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SECONDARY CTE REPORTING APPLICATION DIRECTIONS

lowa Department of Education
Division of Community College and Workforce Preparation
Bureau of Career and Technical Education
Contact: cte@iowa.gov ; 515-242-5034

Have you submitted your SRI File? If you have not done so, please stop and:
1. Begin collection in Cedar Connect

2. Fixall errors in Cedar Connect

3. Click submit to move the data over to SRI

Log in to the Department of Education A&A Account (i.e. Portal)

Access to the Secondary CTE Reporting Application (SCTERA) is through the lowa
Education Portal: https://portal.ed.iowa.gov.

Under AAA Account select Sign In. Enter your email and the password on the sign in screen.

Home  A&A Account} EdLinks »

lowa ucation

Create Account

Forgot P. d .
A F°'g° I[:’S‘““" to the lowa Education Portal *****
orgot

*=** Important Information about Email Addresses, A8A accounts, and Organizations! ™

1. Please keep your email address associated with your A&A account up to date!

Click on the “Sign In” tab found under the "A&A Account™. Enter your Account ID and password, click on “4
Enter the email and confirm email, verify both emails match. Save and continue on to the Portal.

Failure to keep this information current may result in an inability to access your applications.

2. Please note that you DO NOT need to create additional A&A accounts if you are changing schools or di:
Update your A&A information, change your administrative organization, and request application access.



mailto:cte@iowa.gov
https://portal.ed.iowa.gov/
https://portal.ed.iowa.gov/

Note:
You can reset your password by clicking the Forgot Password button at the top of the page
on the log in page.

If you do not have an A&A account, click on Create an Account at the top. Your A&A
Administrator at your district will need to give you permission to the CTE portion.

ﬂ Enteiprise AZA Create An Account Forgot Password Forgot Id /

I o A Leadership, Innovation and Service for IOWA.

%/ Department of Education

Enter your Account Id and Password and press sign in to continue.

|pat thieben@iowa.gov x

What is ABA?
Help
Report Issue to State Service Desk

Account |d Examples

Public User Account Format: State Employee Account Format:
firstname.lastname@iowaid firstname.lastname@iowa.gov

*If you do not have an @jiowa gov account use your
State of lowa employee email address.

Open the Secondary CTE Reporting Application

Click on EdInfo, then choose Secondary CTE Reporting Application.

Leadership, Innovation and Service for IOWA.

I OWA Letitia Williams My Profile  Logout

Department of Education

lowa State Department of Education | w |

Edinsight EdSites» Edinfo» DataSpecs
Adequate Yearly Progress State
Career and Technical Education

Jepartment of Educatic . L
Certified Supplementary Weighting
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‘Welcome totl ™" 1 il
Download - DE to District

jortant Information about En  EarlyChildhood ong! =

se keep your email address = Srlisl

1the *Sign In” tab found unde Fa|l BEDS Staff passwaord, click on *Account Details™ (Do not press sign i
ie email and confirm email, wi o .0 the Portal.

to keep this information curre Reorganization Progress Report cations.

5e note that you DO NOT nee( Eamauav RN LS NI i sehools or districts!

your ABA information, chang Spring BEDS icatinn acress
L Secondary CTE Reporting Application
“find vour apolications? Chec Student Level Applications ¥ ierfiahthand cormner.




Viewing the Program Screen

If a district has changed their name, when you first enter the system, you will be taken to the
Program screen. You may receive a pop-up warning to enter a district contacts if none have
been entered.

Please note that you will not be able to continue until you enter at least one district contact.

If you have been in the system previously, please update your contact. Click on the DISTRICT
CONTACTS link at the top right side of the page. Review and UPDATE all contact
information.

Shared Courses Reporis Consultant Reports  Perkins Reports  District Contacts
DE Contacts

There are fewer than 4 programs selected as Chapter 12 programs, please review.
Programs show 0% coded Program of Study, requirement is 75%

+Add Program
C:‘;" Service Area Career Cluster CIP Number CIP Title Pﬁ’ﬁirt:m Actions
Agriculture, Food and Natural Resources Agriculture, Food and Natural Resources 0101000000 Agricultural Business and Management. 5.00 IZI: %
:ﬂz:ﬁ:;ﬁ:;ces' TEETEE BT TR A Architecture and Construction 1501010000 Architectural Engineering Technology/Technician. 470 @ %
’:ﬂ‘;ﬂ'ﬁ:;ﬁi’;’zes Technology, Engineenng, and oo acturing 4305080000 Wealding Technology/\Welder. 372 [ S
,:ﬂ;::‘ILef:;ucri;r;ces Technology, Engineering, and ;Z;‘n;:a;izhnulngy Engineering and 1515000000 ENGINEERING RELATED/PLTW 0.00 E’: %
‘:ﬂz‘:"'ff:;ﬂ;’;ces' Technology, Engineering. and . oo ation, Distribution and Logistics 4706040000 ?:g:nm;:;:?::;:‘;g: Mechanics 573 [ S
Business, Finance, Marketing and Management i::.ill;\nel;sr.al:l::agemem e 5203020000 Accounting Technology/Technician and Bookkeeping. 5.35 |:If %
Health Sciences Health Science 5100000000 QEELJEESSEEEISEEQLUED Bl h] 350 E’: %
Human Services Human Services 1901000000 FAMILY AND CONSUMER SCIENCES 300 @ %

Last SRI Collection Date: 1/29/2016 12:15:42 PM
System Due Dates

Courses in a program  Student Data  Program updates Program of Study
Jan 31 July 31 June 15 June 15
Grey = Not available
Green = Needs District Action
= Needs DE Consultant Action
Blue = Completed

If you receive the error message, click on OK to close the message box. Click the DISTRICT
CONTACTS link and enter in the contact information.

,  ENTER DISTRICT CONTACT TO PROCEED




Entering District Contacts

On the District Contact screen click Add/UP

DATE District Contact.

Year: 2015 District:

Diistrict:

Programs > Contacts

For more local district information please contact below address

Email Address Phone Number

District Contacts

Information

Add/Update District Contact

Enter your contact information in the Contact Profile then click on the appropriate access areas

in the Application Selection List.

Be sure the e-mail is correct so system e-mails are received.

Click on Save and it will take you back to the contact listing. You should now see the contact
added. (Refresh the screen if not listed) Repeat this process to add, delete or modify additional

contacts. Note: All contacts listed will re

ceive system e-mails

Add Application Contact

Email address search

Type email to search or add or update

Contact Profile
First Name
Last Name
Email
Phone

Title

Application Section List

Program of Study

.

Courses

Students

all

Click on Programs to return to the Program

Programs :ﬁ,t}ntacts/

For more local district information please contact below address
Email Address Name

ﬁ pat.thieben(@iowa.qov

Phone

PatThieben 515281

Screen.

Number Add/Update District Contact

-4707

W15%




Viewing the Program Screen

The Program screen is the starting page for all actions. It provides links to other screens, shows
ICONSs indicating system status and other CTE system information.

To access a list of DE Contacts by program area, click on DE Contacts in the upper right hand
corner.

Due Dates are listed at the bottom of gach screen as well as the last Student Reporting in lowa
(SRI) submission date. (Note that the Winter SRI file must be submitted before Courses in a
Program ¢an be entered.)

