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BUILDING COURSE REVIEW

In order to ensure that OCTE can accurately answer questions about the number of 
operating CTE programs each year, districts will be required to submit a report 
indicating all PSNs that will operate in the coming school year and the primary teacher 
who will be providing instruction. To minimize the amount of additional work required of 
districts, OCTE will collect this information by simply requiring districts to enter at least 
one course section for each teacher for each PSN into CTEIS, then submit this 
information in the fall. Of course, districts may choose to enter all of the course sections 
to be offered for this collection.  Furthermore, you may continue to update your course 
details such as course dates, virtual learning delivery, and high school or college credit 
awarded  prior to the spring collection deadline.

To review and submit your fall collection:

1. Log into CTEIS at: milogintp.michigan.gov using your 
MILogin username and password.

2. From the navigation bar, click Data Entry, then Building 
Course Review.

3. Use the Select District drop-down list to indicate the district for which you are
compiling reports. The data grid displays a list of your active buildings.

http://www.cteis.com/
https://milogintp.michigan.gov/eai/tplogin/authenticate?URL=/uisecure/tpselfservice


2

4. Click the View button to the left of a building name to run the building review
routine. The review process lists all courses you have entered as well as their
details.

5. Add staff members to any courses that appear highlighted in red by utilizing the
Course Staff panel on the Manage Courses screen. You may click the Export
to Excel button to export course lists into an Excel spreadsheet.

If course staff are currently unknown, you may leave them blank. However, you are 
encouraged to enter your staff to the best of your ability by the submission deadline.

6. When your courses are error-free, click the Complete button within a building's
row to submit its data for review.
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