Quick Reference Guide:

Records Transfer
(for AIM
Administrators)

This guide will help AIM
Administrators set up district users
who will use the Records Transfer
tools.

Topics covered in this Quick
Reference Guide include:

e User Account Setup

e Adding email and phone
contacts for Records
Transfer users
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This guide will help AIM Administrators set
up accounts for District staff (including SPED
Staff) who will have access to the Records
Transfer tools. The purpose of the records
transfer is to allow certain Special Education

records to transfer as live data —reducing
the data entry burden on SPED staff as
students move from one district to another
within the state.

Before beginning, consider the following:

1. I want the Special Education teacher to transfer records.
How do | add this functionality?

e User Groups have been established for Records
Transfers. Add the Special Education teacher to
that group. page 2

2. How does the receiving district know who originated the
transfer?

e Adding the email and phone number of the person
using the Records Transfer functionality will
facilitate the process if questions arise. page 3

3. What is the advantage of allowing other users access to the
Records Transfer tools?

e Records Transfers in AIM are only required for the
transfer of Special Education documents between
districts. Assigning that functionality to users
involved with Special Education services will
expedite the transfer of records. page 4
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Adding Users to a Group

The Records Transfer group gives a user
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access to the Process Inbox and the
Records Transfer tab.

NOTE: The Process Inbox cannot be
limited by calendar (if a user has access

to the Process Inbox they will see all

[ School Hosices.
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Loewen, RaeAnn M
Grade:KF DOB:04/26/2005 Gender:F
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transfers in the district, not just those
for the calendars to which they have
been assigned).

Index | Search | Help User: lingalls

Perzon: Ingalls, Laura

User Account | User Groups | Tool Rights | Calendar Rights | Access Log |
[ save

User Group Membership
+Cascade 7-8
-Cascade 7-8

0Cascade 7-8

Search fora

Advanced Search == [F] +Cascade HS
[] -Cascade HS

[F] OCascade HS

[] *Cascade School
-Cascade School
[ OCascade School

Search Results: 1 users

% Ingals, Laura

ngalss [] Ad Hoc Read Only [] Ad Hoc Reporting All Users
D Attendance Clerks I:l Counselors D Dizciplinary Staff

D Health Staff |:| Master Schedulers D Principals

D Read Only |:| Records Transfer D Registrars

(Censug)

D Special Education
Admin
D State Reporting Staff

Special Education Sped Read Only
O
Staff

[F] Teachers

Click the box next to Records Transfer. Click
Save.

NOTE: The Process Inbox will only show
transfers generated after this tool is added to
the user's account. To view previous transfer
requests the user must navigate to the
student's Records Transfer tab.

\

Assessment | [l:Behavior | Graduation | [AdHec Reports | Records Transfer |
(] New State Transfer Request

Request Date | Name Status | Requesting District Releasing District

| Q’s:hedule‘ 'ﬁ'Attendam:el Programs | [AGrades | Transcript | Credit Summary |

07M5/2011 Loewen, RagAnn request Cascade Public Schools

To add the Records Transfer tools to a user's
account, click the Search tab. Search for a:
User. Enter the user's last name and click Go.

Click the user's name. Then click the User
Groups tab.

User: lingalls
Perzon: Ingalls, Laura

Usar Account | User Groups | Tool Rights | Calandar Rights | Access Log l

& save 4

User hn Membership
+Cas E7-8 il +Cazcade HS O +Cascade School

-Cascade 7-8 D -Cascade HS
|:| OCazcade HS

-Cascade School

OCazcade 7-8 |:| 0Cascade School

oc Read On oc Reporting sers
DAdH Read Only DAdH Reporti AIIU
O Aftendance Clerks ] Counselors O Dizciplinary Staff
D Health Staff [ ] Master Schedulers D Principalz
ead On ecords Transfer egistrars
[[] Read Only Records T i [] Regist
(Cenzus)

D Special Education
Admin
D State Reporting Staff

Special Education
Staff
O Teachers

D Sped Read Only
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Obama, Malia A
Grade07 DOB:07/04/1998 Gender:F

“lsummary | Enroliments | #ff'Schedule | LiAttendance | Programs | [*Grades | Transcript| Credit Summary | 4

D New State Transfer Reguest
Transfers

Request Date _ Reguesting District Releasing District

07/ Obama, Malia request Cascade Publi hools Philipsburg K- ols
071572011 Obama, Malia request Philipsburg K-12 Schools
Records Transfer Obal

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 student has identified themself as coming from 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 reguesting district is whom they say they are, and that the user making the reguest has
been authenticated and autherized to make the request using the user account listed below. You may accept or reject
this reguest, but you are encouraged to call the reguesting district to verify the user's identity.

