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MARSS—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 to download the MARSS
Manual from MDE’s 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 — MARSS — Update Status from Last EOY to correctly set many of the
fields for this year’s MARSS status line data from the student’s last record from the prior
year.

Use Edit—Student 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)
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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 student’s
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 — Student — 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 — Student — 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 —MARSS—Edit 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 Attendance—Day—Day Names to enter the day name. You must
first log into the CSD level to do this.
Use Minnesota —MARSS—Calculate Attendance.
Use Minnesota —MARSS—Capture Fall Files.

As an option, use Minnesota—Combine Files—Combine Output Files to combine files
from several buildings.

SPRING DATA SUBMISSION
Use Minnesota—MARSS—Edit School Data to edit the end-of-year day and other
pertinent data, if necessary.
Use Minnesota—MARSS—Calculate Attendance.
Use Minnesota—MARSS—Capture End of Year Files.
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MCCC—Procedures
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 MDE’s 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 Calendar on MDE website
Import Course Data from Prior Year

Capturing / Submitting MCCC Course Index File
Prepare staff file data

Capturing / Submitting MCCC Staff File

Editing State Reporting Grades

Capturing / Submitting MCCC Student File

PN R LD =

Each of these processes is explained in the following sections.

For a graphical presentation of these procedures, please refer to Appendix D of this
document.

CHECK SOFTWARE VERSION

Make sure you are using the most current build of the JMC software. If your JIMC
web application is hosted by JMC you will automatically have the most recent version;
however, if your school hosts your JIMC software on their own web server this may not
be the case. The build date may be found in your JMC Office Application at the bottom
of most pages - see Figure 1A. You can compare this to the build date of the most

current version on JMC’s website (http://www.jmcinc.com) as shown in Figure 1B.
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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. 1f 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 2017-2018
then you will most likely want those same edits for your 2018-2019 courses.

To import course data from a prior year, log into JMC Next Gen in the year you are
working on and select Schedules — Course — Import Course Data from Prior Year.

UPDATING STATE COURSE CODES

Starting in 2017-18 MCCC is providing classifications for K-8 subject areas for science,
social studies, arts, phy-ed/health and world languages. If a school has courses split out in
this way MDE is asking that the school start to classify them for K-8.

MDE is not currently asking that they change their creation of courses to have these split
out. The school may use the classification for generic K-8 (2350*) and then provide
subject areas for the scores for each subject if they provide a score by subject.

Also starting in 2017-2018 some state course codes will be retired and new codes become
available. This may cause you to have to recode some courses if they were using a
retired state course code.
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Reporting Requirements and Dates

Here are the reporting requirements for 2018-2019 as listed on:
https://education.mn.gov/MDE/dse/datasub/MCCC/

° Reporting Years 2010-11, 2011-12, 2012-13, 2013-14, 2014-15, 2015-16, 2016-17 and 2017-18 are closed.

° Reporting Year 2018-19 opens April 1, 2019.
(@] Early Education includes School Readiness, Early Childhood Special Education (ECSE) and Early Childhood Family Education (ECFE).
O K-8 includes English Language Arts, Mathematics, Science, Social Studies, Arts, World Languages, Physical Education and Health.
O 9-12 includes all courses.
(@] Early Education is due Thursday, August 15, 2019.
O Final Birth-12 MCCC will be closed Friday, March 13, 2020.

Reporting Year 2019-20 will open April 6, 2020.
Final Birth-12 MCCC will be closed Friday, March 15, 2019.

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. 1f 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.
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.
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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 — these can be found in your Calendar Export (see step 2). When you
export the Staff file from your JIMC 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(@jmeinc.com.

EDITING STATE REPORTING GRADES

All grades used by a school must be mapped by the user to the appropriate state reporting
grade. This must be done on Grading — Utilities — Edit Grades Values in the last column
called State Reporting Grade. This must be done for each building and for each grade
used by the building. Initial year for this is 2017-2018. Schools that have already rolled
up their data for the 2018-2019 school year must edit the state reporting grades for both
years.

CAPTURING/SUBMITTING THE MCCC STUDENT FILE

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

file.

Also, you will most likely want to finish assigning final grades for the year prior to
submitting this data; otherwise you will see numerous error messages about invalid
(missing) grades.

When you export the Student 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 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
MBDE error report to one of these email addresses and you will receive help:
eric(@jmeinc.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 JIMC Next Gen
software to create the file which is then uploaded to MDE’s 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: https://education.mn.gov/MDE/dse/cte/progApp/. 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 district’s 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 https://education.mn.gov/MDE/dse/cte/progApp/
will need to complete (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 teacher’s license please see MDE’s Educator license look up
page, which can be found at: http://w20.education.state.mn.us/LicenseLookup/lookup. To
determine whether a teacher’s existing license corresponds to an appropriate CTE license,
please review the information listed in “Table C” located here:
https://education.mn.gov/MDE/dse/cte/progApp/.

For any questions, please contact Kari-Ann Ediger at Kari-Ann.Ediger@state.mn.us or,
Debra Blahosky at Debra.Blahosky@state.mn.us.
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CARL PERKINS DATA ENTRY

Entering Course Information

Use Schedules—Course— 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.

For more information on TSAs please refer to:

https://education.mn.gov/MDE/dse/cte/prog/tech/

Use Minnesota—Perkins— Carl Perkins Program/Course Codes to edit Program and
Course codes as needed. Use only codes that are approved for your school by MDE.

From time to time some programs will have their Course Codes altered significantly. For
example Family and Consumer Science (FACS) codes were changed for 2017-18
reporting to the extent that FACS course codes rolled up from prior years could have
taken on a totally different meaning. One way to identify these is to use Minnesota—
Perkins— Carl Perkins Program/Course Codes and scan the list for your courses that
have a Program Code but either no Course Code Description or a Course Code
Description that does not match the course. You may need to consult your local course
catalog to aid in determining which Perkins Course Codes need to be updated.

For more information about Perkins course codes please refer to the following links:

https://education.mn.gov/MDE/dse/cte/progApp/
http://education.state.mn.us/MDE/SchSup/DataSubLogin/CarlPerkins/index.html

Entering Student Information

Use Grading-Test Scores-Edit Student Test Scores to enter a test score record for any
students who took a Perkins TSA.

Use Grading-Test Scores-Mass 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.
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CARL PERKINS SUMMER DATA
SUBMISSION

Use Minnesota—Perkins—Carl Perkins Report to review the information that would be
included in the P file for a building.

Use Minnesota—Perkins—Carl Perkins File to create the P file or files you need.

Note: As an option, use Minnesota—Combine Files—Combine 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.

STAR—Procedures
OVERVIEW

STAR (Staff Automated Reporting) is the reporting of Licensed and Non-Licensed staff
data, using data from school districts’ JIMC 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 MDE’s 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 Minnesota—STAR—Licensed Staff.

Enter the staff person’s 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 person’s employment data will also be reported using JMC, edit the remaining data
in the window.
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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.

1. Use Minnesota—STAR-—Assignment 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 MDE’s website.

2. Use Minnesota—STAR—Import Course Data to generate the assignment records for
each teacher. Select the appropriate time frame as follows:

October 1 Snapshot — this option will generate staff assignment records for
the following terms: Quarter 1, Semester 1, Trimester 1, Hex 1.

March 1 Snapshot - initial — 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 — this option will generate staff assignment
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.

3. Use Minnesota—STAR—Staff Assignments to edit and/or add staff assignments.

OCTOBER 1 DATA SUBMISSION

1. Use Minnesota—STAR—Validate Data to check the STAR data that has been
entered. Use the appropriate option to edit any data that may have been in error.
2. Use Minnesota—STAR—Capture Files to prepare the file or files you need.

Note: As an option, use Minnesota—Combine Files—Combine 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.
1. Use Minnesota—STAR—Validate Data to check the STAR data that has been
entered.
2. Use the appropriate option to edit any data that may have been in error.
3. Use Minnesota—STAR—Capture Files to prepare the file or files you need.

Note: As an option, use Minnesota—Combine Files—Combine 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 children’s 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 Minnesota—FEarly Education—Edit 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 Minnesota—Early Education—Early Education Student File to 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 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 JMC’s 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 MDE’s 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 Grades—Test Scores— Import Test Scores to import DSR and/or SSR files that you
downloaded from MDE’s 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.
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GRADUATION DATA SUBMISSION (GRR)

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 — Test Scores — Edit
Student Test Scores.

Note: Test records must be from the Minnesota Assessment — GRR — 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 MDE’s 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 supersedes any GRR records
submitted by a school.

Other Minnesota State Reporting Submissions

Discipline Incident Reporting System (DIRS)

JMC clients would use the resources available at
http://education.state.mn.us/MDE/dse/datasub/DiscIncReport/

to report discipline incidents to MDE. Remember that MDE does not need every minor
incident reported, only serious incidents that resulted in disciplinary actions such as
suspensions and expulsions. DIRS reporting can be done by logging into DIRS and
manually entering the handful of suspension & expulsion records required for DIRS
reporting.
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Instructional Videos

Counting All Students — Ancestry Data Collection
https://www.youtube.com/watch?v=ptm1 eyORWeg

Counting All Students — Miscellaneous
https://www.youtube.com/watch?v=MQY 5xQgqcm0

Counting All Students — Start Year
https://www.youtube.com/watch?v=aiqg-
Z1j1LE8&list=PL8v90thuRRaY{XiWIPmAFgBIvHixhiOhA &index=2&t=0s

Counting All Students — Near Real Time vs. Batch Processing
https://www.youtube.com/watch?v=k7nVI3Ee5lw

MCCC
https://youtu.be/OuRPafwygxA

MCCC Changes for 2017-18
https://www.youtube.com/watch?v=AXUFefYBgdo

MCCC Changes for 2018-19
https://www.youtube.com/watch?v=XP-D2y9BJEk
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How to Use This Document Efficiently

This document is designed to help JMC users understand how to manipulate the
module efficiently and effectively. While this document contains important
information, tips, and instructions on each function of the module, it may not be
necessary to read the entire document to get information necessary for efficient
use.

Table of Contents

Scan the table of contents to find the section which relates to your specific needs.

Search Using Find Feature
If you are looking for something specific you can do a search on one or more key
words. In Windows do a Ctrl-F, or with a Macintosh use Command-F, then enter
the key word(s) and click on the Find Next button repeatedly as you navigate the
document.

Document is a “Living” Document
Since this document is likely to be updated with some regularity, it is
recommended that you not print the document — at least not every time it gets
updated. If you wish to print the document from time to time you may want to
refer to the Change Log at the end of the document to see what is new in the
recent updates.

Leaving Notes in a PDF File

Using the Sticky-note features, add sticky-notes to the document.
Open your PDF document.

Right-click on the PDF document where you want to add the sticky-note.
Select Add Sticky-note from the right-click menu.

¥
Note: This option is not available in edit mode. Click the ¥j) or IA icon in the
toolbar to switch to a compatible mode.

Within the Annotations Editor dialogue box, you can give the note a subject and select
the background color. Enter your comments in the available field.

Note: Adding a Sticky-note is a permanent action upon saving the document. If you
change your mind after making the changes, close the document without saving the
changes, re-open it, and start over. We recommend that you save an original unmarked
PDF file for future reference.

Click OK to add the note to the PDF document.
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Using the Mark-up features, highlight, underline, or strike out text, without changing the
original content.
1. Open your PDF document.

2. Click the Select Tool icon IA on the toolbar or right-click on the document and
choose the Select Tool from the right-click menu.
3. Select Text by left-clicking and dragging cursor over text in the document.

Note: Marking-up text is a permanent action upon saving the document. If you change
your mind after making the changes, close the document without saving the changes,
re-open it, and start over. If you wish to start over with a fresh copy just go to the IMC
website and download a new one.

4. Right-click on the selected text, and choose Highlight, Strikeout, or Underline from the
right-click menu.
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Student Scope

The Student Scope is a link found in the Quick Links on many of the main pages in
JMC’s Next Gen Office Application.

The Student Scope allows you to simultaneously view 6 different types of data for a
student from the JMC Next Gen database. Each individual user may specify which 6
types of data they wish to view in the Student Scope.

The following is a list of the types of data that may be viewed within the Student Scope,
depending upon what access is assigned to your user account in JMC:

Attendance

Schedules

Student Lunch Transactions
Period Attendance

- Discipline
- Health Immunizations
- Report Cards
- Student Contacts
- Student Progress Report
- Student Transcript
An example of how to get to the Student Scope as shown here is Schedules — Student —
Edit Schedules.
Sunnyville High School - D;y: 177_— D‘;Z;l-j':’l]ls - Thursday 014-2015 Logout
Grade: [Alf+]  Find: M| Switch Building:
Student ID: 559 Student Name: Adams, Carla Grade: 7 |Sunnva|le HIE
Lock [Section __|Course 01 | Q2 [Hi[w2[ti[n3] s1 [wa[r2] 03 | o4 [ns[He[13] s2 [ Ex |™NQem Student Dats
- [&]| stien. ~||s67BAND H x| = & [ [=] Fioure: 1
- [&]| stz v |js73MATHT X[ = = = A [ — gu .
- [ul| st v|lssocunenstuovr k[ | (& = = R Student SCOpe link
- : S13En.. v |S70SOCIAL7 X : : : : I— Print Transcript lOCﬁthﬂ On Edlt
-~ [o]| stamn. v |[s7isciENCE7 [ EH & = [ I Student Schedules
- [&]| stsen. - |[s75PEMERLTH 7 X[ = = = | TR o= Page.
- |w|| st7En. v |[s63ENGLISH 7 x| |l [« = =] Copy Schedule
From Another
=[] 21~ |[s67BAND M x = = = ]| [T student
- lel| s22E0. v |[573IMATH T X = [ = L=
- [o]| 2z ~|[seocumEDsTUDY7  [x = = = < [
- [«]| s23&n.. v |[57050CIALT X = = [=]
= 5| s24mn ~ |[s715CIENCET X = = = | [
- |e|| s25En. +||575 PEMEALTH 7 X = [ = L=
-~ [o]| s27en. ~|fse3ENGLISH 7 X o e T

Notice the Student Scope link on the right of the page under Quick Links. If you click
on the Student Scope link you will get a page that pops up similar to the next figure.
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A Quick Link to Student Scope may also be found on Edit — Student Data and Grading —

Entry — Edit Grades.

@ hitp://localhost:53212/StudentScope.aspx

Student ID: Name:
Adams, Carla

Phone:

StatelD: Stu Email:

1234567890123 cadams@someisp.net

Student Progress Report

Schedules

Course Progress Term
BAND JH Qtrz
MATH 7 Qtrz
SOCIAL 7 Qtrz
SCIENCE 7 Qrz
PE/HEALTH 7 Qurz
ENGLISH 7 Qrz
BAND JH

MATH 7

SOCIAL 7

SCIENCE 7

PE/HEALTH 7

ENGLISH 7

Teacher

D Schultz

1 Ashford

P Hughes

Q Neidermeier
M Kelsey

G Peterson

D Schultz

1 Ashford

P Hughes

Q Neidermeier
M Kelsey

G Paterson

Period Course Course# Term Teacher

BAND JH 567 Sem1
MATH 7 573 Sem1
SOCIAL 7 Sem1
SCIENCE 7 Sem1l 1
PE/HEALTH 7 Sem1
ENGLISH 7 Sem1l 12 G Peterson
BAND JH Sem2 12--- D Schultz
MATH 7 Semz 12--- ] Ashford
SOCIAL 7 Sem2 12--- P Hughes
SCIENCE 7 Sem2 12---  Q Meidermeier
PE/HEALTH 7 Sem2 12--- M Kelsey
ENGLISH 7 Sem2 12--- G Peterson

D Schultz
1 Ashford
P Hughes
Q Neidermeier
M Kelsey

BAND

ROOM 132
ROOM 133
ROOM 125
ROOM 131
ROOM 134
BAND

ROOM 132
ROOM 133
ROOM 125
ROOM 131
ROOM 134

Student Lunch Transactions -

Period Attendance

Family Lunch Balance = $ -2.20
Deleted Date user
02/03/2015IMCADMIN Transfer:
02/03/2015 IMCADMIN Student Lunch P
07/10/2014IMCAD  Deposit

Transaction Purchase Status AmountBalance

$2.20 $0.00
$-2.20 §-2.20
$0.00 $0.00

P:riodsn

for Day 2 3 4

No absences or tardies for this student.

Reason Code Reason
No Note or Call
Sent to Office
Sick
Appt-Other
Doctor
Dental-Ortho
overslept

Health Immunizations

Discipline

Date Exemption Administered|_
Dosage 1

Immunization (Age)

DTaP 10/1/2001 -
Diptheria, Tetanus, and Pertussis (0Y 2M)  Full
DTaP 12/3/2001 -
Diptheria, Tetanus, and Pertussis (oY aMm)  Full
DTaP 2/a/2002 -
Diptheria, Tetanus, and Pertussis (oY 6M)  Full
DTaP 10/28/2002 -
Diptheria, Tetanus, and Pertussis (1¥ 3M)  Full
DTaP 9/19/2005 -
Diptheria, Tetanus, and Pertussis (4¥ 1M)  Full

at School

Figure: 2
Example of Student
Scope

To change the type of data viewed in any of the 6 panels in the Student Scope, simply click on the menu in the upper left corner of that

panel and select a different data type.
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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 — Data — Edit School Data (Figure
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 KiC 170 o 10
Edit KD 170 0 10
Edit EC PK 170 187 10 P&
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 B 170 374 10 A
Edit 7 170 378 10 A
Edit 8 170 378 10 A
Edit 9 170 378 10 A
Edit i0 170 378 10 A
Edit 11 170 378 10 A
Edit 12 170 378 10 A
Figure A: Minnesota — MARSS - Edit School Data

e School Number

e Title I School Indicator

e Kindergarten Schedule Indicator

e Instructional Days in Session

e Length of School Day in Minutes

e PK/KG (VPK data element)

e 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 — 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

MN High School Day: 159 - 04/25/2019 - Thursday 2018-2019
Grade: | All v Find: [
Last: Aasimov Gender: M hd Primary v Type: | Primary 7
First: |[Arnold Grade: 0 v Isaac & Claudette Desc:
Aasimov
i - Kdg Group: KG ¥ v ili
Middle: g p 123 Fourth Streat In Mailings
. 4
Suffix: Sometown, MN 55555 In Reports
Advisor: | - v Copy Contacts
Advisor 2: |- v Cell 1: 651-345-5555 Change Contact
(Claudette) ( ] S
Building #: |10 Loz
mMC

Building: 010 - MN High School ¥

General || Bus | Comments | Confidential || Custom || ELL/LEP || Entry | MARSS | Photo || ProgramHist | Race/Ethnicity | Sensitive | Spec Ed

MN Care Opt Out TitleI Economic Indicator: 0 - Not eligible v
(Add Row]( Export MARSS Status Lines] PSEO Concurrent ' Title IIT || Career and College Readiness
J—
Homebound Service:
JMC Building: 10 Sp Ed Eval Status: 1 Independent Study:
Status Start Date: 109/04/18  Last Location: 0 Sp Ed Instructional T
Status End Date: 179 05/23/19 Attendance Days: 179.0 Setting:
Include Status End Code: 40 Membership Days: 179 Sp Ed Service Hours: 0.0
Edit Grade Level: KG PSEO Transporting District 760
i

Resident District: 769 Participation: #:

Delete | Resident District Type: 1 PSEO HS Hours: 0O Transporting District |
% Enroll: 100 Special Pupil: Type: .

