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NAVIGATION BASICS

AIM MT Edition is a web-based application. A secure user name and password is
required to log-in and use the system. The user name and password is 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.

=

Campus

Year |07-08 | School | All Schools v | Campus Toolbar I

Index | Search Help

[i] Wichael Agostineli
4 I!E] Student Information
+] Q Instruction

+] %Census
+ g Health

District Notices

School Notices

# {f Attendance Process Inbox
. )
o Seheduling bd |g||j |PI’IJDBS-3 Step |Pnsted Date|l3ue Date
+ [*% Grading & Standards L
¥ g;\u Hoc Reporting W "!._',’J Records Transfer Transfer Releazed: Redford, Robert 317453800 08/10/2009

# [_] User Communication
+ Eﬁa System Administration
+ ] Food Service
+ (] Messenger WORKSPACE
# (] MT State Reporting
g Account Settings
| ] Access Log
@) Log Off

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.

OUTLINE
The Outline is comprised of three tabs: Index, Search, and Help.

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 plus
(+) sign. To select a tool, click on the tool name.
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=1 (% Student Information
General
“§ Heatth

Special Ed
:_-"_1 Student Locator
Reports

The Search tab allows the user to search for different types of information in Campus.

The types of searches allowed depend upon the rights given by the System
Administrator. To search, select a search type and enter search criteria in the box.

Index | Search | Help |

Search for a:
Student

State ID
Staff

" All People
CoursefSection
[ Course Master
Addrezs
Houzehold
Uzer

Group

Help

The Help tab contains help articles specific to the tool or module in the Workspace.

(“.
Campus

| vear| 002+ senool| a1 scnoos + | catendar | Al calengars v|
Index | Search ‘ Help ‘ Redford, Robert
| Grade:01 DOB:08M8i2002 Gender:M
Viewing Student = | fBehavior | cr ion | [ifadHoc Reports | Records Transfer |
Enroliments CllSummary | Enroliments | #Schedule | fAttendance | Programs | [{fGrades | Transcript | Credit Summary |
Siprint article & Print Enroliment History [ ] New
Enrollment Editor
Edit | Grade Type Calendar Start Date End Date
B o P 08-09 Eastgate School 01/05/2009
Start Status: 04 Transfer from public school in district or state
End Status:

The Enroliment tab displays
alloccurrences of a _
student's enroliment in the
district. Because this is a
historical view, this list could

be long.

By default, the enrolments
are listed by grade level
first, then by enroliment start
date. To reorder the list of
enroliments, click the blue
hyperlinked headers in the
Enroliments Editor list. The
list of enroliments can be
sorted by Grade, Calendar,
Start Date or End Date.

‘When hovering over an
enroliment entry, the person

who last modified the data
will appear in the hover
box.
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WORKSPACE

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

Campus
[ | vear[0s-03 v |school| a1 scnoos + | calendar | All Calendars v|
Index | Search ‘ Help ‘ Redford, Robert
Search for a: Grade:01 DOB:08/18/2002 GenderM
ctugent : ~ | BiBehavior | Graduation | [iAdHoc Reports | Records Transfer |
uden
| v | | ' | LA | | ErGrades | Transcript | Credit Summary |
redford Go £
@ Person Summary Report @ Person Summary Report wi Picture
Advanced Search =» =
Search Results: 1 s;z””ln
01 Redford, Robert [08/18/2002]
i N Name Nickname
Redford. Robert
Gender Race Ethnicity
H State 05:VWhite, Non—
Race/Ethnicity: Hispanic Mo Irmage Available
Federal ¥o Data Workspace
Designation:
Race(s): White
Hizpanic/Latino: Ho Data
Race/Ethnicity
Determination:
Birth Date (Age: 7)
08182002
Student Number State ID
317453900
Perzon GUID
4C035E20-6FSE-473F-83EA-33DE0EL41FCE
Comments
- Montana
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SEARCHING IN CAMPUS (

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

BASIC SEARCH

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 type and
enter the criteria in the search box (last name, first name). Click Go.

Index | Search | Help

Search for a:

Student b
redford

Advanced Search ==

Search Resultz: 1
01 Redford, Robert [02/12/2002]

Wildcard searches can also be combined with a basic search.

