CALENDARS IN INFINITE CAMPUS

Calendars set the stage for all other collections in Infinite Campus and include: Calendar
Information with start and end dates, calendar types for all schools, grades, and configurations,
Grade Levels served, Terms by grading period, Period Schedules (including early release or
alternate days), Days for student instruction and state required pupil instruction related (PIR)
days. Calendar information is used for calculating aggregate hours, course minutes and PIR time
for Accreditation, School Finance, and Career and Technical Education (CTE).

School Year Setup

School years must be set up prior to creating calendars for the year. Only Label, Start Year, and End Year
are required. Under Instructional Minutes Preference, ensure that Exclude time gaps between periods
is un-checked. If this box is checked, Aggregate Hours will not include passing time.

School Year Setup ¥r

Exclude non-nstructonsl perods

Calendar Creation

Calendars are the defining elements for a school, or portion of a school. Calendars are created based on
attendance (grade levels that attend at different times), students (part-time, extracurricular), or program
(preschool, alternative). Follow these steps to create the calendar(s) for a school:

v Roll Calendars from the prior year or create new Calendars.

v' Create Calendars for separate programs (e.g., alternative schools, offsite locations, or extracurricular
participation).

Enter Calendar information.

Verify grade levels (for the calendar, properly mapped to state grade).

Enter Terms and term dates.

Create period schedules (for regular and alternative days).

Create Days (map to appropriate period schedules, identify PIR dates).
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Collection Implications:
e Districts must meet the minimum aggregate hours requirements in 20-1-101 and 20-1-301, MCA.
e Districts must meet the in-service requirements in ARM 10.55.714.
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Calendar Wizard
PATH: Scheduling & Courses>Calendar Setup>Calendar Wizard

It is recommended to roll calendars forward from the prior year, unless there are significant changes that

require starting with blank calendars.

1. Select Create new Calendars by rolling forward selected data to copy a calendar from a prior

year.

Copy, Rollforward, or Create new Calendar-linked Data

This wizard will walk you through the creation of new school calendars by rolling data forward, or copying an existing calendar. Days wil only roll forward if there are matching schedule structures and period schedule names in the new calendar.
Note: Creating calendars is a database inensive procedure. It can take  long fime to complete, and may slovr down the system while it runs. Please ry o run this tool during off-peak hours.

Calendar Wizard

Select Wizard Mode

O Greate new blank Calendars
(®) Greate new Calendars by roling forward selected ata (1ast.years data will be added 1o 3 newly created calendar)

() Copy data into Existing Calendars
Next >

2. Enter the information for the new year on the left side of the screen. Select the prior year
calendar to copy from the right side of the screen (you may copy a single calendar or multiple

calendars).

Copy, Rollforward, or Create new Calendar-linked Data

Note: Creating calendars is a database intensive procedure. It can take a lang fime o complete, and may slow down the system while it runs. Please fry o run this tool during offpeak hou

This wizard il walk you thtough the crealion of new schoo caendars by roling data forvard,or copying an existing calendar Days ullony rollferard f there are matching schedule sirucures and period schedule names n the new calendar.

Exil Calendar Aftibutes for new Calendars Select Calendars fo Rol
25-26 Alkali Creek School
e ==
N::Lm" late =0 24-25 Alkali Creek 4-5 . Select the prior year
P [yearllschooiname] | (24.25 Alkali Cresk K-3 [ ] calendar to copy to the
Number ] 24-25 Amrowhead 45 < <« Py
*Start Date o120z |7 2425 Amouhead K3 new school year.

HE I (061302026 |75]

24-25 Bench KinderREADy AM

24.25 Bench KinderREADY PM

2425 Big Sky 45

24-25 Big Sky K-3

24.25 Billings Early College §

24.25 Billings Multiingual HS
CTRL-click and SHIFT-click for mulfiple:

Enter the information for
the new school year.
‘Start/End Dates are for

the new Fiscal Year

3. To ensure that data is properly copied from one year to the next, check all the boxes under Pick

the Data to Copy. Click Run Wizard.

