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NAVIGATION BASICS

AIM MT Edition of Infinite Campus 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

After you get logged in, the screen area in the Infinite Campus application
is divided into three parts, the Campus Toolbar, the Qutline and the
Workspace.

""ﬁ:.‘gaj Montana Edition ~ Staging Test Site Campus Toolbar

Year [17-18 ~|  school [All Schools ~| " Calendar [All Calendars v

Index Search

ime.
ST | School s Workspace
» Student Information No scho £ this time.

P

» Census

|Di5lric

+ Behavior

» Scheduling

» Grading & Standards

CAMPUS TOOLBAR

Mmﬁf’ Montana Edition ~ Staging Test Site
Year [17-18 |  School |All Schools v Calendar | All Calendars v

The Campus Toolbar is the area that defines the Year and Calendar. To
find a child, the correct Year and Calendar must be selected. The tools on
the far right end of the toolbar provide quick access to hide or see
calendars, to switch between applications or go to Campus Community, to
get or search for help and to log off.
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OUTLINE

Index Search

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

Reports

The Outline is composed of two tabs: Index and Search. 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 children (General, Student Locator, Reports). To expand any
module, click on the arrow (») sign. To select a tool, click on the tool
name.

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. See page 17 for further details on
searching in Infinite Campus.

Index Search
Student v

Search Students

Advanced Search

August 2017 3



WORKSPACE

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

CREATING ENROLLMENTS

All children who attend preschool in an MPDG funded program are to
be enrolled in AIM/Infinite Campus. Children attending an MPDG
classroom are to be enrolled into the corresponding MPDG Calendar. Each
MPDG classroom should have its own calendar. There may more than one
MPDG classroom/calendar. All Pre-K children attending non-MPDG
classes will be enrolled into the non-MPDG calendar. There will be only
one non-MPDG calendar. Calendar names follow a naming convention
which includes the school year, school, and classroom identifier. Here are
examples of the different calendar names:

MPDG Calendars: 17-18 CMHS1 MPDG
17-18 CMHS2 MPDG

Non-MPDG Calendar: 17-18 CMHS non-MPDG
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STUDENT LOCATOR

Path: Index/Student Information/Student Locator

Student Zsarch

Search for a student alresdy tracked In Campus using e fiekds provided. A minilkmum amount of data must be entened In arder fo search. T
or lick on Creste New Student. iWnen d0ing 2 SSN-only searsh, e wser must still oo 3 name Based Search befone Mey are alkowed 1o cne

e N st D [ zencer B0z %
] E—
owon

Birm Dae -
h'lcl\:lle\a'ne:l

s [T
g E—

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

The child's Last Name, First Name and Gender are required for a search.
A child should always be entered with their legal name. If a child 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).

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 child's birthdate. Hovering over the
child's name will show their last enroliment and grade level. If those match
the enrolling child, click on the child's name. From the Student Information
screen use the Direct Entry Method (page 9) to create a new enrollment.

August 2017 5



Student Locator

Stugent Ssarch

Search for a shudent alneady tracked In Campus using e flelds provided. A minkmum amound of data must be enfered In onder fo search. The user must
or lick on Creste New Siudent Whnen doing 3 SSN-only seanch, fe user must sl 50 3 name basad searnch befone ey are aliowed 10 cresie 3 new pe

Last Name Nama St D Gender | Birth Date %
Frenare 8
e

Locally Enrolled Student, shortcut to their local records
Eirih D -, y .
e mI:I—I Last Enrolled: (08/29/2013-) in grade 07 Cascade Public
L] Schools13-14 Cascade 7-8

Sl D—D—l:l Guardian Mames:
e S T—

Create New Student >

If the child 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

Student Szarch
SEEIC S0 3 $000801 FIN=a0) racked 1N CATOUS USing T2 Eis Drovioed. A MINIMUT S0t of 033 MUE! De entensd 1N order i 52300, TRS UsSr must entsr ha St D)
O lick 0n Creste Mew S100801 WNen 001ng 3 SEN-0nly 2Erch. e s must 591l 00 3 Name D3sed S8ECT DEre My N2 lowed 10 Crezte @ ne person

Lesthame  [graonury Name Sae D [cemer [Bmome [ =

First Name =\a,—| No matches found

Gose [ V]

owow [

MIcchleNamel:l

s ]

| —
[[searen— |

s
Message from webpage

@e% WARMING: This process will create a new State ID for the student in the
@' MT state system.
This should ONLY be used if the student has NEVER been enrolled in
MT. Continue?

oK ] [ Cancel

1. Person Info: Optional - Enter the Student Number (local ID). If this is
a new student, the State ID will populate when the record is saved.

