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CATE NH Department of Education
Student Information Web
Application

Welcome to the NH DOE CATE Web Application Help System. This
help system is intended to provide quick and easy access to each
aspect of the CATE application. Navigation through the help topics is
made easy with a tree content structure and index.
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Application Overview

The CATE Student Information System accepts data submissions
relating to Career and Technical Education (CTE) programs and
student enrollment information in CTE programs from New
Hampshire CTE Centers. This system provides a mechanism for data
collection and reporting on student performance and also produces
tuition and transportation reimbursement forms for schools that send
students to NH Career and Technical Education Centers.

Basic Functions

There are three functions for the data delivery to the CATE system.
The first is to retrieve information from CTE centers and school
districts with a minimum of effort for all involved. With this in mind,
the CATE Web Application is designed to utilize information that
already exists on a school or district’s student information system.
Regardless of the system that is managing the individual school’s data,
CATE will accept that information in a comma separated values
(CSV) file format.

In addition to receiving information in this format which will be
submitted in a batch through the CATE i4see Frontend, the CATE
system also provides a format for entering data online. Nearly all
student information can be input, modified, or deleted using the online
web application. Information pertaining to CTE programs and courses
can also be modified in the same manner.

The third mechanism for delivering information to the CATE system
involves retrieving information that already resides on the NH
Department of Education databases. Much of the required information
of the past is eliminated, replaced instead with the student’s State
assigned identification number which allows retrieval of information
from other student information systems within the Department of
Education.

Entity and Scope

The CATE Web Application is designed to utilize information from a
school or district’s student information system and to retrieve
information that is already available within the Department of
Education. In designing CATE, every effort was made to eliminate
requests for redundant information from schools and districts.

2 e Contents
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The CATE student information system is comprised of three basic
entities which require three data submissions at least twice a year.
Three files with varying formats will be uploaded to the Department of
Education’s CATE workbench in separate batches. File formats and
descriptions of elements (fields) can be found on the Department’s
website under Data Dictionary. The following files will appear on the
list of data submissions in the Data Dictionary. To see the element
(field) descriptions of any of the files, click on the submission name;
i.e. “CATE BOY.”

CATE BOY Beginning of Year Student File
CATE MOY Middle of Year Student File
CATE EQY End of Year Student File
CATE Course CTE School Course offerings
CATE Student Course Student link to CTE Courses

Prior to uploading any submissions to the CATE workbench, each
CTE center must populate their “School Year Data” under the
Admin tab in the CATE backend. CATE will use this data to ensure
that course begin and end dates, program entry and exit dates, and
course entry and exit dates fall within the appropriate time period.
This data entry must be completed at the beginning of every
school year.

The first submission in a new school year should be the CATE
Course. All errors in the CATE Course batch should be corrected
before submitting any additional information. The file (batch) of
CATE Course records will include basic information about each CTE
course that is related to a CTE program for an individual CTE Center.
This information need only be submitted once a year, at the time of the
BOY submission. The record structure can be viewed by clicking on
the text link above labeled “CATE Course.”

Secondly, a student information record for each CTE student must be
entered into the CATE system via the CATE BOY (Beginning of
Year), MOY (Middle of Year) and EOY (End of Year) batch
submissions, also referred to as the BME-OY submission(s). The
BME-QOY submissions are used to populate student program
enrollment information. This information will be submitted at least
three times in a school year, but may be submitted more often if a
center wishes to make updates throughout the school year. The BME-
OY batches should include one record for each program in which a
student has enrolled in the current school year (e.g., a student
enrolled in one program would have one record; a student enrolled in
two programs would have two records).

NHDOE CATE Backend Help
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Finally, the student and course information is uploaded with the third
submission, the CATE Student Course. This file links the student
program information submitted via the CATE BME-OY submission(s)
with the CTE course information submitted via the CATE Course
submission. There may be more records in the CATE Student
Course than in the CATE BME-QY, due to students who enroll in
multiple courses per program.

The CATE Student Course must be submitted at the same time as the
CATE BOY, MOY, and EOY.

e The CATE Student Course submitted with the MOY should exit
students from their first semester courses, or exit students from
courses that they dropped during the first semester.

e The CATE Student Course submitted with the EOY should exit
students from their second semester or full year courses.

The scope for which these three entities exist is to provide student
performance data reports by school and by CTE program which may
be used by schools to improve programs and provide accountability for
Federal Perkins funds which each CTE center receives. A secondary
function of the CATE system is to produce a tuition and transportation
reimbursement report (AV-1) that will be used by CTE centers and
their Sending Schools to submit to the State for reimbursement.
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Log In

All CATE application users must be authenticated by the system. This
requires a valid username and password. User credentials are assigned
by their district’s web administrator or i4see coordinator. Once a user
has created a myNHDOE account and has been assigned appropriate
access to CATE, he/she may log into the application.

Login Screen

CATE is accessed through the Department of Education’s single sign-
on (SSO) portal, myNHDOE. myNHDOE allows users to access

multiple Department of Education databases using only one username
and password. Access to these systems is assigned at the district level.

The Login Screen offers multiple options for new and returning users:

e Returning Users may access their list of available state data systems
by entering their login information into the appropriate fields in the
upper left quadrant of the screen.

Already Have A User Account? Login Here;

User Mame: I

FPassword: |

Login To System |

e New Users may create an account by clicking the “Create New
User Account” button in the upper right quadrant of the screen.
Anyone may create a myNHDOE account, but will not be able to
access any state systems until access has been granted by the user's
district. The NH Department of Education does not assign access to
data systems for local users.

New User? Create User Account Here:

Click the Create Mew User Account button to create a myNHDOE User Account.

Create Mew User Account

NHDOE CATE Backend Help
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e Returning Users who have forgotten their password or whose
account has been deactivated due to inactivity may go through the

“Forgot Login Information?” process in the lower left quadrant of
the screen.

Forgot Login Information? Click Here:

Ifyou do not remember your username or password you can click the button below to access
the system by verifying some basic information about your account.

If users are still unable to access their account after going through
this process, the user should contact myNHDOE support using the

“Contact Support” link under the “Help” menu in the left sidebar
of the myNHDOE login screen.

s User Manual

s Contact Support
s DOEHome

Once logged into their myNHDOE account, the user should see a list
of state data systems to which his or her district has granted them
access. To access CATE, the user should click on “Career and
Technical Education.” If Career and Technical Education is not in
this list, the user should contact their district’s i4see coordinator for
appropriate access.

1
™ Systems | °® My Profile | © Help
]

= Systems |Click here if you have a New Hampshire Teacher Number (EdID#).
_ Career and Technical Education

DOE System Administrator

Education Fi'?,\jgfstem (ESS)

s UserManual
= Contact Support
s DOE Home

DOE Stafg
\\ | -
- -
o
L Ed'=Zr Information System (EIS)
a Logout of myNHDOE New Applicant
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After logging into CATE, users will view a screen from which there
are two choices. If CATE Workbench (i4see) is selected, users will
be directed to the area of CATE where batch submissions are made
and verified. This is also referred to as the frontend. The focus of this
user’s guide, however, will be the functions of CATE, which may also
be referred to as the backend.

By selecting CATE, users will be able to perform several activities,
including the review of information about schools and CTE Centers.
Users may also be able to modify or delete information that has
already been submitted to the State, enter new information, and print
reports as they become available.

"| NHDOE Career and Technical
| Education Portal

Version 20111221,0800

Please select the CATE system that you would like to use:

CATE

CATE Workbench (idsee)

After the selection of CATE has been made, users will be directed to
the CATE “Home Page.”
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Home Page

The Home page in CATE allows users to view general messages to
users, and may display individual messages to a particular CTE
Center. It also displays the statuses of CATE batch submissions for
the center that is logged into the session. From the Home page, the
user may also navigate to other areas of the CATE system.

Home Tab

NHDOE Career and Technical
Education Portal

An important first step for accessing any center’s data is the selection
of the correct school year. CATE will default to the current school
year each time a user accesses the system.

CATE is designed to start a new school year with new data files and to
Store the previous year’s data so it is easily accessible as historical
files. While previous years’ data will be available to view and reports
are available to print, modifications to the data will not be allowed
except during prescribed periods designated for the correction of
anomalous data identified by the NHDOE. Other than these times,
changes to CATE data can be performed only for the current school
year.

The Home Page includes ten tabs for navigating and accessing
information stored in CATE, including information that may be pre-
populated by the State, such as school information and CTE center and
program information. By “hovering” the mouse cursor over each tab,
a preview will appear which describes what activities may be
performed by selecting the tab. Sometimes a drop-down list of
activities may appear.

8 e Contents
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Data Input Tabs

Three of the ten tabs on the CATE homepage provide a means for
users to view data, or to input data by adding a record, changing a
record, or deleting a record. These tabs include the Programs,
Students, and Admin tabs.

Programs Tab

Provides a format for users to view their CTE center's current
list of approved program, and also to add, delete or modify
courses attached to each program.

Students Tab

Student records may be added, changed, or deleted through this
tab. Users may search for individual students via this tab as
well.

Admin Tab

A drop down list provides the user with options to enter basic
school information, process CATE submissions, enter new
courses, view basic Sending and Receiving School
information, and view user information. “School Year Data”
must be entered via this tab at the beginning of each school
year prior to any batch submissions.

Non-interactive Tabs

Five tabs provide access to view information or to move from one
section of CATE to another section. These tabs include School,
Reports, 14See, Help, and, of course, Home. The remaining two tabs,
myNHDOE and Logout can be used to exit the CATE system

Home

The Home tab takes the user to the CATE Home page.
School

The School tab allows the user to view school information that
pertains to CTE sending and receiving schools.

