


YOU FORGOT??

 GO TO 
http://www10.ade.az.gov/CteEnrollmentAndFunding/Acco
unt/LogOn

 ENTER YOUR USER NAME AND PASSWORD

 CLICK ON LOG ON



Web entry submission
 Click on enrollment  tab (40th day/ 100th day)

 Select school 
 Click go



 Click on +Add New
 Non Articulated 
 Articulated



 Choose program description and course description
 Enter

 Enrollment Information
 Enrollment Count by Grade
 Enrollment Count by Gender
 Enrollment Count by Special Populations

 Click save when done



 Program 
description
 Click the dropdown 

arrow for the list of 
all programs 

 Choose your 
program

 Course 
description
 Click the 

dropdown arrow 
for the list of 
courses for the 
chosen program

 Choose your 
course



Reporting Programs with common  introductory course (.10)

Example- reporting Fundamentals of Allied Health course/51080010
 Choose Allied Health Intro Courses for Program Description 
 Then choose Fundamentals for Allied Health for Course Description

• Districts that want to share the introductory course (often titled fundamentals or core curriculum) among programs 
that were previously options have the ability to do so by reporting the course as a .10 course



 Enter all information
 Click Save
 A message will pop up telling you that the records were saved

 40th Day record was created
 The 40th Day record was copied over to 100th Day (ONLY FOR WEB ENTRY)

No dash



Reporting articulated courses

 In the Articulated Section, click on +Add New 



Example- reporting Cosmetology/12040000
 Choose Cosmetology for Program Description 
 Then choose Fundamentals of Cosmetology for Course Description



 Enter all information
 Click Save
 A message will pop up if there is any invalid information

Enter 9 
zeros

Choose the 
school of 
attendance 
CTDS

invalid

No dash

Make the correction 
then click save to 

add the record



 Make the corrections
 Click Save
 A message will pop up telling you that the records were saved

 40th Day record was created
 The 40th Day record was copied over to 100th Day

corrected



• Repeat the steps for all courses you need to add
• Actions you can take- View Details, Edit, Delete



• Click on Upload tab to see the information on the records entered including the 
reports

• Click on File Name to see the records entered
• Click on Reports to see the reports/VOCI 11

• If you click on Delete, all records entered will be deleted 



TEXT FILE submission
• For text file record layouts go to http://www.azed.gov/career‐technical‐education/grants‐mis‐services/

• Course Enrollment non‐articulated text file record layout  http://www.azed.gov/career‐technical‐
education/files/2011/06/cte‐course‐enrollment‐for‐non‐articulated‐courses‐voci11.pdf

• Course Enrollment articulated text file record layout  http://www.azed.gov/career‐technical‐
education/files/2011/06/cte‐course‐enrollment‐for‐articulated‐courses‐voci11.pdf

Click on Upload tab

Browse for your text file Click on Upload



 For reports/VOCI 11 click on the icons           under Reports column (by session report)

 If you click on Delete, all records uploaded will be deleted 

Click the link to see 
the records uploaded

records uploaded



 Click on each record to see the details



 Click on Edit if you need to make changes 

 If  no changes are needed, click Back to go back to the list of records uploaded



 Number of errors/Invalid Records will show after upload
 Click on the link under the Invalid Records column to see the errors and to make 

corrections

Click to see the details



Make the correction 
then click save to 

add the record



Reports-
• VOCI 11‐1‐ Records were added to the Course Enrollment File (VOCI21)
• VOCI 11‐1 – 1ST page is the SIGNATURE PAGE – return/email to CTE after verifying the 

report for accuracy



Report can be saved in CSV, PDF, or EXCEL format



• VOCI 11‐2/ Error Report‐ Records not added to the Course Enrollment File (VOCI21)



• Click on Reports tab
• VOCI 11‐1‐ all 40th day/100th day records
• VOCI 11‐2‐ all 40th day/100th day records with errors or deleted records
• VOCI 17‐ Teacher Certification Report
• VOCI 21‐ Course Enrollment Master File 


