K-12 Schools Follow-Up

Technical Guidebooks are located on our website under K-12 Schools > Student Completion/Follow-Up Report:
CTIMS (CareerTech Information Management System) — CareerTech (CT) - okcareertech.org

Completion Period:
October 1 — November 30
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https://www.okcareertech.org/about/state-agency/divisions/imd/ctims

CTIMS Support Contact
Information

Email: CTIMSSupport@careertech.ok.gov
Phone: 405.743.5134
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IMD Contact Information

Mika Hickman Elizabeth Richardson Brandy Elliott
Administrative Assistant Technical Support Specialist Data Quality Coordinator
Office: (405) 743.5124 Office: (405) 743.5134 Office: (405) 743.5403
Email: Mika.Hickman@careertech.ok.gov Email: Elizabeth.Richardson@careertech.ok.gov Email: Brandy.Elliot@careertech.ok.gov
Carol Hall Dennis Griffith
Manager, Information Management Division Performance Data/Analysis Coordinator
Office: (405) 743.5125 Office: (405) 743-6882
““ Email: Carol.Hall@careertech.ok.gov Email: Denis.Griffith@careertech.ok.gov
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Information Needed Before Starting Follow-Up
>Student Employment & Education Status

>|f student is deceased or not

>|f student took certifications or not

* What type of certification was taken
v’ Did the student pass or fail

>|f the student participated in Work Based Learning (WBL)

* Work Based Learning information
v’ List of WBL questions here
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WBL Questions

Work Based Learning Category (Mandatory)
Work Based Learning Note / Employer Involvement
Number of Hours in WBL
Work Based Learning Completed (Mandatory)
Work Based Learning Paid (Mandatory)

If yes, average paid amount per hour
Did it turn into full-time employment

If yes, what is employer’s name and contact details

Company Name, Address, City & State
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Follow-Up: Screen 1

e\/erify the information is accurate. ®Click on Load Data.
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-
Comprehensive School Teacher
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'l?' Dashboard Comprehensive Follow Up Collection X

» |/ ]Enrollment
» U] Salary and Scheduling Comprehensive School Follow Up Collection
» || Certification System
- Enrollment Calendar Year® 2020-2021 v Current Calendar Year®| 2021-2022 v
9 Bepods
4 ||7 Follow-up Organization Type® Comprehensive Schools v Organization™ High School X

E Comprehensive Follow Up Collection

FID™ v Submitter Name™

Element Type® Comprehensive School

O Refresh [x] Export to Excel @ Select & Continue

Student

Teacher Participated WBL Collection Follow-Up Division
School Name Name Student STN Birth Date Grade Gender WBL? Completed? Completed? Name
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Follow-Up: Screen 2

eEnrollment Calendar Year should be last year. #Current Calendar Year is the current year. Click on Load Data.
oA list of your 12t grade students (from last year) will appear. ®Highlight the row by clicking on the student’s
name. ®Select & Continue.

B, oKLAHOMA &
P, &
’ % CareerTech ‘CTlMS Comprehensive School Teacher
A
'l} Dashboard Comprehensive Follow Up Collection % =
\/] Enrollment
{ ] Salary and Scheduling Comprehensive School Follow Up Collection

>

>

» |7 Certification System
N Enrollment Calendar Year® 2020-2021 v Current Calendar Year® 2021-2022 v
A

\| 1 Reports

\| ] Fallow-up Crganization Type® Comprehensive Schools v Organization® High School X
C hensive Follow Up Collecti