Shared Courses Reporis Perkins Reporis  District Contacts tistict Contacts

DE Contacts

There are fewer than 4 progryms selected as Chapter 12 programs, please review.
Frograms show 0% coded Program of Study, requirement is 75%

=+Add Program
Ean Seyvice Area Career Cluster CIP Number CIP Title Prcg.ram Actions
12 Units
Agriculture, Food and Natural Resources Agriculture, Food and Natural Resources 0101000000 Agricultural Business and Management. 5.00 @‘: %
Applied Sciences, Techrplogy, Engineering, and >
Architecture and Construction 1501010000 Architectural Engineering Technology/Technician. 470
Manufacturing 9 9 9y [:e QO
Applied Sciences, TechnoNay, Engineering, and . . 'Y
Manufacturin 4805080000 Welding Technology/\Welder. 372
Manufacturing . 9 ! 9 oy [:4 QO
Applied Scw.ences. Technolody, Engineering, and Science, Technology. Engineering and 1515000000 ENGINEERING RELATEDPLTW 000 @,’s QO
Manufacturing Mathematics
Applied Sciences, Technology \engineering, and . - - Automobile/Automotive Mechanics 'y
T rtat Distribut d L i 4706040000 573
Manufacturing R L e e R Technology/Technician. Ce %
: ) - Business, Management and ) - N .
Business, Finance, Marketing and\Management Administration 5203020000 Accounting Technology/Technician and Bookkeeping 535 Gﬁ QO
. . HEALTH SERVICES/ALLIED HEALTH/HEALTH Y
Health Sciences Health Science 5100000000 C- o o 350 (&S
Human Services Human Services 1901000000 FAMILY AND CONSUMER SCIENCES 3.00 Cﬁ: QO

Last SRI Collection Date: 1/29/2016 12:15:42 PM
System Due Dates

Courses in a program  Student Data Program updates Program of Study
Jan 31 July 31 June 15 June 15
Grey = Not available
Green = Needs District Action
= Needs DE Consultant Action
Blue = Completed

The Program screen shows all active programs (operational, anticipated and discontinued) with
associated ICONs on the right. A DE consultant will change anticipated programs to operational,
and move discontinued programs to non-operational to remove them from the list prior to
SCTERA reporting in January. For questions about programs needing to be changed, please
contact a DE consultant. Each ICON represents a process step or task and changes colors as
actions are taken and coded in the system.



Shared Courses Reports Consultant Reports Perkins Reports  District Contacts

DE Contacts

There are fewer than 4 programs selected as Chapter 12 programs, please review:.
Programs show 0% coded Program of Study, requirement is 75%

==Add Program
s Service Area Career Cluster CIP Number CIP Title Prog.ram Aclions
12 Units

Agriculture, Food and Natural Resources Agriculture, Food and Natural Resources 0101000000 Agricultural Business and Management. 5.00 Ef QO
Applied Sciences, Technology, Engineering, and -
i —. Architecture and Construction 1501010000 Architectural Engineering Technology/Technician. 470 E,I QO
Applied Sciences, Technology, Engineering, and . . 'Y
Yo Manufacturing 4805080000 Welding Technology/\Welder. 172 & 00
Applied Sciences, Technology, Engineering, and Science, Technology, Engineering and .
R g Mathematics 1515000000 ENGINEERING RELATED/PLTW 0.00 S

Applied Sciences, Technology, Engineering, and

4706040000
Manufacturing

Transportation, Distribution and Logistics

Business, Management and

Administration 5203020000

Business, Finance, Marketing and Management

Health Sciences Health Science 5100000000

Human Services Human Services 1901000000

Automobile/Automotive Mechanics
Technology/Technician

573 I
%
3.50 & S
%

Accounting Technology/Technician and Bookkeeping 5.35

HEALTH SERVICES/ALLIED HEALTH/HEALTH
SCIENCES, GENERAL

FAMILY AND CONSUMER SCIENCES 3.00

Last SRI Collection Date: 1/29/2016 12:15:42 PM

System Due Dates

Courses in a program  Student Data
Jan 31 July 31
Grey = Not available

Program updates
June 15

Program of Study
June 15

Green = Needs District Action
= Needs DE Consultant Action

Blue = Completed

A color status index is shown on the bottom of the program screen for easy reference. GREY
indicates they are not available, GREEN indicates district action is needed,
indicates the DE Consultant action is needed and BLUE indicates the action is complete.

If needed the DE Consultant can reset the process for each step.

Courses in
a program

Students Edit
Programs
E-f QO

Program

of Study




Program Screen - Completing Chapter 12 Requirements

At the top left side of the Program screen, — you may find two RED warning statements. The
first statement regarding Chapter 12, will require coding before you can proceed. The second
warning is regarding coding the Program of Study which can be updated at any time.

There are fewer than 4 programs selected as Chapter 12 programs, please review.
Programs show 0% coded Program of Study, requirement is 75%

You must indicate the four programs that are meeting your CTE Offer and Teach requirements
by checking the box under Chap 12. Once the Chap 12 boxes are checked, the warning
disappears and the book icon changes from GREY to Green allowing you to enter courses.
CHECK NO MORE THAN FOUR. If you need to see what programs were checked the previous
year, change the year in the upper right hand corner to 2019.

Make sure when you enter courses for this year, you are back in 2020.

Shared Courses Reports Consultant Reports  Perkins Reports  District Contacts
DE Contacts

PLEASE REMEMBER TO UPDATE YOUR CONTACT INFORMATION

Chap Service Area Career Cluster CIP Number CIP Title F’rog@m Actions
12 Units
T TSRS, 1S LT O (S TR, T Architecture and Construction 4699000000 CONSTRUCTION TRADES s W A%
Manufacturing
Applied Sciences, Technology, Engineering, and ”
ST Manufacturing 1506130000 Manufacturing Engineering Technology/Technician 442 il ‘l%
Applisd Sc:lgnces, Technology, Engineering, and Transportation, Distribution and 4706040000 Automobile/Automotive Mechanics Technology/Technician 6.00 il .'.00
Manufacturing Logistics
Applied Sciences, Technelogy, Engineering, and Transportation, Distribution and . . .
4706050000 Diesel Mechanics Technology/Technician 300
Manufacturing Logistics gy il “00
- . . Business, Management and . .
Business, Finance, Marketing and Management ¥ mmsdbey 5201010000 Business/Commerce, General. 13.26 i| ‘l%
. HEALTH SERVICES/ALLIED HEALTH/HEALTH SCIENCES,

Health Sciences Health Science 5100000000 =0T a4 @A
Human Services Hospitality and Tourism 1205030000 Culinary Arts/Chef Training 399 il ‘_%
Human Services Human Services 1907070000 Family and Community Services 3.00 il 100
Human Services Human Services 4301070000 Criminal Justice/Police Science 327 il 1%
Information Solutions. Information Technology 1107010000 Computer Science 835 il 1%

Last SRI Collection Date: 1/1/0001 12:00:00 AM
System Due Dates

Courses in a program  Student Data  Program updates  Program of Study
Jan 31 June 15 June 15 June 15
Grey = Not available
Green = Needs District Action
= Needs DE Consultant Action
Blue = Completed

Any programs over the four required are eligible for Supplemental Weighting. Districts must offer
four programs out of the six service areas: Agriculture, Food and Natural Resources; Arts,
Communication and Information Systems; Applied Science, Technology, Engineering, and
Manufacturing; Health Science; Human Services; and Business, Finance, Marketing and
Management. In the designated Offer and Teach Programs, any courses over the 3 units
required are also eligible for Supplemental Weighting.

Click on the Green book ICON to add courses for a specific program.