Reports

Currently, the user may view and print the AV-1 Tuition and
Transportation reimbursement statement and the AV-2 Tuition
Differential Report. Additional reports will be available in the
future.

NHDOE CATE Backend Help
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idsee

This tab will allow the user to move between CATE
Workbench (i4See) (“the workbench”) and the CATE backend.

Help

By clicking on Help and selecting one of the items on the tree
structure, the user will find information pertaining to any topic
that is selected.

myNHDOE

Selecting the myNHDOE tab allows users to exit CATE
without logging out of the single sign-on system. The user will
be returned to the myNHDOE system menu, where he or she
may select another state data system or may choose to return to
CATE.

Logout

Selecting the Logout tab will exit users from both CATE and
the myNHDOE single sign-on system. Users may log back in
at a later time or allow a different user to login to myNHDOE.
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Programs and Courses

Programs Tab

The Programs screen lists the approved programs for the user’s CTE
center. Each Center is able to view only those programs that are
approved for that specific center. Approved CTE programs are
assigned to each Center on an annual basis by the State. The State
Master Program table will be updated annually prior to a new school
year. Newly approved programs for a center will be updated at the
same time.

Programs Screen

The Programs screen displays a center’s approved programs in
alphabetical order by Program Title, along with the Program Code
(CIP), the nontraditional status of the program, and the number of
courses that exist for each program in the selected school year.

@Il | School | | Students | | Reports | Admin | idsee | myNHDOE Help \
Welcome, = COUFSES hings Select A School Year: [EiFEJE
Programs
Approved Programs for Sample Receiving School -
Accounting Technician 520302 Male False 2
Automotive Mechanics Technician 470604 Female False 2
Building/Construction Trades 460201 Female False 2
Drafting and Design Technology, General 151301 Female False 1
Early Childhood Education and Teaching 131210 Male False 2
Engineering. General 140101 Female False b
Graphic Design 500409 MNone False 2
Health Professions & Related Senices 5199499 MNone False 2
Welding Technology 480508 Female False 2

NHDOE CATE Backend Help Contents o 11



Program Profile and Course List

Program Profile & Course List
Sample Receiving School

Graphic Design

Program Code: 500409

Mon-Traditional:None

Career Cluster: Arts, Audio Visual Technology & Communications

Tech Prep: False

[ Add Course ||
Local Class Code Local Class Name State Course Name Begin Date End Date Room # Students Enrolled
GAO1 Graphic Arts 1 MNone Provided 08/29/2012 06/12/2013 514 8
GAD2 Graphic Arts 2 MNone Provided 08/29/2012 06/12/2013 514 10

By clicking on any program name on the Programs screen, users will
be able to view a profile of the program and a list of the courses that
are attached to the program. The upper left of the Program Profile &
Course List screen provides information pertinent to the program,
including nontraditional status, program CIP code, and the Career
Cluster under which the program is grouped.

Program Profile & Course List
Sample Receiving School

Graphic Design

Program Code: 300409

Mon-Traditional:MNone

Career Cluster: Arts, Audio Visual Technology & Communications

Tech Prep: False
[ Add Course |

The “Add Course” button located directly below the Program Profile
provides users with the capability to append courses to the selected
program.
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Append a Course to a Program

By selecting a course from the drop-down list of courses and pressing
the “Add Course” button, the course will be linked to the selected
program. Sometimes it may be desirable to link a single course to
more than one program. There is no restriction on doing this.

Select a Course to Add:

D

Add A Program Course

Graphic Design - 500409

Drrafting 1

Auto 1

Auto

Welding 1

Welding 2

Bauilding Trades 1

Building Trades 2

Health Science Technologies 1
Heszith Science Technologies 2
Eairty Childhood Edwcation 1
Early Childhood Education 2
Accounting 1

Principles of Enginesring

Imitro to Engineering
Biotechnical Enginssreing
Digitzl Electonics

Clivil Engimessring

Accounting 2

=

Once a course is linked to a program, the Program Profile screen will

reappear and the newly attached course will be listed.

NHDOE CATE Backend Help
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Program Profile and Course List — A Closer Look

Program Profile & Course List
Sample Receiving School

Building/ Construction Trades

Program Code: 480201
Mon-Traditional:Female

Career Cluster: Architecture & Construction

Tech Prep: False
| Add Course |

Local Class Code Local Class Name State Course Name Begin Date End Date Room # Students Enrolled
Building Trades 1 MNone Provided 08/30/2012 06/07/2013 105 F
No Students

Delete’a Course

N

Enrolled

Courses may be removed (deleted) from a program, but only if the
course has no enrollments. As an example, since the course in the
above screen shot does not have any enrollments, it can be removed by
selecting the “Remove” text link at the left of the course row. If the

cursor is held over th
will appear.

e “Remove” button, the following message (tip)

Eemove

aren't any stud

Allows you to remove thig class from this program IF there

ent enrollments in the class

Before a course is removed from a program, a popup dialog box will
appear and request confirmation that the user wishes to delete the
course. The “Cancel” button will cancel the deletion. By clicking the
“OQK” button, the course will be deleted from the program.

Windows Internet Explorer x|

\?/Ii Are you sure you want to remove this class from this program?

: Cancel |

14 e Contents
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Courses

From the Program Profile screen, the user can enter the Courses screen
by clicking on the appropriate Course Name text link. Another way to
reach this screen is to hover the mouse cursor over the Programs tab
and select “Courses” from the drop down menu that appears. Either
option will present the user
with a list of all courses Home Programs School

available at the CTE center | FiAs -
for the selected school year.
Prograner Couses..} & Coul

Courses Screen

By selecting any one of the courses in the Course List window,
information about that course will be presented on the right half of the
screen. Selecting the Enrollments tab will display a list of students
who are enrolled in the course. Selecting the Educators tab will
display a list of educators attached to the course.

Courses
Course Listing far |Samp|e Receiving CTE Center
Course List: Course mm
1855 - Auto 1
1857 - Auta |l Course Info;
1858 - Building Trades 1 Local Class Mame: Auto 1
1861 - Firefighter Acaderny | Local Class Code: 1855
Course Mame: Mone Provided
section ID;
Begin Date: 082972012
End Date: DEfO7 2013
Term ID: a0
Credits; 2.00
Room #: 1089
Length In dinutes: &8
# deetings 51: 1]

# Meetings 52, 86
Edit Delete Mew

After a course is selected, the user may “Edit”, “Delete” (remove), or
create a “New” course by selecting any of the text links at the bottom
of the Course Info description:

[Edit Delete Mew|

NHDOE CATE Backend Help Contents o 15



Adding a New Course

Clicking on “New” at the bottom of the Courses screen will give the
user the opportunity to create a new course. Once all the information
has been entered, the user should click the “Insert” link at the bottom
of the screen.

Courses

Course Listing for Sample Receiving School -

Course |GG

Course Info:

Local Class Name:

Local Class Code:

Course Mame: Abstract Algebra -
Section ID:

Begin Date: G|
End Date: G|
Term ID:

Credits:

Room #:

Length In Minutes:

# Meetings S1:

# Meetings 52:

Insert JCancel

Text boxes or fields E““rf's?s . ~
that have incorrect ourse LIsting To0r Sample Receiving Schoal
entries or that have Course
been left blank will
cause the “Insert”
action to halt.

Course Info:

Local Class Name: |

A . Local Class Code: | :
Ir]val!d f|eld_s W|_II be Course Name: Preno—
highlighted in pink Section ID:
an:j hal\(/e ft:]ed dof Begin Date: | Hpate is required
asterisk at the ena o
| X End Date: | i pate is required
the field. Hovering . !
Term ID:
the mouse cursor .
. . Credits: *
over the asterisk will _ .
Room #:

dlsplay atip on how Length In Minutes

. I *

J_[he mval_ld # Meetings 51: :

information can be . . .
# Meetings 52:

corrected.

Insert Cancel
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The data entry requirements to create a course in the backend are:

e Local Class Name: The name that is given to a course by the
school or center where it is offered.

e L ocal Class Code: The unique class code by which the course can
be identified. Each offering of a particular course must have a
unique local class code. For instance, there may be several sections
of a class named Networking 101, but they may be offered at
different times during the day or different times during the year, or
may have different instructors. To ensure that students are enrolled
in the correct section of each course, the Center should assign each
section a unique local class code.

For example, Networking 101 offered in the morning may be
identified as NET-AM, and Networking 101 offered in the afternoon
may be identified as NET-PM. Multiple morning or afternoon
offerings may be further disaggregated: NET-AM1, NET-AM2,
NET-PM1, NET-PM2.

There is no required format that a Center must follow when
assigning local class codes, though it is recommended that a Center
use the same format for every course to avoid confusion (NET-AM,
NET-PM, COOK-AM, COOK-PM, AUTO-AM, AUTO-PM, etc).

e Course Name: The Course name is selected from a large list of
course titles that are available for all NH courses. When creating a
course via CATE_Course batch submission, this field is identified as
“CourselD,” and is optional. When creating a course in CATE,
however, it is required.

e Begin Date: The first day that the course is offered in a school year.
e End Date: The last day a course is offered for a given school year.

e Term ID: CATE accepts only three term IDs:
o 1 for courses that take place in the 1* half of the school year;
o 2 for courses that take place in the 2" half of the school year;
o 30 for courses that take place across an entire school year.

Any other term ID entry will be considered invalid. If a school is
running trimesters or quarters, enter the term ID for the semester
in which the course starts.

e Credits: Enter the number of credits that can be attained from
completing the course. Partial credit may be entered for courses that
do not offer full credits.

