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MAR SSðProcedures 
 

OVERVIEW  
The Minnesota Automated Reporting Student System (MARSS) collects student data 

required by more than one area of the Minnesota Department of Education (MDE) via 

one system. 
 

For a complete guide to MARSS reporting you may wish to download the MARSS 

Manual from MDEôs website.  MARSS reporting instructions and related documentation 

may be found at:  

http://education.state.mn.us/MDE/dse/datasub/MARSSWES/ 
 

The main processes involved in MARSS reporting are: 

1. Data Preparation / Entry 

2. Capturing / Submitting Fall MARSS Files 

3. Capturing / Submitting Spring MARSS Files 
 

Each of these processes is explained in the following sections. 
 

DATA PREPARATION / ENTRY  
Starting the School Year... 

 

Use Minnesota ï MARSS ï Update Status from Last EOY to correctly set many 

of the fields for this yearôs MARSS status line data from the studentôs last record 

from the prior year. 

 

Use EditðStudent Data, and then select the Race/Ethnicity tab to edit any race-

ethnicity data.  For the time being, both types of race-ethnicity data will be 

included in the MARSS B file at capture time. 

 

Download the most current MARSS Reference Guide as found at 

http://education.state.mn.us/MDE/dse/schfin/MARSS/inst/. 
 

Entering Data for a Special Education Student... 

Use Edit-Student Data in the MARSS tab for the student. 

 - Edit the Primary Disability in the MARSS status line. 

 - Edit the Special Education Instructional Setting (Sp Ed Instr Setting) in 

the MARSS status line  

 - Edit the Special Education Evaluation Status (Sp Ed Eval Stat) 
  

  

http://education.state.mn.us/MDE/dse/datasub/MARSSWES/
http://education.state.mn.us/MDE/dse/schfin/MARSS/inst/
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Entering a Second Line of MARSS Data for a Student who has had a Status 

Change... 

 Use Edit-Student Data in the MARSS tab for the student. 

 Change the first line End Date to the last day on which the student was in 

the first  status by clicking on Edit to the left of that line. 

 Change the first line Status End Code to the appropriate code. 

 Click on the Add Row button. 

 Change the second line Last Location to the appropriate code. 

 Change the desired status code on the second line.  

 

Add, Drop, or Re-enter Students     Many times it is unnecessary to edit the 

studentôs MARSS Status Line directly.  For example, typical student adds, drops, and 

re-enters will automatically manipulate your MARSS status lines appropriately for 

you.  For more information on Add Student, Drop Student, and Re-enter Student 

please refer to the documentation for the JMC Attendance module found at this link. 
  

Editing Attendance Data for a Student who has Dropped and then Re-Entered... 

 Select Attendance ï Student ï Drop Student. 

 Find the student in the list.  

In the Day list select the day the student dropped. 

Select a Drop Code of 4 or other appropriate drop code.  

 Click on the Drop button. 
 

 Select Attendance ï Student ï Re-enter Student. 

 Find the student in the list.  

In the Day list select the day the student re-entered your district. 

 Click on the Re-enter button. 
 

FALL DATA SUBMISSION  
Use Minnesota ðMARSSðEdit School Data to enter the end-of-year day 

number and other pertinent data.  

  - For fall reporting it may be necessary to estimate the end-of-year day  

  number.  

  - Be sure that the day name displays for the day number that is selected.  

  - If necessary, use AttendanceðDayðDay Names to enter the day name.  

  You must first log into the CSD level to do this.  

 Use Minnesota ðMARSSðCalculate Attendance. 

 Use Minnesota ðMARSSðCapture Fall Files. 
 

As an option, use MinnesotaðCombine FilesðCombine Output Files to combine files 

from several buildings.  
   

SPRING DATA SUBMISSION 
 Use MinnesotaðMARSSðEdit School Data to edit the end-of-year day and 

other pertinent data, if necessary. 

 Use MinnesotaðMARSSðCalculate Attendance. 

 Use MinnesotaðMARSSðCapture End of Year Files. 

   

http://jmcinc.com/uploads/files/NextGen_AttendanceMN.pdf
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MCCCðProcedures 
 

OVERVIEW  
 

The Minnesota Common Course Catalogue (MCCC) is a course classification and data 

collection system intended to provide uniform information about courses that are taught 

by Minnesota teachers and completed by Minnesota students. 
 

For a complete guide to MCCC reporting you may wish to refer to the various resources 

available from MDEôs website at  

http://education.state.mn.us/MDE/dse/datasub/MCCC/ 
 

The main processes involved in MCCC reporting are: 

1. Check Software Version 

2. Configure you District Calendar on MDE website 

3. Import Course Data from Prior Year 

4. Capturing / Submitting MCCC Course Index File 

5. Prepare staff file data 

6. Capturing / Submitting MCCC Staff File 

7. Capturing / Submitting MCCC Student File 
 

Each of these processes is explained in the following sections. 

 

For a graphical presentation of these procedures, please refer to  

 

CHECK SOFTWARE VERSION  
 

Make sure you are using the most current build of the JMC software. The build date 

may be found in your Next Gen software at the bottom of most pages.  See Figure 1. 

 

 

Figure 1: 

 

Location of 

Build Date in 

JMC Next Gen 

Software 

http://education.state.mn.us/MDE/dse/datasub/MCCC/
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CONFIGURE DISTRICT CALENDAR ON MDE 

WEBSITE  
 

All buildings in your school district must have configured their calendar before you 

attempt to submit a Staff file.  Please be aware that the MDE web site has an option to 

roll over the calendar from the prior year.  If you need guidance with this, please contact 

MDE via email at mde.mccc@state.mn.us.  For your calendar, please make sure that: 

o every term that your school uses on a student transcript is defined.   A common 

calendar configuration would include Semesters 1 & 2 but if you also have quarter 

or trimester grades you may need to define those terms as well. 

o every period in each term is defined. 
 

Once the calendar has been readied make sure to use the Calendar Export option and 

save this file to your computer.  You will need to find 2 numbers in this export before 

you can proceed:  the Academic Year and Calendar numbers.  Also, if you later wish to 

request assistance from JMC you may need to provide the Calendar Export to them at 

that time. 
 

