Quick Reference Guide:

Program
Participation
Collection

This guide explains the process for
entering/updating Program
Participation Data for students
enrolled on the Fall and Test
Window count dates and at the
time of the End of Year Collection.

Topics covered in this Quick
Reference Guide include:

e  Step-by-Step for Program
Participation Collection

e Entering Program
Participation Data

e Data Verification

For more information about
reporting participation in
specific programs, see the
Program Participation
Verification Guide.

A
Achievement Mortana
S - in Montana Office of Public Instruction
womsssas e vty QPP Denise ees Shats Supeeimteron:

Program Participation data is collected three times per year:

Fall Program Participation data is used to determine student

participation in state and federal programs — including Title |,

Free/Reduced Meals, LEP (Limited English Proficient), Homeless
programs, etc. The collection looks at student participation as of
10/3/2016 (Fall Count Date) and must be completed by October 14,
2016.

Test Window Program Participation data is used to determine sub-

groups for AYP calculations. Sub-groups are calculated by
Race/Ethnicity, Meal Status (Free/Reduced Lunch), Limited English
Proficiency (LEP Status) and Immigrant Status. The collection looks at
student participation as of 3/21/2017 (Test Window Count Date)
and must be completed by April 4, 2017.

End of Year Program Participation data is also used to determine

student participation in state and federal programs. The collection
looks at student participation as of the last day of the school year
and must be completed by June 16, 2017.

Before beginning this process, there are a few considerations:

1. What are the steps to complete the Program Participation Collection?

e Steps are listed on page 2. Districts must ensure the enrollment
records for all students are properly updated (new students

entered and students who have left properly exited) and Program

Participation data is accurately entered for all students enrolled on

the count dates. page 3
2. Can |l upload data electronically into AIM?
e Yes, users may upload a file created by the district’s Student
Information System (SIS) or created using an Excel Template
provided by OPI. pages 4 and 5
3. How do | mark students as being eligible for Free or Reduced Meal
status? Limited English Proficiency?

e Identify students who are eligible for Free or Reduced Meals in the

FRAM module. page 8
e Identify students who have Limited English Proficiency in the LEP
tool. page 8
4. How do | verify the data | entered is accurate?
e The “Program Participation Verification” guide explains how to

verify your data.
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http://opi.mt.gov/pub/AIM/GeneralInformation/AIMHelp/QRG/ProgramParticipation/ProgramParticipationVerificationGuide.pdf

STEPS TO COMPLETE THE PROGRAM PARTICIPATION COLLECTION

Please follow these steps to compete this collection (instructions in this guide):

ny .

£

Update all enrollments to be accurate as of:
e October 3, 2016 (Fall Enroliment Count Date) OR
e March 21, 2017 (Test Window Count Date) OR
e The last day of school (End of Year)

This is critically important, since missing or inaccurate student enrollments will not be accurately
reported for the Program Participation Collection. Specifically, be sure that:

a. Start Date and Start Status is correctly entered for each enrolled student.
b. End Date and End Status is correctly entered for each student who has left the school,
including Hi SET (formerly GED) students.

Enter Program Participation information into the ENROLLMENT tab using Direct Entry or File
Uploads. page 4

The following information is collected on the Enrollment tab under “State Reporting Fields”:

Military Connected Status Immigrant (date entered US school)

Title 1 21st Century

Title | Instructional Services (by type) Foreign Exchange

Title | Support Services (by type) Gifted/Talented

Title | Part A Neglected Homeless (and type of overnight residence)
Title | Part D Delinquent Unaccompanied Youth

Receives Supplemental Educational Section 504

Services (SES)

Enter the Program Participation information for Job Corps and MT Youth ChalleNGe on the
FLAGS tab using Direct Entry (file upload not available). page 6

4. Modify enrollment records for students participating only in MT Digital Academy courses. page

6

5. Students who are in licensed day treatment require special reporting treatment. See Day
Treatment - Reporting Students in AIM.
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6. Use the FRAM module to enter Free and Reduced Meal Status. page 8

7. Use the LEP Tool to report students identified as Limited English Proficient (LEP). page 8
8. Lock the current IEP for each special education student. page 9

