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Webinar Housekeeping
Our goal is to make sure you can actively participate and have your questions answered.

How to ask a question:

To use live captions:

1. Click on the “More” option along the Teams 
webinar control panel (top of your screen).

2. Click on “Language and speech” and then 
“Show live captions.”
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Agenda

• Key Resources and Overview of Course Roster Submissions
• Understanding Course Roster Requirements
• Course Roster Submission Process
• Errors and Resolution
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NJSLEDS Resources for Course Roster Submissions
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Where to Find Resources
Home with solid fill

The NJSLEDS Homepage

The NJSLEDS User Resources Page

The NJSLEDS Trainings and Webinars Page

The NJSLEDS Key Documents Page

The NJSLEDS News Page

The NJSLEDS Homepage links users to important updates and information occurring within NJSLEDS.

The NJSLEDS User Resources Page is a comprehensive hub for managing data submissions effectively. 
Detailed resources are available on individual submission pages.

The NJSLEDS Trainings and Webinars Page provides links to recorded training sessions, descriptions, 
and details on how to join live webinars. Live sessions will be available throughout the school year.

The NJSLEDS Key Documents Page is the primary resource for accessing essential materials related to 
the system. This page ensures districts have the tools they need to navigate and fulfil their data reporting 
obligations effectively and efficiently.

The NJSLEDS News Page keeps you informed on the latest developments, key milestones, and updates.          

https://www.nj.gov/education/sleds/
https://www.nj.gov/education/sleds/
https://nj.gov/education/sleds/resources/index.shtml
https://nj.gov/education/sleds/training/
https://nj.gov/education/sleds/keydocs/
https://nj.gov/education/sleds/sledsnews/index.shtml
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Student and Staff Course Roster Submission Data Handbooks
The Student Course Roster Submission Data Handbook and Staff Course 
Roster Submission Data Handbook are required resources available on the 
NJSLEDS User Resources website. All districts must refer to it when preparing 
submissions.

Before submitting:

• Review all definitions, notes, and common errors.

• Understand that not every data element is required for every submission.

• Be clear on how each element should be implemented.

To support accurate, compliant data submissions:

• Share the handbook with your data coordinator or data administrator.

• Ensure that the data you collect aligns with NJDOE requirements.

• Review your data for accuracy—clean data now means fewer errors and 
saved time later.

If a definition is unclear or difficult to apply in your context, please contact the 
NJSLEDS Help Desk by using the "Contact Help Desk" button on the NJSLEDS 
system homepage. We’re here to help.

https://www.nj.gov/education/sleds/resources/roster/docs/NJSLEDS_Student-Course-Roster_Handbook.pdf
https://www.nj.gov/education/sleds/resources/roster/docs/NJSLEDS_Staff-Course-Roster_Handbook.pdf
https://www.nj.gov/education/sleds/resources/roster/docs/NJSLEDS_Staff-Course-Roster_Handbook.pdf
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Course Roster Templates

Student and Staff Course Roster templates

Course Roster User Resources NJSLEDS User Resources

website

The Student and Staff Course Roster templates are a key component of the data reporting processes.

The purpose is to help you manage and report data to meet state and federal requirements.

We provide these templates to collect core data for course roster submissions and ensure that districts report 
consistent and accurate data in compliance with the law.

These templates can be found under the Course Roster User Resources on the NJSLEDS User Resources 
website. Please note these templates must be saved as .CSV UTF-8 files to be uploaded into NJSLEDS. 

https://www.nj.gov/education/sleds/resources/roster/
https://www.nj.gov/education/sleds/resources/roster/
https://nj.gov/education/sleds/
https://nj.gov/education/sleds/
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CDS Codes

District Staff assignments must be 
reported using the appropriate CDS 
Codes as specified in the CDS 
application. 

To find a list of valid codes, please 
refer to the County District School 
Code List.

If you are unable to find a school 
code for the staff's location within 
the current NJSLEDS County District 
School Code List, kindly contact the 
NJSLEDS Helpdesk.