Calendar Wizard
Copy, Rolfonvard, or Craterew Calen

pardfthore ore matching and period
lease Iy 1o ru s 130 during ot peak hours

Pick the Data to Copy

Galendar Attrbutes.
Schedule Struciures
Torm Schecvies
(NOTE: Term dates wil ot ol F they fal cutside of the calendr startancl endl detes.)
Period Schedules.
Days
Day Events
Section Templates.
Portal Calendar and Term Settings
Grade Levels
Couses
Sections wi Schedule Placement
Teacher Assignments
Section Staff Assignments
Room Assignments
Grading Tasks, Credis, Standards ./ Check the boxes to copy from one year to the next. Check all
Grade Calc Opions. unless there are significant changes.
Categories.
Gourse Rules.
Schedule Building Constraints
Course Fees
Assessments
Cross-Site CourseiSection Settings
Attendance Excuse Codes
Scheduling Teams
Section Team Assignments
Calendar Overides
GPA Galculations

Run Wizard b
L3
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4. Refresh the screen and navigate to the next year’s calendar.

Context

Calendar Information Tab
1. Select Start and End Dates to reflect the fiscal year.
2. Select the appropriate type:
e |: Instructional — Regular school calendar.
e A: Alternative — Alternative education programs that don’t follow the regular instructional
calendar (different terms, periods, days).
e F: Offsite — Programs that are not held at the same location as the school the calendar is
associated with (e.g., Attendance Centers).
e  O: Other — Extracurricular Participation, Educational Savings Account, Home-Based Early
Targeted Intervention, etc.
3. Select the appropriate Days Per Week.
e Select Traditional 5-Day Week for consistent Monday-Friday schedules.
e Select 4-Day Week for consistent 4-day school week schedules.
e Select Modified 4-Day Week if there are regularly scheduled Fridays throughout the year
(other than making up a Monday holiday).
o Example 1: One week a month is 5 days, and the rest of the weeks are 4 days would
be a Modified 4-Day Week schedule.
o Example 2: The first half of the semester is 5-day weeks, and the second half is 4-day
weeks would be a Modified 4-Day Week schedule.
o Example 3: For weeks with a Monday holiday, (i.e. Labor Day) going to school that
Friday instead of Monday would NOT be a Modified 4-Day Week schedule.
e Select Other (Preschool/Kindergarten/SPED Only) if students attend less than 4 days per
week OR for non-instructional calendars.

Calendar Information

Mark for Delefion

School
1853 Ben Steele Middle Schoal (schoollD:46)
Number uence

“End Date ‘Summer Schoal
06302028 |7

Teacher Day (minuiss) Exclude
=

Half Day Absance (minutes)
L 1 O

Extemal LS Exclude
(m]

Comments
rolling 08/1172025 11:28 AM

PerWesk
[Tradibonal 5-day weskc
Traditionsl 5-day week

Ful 4-day week

Modifed 4-day wesk (some Fridays)

Other (PreschoalIKindergarten/SPED Only)
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Grade Levels

Terms

Grade Levels must match the OPIl approved grade levels for the school. Note: The grade levels
for a calendar may be a range with the approved grade level if separated for instructional time
purposes (e.g., this calendar may be split into separate KF-02 and 03-05 calendars due to
differences instructional time — but the grade levels must still be within the approved range).
Verify that the grade level Name matches an approved State Grade Level Code.

Grade Level Setup w7

New Save Delste
Name | seq “Name
GE 7
&7 8

Districts may have
different grade
names, but they Msmum Membership Days

should be mapped

to an appropriate

State Grade Level %

Code. = 4 Sohool Chaios Appl

Whole Day Absence (minuies)

Gode Lo

Districts must enter the grading period terms for the selected calendar.

Term Setup

Save Term ScheduleTerms Mew Term Schedule/Terms Delete Term Schedule/Terms

Term Schedule Detail
“Mame Primai

*Saquence *Start Date “End Date
|[1 |[oazrizozs |7 [o11eiz026 |75

|[2 |[owigiz0e8 | 5| [0B/052028 |5

Periods

The requirements for Periods depend on the level of the Calendar and the Accreditation of the school.
District Edition applications may have some deviations based on the needs of the school. This is the
minimum required for state reporting:

Elementary K-6 and Elementary K-8, where the 7-8 is not separately accredited — single
attendance period with a non-instructional period for courses (e.g., “specials” that must be
recorded separately when they are taught by separate instructors).

