not the
legal name, create a new
identity on the Identities tab.

On the Identities tab, click New. Change the student's name. Click Save. The student’s
records will be attached to this name with a historical tie to the previous name.
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RECORDS TRANSFER

The Records Transfer tool in the AIM MT Edition is used mainly to facilitate the transfer
of Special Education records. The Records Transfer tool can also be used to reconcile
enrollment overlaps and provide student transfer information such as LEP data.

When a student that is new to the district is enrolled using the Student Locator, the
Records Transfer Wizard opens automatically to generate a request immediately. If a
student is enrolled using the direct entry method, the administrator must manually
generate a Records Transfer request. The next sections explain how to enter a manual
Records Transfer request and view the status of all requests.

PROCESS INBOX

The Process Inbox allows a user to view the status of each Records Transfer request
made through AIM.

The Process Inbox is located on the user's main page. To access the Process Inbox,
click on the user's name on the Index tab. Use the pull-down menu to select Records
Transfer. Click Find Messages.

District Motices

School Motices

= All Processes

Assessment Push Down
Process Inbox Combine Person Merge

Fitter Dasigner
Date Range | 1o | Dispiy .

User Security
| Delete Selected Meszages | Vertical Interoperability
[l | !||:I ProcEss |'\El'flE Fosted Date | Dus Date
O % mecons Transter Transter Ermor Hudsble Theodors 100256025 CBOTI2014
[ * % meconss Transter Transter Relessed: Kulevel, Evel 419330281 0EM2014
[ * % Records Transter Transier Relessad: Zarm, Jim 309571145 0EM2014
—_ o

The list shows the current status of all records transfer requests. Click a message to
open the record and view details. Details look like this:
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Student Records Transfer

ReCords Raleass
Trils ks a Reconds Rekase contaiiing e student Information, e requesting districtiusar and e relkeasing districtuser

Reconds Transher Zoone, JAm £

Studsnt: Enroliment Type: Primary

Lasi Mamea Zarmo First Name  Jim Kikadke Name

Zender kA Sirndate 180172000 E5N

=rade 5 Sooal 12-1F Cascade Sohool | S5an Date 242013

Feqguesting District & Lssr

Dilsarict X280 Cascade Public Schools Hame Systen Adminlstrator Usemame ST
FReguesi Cate 051152014 ‘iWiork Phome Emall

Comments

Fons.

Felsasing District & Ussr

Dilsaris Q555 Prillipsiourg B-12 Schools Name Systen Adminkeirator Usemame SOt
Relezse Dage 051172014 ‘iWiork Phome Emall
Comments
Fons
RECORDS TRANSFER TAB

Path: Search/Student/(enter student name and click Go)/Records Transfer

On the enrollment record for a particular student, the Records Transfer tab contains
information about all pending and completed transfer requests.

The Transfers Huxtable, Vanessa
section shows T z
the Request Transeript
Date' the Records Transfer
student's name,
Status
" I:!E]!EEIE__
Requesting OA132014 g Cascaoe Pl Senoos
District and
Releasing
District. Open
th_e r_ecord by ﬁ:eaxm Itarmation, e reguesting districtiusar and e rekeasing districtiuser.
clicking on the stugsnt: Enroliment Typs: Frimary
d t, L=asl Name Hudanke First Name vanessa Kidde Name

Stu en S name ZEnder F Blfndate 07242002 SEM
The detail screen Grade o School  14-15Ca3stede 76 SBADEe 0622014
is shown below.
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Nana.

Staties: Watting for former district to relsess reconds.
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To manually request records from a student’s former district, click New State Transfer
Request.

NOTE: When a student who has never been enrolled in the district is entered using the
Student Locator, this step is not necessary as a records request will be sent
automatically (see page 14). If the student was previously enrolled in the district at any
time, the screen will not automatically produce a records request, so it must be
manually entered.

PROCESSING REQUESTS

Transfer into a District - Entering a Records Transfer Request

If the student is enrolled using the direct entry method - OR - if the student was entered
using the Student Locator but was previously enrolled in the district at some time in the
past, the district must manually enter a records request.

