
K-12 School Enrollment 
(CESI)

Technical Guidebooks are located on our website under K-12 Schools > Comprehensive School Enrollment (CESI): 
K12 Schools (oklahoma.gov)

Due:
October 31 - Initial Submission
January 31 - Additional Enrollment
May 31 - Final Date for Submission

https://oklahoma.gov/careertech/products-and-services/imd/ctims/k12-schools.html


CTIMS Support Contact 
Information

Email: CTIMSSupport@careertech.ok.gov
Phone: 405.743.5134

mailto:CTIMSSupport@careertech.ok.gov


IMD Contact Information
Mika Hickman
Administrative Assistant
Office: (405) 743.5124
Email: Mika.Hickman@careertech.ok.gov

Rebecca Thacker
Technical Support Specialist
Office: (405) 743.5134
Email: Rebecca.Thacker@careertech.ok.gov

Andra Beyer
Data Quality Coordinator
Office: (405) 743.5403
Email: Andra.Beyer@careertech.ok.gov

Dennis Griffith
Performance Data/Analysis Coordinator
Office: (405) 743.6882
Email: Dennis.Griffith@careertech.ok.gov

Carol Hall
Manager, Information Management Division
Office: (405) 743.5125
Email: Carol.Hall@careertech.ok.gov

mailto:Mika.Hickman@careertech.ok.gov
mailto:Rebecca.Thacker@careertech.ok.gov
mailto:Mika.Hickman@careertech.ok.gov
mailto:Dennis.Griffith@careertech.ok.gov
mailto:Carol.Hall@careertech.ok.gov


Information Needed Before Starting CESI
>PID Number

• Contact your division specialist directly or call IMD to obtain this.

>Student Testing Number (STN)
• Get this number from your school counselor, who gets it from the State 

Department of Education.
 It is NOT the student’s school ID number.

>Student Demographics
• First/Last Name, Education Level, SSN, DOB, Disability, Limited English, 

Academic Disadvantaged, Economic Disadvantaged, Migrant, Single Parent 
(student), Race, Homeless, Foster Care, Student’s Parent/s on Military Active 
Duty, Tribal Affiliations. *See Appendix A for definitions of each.



Two Options to Complete CESI
1. Enter Students into CTIMS One at a Time.
2. Upload Excel Spreadsheet

Template located on our website under K-12 Schools > Comprehensive School 
Enrollment (CESI): K12 Schools (oklahoma.gov)

https://oklahoma.gov/careertech/products-and-services/imd/ctims/k12-schools.html


Submitting Students One at a Time

Email: CTIMSSupport@careertech.ok.gov
Phone: 405.743.5134

mailto:CTIMSSupport@careertech.ok.gov


CESI: Screen 1
●Verify the information is accurate. ●Click on Continue without Saving. 



CESI: Screen 2
●Click in the first empty cell under Pathway Name to find the pathway that goes with the corresponding 
course. ●Click on Save & Continue.  



CESI: Screen 3
●Click the +Add New Record button to add a student’s record. ●Enter the first Student’s STN. ●Enter 
Demographics (if student has been in the system, previously, their demographic information will auto-
populate after you enter their STN – you will need to fill in the course information. ●Select Save at the end 
of every row (scroll all the way to the right). **There is not a submit button.



Export
●You can export your list of students from this screen, once complete. ●Click on Export to Excel.



Submitting Students by Excel 
Spreadsheet Upload
Email: CTIMSSupport@careertech.ok.gov
Phone: 405.743.5134
Course & Pathway Codes listed in Appendix B.
Excel Spreadsheet Layout here.

mailto:CTIMSSupport@careertech.ok.gov


CESI: Screen 1
●Choose the correct file format. ●Click on Choose Files to find your file on your computer. ●Click on Load 
File. ●Click on Submit. **If there are errors, feel free to reach out to CTIMS Support.

mailto:ctimssupport@careertech.ok.gov


Uploading as Comprehensive 
School Admin

NOTE: A separate file must be uploaded for each school site.

A file can be uploaded for multiple teachers at one site, by an administrator, at a school district. Refer to 
the record layout to obtain the required formatting. Refer to Appendix C for the Course & Pathway Codes. 