A close-up of a document

AI-generated content may be incorrect.

https://homeroom4.doe.state.nj.us/cds/
https://homeroom4.doe.state.nj.us/cds/
https://www.nj.gov/education/sleds/keydocs/docs/County_District_School_Code_List.xlsx
https://www.nj.gov/education/sleds/keydocs/docs/County_District_School_Code_List.xlsx
https://www.nj.gov/education/sleds/keydocs/docs/County_District_School_Code_List.xlsx
https://www.nj.gov/education/sleds/keydocs/docs/County_District_School_Code_List.xlsx
../homeroom4.doe.state.nj.us/cds/doc/CDS_Users_Manual.pdf
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How to Contact the Help Desk

The NJSLEDS Help Desk is available Monday through Friday from 8:00 AM to 5:00 PM at (609) 376-
3970.

Web Form: *Preferred* Use the Contact Help Desk button in the NJSLEDS system homepage to 
submit a web form ticket.

Provide your full name, district/school code, and reason for inquiry.

Refer to your case number and confirmation email sent by NJSLEDS.
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Course Roster Submission Overview
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Course Roster Overview

Links students and teachers to 
track instructional responsibility

Monitors course participation to 
understand student enrollment 

across subjects

Ensures equity and highlights 
gaps in access to key coursework

Guides planning to inform staff, 
curriculum, and funding 

decisions

Why Does Course Roster 
Data Matter?
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Course Roster Submission Overview

NJSLEDS collects one Course Roster 
Submission per school year, 

and is submitted after the close of 
the school year from July 2-August 3, 

2026. 

Both the Staff and Student Course 
Roster data should reflect all 

courses taught during the school 
year

All Local Education Agencies (LEAs) 
must submit: Student Course 

Records for all students attending 
their district AND Course Records 
for Teachers of Record assigned to 

their district
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Course Roster Submission Data Usage

Course Roster 
Submission Data

NJDOE 
Performance Reports

NJDOE 
mSGP District Report
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Course Roster Submission Overview

• For the 2025-2026 Course Roster Submission, a district should only submit information for 
courses taught in the 2025-2026 School Year

• All staff submitted to Staff Course Roster must appear in current Staff Management records

• All attending students in your district must be submitted to Student Course Roster regardless 
of whether your district reports the student in the Student Management Submission (with the 
exception of a small number of academy schools)

• Both active and inactive student and staff records are reported to the Course Roster 
Submission
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Upcoming Course Roster Submission Dates and Deadlines

School Year 2025-2026 Action 

July 2, 2026-August 3, 2026 Official Course Roster Submission Period

The Official Course Roster Submission compares Course Roster records to the 
Student Management and Staff Management End-of-Year Snapshot data.
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Understanding Course Roster Data and 
Reporting Requirements
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Course Roster Submission Reporting Requirements: 
Special Schools & Agencies

The Course Roster Submission has specific reporting requirements for special schools and agencies 
as outlined below:

Required to Submit:

• Special Services School Districts (SSSDs)

Not Required to Submit:

• Approved Private Schools for Students with Disabilities 

(APSSDs)

• Nonpublic Locations

• Educational Services Commissions (ESCs)

• Department of Children and Families (DCF)
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Understanding Course Types

Course Type When to Use

S1 Standard course taught by one teacher assigned to your district

S2 Standard course taught by co-teachers assigned to your district

R Remote course physically attended by the student off-site and taught by staff assigned or not 
assigned to your district

C College level dual enrollment/dual credit course taught by staff assigned or not assigned to 
your district

O Online course taught by staff assigned or not assigned to your district

Most courses will be reported as S1 or S2
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Course Type Validation & Reporting Requirements

Course Type Do I need a Course 
Roster Record?

Does that teacher need to be in 
Staff Management?

Does the school need to match?

