Quick Reference Guide:

Records Transfer

This guide will help districts utilize
the Records Transfer function in
the MT Edition.

Topics covered in this Quick
Reference Guide include:

e Enrolling New Students
e  Process Inbox

o Transfer Documents

e Records Transfer Tab
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This guide is designed to walk districts
through the process of initiating and
completing a records transfer for a student

new to the district. Use of the Process

~

Inbox and Records Transfer tab is
described below, as well as the procedure
for importing and/or printing transfer

documents. The transfer of records allows
a student's Special Education records to
transfer as live data — reducing the data
entry burden on the receiving district.

Before beginning, consider the following:

1. We have a new student from a neighboring district — how do

| request a transfer of records in AIM?
e Using the Student Locator will help a district begin
the records transfer process. page 2
2. What is the Process Inbox and how do | use it?
e The Process Inbox is a "message center" used to

facilitate the movement of students both in and out

of a district. page 3
3. l accidently deleted the request in my Process Inbox — can |
get it back?
e The records contained in the Process Inbox can be
accessed through the Records Transfer tab on the
student's record. page 5
4. A district has requested records for a student that is still
enrolled in my district — how do | handle this request?
e The Records Transfer tool can be used to notify a
district they have requested records for the wrong
student. page 7
5. How do | import the Special Education documents from the
previous district?
e Special Education records can be imported using the
Data Imports wizards. page 8
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Records Transfer

The Records Transfer tool is activated when the

Student Locator is used to enroll a student.
The student must have been previously
enrolled in a Montana district for the records
transfer tool to work.

Expand the Student Information module and
select Student Locator.

Enter the student's Last Name, First Name and

Gender. Click Search.

Use the results box to determine the most

appropriate match. Click the student's name to

begin the enrollment process.

[H save

Person Info

State 1D TTET40471

Generate Number

Identity Info
“Last Name “First Name Widdle Name Suffix
|Paiin | [saran | [Louie
*Gender “Birth Date Sac Sec Number
v e
0241111958 Mo Image Available

Race/Ethnicity
*Is the individual Higpanic/Latino?

*Is the individual fram one or more of these races?
(check all that apply)

[ American indian or Alaska Native

[ Asian

[ Black or African American

[ native Hawaian or Other Pacific Isiander
White

Race Ethniciy

Race/Ethnicity Determination
-

Date Entered US Date Entered US School

Nickname

Comments Upload Picture

Enter the student's enrollment information,
including Calendar, Schedule, Grade, Start
Date, Start Status and Service Type.

Click Save.
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Index | Search | Help |
7] System Administrator
=1 ¥ Student Information
General
G Health
Special Ed

2 Instruction
@, Census
3 Behavior
G Healtn
Lk Attendance
= g Scheduling
[ Grading & Standards
4 Ad Hoc Reporting
(2 User Communication
5§ system Administration
CIFRAM
[T Messenger
(] MT State Reporting
[4 Account Settings
[] Access Log
@) Log 07

Student Search
Search for a student already tracked in Campus using the fiekds provided. A minimum amount of data must be entered in ordg
full legal lasthiame, firstiame and gender. Select a student from the list or click on Create New Student. When doing a S5H-o
they are allowed to create a new person

Lasthame [pgjp | | Mame State D [Gender [BitnDate [ %
First Name Palin, Sarah Louise T75Ta04T1 F 02M1M886 100
Gender
sbae [ |
i Name |

e [

State ID

i

Create New Student >

Enter the student's personal information,

including Student Number (local ID number —

not required) Last Name, First Name, Middle

Name (not required), Gender, Birthdate, and
Race/Ethnicity (only the first two questions
are required).

Enrollment Detail
*Calendar

*Schedule *Grade Clazs Rank Exclude

[ 10-11 Cascade High School TST v |

Main || 0 v O

*Start Date

No Show End Date End Action

=Service Type

L g
=Start Status End Status
| 04: Tranzfer from public 2chool in diztrict or state b || "
Dropout Reason
| v

Start Comments

End Comments
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Student Records Transfer

Request a Records Release

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

Student: Enrollment Type: Primary
Last Name Palin First Name  Sarah Middle Name Louise
Gender F Birthdate 0211111596 S5N
Grade 09 School 10-11 Cascade High Scheol TST  Start Date 031472011
Requesting District & User
District 0280 Cascade Public Schools  Mame System Administrator Username  admini
Reguest Date 03/24/2011 Work Phone Email
Comments

Submit Request

The Process Inbox displays the
requests after they have been

submitted. To access the Process Inbox,
click the User Account Name (should be

the name listed at the top of th
tab).

Access to the Process Inbox is
dependent upon user rights.

The Student Records Transfer
Wizard will appear once the record is
saved.

This request is sent to the school the
student came from.

