CareerTech
Information Management
System

(CTIMS)

Certification Collection
Guidebook
for

Technology Centers

career vech

February 2020



Table of Contents

[ L=1To I T Yo B W o101 o] {1 oo Yo ] A 1o V-SSP
LOZEING INTO CTIIMIS ..ttt ettt e ettt e e e e e e e ettt e e e e e s e bbbttt eeaeeesaasbsaeaeeeesesannsnaaaeeessnan
Entering Certifications fOr All STUAENTS. ....ocuiiii it e st ee e e s s areeeeas
Checking the Student’s Certification Status

CTIMS Helpful Hints



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 tips, see the Helpful Hints section of this document.

IMPORTANT:

Please log into CTIMS using Internet Explorer E version 11or higher. CTIMS is currently

not compatible with other browsers.

Logging into CTIMS

Sign in using your school email and CTIMS password at
https://ctims.okcareertech.org/CTBDSWeb
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Oklahoma Department of Career and Technology Education

Sign in

Use a CareerTech account to sign In.

careervech

Password: | |

(] Remember me? Sign in

Forgot your password?

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. This is not the CTIMS login.
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On the CTIMS website, select the green CTIMS Login button.
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Entering Certifications for All Students

If any of your students take certification tests, you can update their record in CTIMS to indicate
that they took the test and document whether they passed or did not pass.

Step 1: Log in using your email and password at https://ctims.okcareertech.org/CTBDSWeb.

Step 2: Verify that you are using the role of a Tech Center Teacher or FT Submitter. If not,
use the drop down arrow to select the appropriate role.

Tues 4 Febmay 1, 200° | Felokeniwabim@eaeerech okgod & ’
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Step 4: Click the arrow ' * next to Tech Center State Program Certificate Collection in the
left navigation.
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Step 5: Enter
e The Calendar Year (this field will auto populate the current school year)
e Your Organization. Begin typing in the first 3 letters of your school, then choose your
campus from the drop-down menu.
e Submitter Name and PID should auto populate.
e Click on the Load Data to load your student list.

Dashboard = Comprehensive Follow Up Collection X

Comprehensive School Follow Up Collection

Follow Up Calendar Year*  2016.2017 School Calendar Year*  017.2018

Organization Type* Sample Technology Center v [oELEEI Il Sample Tech Center-Site

PID* | 12345 v Submitter Name* | sample Teacher

v

&

\)
= )

Help Note:

Refresh [EAlSiitI=Ccll Select & Continue

Teacher Student Follow-Up Division
School Name Name Name Student STN  Birth Date Grade Gender Completion?  Name View Report

Step 6: This will bring up a list of your programs/courses.
e Click on a field in that row to hightlight the row.
e Click Select & Continue.

Dashioard | Tech Center State Program Ceriificate Collection %

State Program Teacher Summary for Certificaion - Fullime
Enrolment Calendar Yea™ | 5p18 2019 Current Calendar Year' | 29192020

Qrganization T Organization* o ——
g W Tech Stes & Sample Tech Center

PID* 12345 SuomiterNane' || Sample Teacher Q Load Ceta

Element Type*  Tech Centers Ful Time

Help Note:

[Pzttt Refresh | Select & Confinue

Teacher PID Teacher Name State Program  Program Name Total Student Enroled View Report

/ ample Techn Center Center 12385 Sample Teacher LMO01E004 | Early Care and Education Teacher Assistant 39 Family & Consumer Sciences View 8 A
( Sample Tech; enter Center 12345 Sample Teacher A(R036007 Heating, Ventilation & Air Condtioning 49 Trade & Industrial Educaion View Report

\ Sample TeSggfiogy Center Center 12345 Sample Teacher 0096000 Automofive Colision Repair and Refinishing 30 Trade & Industrial Educafion View Report

\/




Step 7: This will bring up a list of your students. You do not have to enter data for all students,
only those you want to input certifications. You can search by the student using the filter button g
in the student name column header.

e When you find the student, click on a field in that row to hightlight the row.

e C(Click Save & Continue.

NOTE: Students will not populate until enrollments have been submitted.

Dashboard  Tech Center State Program Cerfificate Collection X 15905 - HM0016004 - Early Care and Education Teacher Assistant X

Manage Student Certfications — Fuliime S
Enrolment Galendar Year® | 591g.201 v Current Calendar Year® | 2919020
Organizafion TYD&* | Teq Sites v RSl Sample Tech Center
PID* 43345 v Submiter Name | 55 ple Teacher

Element TYPE" | Tech Centers Full Time

Backlo Summary | Refresh [Pt Coniinue Without Saving

Teacher Name Stale Program +ogram Name: Siudent Narme: Certcates(Display Only) Email Address(Display Orly)

Sample Technology Center Cente Sample Teach: | HMOD163g EartyCare and Edu_. | Sample Student AT10020821 i Female Early Childhood Education (Pre-Pac) - 7503 View Report {est@123.com

| 'n' W[ 100 v |items per page R

Step 8: On the student’s record, answer the question, “Has the student taken a certification test?”

e Select Yes from the drop down menu.