R . Transportation
State Aid Category: 0 Homeless: 0 Category: L
Primary Disability: 0
A
d
T~
( Print] ( New Student]( StuRefNum #]

MARSS Status
Line record for a
student

Figure B: Edit — 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
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Homeless

Special Ed Evaluation Status

Last Location of Attendance

Status End Code

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 Student’s 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 — 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.
—=
Update || Cancel
IMC :
Building: I = (AL (1)
Includein Homebound
MARSS: Service:
Sp Ed Eval Stat: 1

Status 1-09/04/20. p val Sta Ind:p.endent
Srartare Last Location: 0 SHLE
Status End - Sp Ed Instr
Date: 179 - 05/23/1 ¥ Attendance Days: |179.0 Setting:
Statu_s End .~ End-of-y ¥ Membership Days: 179 Sp Ed .Serv 0.0
Code: PSEO Hours:
Grade P Transporting
Level: KG Participation: District #: 769
Resident PSEO HS Hours: 0 Transporting
Dist: 769 Special Pupil for District Type:
Resident Care & Treatment: Transportation
Dist Type: Homeless: 0 - Not Ap v | Category:

. p a ) Primary
% Enroll: 100 | Min./Day: Disability: 0 No IEP/1 ¥ .

( Print]( New Student]( StuRefNum #]
Figure C: Editing a record in Edit — Student Data in the MARSS tab
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General || Bus | Comments | Confidential || Custom || ELL/LEP || Entry | MARSS | Photo || ProgramHist || Race/Ethnicity | Sensitive | Spe)
MN Care Opt Out Title I Economic Indicator: 0 - Not eligible v
(Add ROW]( Export MARSS Status Lines] PSEO Concurrent -/ Title III || Career and College Readiness
Homebound Service: -
JMC Building: 10 Sp Ed Eval Status: 1 Independent Study:
Status Start Date: 109/04/18  Last Location: 0 Sp Ed Instructional F
Status End Date: 175 05/23/19 aAttendance Days: 179.0 Setting:
Include Status End Code: 40 Membership Days: 176 SP Ed Service Hours: 0.0
Edit Grade Level: KG PSEO Transporting District 760
Resident District: 768 Participation: #:
Delete | Resident District Type: 1 PSEO HS Hours: 0 Transporting District 1
. - Type:
% Enroll: 100 Special Pupil: yp .
Transportation
State Aid Category: 0 Homeless: a Category: 1
Primary Disability: 0
————
IMC Building: 010 Homebound Service:
Independent Study:
Status Start Date: 1D Sp Ed Eval Status: 1 p i Y
05/24/2019 . v o SP Ed Instructional F
Status End Date: 0 v D. . Setting:
endance Days: g
Status End Code: a N ¥ Sp Ed Service Hours: 0.0
Include . . Membership Days: 0 - . i

Figure D: Adding a Row in Edit — Student Data in the MARSS tab

Add Row  You may add a row to a student’s MARSS status line records by clicking
the Add Row link — see Figure D. You will probably need to scroll down to see it — 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.

General | Bus

Comments | Confidential | Custom || ELL/LEP || Entry | MARSS || Photo | ProgramHist | Race/Ethnicity | Sensitive
MM Care Opt Out TitleI Economic Indicator: 0 - Not eligible v
(Add Row]( Export MARSS Status Lines] PSEO Concurrent -/ Title ITI Career and College Readiness

Delele | Resident District Type: 1 PSEQ HS Hours: 0 Transporting District | -
% Enroll: 100 Special Pupil: Type: .
) . Homeless: 0 Transportation 1
State Aid Category: 0 : Category:
Primary Disability: 0
—=:2
IMC Building: 010 Homebound Service:
Independent Study:
Status Start Date: L=y Sp Ed Eval Status: 1 p Y
05/24/2019 A Sp Ed Instructional 7
Status End Date: 0 Attend D. . 00 Setting:
Include Status End Code: 0 - enb amr:.t.a ;VS.. Cl. Sp Ed Service Hours: 0.0
Edit Grade Level: KG embers _Ip_ "’!"5' Transporting District 769
! Resident District: 769 (=) e PO #:
Delete | Resident District PSEO HS Hours: 0 Transporting District 1
Type: i Special Pupil: Type:
oo Enroll: 100 Homeless: g Transportation 1
R Category:
State Aid Category: 0 Primary Disability: 0

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

MN High School Day: 159 - 04/25/2019 - Thursday 2018-2019
Grade: | All M Find: e
Last: |Aasimov Gender: M M Primary M Type: | Primary ¥
First: |Arnold Grade: | 0 M Isaac & Claudette Desc:
Middle: Kdg Group: KG ¥ T;?r:;:ﬁh Street ¥ In Mailings
Suffix: Sometown, MN 55555 © LN Reports
Advisor: | - v
Advisor 2: |- = Cell 1: 651-345-5555
Building #: 10 (Claudette) [Clear] -
Buill:l_i]ngc: 010 - MN High School ~
General | Bus || Comments | Confidential | Custom | ELL/LEP | Entry | MARSS || Photo | ProgramHist || Race/Ethnicity | Sensitive | Spec Ed
7l Active Birth Date: |1/1/2013 A Reference #: [1065179010
¥ Attendance Graduation Date: = Student ID- |225
“ MARSS Grad Sta 'ff;"r':: SSN:
¥ Mcce Username: Marss ID:|1234567890123
¥/ Rank
Locker:
¥ Honor Roll Password:
) Combination:
Special
Considerations Email: Bus #:
Gifted/Talented Email 2: Resident 0
Teen Parent Student Cell ® Status:
pisplaced Phone: Transported: |0
Homemaker License Plate #: County: |0
(Print](New Student](StuRefNum #]
Figure F: Edit — Student Data page with General Tab
1. Student Last Name
2. Student First Name
3. Student Middle Name
4. Suffix
5. Gender
6. MARSS checkbox (General tab)
7. MCCC checkbox (General tab) (MCCC field)
8. Gifted & Talented Participation (General tab)
9. Teen Parent (General tab) (Carl Perkins field)
10. Displaced Homemaker (General tab) (Carl Perkins field)
11. Birth Date (General tab)
12. Graduation Date (General tab)
13. Student Number (MARSS ID)(General tab)

Note: Some of the data items available on Edit — Student Data are similar to
items available on Minnesota - MARSS— Edit Student Data but are actually
different data items. For example, since a student’s 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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General || Bus | Comments | Confidential | Custom || ELL/LEP || Entry | MARSS | Photo || ProgramHist | Race/Ethnicity | Sensitive | Spec Ed

¥ English Learner (LEP)

English Learner Begin Date: |9/4/2018 |
Exit Date: j
Home Primary Language:  English -

Figure G: ELL/LEP Tab for Edit — Student Data

14. Home Primary Language (Edit —Student Data — ELL/LEP tab)
For a list of MDE’s language codes click here

15. English Learner (LEP) (Edit —Student Data — ELL/LEP tab)

16. English Begin Date (Edit —Student Data — ELL/LEP tab)

General || Bus | Comments | Confidential | Custom || ELL/LEP | Entry | MARSS | Photo || ProgramHist | Race/Ethnicity | Sensitive | Spec Ed

MN Care Opt Out Title I Economic Indicator: 0 - Not eligible v
(Add Rnw]( Export MARSS Status Lines] PSEO Concurrent - Title IIT Career and College Readiness

———
Homebound Service:
JIMC Building: 30 Ind dent Study:
9 Sp Ed Eval Status: 1 ndependen uay
Status Start Date: 1 09/04/18 e ti G Sp Ed Instructional
ast Location: ;
Status End Date: 0 e 5 o Setting: <
endance Days: B
Status End Code: 0 N ¥ Sp Ed Service Hours: 0.0
Include Membership Days: 0 - —n
Edit Grade Level: 1 . Transporting District 760
! Resident District: 769 FELE) (LR PEIIHE #:
Delele | Resident District Type: 1 PSEO HS Hours: 0 Transporting District
o Enroll: 100 Special Pupil: Iype: ot
R H less: 0 ransportation
State Aid Category: 0 omeless Category: 1
Primary Disability: a

Figure H: MARSS Tab for Edit — Student Data

17. Minnesota Care Opt Out (MARSS tab)

18. PSEO Concurrent Enrollment Flag (MARSS tab)

19. Career and College Readiness (MARSS tab)(printed on transcripts)
20. Economic Indicator (MARSS tab)

21. Title I Student Indicator (MARSS tab) (formerly Title I/I1I tab)

22. Title III Student Indicator (MARSS tab) (formerly Title I/III tab)
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General || Bus || Comments | Confidential || Custom | ELL/LEP || Entry ARSS | Photo || ProgramHist | Race/Ethnicity || Sensitive | Spec Ed
Add Ancestry Row
Ancestry / Ethnic Origin
¥ Hispanic-Latino Edit Delete Hispanic/Latino - Guatemalan
Edit Delete Asian - Korean
American Indian-Alaskan Native North American Indian |, .0e Cance Not Specified v
¥ Asian | Black - African-American
. x Black - Ethiopian-Oromo
Pl Tcn American Black - Ethiopian-Other
¥ Hawaiian/Pacific Islander Black - Liberian
Black - Nigerian
White Black - Decline to indicate
Ethnicity: 5 Black - Other
Black - Somali
Black - Unknown
L Hispanic/Latino - Columbian

Hispanic/Latino - Ecuadorian

Hispanic/Latino - Guatemalan

Hispanic/Latino - Mexican

Hispanic/Latino - Decline to indicate

Hispanic/Latino - Other

Hispanic/Latino - Puerto Rican

Hispanic/Latino - Salvadoran

Hispanic/Latino - Spaniard/Spanish/Spanish-American

(New Student) (Sturefvum #) Hispanic/Latino - Unknown

Figure I: Race-Ethnicity Tab for Edit — Edit Student Data

23. Hispanic-Latino (Race-Ethnicity tab)

24. American Indian — Alaskan Native (Race-Ethnicity tab)

25. North American Indian (Race-Ethnicity tab) (NEW for 2018-19)
26. Asian (Race-Ethnicity tab)

27. Black — African American (Race-Ethnicity tab)

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

29. White (Race-Ethnicity tab)

30. Ethnicity Legacy Code (Race-Ethnicity tab)

31. Ancestry/Ethnic Origin (See possible examples in Figure I)

32. Lunch Status (Sensitive tab)

General || Bus | Comments || Confidential | Custom || ELL/LEP || Entry || MARSS || Photo || Race/Ethnicity | Sensitive || Spec Ed

Legal Last Name: Lunch Status: Paying Student ¥
Legal First Name:
Legal Middle Name:

Legal Suffix:

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

Mo Records Found.

Figure J: Sensitive Tab for Edit — Edit Student Data

JMC MN State Reporting Documentation

Page 30 of 110



Minnesota Module Documentation

Minnesota—Student State IDs—Student State IDs (SSID) File
This option exports an SSID file that may be uploaded to MDE’s web application for
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 S5ID for an individual student, please use the MDE Student ID System.

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

SSID 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

Minnesota—MARSS—Calculate Attendance

This option automatically enters the attendance, membership, status end date, and status
end code for student MARSS data.

- Select Minnesota—MARSS—Edit School Data to ensure that the end-of-year day
number has been entered.
- Select Minnesota - MARSS—Calculate Attendance.

When the calculation is complete an “All students were completed successfully” 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 student’s
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 students’ 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).

I£ “0” 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.
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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:

“Student <#> not completed. Is a nonmember for some days”

“Student <#> was not completed. Lines and attendance don’t match”
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To correct a Calculate Attendance error:
1. Select Minnesota - MARSS—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 entered in Attendance—Student—Edit
Attendance.

3. Select Attendance — Student - Edit Attendance to 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 — 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 - MARSS—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 School
District #/Type: 0769/01
School Year: 2016-2017

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

[ 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 A i7o 00 10
Edit KB 170 300 10
Edit KC 170 o 10
Edit KD 170 o 10
Edit EC PK 170 187 10 2]
Edit HEK 170 300 10 A E
Edit 1 170 374 10 A
Edit 2 i7o 374 10 A
Edit 3 170 374 10 A
Edit 4 170 374 10 A
Edit E i7o 374 10 A
Edit 6 170 374 10 A
Edit 7 170 378 10 A
Edit 8 170 378 10 A
Edit 9 i7o 378 10 A
Edit 10 170 378 10 A
Edit 11 170 378 10 A
Edit 12 i7o 378 10 A

Figure 2: Minnesota - MARSS—Edit 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. 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.
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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,
KA...), 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 “Preschool” from the PK/KG column

Selecting an available code from the Preschool Groups column (PA, PB, PC...)
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
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Edit - Student Data

This option is used to edit a student’s MARSS data and/or make changes in the student’s
status. This option was formerly available at Minnesota — MARSS — Edit Student Data.

Figure 3: Student Data page with MARSS tab shown.

MN Elementary Day: 158 - 04/24/2019 - Wednesday 2018-2019 Logout
Grade: | All M Find: - -<, ->
— Switch Building:
MN Elemeni ¥
Last: Bernadone Gender: M v Primary v Type: Primary v
First: Francine Grade: |4 M Francine Bernadone  pesc: Switch Year:
2542 West Lane - _
Middle: # In Mailings 2018-2019 v
Suffix: Anywhere, MN 55555 In Reports
R Quick Links:
Advisor: | Mr. Apple M Unlisted: 507-555- Copy Contacts
i [ 5555 Change Contact
Advisor 2: M Student Scope
Building #: |30 Password: FBern (clear) ~
5 JMcC Edit Contact
Building: 030 - MM Elementary ¥

General | Bus | Comments | Confidential | Custom || ELL/LEP | Entry | MARSS | Photo || ProgramHist || Race/Ethnicity | Sensitive | Spec Ed iz S e

MN Care Opt Out Title I Economic Indicator: 0 - Not eligible v
((Add Row ) ((Export MARSS Status Lines) [ pgeg concurrent L Title III ) Career and College Readiness
—#:1
Homebound Service:
JMC Building: 30 Sp Ed Eval Status: 1 Independent Study:
Status Start Date: 108/04/18  Last Location: 0 Sp Ed Instructional 5
Status End Date: 179 05/23/19 pttendance Days: 179.0 Setting:
Include Status End Code: 40 Membership Days: 179 Sp Ed Service Hours: 0.0
Edit Grade Level: 4 PSEO Transporting District 760
Resident District: 769 Participation: #:
Delele | Resident District Type: 1 PSEO HS Hours: 0 Transporting District |
% Enroll: 100 Special Pupil: Type: .
Transportation
State Aid Category: 0 Homeless: 0 Category: L
Primary Disability: a
( Prl'nt]( New Student]( StuRefNum #]

Edit the following items as appropriate.
- Minnesota Health Care Opt Out
- PSEO Concurrent Enrollment Flag
- Career and College Readiness
- Economic Indicator
- Title
- Title III

Note: College and Career Readiness is a local decision. Whatever is entered on this
page for the student will appear on the student’s printed transcript if specified for
inclusion on the transcript — see Figures 4 & 5.
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Figure 4 (left): Print Transcript Options

MN High School Day: 1 - 08/30/2016 - Tuesday
Select:
Lo el e 5 Figure 5 (below): Sample Printed Transcript with Career
i and College Readiness Section Included
y Advisor
MN High School
222 Oak Street
Anylown, MN 55555
Name - Brady, Greg
ndations Birth - 07/05/2000 MARSS # 1234567890123
Form Size:
* Letter
wmber | .
Year Term Course Grade Credit C_m H
odmess 20162007 —408M8M8 ————
nclu 16-17 YR ACCOUNTING A 1.000 Y
A Record CredEamed Cred At Grade  GPA
Year 1000 1000 4000  4.000
Cum: 1000 1000 4000  4.000
P Tom T g :::n‘m e — Career and College Readiness \
sem? Class Rank —m——— —
Class Rank: 1/1 Percentile: 50

Add, Drop, or Re-enter Students. Many times it is unnecessary to edit the student’s
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 student’s 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
- Special Ed Evaluation Status
- Last Location of Attendance
- PSEO Participation
- PSEO High School Participation Hours
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- 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 — Student — 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.

Drop is chosen and the following pop-ups will appear as a reminder of other affected
areas in JMC. Figures: 5 and 6

Note: It is recommended to do a Minnesota-Marss-Calculate Attendance to keep MARSS
data current.

| mndemo.onlinejmc.com says

Figure: 5
Student has been dropped. The Status End Code in the corresponding st :
MARSS record was also updated. You may verify the MARSS data on 1 POp Conﬁrmlng
the Edit Student Data screen by clicking the MARSS Tab. Please do a DI'OpplIlg a Student from
[ Minnesota-MARSS-Calculate Attendance to update the Status End Date School and MARSS record

in the MARSS record

is updated. Reminding to
Calculate Attendance.

e ——

mndemo.onlingjmc.com says Figurei 6
2" Pop Confirming

Dropping a Student from
| ‘ School for the next school
year, as well.

Student has been inactivated for next year as well.
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Select Attendance — Student — 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 Pop Up will appear confirming re-entry to MARRS. See Figure: 7

I mndemo.onlingjme.com says .
Figure: 7
also inserted. You may verify the MARSS data on the Student Data POp up after Re-Entrance
page by clicking the MARSS Tab Ofa Stljldel'lt to School.
Indicating MARRS record

was also inserted.

Student has been re-entered. The carresponding MARSS record was

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 — Student — 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 — Student — Re-enter Student.
Find the student in the list.

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 — 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*“0” 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.
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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 — 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.

Minnesota — MARSS — 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 student’s 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 X’d)
- 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.
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Minnesota — MARSS — Print Notification of change in enrollment...

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 student’s 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.

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 IMC (800-524-
8182) for help.

Minnesota - MARSS— 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.
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Minnesota - MARSS—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 submit Fall files.

Before using this option, be sure you have:

Used Attendance—Student—Edit 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 - MARSS—Edit 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 Attendance—Day—Day Names to enter the day name. You must
first log into the CSD level to do this.

Used Minnesota - MARSS—Calculate Attendance.

To prepare Fall files:

Use Minnesota - MARSS—Capture 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.

- Once errors have been corrected, use Minnesota - MARSS—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 the file to wherever your web browser is set to download
files.

Minnesota - MARSS—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 Year files.

Before using this option, be sure you have:
Used Edit-Student Data to edit any special data for students.

Used Minnesota - MARSS—Edit School Data to enter the correct end-of-year day
number and other pertinent data, if necessary.

Used Minnesota - MARSS—Calculate Attendance.
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To prepare End of Year files:

Use Minnesota—MARSS - 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 Minnesota—MARSS—Capture 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.

Minnesota — MCCC — Calendar Info

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

Lincoln Ir-Sr High 2015-2016

MCCC 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: 1, Q2, Q3, 4, 51, 52

Figure 6: MCCC Calendar Info

Minnesota — MCCC — 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.

MN Elementary 2015-2016

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

l Assign Value to Course Data Element]

Figure 7: MCCC Mass Assign Course Data

1. Select Minnesota-MCCC-Mass Assign Course Data. The page will appear similar to
Figure 7.
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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 v | 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
Seguence 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.

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.

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

[ Assign Value to Course Data Element]

[ Print Summary ] Cancel Summary ]

Summary
Course data assigned for data element: Instructional Language
Course or Course Section Records Updated: 495

Figure 9: Summary after using MCCC Mass Assign Course Data

Minnesota — MCCC - Course Index File

This option captures the Minnesota Common Course Catalog (MCCC) Course Index file
necessary for state reporting.

You may verify the course data by selecting Schedules — Course — Edit Course Data. The
screen will appear similar to Figures 10, 11, and 12.

