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What's New This Spring?

CTEIS

- MILogin launched in February.

Important Dates:
- Spring Enrollment due to CEPD Administrators June 9, 2022,

— EMC(C/Dual Enrollment and work-based learning is also due at this time.

— Preliminary credentials due June 23'; Final credentials due August 31%,

- Students need to be enrolled in classes by May 13 so OCTE can
match records to the MSDS.
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What's New This Spring?

CTEI

Remember:

- Attempt to maximize the number of Student Advancements and
Concentrators your programs should produce:
Concentrators:

*  Have completed at least
8 segments (2.0 grade or higher)

¢ Perkins 5 Competencies 2 PC(C’s
More than Concentrators:

* (2.0 grade or higher) Have completed all
12 segments.

*  Perkins 5} 3 or more PCCs
* 2 PCCs plus OCTE approved credential .
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Spring Enrollment Data Collection

Spring Enrollment data determines how funds will be
distributed next year.

What do I need to verify?

* (TE course sections are entered accurately.
* Teachers are properly assigned to classes.

* Students have valid UI(s.

* Students are enrolled in the correct courses
and will receive the segments/competencies
they need.

* (redentials are linked to students correctly.

*  Work based learning experiences are recorded.
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Optimizing Spring Enrollment

CTEIS includes many tools and features to assist with data

entry and verification.
We will verify entry of:

(Courses
*  Students
Knrollments

* Importing data
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Help Is Available
Technical Help Policy 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

‘

« For direct questions regarding

OCTE policy issues

Joan Church
ChurchJ@michigan.gov
(517) 335-0360
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Checklist for — -

Enter, impart, or update course section information by checking that:

D I : - All courses for the school year zre enterad.
a.)ta) ntry - BEMC and Dual Enrollment courses are identified and entered comacthy.

- Detes for the courses are correct.
- A pnmary teacher and all addmonal staff are assigned to each course.
- Course sechon codes are correct.
- Instructional design allows proper segment allocation.
Manage Staff

Entar or update teacher information by verfying that each classroom staff member haz a
record in CTEIS. Maka sure all PIC's are valhidated.

Manage Students

Entar or update student infermaton either manually orvia impaort.
Rewview student information using: O
- The Check UIC button.
- Thereports: Bad UIC by Building and UIC With Mo Cument MSDS.

Manage Enrollment

Enroll students in coursa rough the use of the CTEIS File Import feature.
Check studants enter and esat dates to maks sure that they fall within the course
sectiondates. O

Check CSCsto ensure students are enrclled in the correct courses.
Verify that students are within the corect subsections.

Verify that students will recerve the proper segments andfor competencies.

Manage Credentials O
Entar or update student credential information either manuzlly orviz import.
Manage Work Based Learning O

Enter or update student work-basedlearning experiences either manually or via import.

Validation and Submission
Use thevalidation tool to check for emrors.
Resolve any studant UIC or MSDS issues. 0
Rewview student segment profiles to ensure advancement of students correcthy.
Review reports tovenfy the number of studant advancements.
Submit fzll course and student enroliment data.
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Manage Courses

Use an instructional design form when entering courses.

Please note: Building reporters are not responsible for
building design please contact an Instructor to verify course

information.
ENROLLMENT » Look for the Data Entry link.
» (lick on Manage Courses.
Manage Students » Here you may:

Manage Courses N * Add a new course section
Mass Course Edits

* Kdit individual course sections

Manage Staff * (Copy course information

o
O
O
© Manage Enrollment
o
o File Import
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Mass Course Edits

CTEIS

Mass Course Hdits allow you to update multiple records
simultaneously.

» (o to Data Entry, then Mass Course Edits.

ENROLLMENT » The fields you may mass edit include:

* Beginning and ending dates

o Manage Students
o

© Manage Courses Semester
o Mass Course Edits * Virtual delivery mode
© Manage Enrollment ° High school credits earned
o Manage Staff ,

. ° * (College credits earned
o File Import

» You may also Mass Deactivate courses using
this feature.
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Import Courses

CTEIS allows you to import course details from a Student
Management System.

» Go to Data Entry, then
Student/Course/Enr. Import.

» Select the building you wish to import
course information into.

» C(lick the Import Enrollment File Button

* Browse for your import file.

* If all data is correct with no errors,
Click the Upload button.

* Krror free student information is
updated. Results are indicated by
color and shown at the top of the grid.
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Review Courses

Instructional Design Report

® Show the courses operating
during a selected year.

