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CTE Assessment System

Definitions: 
Entity: 
All Arizona high schools, high school districts, Joint Technical Education Districts (JTEDs), 
and colleges are known as Entities in the ADE CTE Assessment System. 

Permission Level: 
The Coordinator is a JTED or School District Administrator that is assigned to oversee the 
Assessment Process. 
Entity Administrators are created to help Coordinators with various tasks regarding student 
registration and conducting assessments. 

Entity Management: 
Teachers, proctors or school officials are registered into the Assessment System by 
Coordinators. 

Student Registration: 
Coordinators, or Entity Administrators that have been set up in the Assessment System with 
online permissions, may register students on a “per-school” basis at their School of 
Attendance. Student information must be attained from the district office. 

Rosters: 
Creation of a list with the students’ assessment information and assessment time 
management. 
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System Password

When an Entities Account is created the 
account owner will receive a system 

generated password. 

Look for the email
no-reply@ade.state.az.us

with your system password in it.

CTE Assessment System
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Logging onto the 
System

1. Enter:  Email Address
2. Enter:  Password

CTE Assessment System

Forgotten Password

Forgotten Password

1. Enter:  Email Address
2. Click:  Reset Password
3. Repeat Email Address
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Organizational Chart
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• Level 1 – Coordinator
• Level 2 – School or Site Administrator
• Level 3 – Teacher or Proctor
• Level 4 – Special Situation Level

CTE Assessment System

Entity Permission Levels
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Permission Levels for Entity Administrators

* Roster Management

*Prerequisite

* Registration Management

* Manage Assessment Time
Viewing Registration is a prerequisite for:



Registrations
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Correcting Student Registration Data

Entity Registrations

Correcting Entity Registration Data

Student Registration



Link to Sample Test
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Manual Registration

1. School Dashboard
2. Select Registration Page
3. Click OK on pop-up window
4. Select Create New Entity 

Administration link
5. Fill out form
6. Click on Create button
7. Registration Grid displays data
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CTE Bulk Entity Upload Template

1. Click on the Online Guide
2. Under Permissions and Passwords
3. Click Bulk Upload File
4. Click on Example Excel 2003 file
5. Click on Save  - save to your computer
6. Fill out your Excel file template

Note: 
The fields circled in RED are not in the 
same sequence as the Manuel 
Registration form.  The last field is a extra 
field that must be filled out for the Excel 
Template.
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Entity Bulk Upload 
Registration

1. School Dashboard
2. Registration Page
3. Click OK on pop-up window
4. Select Bulk Upload Registration
5. Browse for your Excel file
6. Displays file name
7. Click Upload and Import button
8. Displays new screen with errors
9. Correct errors and repeat steps
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Correcting Entity Data

1. Click the Edit next to the Entity name
2. Displays the Update Enitity Admin screen
3. Key in correct information
4. Press the Save button



Link to Sample Test
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Student Manual 
Registration

1. School Dashboard
2. Select Registration Page
3. Click OK on pop-up window
4. Select Manual Registration
5. Fill out form
6. Click on Create button
7. Registration Grid displays 

data
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Student Bulk Upload Template

1. Click on the Online Guide
2. Under Student Registration
3. Click Bulk Upload File
4. Click on Example Excel 2003 file
5. Click on Save  - save to your computer
6. Fill out your Excel file template
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Student Bulk Upload 
Registration

1. School Dashboard
2. Registration Page
3. Click OK on pop-up window
4. Select Bulk Upload Registration
5. Browse for your Excel file
6. Displays file name
7. Click Upload and Import button
8. Displays new screen with errors
9. Correct errors and repeat steps
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Correcting Student  Data

1. Correct one student’s data in one cell
2. Easy Edit Feature
3. Click in cell to be corrected
4. Cell outline turns yellow
5. Delete incorrect data
6. Key in correct information
7. Tab out of field

1. Correct  students with multiple fields
2. Click in first (box) on the students row
3. All rows selected will highlight in yellow
4. Click on Make Bulk Changes
5. Scroll down to display Selection Settings
6. Key in field for corrected data
7. Click on Submit Changes button

Easy Edit

Make Bulk Changes

The Guide page 15



Rosters

CTE ASSESSMENT SYSTEM

Roster Samples

See pages 16 – 17 for Roster Creation in the Guide

See pages 19 – 21 for Formatting the Roster in Excel

Roster Samples see pages 16 – 21 in the Guide
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Roster Creation

1. School Dashboard
2. Registration Page
3. Click OK on pop-up window
4. Click in first (box) on the students row
5. All rows selected will highlight in yellow
6. Click on Create New Roster
7. Enter in a Roster Name
8. Click Create button
9. Click on Back to Registration page
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Roster Menu

1. School Dashboard
2. View Rosters
3. Click on Roster Name
4. Displays Roster information
5. Click Show User Id
6. Displays Students User ID
7. Click Back to School Dashboard
8. Click on Back to Registration page

The Guide page 16
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Download Roster Sheet

The Download Roster 
Sheet is used to create 
the User ID Card for the 
students.

See pages 18-21
for detailed instructions 
provided by Michell Crary 
from Tempe Union District
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The Download Roster 
Sheet is used to create 
the User ID Card for the 
students.

See pages 18-21
for detailed instructions 
provided by Michell Crary 
from Tempe Union District

Creating User ID Cards



Conducting CTE Assessments

Tasks to Get Started

See Pages 22 - 25 in the Guide



Adjust Time for Assessments

1. School Dashboard
2. View Rosters
3. Click on Roster Name
4. Displays Roster information

Change time for a single student
1. Click on Add Time on student’s row
2. Next screen, key in time by minutes
3. Click on the Add Time button

Change time for many students
1. Click on the Add Time To All Students
2. Next screen, key in time by minutes
3. Click on the Add Time button

The Guide pages 16-18



CTE Assessment System

See Pages 27 – 32 in the Guide

Proctor Script for Assessment Procedures
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1. Student Status

2. Standards and 
Measurement Criteria 
Results

3. Score Distribution

4. Total Results

Report Menu
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Selections for Reports

See Pages 33 - 41 in the Guide

Selections are the 
same for all ReportsFILTERS

LEVEL

OPTIONS

















Total Results Report – all data fields are available
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