Shudent Muminer et o] Generaie Mumber

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

'1.Iasx H.me “Firet Mame Middie Mame S
ey | Ry | | | [ ~]
“Cener “Biirtn Date S0 St Number
| Mae VML |1u-1u-1995| |-_| IZH:H:' Ho Image Available
‘i the Inclvicuad Hespaniic abimo™
“I5 e IncacE] from one oF mone of hese rEces?
ficheck 3l Wit apply)
[ enerizan ntzn or Atzeks Nate
[Jastn
[ stz or Atrkan Americzn
[ matve Hawailan ar Ofher Paciic slander
[] veme
RaceEwnichy Detemmingtion
A

3. Enrollment Detail. Enter the child's:
Start Date: First day in attendance.
Start Status: 01 or 04 (usually)
Grade: PK
Service Type:  P: Primary

Enroliment Detail
*Grade Class Rank Exclude  External LMS Exclude

*Schedule

“Calendar
0 O

~Start Date Mo Show End Date End Action *Service Type
oaiz1i2017 |78 O [ T4 v P- Primary v
End Status

“Start Status
|D1: First time receiving educationsal services L ||
Dropout Reason

End Comments

Start Comments

Click Save.
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DIRECT ENTRY METHOD FOR PREVIOUSLY
ENROLLED CHILDREN

Path: Index/Student Information/General

Children who were previously enrolled in a school of the district can be
enrolled in the next year by creating a new enrollment.

After pulling up a student’s General Information screen (click on the Search
tab, enter the last name and click Go):
Enrollments tab.
Select the Year and select a School in the Calendar bar.
Click New.
Enter the Start Date, Start Status, Grade Level, Service Type and
Comments (if applicable).
Click Save.
If the child is transferring in from another district in the state of
Montana, a records request will have to be initiated:
o Click on the Records Transfer Tab, then select New State
Transfer Request. (see page 13).

REQUIRED ENROLLMENT INFORMATION

Path: Index/Student Information/General/Enrollments

VYV VVVYV

The child's enrollment contains much of the information needed for state
and federal reporting. Once a child is enrolled, this information will need to
be entered into their enrollment.

After pulling up a child’s General Information screen (Search tab, enter last
name, click Go), click the Enrollments tab. Click on the first line of the
current year’s enrollment.
Sky, Luke

Grade: PK  DOB: 02/25/2011 Gender: M

Assessment Behavior Graduation AdHoc Letters Records Transfer
Summary Enrollments Schedule Aftendance Flags Grades
Print Enroliment History New MNew Enroliment History

Enroliment Editor
Edit | Grade |Type Calendar Start Dste
E PK P 17-18 CMHS1 087312017

End Datg

Starf Status: 01 First time receiving educationsi services
End Sitafus:
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This opens up the General Enrollment Information screen. The data
elements noted below are required to be entered on each enrollment. All
other data elements on the enrollment should be left blank.