Element Type* Comprehensive School

o Refresh [) Export to Excel @ Select & Continue

Student
Teacher Student Participated WBL Collection Follow-Up Division
School Name WEI Name Student STN Birth Date Gender WBL? Completed? Completed? Name
High School 12 -
L]
I High Schoal 12
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Follow-Up: Screen 3

eAdd the student’s email address, if it is not populated. @ Answer if student is deceased — this is mandatory but
it defaults to No. eIf they are not deceased, make sure you answer the Education & Employment questions. See
Appendix A for a listing of Education & Employment definitions. elf the student is deceased, change the answer
to Yes, the additional follow-up information questions will be locked except the certification test question. elf
they did not take a certification test, choose No. eSave. oClick Next Student. elf they did take a certification
test, follow the instructions for adding certifications here. (Screenshot on next slide.) Work Based Learning
(WBL) instructions here.
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Follow-Up: Screen 3 (Screenshot)

Dashboard Comprehensive Follow Up Collection % Comprehensive Student Follow Up Collection %

< Retumn To Swudent List | () Refresh [EEESIEEINLEN Previous Student | » Next Student | M Last Student | el NNl ELTEERI @) RET I

Comprehensive School Student Follow Up Report

Enrollment Calendar Year* 2020-2021 A Current Calendar Year 2021-2022 v
Crganization Type Comprehensive Schools v School Name® High School v
Student Information
Student Name Student Follow Up Process No. 2021-CESI-
STN Grade 12
Gender Date of Birth
Email Address
Follow Up Information - Answer the following questions
|s Student Deceased? O Yes @ No
. = Employment
Education Status™| --Select- v Status® --Select-- v
If employed civilian, is the Job relatdd to the coursework in
which they were enrolled?
Is this student self employed?? Mo
Job Category Job Duties
Has the student taken a certification test? m -
If yes, input the certification information below * M Work Based Learning 7 M
Test Result

Certification Cluster

-

4 Retum To Student List | () Refresh [EEESEESMLET ENAIEE I E S A PR TR W EE RS B X Cancel Changes @) Save | (@) Save & GotoWBL & Go to WBL Without Saving




Follow-Up: Screen 3 (Certification Info)

olf Yes, click +Add Certificate. eUnder the Certification & Cluster columns, click on the drop-down arrow. eType
the first few letters of the certification name — it will populate for you. If you know the certification number, you
can type it instead. eClick the drop-down arrow for the cluster and choose the correct cluster. @Choose Test
Passed, Test Not Passed or Test Not Taken, under the Test Result Column. eClick Save. eClick Ok. e Navigate to
the next student by clicking Next Student or Back to Summary.

**IMPORTANT: The certifications in the list are pulled from the approved assessment list kept and updated by our
Testing division. For this list, visit the website here.

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

Yes - Work Based Learning 7*| Yes v

Certification Information for Enrollment Calendar Year "

+ Add Certificate || % Remove Certificate || (§ Cancel changes

Test Result

I ® Test Passed @ Test Not Passed ® Test Not Taken -
[ weld
Shielded Metal Arc Welder - 4301

rchitecture & Construction - AC

griculiure, Food & Matural Resources - AG

Gas Metal Arc Welder - 4302 Arts, Audio/Video Technology & Communicafions - AR
Flux Cored Arc Welder - 4303 Business, Management & Administration - BA

Gas Tungsten Arc Welder - 4304 Education & Training - ED

Certified Welder - 4401 Energy & Power - EP

Certified Associate Welding Inspecior - 4402 Finance - FN
= Welding - Level 1- 4403 = Govemnment & Public Administration - GP
Oldahnma Walrdar Cartificatinn - 4404 o D SIS LI nenes M FISL SUUEL FIBVIUUS DIUUEL » mexowuen || e Last Student |RECeE] T e T OSava OM&GBWWBL



https://www.okcareertech.org/educators/assessments-and-testing/testing

Follow-Up: Screen 3 (WBL Info)

eSelect Yes or No on if the student did or did not participate in Work Based Learning (WBL). ®Click Save. eClick
Next Student. eOnce you have completed all of your student’s information and certifications. eClick Save & Go

to WBL.