The underscore (_) replaces one character. For example, when searching for
Anderson/Andersen, use the _ to replace the o/e: Anders_n. The search will return

matches for both Anderson and Andersen.

Index Search | Help

Search for a:

Student b
anders_n

Advanced Search ==

Search Resultz: 2
02 Anderzen, Adalberto
02 Anderson, Seymour

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

symbol will return all results.
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Index | Search | Help

Search for a:
Student A d

a%n

Advanced Search ==

Search Resultz: 2

02 Ander=zen, Adalberto
02 Anderzon, Seymour

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.

Year | 08-08 % [School | All Schools | Calendar | All Calendars. R
Index | Search | Help CampslSoms
Search for a:
Search f d being tracked in Campus by using search fields or by selecting a Saved Filler. If you have created a Saved Fiter and do not see it in the list, it is lisly the Saved

Student b’ Fiter wa: for a context other than the current (Example: A student fiter cannot be applied ta a Censt
U may search scnookwide

Advanced Search ==
Student Search Saved Filters

Last Name £, Free/Reduced Meals

First Name:

Student Number
ssN

Grade -
Birth Date

Gender v
StatelD

Person ID

Locker Number

Special Ed

Status. -
Setting w
Disability v

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

To search for all second grade students who are male, select 02 from Grade and M
from Gender. Click Search (under Student Search):

Denise Juneau, State Superintendent
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Campus Search

Search for a record being tracked in Campug by using search fields or by selecting a Saved Filter. If you have created a Saved Filter and do
Fitter was created for a context other than the current (Example: A student fiter cannot be applied to a Census Perzon Search)
“f'ou may search school-wide.

Student Search Saved Filters
Last Name %A Free/Reduced Meals

First Name

Student Number

55N

Grade 02 W
Birth Date

Gender M
StatelD

Perzon ID
Locker Number

Special Ed

Status I
Sefting w
Dizability W

To search for all Free/Reduced meal students, select the Saved Filter and click Search
(Under Saved Filters):

Campus Search

Search for a record being tracked in Campus by uzing search fields or by selecting a Saved Fitter. If you have created a Saved Filter and do
Fiter was created for a context ather than the current (Example: A student fiter cannot be applied te a Cenzus Perzon Search)
“f'ou may search scheolwide.

Student Search Saved Filters
Last Name . Free/Reduced Meals

First Name

Student Number

33N

Grade w
Birth Date

Gender v
StatelD

Person ID [ Search ] [Cupy] [ Delete]

Locker Number

Special Ed

Status w
Setling i
Disability “

To search for all Free/Reduced meal students who are second grade males, select the
Saved Filter, select 02 from Grade and M from Gender. Click Search (under Student
Search):
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“ou may search school-wide,

Campus Search

Search for a record being tracked in Campus by using =earch fields or by =electing a Saved Filter. If you have created a Saved Filter and dc
Fiter was created for a context other than the current (Example: A student filter cannet be applied to a Census Perzon Search)

Student Search

Last Name

First Name
Student Number
SSN

Grade 02 |w
Birth Date

Gender T
StatelD

Perzon ID

Locker Number
Special Ed

Status v
Setling

Montana
Office of Public Instruction
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STUDENT INFORMATION 2

Student data is contained in three primary locations in Campus: the Summary tab, the

Enroliment 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.

Aldean, Jason
Grade:05 #2 DOB:07/22/2001 Gender:M
Assessment | fliBehavior | Graduation | [ifAdHoc Reperts | Records Transfer |

:_[.]Summarvl Enrollments | Qs:hedulq ':I:g'Attendam:e‘ Programs | [(Grades | Transcript | Cradit Summary |

(=5Person Summary Report (=) Person Summary Report wi Picture (=5 Print Maiing Label =5 Print Envelope

Person Information

PersoniD
838
Name Nickname
Aldsan.
Jason
Gender Race Ethnicity
H State Race/Ethnicity: No Irmage Available
Federal Designation 6:White
Race{s): White
Hizpanic/Latino: H:Ho
RacefEthnicity
Determination
Birth Date (4ge: 10)
07.-22-2001
Student Number  State D
2 380621902
Person GUID
GFFAGDZ27-D291-46F7-8562-20F89270EAF4
Comments
- Modified by: Administrator, System 07/252011 15:37
Household **Secondary
Name Relationship Enroliment (grade} Phone(g) Email

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

The Enrollment tab contains information about a student's current and historical
enrollment into a school and/or district. The basic elements of an enrollment 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.

