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.

UPDATE ALL ENROLLMENTS AS OF: \

OCTOBER 5, 2020 (FALL ENROLLMENT
COUNT DATE)

APRIL 8, 2021 (TEST WINDOW COUNT
DATE)

THE LAST DAY OF SCHOOL (END OF YEAR)

J

DATA TO VERIFY:

START DATE AND START STATUS IS
CORRECTLY ENTERED FOR EACH ENROLLED
STUDENT.

END DATE AND END STATUS IS CORRECTLY
ENTERED FOR EACH STUDENT WHO HAS
LEFT THE SCHOOL, INCLUDING HI SET
STUDENTS.

THE FOLLOWING INFORMATION IS COLLECTED

ON THE ENROLLMENT TAB UNDER “STATE

REPORTING FIELDS”:

MILITARY CONNECTED STATUS

TITLE |

TITLE | INSTRUCTIONAL SERVICES (BY TYPE)
TITLE | SUPPORT SERVICES (BY TYPE)

TITLE | PART A NEGLECTED

TITLE | PART D DELINQUENT

IMMIGRANT (DATE ENTERED US SCHOOL)
FOREIGN EXCHANGE

GIFTED/TALENTED

HOMELESS (AND TYPE OF NIGHT TIME
RESIDENCE)

UNACCOMPANIED YOUTH

SECTION 504

JoB CORPS

MT YOUTH CHALLENGE

INDIAN LANGUAGE IMMERSION PROGRAM

September 2020

Program Participation
Collection Guide

AIM User Guide

Program Participation data is collected three times per year:

1. Fall Program Participation: This data is used to determine
student participation in state and federal programs — including Title |,
Free/Reduced Meals, EL (English Learners), Homeless programs, etc.
The collection looks at student participation as of October 5, 2020 (Fall
Count Date) and must be completed by October 23, 2020.

2. Test Window Program Participation: This data is used to
determine sub-groups for AYP calculations. Sub-groups are calculated
by Race/Ethnicity, Meal Status (Free/Reduced Lunch), EL (English
Learners) and Immigrant Status. The collection looks at student
participation as of April 8, 2021 (Test Window Count Date) and must be
completed by May 4, 2021.

3. 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 18, 2021.

NOTE: The Job Corps, MT Youth ChalleNGe, and Indian Language
Programs are uploaded/entered via Fall and/or Spring Enroliment
Count Collections. They are mentioned in this user guide because
they are technically ‘programs’, however, they are not entered into
AlM/Infinite Campus via the Program Participation Upload.
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FAQ:

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.

2. Can |l upload data electronically into AIM?

e Yes, Montana Edition users may either upload a file created by the district’s Student Information System
(SIS) or created using an Excel Template provided by OPI.

3. How do | mark students as being eligible for Free or Reduced Meal status? EL (English Learners)?

e |dentify students who are eligible for Free or Reduced Meals in the FRAM module.

e |dentify students who are EL (English Learners) in the EL tool.

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/Portals/182/Page%20Files/AIM/2%20AIM%20USER%20GUIDES/Program%20Participation/Program%20Participation%20Verification%20Guide.pdf

Data Checklist

— Verify that all students have an enrollment and no overlaps: “Index>Student Information>Reports:

o Enrollment Status

o Enrollment Summary

o Enrollment Overlap

o State Enrollment Overlap.
— Enter End Date and End Status for withdrawn students. (Enrollment End Status Codes.)
— Enter Special Education Exit Date and Exit Reason for exited Special Ed students. (Located in Special Ed Fields section

of Enrollment.)
— Verify that all completed Special Education ERs and IEPs are locked.
— Verify status of MT Youth ChalleNGe, Job Corps and Montana Digital Academy students and End Date enrollment as
necessary. (MT Programs: Job Corps & MTDA and/or MT Programs: Youth ChalleNGe)
— Follow the Program Participation Collection Guide and/or Program Participation Verification Guide to:
o Update Military Connected Status (once checked, leave checked for the school year).
o Enter/Verify Title data (Targeted Title | Instructional Services by Type, Title | Support services by Type,