9. Re-sync data. page 10

10. Verify data - Proceed to the “Program Participation Verification” guide for instructions. page 10
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http://www.opi.mt.gov/pub/AIM/GeneralInformation/AIMHelp/QRG/Enrollment/DayTreatmentReportingStudents.pdf
http://www.opi.mt.gov/pub/AIM/GeneralInformation/AIMHelp/QRG/Enrollment/DayTreatmentReportingStudents.pdf

ENTER PROGRAM PARTICIPATION DATA IN THE
ENROLLMENT TAB

Program participation data can either be

entered using Direct Entry or uploaded into @
AlM. Enrollments must be accurately

entered as of 1) October 3, 2016; 2)
March 21, 2017; or 3) the last day of
school before proceeding.

e Seeinstructions for creating and
amending enrollments in the AIM
New Users Guide.

Direct Entry

Esteves, Michael

Grade: 10 #77 DOB: 03/03/2000 Gender: M

To directly enter Program Participation data

Credit Summary Assessment Behavior Transportation Fees Lockers
|nt0 the StUdentls Current enro'lment record: Graduation Athletics AdHoc Lefters Waiver Records Transfer Report Comments

Summary Enroliments Schedule Attendance Flags Grades Transcript
Choose Year 16-17 and a SChOOI. CIICk the Save Delete Print Enrollment History New New Enroliment History
Search tab. Select Student. Click Go. 0 e [T caenar

16-17 Washington High School 0812972016

£ 10 P Washington High School 2016 A 08/02/2015 061032018 AN
Choose a student and Select the EnrO"mentS 7 03 P Washington High Sthool 2015 A 08/02/2014 051282015 W

e 08 P Adams Middle School 2014 A 08/03/2013 06/06/2014

tab. Click on the current enrollment record to

B General Enroliment Information

open it. Future Enroliment
E State Reporting Fields
State Exclude  Serving District Resident District
Scroll to the State Reporting Fields. The fields
. .. . Military Connected Status
required for Program Participation are: Stuent is a dependent of  member o:
. Attendance and Enroliment Information (suto-calculated read-enly)
> Military Connected Status* LT
Fall Aggregate Hours of Inst. Fall Absent Exclude Fall ANB - 10 Day Rule
> Title 1 . 0
> TFt|e | Instructional 'Ser\/ices (by type) e st s f st %IudasnringANBwﬂ Dy Rule
> Title | Support Services (by type) Tei Windon AfendorceCou .
‘esting Aggregate Hours of ns ‘esting Absen
> Title | Part A Neglected ]
. . ADA - #Days Present ADA - #Days Enrolled
> Title | Part D Delinquent I?LI s @ D
)+ days unexcused absences 1st sem + days unexcused absences 2nd sem
> Receives Supplemental Educational [ [
Services (SES)
> Migrant (IGNORE)**
> Immigrant (date entered US school)
» 21st Century*
> Foreign Exchange NOTES:
> Gifted/Talented
> Homeless (and type of overnight * Once the student is identified any time during the
residence)* year in Military Connected Status, 21st Century, or
» Unaccompanied Youth Homeless, do not unmark the status for the remainder
> Section 504

of the year.

After entering all relevant program participation

**|gnore the Migrant box, which will be checked and
information, click Save.

maintained by the OPI Migrant Program staff.
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http://opi.mt.gov/pub/AIM/Collections/BeginningofYearCollection/14_15NewUserGuide.pdf
http://opi.mt.gov/pub/AIM/Collections/BeginningofYearCollection/14_15NewUserGuide.pdf

File Upload (OPTION 1 - Extract File)

Districts may have an option to create an extract file from their district Student Information System (SIS) to

upload the Program Participation data into AIM. Follow instructions from your SIS vendor to create an upload file

in the *.tsv or *.txt format.

e Demographics and enrollments (uploaded) records in AIM must be up to date prior to this program
participation upload. (See Beginning of Year Verification guide, page 10 of that guide)

After creating the extract file from the SIS system, upload it as follows:

From the Index, expand MT State Reporting/ MT Data Upload. For Import Type, select Program Participation.
For Work to Perform, select Validate and Test File. Browse for the *.tsv or *.txt file. Click Upload.

