Quick Reference Guide:

Assessment
Registration
Collection

This guide explains the process for:
1) generating barcode labels for
students taking the Science CRT
and ACT tests; and 2) preparing
enrollment data for the OPI to
export for registering students to
take the Montana Smarter
Balanced Tests online.

Topics covered in this Quick
Reference Guide include:

e Updating Enrollments

e Mid-Year Grade Level
Changes

e Part-time Students
(including Job Corps,
Digital Academy and
Home school students)

e Testing Requirements

e Sort-by Field

e Data Verification
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The Assessment Registration
Collection identifies students
enrolled on 1/20/17 who are
required to take the CRT (Criteria-
Referenced Test), the ACT and
Smarter Balanced testing. The CRT
Science and CRT Alternate Science
test will be taken by students in
grades 4, 8, and 10. The Smarter
Balanced English Language Arts
(ELA) and Math tests will be taken
by students in grades 3-8. The ACT
will be taken by students in grade

11. This data collection must be
completed by January 26, 2017.

Before beginning this process, there are a few considerations:

1. Which students must be enrolled?

e Districts should ensure that all enrollments for all students are
properly updated (new students entered and students who have left
the district properly exited) through January 20, 2016. page 2

2. What are the requirements for testing?

e Any student in grades 3 through 8 or 10 or 11, and enrolled at least
quarter-time (180+ hours) in a public school is required to be tested —
including a student participating in other programs or primarily
enrolled in either a home school or non-accredited private school.
page 2

3. Should I update grade levels at semester?

o Districts that award credit at semester and make grade level changes
in their own Student Information System should update those grade
level changes in AIM to ensure that the correct numbers of student
barcode labels are generated for 10" and 11™ grade students. page 3

4. What is the Sort-By field and how is it used?

e CRT Science test barcode labels come from the testing company
sorted by District, School and Grade Level. Those districts wishing to
have their labels sorted further (e.g., by student's classroom teacher,
classroom number, homeroom, etc.) must enter that data in the Sort-
by field no later than January 26, 2017. page 4

5. How do | verify the data | have entered is accurate?

e Enrollment Status and custom Ad Hoc reports can be used to verify

data for testing purposes. page 5
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TESTING REQUIREMENTS

Any student in grades 4, 8 or 10 enrolled at least quarter-time in a public or accredited private district is

required to take the CRT Science test (unless the student has a primary enrollment in another MT public or

non-public accredited school).

Any student in grades 3 through 8 enrolled at least quarter-time in a public or accredited private school is
required to participate in the Smarter Balanced English Language Arts (ELA) and Math tests (unless the

student has a primary enrollment in another MT public or non-public accredited school).

The testing requirements include students enrolled at MT Youth Challenge, Job Corps, or Digital Academy
and students enrolled at least quarter time in a public school with a concurrent enrollment in either a home

school or a non-accredited private school.

NOTE: Students who meet these requirements and who do not test will be assigned a score of Novice and

designated as a non-participant.
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STUDENT ENROLLMENTS

Districts should update their
enrollments to reflect the movement of
students in or out of the district through
January 20, 2017.

Students who left the district must have
an End Date and appropriate End Status
entered.

Students who entered the district must
have a Start Date and an appropriate
Start Status entered.
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Niebel, Ben

Grade: 07 #241 DOB: 06/22/2003

Credit Summary Asseszment Behavior Transportation Fees

Graduation Athletics AdHoc Letters Waiver Records Transfer

Summary Enroliments Schedule Attendance Flags Grades

Print Enrollment History Mew New Enrollment History

Edit |Grade |Type | Calendar

| Start Date | End Date

Lockers

Report Cor

Trang

B 3 P 1817 Adams Middle School

Starf Status: 04 Transfer from public school in district or state
End Status:

032972016

3 o7 F Adams Middle School 2016 A 09022015 06032016

Start Status: 04 Transfer from public school in district or state
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NOTES ABOUT START STATUS CODES AND ENROLLMENT SERVICE TYPES

Enrollment Start Status codes should accurately reflect the last active enrollment of a student. If a student was
previously enrolled in a home school, use Start Status 09: Transfer from a home school in state. If the student
was previously enrolled in a private school in another state, use Start Status 06: Transfer from an out of state
school. Only use Start Status 01: First time receiving educational services if the student was never enrolled in
any type of school. Kindergarten students are always 01: First time receiving educational services, unless they
were enrolled in a public school's PK program for Special Education services or they are repeating Kindergarten.