Title | Part A Neglected, Title | Part D Delinquent).
Enter/Verify Immigrant students (Date entered US school, Home Primary Language).
Enter/Verify Foreign Exchange students.
Enter/Verify Gifted/Talented students.
Enter/Verify Homeless students (Nighttime Residence, Unaccompanied Youth).
Enter/Verify Section 504 students.
Enter/Verify Indian Language Immersion Program status.
Enter/Verify FRAM status (FRAM Guide)
Enter/Verify EL status for students new to the program, continuing students or transfer students
(include Home Primary Language and Language of Impact). (EL Tool Guide)

O O 0O O O O O O

— Verify Data using State Published Ad Hoc Reports: “Index>Ad Hoc Reporting>Filter Designer>>+State
Published>student FALL, TW or EOY....
— Resync enrollment data after uploading files (MT Edition users only) and/or running a process such as
o0 MT Count Date Attendance (District Edition or MT Edition Value Added users only).

September 2020 Program Participation Collection Guide
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http://opi.mt.gov/Portals/182/Page%20Files/AIM/2%20AIM%20USER%20GUIDES/Program%20Participation/EL%20Tool%20Guide.pdf?ver=2017-09-01-164453-397

Introduction to Program Participation Collection

The Program Participation area within Infinite Campus is where data related to federal, state and district
student programs is maintained. Select any program from the lists below to be taken to the corresponding
section of this guide.

The following programs’ enroliment information are collected in the Enrollment tab under State Reporting
Fields: Go to Options A or B below to enter this data:
Military Connected Status

Title 1

Title | Instructional Services (By Type)

Title | Support Services (By Type)

Title | Part A Neglected

Title | Part D Delinquent

Immigrant (Date Entered Us School)

Foreign Exchange

< Gifted/Talented

<+ Homeless (And Type of Overnight Residence)
%+ Unaccompanied Youth

+* Section 504

% Job Corps

«* MT Youth ChalleNGe

%+ Indian Language Immersion Program

>

o
%

X/ X/ X/ X/ X/ X/ X/
L X X SR X IR X IR XS X4

>

The following programs have varied enrollment collection methods:
«» MT Digital Academy : MTDA classes should be reflected in the students’ schedule.
+* Day Treatment - Reporting Students in AIM/Infinite Campus: Students who are in licensed day
treatment require special reporting treatment.
«* FRAM Module : Use this to enter Free and Reduced Meal Status.

EL Tool : Use this to report students identified as EL (English Learners).

Special Education : Requires the student’s current IEP to be locked. Once the IEP is locked, resync
data to the State.
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http://opi.mt.gov/Portals/182/Page%20Files/AIM/2%20AIM%20USER%20GUIDES/User%20Guides%20by%20Topic/Enrollment/Day%20Treatment%20Reporting%20Students.pdf

A.) (District Edition or Smaller Districts) Direct Entry Method

PATH: SEARCH > STUDENT > GO

W NR

o

10.

11.

Select current Year and the School from the banner at the top of the screen in Infinite Campus.
Select the Search tab.

Choose Student from the drop-down menu.

Select Go. (All enrolled students for the chosen

Year and School will load in the search window.)

m Delete New # Print Enroliment History New Enroliment History

Select a student by clicking on the name. . J

Select the Enrollments tab. e .

Select the current school year from the list of ' ' -

enrollments. ————— S—

Scroll down to the State Reporting Fields. Ul oot S

For Military connected students, locate the :

Military Connected Status field. From the drop- roma o

down menu, select the Student is a dependent ﬁww member of: |

of a member of:

* The United State Military (Army, Navy, Air 01 The Unied state WIiary (. Navy, A Force, Marines, of Coast Suard
Force, Marines, or Coast Guard) | 54: Transitoning outof Acive Duly 1 National uard or Reserve

e Active Duty National Guard

e Active Duty Reserve Force of the US Military

e Transitioning out of Active Duty to National Guard or Reserve

NOTE: Once the student is identified any time during the year in Military Connected Status, or
Homeless, do not unmark the status for the remainder of the year.

