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- Resources

e DOE website - http://doe.sd.gov/

e Student Data Collections Desk Guide -
http://doe.sd.gov/ofm/sims.asp - Found in
\ the Documents section of the page

. * Student Data Newsletters -
http://doe.sd.gov/ofm/sims.asp - Found in
the Documents section of the page

e Infinite Campus’ Campus Community
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\Rewew your District & School
Contacts

On Infinite Campus the pathway is
System Administration>Resources>District Information
If updates are needed, please make them.

* DOE website

http://doe.sd.gov/ofm/edudir.asp

If updates are needed, please contact Jennifer Rattling
Leaf at 605-773-4703.




Calendars

Double check all school calendars
for accuracy.

Information within your calendar is
used to calculate your attendance
rate for AYP and is also used for
the ADM (average daily
membership ) calculation.

Make sure that the school days,
instructional days and attendance
boxes are checked appropriately.



Calendars

Index>System Administration>Calendar>Calendar

11-12 Alpena Hi Sch

[3(:alendar| 4 Grade Levels | [ "{ Schedule Structure | [ZTermsl ]3’Periods| Bmysl [ZOverrid&s|

& save

Calendar Info

Calendar ID School

151 01 Alpena Hi Sch (schoollD:15)

*Name Number

11-12 Alpena Hi Sch

nd Date Summer School
< 05/25/2012 | O
inutes) Teacher Day (minutes) Exclude
C - a
e (minutes) Half Day Absence (minutes) School Choice S
If your district is
i L = utlizing a 4-day
Type . Title 3 4 Day School Week school week,
I Instructional E] [ please check
hent this box.

A: Alternative
B: Homebound
H: Homeschool

11

O: Other

P: Private

R: Residential

S: Summer School
X: Outside District

AA




Grade Level Tab

\ \
|
Index>System Administration>Calendar>Grade Level

E’Calend.r' [f Grade Levels i [ f schedule Structure | A oays |
_ ] new [F] save < Delete

Name = Grade Level
KG

Grade Level Editor

Grade Level Det

Name Seqg Name (locked) 01
EC 2 KG padhs
ERe = *Sequence Numbe etc.
01 s 4
02 & *State Grade Level Code
03 7 KG: Kindergarten State Grade
B 8 Standard Day Levetl CO?eh
0S 9 390 must matc
06 10 the grade level

Maximum Membership Day entered into

the Name field

VWhole Day Absence (min above.

Half Day Absence (minutes)

Maximum Approved School Choice Applications
o

Kindergarten Code

iF:Full bay Every Day

1

For your grade
level of KG -
please enter
the appropriate
Kindergarten
Code.

F:Full Day Every Day
H:Half Day Every Day
N:None
O:Full Day Every Other Day
| Y:Full Day Half Year

I

Standard Code (SIF code)




| [/ Schedule Structure | {pays

Calendar Minutes

[{calendar |_[{Grade Levels
gmyn Multi Day Event
<« April 2012 2
Sun | Mon | Tue | Wed | Thu | Fri | Sat
01 02 03 04 05 | 06 | 07
08 | 09 | 10 | 11 12 | 13 | 14
15 | 16 | 17 | 18 | 19 | 20 | 21
22 | 23 | 24 | 25 | 26 | 27 | 28
29 | 30
~ Event on this Day

b L B e B PAUN Bt B B A S B
18 | 19 | 20 | 21 22 | 23 | 24 25 | 26 | 27 | 28 | 29 | 30 | 31
25 | 26 | 27 | 28 | 29 | 30 Apr“