Figure 10:
MCCC course
Sections || Constraints || State Specific - Section || Teachers || Grading Schemes || State Specific - Course || Fees | Description .
Figure 11: MCCC course
State Course Code: ]
STAR Assignment Code: 120102 |~ | ACCOUNTING /BOOKKEEPTNG data elements on
, Sequem?e # 1 College Code: Schedules _ Course _
Academic Year: |1 Sequence Limit: |1 College Course Code: ;
Calendar: |1 Rubric Levels: 0 College Course Credits: 0.000 Edlt Course Data - State-
Standard Addressed: Mone addressed ¥ Grad Requirement Indicator .
Record Type: | 1 ScheduledStudentRecord ¥ End of Course Indicator SpeCIﬁc Course tab
Course Level: Mot Specified ¥ | Perkins TSA: | Mot applicable v
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Sections

Constraints || State Specific - Section | Teachers || Grading Schemes | State Specific - Course || Fees | Description
Term Period Section Instruction Method Mark Ind  Instruct Minutes Instruct Language
Edit Semi 5 12 Classroom True 1 11
Edit Sem2 5 7 Classroom True 1 11

Editing A State Course Code

Figure 12: MCCC course
data elements on
Schedules — Course —
Edit Course Data — State-
Specific Section tab

State course codes are revised from time to time, therefore resulting in some new codes

being added and some old codes being removed. For 2017-2018 school year there were
numerous course code changes that may result in you needing to specify a different state
course code than the one you had previously selected.

Sections | Constraints | State Specific - Section | Teachers | Grading Schemes || State Specific - Course | Fees | Description
State Course Code: accountng| LAl
STAR Assignment Code: Code T OKKEEPING
12110 Account]
12104
Academic Year: 1
Calendar: |1
Standard Addressed: Nc t Indicator
Record Type: | 1 ¢ licator

Course Level: | Nc

Sections

Figure 13: Editing the
State Course Code on
Schedules — Course — Edit
Course Data — State-
Specific Course tab

Constraints || State Specific - Section || Teachers | Grading Schemes | State Specific - Course || Fees || Description Figure 14: State Course
State Course Code: | 12104 |7 | Accounting Code that 1S Deﬁned for
STAR Assignment Code: | 1407102 ¥ | ACCOUNTING /BO! PING .
Sequence #: 1 College Code: the Current Year 111
Academic Year: |1 Sequence Limit: |1 College Course Code: Have MCCC State Course
Calendar: |1 Rubric Levels: 0 College Course Credits: |0.000 . .
Standard Addressed: | None addressed ¥ Grad Requirement Indicator Title to the nght of the
Record Type: | 1 ScheduledStudentRecord ¥ ) End of Course Indicator Drop Down List
Course Level: | Not Specified ¥ Perkins TSA: | Not applicable v
Sections || Constraints || State Specific - Section || Teachers | Grading Schemes | State Specific - Course || Fees || Description

State Course Description

Figure 15:

Courses introduce and expand upon the fundamental accounting principles and procedures used in businesses. Content typically includes the

full accounting cycle, payroll, taxes, debts, depreciation, ledger and journal techniques, and periodic adjustments. Students may learn how
to apply standard auditing principles and to prepare budgets and final reports. Calculators, electronic spreadsheets, or other automated tools
are usually used. Advanced topics may include elementary principles of partnership and corporate accounting and the managenial uses of

control systems and the accounting process.
Local Course Description

MCCC Course Field

State Course Description

y (in Description tab) that
Corresponds to the Selected
State Course Code

JMC Course Data Field

LocalCourseCode
LocalTitle
StateCourseCode
CourseLevel

Academic Year Number
Calendar Number
SequenceNumber
SequenceLimit
StandardAddressed
GradRequirementIndicator
EndOfCourselndicator
CollegeCode
CollegeCourseCode
CollegeCourseCredits

JMC MN State Reporting Documentation

Course Number

Course Name

State Course Code
Course Level

Academic Year (override)
Calendar (override)
Sequence #

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, such as Academic Year and Calendar
Number, may be edited en masse using Minnesota — MCCC — 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 — MCCC—Course Index File. The page will appear similar to
Figure 16.

MN High School Day: 180 - 05/25/2018 - Friday 2017-2018 Logout
MCCC Course Index File Switch Building:
For more information about MCCC please refer to: http://education.state.mn.us/MDE/dse/datasub/MCCC/ MM High Scho ¥
[ Check Errnrs] Print Summary Reporl] Create FiIeJ Switch Year:
The submission window for MCCC data collections for the 2017-2018 school year will open April 2, 2018. 2017-2018 ¥
MCCC Course Index File - Validation Summary
Summary for School Year 2017-2018 Quick Links:
Schema: V4
Courses with State Course Codes (and students enrolled): 1 MCCC Course Codes Update For 2017-18

Courses with College Coding Errors: 1
Edit Course Data
College Coding Errors
1 ACCOUNTING - invald College Course Credits

Figure 16: MCCC Course Index File page

2. If you have errors you should address these before exporting the file. Typically this is
accomplished by editing the course data — you may use the Quick Link at the right
side of the page to edit course data.

Note: Course codes were significantly modified for 2017-18. For more information
on this you may use the Quick Link at the right side of the page. The information
will appear as shown in Figure 17.

MCCC Course Code Updates for 2017-2018 x

Beginning with 2017-18, MCCC Course Codes for the K-8 subject areas 51, 52, 73 and 74 will be removed.

There are now subject area classifications for Social Studies, Science, Art and Phys. Ed/Health for Grades K-8. i
Also included are changes and additions to the K-8 classifications for Project-Based and Independent Study courses.

Every World Language course was either edited or new course classifications were added.

The World Language modifications are so comprehensive that subject area 06 is being phased out and eventually will be Figure 1 7 .
tranistioned to new subject area 24. .

For the 2017-18 school year both subject area 06 and new subject area 24 are valid for World Language courses.

State course codes may be edited by using the Edit Course Data Quick Link at right.

Quick Link for

Subject Category  OldCode NewCode Title

51 A 51007 01027 16 Language A (English}, Middle Years Program MCCC Course
51 A 51009 01010 Language Arts Laboratory

51 A 51023 01023 Language Arts—Kindergarten

51 A 51029 01025 Language Arts—Grade 1 COde Updates
51 A 51030 01030 Language Arts—Grade 2

51 A 51031 01031 Language Arts—Grade 3 fOI‘ 20 1 7—20 1 8
51 A 51032 01032 Language Arts—Grade 4

51 A 51033 01033 Language Arts—Grade 5

51 A 51034 01034 Language Arts—Grade &

51 A 51035 01035 Language Arts—Grade 7

51 A 51036 01036 Language Arts—Grade 8

51 A 51037 01037 Language Arts—Multi-Grade Levels

51 B 51040 01040 Reading—Kindergarten

51 B 51041 01041 Reading—Grade 1

51 B 51042 01042 Reading—Grade 2

51 B 51043 01043 Reading—Grade 3

51 B 51044 01044 Reading—Grade 4

51 B 51045 01045 Reading—Grade 5

51 B 51046 01046 Reading—Grade §

51 B 51047 01047 Reading—Grade 7

51 B 51043 010438 Reading—Grade 8

51 B 51045 01045 Reading—Multi-Grade Levels

51 B 51053 01053 Literature

51 B 51066 01066 Strategic Reading

51 B 51067 01067 Assisted Reading

51 B 51068 01068 Corrective Reading

51 B 51057 Remove Literature—Independent Study -

Close

A

3. Click Create File and you will be prompted to save the file for later upload.
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Minnesota— MCCC - Staff File

This option 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 —
Course — 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 — Course — Edit Course Data. The page will appear
similar to Figures 10-14.

Note: Every teacher must have a File Folder Number entered on Attendance —
Staff — Teachers (see Figures 18 & 19). Similarly, every room must have a Site
Number entered on Attendance — Staff — Rooms (see Figure 20).

Metro Schools Day: 147 - 04/30/2018 - Monday 2017-2018 |
Find: il

- Figure 18:

Building Access: Attendance —_
Teacher Number: 1 1

Display Name: Mr. Gilman Staff —_ TeaCheI'S
Last Name: Gilman File Folder Number: 123456 page When

Former Last Name: Teacher ID: 1 .,

First Name: Greg Sort Priority: 1 edltlng data for a
Username: ggilman teacher

Password: Password1 Very Strong

Email: ggilman®@metroschools.org

[ Update ] l Transfer Sections... ]

Figure 19:
@5/ H9- s Teachers 8) - Microsoft xcel Teacher Data
=/ | Home | imset  Fagelmout  F = e e eam
=L 4o Catiori Sl c[Aw General - | ¢ [Normal Bad Good EXpOI‘ted and
P promcrans |8 £ eacomer [3 % 088 Gy ‘@ opionatry... gt | di 1
- = Formatting - a: Table -
r— S Opened in Excel,
AL - £ | TeacherNumber 11
A B c D E F G H 1 J K L M N a‘ OWS you tO
1 |TeacherNumber !Tea:hsr Username Passwor d  Email FirstName LastName FormerLastName FileFolder TeacherlD SortPriority Active HasAccess .
2 1 Mr. Gilman ggilman  Passwort d1 ggilman@metroschools.org Greg Gilman 123456 1 1 FALSE 0 VleW all teachers
at once
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MMN High School Day: 175 - 06/03/2013 - Monday 2012-2013
=)
Room Site Number -
Edit 1 10
Edit Auditerium 10
Edit 3 10 .
Edit Counselor Off. io0 .
S St X Figure 20:
Edit 6 10
Edit 7 10
S leparsor 1o L Attendance —
Edit k=l io0
Edit 10 10 S
Edit Murse's Office 10 t ff_ R
S o a ooms
Edit 13 10
Edit 14 10
3 page when
Edit 18 10
Edit 17 10 el
G i 3 editing data for a
Edit 13 10
Edit 20 10
Edit 21 10
= b room
Edit 23 io0
Edit 24 10
Edit 25 10
Edit 26 10
Edit 27 10
Edit 28 i0
Edit 29 10
Edit 30 10
Edit 31 Media Center 10
Edit 32 10
Edit 33 10
Edit 34 10
Edit 35 10
Edit 36 10
Edit 37 io0
Edit 38 10
Edit 33 10 hat
e 2

To capture the MCCC Staff file:
1. Select Minnesota — MCCC—Staff File. A screen will appear similar to Figure
21.

MN High School Day: 180 - 05/25/2018 - Friday 2017-2018

MCCC Staff File
For more information about MCCC please refer to: http://education.state. mn.us/MDE/dse/datasub/MCCC)

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.

! Fixed Period Indicator

l Check Errorsl Print Summary Reporll Create File}

The submission window for MCCC data collections for the 2017-2018 school year will open April 2, 2018.
MCCC Staff File - validation Summary

Summary for School Year 2017-2018
Schema: V3
Course Sections with File Folder Number Errors: 16
Periods needed in MCCC Calendar: 0,1, 2, 3, 4,5,6, 7
Terms needed in MCCC Calendar: Q1, Q2, Q3, Q4, 51, 52

Teacher File Folder Number Errors
#001 Section:01 Term:52 ACCOUNTING - invalid teacher file folder number for teacher 1
#001 Section:02 Term:S1 ACCOUNTING - invalid teacher file folder number for teacher 1
#006 Section:02 Term:51 PERSOMAL COMP - invalid teacher file folder number for teacher 1
#034 Section:01 Term:S2 WIND ENSEMBLE - invalid teacher file folder number for teacher 1
#034 Section:02 Term:51 WIND ENSEMBLE - invalid teacher file folder number for teacher 1
#035 Section:02 Term:51 CONCERT BAND - invalid teacher file folder number for teacher 1

Figure 21: Exporting an MCCC Staff file

2. If you have errors you should fix them before you proceed with exporting the
MCCC Staff file.

3. As you fix errors and return to the MCCC Staff File page, make sure to refresh
the information on the page by clicking on the Check Errors button before
continuing.

4. When you have fixed the errors, click Create File when errors are fixed. Save
the file.
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Minnesota — 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:
1. Select Minnesota — MCCC—Student File. A screen will appear similar to
Figure 22.

MN High School Day: 180 - 05/25/2018 - Friday 2017-2018 Logout

MCCC Student File Switch Building:
For more information about MCCC please refer to: http://education.state.mn.us/MDE/dse/datasub/MCCC/ MN High Scho ¥
This option will create an XML file for upload to the Minnesota Department of Education website. Switch Year:

Specify the following settings for your file and then click OK. 2017-2018 ¥

[ Check Errursl Print Summary Repurl] Create File]

Quick Links:
The submission window for MCCC data collections for the 2017-2018 school year will open April 2, 2018.

MCCC Student File - Validation Summary Edit your State Reporting Grades

Summary for School Year 2017-2018 (also known as State Standard Scores)
on Grade Yalues page

Schema: V4

Course Sections with File Folder Number Errors: 16

Course Sections with Site Number Errors: 0

Student Course Section Records with invalid State Standard Scores: 18

Student Course Section Records with Grade/Mark Errors: 2

Student Course Section Records with State ID Errors: 0

Student Course Section Records with birth date Errors: 14

Duplicate Course Record Errors: 0

Teacher File Folder Number Errors

2001 Section: 01 Term:S2 ACCOUNTING - invalid teacher file folder number

2001 Section: 02 Term:S1 ACCOUNTING - invalid teacher file folder number

#006 Section: 02 Term:51 PERSONAL COMP - invalid teacher file folder number

2034 Section: 01 Term:S2 WIND ENSEMBLE - invalid teacher file folder number

#£034 Section: 02 Term:S1 WIND ENSEMBLE - invalid teacher file folder number

#035 Section;: 01 Term:52 CONCERT BAND - invalid teacher file folder number

2035 Section: 02 Term:S1 CONCERT BAND - invalid teacher file folder number

2036 Section: 01 Term:52 JAZZ I - invalid teacher file folder number

#036 Section: 02 Term:51 JAZZ I - invalid teacher file folder number

#054 Section: 02 Term:52 12 ENGLISH - invalid teacher file folder number

2054 Section: 05 Term:51 12 ENGLISH - invalid teacher file folder number

£107 Section: 01 Term:Q3 ADY FITNESS II - invalid teacher file folder number

#107 Section: 01 Term:Q4 ADV FITNESS II - invalid teacher file folder number

#108 Section:01 Term:Q1 Weightlifting - invalid teacher file folder number

2108 Section: 01 Term:Q2 Weightlifing - invalid teacher file folder number

#176 Section: 03 Term:51 SOCIAL/ECON 12 - invalid teacher file folder number

State Standard Score Errors
Grade: 12 Student#: 215 Student: Aasimov, Aabbee #001 Section:01 Term:52 ACCOUNTING - invalid State Standard Score assigned
Grade: 12 Students: 215 Student: Aasimov. Aabbee 001 Section:02 Term:51 ACCOUNTING - invalid State Standard Score assioned -

Figure 22: Exporting an MCCC Student file

2. If you have errors you should fix them before you proceed with exporting the
MCCC Student file.

Note: You will be required to enter the “state reporting grade” for all of your IMC
grades. You may edit these by using the Quick Link at the right side of the page.

The page will appear similar to Figure 23. Upon completion of this task you may use
the Quick Link at the right side of the page (see Figure 23) to return to working on
your MCCC Student file.
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2017-2018 Logout

MN High School Day: 180 - 05/25/2018 - Friday 2017-2018 Logout
Switch
Grade Regular Raised Lowered Cumulative Grad State MN High Sche ¥
Name Scale Scale Scale GPA Credit Reporting
Grade 3
Switch Year:
1 0.000 0.000 0.000 1 2017-2018 ¥
F 0.000 0.000 0.000 v F
Quick Links:
Update Cancel |2 0.667 0.000 0.000 o m (Not Specfied
Not Specified
b 1.000 0.000 0.000 7 7 0 - Failing (very poor performance)
1 - Minimally Acceptable (Lowest passing grade)
D+ 1.333 0.000 0.000 7 7 2 - Acceptable (Meets some of the basic standards for the course)
3 - Good (Meets standards for the assignment or course)
c- 1.6587 0.000 0.000 v v 4 - Qutstanding (Meets the highest standards for the assignment or course)
A
C 2.000 0.000 0.000 v v A+
A
c+ 2.333 0.000 0.000 v ’ B
B+
B- 2.667 0.000 0.000 v s B-
[
] 3.000 0.000 0.000 v v ot
B+ 3.333 0.000 0.000 v v g’
A 3.667 0.000 0.000 v ’ s
" 2,000 0.000 0.000 7 7 F - Fail / No Credit Earned
1- Incomplete - Fail =
z 0.000 0.000 0.000
u 0.000 0.000 0.000
s 0.000 0.000 0.000 s
W 0.000 0.000 0.000 v 1
WF 0.000 0.000 0.000 v
WP 0.000 0.000 0.000
P 0.000 0.000 0.000 v *}
MN High School Day: 180 - 05/25/2018 - Friday
Grade Regular Raised Lowered Cumulative Grad State
Name Scale Scale Scale GPA Credit Reporting
Grade
Edit I 0.000 0.000 0.000 I
Edit F 0.000 0.000 0.000 v F
Edit D- 0.657 0.000 0.000 L L D-
Edit D 1.000 0.000 0.000 v v
Edit D+ 1.333 0.000 0.000 ¢ v

Figure 24: Editing Grade Values — with Quick Link

Switch Building:
MM High Scho ¥

Switch Year:
2017-2018 hd

Quick Links:

MCCC Student File

As you fix errors and return to the MCCC Student File page, make sure to refresh
the information on the page by clicking on the Check Errors button before

continuing.

When you have fixed the errors, click Create File when errors are fixed. Save

the file.

Student File timing: It is recommended you do not try to upload the Student File
until summer. If you try to submit it before then, you will get grading errors because
grades for all terms (especially end-of-year grades) will not be in your JMC data until the

school year is finished.

Standards Based Grades are Not Collected: MCCC will only collect non-standards
based scores for the student file. If your building is currently only collecting standards
based grades then you will also need to collect course grades as well (K-12). Consult
with JMC if you need help with this step.
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Minnesota— Perkins — Carl Perkins Program/Course Codes

This option allows the user to enter information about each course to be used for Carl
Perkins Reporting.

For more information on Carl Perkins Codes and related documents, please review the
Perkins Procedures Overview section at the start of this document. You may also wish to
refer to the Minnesota Department of Education website or use the following link:

http://education.state.mn.us/MDE/dse/datasub/CarlPerkins/
https://education.mn.gov/MDE/dse/cte/index.htm

Day: 180 - 06/06/2017 - Tuesday 2016-2017

Course Number

Sort Bv ourse umber
* Course Name
Course Program Code Program Description Course Code Course Description STAR Code
Edit 10TH PE/HEALTH 000000 No Code 00 Na Code 080300
Edit 7TH PE/HEALTH 000000 No Code 00 Na Code 080300
Edit 8TH PE/HEALTH 000000 No Code 00 Na Code 080300
Edit 9TH PE/HEALTH 000000 No Code 00 Na Code 080300
Edit ACCELERATED AMER LIT- 000000 No Code 00 Na Code 050300
Edit ADV HORTICULTURE 019201 ’é‘l?o';‘l_::_tn“"a' Combined 61 Horticulture II 019901
Edit ADV. HORTICULTURE 019901 ';‘ED";_::_%”'E" Combined 61 Horticulture 11 019901
Edit ADVANCED ART 000000 No Code 00 No Code 020502
Edit ADVANCED HORTICULTUF 019901 ';‘ED';‘I_::_%”'E" Combined 61 Horticulture II 019301
Edit Advanced Mechanics 019901 ';*I?D"é‘l_::_tn“"a' Combined  gg ﬁ?h'l‘"e"f;fr'”g Technology 019901
Edit ADVANCED MECHANICS 019501 ';‘ED';‘I_::_E‘L”'E" Combined g5 '&?h""'e"f;fj”g Technology 019901
Edit ADVANCED WOODS 019901 Agrlc_ultural Combined 50 Ag!'lc_ulture Con?truct_lon, 019901
Prograrm Building and Structures 1

Figure 25: Carl Perkins Program/Course Codes screen.

