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Direct Admissions Minnesota 

What is Direct Admissions Minnesota? 
Direct Admissions Minnesota is a program designed to identify eligible students from 

Minnesota high schools for automatic admission to partner Minnesota colleges and 

universities. This guide outlines how to use the tools available in Skyward SMS 2.0 for 

participating high schools. 

How can my high school/district participate? 
The tools available in this guide are only available if your district has opted into the Direct 

Admissions program through the Minnesota Office of Higher Education (OHE).  

 

The program’s intake process starts mid-February through late April annually and requires 

submission of an application that, in most cases, the counselors at the high school complete 

on behalf of the school or district. This application is valid for multiple years.  

 

For more information on this you can visit https://ohe.mn.gov/outreach-professional-

resources/high-school-resources/direct-admissions-minnesota/direct-0 and fill out the Direct 

Admissions High School Interest Form.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://ohe.mn.gov/outreach-professional-resources/high-school-resources/direct-admissions-minnesota/direct-0
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Student Opting In/Out 

Direct Admissions Minnesota Configuration 

The Direct Admissions Minnesota Configuration screen allows you to default students to 

Send in order to participate in the Direct Admissions Minnesota Program. Options to Opt Out 

of the program will be discussed later in this document.  

 

The configuration also includes the selection of the graduation years available to participate 

and the setting of when the program tab will display in Family and Student Access via the 

start and cutoff dates.  

 

To access this screen, navigate to Web Student Management > Office > Grading > 

Transcripts > Product Setup > Configuration > Direct Admissions Minnesota 

Configuration. (WS\OF\GR\TR\PS\CF\DC) 

 

If the fields on this screen are read-only, a message will display at the top of the screen 

directing you to opt in to the Direct Admissions Program.  

 

 
 

1. Select the appropriate Student Default value under the Defaults heading.  

a. Send: When this option is selected the students will automatically have their 

information sent to OHE. To remove a student from the program their records 

must be updated to not send. This is the recommended value in order to 

default students to participate in the program.  

b. Do Not Send: When this option is selected students will default to have their 

information withheld sending. To opt in and take part in the program, 

students and/or guardians must update their records to send.  

  



SKYWARD DOCUMENTATION – DIRECT ADMISSIONS MINNESOTA  

 

 

Current as of: $Release_PostDate$ Page 4 of 16 Version $Release_Name$ 

Return to Table of contents 

2. Select the Add button, under the Display Options heading, add a graduation year 

with the start and cutoff dates that show the duration of when the Direct Admissions 

Minnesota tab is available in Family and Student Access. This program is for students 

currently in their senior year, taking into account their coursework as of the end of 

their junior year, so the dates should be set accordingly. 

Family/Student Access Configuration 

The configuration settings for Direct Admissions Minnesota in Family and Student Access 

allow you to enable guardians and students to update the student’s individual preferences 

on program participation. You will also have the option to include a Family Educational 

Rights Privacy Act statement (FERPA) agreement.  

 

To access these settings, you can navigate to Web Student Management > Families > 

Family Access > Product Setup > Configuration > Entity Configuration. 

 

1. Expand an entity and expand the General Information heading under the entity and 

select Edit next to Direct Admissions Minnesota. 
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2. If Disable Application is checked, you can select to hide the tab in Family or Student 

Access completely or display the option but with a message explaining why it cannot 

be updated. If the Disable Application is unchecked additional settings are available. 

3. Select Allow Updates of Direct Admissions Send to allow the default value set for the 

district to be overridden. Note: For the update to be made for a student, they must 

also have an active record in the Direct Admissions Minnesota area under the 

Grading module for their graduation year. 

 

4. Select Display FERPA Statement to allow FERPA compliant text to display.  

a. Choose Use Standard Electronic FERPA Statement to display the default text 

Skyward has prepared.  

b. Choose Create an Entity Defined FERPA Statement to enable the ability to 

update the default text that will display for the entity. 

5. These settings can be updated for both Family and Student Access, and once 

complete, click Save. 

6. These settings can be cloned across entities by selecting the Clone button from the 

Entity Configuration screen. 

Student Profile Maintenance 

From the Student Profile, you can verify and maintain individual student Direct Admissions 

Minnesota program participation preferences. This is helpful if your counselors or other 

administrative staff need to update a student’s participation in the program.  

To access this, navigate to Web Student Management > Student > Student Profile > expand 

the GPA tab group > select the Transcript sub-tab.  

