Quick Reference Guide:

Spring Career and
Technical
Education

This guide will help districts
identify the 13-14 CTE
Concentrators and enter the Area
of Concentration.

Topics included in this Quick
Reference Guide include:

o [dentifying CTE
Concentrators

e FEntering Area of
Concentration

e Entering Single Parent
information
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The Spring Career and Technical Education
(CTE) Data collection identifies those
students in grade 12 who have completed
(or will complete) 3 credits (6 semesters)
of CTE coursework in any program
combination. This data is collected as part
of a district's Carl Perkins grant
requirement.

CTE credits may have been earned at
another high school. It may be necessary

to review transcripts for prior coursework.

Data must be entered by April 30, 2014.

Before beginning this process, consider the following:

1. Which students do | need to enter data for?

e Students are identified as CTE Concentrators in the spring of
their senior year. Students must be in grade 12 and have
completed (or will complete) 3 credits (6 semesters) of CTE
coursework in any program combination. See page 2

2. Is Career Path required?
e No. Career Path is not required for the 13-14 year. See page 3
3. What does Student is a Single Parent mean?

e Student is a Single Parent should only be checked if the student

has a child or shares parenting of a child. See page 3
4. Canlupload the data or does it have to be hand entered?

e Districts may upload their Spring CTE data or enter it by hand.

See page 4
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ear 13-14 * School Cascade High School -
DIRECT ENTRY
5e|ect Year 13-14 and a Search for a: Search for a record being tracked in Campus by using search fields or by select
Student - context other than the current (Example: A student fiter cannot be applied to a Cf
ngh SChOOl “ou may search schookwide.
'
Advanced Search == Student Search
Click the Search tab. | Lasthame
Search for a: Student. First Name
Student Number
Click Advanced Search. —
Grade 12 -
Choose Grade 12 from :
Gender -
the Student Search. StateD
Person ID
Click Search. Locker Number
Special Ed
Status -
Setting -
Disability -
Turner, Tina Select the student from the list
Grade:12 DOB:06M111997 GenderF
Assessment | f3:Behavior | Graduation | [ifadHoc Letters | Records Transfer | on the left.

CDsummary | Enroliments | #fSchedule | {Attendance | Flags | [*iGrades | Transcript | Credit Summary |
[E save ¥ Delete (5 Print Enroliment History | ] New | ] New Enroliment History

Ei 11 it Edit 1
Swtoas | Era ate Click the Enrollments tab.
‘ 12

P 13-14 Cascade High School 1110172013

Open the grade 12 enroliment

record by clicking on the Edit

2 General Enrollment Information
Calendar Schedule (read only) *Grade Class Rank Exclude Notepad |C0n.
13-14 Cascade High School Main + 12 - =
*Gtart Date No Show End Date End Action *Service Type

1110172013 73] 1 ) - P: Primary -
*Gtart Status End Status

06: Transfer from an out of state school - A

Dropout Reason

Start Comments End Comments

<=

All 12 grade students enrolled in the 13-14 school year that meet the requirements for a CTE

Concentrator should have data entered, even if they are no longer actively enrolled (including Early

Graduates).
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Optional
Sort By

B CTE Concentrator

CTE Concentrator  (Student has earned 3 unitz of CTE credit (6 semester), and is considered a CTE concentrator. )

Sllznt is a Single Parent
[0

Area of Concentration Career Path

Post Graduation Status

B Special Ed Fields

- m
(8 Specialgdriens |

If the student meets the criteria for a
CTE Concentrator, check the box.

A student's Area of Concentration is the
program in which the identifiable
majority of CTE classes are taken. If
there is no way to determine a clear
majority, only then should the "blend"
option be used.

The student’s Career Path is not
required for the 2013-14 year.

If the student has a child or shares
parenting of a child, check the Student
is Single Parent box.

Click Save. Repeat for all CTE

<5

-

Date Contacted

Scroll down to the CTE Concentrator
section.

Open the section by clicking on the
plus (+) sign.

Optional
Sort By

B CTE Concentrator
CTE Concentrator

Student is a Single Parent

(Student has earned 3 unitz of CTE credit (6 semester), and iz considered a CTE concentrator.)

Area of Concentration
17: Health Sciences

Career Path
-

Date Contacted

]

The Area of Concentration reflects the courses the student is or has completed in high school,

not necessarily the field or career path they intend to pursue after high school.

Note: Career Path is not a required field for the 13-14 year.
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Year 13-14 v School

Index Search Help

:ﬂ System Administrator

i Iﬁ| Student Information

+£3 Instruction

4] @: Census

+] 6 Behavior

+ G Health

H -:L',li— Attendance

+ ﬂ’ Scheduling

+ [#% Grading & Standards

+ [ Programs

+ @Ad Hoc Reporting

+ [ User Communication

+ [ Assessment

+ Eﬁ System Administration

# (] FRAM

+ [ Messenger

=1 [ MT State Reporting
[

[ MT Extracts.