System Administrator
Student Infermation
Instruction
Census
Behavior
Health
Attendance
Scheduling
Grading & Standards
Programs
Ad Hoc Reporting
User Communication
Assessment
System Administration
FRAM
Messenger

* T State Reporting

MT Data Upload

MT Extracts

TEAMS Extract

MT Transcript Extract

Index Search Help

State Data Import

Select an option under "Import Type” to specify which record type you are upleading. If the file you upig
more than one type of record, (i.e. 5D and EM records) select "Multiple Record Types™.

Select an option under "Work To Perform™ to indicate how the file should be processed. There are 2 opd)
1. Walidate and Test File - Only error checking will be performed on the file. A summary report
identifying any errors that were found. No data is imported under this option.
2. Load Partial File - Data from the file will add to or update the current student record in
A summary report will be generated indicating the number of records that were inserted or cha
=hould be used when updating the information on a partial list of students.

Recent Changes:

1. Student Demographics - Field 11 (Race/Ethnicity) has been changed to a filer field and data
no lenger be imported.

2. Student Enrollments - Field 15 (No Show) has been changed to a filler field and data in this
longer be imported.

3. Program Participation - Fields 08,1011, and 12 (Free/Reduced Lunch, SPED Status, Part B §
End Diate} have been changed to filler fields and data in these fields will no longer be imported.
13 (Section 504} no longer has a validation and either ¥ or N will be imported.

4. Career and Technical Education - Fieldz 10,11, and 14 (Tech Prep Participant, Mon Tradition
Career Path) have been changed to filler fields and data in these fields will no longer be importd

Import Options

Import Type Program Participation W
Work to Perform | validate and Test File

3 C:\Users\cp8882\Downloads\AA_0556_08182014.csv | Browse.. || Upload
Submit to Batch
or
TELIER | 08/28/2014 12:14:01 (COMPLETE) || Load|

Check the Import Results Summary for Errors and Warnings.
The Errors must be corrected before uploading. The import Type

Import Options

| Program Participation W |

Warnings are messages about potential issues with uploading | wrkto perform

students; please check these thoroughly before proceeding

with the upload. .

When all Errors have been cleared and Warnings checked,
change the Work to Perform to Load Partial File. The Import

3 CAUsers\cpBEE2iDownloads\AA_0556_08182014.csv | Browse.
Submit to Batch
Cr
RestFie  [ga12812014 12:14:01 (COMPLETE) v|| Load

Type should be Program Participation. Browse for the file

and click Upload.
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http://www.opi.mt.gov/pub/AIM/Collections/BeginningofYearCollection/BeginningofYearVerification.pdf

File Upload (OPTION 2 - Excel Template)

Districts may use the OPI Student Program Participation Template to prepare a file that can be
uploaded to enter student participation data into AIM.

e Demographics and enrollments (uploaded) records in AIM must be up to date prior to this
program participation upload. (See Beginning of Year Verification, page 10 of that guide)

The Student Program Participation Template is available on the OPI AIM Webpage. From the AIM
Webpage, navigate to AIM File Upload Templates. Open and Save the Student Program Participation
Template.

Open the Student Program Participation Template. Enter the required information, shown in red, for
each student.

A B c D E F G H | J K L M N o]
1 |DELETE rows 1, 2, and 3 prior to saving as a text{tab delimited) file.
2 Field 1 Field 2 Field 3 Field 4 Field 5 Field & Field 7 Field & Field & Field 10 Field 11 Field 12 Figld 13 Field 14 Field 15

Record District School | Calendar | Student's | Student's Last First Filler Filler Filler Filler Section Title | Title |
Type (PP) | Humber | Humber | Number | StatelD | Local ID Name Hame 504 Participation | Reading*

W00 = O )

16 W X Y Z AA AB AC

A7 | |

Field 23 Field 24 Field 25 Students who meet the ield 28 Field 25
critieria for Part A

Title 1 | Title | Part | Title | Part lNeglecb\acl must have a 21st
Support A D program type selected (if Homeles:

Other* | Neglected |Delinquent| =)the districtis providing ~ [B1EUTY
SErvices):