IMPORT COURSE DATA FROM PRIOR YEAR  
 

Since MCCC reporting has been for past years there is often data that was edited in a past 

year that needs to be brought forward into the next reporting year.  For example, if you 

recently edited course data while finishing up your MCCC submissions for 2014-2015 

then you will most likely want those same edits for your 2015-2016 courses.  

 

To import course data from a prior year, log into JMC Next Gen in the year you are 

working on and select Schedules ï Course ï Import Course Data from Prior Year. 
 

CAPTURING/SUBMITTING THE MCCC COURSE 

INDEX FILE  
 

All buildings in your school district must have a successful Course Index file upload 

before you attempt to submit an MCCC Staff file.  If you are not sure if this step has 

been completed or need guidance with this, please contact MDE via email at 

mde.mccc@state.mn.us. 
 

PREPARING THE MCCC STAFF FILE DATA  
 

Before submitting a Staff file, please make sure that: 

o every teacher has a file folder number in Attendance - Staff - Teachers.  Because 

you are reporting this data long after you rolled up your data for that year you will 

need to re-enter these file folder numbers into your database for each MCCC 

reporting year. 

o every room has a site number in Attendance - Staff - Rooms. The site number can 

be found in Minnesota-MARSS-Edit School Data under the school # column.  
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Because you are reporting this data long after you rolled up your data for that year 

you will need to re-enter these site numbers into your database for each MCCC 

reporting year. 

o every section has a teacher and room assigned in Schedules - Course - Edit 

Course Data.  
 

CAPTURING/SUBMITTING THE MCCC STAFF 

FILE  
 

Every building in your district must have a successful Course Index file upload (no 

errors) and calendar configuration before you attempt to submit a Staff file.  The first 

time you create a Staff file you will be prompted to enter the Academic Year and 

Calendar numbers ï these can be found in your Calendar Export (see step 2).  When you 

export the Staff file from your JMC software you will see a JMC validation report that 

may alert you to some issues that you should fix and then create a new Staff file.  

Continue to fix all validations issues before submitting the Staff file.  Once you submit 

the Staff file, if you have errors you can send a copy of the Staff file, the MDE error 

report, and the calendar export to one of these email addresses and you will receive help:  

eric@jmcinc.com or greg@jmcinc.com 
 

CAPTURING/SUBMITTING THE MCCC STUDENT 

FILE   

 

You must have a successful Staff file upload (no errors) before submitting a Student 

file.  When you export the Student file from your JMC software you will see a JMC 

validation report that may alert you to some issues that you should fix and then create a 

new Student file.  Continue to fix all validations issues before submitting the Student file.  

Once you submit the Student file, if you have errors you can send a copy of the Student 

file and the MDE error report to one of these email addresses and you will receive help:  

eric@jmcinc.com or greg@jmcinc.com 

 

mailto:eric@jmcinc.com
mailto:greg@jmcinc.com
mailto:eric@jmcinc.com
mailto:greg@jmcinc.com
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PERKINS PROCEDURES 
  

OVERVIEW  
 

Authorized district users submit their Carl Perkins (P-file) data annually June to mid-

September for the previous school year. District personnel use their JMC Next Gen 

software to create the file which is then uploaded to MDEôs web based application 

system at http://education.state.mn.us/MDE/dse/datasub/CarlPerkins/.  

It is critical to submit an accurate count of students who participate in approved CTE 

courses only. Once submitted, these data contribute to performance indicators outcomes 

and have a direct impact on financial allocations. 

  

In order to ensure that a particular program or course is part of an approved program, it is 

important that Carl Perkins authorized users review the Program Approval Database, 

which can be found at: http://education.state.mn.us/MDE/dse/cte/data/prog/. How 

the Program Approval Database is created: each district operating a Carl Perkins program 

submits a Program Approval form to the Minnesota Department of Education (MDE) as 

part of a 5 year review cycle so that MDE staff can then verify teacher licensure and 

programmatic criteria. Once approved, these programs are then included in the Program 

Approval Database and are eligible to access federal Carl D. Perkins funds as well as 

being eligible to levy. 

  

If there is a question about whether data for a CTE course ought to be included in the 

Perkins data, there are a couple ideas to consider. If you do not see a course listed within 

the Program Approval Database, it could be that there was a new course offered within an 

existing approved program. If this is the case, simply update the courses offerings by 

sending an email to: mde.cte.program.approval@state.mn.us. The email should include 

the following information: District#, Program Code, Course Code, Teacher Name, 

Teacher File#, Course name as it appears in the districtôs catalog, and a copy of the 

course syllabus. However, if a new program with multiple courses was offered, a 

Program Approval form, as found at http://education.state.mn.us/MDE/dse/cte/data/prog/ 

will need to completed (preferably by CTE program staff), signed by either a 

Superintendent or a licensed CTE Director, then emailed along with corresponding 

course syllabi to:  mde.cte.program.approval@state.mn.us. The critical component for 

both cases is that the program and/or course(s) were taught by an appropriately licensed 

CTE instructor. To verify a teacherôs license please see MDEôs Educator license look up 

page, which can be found at: http://w20.education.state.mn.us/LicenseLookup/lookup. To 

determine whether a teacherôs existing license corresponds to an appropriate CTE license, 

please review the information listed in ñTable Cò located here: 

 http://education.state.mn.us/MDE/dse/cte/data/prog/.  

 

For any questions, please contact Kari-Ann Ediger at Kari-Ann.Ediger@state.mn.us or, 

Debra Blahosky at Debra.Blahosky@state.mn.us. 
 

  

http://education.state.mn.us/MDE/dse/datasub/CarlPerkins/
http://education.state.mn.us/MDE/dse/cte/data/prog/
mailto:mde.cte.program.approval@state.mn.us
http://education.state.mn.us/MDE/dse/cte/data/prog/
mailto:mde.cte.program.approval@state.mn.us
http://w20.education.state.mn.us/LicenseLookup/lookup
http://education.state.mn.us/MDE/dse/cte/data/prog/
mailto:Kari-Ann.Ediger@state.mn.us
mailto:Debra.Blahosky@state.mn.us
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CARL PERKINS DATA ENTRY  
Entering Course Information... 