Enrollment Editor

Edit | Grade Type Calendar Start Date

End Date

[Ef 05 P 11-12 Cascade School 2 08/31/2011
Start Status: 02 Continued enrollment zame school, no interruption

End Status:

B’ 04 P 10-11 Cascade School 2 08/25/2010

Start Status: 02 Continued enrollment same school, no interruption
End Status: 100 End of year, returning to same school next year

0e/0z2011

E’ 03 P 08-10 Cascade School 09/02/2009

Start Statuws: 02 Continued enrollment same school, no interruption
End Status: 100 End of year, returning to same school next year

08/03/2010

Montana
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DEMOGRAPHICS TAB
Path: Index/Census/People/Demographics

The Demographics tab allows a user to edit the data contained on the Summary tab.

The Demographics tab is used if a student has a misspelled name, incorrect birthdate or

Race/Ethnicity code, or needs to have the Student Number (local ID) created or
changed. If a student changes their legal name (or it is discovered that the student is
enrolled with a name other than their legal name) use the Identities tab to make those

changes (discussed in the next section).

Aldean, Jason
Grade:05 #2 DOB:.07/22/2001 Gender:M

Demographics I Identitiﬁl Hnusehnll‘lsl Relaﬁnnsh'lpsl Enmllmenisl District Empluymentl D

[ save|» Delet% =) Perzon Summary Report &) Demographics Data

| Personinformation |

Race/Ethnicity Dietermination:

Date Entered US Date Entered US School

g | [

Date Entered State School

Nicknams

Comments

PerzoniD 838
*Last Hame *First Name Widdle Name Suffic
Aldean | Jason | I:I
*Gender *Birth Dats (Age: 10) Soc Sec Number

Male v | [o7zarzont [T
Race/Ethnicity (Edit)

State Race/Ethnicity:

Federal Designation: & White

Race(s): White

Hizpanic/Latino: N:Mo

Mo Image Available

Upload Picture

- Modified by: Administrator, System 07/252011 15:37
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-

CREATING ENROLLMENTS \

STUDENT LOCATOR
Path: Index/Student Information/Student Locator

The Student Locator is the preferred method for enrolling 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 changes for a
duplicate State Student ID.

Student Locator

Student Search
Search for a student already tracked in Campus uzing the fieldz provided. A minimum amount of data must be entered in order to zean
or the full legal laztName, firstName and gender. Select a student from the list or click on Create New Student. When doing a SSN-only
search before they are allowed to create a new person.

Last Name Name State ID | Gender |Bith Date | %

First Name

Gender w

Birth Date E
Widdle Name

SEN #

State ID

The student's Last Name, First Name and Gender are required for a search. A student
should always be entered with their legal name. If a student has been previously
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 (1-877-4AIMMTL1 or 1-877-
424-6681).

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.
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Student Locator

Student Search
Search for a student already tracked in Campus u=ing the fields provided. A minimum amount of data must be entered in order to search. The use

firstName and gender. Select a student from the list or click on Create New Student. When doing 2 SSN-only search, the user must still do a name

person.

Last Name Name State D Gender | Birth Date %
o
0-11 Philipsburg School

ExiE Philipsiurg K12 Schaols 1

Birth Date l:l-—l Last Enrolled: (D6/E0:2010-05272011) in grads 01
Guardian Mames;

Widdle Namel:l

. mimmm

Search—>

Create New 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.

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.

Perzon Info
Student Number | o494 Generate Number
State ID 366555522 |

2. ldentity Info: Enter the required information (marked with a red asterisk (*)).

