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Help & Troubleshooting

Help and Troubleshooting

If you do not have a CTIMS account set up or are having trouble with the navigation or software,
contact CTIMSSupport@careertech.ok.gov. Send a message describing your problem. Include your
school name and your telephone number and we will contact you.

If you have forgotten your password, click the Forgot your password? link to reset.

For helpful CTIMS tips, see the Tips and Tricks section of this document.

IMPORTANT: Please log into CTIMS using Internet Explorer 8|
version 11or higher. CTIMS is currently not compatible with other
browsers.
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Logging into CTIMS

Logging into CTIMS

Sign in using your school email and CTIMS password at
https://ctims.okcareertech.org/CTBDSWeb

career .ﬂh

CTIMS 5=

Sign in to your CaresrTech CTIMS account.

careervech i
CTIMS glgipation Menagement ClRemember me?

Or,

Go to http://www.okcareertech.org/ and select CTIMS in the red bar at the top of the page. Do
not select the ODCTE Staff Login selection in the red bar. The Staff Login link is not the

CTIMS login.

CTIMS Web Apps B wnd Cemer Help ODCTE Staff Logm

Theme: Adaptive ¥

S h Sit
Pow'rin° Okl.ho w |]earc =
only in current section

About  News Events Students Educators Business & Industry — Technology Centers ~ Products  Contact
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Logging into CTIMS

On the CTIMS website, select the green CTIMS Login button.

Theme: Adaptive ¥ Wieb Apps: Brand Center. _Help

CTE Staff Login

alleer'tedl Powering Oklahoma's Economy (e 23

Dlonly in current section

Home m News  Events Students Educators Business & Industry  Technology Centers  Products  Contact

“JEEB Home > About» State Agency ; Divisions ; Information Management » CTIMS

Ontonsmm  CTIMS (Cargafech Information ement System)

CTiMS
} CTIMS L
Comprehensive Schools = S
« Click herelp login to CTIMS: @
Technology Centers Setting up
State Staff rF‘or Help with 5-743-5125 or email
General Public
Forgot Your Password? ABE (Adult and Basic Education) Grant
ContactUs + Technical Guidebook (Coming Soon)
* Rules and ions (Coming Soon)
+ Contacts

Carl Perkins (FLA) Grant
+ Technical Guidebook
+ Video Tutorials
+ Resources
« Contacts

CESI (Comprehensive School Enroliment)

+ CESI Technical Guidebook

EDI (Economic Development Initiatives)
+ Technical Guidebook (Coming Soon)
« Rules and Regulations (Coming Soon)
« Contacts

Sign in using your school email and CTIMS password.

Sign in to your CareerTech CTIMS account.

Email

careerwech
CTIMS g ginetion Managemen

Password

[IRemember me?
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Submitting Follow-Up

Follow-Up Information Collection

School districts may adopt their own policy for obtaining student data in order to complete the
follow-up requirement. School counselors, social media or student surveys are commonly used
resources.

Submitting Follow-Up

Accessing Student Information

o Verify that you are using the role of Comprehensive School Teacher. If not, use the
drop-down arrow to select the appropriate role.

>

Comprehensive School Teacher - M

Oklahoma Department of Career and Technology Education

Olahoma Department of Gareer and Technology Education

Short Name OK DEPT CAREER TECH

601000000

‘Organization Code

e Click the arrow * next to Follow-Up on left navigation.

Comprehensive School Teacher

Okiahoma Department of Career and Technology Education

OK DEPT CAREER TECH

500000

e Select Comprehensive Follow-Up Collection.

]
Comprenensive School Teacher .

Owiahoma Department of Career and Technology Education

OK DEFT CAREER TECH
601000000

ODCTE District
Organization Status Active

Website

Email Address

e On the Comprehensive School Follow-Up Collection screen, choose the Enrollment
Calendar Year (this should be last year, as you will be entering data for the students you
had last year). Then, select the Current Calendar Year.

e Select the Organization by typing in the first three letters of your school name and
selecting your school from the drop-down menu.

4|Page



Submitting Follow-Up

e The Submitter Name and PID should automatically populate. Click Load Data to load
your student list.

Oklahoma Department of Career and Technology Edu

Comprehensive School Teacher

T Envoliment Dastibcard | Comprehensive Follow Up Collection X

1% Satary and Scheduling

.
.