Use SchedulesðCourseð Edit Course Data to edit the Perkins Technical Skills 

Assessment (TSA) for courses where a TSA will be administered.  Use only TSAs 

that are approved for your school by MDE.  For more information please refer to 

Appendix I of this document. 
 

Use MinnesotaðPerkinsð Carl Perkins Program/Course Codes to edit Program 

and Course codes as needed.  Use only codes that are approved for your school by 

MDE.  For more information about Perkins course codes please refer to the 

following links: 
 

http://education.state.mn.us/MDE/dse/cte/data/prog/ 

http://education.state.mn.us/MDE/SchSup/DataSubLogin/CarlPerkins/index.html 
 

Entering Student Information... 
Use Grading-Test ScoresðEdit Student Test Scores to enter a test score record 

for any students who took a Perkins TSA.   
 

Use Grading-Test ScoresðMass Create Test Scores to generate test score records 

for all students in a course section.   
 

Note:   For more information please refer to Appendix I of this document. 
 

Use Grading-Reports-Grade Distribution to verify that all grades have been 

entered by the teacher(s) for your CTE courses. 
 

Use Grading-Entry-Edit Grades if necessary to manually enter course grades for a 

student; HOWEVER, these grades have most likely been entered by the teacher of 

the courses since this is a summer data submission. 

 

CARL PERKINS SUMMER DATA  

SUBMISSION 
Use MinnesotaðPerkinsðCarl Perkins Report to review the information that 

would be included in the P file for a building. 
 

Use MinnesotaðPerkinsðCarl Perkins File to create the P file or files you need. 
 

Note:   As an option, use MinnesotaðCombine FilesðCombine Output Files to 

combine similar Perkins files from several buildings.  
 

Note:   Details of the calculations used for the Course Minutes field in the P file 

are discussed in Appendix J of this document. 

http://education.state.mn.us/MDE/dse/cte/data/prog/
http://education.state.mn.us/MDE/SchSup/DataSubLogin/CarlPerkins/index.html
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STARðProcedures 

OVERVIEW  
STAR (Staff Automated Reporting) is the reporting of Licensed and Non-Licensed staff   

data, using data from school districtsô JMC Next Gen database, which can be 

exported to the Minnesota Department of Education (MDE) specified file formats. 
 

For a complete guide to STAR reporting you may wish to download the STAR Manual 

from MDEôs website, located at: 

http://education.state.mn.us/MDE/dse/datasub/STAR/ 
 

The main processes involved in STAR reporting are: 

1. Data Preparation / Entry 

2. Capturing / Submitting October 1 STAR Files 

3. Capturing / Submitting March 1 STAR Files 
 

Each of these processes is explained in the following sections. 

 

DATA PREPARATION / ENTRY  
Entering Staff General Information... 

Use MinnesotaðSTARðLicensed Staff. 

Enter the staff personôs last, first, and middle names, file folder number and social 

security number. 

If the person has teaching assignments, check the box in front of JMC Teacher 

and select the teacher from the pop-up menu. 

If the personôs employment data will also be reported using JMC, edit the 

remaining data in the window.  
 

Compiling Staff Assignment Information... 
If scheduling is being done in the JMC Office application, complete steps 1 and 2.  

Otherwise, skip ahead to step 3. 

Use MinnesotaðSTARðAssignment Codes to identify the assignment course 

code for each course.  Enter the 6-digit assignment code for each JMC course 

listed.  The assignment codes may be found in the STAR manual from MDEôs 

website. 

Use MinnesotaðSTARðImport Course Data to generate the assignment records 

for each teacher.  Select the appropriate time frame as follows: 

October 1 Snapshot ï this option will generate staff assignment records for 

the following terms: Quarter 1, Semester 1, Trimester 1, Hex 1.  
  

March 1 Snapshot - initial  ï this option will generate staff assignment 

records for the following terms: Quarter 3, Semester 2, Trimester 2, Hex 4.  

This option will also delete any pre-existing staff assignment records.  This 

step will be the necessary first step for the March 1 snapshot.  
  

March 1 Snapshot - subsequent ï this option will generate staff assignment  

http://education.state.mn.us/MDE/dse/datasub/STAR/
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records for the following terms: Quarter 3, Semester 2, Trimester 2, Hex 4.  

This option will NOT delete any pre-existing staff assignment records.  This 

step may be used to generate additional staff assignment records for the 

March 1 snapshot.  
 

Use MinnesotaðSTARðStaff Assignments to edit and/or add staff assignments.  

  

OCTOBER 1 DATA SUBMISSION 
Use MinnesotaðSTARðValidate Data to check the STAR data that has been 

entered.  Use the appropriate option to edit any data that may have been in error. 

Use MinnesotaðSTARðCapture Files to prepare the file or files you need. 
 

Note:   As an option, use MinnesotaðCombine FilesðCombine Output Files to 

combine similar files from several buildings.  

 

MARCH 1 DATA SUBMISSION  
Please refer to the prior section for DATA PREPARATION / ENTRY for any 

appropriate steps. 

Use MinnesotaðSTARðValidate Data to check the STAR data that has been 

 entered. 

Use the appropriate option to edit any data that may have been in error. 

Use MinnesotaðSTARðCapture Files to prepare the file or files you need. 

 

Note: As an option, use MinnesotaðCombine FilesðCombine Output Files to 

combine similar files from several buildings. 
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EARLY EDUCATION STUDENT  

PROCEDURES 
  

OVERVIEW  
 

The Minnesota Department of Education (MDE) is introducing new student identification 

process for children registered in Early Childhood Family Education and School 

Readiness (ECFE/SR). The purpose of the new Early Education Student (EES) system is 

to better understand childrenôs experiences prior to kindergarten. 
 

More information on Early Education Student is available at:  

http://education.state.mn.us/MDE/dse/datasub/EarlyEducStudent/ 

 

DATA ENTRY / REPORTS 
 

Entering Student Information 
Use MinnesotaðEarly EducationðEdit Student Early Education to enter or edit a 

preschool registration record for a student. 
 

Reports Related to EES 
Use Attendance-Student-Lists to generate lists of preschool students with their 

corresponding EES records. 
 

