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MAR SS Procedures
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 terdoad the MARSS

Manual from MDEOGsSs website. MARSS reporting
may be found at:

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

The main proesses 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 SchoolYear...

UseMinnesotair MARSST Update Status from Last EQW correctly set many
of the fields for this yeardéds MARSS st atu
from the prior year.

UseEditd Student Dataand then select the Race/Ethnicity taledd any race
ethnicity data. For the time being, both types of tettmicity data will be
included in the MARSS B file at capture time.

Download the most curreMARSS Reference Guide as found at
http://education.state.mn.us/MDE/dse/schfin/fMARSS/inst/

Entering Data for a Special Education Student...
UseEdit-Student Datan 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)
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Entering a Second Line of MARSS Data for a Student who has had a Status
Change...
UseEdit-Student Datan 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 ofedit to the left of that line.
Change the first line Status End Code to the appropriate code.
Click on theAdd Rowbutton.
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
student 6s MARS 8tly. SForaxampse, typicahstudedtiadd® drops, and
re-enters will automatically manipulate your MARSS status lines appropriately for
you. For more information on Add Student, Drop Student, ardriR Student

please refer to the documentation for thve&CIJAttendance module found itis link.

Editing Attendance Data for a Student who ha€Dropped and thenRe-Entered...
SelectAttendanceé Student Drop Student
Find the student ithe list
In theDay list select the day the student dropped
Select aDrop Codeof 4 or other appropriate drop cade
Click on theDrop button.

SelectAttendancd Studenfi Re-enterStudent

Find the student ithe list

In theDay list select the day the studentestered your district
Click on theRe-enter button.

FALL DATA SUBMISSION

UseMinnesotad MARSS3 Edit School Datdo enter the endf-year day

number and other pertinent data.
- For fall reporting it may be necessdoyestimate the erdf-year day
number.
- Be sure that the day name displays for the day number that is selected.
- If necessary, usaéttendancéd Dayd Day Nameso enter the day name.
You must first log into the CSD level to do this.

UseMinnesotad MARSSS Calculate Attendance

UseMinnesotad MARSSS Capture Fall Files

As an option, us®linnesot® Combine File§ Combine Output Filetd combine files
from several buildings.

SPRING DATA SUBMISSION
UseMinnesot® MARSSS Edit School Datdo edit the enébf-year day and
other pertinent data, if necessary.
UseMinnesot® MARSSS Calculate Attendance
UseMinnesot® MARSS3 Capture End of Year Files

JMC MARSS Documentain Page6 of 81 Last update oduly 13, 2017


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

MCCCOo9 Procedures
OVERVIEW

The Minnesota Common Course Catalogue (MCCC) is a calassification 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 resource
avail able from MDEG6s website at
http://education.state.mn.us/MDE/dse/datasub/MCCC/

The main processes involved in MCCC reporting are:
Check Software Version

Configure you District Calendan MDE website
Import Course Data from Prior Year

Capturing / Submitting MCCC Course Index File
Prepare staff file data

Capturing / Submitting MCCC Staff File
Capturing / Submitting MCCC Student File

NoOakwNE

Each of these processes is explained in the folloggagions.

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 softwareThe build date
may be found in your Next Gen software at the bottom of most p&gesFigure 1.

Figure 1:

Location of
Build Date in
JMC Next Gen
Software
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CONFIGURE DISTRICT CALENDAR ON MDE
WEBSITE

All buildings in your school districimust have configured their calendar before you
attempt to submit a Staff filePlease be awa that the MDE web site has an option to
roll over the calendar from the prior yearlf you need guidance with this, please contact
MDE via email at mde.mccc@state.mn.us. For your calendar, please make sure that:

0 every term that your school uses on adent 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 reagld make sure to use th€alendar Exportoption and
save this file to your computer. You will need to find 2 numbers in this export before
you can proceed: th&cademic YeaandCalendarnumbers. Also, if you later wish to
request assistance from JMCuymay need to provide ti@alendar Exportto 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 farZ1b

then you will most likely want those same edits for your 2PQ%56 courses.

To import course data from a prior year, log into JMC Next Gen in the year you are
working on and sele@chedule$ Coursei 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 filé. you are not sure if this step has
been completed or need guidancéwthis, please contact MDE via email at
mde.mccc@state.mn.us.

PREPARING THE MCCC STAFF FILE DATA

Before submitting a Staff fileplease make sure that:

o every teacher has a file folder numbar Attendance Staff- Teachers Because
you are reportinghis data long after you rolled up your data for that year you will
need to reenter these file folder numbers into your database for each MCCC
reporting year.

0 every room has a site number Attendance Staff- Rooms The site number can
be found inMinnesotaMARSSEdit School Datainder 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 reenter these site numbers into your database for each MCCC
reporting year.

0 every section has a&acher and room assignad 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 submStaff file. The first

time you create a Staff file you will be prompted to enteritedemic Yeaand
Calendarnumberg these can be found in yoGalendar Export(see step 2). When you
export the Staff file from your IMC 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 submittingStedf 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@jmcihc.comor 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 JIMC software will see a IMC

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 esngyu 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.conor greg@jmcinc.com
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PERKINS PROCEDURES
OVERVIEW

Authorized district users submit their Carl Perkindi(@ data annuallyJune to mie

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

software to create the file which is then uploadeMI@E6s web based applica
systemat http://education.state.mn.us/MDE/dse/datasub/CarlPerkins/

It is critical to submit an accurate count of students who participageproved 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
importantthat Carl Perkins authorized users review the Rwroghpproval Database,

which can be found altttp://education.state.mn.us/MDE/dse/cte/data/pidgiv

theProgram Approval Datmse 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. fice 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 incltied in

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 tmsesoofferings by

sending an email tonde.cte.program.approval@state.mnThe email should include

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

Teackr Fil e#, Course name as it appears in th
course syllabus. However, if a new program with multiple courses was offered, a

Program Approval formas found abttp://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.mnise critical component for

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

CTE instructor. cTeonsveerplfeya sae tseeaec hMDEGs IEduc a
page which can be found atittp://w20.education.state.mn.us/LicenseLookup/looHigp

det er mi ne whet he rcense cdrrespoads o anbappropriate GTE licenge, | |

pl ease review the information |isted in ATakb
http://education.state.mn.us/MDE/dse/cte/data/prog/

For any questions, please contact Kamn Ediger aKari-Ann.Ediger@state.mn.us,
Debra Blahosky dDebra.Blahosky@state.mn.us
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CARL PERKINS DATA ENTRY

Entering Course Information...
UseScheduled Cours@® Edit Course Datto edit the Perkins Technical Skills
Assessment (TSA) for courses where a TSA will be administéyed.only TSAs
that are approved for your schdxyl MDE. Formore information please refer to
Appendix lof this document.