»+ [Dcertincation System Comprehen: chool Follow Up Collection
s

LiReports Enroliment Calendar Year | 30482019 - ‘Current Calendar Year  2049.2020
[ Follow-up
Oiganization Type" | comprenensive Schools . Organization* [[B x
PID™ 13345 - SUDMIEr NAME" o seragobey Toie: vl Q Load Data

Help Mote:

School Name I Teacher Name  Student Name Student STN Birth Date Grare ¢ Jivision Name  View Report

e A listing of your 12" grade students from last year will populate in the space below. To
choose a student, click on the row with the student’s information to highlight.

e Click Select & Continue.

[ Enroliment Dashiboard | Comprehensive Follow Up Collection

[salary and Scheduling

Comprehensive School Follow Up Collectio

.
3
+ [icertincation System
»

[imepons Enrollment Calendar Year | sn15 2019 . Curtent Calendar Year | 5019.2020
L Follow-up
R pe——— . opnzer CINIEEEEEE  ~
PID* | 1FME . Submitier Name* Samole Tancher Q Load Data

& Comprehensive

Birth Date ade c P Division Name
031772001 [ Agricultural Ed.
12345 Samcle Teacher Sample Student  17M4E6TES0 10/31/2000 12 Female No Agricultural Ed. View Report
12345  Samole Teacher Sample Student  1334SETESD 121292000 12 Male No Agricultural Ed. . | View Report
12345 Samcle Teacher Samgle Student  1ZMSE7E30 00911999 12 Male No Agricultural Ed...  View Report
W« n . 100 v | items per page 1-4ofditems

@ Select & Continue
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Submitting Follow-Up

This screen displays the student’s details. Under the Comprehensive School Student Follow-
Up Report heading, you will not need to update or change any information.

Under the Student Information section:

e Most of the student’s information will populate. Add the student’s Email Address, if it

is not populated.

IMPORTANT: Collecting the student’s email is important. It will be used for verification
for a new system where students can access their certifications after completion for

employers and potential employers.

Dashboard ~ Comprehensive Follow Up Collection X  Comprehensive Student Follow Up Collection X

« Retumn To Student List | (% Refresh [ICRFIEESU6E Previous Student | » Next Student = » Last Student [ ReETIENe BT EERNE KL T

Comprehensive School Student Follow Up Report

Enroliment Calendar Year | 5g1g.2019 - Current Calendar Year 5192020 -

Organization Type | comprehensive Schools - School Name | samply High Scheel -

Student Information

Student Name | oo cvidane Student Follow Up Process No. | SampleProcessNumber-0123456

STN | yos4s87850 Grade 4

Gender
" Email Address ->

Follow Up Information - Answer the following questions

Date of Birth 93172001
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Submitting Follow-Up

If a Student is Deceased

Under the Follow-Up Information Section:

e The “Is Student Deceased?” question is mandatory, but it is defaulted to No. Change to
Yes if the student is deceased. Changing to a Yes, will lock the additional Follow-Up
Information questions.

Enroliment Calendar Year* | 50182019 v Current Calendar Year | 3019.2020 v
o on Type | comp schools v School Name” | sample School v
Student Information
Student Name Sample Student Student Follow Up Process No. SampleProcessNumber-0123456
STN | 0123456789 crade 1
Gender | pale Date of Birth  14/3012000

Email Address

Follow Up Information - Answer the following ques]
Is Student Deceased? O Yes ® No _
Education Status® | gqucation Status is Unknown 3 Sues ployment status is unknown M

If employed civilian, is the Job related to the coursework in which they
were enrolled?

Is this student self employed?? |y,

Job Title Job Duties

e Even if the student is deceased, you must also answer the question, “Did the student take
a certification test?” by selecting Yes or No from the drop-down menu.

Student Information

StudentName ample Student Student Follow Up Process No. | 4 sampleProcessNumber-0123456
STN 10123456789 Grate |12
Gender | prale Date of BT | gg/11:2001

Email Address

Follow Up Information - Answer the following questions

Is Student Deceased? O Yes ® No

Education Status* _geject.— . Employment Status™

~Seleti-

If employed civilian, is the Job retated to the coursework in which they were
enrolled?

15 Ihis student self employed??

Job Titie: Job Duties

Has the student taken a certification test?
If yes, input the certification information below *

e If they have not completed any certification tests, choose No, then click the Save button
and you are finished with this student.

e If they did complete certification tests, choose Yes, then follow the instructions for
adding certifications on page 9 of this document.
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Submitting Follow-Up

Click Return to Student List to select another student or go to the first, previous, next,
or last student from the navigation at the top and bottom of the screen.