DATA SUBMISSION  
Use MinnesotaðEarly EducationðEarly Education Student File to prepare the 

file you need to submit to MDE. 
 

http://education.state.mn.us/MDE/dse/datasub/EarlyEducStudent/
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GRADUATION ASSESSMENT 

PROCEDURES 
  

OVERVIEW  
 

The Minnesota Department of Education (MDE) tracks student progress toward 

graduation with a variety of methods, including state-sponsored assessments and other 

alternatives.  Students must either pass the state sponsored assessments in math, reading, 

and writing or provide other documentation that they have met their requirements for 

graduation, such as through a Pass at Individual Rate, an English Language Learner 

Exemption, a Mathematics Alternate Pathway (through 2014) with a Pass Other State 

code, or through alternate assessments as designated by MDE. 
 

In JMCôs Next Gen software you may wish to maintain the various assessment records 

along with your other standardized test score records for your students.  These records 

may be downloaded from MDEôs website at the following link: 
 

http://education.state.mn.us/MDE/dse/datasub/SecureRep/ 

(select the option District and School Student Results (DSR and SSR)) 
 

These data files (DSR or SSR) may be imported into your database as test score records. 
 

Additionally, alternate assessment records may be generated for individual students that 

did not pass some or all of their subject areas in the Minnesota Assessments.  These 

alternate assessment (GRR) records may be manually entered as test score records in the 

JMC Next Gen database and then later exported from Next Gen and uploaded to MDE. 
 

DATA ENTRY / REPORTS 
Importing Student Assessment Records 

Use GradesðTest Scoresð Import Test Scores to import DSR and/or SSR files 

that you downloaded from MDEôs website. 
 

Entering Student Assessment Records 
Use Grades-Test Scores-Mass Create Test Scores to create GRR records for all 

students enrolled in a course section. 

 

Use Grades-Test Scores-Edit Student Test Scores to edit or manually enter 

alternate assessments information such as GRR records. 
 

Reports Related to Minnesota Assessments 
Use Minnesota-Grad Assessments-Not Passed Standards Report to generate lists 

of students with their corresponding graduation status based on records contained 

in your JMC database. 
 

Use Grades-Transcripts-Print Transcripts to print student transcripts that contain 

graduation status based on records contained in your JMC database. 

http://education.state.mn.us/MDE/dse/datasub/SecureRep/
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GRR DATA SUBMISSION 
Use Minnesota-Grad Assessments-Graduation Requirements Record (GRR) File 

to prepare the file you need to submit to MDE.  This option will export a file for 

upload to MDE.  The file will include any GRR records as entered on Grading ï 

Test Scores ï Edit Student Test Scores.   

 

Note:  Test records must be from the Minnesota Assessment ï GRR ï Grad 

Requirement Record category.   
 

Note: Related test score records, such as ACT scores, will not generate a record 

in the GRR file. 
 

Here is a link to MDEôs GRR page: 

 

http://education.state.mn.us/MDE/dse/datasub/GRR/ 
 

Note: If a student has already passed a subject area based on a Minnesota 

Assessment, the corresponding GRR records that you may be attempting to 

submit to MDE via a Graduation Requirements Record (GRR) File will be 

ignored as the Minnesota Assessment record supercedes any GRR records 

submitted by a school. 

 

 

 

 

Instructional Videos 
 

MCCC 

http://jmcinc.com/resources/view/mccc_instructions 

 

MCCC EE and Early ED 

http://jmcinc.com/resources/view/minnesota_ee_and_ees 

http://education.state.mn.us/MDE/dse/datasub/GRR/
http://jmcinc.com/resources/view/mccc_instructions
http://jmcinc.com/resources/view/minnesota_ee_and_ees
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MARSS - Data Elements At A Glance 
  

MARSS A File  

Here are the locations of all of the data elements that are to be edited for inclusion in the 

MARSS A file.  The items are located on MNMARSS ï Data ï Edit School Data (Figure 

A). 
  

 
Figure A: Minnesota ï MARSS - Edit School Data 

  

¶ School Number 

¶ Title I School Indicator 

¶ Kindergarten Schedule Indicator 

¶ Instructional Days in Session 

¶ Length of School Day in Minutes 

¶ PK/KG (VPK data element) 

¶ Preschool Groups (VPK data element) 
  

MARSS B File  
Here are the locations of all of the data elements that are to be edited for inclusion in the 

MARSS B file.  The items are located on Edit ï Student Data in the General, MARSS, 

and other tabs.  In this section, the data elements are listed with their MARSS-specific 

name beneath the screen that shows where these elements may be edited. 
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Edit - Student Data                 

 
 

 

 

 

Figure B: Edit ï Student Data page with MARSS tab 
  

MARSS Status Line Data Elements 

The following items are maintained within a MARSS status line for a student.  A student 

may have up to 21 MARSS status lines, which contain data items that may change at 

various times during the school year. 
 

¶ Status Start Date 

¶ Status End Date 

¶ Student Grade Level (NOT the same as the Grade on Edit - Edit Student Data) 

¶ Student Resident District Number 

¶ Student Resident District Type 

¶ Percent Enrolled 

¶ State Aid Category 

¶ Homeless 

¶ Special Ed Evaluation Status 

¶ Last Location of Attendance 

¶ Status End Code 

MARSS Status 

Line record for a 

student 
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¶ Attendance Days (can be calculated in most cases using Minnesota-MARSS-

Calculate Attendance) 

¶ Membership Days (can be calculated in most cases using Minnesota-MARSS-

Calculate Attendance) 

¶ Post Secondary Options Indicator 

¶ PSEO High School Participation Hours 

¶ Special Pupil for Care & Treatment (formerly Ward of the State) 

¶ Homebound Service Indicator 

¶ Independent Study  

¶ Special Ed Instructional Settings 

¶ Special Education Service Hours 

¶ Transportation District Number 

¶ Transportation District Type 

¶ Transportation Category 

¶ Primary Disability 
 

Editing a Studentôs MARSS Status Line Record 
 

Scenario: change in enrollment using status end code 99, changed the status end date and 

status end code which allows for changes when add a new enrollment record. 
 

Edit ï This link allows you to edit a student MARSS status line record.  Once the edit 

link is clicked, the page will appear similar to Figure C.  After editing the data you must 

click the Update link in order to save the changes. 
 