Comments, including additional
contact information, may be added
before clicking Submit Request.

status of

e Index

District Hotices

School Notices

Process Inbox

Date Range to

Display | All Processes

v Find Messages

[

Delete Selected Messages

O ‘!|D |Process

‘Name

|Pusted Date|Due Date|

[ ;]j-J Records Transfer Watting: Palin

03/2472011

District Notices
No district notices at this time.

School Notices
No schon! notices at this e

Process Inbox

= Cenzus Contact SUMIMErY
P Enroliment Histary
Soheduls
S=E
Aﬂendance Period Detsil
s zsessment Summary
= Behavior Summary
?Health Condition Summary
P Health Screening SUMmary
-

Health Immunization Summary

Date Range to Display| All Processes ~ | Find Messages
Delete Selected Messages
F MD ‘Prtu:&ss |Nama ‘Pnsled DatE|Due Date
D ' :if-l Records Transfer Transter Released: Palin, Sarah 775740471 " 03/24i201
Transfer Documents
=5 Hramsoript =F
Ser

WT Supplement st
¥ special Ed Evalustion

Special Ed Documents
RLR
RLR Diocpments

Montana
Office of Public Instruction
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After the receiving district releases
the records, the Process Inbox
message will change from Waiting
to Transfer Released. Click the link
to complete the records transfer.

To view the Transfer Documents, click
a document name. The document will
open as a PDF in a separate window.

July 2011

Records Transfer




Records Transfer Palin, Sarah #

Student: Enrollment Type: Primary

Last Name  Palin First Mame  Sarah Middle Name Louise H

e e Y The Records Transfer Wizard allows
Grace k=] Schoal 10-11 Cazcade High School TST Start Date 034402011

Requesting District & User

access to a variety of records. Most
MT Edition schools will only have

District 0280 Cascade Public Schools Mame System Administrator Username  sdmind
R Dbl plerkprene el enroliment and/or IEP records.
None.

— Transfer Documents are records
Releasing District & User
District 1051 Townsend K-12 Schools Mame System Administratar Username  &dminl H
Release Date 03/24/2011 ‘wiork Phone ’ Email that are Imported as a PDF' Data
Comments
None.

Status: Records released.

Iransfer Documents Data imports
FranssHpt [ E Teansedptaper ilzard
EDensus contact Summary (= MESHRpismental 7 Enralimert History Import Wizard
Stnvolment History D spacial Ed Evatuation N
)l ation Import Wizard
— &SDEC‘EI B Docunents :%J:;::I;:;ti:npﬁn onzl;:;zard
D attendance Perlod Detal SRR b 0

Imports are records that are
imported as live data elements.

o ¢

Click the Data Import record.

The IEP Plan Import and the Special
Ed Evaluation Import require the
"locked" box to be checked.

Follow the on-screen guidance to
complete the import.

*Flan Type: MT IEP 08:31/2010 - 08/30:2011
\ MIT EP v

D Import as PDF only

IEP Plan Import

& End Date:
083112010 [T 08302011 |8 Locked ¥

IEP Services Import

[ ba et import the follovwing service
“Zervice. Counseling
Counszeling v
Service Provider: Lonni McDonald
v
Zervice Position: School Pgychologist Display on Print
¥

Data Imports will import the records as live data.

L
m

nrollmernt Hiztory Import Waizard
8 Aszzessment mport Wizard

=l Immunization lmpot Wizard
B Health Condition Impart Wizard

A Health Screening Import Wizard

IEF Impatt Wizard
MT-Snpplamantal Docoments-trpor Mz aed

Zpecial Ed Evaluation Import Wizard

£ o

Special Ed Documerts Import YWizard

el ot ool off

RLR byt Wi e
PLP Dozt brncut Wiz e

In the case of an |IEP or Evaluation Report, the
documents can be used as if they were created in
your district.

Iltems in blue are available for import. If the IEP
Import Wizard or Special Ed Evaluation Import
Wizard is black and has a line through it, either
the student was not in Special Ed at the prior
district or the documents were not locked and,
therefore, did not transfer.

If you are certain the student had an IEP at the
previous district, contact the releasing district to

verify that the documents were locked.
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Palin, Sarah L
rade:09 DOB.02M11996 Gender:F

= v | @l schedule | Lk | Programs | P'Grades | Transcript | Credit Summary |
| & ior | Graduation | [iadHoc Reports | Records Transfer |
] Hew State: Transter Request

Request Date | Name: Status | Requesting District Releasing District

32472011 Palin, Sarah released  Cascade Public Schools Townzend K-12 Schools

Records Transfer Palin, Sarah #

Use this tool to recuest the release of atransfer student's records. The following information wil be sert tathe
studlent's former district and they will be given the opportunity to release their recards. Only an exact studert match
can yield a release, so it is & good idea to cal the district to confirm this student was enrolled there and to let them
know to expect a release requsst

Student: Enroliment Type: Primary

Last Mame  Palin First Mame Sarah Middle Mame Louise
Gender F Birthdate 0211111996 SEM
Grade 09 School 10-11 Cazcade High School TST Start Date 0314/2011

Requesting District & User

District 0280 Cascae Public Schools Name System Administrator Username  adimint
Retusst Date 03/24/2011 Wiork Phone Email

Comments

Please lock the student's |EE and Evaluation and
re-send the documents

Tharik you!

