North Idaho College Teacher Quick Start Guide
PRIOR TO REGISTRATION FIRST-TIME USERS ONLY--CREATE YOUR ACCOUNT (one time only)
· [bookmark: _GoBack]Log on to the Home Page at www.nic.edu/techprep
· Click on Registration and Reports.
· Click on New Teacher -> Create Account.
· Follow prompts to create your user account & click Submit.
An email notice will be sent to the Site Administrator notifying us that you are registering online as a new teacher.  Once your account has been approved you may log in and start entering your class information.


STEP 1:  CREATE YOUR CLASSES (Create class records each semester)
· Log on to the website, click Registration, and use your new Username and Password to log in.
· On the Teacher Task Menu, click ‘Add New Classes’. 
· Follow the prompts to create a class record and click Submit. Repeat the process for each class you’d like to add. You should have a class record for each of your class periods.
An email notice will be generated for the class records you are creating. You will be notified when your classes have been approved and students can begin to register for them.


STEP 2:  DIRECT STUDENTS TO LOG IN TO AN EXISTING ACCOUNT OR CREATE A NEW ACCOUNT & REGISTER FOR YOUR ARTICULATED CLASSES 
· Do not let students create multiple accounts.  Have returning students use the Login Assistant if they are unable to remember their username and password.  New students first create their user account by selecting ‘New Student’ => ‘Create Account’ on the Login page.  “Usernames” and “Passwords” will be automatically generated, using the students’ personal information. 
· Legal names must be used, no nicknames
· Social Security Numbers must be used.  All colleges require and identify student applications and records using Social Security Numbers.  Students are applying for college credit when they enroll in CATEMA.  
· Student mailing address is entered in CATEMA, not physical address.  
· Ask the students to Note their Username and Password, and Save it in a safe location. This is a permanent account.
· On the New Enrollment page, students enroll in their classes. They should continue until they have created records for each of your Tech Prep classes in which they are enrolled.

STEP 3:  ACCEPT STUDENTS INTO YOUR CLASSES  
· Once students are enrolled in a class, teachers must “ACCEPT” them in that class. From the Teacher Task Menu, Select View Classes/Competency.
· To accept students, click the blue arrow on the right side of each class record.  On the class you may:  
· Select Yes or No to accept or reject a student’s enrollment in your class
· Click the student ID# to correct student class errors if necessary 
· Click the Student name to view/edit personal information including changing nicknames to legal name and entering Social Security Numbers.
· Click Submit when you’ve approved one or more the students.
· Print your class list, keep it for your records and to identify returning students.
· Click Review Classes link (top right) to return to your list of classes.
STEP 4:  RATE STUDENTS/MAKE END-OF-CLASS RECOMMENDATIONS
· Enter Grades and make your Credit Recommendation on the class list for each student.  Grades can be entered at any time during the semester, once the student completes course requirements.  Grades must be entered by the end of the school year.  
· Enter numeric grades for all students and recommend credit/no credit.