To edit Program and/or Course Codes, scroll until you find the desired course, then
click the Edit link to the left of that line. Then click in the Program Code column
and enter the Program Code for the course. If the program code is recognized you
will then see the name of the program in the Program Description column. Next,
click in the Course Code column and enter the Course Code for the course. The
course code is recognized you will see a name appear in the Course Description
column. See Figure 25 for examples of a valid Program and Course Code entry.
When finished editing click the Update link to save the changes, or click the Cancel
link to void the changes.

Note: You may only enter program and course codes if they have been approved
for your district. To see which programs have been approved for your district
please refer to the corresponding link on this MDE web page:
https://education.mn.gov/MDE/dse/cte/index.htm
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Note: If there is a new course being taught by an appropriately licensed CTE
instructor, you may need to submit a course update to MDE by sending an email
to mde.cte.program.approval@state.mn.us and include the following:

- District Number

- District Name

- Program Number

- Course Number

- Teacher Name and File Folder Number

- Course Name as it appears in your district’s course catalog

- Copy of the course syllabus

To print a list of the Carl Perkins Program/Course Codes for all of your courses,
click Print.

Minnesota— Perkins — Carl Perkins Report

This option will generate a report similar to the file created using Minnesota-Perkins-Carl
Perkins File. The report will contain the same records as would be included in the Carl
Perkins file, but some additional fields such as the student name, grade level, course
name, and course grade are added for better readability. Figure 26 shows a sample report
and the columns of data included.

The report summary will display the number of student records generated.

MM High School Day: 179 - 05/24/2018 - Thursday 2017-2018

Student Grade MARSS Course Program Course Course GradeProficiency Teen Displaced TSATSA
MName Level Number Name Code Code Minutes Parent Homemaker Proficiency
fasimov, 4o 0514020250106 ACCOUNTING 140710 15 4833 AP N M ¥ oop

Aabbee

Ameimmon

Figure 26: Carl Perkins Report

In order for a student to show up in the Perkins Report, the following must be done:
1. Course is assigned Program and Course codes
2. Student enrolled in course
3. Student must be included in Attendance and State Reporting (Edit - Student Data in
General tab)
4. Student must be in grade 8 or higher
5. All course grades must be submitted for this course/student

Note: For information about Perkins Technical Skills Assessment (TSA), please
refer to Appendix I of this document.
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Minnesota— Perkins — Carl Perkins File

This option will create a file to fulfill the Carl Perkins Grant Requirements. The file can
then be uploaded to the web site for the MN Department of Children, Families &
Learning (CFL).

Before using this option, be sure you have:

Entered any Perkins TSA information for your courses and students. Please see
Appendix I of this document for details.

Used Minnesota-STAR-Assignment Codes to verify the completeness and accuracy of
the assignment codes for all courses.

Used Grading-Entry-Edit Grades to enter any grade changes or corrections to student
course records.

Note: Only student course records that have a grade assigned to them will be
submitted within the Carl Perkins file. Therefore, if students have not completed
a course at the time the Carl Perkins file is to be created, they should be assigned
a grade of I (incomplete) or W (withdraw) or some other appropriate grade.

Note: Both active and inactive students will have their records exported to the
Carl Perkins file, assuming they have been assigned valid grades for their
coursework.

To prepare the Carl Perkins file use Minnesota—Perkins—Carl Perkins File and click
on the Create Perkins File button.

Uploading to the MDE web site:
For information regarding uploading the Carl Perkins file, contact MDE at
mde.cte(@state.mn.us

In order for a student to show up in the Perkins File, the following must be done:
1. Course is assigned Program and Course codes
2. Student enrolled in course
3. Student must be included in Attendance and State Reporting (Edit - Student Data in
General tab)
4. Student must be in grade 8 or higher
5. All course grades must be submitted for this course/student

Note: For information about Perkins Technical Skills Assessment (TSA), please
refer to Appendix I of this document.

JMC MN State Reporting Documentation Page 52 of 110



Minnesota—STAR — Licensed Staff

This option allows the user to enter information about each licensed staff member to be
used for Staff Automated Reporting (STAR).

For more information on STAR, please refer to the Minnesota Department of Education

website or use the following link:

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

To enter licensed staff data:

1.

Select Minnesota —STAR—Licensed Staff. The page will appear similar to Figure

27.

Note:
restrictions for STAR data. Here are the links:

https://mn.gov/pelsb/assets/STARManualA17.18PELSB _tcm1113-327144.pdf

MN Elementary

Find:

Last Name
Anderson, Sheila
BERGET, KYLE
Beuckens, Jill
BEYER, MARILYN
Boedigheimer, Joseph
Boettcher, Lori
Carrington, Holly
Ceballos, Megan
Cehallns. Menan

Figure 27: Minnesota — STAR — Licensed Staff screen

Day: 159 - 04/25/2019 - Thursday

Last Name:
First Name:
Middle Name:
File Folder:
Soc Sec:

Birth Date:
Ethnicity:
Gender:
Full/Part time:
New Lic staff:
Inac/Tran/Ter:

Base Salary:

Highest Educ
Lvl:

Contract Days:

Years
Experience:

Superintendent:
Principal:

Class Teacher:
Other:

Out of Dist
Assign:

‘Anderson

Sheila

319281
501946502
02/03/1965

ele oM M o«

w

182

2018-2019

v

Hispanic-Latino

Hawaiian/Pacific

Refer to your STAR manual for permissible values, definitions, and

https://mn.gov/pelsb/assets/STAR%20Manual%?20Section%20B17.18PELSBpost_tc

m1113-330389.pdf
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Click on the Add New Staff button. If the licensed staff employment data is being
reported using some other software than JMC, such as your payroll software, then
only the following items need to be entered:

- First name

- Middle name

- Last name

- File folder number

- Social security number

Note: If IMC is being used to report your licensed staff employment data, then all
pertinent items on this window need to be entered.

After entering information for a licensed staff who has teaching

assignments:

1. Click on the checkbox in front of JMC Teacher located at to the right.

2. Select the correct teacher name from the pop-up list at the right. This ties the teacher
file folder and social security numbers to the same teacher in the JIMC data.

3. Click the Update button to update this teacher.

4. To enter data for other teachers repeat the steps above.

To edit licensed staff information:

1. Select Minnesota —STAR—Licensed Staff. The page will appear similar to Figure
27.

2. To select a staff member to be edited, enter the first few letters of the teacher’s last
name in the Find box. If necessary, use the scroll bar on the right side of the Find
box, moving up or down until the correct teacher information is visible on the screen.

3. Edit the necessary information.

4. Click Update to update this licensed staff person.

Note: Refer to your STAR manual for permissible values, definitions and
restrictions for STAR data.
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Minnesota—STAR — Staff Assignments

This option allows the user to edit individual staff assignments.
Before using this option:

If using JMC Office application for scheduling, please complete steps 1 and 2 of this
section; otherwise, skip ahead to the next section.
1. Select Minnesota—STAR-—Assignment Codes. Be sure that the correct
assignment code has been entered for each of your courses.

2. Select Minnesota—STAR—Import Course Data. This is an automatic feature
that collects assignment data for each course section for each teacher.

After selecting the Import Course Data option, assignment codes and course information
will appear on Minnesota-STAR-Staff Assignments.

To use staff assignments:

1. Select Minnesota —STAR—Staff Assignments. The page will appear similar to
Figure 28.

MN High School Day: 180 - 05/25/2018 - Friday 2017-2018
Staff Name: ANDERSON NATHAN 10N Soc Sec #: File Folder: 455006
Find: |Staff Name
ANDERSON, NATHAN JON
ASCHE, MARY
BETOW SWEZEY, DEB
BEYER, TRACY
BJORKLUND, HOLLY
CANNOM, TIM
DAGEN, WANDA hd
Add Row
Licensed Staff Assignments

Assign  Pupils (Course) (Period) Periods/Week

Code
Edit Deletez 1 990360 001 01

Figure 28: Staff Assignments (STAR) page

Note: Refer to your STAR manual for permissible values, definitions, and
restrictions for STAR data. Here are the links:

https://mn.gov/pelsb/assets/STARManualA17.18PELSB _tcm1113-327144.pdf

https://mn.gov/pelsb/assets/STAR%20Manual%20Section%20B17.18PELSBpost_tc
m1113-330389.pdf

2. To select a Teacher, enter the first letters of the teacher’s last name in the Find box or

use the scroll bar to move through the list of teachers. Assignments for this teacher
will be listed on this screen.

3. Change any necessary information by clicking on Edit next to the assignment you
want to change, and edit the information. Click Update to save.

4. Click Update to save.
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Note:  The course names and periods in the list may not be edited. They appear for
clarification only.

To add a new assignment:
1. Click the Add Row button. The page will appear similar to Figure 29.

Licensed Staff Assignments

Assign Pupils (Course) (Period) Periods/Week

Code
Edit Delete 2 1 990360 001 01
Update Cancel 2 000000 1 o

Figure 29:
P Adding a
Distof Serv# |0 are of leaching Staff
Dist of Serv Periods per Week .
Tyee L oL Assignment
School # of Length of Period
Assign 000 0 (STAR)
Assignment
Code Number of Pupils
000110,DIRECTOR, SECONDARY LOCAL VOCATIONAL PROGRAM hd 1
{Custom)

Grade Level o

2. Enter the assignment data.

3. Click the Update button.

To delete an assignment:
1. Click on the Delete link to the left of the assignment you want to delete.

Minnesota—STAR — Non-licensed Staff

This option allows you to enter, edit and report employment data for non-licensed staff
for STaff Automated Reporting (STAR). This only needs to be used if this JMC software
is used to report non-licensed staff data. For more information on STAR, please refer to
the Minnesota Department of Education website or use the following link:

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

To enter non-licensed staff:

1. Select Minnesota —STAR—Nonlicensed Staff. A screen will appear similar to
Figure 30.
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MN High School Day: 180 - 05/25/2018 - Friday 2017-2018

Last

Name: Gilman
First
Name: Greg
Middle
Name:
Soc Sec:
Birth Race Ethnicity
- Date: ) _ )
Find: Hispanic-Latino
Last Name Ethnicity: |5
— = American Indian-Alaskan Native
Gilman, Greg Gender: |F
Full/Part F Asian
time: Black-African American
N Li
S:::f: e o Hawaiian/Pacific Islander
Employ 399788 < White
Class:
NON-LICENSED PART TIME Add New Staff
TRANSPORTAION CAREERS
INSTRUCTOR
Week: o B
Dist of
Cont#: 769
Dist of
Cont 1
Type:
School #
of Assign:

Figure 30: Minnesota — STAR — Non-licensed Staff screen
2. Click the Add New Staff button.
3. Enter the information for this non-licensed staff person on this window.

4. Click Update to update this information.

To edit non-licensed staff:
1. Select Minnesota —STAR—Non-licensed Staff.

2. Use the scroll bar on the right side of the Find box until the correct staff information
1s visible on the screen, or enter the first letters of the staff member’s last name in the
Find box.

3. Edit the necessary information.

4. Click Update to update this information.

Minnesota—STAR — Assignment Codes
This option is used to edit the course assignment code for offered courses.

This option only pertains to schools that are using the JIMC Office application for
scheduling.

To enter assignment codes:

1. Select Minnesota—STAR—Assignment Codes. The page will appear similar to
Figure 31.
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MM High School Day: 180 - 05/25/2018 - Friday 2017-2018

Course # Course Name Assignment Code Description
Edit 126 10 BIOLOGY 000000 Code not defined
Edit 52 10 ENGLISH 160230 CAREER AND COLLEGE READINESS
Edit 102 10 HEALTH 000000 Code not defined
Edit 151 10 HIST & GECG 000000 Code not defined

Figure 31: Assignment Codes (STAR) page
2. Click on the Edit link to the left of the course you want to change.

3. Enter the 6-digit assignment code for each JMC course listed. These codes are found
in your STAR manual. A description will appear once the code is entered if the code
is a defined STAR assignment code.

4. Click Update to save changes when finished.

5. To cancel any changes made, click Cancel.

Minnesota—STAR — Import Course Data

This option is used to generate course assignment data for reporting MARSS STAR data
for licensed staff. The import process will create a record for every course section for
each teacher designated as a licensed staff member.

This data may be imported for multiple time frames. As of this version of the
documentation, the time frames are October 1 and March 1.

Note: This option only pertains to schools that are using the IMC Office
application for scheduling.

Prior to importing course data:

Select Minnesota—STAR— Licensed Staff to create or edit records for licensed staff.

Select Minnesota—STAR— Assignment Codes to edit STAR course assignment codes.

To import course data:
1. Select Minnesota—STAR—Import Course Data. The page will appear similar to

Figure 32.
MN High School Day: 180 - 05/25/2018 - Friday 2017-2018 .
® Qctober 1 Snapshot Flgure 32 :
March 1 Snapshot - initial
March 1 Snapshot - subsequent STAR
H‘ci:nesgﬂﬂsnt:glL:?::uﬂbﬁil;;sisniata in preparation for the STAR I
Once this data has been imported, further edits may be made by mport
selecting MARSS - STAR - Staff Assignments. Course Data
A list of courses will be generated for tI!e appropriate licensed
::acl;:ti":::mbers based on Qtrl, Seml, Tril and Hexl courses page

2. Specify the timeframe for the process and click OK to continue.
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Time frame choices include:

October 1 Snapshot — this option will generate staff assignment records for the
following terms: Quarter 1, Semester 1, Trimester 1, Hex 1.

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

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.

3. Click the OK button to import the data.

To confirm data collection:

1. Select Minnesota—STAR—Staff Assignment. This window will allow you to
view and/or edit the data collected.

If correct assignments are not being collected for a teacher, go to the Licensed
Staff screen for the teacher, and make sure that the JMC teacher box at the top of the
screen is checked, and that the correct teacher name is selected in the pop-up list next
to the box.

Minnesota—STAR — Validate Data

The Validate Data option checks the STAR data for possible errors, such as missing or
incomplete data.

To validate files:

1.

2
3.
4

Select Minnesota—STAR—Validate Data.

Click on the Validate Data button. As errors are found, they will appear.
When validation is complete, press Print, if you want to print.

Make any necessary corrections to data on the Staff Assignments window or on the
Licensed Staff window.

Note: Birth date is not necessary for assignment reporting.

Note: An error message may come up regarding missing teacher information — this
can be ignored if all you are doing is reporting assignment data.
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Minnesota—STAR — Capture Files

This option automatically captures staff files necessary for state reporting.

To capture the STAR files:

1.
2.

Select Minnesota—STAR—Capture Files.

Click on the checkboxes for the files to be created. The capture options are:

- Licensed Staff Employment— reports who the school’s licensed staff are Lic. Staff
Assignment — reports what those licensed staff are doing

- Non-licensed Staff Employment— reports on who the non-licensed staff are

Note: Many schools will only select the 2nd option — Licensed Staff Assignment
‘LB’, because in many schools, the payroll department is responsible for reporting the
employment data. If it is necessary for your school to capture other data, check
appropriate boxes.

Click on Create File.

In the dialog box, select Save File and click OK. It will be downloaded wherever the
browser is set to download.

If necessary, give the file(s) to the appropriate person for inclusion with the payroll
files.

Minnesota—STAR — Print Data
This option prints reports of maintained and collected STAR data.

To print STAR data:

1.
2.
3.

Select Minnesota—STAR—Print Data.

Select the category or categories of data to be printed.

Click Preview and then Print.
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Minnesota—Early Education — Edit Student Early Education
This option will allow you to add and edit Early Education Student records.
To add or edit Early Education Student records:

1. Select Minnesota — Early Education — Edit Student Early Education. The page will
appear similar to Figure 33.

Grade: All ¥ Find: | ]
Student Name Grade Student ID Birthdate (Age) : .
Aasimov, Aaron Middle o 193 12/31/11 (4) Flgure 3 3 .

[ Add Row ][ Import from Prior Vear]

Edit Student
Early Education

page

2. To add a new record for the student, click the Add Row button. The page will appear
similar to Figure 34.

Grade: (Al ¥|  Find: R
Student Name Grade Student 1D Birthdate (Age)
Aasimov, Aaron Middle (1] 193 12/31/11 (4)

{(add Row ] mport from Prior Year )

| Edit || Delete

Record Type: EE
Registration Date:
Program Name: Not Specified
Fee Status: Not Specified
McKinney-Vento Homeless:
Immunizations Up-To-Date:
Count of Classes: 1
Hours Attended: 0
Days Attended: 0
Service/Program Refer From: Not Specified
Service /Program Refer To: Not Specified
Second Language: 0

Funding Sources:
Parent Fee:
SR:
ECFE:
ECSE:
Head Start:
Early Head Start:
Title1:
NonDHS Funded Childcare:
Other District:
Other County:
Community Scholarship:
Private Foundation Grant:

Last Name:

First Name:
Date of Birth: 00/00/0000

Relationship Type: Mother

Education Background: Not Specified
Employment Status: Not Specified

Household Income:

# People in Household: 0

Receive Interpret Assist:

Classroom Participation: Not Specified

Figure 34:

Adding a new
Student Early
Education record

Edit the record as appropriate and click Update to save the changes.
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Minnesota—Early Education — Early Education Student File
This option exports the Early Education Student records for upload to the Minnesota

Dept of Education’s Early Education web application.

Early Education Student

Record Type: | EE v

[ Check Errors ] Print Error Report I Create File]

Early Education Student File - Validation Summary
Early Education Student - file export
Record Type Specified: EE
Mumber of Records of Type Specified:
Records for School Year 2016-2017
Student MARSS ID Errors: 0
Registration Date Errors: 0
Program MName Errors: 0
Hours / Days Attended Errors: 0
Count of Classes Errors: 0
Registering Person 1 Type Errors: 0
Registering Person 1 Birth Date Errors: 0
Registering Person 1 Name Errors: 0
Registering Person 2 Type Errors: 0
Registering Person 2 Birth Date Errors: 0
Registering Person 2 Mame Errors: 0
Fee Status Errors: 0
Funding Source Errors: 0

=)

Figure 35:

Exporting an
Early Education
Student file

Minnesota-Grad Assessments-Graduation Requirement Record (GRR)

File

This option will export a file for upload to MDE. The file will include any GRR records

as entered on Grading — Test Scores — Edit Student Test Scores.

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

Requirement Record category.

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

.
in the GRR file.

MN High School 2017-2018
Display: | All Categories v

Grade: | All ¥ Find: hd

Student ID: 224 Student Name: Ardis Sasimoy Grade: 0 Birth Date (Age): N/A

Sort By:| Normal Sort Order v

Add Row

Test Name | Date |Grade|Score|Ach|Result/%ile| Comment |
Edit Delete|MN Assessment GRR - ACT Math |6/6/2017] | |1 | |

Figure 36

GRR Record as
found on Grading
— Test Scores —
Edit Student Test
Scores

Note: Test records may be created for entire course sections at once by using the
option Grading — Test Scores — Mass Create Test Scores. To use this option the test
(such as Minnesota Assessment GRR — ACT Math from test category Minnesota
Assessment — GRR) must first be enabled for On Screen on Grading — Test Scores —

Test Score Selections.
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Check All On Screen ) [ Check All on Transcript )
Test Categories:
e

. |[Test Name Show [Show  |Description

CLEP - College-Level Examination Programs on

CRSF - Career Safe Screen Transcript

?ﬂ\%ﬁmmm MN Assessment GRR - ACT Math 2 UGSDRf"dE

DAT - Differential Aptitude Tests o GRR Code

DIEELS - Dynam Indic Bas Early Lit Skills MM Assessment GRR - ACT Plus Writing Math o008 .