Go to Reports, then Building

FSN_ CipCods og
20549 11,0201 I1]2]alals|6|7]8]9 0] nluzlal

)
20549 110201 P4 Comguter Programming | 51 HSCT861-1 '9/3/2019 1004560894000 ] 63070 Avondale Schoc Avondale Shc Avondale High School 05976
o 20549 110201 P4 Computer PTOGTMMING NSL HSCTAG3-L 3/3/2019 1004560835000 39 6307 Avondale schoc Avondsle Sh Avondale HIgh School 05576
2uas 110201 P4 Computer FrOGIMMIN 151 HSCT4R3-2 3/3/2019 1004560835000 =
20549 10200 P4 ComputerFrogramming 152 HSCTeG2-1 12312020 vz000TIORYZD »
20549 130200 P4 Computer programming 152 HscTenz2 1/23/2020 v2000TORYZD »
2059 110201 P4 Computer Frogramming 152 HSCTena.1 1/23/2020 w2300 T0YZD =
2059 11020 P4 Computer programming 152 HSCTena 2 1/23/2020 0230007000120 =
nder 0ooTam urse S i s moes | umeicomes 2
20543 110201 B4 Computer Programming IISL HSCTa63-1 $/2/2021 100856083%000 3 630 Avondale Schoc Avondale Schc Avondale High Schaol 03576
o . 20549 11,0201 P4 Computer Programming 151 HSCTe61-2 sfa/mat 2 2 33 6307 Avondale Schoc Avondale Shc Avondale High Schaol 05376
20549 110001 P4 ‘Computer Programming ISL  WSCTeg3-1 $/2/2021 1008560894000 33 6307 Avndsle Schoe Avondsie SehcAvondsle High Schaol 15976
20549 110001 P4 ‘Computer Programming 151 WSCTe61-2 9/2/2021 1001506000 1234560000000 1234560000000 1000000000000 33
20509 110001 P4 Comguter rogramming 152 SCTe64-13 9/2/2021 023000700020 0ODDUCO00000 00DOUCO00000  00O000GDNC000 39
20509 110201 P4 Computer ProgramMINg 152 WSCTAGH-1322 9/2/2021 023000700020 OODUCO00000  OGDDUO00000  DOO000C0OUC00 33 63070 AVONle SCNOC AVOndale SCNC Avondale HIgN Scnaal 05376
20509 110201 P4 Advanced Studies nCTEIS]  HSCT 533-17 20/ 39 63070 Avondale Schoc Avondale Sche avondale High Schoal 05976
3 607 Avondsle Schoc Avondale schc vondale Hgh School 05376

20543 110201 P4 ‘Comguter Programming | 51 HSCTa61-1 2/10/2022 100456065%000

Use this report to verify:

* That your classes have been
entered in C'TEIS accurately for
the current year.

* That your courses offer the 12
segments required for your
programs to produce student
advancement.
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Review Courses

List of Courses by Building Report

® ShOWq ELH COUTSES operating CTE Course Listing for Bldg MICHIGAN
durin ‘th ‘t h 1 ! (E":FELW‘“ e Michigan Department of Education
g the current school year CTEIS
within a selected building. E——

District: (00000)- Community School District

Building: (00000)- Junior/Senior High School
PSN/Program:  (99999)- Agr, Agr Oper & Rel Sci

> Go to BBPOTtS, then B'Ilildi]]g RGPOI’tS. ClpCode: __(01.0000)- Reg

Course Section Code and Class Name Room| Hour Sem. BeginDate| End Date Staff Name Virt.| Dual
> AgriSci1i_S1_1 - Agscience 1 - Sem 1 Agris | 1-2 1 9/4 M M. Rice NV | Ni
Under Program / Course Reports. e 515 Apares 1 e on [ 67 |+ | ow e
AgriSci1_S2_1 - Agscience 1 - Sem 2 Agris | 1-2 2 2/12 6/11 M. Rice NV N1
. . AgriScii_S2_6 - Agscience 1 - Sem 2 Agris | 6-7 2 212 6/11 M. Rice NV | N1
> Use this report to verify: Dua Envolmnt (Dual En )
-- : Unknown / Not Entered Y2 : EMC course with dual enrollment
. . N1 : Regular course without dual enrollment N2 : EMC course without dual enrollment
[ Y1 : Regular course with dual enrollment Y3 : Non-State course with dual enrollment
That your classes within a 9
3/27 5:21:38 PM Revised 5/18 Page 1 of 1

building (or PSN) have been
entered into CTEIS accurately for
the current year.

* That your course detail fields are
accurate.
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Manage Students

It is extremely important that this information is entered
correctly as it 1s used to:

* Make sure student information is recorded correctly.

Allow Follow- Up reporters to contact students.