S1 Yes - one teacher is 
required

Yes- the SMID must exist in Staff 
Management

Yes – the school must match one 
of the teacher’s assigned 
locations

S2 Yes – more than one 
teacher is required

Yes – each SMID must exist in Staff 
Management

Yes – the school must match 
each teacher’s assigned location

R,C, O 
(teacher assigned to your 
district)

Yes – report the Staff 
Course Roster Record

Yes – the SMID must exist in Staff 
Management

Yes – the school must match the 
teacher’s assigned location

R,C, O 
(teacher not assigned to 
your district)

No – Staff Course 
Roster record not 
required

N/A N/A
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How to Determine a SCED Code for a Course

Access the SCED 
Code List

Match Your 
Course to the 

SCED 
Description

Assign All 
Required SCED 

Elements

Verify in the 
Course Roster 

Data Handbook

Use the NJSLEDS SCED Code and SCED Course Identifier List

https://nj.gov/education/sleds/keydocs/docs/NJSLEDS_SCED-Course-Codes.xlsx
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Grade Span Field and Self-Contained Classes
Grade Span and Subject Area Basics

• Grade Span is required for all Prior-to-Secondary courses

• 4 character alphanumeric code (no decimals)

• Shows the intended placement of the course, not student grade levels:
• Ex. K-1 course       KG01
• Ex. Grade 2 only        0202

• Self-Contained K–5 Courses with no single subject         Subject Area 73



nj.gov/education/sleds 24

Course Reporting Guidelines
Transcript Data

• If a course appears on a student’s transcript/report card and offers credits, then it must 
be reported.

• Courses that don’t clearly fit one subject area can usually be found in the 
Miscellaneous section of the SCED codes manual

• For Secondary Courses where students do not receive a grade, report the Available 
Credit as 0.000 

• AP and IB courses have their own specific SCED codes and must be reported using 
those codes

• Structured Learning Experiences (SLEs) should be reported using a SCED Course code 
that ends with 48 or 98
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Additional Course Roster Considerations

Reporting Students Who Leave My District Without Completing a Course

• Inactive student records are allowed in the Course Roster Submission

• Important: Any Inactive students who completed a course must be reported even if they are no longer enrolled in the 
district

• Students who left the district before completing a course do not have to be reported, unless the district chooses to 
include them (report “NG” -no grade- in the Completion Status field)

Teacher on Leave and Long -Term Substitutes Reporting Requirements

• Long-term substitutes are certified by the state (Standard/CE/CEAS) and work in the same role for more than 20 
days in an academic year

• If a teacher goes on temporary leave (illness, sabbatical, maternity leave, etc.) and a long term or permanent sub 
comes in, both the teacher on leave and the substitute should be reported to the Course Roster Submission

• When reporting a teacher who leaves a course section due to temporary leave, be sure to include the Section Exit 
Date
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Section Entry Date and Section Exit Date
• All student and staff members should have a Section Entry Date and a Section Exit Date

• These dates are specific to the unique student / staff member

Example of a Course that runs September - June

Teacher A How to Report

Enters Course: September 2nd Section Entry Date: 20240902

Exits Course: December 2nd Section Exit Date: 20241202

Example of a Staff member returning in May

Teacher A How to Report

Enters Course: May 1st Section Entry Date: 20250501

Exits Course: June 18th Section Exit Date: 20250618

Report most recent entry/exit dates
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Course Roster Submission Steps
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Submission Process Overview

Step 6: 

Submit by the 
deadline

Step 5: 

Review and 
clean up your 

errors

Step 4: 

Upload your 
Course Roster 

data

Step 3: 

Log into the 
system

Step 2:

Review and 
validate your 

data

Step 1:

Prepare Course 
Roster data for 

upload

Reminder: During the official submission, your course roster data will be validated based on the 
End Of Year Snapshot data for Student and Staff Management
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Preparing Your Course Roster Upload

• Staff Course Roster Template A (with headers and dropdowns) 
• Staff Course Roster Template B (headers only)
• Student Course Roster Template A (with headers and dropdowns)
• Student Course Roster Template B (headers only)

Templates are provided on the NJSLEDS website to help districts accurately format 
and submit Staff and Student Course Roster data. Select the template that aligns 
with your source information system (SIS).