Dashboard ~ Comprehensive Follow Up Collection X | Comprehensive Student Follow Up Collection X

{

, . h . \
CLET TN NGE YN o First Student | Previous Student | » Next Student | w1 Last Student | ST/ AR TS >
"Calendar Year" Comprehensive School Student Follow Up Report —

Enroliment Calendar Year 543 9019 v Cunent Calendar Year 49 9970

Students Who Did Not Take a Certification Test

Under the Follow-Up Information Section:

Leave the question, Is Student Deceased? as No.

Select from the drop-down menu an Education Status (See Appendix A for a listing of
Education and Employment Status options).

Select from the drop-down menu an Employment Status (See Appendix A).

Answer the question, If employed civilian, is the Job related to the coursework in
which they were enrolled?, by selecting Yes or No from the drop-down menu.

Answer the question, Is this student self-employed?, by selecting Yes or No from the
drop-down menu.

Answer the question, “Did the student take any certification test?, by selecting Yes or
No from the drop-down menu. If the answer to this question is No, you are finished with
this student. Click on the Save button.

deckon W Comprebeosive Sudent Fow Uy Oclecten 0

“Calendar Year Compeehensive School Student Folow Up Report

Orgueizaien Type » B Schoilame  Sample High Schoct
‘Student Information
Suoellamt | orte Student ‘Studest Folow Up Process N2, SampleProcessMumber- 0123456
L [— Gade
Gender gy Dot ol Bt gronen

Follow Up Intormation - Angwer the folowng questions

+ Complelad Certicaton Information

Hyes input the certilication|s| information below

m<rmm CRSET WP TSR x Cancel Charges @ Smve

Enrolment Calendar Year 32,3008 . Cument Calendar Yer 40 300

L L er—

Eeson S g . Troomet S g . _

Wemployed chilan, is he Jobrelated 1o o coursework in which hey were envolied?

s s shudent sef employed™? | v _
Job T _ icb Dufes

Has M Studisnt 15ken 3 cetification st

W‘mm [WPHIYTWEWTRTIRENN  Cacel Charges. @ Save

8|Page



Submitting Follow-Up

You can navigate to the next student by clicking on Return to Student L.ist, or selecting

Next Student.

Students Who Have Taken a Certification Test

Under the Follow-Up Information Section:

Leave the question, Is Student Deceased? as No.

Select from the drop-down menu an Education Status (See Appendix A for a listing of
Education and Employment Status options).

Select from the drop-down menu an Employment Status (See Appendix A).

Answer the question, If employed civilian, is the Job related to the coursework in
which they were enrolled?, by selecting Yes or No from the drop-down menu.
Answer the question, Is this student self-employed?, by selecting Yes or No from the
drop-down menu.

“Caiendar Year" Comprehensive School Student Folow Up Report

Student Information
StdentMame | ¢ omcie Student Stdent Foow U Precess Vo151 processhiumber-0123456
m = Gt
Gender g Date B gy17001

FoBow Up Informabon - Answes the folowing questions

S oy . ' Enployment S8 _cppey » _
¥ employed cvikan is the Job reated 13 the coursemork n which By were envoled? = _
1 st sl empoyed”? o s _
e &= 4=

¥ Comprehensive Stdert Follow Up Calecton X

E’ui"" i W FrdSudert  PrewusSudent b Not Sudet  x Last Shdent Ei»—WK z 5

Evolment Caentar Yex 39133019 5 Cumert CaendarYeur 30,29

ORI TIPE | Corersnensie Schocks Schicilame  Sample Mgh School

Enal 208e8S | pur23 com
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Submitting Follow-Up

Under the Certification Information section:

e |f astudent has taken a certification test, you will answer Yes on the certification test
question.

e Click the Add Certification button.
e Select the certification by clicking in the field under the Certification column. Begin

typing the name of the certification test or the certification number, then choose the
certification from the drop-down menu.

NOTE: Certifications are auto-populated from the Approved Assessment List. If your

certification is not available, please refer to the Approved Assessment List on our website:
https://www.okcareertech.org/educators/assessments-and-testing/testing/ApprovedAssessmentsList_11132019.xlsx

Is Student Deceased? O Yes ® No

Education Status® | _geject. . Employment Status® | _geject.