Identity Info

*Last Name *First Name Niddle Name Suffic
‘Chesney | |Kenny | | b |

*Gender *Birth Date Soc Sec Number

(592004 |1 Mo Image Available
Race/Ethnicity

*Iz the individual Hizpanic/Latina?
Iz the individual from one or more of these races?
(check all that apphy)

[ american Indian or Alaska Native

[ asian

[ 8iack or african American

[ native Hawaiian or Other Pacific isiander
White

Race Ethnicity

Race/Ethnicity Determination
“

Date Entered US  Date Entered US School

Date Entered State School

Nickname

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

Enrollment Detail

Calendar “Schedule *Grads Clazs Rank Exclude

11-12 Cascade School 2 b Main |+ 0z » IF]

*Start Date Mo Show  End Date End Action *Service Type

08/31/2011 |1l | B v P: Primary v

“Start Status End Status

04: Tranafer from public 2chool in district or state b4 L

Dropout Reason

Start Comments End Comments:

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
This is a Records Release containing the student information, the requesting district/user and the releasing district/user.

Student: Enrollment Type: Primary

Last Name Chesney First Name Kenny Middle Name

Gender W Birthdate 05/08/2004 SSN

Grade 0z School 11-12 Cascade School 2 Start Date 083172011

Requesting District & User
District 0220 Cascade Public Schools Name System Administrator Username admin1
Request Date  08/17/2011 ‘Work Phone Email

Comments

Submit Request

RACE/ETHNICITY
Path: Index/Census/People/Demographics

Federal Standards for racial and ethnic data used by the United States Department of
Education have been modified. Districts should encourage parents of students new to
the district to provide accurate information. Parents also need to know that 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. To assist the school districts in
implementing the revised regulations, the OPI has developed a number of resources
that can be found on the OPI Website under Race/Ethnicity changes. Select the Edit
link next to Race/Ethnicity in the Person Information Editor.
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1. Enter the appropriate Ethnicity and Race information. Both questions are required

and multiple Races may be selected.

chesney’ Kenny Race/Ethnicity
Grade:02 #1234 DOB:05/09/2004 Gender:M
Demngrapll'nxl Idenﬁﬁﬁl H hold l Relationship I Enro

[ save ¥ Delete =) Person Summary Report = Demographics Data

Person Information

*z the individual Hizpanic/Latino?

*iz the individual from one or more of these races?
(check all that apphy}

ALY SE D American Indian or Alaska Native
*Last Hame *First Hame Middle Name Suffix D _
crosney Jfiemy ][] s
*Gender *Birth Date (Age: 7) Soc Sec Number [IBlack or African American
| Male |w | |DEJUBI2EID4 El |:| Native Hawaiian or Other Pacific lzlander
Race/Ethnicity (Edit) White
State Race/Ethnicity:
R o . Race Ethnicity
Federal De=ignation: &:White v
Race(z): White
Hispanic/Latino: N:-Mo. Race/Ethnicity Determination
Race/Ethnicity Determination: b |

2. The Race/Ethnicity Determination field is optional. It may be used to track how a

student's Race/Ethnicity was determined.

Race/Ethnicity Determination
01: Parent Identifisd W

01: Parent identified

0 02: Student Kdentified |
03: Obzerver Determined
04: Unknown

START/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 natification 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.
nrollment Edito
Edit | Grade Type Calendar Sia Date End Date
ﬁ 05 P 11-12 Cascade Schoeol 2 ID&I‘ML‘ZDH |
Start Status: 02 Continved enrollment same school, no interruption
End Status: . . . .
F o4 P 10-11 Cascade School 2 |oazszo10 | Josi02/2011 |

Start Status: 02 Continved enrollment same school, no interruption
End Status: 100 End of year, refurning to zame school next year

¥ o3 P 09-10 Cascade School
Start Status: 02 Continved enrollment same school, no interruption
End Status: 100 End of year, refurning to zame school next year

[0s/02/2009 |

| g |
| 06032010

Montana
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START/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 to. For state reporting purposes, it is important that
these codes be as accurate as possible.

Enroliment Editor
Edit | Grade Type Calendar Start Date End Date
E 01 P 11-12 Cascade School 2 08/31/2011
Sitart Status: 02 Continved enrollment same school, no interruption
End Status:
Ef KF P 10-11 Cascade School 2 08/25/2010 08/02/2011
Start Status: 01 First time receiving educations! services
End Status: 100 End of year, returning to same school next year

This record shows the student
was first enrolled in the 10-11
year in Kindergarten. The
student is expected to
continue in the 1112 year in
grade 1.