Cline V, Patsy
Grade: PK.  DOB: 05/05/2007 Gender: F
Assessment Behavior Graduation AdHoc Letters Records Transfer Alternate Assessmant
Summary Enroliments Schedule Attendance Flags Grades Transeript Credit Summary
Save Delete Print Enroliment History Mew New Enroliment History
S General Enronmeant Information Al
?}35‘:3"‘“5 — S:! e (r22d only) % Cl3Ss Rank Exclgs  EXiemal LMS EXCiuge
“Start Data No Show End Action “Zandcs Type
“Stan Statu Ena S1a1us
40: \AIIIIaNECDnne:‘Ie:I Transfar from public school In district or state W 1“-15: Muitary Connacted: Transfer 10 pubde school In anothar district in MT
DOropout Reason
‘Starl Comments
Gokan-valcad country singar.
If student is Military Connected, select the appropriate Status and
Militsry Connscied Status go back up to the Start Status and/or End Status to select the
Student I8 a dependent of 8 member of: - .
[02: Actve Dty Miatignal Guard appropriate Military Connected codes there.
Attendance and Enroliment information (suto-cakeulated razd-only)
Fall Apsant Excluge Fall ANS - 10 DAI Rue
Fall, Spring and Test Window Aggregate Hours should all be set to
"F: 720+hours”
10+ 03ys LNEXCUES] ADSENCAE 2nd s2m
If student is Homeless, check the HOmeless box and select a
Homeless Nighttime Residence.
m/\ Tz | 720 De""ﬂml If student is an Immigrant, check the Immigrant box and ener Data
Immigrant First Entered US School.
ation
Fecalves Suppemglial Zouc (SES)
(]
Migrant {immigrant Date Immigrant Enterad US Schaol
D il
218t Cantur ant Ign Exchange
Homeless less Nighttime Recldence
l.::m?:gle:::p.;ﬂ:: *D"“E:;:""‘-:"“ ikd| Enter Date Income Eligible for MT PreKDev Grant. This can match the Start
lm!_r_l § Date above. NOTE: Mot all students will have this date entered, as not every
student in the MPDG classroom must be invome eligible. Leave this blank
for all non-MPDG calendar enrollments.
‘Special Ed Status
:
Spacial E4 Setn; ) :
25 ReQECPIag-0T=13NTEWK VNG S7cs IN ECEETTING W Special Ed Status: Yes (only if known)
Al Cleap B -
Special Ed Setting:
= 23 If services provided onsite
= 24 If services provided offsite.
Primary Disability: Only if known.
Exit Date and Exit Reason: Leave blank. g

ENROLLMENT START AND END STATUS CODES
Path: Index/Student Information/General/Enroliments

The child's Start and End Status codes are a reflection of where the child
came from and where the child is going. For State reporting purposes, it is
important that these codes be as accurate as possible.
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Cline V, Patsy
Grade: PK  DOB: 05M05/2007 Gender: F

Assessment Behavior Graduation AdHoc Letters Records Transfer Alternate Assessment

Summary Enrollments Schedule Aftendance Flags Grades Transcript Credit Summary

ﬂ Save Delete E Print Enroliment History H New ﬂ New Enroliment History

Enroliment Editor
Edit | Grade |Type

E P

O General Enrollment Information

Calandar Schadule (read only) "Grade Class Rank Exclude External LMS Exclude
17-18 CMHS MPDG 4 I:‘ D

“Start Date No Show End Date End Action “Service Type

ner04/2017 |7H] O 11172017 [74] [ ] P: Primary M

“Start Status End Status

40: Military Connected: Transfer from public school in district or state Vl 145: Miltary Connected: Transfer o public schoel in another district in MT
Dmpclul Resson

W

Start Comments End Comments

[ e I

B Future Enroliment

Start Status Codes:

- First time receiving educational services

- Continued enrollment same school, no interruption
- Re-entry to the same school after withdrawsal

: Transfer from public school in district or state

: Transfer from public schl under NCLB schl choice
: Transfer from an out of state school

: Transfer from a school from out of the country

: Transfer from a private school within the state

: Transfer from home school within the state

: Transfer from a MT stste-funded school

: Transfer from Montans Youth Challenge

school in district or state

B80: I'\.-'Illltsry Connected: Transfer from an out of state school
50: Military Connected: Transfer from a school out of the country

End Status Codes:
|

100: End of year, returning to same school next year ~

105: Change in grade level during regular schoaol year

110: Promoted to ancther school in the same district

120: Transfer to & public school in the same district

130: Transfer to public schl under NCLB schi choice

140: Transfer to public schl in another district in MT
ransfer b

150: Transfer to a MT stat&funded schoul
155: Military Connected: Transfer to a school out of the country
160: Transfer to a private school in the state
170: Transfer to & home scheol in the state
175: Transfer to Mantana Youth Challenge
180: Transfer to a school out of state
185: Military Connected: Transfer to a school out of state
190: Transfer out of the country
210: Medical care or treatment, eligible to return
220: Enrolled im a foreign exchange program
230: Enrclled im an early admissions college program
240: Withdrawn, under age for compulsory school att
250: Expelled, eligible to retumn
260: Unknown {grades PK-G)
205: Dropped out, subsequent re-enrollment
300: Withdrew for personal or academic reasons
310: Exceeded age requirement set by district policy
320: Removed or Expelled, without option to return
—]330: Withdrew to enrcll in non-diploma program
__]340: Unknown

400: Graduated v
500: Student died
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See Appendix A for definitions of Enroliment Start Status codes.
See Appendix B for definitions of Enroliment End Status codes.