UseMinnesot® Perkin® Carl Perkins Program/Course Codesdit Program
and urse codes as needddse only codes that are approved for your schygol
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...
UseGradingTest Scored Edit Student Test Scorés enter a test score record
for any students who took a Perkins TSA.

UseGradingTest Scored Mass Creatd est Score$o generateest score recosd
for all studentsn a course section

Note: Formore information please refer to Appendixf ithis document.

UseGradingReportsGrade Distributiorto verify that all grades have been
entered by the teacher(s) for your CTE courses

UseGradingEntry-Edit Gradesf necessary to manually enter course grades for a
student; HOWEVER, these grades have most likely been drigrihe teacher of
the coursesince this is a summer data submission.

CARL PERKINS SUMMER DATA
SUBMISSION

UseMinnesot® Perkin® Carl PerkinReportto review the information that
would be included in thP file for a building

UseMinnesot® Perkin® Carl Perkins Fildo createthe P file or files you need.

Note: As an option, ugddinnesot® Combine File§ Combine Output Fileto
combine similaPerkinsfiles from several buildings.

Note: Details bthe calculations used for ti@urseMinutes field in the P file
are discussed in Appendix J of this document.
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STARO Procedures
OVERVIEW

STAR (Staff AutomatedReporting)is thereportingof LicensedandNon-Licensedstaff
data,usingdatafrom schoold i s t JMIC &éxisGen databasehich can be
exportedo the MinnesotaDepartmenbf Education(MDE) specifiedfile formats.

For a complte guide to STAR reporting you may wish to download the STAR Manual
from MDEG6s website, |l ocated at:
http://education.state.mn.us/MDE/dse/datasub/STAR/

The main processes involved in STARagEMg 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...
UseMinnesot® STARG Licensed Staff
Enter the staff personédés |l ast, first, and
security number.
If the person has teaching assignments, check the box in front of IMC Teacher
and select the teacher from the pgpmenu.
| f the personds employment data will al so
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 step 3.
UseMinnesot® STARA Assignment Code® identify the assignment course
code for each course. Enter thdi§it assignment code for each JMC course
Il i sted. The assignment codes may be foun
website.
UseMinnesot® STARJ Import Course Dattb generate the assignment records
for each teacher. Select the appropriate time frame as follows:
October 1 Snapshat this option will generate staff assignment records for
the following terms: Quarter 1, Semester limester 1, Hex 1.

March 1 Snapshot initial T this option will generate staff assignment
records for the following terms: Quarter 3, Semester 2, Trimester 24.Hex
This option will also delete any pexisting staff assignment records. This
step will be the necessary first step for the March 1 snapshot.

March 1 Snapshot subsequent this option will generate staff assignment
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records for the following term Quarter 3, Semester 2, Trimester 2, Hex 4.
This option will NOT delete any prexisting staff assignment records. This
step may be used to generate additional staff assignment records for the
March 1 snapshot.

UseMinnesot® STARJ Staff Assignmentto edit and/or add staff assignments.

OCTOBER 1 DATA SUBMISSION

UseMinnesot® STARQJ Validate Datao check the STAR data that has been
entered. Use the appropriate option to edit any data that may have been in error.
UseMinnesot® STARJ Capture Fileso prepare the file or files you need.

Note: As an option, uddinnesot® Combine Filed Combine Output File®
combine similar files from several buildings.

MARCH 1 DATA SUBMISSION

Please refer to the prior section ATA PREPARATION / ENTRYfor any

appropriate steps.

UseMinnesot® STARJ Validate Dateo check the STAR data that has been
entered.

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

UseMinnesot® STARA Capture Fileso prepare the file or files you need.

Note: As an option, usdlinnesot® Combine Filed Combine Output Filet
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 childrends experiences

More information on EarlfEducation Student is available at:
http://education.state.mn.us/MDE/dse/datasub/EarlyEducStudent/

DATA ENTRY / REPORTS

Entering Student Information
UseMinnesot® Early Educatio® Edit Student Early Educatido enter or edit a
preschool registration record for a student.

Reports Related to EES
UseAttendanceStudeniLists to generate lists of preschool students with their
corresponding EES records.

DATA SUBMISSION

UseMinnesot@® Early Educatiod Early Education Student Fite prepare the
file you need to submit to MDE.
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GRADUATION ASSESSMENT
PROCEDURES

OVERVIEW

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

graduation with a variety of mwbds, including statsponsored 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 thrdu@ 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.

I n JMCOGs Next Gen sof t wavaBousyassasshmatyecomds sh t o n
along with your other standardized test score records for your students. These records
may be downl oaded from MDEGs website at the

http://edication.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 magdoerated 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 expditom Next Gen and uploaded to MDE.

DATA ENTRY / REPORTS

Importing Student Assessment Records
UseGrade® Test Scored Import Test Scorew import DSR and/or SSR files
that you downl oaded from MDEG6s website.

Entering Student Assessment Records
UseGradesTest ScoredMass Create Test Scorescreate GRR records for all
students enrolled in a course section.

UseGradesTest Scoresdit Student Test Scorés edit or manually enter
alternate assessments information such as GRR records.

Reports Relaked to Minnesota Assessments
UseMinnesotaGrad Assessmentdot Passed Standards Reporgenerate lists
of students with their corresponding graduation status based on records contained
in your JMC database.

UseGradesTranscriptsPrint Transcript$o print student transcripts that contain
graduation status based on records contained in your JMC database.
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GRR DATA SUBMISSION
UseMinnesotaGrad AssessmentSraduation Requirements Record (GRR) File
to prepare the file you need to submit to MDEhis option will export a file for
upload to MDE. The file will include any GRR records as entere@dradingt
Test Score$ Edit Student Test Scores

Note: Test records must be from the Minnesota Assessim@RR1T 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 MDEGO6s 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 recordrsedes any GRR records
submitted by a school.

Instructional Videos

MCCC
http://imcinc.com/resources/view/mccc instructions

MCCC EE and Early ED
http://[mcinc.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
MARSSA file. The items are located MNMARSST Datai Edit School DatgFigure

A).