Elementary 7-8 where the 7-8 is separately accredited — must report an accurate period
schedule to reflect the student’s participation and hours in the additional program requirements
of an accredited middle school.

High School — must report an accurate period schedule to reflect the student’s participation and
hours in the program requirements of an accredited high school. The calendar will look very
similar to the middle school calendar.

Lunch, recess, and any other non-instructional time that happens during the regular school day
is to be added in the Lunch Time field. Only use the Non-Instructional check box for periods that
occur before or after the regular school day.
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Pesiod Schedule Info
*Name *Sequence Exceplion/Special Instructional School
Main | | 1 | Day Minutes Day
830 630
[
*Name *Seqguence Start Time End Time Lunch Mon- Responsive|
Time Inst\yctional
» [EB Period [ 1 |[07:30 am |[08:18 Am [0 O
» [1stperiod |[2 |[08:18 am |[09:30 AM [0 | T3 O
¥ [2nd Peried  |[3 |[09:30 am |[10:30 am [0 | O O
X [3rdPeriod  |[4 |[10:30 Am |[11:30 am | O O
¥ [4thPericd  |[5 [[11:30 2 |[01:00 P n J| O O
» [sthPerica  |[6 |[01:00 PM | [02:00 PM o= 1 O O
» [sthPerica  |[7 |[02:00 PM | [03:00 PM [0 | O
¥ [TthPericd || |[03:00 PM |[03:55 PM [0 O
¥ [MHsAAct  |[e |[04:00 P |[08:00 PM [0 \ O
[ Add Period |

If there are days with other schedules (e.g., early out) create additional Period Schedules for those days.

Days

The Days tab is used to designate days as school days (regular or shortened), PIR (in-service), or non-
school days for the year.

e Select Day Reset. Enter Start Date (first instructional school day), End Date (last instructional
school day), and check the Day boxes (M-TH for a 4-day week, M-F for a 5-day week).

Day Setup

Prin Rtation

August 2026

T Ve

o
" 1
o
E

Scheduling & Courses > Calendar Setup > Day Setwp]] Day Setup &
Reled Tools ~
Mul Day Event M Calendar Report

Th Fri st

L o ®

" 1 ®

= ® »

~ Event on s Day

e To enter a Pupil Instruction Related Day:
o Choose the day by clicking the blue number.
Choose a Period Schedule (choose any schedule).
Check the School Day box.
Under Day Events, click Add Day Event.
Choose Type IS: In-Service (name may be other than In-Service, but should align to code
IS).
Enter Duration in minutes (e.g., 6 hour day (full day) is 360 minutes).
o Click Save Day/Day Events.

O
O
O
O

O

Day Setup #r

owcwerts [ sorpesst [ owrctien [ beer [ Frrtmossen b Doy Erert [ T Cotar Report

b August 2026

EDUCATE Unit Contact Information
(406) 444-3800
opiaimhelp@mt.gov

August 2025


mailto:opiaimhelp@mt.gov

Note: There may be other codes for PIR/Parent Teacher Conference days in the MT/District Edition, but
the event must be entered with the code IS: In Service and a Duration not less than 120 minutes to be
counted for state reporting.

e To change a Day:
o From a Regular Day to Shortened Day/Alternative Day (A/B): Select a Day and change
the Period Schedule by selecting a new schedule.

Day Setup %

September 2026

Bun Mon T W

TRFADAY
owr

o To enter a PIR/Parent Teacher Conference Day: Select a day, check School Day, enter a
Day Event for IS: In Service or PT: Parent Teacher Conference, and enter Duration (360 is
a full day). Day Event, with Duration, must be entered to count for state reported PIR
time.

November 2025

Note: For Days with both PIR (In-Service) or Parent Teacher Conference (PT) and Instruction (School
Day/Attendance) leave School Day, Instruction, Attendance checked and enter the PIR (In-Service) with
the Duration of the PIR. Day Event, with Duration, must be entered to count for state reported PIR/PT
Conference time.

o To enter a Non-Instructional Day (Option 1): Select a day, un-check School Day,
Instruction and Attendance. Enter a corresponding Day Event.

