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CTE Assessments 

Organization 
Tree 

• Coordinators (JTED or District Staff) 
• Teachers 
• Non-Teachers 

Permission 
Levels 

• Level 2 (usually an Administrator) 
• Level 3 (usually a Teacher) 
• Level 4 (usually used for Misc. assignments) 

Entity 
Administrators 

• Single Registration 
• Bulk Upload 
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CTE Assessments 

Student 
Registration 

• Single Registration 
• Bulk Upload  (multiple registrations at one time) 
• Easy Edits or Bulk Upload Changes 

Rosters 

• Create Roster 
• Edit Roster 
• Add Time to Roster 

Practice 
Tests 

• Procedures to start the 3 questions Sample Test 
• Procedures to end Sample Test 
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CTE Assessments 

Student 
Testing 

• Read the Student Security Letter 
• Start Test / End Test Instructions 

Test Results 

• Student can print or email test results 
• Teacher automatically receives an email with 

student test results 

Reports  

• Must have Permission granted to run reports 
• Six different reports are available 
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Student Eligibility 
Practice Assessments 
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Traditional School Block School 
3 Carnegie Unit Program 

 
Class 1 – no testing 
 
Class 2 – no testing 
 
Class 3 – Take Practice if enrolled in 
 class 3 
 

3 Carnegie Unit Program 
 
Class 1 – no testing 
 
Class 2 – Take Practice if enrolled in 
 class 2 
 
Class 3 –  no testing 
 



Student Eligibility 
Final Assessments 
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Traditional School Block School 
3 Carnegie Unit Program 

 
Class 1 – no testing 
 
Class 2 – no testing 
 
Class 3 – Take Final if completing 
 class 3 
 

3 Carnegie Unit Program 
 
Class 1 – no testing 
 
Class 2 – no testing 
 
Class 3 – Take Final if completing 
 class 3 
 



CTE Assessment System 

Organizational Chart 
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CTE Assessment System website 
 

http://www.ade.az.gov/cte/Assessments/ 
 

or 

9 

     Click on Career & Technical Education link circled in Red                   Click on the CTE Assessment System link circled in Red ①  ② 

http://www.ade.az.gov/cte/Assessments/


Key your email 
address here 
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① 
Assessment Greetings page 

  
click:  For Administrators 

 

② 
Log On Screen 

 
Key your username and password  

Key your 6 digit 
password in 
uppercase 

Click here to change 
your password 



①   JTED Dashboard      ②   District Dashboard 

③ 

Click on one school name  

High School Dashboard 
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Browsing Schools Dashboard 

Click on the high school name 

School Dashboard 

• School dashboard displays  
 
• Assigned permission levels 

determine which menu 
options will display 

 
• Click Registration Page link 
 
• A pop-up window will display 
 
• Reply OK to the message 
 
• Registration grid displays 
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Student Registration 
 

  
 
 Manual Registration 

 
 Bulk Registration 

 
 
 

 

School Dashboard 

13 



Manual Registration 

Click on Manual Registration link and the manual 
registration form will display - enter data in all fields 
(District Notes field is optional) 
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Bulk Upload Template 
Click on the Bulk Student Registration Upload Template link and an Excel file will display – all fields 
must be completed except the optional District Notes field. 

• The template file will display followed by a File Download pop-up window - click on OPEN 
• There are 3 lines of sample data for you to look at – delete these lines and key your data 
• Save template file with an Excel File Extension (.xls) to your PC 

Do Not Change Tab Name 
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Bulk Upload and Import 
• Click on the Browse button and search for you file  
• Once your file is displayed – click on the Upload and Import button 

• If your file has incorrect data you will receive an error message in yellow with the errors 
• Delete records in registration grid - correct your file - repeat all steps until there are no errors 

Error Messages 
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Correcting Data In The Registration Grid 
 

Easy Edit, Make Bulk Changes and Delete Records 

1. Click on a single cell and the cell is highlighted in YELLOW 
2. Delete the data in the field 
3. Type the correct data and press the tab key 

Easy Edit 
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Make Bulk Changes 

1. Click in the box to the far left and a check mark will 
display and highlight the row in yellow – repeat this 
step for all lines to be changed 
 

2. Click the Make Bulk Changes link and scroll to the 
bottom of the screen to display the Make Bulk 
Changes form 
 

3. Click the drop-down box and select the correct data 
in the field you want to change 
 

4. Click the Submit button 
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Delete One or More Records 
1. Click in the box on the far left of record 
2. Check mark displays in the box 
3. Row highlights in yellow 
4. Click the Delete Selected link 

 

1. Receive a pop-up window  
2. Confirm correct record to delete 
3. Click OK to the pop-up window 
4. Sample shows record is deleted 

 
 

1. For multiple delete records 
2. Repeat above steps for each row 

to be deleted 
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1. Reregistration is used for SPRING TESTING ONLY 
2. Click on Reregister Students link 
3. Receive a Reregister Students from high school pop-up window 
4. Click Reregister Students link 
5. Every student registered in the Fall Testing window will now populate the Spring Registration grid 
6. Press Reregister Students link ONE TIME – press link twice and receive duplicate student names  

 

Reregister Students 

Review Student Registration Grid – may need to 
add or delete student(s) who left school mid-year.  
 