MN High School Day: 170 - 05/23 /2017 - Tuesday 2016-2017
School Name: MM High School

District #,/Type: 0763/01

School Year: 2016-2017

End of Year Day #:| 170 - 05/23/2017 - Tuesday ¥

[ Adjust Days in Session]

Grade PK/KG Days In Day Length School Title 1 Kindergarten Preschool
Session (Minutes) Mumber Indicator Groups
Edit Kz 170 300 10
Edit KA 170 300 10
Edit KB 170 300 10
Edit KC 170 u] 10
Edit KD 170 v} 10
Edit EC PK 170 187 10 Pa
Edit HE 170 300 10 A E
Edit 1 170 374 10 A
Edit 2 170 374 10 A
Edit 3 170 374 10 A
Edit 4 170 374 10 A
Edit 5 170 374 10 A
Edit [ 170 374 10 A
Edit 7 170 378 10 A
Edit a8 170 378 10 A
Edit ] 170 378 10 A
Edit i0 170 378 10 A
Edit 11 170 378 10 A
Edit 12 170 378 10 A
Figure A:Minnesotai MARSS - Edit School Data

1 School Number

i Title | School Indicator

1 Kindergarten Schedule Indicator

1 Instructional Days in Session

1 Length of School Dajn Minutes

1 PK/KG (VPK data element)

1 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 Bditi Student Datén the GeneralMARSS,

and other tabs. In this section, the data elements are listed with their M#R88c

name beneath the screen that shows where these elements may be edited.
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Edit - Student Data
Metro Schools Day: 1 - 09/06/2016 - Tuesday 2016-2017 Logout

Grade: | All Active ¥ Find: I Switch Building:

Metro Schools ¥

Last: |Aasimov Gender: M T Primary v Type: | Primary hd

First: Aaron Grade: | 0 v Mom and Dad Aasimov Desc: Switch Year:
1234 Sth Ave 2016-2017 ¥

Middle: Kdg Group: | KG v ¥ In Mailings

Lake City, MM 55041
Suffix: ¢! In Reports Quick Links:

Advisor: | - v Unknown: 651-345-5555 Copy Contacts
Building #: 10 Password: Change Contact Student Scope

JMC Building: | 010 - Metro Schools v Email:

Edit Contact

Edit Schedules
General || Comments || Confidential || Bus | Early Ed || Spec Ed || Entry || Title I/III | ELL/LEP | MARSS || Race/Ethnicity | Custom || Photo

Minnesota Health Care Opt Out

PSEO Concurrent Economic Indicator: 0 - Not eligible M

I Add Row Career and College Readiness

~ MARSS Status Lines
— 1
Edit || Delete
Sp Ed Eval_ SEEE . Homebound Service:
Status Start Date: 1 09/06/16 Last Location: o
Status End Date: 0 Status End Code: 99 Independent Study:
Grade Level: KG Attendance Days: 0.0 Sp Ed Instructional Setting: 0
Resident District: 4131 Membership Days: 1] Sp Ed Service Hours: 0.0
Resident District Type: 7 PSEO Participation: Transporting District #: 4131
% Enro_ll: 100 PSEQ HS Hours: 0 Iransm:ttu;_g Dl:trtlct Type: i
State Aid Category: 0 Special Pupil for Care & r?'ISW ? |o|3 N ategory:
Holllele\ 0 Treatment: Primary Disability: 0
/x

o~
((print) [ New student | [ StuRefnum #]\ /

MARSS Status
Line record for a
student

Figure B:EditT Student Datpage 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 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

=4 =8 -8_48_9_9_42_2_-49_-2_-2-°
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1 Attendance Days (can be calculated in most cases MsmesotaMARS S
Calculate Attendange

1 Membership Days (can be calculated in most cases MemesotaMARSS

Calculate Attendace)

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

Trangortation District Number

Transportation District Type

Transportation Category

Primary Disability

Edi ting MARSS St a

Scenario: change in enrollment using status end code 99, changed the status end date and
status end code whiailows for changes when add a new enroliment record.

=4 =4 =4 -8 _48_9_9_°5_4_-2_-2-

a Student 0s

Edit 7 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 theUpdatelink in order to save the changes.

General | Comments | Confidential | Bus || Early Ed | Spec Ed || Entry || Title I/III || ELL/LEP || MARSS | Race/Ethnicity | Custom || Photo

Minnesota Health Care Opt Out

PDF output developed using

65
Build Date: 05/19/16 © 2016 JMC Inc., Student Record Management cht\-m

arpl®

00.524.8182 | PO Box 328, Lake City MN 55041-0328

PSEO Concurrent Economic Indicator: 0 - Nat eligible v
I Add Row Career and College Readiness
—MARSS Status Lines
—#:1
Update || Cancel
Sp Ed Eval Stat: 1 Homebound Service:
Status Start Date: 1-09/06/2016 ¥ (T —— = Independent Study:
Status End Date: 4 - 09/09/2016 ¥ -
Status End Code: oo v Sp Ed Instr Setting: 0
Grade Level: KG 29
Attendance Days: - Sp Ed Serv Hours: 0.0
Resident Dist: 4131 30 i o
Membership Days: 31 Transporting District #: 4131
s i . |7
—==rn S L PSEO Participation: | 2 Transporting District |5
% Enroll: 100 33 Type:
St . 0 PSEQ HS Hours: 34 Transportation n
ate Ald Lategory: Special Pupil for Care ;g Category:
Homeless: 0 - Mot Applicab ¥ & Treatment: 37 Primary Disability: 0 No IEP/IFSP/II ¥
7 -
40
- 41
Print || New Student || StuRefNum # Save
Ceand)( ) ) a ()|
50
60
61

Figure C: Editing a record iditi Student Datan the MARSS tab
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General | Comments || Confidential | Bus || Early Ed | Spec Ed || Entry || Title I/III | ELL/LEP | MARSS | Race/Ethnicity | Custom || Photo

Minnesota Health Care Opt Out
PSEO Concurrent Economic Indicator: 0 - Not eligible A

- Career and College Readiness

—MARSS Status Lines

—#:1

Edit || Delete
Sp Ed Eval_ Salus: i Homebound Service:

Status Start Date: 1 09/06/16 Last Location: o
Status End Date: 4 09/09/16 Status End Code: 1] Independent Study:
Grade Level: KG Attendance Days: 0.0 Sp Ed Instructional Setting: i]
Resident District: 4131 Membership Days: 0 Sp Ed Service Hours: 0.0
Resident District Type: 7 PSEO Participation: Transporting District #: 4131
0 Eal e 100 PSEO HS Hours: 0 1"’“5"“:”;_9 D':"t'“ e i
State Aid Category: 0 Special Pupil for Care & r_anspo ? mr! ) ategory:
Homeless: i} Treatment: Primary Disability: o}
#:2

’7 Edit || Delete ‘ hd

l Print]l New Student][ StuRefNum #]
Figure D: Adding a Row iedit T Student Datan the MARSS tab

AddRow You may add a row to a studentds MARSS
the Add Row linki see Figure D. You will probably need to scroll down to séesée

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.