Service Types should accurately reflect the type of service the student is receiving from the district. Students
who are regularly enrolled in the district should have a Service Type of P: Primary, regardless of the programs
they are enrolled in at the district. For students who only receive Special Education Services (PK students or
students concurrently enrolled at a private or home school), use Service Type N: Special Ed Only. For students
who are primary enrolled outside of the district, but participate in an accredited educational program at the
district, use Service Type S: Partial.

MID-YEAR GRADE LEVEL CHANGES
Niebel, Ben

Grade: 07 #241

If the school district's policy is to change

Credit Summary Assessment Behavior Transportation Fees

student Grade Levels at semester (based

Graduation Athletics AdHoc Letters Waiver Records Transfer

on the number of credits earned), make

Summary Enrollments Schedule Attendance Flags Grades

those changes in AIM to ensure the

Print Enroliment History MNew New Enroliment History

students are properly coded for CRT
testing.

End the student’s current enrollment as
of the last day of the first semester,
using End Status 105: Change in grade
level during regular school year.

Create a new enrollment with the new
Grade Level as of the first day of the
second semester using Start Status 02:
Continued enrollment same school, no
interruption.

Districts may use the File Upload method
for Grade Level changes.
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" s in na

) Montana
Office of Public Instruction
Elsie Arntzen, Superintendent

opi.mt.gov

Enroliment Editor

Edit |Grade |Type | Calendar | Start Date

| End Date

e 1] P 18-17 Washington High Schoal 01082017

Start Status: 02 Continued snroliment same school, no interruption ]
=

052572018

16-17 Adams Middle School

Start Sia

End Status: 105
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Enroliments Schedule Attendance

New

| Start Date

| End Date

Flags

Grades

| User Warning

Transcript

JOB CORPS AND DIGITAL ACADEMY

Identify all students who are in Job

Part B Early Intervening Services

Corps or MT Youth Challenge using
the Flags tab.

The Start Date is the first date of
enrollment in the program.

NOTE: Students who take a Hi-Set

*Flags
[JoBCORPS:Job Corps
*Start Date: h End Date

User Warning

=]

Eligibility Start Date
=

Eligibility End Date
==

SORT BY FIELD (OPTIONAL)

The Sort By field is a part of the
student's enrollment record (either
direct entry or file upload). The Sort
By field is an additional identifier used
for sorting test booklet labels (either
ELP or CRT). The Sort By field can
contain teacher name, team name,
room number, or any other sort
option desired. Labels will be sorted
first by District, then School, then
Grade, then Sort By field (if entered).
Entering data into the Sort By field is
optional.

Data may be entered into the Sort By
field manually (enter the information
directly into the student's enroliment
record) or through the file upload
process (using the Student Enrollment
upload file).
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test at Job Corps must be exited
prior to the student's Hi-Set test
date.

Berry, Amelia
Grade: 08 #1448
Credit Summary
Graduation Athletics

Summary Enrollments

Save Delete

DOB: 10/02/2000 Gender. F
Assessment

AdHoc Letters

Behavior Transportation Fees Lockers

Walver Records Transfer Report Comments

Schedule Aftendance Flags (Grades Transcript

Print Enroliment History New New Enrollment History

Other Program Participation

Rezeives Supplemental Educ Srves (3E3)

O

hli]grﬁm Immigrant Date Immigrant Entered US Scheol
0 [ [
215t Century Participant Foreign Exchange GiftedTalented
Homeless  Homeless ight Time Residence McKinney-Venta Unactompanied Youth
O \ v] O U
Section 504
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DATA VERIFICATION

The first step in the data verification process is to make éﬂ -
sure the data is correct at the district level! This may
involve a dialogue with specific staff.