SERVICE TYPE

Path: Index/Student Information/General/Enrollments

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

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

2. S: Partial — the Partial Service Type indicates that the child is
enrolled primarily at another school or district, but receives some
educational services from this school or district. (e.g., a home school
child who takes a math class at the local high school or an 8" grade
student with a primary enrollment 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 child receives from the school or
district is Special Education services. This Service Type applies to
children 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 children who receive Special
Education services (including speech).

A child may have a Primary enroliment at one school and a
Secondary or Special Ed enroliment in another. However, a child can
never have two primary enrollments with overlapping dates.
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http://opi.mt.gov/pub/AIM/GeneralInformation/AIMHelp/Appendix/A_EnrollmentStartStatus.pdf
http://opi.mt.gov/pub/AIM/GeneralInformation/AIMHelp/Appendix/B_EnrollmentEndStatus.pdf

LEGAL NAMES/NAME CHANGES

Path: Index/Census/People/ldentities

Bell, Jlleu{alld{}rIE

“Lack Mame = e R b (MR ST
|=en | 1 | cratram 1| |
I-Ee-’n:e-' | “Earth Dabe (Sages 17 Foo Sac IMmieET
kgl s [1oamess [T I ] | | [ | )
- e Mo Image Available
Sxane RaceemmikcRy-
Federal Deshgranior FAstEn

The AIM system is designed so that each child has only one State Student
ID that stays with a child 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.

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

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

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

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 enroliment overlaps and provide child transfer
information such as LEP data.
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When a child 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 child 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

| District Notices

School Notices

All Processes
Aszsessment Push Down

Process Inbox Combine Person Merge
Filter Designar
s&r Security

[ DeketeSelcted Messages | Vartical Interoperability

] | !|D |=‘r-::ass |\a'wa |=\:s:a: :a-.a|:.a Cate
[0 %% mecords Transter Transter Enror: Hussole, Theosone 100965033 03072014
[0 t % mecons Tramsker Tran

05122014

[ * % mecorss Transter Tran 051192014

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.

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:

RSCOrEs Rslsass
Trils 15 @ Reconts Relssse CoNEINing e S0ent IMomStion, s eguesting disIriciUssr and Me rele=sing districtiussr

RSCOnds Transtsr £00mo. Jim £

Studsnt: Enrodimsnt Typs: Primary

Last hame Zo First Name  Jim Middie Name

Cemder L5 Sirhdate 1507172000 S5

Grade 06 Sl 12-13 Cascade Sonool  Stan Date o242013
Regussting District & Lissr

Dilstrict 0250 Cascade Public Schoals  IName Systern Adminkstrator  Usemame STt
FRequest Cate 051582014 Wvork Fhone Emall

Comments

Fdons.

Rsdezcing District & Lisar

Dilsarict 0556 Phllipsoung K-12 Schools  Name System ACTINIStrENOr  LSemEme SUDDart
Rele=zse Date 0511972014 ok Fhone Emall
Comments
Fione.
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RECORDS TRANSFER TAB

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

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

Huxlable Vanessa

Credit Summany Asssssment Behavior Gradustion AdHoc Letters Records Transfer

MI__ Relezsing Disirkt
15014 recuest

Hudable 1- Puslic 5

Records Transter Huxtabls, anscssa £
Thiks |s a Reconds Rekase confahning Me student Inbrmation, T reguesting districtiuser and Te releasing districtiuser.

Studant: Enrodimant Typs: Primary

LasiName  Hudadke First Name ‘anessa Middle Kame

Gender F Bimndate 07242002 BEN

Grade ary School 14-15Cascade 76 SanlCale 06232014
Requssting District & Uissr

District 0230 Czscace Punllc Sohooks MName System Admilstrator Usermame supoon
Fequest Dae 08132014 'iark Phana Emall

Comments
Mana.

Status: VWarting for former district to relsass racords.

The Transfers section shows the Request Date, the child's name, Status,

Requesting District and Releasing District. Open the record by clicking on
the child's name. The detail screen is shown below.

To manually request records from a child’s former district, click New State
Transfer Request.

