The Test Window Absences & Aggregate Hours

Collection is used to collect the Aggregate
AIM Data Collection Guide: Hours of Instruction and Absent Counts of all
students enrolled on the Test Window Count

TEST WINDOW Date. The Test Window Count Date is the
second Count Date used to calculate the AYP
ABSENCES &

AGGREGATE :
The Test Window Attendance data must be accurate as of the Test
HOURS Window Count Date, March 22, 2016. If there are no classes held on

that date, use the next regularly scheduled school day. The collection
COLLECTION is due by April 4, 2016.

attendance rate.

This guide explains the basic
process for entering Test Window
Attendance and Aggregate Hours
information into AIM.

There are four basic methods of entering this data. Before beginning this

process, there are a few considerations in choosing the most appropriate

method for your district:
Topics covered in this guide
include: 1. All of our attendance data is stored on a third party student information

system — which method should | use to enter absences and aggregate
e  Four ways to enter

hours information?
absences and aggregate

hours information e Most student information systems have automated uploads to extract
e Verifying data information in a format that will upload to AIM. (Method #1) page 2
e How to Resync State Data 2. Our district only has a few students — which method should | use to enter

absences and aggregate hours information?
e Districts with only a handful of students may find the direct entry
method most convenient (Method #2). page 3
3. Our district has about 150 students — but we use paper ledgers to record
student attendance — which method should | use to enter absences and
aggregate hours information?

e Districts who maintain paper ledgers may want to default all students to
full-time hours and use the direct entry method to modify select
students and enter absences (Method #3). page 3

4. Our district uses the District Edition application (or Montana Edition) to
collect student attendance information — which method should | use to

enter absences and aggregate hours information?
e Districts who maintain attendance information with Infinite Campus can
use the MT Count Date Attendance tool (Method #4) to auto-calculate
their Test Window Absences and Aggregate Hours data. page 5

Test Window Absence & February 2016

Achievement Montana .
¥ - (ju Montana . Office of P”h""":""‘“"" Aggregate Hours Collection

................................




METHOD #1: (MT Edition Only) Export
data from your Student Information
System.

Create an export file from your Student
Information System. Save the file in
either *.txt or *.tsv format.

From the Index, select MT State
Reporting/MT Data Upload.

Choose Import Type, Attendance — Test
Window Count, and Work to Perform,
Validate and Test. Browse for the file and
click Upload.

Index Search Help

System Administrator
Student Information
Instruction
Census
Behavior
Health
Aftendance
Scheduling
Grading & Standards
Programs

 Ad Hoc Reporting

Filter Designer
Data Export
Batch Queue
User Communication
Assessment
8ystem Administration
FRAM
Messenger
¥ MT State Reporting
MT Data Upload
WT Extracts

m

State Data Import

Select an option under “import Type” to specify which record type you are uploading. If the file you upload contains.
more than one type of record, (ie. SD and EN records) select "Muttiple Record Types”.

Select an option under "Work To Perform” to indicate how the file should be processed. There are 2 options:
1. Validate and Test File - Only error checking will be performed on the file. & summary report will be generated
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 the AIM system.
A summary report will be generated indicating the number of records that were inserted or changed. This option
should be used when updating the information on a partial list of students.

Import Options

Import Type Attendance - Test Window A

Workto Perform vajigate ang TestFile +

Fil
® C\Users\CPE322\Downloadsextract (1) htmi Upload
Submit to Batch
Or

Resutt File

- [

05H5/2014 15:57:45 (COMPLETE)

Erme Camr)
Waring Comtl)

e Detail:
Line Kumber Emor Message Coment

HoErors

Warsmg Detaik:
Line Nuriar Warring Mssage Coslent
Ho Wamings

Check the Import Results Summary
for errors. Correct the errors in your
Student Information System and the
file.

Upload the file again (to re-check for
errors).

State Data Import

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

Select an option under "Import Type” to specify which record type you are uploading. If the file you uplead contains
more than one type of recerd, (i.e. SD and EN records) select "Multiple Record Types”.

Select an option under "Work To Perform” to indicate how the file should be processed. There are 2 options:

Change Work to Perform to Load
Partial File. Click Upload.