01: Local Delinguent
Program - studentsin a
local detention center or
correctional facility
(students may attend
NOTE: Hover over the column header school or school may

. provide service at the
to see options for the data to be fadilty)

] ) 02: Local At-Risk
entered in each field. Program -studentis a
returning dropout or at
risk for being a dropout
and the school is
providing additional
educational services

03: State Agency
Delinquent Program -
Students in Pine Hills or
Riverside Correctional
Center, but still enrolled
in a local school
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http://www.opi.mt.gov/pub/AIM/Collections/BeginningofYearCollection/BeginningofYearVerification.pdf
http://opi.mt.gov/Reports&Data/AIM/
http://opi.mt.gov/Reports&Data/AIM/
http://opi.mt.gov/Reports&Data/AIM/#gpm1_2

j Granite HS Program Participation.txt - Notepad C=T=r é

File Edit Format View Help
HD 10/14/2015 10:37:21 MT9.1 A
PP 0556 0565 1 847929660 847929660 Al
. . PP 0556 0565 1 348188077 348188077 As
After entering all data, delete the first pp 0556 0565 1 566615738 566615738 As
PP 0556 0565 1 813337554 813337554 Bz
- PP 0556 0565 1 494435677 491435677 Be
three rows of the file and save as a pp 0556 0565 1 726771620 726771620 Be
. PP 0556 0565 1 530628001 530628001 Be
* tsv or *.txt file. Open the *.tsv or PP 0556 0565 1 421002882 421002882 Be
PP 0556 0565 1 610753455 610753455 BC
* - . PP 0556 0565 1 343950190 343950190 Br
.txt file and insert the header row PP 0556 0565 1 255722126 255742126 Br|E
PP 0556 0565 1 986880712 986880712 By
i PP 0556 0565 1 660332604 669332694 ce
(HD tab date tab time tab MT9.1). PP 0556 0565 1 412623166 412623166 cc
. pp 0556 0565 1 832160405 832160405 Cc
Save the file. pp 0556 0565 1 269527025 269527025 Cr
PP 0556 0565 1 197215346 197215346 au
PP 0556 0565 1 781855810 781855810 De
. . PP 0556 0565 1 855538486 855538486 De
Follow the instructions to upload the pp 0556 0565 1 993216288 993216288 D
PP 0556 0565 1 289911882 289911882 Ge
- PP 0556 0565 1 313071443 313071443 Ge
file, see above. PP 0556 0565 1 755589630 755589630 Gr
PP 0556 0565 1 614155380 614155380 Hz
PP 0556 0565 1 816373131 816373131 He
PP 0556 0565 1 964044774 964044774 He
PP 0556 0565 1 396162661 396162661 HL
PP 0556 0565 1 720073577 720973577 I
PP 0556 0565 1 730645717 730645717 Ke
pp 0556 0565 1 517835230 517835230 Kr
PP 0556 0565 1 793681756 793681756 Kr
PP 0556 0565 1 934302984 934302984 Le
PP 0556 0565 1 100853059 100853059 Li
PP 0556 0565 1 853478543 853478543 Li
PP 0556 0565 1 895816071 895816071 Li.
< 11 D

_—

ENTER PROGRAM PARTICIPATION IN THE FLAGS TAB - Job Corps, Youth ChalleNGe

Participation in Job Corp and Youth ChalleNGe is indicated in AIM by entering a flag on the Flags tab in
the student enrollment. This must be done manually, since there are no upload options for the Flags tab.

Students enrolled in Job Corps or MT Youth ChalleNGe may be enrolled at the district if they meet certain
requirements.

e For more specific information about enroliment requirements and reporting students in AIM, see
the MT Programs - Montana Youth ChalleNGe and the MT Programs — MT Programs Job Corps &
MTDA reference guides.

Job Corps and Youth ChalleNGe students must have:

1) Anenrollment in the district. On the Enrollments tab, the Start Date is the student’s entrance to
the school year at this school.