DIBELS Next .

DIBELS Next National Percentile MN Assessment GRR - Alternative Pathway Math DGSSEC““ Flgure 3 7 .

easyCBM GRR Code

EETC - Equipment & Engine Training Council HMN Assessment GRR - ASVAB Math 0015

EXPLORE IGRR Cod= .

FAST - Formative Assessment System for Teachers M Assessment GRR - COMPASS Math v Enablln GRR
SRD (GRR Cod!

FISDAP MN Assessment GRR - ELL Exempt Math 0004 ode .

GRAD - Strands and Substrands f th
General M Assessment GRR - Equivalent Assessment Math g’o“fs(““ Or us€ wi

IAAT - Towa Algebra Aptitude Test o .

ICAR - Inter-Industry Conference on Auto Callision Repair MN Assessment GRR - Pass Individual Rate Math

Tous Hbcsomert oot _ rading — lest
TTBS - lowa Tests t;ffB:sm S_RIHSI ) MN Assessment GRR - Pass Other State Math g’;g;“ .

ITED - lowa Tests of Educationl Development M

MAT - Metropolitan Achievement Test N Assessment GRR - WorkKeys Math g’n“f:(ﬁde SCOreS — ass
MBAR - MBA Research - _—
MCA MN Assessment GRR - ACT Flus Writing Readin; AR Code

Her s R : Create Test
mCLASS M Assessment GRR - ACT Reading GRR Code

MDH - Minnesota Department of Health 0007

MFSCE - Minnesata Fire Service Certification Board

Minnesota Assessment - GRR - Grad Requirement Record MN Assessment GRR - ASVAB Reading

Son oode Scores

MOD - MCA Modified . GFR Code
MSSC - Manufacturing Skills Standards Council MN Assessment GRR - COMPASS Reading 0010
MTAS - Minnesota Test of Academic Skills GRR Code
MTELL - Mathematics Test for ELL MM Assessment GRR - ELL Exempt Reading o004
MTELL - Strands and Substrands MN Assessment GRR - Equivalent Assessment GRR Code
NCHSE - National Consortium for Health Science Educ Readin o016
9

NHA - National Healthcareer Association GRR Code
NIMS - National Institute for Metzlworking Skills MN Assessment GRR - Pass Individual Rate Reading o001
NOCTI - National Gecupational Competency Testing Inst 'GRR Code
NRA - National Restaurant Association MI Assessment GRR - Pass Gther State Reading f
NRAEF - National Restaurant Association Educ Foundation IGRR Code
NRF - National Retail Federation MIN Assessment GRR. - WorkKeys Reading e
NREMT - National Registry of Emergency Medical Techs GRR Code
NWEA MAP MIN Assessment GRR, - ACT Plus Writing Writing 9008
Observational Survey of Early Literacy Achievement 'GRR Codl -
OKCT - OK Career Tech v lu 88 - ASVAR Writing ode

To export a GRR file:

Select Minnesota—Grad Assessments—Graduation Requirement Record (GRR) File.

Click the Create File button. The file will most likely end up in your computer’s
download folder (depending on your browser settings).

Minnesota—Grad Assessments — Not-Passed

This report lists students in selected grade levels who hav
Graduation Basic Standard (BST or GRAD tests).

To Print the Not-Passed Standards report:

Standards Report

e not passed a particular

1. Select Minnesota—Grad Assessments—Not-Passed Standards Report. The screen

will appear similar to Figure 38.

MN High School Day: 175 - 06/03/2013 - Menday 2012-2013

Print student in Grade: [7_| =] through Grade: [12[+]

Includes:
GRAD R with Achievement Level ¥ or Results PS,PT,PI,PLEX
MCA R with Achievement Levels E,M

MOD R with Achievement Levels E,M

MTAS R with Achievement Levels E,M

GRR R for ELL Exempt

© Reading

who have NOT PASSED the standard.

(ering)
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MN High School Day: 175 - 06/03/2013 - Monday 2012-2013

Print student in Grade: [7 <] through Grade:

Figure 39: Not

who have NOT PASSED the Passed
- Standards
Report - Math

MN High School Day: 175 - 06/03/2013 - Monday 2012-2013
Print student in Grade: [7_|<] through Grade:

Figure 40: Not

Reading
t Level Y or Results PS,PT,PIPLEX
who have NOT PASSED the Vsth | standard. Rt AP TPLEL P d
@ Writing GRR W for ELL Exi t aS Se
) Standards
Report -
Writing

Select the range of student grade levels to include in the report.
Select which Basic Standard to report, i.e. Reading, Math, or Writing.

Click Preview.

IS

u

Click Print to print, or Export to export the data.

Minnesota—Grad Assessments — Basic Standards Summary Report
This report summarizes BST and/or GRAD results by Graduation Standard Year.

To print the Basic Standards Summary Report:

1. Select Minnesota—Grad Assessments—Basic Standards Summary Report

2. Select the range of student grade levels to include in the report.
3. Click Preview.
4. Click Print to print.

Items on the Basic Standards Summary Report:
- number of students PASSING the standard (PS/PT/PI)
- percent of students PASSING the standard
- number of students FAILING the standard (XS/XT/XI)
- number of students EXEMPT from the standard (EX)
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- number of students NOT OFFERED the standard test (NO)
- number of students who have NOT TAKEN the standard (NT)
- total number of students in each Graduation Standard Year

Calculation of % Pass The Percent Pass number is arrived at by dividing the total of PS,
PT, and PI by the total of PS, PT, PI, XS, XT, and XI.

Minnesota—Combine Files—Combine Output Files

This option may be used to combine similar MARSS. Perkins, or STAR files from
several buildings.

Note: Only files that are similar may be combined. See Table 1 below for a brief
description of various MARSS and STAR files.

AF (fall school file) C (Minnesota Basic Grad Standards)
BF (fall student file) LA (Licensed staff employment file)
AE (spring school file) LB (Licensed staff assignment file)

BE (spring student file) NA (Nonlicensed staff employment file)
P (Carl Perkins file)

Table 1: MARSS, Perkins, and STAR files eligible for combining

To select files to be combined:

1. Select Minnesota— Combine Files—Combine Output Files. The page will appear
similar to Figure 41.

Figure 41:

Combine Output Files page

nnnnnnnnnnn

nnnnnnnnnnn

2. Click on Choose File and choose a MARSS, Perkins, or STAR file you want to
merge, and click the Open button.

JMC MN State Reporting Documentation Page 65 of 110



& OneDrive

8 This PC
B Deskiop
¢ Documents
& Downloss
B Music

] Pictures

File name: | ADT8301010.F18

| | A Files

|

*
s [ i Figure 42:
45 My Dropbex # B aoTes0101016 ™
MC A S A # D aomes01030,16 .
B Deskiop

Selecting a file to
be merged

Cancel

3. Repeat this process as needed, with the other Choose File buttons, until the similar

files from each building are selected.

MN Elementary
Files to merge:
Choose File
Choose Flle |/

Choose File | Ho
Choose File
Choose File
Choose File
Choose File | No
Choose File
Choose File
Choose File |No
Choose File
Choose File
Choose File | No |
Choose File
Choose File
Choose File
Choose File
Choose File

Choose File

Choose File

Figure 43:

Two Files have been
Specified to be Merged

4. Once the correct files have been selected, click on Merge to merge the files. The file
is merged and downloaded to wherever your web browser is set to download

(generally in the Downloads folder).

I
[4 [ = | MARRS_Files_to_Combine - O X [
" done stere view ® Flgure 44:
1 » MARRS_Files_to_Combine v & Search M... @
~ g:
v % Ouick access Name Date modified Type Size v
dance & MyDropbox [0 ADT690I010F16 TXT File 1KB Merged Flle 1S
[ MCIASE Agerr# 5 ADTESUIO30FTE TXT File KB E
ules
ing 1 Deskiop P @m}?mmn F16_District TXT File 1KB SaVed
bd Attendance IJMC_SIF_Agent ! #
pline Debug #»
th [£] Documents
h | MCShare  #

Note: If a file is accidentally added that you didn’t want:
- Click on Choose File next to that selection.

- Click on Cancel.
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APPENDIX A
New for 2018-19

The following data elements are new to JMC for your 2018-2019 Minnesota State Reporting.

Edit - Student Data — Race/Ethnicity tab — new data element North American Indian
Edit — Student Data — Race/Ethnicity tab —New Ancestry List (multi-select)
See https://education.mn.gov/MDE/dse/count/
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APPENDIX B: IMPORTING COURSE DATA FOR MCCC
REPORTING

This appendix will describe how to import course data from the prior year’s MCCC course data
elements. This option is only appropriate if your course data from the prior year contains data
that you wish to import. If you did not do MCCC reporting with your JMC software for the
prior year, then this step would not be appropriate for you. If you have questions about
whether this option is appropriate for you, please contact JMC technical support.

To import course data into your JMC Next Gen database from your prior year’s JIMC Next Gen
database:

1. Select Schedules — Course — Import Course Data.
2. Choose Import From Last Year’s Next Gen Course Data in upper left.
3. Click on Start Import.

This process will import the following course data elements IF the course names and numbers
are identical:

State Course Code
Alternate Course Name
College Code

College Course Code
College Credits Earned
Course Level

Standard Addressed
Calendar

Academic Year

Record Type

Sequence Number
Sequence Limit
Graduation Requirement Indicator
End of Course Indicator

Upon completion of the process you will be presented with an import summary that will list the
details of what did and did not get imported by this process.

For details about the above-mentioned MCCC course data elements please refer to:
http://education.state.mn.us/MDE/dse/datasub/MCCC/
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APPENDIX C: MARSS PERCENT ENROLLED 999 STUDENTS

Option 1 - JMC Autocalculated Version
For students that need to have a Percent Enrolled of 999 in the MARSS tab on Edit -
Student Data, JMC’s Calculate Attendance process will automatically calculate the
Attendance Days and Membership Days in MARSS records for you; however, the
numbers in Attendance/Membership Days will actually be understood by MDE as
Attendance/Membership Hours (because of the Percent Enrolled 999 code).
Here is the process.
a. Go to Edit-Student Data, select the student and then select the MARSS tab.
b. Inthe MARSS record for the student that needs this set, click on the Edit button.

For % Enroll enter 999, then delete the entry for Min./Day (leaving it blank).

d. Click the Update button to save changes.
e. Go to Minnesota-MARSS-Edit School Data.
f. To edit the Minutes Per Day for a grade level, click on the Edit link at the left

side of the row for that grade, then enter the correct Minutes Per Day and click
the Update link to save the changes.

MN Care Opt Out Title I Economic Indicator: 0 - Not eligible v
(Add RGW]( Export MARSS Status LiﬂES] PSEO Concurrent ' Title III [ Career and College Readiness
Update | Cancel o
JMC
Building: TE0=CNED S
Includein Homebound
N MARSS: Service:
Sp Ed Eval Stat: 1 Independent
Last Location: 0 Studve
Sp Ed Instr 0
v Attendance Days: (0.0 Setting:
Membership Days: 0 Sp Ed Serv 0.0
Hours:
PSEO

Transporting
District #: 769

Transporting 1

Participation:
PSEO HS Hours: 0

Resident

Dist: 769 Special Pupil for District Type:
Resident Care & Treatment: Transportation 1
Dist Type: Homeless: 0 - Mot &p v | Category:
% Enroll: 999 |Min./Day: ;Ii-::l?i?ty: 0 Mo IEP/1 ¥
State Aid 0
| | Category: -

g. Repeat step f. for additional grades as needed.

h. Go to Minnesota-MARSS-Calculate Attendance, then click on the Calculate
Attendance button.

1. You may review the data that was just created by going to Edit-Student Data and
viewing the affected record(s) in the MARSS tab.

—MARSS Status Lines
1

Edit || Delete

Sp Ed Eval Status: 1
Last Location: 0

Include in MARSS: Homebound Service:

Status Start Date: 107/03/17 Independent Study:

Status End Date: 180 05/25/18 S @
‘;'“d: e (4 p Ed Service Hours: 0.0
e 7 - Transporting District #: 769
Resident District Type: 1 ) Transporting District Type: 1
% Enroll: 595 Min./Day:  Lor0 HS Hours: 0 et 1
Special Pupil for Care & P gory:

State Aid Category: 0 S eernent Primary Disability: 0
Homeless: 0
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Option 2 - Manual Version
For students that need to have a Percent Enrolled of 999 in the MARSS tab on Edit -
Student Data, you also have the option to manually enter the Attendance Days and
Membership Days. Here is the process:
a. Go to Edit-Student Data, select the student and then select the MARSS tab.
In the MARSS record for the student that needs this set, click on the Edit button.
c. For % Enroll enter 999, for Min./Day enter 0.
d. Enter the exact Attendance Days and Membership Days.
e. Click the Update button to save changes.

ARSS Status Line
—e1
Edit || Delete
Include in MARSS: =p &1 EVBIVS‘B‘US: i Homebound Service:
. Last Locajigne 0

Status Start Date: 1 07/03/17 1t Independent Study:

Status End Date: 180 05/25/18 Sp Ed Instructional Setting: o

G'a‘?e Leve!. ) HE Sp Ed Service Hours: 0.0

Rl BEEE Tz pation Transporting District #: 769

N = S —— N L
L PSEO HS Hours: a Transpurtlm:] District Type: i

Special Pupil for Care & Tr_ansport?tlur_l Fategory. 1
Treatment: Primary Disability: o

Homeless: 0
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APPENDIX D

JMC MCCC Submission Flow Chart

Start Roll MDE Calendar forward on MDE web application and have each building edit as needed,
ar then do Calendar Export from MDE web application and note Academic Year and Calendar

Elementary

Import course
data from prior
year
Create/submit
course index file

V

The Elem must
have a successful
course index file

upload before

moving to the
next step

Stop

Mass Assign
Course Data
(Academic Year,
Calendar...)
Create/submit
staff file

V

The Elem must

StOp have a successful
staff upload

before moving to
the next step

Create/submit
student file

This building is
done

JMC MN State Reporting Documentation

Middle School

Import course
data from prior
year

Create/submit
course index file

V

The MS must
have a successful
course index file

upload before

moving to the
next step

Mass Assign
Course Data
(Academic Year,
Calendar...)

Create/submit
staff file

V

The MS must
have a successful
staff upload
before moving to
the next step

Create/submit
student file

This building is

done

High School

Import course
data from prior
year

Create/submit
course index file

V

The HS must have
a successful
course index file
upload before
moving to the
next step

Mass Assign
Course Data
(Academic Year,
Calendar...)
Create/submit
staff file

V

The HS must have
a successful staff
upload before
moving to the
next step

Create/submit
student file

This building is

done
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APPENDIX E
JMC/MCCC Quick Guide

For more details please refer to MCCC training videos as follows:
MCCC Overview Video:
https://www.youtube.com/watch?v=0uRPafwygxA&feature=youtu.be
MCCC Updates for 2017-18:
https://www.youtube.com/watch?v=AXUFefYBgdo

MCCC Updates for 2018-19:
https://www.youtube.com/watch?v=XP-D2y9BJEk

1. Configure Calendar on MCCC Web Application: 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’s MCCC web application has an option to roll over the calendar from the prior year. If you
need guidance with this, please contact mde.mccc@state.mn.us. For your calendar, please make
sure that:

o0 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, trimester, or year
grades you may need to define those terms as well.

o0 every period in each term is defined, including period 0 if you have courses scheduled for
period 0.

0 Note: all periods and terms that would be needed for your calendar will be identified in
the Export Summary when selecting Minnesota — MCCC — MCCC Staff File.

2. Export Calendar: Once the calendar has been readied for MCCC reporting make sure to use the
Calendar Export option in the MCCC web application to 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.

3. Mass Assign Course Data: Use Minnesota — MCCC — Mass Assign Course Data as needed to
assign values to course/section data elements Academic Year, Calendar, Instructional Language,
Instructional Method, Instructional Minutes Per term, Marking Indicator, Sequence Number,
Sequence Limit, Teacher of Record for each building. Make sure to select the correct values for
these data elements from the Calendar Export generated in step 2.

4. Import Course Data from Prior Year: This option is found at Schedules — Course — Import
Course Data.

5. Editing Course Data as Necessary: This option is found at Schedules — Course — Edit Course
Data. This may be needed for new courses, courses that did not import, or courses with obsolete
or missing state course codes.

Starting in 2017-2018 some state course codes will be retired and new codes become available.
This may cause you to have to recode some courses if they were using a retired state course code.

6. Course Index File: Use Minnesota — MCCC — MCCC Course Index File to create a course
index file for upload. Your building must have a successful Course Index file upload WITH NO
ERRORS 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.mccc@state.mn.us.
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Additional courses are expected to be reported for grades K-8 starting in 2017-18. The courses
expected for MCCC reporting are specified by MDE on:
https://education.mn.gov/MDE/dse/datasub/MCCC/

7. Staff File Prep: Before submitting a Staff file, please make sure that:

o0 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.

0 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. 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.

0 every section has a teacher and room assigned in Schedules - Course - Edit Course Data.
You may wish to view all of your course sections at once by selecting Schedules — Course
— Course Data List and specifying the Course Schedule Info option where you can see
whether or not the teacher and/or room have been assigned to each course section. Keep in
mind that you only need to assign teachers and rooms to course sections with students
enrolled.

8. Staff file: Use Minnesota — MCCC — MCCC Staff File to create a course index file for upload.
Your building must have a successful Course Index file upload (no errors) and calendar
configuration before you attempt to submit a Staff file. When you export the Staff file from your
JMC software you will see a JIMC validation report that may alert you to some issues which 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

9. Specifying State Reporting Grades: Use Grading — Utilities — Edit Grade Values to define the
corresponding state reporting grade for each JMC grade you use. You must specify a State
Reporting Grade (far right column) for every JMC grade and for all years beginning with 2017-
18.

10. Student File: Use Minnesota — MCCC — MCCC Student File to create a student file for
upload. 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 IMC validation report
that may alert you to some issues which 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

Student File timing: It is reccommended you do not try to upload the Student File until
summer. Ifyou try to submit it before then, you will get grading errors because grades for all
terms (especially end-of-year grades) will not be in your JMC data until the school year is
finished.

Standards Based Grades are Not Collected: MCCC will only collect non-standards based
scores for the student file. If your building is currently only collecting standards based grades
then you will also need to collect course grades as well (K-12). Consult with JIMC if you need
help with this step.
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Appendix F
MCCC EE Quick Guide

This document is a quick guide to the new EE requirements. Please use this guide to complete
the set up steps and call IMC tech support with any questions at 800-524-8182.

1. Make sure you have the latest build of JIMC’s Next Gen software installed. The build date
is located at the bottom of the page when you are logged into your Next Gen application as
shown below.

Build Date: 02/21/17)2 2017 IJMC Inc., Student Record Management Software | 800.524.8182 | PO Box 328, Lake City MM 55041-0328

Compare that date to the one found at http://www.jmcinc.com as shown below.

Since 1980

CURRENT RIITI D DATE:

NexiGen: 02/21/17

Download / Update Software

Resources Latest Newy :
Secretary / Office Professionals

Technology Professionals Click Here to Download the
Administrators Current Web Installer- (Updated
Teachers February 21, 2017)

State Reporting

Food Service Professionals
Health Professionals
Prospective Clients
NextGen Transition

Contact Us
Office Supplies We are ready for the 2017-2018 school year and
vnil can he taal =1d1 M\

2. Make sure all of your early education (EE) students have been entered into your IMC
database, including birthdates, contact information, etc.