NOTE: Be sure to resync the data-see
page 7.

1. Validate and Test File - Only error checking will be performed on the file. A summary repert will be generated
identifying any errors that were found. Mo data is imperted under this option.
2. Load Partial File - Data from the file will add to or update the current student record in the &AIM system.
A summary report will be generated indicating the number of records that were inserted or changed. This option
should be used when updating the information on a partial list of students.
Import Options
Import Type Attendance - Test Window -
Work to Perform |[IREREERElE -
File
C:\Users\CPEEE2\Downloadslextract (1).html Upload
Submit to Batch
Or
Resuft File

05/M15/2014 15:57:45 (COMPLETE)
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METHOD #2: (District Edition or Clooney, George J

ore Grade: 11 #355538436 DOB: 02/D3M1939 Gender M
MT Edition) Enter Aggregate Hours
. . Credit Summary Assessment Behavior Graduation AdHoc Letters Re
and Absences by StUdent using dlreCt Sumimary Enrollments Schedule Aftendance Flags Grades L

entry. ) i = .
Print Enrcliment History New MNew Enrollment History
Enrollment Editor
Select Year 15-16 and a School. Edit | Grade |Type | Calendsr | Start Date | Ena Dete
5’ 11 P 15-16 Granite High Schoaol 00272015 06022016

Start Stafuez 02 Continued enroliment zame schoal, no intermuphion

Click the Search tab. Search for

End Stafus: 100 End of year, retuming to same school nexf year

Student. Click Go.

Click a Student's name and select the
Enroliments tab.

= State Reporting Fields
StaleExclude  Serving District

Mili Connected Status
Student is a dependent of a member of:

| v
Attendance and ion (autc read-only)

Fall Attendance Count

Fall Aggregate Hours of Inst. Fall Absent

F: 720 + hours e

Resident District

O Sedect a Value v Select a Value

Exclude Fall ANB - 10 Day Rule

Attendance Count
Hours of Inst.
F: 720 + hours e

Exclude Spring ANS - 10 Day Rule |

METHOD #3: (District Edition or MT
Edition) Default Aggregate Hours to Full-
time and enter Attendance.

From the Index, select MT State
Reporting/MT Extracts.

Select Extract Type, Attendance — Test
Window Count and Format, State Format
(TSV). Select the Calendar(s).

Click Generate Extract.

Save the file to a convenient location (i.e., the
desktop).

Achievement Mentana
¥ - ]n ana na Office of Public Instruction
P Dinise Rrseam, State Superintendent

* I- ol

Index Search

» Student Information
» Census

» Behavior

» Attendance

» Programs

» Ad Hoc Reparting

- L

mmunication

A sssment

> System Administiation

* FRAM

* MT Stats Reporting
Assessment Labels
MT Dats Upload
T Extracts

» Data Integrity Tools

Account Settings

Open the current 15-16 school year
enrollment. Scroll down to the Attendance
and Enrollment Information section.

Under Test Window Aggregate Hours, select
the appropriate hours. Enter Test Window
Absent (portion of the day the student was
absent on the Count Day). A value of 0.000
indicates the student was present the entire
day/0.500 indicates the student was present
half-day.

Click Save.

Continue for every student enrolled on
March 22, 2016.

MT State Extracts I

This tool will extract data te complete several formats of the MT State-defined reporting formats. Cheose the State
Format to get the fike in the state defined tab seperated file format, othenwise choose one of the testing/debugging
formats.

Extract Options. Select Calendars
Which calendar(s) would you like to include in the report?
Extract Type  Anendance - Test Window - @
'D) active year
Format Statz FormstTSV) W B
1 list by school
Dy
15-16 -
15-16 B School
15-16 ch.ef ‘Charo Schosl

15-16 Cold Springs School
15-16 Frankiin School

15-16 Hawthorne School
15-16 Hellgate High School
15-16 jof Franklin School
15-16 jef Hawthorne School
15-16 jof Lawis & Clark Schoal
15-16 jef Lowell School

15-16 jef Paxson School
15-16 jef Porter Middle Schoal
15-16 jof Rattlesnske EL Sch
15-16 o Russall School

15-16 jof Sentinal High School
15-16 JefChief Charlo School
15-16 jefCold Springs School
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State Data Import

Select an option under "Import Type™ to specify which record type you are uploading. If the file you upload contains
more than one type of record, (i.e. SD and EN records) select "Multiple Record Types™.