October Su|[Mo [ Tu|[we|[ Th [ Fr | sa
Su | Mo | Tu [We | Th | Fr | Sa 1 2 3 4 5 6 7
1 8 9 10 1 12 13 | 14
2 3 4 5 6 7 8 15 16 17 18 19 20 | 21
9 10 | 11 12 | 13 | 14 | 15 22 | 23 | 24 | 25 | 26 | 27 | 28
16 | 17 | 18 | 19 | 20 | 21 22 29 | 30
23 | 24 | 25 | 26 |27 | 28 | 29 May
i su[Mo[Tu[we[Th][Fr]sa
November 1| 23|45
Su|[Mo | Tu |[We | Th | Fr | Sa 6 7 8 9 10 | 11 | 12
1 2 3 4 5 13 | 14 | 15 | 16 | 17 | 18 | 19
6 7 8 9 | 10 | 11 | 12 20 | 21 | 22 | 23 | 24 | 25 | 26
13 | 14 | 15 | 16 | 17 | 18 | 19 27 | 28 | 29 | 30 | 31
20 |21 |2 |23 24| 25| 26 June
27 | 28 | 29 | 30 Su|Mo | Tu|We| Th | Fr | sa
December 1| 2
Su | Mo | Tu |[We | Th | Fr | Sa 3 4 5 6 7 8 9
1 3 10 | 11 12 | 13 | 14 | 15 | 16
4 5 6 7 8 9 | 10 17 | 18 | 19 | 20 | 21 | 22 | 23
11 | 12 | 13 | 14 | 15 | 16 | 17 24 | 25 | 26 | 27 | 28 | 29 | 30
18 | 19 | 20 | 21 | 22 | 23 | 24
= 29 [ 30 | 31
Total Insmuchiona Total Non-Instructional: Total Non-School:
Days: 173 Days: 0 Days: 193
Minutes: 60550 Minutes: 0 Mimutes: 67550




Data Health Checks

System Administration>Data Utilities>Data Health Check

[symptom
| Students Missing Cohort Years

No Match on Cohorl Years

Students Missing StatelD

Grade Level Changes Mid-Year

State Excluded Enroliments

Stugdents without a proper gender

Students without a proper race/ethnic ity

Enroliments without Endstatus

Enroliments without Percentage Enrolled

Excluded Calendars

Exciuded Grade Levels

Calendar/Structures With No Absent Days

Grade Levels Without a State Grade Mapping
Students with Diploma without a Graduated End Status
Students with Diploma without 12th Grade Enroliment
Stugents with Multipie Graduation Diploma Recordas

Graduated Students with No Diploma This report is only looking
| Graduated Students with a Diploma at Another District for an additional enroliment
Students who Graduated Out of Their Cohort Year within your distriet

Students who Re-enrolled Anter A Dropped EndStatus
Students who Re-enrolled After A Graduated EndStatus
Students who Transferred and Have No Additional Enroliments
Calendars/Structures with No Economically Disadvantaged Students
Calendars/Structures with No LEP Students

| Calendars/Structures with No Special Ed Students

Please go to the Campus Community for specific information on all of these queries. The Campus
Community will provide details and logic about each query.




State Enrollment Verification Report

* System Administration>Data Interchange>Verification

* Enrollment data existing at the district level, but not at
the state level

* Enrollment data existing at the state level, but not at
the district level

* Enrollment data existing at both the district and state
levels, but contain inconsistencies or mismatched
information.

* If you are noticing several enrollments missing at the
state level, please generate a re-sync of your data.

System Administration>Data Utilities> Resync State

Data




Ad Hoc Reports

 The State has designed several Ad Hoc reports
for the Districts to use to verify data

 Ad Hoc Reporting>Filter Designer> State
Published

e Reports include:
— LEP Students

— Foreign Exchange Students
— FRAM

— Grad Tab Blank Cohort
— 2 or More Races

\




Important Data Elements to Check

e Verify that all students who have attended your school
district (even for a short time) are entered into Infinite
Campus.

U Overlaps — Resolve all your overlaps. Any unresolved overlaps still
existing on the 2" Friday in June will be resolved by DOE staff. We
encourage you to run your own overlap report within Infinite
Campus. You can find the report under Student
Information>Reports>State Enrollment Overlap.

U Dual Enrollments — When a student is dually enrolled, they can only
have one primary enrollment. The second or lesser enrollment must
be marked as “partial”. This is coded in the Service Type field on the
General Enroliment tab.