If employed civilian, is the Job refated to the coursework in which they were
enrolled?

-

Is this student self employed?? | g -

Job Title Job Duties
Has the student taken a certification test? Yes
-
es, input the certification information below *
C ation Information for Enrollment Calendar Year "1819".

+ Add Certificate | X Remove Certificate | @ Cancel changes

Certification Cluster Test Result

- ® Test Passed @ Test Not Passed @ Test Not Taken

| educ Q |

Early Childhood Education (Pre-Pac) - 7503
Education Fundamentals (Pre-Pac) - 7504

Early Education Pathway to National Credential - 7151
Early Childhood Care & Education - 7201

< Return To Student List | ¢ Refresh JERSISENNE Previous Student | » Next Student = » Last Student [E3le=T e Kol BT ERNE ¥ TS

e Select the Cluster from the drop-down menu by clicking in the field under the Cluster
column.

Certification Information for Enrollment Calendar Year "1819".

+ Add Ceriificate = X Remove Certificate @ Cancel changes

Certification Cluster Test Result

Early Childhood Education (Pre-Pac) - 7503 I v | @ Test Passed @ Test Not Passed @ Test Not Taken

Architecture & Construction - AC A

Agriculture, Food & Natural Resources - AG _
Arts, Audio/Video Technology & Communications - AR

Business, Management & Administration - BA

Education & Training - ED
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Submitting Follow-Up
e Mark the certification test the student took as Test Passed, Test Not Passed, or Test
Not Taken.

e After you have added all certifications, click the Save button.

Has the student taken a certification test?

Yes
If yes, input the certification information below =

Certification Information for Enrollment Calendar Year "1819".

+ Add Ceriificate | X Remove Certificate = @ Cancel changes

Certification

Cluster

rest Result \
Education & Trainlng -ED

® Test Passed @ Test Not Passed #® Test Not Taken

Early Childhood Care & Education - 7201

=Y

< Retum To Student List | ¢ Refresh JICEEISESUMENE Previous Student || » Next Student | » Last Student | [Re=lWE o E LN EETS

IMPORTANT: Make sure you Save each student’s information before navigating to another
student.

You can navigate to the next student by clicking on Return to Student List, or selecting
Next Student or Last Student.

Dashboard ~ Comprehensive Follow Up Collection X | Comprehensive Student Follow Up Collection X l l

Comprehensive School Student Follow Up Report

< Return To Student List | ¢ Refresh [IENGTSEIIVEN

Previous Student || » Next Student  » Last Student
Enroliment Calendar Year | 50452019

X Cancel Changes @ Save
. Current Calendar Year | pp49.2020 -
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Submitting Follow-Up

e If you go back to the Student List page, Refresh the page and the students you have
completed will indicate a Yes under the Follow-Up Completion? column.

e Click on the next line to highlight the next student and click Select & Continue. Go
through the same steps as above to complete the follow-up for each student.

Dashboard =~ Comprehensive Follow Up Collection X = Comprehensive Student Follow Up Collection X

Comprehensive School Follow Up Collection

Follow Up Calendar Year | 2015.2017

v School Calendar Year*  2p47-2018

Compr ive Schools v BUCICCUN sAvPLE HIGH SCHOOL

PID* | 12345

v

QOrganization Type*

v Submitter Name™ | sample Teacher - Load Data

‘ ExpurltoExI Select & Continue

Follow-Up
Completion? Divisic . Name View Report

Help Note:

School Name Teacher Name  Student Name Student STN Birth Date Grade

Sample HIGH SCH... SampleTeacher = Sample Student 1334567890 03/24/1998 12 Female iness An.. | ViewReporl A
Sample HIGH SCH... = 12345 SampleTeacher Sample Student 1234567890 06/19/1998 12 Female Yes Business An... = View Report
Sample HIGH SCH... 12345 SampleTeacher Sample Student ,55,c005000 02/05/1999 12 Female Yes Business An... | View Report
Sample HIGH SCH... 12345 SampleTeacher Sample Student ,5,. o000 02/10/1999 12 Male No

Sample HIGHSCH 12345 | SampleTeacher sample Student 1234567800 | 12/27/1998 12 Female No

TR n R 100 v |items per page

Select & Continue
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Entering Certifications for All Students

Entering Certifications for All Students

You are only required to do follow-up on the seniors you had last year. However, you can
update all student records in CTIMS to indicate that they took certification tests and document

whether they passed or did not pass.