  

At the top of the tab, under the Transcript heading, you can see the student’s current 

preference on the Direct Admissions Minnesota field. The Send or Do Not Send radio buttons 

default based on the Direct Admissions Minnesota Configuration Default setting discussed 

above. If a student’s preference is updated from the default setting, the Override box will be 

checked, as well as the appropriate radio button for Send or Do Not Send.  
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To update the student’s value, click the edit button next to the Direct Admissions Minnesota 

field to maintain the Send, On Track, and Tier fields.  

• Direct Admissions Minnesota - This field is used to indicate the student’s participation 

in the Direct Admissions Program. The options are to Send, or Do Not Send, which 

will be populated by the default value setup into Direct Admissions MN Configuration 

and can be updated in Family/Student Access. There is also the option to override. 

Once this option is checked, you can change the selected value.  

 

• On Track for Direct Admissions – This field is used to indicate if a student is on track 

to graduation, which will then allow them to be admitted into participating colleges 

and universities based on their Tier. This value is calculated and updated by the 

Direct Admissions On-Track Calculation. You can check the option to override from 

the Student Profile and update the selected value.  

• Tier – This field is sent to the OHE and will determine which college and universities 

the student is directly admitted into. The Tier will be calculated based on the 

student’s Unweighted Cumulative GPA and populated by running the Direct 

Admissions Tier Calculation Utility.  
 

A History button is seen on the Transcript tab. This will display the changes made to Send, 

On Track, and Tier fields. 

 

 
 

The Student Profile > General > Profile contains the Graduation Date field which is used in 

the data submission to OHE. This should be entered for all students participating in the 

program. The field can be manually maintained in the individual Student Profile.  
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This can also be mass updated with the Student Graduation Date Mass Create/Change 

Utility located in Students > Setup > Utilities. In the utility you can range for students 

based on their current Grad Yr/Grade, Status, Graduation Status, and Retained Status. The 

utility will allow you to update the Graduation Date and update the Graduation Status field. 

For the purposes of the Direct Admissions Program, students should have a date entered, 

but the status would not yet be changed.  
 

 
 

Family/Student Access  

From Family Access and Student Access, respectively, guardians and students can be 

provided with the ability to review and even update their preference to have the student 

participate in the Direct Admissions Minnesota program. 
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The Electronic FERPA statement displays based on your school’s preferences and will only be 

shown for those students who are eligible to participate based on your district settings. If 

Direct Admissions Minnesota is not available for all students that fall within the family, you 

will see a message indicating that.  

  

The checkbox next to the statement, “I would like to participate in the Direct Admissions 

Minnesota program,” defaults according to your school’s preference. When checked, it 

indicates the student is participating in the Direct Admissions Minnesota program, and their 

qualifying information will be sent to the OHE. When unchecked, it signifies the student is 

not participating in the program, and no qualifying information will be sent to the OHE.  

  

Once the appropriate update is made to the checkbox, the value is automatically saved, and 

the student or guardian is notified that their update has been made. 

Academic Review 

On Track to Graduate Student Profile 

Now that students/guardians have been able to opt in, you will need to continue to do the 

academic review and ensure that students are meeting the criteria set forth by the 

Minnesota Office of Higher Education and determine which tier they fall into. To help with 

this, we have added an On Track to Graduate flag to the student profile. You will locate this 

by navigating to Office > Students > Student > Student Profile > Transcript: 

 

 
 

A student is ‘on track to graduate’ if they are going to complete the credits associated with 

the MN State Graduation Requirements plan. 
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Course Groups  

Rather than tracking going through and flagging students manually based on these 

requirements we have created a utility to calculate those students who are on track to 

graduate and update the field mentioned above. To run this utility, you will need to set up 

Course Groups, so the utility knows which courses align with a particular academic 

subject. To set up course groups navigate to Web Student Management > Office > Current 

Scheduling > Build Course Master > Codes > Course Groups (WS\OF\CS\BC\PS\CO\CG). 

 

  

 

There are three different ways to add courses to your course groups once they are created:  

1. Individually add Course Groups at the course level.  

2. Mass Add Course Groups to a range of courses.  

3. Add Course Groups via your Curriculum Master. 

  

**Note: You will need to make sure that courses from previous school years are added to 

course groups so that your Seniors have all their courses accounted for when this utility 

is run. This is a one-time setup and once your courses are added they will clone forward 

year to year. 
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Individual Course Group Add  

Adding courses to your course group individually can be found by going directly through 

your Course Master. Web Student Management > Office > Current Scheduling > Build 

Course Master > Course Master > Edit Course (WS\OF\CS\BC\CM\CM). 
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Mass Add Course Groups based on Course Range  

To Mass Add your course groups, you would use the Mass Change Course Master Utility 

to set the course groups by selecting your course ranges and then adding the course groups 

to the courses that fall within that range. Web Student Management > Office > Current 

Scheduling > Build Course Master > Utilities > Mass Change Course Master 

Fields (WS\OF\CS\BC\PS\UT\MC). 