Select an option under “Work To Perform” to indicate how the file should be processed. There are 3 options:
1

From the Index, select MT State
Validate and Test File - Only error checking will be performed an the fie. A summary report wil be generated
Reportl ng/MT Data Upload. 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 the AIM system.
A summary report will be generated indicating the number of records that were inserted or changed. This option
should be used when updating the information on a partial list of students.

3. Load Complete File - CAUTION Data imported frem this file will replace all existing data of this type. A

From Im port Type' select Attendance — Test summary report will be generated indicating the number of records that were changed or deleted. This option is

useful for deleting any data that was previously entered and replacing it with the contents of the uploaded file

4. Student Demographics - Field 11 (Race/Ethnicity) has been changed to a filler field and data in this filed wil

Window Count and Work to Perform, Load ' nolonger be imported.

5. Student Enroliments - Field 15 (No Show) has been changed to a filler field and data in this filed will no

. . longer be imported.

Partial File. &  Program Participation - Fields 08,1011, and 12 (Fres/Reduced Lunch, SPED Status, Part B Start Date, Fart B
End Date) have been changed to filler fields and data in these fields will no longer be imported. As a result field
13 (Section 504) no longer has a validation and either ¥ or N will be imported

7. Career and Technical Education - Fields 10,11, and 14 (Tech Prep Participant, Non Traditional Enrollee, and
i Career Path) have been changed to filler fields and data in these fields will no longer be imported

Click Upload. ' : ger be mp

Import Options

P
as Testing Window Hours of Instruction F: Workto Perform | Loa Partal Fle v |

File

All student enrollments will now be marked

. . C:\Documents and Settings\cp8823\Desktop\AT_0280_02 | Browse. Upload
720+ with Test Window Absent at 0.000. : = ot =
Result File | 083172011 14:27:47 (COMPLETE) - \
Clooney, George J If a student was absent or has
Grade: 11 #355535436 DOB:03/03M1939 Gender M different Aggregate Hours (Other
Credit Summary Assessment Behavior Graduation AdHoc Letters Red than F: 720+) fO”OW these
. 7’
Sumimary Enrollments Schedule Aftendance Flags Grades L instructions:
Print Enrcliment History New MNew Enrollment History
i
Edit | Grade |Type | Calendar | Start Date | End Date CIICk the searCh tab' Enter the
L 11 P 15-16 Granite High School 0910212015 06/02/2016 student's Last Name. Click Go.
zfuz 02 Continued enraiiment zame schoal, no intermupion
ﬁm& 100 End of year, returming to same school nexf yesr

Click the student's name and select
the Enrollments tab.

Open the current 15-16 school year enrollment.
Scroll down to the Attendance and Enrollment [T

State Exclude Serving District Resident District

Information section. o Eelestiaiyetue . eaicck e

Military Connected Status
Student is a dependent of a member of:

Enter Aggregate Hours. s

e fout entih
Enter Testing Absent (portion of the day the Frtram ] I — T e NG TR Doy e

Spring Attendance Count

student was absent on the Count Day). gt tsvane s 1 vt SxhseSpmg 0 10Dy

Test Window Attendance Count

. Testing Aggregate Hours of Inst. Testing Absent
Click Save. H: 260 to 539 hours W =

NOTE: Be sure to resync the data — see page 7.
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METHOD #4: (District Edition or MT Value Added) Districts using Infinite Campus to Record
Daily Attendance

Districts who record daily attendance in District Edition or MT Edition Value Added do not need to enter
Aggregate Hours and Absent Count data for individual students. This information can be calculated

automatically from the attendance data entered into Infinite Campus.

Choose a School and Calendar (you
will only need to select a calendar if
you have more thanone ina
school).

From the Index, expand MT State
Reporting. Select MT Count Date
Attendance.

From Select Count Period to
Calculate, choose Testing. Enter
Count Date.

All other options will calculate
automatically. Click Run Test.

Open the Results Report.