●Choose the correct file format. ●Click on Choose Files to find your file on your computer. ●Click on Load 
File. ●Click on Submit. **If there are errors, feel free to reach out to CTIMS Support.

mailto:ctimssupport@careertech.ok.gov


Save & Print CESI Enrollment 
Submissions

Email: CTIMSSupport@careertech.ok.gov
Phone: 405.743.5134

mailto:CTIMSSupport@careertech.ok.gov


CESI Reports
●Type the first 3 letters of your school next to Organization. ●Select the Report Name you want to run. 
●Enter School Calendar Year. ●Click on View Report. Filter by Division. ●View Report (in tab area). ●Export 
by clicking on the blue disc and choosing an export format. 





Appendix A: Definitions
Academically Disadvantaged – The term academically disadvantaged refers to individuals: 
 Who score at or below the 25th percentile on a standardized achievement or aptitude test, 
 Whose secondary school grades are below 2.0 on a 4.0 scale (where the grade "A" equals 4.0), or 
 Who fail to attain minimum academic competencies. 
Date of Birth – Enter the month, day and year the student was born. NOTE: The format for uploading files is YYYYMMDD.
Disability – A disabled individual is anyone with any disability (as defined in section 3(2) of the Americans with Disabilities Act of 1990), which includes any 
individual who: 
 Has a physical or mental impairment that substantially limits one or more of the major life activities of that individual, 
 Has a record of impairment as described in paragraph (1) of this definition, 
Or 
 Is regarded as having an impairment described in paragraph (1) of this definition. 
This definition includes any individual who has been evaluated under Part B of the IDEA and determined to be an individual with a disability who needs special 
education and related services and any individual who is considered disabled under Section 504 of the Rehabilitation Act of 1973. 
"Disability," when applied to individuals, means “individuals who are mentally retarded, hard of hearing/deaf, speech or language impaired, visually 
impaired/blind, seriously emotionally disturbed, orthopedically impaired, autistic, head injuries or persons with specific learning disabilities who, by reason 
thereof, require special education or related services and who, because of their disabling condition, cannot succeed in the regular Careertech education activity 
without special education assistance." 
NOTE: All students identified as being disabled must have the proper documentation on file in the event of an audit. 



Appendix A: Definitions (continued)
Economically Disadvantaged, including low-income youth and adults – The term economically disadvantaged refers to persons who are eligible for or receiving any 
of the following: 
 The Program for Aid to Families with Dependent Children under Part A of Title IV of the Social Security Act (42 U.S.C. 601) 
 Benefits under the Food Stamp Act of 1977 (7 U.S.C. 2011) 
 To be counted for purposes of Section 1005 of Chapter 1 of Title I of the Elementary and Secondary Education Act of 1965, as amended (Chapter 1) (20 U.S.C. 

2701) 
 Free and reduced-price meals program under the National School Lunch Act (42 U.S.C. 1751) 
 Participation in programs assisted under Title II of the JTPA 
 Pell grant or assistance under a comparable state program of need-based financial assistance 
 Determined to be low-income according to the latest available data from the Department of Commerce or the Department of Health and Human Services 

Poverty Guidelines 
Education Level – Use the appropriate education (grade) level in which the student is currently enrolled. 
First Name, MI, Last Name, Suffix – Complete with each student’s first name, middle initial, last name, and suffix if applicable. Use their proper name – do not 
enter in their nicknames. 
Gender – Male or Female. 
Homeless individuals – (defined in Section 725 of McKinney-Vento Homeless Assistance Act) individuals who lack a fixed, regular, and adequate nighttime 
residence and includes 
 sharing the housing of other persons due to loss of housing, economic hardship, or similar reason; are living in emergency or transitional shelters; are 

abandoned in hospitals; or are awaiting foster care placement. 
 have a primary nighttime residence that is a public or private place not designed for or ordinarily used as a regular sleeping accommodation for human beings 
 living in cars, parks, public spaces, abandoned buildings, substandard housing, bus or train stations, or similar settings 
 migratory children living in circumstances as described above 