November 2025

=
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o To enter a Non-Instructional Day (Option 2): Select a day and click Delete Day/Day

Events.

Day Resel OBy Rotat

September 2025

~Evert o Oz

Note: For more complicated Day setups (e.g., A/Day, B/Day), contact the EDUCATE unit for assistance.

Copying Data to Another Calendar

Districts that have multiple elementary, middle, or high school calendars where the calendar information
is the same across the district may copy calendar information from one calendar to another using the
Calendar Wizard. The Copy function is most useful for copying Terms and Days between Calendars.
Term names must be the same between calendars before copying Terms (e.g., copy Trimesters between
all calendars with Trimester terms). Period Schedule names must be the same between Calendars

before copying Days (e.g., both Calendars have “Regular Day” and “Early Release”).

PATH: Scheduling & Courses>Calendar Setup>Calendar Wizard

e Select Copy data into Existing Calendars.

Calendar Wizard
Copy, Rollforward, or Create new Calendar-linked Data

schedule names in the new calendar.
Note: Creating calendars is a database intensive procedure. It can take a long time to complete, and may slow down the system while it runs. Please try to run this tool during off-peak hours.

Select Wizard Mode o

O Create new blank Cale
Ocre Endars by rolling forward selected data (last-years data will be added o a newly created calendar).
(@] Copy data into Existing Calendars

[Next?

Ca|er‘|dar WiZard bicd Scheduling & Courses > Calendar Setup > Calendar Wizard

Related Tools ~

This wizard will walk you through the creation of new schaol calendars by rolling data forward, or copying an existing calendar. Days will only roll forward if there are matching schedule structures and period

Select Copy/Append Other Data Elements or Overwrite Terms/Days:

Calendar Wizard

Copy, Rollforward, or Create new Calendar-linked Data
This wizard will walk you through the creation of new school calendars by rolling data forward, or copying an existing calendar. Days will only roll forward if there are matching sched:
Note: Creating calendars is a database intensive procedure. It can take a long time 1o complete, and may slow down the system while it runs. Please try to run this tool during off-ped

Select Copy Mode

O Overwrite Terms/Days jode will update Term dates, Day Attributes (School Day, Instruction, Attendance), Day
Events and the Pericd Schedules a ividual days so long as the Period Schedule names and Schedule Structure
names are the same in the source and destinatio

® CopylAppend other data elements s

O Copy School Month data

< Back | Next >
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e Select the Source Calendar and the Destination Calendar(s)

Calendar Wizard

Copy, Rollforward, or Create new Calendar-linked Data

This wizard will walk you through the creation of new school calendars by ralling data forward, or copying an existing cal
structures and period schedule names in the new calendar.

Note: Greating calendars is a database intensive procedure. It can take a long time to complete, and may slow down the|
hours.

Source Calendar Destination Calendars

l 25-26 Comelius Hedges 4-6 ~ 25-26 Cornelius Hedges 4-5
25-26 Comnelius Hedges PK-3
25-26 Edgerton School

. 25-26 Edgerton School 4
L)l 25-26 Edgerton School 4-5

25-26 Edgerton School PK-3
25-26 Elred School 4-5

25-26 Elrod School PK-3

Copy from Source 26.26 FHS Aspire
to Destination 2526 FHS ATC
25-26 FHS LEC
25-26 Flathead High School
25-26 Flathead Pace Academy

CTRL-click and SHIFT-click for multiple

< Back [ Next >

e Select elements to copy and click Run Wizard. Refresh page.

Calendar Wizard

Copy, Rollforward, or Create new Calendar-linked Data
This wizard will walk you through the creation of new school calendars by rolling data forward
schedule structures and peried schedule names in the new calendar.

Note: Creating calendars is a database intensive procedure. It can take a long time to comple|
peak hours.