Check the warnings/errors and
number of enrollments to be
updated, make corrections as
needed.

Index Search

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

¥ MT State Reporting

MT Data Upload

MT Extracts

TEAMS Extract

MT Transcript Extract

MT Count Date Attendance

This tool can be run for previous or current calendars.

[Count Date Attendance

Count date attendance will be calculated based on the count period selected below and the ¢

selected in the tool bar at the top of the screen. A calendar must be selected in order to compl|
For Count Date Attendance the following count dates will be used, unless a date is provided irf
Fall: First Monday in October; if not instructional use first instructional day after the first Mond:

Testing: Mo default value will be calculated. User must insert the count date for that school ye:
Requirements and Mock Up have been updated)

Spring: First Monday in Februsry; if not instructional use first instructional day after the first M

It is recommended that a test be run prior to the running the calculation. The “test” option will

includes count date used, number of enrollments updated, and emrors and wamings. The geng
thess results.

If batch is selected, user must navigate to the batch queue or process inbox in order to reciew

Count Date Attendance

Select Gount Period to Calculate Count Date
p3222016 [

Select A Calculation

Aggregate Hours of Instruction
Absent

Ad Hoe [ ~

I_Run Test Generate Submit to Batch

These results were generated in TEST mode and no data has been inserted into the database.

Result Report

Count Date(s)

I Calendar Name

Schedule Structure | Count Date

[ 15-16 Cascade 7-8

Al I T2REZ016

Aggregate Hours of Instruction

32212016
~~_Number of Enrollments Update
[ [ 3

Field
Fall
Spring N\ 0 i
Testing 47
Absent
Field Humber of Enrollments Update
Fall 0
Testing 4
10 Day Rule
Field Mumber of Enroliments Update
Fall [1]
Spring a

Note: The Aggregate Hours of Instruction field is now editable for Campus District Edition users.
If a student was not properly scheduled, it may cause the aggregate hours to calculate
incorrectly. Correct this by changing the value directly in the field.

** Individual corrections will be overridden if any subsequent recalculation of Aggregate Hours
for that count date is done using the MT Count Date Attendance tool.

A\
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Requirernents and Mack Up have besn updsiad)

thesze results.

This tool £an be nm for previous or cument calendars.

For Count Diate Attendance the following count dates will be used, unless a date is provided in the date overide fisld
Fall: First Monday in October;  not instructional use first instructional day after the first Monday in October.
Testing: Mo defauk value will be calculsted. User must insert the count date for that school year. (Extract Editor

Spring: First Monday in February: if not instructionsl use first instructional day afier the first Monday in February

't is recommended that a test be run prior to the running the calculation. The "test” option will provide 2 results report
includes count date used, number of enrcliments updsted, and emors and warnings. The generste option will 2lso p

 batch 15 selected, user must navigate to the batch queus or process inbox in order to recieve the results reports.

sunt Date Attendance

Count date attendance will be calculsted based on the count period selected below and the calendar’schedule struct
salectad in the tool bar at the top of the screen. A calendar must be selected in order to complete the calculation.

Eﬁggra;ane Hours of Instruction
[ Apzent

Count Date Attendance
Belect Count Period to Calculate Count Dite
D328 |7
Select A Calculation

Ad Hoc [

s

Run Test Genewe | Subemit to Batch

VERIFYING DATA -- STATE
PUBLISHED AD HOC FILTERS

There are two state published ad hoc
filters which are useful in verifying
Test Window Aggregate Hours and
Absence data.

Under Ad Hoc Reporting/Filter
Designer/State Published are two
useful reports:

o TW Missing Aggregate Hours
--reports all students who
are missing Test Window
aggregate hours.

e TW Absences -- reports all
students marked absent on
the Testing Count Date.

NOTE: When using ad hoc filters,
remember to set Year to 15-16 at the
top of the screen and set School to
the school or schools to be searched.

\

Achievement Mortana
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P

Return to the MT Count Date
Attendance tool. Click Generate.

Repeat for each School/Calendar.