https://www.nj.gov/education/sleds/resources/roster/docs/NJSLEDS_Staff-Course-Roster_Template-A.xlsx
https://www.nj.gov/education/sleds/resources/roster/docs/NJSLEDS_Staff-Course-Roster_Template-A.xlsx
https://www.nj.gov/education/sleds/resources/roster/docs/NJSLEDS_Staff-Course-Roster_Template-B.xlsx
https://www.nj.gov/education/sleds/resources/roster/docs/NJSLEDS_Staff-Course-Roster_Template-B.xlsx
https://www.nj.gov/education/sleds/resources/roster/docs/NJSLEDS_Student-Course-Roster_Template-A.xlsx
https://www.nj.gov/education/sleds/resources/roster/docs/NJSLEDS_Student-Course-Roster_Template-A.xlsx
https://www.nj.gov/education/sleds/resources/roster/docs/NJSLEDS_Student-Course-Roster_Template-B.xlsx
https://www.nj.gov/education/sleds/resources/roster/docs/NJSLEDS_Student-Course-Roster_Template-B.xlsx
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Submission Uploads
The Submission Upload tab allows users to quickly and securely upload data files directly into the system.

Click on the 
“Submission Upload” 

tab.

Select “Student or Staff 
Course Roster” in the 

Submission Type 
dropdown.

Enter any 
comments/notes 

related to the file you 
are submitting in the 

“Comments” text box.

Click “Next”.
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Submission Uploads

After clicking “Next”, you 
will be directed to upload 

your file.

Choose your .CSV UTF-8 
file for the Student or 
Staff Course Roster 

submission and either 
“Upload File” or drag and 

drop it into the gray 
square.

The file will immediately 
begin to process once 

uploaded. Click “Done.”

Users will be redirected 
to the Submission History 

tab.

StaffCourseRoster.csv



NJSLEDS Submission History Tab
The Submission History tab allows users to view the status and details of their submission uploads, including errors and/or warnings 
during validation.

Once the file is submitted, 
users will land on the 
“Submission History” tab, 
where users can track 
uploads and status updates.

File status will show “In 
Process” immediately after 
upload.

File status will update to 
“Processed” once validation 
process is complete.

Users will receive an email 
once upload is processed, 
including any errors found 
during validation. Check for 
errors.

Please note: This tab only displays 
the details/status of submission 
uploads whereas the Submission 
Records tab provides a historical 
view of all submitted records .

Staff Course RosterStaffCR.csv



Click on the “Submission 
Records” tab and select 
“Student or Staff Course 
Roster”.

Users can use filters on 
the left navigation to sort 
and filter the data 
displayed.

Users can download the 
report using the “Export” 
button. The export will 
include any filters that 
were applied.

The Submission Records tab enables users to view, filter, and export 

records submitted by themselves or other users in the district.
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Troubleshooting Common Course Roster Questions
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Reminders

Before You Submit
• Validate your data in your source system before uploading. While delete request templates are available, they 

should be used sparingly and should not be part of your normal reporting workflow. Taking the time to verify 
your data and confirm correct files are ready to upload can help avoid waiting to hear back on delete requests 
which typically take 1-2 weeks to process

• Verify your file is saved as CSV UTF-8 and that leading zeros have not been removed from fields such as 
County, District, or School Codes.

• Tip: Open the CSV file in a text editor (such as Notepad) to confirm leading zeros are present before 
uploading.

Error Reports
• Course Roster Submission Records and Error Reports are processed overnight.

• Files submitted before 11:59 p.m. will have error reports available the following morning.
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Reminders

Out of Sync Errors
• During the Official Submission Period, Course Roster is validated against the End-of-Year 

Student Management and Staff Management Snapshots
• Because snapshot data cannot be modified after the snapshot closes, Out of Sync errors 

cannot be corrected by updating the snapshot
QSAC Reminder
• Districts will not be negatively impacted in QSAC for data quality issues resulting from 

known NJSLEDS system limitations
• Refer to the NJSLEDS website for the latest QSAC guidance and updates
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Linking Students and Teachers in Course Roster

To successfully link students and teachers to the same course section in NJSLEDS:
1. Export your Student and Staff Course Roster data from your Student Information System (SIS)
2. Ensure the Course Identifier elements match exactly between the Student Course Roster and Staff 

Course Roster records
3. Report the teacher responsible for the course and all students enrolled in that course section using 

the same Course Identifier elements
The following nine Course Identifier elements must match exactly:
• Subject Area
• Course Identifier
• Course Level
• Course Sequence
• Local Course Code
• Local Section Code
• County Code Assigned
• District Code Assigned
• School Code Assigned
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Course Roster Out of Sync Errors
Student Course Roster

• An "Out of Sync" error means the student course roster record does not match the student's record in 
Student Management, or a required student is missing from your course roster file.