Submit Request

Process Inbox Messages

e Request for you to release: - a district has
requested you to release records for a
student

e Transfer Complete: - you have completed the
steps to release records to a requesting
district

e Transfer Released: - a district has released a
transfer request initiated by your district

e Waiting: - waiting for a district to respond to
a transfer request initiated by your district

e Transfer Ignored/Rejected/Error — a district
has chosen not to take action on your
request, or the student was not previously
enrolled in a MT Edition/District Edition
school.

% Deleted Process Inbox Messages

If the student is in Special Education, re-
request the student's transfer records
from the prior district.

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

Click the Records Transfer tab and New
State Transfer Request.

Enter comments (if necessary) and click
Submit Request.

Repeat the instructions above once the
transfer is re-released.

O

:'J._-,; Records Transfer Request for vou to release:

O

'—'J._-,;'J Records Transfer Tran=fer Complete

+

"!_-,’] Records Transfer Tranzfer Releazed:

O (O

:'!;-,51 Records Transfer Waiting:

;,_ Records Transfer Tranzfer lgnored:

iy

:'J._-1=_'] Records Transfer Transfer Rejected:

O |O] (O

:'J:-i_'] Records Transfer Transfer Error:

If the Records Transfer notice is deleted from the Process Inbox, or a student has been
previously enrolled in the district, navigate to the student's Records Transfer tab to process a new

request or view the status of a pending request.
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Transfers for Exiting Students

If a student leaves the district and
enrolls in another MT public school,
the receiving district should initiate a
records request through the MT
Edition.

The request will appear in the district's
Process Inbox.

Access to the Process Inbox depends
upon user rights.

District Notices

School Notices

Process Inbox

Date Range to Display | All Processes v

[ Delete Selected Messages

[F] |!|D |Prucess |Name |Pustau Data|Due Date
O -'4_.1;1 Records Transfer Reguest for you to release: Cronkite, Walter 253073570 03/24/2011

[0 & Vertical Interoperabilty State Resync Requested ¥ 08/10/2010

[ '-J._',; Records Transfer Transfer Released: Midler, Betie 578818560 08/06/2010

[0 & Vertical Interoperability State Resync Requested ¥ 08/05/2010

Records Transfer Cronkite, Walter #

Student: Enroliment Type: Primary
LastName  Cronkits First Name  Walter Hiddle Name A
Gender W Birthdate  11/04/1985 il

Grade 11 School

10-11 Cascade High School ST Start Date  03/14/2011
Overlap  Edit (08/25/2010-05/27/2011) 10-1 Broadwater High Scheol Grade: 11

Requesting District & User

None.

Releasing District & User

District 0280 Cascade Public Schools Name: System Administrator Username  admini
Request Date 0224/2011 Waork Phone Email
Comments

District 1051 Townsend K-12 Scheoks Name: System Administrator Username  admin1
Release Date 02/24/2011 Work Phone Email
Comments

Release Records

][ Reiect Request || Ignore Request

;@ Student End Dates

Click the link to open the Records
Transfer Wizard.

The wizard will show the student's
personal information, including
Start Date into the new school and
the name of the Requesting District.

If the student does not have an End
Date, or the End Date overlaps with
the new school, an overlap warning
will appear. The student's Start
Date at the receiving district is listed
above that warning.

Click Edit to resolve the overlap.

The student's End Date in a district should be the last day he/she was physically in attendance

at your school. If the student's Start or End Dates conflict with those of the other district, please contact

the other district to resolve the overlap. No student may hold a primary enrollment in two districts at

the same time.
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Request Options

Once the overlap is resolved (if

: applicable), there are three options:
Release Records ][ Reject Request ][ Ignore Request

Release Records, Reject Request or

Ignore Request.