NHDOE CATE Backend Help
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e Room #: Enter the room number where the class is offered.

e | ength in Minutes: Enter the number of minutes each course is
offered.

o # of Meetings S1: Enter the total number of days each course is in
session for Semester 1. If the course is not in session in the first
semester, enter O (zero).

o # of Meetings S2: Enter the total number of days each course is in
session for Semester 2. If the course is not in session in the second
semester, enter O (zero).

When all of the above entries have been completed, the user may
select the “Insert” button to save the new course. The “Cancel”
button will cancel this operation. The following screen shows the
successful entry of a new course.

Course List: (LA Enrollments

CCO1 - Early Childhood Education 1 «|

CCO2 - Early Childhood Education 2 Course Info:

DRO1 - Draﬂ@ng 1 Local Class Name: Networking

228? Rgacﬁo'zgfng " Local Class Code: 1T2a

ACO2 - Accounting 2 Course Name: Networking Systems
PEOD1 - Principles of Engineering Begin Date: 07/30/2008

IEDT - Intro to Engineering

BED1 - Biotechnical Engineereing End Date: 01722/2009

n 1D: 1
lits: 2.00

DEOD1 - Digital Electonics
CEO1 - Civil Engineering
101 - Math
12-1 ik 100
aibd - Aliebra ¥ th In Minutes: 120
) # veetings S1: 89
# Meetings S2: 0

Edit Delete New

’ New course created successfully,

18 e Contents NHDOE CATE Backend Help



Editing a Course

In addition to adding new courses, existing course records can also be
modified on the Courses screen.

Select a course in the Course List. When the course information is
displayed, the user should click the “Edit” button at the bottom of the
course info description.

Edit Course Screen

Courses
Course Listing for Sample Receiving School -
Course List: Course |G
1857 - Auto I Course Info:
18358 - Building Trades 1
1861 - Firefighter Academy | Local Class Mame: Auto 1
Local Class Code: 1855
Course Mame: None Provided
Section ID:
Begin Date: 08/29/2012 G
End Date: 06/07/2013 G|
Term ID: 30
Credits: 200
il Room #: 109
Length In Minutes: 28
# Meetings 51: 85
# Meetings S2: 86

gdatECancel

After the user has edited the course record, selecting “Update” will
save the changes that have been made on the current course and will
display the course information with the updates. “Cancel” leaves the
updates unsaved and returns the user to the Courses screen.

Edit Delete Mew

Course updated successfully.
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Deleting a Course

Existing courses can be deleted by cli

cking on the “Delete” button

while course information is displayed on the screen.

Before the course is removed from
the system, the user will be presented
with a pop-up dialogue box

. . . . 2 :
requesting confirmation. Pressing the o Deic s coeses

“OK” button will continue the delete
operation, while pressing “Cancel”
will cancel the operation.

When a deletion has been

Cancel |

performed, the user will be
returned to the Courses screen
and a message confirming the
action will display at the
bottom of the course
information pane.

Room #: 12
Length In Minutes: 90
# Meetings S1: 0
# Meetings S2: 0

Course deleted successfully,
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Enrollments Tab

Selecting the Enrollments tab on the Courses screen will cause the
system to display students who are enrolled in the selected course.
Information includes each student's SASID, name, date of birth,
program title, enrollment status, entry date, and entry code. If the
student has been exited from the course, the student’s exit date and
exit code will also be displayed.

A student's SASID, name and date of birth information should
never be shared at the same time outside of the district. When

communicating with the NHDOE about a particular student, a CATE

user should identify the student by his or her SASID only.

" Course R TIT1TENS

Enrollments

Envoli mart Srary
Gtatus late

ting/Constuction Trader Enrclled

— | I N ing/Caonstuctinon Trades Enmlied QR2002
CETm— vouding'Construction Trades Enolied  QUT2008
— 2 Buolding/Cenuction Tiades Enmlled WE00E
e SR21ME22 Dulding/Construction Traces Enmolled QL2008

THBMEEZ Bulding/Constiyetion Trades Entolled Q22008

In-State Tultioned

n-State Tuttinned
‘r-State Tulionad
r-State Tuioned
Ir-State Tuhloned

h-late Tulloned
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Educators Tab

Educatars:

Remove 470604 - Automotive Mechanics Technician 54321 Sample Teacher
Add Educator:

Prugram:l Select A Program...

| |f-‘u:||:| Educataor
tust be numeric educator id ar
S50 user id prefixed with 'S50_

Clicking on the Educators tab on the Courses screen will display a list
of instructors attached to that particular section of that particular
course. In general each course will have only one instructor.
However, if a course employs “team teaching” or some other
collaborative teaching process, there may be multiple educators
attached to one course.

The Educators tab displays the program to which the course is
attached, the educator’s ID number (EIN), and the educator’s name.

Removing an Educator from a Course

To remove an educator from a course, first select the appropriate
course in the Course List and click the Educators tab. Then click the
blue “Remove” text link beside the educator you’d like to remove.

Adding an Educator to a Course

To add an educator to a course, first select the appropriate course in
the Course List window and click the Educators tab. Select a program
from the “Program” dropdown list, then type the educator’s EIN or
single sign-on ID number (prefixed by “SSO_7; e.g. “SSO_12345”)
into the blank text box and click the blue “Add Educator” text link.

Please note that the only programs available in the “Program”
dropdown list will be those programs to which the course is attached.
In the sample above, the only program that will be available in the
dropdown list is “Automotive Mechanics.”
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Schools

Schools Tab

The Schools tab allows the user to view information from the State’s
database for both sending and receiving schools.

Receiving School:

Receiving schools offer regional CTE programs which
may be accessed by students of other high schools or
CTE Centers within the region.

Sending School:

A sending school is any high school or CTE Center that
sends its students to a CTE Center, including out-of-
state students.

Out-of-State Schools:

Although students from out of state are not eligible for
tuition or transportation reimbursement from the State,
all students who access NH CTE programs must be
reported. To assist with this, out-of-state schools are
listed on the State’s school database as “Out-of-state —
Maine,” “Out-of-state-Vermont,” etc.

School Information

The School Information screen allows the user to view either sending
or receiving school information. By default the screen will display
sending school information. To display receiving school information,
the user should click on the Receiving Schools tab.
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Sending Schools Tab

The heading of this screen School Information

identifies the Sending School Sending Schools
that is selected. Other sending
schools may be selected using
the drop down menu.

Sending School Information

Sample Sending School -

There are three sections of information below the heading, which are
numbered in the screen shot below for the informational purposes of
this guide.

Sample Sending School

Name
School: 20202 Sample Sending School
District: 000 Sam ending District

SAU: 00 Sample Sending District

Mailing Address: Contact Information:

Rates & Miles

Transportation

Rate Miles Tuition

Receiving School Transportation Mode

Receiving CTE Center #1 Standard Rate $.10/mi 0.1 i $14,930.03

Receiving CTE Center #2 Standard Rate $.10/mi 0.1 21 $13.692.04

Section 1 includes the sending school’s ID number, name, the school’s
district number, district name, and the SAU or RA number and name.

Section 2 includes mailing and contact information. This information
resides on the State’s Common Database and is updated annually.

Section 3 pertains to rates and miles, which are used when calculating
tuition and transportation reimbursement. The information listed here
includes the name of the receiving school(s) (CTE Center), the
transportation mode, transportation rate, number of miles from the
sending school to the receiving school, and the sending school’s
tuition.
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Receiving Schools Tab

The School Information _
screen for Receiving School Information

Schools ?rp])pte?rs trrr:uch the EETEITETTTIN Receiving Schools
same as that for the
Sending Schools. The Receiving School Information
headlng Of thlS sScreen Sample Receiving School -
identifies the selected
receiving school.

As with the Sending Schools tab, there are three sections of
information below the school heading, which are numbered below for
the informational purposes of this guide.

Sample Receiving CTE Center

o School:
District:

SAL:

eh‘tailing Address:

1D Name

20202 Sample Receiving School

000  Sample ving District

00 Sample Receiving SAU

Contact Information:

Rates & Miles

Sending School
Sending School #1
Sending School #2

Transportation Mode
Standard Rate $.10/mi 0.1 k2 $14 896 46
Standard Rate $.10/mi 0.1 42 $14,596 46

Transportation Rate Miles Tuition

Section 1 includes the receiving school’s ID number, name, the
school’s district number, district name, and the SAU or RA number
and name. Even though in many cases a CTE center may be part of an
existing high school, all CTE centers have their own unique school ID
number that distinguishes them from the main high school.

Section 2 of the Receiving School Information screen displays
information about the CTE Center. This information is populated
from the State’s Common Database.
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Section 3 of the Receiving School Information screen displays tuition
and transportation information about all of the sending schools that
send students to the CTE Center. This includes the transportation
mode, transportation rate, the number of miles from the sending school
to the receiving school, and the tuition rate that is charged to every
sending school by the receiving school.
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Students

Students Tab

From the Students tab, the user may search for a student by name or
SASID, edit or change a student’s information, and enter a new
student into the CATE system. Programs and courses can be appended
or removed from a student’s record through this tab.

-

School Students
Welcome Mew Student

" Home Programs Reports Admin

GENERAL MESSAGES: I T4ASEE SUBMISS

When the mouse cursor is hovered over the Students tab, a drop-down
menu will appear. The user should click on “New Student” to add a
student to CATE.

" Home Programs School | (UG

Welcome Search for Sudrrts...

Clicking directly on the Students tab will take the user to the Student
Search screen.
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Student Search
Student Search

Sending School: | All Sending Schoals 5
Receiving School:| All Receiving Schools 5
Program: All Programs B

SASID: |
First Mame: |
Last Name: |

[ Search I New Sudent ]

Searches for a student can be performed in a variety of ways. The
following are some examples of searches that can be performed to
locate specific students or groups of students. These search options
can be mixed and matched as needed.

e All students: Leave all of the detail fields at their default settings
to generate a list of students enrolled in the CTE center from any
sending schools and in any program.