Agriculture, Food and Natural Resources Agriculture, Food and Natural Resources 0101000000 Agricultural Business and Management 5.00 [:,ﬂs 00

Applied Sciences, Technology, Engineering, and

Architecture and Construction 1501010000 Architectural Engineering Technology/Technician. 470 1 4
Manufacturing g g gy . 4 00



Adding Courses in a Program

The Courses in a Program Screen will not show any courses. You will need click on Add Course
at the bottom of the page and use the drop-down menu to add courses that came from your
current year SRl file. Only courses that have students in them for the current year are available
for selection. Add all courses that are a part of this program of study (you may need to check
with the educator and/or drawing board to be sure all of the courses are accurate). Reminder, 1
full unit may be shared across service areas. There is a minimum of 3 units in a program, but
not a maximum number. You will want to count all students that are taking CTE coursework, so
do not just enter 3 units and stop.

Once a course has been added, click on save. The course will disappear from the program’s
drop down list, but will be available for selection in other programs.

If an active course is not shown in the drop-down list, verify that it has been correctly coded in
the SR file. All CTE courses should have an accreditation code of 19, if a course is incorrectly
coded, you will need to correct that bgfore continuing and re-submit the SRI. If a course is not
currently active in SRI (because of no students) and is required to meet Offer and Teach you
must manually add it, contact the 3CTERA Consultant to assist you. Courses without enrollment
can only be added in rare occasigns.

Programs > Program Courses > Add Course DE Contacts

Agricultural Business and Management.

Course:
L _ Intro to Brick-100 ~
District Course Number: Intro Carpentry-102
District Course Title: Carpentry Tech.-103
) ) Intro to HBI-104
Carnegie Units HBI Tech-105
CT TR Careers 1-1-64

Computer App's-82
Intro Bus Tech-86
Comp. Apps 1-1-91
Intro Mursing-96
First Aid/CPR-97
Mursing Tech.-98
Food Fundamentals-HS300 o |
Foods & Nutrition 11-HS301
Housing & Int Desig-HS302
Child Development I-HS304
Child Development 1I-HS 305
Intro to Indust Tech-HS450

Power & Energy-HS451 llection Date: 2/18/2015 3:24:17 PM
Electricity Fund.-HS452 System Due Dates
Woods-HS454
(| World of Construct -H3455 State Fiscal Assignment  Program updates  Program of Study
CarfHome Maintenance-HS458
Data Proc. MS Office-HS102 July 31 June 15 June 15
General Business-HS104 Grey = Not available
Accounting -FHS105A - satri i
Accounting I-HS 1055 en = Needs District Action .
Intro. to Criminal Justice-HS 1060 w [ Needs DE Consultant Action
Accounting I-HS106A Blue = Completed

Once added, ICONSs at the right of each course allow deletions or edits to add comments
regarding a course.



9

Each course shows the units provided, the number of students enrolled and the location. Each
course has an associated ICON to indicate if the course is offered in a district 4 or, shared

i

with another district ﬁ or at a community college. T Hovering over the icon shows the
course location.

Completing Courses in a Program

If the Program was coded as Chapter 12, a red warning will show at the top of the Courses in a
Program screen and boxes by each course will be available to indicate the 3 required Offer and
Teach units. (If not Chapter 12, no warning and the boxes are not available)

Programs > Courses in a Program
Meed 3 Program units selected to meet offer and teach
CIP: 0101000000

Title: Agricultural Business and Management.

Select 3 Units Course Number Course Title Units Comments Location Students Enrolled Action
m HS400A  Agri Sciencel 05 a 36 u[a
Il HS4008 Agri. Sciencel 0.5 'ﬂ‘ 41 ul&
n HS401A  Agri Sciencell 0.5 a 26 uw
= HS401B  Agri Sciencell 05 a 25 ul&
n HS402A  Agri. Sciencelll 05 a 2 uw
] HS4028  Agri. Sciencelll 0.5 a 2 uw
n HS403A  Agri Science V0.5 a 24 ul&
n HS4038  Agri Science IV 05 a 23 uw

Unit total 4.5

Last SRI Collection Date: 2/18/2015 3:24:17 PM
System Due Dates

Courses in a program Student Data State Fiscal Assignment Program updates Program of Study
Jan 31 June 15 July 31 June 15 June 15
Grey = Not available
Green = Needs District Action
Yellow = Needs DE Consultant Action
Blue = Completed

After all courses are added, and if this program is designated as one of the offer and teach
programs, check the associated box for all that make up the three unit requirement. The RED
warning will disappear. Note: If supplemental weighted courses are checked for the offer and
teach requirement, the supplemental weighting is lost. Try to check local courses if possible. You
will not be able to mark courses in programs not marked for Offer and Teach. A reminder that if
the program is not marked for Offer and Teach, all Community Courses in that program are
eligible for supplemental weighting. If you need to mark Community College courses to meet
your offer and teach requirements, choose those with the lowest enroliment.



Any course(s) not marked as meeting the Offer and Teach Requirement is/are eligible for
Supplemental Weighting.

A warning will generate if more than 3 units are selected. Click OK to proceed.

The page at https:/iedinfo-staging.ed.iowa.gov says:

You have selected more than the required 3 units as offer and teach. Make sure you have this coded correctly

Click on Program at the top to return to the Program page.

As courses are entered, the total units for the program shows on the Program screen.
Once the Courses in the Program has been completed the student ICON will turn Green
allowing you to view student information for that program.

Click on the Student ICON which will open to a pop-up window showing the Program Student
Breakdown.

Shared Courses Reports Consultant Reports  Perkins Reports  Disfrict Contacts
DE Contacts

There are fewer than 4 programs selected as Chapter 12 programs, please review.
Programs show 0% coded Program of Study, requirement is 75%

=Add Program
Chap Senvice Area Career Cluster CIP Number CIF Title Program Actions
12 Units
Agriculture, Food and Natural Resources Agriculture, Food and Natural Resources 0101000000 Agricultural Business and Management. 5.00 i 1@ Qo
Applied Sciences, Technology, Engineering, and : : ’ - o~
Architecture and Construction 1501010000 Architectural Engineering Technology/Technician 470
Manufacturing 9 9 9y Q 00
Applied Sciences, Technology, Engineering, and - . -
S Manufacturing 4805080000 Welding Technology/\Velder. 372 &S
Applied Sciences, Technology, Engineering, and Science, Technology, Engineering and p . ',
o — br—— 1515000000 ENGINEERING RELATED/PLTW 0.00 [ S
Applied Sciences, Technology, Engineering, and : A - AutomobilefAutomative Mechanics >
DR Transportation, Distribution and Logistics 4706040000 T T e 573 E,I Qo
. . . Business, Management and . . . S >
Business, Finance, Marketing and Management rremi— 5203020000 Accounting Technology/Technician and Bookkeeping 535 E,# 00
. HEALTH SERVICES/ALLIED HEALTH/HEALTH >
Health Sciences Healih Science 5100000000 (0 AL 3.50 & S
Human Services Human Services 1901000000 FAMILY AND CONSUMER SCIENCES 3.00 E#: %

Last SRI Collection Date: 1/29/2016 12:15:42 PM
System Due Dates

Courses in a program  Student Data Program updates Program of Study
Jan 31 July 31 June 15 June 15
Grey = Not available
Green = Needs District Action
= Needs DE Consultant Action
Blue = Completed

10
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To open the full student listing, click on the Enrolled number. To just view the list of student
Concentrators or Completers, select those numbers.

Program Student Breakdown \ \

Program Name CIP Code Enrolled Concentrator Single Parent
Business, Management and Administration 5201010000 20 5 0

The Program Enrolled Student List screen shows all students enrolled in the courses selected
for this program. Use this view-only screen to verify no students or courses are missing or
added to this program incorrectly. You may want to download an excel sheet and have your
educators review this for accuracy.