For Job Corps or MT Youth ChalleNGe students: |
Locate the job Cor‘p or MT Youth Cha”eNGe boxes Summary Profile Enroliments Schedule Aftendance Flags Grades Transcript

near the appropriate Fall of Spring Aggregate Hours
fields. Check the box next to Job Corp if the student is

m Delete New = Print Enroliment History New Enroliment History

4 4

Future Enrolliment

Summary Profile Enroliments Schedule Attendance Flags Grades Transcript Cred

participating in Job Corp for the Fall or Spring emcomdr Het shedic Sctre et race

Semesters. Check the box next to MT Youth State Reporting Fields

ChalleNGe if the student is participating in MT Youth O ; e

ChalleNGe for the Fall or Spring Semesters. The M Cmiian

enrollment start and end date should correspond to

their participation time in these two programs. See Al and Covolment nfemstion

the MT Programs - Montana Youth ChalleNGe and e M . g

the MT Programs — MT Programs Job Corps & MTDA e T "
B L

reference guides for more information.

For Indian Language Immersion Program: check the B

Spring Aggregate Hours of Inst Exclude Spring ANB

[m]

Job Corps MT Youth ChalleNGe KG Under 5 Board Approved
[=

Cred

box located near the Fall Aggregate Hours field if a
student is participating in this program. Contact Lona

Running Wolf for questions regarding ILIP.
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http://opi.mt.gov/Portals/182/Page%20Files/AIM/2%20AIM%20USER%20GUIDES/Program%20Participation/MTPrograms%20Youth%20Challenge.pdf
http://opi.mt.gov/Portals/182/Page%20Files/AIM/2%20AIM%20USER%20GUIDES/Program%20Participation/MT%20Programs%20JobCorps%20MTDA.pdf
mailto:lona.runningwolf@mt.gov
mailto:lona.runningwolf@mt.gov

12. For Title 1 Targeted Assistance Program and Other Program Participation. Navigate further down the

enrollments tab to find the fields required for other Programs (Note: Ignore the Migrant box, which will be
checked and maintained by the OPI Migrant Program staff.) Check the boxes for those which apply:

= Titlel
= Title I Instructional Services (by type)
= Title | Support Services (by type)
= Title | Part A Neglected
= Title | Part D Delinquent
= |mmigrant (date entered US school)
=  Foreign Exchange
= Gifted/Talented
=  Homeless (and type of overnight
residence)
= Unaccompanied Youth
= Section 504
13. Return to the top of the screen and select
Save.
14. Repeat steps 5-13 for each student.

LULKELS IEUUELON AUTEULS AU HUL LElers wvEIver HECUIUS 1TENSIE P Udld 1

Summary Profile Enroliments Schedule Aftendance Flags Grades Transcript

m Delete New = Print Enrollment History New Enroliment History

Title | Targeted Assistance Program

Title |

[m]

Title | Instructional Services Title 1 Support Services

[[] Reading Lang As [ Social Sciences (] Health, Dental and Eys Cars
[ Math (] VocaticnaliCareer (] Guidance/Advosacy

[C] Science ] Other ] Ofher

Title | - Other

Title | Part A Neglected Title | Part D Delinquent and served by

. \.

Other Program Participation

Receives Supplemental Educ Srves (SES)

Migrant Immigrant Date Immigrant Entered US School
= 0 1o

21st Century Participant Foreign Exchange Gifted/Talented

O O O

Homeless Homeless Nighttime Residence Unaccompanied Youth

O \ = =

Section 504 Income Eligible MT PreK Dev Grant

O \ &)

Optional

Sort By

| |

CTE Concentrator +
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B.) (Mt EDiTioN) File Upload

*A Demographic and Enrollment Upload should have already been completed for every student in the

Program Participation upload. The Program Participation Template is used for all programs with the exception

of MT Youth ChalleNGe, Job Corps, and Indian Language Immersion Programs; these programs are entered via

the Fall Enrollment Count and Spring Enrollment Count uploads.

EXPORTING ENROLLMENT DATA FROM STUDENT INFORMATION SYSTEM (SIS) OTHER THAN INFINITE CAMPUS
1. Create an export file from your Student Information System.
2. Populate the fields in Program Participation Template, pictured below, with your student data.