 

 

Add Course Groups from the Curriculum  

To add courses to your Course Groups from the Curriculum level you would go to Web 

Student Management > Office > Current Scheduling > Build Course Master > Curriculum 

Master > Edit (WS\OF\CS\BC\CU). 

 

  

 

Once you add the Course Group to the curriculum, you must copy the Course 

Group to all the courses that exist within the curriculum. You do this by using the Mass 

Copy Curriculum Master Information Utility. Web Student Management > Office 

> Curriculum & Assessment > Curriculum > Utilities > Mass Copy Curriculum Master 

Information (WS\OF\CA\CM\PS\UT\CC).  
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On Track to Graduate Utility 

Now that you have your course groups set up, you will use them when running the MN On-

Track Calculation Utility. This utility will take the courses that students have achieved that 

fall within the course groups selected and calculate if the student has met the criteria or 

not. Remember, students are seniors this year, so set the credits required to graduate as 

the number of credits that they are supposed to have at this point in their high school 

career, not the total number of credits needed to graduate following their senior year.  

 

Depending on whether the student has or has not met the criteria, it will automatically 

update the On Track to Graduate Flag on the student profile. There is the option to override 

this flag if needed by navigating to the Student Profile > GPA > Transcript, if the override 

option is used, it will not be impacted by this utility. To find this utility, navigate to Web 

Student Management > Office > Grading > Transcripts > Product Setup > Utility > Direct 

Admissions MN On-Track Calculation (WS\OF\GR\TR\PS\UT\OT). 

 

In student ranges you will need to identify the 12th grade students and then select the 

Direct Admissions Minnesota send option. This ensures that you are running the transcripts 

for the correct grouping of participating students. 
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After you run the utility, it generates the Calculate Direct Admissions MN On-Track Status 

Report. This report will display which students are on-track and which are not, in addition to 

a breakdown of all the On-Track requirements that were set up within the utility ranges. 
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You will review this report and cross reference the students who are listed as ‘Met No’. If 

these students are in fact on track to graduate, you can choose to go and override the On 

Track to Graduate flag by navigating to the Student Profile > GPA > Transcript. Or you can 

update the On-Track Requirements Credits and run the utility again. 

Direct Admissions Tier Utility 

The next step is to calculate the tiers that students fall into which determines the 

universities and colleges they will be admitted to. To accomplish this, you will need to run 

the Direct Admissions Tier Calculation Utility. This utility is located in Web Student 

Management > Office > Grading > Transcripts > Product Setup > Utility > Direct 

Admissions MN Tier Calculation (WS\OF\GR\TR\PS\UT\DA). 

 

  
 

The Academic Tier is determined by the student’s Unweighted Cumulative GPA. 

 

 
 

The report can be run without checking the option to ‘Create and Send Direct Admissions 

Minnesota Data File.’ You would do this if you were interested in seeing where students fall 

into tiers, prior to sending the information to the OHE.  
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Running this utility will generate a report with the Tier Calculation as well as updating the 

Student Profile > Transcript Tab with the Calculated Tier. If the district determines a 

different Tier should be sent for the student other than the calculated value, they can Edit 

and check the option to Override before manually entering the desired Tier.  

 

 
 

If you do wish to generate and send the data file all students within the ranges will be 

processed. The reports will identify which students will be sent and those that will not be 

sent. The students who will not be sent will have a reason given. 
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Submissions Browse 

The Direct Admissions Submissions Browse can be found in Web Student Management > 

Office > Grading > Transcripts > Product Setup > Configuration > Direct Admissions 

Minnesota Submissions (WS\OF\GR\TR\PS\CF\DS).  

 

If there are sends available in the Send History for the Grad Year, you can expand to see 

this. You can also select “View All Students Sent” on the right of the browse to see the 

individuals included in the submission. 

 

 

Reporting 

You can generate reports when running Direct Admissions Utilities; however, in addition to 

these reports we’ve also added Direct Admissions fields to data mining. You can find data 

mining by navigating to Web Student Management > Student > Students > Data Mining 

(WS/ST/DM) and for Field Areas go to Transcript and then Direct Admission.  

 

Please pull and cross reference any/all students who are not on track to graduate and make 

sure that they are truly not on track so that they receive a tier and a letter with the colleges 

they are directly admitted to. 
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