NOTE: When a child 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. If the child was previously enrolled in the district

at any time, the screen will not automatically produce a records request, so
it must be manually entered.
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PROCESSING REQUESTS

Transfer into a District - Entering a Records Transfer Request

If the child is enrolled using the direct entry method - OR - if the child 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 child’s last name and click Go. The child’s enroliment
record opens. Click the Records Transfer tab and click New State Transfer
Request.

Banks, Tyra
Swmimary E menit Schedule Attendance Flag Grades Ti cript
Credit Sunmmarny Aszessment Behavior Graduation AdHoc Letters Records Transfer
Mew State T = eques
Cate | Name Saahus Requesting Distrkt Rekasing Dlsrks

Records Transfer Banks, Tyra #

Use ks ool fo request T nelease of a transier student’s recards. The Gillowing Information will be sent o e student's former
district and ey will be given Bhe opporiunly b relesse Belr records. Oy an exact student match can ylekd 3 relesse, so R ks 3
goad Idea fo call e disirict fo confirm Bils stedent was enrolled Sere and fo ket e know B0 epedt a relezse reguest.
Studant: Enrolimant Typa: Primary

LastiName Ganks First Name  Tyra Miadie Name

Gandar F Birindae 05131998 35N

Grade a5 School 14-15 Cascade 7-3  SariDale 082572014

Requesting District & Usar

Disirict (0280 Cascade Pualic Schoals Mame Sysiem Agministrator Usemame  sugport
Reguest D3t 03132014 'Wark Phona Emall

Comments

Click Submit Request to initiate a transfer request. The status of a request
can be verified on the Process Inbox or in the Records Transfer tab of the
child's record.
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Student Records Transfer

Records Releass
Thiks ks a Reconds Release containing e student Information, Bhe reguesting districtuser and he releasing districy

Records Transter Knksvil, Eval
Studsnt: Enroliment Typs: Primary
Lesthame  Hniesl Firsthame vl WAkl Name
Cener M Bl 000X2003 =8N
Grae ® Sohool 1314 Cascace Hign Sonol Stan Dl 01432014
Requasting District & Ussr
Dishrict 0280 Cascade Public Schools  IName 5‘:.5‘.&'11.‘\!11“15‘.5?3[ Usemame Supan
Riquest Dae (14132014 Work Prone Emall
Comments
Nanz
Releasing District & Ussr
Dishrict 0556 Phillipsourg K-12 Schadls IName Systern Adminksiraior Usermame  supnon
Rekease Dal (1132014 Work Frone Emall
Coemments
Nanz.
Status: Records released.
Transfer Documents Data imports
S Fremearigt S == U Frasoorst SRpoR IR

D oommus ozt summany (o W e ""-"'J
£ Bemmmiemsiemay | ) Sesssesakatn 3P zorniimest sy o Wizzrg
& Enmaliment History S S Bonmests =T Assesement import Wizard

5 B = e z eTAzElon mmr',\'t,:-ard
Samentrceperke Dl (5 PRSemmes _f—aar-. e e =
= Healin Sareening mpar Wizand

5#.55&557&1’.&'11%{; &= U R pen s
&Eew‘msrnmr_r & LR B S 4T Smsementot Doouments Soen
5—&&".1 Condiion Summary S U Spogic s Rokotin Spon Wi
&—eahsznee‘uh; Summary U EpeaintEs Cosumats SDaR S
Stizam emenulzation Sumenary % Permpert iz

U Fon cosements smen e

A e e

AIM processes the request and gathers records from the previous school
district. Once the record has been processed by the former district, a
"Transfer Released" message will appear in the Process Inbox or on the
child's Records Transfer tab. Click on the child'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

child'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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Kniewvel, Evel
DOB: OS2I  Gender
Credit ‘Swunminmamy Asssssmeant Behawio Gradustio AdHoo Letters Rec
Sasminnany Enrcliments Schedule Attendancs Flags Grades Tran
Print Enrcliment Histony = MNew Enroliment History

Enmolment Eartor
EdR | Grade Ty Calkendar Saari Cate End Cate

3' 4] = 1314 Cascade High School 01132014

Sart Slatus: 04 Transtar froe peblic school o distric or staike

End Slatus:
B ] = Frillipsurg K-12 Schooks 13-14 Granke 203

Hikgin Sl
S@nt SEtust 02 Coatinved earolinet 5ane Schadl, 00 isrmuation
Eng Siatus’

To import a child's enrollment history, click the Data Import called
Enrollment History Import Wizard. The Wizard will display the child'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.