U Transfers — When a student transfers into your district, please use
the Student Locator and the Student Records Transfer functionality
within Infinite Campus to enroll the student. This will ensure that
certain State Reporting Elements are updated for the student (such
as the Graduation Tab)




Student Locator

Index>Student Information>Student Locator

Student is transferring to your district from another SD district - student
should appear when doing a student locator search.

If you are still unable to find the student call DOE Data Management at 605-
773-3248 for assistance.

Index | Search | Help Student Locator

| @r l Judy Merriman Student Search

=% Student information Search for a student already tracked in Campus using the fields provided. A minimum amount of data must be ent
] General the full legal lastName, firstName and gender. Select a student from the list or click on Create New Student. Whenj
= “g" Health before they are allowed to create a new person.
+] [() Special Ed

5= Student Locator

+ |_}) Reports

AP, Census Eastiaius student Name | State D | Gender | Birth Date loe |
HESC Alleniaice First Name , sample2 Student, Sample S 071139688 M 07/10/1992 67

# [i4 Ad Hoc Reporting

— M -
+ ] User Communication

@ (% System Administration B 2. I thl_s is the Stqdent you are

& (] Accountabiity i e searching for - Cllck on student
= () Auditing name to proceed with enroliment
@ (] FRAM i_= process.

# () SD State Reporting

= Q F i

1. Enter the necessary
search criternia. Click
Search.

Do NOT click on Create New
Student - This will create a new
person in the system.

Create New Student > ]




Important Data Elements to Check

e Verify that the student’s start and end dates on their
Enrollment Record are correct. These dates are used to
determine if a student has been enrolled for a “Full
Academic Year” (FAY) for AYP purposes.

[ For all regular enrollments, to be included in FAY, the student
must have been enrolled in your school district from October 1
through the last day of the testing window.

" |f the student has left your district, make sure you update the
exit date and enter an appropriate exit code for the student.

[ FAY for the Students with Disabilities subgroup is from December
15t through the last day of the testing window.




Important Data Elements to Check

!

e Verify that you properly code any students who have
dropped out of school during the school year as (02:
Discontinued education — dropped out).

O A dropout is defined as a student that:

= Was enrolled in school at some time during the school year;
\ = Was not enrolled on the last day of school;

= Has not graduated from high school or completed a state approved
program;

= Does not meet any of the following exclusionary conditions:
— Transfer to another accredited education program
— Temporary absence due to suspension or illness

— Excused from public school attendance (SDCL 13-27-3)
— Death



Important Data Elements to Check

e At the end of the school year, verify that you have
updated the end status to (04 — Student graduated) and
have entered an end date for all of your graduates. Be
sure to enter the last day of school NOT the day of the
graduation ceremony.

O Early graduates — Seniors who graduated earlier in the school year (i.e.
December) should be given an end date as of the day they graduated,
not the last day of school.

O 8t grade graduates - Do not use (04 — Student graduated) for 8t grader
graduates. These students should be marked as (11: Student continues
or 09: Colony student completed 8t grade) whichever is appropriate for
your student situation.




Graduation Tab

e Also verify that all high school graduates have the Diploma Date,
Diploma Type and Diploma Period updated on the GRADUATION tab in
Infinite Campus. You can use the actual diploma date on this screen or
the last day of school.

e Verify that the NCLB Cohort End Year for all high school students has
been checked to ensure that it is accurately reflecting the correct
graduation cohort year on the GRADUATION tab in Infinite Campus.

@"l’rﬂnsporhtion | ‘ Fecs ] él.ock.rs | Graduabon | Athleﬂcs ] @Adﬂoc Letters | w-m—-.