 
Figure C: Editing a record in Edit ï Student Data in the MARSS tab 
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Figure D: Adding a Row in Edit ï Student Data in the MARSS tab 

 

Add Row     You may add a row to a studentôs MARSS status line records by clicking 

the Add Row link ï see Figure D.  You will probably need to scroll down to see it ï see 

Figure E.  Adding a row may be necessary for a variety of reasons, most notably when 

the student has a change in their circumstances that affects one of the data elements in 

their MARSS status line.  Another reason may be to add a special span of attendance 

such as summer school or some other special program information for the student.  

 

 
Figure E: Scrolling to Newly Added Row in Edit ï Student Data in the MARSS tab 
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Edit - Student Data and Tabs  

 
Figure F: Edit ï Student Data page with General Tab 

  

1. Student Last Name 

2. Student First Name 

3. Student Middle Name 

4. Suffix 

5. Gender 

6. State Report (General tab) 

7. Gifted & Talented Participation (General tab) 

8. Teen Parent (General tab) (Carl Perkins field) 

9. Displaced Homemaker (General tab) (Carl Perkins field) 

10. Birth Date (General tab) 

11. Graduation Date (General tab) 

12. Student Number (MARSS ID)(General tab) 
 

Note:    Some of the data items available on Edit ï Student Data are similar to 

items available on Minnesota - MARSSï Edit Student Data but are actually 

different data items.  For example, since a studentôs grade level or resident district 

number could change over the course of a school year, these data items are 

tracked within the MARSS status line for the appropriate span of enrollment. 
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Figure G: ELL/LEP Tab for Edit ï Student Data 

 

13. Home Primary Language (Edit ïStudent Data ï ELL/LEP tab) 

14. English Learner (LEP) (Edit ïStudent Data ï ELL/LEP tab) 

15. English Begin Date (Edit ïStudent Data ï ELL/LEP tab) 
 

 
Figure H: Title I/III Tab for Edit ï Student Data 

  

16. Title I Student Indicator (Title I/III tab) 

17. Title III Student Indicator (Title I/III tab) 
 

 
Figure I: MARSS Tab for Edit ï Student Data 

  

18. Minnesota Care Opt Out (MARSS tab) 

19. PSEO Concurrent Enrollment Flag (MARSS tab) 

20. Economic Indicator (MARSS tab) 

21. Career and College Readiness (MARSS tab)(printed on transcripts) 
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Figure J: Race-Ethnicity Tab for Edit ï Edit Student Data 

  

22. Hispanic-Latino (Race-Ethnicity tab) 

23. American Indian ï Alaskan Native (Race-Ethnicity tab) 

24. Asian (Race-Ethnicity tab) 

25. Black ï African American (Race-Ethnicity tab) 

26. Hawaiian / Pacific Islander (Race-Ethnicity tab) 

27. White (Race-Ethnicity tab) 

28. Ethnicity Legacy Code (Race-Ethnicity tab) 

 

Edit -  Edit Student Sensitive Data  
 

 
Figure K: Edit ï Edit Student Sensitive Data screen 

  

29. Lunch Status 

30. Economic Indicator 
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MINNESOTA MODULE Documentation  
 

MinnesotaðStudent State IDsðStudent State IDs (SSID) File 
This option exports an SSID file that may be uploaded to MDEôs web application for 

verification of student state IDs.  

 

 
Figure 1: Generating an SSID File for Verification of Student State IDs 

 

 

 

MinnesotaðMARSSðCalculate Attendance 

This option automatically enters the attendance, membership, status end date, and status 

end code for student MARSS data. 

 - Select MinnesotaðMARSSðEdit School Data to ensure that the end-

of-year day number has been entered. 

 - Select Minnesota - MARSSðCalculate Attendance.  
 

When the calculation is complete an ñAll students were completed successfullyò message 

will appear. If the calculation was not successful, a message explaining the problem will 

appear.  
 

Percent Enrolled 999 -   

 Attendance and Membership calculation will not be completed if the percent 

enrolled is 999.  A percent enrolled of 999 means that the studentôs attendance 

and membership will be entered as hours instead of days.  Calculation of 

Attendance Days and Membership Days will then be based on the value for the 

Min./Day  in the studentsô MARSS status lines as follows: 
 

- If Min./Day  is left blank, Attendance and Membership Days will be 

calculated based on Day Length (from Minnesota-MARSS-Edit School 

Data). 
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- If ñ0ò is entered for Min./Day , Attendance and Membership Days will be 

left alone when using the option Minnesota-MARSS-Calculate 

Attendance.  Hours must then be manually calculated and entered 

manually into the Attendance Days and Membership Days of the 

MARSS record. 
 

- If the actual number of minutes per day is entered for Min./Day , 

Attendance and Membership Days will be calculated using that number. 

 

Status end code -  

 Students who are in attendance at the end of the year will receive a status end 

 code of either: 40 (student has completed the year) or 8 (student has graduated).  
 

For students having one line on the MARSS window, the Calculate Attendance option 

takes care of these items:  

 - the status end date  

 - the status end code  

- attendance days 

- membership days 
 

The remaining items on the line may need to be edited manually, including:  

- Grade Level 

- Resident District Number 

- Resident District Type 

- Percent Enrolled 

- State Aid Category 

- Homeless 

- Special Ed Evaluation Status 

- Last Location of Attendance 

- PSEO Participation 

- PSEO High School Participation Hours 

- Homebound Status 

- Special Ed Instructional Setting 

- Special Ed Service Hours 

- Transportation District Number 

- Transportation District Type 

- Transportation Category 

- Primary Disability 
 

For students having two or more lines on the MARSS window, the Calculate 

Attendance option takes care of:  

 - the status end code and status end date for the last line  

 - the attendance and membership for each line. 
 

Unsuccessful Calculation    There are two messages that may appear if the calculation 

was not successful: 

ñStudent <#> not completed. Is a nonmember for some daysò  

ñStudent <#> was not completed. Lines and attendance donôt matchò  
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To correct a Calculate Attendance error:  

1. Select Minnesota - MARSSðEdit Student Data.  

2. View the start and end dates for the student and make sure they are correct.  

  Note:    These dates must match the dates entered in Attendanceð  

  StudentðEdit  Attendance.  

3. Select Attendance ï Student - Edit Attendance to verify matching dates.  

  Note:    If any of the dates are incorrect, make any necessary corrections.  