SERVICE TYPE
Path: Index/Student Information/General/Enrollments

The student's 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)

3. N: Special Ed Services — the Special Ed Services Service Type indicates that
they 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).

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 their first enroliment into public school through graduation
from high school. To prevent the duplication of students, the use of legal names is
strongly encouraged. However, not all students are enrolled with their legal names.
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The AIM system allows multiple identities to be attached to a single State Student ID's
to accommodate this. Changes to the student's name should not be made on the
Demographics tab. Students who have not been entered with a legal name should
have a new identity created with their full legal name.

On the Identities tab, click New. Change the student's name (either First or Last,
depending upon the change needed). Click Save.

Carter, June
Grade:03 #17 DOB.0810i/2003 GenderF

D ics | Identities | | Relati ips | Il | District Employ | District
& save ¥ Delete _] New

Identities Editor

Identity Current| Effective Date Birth Date District

Carter , June X 071252011 08/10/2003 Cascade Public Schools

Identity Information

PersoniD 853
*Last Name *First Name Middle Name Suffix
|Cﬂsh HJune ‘ ‘ | b
*Gender *Birth Date (Age: 8) Soc Sec Number
Ko Image Available
Race/Ethnicity (Edit)
State Race/Ethnicity:
Federal Designation: &:White
Race(s): White

Hispanic/Latino: N:No
Race/Ethnicity Determination:

Date Entered US Date Entered US School

Date Entered State School
B

Hickname “Effective Date
Comments

Montana
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RECORDS TRANSFER

The Records Transfer tool in the AIM MT Edition will be used primarily 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.

PROCESS INBOX

The Process Inbox is located on the user's main page. To access the Process Inbox at
any time, click on the user's name on the Index tab. Open the record by clicking on the
underlined portion of the request.

Process Inbox

Date Range| |to| | Disp|ay|AII Processes v|[ Find Messages ]

[ Delete Selected Messages |

O |!|D |Prucess |Name |P05ted Date|Due Date

] t % Records Transfer 08MTI2011

[ = Records Transfer 08/05/2011

[0 % Records Transfer 080172011

5 Wertical Interoperabi ate Resync Requestes
Wertical Int: bility State R R ted ™ 0Tnazm

RECORDS TRANSFER TAB
Path: Index/Student Information/General/Records Transfer

The Records Transfer tab contains information about all pending and completed
transfer requests. The Transfers sections shows the Request Date, the student's name,
the Status, the Requesting District and the Releasing District. Open the record by
clicking on the student's name.

Chesney, Kenny
Grade:02 #1234 DOB:05/09/2004 Gender:M

-—-_[JSummarv | Enrollments | ﬂ's:hedule | ':Ll:'ﬁttendam:e | Programs | #tGrades | Transcript | Cradit Summary |
Assessment | ﬂfﬂehav’mr | Graduation | Jlgﬁdan Reports | Records Transfer |
| ] Mew State Transfer Request

Transfers
Request Date | Name Status Requesting District Releasing District
08172011 Chesney, Kenny releazed Cazcade Public Schools Philipgburg K-12 Schoolz
Montana
Office of Public Instruction 18 A
ugust 2011
' Denise Juneau, State Superintendent g
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PROCESSING REQUESTS
Transfer to a District

When a student transfers to another district, the Records Transfer wizard is activated
upon enrollment in the Student Locator. Click Submit Request to initiate transfer
request. The status of a request can be verified on the Process Inbox or in the Records
Transfer tab of the student's record.

Student Records Transfer

Request a Records Release
This is a Records Release containing the student infermation, the requesting district/user and the releasing district/user.

Student: Enrollment Type: Primary

Last Name Chesney First Name Kenny Middle Name

Gender W Birthdate 05/08/2004 SSN

Grade 0z School 11-12 Cascade School 2 Start Date 083172011

Requesting District & User
District 0280 Cascade Public Schools Name System Administrator Username admin!
Request Date  08/17/2011 ‘Work Phone Email

Comments.

Submit Request

Once the record has been processed by the former district, a "Transfer Released"
message will appear in the Process Inbox or on the student's Records Transfer tab.
Click on the student's name. A list of available documents and imports will be listed
below the transfer information.