Esteves, Michael
Grade: 10 #77 DOB:03/03/2000 Gender. M

Credit Summary Assessment Behavior Transportation Fees Lockers

Graduation Athletics AdHoc Letters Waiver Records Transfer Report Com

Summary Enrollments Schedule Attendance Flags Grades Transc
Print Enroliment History New New Enroliment History

Enroliment Editor
Edit | Grade |Type | Calendar | Start Date | End Date

E‘ 11 P 1617 Washington High School 03/28/2016

Start Status: 02 Continued enroliment same school, no interrupfion
End Stafus:
[} 10 P Washington High School 2015 A 090272015 06/03/2016

Start Status: 02 Continued enroliment same school, no interrupfion
End Stafus: 100 End of year, retuming fo same schoal next year
[E] (V=] P Washington High Schoaol 2015 A 09/02/2014 05/28/2015
Start Status: 04 Transfsr from public school in district or state
End Status: 100 End of year, retuming fo same school next year
E" 08 P Adams Middle School 2014 A 09/0372013 06/06/2014
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http://www.opi.mt.gov/pub/AIM/Collections/MTProgramsJobCorpYouthChallengeMTDA.pdf
http://www.opi.mt.gov/pub/index.php?dir=AIM/Collections/&file=MTProgramsJobCorpsMTDA.pdf
http://www.opi.mt.gov/pub/index.php?dir=AIM/Collections/&file=MTProgramsJobCorpsMTDA.pdf

2) Aflag on the Flags tab showing participation in the program.
When the student starts the Jobs Corps or Youth ChalleNGE Program, click Flags.
Under Flags, Click New, Select Job Corps or MT Youth ChalleNGe.
Enter the Start Date of the student’s participation in the program.
e If astudent has left Job Corps or Youth ChalleNGe, enter the Exit Date.

NOTE: A student who takes a HiSET (formerly known as GED) test at the center must be exited prior to
the student's test date. On the Enrollment record, enter the End Date and the non-dropout code of 175-

Transfer to Montana Youth ChalleNGe.

Esteves, Michael
Grade: 10 #77 DOB: 03/03/2000 Gender: M

Credit Summary Assessment Behavior Transportation Fees Lockers

Graduation Athletics AdHoc Letters Waiver Records Transfer Report Com

Summary Enroliments Schedule Aftendance Flags Grades Transc

Delete New

Flag | Start Date | End Date | User Warning

Part B Early Intervening Services

Eligibility Start Date Eligibility End Date
_D _D _:|

*Start Date

User Waming

ADJUSTING ENROLLMENTS FOR MT DIGITAL ACADEMY STUDENTS

MT Digital Academy students are enrolled through public school districts and are enrolled in AIM the
same as other students. No additional enrollment data is needed in AIM.

e If astudent is primarily enrolled in any other type of school (e.g., home school, private
school, etc.) and is enrolled in the public school only to access the MT Digital courses, report

the student with Service Type of S: Partial.

June 2016
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FRAM MODULE

The FRAM module allows districts to
track changes to the Free/Reduced
Meal status throughout the year.

NOTE: Meal Status is no longer
entered in the student enrollment. All
Free/Reduced Meal Status information
must be entered through the FRAM
module.

For more detailed information on
entering FRAM data see the FRAM
Direct Entry or File Upload guide.

Yoar [T6-17 ~|  Sehool

Esteves, Michael

Home Primany Langusge:
Expected Bt Dase r T3 Language of irpne
— First Enteved US School

Index Search Esteves, Michael
Grade: 10 #77 DOB:03/03/2000 Gender. M
Makayla Pederson
Eligibility
Student Information
~ Save New Delete
Census
Eligibility Editor
Benavior School Year | Eligibility Type| Eligibility State Code | Certified Type StartDate | EndDate | Opt Out Med. | Opt Out SCHIF |
1216 Meal Paid N Income 09022015 10M052016
Health
Aftendance
Scheduling
Fees
Grading & Standards < >
Medicaid Elgbilty Detal
Program Admin *School Year *Start Date *End Date Application Name Reference Number
' = e [
Ad Hoc Reporting Eligibility Type *Eligibility Source
optoumedicain [ optoutscHe
User Communication State Eligibilty Code
o State Gode
Assessment ‘
System Administration
v FRAM
Eligibility

Message fram webpage

[

L, Esteves before LEP records can be added.