¢ A single sending school: — To list the students from a single sending
school, select the sending school from the drop down list labeled
“Sending School.”

e Students by All Programs: — Leave the default selection “All
Programs” in the Program dropdown box to display all students
enrolled in any program in the CTE center.

e Students by No Programs: — Change the dropdown box selection
from “All Programs” to “No Programs.” This will display a list of
all students in the CTE center who are not attached to a specific
program. This is generally the result of a student being manually
added to CATE, or students who were enrolled in a program at one
point in the year but chose to drop it prior to attending any courses.

e Students by a single program:— Select a specific program from the
dropdown list to search for all students in that program at the CTE
center.

e Student by SASID: Enter a student’s SASID. This is the most
efficient way to search for a specific student.

e Student by first name: — Enter first name in the “First Name” field.
All students with that first name will be listed.

Please note that spelling of the name will affect the search results.
A student whose SASID identifies him as “Robert” will not be listed
under a search for “Rob” or “Bobby.”
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You may use a wildcard search to search for students whose name
begins with a certain group of letters. For example, to find
“Robert,” you may search for “Rob*”. The asterisk (*) indicates
that you wish to find all students whose first name begins with the
letters “Rob.” This will generate a list of all students who meet that
condition (Robby, Robert, Robin...).

e Student by last name: Enter the last name of a student. All
students with that last name will be listed.

As with the first name, spelling is important. A student whose
SASID lists his last name as “Thompson” will not be displayed
under a search for students with the last name “Thomson.”

You may use a wildcard search to search for students whose last
name begins with a certain combination of letters. For example, to
find all students with the last name “Thompson,” you may search for
“Thom™*”. This will generate a list of all students who meet that
condition (Thomas, Thompson, Thomson...).

Any combination of the above search options will produce results
based on the criteria entered by the user. If no matches are found
using a particular set of search criteria, reducing the number of search
criteria may help. For example, a search of all Automotive Mechanics
students named Emily Johnson that yields no results may benefit from
removing the first name. After all, perhaps Emily has been spelled
incorrectly. Should it be “Emilie?”” Or maybe her SASID uses her full
name, “Emilia.”
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Adding New Students

There are several places within the CATE system where a user may
enter a new student into the backend. For example, to add a student
from the Student Search screen, click the button beneath the search
criteria labeled “New Student.”

Student Search

Sending School: | Sample Sending High School

Receiving School:f Sample Receiving CTE Center

Program: All Programs
First Name: |:|

Last Name:
Search

4 New Student

The quickest and simplest way to add a student is to hover the mouse
over the Students tab and select “New Student” from the drop down
menu.

-

" Home Programs School Students Reports Admin

Welcome Mew Student

GENERAL MESSAGES: l I4SEE SUBMISS

New Student screen

1
Student Information
SASID: Input a 10 digit number
Sending School: Select A Sending Schoal . i
Receiving School: Sample Receiving CTE Center j
Primary Pragram: Sample List of CTE Center's Programs
Date OF Birth: =
Address 1: |:|
Address 2: |:|
Postal Code: |:|
Telephone:
Work: M
Single Parent: Il
Displaced Homemaker: [
= )
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All of the information on the New Student screen is required, with
the exception of Address 2. The user will be prompted to enter any
missing information before the record is saved.

e SASID: This is a unique ten digit State Assigned Student
Identification number.

e Sending School: Sending school is for the school number of the
high school that is located in the district that is financially
responsible for the student.

¢ Receiving School: Receiving school number is the number of the
center where the student is receiving Career and Technical Education
instruction.

e Primary Program: The primary program is the CIP number for the
primary program in which the student will be enrolled. Additional
programs may be added to the student's record at a later point.

e SSN: Due to state legislation, this field is no longer used. Enter
999-99-9999 in this field. Do not enter the student’s actual social
security number.

e Date of Birth: Date of birth may be selected from the calendar icon
at the right of the “Date of Birth” field, or it may be entered in the
formatted text box.

e Address 1: Street address of the student. Address 2 is optional.
e Town: Town or city where the student resides.

e State: State in which the student resides.

e Postal Code: Student’s ZIP code.

e Telephone: Telephone number where the student or parent may be
reached.

e Work: If the student is in a work study program (Co-op) and is
receiving credit for the work as part of the course, enter the
appropriate code.

Clicking on the “Save” button at the bottom of the screen will save the
student record. “Cancel” returns the user to the previous screen
without saving any modifications.

Note: When a new student is entered into CATE, there is no
connection between the new student and a course. Any courses the
student may be taking in their primary program or any additional
programs must be appended to the student record in a separate activity.
(See Adding a Program to a student and Adding a Course to a student
in other sections of this guide.)
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Student Information

Home Programs School Students Reports Admin 4see myNHDOE Help Logo

Sefect A School Yeor: PR

Student Search

Sending School: | Sample Sending High School ] i

Receiving School:} Sample Recarang CTE Center i

Program: All Programs B
SASID: |

First Home: [—
—

Last Namae:

| Found 26 stugents...

Town  State Primary Program Programs

Lancaster NH 2013 . Teacher Education, Multiple Levets Programs
Mazon NH 2013 Busmess/Commerce, General Programs
Durham NH 2013 . Accounting Techmcaan Programs

After conducting a student search, the user will have the option of
clicking on a text link of a student’s SASID or a text link to view the
student’s Programs for the selected school year. Clicking on a
student’s SASID in the search results will bring up the Student
Information screen for that student. This screen offers a summary of
the selected student’s record as it currently exists in CATE.

Student Information Screen

Student Information

] —] <<

STUDENT NAME Special Population:
SASID: 1234567890 Migrant: No
Sending School: Example Sending High School SPED: Yes
Receiving School: Example Receiving CTE Center #1 F&R: Yes
Example Receiving CTE Center #2 LEP: No
S5N: 099999999 Single Parent: No
Date Of Birth: 01/01/1901 Displaced Homemaker: Mo
Address 1: 123 Example St
Address 2:
Town: Lancaster
State: MH
Postal Code: 03584
Telephone: 603-555-1234
Work: =

Student Programs : Student Courses : Student Transporation :
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Editing Student Records

Existing student records can be edited by clicking the ‘Edit’ button on

the Student Information screen.

Student Information

O L m— rch

STUDENT NAME

SASID:

Sending School:

Receiving School:

1234567890

Example Sending High School
Example Receiving CTE Center #1
Example Receiving CTE Center #2

S5N: 999999999
Date Of Birth: 01/01/1901
Address 1: 123 Example St
Address 2:

Town: Lancaster
State:

Postal Code:

Telephone:

Work:

L]
[ Student Programs | [] [ Student Transporation |

Spedial Population:
Migrant: Mo

SPED: Yes

F&R.: Yes

LEP: No

Single Parent: No
Displaced Homemaker: No

When an existing student record is edited, the Student Information
screen opens most of the student information fields for data entry.
Certain fields (e.g., SASID and date of birth) cannot be edited. All
editable text fields, with the exception of Address 2, are required.
Click “Save” to save any changes or “Cancel” to cancel the changes.

Edit Student Information screen

Student Information
STUDENT NAME

SASID: 1234567890

Sending School: | Sample Sending High School
S5N: 099099999

Date Of Birth: 01/01/1901

Address 1: 123 Sample St
TR —
Touin:
State:
Postal Code:
Telephone: 603-555-1234

Work: |

Single Parent: Il

Displaced Homemaker: [

Clicking “Save” directs the user back to the Student Information

screen where a successful update will be noted

in green at the bottom

of the screen. Cancellation of an activity
does not generate a message. If no message
appears indicating a successful update,
the update was not saved.

" Student Programs | St

’ Student Update successfull
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Student Programs

Add a Program to a Student

Select the “Programs” link on the Student Search screen.

Home  Programs School dents Repoets Admin (4see  myNHDOE Help
Student Search
Sending School: | Sample Sending High School 3 i
Raceiving School} Sample Recerang CTE Center i
Program: All Programs i
SASID;

First Nome: I
Last Namae: |

| Found 26 students. .

Town

State Primary Program Proarams

1234567890 SAMPLE STUDENT Lancaster NH 2013 - Teacher Education, Multighe Ly %
Maszon NH 2013« Busmess/Commaerce, General Programs
jos] Durham NH 2013 . Accounting Techmcaan Programs

This will lead the user to the Student Programs screen. This screen
displays information about programs in which the student is enrolled.
Additional programs and courses may be added, changed and deleted
from the student’s record through the Student Programs screen.

Student Programs

SASID: 1234567890
Date Of Birth: 01/01/1901
Name: SAMPLE STUDENT

" Add Program ) Student View |

Enrollment Entry

Approved Program Status Date Entry Code Exit Date

Edit Delete Course List Teacher Education, Multiple Levels Enrolled 9/6/2011 Mot Tuitioned 6/18/2012 Stud

The following fields are visible on the Student Programs screen.

e Approved Program e Program Completer flag

e Enrollment Status e Concentrator flag

e Entry Date e Tech Skills Assessment flag

e Entry Code ¢ Days in Attendance S1

e EXit Date e Days in Attendance S2

e Exit Code e Total Competencies Completed

e Primary Program flag
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From the Student Programs
screen shown above, theusercan —e e ————
select from these two buttons [ Add Program W Student View |
beneath the student’s information
in the upper left quadrant of the
screen.

Clicking on “Student View” will take the user to the student’s Student
Information Screen, discussed earlier in this guide. Clicking on “Add
Program” will allow the user to add additional programs to the
student’s record.