Once the data is entered into AIM/Infinite Campus
(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.

Year |16-17 | School STUDENT INFORMATION REPORTS

index searen From the Index, expand Student

Makayla Pederson Information/Reports.

* Student Informatign
General ﬁ The Enrollment Status report lists
Counseling students by name, according to the
Academic Planning enrollment status criteria selected.

Program Participation
Health The Enrollment Summary report gives a
Medic aid count of students by School, Grade, Race/
PLP Ethnicity and Gender as of a specific date.
Response to Intervention
Special Ed The Enrollment Summary Details report
Student Locator lists student details according to set
~ Reports criteria as of a certain date.
hEligih lity

Activ

AgelGrade Level Exceptions

Caseload Summary

OPI Caseload Summary
Counselor

Duplicate IDs

Duplicate Students Search
Enroliment Loss Report

Enroliment Overlap

Enrcliment Status
Enroliment Summary

Enroliment Summary Details

File Labels By DOB
Folder Labels by DOB

Meeting Report
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AD HOC REPORTING
Another method for data verification is the use of the Ad Hoc Reporting tool.

Districts can create their own ad hoc reports using the Ad Hoc Reporting user guide.

Districts can also use the State Published Ad Hoc Reports user guide to access the many ad hoc

reports already created by the OPI to assist with data verification. The list of these reports changes
periodically, so check back to see what might be new and available for data verification.

The state published ad hoc report called student AS Spec Ed. Students Taking Alternate State Test
lists special education students in grades 3-8, 10 and 11 who are marked inside their IEP as taking the
“Alternate” version of a state assessment.

Index Data Export Wizard

. This wizard will dump the result of a filter into a data file (csv, tab delimited, xml) or a simple list report.
Candis Standall P ( ) p p

Student Information
Saved Filter Pick an Export Format
i student ALL Spec Ed Status - Unlocked IEP Currently -
i student ALL Special Education Medicaid Report
Aftendance | student ALL Students with N Service Type - Not PK -
9/ Delimited values (CSV)
Programs | student ALL Title | Part A Neglected Students 4
. i Fixed width
i student ALL Title | Part D Delinguent Students
PDF report
L student ALL Title | Students Current for 2015-16 e
i student AS Spec Ed. Students Taking Alternate State Tes
Data Viewer | studdetttendance - Students mar

Fhaance - siudents ma s Absent as of 4 Include column display [
i student Attendance Test Window Count - Missing Agg header
| student BOY Dropouts by Grade Level, Name Double quote data Only when it cof
)| student BOY Graduates by Name Not Foreign Exchange Include subtotals
Data Export L student BOY Graduates Excluded as Foreign Exchange
Data Analysi i student BOY Graduates Missing Diploma Information m
Batch Queue i student Copy of missing Identified Date %

L student CTE Concentrators

i student CTE Missing Post Grad Status or Date Contacte
Assessment | student Cu General Race Ethnicity

Census

HTML list report
XML

Behavior

v Ad Hoc Reporting
A Fier Designer

L Delimiter: Comma

Letter Designer

Letter Builder

User Communication

System Administration
FRAM

MT State Reporting @

Data Integrity Tools
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http://www.opi.mt.gov/pub/AIM/GeneralInformation/AIMHelp/QRG/Reports/AdHocReporting.pdf
http://www.opi.mt.gov/pub/index.php?dir=AIM/GeneralInformation/AIMHelp/QRG/Reports/&file=StatePublishedAdHocReports.pdf
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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.

Set the Year to 2016-17. From
the Index, expand System
Administration/Data
Utilities/Resync State Data.

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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For further assistance, contact the AIM Help Desk at
opiaimhelp@mt.gov or 1-888-424-6681.
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