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Division of Duties



Timeline Of Events

*Oversight and Coordination of Building Reporters:
• September- November: Expenditures reporting, Enrollment Instructional 

Design.
• October-January: Follow Up Reporting
• November- June: Enrollment Reporting.  

September/
October

• FA’s –Manage Users
• Begin Coordinating Expenditure personnel.
• Begin coordinating Follow-Up personnel.
• Begin coordinating Enrollment personnel and assisting with proper instructional design of 

classes.
• Oversee Work-Based Learning and Post-secondary credential collection.
• Class and staff enrollment data deadline

November Expenditures report submission 

January Follow-Up report submission

March/April CEPDS- Conduct CEPD Options selection process

May Student enrollment data deadline

June Enrollment report submission



Fiscal Agent
Timeline of Events

September Manage new users.
Begin coordinating Expenditure personnel.
Begin coordinating Follow-up personnel.
Begin coordinating Enrollment personnel and assisting with proper instructional 
design of classes.

October Class and Staff enrollment data deadline

November Expenditures report submission
Oversee Work-Based Learning and Post-secondary credential collection.

January Follow-Up report submission

April Oversee UIC/MSDS data review and maintenance. 

May Student enrollment data deadline

June Enrollment report submission

To practice procedures please visit: train.cteis.com and use your MILogin Credentials. 



CEPD Administrator 

September Assist new users.
Begin coordinating Expenditure personnel.
Begin coordinating Follow-up personnel.
Begin coordinating Enrollment personnel and assisting with proper instructional 
design of classes.

October Class and Staff enrollment data deadline

November Expenditures report submission
Oversee Work-Based Learning and Post-secondary credential collection.

January Follow-Up report submission

April Oversee UIC/MSDS data review and maintenance. 
Conduct CEPD Options selection process.

May Student enrollment data deadline

June Enrollment report submission/ CEPD Options Due June 8, 2023

Timeline of Events

To practice procedures please visit: train.cteis.com and use your MILogin Credentials. 



General Collection Process
Fall Course Collection

Expenditures

Follow Up

Enrollment Collection



CTEIS Reports

Reviewing 
Courses:

Instructional Design Report Export

List of Courses by Building Report

Go to Reports, then Building Reports

Under Program/Course Reports

Reviewing 
Students:

Check UIC Button

Bad UIC by Building Report

UIC With No Current MSDS Report

Go to Reports, then Building Reports

Under Audit Reports.

Reviewing 
Enrollment: 

Program Enrollment History Report

Go to Reports, then Building Reports.

Under Program/Student Reports.



CTEIS Reports

Reviewing 
Enrollment:

Program Counts Report

Go to Reports, then Building Reports

Under Program/Student Reports

Class Student List Report

Go to Reports, then Building Reports.

Under Audit Reports

Student Advancement Report Export 

Go to Reports, then Building Reports. 



Help Is Available

Technical Help

• For technical questions 

regarding data collection

• If you need assistance with   

importing or entering data

• For any issues relating to 

CTEIS operations or usage

PTD Help Desk

cteis.help@PTDtechnology.com

(800) 203-0614 or (517) 333-9363

Ext. 128

Policy Help

• For direct questions 

regarding OCTE policy issues

Joan Church

ChurchJ@michigan.gov

(517) 335-0360



Thank You

Don’t forget to fill out our 

Training Evaluation Form at

support.cteis.com

Questions?

Thank You!

We value your feedback!
Please fill out the survey questionnaire: http://support.cteis.com/Training/Registration-General-info/CTEIS-Training-Evaluation 

http://support.cteis.com/Training/Registration-General-Info/CTEIS-Training-Evaluation

