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SUPPORT
PTD Technology provides technical support to districts operating Career and Technical Education (CTE) programs.
The PTD Help Desk is staffed by experienced PTD training specialists, consultants, and dedicated support staff.  Due to rapidly changing software versions and new releases, we may require additional time consulting with other professional staff. 
When using this service, please be sure to provide your contact information including your name, school district, phone number, and/or email address.  For CTEIS reporting, please also provide the name of the report you are preparing.
Technical Help:
cteis.help@PTDtechnology.com
(800) 203-0614 or (517) 333-9363
Extension 128

Reporting Policy Help:
General – 
Joan Church
ChurchJ@michigan.gov
(517) 335-0360

Follow Up – 
Krishnan Sudharsan
SudharsanK@michigan.gov
(517) 241-7652

OCTE website:
http://www.michigan.gov/octe
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It is important to verify your data to ensure that you receive the accurate number of completers. Your biggest errors come from:
· Incorrect instructional design
· Wrong subsection
· Inaccurate grades
· Missing assessments
[bookmark: _Toc366067759][bookmark: _Toc383689762][bookmark: _Toc400610764] Review Reports
For information on how to generate the reports and how to print the reports refer to the Appendix, Section 2.1.1: Generate Reports and Section 2.1.2: Print Reports.





Instructional Design
You are strongly encouraged to verify the instructional design of your courses and review student progress toward program completion throughout the data entry cycle. Appropriate instructional design is crucial for producing student “completers,” who are defined as having:
· Completed coursework that delivered the instructional material of all 12 program segments and also received a grade of 2.0 or above in each of the courses
· AND taken a technical skill assessment if one is available.
By regularly checking to see that the course sections within each of your active programs will together deliver all 12 segments, you can ensure that students who meet the above enrollment, grade, and assessment criteria will become program “completers.” To facilitate this process, CTEIS offers helpful Instructional Design Reports for your use.
Use the Instructional Design Report to ensure that a path to completion exists. 









Here is an example of the Instructional Design report:
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Completer Assessment Report
The Completer Assessment Report (CompA) report has been updated to leverage the combination of grades into the Enrollment and Completion report. This report enables you to get a current look at student assessments. The CompA report can be used to validate enrollment, and to make sure that the students are enrolled in the correct courses and segments.

[image: C:\Users\Nilima_k\Desktop\screens\screen2.jpg]

1. After you run your validation, run the Completer Assessment report. This will ensure that your results are using the most up to date information. Any new grades or courses will be included. 
2. Click the CompA link for the building for which you want to see the completer profile. The Completer Assessment window will open. This is different because, earlier, clicking on the CompA link would directly generate a report.
Completer Assessment Window
[image: ]
The Completer Assessment window gives you the completer profile for the selected building. It lists all the programs in the selected building. For each program, the Completer Assessment window gives you a column-wise count of students who are completers, completers pending assessment, concentrators or those who are enrollled but not yet completers or concentrators. Refer to the following key:
CMP- number of completers
CPA- number of completers pending assessment
CNC- number of Concentrators
ENR- number of enrolled students who are not completers or concentrators





Generate the Completer Assessment Report
You can generate different types of CompA reports for each of the programs. To generate a CompA report for a selected program you may:
Click either the ALL, NONCOMP, or COMP link. Refer to the follwing key:
ALL- Listing of all completers, concentrators, and otherwise enrolled students (ENR) for the PSN.
NONCOMP- Listing of all students who are not completers (CONC and ENR)
COMP- Listing of all students who have completed all 12 segments.
Here is a sample of the CompA report where the ALL option was selected:
[image: ]
This report will let you view the segments a student has received and determine if they are progressing toward completion as expected. The report has been updated to show the student grade level as well in the Grd column.
X - the student completed the segment with a grade of 2.0 or more. 
E - the student is currently enrolled
Blank – a blank segment indicates a missing segment. Either the student did not enroll for the segment or the student did not get credit for that segment. 
One big difference between the old CompA report and the new one is that the old CompA report could only tell the segments a student was enrolled in. The new CompA report will utilize all submitted grades to determine if segments will be considered and thus, before you generate the CompA report, you must run the validation to get up-to-date information. Review the CompA report prior to submitting your Enrollment and Completion Collection report to make sure that you have all the completers you think you should have.
If you find discrepancies in the information (if you think you should have more completers) then check the:
· Instructional design
· Student is enrolled in the proper segment
· Student received the correct grade

Program Enrollment History Report
This report displays the historical information of all students enrolled within a selected program, including segment profiles and assessment scores on record. Use this report to verify that:

· Your students have been enrolled into the correct courses for the current year.
· Your courses offer the 12 segments required for your students to become completers.
· The students within a program have taken any assessment tests required to become completers.