To enter a manual records request, enter the Year and School. From the Search tab,
enter the student’s last name and click Go. The student’s enrollment record opens. Click
the Records Transfer tab and click New State Transfer Request.

Fkeasing District

Click Submit Request to initiate a transfer request. The status of a request can be
verified on the Process Inbox or

i RECOTGE TransTer Banks, Tyra £
in the Records Transfer tab of Uise m1ts 100l 10 regquest Me relezse of 2 EnsRer Shudent's fecords. The Rilowing Informzsion will B2 52 o e Shuder's Tarmer
' istrict 2 M=y will D2 Ghen e appOTtunRy 10 rele=ss MEr TS0ords. Ol 27 SX3c! Sudent Matcn o2n yieki 2 rekase, so R is 3
the student's record. g00d K= 1o 2l e lsrict 1 confim Biks Shudent WS enrolied Mens 2nd 10 It Biem Know D eXpect 3 felese request
Student: [Enrolimsnt Typs: Primary
LesiName  Banks First Name Tyra Miadie Name
Gender F Bifdse 05131555 550
Graze 5 Sonool  M-15Caecace7 SenDee  0BZSTOM
Requssting District & Lisar
Dilstrict 11230 Cascade Pudlic Schools IName Fystem Adminlstratar Usamame Suoan
Riequest Dafle 0&/132014 Work Phone Emall
Comments
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Student Records Transfer

Records Raleacs
Thils |5 a Recands Release containing e student Information, e reguesiing distriktuser and e releasing districy

AIM processes the request and

gathers records from the previous
school district. Once the record has ReGOAE Tramecter Krdevel, Evel 2
been processed by the former district,

" " . Stussnt: Enrolimant Typs: Primary
a "Transfer Released" message will Lsstiame el First Name Bl Middle Name
; Gengar M BImGEe 090972003 =8N
appear lm the Process Inbox or on the Grade ® School 1314 Cascade Highn School StanDae  01A32014
student's Records Transfer tab. Click
on the student's name. A list of T
avai|ab|e documents and imports Wlll Dilstrict 1250 Cascade Pusllc Schooks  Name Syshem Adminkstratar Usem@me  suopon
. Reques! Daie 01/132014 Wk Prone Emall
be listed below the transfer s
information. e
Redasing District & Uisar
Dilstrict 1% 1 :"'I|||:‘S-3Jr'; K-12 Schoals Name -5‘:.5'.&'11 Adminlstrafior Usamams St
Release Date 1A32014 Wark Prone Emall
Comments
Man=

Status: RsCOros ressssn

Transfer Documents !l_ﬂtﬂ imports

U s e s sy
Soemmus Comt summany e M e '_%J
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Healn SCreening Summary U Epecial £ Domments Smport Wiz
Srieam enLzaTion SuTmary U e i
A At T en R
i)

Transfer Documents are PDF records that can be printed and added to a student's

paper file. Data Imports are wizards that import data directly into the district's AIM MT
Edition database.

To open a document or activate a wizard, click on the link. Documents that are not
available for import will be listed in strikethrough text.
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nreliment Histony nreliment History

.ﬂu zl: m
EdR | Grade Type | Calendar Sian Cate End Date

3' "] F 1314 Cascade High Schoal MN32014
Sart Siatus 4 Transer from public school in dlstric! or sake
Eng Stalus:

| 10 = Prillipsturg K-12 Schooks 13-14 Granke 020012013
High Schoal
Start Status' 02 Confinued anmlment same schoal, na Inirrystion
Eng Stalus:

Transfer out of District

To import a student's enrollment
history, click the Data Import
called Enrollment History Import
Wizard. The Wizard will display
the student's enrollment history
in the releasing district. Click
Save to import the data. The
enrollment history record will
now display in the new district's
database.

When a student transfers out of the district, a transfer message will be generated by the
new district when they enroll the student. (Using the Student Locator, the message was

generated automatically; using the direct entry method,
transfer request manually.)

The message "Request for you to release:" will appear i

the district must have entered a

n the Process Inbox (or click on

the student's Records Transfer tab). Click on the underlined link to open the request.