Add A Student Program

Please provide a SASID, Date of Birth, select an Approved Program
and Entry Code, provide an entry date and indicate whether this
program is the students primary program for this school year:

SASID: 1234557850 |
Date Of Birth: [ /011901 |
Receiving School: [ Sample Receiving School

Approved Program: |Receiving School's Approved Programs list

Entry Date: |:| sz

Entry Code: [ Select an Entry Cude...

Primary Program: [
Tech Skill Assessment: O passed O Did Not Pass © N/A

[ Add Program N Cancel |
e Approved Program Select program from program list.
e Entry Date Date the student enrolled in the program in the
selected school year.
e Entry Code Tuitioned/Non-Tuitioned Status.
e Primary Program Check this box if this is the student’s primary

program.

e Tech Skill Assessment  If the student took a technical skill assessment
for this program in the selected school year,
did the student pass or not pass the assessment?
If the student has not taken a TSA for this
program in the school year, select “N/A.”

When all of the information is entered, select the “Add Program”
button.
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Confirmation will be requested prior to adding the new program to the
student record. Selecting “OK” will continue the process while
selecting “Cancel” will void the action and no program will be added
to the student record. Once confirmation is completed, the action will
return the user to the Student Programs screen where the new program
will be listed.

x

x.__:p &dd this approved program to this student?

Cancel |

Editing Student Program Information

From the Student Programs screen, identify the program that needs to
be modified and click the “Edit” button to the far left of that
program’s row. When the program record is selected for editing, the
entire program record will be highlighted in yellow and items that can
be modified will become editable text boxes or drop down menus (see
next page).
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Editing Student Program: Left side of screen
Student Programs

SASID: 1234567890
Date Of Birth: 01/01/1901
Name: SAMPLE STUDENT

[ Add Progan

Enrollment

Approved Program Status Entry Date Entry Code Exit Date Exit Code
Update Cancel Banking and Financial Support Senvices | Enrolled [oazszoiz | 2 [Not Tuitioned | | [Not Exited

Editing Student Program: Right side of screen

Exit Code Primary Program

. Days In Attendance Days In Attendance Total Competencies
Concentrator Tech Skills Assessment
Program Completer = - il 52 Completed

M O Passed O Did Not Pass ® N/A [o0 e | Jo.o0 |

Each student may have ONLY ONE Primary Program. In the event that a student attends multiple CTE centers, the centers must

decide between themselves which program shall be counted as the student’s primary program. The primary program is populated
through the BOY/MOY/EQY submission.

If an incorrect program is identified as primary and the user is unable to correct the error, the user should contact the Bureau of Career
Development to request assistance.
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After the user has completed all modifications to the program
information, click the “Update” button to the left of the program row.

Student Programs

SASID: 1234567890
Date Of Birth: 01/01/1901
Name: SAMPLE STUDENT

sdd Program Y| Student View |

Approved Program

Enrollment

Status Entry Date

Update fCancel Banking and Financial Support Services [Enralled [08r2912012 |ﬁ

“Update” will save all of the changes that were made to the student’s
program record. “Cancel” will exit from the change screen without
saving any changes that were made. A successful update will be noted

with the following message.

Student Program Update successfull

Approved Program

Edit Delete Course List Teacher Education, Multiple

Levels En
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Delete Student Program

A program can be removed from a student record if the student is not
enrolled in any courses for that program, and if the program is not
identified as the student’s primary program.

Before removing the program, the user will be asked to verify that the
deletion should take place. Selecting “OK” will delete the program
from the student, while “Cancel” will leave the action without
completing it.

Windows Internet Exp orer 5]

‘? / Delete this program enroliment?

Cancel l

Note: If a student is enrolled in a course in the program that the
user wishes to delete, the course in which the student is enrolled will
have to be deleted first from their program enrollment's “Course
List.”

Deleting a program while it maintains Primary Program status is not
permitted, and the “Delete” text link will be grayed out. Another
program must be designated as the Primary Program before deleting
the current Primary Program. If the user is unable to remove the
Primary Program flag from the program they wish to delete, the user
should contact the Bureau of Career Development for assistance.
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Student Courses

Add a Course to a Student

Adding a course to a student’s record can be accomplished via the
Student Information or Student Programs screens.

From the Student Information screen:

Click on the button labeled “Student Courses.” This option will
display all courses in which the student is enrolled in the selected
school year, regardless of program.

Student Information

Quick SASD Search: [~ | @
STUDENT NAME

SASID: 1234567890

Sending Schoaol: Example Sending High School

Receiving School: Example Receiving CTE Center #1
Example Receiving CTE Center #2

SSN: 999999999
Date Of Birth: 01/01/1901
Address 1: 123 Example St
Address 2:

Tawin: Lancaster
State: NH

Postal Code: 03584
Telephone: 603-555-1234

Work: = /
Student Programs : Student Courses ] swient Transporation :

If the student is enrolled in no courses in the selected school year, a
message will indicate this.

Student Courses

SASID: 1234567890
Date Of Birth: 01/01/1901
Mame: SAMPLE STUDENT

Program Title: All
Add Course Student View :

Student is not enrolled in any courses for this program and school year...
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From the Student Programs screen:

Click on the text link labeled “Course List” to the left of the row of
the program in question.

Student Programs

SASID: 1234567890
Date Of Birth: 01/01/1901
Name SAM PLE STUDENT

Add Program | Student View

/ Approved Program

Edit Deletq Course Lis§ Teacher Education, Multiple Levels

Clicking on “Course List” from the Student Programs screen will take
the user to the list of courses in which that student is enrolled in that
particular program. Other courses in other programs in which the
student is enrolled will not be visible.

Student Courses

SASID: 1234567890
Date Of Birth: 01/01/1901
Mame: SAMPLE STUDENT

|Program Title: Banking and Financial Suppart Ser\ticesl
" Add Course ] [ Student View )

Program Title Local Class Code

Edit Delete Banking and Financial Support Services 700511

If the student is not enrolled in any courses in the particular program,
an error message will indicate this.

Student Courses

SASID: 1234567890
Date Of Birth: 01/01/19201
Hame: SAMFPLE STUDENT

|Pr05ram Title: Banking and Financial Support Services |
[ Add Course W Student View

Student is not enrolled in any courses for this program and school year...

Either the Student Information or Student Programs screen will take
the user to the Student Courses screen. From here, clicking on the
“Student View” button will return the user to the Student Information

screen. Clicking “Add Course” will allow the user to add a course to
the student’s record.
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After clicking on “Add Course,” the Add a Student Course screen
will appear. (See below.) The student’s SASID and Date of Birth will
be pre-populated. If the user reached the Student Courses screen via
the Student Programs screen, the “Approved Program” field will also
be pre-populated. The remaining fields must be completed.

Add A Student Course
Please provide a SASID, Date of Birth, select an Approved Program,
Course and Entry Code, then provide an Entry Date:
SASID: 1234567830
Date Of Birth: |1;'-:- 1/1901
Approved Program: ISelect an Approved Program.._. =
Course: | Select a Course... 5]
Entry Date: | =
Entry Code: | Select an Entry Code.. |7
Chdd Course ] Cancel |

e Approved Program  Drop down displays a list of State approved
programs for the selected CTE Center.

e Course Drop down displays a list of all courses
offered at the selected CTE Center for the
selected program.

e Entry date The day the student entered the COURSE.
This date must fall on or after the date the
student entered the program.

e Entry Code Tuitioned/Not Tuitioned status.

After all information has been entered, select the “Add Course”
button at the bottom of the screen. Selecting “OK” will allow the
course to be added to the student’s record. “Cancel” halts the “Add
Course” action. When a course has been added to a student’s record,
the user will be returned to the Student Courses screen, where the new
course information will be displayed.
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Edit and Update Student Courses

To modify information on the Student Courses screen, select the
“Edit” button to the left of the course that will be modified.

[ Add Course J Student View )
Proguam Tithe Local Class Code Local Class Name Encolimant Stat
Eda Dalats Accounting Technician AC1S Accounting 101 Envoled

iate Health Profosmans & Ralsted Serices  MSO1 Health Science Techoologien 1 Enolled

£de Delate Ovafting and Detiga Technology. Geneal DROY Drafting 1 Enroled

Clicking “Edit” will cause certain fields related to the course to
become editable. Changes can be made in any of these open fields.

Program Title lecal Class Code  LocalClassNeme  Encofiment States  Entry Dot Entry.

Edt Daltty  Accourting Techscian ACTh Accountng 101 Envolled S200% B-Sute Tt

iaiaitle  Healh Prcfesstns & Related Sarces  HSD! Hasith Scence Tochacioges 1 Entolied 3 ] n-State Tutt
n;:v Drating and Design Techoslogy, Ganeral DRY) Dratiog 1 [oree =] f w3~ -

Eds Daipts  Drafting and Design Technolegy. Ganerdd DRI2 Ovsting 2 Enrelied V2004 OudSate

Edt Dalsly  Meath Prolesmces B Refgted Seraces  HSIR Haaith Science Tacheslopes 2 Envollad 92008 Outof-State
¢ Delgte  Eady Chichood Edecatica aad Teaching COOt Early Chidbood Education 1 Envolied 3303 n-State T

Edt Qelgle  Eafy Chidhood Edocation sed Teachng COR Eady Chddrood Educaton 2 Envolled 2000 Outct-Sate

After making the necessary changes, click the “Update” text link to
the left of the selected course. “Update” will cause the changes to be

saved and will return the user to the Student Courses screen. “Cancel”

causes the action to terminate and no edits will be saved.

Delete Student Courses

Deleting a course from a student record can be accomplished by

clicking the “Delete” text link to the left of the course the user wishes

to delete.