3. Save the file in *.tsv format.

R e = - ~ o vear Filter - Select

Ciipboard ] Font m Alignment 5 Number 5 stytes celis Editing
A23 . p2
A B c D E F G H | J K L M N o P Q R s T u v w x Y z AA AB | AC | AD
1 [DELETE rows 1, 2, and 3 prior to saving as a text{tab delimited) file - Example header row to be entered as the first line of the text file: HD(tab) 07/22/2017(tab}10:20:15(tab)MT9.1.
2| fedt | Fed2 | Feld3 | Fedé | FeldS | Fied6 | Fed7 | Feldd | FiedS | Fed10 | Fed {1 |Fed12] Fied13 | Fied 16 | Fed1s | Fedis  |Fed 17| Fed16 | Fed1s | Fed20 | Fed21 | FedZz | Fed2s | Fed2e | Fed2s Pl 26 Fied2r | Fied2s | Fed 28 | Fied 30
Title | " . ) " ) ’
Record | District | School | Calendar |Student's | Student's| Last | First |Section| Titlel Titlel | Titel| Titel | Social |, Tel Tilel | qiggy | Tl | Tilel TitlelPartTite Part| corion | Giftea Homeless ’ Date | Military,
e ¢ Vocationall| Instructional Guidance! |Support| A D Homeless | Night Time Year
Type (PP) | Number | Number | Number | StatelD | LocallD | Name | Name | 504 | Participation Reading*| Math* |Science® | Sciences Health* . Exchange |Talented ' Youth Entered | Status
" Career | Other* Advocacy* | Other* Residence g

*Fields in red must be populated.

NP

UPLOADING PROGRAM PARTICIPATION DATA INTO INFINITE CAMPUS FROM YOUR STUDENT INFORMATION SYSTEM (SIS)
PATH: MT STATE REPORTING > MT DATA UPLOAD > PROGRAM

PART'C'PAT'ON System Administration
FRAM ® import Data
. *Import Type Program Pariicipalion ~
1. From the Index, select MT State Reporting. Font o Sal
Student Enroliments
. Surveys *File English Learner (EL)
2. Select MT Data Upload from the list. * T State Reporting 2
Career and Technical Education (CTE)
. ® . MT Data Upload Fall Enroliment Count
) o
3. From Import Type select Program Participation ey ot e TS| Tt o e ot i
of the Balch. When the Batch has compl £nq of ear Atiendance Totals
TEAMS Extract Summary file.

je to retrie
trieve the

from the drop-down menu.
4. From Work to Perform select Validate and Test

A A P S SRR T 8 P AT SIS ST e YT LA S S S 0 e SR S T T
. . date/time the Import completed processing. Click Generate to retrieve the new Student State 1D file.
from the drop-down menu. (This will only test e St 30 | e e 2020 [ iz
Batch Queue List

ile- [ Queued Time | Report Title | Status | Download
the flle no StUdent data WIII be updatEd' DO nOt upload Or 02/20/2020 01:54:17 PM MT Data Upload Completed Get the report
02/20/2020 01-:08:58 PM MT Data Upload Completed Get the report
H H 02/20/2020 01:04:17 PM MT Data Upload C leted Get th it
test more than one file at a time.) 0320202001039 pH T e Uploa Compiss  Cote oot
02/20/2020 12:51:36 PM MT Data Upload Completed Get the report
; : BBuo0an 15 45dh el T o less Compeicd G e oon
5. Select Choose File and select the file you saved from your e A T e Sompi e

Student Information System export.

6. Select Submit to Batch.

7. Check the Batch Queue List for the status of the report to read Completed.

8. Click on Get the Report once its completed.

9. Correct any errors in your Student Information System and export a new file. NOTE: Rename the file as
the system will not recognize that a different file is being tested and will not perform the test.

10. Repeat the upload instructions above until the file is free from errors.

11. Once the file is free of errors, return to MT State Reporting and select MT Data Upload.

12. Choose Import Type, Attendance — Test Window.

13. Change Work to Perform to Upload File. (This process will update student data.)

14. Select Submit to Batch.

15. Resync data with the state.
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https://opi.mt.gov/Portals/182/Page%20Files/AIM/2%20AIM%20USER%20GUIDES/Fall%20Count/Fall%20Attendance%20and%20Aggregate%20Hours%20Collection%20Guide.pdf?ver=2019-05-20-154327-720
http://opi.mt.gov/Portals/182/Page%20Files/AIM/2%20AIM%20USER%20GUIDES/Spring%20Count/SpringAggregateHoursCollectionGuide.pdf?ver=2020-02-03-115412-513
http://opi.mt.gov/Portals/182/Page%20Files/AIM/3%20AIM%20UPLOAD%20TEMPLATES/Program%20Participation%20Template.xlsx?ver=2019-07-09-120008-897

Programs Not Entered Under the Enrollments Tab:

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 enroliment data is needed in AIM. If a student 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 in their enrollment.