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.

. Montana
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Chesney, Kenny

Grade02 #1234 DOB:.05/09/2004 Gender:M
QSummﬂﬂlr I Enrollments I Qsdledule I ';E:l:'Attendam:e I Programs I #%Grades I Transcript I Credit
Assessment I <Behavinr I Graduation I l!gﬂ.dHiu: Reports I Records Transfer I
D New State Transfer Request

Thiz iz a Records Releaze containing the student information, the requesting district/uzer and the releasing districtuzer.

Student: Enrollment Type: Primary

Last Name Chesnsy First Hame Kenny Middle Name

Gender M Birthdate ~ 05/09/2004 SSN

Grade 0z School 11-12 Cascade School2 Start Date  08/31/2011

Requesting District & User

District 0280 Cascade Public Schools Name System Administrator Usernams  admini
Request Date 08M7/2011 Work Phone Email

Comments

None.

Releasing District & User

District 0558 Philipsburg K-12 Schoolz Name System Administrator Username  admini
Release Date 08M7/2011 Work Phone Email
Comments
None.
Status: Records released.
Transfer Documents Data imports
(=) Franserpt Eer X Transerptimpert irizard
5 Census Contact Summary l% HSuppiefmenta ? Enrcliment History Import Wizard
'%Enrullment History '%Specml Ed Evaluation :n Assessment Import Wizard
E;. Sehedile Irnrnumzatlun Impaort Wizard

Special Ed Documents
@ PP o] Health Conditien Impert Wizard
Aftendance Period Detail '% s
5 PLP Beetments Heﬁlth Screening Import Wizard
=1
3 [EP Impert VWizard
e .
T WTSHBpefeRte-DecumeRtampeTtizares

'%Assessment Summary
'%Behaviur Surnmary
E:"Health Conditicn Summary

? Special Ed Evaluation Import Wizard

'%Health Screening Summary Special Ed Documents Import Wizard

5
- PP mper-tizard
'%Health Immunizatien Summary

To import a student's enrollment history, click on the Enroliment History Import Wizard.
The Wizard will display the student's enroliment history in the releasing district. Click

Save to import the data. The enrollment history record will now display in the new
district's database.

Chesney, Kenny
Grade:02 #1234 DOB:.05/09/2004 Gender:M

Demngraph'lﬁl Identitiﬁl Households I Relationships I Enrollments I District Empluymentl Distri
&Print Enroliment Hizstory D New D Mew Enroliment History

Enrollment Editor
Edit | Grade Type Calendar Start Date End Date
02 P 11-12 Cazcade School 2 08/31/2011
Start Status: 04 Transfer from public schoo! in district or state
End Status:
|§| 0 P Philipgburg K-12 Schools 10-11 08/30/2010 05/27/2011
Philipgburg School
Start Status: 06 Transfer from an out of state schoo!
End Siatus: 140 Transfer to public schl in another district in MT
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Transfer out of District

When a student transfers out of the district, a transfer message will be generated by the
new district when they enroll the student (if they use the Student Locator tool to enroll
the student — a Records Transfer request is not automatically generated when a student
is enrolled by File Upload method).

The message "Request for you to release:" will appear in 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 v Find Messages

[ Delete Selected Messages ]

[F |!|D |Prucess |Name |Pustad Date|Due Date

O % Records Transfer 08ATIZ01

O !'_'Jj; Records Transfer | Regues oaiszom

O "Jj;] Records Transfer Reguest for vou to release: Church, Eric 662880660 080172011

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.

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.
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Student Records Transfer

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 studer
your district. The student has been enrolied in the new district, o please help to prevent incorrect data or enrollment 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 tr
below. You may accept or reject this request, but you are encouraged to call the requesting district to verify the user's identity.

Records Transfer Church, Eric #

Student: Enrollment Type: Primary
LastName  Church First Name Eric Middle Name
Gender M Birthdate  07/24/2002 SSN

Grade 04 Scheol 11-12 Cascade School 2-Siar-Dak

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

Requesting District & User

District 0280 Cazcade Public Schoole Name System Administrator Username  admin1
Request Date 08/01/2011 ‘Work Phone Email
Comments

None.