General | Comments || Confidential | Bus | Early Ed || Spec Ed || Entry || Title I/III || ELL/LEP | MARSS || Race/Ethnicity || Custom | Photo

Minnesota Health Care Opt Out

PSEQ Concurrent Economic Indicator: 0 - Mot eligible v
Add Row Career and College Readiness
y PSEU HS HOUTS: T = e - 0 <
State Aid Category: o Special Pupil for Care & r_anspo a_ IIJI'! h CEEOORVE
Homeless: 0 Treatment: Primary Disability: i}
—#:2
Edit || Delete
“E Eval_ SIS i Homebound Service:
Status Start Date: 5 09/13/2016 Last Location: 0
Status End Date: ] Status End Code: 0 Independent Study:
Grade Level: KG Attendance Days: 0.0 Sp Ed Instructional Setting: 1]
Resident District: 4131 Membership Days: 0 Sp Ed Service Hours: 0.0
Resident District Type: 7 PSEO Participation: Transporting District #: 4131
T [Ecalle 100 PSEO HS Hours: 0 I""“s"“:";_g D':"t'Ct e I
State Aid Category: 0 Special Pupil for Care & "_"nsPo if mr! ) ategory:
Homeless: 0 Treatment: Primary Disability: [}

[ print ) [ vew Student | [ StuRefNum # )
Figure E: Scrolling to Newly Added Row HEditi Student Datén the MARSS tab
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Edit - Student Data and Tabs

Metro Schools Day: 1 - 09/06/2016 - Tuesday 2016-2017 Logout
Grade: Aall Active ¥ Find: L7 Switch Building:
Metro Schools ¥
Last: Aasimov Gender: | M v Primary T Type: | Primary v
First: |Aaron Grade: | 0 ¥ | |Mom and Dad Aasimav Desc: Switch Year:
Middle: Kdg Group: | kG v | |1234 5th Ave 2 tn eatlings 2016-2017 ¥
Lake City, MN 55041
Suffix: | In Reports Quick Links:
Advisor: | - v Unknown: 651-345-5555
Building #: |10 Password: Student Scope
IMC Building: | 010 - Metro Schaals v Email:

Edit Contact

Edit Schedules
General || Comments | Confidential | Bus || Early Ed | Spec Ed || Entry | Title I/III | ELL/LEP | MARSS || Race/Ethnicity | Custom | Photo

Reference #: 1509179010

w -
Adtive Student ID: [31
+ Attendance Birth Date: 5/15/2010 :j (6) ssN
" i . i
State Report Graduation Date: :ﬁ Marss ID:
¥ Rank Grad Standard Year:
Locker:
¥ Honor Roll Username:
Combination:
Special Considerations Password:
Bus #:
Gifted/Talented Email:
Resident Status: 0
Teen Parent Email 2:

Transported: 0
Displaced Homemaker

County: 0

((print ) [ New student ][ StuRefNum #
Figure F:EditT Student Datpage with General Tab

Student Last Name

Student First Name

Student Middle Name

Suffix

Gender

State Report (General tab)

Gifted & Talented Participation (General tab)
Teen Parent (General tab) (CB#drkins field)
Displaced Homemaker (General tab) (Carl Perkins field)
10 Birth Date (General tab)

11.Graduation Date (General tab)

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

CoNo,rwNE

Note: Some of the data items availableBditi Student Datare similar to

items avaihble onMinnesota MARSS' Edit Student Dataut are actually

di fferent data items. For example, since
number could change over the course of a school year, these data items are

tracked within the MARSS statlise for the appropriate span of enrollment.
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General || Comments || Confidential | Bus | Early Ed || Spec Ed | Entry [ Title I/III | ELL/LEP | MARSS || Race/Ethnicity | Custom || Photo

English Learner (LEP)

English Learner Begin Date: :ﬁ
Exit Date: :ﬁ
Home Primary Language: | English |

Figure G: ELL/LEP Tab foEditi Student Data

13.Home Primary Language (EdiStudent Daté ELL/LEP tab)
14.English Learner (LEP) (EditStudent Daté ELL/LEP tab)
15.English Begin Date (EditStudent Datd ELL/LEP tab)

General || Comments | Confidential || Bus || Early Ed || Spec Ed Entr','|TitIeI_-'III|ELL;'LEP MARSS | Race/Ethnicity || Custom || Photo

Title I
Title I1I

Figure H: Title I/lll Tab forEditi Student Data

16.Title | Student Indicator (Title I/1ll tab)
17.Title Il Student Indicator (Title I/1ll tab)

General | Comments || Confidential | Bus || Early Ed || Spec Ed || Entry || Title I/III || ELL/LEP || MARSS || Race/Ethnicity | Custom || Photo

Minnesota Health Care Opt Out

PSEO Concurrent Economic Indicator: 0 - Mot eligible v
' Add Row Career and College Readiness
—MARSS Status Lines
Edit || Delete
Sp Ed Eval_ SEatus: Homebound Service:

Status Start Date: Last Location:
Status End Date: Status End Code: Independent Study:
Grade Level: Attendance Days: Sp Ed Instructional Setting:
Resident District: Membership Days: Sp Ed Service Hours:
Resident District Type: PSEOQ Participation: Transporting District #:
%o Enro_ll: PSEO HS Hours: Iran spo:u;_g D|(s:tr':ct T\r[.be:
State Aid Category: Special Pupil for Care & ri_inspo i? |or! : ategory:
Homeless: Treatment: Primary Disability:

[ Print ) New Student ) [ stuRefNum #
Figure I: MARSS Tab foEditi Student Data

18.Minnesota Care Opt Out (MARSS tab)

19. PSEOConcurrent Enrolliment Flag (MARSS tab)

20.Economic Indicator (MARSS tab)

21.Career and College Readiness (MARSS tab)(printed on transcripts)
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General | Comments || Confidential || Bus | Early Ed | Spec Ed | Entry | Title I/1II | ELL/LEP | MARSS || Race/Ethnicity | Custom | Photo

Hispanic-Latino
American Indian-Alaskan Mative
Asian
Black-African American
Hawaiian /Pacific Islander
White

Ethnicity: |5

Figure J: Racé&thnicity Tab forEditi Edit Student Data

22.HispanicLatino (RaceEthnicity tab)

23.American Indiari Alaskan Native (Racé&thnicity tab)
24. Asian (RaceEthnicity tab)

25.Blacki African American (Racé&thnicity tab)
26.Hawaiian / Pacific Islander (Ra&gthnicity tab)
27.White (RaceEthnicity tab)

28. Ethnicity Legacy Code (Raggthnicity tab)

Edit - Edit Student SensitiveData
Grade: All v Find: L-

Student ID: 31 Student Name: Saron Aasimov Grade: 0 Birth Date (Age): 6/15/2010 (&)

Lunch Contact Name: ,

Economic Indicator:: 0 - Mot eligible v

Lunch Status: Paying Student ¥

Change Lunch Status on Lunch->Data->Edit Student Lunch Data page.

o Em

Mo Records Found.