Transfer out of District

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

direct entry method, the district must have entered a transfer request
manually.)

The message "Request for you to release:" will appear in the Process

Inbox (or click on the child's Records Transfer tab). Click on the underlined
link to open the request.

Process Inbox

Date Range to Display| Al Processes v Find Messages

[ Delete Selected Messages ]

[F1 |!|D |Prucass |Name

|Pnstan Date|Due Date
[0 % Records Transfer

0&M72011
(R '_Jj] Records Transfer | Reguest for vou to release: Mouse, Minnie SE7881540 | 08052011

[ '_"';,;1 Records Transfer Reguest for vou to release: Church, Eric 862380660 0&/01/2011

There are three options on the Student Records Transfer.

1. Release records — an acknowledgement that this child has left the
district and enrolled into the receiving district. The records in the
database will transfer to the new school.
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2. Reject Request — this should only be used if the child 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 child. Please call the receiving district
or the OPI AIM Staff to resolve the overlap.

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 child.

END DATES AND OVERLAPS

ase of your district's records of a student. The request has come in through the Infinite Records Exchange and so the stude:
=0 please help to prevent

Infinite Campus wverifies that the requesting district is whom they say they are, and that the user making the request has been authenticated and authorized to make t

below. You may accept or reject this request, but you are enceuraged te call the reguesting district te verify the user's identity.

Student Records Transfer

Release or Reject a Request for Transfer Records
Aun external district is requesting the
your district. The student has be enrolled in the new district,

rrect data or enrclliment overlaps

Records Transfer Church, Eric #

Gender
Grade

District

None.

District

Student:
Last Name

Enrollment Type: Primary

11-12 Cascade Schoolg

Middle Name
SEN

tart Dia

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

Requesting District & User

0280 Cascade Public Schools
Request Date 08/01/2011

Comments

System Administrator

Releasing District & User

0556 Philipsburg K-12 Schools
Release Date 08/17/2011

Comments

System Administrator

Username admini
Email

Username  admin
Email

The Records Transfer tool can aid in reconciling enroliment overlaps.

When a child transfers to a new district, the transfer request shows the
child's Start Date in the new district. If there is an overlap in enroliment, the
Records Transfer request will appear with a warning.

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

The End Date for a child should always be the last date the child was in

attendance at a school, not the date the records request is received. If a
child leaves without notice a school may carry the child according to district
policy. Once the child has been located (either receives a Records
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Transfer request in AlIM, 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
child's enrollment according to district policy, the End Date may need to be
changed to reflect the child's last day of actual attendance).

SEARCHING IN CAMPUS

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

BASIC SEARCH

The basic search is used for finding data that already exists in your
district/school 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

Student e

Anders_n

Advanced Search

Search Results: 2

Andersen, Sydney H

Anderson, Nicole F

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.
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Index Search

Student hd

0%, k%

Advanced Search

Search Results: 3

11 Bancroft, Kirsten B #726771620 [08/11
12 Bouldin, Kymberlee M #610753455 [0«
12 Brabender, Kyra M #343950190 [03/07

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. Searching with just a % symbol (or ho entry) will return all results.

ADVANCED SEARCH

Index Search

Student V|

D%, k%%

Advanced Search

‘S for 2 recond belng fracked I Camgus by using seanch fiekds or by selecting 3 Saved Flller. 1you have crezied 3 Saved Flfler 200 00 not 222 | e lIst R |
cannol b2 applied 10 2 Census Person Search)
Yl My SEErCh Schookide

Student Saarch Saved Firter

L35t Mame {3, Fall Ansences
= B s punisned

First Name

i
584

G

BIm Date
Cenger
SERiD
Person ID
Loar NuTDer
special E0
SoaE

22mng
=

(M
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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 their own Ad Hoc filters so the items

displayed in the Saved Filter window will likely vary from one user to
another.

OPI AIM HELPDESK

For further assistance, contact the AIM Help Desk:
» 1-877-424-6681 — Option 1
» 406-444-3800 — Option 1
» Email opiaimhelp@mt.gov
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