(Another hint to help you with the last reporting step in June could be to prirt this off and give it
to your CTE teachers to review and comment to turn in when checking out at end of the
school year so you have all of the information for the Program Updates due in Jun

Click on the Return button in the upper right hand corner to return to the Student Breakdown
screen.

Program Enrolled Student List

Student Data to Excel

Student Name State ID Program Total Units Concentrator Student is Single Parent

null null 1.00 Edit Units
null null 1.00 Edit Units
null null 0.50 Edit Units
null null 1.00 Edit Units
null null 0.50 Edit Units
null nuil 1.00 Edit Units

null null ' 2.00 1 Edit Units
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Program Student Breakdown

Request Course Review
Program Name CIP Code Enrolied Concentrator Single Parent
Human Services 1901000000 0 0 0

Once students are reviewed, select the Request Course Review button to submit the courses to the DE
for review. The review button will change to and indicate under DE Review.

Program screen where the book ICON is now also

R
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Shared Courses

Once all programs are completed, click on the “Shared Courses” link at the top of the Program

\ Shared Courses Reports Consultant Reports Perkins Reports  District Contacts

DE Contacts

There are fewer than 4 programs selected as Chapter 12 programs, please review:.
Programs show 0% coded Program of Study, requirement is 75%

==Add Program
S Service Area Career Cluster CIP Number CIP Title Prog.ram Aclions
12 Units
Agriculture, Food and Natural Resources Agriculture, Food and Natural Resources 0101000000 Agricultural Business and Management. 5.00 i 1@ 00
Applied Sciences, Technology, Engineering, and >
e — Architecture and Construction 1501010000 Architectural Engineering Technology/Technician. 470 E,I QO
Applied Sciences, Technology, Engineering, and ’ ’ .
Yo Manufacturing 4805080000 Welding Technology/\Welder. 372 & 00
Applied Sciences, Technology, Engineering, and Science, Technology, Engineering and .
R g Mathematies 1515000000 ENGINEERING RELATED/PLTW 0.00 &S
Applied Sciences, Technology, Engineering, and . o . Automobile/Automotive Mechanics 'y
Manufacuring Transportation, Distribution and Logistics 4706040000 Technology/Technician 573 C,# QO
: ) : Business, Management and : : . >
Business, Finance, Marketing and Management Administration 5203020000 Accounting Technology/Technician and Bookkeeping 535 E,I Qo
. HEALTH SERVICES/ALLIED HEALTH/HEALTH >
Health Sciences Health Science 5100000000t L 3.50 @ S
Human Services Human Services 1901000000 FAMILY AND CONSUMER SCIENCES 3.00 @ QO

Last SRI Collection Date: 1/29/2016 12:15:42 PM
System Due Dates

Courses in a program  Student Data Program updates Program of Study
Jan 31 July 31 June 15 June 15
Grey = Not available
Green = Needs District Action
= Needs DE Consultant Action
Blue = Completed

Shared courses are courses that are offered in more than one program or across service areas.
A total of one unit may be shared across service areas.

Use this screen to identify course(s) to be included in a particular program by checking the
“‘include” box. Including a course in a program identifies participants, and concentrators, within
that program. Courses not identified as included in a program will require students to take an
additional course in that program so they can be counted as participants or concentrators.

If the shared course is eligible for supplemental weighting in any program make sure this is
reflected in all programs that have this course.

Programs > Shared Courses DE Contact:

Shared courses are courses offered in more than one service area or in more than one program within the same service area. Courses shared across service areas are limited to one (1) unit,
while courses shared across programs within the same service area do not have unit limits. If a districts shares more than one unit within a service area, they are encouraged to review the
course offerings for expected content or consider combining their programs

(Course Mumber Cameqgie Units Course Name Service Area Program Title Include:
125 1 Accounting | Family & Consumer Sciences FAMILY AND CONSUMER SCIENCES O
125 1 Accounting | Business Business/Commerce, General. O
11 0.5 General Business Indusinal Technology CONSTRUCTION TRADES ™
11 0.5 General Business Family & Consumer Sciences FAMILY AND CONSUMER SCIENCES I
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Completing Courses in a Program

When the DE completes the program review, the book ICON will change to BLUE and
generates an email to the District. If the review is conditional with no further action needed, a
BLUE comment ICON will appear. If District action is required, the comment ICON will be
GREEN. The district should communicate with the designated DE consultant to resolve any
identified issues. Once resolved, the DE will change the comment ICON to BLUE. Any
comment changes generates a district email notification.

To see the comments regarding conditional review, click on the Comment ICON which opens
the Program Review Comment pop up box.

Please note that comments that were entered in last year will remain for review to make sure
changes can be made to this year’s programs.

1 g
Agriculture, Food and Matural Resources Agriculture, Food and Matural Resources 0101000000 Agricultural Business and Management. ¥ 00 C 00
&)

; ; : } ré
Applied Sciences, Technology, Engineering, and Architecture and Construction 4699000000 CONSTRUCTION TRADES 400 W7
Manufacturing Q

. " . Business, Management and . . 5
Business, Finance, Marketing and Management Administration 5201010000 Business/Commerce, General. 3.50 il 1@ 00
Human Services Human Services 1901000000 FAMILY AND CONSUMER SCIENCES ~ 3.50 P AZ AN

To see the comments regarding conditional review, click on the comment “ICON” which opens
the Program Review Comments pop up box.

Program Review Comments

Previous Comments: @

Add Comments Here
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Completing Student Data — Due June 15

Once the DE has approved a program, the student data for that program can be entered by
clicking on the GREEN student ICON. You do not need to have all programs approved before
updating the student information. Reminder, the deadline to enter student information is June
15 after you have compiled all student information.

Agriculture, Food and Matural Resources Agriculture, Food and Matural Resources 0101000000 Agricultural Business and Management. 4.00 E 00
(&)
DT SRR, TSI 0 AT TS, 2 Architecture and Construction 4699000000 CONSTRUCTION TRADES 4.00 Wz
Manufacturing Ql
; ; } Business, Management and ;
Business, Finance, Marketing and Management Administration 5201010000 Business/Commerce, General. 3.50 i| 1@ 00
Human Services Human Services 1901000000 FAMILY AND CONSUMER SCIENCES ~ 3.50 LS

The Program Student Breakdown screen will open showing the student totals for the selected
program. Click on the Enrolled number to see all students and to record Single Parents.

Program Student Breakdown

Program Name CIP Code Enrolled Concentrator Single Parent
Businezz, Management and Administration 5201010000 0 0 0
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The Program Enrollment Student List screen shows only students who took courses during the
current year. Please note that the list is downloadable to Excel. Please note that it will not
download using Safari. Chrome, Firefox, or using a PC will facilitate printing the list for
your instructors.

Indicate that the student is a single parent by clicking in the appropriate check box.\ When
completed, click on the red Return box at the top or bottom of the screen. If you haye an
extended list, a scroll bar will show on the right.

Program Enrolled Student List

Student Data to Excel

Student Name State ID Program Total Units Concentrator Student is Single Parent

null null 1.00 Edit L

null null 1.00 Edit Ur
null null 0.50 Edit |

null null 1.00 Edit Units
null null 0.50

null null 1.00

null null ’ 2.00
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After all student updates (single parent reporting) are completed, click on the green Submit
Student Data button

Program Student Breakdown

Submit Student Data
Program Name CIP Code Enrolled Concentrator Single Parent
Agriculture, Food and Matural Resources 0101000000 0 0 0

The submit button will turn yellow indicating the students are submitted and under final review
by the DE Consultant. An e-mail will be sent to the district contact with this information. Click

on red Return to get back to the Program screen. The Student ICON on the Program screen
will also turn yellow.