ENROLLMENT » (o to Data Entry, then Manage Students.
» From this screen, you may:
o Manage Students N * Add new student records
© Manage Courses * Hdit / Review pre-existing student
o Mass Course Edits records
© Manage Enrollment * View student enrollment history and
© Manage Staff segment profiles
o File Import
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Import Students

CTEIS allows you to import student demographic details
from a Student Management System.

» Go to Data E th _ DEmEmEm
O O a.l a-’ n 9 en Q, Total Students: 3 Total Enrollments: 2 Studems Updated: 3
Student/Course/Enr Import R — - oo e s o
L] L [} u Purple M 172001 63070 00161 63465 634
0-2 DLT 01/15/2022

» Select the building you wish to
import student information into. =

» Beneath selected Building name,
click the “Tmport Enrollment File”
link:

* Browse for your import file.
* (lick the “Upload” button.

* Review import information and
click “Upload button” when ready.
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Review Students

Check UIC Button —_—

* Allows you to verify student UICs 101010109
. . UIC Status: UIC Valid
without saving records. UIC Status Date:1/17

Bad UIC by Building Report

*  Shows the UIC, student name,
gender, date of birth, and UIC

errors of all enrolled students ([ 2z offc ofcarer s Tt Escation- OTES Repot =N
iy - R CTE CTEIS
within a building. Invalid UICs
CEPD 99

Fiscal Agency School District (22222)

> GO tO Bveports, then Bl]j.].dj.n.g Beport’s- Building High School (33333)

Home Facility High School

L4
» Under Audit Reports. 6T sudenitiome TGander] 008 | T
6686688868 Aman, N. M 5/21/2001 Core fields do not match submitted UIC (8888688888)
b . 9999999999 Bman, H. M 4/412002 Core fields do not match submitted UIC (9959999999)
> Use this report to:

* Locate and print students who do not pass the 4483 validation check.
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Review Students

Expired MSDS Check Date Report
*  Displays a list of students who have not been updated within the MSDS.

Michigan Department of Education MICHIGAN
(. Gmw that works for Michigan Office of Career and Technical Education - CTEIS Report > Y
: CTEIS

UICs with No Current MSDS Record

CEPD 99
Fiscal Agency School District (22222)
Building High School (33333)
Home Facility High School

umc Student Name l MSDS Date | Exit Status | Grade Level
8888888888 Aman, N. 52 19
9999999999 Bman, H. 4/4 19

Please refer to the Directions for Updating MSDS Records within CTEIS document found on the CTEIS home page under the 4483 links.

3/29 2:35:40 PM Revised 4/14 - T Page 1 of 1 CTEIS

» (o to Reports, then Building Reports.
> Under Audit Reports.
> Use this report to verity:
* That all student core fields match the records within the MSDS.
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Manage Enrollment

CTEIS offers a variety of tools to help you manage your student
enrollments.

o o o O O 0O

ENROLLMENT

Manage Students
Manage Courses
Mass Course Edits
Manage Enrollment

Manage Staff
File Import

» Go to Data Entry, then Manage
Enrollment.

» Here you may take a variety of actions:

KEnroll students in courses
Kdit student enrollment information

Copy /transfer enrolled students from
one class to another

Print a class list
Input student grades

Check the segments students are
enrolled in
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Review Enrollment
(Class Student List Report

* Contains segment information, grades, and student enter and exit dates for
courses operating within a selected building.

Class Student List for 2020-2021 MICHIGAN

Michigan Department of Education

> GO tO Beport,s, then B‘u_‘ildj_‘n_g Offie of Career and Techrical Education - CTEIS REPORT CT%I

Beports. Region: 15 CPD: 33 Berkley School DiSricie3050] __OA: gerkiey school Distric(&3050)
Fﬁm: wﬂ@hﬂgﬂ Course Hour: poz
. o CIP: - . 52.198% Start Date: 1/18/2021 End Date: &/11/2021
» Under Audit Reports. [UEEEEEL

2dun Grade 2sm. Grads 3anding Dictrist asnding Facity Entsr Dats Exlt Dats
> Use this report to obtain teacher : L L —
sign-off and verify: — e | i
® That your students have been ——— e R
enrolled into the correct Lo oo e
courses for the current year. G - e A Wl
* That your courses offer the 12 — e e

segments required for your
students to become completers.
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Review Enrollment

Program Enrollment History Report

* Displays the historical information of all
students enrolled within a selected program.