HOOrem | e AN

[ Add Courve J Student View J

Local Class Code

Program Tithe

Local Clasa Natne Entolimont Staf

£dq Defate Accounting Techmcian AC1E Accounting 101 Enoled
-u'.' Professons & Rolated Senices HSO! Health Science Techaslogies | Enolie
Ege Dalste Oraftiog sad Desgn Tachnology. Geoeral DRI Dvafting 1 Entolied

Windows Internet Explorer

The user will be asked to confirm the
deletion. Selecting “OK” will confirm
the Delete process, and “Cancel” halts

the deletion process. —

s ) Delete this course enrollment?

x|
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Student Self Transport

Back at the Student Information screen, the last button on the bottom
of the screen is “Student Transportation”.

Student Information

Quick SASD Search: [ (@I

STUDENT NAME Special Population:
SASID: 1234567890 Migrant: No
Sending School: Example Sending High School SPED: Yes
Receiving School: Example Receiving CTE Center #1 E&R: Yes
Example Receiving CTE Center #2 LEP: No
SSN: 999999999 Single Parent: No
Date Of Birth: 01/01/1901 Displaced Homemaker: Mo
Address 1: 123 Example St
Address 2:
Town: Lancaster
State: NH
Postal Code: 03584
Telephone: 603-555-1234
Work: r

Student Programs : Student Courses : Student Transporation :

Clicking the Student Transportation button will bring up the Student
Self Transport screen. Most students will have no information on this
screen, since most students are transported by the sending school.

Student Self Transport
SASID: 1234567890

Date Of Birth: 01/01/1801

Name: Sample Student Name

[ Student View :

No individual student transporation rates or miles exist for this student in the selected school year.

Click to add this student’s self transport record.

The only time there will be transportation information included on this
screen is in the case of a student who has requested the option to drive

Student Self Transport

themselves to their CTE programming.

SASID =
Date Of Birth 9/10/1992
Name: -
Sendlng School Receiving ansport@tion Mode Number Miles Transportation Rate

Berlin Senior High School Berlin Vocatich Cemer Student self transport 6 0.585

The Student Self Transport screen is an informational screen only.
Data entry on this screen is restricted to Career Development Bureau
users with Administrative privileges.
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Students wishing to travel using their own vehicle must be approved
by a school administrator and by the State before this information is
entered into CATE. The school administrator must contact the Career
Development Bureau in writing to request approval for students who
plan to drive themselves. Once approval has been granted by the State
Director of Career and Technical Education, a member of the Bureau
staff will enter the appropriate self-transport rates and miles to the
approved students.
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Reports

The AV-1 and AV-2 Reports are currently available under the Reports
Tab. Additional reports will be available in the future.

AV-1 Report

The AV-1 report is a tuition and transportation reimbursement form
for those students who attend a Career and Technical Education (CTE)
center outside of their high school’s district. These students are
referred to as “sending school students.”

AV-1 forms are submitted to the State three times a year. The
following dates are important as they pertain to Tuition and
Transportation Reimbursement and the AV-1 reports.

e Budget Estimate AV-1 is due to the State on October 15™
e First Semester AV-1 is due to the State on February 15™
e Second Semester AV-1 is due to the State on June 30"

e September 30" is the last day that AV-1s can be submitted to the
State for the prior school year and expect to receive reimbursement.

e State checks for reimbursement are cut and distributed no later than
December 1% of each year.

The AV-1 report can be selected from the Reports tab.

Home Programs School Students Reports Admin i
Welcome Select A Sc

AV?2 Tuition Differentizl
AW-1 Report. ..

Receiving School: |Se|ect A Receiving School

Sending School: |Se|ect A Sending School. ..

Report Target: |_

[ View AVI M Clear Selections |

Users should select a sending school and report target from the
associated drop down lists. If a sending school is not listed in the
receiving school's “Sending School” list, the user should contact the
Bureau of Career Development for assistance.

Available “Report Targets” are Budget, Semester 1, Semester 2, or
Full Year.
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Once a sending school and report target have been selected, the user
should click the “View AV-1” button. This will generate the AV-1, an
example of which is displayed below.

AV-1 Report screen

NEW ll\\H‘\MIMI l'l!\ﬁl\ll\l O I lllt ATION

nl - \-.:n«u |\|| pyMa |

REPORT OF PLPILA SLIGIBLE TOR CAREEN A l 2UNVIC AL
LDUCATION TUITION AND TRANSFOKTALLO L8] 8
Warwiviug Sebant: Do Sehoal Yuur ' ’
Total Wecwivomg Dusorict Hagh Schoul Tuttion Nale
Yoo wll
e or
¥ Comy

PORL TORLATION VIOV SFORTATIES
v — -~

il TNAST SIS T IISTREY

) | == | |

AV-2 Report

The AV-2 report is very similar to the AV-1, but the AV-2 need only
be submitted by centers that charge a tuition differential. For an
explanation of tuition differential, refer to NH RSA 188-E.7.

AV-2's will charge the differential only against a student's primary
program. If a student who should be on the AV-2 report is not
appearing, the cause is most likely that their primary program has not
been selected or is located at another CTE center.
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Admin

About Admin Users

An Admin user is assigned to each CTE center that has CATE access.
The Admin has permissions to perform functions that help the system
to run smoothly for all users at a particular center. The following
section describes the functions that are available exclusively to CATE
Admin users.

Admin Tab

The Admin Tab provides the center's Admin user with the opportunity
to enter school information for the CTE center, view the submission
status for the various batch submissions made throughout the school
year, search the list of State supplied course codes, view school
information that is reported on the State’s school database, and review
user information.

Programs School Students

Welcome, CATE Berlin Berlin Vocational Center

GENERAL MESSAGES:

For the 2008-2009 school year, the CATE web application
will undergo pilot testing. This testing will help refine our o jumimien
data processing and prepare for full implementation in the CATE E-O-Y Batch Verified 1

2008-2010 school year. Thank you in advance to those who CATE M-0-Y Batch Verified 1
will be participating in this pilot. CATE Student Course Batch

CATE Course Batch Verified
Update: We are continueing pilot testing through early April
and are planning now for CATE training for all CTE centers.
The training will include both the CATE front-end and CATE
back-end web applications.
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School Year Data

At the beginning of each school year each center must enter new
information pertaining to the school’s calendar and tuition
differential (if applicable). This must be entered into the following

entry form.

School Year Data Screen

School Year Data

Semester 1

Start Date:
End Date:

Number of Schcol Days: S0

Semester 2

Start Date:

End Date:

Number of School Days: |-,;

Total Minutes Per Day Instructional:

Tuition Differential:

|175.00

Save I Cancel ]

Each semester’s start date and end date should be entered, as well as
the number of days in each semester. Also necessary on this form are
the number of minutes in the instructional day and the tuition

differential if one exists.

Instructional minutes do not include passing time between classes,
lunch, or other times when students are not receiving instruction.

If the user's CTE center does not have a tuition differential, the user

should enter ©“0.00” in the “Tuition Differential” field.
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Submission Status

When batches are submitted through the CATE Workbench (i4see)
(“the workbench”), they are validated by the i4see system, which
reviews data in each of the CATE records and determines if the
records are correct based on data that already exist in i4see (e.g.,
SASID and date of birth information) and in CATE (e.g., School Year
Data).

When a CATE batch submission has passed all of these workbench
validations, the batch will receive an i4see status of “Batch Verified.”
Once a submission has reached “Batch Verified” status, it must be
processed into the CATE backend in order for data to be
accessible through the CATE system. Processing checks the
workbench validated data against data previously processed into
CATE to ensure internal consistency among submissions.

CATE submissions are processed through the Submission Status
screen.

Full Screen view of the Submission Status screen

e Progs M Schosd Students Lo Admins Vs Melp

Wakutim, CATE B Bare Vol Carmei Damait A Devasat o REEIIRELE

NOTE: At the beginning of the year, the CATE Student Course should
always be processed LAST, after the CATE Course and CATE BOY
have been successfully processed. The CATE BOY populates CATE
with student and program information; the CATE Course with CTE
course information. Without this information pre-populated in the
system, the CATE Student Course will fail during processing.
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Left half of Submission Status Screen

Batch Submission Submission

id Type Year

29464 CATE Course 2009 J4/2009 5:30.00 AM Batch 21
Verified
with
Errors

Process 25430 CATE Student 2003 HEZ005 52218 AN Batch 182
Courze Werified

Process 29277 CATEE-O-Y 2009 21M9/2009 5:08:49 AN Batch 193
Yerified

[T=]

ZMBZ005 11:12:47 AN Batch 182

L Sy |

Process 23272 CATEM-O0- 200

Only CATE submissions that have reached “Batch Verified” status on
the workbench (“i4see Status”) will offer the user the option to
process the batch.

Clicking a “Process” text link on the Submission Status screen allows
the associated batch to be verified and then loaded into the CATE
system. When the “Process” link is selected, a popup dialog box will
request confirmation from the user to process the selected batch.
Clicking “OK” will complete the action, while selecting “Cancel” will
terminate the action.

Windows Internet Explorer x|

? ] Process CATE Course batch id: 273077

Cancel |

Depending on the number of records in the batch and the number of
users simultaneously processing batches at other centers, the
processing may take several minutes to complete. Do not click
“Process” again during this time. Doing so will re-start the processing
from the beginning.

If processing times out, it is probably due to the number of records
included in the batch. It is recommended that no batch be larger than
600 records. Batches that exceed this number of records may be split
into multiple submissions prior to uploading and verification.
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When the batch has been processed and has loaded successfully into
the CATE system, a message will confirm the action completed
successfully and will display the number of records that were
processed.