4. Return to Minnesota ï MARSS - Calculate Attendance and repeat the process.  

 

Minnesota - MARSS ð Edit School Data 

This option allows the entry of basic information about the school and the grade levels in 

the school.   Instructional days, minutes in the school day, school number, Title I, as well 

as the kindergarten indicator may be entered/edited on this window. 
 

Select Minnesota - MARSSðEdit School Data.  The screen will appear similar to 

Figure 2.   

 
                       Figure 2:  Minnesota - MARSSðEdit School Data screen. 

 

For each grade level in your building, enter the number of instructional days in 

session, non-instructional days, minutes in the school day, and building number. 

To do this, click on Edit to the left of the line you want to edit, then highlight the 

number by clicking on it and type the correct number, and then click Update. 
 

The End-of-Year Day # also needs to be entered on this window.  
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Select the End-of-Year Day # from the pop-up menu.  This day number is the same day 

number that is used in the attendance section for the last day of school. 
 

If your building has a Kindergarten or Preschool, enter the kindergarten schedule 

indicator for each grade zero group on this window.  To edit the Kindergarten Indicator 

column, click on the Edit  link on the left side of the appropriate grade zero group (KG, 

KAé), then enter the correct symbol (A-H) to indicate the type of schedule the grade 

zero class uses and then click the Update link at the left side of the record. The 

kindergarten indicator is a code to indicate the type of schedule that the kindergarten 

uses:  

A - Half-day, daily  

B - Full day, alternate days  

C - Full day, three days per week  

E - Full day, daily or four days per week, available to all  

F - Full day, daily using Title I funds available to all 

G - Full day, daily, with parent fees 

H - Full day, daily, limited availability 

 

If your building has Voluntary Preschool (VPK) you should specify which grade zero 

groups are used for VPK by: 

- Editing the row for the grade zero group (KA, KB, KC, KD, KG, EC, or HK) 

- Selecting ñPreschoolò from the PK/KG column 

- Selecting an available code from the Preschool Groups column (PA, PB, PCé) 

- Click Update to save the changes for that row 
 

This table, and many other MARSS reporting related tables, may be found in the MARSS 

Reference Guide.  This document may be found at: 

http://education.state.mn.us/MDE/dse/schfin/MARSS/inst/ 
 

Also, enter the following for each grade level: 

 

¶ School Number 

¶ Title I School Indicator 

¶ Instructional Days in Session 

¶ Length of School Day in Minutes 

 

  

http://education.state.mn.us/MDE/dse/schfin/MARSS/inst/
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Edit - Student Data 

This option is used to edit a studentôs MARSS data and/or make changes in the studentôs 

status.  This option was formerly available at Minnesota ï MARSS ï Edit Student Data. 

 

 

Edit the following items as appropriate.  

- Minnesota Health Care Opt Out  

- PSEO Concurrent Enrollment Flag 

- Economic Indicator 

- Career and College Readiness 

 

Note:    College and Career Readiness is a local decision.  Whatever is entered on this 

page for the student will appear on the studentôs printed transcript if specified for 

inclusion on the transcript ï see Figures 4 & 5. 
 

Figure 3:  

 

Student Data 

page with 

MARSS tab 

shown. 
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Add, Drop, or Re-enter Students     Many times it is unnecessary to edit the studentôs 

MARSS Status Line directly.  For example, typical student adds, drops, and re-enters 

will automatically manipulate your MARSS status lines appropriately for you.  For more 

information on Add Student, Drop Student, and Re-enter Student please refer to the 

documentation for the JMC Attendance module found at this link. 
 

Editing a MARSS Status Line  To edit data on a studentôs status line, click on Edit 

to the left of the correct row and then edit the value in the correct column. Then click 

Update to save. 

 

Adding a MARSS Status Line To add a new MARSS status line for the student, 

click the status end date on the current line. Enter the new value for the status end date, 

then click on Update. The value will be entered. Then click on the Add Row button to 

add a new line. 

 

Removing a MARSS Status Line    To remove the last MARSS status line, click on 

Delete to the left of that line. 

 

Status Changes    If a student has a status change or re-enters during the year, then 

it is necessary to close out the current status line and create a new status line for 

the student. 

 

 Examples of a status change could be a change in: 

  - Grade Level 

  - Resident District Number 

  - Resident District Type 

  - Percent Enrolled 

  - State Aid Category 

  - Homeless 

Figure 4 (left): Print Transcript Options 

 

Figure 5 (below): Sample Printed Transcript with 

Career and College Readiness Section Included 

http://jmcinc.com/uploads/files/NextGen_AttendanceMN.pdf
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  - Special Ed Evaluation Status 

  - Last Location of Attendance 

  - PSEO Participation 

  - PSEO High School Participation Hours 

  - Homebound Status 

  - Special Ed Instructional Setting 

  - Special Ed Service Hours 

  - Transportation District Number 

  - Transportation District Type 

  - Transportation Category 

  - Primary Disability 

 

 Note:    If there is a need for more than one status line, it is the 

responsibility of  the user to close out one status line with the appropriate 

status end code and status  end date, and add the new status line with the 

appropriate last location code and  status start date.  
 

Note:    Codes for these data elements are found in the MARSS Reference Guide 

as found at http://education.state.mn.us/MDE/dse/schfin/MARSS/inst/. 
 

Sample Situations For Changes In Student Data 

A student moves out of your district, but stays enrolled through an open enrollment 

option. The last day in your district was day 56.  

 Select Attendance ï Student ï Drop Student. 

 Find the student in the list.  

In the Day list select day 56. 

Select a Drop Code of 4.  

 Click on the Drop button. 
 

 Select Attendance ï Student ï Re-enter Student. 

 Find the student in the list.  

In the Day list select day 57. 

 As needed, enter the new State Aid Category code.  

 Enter the new Resident District .  

 Click on the Re-enter button. 

 

A student leaves, goes somewhere else in the state, and then later in the year returns 

to your school. Suppose the student was last in your school on day 56 and then 

returned on day 76.  

 Select Attendance ï Student ï Drop Student. 

 Find the student in the list.  

In the Day list select day 56. 

Select a Drop Code of 4.  

 Click on the Drop button. 
 

