Please Use the Following Guidelines for Registering Your Skills Standards Program
Step 1:  Assurances

Only the District Administrator or School Principal is authorized to fill out the program assurances portion of the Skills Standards Program Registration.  By entering their name, it serves as their signature that the applicant agrees to comply with those assurances and conduct the program in accordance with state and federal laws, rules, and regulations.
These are annual programs, so assurances must be entered annually.  A suggestion is to check all programs that apply to your district.  The password for the school district will not change from year to year, so keep it in a safe place to refer to in the upcoming years.  Passwords are emailed to the district administrators at the beginning of each school year as a reminder.  Passwords are case sensitive!  
Step 2:  Registration

Select the “Registration” link to register a teacher/program and/or enter your student roster.  If you do not see the “Registration” link on the menu bar, then the program assurances have not been entered for your school district or program, and you should contact your principal or district administrator to enter your program assurances.
Program assurances & registrations must be done PRIOR to running the program.  You should not be registering your programs at the end of the school year!

Program registration deadlines are as follows:
· 1st semester deadline October 31st
· 2nd semester deadline March 1st
Once you have registered your program you are ready to enter your student information.  When registering your students, make sure you have the correct spelling of your student names and correct program selected for each student, as this is the information which automatically gets merged into the certificates for each student.  If the information is entered incorrectly by you, your certificates will be incorrect.  Any names that should have a capital letter within the name should have a space preceding the letter which needs to be capitalized (i.e., Mc Donald should have a space between the c and D), otherwise the name runs together and the D is printed as lower case.  Reprinting of certificates is put on low priority during our busy periods.
If you need to edit student information select the registration link and click on Preview/register student link.  Once you have selected the school, teacher and program area you will get the student roster.  Double click on the student’s name that needs editing and it will take you to an edit page.  DO NOT enter a student in the same program more than once.  If you are having problems editing information, please contact the state office via email.  You cannot “delete” a student’s name.  If you need to have a student deleted, please contact the state office via email and we will make the necessary deletion.

To view your program and/or student registration, select the registration link and select Teacher/Program Preview and Registration.  The site is live, so your entries will show right away.  Please do not phone or email the state office requesting us to confirm that we’ve received your registration.  If you see it on the preview page, it is in the system!  You will also get an on screen confirmation message.
Step 3:  Program Completers

Select the “Program Completion” link to enter your student completer information.  You must enter a score and worksite for each student.  (NOTE:  For ACCT students enter a NA in the worksite field if they have no worksite.)  Be sure you are using the most current portfolio and evaluation worksheets to calculate the scores.  All current portfolios and evaluation worksheets are located on our website at www.dpi.wi.gov/cte/cteskills.html.  The application will not accept scores that do not match the current final evaluation forms.
Please enter all of your completer information at one time.  Entering completer information piecemeal creates more work for us, because once you’ve entered your completer information and select yes, it signals the computer to generate a certificate.  We are finding we are mailing certificates to the same teacher in several batches which is time consuming and more costly to mail.  If you want to enter student scores as they complete the program, you can do that but don’t select the “yes” feature until you have all of your completers entered into the system.  Once you are ready to have your certificates sent to you, go in and select “yes” for each of those students and then all of your certificates will be generated and mailed at the same time.

The deadline for entering all Skills Standards programs, except Employability Skills, completer information is August 31st; the deadline for entry of Employability Skills completer information is December 31st.
Please allow 2 weeks turn around time for your certificates to be mailed to you.  If they are needed by a specific date, please EMAIL us asking to receive your certificates by that date.  We will try to accommodate your request.  Remember that May is a very busy month for us to generate certificates, so the earlier you get your program completions done and email us, the better chance you have in getting your certificates by your requested date.

Please use email vs. phone to contact us.  We have a large volume of requests at the end of the school year, and it is much easier and faster for us to respond to your inquiries via email.

Email Us
Sara Baird
Skills Standards Administrator

sara.baird@dpi.wi.gov
Denise Byrd
Employability Skills Standards Program

denise.byrd@dpi.wi.gov 
Deb Motiff

Cooperative Education Skills Standards
debra.motiff@dpi.wi.gov 
Diane Ryberg
ACCT/Infant Toddler Program

diane.ryberg@dpi.wi.gov 
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