All Schools ~ Calendar Al Calendars h

State Data Import

Select an option under "Import Type” to specify which record type you are uploading. If the file you upload contains
more than one type of record, (i.e. SD and EN records) select "Multiple Record Types”.

Select an option under "Work To Perform™ to indicate how the file should be processed. There are 2 options:
1. Validate and Test File - Only error checking will be performed on the file. A summary report will be generated
identifying any errors that were found. No data is imported under this option
2. Load Partial File - Data from the file will add to or update the current student record in the Al system
& summary report will be generated indicating the number of records that were inserted or changed. This option
should be used when updating the infermation on a partial ist of students.

Recent Changes:

1. Student Demographics - Field 11 (Race/Ethnicity} has been changed to a filer field and data in this filed wil
no lenger be imported.

2. Student Enroliments - Field 15 (No Show) has been changed to a filer field and data in this filed will no
longer be imported.

3. Program Participation - Fields 08,1011, and 12 (Free/Reduced Lunch, SPED Status, Part B Start Date, Part B
End Date) have been changed to filler fields and data in these fields will no longer be imported. As a result field
13 (Section 504) no lenger has a validation and either ¥ or N will be imported.

4. Career and Technical Education - Fields 10,11, and 14 (Tech Prep Participant, Non Traditional Enroliee, and
Career Path) have been changed to filer fields and data in these fields will no lenger be imported.

|ZTEN.|5| stateReporting.mtImportProcessor h

|Z Account Settings
] Access Log

{! Campus Community
(@] Log O1f

Import Options
Import Type Wuttiple record types -
WWork to Perform  vajidate and Test File
Fil
e
Or
Result File 12/20/2013 11:47:49 (COMPLETE) -

A CTE Spring Collection file can also be
created using MT Extracts. Index | Search | Help

From the Index, select MT State
Reporting/MT Extracts. 2% reatn

Choose Career and Technical Education
from the Extract Type and CSV from

Format.

Select the High School(s) and click
Generate Extract.

FILE UPLOAD

Extract the CTE Spring Collection file
from your Student Information
System.

From the Index, select MT State
Reporting/MT Data Upload.

From the Import Type, select Career
and Technical Education. From
Work to Perform, select Validate
and Test File. Browse for your file
and click Upload.

Check the Import Results Summary
for errors. Make all necessary
corrections.

Return to the MT Data Upload and
change the Work to Perform to
Load Partial File.

Click Upload.

Year 13-14 v School Cascade High School v

m System Administrator
H Iﬂ| Student Information

This tool will extract data to complete several formats of the MT State-defined reporting formats. Choose the State|
Format to get the file in the state defined tab seperated file format, otherwise choose one of the testing/debugging

+ £3 Instruction formats.
+ @\ Census
i q Behavior Extract Options

Select Calendars

+ -:1):- Attendance
+ ﬂ Scheduling Format
+ [# Grading & Standards

# (] Programs

+ Ad Hoc Reporting

# (] User Communication

+ [ Assessment

+ Il“&‘ System Administration

(] FRAM

+ [ Messenger

=1 [ MT State Reporting

[ T Data Upload

E WTE
[ TEAMS Extract

=2

Extract TYpe  Carzer and Technical Education
State Format(TSV)

Generate Extract

Which calendar(s) would you like to include in the report?

'@ active year list by school list by year
13-14

13-14 Cascade 7-8

13-14 Cascade High School

13-14 Cascade School
Cascade School 13-14
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Delete the first two rows (rows 1 and 2). Sort the spreadsheet if desired.

Enter a "Y" in the CTE Concentrator field for all CTE Concentrators. If the student is a single parent, enter
a"Y"in column L. Enter the student's Area of Concentration (column M).

Delete the first row (containing the column headings). Format columns B and C, District and School code,
to four digits (highlight column, right click, Format Cells, Custom — in the general field, enter 000# and
click OK). Format column M, Area of Concentration, to two digits (highlight column, right click, Format
Cells, Custom —in the general field, enter 0# and click OK). Save the file as a Text (Tab delimited) (*.txt)
file.

Open the file using Notepad or WordPad. Place the cursor at the beginning of the first data row and click
enter. Return your cursor to the blank line and enter the header row (HD tab Date (format mm/dd/yyyy)
tab Time (format 00:00:00) tab MT9.1). Click Save and follow the upload instructions above.