Process Inbox

Date Range to Display | All Processes N

[ Delete Selected Messages ]

[F] |!|D |Prucess |Name |Posted Dﬁte|Due Date
[0 % Records Transfer 0811712011

O "!:v,;"' Records Transfer | Regquest for vou to releaze: Mouse, Minnie 567881540 08/05/2011

[ "!:v,;"' Records Transfer Reguest for vou to release: Church, Eric 862880860 03012011

There are three options on the Student Records Transfer.

1. Release records — an acknowledgement that this student has left the district and
enrolled into the receiving district. The records in the database will transfer to the

new school.

2. Reject Request — this should only be used if the student has not actually left the
district or if there is a legal reason to withhold the records. In the case of
common names, the new district may have accidently enrolled the wrong
student. Please call the receiving district or the OPI AIM Staff to resolve the
overlap.

3. Ignore Request — this should never be used. If there is not time to process the

request, click on another module or tool in the application and come back to it
later. The request may contain important information that the receiving district

needs for the student.
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END DATES AND OVERLAPS

The Records Transfer tool can aid in reconciling enrollment overlaps. When a student
transfers to a new district, the transfer request shows the student's Start Date in the new
district. If there is an overlap in enrollment, the Records Transfer request will appear
with a warning.

Student Records Transfer I

Release or Reject a Request for Transfer Records
An external district is requesting the release of your district's records of a student. The request has come in through the Infinite Records Exchange and so the studeq
your district. The student has been enrolled in the new district, so please help to prevent incorrect data or enroliment overlaps.

Infinite Campus verifies that the requesting district is whom they say they are, and that the user making the request has been authenticated and authorized to make i
below. You may accept or reject this request, but you are encouraged to call the requesting district to verify the users dentty

Records Transfer Church, Eric #

Student: Enrollment Type: Primary
Last Name  Church First Name Eric Middle Name
Gender M Biindate  07/24/2002 SSH

Grade 04 School  11-12 Cascade School 2-Elad-Dat

[ Overlap Edit (08/31/2011-06/30/2012) 11-12 Philipgburg School Grade: 04

Requesting District & User

Digtrict 0280 Cascade Public Schools Name System Administrator Username admin1
Request Date 08/01/2011 ‘Work Phone Email
Comments

None.

Releasing District & User

District 0558 Philipsburg K-12 Schools Name System Administrator Usemame  admin1
Release Date 08/17/2011 Work Phone Email
Comments

Click Edit to return to the Enrollments tab and correct the error. Once the enroliment
overlap has been fixed, return to the Process Inbox or Records Transfer tab and
complete the records transfer.

The End Date for a student should always be the last date the student was in
attendance at a school, not the date the records request is received. If a student leaves
without notice a school may carry the student according to district policy. Once the
student has been located (either receives a Records Transfer request in AlM, a records
request from the receiving district, notice from OPI, the parent or another reliable
source), enter the End Date as of the last day of actual attendance (if the district has
already ended the student's enrollment according to district policy, the End Date may
need to be changed to reflect the student's last day of actual attendance).
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DATA VERIFICATION

Using the appropriate data verification tools ensures that the data entered is accurate.
Inaccurate data can result in missed financial payments, missing assessment labels
and/or incorrect AYP calculations. AIM data is used for public reporting of school
information and in making policy decisions at the state and federal levels. The data is
also posted on the OPI GEMS website.

STUDENT INFORMATION REPORTS
Path: Index/Student Information/Reports

Enrollment Status

The Student Enroliment Status report is a student
level report that can filter by Year, Grade,
Start/End Date and/or Start/End Status. Select the
criteria and click Generate Report.

Enrollment Summary Report

The Enrollment Summary Report is an aggregate
report that shows the number of students by
grade, gender and ethnicity as of a specified date.
The reporting options on this report are more
limited.

Enrollment Summary Details Report

The Enrollment Summary Details Report is a
detailed version of the Enrollment Summary
Report that offers much more filtering options
to choose from.
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AD HOC REPORTS
Path: Index/Ad Hoc Reporting/Filter Designer

Ad Hoc reports are custom reports that are built by the user or the State and are used to
verify/view data. A variety of filter options can be added to narrow down the search
criteria. And a variety of formats are available for printing or sorting.