To enter certification information:

e Click the arrow * nextto Follow-Up on left navigation.

‘Oklahoma Department of Career and Technology Education

OKlahoma Department of Career and Technology Education
o~ Short Name OK DEPT CAREER TECH

Organizaig Code BOI000000

e Click Comprehensive Certificate Collection.

Olahoma Department of Career and Technology Education
o s e+ g

(s Dt of Canesr 303 Tachaagy Educamn
OW CEPT CARCIR TEOH

PR

DOCTE Dl

hciien
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Entering Certifications for All Students

e On the Comprehensive School Follow-Up Collection screen, choose the Enrollment
Calendar Year (this should be last year, as you will be entering data for the students you
had last year). Select the Current Calendar Year and Organization. The Submitter
Name and PID should automatically populate. Click Load Data to load your student
list.

2r and Technology Education

Dashboard  Comprehensive Follow Up Collection %

Enroliment Calendar Year*  04a 5019

Organization TyPe" | Comprenensive Schools

Comprehensive $chool Follow Up Collection

Cuntent Calendar Year' 50499020

Organization” m x|

PID"

S12M45

Submitter Name® gaemple T ncher

Help Note:

PID Teacher Name

Studen! Name Student STN Bifth Date

e You do not have to enter data for all students, only the ones you want to input
certifications. Search by student using the filter button next to student name or STN.

e When you find the student, click on the row with the student’s information to highlight.
Click Select & Continue.

Follow Up Calendar Year* 90162017

Organization TYPe"  comprenensive Schools

PID* | 1845

‘Comprehensive School Follow Up Collection

~

School Calendar Year*  2017-2018

[SLCrELUN Sample HIGH SCHOOL

Submitter Name*  Sample Teacher

v Load Data

School Name Teacher Name Student Name

Sample T

Reher  sam dent 0101001010 09/07/1999 10 Female No
Sample Teac™ Sample Student 0101001010 10/06/1999 11 Female No
Sample Teacher SaI® dent 0101001010 03/24/1998 Female Yes

Refresh [F]SHIC =Sl Select & Continue

Division Name

Certificate

Student STN Birth Date: Grade Gender Completed? View Report

Business And Inf...  View Report

01010 Business And Inf... | View Report
HIGH SCHOOL 01010 Business And Inf_. | View Report
HIGH SCHOOL 01010 sample Teacher = Sample Student 0101001010 06/05/2001 09 Female No Business And Inf...  View Report
HIGH SCHOOL 01010 Samole Teacher Sample Student 0101001010 10/02/2000 09 Male No Business And Inf._.  View Report N
\ W - 2w [ m 100 v | ftems per page 1-1000f 134 flems &

Select & Continue

s
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Under the Student Information section:
Most of the student’s information will populate. Add the student’s email address, if it is

[ ]
not populated.

Entering Certifications for All Students

IMPORTANT: Collecting the student’s email is important. It will be used for verification
for a new system where students can access their certifications after completion for

employers and potential employers.

"Calendar Year" Comprehensive School Student Follow Up Report

Current Calendar Year

Enroliment Calendar Year 2018-2019 v

School Name

Organization Type  comprehensive Schools v

Student Information

StudentName 55 mple Student

Grade

SN 0123456789

Student Follow Up Process No.
Gender  ae Dale of Birth

Email Address h)

Follow Up Information - Answer the following questions

2019-2020 v

Sample School v

1 SampleProcessNumber-0123456

12

03/17/2001

Under the Certification Information section:

e Answer Yes on the certification test question.

e Click the Add Certificate button.

Student Information
SludentName  sample Student
STN 0123456789

Gender pae

€55 test@123.com

Has the student taken a certification test? .
If yes, input the certification information below *

Certification Information for Enrollment Calendar Year "1819".

+ Add Certificate = X Remove Certificate = @ Cancel changes

Student Follow Up Process No. | SampleProcessNumber-0123456
Grade gg

Date of Birth  12/11/2003

Test Result
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Entering Certifications for All Students

o Select the certification by clicking on the down arrow under the Certification column and
typing the first few letters of the certification name or certification number. The
certifications available will populate the drop-down menu.

Has the student taken a certification test?