A B € o L [ @ H i i K M N o ) a N
1  RecordTyy DéstrictNu SchoolNw Calendark StatelD LocaliD LastName FirstNama CTRConce TechPrepd NonTradit
2cT 280 187 2 5A0843T48 Adams John ¥
3cr 10 157 2 12534190 Arthur Chester
4 T 280 157 2 6T Buchanan lames
s |ct s 157 2 21B00KA04 Bugh George
6 cT 10 157 2 UTTLR Tush George Herbert
ri= g B0 157 2 500506504 Carter lames
& CY 280 187 2 ST2ToRsL Cleweland Grover
9 T 280 157 2 155352509 Clirten William ¥
10 T 280 157 2 BASSErS3 Coolidge Calvin -
nmcr 80 157 2 BOBOSITES Custis Martha
12T 80 157 2 57TTAI2122 Fisanhower Dweight
13 T 280 157 [N Fillmore Millard
M T 0 157 2 3803500 Ford Gerald
15 CT 60 157 2 GTRRESO0M Garfiald lames
16 C7 B0 157 2 Tregasnaa Grant Ulysses i,

£ ae0 ) Raf e pav -

17|er 20 157 2 900005287 Harding Wasren LAl
18 CT 260 157 7 SARAG0GET Harrison william |_pewte |
18 (T 280 157 2 ara1sem Hayes Rutherford Topathe ol caciss e e it 54 & stating pent
20 et 280 157 2 154129008 Hoes Harinah :
T 180 157 2 3I9TIAIRIL Hoower Herbart ¥
2.7 80 157 2 5ATSEE0RG Jackson Andrew
2 cr 280 157 2 51646212 Jefferson  Thomas -
28 |cT 80 157 2 TTIEA0EER senrsan Andraw (I =T
2% T 280 157 2 T » SO0 Louisa 1l
26 CT i 157 2 49511941 Johrson Lyndon ¥ &0 011
7 cT 280 157 2 123741581 Kannady Jehn w1
28 CT 280 157 2 arnurn Kartright Elzabeth a1
29 T 280 1587 2 TOTIAXERY Lincodn Abraham 011
a0 (cT 80 157 2 750866157 Magisan James i
3 CT 280 157 2 274TITHES Mcinley William 011
2T 280 1587 2 695559736 Monroe James 011
3 cr 80 157 2 BBMEISI0 Kixen Richard i
M T B0 157 2 413THads CObama Barack 011
a3 Cr 250 157 2 Be12aEnE Pierce Franklin 011
36 |cT 280 157 2 384800181 Palk James w01
a7 cT B0 157 2 105806353 Cuincy-Adams John ¥ & 011
3 Cr 250 157 2 839935275 Reagan Ronald 011
3 cr 280 157 2 205240649 Robards Rachel 2011
ap CT 180 157 2 51306050 Roosevelt Franilin 011
WAk W] CT_0280_02242011{1) <%0 =l T

The Career and Technical Education Template is available on the OPI AIM Webpage. Save the
template to a location of your choice, then open the template.

Enter the data and follow the instructions above to format/save the file.

Upload the file using the instructions from page 4.

A B c D E F G H | J K L M N 0 E Q
1 DELETE rows 1, 2, and 3 prior to saving as a text{tab delimited) file.
2 Field 1 Field 2 Field 3 Field 4 Field 5 Field 6 Field 7 Field & Field 9 Field 10 Field 11 Field 12 Field 13 Field 14 | Field 15 Field 16 Field 17
Record || District School | Calendar | Student's | Student's Last First CTE Filler Filler S:i':elgl Area of Filler Date Gram;:ion Year
Type (CT)| Mumber | Number | Number | StatelD | LocallD | HName Name |Concentrator Pargem Concentration Contacted status

ko | 1| 4= |a
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] Last Resync Results S121U%|
RE-SYNC DATA ! i

@ =] ReportingEntity

V] = School
Set the Year to 13-14. v - Cakndar

CourseSection

¥ =] ScheduleStructure

From the Index, expand System .
ay

Administration and Data Utilities. v = SructureGradeLevel

@ =] Personidentity

Select Resync State Data.

Check the box for Enrollment other
fields will automatically check).

Click Send Resync.

Resync Data For The Current School Year (2013-2014)

/| Check dependencies

= BenaviorType

I BehaviorResolutionType

Behavior

CensusContactSummary

ContaciLog

Employment

EmploymentAssignment

EmploymentBackground

EmploymentCredential

v ] Enroliment

Appendix M:

Area Of Concentration
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CODE NAME DEFINITION
01 Agriculture The majority of the CTE credits were earned in the study of Agriculture.
07 Business The majority of the CTE credits were earned in the study of Business.
20 Family and Consumer The majority of the CTE credits were earned in the study of Family and
Sciences Consumer Sciences.
17 Health Sciences The majority of the CTE credits were earned in the study of Health Sciences.
08 Marketing The majority of the CTE credits were earned in the study of Marketing.
21 Technology The majority of the CTE credits were earned in the study of Technology
Educ/Industrial Arts Educational/Industrial Arts.
40 Trade and Industrial The majority of the CTE credits were earned in the study of Trade and
Industry.
CTE credits were earned in a blend of the other CTE concentrations.
60 Blend . L .
*Only used if a majority cannot be determined
ALL AREA OF CONCENTRATION CODES REQUIRE ZERO PADDING
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