• NJSLEDS checks that:

• The StateIdentificationNumber (SID) matches exactly, and

• The assigned school matches the correct school in Student Management:
• CountyCodeAssigned
• DistrictCodeAssigned
• SchoolCodeAssigned

• For shared-time students (EnrollmentType = S), the codes must match:

• The attending codes if ReportedSharedVoc = Y (vocational district)

• The resident codes if ReportedSharedVoc = N (academic district)

• If the SID or school location does not match, the record is flagged as Out of Sync.
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Course Roster Out of Sync Errors
Staff Course Roster
• An "Out of Sync" error means the staff course roster record does not match the staff member's record in Staff 

Management. NJSLEDS compares your Staff Course Roster file to Staff Management and checks that:

• The StaffMemberIdentifier (SMID) matches exactly, and

• The assigned school matches one of the staff member's assignment locations in Staff Management:
• CountyCodeAssigned
• DistrictCodeAssigned
• SchoolCodeAssigned

• Staff Management allows up to six assignment locations per staff member (CountyCodeAssigned1-6, 
DistrictCodeAssigned1-6, SchoolCodeAssigned1-6). When a staff member works in more than six schools within the 
same district, you can now enter 000 in the School Code Assigned for one of the six assignment slots to mark an overflow 
assignment, as long as all six slots are populated with your County and District codes. Staff Course Roster records will 
then match on County and District

• The CountyCodeAssigned, DistrictCodeAssigned, and SchoolCodeAssigned reported in Staff Course Roster must match 
at least one of those six sets. 

• If the SMID or the assigned school codes do not match Staff Management, the record is flagged as Out of Sync.



nj.gov/education/sleds 41

NJSLEDS Course Roster Record – New Record vs. Updating/Overwriting
• NJSLEDS determines whether a Course Roster record should be updated or created as a new record by 

comparing a set of key fields between submissions. If all key fields match an existing record, NJSLEDS treats 
the submission as an update and overwrites the existing record with the new information.

• However, if any one of the key fields changes, NJSLEDS considers the submission to be a different course 
roster record and creates a new record rather than updating the existing one.

• For Student Course Roster records, the following key fields must match exactly between submissions:
• StateIdentificationNumber (SID)
• CountyCodeAssigned
• DistrictCodeAssigned
• SchoolCodeAssigned
• SectionEntryDate
• SubjectArea
• CourseIdentifier
• LocalCourseCode
• LocalSectionCode
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NJSLEDS Course Roster Record – New Record vs. Updating/Overwriting

• For Staff Course Roster records, the following key fields must match exactly between submissions:
• StaffMemberIdentifier (SMID)
• CountyCodeAssigned
• DistrictCodeAssigned
• SchoolCodeAssigned
• SectionEntryDate
• SubjectArea
• CourseIdentifier
• LocalCourseCode
• LocalSectionCode

• For example, if a district changes the LocalSectionCode, CourseIdentifier, or SectionEntryDate between 
uploads, NJSLEDS will not recognize the submission as the same record. Instead, it will create a new Course 
Roster record because the key field combination no longer matches the previously submitted record.

• This approach helps preserve the accuracy of historical and longitudinal data



nj.gov/education/sleds 43

Steps to Fix Errors
Filter to Error Records: Go to the “Submission Records” tab, then filter those records to show only those with an “Error” 
status.

Export and Review: Export both your filtered Submission Records view and the Error Report. Use them together to identify 
which records need to be corrected.

Correct the Data in Your Source System: Log into your student information system (SIS) or other local source system and 
make the necessary data corrections at the source.

Re-Export Your Submission File: After corrections are saved in your source system, generate a new .CSV UTF-8 file.

Re-Upload the Correct File to NJSLEDS: Upload the updated file in the “Submission Upload” tab to confirm that the errors 
are resolved.

Repeat (if needed): Continue this process until all errors are cleared and your file has all valid records.