Figure K: Editi Edit Student Sensitive Data screen

29.Lunch Status
30. Economic Indicator
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MINNESOTA MODULE Documentation

Minnesotad Student State ID$ Student State IDs (SSID) File

This option exports an SSID file that
verification of student state IDs.

Lincoln Jr-Sr High 2015-2016

This option is to be used for validating SSIDs (MARSS IDs) for many students at one time.
The file you generate from this option must be subsequently uploaded to the MDE Student Validation System.

SSID records will be included for all students in the specified grade level that are designated as included in state reporting or have existing
Early Education Student records in your JMC Next Gen database for the current year.

If vou wish to include all students for any grade that are designated as included in state reporting select All from this menu.

Mote: to acquire new SSIDs or to validate an SSID for an individual student, please use the MDE Student ID System.

Select the grade level: 7 ¥ [ Check Errors][ Create File]

S51D File - Validation Summary
Early Education Student - file export
Grade Level(s) Specified: 7
Mumber of Records: 92
Records for School Year 2015-2016
Student Birth Date Errors: 0

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

Minnesotad MARSSO Calculate Attendance

may

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

end code for student MARSS data.

- SelectMinnesot® MARSSH Edit School Datdao ensure that the end
of-year day number has been entered.
- Select MinnesotaMARSSS Calculate Attendance

When the calculation is complete an fAl

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

appear.

Percent Enrolled 999
Attendance and Membership calculation wok be completed if the percent

enrolled is 999. A percent enrolled of 999 metarlsat t he st udent 6s

and membership will be entered as hours instead of d2gisulation of
Attendance Days and Membership Dayl then be based on thalue forthe
Min/Dayi n t he student sasfoMASRSS st at us

- If Min./Day is left blank, Attendance and Membership Days will be
calculated based on Day Length (frddimnesotaMARSSEdit School
Datg).
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- I f fAO0o fordindayt Atendatice and Membership Days will be
left alone when using the optidinnesotaMARSS Calculate
Attendance Hours must then be manually calculated and entered
manually into théAttendance DaysandMembership Daysof the
MARSS record.

- If the actual nmber of minutes per day is enteffed 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 either40 (student has cortgied the year) or 8 (student has graduated).

For students havingneline 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 remainingtems 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
- PSEOParticipation
- 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 twanessages that may appear if the calculation

was not successful:
AStudent <#> not compl eted. I s a nonmembe
AStudent <#> was not compl eted. Lines and

JMC MARSS Documentain Page25 of 81 Last update oduly 13, 2017



To correct a Calculate Attendance error:
Select MinnesotaMARSS) Edit 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 enterAtemdancé
Studend Edit Attendance
3. SelectAttendancd Student Edit Attendancéo verify matching dates.
Note: If any of the dates are incorrect, make any necessary corrections.
4. Return to Minnesota MARSS - Calculate Attendance and repeat the process.

=

Minnesota- MARSS 8 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.

SekctMinnesotas MARSSS Edit School Data The screen will appear similar to
Figure 2.

MN High School Day: 170 - 05/23 /2017 - Tuesday 2016-2017

School Name: MN High Schoal
District #,/Type: 0765,/01
School Year: 2016-2017

End of Year Day #:| 170 - 05/23/2017 - Tuesday ¥

[ Adjust Days in Session]

Grade PK/KG Days In Day Length School Title 1 Kindergarten Preschool
Session (Minutes) Number Indicator Groups
Edit KG 170 300 10
Edit K& 170 300 10
Edit KB i7o 00 10
Edit KC 170 0 10
Edit KD 170 o 10
Edit EC PK 170 187 10 [22)
Edit HE i7o 00 10 A E
Edit 1 170 374 10 A
Edit 2 170 374 10 A
Edit 3 i7o 374 10 A
Edit 4 170 374 10 A
Edit 3 170 374 10 A
Edit [ 170 374 10 A
Edit 7 170 378 10 A
Edit 8 170 378 10 A
Edit 9 170 378 10 A
Edit 10 i7o 378 10 A
Edit 11 170 378 10 A
Edit 12 170 378 10 A

Figure 2: Minnesotas MARSSY Edit School Datacreen.

For each grade level in your building, enter the number of instructional days in
sessionnortrinstructional 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 Endof-Year Da # also needs to be entered on this window.
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Select the Endf-Year Day # from the pepp 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 Preschoatgee the kindergarten schedule
indicator for each grade zero group on this window. To edit the Kindergarten Indicator
column, click on thédit link on the left side of the appropriate grade zero group (KG,
KAé), then ent er -H)toadcatothertypecof schedulentheogkade( A
zero class uses and then click Uygdate 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, alterate 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 | 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 APreschool 06 from the PK/KG
- Selecting an available code fromthePeh ool Gr oups col umn
- 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 1 School Indicator
Instructional Days in Session
Length of Scbol Day in Minutes

= =4 =4 -4
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Edit - Student Data
This option is wused to

edi t

a student o6s
status. This option was formerly availabléMabnesotai MARSST Edit Student Data

Metro Schools Day: 1 - 09/06/2016 - Tuesday

Grade: | All Active ¥ Find: e

2016-2017

Switch Building:

Last: Aasimov Gender: | M A Primary v
First: Aaron Grade: | 0 hd Mom and Dad Aasimov

Middle: Kdg Group:| kG v | |12345th Ave

Lake City, MN 55041
Suffix:
Advisor: | - hd Unknown; 651-345-5555
Building #: |10 Password:
IMC Building: | 010 - Metro Schools M Email:

Type: | Primary

Desc:

¥ In Mailings
# In Reports

Copy Contacts
Change Contact

v

Minnesota Health Care Opt Out

PSEO Concurrent Economic Indicator: 0 - Not eligible v

I Add Row Career and College Readiness

General | Comments | Confidential || Bus || Early Ed | Spec Ed || Entry || Title I/III || ELL/LEP || MARSS || Race/Ethnicity || Custom | Photo

Logout

Metro Schools ¥

Switch Year:
2016-2017 ¥

Quick Links:

Student Scope
Edit Contact

Edit Schedules

~MARSS Status Lines
———
Edit || Delete

Sp Ed Evalr S 3 Homebound Service:
Status Start Date: 1 09/06/16 Last Location: 0
Status End Date: 0 Status End Code: 99 Independent Study:
Grade Level: KG Attendance Days: 0.0 Sp Ed Instructional Setting:
Resident District: 4131 Membership Days: 0 Sp Ed Service Hours:
Resident District Type: 7 PSEOQ Participation: Transporting District #:
Yo Euru!l: 100 PSEO HS Hours: 0 Iranspn:u;_g Dl:trtltt Tv|?e:
State Aid Category: o Special Pupil for Care & r-allspﬂ a_ m"_ N ategory:
Homeless: 0 Treatment: Primary Disability:

(print ) New student ) [ StuRefNum #)

Figure 3:

Student Data|
page with
MARSS tab
shown.