 Select Attendance ï Student ï Re-enter Student. 

 Find the student in the list.  

http://education.state.mn.us/MDE/dse/schfin/MARSS/inst/
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In the Day list select day 76. 

 Click on the Re-enter button. 

 

A student is in Early Childhood (or in some cases a charter school) and needs to be 

reported in hours.  
 

 Find the student in Edit ï Student Data and select the MARSS tab.  

 Click on the Edit  button for the MARSS record you want to edit.  

Click on the space to the right of % Enroll  and enter 999.  

Enter the appropriate value for the Min./Day  as follows: 
 

- If left blank, Attendance and Membership Days will be calculated based 

on Day Length (from Minnesota-MARSS-Edit School Data) when using 

the option Minnesota-MARSS-Calculate Attendance. 
 

- If ñ0ò is entered, Attendance and Membership Days will be left alone 
when using the option Minnesota-MARSS-Calculate Attendance.  Hours 

must then be manually calculated and entered manually into the 

Attendance Days and Membership Days of the MARSS record. 
 

- If the actual number of minutes per day is entered, Attendance and 

Membership Days will be calculated using that number when using the 

option Minnesota-MARSS-Calculate Attendance. 
  

If needed, enter the special ed evaluation status code in the Sp Ed Eval Status 

field.  

 If needed, select the appropriate Primary Disability  from the drop down list.  

 Click the Update button for the MARSS record you are editing.  

  

A student is in Early Childhood and is changing grade levels to Preschool as of Day 

90.  
 

 Find the student in Edit ï Student Data and select the MARSS tab.  

 Click on the Edit  button for the MARSS record you want to edit.  

 Select the Status End Date of 89. 

 Click the Update button for the MARSS record you are editing.  

 

 Click on the Add Row button.  It should automatically come up with a Status 

Start Date for Day 90. 

 Edit the Grade Level to PS. 

 Click the Update button for the MARSS record you are editing.  

 

Note:    For Voluntary Preschool grade levels such as PA-PJ, please refer to 

Appendix H of this document. 
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Minnesota ï MARSS ð Print MARSS Data 

This selection is used to print predefined reference lists of MARSS data. 

Select either GENERAL data or STATUS data.  

 - General data is the data shown on the upper half of the edit window.  

 - Status data is the data contained in the studentôs status line in the middle of the 

 edit window. 

 

Select the type of list to be printed:  

 - Everyone  

 - Nonresidents (different resident district)  

 - Special Education (special ed evaluation status of 3 or 4)  

 - Post Secondary (post-secondary box Xôd)  

 - State Aid Category other than zero  

 - Percent Enrolled other than 100 

 

Sort by Grade    The default printing order is alphabetical by student name.  If Sort By 

Grade is checked the order will be by grade and then student name.  
 

Preview    To preview the data click Preview. 
 

Print     To print the data as currently viewed click Print . 
 

Export     To export the data as currently viewed click Export . 

 

Minnesota ï MARSS ð Print Notification of change in enrollmenté 

This feature saves time and frustration by producing a one-page form that includes most 

of the pertinent MARSS information for students leaving or joining your school.  The 

form will include the studentôs name, birth date, grade level, state aid code, status start 

date, status end date, State Reporting Number (MARSS ID), and any Graduation Basic 

Standards data. 
 

If the student is leaving your district:  
  

1. Start by selecting the name of the student who is leaving your school district by 

entering a last name, student number, or scrolling through the list. 

 

2. In the Prior District  box enter your district number.  Your MARSS contact and 

local contact numbers will automatically appear for you. 

 

3. In the Transfer District  box, enter the district number to which the student is 

transferring. 
  

If the student is joining your district:  
 

1. Start by selecting the name of the student who is joining your school district by 

entering a last name, student number, or scrolling through the list. 
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2. In the Prior District  box, enter the district number from which the student is 

transferring. 
 

3. In the Transfer District  box enter your district number.  Your MARSS contact 

and local contact numbers will automatically appear for you. 
  

Note:  If no contact numbers automatically appear, contact JMC (800-524-

8182) for help. 

 

Minnesota - MARSSð Update Status from Last EOY 

This process updates (overwrites) data in the initial MARSS status line with the most 

recent information from the end of the previous school year.  This option would typically 

be used prior to editing the MARSS status line data for the current school year. 

 

1. Select Minnesota - MARSS- Update Status from Last EOY. 

 

2. Click on the Proceed to Update Students button. 

 

 

Minnesota - MARSSðCapture Fall Files 

This option will create the school (A) and student (B) Fall files for MARSS submission. 

This selection must be used each time you wish to submit Fall files.  

Before using this option, be sure you have: 

Used AttendanceðStudentðEdit Attendance to enter the last location code for: 

 - Students who came from somewhere else during the summer.  

 - New kindergarten students. 
 

Used Edit - Student Data to edit any special data for students. 
 

Used Minnesota - MARSSðEdit School Data to enter the end-of-year day 

number and other pertinent data.  

 - For Fall reporting it may be necessary to estimate the end-of-year day number. 

 - Be sure that the day name displays for the day number that is selected.  

 - If necessary, use AttendanceðDayðDay Names to enter the day name. You 

 must first log into the CSD level to do this. 
 

Used Minnesota - MARSSðCalculate Attendance. 
 

To prepare Fall files: 

Use Minnesota - MARSSðCapture Fall Files. Choose which MARSS file you 

want. Then click on the Check MARSS Errors button. 
 

If there are errors that need to be corrected:  

 - Click on the Print button to print them out.  

 - Go to the appropriate section to correct any errors.  
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- Once errors have been corrected, use Minnesota - MARSSðCapture Fall Files 

again. 

 - Again, click on the Check MARSS Errors button and fix, if needed. 

- If there are no errors for the MARSS file you chose, click Create File to save the 

file. This will download the file to wherever your web browser is set to 

download files. 
 

Minnesota - MARSSðCapture End of Year Files 

This option will create the school and student End of Year files for MARSS submission. 

This selection is used each time you wish to submit End of Year files.  
 

Before using this option, be sure you have: 

Used Edit-Student Data to edit any special data for students. 
 

Used Minnesota - MARSSðEdit School Data to enter the correct end-of-year day 

number and other pertinent data, if necessary. 
 