FRAM Module

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

NOTE: All Free/Reduced Meal Status information must be entered through the FRAM + FRAM
module, located under the Index section of Infinite Campus. f”f_‘“";t _
Eligibility End Date Wizard

For more detailed information on entering FRAM data see the FRAM Direct Entry or + Eigibikty lmport Wizard
File Upload Guide. Scheduled Imports

FRAM Preferences

Income Guide
Household Applications
Online Applications
Verification

Reports

English Learners (EL) Tool

The EL test is given to students with a current identification as EL (English Learners) by a local school district.
For each EL student, enter a Home Primary Language and a Language of Impact on the student’s
Demographics tab first. (MCA 20-9-330 ELP Guidance For School Districts)

1. Inthe Search tab, select Student from the
drop-down menu and enter the students
name: Last, First. Click Go.

In the Index tab, select Student Information.

Select Program Participation.

Select English Learners (EL).

Enter the Program Status and the Identified
Date as the date they were identified.

6. For an EL student determined to be proficient
by the district, enter Program Exit Date. Their Program Status becomes Exited EL.

LA O

*For more detailed information on entering students as EL, see the EL Tool Guide.
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http://opi.mt.gov/Portals/182/Page%20Files/AIM/2%20AIM%20USER%20GUIDES/Program%20Participation/FRAM%20Direct%20Entry%20File%20Upload.pdf
http://opi.mt.gov/Portals/182/Page%20Files/AIM/2%20AIM%20USER%20GUIDES/Program%20Participation/FRAM%20Direct%20Entry%20File%20Upload.pdf
https://leg.mt.gov/bills/mca/title_0200/chapter_0090/part_0030/section_0300/0200-0090-0030-0300.html
http://opi.mt.gov/LinkClick.aspx?fileticket=HJR6XCE2Vgg%3d&portalid=182
http://opi.mt.gov/Portals/182/Page%20Files/AIM/2%20AIM%20USER%20GUIDES/Program%20Participation/EL%20Tool%20Guide.pdf?ver=2017-09-01-164453-397

Lock Current/Completed IEPs

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

1.

N o uR WD

In the Search tab, select Student from the drop-down menu and enter the students name: Last, First.
Click Go.

From the Index tab, select Student information

Select Special Ed.

Select General.

Click on the Documents tab at the top.

Click on the IEP in the Documents List.

Note that the Document Detail lists “Locked: No”, so the IEP needs to be locked. To lock it, click
Lock/Unlock button at the top. The Document Detail will change to “Locked: Yes”.

Data Verification

If the data in the district's local Student Information System (SIS) is incorrect, the data in the Infinite Campus
MT Edition and AlM State Edition will also be incorrect.

Once the data is transferred to AIM/Infinite Campus, there are numerous tools in Infinite Campus to verify

data, including the Student Information Reports and the Ad Hoc Reporting tool found in the Index tab.

The Program Participation Verification Guide explains how to use these reports and tools to verify data

accuracy and completeness.

Resync Data

PATH: Index > System Administration > Data Utilities > Resync State Data
Resyncing your data to the state ensures that the most recent records are on file with the state.

1.

NoukRwbd

From the banner at the top, select the Year and School.
Select the Index tab.

Select System Administration.

Select Data Utilities.

Select Resync State Data.

Check the box for Enrollment. All associated boxes will automatically populate.
At the bottom of the window, click Send Resync.

NOTE: A data resync is required after changes are completed and before data collection due dates.

FOR ASSISTANCE PLEASE CONTACT THE OPI AIM HELP DESK AT 1-877-424-6681 OR
Submit an AIM Help Desk Ticket
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http://opi.mt.gov/Portals/182/Page%20Files/AIM/2%20AIM%20USER%20GUIDES/Program%20Participation/Program%20Participation%20Verification%20Guide.pdf
https://opiservicedesk.opi.mt.gov/help/servicedesk/customer/portal/7/user/login?nosaml&destination=portal/7
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