Releasing District & User

District 0556 Philipsburg K-12 Schools Name System Administrator Username  admin1
Release Date 08M17i2011 Work Phone Email
Comments

Click Edit to return to the Enroliments 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 AIM, 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.

STUDENT INFORMATION REPORTS
Path: Index/Student Information/Reports

Enrollment Status

The Enrollment 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.

Student Enroliment Status

Thiz report lists students’ enroliment start’end status and mailing address. The default calendar year is the current selected calendar.

Which students would you like to include in the report? Which calendar(g) would you like to include in the report?

® Grade Al Students LS O active year O list by school @ st by year
KF
KH 1112 rS
P1 11-12 Granite High School
PK s 11-12 Phiipsburg 7-8

11-12 Philipgburg School
10-11
10-11 Granite High School
10-11 Philipsburg 7-&
10-11 Philipsburg Scheol
09-10
08-10 Granite High School
08-10 Philipsburg 7-8
08-10 Philipgburg School
08-09
08-0% Granite High School
08-09 Philipsburg 7-8
02-09 Philipsburg School b
CTRL-click or SHIFT-click to select muttiple

O Ad Hoc Fitter
Enrollment Add Date” From 75 To g

Enrolment Orop Date: From E To E

Display Options: Start Date End Date

How would you like the report sorted?

@Alpha O Grade O Student Number

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

Start Status End 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 =chool in district or state
05:Transfer from public =chl under NCLB schl choice
08:Transfer from an out of state school
07:Tranzfer from a school from out of the country
08:Tranzfer from a private =chool within the state
08:Transfer from home school within the state b

~
100:End of year, returning to same school next year
105:Change in grade level during regular school year
110:Promoted to ancther scheol in the same district
120:Transfer to a public 2chool in the same district
130:Transfer to public schl under NCLB =schl choice
140:Transfer to public schl in another district in MT
150:Transfer to a MT state-funded school
160:Transfer to a private school in the state
170:Transfer to a home =chool in the state b

[ rint in HTML format

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.
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Enrollment Summary Report

This report will lizt a breakdown of enroliments grouped by school, grade, gender and racefethnicity. The report can be
generated using Federal Race/Ethnicty designations or State Race/Ethnicity values. If your state has many different
values for Race/Ethnicity, the Tall repoert format is recommended. Students with enrollments flagged as "No Show” are
not included in this report.

Enroliment E ffective Date* |08/21/2011 [75]

Which schools would you like to include in the report?

Granite High School
Philipsburg 7-8
Philipsburg 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/Ethnicties across the top and Grade Levels vertically
O Tall Format: Grade Levels across the top and Race/Ethnicities vertically

What types of enrollments would you like to include in the report?
P-Primary
S:Partial
N:Special Ed Services

Report Options:

D Observe State Exclude (Do not include enrollments marked as state exclude)

AD HOC REPORTS
Path: Index/Ad Hoc Reporting/Filter Designer

Ad Hoc reports are custom reports that are built by the user. A variety of filter options
can be added to narrow down the search criteria.

To create an Ad Hoc Report, under Filter Type, select Query Wizard and under Data
Type, select Student. Click Create.

Index || Search || Help Ad Hoc Filter Designer

[ System Administrator

= ) Student Information This wizard will walk you through the creation of a new fiter. Fiters can be created using the Query wizard, selection editor or a pass-through SC
[ General input to a report.
G Health
# [ Special Ed
7 Student Locator Saved Filters
# [ Reports
Create New
M3 nstruction £, student Enroliment Query
= @y Census
= Benavor Filter Type Data Type
=G Heatth
5 7 Atiendance @ Query Vizard (® student
# g Scheduing O selection Editor O censusiStaft
# [ Grading & Standards © Pass-through SQL Query O Course/Section

=l [iff Ad Hoc Reperting

< Fiter Designer
Data Export

= ] User Communication
# O system Administration
# ] FRAM
# [ Messenger
=1 ] MT State Reporting
[ T Data Upioad
[ WT Extracts
[ Account Settings
[7 Access Log
@l Campus Community
B Log 07t

Create a new Folder
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Name the Ad Hoc Report and select the data fields. Click Next.