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
| I aifspeeifeedforon t he

page for the student wi
inclusion on the transcript see Figures 4 & 5.
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MN High School

Day: 1 - 08/30/2016 - Tuesday

Select:
Find:

By Sequential
Brady, Greg
Brady, Jan
By Grade Freed, Tom

® By Random

By Advisor GRAI E, SENIOR
LastName, FirstName

Lasthame, Firsthame

Brady, Greg

Include Activities

Include I

Include Commendation:

s

Form Size:

Include Health Note

¥ Include Advisor

¥l Eliminate Duplicates

# Include Test Scores

Include Test Score Records
All Records

Indude Social Security Number

¥ career and College Readiness

® Letter
Legal

Figure 4 (left): Print Trascript Options

Figure 5 (below): Sample Printed Transcript wi
Career and College Readiness Section Include

Name - Brady, Greg
Birth - 07/05/2000

MN High School
222 Dak Street
Anytown, MN 55555

MARSS # 1234567890123

Transcript
Year Term Course

2016-2017

Grade Credit Cm Tr

v 16-17 YR ACCOUNTING A 1.000 Y
Cred Earned Cred Att  Grade GPA
Year, 1.000 1.000 4,000 4.000
Cum 1.000 1.000 4000  4.000
ferm IYPe: | ) geginning of year
¥l Indlude Class Ranking Semesters . Career and College Readiness ———
Sem 1 Yes \
Sem 2
Class Rank I
Class Rank: 1/1  Percentile: 50
Add, Drop, or Re-enter Students Many times it 1is

unnecessary

MARSS Status Line directly For example, typical student adds, drops, arehters

will automatically manipulate your MARSS status lines appropriately for you. For more
information on Add Student, Drop Student, andeR&er Student please refer to the
documentation for the JMCtfendance module found gis link.

Editing a MARSS Status Line

To

edi t dat a

on a

student 6s

to the left of the correct row and then edit the value in dlneect 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 enter&hen 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 Changeslf a student has a status change eemters 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:

JMC MARSS Documentain

- Grade Level

- Resident District Number
- Resident District Type

- Percent Enrolled
- State AidCategory
- Homeless
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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

- Transportatia 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
statts end code and status end date, and add the new status line with the
appropriate last location code andstatus start date.

Note: Codes for these data elements are found iMBARSS Reference Guide
as found ahttp://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 enroliment
option. The last day in your district was day 56.

SelectAttendanceé Student Drop Student

Find the student ithe list

In the Day list seleaday 56.

Select a Drop Code of 4.

Click on theDrop button.

SelectAttendancd Studenfi Re-enterStudent
Find the student ithe list

In the Day list select day 57.

As needed, enter the n&State Aid Category code.
Enter the neviResident Ostrict.

Click on theRe-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.

SelectAttendanceé Student Drop Student

Find the student ithelist.

In the Day list select day 56.

Select a Drop Code of 4.

Click on theDrop button.

SelectAttendancd Studenfi Re-enterStudent
Find the student ithe list
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In the Day list select day 76.
Click on theRe-enter button.

A student is in Early Childhood (or in some cases a charter schoadhd needs to be
reported in hours.

Find the student iiditi Student Datand select the MARSS tab
Click onthe Edit button for the MARSS recorgbu want to edit.
Click on the spaeto the right o% Enroll and enter 999.

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

- If left blank, Attendance and Membership Days will be calculated based
on Day Length (fronMinnesotaMARSS Edit School Datawhen using
the optionMinnesotaMARSSCalculate Attendance

-1 f A0OO is entered, Attendance and Memb
when using the optioMinnesotaMARSS-Calculate AttendanceHours
must then be manually calculated and entered manually into the
Attendance Daysand Membership Daysof 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
optionMinnesotaMARSS Calculate Attendance

If needed enter tle special ed aluation statusodein theSp Ed Eval Staus
field.

If needed, select the appropriéemary Disahbility from the drop down list
Click theUpdate button for the MARSS record you are editing

A student is in Early Childhood and is changing graddevels to Preschool as of Day
90.

Find the student ikditT Student Datand select the MARSS tab
Click on theEdit button for the MARSS record you want to edit.
Select theéStatus End Dateof 89.

Click theUpdate button for the MARSS record youeaediting.

Click on theAdd Row button. It should automatically come up witltatus
Start Date for Day 90.

Edit theGrade Levelto PS.

Click theUpdate button for the MARSS record you are editing.

Note: For Voluntary Preschool grade levels sb as PAPJ, please refer to
Appendix H of this document.
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Minnesotai MARSS 8 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
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 (peste condary box Xo6d)
- State Aid Category other than zero

- Percent Enrolled other than 100

Sort by Grade The defaulfprinting order is alphabetical by student nameSdft By
Grade is checketheorder will be by grade and then student name.

Preview To preview the data clicRreview.
Print To print the data as currently viewed clieknt .

Export To expot the data as currently viewed cliEkport.

Minnesotai MARSSd Pr i nt Notification of <chang

This feature saves time and frustration by producing gpage form that includes most

of the pertinent MARSS information for students leavangpining your school. The

form wil/| include the studentdés name, birth
date, status end date, State Reporting Number (MARSS ID), and any Graduation Basic
Standards data.

If the student is leaving your distict:

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 thePrior District box enter your district number. Your MARSS contact and
local contatnumbers will automatically appear for you.

3. In theTransfer 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 schwol district by
entering a last name, student number, or scrolling through the list.
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2. In thePrior District box, enter the district number from which the student is
transferring.

3. IntheTransfer District box enter your district number. Your MABSontact
and local contact numbers will automatically appear for you.

Note: If no contact numbers automatically appear, contact IMG52@0
8182) for help.

Minnesota- MARSSO Update Status from Last EQOY

This process updates (overwrites) data inniteal 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. SelectMinnesota MARSS- Update Status frorhast EQY.