B save

he following fielkds can only be filled ocout once a student has entered Sth grade:
Date First Entered the Sth Grade
NGA Cohort End Year
NCLB Cohort End Year

Graduation Detail: Alpena 36-1 (36001)
= | 2 General Graduation Information

\

Diploma Date: gs/20/2012 [~ 5

Diploma Type: 1: Regular Diploma -

Diploma Period: SP: Spring ~
Date First Entered the Sth Grade: o8/24/2008 :jx:

NGA Cohort End Year: 2012 -

<€ _NCLB CohortEnd Year: -, - >

Post Grad Location: ——

Post Grad Plans:




Date First Entered 9t" Grade

How is this field populated?

e 15t 9th grade enrollment in your district

 |f a student started 9t" grade outside your
district but in a district in SD that has records-
transfer capability, the date should come over
when the records transfer process is complete.

* |f a student started 9t grade outside the state, in
a BIE school or a private school, you will need to
create a 9" grade Enrollment History.




How to Enter an Enrollment History

Start Date
¥ 12 P 11-12 Alpena Hi Sch 12/14/2011

Enroliment History

*Calendar Name *Grade NCES Grade
| -
*Start Date End Date *Service Type
E EI P: Primary -
Start Status End Status
00: Current Student - -

Start Comments End Comments




Enrollment History

* You’ll notice that the Enrollment History record has a different icon than
the Regular Enrollment record

Grade:40 #120529027 DOB:04/10/11995 Gender:M
«g#Transportation | ‘Feu' él.oduu' Graduation | Athletics | @Adl-locl.ethrsl Waiver | Reci
CnSummrﬂ Enrollments | ﬁsd\ednlol ‘;X'Atundancq Flags(formerly Progums)] @Gradu'
&) Print Enroliment History | ] New | ] New Enroliment History
Enroliment Editor

Edit | Grade Type | Calendar Start Date End Date
1 10 P 11-12 Alpena Hi Sch 01/12/2012
Start Status: 00 Current Student Moved here from California
Status:
B 09 P Old HS in CA 07/25/2010 06/01/2011

rt Status: 00 Current Student To populate date 1st entered 9th grade
End Status:




Important Data Elements to Check

~ * Verify that you have entered the attendance for all
students within Infinite Campus.
 The attendance field on the Enrollment tab is a calculated field. In

order for this field to be calculated as of today’s date, you need to
trigger a resynch of the AttendanceSDMinute.

" To do this you will need to go to System Administration>Data
Utilities>Resynch State Data — Check the AttendanceSDMinute,
CustomStudent and Enrollment boxes then choose “Send
Resynch” at the bottom of the screen.

e Verify that the Citizenship field is properly coded for all of your

foreign exchange students. These students are not required to

take to the DStep test and do not count in your graduation
calculation.




Citizenship and Attendance

Becker, Ellen
Grade:10 #129291698 DOB:12/20/1995 GenderF

«g#Transportation | ‘Fees| @I.od(ersl Graduation | Athletics | [\{adHoc Letters | Waiver | Records Transfer | " {Report Comments |
CQSummarﬂ Enrollments | QSdledule] -Z.i-Attendanoq Flags(formerly ngrams)| [E‘Grades' Transcript[ Credit Summarvl Assessment | ﬂme!lavic
BSave X Delete @Print Enrollment History _] New _] New Enrollment History

*Resident District *County Citizenship Enter Foreign Exchange
Alpena 36-1: 36001 v Jerauld v students
*Senving (Attending) District Enrollment Status *Percent Enrolled Absent P
SRS, T v v 100 L NCLBIAYP is calculated
| from this field.
Homeless Status - Transportation Category
] State Exclude ("] Migrant Indicator
"I First Year In Country Assessment Exemption
Title 1

* ) v

Title 1 Reading Title 1 Supporting Guidance Title 1 Social Science Title 1 Science
Title 1 Vocational Title 1 Health/Dental/Eye Care Title 1 Math



/ Important Data Elements to Check

- * Verify that all LEP/ELL students are properly
identified within Infinite Campus.

dOnly students who were identified as LEP
using the state approved identification test
should be coded as LEP.

dVerify that all 1%t Year in Country students
are properly identified within Infinite
Campus.




Where is the LEP Information??

e The LEP tab can now be found under

Index>Student Information>Program
Participation>LEP.