Used Minnesota - MARSSðCalculate Attendance. 
 

To prepare End of Year files: 

Use MinnesotaðMARSS - Capture End of Year Files Choose which MARSS file 

you  want. Then click on the Check MARSS Errors button. 
 

If there are errors that need to be corrected:  

 - Click on the Print button to print them out.  

 - Go to the appropriate section to correct any errors.  

- Once errors have been corrected, use MinnesotaðMARSSðCapture End of 

Year Files again. 

 - Again, click on the Check MARSS Errors button and fix, if needed. 

- If there are no errors for the MARSS file you chose, click Create File to save the 

file. This will download the file to wherever your web browser is set to 

download files. 
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Minnesota ð MCCC ï Calendar Info 

This option displays the terms that will need to be defined in your calendar on the MDE 

MCCC web application. 
  

 
Figure 6: MCCC Calendar Info 

 

 

Minnesota ð MCCC ï Mass Assign Course Data 

This selection may be used to change various data fields for all courses and/or course 

sections within a building.  The data fields that may be changed using this option include; 

Academic Tear, Calendar, Instructional Language, Instructional Method, Instructional 

Minutes Per Term, Marking Indicator, Sequence Number, Sequence Limit, Teacher of 

Record. 

 
Figure 7: MCCC Mass Assign Course Data 

 

1. Select Minnesota-MCCC-Mass Assign Course Data.  The page will appear 

similar to Figure 7. 

 

2. In the Change menu specify the field for which you wish to make mass 

changes.  See Figure 8 for list of fields that may be mass changed. 

 

 
Figure 8: Fields that may be altered using MCCC Mass Assign Course Data 

 

3. Specify the new value to be entered into the selected field. 
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4. Click Assign Value to Course Data Element to begin this process.  The 

page will appear similar to Figure 9 and will include a summary of the changes 

that were made. 

 

 
Figure 9: Summary after using MCCC Mass Assign Course Data 

 

 

Minnesota ð MCCC - Course Index File 

This option automatically captures the Minnesota Common Course Catalog (MCCC) 

Course Index file necessary for state reporting. 

 

You may verify the course data by selecting Schedules ï Course ï Edit Course Data.  The 

screen will appear similar to Figures 10, 11, and 12. 
 

 
 

Figure 10: 

MCCC course 

data elements 

on Schedules 

ï Course ï 

Edit Course 

Data 
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MCCC Course Field   JMC Course Data Field 

 LocalCourseCode   Course Number 

 LocalTitle    Course Name 

 StateCourseCode   State Course Code 

 CourseLevel    Course Level 

 Academic Year Number  Academic Year (override) 

 Calendar Number   Calendar (override) 

 SequenceNumber   Sequence # 

 SequenceLimit   Sequence Limit 

 StandardAddressed   Standard Addressed 

 GradRequirementIndicator  Grad Requirement Indicator 

 EndOfCourseIndicator  End of Course Indicator 

 CollegeCode    College Code 

 CollegeCourseCode   College Course Code 

 CollegeCourseCredits   College Course Credits 

   

Figure 11: MCCC course 

data elements on 

Schedules ï Course ï Edit 

Course Data ï State-

Specific Course tab 

Figure 12: MCCC course 

data elements on 

Schedules ï Course ï Edit 

Course Data ï State-

Specific Section tab 
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Note:    Many of these course data elements, such as Academic Year and Calendar 

Number, may be edited en masse using Minnesota ï MCCC ï Mass Assign Course 

Data.  The numbers you will want to assign to these data elements can be found in the 

Calendar Export of the MDE MCCC web application. 
 

To capture the MCCC Course Index file: 

1. Select Minnesota ð MCCCðCourse Index File. 
 

2. Click Create File and you will be prompted to save the file for later 

upload. 

 

 

Minnesotað MCCC - Staff File 

This option automatically captures the Minnesota Common Course Catalog (MCCC) 

Staff file necessary for state reporting. 
  

Before capturing this file you may wish to verify that all course sections have a teacher 

and room assigned to them, that all teachers have a File Folder Number assigned to 

them, and that all rooms have a Site Number assigned to them. 
 

Note:    All buildings in your school district must have a successful MCCC 

Course Index File upload and MCCC Calendar entered on the MDE website 

before attempting to upload an MCCC Staff File. 
 

To verify that all courses have a teacher and room assigned to them, select Schedules ï 

Course ï Course Data List and specify the Schedule Info.  Scan the list for course 

sections that have no teacher and/or room assigned to them. 
 

If you need to edit your course data, for example to select a teacher and/or room for a 

course section, select Schedules ï Course ï Edit Course Data.  The page will appear 

similar to Figures 10-12. 
 

Note:    Every teacher must have a File Folder Number entered on Attendance ï 

Staff ï Teachers (see Figure 13).  Similarly, every room must have a Site Number 

entered on Attendance ï Staff ï Rooms (see Figure 14). 
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To capture the MCCC Staff file: 

Select Minnesota ð MCCCðStaff File.  A screen will appear similar to Figure 

15. 

 

Figure 13: 

Attendance ï 

Staff ï Teachers 

screen when 

editing data for a 

teacher 

Figure 14: 

Attendance ï 

Staff ï Rooms 

screen when 

editing data for a 

room 
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Click on Check Errors to find errors, and then print them by clicking on Print 

Error Report. Then fix the errors. 
 

When you have fixed the errors, repeat step 3, and then click Create File when 

errors are fixed. Save the file. 

  

 

Minnesota ð MCCC - Student File 

This option automatically captures the Minnesota Common Course Catalog (MCCC) 

Student file necessary for state reporting. 
 

Note:    You must have a successful MCCC Staff File upload before attempting to 

upload an MCCC Student File 
 

To capture the MCCC Student file: 

Select Minnesota ð MCCCðStudent File.  A screen will appear similar to 

Figure 16. 

 

 
 

Click on Check Errors to find errors, and then print them by clicking on Print 

Summary Report. Then fix the errors. 
 

When you have fixed the errors, repeat step 3, and then click Create File when 

errors are fixed. Save the file. 

 

  

Figure 15:  

Exporting an 

MCCC Staff file 

Figure 16:  

 

Exporting an 

MCCC Student 

file 