Program Student Breakdown

Program Name CIP Code Enrolled Concentrator Single Parent
Agriculture, Food and Matural Resources 0101000000 1} 0 0

Once the DE Consultant reviews the Student Data, the Student ICON will turn blue. If there are
questions, the DE consultant will contact the district either by phone or e-mail.

B3



18
Completing Program of Study/Linkage Information

This must be completed for all programs regardless if a Program of Study has been completed.
The Program Screen shows a red warning as long as less than 75% of the programs are not
coded for POS. As POS screens are updated, the warning percentage will change. Perkins V
and the program approval process now requires 100% of the programs to be programs of study.

Click the Chain Link ICO
screen needs to be ¢
previously, pleas

n the Program screen to open the Program of Study screen. This
pleted for all programs and can be completed at any time. If completed
eview for accuracy.

Shared Courses Hepseds_ District Contacts DE Contacts

Programs show 0% coded Program of Study. requirement is 75%

9 g
Agriculture, Food and MNatural Resources Agriculture, Food and Natural Resources 0101000000 Agricultural Business and Management. 4.00 C Qo
&)
GRS, UEE S g S Architecture and Construction 4699000000 CONSTRUCTION TRADES 400 Waz%
Manufacturing Q}
. " - Business, Management and . ., >
Business, Finance, Marketing and Management Administration 5201010000 Business/Commerce, General. 350 i| 1@ 00
Human Services Human Services 1901000000 FAMILY AND CONSUMER SCIENCES ~ 3.50 LA S

Select the college(s) that the program is linked to and enter the college program name (not the
department, but the PROGRAM) that the district program is linked to. If none, choose “No
College Selected.” The district can also enter in any comments regarding the POS. Click the
green “Save” button when completed. Programs of Study (POS) are reviewed during the
Perkins Monitoring Process and through the Perkins Grant.

(g T InieDen  omal  Logout

fear 2015 Diistrict:
District: | Program of Study
Programs>Program of Study DE Contacts

Agricultural Business and Management.

Callege F Coliege [ |
Mo College Selected
Des Moines Area Community College
College Program Name |Eastern lowa Community College District College Program Name | |

Ellsworth Community College
Hawkeye Community College
Indian Hills Community College
lowa Central Community College
lowa Lakes Community College
lowa Western Community College Comments
Kirtowood Community College
Marshalltown Community College

Morth lows Area Community College
Mortheast lowa Community College-Calmar
Morthhwest lows Community College
Southeastern Community College
Southwestern Community College

Western lowa Tech Community Collage




Deleting Programs for the next Fiscal Year
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Select the BLUE pencil ICON on the Program screen to open the Program Update screen. The

District can use this screen to indicate a current program that is going to be discontinued.

Only the DE Consultant can make a program operational or non-operational. Once a program is
made non-operational, it is no longer shown on the Program screen.

The Program Approval Status field indicates the current system status for the program and

student process. (See status description at the bottom of the screen.)

@Fa‘h‘icis'l’hiehen Portal Logout

Year 2015 District |
District:

Programs > Program Add/Update

Program Add/Update

CIP Mumber: 01041000000
Operational Status:
Program Approval Status: |DE Completed review conditional e
Title: Agricultural Business and Managemsnt.
State Assistance Eligible 1
Current Year
Program Open Year 2015
Program Close Year 0099
(lgnore BE8E)
Comments:
(Corel
Program Approval Status
Status |Action Needed

District Enters and Submits Courses

District needs to enter and submit courses for review

Program courses under DE review

DE Consultant needs to review program courses

DE Completed Review uncondifions

Program courses completed, district need to submit students datsy

DE Completed review conditional

Program courses completed. district need to submit students dats

District submitied stuedent dats

District submitted students, E Consultant needs to review

ICourses and students data completed|

Mo setion needed for course or students

DE Contacts




Adding Programs for the Next Fiscal Year
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To add the new program to the system, select the green “Add Program” link at the top of the

Program screen.

There are fewer than 4 programs selected as Chapter 12 programs, please review.

Programs show 0% coded Program of Study, requirement is 75%

Chap

Service Area
12

Agriculture, Food and Natural Resources
Applied Sciences, Technology, Engineering, and
Manufacturing

Applied Sciences, Technology, Engineering, and
Manufacturing

Applied Sciences, Technology, Engineering, and
Manufacturing

Applied Sciences, Technology, Engineering, and
Manufacturing

Business, Finance, Marketing and Management

Health Sciences

Human Services

Career Cluster
Agriculture, Food and Matural Resources

Architecture and Construction

Manufacturing

Science, Technology, Engineering and
Mathematics

Transportation, Distribution and Logistics

Business, Management and
Administration

Health Science

Human Services

Shared Courses Reports Consultant Reports  Perkins Reports  District Jontacts

DE Contacts
CIP Number CIP Title
0101000000 Agricultural Business and Management

1501010000

4805080000

1515000000

4706040000

5203020000

5100000000

1901000000

Architectural Engineering Technology/Technician
Welding Technology/\Welder.

ENGINEERING RELATED/PLTW

Automobile/Automotive Mechanics
Technology/Technician.

Accounting Technology/Technician and Bookkeeping.

HEALTH SERVICES/ALLIED HEALTH/HEALTH
SCIENCES, GENERAL

FAMILY AND CONSUMER. SCIENCES

Last SRI Collection Date: 1/29/2016 12:15:42 PM
System Due Dates

Courses in a program  Student Data

Program updates  Program of Study

Jan 31 July 31

June 15 June 15
Grey = Not available

Green = Needs District Action
= Needs DE Consultant Action
Blue = Completed

Program
Units

5.00

470

372

0.00

573

5.35

3.50

3.00

4Add Program

Actions

%
%
%
@ %
Z %
%
%
' %

When adding a new program, the district should work with the appropriate subject area DE

Consultant to get the correct CIP Code (Classification of Instructional Programs).

On the Program Add/Edit screen, enter the appropriate CIP. Anticipated should be the default
entry in the Operational Status field. Indicate the beginning year of the Program in the Program

Open Year field.

Programs > Program Add/Update

CIP Number:

Operational Status: Operational e

Title
Assistance Eligibility Year
Program Open Year

Program Close Year

Comments:
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REPORTS

To view system reports, click on the REPORT link at the top right of the Program screen.
Once on the Reports screen, use the Reports dropdown field to select the desired report.

After the specific report loads, select available parameters if needed (i.e. Service Area), then E
click on to generate the report.

Note there are navigation buttons to move from page to page if the report has multiple pages.

You may also export the displayed report to Excel, PDF or Word using the export selection.

Shared Courses Reports Perkins Reports District Contacts
DE Contacts

@-LetﬂiaWillian'ls Portal Logout

Year: 2015 District:
District: Reports

Programs > Reports DE Contacts

Reports! | _gelect— v

District Courses Report
Programs Report
Status Report

District Action Reguired Programs Last SRI Collection Date: 2/18/2015 3:24:17 PM
State Assistance Report System Due Dates

Program Of Study Report

Coursesinaprogram  StudentData  State Fiscal Assignment  Program updates  Program of Study
Jan 31 June 15 July 31 June 15 June 15
Grey = Hot available
Green = Needs District Action
Yellow = Needs DE Consultant Action
Blue = Completed

Programs = Reports

Reports: | District Courses Report | SErvice Area: | sep e W ﬁ

4 4 (1 of 27 [ [ 7 Find | Next

District Operational Pro . _Excel icgurse Listings
Year: 2015 District:.