Index Search Help |
{mura Ellenbecker

=1 (€7 Student Information
General
= () Program Participation
[ LEP
() Custom Programs

-y

# () Special Ed
Ej Student Locator
# _J) Reports
[ @; Census
# -LX Attendance
# () Programs
+ @ Ad Hoc Reporting

_ Nickname: __ ...
Grade:10 # DOB:! Gender:F
LEP | LEP Assessments |

te read only fields, please go to Census->People->ldentities

Home Primary Language: TH: Thai
First Entered US School: No Data Available

| © | & LEP History



record.

Index Search Help |

m Laura Ellenbecker -
= |¥F Student Information
3] General
+] )] Counseling
() Academic Planning
=] [C) Program Participation
) LEP
[C) Custom Programs
+ “g" Health
g Medicaid
= ) PLP
+ [C]) Special Ed
=, student Locator

+ [_J] Reports
= § & Instruction
= @; Census

% My Data

1]

Staff Request Processor
¥ People
F1Z Households
¥ Addresses
= Portal Request Processor
-_% Add Person
=, Add Household
=, Add Address
% Staff Locator
% Census Wizard

= Cﬁ’ Tools

= _J Reports
= 2« Behavior
= “@" Health

] XX Attendance

=+ Scheduling
= Fees

LEP/ELL

Brown, John
Grade:10 #116312001

The Home Primary Language and Date Entered US School
fields are populated on the student’s Identities tab. Only the
Home Primary Language field is required in order to create a LEP

DOB:01/06/1996 Gender:M

hold

Demographi | Identiti | H
[l save < Delete _] New

l Relati hip | Enro-mcnts’ District Emplovmnt' Dis

Identity Information

Race/Ethnicity (Edit)
State Race/Ethnicity:

Federal Designation: 6:White
Race(s): White
Hispanic/Latino: N:No

Race/Ethnicity Determination:

Birth Country

Home ry Language -
CS: Czech -
Ni =

09/07/2011 _'7:[
Comments

PersoniD 1337
*Last Name *First Name Middle Name Suffix
Brown John -
*Sender *Birth Date (Age: 16) Soc Sec Number

Lale -~ 01/06/1996 [ 5] =

= No Image available

WH:White, not Hispanic

A e a2



r?

2. Onthe LEP Tab, select a Program Status.
student’s current LEP status.

e LEP - Student s currently receiving LEP services.
 Exited LEP - Student has exited the LEP program.

LEP/ELL

This value indicates the

* Pending - Student has been identified as possibly needing LEP services
by the school but no formal LEP determination has been conducted.
* Not LEP - The student is not eligible/does not require an LEP program.

Index

| Search | Help |

[ Laura Ellenbecker
= ¥ Student Information
] General
] [C1] Counseling
) Academic Planning
(=] [C1) Program Participation
[C3)) Custom Programs
= “g Health
g: Medicaid
= ) PLP
= [C1) Special Ed
—.E Student Locator
=B _J Reports
= £ = Instruction
= @; Census
My Data
- Staff Request Processor
ﬂ People
m Households
> Addresses
:-_% Portal Request Processor
% Add Person
—.E Add Household

=, Add Address
% Staff Locator TN

-~ n -

Brown, John

Grade:10 #116312001 DOB:01/06/1996 Gender M
LEP LEP Assessments l
Bl save < Delete
Active LEP Record

*Program Status Lgp

~

identified Date g4,09/2012 _‘;1

Expected Exit Date —;]
Program Exit Date
Parent Notified —g]

Parent Declined =

Comments

-

- Modified by:- Ellenbecker, Laura O3/26/2012 08:47

Census Information

Home Primary Language:
First Entered US School

CS: Czech
No Data Avwvailable




Immunizations

~ « Immunization records can now be printed on
a H.S. transcript. The Board of Regents asked
for this enhancement, as they regularly have
to ask the districts for immunization records.
This would help to bypass the situation
where schools are asked to respond on a
case-by-case basis.