Successful Processing Results

rocessng has compisted..
<UUI3/8/2009 4:30:14 PM

[Frocessed 21 Course records successiuly

a 2

Brocess 27790 CATES-O-Y 2009 10222008 1135 1S AM Baich 132
Venified

Once a submission has been processed, the records included in the
processed file will either populate or update the data fields in the
CATE backend.

e If the data did not exist in CATE prior to the file processing (e.g., a
new student program enrollment), the processing will populate these
data fields in the backend.

e If the data already existed in the system prior to the processing, the
processing will overwrite and/or update the data. For example, a
CATE Student Course uploaded at the MOY should include exit
information for a student's first semester courses. This exit
information (date and exit code) will overwrite the blank course exit
information already in CATE from the beginning of the year Student
Course submission.
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If processing DOES NOT complete successfully, the “Processing
Results...” dialog box will indicate that processing has failed and will
display a list of errors. Unsuccessfully processed records will need to
be corrected before the processing can be completed.

Unsuccessful Processing Results

Submission Status

Use this screen to process CATE Submissions for the current year. The processing will transform ang

nnnnnnnnnn

Submission Sub—*~-f-
Type Processing Results:

Processing has failed...
29484 CATE Courze 20013/3/2000 5:24:51 FM
SASID Failed: 1121215131 SqglDateTime overflow. Must be
between 1/1/1753 12:00:00 AM and 12/31/9999 11:39:39 FM.
SASID Failed: 1148249728 SqglDateTime overflow. Must be
Process 25430 CATE 200lpetween 1/1/1753 12:00:00 AM and 12/31/9999 11:59:59 PM.
S SASID Failed: 1243258787 SqlDateTime overflow. Must be
B between 1/1/1753 12:00:00 AM and 12/31/9999 11:39:39 FM.
Process 28377 CATEE-O-Y  200]SASID Failed: 1147247848 SqlDateTime overflow. Must be
between 1/1/1753 12:00:00 AM and 12/31/9999 11:53:59 PM.
SASID Failed: 1147244823 SglDateTime overflow. Must be
between 1/1/1753 12:00:00 AM and 12/31/9999 11:39:59 FM.
Process 29272 CATEM-O-v Z00]SASID Failed: 1147247860 SqlDateTime overflow. Must be _Ij
2

Kl
Process 27790 CATE B-O-Y 2009 10/22/2008 11:36:15 AM Batch 182
Verified
Process 27783 CATE 2009 10/22/2008 11:33:01 AW Batch 182

It's recommended that the user select the full list of errors in the dialog
box and copy/paste those errors into a blank text document before
closing the dialog box. For disk space reasons, these error messages
are not saved and cannot be retrieved once the dialog box has been
closed. To redisplay the processing results, the user must reprocess
the submission.

If the user is unable to correct the processing errors, they should
contact the Career Development Bureau's CATE support staff for
assistance.
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Right half of Submission Status Screen

cre

Rocordn Hecaords [RLT Process HFrocenn
Croated Updatod Comment Monsoge
| Status
Coplad
from bateh
27700 by
Catebenin
pied
f m batel
07\
nleadm
181 0 Falled Student
Errar 94910
1147247020
d
180 Copled Faled At
from bateh Error Falled
20272 by 12121810
DOemere )
Copied
from bateh
J7700 by
DD&mwmrnt
17 ) Completen Processed
(810 102 DO
fecordes »
0 o Faled Conversian
Errar fram string
|

Frocess End
Time Time

Froocensns Start

MO0 608 57 P 2000 0.06.00 P

V20000 1038 P NV008 B8 48 MY

The right half of the Submission Status screen provides the following

information:

e The number of records created during the most recent processing
attempt. This number indicates the number of records that did not
exist in the CATE system prior to processing.

e The number of records updated during the most recent processing
attempt. This number indicates the number of records that existed in
CATE prior to processing, but which have had their data updated

due to processing.

e Processing status (completed or failed).

e Processing messages, which provide a snapshot of the error
messages that prevented a batch from processing successfully.

e The date and time of the most recent processing attempt for each

batch.

At the end of the school year, the data tables populated via CATE processing
will be saved to a secure location on a Department of Education server for
historical purposes with other data for the school year. New tables will be
populated by users at the beginning of each new school year.
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Course Codes

The Course listing that is available to CATE users can be searched via
three options:

e Course Code
e Course Name
e Course Description

Entering any part of a Course Code, Course Name, or Course
Description will display all courses that match any part of the field.
For example, the search below for a course name containing the word
“Net” in it resulted in 17 matches. Some of the Course Names start
with “Net” but others had “Net” somewhere in the Course Name other
than at the beginning. Similarly, if a course code of “10” were entered
as a search criterion, any Course Code with “10” embedded in it will
be listed.

Course Codes
[ Search found 17 matching records.
View
Edit an existing course code record:
Page Size: 10 25 50 100
Search By =» Code: | Name: [uex Description: |
Course Code Course Name Course Description
10101 Network Technology Network Technology
10102 Networking Systems Networking Systems
10103 Area Network Design and Protocols Area Network Design and Protocols
10105 NetWare Routing NetWare Routing
10106 Wide Area Telecommunications and Networking Wide Area Telecommunications and Networking
10107 Wireless Networks Wireless Networks
10108 Netwerk Security Network Security
10109 Essentials of Network Operating Systems Essentials of Network Operating Systems
10111 Particular Topics in Networking Systems Particular Topics in Networking Systems

As of school year 2012-2013, course codes are not required for CTE
courses. Should this change in the future, users will be notified and
provided with technical assistance where needed.
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Schools

See “Schools” under the School tab earlier in this guide.

User Information

User information is provided on the Admin User Information screen.
The following pieces of information appear.

Home Programs School

User Is CTEP: NO

SysID: {AEOD7ADE-2E69-49D3-8924-BCFFB364F I 7
Username: CateBerlin

First Name: CATE

Last Name: Berlin

Full Name: CATE Berlin

SAUID: 3

DST ID: 51

School ID: 28220
School Name: Berlin Vocational Center
User Roles: User:Receiving

Welcome, CATE Berlin Berlin Vocational Center

Students Reports

e UserisCTEP
e SysID

e Username

e First Name

e Last Name

e Full Name

e SAUID
e DISTID
e School ID

e School Name

e User Roles

Is the user NHDOE CTE Personnel?
System ID

User’s myNHDOE login name
User’s first name

User’s last name

User’s first and last name

SAU number

District number

School or CTE number

School or CTE Center name

User’s role as a CATE user
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14see

i4see Tab

The “i4see” tab provides a means for users to transfer from the CATE
system to the CATE i4see workbench. The CATE workbench is
modeled after the State’s i4see workbench, which provides a tool for
individual student data submissions from all public schools in New
Hampshire. The CATE workbench is designed specifically to accept
CTE submissions.

" Workbench Upload Student Search CATE Help Logout

Hello CateBerlin
School: 28220 - Berlin Vocational Center  District: 51 - Berlin  SAU: 3 - Berlin SAU Office

Welcome to the CATE Workbench

Verify View Detail Edit Batch Delete Refresh
Page 1 of 1
.. Submission . Last
Submission Year Submitted | Lo

Select 29465 CATE E-O-Y 2009 3/8/2009 3/8/2009  Batch 182
6:28:21 6:26:21 Verified
P PM with Errors

Select 29464 CATE Course 2009 3/4/2009 3712009  Batch 21
9:30:09 10:49:41  Verified
AM AM with Errors

Select 29430 CATE Student Course 2009 3/2/2009 3/2/2009  Batch 193
9:28:18 11:03:59  Verified
AM AM

Select 29277 CATE E-O-Y 2009 2/19/2009 3/3/2009  Batch 193
9:06:49 12:09:36  Verified

Users can view activities that have occurred on their data submissions
and determine if their batches are ready to be processed into the CATE
student information system. A user may also select a batch, view the
details of the batch by individual records, and make changes and
updates to individual records. Batches may also be deleted or re-
verified, except in the case of processed batches. Batches that have
already been processed CANNOT be modified or deleted.
Processed batches may be copied for the purposes of viewing or
editing their contents, but this copied batch will not affect the data
already processed into the CATE system until it, too, is processed.
(See “Copying a Batch™ later in this guide.)
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Uploading a Batch

CATE i4see workbench upload screen

Workbench Upload Student Search CATE Help myNHDOE Logout

Please select submission type | Select Submission Type

[l Remove Headers - Will Re:

CATE Course

File: CATE Student Course
Comments: [ Required before submitting data
Email: | Sample User@szample.2du | Required before submitting data

From the CATE workbench, users submit the three CTE data
submissions (CATE BME-OY, CATE Course, and CATE Student
Course) by clicking on the “Upload” tab.

It's very important that the user select the correct submission type from
the “Submission Type” drop down menu prior to attempting an
upload. Trying to upload a file under the incorrect submission type
will cause the upload to fail and the batch will not reach the CATE
workbench.

The CATE BOY, CATE MQY, and CATE EOQY, despite utilizing an
identical file format, are considered different submission types and are
subject to different validation rules when they reach the workbench.
For example, the CATE EQY requires program exit information for all
students; this is not required on the BOY or MOY. Failure to select
the correct BME-QOY submission when uploading the batch could lead
to incorrect or incomplete data ultimately being processed into CATE.

NOTE: CATE submissions must be saved as CSV (comma separated
value) files prior to uploading. Extraneous commas included in the
body of the file will lead CATE to believe that there are additional
columns in the file, which will cause the upload to fail.

To avoid upload failure, users should make sure that all commas
are removed from the submission prior to uploading. Commas are
most commonly found in student Address fields in the BME-QY, or in
Local Class Names in the CATE Course.
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Copying a Batch

Users may choose to “Copy” a batch. Copying a batch allows the user
to view, edit, add or delete records without affecting the original batch.