Records Transfer Cronkibe, Walter &
. . ) Shxiant Message from webpage
The first option is to Release Records. 2
o Broagwater High School Grade: 11
If the student appears to be the correct reaseatny ottt e
student and the overlaps are resolved, click s 2 oo
Release Records. The records are then sent -
to the receiving district. v oo vz scroon R T v o DR o
Release Date 52242011 Work Phone Emai
Ruelease Records || Ryt Request [ ignare Request
The second option is to Reject Request.
If a district has attempted to enroll a student
Records Transfer Cronkite, Walter #
e A that has not transferred (this may occur in
udent: nroliment Type: Primary
LastName  Cronkite First Name Walter Middle Name A .
Goer u Brndte 11041355 s instances where a student has a common
Grade 1" School 10-11 Cascade High School TST Start Date  03/14/2011

Overlap  Edit (08/25/2010-05/27/2011) 10-11 Broadwater High School Grade: 11

name that generated a large number of

Reauesting istrict & User matches through Student Locator) rejecting
District 0280 Cascade Public Schools Name System Administrator Username  admini
o e o the request is appropriate. It is

Nore.

recommended that a district enter
Releasing District & User .
Ditrict 1051 Townsend K-12 Schoois Hame  System Adrministrator et ccin1 comments about the transfer before clicking
Release Date 03/24/2011 ‘Work Phone Email

Comments °

¥ou must have the wrong student - Walter is ~ RejeCt RequeSt
gtill enrclled in this school. Please call the
secretary at 555-1212 if you have questions.| v

There may also be legal reasons (e.g.,

Release Records ][ Reject Request ][ Ignore Request

5 protection order, witness protection) for

rejecting a request. These determinations
are made at the district level.

The third option is to Ignore Request. It is J—
. . . rd < \..\
not recommended that districts use this Release Records || Reject Request |[ Ignofe Reguest |

function. \\_‘:/
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ata imports

Ir-anaenfatt—lmpe#t—".&.ﬂ;a#d
Importing Special Education Records Enmumem History Import Wizard

. . i .ﬂ-.ssessment Import Wizard
Special Education documents may be accessed using the

Immunlzatu:un Impart Wizard
following Import Wizards:

Hearth Condition Imgport Wizard

€ ook of ol?

u

e |EP Import Wizard IEF‘I rt Wiz ard
mport Yyizar

e  MT Supplemental Documents Import Wizard
Spemal Edl Evalustion lmport Wizard

Ll Lt}': R

e Special Ed Evaluation Import Wizard | Special Bd Locuments Import YWizard

by

. . RLR Docrumartatrmpor iz sedl
e Special Ed Document Import Wizard

|:| Import as POF only

IEP Import Wizard

IEP Plan Import
*Plan Type: MT IEP 08/31/2010 - 08:30/2011

e & Under Data Imports, click IEP Import
Start Date: End Date Wizard.
0863172010 [Ta] 0863042011 [7a] Locked -

IEP Services Import \ Check the "Locked" box.
D Do not import the following service.

*Zervice: Counseling

Counseling v Scroll to the bottom and click Next.

Service Provider: Lonni McDonald

v
Service Posttion; School Psychologist Display on Print The p|a n will import —click OK.
M
Met
% D Import as PDF onhy
IEP Plan Import
*Plan Type: MT IEP 08:31/2010 - 08,/30/2011
T IEF A
Start Date End Date
08372010 3 08/30/2011 H Locked
1 The IEP plan record has been imported into the database:
LI
=

If the IEP Import Wizard is black and has a line through it, either the student does not have
an active IEP in the prior school, or the IEP is not locked and the plan did not transfer.

If you have any questions, contact the student's prior school district.
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D Import as POF only

Special Ed Evaluation Import

MT Evaluation Report 08/30,2010
T Evaluation Repart |+

Date
03/302010 H Locked ¥

Gl

D Import as PDF only

Special Ed Ex ion Import
MT Evaluation Report 08:/30/2010
MT Evaluation Repaort |
Date
083002010 [75]  Lacked
[ e |

The page at https://sandbhox.epm.infinitecampus.org says: EJ

1 The Special Ed evaluation record has been imported inta the databage.
.

Special Ed Documents Import Wizard

Under Data Imports, click Special Ed
Documents Import Wizard.

Click Save.

Palin, Sarah L

fsracde:09 DOB02M1M996 GencerF
Summarv| Team Members| Documents | Contact Log |

ﬁopen Copy B2y Amend ¥ Delete Print Create Mews Form... b

=1 (5 2010-2011 (5)
= (5% Planz (13
(5 MT IEP (031 /201 0-08¢30:2011)
=1 (5 Evaluations (1)
E} WT Evaluation Report (08350720100
-] Uploaded Forms (3)
Critetia for Lesrning Dissbili
Mitice Of Team Meeting

MT IEP Progress Report (11017

Special Ed Evaluation Import Wizard

Under Data Imports, click Special Ed
Evaluation Import Wizard.

Check the box Locked.
Scroll to the bottom and click Next.

The plan will import — click OK.

Special Ed Documents Import

D Do not impart the folloving document.
*hlame: Archive
Criteria for Learning Disak

|:| Do not impart the following document.

*ame: Archive
Matice Of Team Meeting

|:| [ not import the following document.
*hlame: Archive
MT [EF Progress Report (1

Save

The documents may now be accessed under
the student's Special Education records on
the Documents tab.
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