Servie Area Title cip Coules e Hame



Reports — DISTRICT COURSE REPORT
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DISTRICT COURSE REPORT provides a listing of all district courses in operational programs

by Service Area.

The Service Area selection defaults to “ALL” but can be changed to a specific service area or to

select “Unknown”

Use the “Unknown” Service Area selection to check for current programs note tied to a service

area.

Remember to click on [EJ] to generate the report.

Wear: 2015 District:

District: .

Programs > Reports

Reports: | District Courses Report w | Service Areal | sep e W E
4 4 |1 of 272 | [l ‘ Find | Mext -relv'

District Operational Program CTE Course Listings
Year: 2015 District:

Servie Area Title cip Course# Course Name
Agriculture Agricultural Business and 0101000000 844 1OWA AGRIC
Management. e ez

BaA WDWHKG 1
a7 WELDING 1
568 WDWHG 1
B2B INTERACTIVE MEDIA-IND STUDY
528 CARPENTRY/MZOMST

Industrial Technology Cinematography and FilmM\ideo 5008020200 B2 COMPUTER APPLIC

Froduction. 20 TECH ESSENTIALS

a5 INTRO BUSINESS
B4 DIGITAL MEDIA
124 YEARBOOK
128 YEARBOOK
B2A INTERACTIVE MEDIA-IND STUDY
228 INTERACTIVE MEDIA-IND STUDY

Industrial Technology Commercial and Advertising Art. 2004020200 12B YEARBOOK
82 COMPUTER APPLIC
103 MURSES AIDE
B4 DIGITAL MEDIA
70 ELEGTRY
866 AG BALES & METG
1254 test

528 INTERACTIVE MEDIA-IND STUDY

Repc



Reports - PROGRAM REPORT
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PROGRAM REPORT provides a listing of all programs per service area for the identified district.

The report defaults to “operational” programs, however non-operation, anticipated or
discontinued programs can also be selected and viewed.

Use the Service Area selection to view Programs in a specific service area

Remember to click on [E]] to generate the report.

Programs = Reports

Reports: | programs Report W | SErvice Area: | sp = | Operational Status: | gperational W

4 4 |1 of 27 [ [ - Find | MNext = -

Year: 2015 District: All Districts
Service Area: **Al** Operational Status: Operational
Status: **AlIF*

District Service Area CIP Title Program Program State Comment
Start End Year Assistance
Year Eligible
Year
District X Agriculture 0100000200 Agriculture, General. 2015 9909 2015
0101050000 AgriculturaliFarm Supplies 2015 9989 2015
Retailing and Wholesaling.
0109030100 Animal Health. 2015 9999 2015
Industrial 0909020000 Public Relationsiimage 2015 9999 2015

Technology Management.

DE Contacts



Reports — STATUS REPORT

STATUS REPORT provides a listing of operational programs sortable by their current status in

the program courses and student process. This listing will assist districts and Consultants
ensure all steps to add courses to the program and updated student CTE indicators are

processed in a timely manner.

Filters include selection by specific process status or all status for a service area.

Remember to click on [E]] to generate the report.

DE Contacts
Status: | ==p ) W
bt
District needs to enter and submit courses for review
DE Consultant needs to review program courses
Program courses completed, district need to submit students data
Program courses completed, district need to submit students data
'015 332 District submitted students, E Consultant needs to review
g Mo action needed for course or students
Programs > Reports
Reporis: | siatys Report v | Service Area| g v| Stalus: | District needs to enter and submg courzes for review
Operational Status: Operational E
i1 4 (1 of1 b pi 2 Find | Next iﬂ‘, 5
Year: 2015 District:,
Service Area: *"All** Operational Status: Operational
Status: District needs to enter and submit courses for review
District Service Area CIP Title Program Program  State Comment
Start End Year  Assistance
Year Eligible
Year
I Business 5299990200 Business, Management 2015 9999 cc
Warketing, and Related
Support Semvices, Other.
1109010200 Computer Systems 2015 9999
Networking and
Telecommunications.
Industrial 1001010000 COMMUNICATION 2015 2020
Technology SUPPORT SERVS (DELE.

06)




Reports — DISTRICT ACTION REQUIRED PROGRAMS
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DISTRICT ACTION REQUIRED PROGRAMS reports shows any

conditionally approved program that requires further action by the District. (The DE
Consultant checked the box District Action Required” when approving the program.

The report provide a tool for tracking needed information and allows for comments for better

communication.

Once the action is taken and the box is unchecked, the program will no longer show on this

report.
Program Review Comments
District Action Required
Prewious Comments:
Comments for District Action needed LW 111215
Year. 2015 District:
Jistrict:

Programs > Reports

Reports: | District Action Reguired Programs v | SETVICE ATEAD | =ep e W

d |1 of 1 [+ ] Find | Next -.l'lv_'

Year: 2015 District:
Service Area; *Al*

District CIP CIP Title consultant Comment

1108010200 Computer Systems  Comments for District Action
Metworking and needed LW 111215
Telecommunications.

Reports

Dist Action Required
YES



Reports - PROGRAM OF STUDY
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PROGRAM OF STUDY REPORT provides a listing of all operational programs and the linked
Institution name coded on the Program of Study (POS) screen.

If the Institution Name field shows blank, the District still need to update the POS screen.

Any blanks in the Institution Name field requires District action to update the POS Screen.

Remember to click on [E] to generate the report.

Programs > Reports

District

Reports: | Program Of Study Report Vl Service Ares: | Al

| l:loFl * #l 4 [Page width V|| |F":|'.e::: [ =
District: Denison Comm School District, 1701
Service Area: **Al* Operational Status: Operational
Service Area Cip Title
Agriculiure, Food 0101000000  Agricultural Business
and Matural and Management.
Resources
Architecture and 4699000000 COMNSTRUCTION

Construction

Business,
Management and
Administration

Marketing, Sales
and Service

Transportation,
Distributicn and
Logistics

Reports — PERKINS

3201010000

3203010000
3214010000

4708030000

TRADES

Business/Commerce,

General.

Accounting.

Marketing/Marketing
Management, General.

Autobody/Collision and

Repair

Technology/Technician.

Name

Ag Management

Construction

Business Administration

Accounting

Automotive Technology

V| Operstional Status: | Operational

DE Contacts

W Region: | -sgglect Region™ W ﬁ

Institution Name

Western lowa Tech Community College
Western lowa Tech Community College
Western lowa Tech Community College

Western lowa Tech Community College

No College Selected

Western lowa Tech Community College

Choose the “Perkins Report” Link to see your consortium-wide and individual district Perkins
reports. Be aware that the report takes some time to upload.

Shared Courses
DE Contacts

Reports

—

Perkins Reporis

District Contacts
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	SECONDARY CTE REPORTING APPLICATION DIRECTIONS 
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	   Have you submitted your SRI File?  If you have not done so, please stop and: 
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	1. Begin collection in Cedar Connect 
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	2. Fix all errors in Cedar Connect 
	2. Fix all errors in Cedar Connect 

	3. Click submit to move the data over to SRI 
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	Log in to the Department of Education A&A Account (i.e. Portal) 
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	Note:    
	You can reset your password by clicking the Forgot Password button at the top of the page on the log in page. 
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	Open the Secondary CTE Reporting Application 
	 
	Click on EdInfo, then choose Secondary CTE Reporting Application.   
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	Viewing the Program Screen 
	 
	If a district has changed their name, when you first enter the system, you will be taken to the Program screen.  You may receive a pop-up warning to enter a district contacts if none have been entered. 
	 