Appendix A: Definitions (continued)
Individuals in foster care or aged out of foster care – includes individuals in foster care or those that were still in foster care when they turned 18 years of 
age. 
English Learner (previously Limited English Proficiency (LEP)) – The term ‘English Learner’ means: 
 A secondary school student, an adult, or an out-of-school youth, who has limited ability in speaking, reading, writing, or understanding the English 

language, and 
 Whose native language is a language other than English; or 
 Who lives in a family or community environment in which a language other than English is the dominant language. 
Migrant – The term “migrant” means migratory agricultural workers, including migratory dairy workers, or migratory fishers, and who, in the preceding 36 
months, in order to obtain or to accompany such parents or spouses to obtain temporary or seasonal employment in agricultural or fishing work have done at 
least one of the following: 
 Moved from one local education agency (LEA) to another, 
 Moved from one administrative area to another in a state that is comprised of a single LEA, 
 Resided in an LEA with an area larger than 15,000 square miles and migrated a distance of 20 miles or more to a temporary residence to engage in a 

fishing activity. 
PID Number –The five-digit numeric Program Identification Number assigned to your position. 
Race –The individual student’s racial classification, preferably based on self-identification. A student may identify himself or herself by more than one race. If a 
student refuses to identify his or her race, use institutional identification. Racial definitions are as follows: 
 American Indian or Alaska Native: A person having origins in any of the original peoples of North and South America (including Central America) who 

maintain cultural identification through tribal affiliation or community attachment. 
 Asian: A person having origins in any of the original peoples of the Far East, Southeast Asia or the Indian Subcontinent, including for example; Cambodia, 

China, India, Japan, Korea, Malaysia, Pakistan, the Philippine Islands, Thailand, and Vietnam. 
 Black or African American: A person having origins in any of the black racial groups of Africa. 
 Hawaiian or Other Pacific Islander: A person having any of the original peoples of Hawaii, Guam, Samoa, or other Pacific Islands. 
 Hispanic/Latino: A person of Cuban, Mexican, Puerto Rican, South or Central American, or other Spanish culture or origin, regardless of race. 
 Unknown: Race not identified. 
 White: A person having origins in any of the original peoples of Europe, the Middle East, or North Africa. 



Appendix A: Definitions (continued)
Single Parent – Any student who: 
 is unmarried or legally separated from a spouse; and 
 has a minor child or children for which the parent has either custody or joint custody. 
SSN – Social Security Number (optional) - Should be included, when available, for all students enrolled. If a social security number is not available, leave this column 
blank. 
Students with parents on military active duty - (defined Sec. 101(a) (4) of US Code and Sec. 101(d) (1) 
 The term "armed forces" means the Army, Navy, Air Force, Marine Corps, and Coast Guard. 
 The term "active duty" means full-time duty in the active military service of the United States. Such term includes full-time training duty, annual training duty, and 

attendance, while in the active military service, at a school designated as a service school by law or by the Secretary of the military department concerned. Such 
term does not include full-time National Guard duty. 

Student Testing Number (STN) – Provide the student’s 10-digit testing number as assigned by the Oklahoma Department of Education. This is a unique number 
assigned to each secondary student. 
Tribal Affiliations – If the student is Native American, provide the 4-digit Tribal Affiliation Code. List can be found here.



Appendix B – Course & Pathway Codes
New in 2020-2021 – Access an interactive table of course and pathway codes. Go to our 
CTIMS webpage and click the Interactive Data link on the left side of the page. Or, click 
here. In the interactive table you can filter by division or course to find the best match for 
your courses. 

https://www.okcareertech.org/about/careertech-system/interactive-data/2021-2022-courses-and-pathways


Appendix B – Course & Pathway Codes
Agricultural Education



Appendix B – Course & Pathway Codes
Agricultural Education



Appendix B – Course & Pathway Codes
Business, Marketing & Information Technology Education
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Appendix B – Course & Pathway Codes
Business, Marketing & Information Technology Education



Appendix B – Course & Pathway Codes
Family & Consumer Sciences Education
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Family & Consumer Sciences Education



Appendix B – Course & Pathway Codes
Health Occupations Education



Appendix B – Course & Pathway Codes
Science, Technology, Engineering & Mathematics
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Science, Technology, Engineering & Mathematics



Appendix B – Course & Pathway Codes
Trade & Industrial Education
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Appendix B – Course & Pathway Codes
Trade & Industrial Education



Appendix C: Tribal Affiliation Codes
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