! Home Primary Lanquane must be added to Census for Michael

The ELP test is given to students with a
current identification as Limited English
Proficient (LEP) by a local school district.

For each LEP student, Enter a Language of
Impact and Home Primary Language on the
student’s Demographics tab.

On the LEP tab, Enter Program Status and
Date 1st Identified as LEP.

e For an LEP student determined to be

hievement Mortana
Montana ' Office of Public Instructien
e

Dienise s, State Superintercdens

o

proficient by the district, enter Date
English Proficient. Their Program
status becomes 02: Former LEP.

For more detailed information on entering
students as LEP, see the LEP Tool Guide.
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http://opi.mt.gov/pub/AIM/GeneralInformation/AIMHelp/QRG/ProgramParticipation/FRAMDirectEntryFileUpload.pdf
http://opi.mt.gov/pub/AIM/GeneralInformation/AIMHelp/QRG/ProgramParticipation/FRAMDirectEntryFileUpload.pdf
http://www.opi.mt.gov/pub/AIM/GeneralInformation/AIMHelp/QRG/ProgramParticipation/LEPToolGuide.pdf
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LOCK CURRENT/COMPLETED IEPs

counts.

From Search, select the student by last name. Click Go.

The completed IEP for each special education student must be locked for the Fall and Test Window

From the Index, select Student information/Special Ed/General. Click Documents.

Highlight the IEP in the Documents List. Note that the Document Detail lists “Locked: No”, so the

IEP must be locked. To lock it, click Lock/Unlock. The Document Detail will change to “Locked: Yes”.

Burns, Kade

Grade: 01 #542007717 DOB: 01/23/2009 Gender: M

Summary Team Members Documents Contact Log

Amend Delete

Cpen Lock/Unlock Copy

Upload Document

- [1] 2015-2016 (7)
=[] Plans (2)
IEP {D3/06/2016-03/07/2017)
@ MT IEP {021 02015-03/0%/2016)
|- () MT Supplemental Documents (1)
[ﬁ MT Outcome Measures 3-6 (031 0/2015-03/09/2016)
+-[_] Forms (1)
+|--[_] Progress Reports (3)
+- (5l 2014-2015 (8)
- () 2013-2014 (7)

Document Detail
Locked: No Type:

Date: 03082016 - 03/07/2017
Created Date: 02/26/2016

Created By: 1. ..., ..

Last Modified Date: 06/21/2016 Modified By: Ad‘nlnlstramr System

Uﬂkt e! Publl( Instmnlon
Donise Stats Superintenden:

Collection

Program Participation

”

NOTE: Use the Print option to view
a locked IEP. Using the Open
option will unlock the IEP and may
cause it to be ineligible for state
reporting or have legal
ramifications.
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RESYNC DATA

A data sync is required for all file
uploads. It is recommended to
sync data before collection due
dates.

This process syncs the data from
Montana Edition and District
Edition schools to the State for
use in state reporting.

From the Index, expand System
Administration/Data
Utilities/Resync State Data. If
syncing data from the 2016-17
year, set the Year to 2016-17. If
syncing data from the 2015-16
year, set the Year to 2015-16.

To sync Enrollments check the
box for Enrollment. All
connected data elements will
automatically populate.

At the bottom,
click Send Resync.

The green radio buttons indicate
a successful resync of data, and
a message will appear in the
Process Inbox.
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DATA VERIFICATION

The first step in the data verification process is to make
sure the data is correct at the district level! This may
involve a dialogue with specific program staff, including
the Title | Director, SPED Director, lunch staff, etc.

If the data in the district's local Student Information
System (SIS) is incorrect, the data in the AIM MT
Edition will likely be incorrect as well.

Once the data is transferred to AIM (either by direct
entry or file upload), there are numerous tools in
Infinite Campus to verify data, including the Student
Information Reports (see instructions on following
pages) and the Ad Hoc Reporting tool.

The Program Participation Verification Guide explains

how to use these reports and tools to verify data
accuracy and completeness.

For assistance please contact the OPI AIM Help Desk at
opiaimhelp@mt.gov or 1-877-424-6681.
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