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Help and Troubleshooting 
If you do not have a CTIMS account or are experiencing issues with navigation or software, please contact 
CTIMSsupport@careertech.ok.gov. 

If you have forgotten your password, click the Forgot your password? link to reset. 

 

 

CTIMS Customer Support Contact 
 

Office: (405) 743-5134 
Email: CTIMSsupport@careertech.ok.gov 

mailto:CTIMSsupport@careertech.ok.gov
mailto:CTIMSsupport@careertech.ok.gov
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Follow-up Collection 
If you have more than one role in CTIMS, ensure that the correct role is selected. Verify that you are 
signed in with the Technology Center – WED Submitter role in the top right-hand corner. Use the drop-
down arrow to select your role, if necessary. 

If you do not see the correct role needed, contact CTIMSsupport@careertech.ok.gov 

 

 

• Click the arrow next to Follow-up 
• Click on the WED Apprenticeship Follow-Up Collection link 
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• The Enrollment Calendar Year* defaults to the current year. Select year needed. 
• The Current Calendar Year* should default to the current school year. 
• Your Organization* name will be your school. 
• Click on the Load Data button to load your Apprenticeship list.  

 

• Highlight the Apprenticeship you need to complete follow-up on by clicking the row. 
• Click on Select & Continue 

 

• Fill in the Student Email column 
• Click inside the blank box under the Apprenticeship Status column for each student and select 

the appropriate completion description in the drop-down, Save after each entry 
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• Once the Student Email and Apprenticeship Status fields are complete, select the student you 
need to follow-up on, then click Save & Continue 

 

Displayed now should be the student follow up report and certifications collected.  

 

Student Information 
The following fields are required and must be filled out on the student information page. All other fields 
will automatically populate from the course and student file uploads 

• Student Email* 
• Apprenticeship Status* 
• Employment Status* 
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Certifications 
 
Select Yes or No from the drop-down menu  

• Has the student taken a certification test?  

 
 

• If the answer is Yes, click the + Add Certificate. Then select the certification by typing the first 
three letters of the certificate in the blank drop-down box under Certification. 

• Click the down arrow to the left of the cluster name. The certifications available will populate the 
drop-down menu. If you already know the number or name of the certificate(s), you can click the 
filter button by entering the information in the filter menu. 

• Mark each certification(s) test(s) the student took as Test Passed or Test Not Passed. 
• After you have marked all the certification test the student has completed, click on the Save or 

Save & Go to Apprenticeship Details. 
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Apprenticeship Details 
NOTE: The red asterisks * on the form represent a required field. 

1. On the Apprenticeship* drop-down menu Select the Detail number that corresponds to the 
apprentice’s year (Details 1 = first year apprentice, Details 2 = second year apprentice, etc.)  

2. Provide the Occupational Title 
3. Select the Wage Type from the drop-down menu 
4. Enter the Wages* earned 
5. Adjust the Hours per week 
6. Enter the Company Name from the drop-down menu 

a. If the company does not appear, it will need to be added to WED Business Master before 
continuing.  

7. Enter the Employer Supervisor 
8. Select Yes or No in the Employed with same company? drop-down. 
9. Enter any comments 
10. If needed, select the + Add Another button to add another detail for the student. 
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Attachments: 
Attach any CTA Agreement or Work Process Schedule. 

To view a previously attached CTE Agreements or Work Process Schedule, locate the file in the list and 
select Download on the appropriate line item. 

 

Click Save & Submit 
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CareerTech Apprenticeship Certificate 
Once the Apprenticeship Status has been marked as Completed and the student follow up data has 
been submitted, a Generate Certificate link will become available. 

After a certificate has been generated, the Generate Certificate link will be replaced with the View 
Certificate link. 
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To send a completed certificate to eligible students 

• Select the check box next to each eligible student 
• Click Select, Attach CT Certificate and send email for eligible student(s) 

 