Student: Enrollment Type: Primary

LastName Obama First Mame Malia Middle Name Ann

Gender F Birthdate ~ 07/04/1558 S5N NO ACCESS

Grade o7 School 10-11 Cascade 7-& Start Date  08/25/2010
District & User

District 0280 Cascade Public Schools Name Laura Ingalls Username  lingalls

Request Date 07/15/2011 Work Phone Email

Comments

Mone.

Releasing District & User

District 0558 Philipsburg K-12 Schools Name Helen Keller Username  hkeller

Release Date 07/15/2011 Work Phone Email

\Comments

Adding Contact Information
for Users

Adding a user's email and phone
contact information to the
Demographics tab will allow the
sending or receiving district access to
that information when using the

Click the Search tab. Search for a: All
People. Enter the person's last name
and click Go.

Click the person's name. From the
Demographics tab, scroll to the Personal
Contact Information section.

Enter the person's email and phone.

Records Transfer tools.

Index | Search | Help ‘

Search for a

All People w

Advanced Search ==

Search Results: 1

ﬂ Keller, Helen

Keller, Helen

Gender:F

Demoaraphics | rdenie | | reltionships|

& save ¥ Delete (=) Person Summary Report (Z)Demographics Data

| District Employ

Date Entered State School

B
Nickname

Comments Upload Picture

- Modified by: Administrator, System 07/15/2011 13.57

| Districy

Local Student Number

L]

Generate Number
Student State ID
Local Staff Number
Staff State ID

2D7AB4C0-06EB-443B-AT15-E13E08040812 ‘

Person GUID

Personal Contact Information

Click Save.
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Preferred Language

en_US: US English v

Comments
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Records Transfer Facilitation

The Records Transfer will now show both
the Requesting and Releasing District —
complete with contact information.

If either district has questions regarding
the transfer, the Special Education staff
members may contact each other directly
— taking the System Administrator out of
the process.

==

Records Transfer Obama, Malia #
An external district is requesting the release of your district's records of a student. The request has come in through the Infinite Records Exchal
the student has identified themself as coming from your district. The student has been enrolled in the new district, so please help to prevent inco
or enroliment overlaps.
Infinite Campus verifies that the requesting district is whom they say they are, and that the user making the reguest has been authenticated and
to make the request using the user account listed below. You may accept or reject this request, but you are encouraged to call the requesting d
wverify the user's identity.
Student: Enroliment Type: Primary
LastName Obama First Name Malia Middle Name Ann
Gender F Birthdate  07/04/1988 SSN NO ACCESS
Grade o7 School 10-11 Philipsburg 7-8 Start Date  04/18/2011
Overlap Edit (08/25/2010-06/03/2011) 10-11 Cascade 7-8
Requesting District & User
Digtrict 0525 Philipsburg K-12 Schools Name Helen Keller Username  hkeller
Request Date 07/15/2011 Work Phone (406)555-1234 Email hkeller@scheolki2.mt.us
Commentz
None.
Releasing District & User
District 0280 Cascade Public Schools Name Laura Ingalls Username lingalls
Release Date 07152011 Work Phone (408)555-9376 Email lingalls@aschool k12.mt us
Commentz
Release Records ][ Reject Request ][ lgnore Request

Records Transfer Responsibility

The Records Transfer process in AIM does not replace a district's responsibility to transfer
records. The only records that transfer (with the exception of a school using the District Edition of
Infinite Campus) are Special Education records and limited Enrollment History. Sharing the responsibility

for the Records Transfer process allows those connected to the transfer to communicate directly when

there are questions and/or concerns regarding the information transferred.
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