3. Attend MDE training session for MCCC EE. Here you will be instructed to fill out an EE
Course Worksheet. Please save this worksheet as you will need to use it for step 4 of this
MCCC EE Quick Guide. To inquire about MDE MCCC EE training please contact Karen
Millette at Karen.millette@state.mn.us

4. Schedule Your Students in IMC
A. Enter Staff - Enter the staff/teacher info in Attendance: Staff: Teachers

B. Assign Advisors - Assign the students to their teacher by going to Attendance: Staff:
Assign Advisees.

C. Review previously entered courses - Find “empty” course numbers by going to
Schedules: Course: Course Data List to print the courses you already have entered.
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Uncheck the box that says “Only Include Courses With Students Enrolled.” Click the
Preview button and you will see all of the course numbers including courses currently
listed in your building. Typically you would be able to scroll to the 300 - 400 #’s and
find empty spaces. This is where you could put the new EE Standards courses.

D. Create your courses - Go to Schedules: Course: Edit Course Data and create new
courses as follows:
- Create one course per pre-school group ie AM, PM, or All Day.
- The Term Type should be set. We recommend Year (Sem) but Year (Tri) will work
as well.
- Click the Report Card flag and click the Save button.

E. Select the grading scheme for your courses - Important decision to be made at this
time: You will need to consider how many times students will be assessed and you can
then choose the appropriate grading scheme under the Grading Scheme tab. Even if
assessing early education students is not something you are concerned with tracking,
you must select a grading scheme for scheduling purposes.

Here are some examples:

- If you anticipate assessing students one time for the year chose the Year grading
scheme.

- If you anticipate assessing students as many as 6 times throughout the year choose
the Hex Hex Hex Hex Hex Hex grading scheme. This would most commonly be
used for Special Ed settings where assessment is done repeatedly throughout the
year.

Note: For early education students, grades/assessments will not be submitted via
MCCC.

F. Create your course sections - Depending on the grading scheme you are choosing you
will need to add sections. Typically you would add two sections, one for each Sem, by
clicking “Add Section” twice.

- The period chosen should reflect the time the kids meet. Period 1 = AM classes.
Period 2 = PM classes. Period 3 = All day classes.

- The days met should checked as appropriate.

- The Teacher should be chosen.

- The Room should be chosen so the site number is set.

- The Marking Indicator on the State Specific Section tab should be set to “false”.

- Click on the Update link to save the changes.

Note: For early education course sections, the Marking Indicator should
always be set to “False”.

Note: To set the site number for a room go to Attendance: Staff: Rooms per the
Figure below and create a room, if necessary, and set the site number.

G. Schedule Your Students — Schedule students into each Sem section by going to
Schedules: Develop: Schedule by Section and completing the following steps.
- Choose the course and then the first Sem section.
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- Choose Grade 0.

- Click the students’ names who are taking that class.
- Click the Save button.

- Choose the Sem 2 section and repeat the steps above.
- Repeat these steps for each and every EE course.

H. Students are now enrolled in the new courses.
5. Using the EE Course Worksheet you saved from step 3 of the MCCC EE Quick Guide,
update your MCCC Course Data in JMC for your EE courses by selecting Schedules:

Course: Edit Course Data and entering the data on the State-Specific Course and State-
Specific Section tabs.

Note: the MCCC EE-specific data elements will appear at the bottom of the State

Specific Course tab once you select a Course Level of “P — Preschool / Early
Education”.

A. State Specific Course — Early Education Example

- W
MN Elementary Day: 159 - 04/25/2019 - Thursday 2018-2019 L

Find: e 9

Course #: 1

Course Name: Early Education ECFE Term Type: | Yearly (Semester) ¥

Weight: 0.000 Grade Scale: |Regular v

Alternative Course ID: Block Length: |1 v g
Alternative Course Name: ¥/ Report Card

Grad Credit Starts in Grade: None ¥

Honor Roll
Counts in GPA Cumulative Start in Grade: | None v
Sections | Constraints || State Specific - Section | Teachers | Grading Schemes | State Specific - Course | Fees || Descriptio
State Course Code: 08099 | |Health Education Other
I[STAR Assignment Code: 000000 Ind
Sequence #: 1 College Code:
|{Academic Year: |1 Sequence Limit: 1 College Course Code:
Calendar: |1 Rubric Levels: 0 College Course Credits:|0.000
iStandard Addressed: | State M Grad Requirement Indicator
Record Type: | 1 ScheduledStudentRecord ¥ End of Course Indicator
Course Level: | P - Preschool / Early Educatic! ¥ | Perkins TSA:| Mot applicable v

EE Curriculum(s): -

EE Curriculum

Implementation(s): No Records Found.

EE Assessment Tool(s):

EE Assessment

Implementation(s): No Records Found.

EE Instructional Approach(es):
4

Note: You will need to scroll down in the State Specific Course tab to see all of the Early
Education data elements. In the next picture you will see the rest of the data elements in the
State Specific Course tab (scrolled all the way down).
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Sections || Constraints | State Specific - Section | Teachers

Grading Schemes

State Specific - Course || Fees | Description

EE Curriculum(s):

EE Curriculum

Implementation(s): Mo Records Found.

EE Assessment Tool(s):

EE Assessment

Implementation(s): No Records Found.

EE Instructional Approach(es):

EE Instructional Approach

Implementation(s): No Records Found.

EE Site-Based Initiative(s):

EE Site-Based Initiatives

Implementation(s): No Records Found.

EE Location Code: | Mot Applicable

EE Program Type: | Early Childhood Family Education

#| EE State Program

EE Federal Program

EE Standard/Domain Codes:

v EE ABE Indicator

Enter the Standard Addressed

menu.

of the options.

Sections

You will need to enter the “State Course Code that is provided by the MDE.
Choose the Course Level of “P — Preschool / Early Education” from the drop down

Choose the EE Curriculum(s) from the drop down. You can choose more than one

EE Curriculum(s): | 2 items checked

-

Constraints || State Specific - Section | Teachers | Grading Schemes || State Specific - Course || Fees | Description
State Course Code: 90301 Sequence #: 1 College Code:
Academic Year: |1 Sequence Limit: |1 College Course Code:
Calendar: |1 Rubric Levels: |0 College Course Credits: |0.000
Standard Addressed: | State T Grad Requirement Indicator
Record Type: | 1 ScheduledStudentRecord ¥ End of Course Indicator
Course Level: F - Preschool / Early Education ¥ | Perkins TSA: | Not applicable A

EE Curricu 1-2-3 Learn Curriculum
Implementati )
P #| Bank Street Development Interaction Approach

Buttercups (by Funshire Express)
EE Assessment Tog )
Between the Lions

EE Assessn

ol A T
| arol's Affordable Curriculum
Implementati arets A HEE

#| Curiosity Corner

EE Instructional A Core Knowledge

EE Instructional Creative Curriculum for Infants, Toddlers, and Twos - 3rd

Implementatloﬁﬂsj.

EE Site-Based Initiative(s):
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- After choosing the EE Curriculum option(s), and clicking Save

EE Curriculum(s): | 2 items checked h
seul Curriculum Implementation
Ilng:—:e::l:::rl:;:;:i:::lll?s): ngldate Cancel E-an.k Sltreet Development Interaction Approach | Does not apply A
Edit Curiosity Corner Does not apply M
- Click Edit next to one of the EE Curriculum Implementation item(s).
EE Curriculum(s): | 2 items checked v
icul Curriculum Implementation
II“EFE::I:;:;;%:::ES): lJp.date Cancel E-an.k El.treet Development Interaction Approach | Initial Implementation Year 1 ¥
Edit Curiosity Corner Does not apply M
- Select an Implementation and click the Update link on the left.
EE Curriculum(s): | 2 items checked s
EE Curricul Curriculum Implementation
I|1|pIE||::3::::§li:i;I|Il‘Es): Edit E.an_k S_.treet Development Interaction Approach Initial Implementation Year 1
Edit Curiosity Corner Does not apply -

- Edit additional EE Curriculum Implementation items as needed.
- Repeat the above steps as needed for:

A. Assessment Tools

B. Instructional Approaches

C. Site-based Initiatives

Sections || Constraints || State Specific - Section || Teachers | Grading Schemes || State Specific - Course || Fees || Description

EE Curriculum(s): -

EE Curriculum

Implementation(s): Mo Recards Found.

EE Assessment Tool(s): -

EE Assessment

Implementation(s): Mo Recards Found.

EE Instructional Approach(es): -

EE Instructional Approach

Implementation(s): Mo Recards Faund.

EE Site-Based Initiative(s): -

EE Site-Based Initiatives

Implementation(s): Mo Recards Found.

EE Location Code: | Not Applicable ¥ | ¥ EE State Program
EE Program Type: | Early Childhood Family Education 7 EE Federal Program
EE Standard/Domain Codes: -.d EE ABE Indicator

- Edit additional EE course elements as needed:

A. Location Code
Program Type
Standard/Domain Codes
State Program (checkbox)
Federal Program (checkbox)
ABE Indicator (checkbox)

mmoaw
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B. State Specific Section — Early Education Example After you have completed the State
Specific Course Items you can move to the State Specific - Section items and edit them
appropriately. Listed below is an Early Education example.

Sections || Constraints || State Specific - Section || Teachers || Grading Schemes | State Specific - Course || Fees | Description

Term Period Section Instruction Method Mark Ind  Instruct Minutes Instruct Language
Edit Tril 3 1 Early Education False 120 11
Edit Triz 3 z Early Education False 120 11
Edit Tri3 3 3 Early Education False 120 11

- Click Edit next to one of the sections.

- Edit Instruction Method, Marking Indicator, Instructional Minutes Per Term, and
Instructional Language.

- Click Update to save changes for that section.

- Repeat as necessary for additional sections.

Note: For early education course sections, the Marking Indicator should always be set
to “False”.
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C. State Specific Course — Preschool Example

Course #:12

Course Name: Preschool Term Type: Yearly (Trimester) ¥
Weight: |0.000 Grade Scale: | Regular ¥
Alternative Course ID: Block Length: 1 ¥
Alternative Course Name: Ld Report Card

Grad Credit Starts in Grade:| None ¥ Honor Roll

Counts in GPA Cumulative Start in Grade: | None r

Sections || Constraints | State Specific - Section || Teachers | Grading Schemes || State Specific - Course || Fees || Description

State Course Code: Sequence #: |1 College Code:
Academic Year: |1 Sequence Limit: |1 College Course Code:
Calendar: |1 Rubric Levels: |0 College Course Credits: |0.000
Standard Addressed: | State v Grad Requirement Indicator
Record Type:| 1 ScheduledStudentRecord ¥ End of Course Indicator
Course Level:| P - Preschool / Early Education ¥ | Perkins TSA: | Mot applicable v
EE Curriculum(s): | Bright Beginnings A
EE Curriculum Curriculum Implementation
Implementation(s): Edit  Bright Beginnings Initial Implementation Year 1
EE Assessment Tool(s): | Assessment, Evaluation,PFrogramming M
EE Assessment Assessment Implementation
Implementation(s): Edit Assessment,Evaluation,Programming Initial Implementation Year 1
EE Instructional Approach(es): Applied Behavior Analysis ~7
EE Instructional Approach Instr Approach Implementation
Implementation(s): Edit Applied Behavior Analysis Initial Implementation Year 1
EE Site-Based Initiative(s): | The Classroom Assessment Scoring System 7 -

Note: you will need to scroll down in the State Specific Course tab to see all of the Pre-school
data elements. In the next picture you will see the rest of the data elements in the State
Specific Course tab (scrolled all the way down).
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Sections | Constraints || State Specific - Section | Teachers || Grading Schemes || State Specific - Course | Fees | Description

EE Curriculum(s): | Eright Beginnings - *
EE Curriculum Curriculum Implementation
Implementation(s): Edit  Bright Beginnings Initial Implementation Year 1
EE Assessment Tool(s): | Assessment, Evaluation,Programming M
EE Assessment Assessment Implementation
Implementation(s): Edit Assessment,Evaluation,Programming Initial Implementation Year 1
EE Instructional Approach(es): | Applied Behavior Analysis h
EE Instructional Approach Instr Approach Implementation
Implementation(s): Edit Applied Behavior Analysis Initial Implementation Year 1
EE Site-Based Initiative(s): The Classroom Assessment Scoring System e
EE Site-Based Initiatives SB Initiative Implementation
Implementation(s): Edit The Classroom Assessment Scoring System Initial Implementation Year 1
EE Location Code: | School District ¥ | #| EE State Program
EE Program Type: | School Readiness / Public preschool A EE Federal Program
EE Standard/Domain Codes: | 3-3 Al six domains in ages 3-3 7 EE ABE Indicator

- You will need to enter the “State Course Code that is provided by the MDE.

- Enter the Standard Addressed

- Choose the Course Level of “P — Preschool / Early Education” from the drop down
menu.

- Choose the EE Curriculum(s) from the drop down. You can choose more than one
of the options.

- After choosing the EE Curriculum option(s), and clicking “Save,” then click Edit
next to one of the EE Curriculum Implementation item(s) and edit the
Implementation. Then repeat for any other EE Curriculum Implementation items.

D. State-Specific Section - Preschool Example After you have completed the State

Specific Course Items you can move to the State Specific - Section items and edit them
appropriately. Listed below is a Preschool example.

Sections || Constraints || State Specific - Section || Teachers || Grading Schemes | State Specific - Course || Fees | Description

Term Period Section Instruction Method Mark Ind Instruct Minutes Instruct Language
Edit Tril 3 1 Classroom Self-Contained False 120 11
Edit Tri2 3 2 Classroom Self-Contained False 120 11
Edit Tri3 3 3 Classroom Self-Contained False 120 11

6. At appropriate times throughout the school year have your teachers enter assessment data
into the Online Teacher software.

7. At appropriate times throughout the school year submit your MCCC Course Index, Staff,
and Student files and review your submissions for accuracy and completeness.
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Appendix G

Early Education Student Primer

There are two places of interest when working with Early Education Student in your JMC

Next

1.
2.

Gen software:

Select Minnesota — Early Education — Edit Student Early Education.

Select the student you wish to work with by entering all or part of their name in
the Find box at the top of the page then clicking and selecting the desired student.

Select the record you wish to edit by doing one of the following:
- To create a new early education record, click Add Row to generate a starter

record, then click Edit in the upper left corner.
- To import an early education record for this student from a prior year, click

Import from Prior Year, then click Edit in the upper left corner.

- To edit an existing record you may need to scroll down to see if there is more
than one record for the student, then click the Edit button in the upper left

corner of the record.

l Add Row ][ Import from Prior Year]

Edit || Delete

Record Type: EE
Registration Date:
Program MName: Mot Specified
Fee Status: Mot Specified

McKinney-Vento Homeless:

Immunizations Up-To-Date:
Count of Classes: 1
Hours Attended: 0
Days Attended: 0
Service/Program Refer From: Not Specified
Service/Program Refer To: Mot Specified
Second Language: 0

Last Name:

First Name:
Date of Birth: 00/00/0000

Relationship Type: Mather

Education Background: Mot Specified
Employment Status: Mot Specified

Household Income:

# People in Household: 0

Receive Interpret Assist:

Classroom Participation: Mot Specified

Funding Sources:
Parent Fee:

SR:

ECFE:

ECSE:

Head Start:

Early Head Start:

Title1:

NonDHS Funded Childcare:
Other District:

Other County:
Community Scholarship:
Private Foundation Grant:

Make the changes you need and then save the record by clicking the Update

button.

To delete a record, click the Delete button in the upper left corner of that record.
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The second page involved in the process is used for submitting your records to MDE once they
have all been successfully created.

1. Select Minnesota — Early Education —Early Education Student File. The page will
appear similar to the figure below.
MN High School Day: 170 - 05/23/2017 - Tuesday 2016-2017

Early Education Student

Record Type: |EE A

l Check Errors l Print Error Report 1 Create File]

Early Education Student - file export

Record Type Specified: EE

Number of Records of Type Specified: 2

Records for School Year 2016-2017

Student MARSS ID Errors: 2

Registration Date Errors: 2

Program Mame Errors: 2

Hours / Days Attended Errors: 0

Count of Classes Errors: 0

Registering Person 1 Type Errors: 0

Registering Person 1 Birth Date Errors: 0
Registering Person 1 Mame Errors: 0

Registering Person 2 Type Errors: 0

Registering Person 2 Birth Date Errors: 0
Registering Person 2 Mame Errors: 0

Fee Status Errors: 2

Funding Source Errors: 2

MARSS ID Number Errors

Aasimaov, Aabbee - invalid student MARSS ID number
Aasimay, Ardis - invalid student MARSS ID number
Birth Date Errors h

Early Education Student File - Validation Summary

o

2.

Specify the record type you wish to submit from the Record Type drop down list. You
may either submit EE or EES (EE Scholarship) records. If you are submitting both
record types you must do these in separate file exports/uploads.

Check the error report carefully and address any errors listed before creating the file to
export/upload. To fix the errors you will need to edit the data on either one of these
pages:

- Edit — Student Data

- Minnesota — Early Education — Edit Student Early Education

To see if your errors have been fixed click on the Check Errors button.

Once you have a “clean” report, click the Create File button. The file will most likely
save to your computer’s Downloads folder, depending upon your browser’s settings.

Note: Records will be included in the Early Education Student file based simply on the
existence of records for that year in your Next Gen database. In other words, flags on
Edit — Student Data such as Active, Attendance, or State Reporting do not matter for
inclusion in this data collection. If the student has a record of the correct type for this
year it will be included. Also, the records included in the file will be for the entire
district, not just one building as with some other collections like MARSS.
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Appendix H
Voluntary Preschool

Here is MDE’s documentation on Procedure 6 Voluntary Prekindergarten:
https://education.mn.gov/mdeprod/idcplg?ldcService=GET FILE&dDocName=MDEQ7
2200&RevisionSelectionMethod=latestReleased&Rendition=primary

If your school has been selected for the Minnesota Voluntary Preschool program, and you
now have the ability to keep track of that in JMC.

You first need to decide which Grade 0 subgroup you are going to use for these students.
The possible subgroups are KA, KB, KC, KD, KG, EC, or HK, so choose one or more
just for these students.

Then go into Minnesota-MARSS-Edit School Data, and click on Edit to the left of that
Grade 0 subgroup (KA, KB, KC, KD, KG, EC, or HK), and in the PK/KG column,
choose Preschool, and in the new Preschool Groups, choose the one that you want in that
list (PA, PB, PC...). Our understanding is that each preschool you have will use a
different code (PA, PB, PC...).

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

District #/Type: 0769/01

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 i0
Edit KA 170 300 i0
Edit KB 170 300 10
Edit KC 170 o i0
Edit KD 170 o 10
Edit EC PK 170 187 i0 250
Edit HK 170 300 i0 A E
Edit 1 170 374 i0 A
Edit 2 170 374 i0 A
Edit 3 170 374 10 A
Edit 4 170 374 i0 A
Edit 3 170 374 10 A
Edit ] 170 374 i0 A
Edit 7 170 378 i0 A
Edit 8 170 378 i0 A
Edit 9 170 378 i0 A
Edit i0 170 378 i0 A
Edit 11 170 378 i0 A
Edit 1z 170 378 10 A

Once you have done the above, click on the Update link on the left side of this record to
save your changes.

If you will use multiple Grade 0 subgroups, just do the same with the next one, but you
would choose a different item from the Preschool Groups for the other Grade 0 subgroup.