* Includes Segment/Competency profiles.

p/Seg our. Course Sec BeginDate Course Se FANO _ FAName OAName OBName OBNO
5 |A1|A2 |A3 A4 |AS |A6 |A7 |AZ |A9 |A10|A11|A12|A13|B1 |B2 |B3 |B4 |B5 |B6 |B7 B8 |C1|C2|C3|Ca|c5[c6 |z | NULL L 28000 Northwes Northwes TBA Caree 06145

/26,0301 P5  NULL ELECTRICAL OCCUPZ25.1 2020-09-09 1234560000000 10 23000 Northwes Northwes TBA Caree 06145

/46,0301 P5  NULL ELECTRICAL OCCUP/25.18 2021-01-25 000000789XYZ0 10 28000 Northwes Northwes TBA Caree 06145
‘ Al t t I] 46,0301 P5  NULL ELECTRICAL OCCUPZ 25.1 2021-09-08 |A1 |A2 |A3 |A4 10 28000  Northwes Northwes TBA Caree 06145
O 0 epO S, e I l 46.0301 P5  NULL ELECTRICAL OCCUP#25.1 2021-09-08 |Al |A2 |A3 |A4 10 28000  Northwes Northwes TBA Caree 06145

46.0301 PS5 NULL ELECTRICAL OCCUP£25.1 2020-09-09 1234560000000 10 28000  Northwes Northwes TBA Caree 06145

Building Reports. o o B — e e
» Under Program / Student Reports.
> Use this report to verify that:
* Your students have been enrolled into the correct courses for the current year.

* Your courses offer the 12 segments or Competency required for student
advancement.
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Manage Credentials

Hach of your programs must either:
* List the students who receive credentials in the current year

* OR state that no credentials were provided in the current
year.

Credentials will be reviewed for accuracy during the validation
process, and you may also view this information as part of a
student's profile on the Manage Students screen.

The Manage Credentials export feature allows you to view,
edit, and import student certifications.
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Work Based I.earning

The ways to enter your work-based learning experiences are as
follows:

1. Enrollments

*  Mass Enrollment edit
*  Enrollment import
* (onsolidate into programs

2. Programs

*  Manage Work Based Learning — manual entry (and
review).

* Import Work Based Learning (by program)
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Validate Enrollment Data

Rlln V&lidaﬁon e&rly aIld fI‘eqlleIlﬂy tO alel‘t 4483 Student listing Program/ Course Section Data Verification and
. Enrollment Report with Students
yourself to student data issues that may take o e e o
time to resolve, and to also gain access to e memmme
helpful reports. i 5 sumens oomoomowa 0
» (o to Data Entry & Enrollment Completion. oo 1 1w
> The 4483 Bpt and 44% Sw_ bUttonS prOVide a 11211 ] 1 28 260 XIC:::I IXC::IK ; : 1F3 1 :4 a a R:Q:BXXXXXXX‘XXXX

summary of enrollment counts.

» The CompA button lists the segments students - Completer Assessment Report
have completed or are expected to earn credit Q
for- em:: g fmoam Shiawassee Regional ESD

Michigan Department of Education
Office of Career and Technical Education - CTEIS REPORT

(78020)- Byron Area Schools

PSN/Program:  (99999)- Agr, Agr Oper & Rel Sci

> These I‘epo]:’ts Can help you de‘termine: Clp Code: (01.0000)- Agriculture, Agricultural Operations and Related Sciences

E= Currently Enrolled w/ No Grade, P = Enrolled Passl“g Grade, F = Enrolled Falling Grade
Student UC | Grd |Assessment 1| 2| 3 4|5 6|7 8|9 10]n 12 q
vk, EECUY 0000000000 11 AREERRRRRE E
Y Th t t d t 11 t * f t' EYPICDUY, DKPYIK 0000000000 12 ple|[Flel[elF I Pl e
al your student enroiiment 1ntormation | e oanoooovo| 2 slrlelrlrlelrlr]r]® e
Wi EWOGOE 0000000000 10 EE E ‘
WaS entered properly. WEYI. EWKDDE 0000000000 12 ARREEE ‘ E e
ZCEFF, TERI 0000000000 12 p I plp plelel[e[elr[er|e|er]r
TEXODUY, NSCODFUZSIC 0000000000 10 EE E
° W}l. . y RUUPCONS, TUGPEY 0000000000 12 rlelelelele £ Pl e
ich students will become Concentrators = sweon o] 2 S{efele <[e] < [efe
E77WOY, MCEKRIY 0000000000 12 Plep|FlE|E|F £ Pl e
or Completers at the end of the year e o] TP TP TeTeIeTr TP e ]
L]
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Help Is Available
Technical Help Policy 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

‘

« For direct questions regarding

OCTE policy issues

Joan Church
ChurchJ@michigan.gov
(517) 335-0360
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Questions?

Thank you!

CTEIS Training Evaluation

Don't forget to fill out our

Your name:

Training Evaluation Form at

Email:

Training Class (Choose One) *

|Dptimizing Spring Enrollment ~
Date *
/ / =

MM DD YYYY



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