2. Click on theProceed to Update Studentbutton.

Minnesota- MARSSA Capture 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 submitilEall

Before using this option, be sure you have:

UsedAttendancé Studend Edit Attendanceo enter the last location code for:
- Students who came from somewhere else during the summer.
- New kindergarten students.

UsedEdit - Student Datdo edit any special data for students.

UsedMinnesota MARSS3 Edit School Datdo enter the endf-year day
number and other pertinent data.

- For Fall reporting it may be necessary to estimate theoegdar day number.
- Be sure that the day name displaystfe day number that is selected.

- If necessary, usAttendancé Dayd Day Namego enter the day name. You
must first log into the CSD level to do this.

UsedMinnesota- MARSSA Calculate Attendance.

To prepare Fall files:

UseMinnesotas MARSS) CaptureFall 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 erors have been corrected, Mmnesotas MARSSS Capture 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 thdile to wherever your web browser is set to
download files.

Minnesota- MARSSA Capture 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 fiear

Before using this option, be sure you have:

UsedEdit-Student Dat&o edit any special data for students.

UsedMinnesotas MARSSS Edit School Datdo enter the correct eraf-year day
number and other pertinent data, if necessary.

UsedMinnesota- MARSSH Calculate Attendance

To prepare End of Year files:

UseMinnesot® MARSS- Capture End of Year Fil&Shoose 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 Fint button to print them out.

- Go to the appropriate section to correct any errors.

- Once errors have been corrected, Mg@esot® MARSSS Capture End of
Year Filesagain.

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

- If thereare 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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Minnesotad MCCCT Calendar Info

This option displays the terms that will need to bendef in your calendar on the MDE
MCCC web application.

Lincoln 1r-Sr High 2015-2016

McCCC Calendar Info

l Print Summary Report]

The submission window for MCCC data collections for the 2015-2016 school year is open as of April 2016 (Early Education, 3-8
Language Arts and Mathematics only, 9-12 all courses).

MCCC Calendar Info Summary
summary for School Year 2015-2016
Periods needed in MCCC Calendar: 0,1, 2, 3,4, 5,6, 7
Terms needed in MCCC Calendar: G1, Q2, Q3, Q4, 51, 52

Figure 6: MCCC Calendar Info

Minnesotad MCCCi Mass Assign Course Data

This selection may be used to change various data fields for all courses and/or course
sections within a building. Thetata 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.

MN Elementary 2015-2016

Instructional Language ¥ | tothe new value: |11 Enter a valid MARSS Language Code.

[ Assign Value to Course Data Element]

Figure 7: MCCC Mass gsign Course Data

1. SelectMinnesotaMCCC-Mass Assign Course Datd he 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.

MN Elementary 2015-2016
[ Academic Year ¥ | to the new value: Enter number greater than 0 as listed in the MDE Calendar Export.
Academic Year

Calendar

Instructional Language lement )

Instructional Method
Instructional Minutes Per Term
Marking Indicator
Sequence Number
Sequence Limit

| Teacher Of Record

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.

JMC MARSS Documentain Page35of 81 Last update oduly 13, 2017




4.

Click Assign Value to Course Data Elemémbeqgin this process. The

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

that were made.

Instructional Language ¥ | to the new value: |11

[ Assign Value to Course Data Element]

Enter a valid MARSS Language Code.

[ Print Summary

|

Cancel Summary

)

Course or Course Section Records Updated: 495

Course data assigned for data element: Instructional Language

Summary

Figure 9: Summary after using MCCC Mass Assign Course Data

Minnesotad MCCC - Course Index File

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

Course Index file necesydior state reporting.

You may verify the course data by selectBahedule$ Coursei Edit Course DataThe

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

MN High School

Day: 175 - 06/03/2013 - Monday

2012-2013

Find:

1 HE

Course #: 1
Course Name: ACCCUNTING
Weight: |1.000

Alternative Course ID:
Alternative Course Name:

Grad Credit Starts in Grade:

[7l Counts in GPA  Cumulative Start in Grade:

Sections || Constraints || State Specific -

Figure 10:
MCCC course
data elements

on Schedules
Grade Scale: -I- CW
Block Length: .

Edit Course
[¥IHonor Rell Data

Section | Teachers | Grading Schemes || State Specific - Course
Add Secticn
Term Period Section Days Teacher Room Enroll
Edit Delete Seml 7 2 MTWREF 57 Teacher 68 23/29
Edit Delete Sem2 7 1 MTWRF 57 Teacher 68 20/26
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MN High School Day: 175 - 06/03/2013 - Monday 2012-2013
- Figure 11: MCCC course
S data elements on
Course Name: ACCOUNTING Term Type: [Yearly (Semester) - .. .
Weight: [1.000 Grade Scale: SChedU|e$ Coursei Edlt
Alternative Course ID: Block Length: C g S
oo cora Course Data State
Grad Credit Starts in Grade: T Honor Roll SpeCIfIC COU rse tab
¥l counts in GPA  Cumulative Start in Grade:
Specific - & Teach Grading Set E Specific - <
1
1 Grad Requirement Indicator
1 End of Course Indicator
Academic Year: |1
College Code:
College Course Code:
College Course Credits: 0.
Course Level: [A/C - Artic Agr/ Ind-oce ce
Standard Addressed:
Perkins TSA: =l
Record Type:
MN High School Day: 175 - 06/03/2013 - Monday 2012-2013
Fina: g Figure 12: MCCC course
data elements on
Course #:1 - . .
Course Name: ACCOUNTING Term Type: SChedUIe$ Coursa Edlt
Weight: [1.000 Grade Scale: COU rse Data State
Alternative Course ID: Block Length: SpeCifiC Section tab
Alternative Course Name: V| Report Card
Grad Credit Starts in Grade: YIHonor Roll
Y/ Counts in GPA  Cumulative Start in Grade:
Sections | Constraints || State Specific - Section || Teachers || Grading Schemes | State Specific - Course
Term Period Section Instruction Method Marking Ind Instr Minutes Instr Language
Edit Seml 7 2 Classroom Trus 1 11
Edit Semz 7 1 Classroom True 1 11

MCCC Course Field

JMC Course Data Field

LocalCourseCode
LocalTitle
StateCourseCode
CourselLevel

Academic Year Number
Calendar Number
SequenceNumber
SequenceLimit
StandardAddressed
GradRequirementindicator
EndOfCourselndicator
CollegeCode
CollegeCourseCode
CollegeCarseCredits

JMC MARSS Documentain

Course Number

Course Name

State Course Code
Course Level

Academic Year (override)
Calendar (override)
Sequencé

Sequence Limit

Standard Addressed
Grad Requirement Indicator
End of Course Indicator
College Code

College Course Code
College Course Credits
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Note: Many of these course data elements, sudhcaslemic YearandCalendar
Number, may be edited en masse usiignesotar MCCC1 Mass Assign Course
Data The numbers you will want to assign to these degiments can be found in the
Calendar Export of the MDE MCCC web application.