Refer to the following guides for further instruction on Ad Hoc Reporting:

AD Hoc Reporting

State Published Ad Hoc Reports

NOTE: To view a list of useful reports that were prepared and saved for district
use by the OPI, expand the +State Published list in the Saved Filters box.

MT EXTRACTS
Path: Index/MT State Reporting/MT Extracts

Use MT Extracts to verify a specific type of data that has been entered into the MT
Edition of AIM. From Index, expand MT State Reporting and select MT Extracts.
Choose the Extract Type, the Format and the Year(s)/School(s). Click Generate
Extract. The extract will open in a new window in the format selected.

MT State Extracts

This tool will extract data fo complete several formats of the MT State-defined reporting formats. Choose the State Format
to get the file in the state defined tab seperated file format, otherwise choose one of the testing/debugging formats.

Extract Options Select Calendars
Which calendan{s) would you like to include in the report?

Extract Type | Enrollments L .
_ 2 active year
Format [csv v|

"/ list by schoal

) list by yesar

15-16

Adams Middle School 2016 A
Jefferson Elem School 2018 A

Washington High School 2018 A
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http://www.opi.mt.gov/pub/AIM/GeneralInformation/AIMHelp/QRG/Reports/AdHocReporting.pdf
http://www.opi.mt.gov/pub/index.php?dir=AIM/GeneralInformation/AIMHelp/QRG/Reports/&file=StatePublishedAdHocReports.pdf

ADDITIONAL REFERENCE GUIDES

The AIM website at http://opi.mt.gov/Reports&Data/AlM/ contains numerous reference guides,
including a guide specifically covering each data collection during the year.
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Achievement in Montana (AIM)
g AlM COLLECTION SCHEDULE T2
iz AIM COLLECTION CHECKLIST

o] AIM NEW USER GUIDE 2014-15 T2

o All STAFF DIRECTORY T2

OPI AIM Help Desk:
1-877-424-6681
opiaimhelp@mt.gov

g AlM SPECIALIST UPDATE FORM T

AIM Data Collection Guides
» PREVIOUS YEAR GRADUATE, COHORT AND DROPQUT VERIFICATION AND CERTIFICATION
» BEGINNING OF YEAR VERIFICATION AND ENROLLMENT COLLECTION

» FALL COUNT — ENROLLMENT, AGGREGATE HOURS & COUNT DATE ABSENCE COLLECTION

w FALL PROGRAM PARTICIPATION COLLECTION

+ FRAM Direct Entry or File Upload T

= LEP Tool Guide T2

* MT Programs - Job Corp, Youth Challenge and MTDA TS
= Program Participatiopn Collection Guide T

+ Program Pariicipation Verification Guide T

» FALL CTE COLLECTION

» ASSESSMENT REGISTRATION COLLECTION

» SPRING COUNT — ENROLLMENT & AGGREGATE HOURS COLLECTION

» TEST WINDOW COUNT — ENROLLMENT, AGGREGATE HOURS & COUNT DATE ABSENCE COLLECTION
» TEST WINDOW PROGRAM PARTICIPATION COLLECTION

» SPRING CTE COLLECTION

» END OF YEAR ENROLLMENT & ADA COLLECTION

» END OF YEAR PROGRAM PARTICIPATION COLLECTION
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OPI AIM HELPDESK

General AIM questions,
collections, data Special Ed Module
elements, functionality

Technical assistance with

AlIM Help Desk functionality

o 1-877-424-6681 e Mary Graff -

e 406-444-3800 406-444-0685

e email e Anne Rainey -
opiaimhelp@mt.gov 406-444-4430

Policy questions regarding

Candi Standall — completion of forms, contact
AIM Student Records one of the School Improvement
Specialist Compliance Monitors

e Dale Kimmet -

Buddy Hanrahan — 406-444-0742

AIM Student Records

Specialist e Danni McCarthy -
406-444-0452

Andy Boehm — e Marla Swanby -

Graduate and Dropout Data 406-444-0044

Specialist

e Francisco Roman -

406-444-4426
Eric Meredith —

LEP Data Specialist
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