Pick the Data to Copy De =
aurse Fees

[ Calendar Atiributes Assessments
Schedule Structures Cross-Site Course/Section Settings
Term Schedules Attendance Excuse Codes
(NOTE: Term dates will not roll if they fall outside of the calend: Scheduling Teams
Period Schedules Section Team Assignments
Days Calendar Overrides
Day Events GPA Calculations

Section Templates

Portal Calendar and Term Settings Run Wizard
B o

Student Demographics and Enrollments

Student Demographics and Enrollments are the basis for all state reporting. Demographic information,
for example, is used to create subgroups for Assessment and Dropout, Graduate, and Cohort reporting.
Enrollments track the time period for student enrollment in a district as well as the type of enroliment.
Enrollment Start and End Dates and Service Type affect, for example, inclusion in Federal reporting,
requirements for assessment, and eligibility for ANB counts (financial reporting).

Steps:

v Roll enrollments forward from a prior year.

v" Use the Student Locator to find students enrolled in another Montana district or facility.

v Use the MT Data Upload tool to import Student Demographics and Enrollments from a 3™ party
Student Information System.

v Verify accuracy of student race/ethnicity, date of birth, home primary language (EL or Immigrant)
and/or Language of Impact (EL).

v’ Exit students who have transferred or are no longer receiving educational services.

Collection Implications:
EDUCATE Unit Contact Information
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e Student enrollment information is used for both State and Federal Reporting:

o Enrollments drive budget limits for districts — Average Number Belonging (ANB).

o Enrollments determine funding for special State programs (e.g., State Major Maintenance
Aid, Transformational Learning, Indian Language Immersion Program).

e Student enrollment information is also used for both State and Federal Reporting:

o Students identified as American Indian are eligible for additional State Funding (e.g.,
American Indian Achievement Gap payment).

o Student race/ethnicity is a subgroup for assessment.

Enrollment Roll Forward
PATH: Student Information>General Student Administration>Enrollment Roll Forward Wizard

Create new enrollment records by rolling student enrollments from the prior year using the Enroliment
Roll Forward Wizard.

Note:

Select prior year calendar(s), grades to roll forward, Service Types, Schedule Structure from the

fields on the left.

Select current year Local Start Status, Destination Calendar, and Destination Structure from the

right.

If rolling multiple grades at once, leave Destination Grade and Start Date Override blank. Next
grade is determined by the sequence of grades in the grade levels tab.
Start Date is the first date in the Term Schedule (first day of school for students).
Click Run Test to test the roll forward and Run to complete the task.

If Student Enrollments are already ended, but not rolled forward, check the box “Include students
whose enrollments end the last day of the term” before clicking Run Test or Run.

Select Source Calendars

Enrollment Roll Forward Wizard v¢
Inis tool Is sate to run repeatedly. Each student is rolled only once. It a student already has an existing enroliment in the next calendar, that student Is not included In|
Before using this tool, ensure calendars have been rolled forward using the Calendar Wizard.

NOTE: If you are using School Boundary settings on your households, different logic is used. For more information, click here.

Select Local Start Status

25-26 Elder Grove 4-5

25-26 Elder Grove 68
25-26 Elder Grove K-3

24-25 Elder Grove 6-8

23-24 Elder Grove 7-8

23-24 Elder Grove School
22-23 Elder Grove 6-8

22-23 Elder Grove School
21-22 Elder Grove 7-8

21-22 Elder Grove School
20-21 Elder Grove 6-8

20-21 Elder Grove School
19-20 Elder Grove 6-8 S
19-20 Elder Grove School
CTRL-click and SHIFT-click for multiple

@® select Source Grades

[ 02: Continued enroliment same school, no interruption (Va V|

(OPTIONAL)
R — Select Destination Calendar
[25-26 Elder Grove K-3 V|
Select Destination Grade

Prior Year

v
Select Destination Structure

[ Main |

Start Date Override

If school days for the next school year have been finalized and
——l Calendar Days have been set, this date does not have to be

entered. The first term date of the next school year is

automatically selected. If Calendar Days have not been set,

enter the Start Date Override as the first instructional day of the

C u rfent Yea r next school year.