To capture the MCCC Course Index file:
1. SelectMinnesotad MCCC3d Course Index File

2. Click Create Fileand you will be prompted to save the file for later
upload.

Minnesdad 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 theém, that all teachers havéide Folder Number assigned to
them, and that all rooms havé&ae Numberassigned to them.

Note: All buildings in your school district must have a successful MCCC
Course Index File upload and MCCC Calendar enteredn theMDE website
before attempting to upload an MCCC Staff File.

To verify that all courses have a teacher and room assigned to themSsakxitile$
Coursel Course Data Lisand specify the Schedule Info. Scan the list for course
sections that have nedcher 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, seleBthedule$ Coursei Edit Course DataThe page will appear
similar to Figures 142.

Note: Every teacher must havd-de Folder Number entered orAttendancé
Staffi Teachergsee Figure 13). Similarly, every room must ha@ta Number
entered orAttendancd Staffi Rooms(see Figure 14).
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MN High School Day: 175 - 06/03/2013 - Monday 2012-2013

Display Name Last Former Last First Username Password Email File Folder Number Teacher IDSort F »
Edit 1 Mr. Johnson Johnson Tom Tlohnson 1234rthu  info@jmcinc.com 1
Edit 2 2 Teacher lastz  MEGAN first2 teacherz pass2 email2 1 .
Edit 3 3 Teacher lasta first3 teacherd pass3  email3 50331648 1 3 F|gure 13_
Edit 4 4 Teacher lastd firstd teacherd pass4 emails 67108864 1 ..
Edit 5 5 Teacher lasts firsts teachers passs emails 83886080 1 Attendan Ce
Edit 6 6 Teacher lasts firsts teachers passe emails 100663296 1 .
e firstr teachers passr  emaily Li7ssosiz 1 Staffi Teachers
Edit 8 8 Teacher lasts firsts8 teacherg passs emails 134217728 1
Edit @ o Teacher Jasts firsts teachers passs  emails 150994 1 sgaeen When
Edit 10 10 Teacher last10 firstlOteacherl0 passl0 emaillo 1677 1 -, .
i 11 10 Teacher  lastit firstiiteachers: passii  emilii . editing data for a
Edit 12 12 Teacher last12 firstl2teacherl2 passlz emaili2 201328592 1
Edit 13 13 Teacher last13 firstl3teacheri3 passl3  emaill3 218103808 1 teacher
Edit 14 14 Teacher lastis firstl4teacherl4 passls emaill4 234881024 1
Edit 15 15 Teacher last1s firstlSteacherls passlsS emaills 251658240 1
Edit 16 16 Teacher lastie firstl6teacherl6 passlc emaills 268435456 1
Edit 17 17 Teacher last17 firstl7 teacherl? passl7 emaill7 285212672 1
Edit 18 18 Teacher last18 firstl8teacherie passl®  emaills 301989888 1
Edit 19 19 Teacher lastis firstl@teacherl® passl9 emaills 180118 318767104 1
Edit 20 20 Teacher last20 firsta0teacherz0 pass20  email2o 1
Edit 21 21 Teacher last21 first21teacher2l pass2l emailzl 352321536 1
Edit 22 22 Teacher last22 first22teacher22 passaz emailz2 369098752 1
Edit 23 23 Teacher last23 first23teacher23 pass23 email23 385875968 1
Edit 24 24 Teacher last24 first24 teacher24 pass24 emailz4 402653184 1
Edit 25 25 Teacher last2s first25teacher2s pass2s email2s 419430400 1
Edit 26 26 Teacher last2e first26teacher26 pass2s email2e 436207616 1
Edit 27 27 Teacher last27 first27 teacher2? pass27 emailz7 1
Edit 28 28 Teacher last2s first28teacher28 pass2g email2s 469762048 1
Edit 29 29 Teacher last2s first29teacher2s pass29 emailzg 486539264 1
MN Hi School Day: 175 - 06/03/2013 - Monday 2012-2013
(=)
Edit 1 10
Edit Auditorium i0
Edit Counselor Off. 10 -
Sh S 2 Figure 14:
Edit 1] 10
Edit 7 10 3
€0 lamcmersor 1o Attendancéd
Edit 9 10
Edit 10 10 -
Edit Murse's Office io0 St ﬁ R
s w2 ailr | ooms
Edit 13 10
Edit 14 10
o s b screen when
Edit 16 io0 ..
Edit 17 10
S i editing data for a
Edit 13 10
Edit 20 10
Edit 21 i0
S ° room
Edit 23 10
Edit 24 10
Edit 25 10
Edit 26 10
Edit 27 10
Edit 28 10
Edit 29 10
Edit 30 io0
Edit 31 Media Center 10
Edit 3z 10
Edit 33 10
Edit 34 10
Edit 35 io0
Edit 36 10
Edit 37 10
Edit 38 10
Edit 33 10 -

To capture the MCCC Staff file:
SelectMinnesotad MCCC3 Staff File A screen will appear similar to Figure
15.
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Lincoln Ir-Sr High 2015-201
MCCC Staff File

This option will create an XML file for upload to the Minnesota Department of Education website.

Specify the following settings for your file and then click OK. Fig u re 15:
¥| Fixed Period Indicator EXportl ng an
[ check Errors ) Print Summary Report [ create File | MCCC Staff file

The submission window for MCCC data collections for the 2015-2016 school year is open as of April 2016 (Early Educatio
Language Arts and Mathematics only, 9-12 all courses).

MCCC Staff File - Validation Summary

Summary for School Year 2015-2016

Course Sections with File Folder Number Errors: 2
Courses with Academic Year Mumber Errors: 596
Courses with Calendar Number Errors: 596

Periods needed in MCCC Calendar: 0, 1, 2, 3, 4,5, 6, 7
Terms needed in MCCC Calendar: Q1, Q2, Q3, Q4, 51, 52

Courses with Instructional Method Errors: 59 I

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 thedil

Minnesotad 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 Minnesotd MCCCd Student File. A screen will appear similar to
Figure 16.

Figure 16:

Exporting an
MCCC Sudent
file

Click onCheck Errorgo find errors, and then print them by clicking Bnnt
Summary ReportThen fix the errors.

When you have fixed the errors, repeat step 3, and thenQiigzkte Filavhen
errors are fixed. Save the file.
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