Ad Hoc Query Wizard - Field Selection

*Query Mame: |Enrn||ment Counts

Short Description & count of enrolments

Long Description: (Count of enroliments by grade. Count will include all students, regardless of Service Type or =

number of hours of enrollment. This count will net include Race/Ethnicity data for students.

Ad Hox Guery Wizard - Field Seloction

“tuery Name: [Enrelment Counts

‘Shorl Deseriion| & count of enrokments

grade. Count , regardiess )
Swlect categaries & fieklis
rasny
Al ity Seiected Firkds
3 5 Sthadent ~ atudent parsenil
shwdenLslaleD

=, 83 Demographics

prrssan
@ slaleD
otherlD

sludenifiunier
PersAGUD
enliy
ettectveDate,
lnattinme
tretiams
masename
sullix

alas

gender
brthdate

enrolment0

grase

i

shwdenlsludentumber

fudent grade
stutent stnrate
stutent starSintus
atudent endDabe
stdenl endStatus
stdent activeTuday

The Operator field contains a variety of tools to refine the data. The Value Field contains
the value of the Operator. Click Save.

Filter the data

Field Operator

Value

‘student.personiD

student statelD

student.studentNumber

student lastName

student.firstName

student.grade -

KF

student startDate

student.startStatus.

student endDate

student.endStatus

10 S 3

student activeToday

SaveTo: () yser Account

Fotter

O user Groups
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To export existing Ad Hoc Reports, click on Ad Hoc Reporting/Data Export. Choose a
Saved Query Wizard Filter and an Export Format. Click Export. The report will export
in a new window in the chosen format.

Data Export Wizard

This wizard will dump the result of a fiter into a data file (csv, tab delimited, xmi) or a simple list report.

e FreelReduced Meal Verification
# [] State Reporting
{3, student Dropout Report Students with the code F: Free or R: Reduced.

{3, student Enroliment Counts
§2l student FRAM Data Export

. student Free/Reduced Weal Verification Pick an Export Format
{3l student Graduation Report
{3l student Race/Ethnicty Counts © HTML st report
# @ Ad Hoc Reporting Oxue
= ¢ Special Education Staff O Delimited values (CSV)
O Fixed width
O POF report

Create a new Folder

Expor

as

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

MT Extracts can be used to verify a specific type of data that has been entered into the
MT Edition of AIM. 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.

Index |EEcarchy HEID MT State Extracts

:__*fj System Administrator
4 Iﬂ| Student Information
+] @ Instruction

This tool will extract data to 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, otherwize choose one of the testing/debugging

- @: Censue formats.
+! ﬂ< Behavior
+ ﬁ‘ Health Extract Options Select Calendars
+ -:Q:—Aﬁendance Which calendar(z) would you like to include in the report?
+ it Scheduing Bxtract TYP2 | Enrolments 4 () active year () list by =chool ) list by year
+ 2 Grading & Standards Format csy v
= .@Ad Hoc Reporting 11-12
~F Filter Designer 11-12 Cazcade 7-8

Data Export Generate Extract 11-12 Cascade High School

# (] User Communication 11-12 Cascade School

+] ﬁ System Administration
= (] FRAM

+ (] Messenger

=1 (] MT State Reporting

[ WT Data Upload
EAccuunt Settings
L] Access Log
ﬁCampus Community
@ Log off
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OPI AIM HELPDESK

General AIM questions,
collections, data
elements, functionality

Special Ed Module

AIM Help Desk
o 1-877-424-6681
e 406-444-3800
e emalil
opiaimhelp@mt.gov

Sara Loewen — AIM Data
Unit Manager

Nicole Thuotte — AIM
Student Records Manager

Jim Oberembt — AIM Data

Andy Boehm — Graduate
and Dropout data

Technical assistance with
functionality
e Anne Rainey 406-444-
4430
e Jan Duiker 406-444-0732

Policy questions regarding
completion of forms,
contact one of the School
Improvement Compliance
Monitors
e Dick Trerise — 406-444-
1579
e Dale Kimmet — 406-444-
0742
e Danni McCarthy — 406-
444-0452
e Francisco Roman — 406-
444-4426
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