From this report you should be able to view the segments a student has received and determine if they are progressing toward completion as expected. If you find discrepancies in the information then check the:
· Student ID
· Student is enrolled in the proper subsection
· Student received the correct grade

Here is an example of the Program Enrollment History Report:
[image: ]

 Students Potentially Eligible for Assessments (SPEAS) Report
The SPEAS report is a report that will list all students who might potentially need to take a skill assessment test. This report is very similar to the Completer Assessment (CompA) Report, however, there are significant differences.  The CompA report considers only currently enrolled students yet will include any current course with grades in the tabulation of segments.  The SPEAS report considers any student who has enrolled in the program and is marked as still in school.  Further, the SPEAS report will only look at completed courses for the tabulation of segments.

Users should use the CompA report for a current view of potential completers and those eligible for assessments.  If a student is not found on the CompA report but is believed to be eligible for assessment, review the SPEAS report for more information.

The SPEAS report can be found on the Building Reports Page.
Here is an example of the SPEAS report:
[image: ]
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Generate the reports
To generate the above reports and other reports mentioned in this document:
1. On the CTEIS Main menu, select Reports.
2. On the Reports pop-up menu, select Building Reports.
3. Select the required report from the Program/Course Reports section.
4. Enter Report Criteria.
5. Click Create Report. CTEIS will generate the report as per the report criteria.
[bookmark: _Toc382297750][image: ]
[bookmark: _Toc366067760]

Print Reports
[image: ]To print your report, you must first export it to another format. Using the “Export to the selected format” drop-down list, choose which format you would like to use: Acrobat PDF, Microsoft Excel, or Rich Text. The “Export” button becomes active when your selection is made, and you may save and print hard copies of your reports within the chosen application. Please keep in mind that PDF is the recommended printing format as Excel and text exports may not correctly render the layout of the report.

[bookmark: _Reviewing_Instructional_Design_1][bookmark: _Toc366067722][bookmark: _Toc400610766]Further Assistance
Updates, newsletters, due dates, and links to important documentation can be found at www.PTDtechnology.com/cteis. You may also view these items by visiting www.cteis.com. 
Contact the CTEIS help desk at cteis.help@ptdtechnology.com  or 1-800-203-0614 x128
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Michigan Department of Education
Office of Career and Technical Education - CTEIS Report

Instructional Design Report - CTEIS Report

2013-2014
Fiscal. Agcy: (60000) My Public Schools
Oper. Agcy: (50000) My Public Schools.
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‘Subsection: Segments
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C€SC: CT521-2 Course Name:  Adv Bldg Trades Sem 2 Instructor: VUPONY VIGOY
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‘Subsection: Segments
A 810,12
CSC: CT4212 Course Name:  Building Trades Sem 2 _Instructor: VUPONY VIGOY
Class Starts:  01/2012014 ClassEnds:  06/06/2014
‘Subsection: Segments
A 456





image6.jpeg
Report Submission

Select Year [4483D-2013-2014 [«

Validate Report  Rep/Std  Comp Asses CEPD

A

Fiscal Agency Name.

0A | Bldg

Building Name  Bldg|
Validate | Report Rot/Stud  CompA “@TZ~T¥ZR0 | AbcschoolDistrit (82020 |00065 | Abbey Park High School
Validate 42 |52340| AbcschoolDistrct [52155 04203 | Trinity High School

Validate 42 52340 AbeSchoolDistict 52180 01246 Fiat Arch High School





image7.png
Completer Profile for Building 04203

Completer Assessment
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4483D Completer Assessment Report for All Students (2013-2014)

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

Office of Career and Technical Education
CTEIS Report - Program Summary by Student
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Students Potentially Eligible for Assessments (2013-2014)

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

Select a report from the left-hand column and then indicate specific selections using the
Report Criteria Panel. Click the Create Report button to generate your report.
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