Student Information
Student Name | Cheitz Aliya M Student Follow Up Process No. - 1920.TCFW.Choitz- 1001889609
STN 1001669608 Grade 19
Gender  Female Date of Birth 989002

Emall AdUeSS | testip173.com

State Program | HI40016004-Early Care anggficatic

Has the student taken a certification test? = ves
IF yes, input the certification information below ™

Certification Information for Enroliment Calendar Year

+ i X i ec

Early Childhood Education (Pre-Pac) - 7503 Education & Training - ED ® Test Passed O Test Not Passed O Test Not Taken

L ERET NG w First Student || « Previous Siudent | » Next Student || » Last Student | [ERe [ FAEA EA0




Step 9: Select the certification.

e C(Click Add Certification.

¢ In the Certification column, type in the first 3 letters of the certification name, or the
certification number and choose the certification from the drop-down.

pnt Calendar Year "1819".

o © Cancelchanges

Cluster

.
ﬁ CYETES
Eaty Chihood Edcaton (P Pa) 7505

Early Educafion Pathwiay to Nafional Credential - 7151
Earty Chikdhood Care & Education - 7201

SN—

l O R T ANWE | « FirstStudent | « Previous Student | » Next Student || w Last Student | [EReELe PV R T

Test Resuif

® Test Passed ® Test Not Passed ¥ Test Not Taken

® Test Passed O Test Not Passed O Test Not Taken

Step 10: Select the cluster.

e In the Cluster column, choose the cluster from the drop-down menu.

Certification Information for Enroliment Calendar Year “1819".

+ Add Cerificale | X Remove Certificate |  Cancel changes.

TestResult

£3) | ® Test Passed ® Test Not Passed ® Test Not Taken

A ©Test Passed O Test Not Passed O Test Not Taken

Early Education Pathway to Nafional Credential - 7151 Education & Trairing - ED

Early Chiidhood Education (Pre-Pac) - 7503 Architecture & Construction - AC
Agricuture, Food & Natural Resources - AG
Ats, Auio/Video Technalogy & Communicafions - AR
Business, Management & Admirisiration - BA
Educaion & Training - ED

Finance - FN
Government & Public Administraion - GP

v

Wm « FirstStudent | 4 Previous Student | » NextStudent || »i Last Student [ S Ie MO

Step 11: Mark each certification test the student took as Test Passed or Test Not Passed.

—— -
Certification Information for Enrollment Calendar Year "1819",

+ A Cerfcate | X Remove Cericale | @ Cance changes \
Caricaon TestResut
Eary Chdhood Edvaton (1 Pat) 503 Educaton & Teining-ED O TestPassed @ Tt Not Passed @ Toe** - Taken

L EET AN SN First Studen! | « Previous Student | » Next Student || o Last Student [E3WICE[¢ FTVEMZEE VY




Step 12: After you have added all certification tests, click Save.

Certification Information for Enrollment Calendar Year "1819".

+ Add Cerificate | % Remove Cerficate @ Cancel changes.

Cerfication Cluster Test Resuft
Early Chiidhood Education (Pre-Pac) - 7503 Education & Training - ED O Test Passed ® Test Not Passed ® Test Not Taken

AT O RN @ First Student | « Previous Student | » Next Studert | Last Student [BEI0C [P REVY

Information

Saved Successfully.

r

You will receive a message that the certification has saved successfully. Click OK.

You are now finished with this student. 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.

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

student.



Checking the Student’s Certification Status

After you have updated all of the certifications for your students that have taken certification
tests:

Step 1: Navagate back to the summary screen by clicking on Back to Summary. Then verify
that you are sure you want to close the student record tab by clicking OK.

Certification Information for Enrollment Calendar Year "1819"

+ Add Cerfificate % Remove Cerfiicale @ Cancel changes

Ceriffcation Cluster Test Resuf
Early Chihood Education (Pre-Pac) - 7503 Education & Training - ED O Test Passed ® Test Not Passed ® Test Not Taken

4 Back fo Summary | (' Refresh rst Student || « Previous Student | » Next Student | ot Last Student B[ VM- K0

Step 2: Click the Refresh button. The students you have completed the certifications for will
have the certification names displayed in the Certificates (Display Only) cloumn.

"‘uirll [rgzicidCl="el Save & Coninue | Continue Without Saving

] Teacher Name State Program Program Name: Student Name Sehool ID Certcates{Display Only) Email Address(Display Only)

Sample TechnologyCed 12345 Sample TeachHIH1EM4 Eafy CareardEd.. Sample Student  ATHONIE 1 g EatyChldhood Care & Educdion 7200, Ear. Vi Reng esi@fZcom

SampleTechno\ogy (ed 12345 Sample TeachdHM16004 Eaty Careand EdL... - Sample Student  ATIONOT3E 1 Female B Report




CTIMS Helpful Hints

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.

[ ]

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

Oklahoma Department of Gareer and Technology Education

EDI - Local Coordinator

wsimvoice/Follow-up % EDI Invoice Process %

EDI Grant Funé Invoices List
Fiscal Calendar Year*

2019-2020 Grant Fund Type:*

- EDI
Organ T ——

| EDI M SheetsiAgre Tech Cenfer District «  Organization:*
[ EDI Invoice Process

Enter the first three characters of any word that is include:
Organization Distnct™ Program Infiairve*

—select—
Grant WorkshestiAgraementinvoice List

Manage Grant Invoices.
Approval Function Type: * Al

Filter on Status: * A

v | Qsearcn
[ Export to Excel

New

Invoice Provider Name

Agreement Agreement
Chient Name Agreement

2
Proces Agreement Submission Dale Approval Stage Approval Statu

Hold down the Ctrl key and click on the + or — keys to zoom in or out.

You can only have 10 tabs open at one time. To close tabs, click on the X 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.