Dashboard Comprehensive Follow Up Collection % Comprehensive Student Follow Up Collection %

4 Return To Student List | () Refresh JEISISESILENG Previous Student | » Next Student || » Last Student | @er 5 Lo ELTTEERI®) KEETT

Comprehensive School Student Follow Up Report

Enrollment Calendar Year* 2020-2021 v Current Calendar Year 2021-2022 v
Organization Type Comprehensive Schools v School Name® High School v
Student Information
Student Name Student Follow Up Process No.| 2021-CESI-
STN Grade| 12
Gender Date of Birth
Email Address
Follow Up Information - Answer the following questions
Is Student Deceased? O Yes @ No
. = Employmeant
Education Status™ --Select- v Status® —Select- v
If employed civilian, is the Job related to the coursework in
which they were enrolled?
Is this student self employed?? No
Job Category Job Duties
Has the student taken a certification test? m T
If yes, input the certification information below * M Work Based Learning 7 M

Test Result

Certification Cluster

4 Retum To Student List | () Refresh JEEESISSSINEY [EVINERSII L S A S I I A EE S IRV % Cancel Changes (@ Save | (&) Save & Goto WBL & Go to WBL Without Saving




Follow-Up: Screen 4 (WBL Info)

oFill out all fields for WBL. @Click Save & Submit. eClick PREVIOUS STUDENT to access the next student.

**A box will appear asking if you would like to update Work Based Learning on just this student or update all students. If all
students had the same WBL — click Update all students. If they had different WBL, update just this student.

Dashboard Comprehensive Follow Up Collection % Comprehensive Student Follow Up Collection %

Student Work Based Learnings _ Comprehensive Schools - Progran‘]s 4 Back fo Summary I O Refresh I M First Student I « Previous Student I » Mext Student I » Last Student .

Teacher (Name: ),_Student (Name: STN: )
Student Work Based Learnings — Comprehensive Schools Programs Work Based Learning ? NG
Work Based Leamning Information 1 A
Work Based Learning Category = v 1

Work Based Learning Note / Employer Involved 2

Number of hours in WBE Learning A 3

Work Based Learning Completed? = = v 4
Work Based Learning Paid? v

If, Yes Average Paid Amount per hour. A 5 N

Did it turn into fulltime employment? = v 6

If, Yes Employer Name and Contact Details.
Company Name
Company Address 7

City
State

Work Based Leamning Comments

A
Do you want to Delete the above saved WEL record? If, Yes then set the value to "Yes" then click on "Save and Submit” Button No l <+ Add Another WBL
« Back to Summary |4 First Student | « Previous Student || » NextStudent | w LastStudent [ gletEHEeERaal « LRI BT




Summary Page

eClick Refresh when on the summary page. **If the row is highlighted dark gray, that means the student’s
follow-up is complete. If the row is white, that means the student’s follow-up is not complete.

Dashboard Comprehensive Follow Up Collection X

Comprehensive School Follow Up Collection

Enrollment Calendar Year® 2020-2021 v Current Calendar Year® 2021-2022 v

Organization Type*® Comprehensive Schools v Organization® High School X
PID®| 53507 v Submitter Name® Andra Beyer Q, Load Data

Element Type* Comprehensive School

O Refresh [¥] Export to Excel @ Select & Continue
Student

Teacher Student Participated WBL Collection Follow-Up Division

School Name Student STN Birth Date Gender WBL? Completed? Completed? Name

High School 12 No
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View Report Links & Export to Excel

e This is not a report for each individual student — it is a teacher summary report. ®You can export to excel if you
want to save the file on your computer.

O Refresh [¥] Export to Excel @ Select & Continue

View Report
View Report WBL Email Address(Display Only)
\
View Report View Report WBL
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Certifications

eYou do not have to enter data for student’s 11t grade and lower, but you can enter certification information on
any student. eUse the filter button in the Student Name column to find the student you want to enter a
certification for — once you find that student, click on the row to highlight it then click Select & Continue. ®Enter

certification information.

ow items with value that:
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