That is it. Just add those students to the Grade 0 subgroup(s) you created above by editing
their grade level on Edit — Student Data. The rest is handled by the software
automatically when you generate your MARSS A & B files.
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Appendix I
Perkins Technical Skills Assessments (TSA)

To report TSAs, use the following steps:

1. Edit Course Data Specify the TSA in use for the course in the State Specific Course
tab

Find: hd|

Course #: 236

Course Name: AGRICULTURE III Term Type: Yearly (Semester) ¥
Weight:|1.000 Grade Scale: | Regular ¥
Alternative Course ID: Block Length: 1 ¥

Alternative Course Name: Report Card

Grad Credit Starts in Grade: 2 v Honor Roll

¥/ Counts in GPA  Cumulative Start in Grade: 2 v

Sections | Constraints || State Specific - Section || Teachers | Grading Schemes || State Specific - Course | Fees || Description

State Course Code: 18002 Sequence #:|1 College Code:
Academic Year: |1 Sequence Limit: |1 College Course Code:
Calendar: |1 Rubric Levels: |0 College Course Credits: |0.000
Standard Addressed: | State v Grad Requirement Indicator

Record Type: | 1 ScheduledStudentRecord ¥

Course Level:| Not Specified ¥ | Perkins TSA:| PREX - Agriculture Science III

2. Create Student Test Score Records Options
a. Manually enter test score records
i. Grading — Test Scores — Edit Student Test Scores
1. For each student

a. Click Add link and select the TSA

b. Click the Edit link at the left of the record

c. fill out the record and click the Update link
1. make sure to include a score of “P” or “N”
ii. you may record the actual score the student

received in the Comment field

Add Row
Test Name Date |Grade|Score|Ach|Result|%ile Comment
Edit Delete|PREX - Agriculture Science III 9/19/2018| 12 P 98
Enter "P" for proficient or enter student's actual
"N" for not proficient score here

Note: use of “P” and “N” is necessary as JMC does not have access to which actual test scores
for a TSA represent proficiency.
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b. Mass Create Test Score Records
i. Grading — Test Scores — Mass Create Test Scores
1. For a course section — see figure on below
a. Make sure to include a score at some point
i. If no score entered during Mass Create then will
be left blank, would need to edit later using
Grading — Test Scores — Edit Student Test Scores.

JMC Demo School Day: 130 - 03/17 /2017 - Friday 2016-2017

Create Test Score Records for Students in Course Section.
Only active students who are scheduled into the course section will get a test score record from this process.

Course: | 236 - AGRICULTURE III v
Section: | Yr51 Per 2 Enr MTWRF Mr. Sinatra r

For Test Score [ Assessment:
Test Category: | PREX - Precision Exams v
Test Name: | PREX - Agriculture Science III - v

Test Date: |3/17/2017 :ﬁ

Test Score: P

If no date is specified then today's date will be used for the newly created records.

If no score is specified then no score will be included in the test score records generated from this process. You may edit the
scores for these records at a later time using Grading - Test Scores - Edit Student Test Scores.

If a test you wish to mass create is not in the drop down list you will need to enable it using Grading - Test Scores - Test Score
Selections.

l Prepare to Mass Create]

3. To verify that the TSAs have been entered correctly, use Minnesota — Perkins — Carl
Perkins Report and verify that the last column contains a value of “P” for students who
were proficient. Also, the second to last column should contain a value of “Y” to
indicate that the course had a TSA associated with it.

MM High School 2016-2017
Student Grade MARSS Course Program Course Course GradeProficiency Teen Displaced TSATSA

Name Level Number Name Code Code Minutes Parent Homemaker Proficiency
grrzg"’f 11 1111111111111 ACCOUNTING 140710 15 4550 A P N M ¥ P

Brady, AGRICULTURE

12 2222222222222HI 10200 31 4590 A P M M L

Zach

{

The data you see in this report will accurately reflect the data that is to be included in
the Perkins P File if generated at this moment.
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4. Generate the Perkins “P” file — Use Minnesota — Perkins — Carl Perkins File. TSA’s
will automatically be included for courses that would normally be included in the
Perkins file anyway. See Perkins documentation from this document for more details.
Course must also have a TSA selected (step 1 of this appendix) and students enrolled in
that course must have a corresponding test score record (step 2 of this appendix).

5. Once your Perkins P file has been submitted to MDE and accepted, please visit
the P-File Submission Report Status within the Secure Reports page to verify
whether the data are accurate. This can be found at:
http://w20.education.state.mn.us/MDEAnalytics/DataSecure.jsp. Once an
authorized user logs into Secure Reports, they will be able to view the TSA data
by Program and by Course and will be able to compare the current year’s data
with the prior year’s submission for further verification.

For more information on Minnesota Carl Perkins Technical Skills Assessments /
Attainment please refer to:

https://education.mn.gov/MDE/dse/cte/prog/tech/
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Appendix J

Perkins Course Minutes Calculation

Course Minutes is calculated from the following:

|. Edit School Data (Days in Session, Day Length)

MN High School 2017-2018
School Name: MN High School
District #/Type: 0763/01
School Year: 2017-2018
End of Year Day #:|0 v
Grade  PK/KG Days In Day Length School Title 1 Kindergarten Preschool
Session (Minutes) Number Indicator Groups
Edit KG 170 100 10
Edit KA 170 200 10
Edit KB 170 300 10
Edit KC 170 0 10
Edit KD 170 0 10
Edit EC 170 0 10
Edit HEK 170 300 10 A E
Edit 1 170 0 10
Edit 2 170 0 10
Edit 3 170 0 10
Edit 4 o 0 10
Edit 5 170 0 10
Edit 6 o 0 10
Edit 7 170 378 10 A
Edit 8 170 378 10 A
Edit 9 170 378 10 A
Edit 10 170 378 10 A
Edit 11 170 378 10 A
Edit 12 170 378 10 A

II.  Administrator Options (Periods per Day, Days in Cycle)

MN High School

Security:

Allow users to save passwords at login time

School Settings:

Number of periods inaday: 7 ¥
Days in Cycle:|5 T

Day Labels:
1./M

2.7
3w
4. R
5.F

lll. Edit Course Data (Days in Section, Block Length)

MN High School

Find: -

Course #: 1

Course Name: ACCOUNTING

Weight: 1.000

Alternative Course ID:

Alternative Course Name:

Grad Credit Starts in Grade: | 9 hd

¥ Countsin GPA  Cumulative Start in Grade:| S A

Sections | Constraints | State Specific - Section | Teachers | Grading Schemes | State

2017-2018

Term Type: | Yearly (Semester) ¥
Grade Scale: Regular ¥

Block Length: 1 ¥

¥ Report Card

! Honor Roll

Specific - Course | Fees | Deseription

Add Section

Term Period Section Days
Edit Delete Seml 7 2 MTWRF
Edit Delete Sem2 7 1 MTWRF

JMC MN State Reporting Documentation

Teacher

Mr. Johnson

Mr. Johnson

Room Enroll
8 e

68
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CourseMinutes = termDays * minutesPerDay

Where termDays = (daysInSession / numTerms) * (numberOfDays / daysInCycle)

daysInSession Edit School Data
numTerms Edit Course Data term type
numberOfDays Edit Course Data days met
daysInCycle Administrator Options

And minutesPerDay = (numOfPeriods / minutesPerDay) * blockLength

numOfPeriods Administrator Options
minutesPerDay Edit School Data Day Length
blockLength Edit Course Data block length
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Appendix K: Saving a Report as a PDF File

The following is an example of saving a report as a PDF file when using Google Chrome as the
browser in Windows 10. In this example, the Print option was selected while viewing a JMC-
generated report. After clicking the Print button a dialog will appear similar to Figure F1.

@ Untitled - Google Chrome - o X
@ about:blank
Boy v
Print sz
wit  Total: 3 sheets of paper 1 .
v Figure F1:
EdF Feneel
Clas
Clas _ ]
Cla8  Destination Canon MFE10/220 P. Step 1 Chck
Clas :
o] Crange.. Print button to
Clas .
get to Print
iy Pages Ol
C .
o Dialog
Clas
Clas
opie
Clas
Clas
Clas Layout Landscape -
Clas
Clas -
Clas
ol Color Black and whit -
Clas
E:: Options Two-sided
Clas
COlag More settings
ctad £ re setting:
Clas
Cl32  print using system dialog... (Cri+Shift=P) . .
Clas.
Classroom: 183 School: 15432 200 OK -

Typically you would have a printer selected here, such as the Canon printer selected in Figure
F1. But rather than print to the printer, we want to save the report as a PDF file. To do so, click
on the Change button in the Destination section of the print dialog. A new dialog will pop up
on your screen prompting you to select a different destination, as in Figure F2.

Select a destination *

Showing destinations for | greg@jmcinccom ¥ Figure F2:

Q Search destinations Step 2

Recent Destinations Selecting Save
Save as PDF as PDF as the
Canon MF810/820 PCL5c Destination

Local Destinations Manage...
Save as PDF —
Microsoft XPS Document Writer
Microsoft Print to PDF

Show All.. | (8 tota

Google Cloud Print  Set up to add printers

Save to Google Drive

Cancel

From the Local Destinations select Save as PDF. The dialog will then appear similar to Figure

F3.
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@ Untitled - Google Chrome - o x
g

® about:blank

Boyl e H
Print e s

wr  Tota:3 pages
WIS

EdF Cancel

Clag
Clag

Clas  Destination
Clag

Clag Change...

Clag

Clag

Clas  Pages Ol

Clas

Clas g 1-5.8 1113
Clag

Clag

Figure F3:

| | SaveasPDF

Step 3 — Save as
PDF is now the
Destination

Clag  |ayout Landscape -
Clag

Clas

Clas

E::: 4+  More settings "'
Clag

Clag

Clag

Clag

Clag

Clas

Clas

Clas

Clag

Clas

Classroom: 183 School: 15432 200 0K e

Click the Save button to save your file. A Save As dialog box will appear prompting you to
select the location and specify the name of the file, as in Figure F4.

€ saveds >
& < 4 s ThisPC » Desktop » ~ @ | Search Desktop » Flgure F4:
Organize New folder SR (7]
~ Mame Date mctl\i,fiecl Type ~ Step 4 -
3 Quick access P
My Dronb = Logs - Shorteut 3/14/2017 11:12 AM  Shortcut Spemfymg the
> ropbox
bs 70 1OR @ ‘WlSEdataVenderConferenceCallAgenda 1272172 Adobe Acrobat D Loacatlon and
IME 1A SIF Ac @WISEdata Vendor Project Status - 12_1_20... Adobe Acrobat D .
I Desktop & | WIWISEData - Shorteut 33 Shortcut v File Name for
IMC_SIF Age s+ v € B
SIFAg your PDF file
File name: | unt\tledl -
Save as type: | Adobe Acrobat Decument ~
A Hide Folders Cancel

Once you have the location and name specified you may click the Save button.

Why save as a PDF file?

You have some options as to what to do with a JMC report. You can print it to your printer, you
can save it as a PD file, or you can simply preview the report and not print it or save it as a PDF

file. Some reports may also include an option to Export to a Test File and perhaps other options
as well.

Saving as a PDF file can make sense for several reasons:

1. Maintain a record of some process that you completed
2. Saving as a file instead of printing saves paper
3. A PDF file can be easily emailed as an attachment
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Appendix L:

Minnesota Civics Test Requirement

The 89th Minnesota Legislature's H.F. No. 2749, Conference Committee Report, Article
5, Section 3, includes subdivision 3 titled: "Required knowledge and understanding of
civics." This subdivision states, "Students enrolled in a public school must correctly
answer at least 30 of the 50 civics test questions. (quoted from MDE’s website at link:
http://education.state.mn.us/MDE/dse/stds/soc/)

The following test in JIMC will allow you to track student progress in this regard.

Previous Page Montezuma Community School Day: 1 - 08/22/2016 - Monday 2016-2017
(a} Home B Uncheck All On Screen] [ Uncheck All On Transcript]
} File Test Categories: —
i CAFLURE Test Name Show Show Description
b Edit FAST - Formative Assessment System for Teachers on on
GRAD Screen|Transcript)
}  Attendance GRAD - Strands and Substrands Citizenship (Maturalization) Test v i
General -
b Schedules IAAT - Towa Algebra Aptitude Test
~ Grading Iowa Assessments . .
ITBS - Iowa Tests of Basic Skills
> Entry ITED - lowa Tests of Educational Development
} Reports MAT - Metropolitan Achievement Test
MCA
F Utilities MCA Strands
¥ Transcripts mCLASS

¥ Test Scores

} Edit Student Test Scores

Minnesota Assessment - GRR - Grad Requirement Record
MOD - MCA Modified

MOH - Minnesota Department of Health

MTAS - Minnesota Test of Academic Skills

» MTELL - Mathematics Test for ELL
MTELL - Strands and Substrands
¥ Import Test Scares MNCHSE - National Consortium for Health Science Educ
» Export AIMSWeb Roster MOCTI - Mational Occupational Competency Testing Inst
MRAEF - National Restaurant Association Educ Foundation
P Export FAST Roster MREMT - Mational Registry of Emergency Medical Techs
MNWEA MAP
» Export NWEA Roster Observational Survey of Early Literacy Achievement
(CRF) File PACT
¥ Export NWEA Program PALS - Phonological Awareness and Literacy Screening
(SPF) File PAP - Phonological Awareness Profile

¥ Export STAR Roster
} Credit Checker

PAT - Phonological Awareness Test

PAT2 - Phonological Awareness Test 2
PIAT-R Peabody Individual Achievement Test
PLAN

} Period Attendance PSAT/MMSQT
. SAT
» Discipline SAT Subject Tests
» Health skillsusa
Smarter Balanced Assessments
b lowa SOLOM - Student Oral Lang Obs Matrix
» Lunch SOLOM subtests
STAR
} Tuition/Fees TEAE - Test for Emerging Acad Engl
TEAE subtests
» Standards and Benchmarks TPRI - Texas Primary Reading Indicator
» Message Center US Citizenship (Maturalization)
Workkeys
Yopp-Singer

You can enter scores for multiple students at once using Grading — Test Scores — Mass
Create Test Scores as shown below:
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Albany Senior High

Create Test Score Records for Students in Course Section.

Only active students who are scheduled into the course section will get a test score record from this process.

Course: | 358 - .5, Government

Section: | Qtrl Per 4 Enr 20 MTWRF A. AMDAHL 141

For Test Score / Assessment:
Test Category: | US Citizenship (Naturalization) v

Test Name: | Citizenship (Maturalization) Test -

3

Test Date: |10/11/2017

P for proficient/ .

If no date is specified then today's date will be used for the newly created records.

If no score is specified then no score will be included in the test score records generated from this process. You may edit the
scores for these records at a later time using Grading - Test Scores - Edit Student Test Scores.

If a test you wish to mass create is not in the drop down list you will need to enable it using Grading - Test Scores - Test Score
Selections.

Test Score: P

[ Prepare to Mass Create]

You can enter a score for an individual student on Grading - Test Scores - Edit Student
Test Scores as shown below:

2016-2017

Previous Page Montezuma Community School Day: 1 -08/22/2016 - Monday 2016-2017
{at Home
. . - -
b File Display: | All Categories
b Edit Grade: | All ¥ Find:
} Attendance
» Schedules Student 1D: 1295 Student Name: Azron Aasimov Grade: 12 Birth Date (Age): 6/24/1998 (18)
¥ Grading
Sort By:| Normal Sort Order T
» Entry
> feports
»  Utilities
» Transcripts Add Row
- | Test Name | Date |Grade|5core|Ach|ResuIt|%iIe| Comment |
et e Edit Delete|Citizenship (Maturalization) Test lg/17/2016] 12 [ P [ ] | |
bl Edit Student Test Scores
» Test Score Selections

Once the student has a record for this test it can be included in the student’s printed
transcript as follows:
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Montezuma Community School
504 North 4th
Montezuma, 1A 50171

Address -
Name -

Birth -

Transcript

Year Term Course

Grade Credit Cm Tr
No Transcript Records exist for this student.

Test Scores
Citizenship (Naturalization) Test
08/10/16 Score: P

Grade: 5
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Appendix M

How Data Flows from One Year to the Next

The key to all of this is WHEN certain events occur.

sk sk sk sk s ke sk sk sk sk sk s ke sk sk sk sk s ke sk skeosk sk sk skokosk sk

MARSS status lines —

Please note that at the start of each new school year your MARSS coordinator/reporter
will want to use an import option to roll that information forward. This option should be
used at some point during the summer at a time of their choosing (but prior to the start of
the school year).

sk sk sk sk sfe sk sk sk sk sk sk s ke sk sk sk sk sk s sk sk skeosk sk sk sk skosk sk

The following data is ALWAYS SHARED ACROSS YEARS (automatically) (if you
change it for one year you change it for all years):

Contact Info
- contact information

General tab

- email

- username

- password

- license plate number

- cell phone number

- student message center info
- MARSS ID (state id)

Bus tab
- nothing

Comments tab
- Office Comments
- Teacher Comments

Confidential tab
- Confidential Comments

Custom tab
- all fields defined as year-independent

ELL-LEP
- nothing
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Entry tab
- most fields here are shared across years

MARSS tab
- nothing (except for the MARSS status lines that are imported as discussed above)

Photo tab
- nothing

Program Hist
- nothing (eventually may have an "import from prior year" option)

Race tab
- all race-ethnicity data

Sensitive tab
- nothing

Spec Ed
- nothing

sk st st sk s sfe sk sk sk sk sk sk sk s sk sk sk skosk sk ke sk skeskoskosk

All other data from fields on the student data page will get copied from the current year
to the next year at roll-up time. Recently JMC added the info from the Bus tab to the
roll-up process (was not rolled up until roll-up for 18-19).

The roll-up is a one-time event (requested by the client) and it only happens at the
moment your data gets rolled up from one year to the next.

After that, changes made to those fields are exclusive to the year the client was logged
into when the edits were made - there is no re-roll of that data.

After the roll-up, if you want that data entered in both years you must manually enter it
into both.

sk sl sk sk sfe sk ske sk sk s sk s sk sk skeosk sk sk oskeosk skosk skokosk

JMC MN State Reporting Documentation Page 96 of 110



Appendix N

MCCC Updates for 18-19
From link: https://education.mn.gov/MDE/dse/datasub/MCCC/

Calendar info in middle of page — verify in doc and app

° Reporting Years 2010-11, 2011-12, 2012-13, 2013-14, 2014-15, 2015-16, 2016-17 and 2017-18 are closed.

. Reporting Year 2018-19 opens April 1, 2019.

O  Early Education includes School Readiness, Early Childhood Special Education (ECSE) and Early Childhood Family

Education (ECFE).

O
and Health.
O  9-12includes all courses.
O  Early Education is due Thursday, August 15, 2019.
O  Final Birth-12 MCCC will be closed Friday, March 13, 2020.
(] Reporting Year 2019-20 will open April 6, 2020.