N ) L . Yes v
If yes, input the certification information below =

Certification Informgg Year "1819"

+ Adgg®iicate  x Remove Certificate @ Cancel changes

Certification Cluste,

Test Result

® Test Passed ® Test Not Passed ® Test Not Taken

|ear|

Early Childhood Education (Pre-Pac) - 7503
Early Education Pathway to National Credential - 7151
Early Childhood Care & Education - 7201

NN GRS NG BN | W First Student | Previous Student | » Next Student | » Last Student [ERer R [e FINEIRE AV

e Select the cluster by clicking on the down arrow under the Cluster column and choosing
the cluster from the drop-down menu.

Has the student taken a certification test?

N . N N N Yes v
If yes, input the certification information below *

Certification Information for Enrollment Calendar Year "1819".

Certification Cluster

Test Result

Early Childhood Education (Pre-Pac) - 7503 L4 | @ 1. “tPassed @ Test Not Passed # Test Not Taken

Architecture & Censtruction - AC
Agriculture, Food & Natural Resources - AG
Arts, Audio/Video Technology & Communications - AR
Business, Management & Administration - BA
Education & Training - ED

Finance - FN

Govemnment & Public Administration - GP

Previous Student | » NextStudent | » Last Student | e o= Fol T EERNE 21T
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Entering Certifications for All Students
[ ]

Mark each certification test the student took as Test Passed, Test Not Passed or Test
Not Taken.

Has the student taken a certification test? Yes
If yes, input the certification information below *

Certification Information for Enroliment Calendar Year "1819".

+ Add Certificate = % Remove Certificate =~ @ Cancel changes

‘Certification

Cluster
Early Childhood Education (Pre-Pac) - 7503

Test Result
Education & Training - ED

® Test Passed @ Test Not Passed ® Test Not Taken

< Return To Student List | ¢ Refresh [IENZIESINEN

Previous Student | » Next Student = » Last Student JEeE Kol BTN E-EIV

After you have marked all the certifications tests the student has completed, click the
Save button.

Has the student taken a certification test? Yes
If yes, input the certification information below *

Certification Information for Enroliment Calendar Year "1819".
+ Add Certificate = X Remove Certificate | @ Cancel changes
Certification Cluster Test Result
Early Childhood Education (Pre-Pac) - 7503 Education & Training - ED ® Test Passed ® Test Not Passed ® Test Not Taken
« Return To Student List | ¢ Refresn IR GRS TN Previous Student > Next Student | M Last Student | [Ee=] LN ELN RN @ T
[ ]

You can use the navigation buttons at the top or bottom of the screen to Return to
Student List, or go to the first, previous, next, or last student.

Has the student taken a certification test? Yes
If yes, input the certification information below *

Certification Information for Enrollment Calendar Year "1819".

+ Add Certificate | X Remove Certificate | @ Cancel changes

Certification Cluster Test Result
Early Childhood Education (Pre-Pac) - 7503 Education & Training - ED ® Test Passed @ Test Not Passed @ Test Not Taken

< Return To Student List | ¢ Refres. YGERFSEINE Previous Student | » Next Student = » Last Student [E =P Kol TN FEITS
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Entering Certifications for All Students

IMPORTANT: Make sure you Save each student’s information before navigating to another

student.

e After you have updated all the certifications for your students that have taken
certification tests, you can navigate back to the summary screen by clicking on Return to
Student List.

e Click the Refresh button. The students you have completed the certifications for will
populate a Yes in the Certificate Complete column.

Organization TYPe* | comprehensive Schools v Organization® IRV TTeEToT o

PID* | 12345 v submitter Name* | sample Teacher

Load Data

Help Note:

xport to Excel R EASMITIEY

Follow-Up
Birth Date Grade Gender Completion? Division Name ~ View Report

School Name

Teacher Name: Student Name

Student STN

Sample HIGH SCH SampleTeacher | Sample Student 1234557890 | 03/24/1998 12 Female ViewReport A
Sample HIGHSCH. . 12345 SampleTeacher Sample Student 1234567890 06/19/1998 12 Female View Report
Sample HIGH SCH... 12345 SampleTeacher Sample Student 5o ccogqn | 02/05/1999 12 Female usiness An... | View Report
Sample HIGH SCH... 12345 SampleTeacher Sample Student .., o0, 02/10/1999 12 Male Business An... | View Report
Sample HIGH SCH... 12345 | SampleTeacher: sample Student 1234567890 12/27/1998 12 Female Business An... | View Report

Mo n »oow 100 v |items per page 27 of 27 items &

N — 4
Select & Continue
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Reports

Reports

Check to make sure you have updated all of your students by going to the Student L.ist page and
checking the Follow-Up Completion column. After all student data is updated, you can run a
teacher summary report.

e Click on the View Report link at the end of a row. (These are not individual reports for
each student, so all links go to the same teacher report).