Home ID Management Submission UploadSubmission Records Submission History Reports

Student Course Roster Record

Click on the “Export” 
button within the Error 
Report.

The export will include 
any filters that were 
applied.

Check your 
“Downloads” folder on 
your device to open 
export.

The Submission Records tab allows users to export error reports and download onto their device if their submission contains errors.

Please note: The error report 
layout will be different than the 
submission layout. It should only 
be used as a guide.



Home ID Management Submission UploadSubmission Records Submission History Reports

The Error Report allows users to view and sort errors by type or level . 

The error report 
automatically sends 
users to the record 
level view.

Users can use filters 
on the left navigation 
to sort and filter 
errors.

To see details about 
a specific error, click 
on any record on the 
error report.



Users can view and navigate through the downloaded error report on their device. 

This will allow users to easily identify, sort, update, and resolve their errors.

Access your Downloads 
Folder on your device and 
open the file.

Click on Sort & Filter 
button to add filters on 
columns.

Navigate through sorted 
data to easily identify and 
resolve errors. Apply these 
changes to your SIS and 
re-pull your submission.

Please note: The error report layout will be different than the submission layout. It should only be used as a guide.
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Appendix
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Reference:  Prior-to-Secondary vs. Secondary SCED Codes

• A course in high school can carry a Secondary SCED while not offering credit toward a diploma (i.e., an extra 
period to enhance study skills that carries no credit)

• If the course appears on the student’s transcript for zero credits, the district can determine whether they want 
to report the course

The Prior-to-Secondary NCES SCED 
codes do not tie to a student’s 

progression toward a high school 
diploma

The Secondary NCES SCED codes 
are for those courses that will earn 

the student credit toward a high 
school diploma
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Reference: Reporting Service Rosters
• Districts are not required to report service rosters in the Course Roster Submission

• Districts that opt to report service rosters can do so by creating a separate course section that is specific to 

the service being provided

Teacher A (Primary Teacher):

• Responsible for all students in the course

• Assign the main course section

Teacher B (Inclusion Teacher):

• Works cooperatively with Teacher A to provide services for 

a subset of students in course

• Assign additional course section with a different local 

section number
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Reference: College Level Dual Enrollment
Reporting Students taking College Level Courses

If the college-level course is taught within district 
by staff assigned to your district:

• The course is reported with the best matching 

NCES SCED code

• The staff member(s) teaching the course are 

reported

• The students assigned to the course are 

reported

• Course Type = C (for college level)

If the college-level course is taught at a college by staff 
not assigned to your district:

• The course is reported with the best matching NCES 

SCED Code

• The staff member(s) teaching the course are NOT 

reported

• The students assigned to the course are reported

• Course Type = C (for college level)

A course Type C should only be used if there is an existing articulation agreement between 

the high school and a college or university
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Reference: Course Roster Data Elements
LEAs will submit two types of files to the Course Roster collection

The first will contain staff-specific course data 

The second file will contain student-specific course data

• LSID
• SMID
• Staff First Name
• Staff Last Name
• Staff Date of Birth
• County Code Assigned
• District Code Assigned
• School Code Assigned
• Subject Area
• Course Identifier

• LID
• SID
• Student First Name
• Student Last Name
• Student Date of Birth
• County Code Assigned
• District Code Assigned
• School Code Assigned
• Subject Area
• Course Identifier
• Course Level
• Available Credit

• Course Level
• Available Credit
• Grade Span
• Course Sequence
• Local Course Title
• Local Course Code
• Local Section Code
• Section Entry Date
• Section Exit Date

Staff File Data Elements Student File Data Elements

• Grade Span
• Course Sequence
• Local Course Title
• Local Course Code
• Local Section Code
• Section Entry Date
• Section Exit Date
• Credits Earned
• Numeric Grade Earned
• Alpha Grade Earned
• Completion Status
• Course Type



Follow Us

Facebook 
@njdeptofed

Instagram
@newjerseydoe

Threads
@newjerseydoe

nj.gov/education

X
@newjerseydoe

LinkedIn
New Jersey Department of Education

YouTube 
@newjerseydepartmentofeduca6565
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Thank You

NJSLEDS Project Team
Office of Data Management

NJSLEDS@doe.nj.gov
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