Videos at bottom for calendar editing & rollover

Video Tutorials

Calendar Edit 1 - Explains the calendar menu and creates an Academic Year
Calendar Edit 2 - Explains the create, edit and delete of a Calendar. Term and Period
Calendar Rollover - Walks through the complete calendar rollover process

From Karen Millette’s Word docs
K-12 Course Classification Changes 2018-19

K-12 Course Catalogue Updates
New course classifications

03070 PLTW Biomedical Innovation
05013 Dance for Musical Theater
05014 Ballet

05015 Jazz Dance

05016 Modern Dance

05017 Hip Hop

05018 Tap Dance

05195 Fundamentals of Design
05201 Interdisciplinary Arts

05203 Film Appreciation and Analysis
05250 Media Arts—Comprehensive
05251 Digital Imaging

05252 Interactive Design

05253 Interactive Game Design
05254 Web Design

05255 Moving Image

05256 Moving Image — Animation
05257 Digital Sound Design

05258 Virtual Design

05259 Media for Performance

JMC MN State Reporting Documentation
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05260 Multimedia Design

05261 Intermedia Design

05262 Media Arts Theory

05263 Media Literacy

05297 Media Arts—Independent Study
05298 Media Arts—Workplace Experience
05299 Media Arts—Other

21025 PLTW Engineering Design and Development
24041 Braille

24042 IB Language B—English

24043 IB Language Ab Initio—English

Remove course classifications

02061 Integrated Math — Multi-year Equivalent
03155 AP Physics B

04066 IB Islamic History

04067 IB Twentieth Century World History
10017 PLTW Simulation and Modeling

10018 PLTW Artificial Intelligence

21014 PLTW Biological Engineering

Rename

05106 Instrumental Ensemble TO Small Ensemble

05107 Piano/Keyboard TO Piano

05155 Drawing/Painting TO Visual Arts — Drawing/Painting

05156 Drawing TO Visual Arts — Drawing

05157 Painting TO Visual Arts — Painting

05158 Sculpture TO Visual Arts — Sculpture

05161 Printmaking TO Printmaking/Graphics

05164 Textiles and Fibers TO Fibers and Textile Design

05165 Folk Art TO Crafts

05168 Media Art — Film/Video TO Media Art — Cinematography/Video Production
05169 Computer — Assisted Art TO Multimedia Art

05173 IB Art/Design TO IB Visual Arts

10014 PLTW Introduction to Computer Science TO PLTW Computer Science Essentials
10015 PLTW Computer Science Applications TO PLTW Computer Science A

10016 PLTW Computer Science and Software Engineering TO PLTW Computer Science
Principles

EE Table Changes 2018-19
Curriculum Codes changes 2018-19

Remove

HRC High Reach Curriculum Package

PEK Project Early Kindergarten (PEK)

PEKCC Project Early Kindergarten curriculum for Family Child Care
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SCH

Scholastic Early Childhood Program

TOTES

Totes of Fun

Organized Domain Specific Curriculums separately
Assessment Tool Type changes 2018-19

Remove

FAST

Formative Assessment System for

Teachers

EE Domain Standard 2018-19
Remove all of the previous codes

Subject Age Strand/Domain Indicator Code

Area Levels (Subject Area. Age, Domain)

99 0-3 All four domains in ages birth-3 99.EB.AII

99 0-3 1. Social and Emotional 99.EB.1
Development

99 0-3 2. Language Development and 99.EB.2
Communication

99 0-3 3. Cognitive Development 99.EB.3

99 0-3 4. Physical and Motor Development 99.EB.4

99 3-5 All six domains in ages 3-5 99.E3.All

99 3-5 1. Social and Emotional 99.E3.1
Development

99 3-5 2. Approaches to Learning 99.E3.2

99 3-5 3. Language and Literacy 99.E3.3
Development

99 3-5 4. Creativity and the Arts 99.E3.4

99 3-5 5. Cognitive Development 99.E3.5

99 3-5 6. Physical and Motor Development 99.E3.6

End of

Worksheet

Add all new standards codes. The Stands/Domains are completely changed and with

that change the Age Levels and Indicator Codes are all different.

Indicator Code
Age (Subject Area.

Subject Area Levels Strand/Domain Age, Domain)
99 0-5 All eight domains in 99.BS.All

ages birth through five
99 0-5 1. Social and Emotional 99.B5.1

Domain
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99 0-5 2. Approaches to 99.B5.2
Learning Domain

99 0-5 3. Language, Literacy 99.B5.3
and Communication
Domain

99 0-5 4. The Arts Domain 99.B5.4

99 0-5 5. Social Systems- 99.B5.5
Cognitive Domain

99 0-5 6. Physical and 99.B5.6
Movement Development
Domain

99 0-5 7. Mathematics Domain 99.B5.7

99 0-5 8. Scientific Thinking 99.B5.8
Domain

End of Worksheet
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Appendix O
Voluntary Prekindergarten Reporting Examples from MDE
The following examples are taken from and MDE document which can be found at:

https://education.mn.gov/mdeprod/idcplg?IdcService=GET FILE&dDocName=MDEQ7
2200&RevisionSelectionMethod=latestReleased&Rendition=primary

Eligible voluntary pre-K: Students without an IEP who are eligible to generate general
education funding and who do not receive a special education evaluation while enrolled in pre-
K are reported with a grade level of PA through PJ on MARSS. Use SAC 00, 01, 08 or 11. The
student must be Percent Enrolled 100 and will have only one record unless residency changes.

* Grade =PA-PJ

+ SAC=00,01,080r 11

+ SEES=1

+ LLA=05

* SE =40 or normal withdrawal coding

Ineligible voluntary pre-K: Students age 5 or older as of September 1 or age 3 as of
September 1 are eligible to participate in the voluntary pre-K program but are ineligible to
generate funding. This category also includes students age 4 as of September 1 who are not
eligible for funding, e.g., more students are being served than were approved. These students
are reported on MARSS with SAC 20, 21 or 29. Report with a grade level of PA through PJ.
The student will have one enrollment record. If an eligible pre-K student withdraws, an
ineligible student can be withdrawn and re-enrolled on the next school day as an eligible
student so that the program does not lose funding.

* Grade =PA-PJ

* SAC=20,210r29

» SEES=1

+ LLA=05

*  SE =40 or normal withdrawal coding

Eligible or ineligible voluntary pre-K that receives Health and Developmental
Screening: All voluntary pre-K students need to receive Health and Developmental Screening
within 90 days of starting pre-K. Participants who were screened as a 3-year-old do not need to
receive another screening. The student will have two, overlapping enrollment records if the
screening is conducted after the student enrolls in pre-K. If the screening is conducted prior to
enrollment in pre-K, the dates of the screening will precede the pre-K enrollment date.

Voluntary Prekindergarten Record
* Grade =PA-PJ

+ SAC=00,01,08,11, 20,21 or 29
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« SEES=1
+ LLA=05
*  SE =40 or normal withdrawal coding

Health and Developmental Screen Record

* Grade =PS

« SEES=1

* SAC=4145
* SE =60-65

Eligible voluntary pre-K student who receives an evaluation and does not qualify for
special education services: An eligible voluntary pre-K student who receives a special
education evaluation either during or outside the voluntary pre-K program classroom time will
have two separate, overlapping records.

Note: A voluntary pre-K student who is eligible for funding and who receives an evaluation for
special education completely during the voluntary pre-K class time, i.e., no evaluation hours are
generated outside the pre-K class time, does not have a second enrollment record generated. This
will be rare since part of the evaluation time for students who qualify includes the writing of the
IEP which would be done outside regularly scheduled class time.

1. The first record will be reported with a grade level of PA through PJ. Use SAC 00, 01, 08
or 11. Report SEES 02. The charter school is responsible for the evaluation of students
enrolled in charter schools.

2. Report the special education evaluation time under grade level Early Childhood (EC).
Use SAC 00, 01, 08 or 11 and SEES 02. The EC evaluation record can exist in the
voluntary pre-K school or at another school in the district; it should not be reported in
both schools. Membership hours would include only evaluation hours provided outside
the voluntary pre-K class time. The district or charter school in which the student is
enrolled is responsible for the evaluation. The Status End code will be 25 if the student
does not qualify for special education.

Voluntary Prekindergarten Record

* Grade =PA-PJ

+ SAC=00,01,080r11

* SEES =2 to end-of-year or withdrawal date
+ LLA=05

*  SE =40 or normal withdrawal coding

Special Education Evaluation Status Record

* QGrade =EC

« SAC=00,01,080r11
« SEES=2

e LLA=22

« SE=25
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Eligible voluntary pre-K student who receives an evaluation and qualifies for special
education: An

eligible voluntary pre-K student who receives a special education evaluation either during or
outside the voluntary pre-K program classroom time will have three enrollment records. Two
records will be overlapping; one record will be a single record.

* Report the voluntary pre-K classroom time with a grade level of PA through PJ. Use
SAC 00, 01, 08 or 11. Use SEES 2 during the evaluation period.

* Report the special education evaluation time under grade level Early Childhood (EC).
Use SAC 00, 01, 08 or 11 and SEES 02. The charter school is responsible for
evaluating a pre-K student enrolled in a charter school’s voluntary pre-K program.
The EC evaluation record can exist in the voluntary pre-K school or at another school
in the district. Membership hours would only include evaluation hours provided
outside the voluntary pre-K class time. The district or charter school in which the
student is enrolled is responsible for the evaluation. The Status End code will be 25 if
the student does not qualify for special education.

* Once the student has a signed IEP and services have started, withdraw the student from
grade PK and

enroll the student in grade EC with SEES 4 or 6. A voluntary pre-K student who has an
IEP is

reported in grade EC with SEES 4 or 6 and Percent Enrolled 999. The IEP determines
the student’s required educational services; those services are reported as membership
hours. Membership hours include voluntary pre-K membership if required by the IEP.
Student membership is computed no differently than it would have been in the absence
of voluntary pre-K participation.

Voluntary Prekindergarten Record

* Grade =PA-PJ

+ SAC=00,01,080r 11

* SEES =2 until IEP signed and Sped services started
« LLA=05

+ SE=50

Special Education Evaluation Record

* Grade =EC

* SAC=00,01,080r11
« SEES=2

e LLA=22

« SE=50

EC Special Education Services Record

* Grade =EC

« SAC=00,01,080r11
 SEES=4o0r6

*  Setting =30
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+ LLA=24
* SE =40 or normal withdrawal coding

Ineligible voluntary pre-K student who receives an evaluation and does not qualify for
special education services: A student who participates in a voluntary pre-K program but who is
ineligible to generate

funding and receives a special education evaluation but does not qualify for special education
services will have two separate, overlapping enrollment records.

* Report the voluntary pre-K classroom time with a grade level of PA through PJ and
SAC 20, 21 or 29. Report SEES 02. The charter school is responsible for the
evaluation of students enrolled in charter schools.

* Create a second, overlapping enrollment record to report the evaluation time only. These
evaluation/membership hours may occur during or outside the voluntary pre-K classroom
time. Report the student in Grade EC with SEES 02. The EC evaluation record can exist
in the voluntary pre-K school or at another school in the district. Membership hours
would include all evaluation hours provided whether during or outside the voluntary pre-
K class time. The district or charter school in which the student is enrolled is responsible
for the evaluation. The Status End code will be 25 if the student does not qualify for
special education.

Voluntary Prekindergarten Record

* Grade =PA-PJ

* SAC=20,210r29

* SEES = 2 to end-of-year or withdrawal date
« LLA=05

*  SE =40 or normal withdrawal coding

Special Education Evaluation Status

* Grade =EC

* SAC=00,01,080r11
» SEES=2

e LLA=22

« SE=25

Ineligible voluntary pre-K student who receives an evaluation and qualifies for special
education: A

student who participates in a voluntary pre-K program but is ineligible to generate funding and
who receives a special education evaluation and qualifies for special education services will have
three enrollment records. Two records will be overlapping; one record will be a single record.

*  Report the voluntary pre-K classroom time with grade level of PA through PJ.
Use SAC 20, 21 or 29 and SEES 02. The charter school is responsible for the
evaluation of students enrolled in charter schools.

* Create a second, overlapping enrollment record to report the evaluation time
only. These evaluation/membership hours may occur during or outside the
voluntary pre-K classroom time. Report the student in Grade EC with SEES 02.
The EC evaluation record can exist in the voluntary pre-K school or at another
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school in the district, however it cannot be reported in both schools. Membership

hours would include all evaluation hours provided whether during or outside the

voluntary pre-K class time. The district or charter school in which the student is

enrolled is responsible for the evaluation. The Status End code will be 50 if the

student qualifies.

*  Once the student’s IEP is signed and services started, withdraw the student from

grade PK and enroll the
student in grade EC with SEES 4 or 6. A voluntary pre-K student who has an IEP is
reported in grade EC with SEES 4 or 6 and Percent Enrolled 999. The IEP determines the
student’s required educational services. Those services are reported as membership hours.
Membership hours include voluntary pre-K membership if required by the IEP. Student
membership is computed no differently than it would have been in the absence of
voluntary pre-K participation.

Voluntary Prekindergarten Record

* Grade = PA-PJ

*SAC =20, 21 or 29

* SEES = 2 until IEP signed and Sped services started
*LLA =05

*SE =50

Special Education Evaluation Record

* Grade =EC

* SAC=00,01,080r11
 SEES=2

e LLA=22

« SE=50

EC Special Education Services Record

¢ Grade =EC

* SAC=00,01,080r 11

e SEES=4o0r6

*  Setting =30

« LLA=24

*  SE =40 or normal withdrawal coding

Student with an IEP Starts as EC then Becomes Voluntary Pre-K: An EC student
enrolled in a voluntary pre-K program who starts the year with an IEP is reported in grade EC,
SEES Change 4 or 6 and Percent Enrolled 999.

Student membership is computed no differently than it would have been in the absence of
voluntary pre-K participation. If the IEP is terminated and the student remains enrolled in the pre-
K classroom, the student is reported in grade PK with the appropriate SAC with SEES 7.

A voluntary pre-K student with an IEP is reported in grade EC until the IEP is terminated. On the last
day of special education services close the record with Status End code 21. If the student continues in
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the voluntary pre-K program, create a new enrollment record on the following school day in one of
grades PA through PJ, SEES 7, and the disability and setting that was on the final IEP. Attendance
and Membership are reported in terms of days for the voluntary pre-K enrollment record. The
SAC code is used to indicate whether or not the child will generate general education revenue.

EC Special Education Services Record

* Grade=EC
SAC=100,01,08or 11
* SEES=4o0r6
Setting = 30

SE =21

Voluntary Prekindergarten Record

* Grade = PA-PJ
SAC=00, 01, 08, 11, 20, 21 or 29
SEES =7
Disability = the disability from the final IEP

Setting = 30

LLA =22
* SE =40 or normal withdrawal coding

An eligible student who leaves voluntary pre-K and an ineligible student is
identified as eligible voluntary pre-K: An eligible voluntary pre-K student who leaves the
program would leave space for another student to participate as an eligible student. This
allows the program to generate maximum revenue.

Student A

. Grade = PA-PJ

. SAC=00,01,080r 11

. LLA =05

. SEES =1

. SE = appropriate withdrawal coding

Ineligible

* Grade = PA-PJ
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SAC =20, 21 or 29

« LLA=05
- SEES=1
- SE=99
Eligibl
€

¢ QGrade = PA-PJ

SAC =00, 01, 08, 11

LLA =24

SEES =1

*  SE =40 or normal withdrawal coding
An EC student who leaves voluntary pre-K and without completing IEP: An EC student
enrolled in a voluntary pre-K program who starts the year with an IEP is reported in grade EC and
Percent Enrolled 999. Student membership is computed no differently than it would have been in
the absence of voluntary pre-K participation. If the student withdrawals without completing the
IEP, use SEES 4. Close the record with Status End code 26.

* Grade =EC
e SEES=4
e SE=26

*  Setting =30

A student who leaves voluntary pre-K: An eligible or ineligible student enrolled in a
voluntary pre-K program is reported in grade PK. If the parent(s) withdraw the student, for
example, the parent(s) decided that the student wasn’t mature enough to attend, close the record
with Status End code 26.

. Grade = PA-PJ

SAC =00, 01, 08,11, 20, 21 or 29
. SEES =1

. SE =26
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Change Log

Changes for 4/26/2019 version

MCCC Procedures

o Updating State Course Codes — new section

o Reporting Requirements and Dates — new section

Instructional Videos — updated to include new MCCC and Counting All
Students videos

Student Scope — added (has been in other JMC documentation for a while)
How To Use This Document Efficiently — initial version

Student Data — screen shots updated throughout this document to reflect
current version

Minnesota-Counting All Students-Start Year - new

Minnesota-Counting All Students-Update Grade - new
Minnesota-Counting All Students-Update Student - new
Minnesota-Counting All Students-Delete Student — new

Appendix M: How data Flows from One Year to the Next

o New

Appendix N: MCCC Updates for 18-19

o New

Appendix O: Voluntary Prekindergarten Reporting Examples from MDE
o New

Changes for 9/19/2018 version

Perkins Overview

o description of periodic course code changes and how to work through
them

o MBDE Perkins links updated for Program Approval page

o MDE Perkins link added in Perkins Overview for Technical Skills
Assessment/Attainment

Edit - Student Data page screen shots

o Race/Ethnicity tab

= New North American Indian check box (new for 2018-19)

New For 2018-19

o Added note about new Race / Ethnicity data element for North American
Indian, found on Edit - Student Data in the Race / Ethnicity tab.

Appendix I — Perkins TSA

o added screen shot for manual entry of test score records

o added a note to more thoroughly describe how test score record needs to
be entered to work properly with the Perkins P file TSA proficiency

o added screen shot and note to show example of using Perkins Report to
verify the TSA data prior to submission

o MBDE Perkins link added in Perkins Overview for Technical Skills
Assessment/Attainment
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Changes for 5/22/2018 version

Perkins Report — details of student inclusion, reference to TSA setup in
Appendix I

Perkins File — details of student inclusion, reference to TSA setup in
Appendix I

Changes for 5/3/2018 version

Appendix C — List of Home Primary Languages - REMOVED
Added Appendix C — MARSS Percent Enrolled 999 Students

Appendix E — Updated MCCC Quick Guide for 17-18 reporting

MCCC Procedures — updated for 17-18 updates
o State grade values
o Updating State Course Codes — updated from MDE website
Instructional Videos
o Link directly to MCCC Overview video
o Link to new MCCC 17-18 Updates video
Student Data page screen shots
o New tab order
o General Tab
=  New MCCC checkbox
e Separate from existing MARSS checkbox
o Title /III Tab removed
= Title /III now in MARSS tab
Student Sensitive Data migrated to Student Data page in new Sensitive tab
MCCC Course Index File
o Information about editing course grades
= New State Course Code drop down list in Edit Course Data — State
Specific Course tab
= State Course Code Title and Description for the specified State
Course Code are also displayed in the tabs of the Edit Course Data
page
MCCC Staff File
o General Updates
MCCC Student File
o State reporting grades
o General Updates
STAR Staff Assignments
o More detail about adding staff assignments
= Assignment Code drop down list
STAR Nonlicensed Staff
o Displays code description if valid code

Changes for 2/9/2018 version

Appendix F — MCCC EE Quick Guide
o Updated notes about collecting of grades for early education students
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o Karen Millette from MDE communicated to JMC that grades will never be
collected for early education students

Changes for 2/8/2018 version
- Instructional Video Links on page 17
o New YouTube video link for JMC MCCC Reporting. This video will be
updated once again in the coming weeks to incorporate changes for the
2017-18 reporting cycle.
- Appendix E — MCCC Quick Guide
o Step 6 has updated year-specific notes about K-8 course code
requirements
o Step 6 has a note added about retired and added course codes beginning
with 2017-18.
o minor cosmetic revisions (underlining, reference to State Reporting page
on JMC’s website)
- Overview
o Added section — Updating State Course Codes
= Comments specific to K-8 state course codes for 2016-17
= Comments specific to K-8 state course codes for 2017-18
=  Comments specific to retired and added course codes for 2017-18

Changes for 1/30/2018 version
- Appendix K — NEW — Saving a Report as a PDF FILE
- Appendix L — NEW — Minnesota Civics Test Requirement
- Overview — minor cosmetic revisions
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