Entering Students into the Oklahoma Career Tech Testing System

Health Assessment: How are students entered into the Oklahoma Career Tech Testing system? 
ANSWER: Students are not uploaded by OCTE as they are for the NOCTI tests. Districts must provide OKCareerTech with a student roster.  Follow these steps:

i. Download your list of students enrolled in your Health Occupations programs from CTEIS.  To download the list, follow these steps:

1. Log in to CTEIS.

2. Under the “Reports” tab choose, “Assessment List Download,” and then choose “Health Assessment List Download.”

3. For each program for which you want to download a list, choose the fiscal agency from the dropdown menu, then choose the District and the Building.  Click blue button, “Create List.” (Note: You must have students entered in CTEIS as enrolled in the program to generate the list).

4. Click blue button, “Export to Excel.” A box will appear and ask, “Do you want to open or save this file?”

5. Choose “Open,” or “Save.” When you open the file a box will appear that asks, “The file you are trying to open, ‘MyExcelFile.xls’, is in a different format than specified by the file extension….Do you want to open the file now? Click “Yes.” You now have a list of all students enrolled in your health occupations programs in an MSExcel file.

ii. Edit your list of students in your MSExcel file to include only the students to be tested by deleting students who will not be taking the test.

iii. Go to the Career Tech Testing Center website to the online Roster Template.

iv. Copy the students to be tested from the CTEIS Report.

v. In the OK Career Tech Testing Center Roster Template, click “PASTE, SPECIAL, VALUES ONLY” and paste in the student information from the CTEIS report.