Copying is the only way to view or modify the contents of a

processed batch.

A copied batch functions exactly the same as an uploaded batch. Any
changes made to the copied batch will require re-verification on the
workbench, and the data in the copied batch will not appear in the
CATE Student Information System until the batch has been processed

through the CATE Submission Screen.

To copy a batch, click the “Select” text link to the left of the batch the
user wishes to copy. This will highlight the row in a different color
and cause the “Copy To...” text link to become visible.

CATE i4see Workbench

Select A School: I Sample Receiving CTE Center

Verify View Detail Edit Batch Delete Refresh
Page 1 of 3

Batch Submission

Submission Submitted

D = Year
12345 CATE Student Course 2013

1/28/2013
1:18:27 PM

1/28/2013
1:36:01 PM

Total Records
Uploaded

Processed 178

status

Select A School: | Sample Receiving CTE Center

Verify View Detail Edit Batch Delete [Copy To...| Refresh

Page 1 of 3

Submission

Submission Year

Select 12345 CATE Student Course 2013 172872013

Submitted

1:18:27 PM

Last L

Updated status Records
—pcated Uploaded
172872013 Processed 178
1:36:01 PM

Hovering the mouse over the “Copy To...”
link will cause an option menu to appear, from
which the user may choose the type of
submission into which they would like to copy
the selected batch. CATE Student Course and
CATE Course batches can only be copied into
their specific submission type. CATE BME-
OY batches, however, may be copied into any
of the three BME-OY submissions. For
example, a CATE MOY may be copied into a
CATE EOY.

Select the type of submission that
you would like to copy to:
9 STUDENT COURSE

Select the type of submission that
you would like to copy to:

9 COURSE

—

Select the type of submission that
you would like to copy to:
® oY

o Moy
& EQY

—
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Once the submission type has been chosen, click “Copy.” A copy of
the batch with a new batch 1D will appear on the workbench and
proceed through the “Verifying...” process. Click “Refresh” after
several minutes to determine if verification has completed.

CATE i4see Workbench

Select A School: | Sample Receiving CTE Center

Verify View Detail Edit Batch Delete
Copied 178 record(s) from Batch: 12345 to Batch:23456
Page 1 of 3

Submission Submission Submitted Last status Total Records
1D = Year = Updated Uploaded
Select |23456 | CATE Student Course 2013 3/25/2013 3/26/2013

9:44-04 AM 9:44-04 AM

When verification has completed, the user will be able to select the

batch to view or edit the batch’s records. Changes made to the copied
batch will not affect its source batch.

The copied batch’s “Comment” field will
include a note indicating the source batch from
which the batch was copied and the username | SampleUser Copied from batch:
of the user who made the copy. 12345 by
SampleUser
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Deleting a Batch

Extraneous batches should be deleted from the workbench if they are
not going to be processed into the CATE Student Information System.
Removing these unnecessary batches will cut down on confusion, and
will also conserve space on the workbench’s server. Superfluous
batches may be deleted at any time during the school year. By the end
of the school year all unprocessed batches should be deleted.

To delete a batch, click the “Select” text link to the left of the batch’s
row. This will cause the “Delete” link to become active.

Select A Schoaol: I Sample Receiving CTE Center

Verify View Detail Edit Batch Copy To... Refresh

Page 1 of 3

otal
Submission e Submitted = Records

S Uploaded

23456 CATE Student Course 2013 312512013 31252013  Batch 178
9:44:04 AM  9:44:04 AM  Verified

Submission

After clicking on “Delete,” a
dialog box will appear asking
the user to confirm the deletion.
Clicking “OK” will delete the
batch. “Cancel” will terminate
the deletion process and the
batch will remain on the
workbench. Deleted batches
cannot be recovered.

NOTE: Processed batches cannot be deleted.

Once the user has completed their work on the i4see tab, click the
CATE tab to return to the CATE student information system.

Workbench Upload Student Search

Hello Sample User

NHDOE CATE Backend Help

Contents e 61



myNHDOE and Logout

myNHDOE and Logout Tabs

Users may log out of CATE at any time and log back in whenever they
wish.

The “myNHDOE” tab will end the user's CATE session and return
them to the myNHDOE system menu. The user can choose to return
to CATE from the menu or select another data system.

The “Logout” tab will end the user's CATE session and log them out
of the myNHDOE single sign-on system. The user will need to re-
login to the myNHDOE system to access CATE or another system.

Select A School Year: [EqFE=gE]

[4SEE SUBMISSTON STATUSES:

| NHDQOE Career and Technical
l Education Portal

\Version 20111221.0800
You have been logged out of the NHDOE CATE Portal...

Click HERE to log back in through myNHDOE.
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Definitions

Career Clusters

A Career Cluster is a grouping of occupations and broad industries
based on commonalities. The 16 Career Clusters organize academic
and occupational knowledge and skills into a coherent course sequence
and identify pathways from secondary schools to two- and four-year
colleges, graduate schools, and the workplace. All CTE programs fall
under one of the 16 Career Clusters.

CIP Code - Classification of Instructional
Programs

The CIP is the accepted federal government statistical standard on
instruction program classifications and is used in a variety of education
information surveys and databases. The CIP book was first published
in 1980 by NCES (National Center for Education Statistics) and has
been revised several times, most recently in 2000. The CIP is a
taxonomic coding scheme of instructional programs that consists of six
characters which are broken down into three categories, each one
providing more detailed descriptions of a program, or program area.

i4see

Piloted in 2004, the Initiative for School Empowerment and Excellence
(i4see) system has changed the way the department collects and
leverages student and school data. Central to the effort is an
overarching principle that data collection should not be only for
reporting needs, but that it should add value to the data being collected
and provide information back to schools to empower teachers,
administrators, policy makers, and parents to increase student
achievement - enabling schools to follow every child and to analyze
groups of students over time.
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Nontraditional

Nontraditional programs are those for which individuals from one
gender comprise less than 25 percent of those employed in such
occupation or field of work.

New Hampshire uses as its guide the Non-traditional occupations for
each gender as it is published by The National Alliance for
Partnerships in Equity (NAPE) http://www.napequity.org.

Receiving School

Receiving schools offer regional CTE programs which may be
accessed by students from other high schools or CTE Centers. A
sending school is responsible for 25 percent of a student’s tuition to a
CTE Center. The State pays the remaining 75 percent to the CTE
Center that is acting as the receiving school. For more information
regarding tuition and transportation, refer to the following Technical
Advisory:
http://www.education.nh.gov/standards/documents/alt_ed.pdf.

Sending School

A sending school is any high school or CTE Center that sends its
students to a CTE Center. Sending schools located outside of the CTE
Center’s school district are responsible for 25 percent of the tuition to
the CTE Center, and are eligible to receive transportation
reimbursement from the State. For more information regarding tuition
and transportation, refer to the following Technical Advisory:
http://www.education.nh.gov/standards/documents/alt_ed.pdf.

SASID

State Assigned Student Identifier (SASID). The SASID is a ten-digit
random number assigned to a student by the school district when a
student enters the public school system. Each student has a SASID
which will remain with him/her throughout the student’s education in
New Hampshire. Only one SASID is assigned to a student, regardless
of how many different school systems the student may enter.

Text Box

Text boxes, or fields, are data entry boxes on a form in a computer
program where information may be entered. Generally, information
entered in a text box will be used by the program application, or it may
serve as a container to store information that will be saved and used at
a later date.
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Tree Structure

A tree structure groups items under one heading while hiding all of the
items listed under the heading. Each heading can be expanded by
clicking on the heading. Sometimes, headings may be expanded
several times, thus giving the appearance of branches of a tree. An
example of a tree structure is the index of help topics in any program
application.

Tuition Differential

A receiving district may charge a student from a sending district a
differential career and technical education rate. The receiving district
shall deposit that differential into its capital reserve account to be used
for vocational centers and equipment. RSA 188-E:7

Tuition and Transportation Funds

The state shall pay the receiving district for the portion of the tuition
charge upon receipt by the Department of Education of forms showing
the charges as requested. Payment of transportation shall be made to
the sending district by the Department of Education upon certification
of payment or liability of payment of transportation charges on forms
prescribed by the department. School districts shall report actual
tuition and transportation costs for reimbursement by the state to the
department by September 30 of each year. Reimbursement of tuition
and transportation costs shall be made annually and shall be calculated
based upon the previous year’s actual tuition and transportation costs
for each school district. Funds shall be distributed to school districts
on or before December 1. Reference RSA 188-E:9. For more
information regarding tuition and transportation, refer to the following
Technical Advisory:
http://www.education.nh.gov/standards/documents/alt_ed.pdf.

User Roles

Users perform various duties in CATE. Not all users need all of the
functions in CATE. For example, a Center’s Admin responsibilities
are very different from a sending school’s Business Administrator.
See the next page for some of the functions performed by each of the
user roles.
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User Role Access

CTE Center Users Read-Only Access to the following:
Home Page

Programs

Courses

Schools - Receiving and
Sending

Students

Reports - AV-1/AV-2
Help

CTE Center Admin Access to the following:
Home Page
Programs
Courses
Schools - Receiving and
Sending
Students
Reports - AV-1/AV-2
Admin
School Year Data
Submission Status
Course Codes
Schools
User Information
Help

Sending School Users Access to the following:

Home Page

Programs

Courses

Schools - Receiving and Sending
Students

Reports - AV-1/AV-2

Help

State Admin Access to the following:

State Program Master File
Transportation Rates
Tuition Rates

School Common Database
Enrollment Files

Batch Submissions
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End of CATE Backend Help document
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