	Please note that you will not be able to continue until you enter at least one district contact.  
	 
	If you have been in the system previously, please update your contact. Click on the DISTRICT CONTACTS link at the top right side of the page.  Review and UPDATE all contact information.  
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	If you receive the error message, click on OK to close the message box.  Click the DISTRICT CONTACTS link and enter in the contact information. 
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	Entering District Contacts 
	 
	On the District Contact screen click Add/UPDATE District Contact.   
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	Enter your contact information in the Contact Profile then click on the appropriate access areas in the Application Selection List.   Be sure the e-mail is correct so system e-mails are received.   
	Click on Save and it will take you back to the contact listing.  You should now see the contact added.  (Refresh the screen if not listed) Repeat this process to add, delete or modify additional contacts.  Note:  All contacts listed will receive system e-mails 
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	Figure
	Figure
	Click on Programs to return to the Program Screen.  
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	Viewing the Program Screen 
	 
	The Program screen is the starting page for all actions.  It provides links to other screens, shows ICONs indicating system status and other CTE system information. 
	To access a list of DE Contacts by program area, click on DE Contacts in the upper right hand corner. 
	 
	Figure
	Due Dates are listed at the bottom of each screen as well as the last Student Reporting in Iowa (SRI) submission date.  (Note that the Winter SRI file must be submitted before Courses in a Program can be entered.)  
	Figure
	 
	 
	Figure
	Figure
	 
	The Program screen shows all active programs (operational, anticipated and discontinued) with associated ICONs on the right. A DE consultant will change anticipated programs to operational, and move discontinued programs to non-operational to remove them from the list prior to SCTERA reporting in January. For questions about programs needing to be changed, please contact a DE consultant. Each ICON represents a process step or task and changes colors as actions are taken and coded in the system.      
	 
	 
	Figure
	 
	A color status index is shown on the bottom of the program screen for easy reference.  GREY indicates they are not available, GREEN indicates district action is needed, YELLOW indicates the DE Consultant action is needed and BLUE indicates the action is complete.  
	 
	If needed the DE Consultant can reset the process for each step.   
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	Courses in a program 
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	Students 
	Students 
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	Edit  
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	Program Screen - Completing Chapter 12 Requirements 
	 
	At the top left side of the Program screen, – you may find two RED warning statements.  The first statement regarding Chapter 12, will require coding before you can proceed. The second warning is regarding coding the Program of Study which can be updated at any time. 
	 
	There are fewer than 4 programs selected as Chapter 12 programs, please review. 
	There are fewer than 4 programs selected as Chapter 12 programs, please review. 
	Programs show 0% coded Program of Study, requirement is 75% 
	Figure

	Artifact
	You must indicate the four programs that are meeting your CTE Offer and Teach requirements by checking the box under Chap 12.  Once the Chap 12 boxes are checked, the warning disappears and the book icon changes from GREY to Green allowing you to enter courses.   CHECK NO MORE THAN FOUR. If you need to see what programs were checked the previous year, change the year in the upper right hand corner to 2019.   
	Make sure when you enter courses for this year, you are back in 2020. 
	 
	Figure
	 
	Any programs over the four required are eligible for Supplemental Weighting. Districts must offer four programs out of the six service areas:  Agriculture, Food and Natural Resources; Arts, Communication and Information Systems; Applied Science, Technology, Engineering, and Manufacturing; Health Science; Human Services; and Business, Finance, Marketing and Management.  In the designated Offer and Teach Programs, any courses over the 3 units required are also eligible for Supplemental Weighting.  
	 
	Click on the Green book ICON to add courses for a specific program.   
	 
	 
	Figure
	Figure
	Adding Courses in a Program 
	 
	The Courses in a Program Screen will not show any courses.  You will need click on Add Course at the bottom of the page and use the drop-down menu to add courses that came from your current year SRI file.  Only courses that have students in them for the current year are available for selection. Add all courses that are a part of this program of study (you may need to check with the educator and/or drawing board to be sure all of the courses are accurate).  Reminder, 1 full unit may be shared across service 
	 
	 
	Artifact
	 
	Once a course has been added, click on save. The course will disappear from the program’s drop down list, but will be available for selection in other programs. 
	   
	If an active course is not shown in the drop-down list, verify that it has been correctly coded in the SRI file. All CTE courses should have an accreditation code of 19, if a course is incorrectly coded, you will need to correct that before continuing and re-submit the SRI.  If a course is not currently active in SRI (because of no students) and is required to meet Offer and Teach you must manually add it, contact the SCTERA Consultant to assist you. Courses without enrollment can only be added in rare occa
	Figure
	 
	 
	Figure
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Once added, ICONs at the right of each course allow deletions or edits to add comments regarding a course.  
	 
	Each course shows the units provided, the number of students enrolled and the location.  Each course has an associated ICON to indicate if the course is offered in a district        or, shared with another district   or at a community college.              Hovering over the icon shows the course location.  
	Figure
	Figure
	Figure
	 
	 
	Completing Courses in a Program 
	If the Program was coded as Chapter 12, a red warning will show at the top of the Courses in a Program screen and boxes by each course will be available to indicate the 3 required Offer and Teach units.  (If not Chapter 12, no warning and the boxes are not available)   
	 
	Artifact
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	After all courses are added, and if this program is designated as one of the offer and teach programs, check the associated box for all that make up the three unit requirement.  The RED warning will disappear. Note:  If supplemental weighted courses are checked for the offer and teach requirement, the supplemental weighting is lost. Try to check local courses if possible. You will not be able to mark courses in programs not marked for Offer and Teach.  A reminder that if the program is not marked for Offer 
	 
	Any course(s) not marked as meeting the Offer and Teach Requirement is/are eligible for Supplemental Weighting.   
	 
	A warning will generate if more than 3 units are selected. Click OK to proceed.   
	 
	 
	Figure
	 
	 
	 
	 
	Click on Program at the top to return to the Program page.   
	 
	As courses are entered, the total units for the program shows on the Program screen. 
	Once the Courses in the Program has been completed the student ICON will turn Green allowing you to view student information for that program. 
	Figure
	 
	Click on the Student ICON which will open to a pop-up window showing the Program Student Breakdown.  
	 
	 
	Artifact
	Figure
	 
	  
	To open the full student listing, click on the Enrolled number.  To just view the list of student Concentrators or Completers, select those numbers.     
	 
	Figure
	Figure
	 
	 
	Figure
	 
	 
	 
	 
	 
	The Program Enrolled Student List screen shows all students enrolled in the courses selected for this program.  Use this view-only screen to verify no students or courses are missing or added to this program incorrectly. You may want to download an excel sheet and have your educators review this for accuracy.   
	Figure
	 
	(Another hint to help you with the last reporting step in June could be to print this off and give it to your CTE teachers to review and comment to turn in when checking out at the end of the school year so you have all of the information for the Program Updates due in June.) 
	 
	Click on the Return button in the upper right hand corner to return to the Student Breakdown screen. 
	 
	Figure
	 
	  
	 
	Figure
	 
	 
	Once students are reviewed, select the Request Course Review button to submit the courses to the DE for review.   The review button will change to Yellow and indicate under DE Review.  
	Figure
	 
	Program screen where the book ICON is now also Yellow. 
	 
	Figure
	 
	Artifact
	 
	 
	 
	 
	 
	  
	Shared Courses 
	 
	Once all programs are completed, click on the “Shared Courses” link at the top of the Program screen. 
	 