(0812712025 |75

o1 Bo2 Uoz Uoa
Oos Oos oz Dos
Bxr Okn Opr Opx
Oue Oum

O source Ad Hoc Student Filter

LJ Allow Duplicate Primary Enroliments

Totals Only
L) show Wamings

Student In

() Include students whose enroliments end on the last day of
the last term

| RUN TEST | RUN |
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Student Locator
PATH: Student Information>Student Locator Wizard

Student Locator Wizard 12
New students may be added using the Student Locator tool. Enter the _

student’s Last Name, First Name and Gender. Matches will appear in
the search results.

e If there is a potential match, hover over the result to see
additional information and verify the match.
e |f there’s no match, click Create New Student.

Croale: New Stusont =

* If there’s no match and you are sure that the student was previously
enrolled, try other names, nicknames, or contact the AIM Unit for Assistance.

Student Last Name, First Name, Gender, Birthdate, Race/Ethnicity, Calendar, Schedule, Grade, Start Date,
Local Start Status and Service Type are required (fields in red).

Sufflx
! Upload Picture

Enrollment Detail
Enroliment ID
~Calendar *Schedule *Grade Class Rank Exclude  External LMS Exclude
[ 25-26 Elder Grove K-3 v | [ Main | 03 v
“Start Date End Date End Action “Service Type
iaual from o se races? - -
al apply) 08/27/2025 |73 G ~ | |P: Primary v

“Local Start Status Local End Status

[ American Indian er Alaska Nativa
[ Asian 06: Transfer from an out of state school x | v

m] | State Start Status State End Status
- Black or Affcan American 06: Transfer from an out of state schaol

Dropout Reasen
White |

Start Comments End Comments
Race/Ethnicity Determination
~

A
Relled From Enroilment ID: NF/A

File Upload Process
PATH: Reporting>MT State Reporting>MT Data Upload

Districts that use a 3™ party Student Information System (SIS) may use the file upload process to enroll
students. Upload the Student Demographics file, followed by the Enroliment file.

Extract the upload file from the district’s SIS or create a text, tab delimited file from one of the AIM
templates. Instructions for using the templates are embedded in the template file.

Select the Import Type, the Work to Perform and choose the file to be uploaded. Click Submit to Batch.

Review the Validate and Test results file located in the Batch Queue List located at the bottom of the
page to identify and correct import errors and/or warnings. Select Refresh on the Batch Queue to
retrieve the latest status of the Batch. When the Batch has completed processing, select "Get the report"
to retrieve the Import Results Summary file.

For Student Demographic Uploads ONLY: Review New Student State ID File to ensure Student State IDs
have been provided for students who previously did not have one. After the Import Results have been
reviewed, please click the Refresh State ID File button, and select the New Student State ID file that
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corresponds to the date/time the Import completed processing. Click Generate to retrieve the new
Student State ID file.

This process is not complete until a Batch Resync is triggered:

PATH: System Settings > Data Interchange Administration > Resync State Data - Batch

@ Import Data
*Import Type [ Student Enrollments v
*Work to Perform Validate and Test File ~

File EN_0466_08172023.tsv
Submit to Batch

Review the Validate and Test results file located in the Batch Queue List located at the bottom of the page to
identify and correct import errors and/or warnings. Select Refresh on the Batch Queue to retrieve the latest status
of the Batch. When the Batch has completed processing, select "Get the report” to retrieve the Import Results
Summary file.

THIS PROCESS IS NOT COMPLETE UNTIL a Batch Resync is triggered.
New Look: System Settings > Data Interchange Administration > Resync State Data - Batch
Old Look: System Administration > Data Utilities > Resync State Data

O Retrieve New Student State ID File
Refresh State ID File Generate

For Student Demographic Uploads ONLY: Review New Student State ID File to ensure Student State IDs
have been provided for students who previously did not have one. After the Import Results have been reviewed,
please click the Refresh State ID File button and select the New Student State ID file that corresponds to the
date/time the Import completed processing. Click Generate to retrieve the new Student State ID file.

Show top tasks submitted between 08/10/2023 72| and [08/17/2023 | 7]
Batch Queue List

Queued Time | Report Title | Status | Download
08/17/2023 06:46:16 AM MT Data Upload Completed Get the report
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