MUST change Practice to Final Assessments 
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Create Roster 
1. Click box on the far left of record 
2. Check mark displays in the box 
3. Highlights the row in yellow 
4. Click Create New Roster link 
5. Repeat for additional students 

 
 
 
 

 
 

6. Receive pop-up window - Create 
 New Roster 
6. Enter in a Roster Name 
7. Click Create button 
8. Click Back to Registration Page link 
 or View All Rosters link 
9. Add one or more students to newly 
 created roster – repeat steps 1 – 3 
10. Click on Add to Existing Roster link 
19.  
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Report Selection 
 

Student Status 
Standards and Skills Summary 

Standards & Measurement Criteria Results 
Score Distribution 

Total Results 
Program Performance 

 

Report Options 
 

Assessment Period/Assessment 
Level 
Filters 

Options 
 



Browsing Schools Dashboard 

Click on the high school name 

School Dashboard 

Click on View Report option 
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Click here for  
Reports Menu 



Report Dashboard All Reports Have Same Selections
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Click on the report you need 



Assessment Period / Assessment 
 
1. Click on the following drop-down boxes 
2. Select the Testing Period for your report 
3. Select the CIP Code or Program Name for your report 
 

OR OR 
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Level – Drop-Down Boxes 

1. School Level:   click single JTED name 
2. School District/College:  click single District name 
3. School:  click  single School name or ALL for all school names 

 
1. School Level:   click on single JTED name 
2. School District/College:  click on All for all District names 

 
1. School Level:  click on single JTED name 
2. School district/College: click on NONE 
3. School:   click on JTED Campus name 
 
1. School Level:   click on NONE 
2. School District/College:  click on NON-JTED name 
3. School:    click on single District name or All for all District Names 

 
 

  
  
   
    

Sample of a NON-JTED District 

26 



Filters – Drop-Down Boxes 
 1. Completion Status:  click Final reports only 
      click Practice reports only 
     click ALL for both final and practice reports 

 
2. SAIS:    type a SAIS number OR leave Blank for all students 
 
3. Gender:  click a selection OR click ALL for all genders 

 
4. Special Populations: click a selection OR click ALL for all populations 
 
5. Grade Level:  click a selection OR click ALL for all grade levels 
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Option Selections - Drop-Down Boxes 
 
Not all Options have the same selections: 

 
1. Download File:  click in box for an Excel file OR leave the box Blank 
  for a CSV report 
      
2. Email Report:   type one email address to send a copy of the report  
 
3. School of Attendance:  click School of Attendance (test taken at this school) 

 
4. School of Residence:  click School of Residence (location of transcript) 
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Student Status  Standards and Skills Summary 
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Standards & Measurement Criteria    Score Distribution 
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Total Results        Program Performance 
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Next Step After Selections Are Made To Total Results Menu 

A pop-up window will appear called File Download.   
Click on the Open button 
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Next Screen Displays a CSV File 

This CSV file will display in an Excel Format.  The file can be formatted now. 
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Using the Sort Feature to Format the Total Results File 

1. On the Toolbar click on Data 
2. Drop-down box click on Sort 
3. Receive a pop-window called Sort 

 
 

Use drop-boxes for the next steps: 
 

    4. Sort by click on Program Assessment  
    5. Then by click on Points Correct 
    6. On the Then By line –  
  change the Order column to 
  Largest to Smallest 
    7. Click the OK button 
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Example of Formatted File 

File is sorted by Program Assessments and Largest to Smallest Points Correct 
 1. First sort is by Program Assessment 
 2. Second sort is by Points Correct 
 3. Third sort is by Largest to Smallest for Points Correct 
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Save Your Total Results Report 

On the Toolbar select SAVE AS feature: 
 1. Receive a pop-up window 
 2. Look at File Name - it has a CSV file extension 
 3. Look at Save as Type – it displays a CSV file 
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Convert Total Results Report to an Excel File 
 1. Click the drop down box for Save as type 
 2. Select Excel 97-2003 Workbook (*.xls) 
 3. Select the drive you want to save your file to 
 4. Give your file a unique name 
 5. Click on the Save button 
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Program Performance Report 

Click link for Program Performance 
Summary Menu where you can 
select all State Data by program 
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Program Performance Summary Menu 

All student counts under 10 will 
be replaced with an asterisk 
 
JTED Central Campus scores 
are not included in JTED 
Aggregate Scores 
 
 
 
 
Click on any Assessment 
Program link to display a PDF 
file of all state results for that 
program – PDF files are only 
updated after every Spring 
Assessment 
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Contact Information 

Barbara Zalazinski 
Assessment Program Specialist 

(602) 542-3425 
barbara.zalazinski@azed.gov 
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