	Figure
	 
	Artifact
	Figure
	 
	Shared courses are courses that are offered in more than one program or across service areas.  A total of one unit may be shared across service areas.   
	 
	Use this screen to identify course(s) to be included in a particular program by checking the “include” box. Including a course in a program identifies participants, and concentrators, within that program. Courses not identified as included in a program will require students to take an additional course in that program so they can be counted as participants or concentrators.  
	 
	If the shared course is eligible for supplemental weighting in any program make sure this is reflected in all programs that have this course. 
	 
	 
	Figure
	 
	 
	 
	 
	 
	 
	 
	Completing Courses in a Program 
	 
	When the DE completes the program review, the book ICON will change to BLUE and generates an email to the District.   If the review is conditional with no further action needed, a BLUE comment ICON will appear.  If District action is required, the comment ICON will be GREEN.  The district should communicate with the designated DE consultant to resolve any identified issues.  Once resolved, the DE will change the comment ICON to BLUE.  Any comment changes generates a district email notification.      
	 
	To see the comments regarding conditional review, click on the Comment ICON which opens the Program Review Comment pop up box. 
	 
	Please note that comments that were entered in last year will remain for review to make sure changes can be made to this year’s programs. 
	 
	Figure
	Figure
	 
	Figure
	 
	To see the comments regarding conditional review, click on the comment “ICON” which opens the Program Review Comments pop up box. 
	 
	 
	Figure
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Completing Student Data – Due June 15 
	 
	Once the DE has approved a program, the student data for that program can be entered by clicking on the GREEN student ICON.  You do not need to have all programs approved before updating the student information.  Reminder, the deadline to enter student information is June 15 after you have compiled all student information. 
	Figure
	 
	 
	Figure
	 
	The Program Student Breakdown screen will open showing the student totals for the selected program.  Click on the Enrolled number to see all students and to record Single Parents. 
	 
	  
	Figure
	 
	 
	 
	 
	 
	 
	 
	  
	The Program Enrollment Student List screen shows only students who took courses during the current year. Please note that the list is downloadable to Excel.  Please note that it will not download using Safari. Chrome, Firefox, or using a PC will facilitate printing the list for your instructors. 
	Figure
	 
	Indicate that the student is a single parent by clicking in the appropriate check box.  When completed, click on the red Return box at the top or bottom of the screen.   If you have an extended list, a scroll bar will show on the right. 
	 
	 
	Figure
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	After all student updates (single parent reporting) are completed, click on the green Submit Student Data button 
	 
	Figure
	 
	 
	 
	The submit button will turn yellow indicating the students are submitted and under final review by the DE Consultant.  An e-mail will be sent to the district contact with this information.  Click on red Return to get back to the Program screen.  The Student ICON on the Program screen will also turn yellow.   
	 
	Figure
	 
	 
	Figure
	 
	 
	 
	 
	Once the DE Consultant reviews the Student Data, the Student ICON will turn blue.  If there are questions, the DE consultant will contact the district either by phone or e-mail. 
	 
	 
	Figure
	 
	 
	 
	 
	 
	 
	 
	 
	Completing Program of Study/Linkage Information 
	 
	This must be completed for all programs regardless if a Program of Study has been completed.  The Program Screen shows a red warning as long as less than 75% of the programs are not coded for POS.  As POS screens are updated, the warning percentage will change. Perkins V and the program approval process now requires 100% of the programs to be programs of study.   
	 
	Figure
	Click the Chain Link ICON on the Program screen to open the Program of Study screen.  This screen needs to be completed for all programs and can be completed at any time. If completed previously, please review for accuracy.    
	Figure
	 
	 
	Figure
	Figure
	 
	 
	 
	 
	Select the college(s) that the program is linked to and enter the college program name (not the department, but the PROGRAM) that the district program is linked to.  If none, choose “No College Selected.”  The district can also enter in any comments regarding the POS.  Click the green “Save” button when completed.  Programs of Study (POS) are reviewed during the Perkins Monitoring Process and through the Perkins Grant. 
	 
	Figure
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	Deleting Programs for the next Fiscal Year 
	 
	Select the BLUE pencil ICON on the Program screen to open the Program Update screen.  The District can use this screen to indicate a current program that is going to be discontinued.  
	 
	 
	Figure
	 
	 
	 
	 
	Only the DE Consultant can make a program operational or non-operational.  Once a program is made non-operational, it is no longer shown on the Program screen.   
	 
	The Program Approval Status field indicates the current system status for the program and student process.  (See status description at the bottom of the screen.) 
	 
	Figure
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	Adding Programs for the Next Fiscal Year 
	 
	To add the new program to the system, select the green “Add Program” link at the top of the Program screen. 
	Figure
	 
	Figure
	When adding a new program, the district should work with the appropriate subject area DE Consultant to get the correct CIP Code (Classification of Instructional Programs).   
	On the Program Add/Edit screen, enter the appropriate CIP.  Anticipated should be the default entry in the Operational Status field. Indicate the beginning year of the Program in the Program Open Year field. 
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	REPORTS 
	To view system reports, click on the REPORT link at the top right of the Program screen.   
	Once on the Reports screen, use the Reports dropdown field to select the desired report.     
	 
	Figure
	After the specific report loads, select available parameters if needed (i.e.  Service Area), then click on                   to generate the report.   
	 
	Note there are navigation buttons to move from page to page if the report has multiple pages.   
	 
	You may also export the displayed report to Excel, PDF or Word using the export selection.    
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	Reports – DISTRICT COURSE REPORT 
	 
	DISTRICT COURSE REPORT provides a listing of all district courses in operational programs by Service Area. 
	 
	The Service Area selection defaults to “ALL” but can be changed to a specific service area or to select “Unknown”   
	 
	Use the “Unknown” Service Area selection to check for current programs note tied to a service area. 
	 
	Remember to click on           to generate the report.   
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	Reports – PROGRAM REPORT 
	 
	PROGRAM REPORT provides a listing of all programs per service area for the identified district.   
	 
	The report defaults to “operational” programs, however non-operation, anticipated or discontinued programs can also be selected and viewed.   
	 
	Use the Service Area selection to view Programs in a specific service area 
	 
	Remember to click on           to generate the report.   
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	Reports – STATUS REPORT 
	 
	STATUS REPORT provides a listing of operational programs sortable by their current status in the program courses and student process.  This listing will assist districts and Consultants ensure all steps to add courses to the program and updated student CTE indicators are processed in a timely manner. 
	 
	Filters include selection by specific process status or all status for a service area.   
	 
	Remember to click on           to generate the report.   
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	Reports – DISTRICT ACTION REQUIRED PROGRAMS 
	 
	DISTRICT ACTION REQUIRED PROGRAMS reports shows any conditionally approved program that requires further action by the District.  (The DE Consultant checked the box District Action Required” when approving the program.   
	 
	The report provide a tool for tracking needed information and allows for comments for better communication.  
	 
	Once the action is taken and the box is unchecked, the program will no longer show on this report.   
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	Reports – PROGRAM OF STUDY 
	 
	PROGRAM OF STUDY REPORT provides a listing of all operational programs and the linked Institution name coded on the Program of Study (POS) screen.    
	 
	If the Institution Name field shows blank, the District still need to update the POS screen.  
	 
	Any blanks in the Institution Name field requires District action to update the POS Screen.   
	 
	Remember to click on           to generate the report.   
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	Reports – PERKINS 
	 
	Choose the “Perkins Report” Link to see your consortium-wide and individual district Perkins reports.  Be aware that the report takes some time to upload. 
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