Dashboard Comprehensive Follow Up Collection X Comprehensive Student Follow Up Collection X Walker Meredith X

Comprehensive School Follow Up Collection

Follow Up Calendar Year*  2016.2017 v School Calendar Year* | 20172018 o

Organization TYPe"  comprehensive Schools v PUEIECI  savPLE HIGH SCHOOL
PID* 12345 - Submitter Name* | sample Teacher Load Data

Help Note:

Refresh Export to Excel sama i g #0113
=t

Follow-Up
Birth Date Grade Gender Completion? Division Name ~ View Report

School Name: Teacher Name: Student Name: Student STN

Sample HIGH SCH... = 12345 SampleTeacher Sample Student 1234567890 06/19/1998 12 Female Yes Busin Py View Report

Sample HIGH SCH... | 12345 SampleTeacher  Sample Student 1234567890 03/24/1998 12 Female Yes Busin? View Report
Sample HIGH SCH... | 12345 SampleTeacher Sample Student 55, 00000 02/05/1993 12 Female Yes BONgess An.. | View Report
Sample HIGH SCH... | 12345  SampleTeacher Sample Student ,,,,.. 00, 02/10/1999 12 Male No Business An.

Sample HIGH SCH.__ 12345  SampleTeacher gample Student 1234567890 12/2711998 12 Female No Business An... | View Report

Mo« n T 100 v |items per page 1-27of 27 items &
Select & Continue

e You can also export your records to an excel file by clicking on the save icon | ~
on the tan bar above the report and choosing Excel from the list. Save the
Excel file to your computer or print.

NOTE: Because you are saving after each student, you do not have to do an additional submit
step. When you complete information for all of your students, you are finished.
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Appendix A

Education and Employment Status
Job Details

Educational Status:
Not attending school
Attending high school or technology center as a secondary student
Attending a technology center as an adult student
Attending a private school as an adult student
Attending a public collegiate school as an adult student
Educational status is unknown.

Employment Status:
Employed full-time civilian (at least 35 hr/week)
Employed part-time civilian (less than 35 hr/week)
Employed full-time military
Unemployed but actively seeking employment
Not in the labor force and not seeking employment
Employment status is unknown.

Job Details:
For students that are employed, provide the following information:

If employed civilian, is the job related to the coursework in which they were
enrolled? -- Indicate if the student’s current job is related to one or more programs
completed last school year. Select Yes or No from the drop-down menu.

Is this student self-employed? — Select Yes or No from the drop-down menu.

Job Title — list the student’s current job title
Job Duties — provide a brief description of the student’s job duties
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Tips & Tricks

e There are scroll bars located at the bottom and right of some of the screens in CTIMS. If
you cannot see all of the information on a screen, go to the right or bottom of the screen
and use the scroll bar to navigate over to view additional columns and rows.

e You can flip between screens or tabs in CTIMS. Click on any open tab at the top of your
screen to toggle between them.

Oklahoma Department of Career and Technology Education

EDI - Local Coordinator

EDI Grant Furv Invoices List

.~ Grant Fund Type* EDI

amzion: Enter the first three characters of any word that is include:

grex iz
JH EDI Invoice Process.
Organization District*

Program Indtiative:* _Selecl—

Grant WorksnestAgresmentinvolce List | Manage Grant Invoices
Approval Function Type: * ™
v | Qsearch

Fier on Status: * A

R Export to Excel

BAP Agreement Agreement

Proces Agreement Submission Dale Approval Stage Approval Stat

e Many sections in CTIMS can be expanded in order to view more detailed information by

clicking on the +(plus) sign or an arrow * next to the section or line (row).
e Hold down the Ctrl key and click on the + or — keys to zoom in or out.

e Do not use the Print icon = to print documentation. Use the save icon )
download a pdf or Excel file, then you can save it to your computer or print the

document.
e You can only have 10 tabs open at one time. To close tabs, click on the % on the right
side of the tab you wish to close, then confirm that you would like to close by clicking

OK on the confirmation screen.
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