Index  Search

Candis Standall
Callection Guides
Student Information
Census
Behavior

Atiendante

Programs

Filter Designer
Dala Viewer
Letter Designer
Letter Builder
Data Export
Data Analysis
Batch Queue
User Communication
Assessment
System Adminisfration
Auditing
FRAM
MT State Reporting

Federal Reporting

Help Ad Hot Filter Designer

This wizard will welk you through the crestion of a new fiter. Filters can be created using the Query wizard, selection editor or & pass-frougl
858 5earth, 07 83 ot fo & report

Saved Filter
studel

i, student 5t

i student

{4, student

{4 student TW

i student TW

L4, student TWLE

Creste a new Folder

u person STAFF User Account and Lagin Activity 5t A

{NTER Wissing Aggregate Hours

TW Missing Aggregate Hours

[f i dozs not produce a list of students, no scbion is necessary end th
have begn populsted successfully. Othenwise it wil ist students that s
missing aggregate hours of intruction. REPORT TEST WINDOW AGH
INSTRUCTION FOR ANY STUDENT ON THIS LIST. Go fo Student |

open the current enrallment, soroll down to Aftendance and Enrolment

I55ing Apgregate Mows

Fitter Version 5, Laat Updated 12032014

Create New

Filter Type Data Type

() cuery iz () Shugent
dents () Saiecion Editor U Censtg/stef
Agoregate Hours () Passhrough S0 Query () course/Secion
Disict

Add Test Window aggregate hours for these students.
If 7ero results no action necessary!

>

Select the Browse button to locste and impart &n &d hos fiter
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Batch Resync Selective Sync RESYNC STATE DATA
State Data Resynchronization .
When using any of the above
This tool will selectively resynchronize data from the district edition to the state edition. The: wil happen and you
Message in your inbox when it completes. The primary uses for this tool include: forcing an initial sync of data to the state after a district goes live, i
information modified outside of the application (ie., through a SQL query) o the state, and forcing & sync of information at reporting time to ensure t
accurate and timely information available. ! methOdsl EXCEPT M ETHOD #2,
it is important to perform a data
Resync Data For The Current School Year (2014-2015)
] creck epencences resync when finished.
] Last Resyne Results. Ziie]
0sus015 145324 Processes 1Evars 0 | O From the Index, expand System
= Schoal 03/05/2015 14:53:24| Processed: 32 Errors: 0 Q Administration/Data
-] Calendar 03/05/2015 14:53:24| Processed: 29 Errors: 0 O
D CourseSection 02/M7i2015 07:38:29| Processed: 0 Errors: 0 o Utl I Itl es/Resync State Data' Set
—IScheduleStructure 0310512015 14:53:25| Processed: 29 Errors: 0 o the Year to 15_16
0 Day 12/09/2014 00:39:50 | Processed: 0 Errors: 0 Q
e T e o Check the box for Enroliment.
P idents 03/05/2015 14:53:26| Pr ed: 17775 Ef 0 H H
Sy rocess mrs0 | Q All associated boxes will
= BehaviorType 12/09/2014 00:39:50 | Processed: 25 Errors: 0 o
0 BehaviorResolutionType. 12/09/2014 00:39:50| Processed: 4 Errors: 0 Q aUtomatlca”y pOpUlate At the
Beh: R Ty 12/09/2014 00:39:50| Pr ed: 0 Er o H
8 shevoessonsclipe rocessed O frrs S bottom, click Request Resync.
D Behavior 12/09i2014 00:39:50| Processed: 0 Errors: 0 o
0 e | |EEmb e aaee | () A data sync is required for all file
ContactLog 03/05/2015 14:53:26| Processed: 453 Errors: 895
0 U uploads and recommended
= Employment 03/05/2015 14:53:27 | Processed: 301 Errors: 2 O
0 e R e e— before data collection due dates.
= EmploymentBackground 12/09/2014 00:40:21| Processed: 0 Errors: 0 o
0 EmploymentCredential 12/09/2014 00:40:21| Processed: 0 Errors: 0 Q
L -] Enroliment 03/05/2015 14:53:27| Processed: 17813 Errors: 0 O
D ‘Graduation 03/05/2015 14:53:29| Processed: 5338 Errors: 0 o

Contact the OPI AIM Helpdesk at 1-877-424-6681 or
opiaimhelp@mt.gov for assistance.
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