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The ClassMate District Portal is a secure site that allows authorized district
personnel to easily submit requests for both CTE and Academic student
schedules for the upcoming school year. By using point and click drop-down
menus, counselors can request schedules with no manual data entry required.

Prior to the first login, authorized users must have a valid email address
recorded in the ClassMate System. The District Portal is then easily accessed
using any web browser. Contact your CTE administrator with any questions.

Getting Started
There are two paths to gain access to the District Portal

9 Internet URL

1 In ClassMate
Modules>Portal Processing>District Portal Tab



http://classmate.classlink.us/dp/ctcname/
http://classmate.classlink.us/dp/ctcname/
http://classmate.classlink.us/dp/ctcname/
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Getting Started

A Using your computers Internet Browser, access your internet homepage
A In the address field type:

http://classmate.classlink.us/dp/CtCNhame;

The name you will use in the URL will be provided by your CTE

(:"Google - Microsoft Internet Explorer provided by ClassLink

e http:f,l'classmate.classlink.us!dp,fctcname,f

A -"cl
Rl

T —— .

Fle Edit YView Favorites Tools Help

A Click Enter



http://classmate.classlink.us/dp/ctcname/
http://classmate.classlink.us/dp/ctcname/
http://classmate.classlink.us/dp/ctcname/
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The ClassMate District Portal Welcome Page

Authorized District Personnel can Login
A video tutorial is also available to assist in navigating the portal
A A Customized Message from the CTC is displayed

>
ClassMate

ClassLink CTC

Home

% ClassLink District Portal ® Getting Started...

Welcome to the District Portal, featuring your student’s Career & Wa o on how to a
Technical Education profile!
usemame and p
create a

Note: To access this site, you must first contact your student's CTC and request
authorization.

assLink on Vimeo.

® Visitor Counter

000095
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First Time Users

Prior to logging into the ClassMate District Portal you must create an account.
You will only have to create the account as a first time user.

A Click Create an Account link located in the upper right hand corner of the screen

ClassMate

ClassLink CTC
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First Time Users

The following information

: Registration

IS mandatory for portal access. Enter .

the following: Name: Heather White
A Nam e Usemame: Hivhite
A User.n ame E-mail: hwhite@classlink.com
A Email

A Password
A Verify Password
Fields marked with an asterisk (%) are required.
Click the Grey Register Button TR
An email registration confirmation will
be sent to the email address entered
during registration.

Note: You must enter the email address supplied to
the CTC
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Logging In

A Enter the User Name you created during registration
A Enter the Password you created during registration
A Click Login
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Viewing Students

A Click on a School Name to select
AClick the fiOpen Student Listo Button
AYou can also click the fASelect Al1l &6 Check

Oswego Middle School Mark Fitzgibbons Drive 13126 3153412300

Oswego High School Two Buccaneer Blvd. 13126 NY 3153412200

CM Open Student List ’ 4——————-—__—
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Searching for Returning Students

Step 1
A Click on the Returning lcon

Returning Mew

Step 2

A Student Display radio buttons will display the following:
A Selected will display only SCHEDULED students
A Un-Selected will display only UNSCHEDULED students
A Both will display scheduled AND unscheduled students

earch by Last Nameo Field is also availabl e.
d provided and press AEnterodo on your Kkeyboarc

A A
f

q
i e
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Searching for Returning Students

Step 3

A Once a Student Display option is
chosen, or a Last Name Search is

conducted, a list of Returning Selected  Last Name  First Name  Initial |D# Grade  Current CTE Program
Students will display including the Vv Akian Richard 610112352 11
following fields: & Akian Shelbie B10152657 = 12 Culinary Arts
A Selected I Berte Lindsay 10 Instructor
A L ast Name Certification
A . v Brown Lisa 585858585 10 Instructor
First Name Certification
it v urson elsea ulinary Arts
A Initial v B Chel i 610098114 10 Culinary A
A ID# v Burson Devan J 610188109 12 Auto Services Tech
A Grade v Burson Heather M 610188077 12 Cosmetology
A Current CTE Program

A To schedule a student, click on the
checkbox in the Selected column
next to t hastNsamaudent 6s
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Scheduling Returning Students

Select a session using the
Request Session drop-down

Select a CTE Preference using the
CTE Preference drop-down

Select the 15t Academic Preference using
the Academic Preference(s) drop-down

Select the 2" Academic Preference using
the Academic Preference(s) drop-down

Select the 3 Academic Preference using
the Academic Preference(s) drop-down

Click the Save Icon provided to
save schedule changes

Online Registration
Scheduling Returning Students

Returning Student  Burson Madelyn, ID # 610188227
Current CTE Program:

Request Session:

CTE Preference:

0 ErE—

Academic Preference(s):

© Er—
0 [EE—

pplied Technical Math
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Searching for New Students

Step 1

A Click on the New Icon
Returning Mew

Step 2

A Student Display radio buttons will display the following:
A Selected will display only SCHEDULED students
A Un-Selected will display only UNSCHEDULED students
A Both will display scheduled AND unscheduled students

ASearch by Last Nameo Field is also availabl e.
el d provided and press AEntero on your Kkeyboarc

A A
fi

Mrs. Heather White, welcome to District Portal

New Student Registration
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Searching for New Students

Step 3

A Once a Student Display option is
chosen, or a Last Name Search is
conducted, a list of New Students

Online Registration
Searching for New Students

will display including the following Selected Last Name First Name Initial  1D# Grade
fields: v Adams Timothy A 556555555 10
A Selected v Akian Berj 123456555 10
2 Last Name v Danke Jodi 987654355 9
First Name
. l74' Jones Jack J 456789753 10
A Initial
v Kertesz Jon 654321454 10
A ID#
A Grade

A To schedule a student, click on the
checkbox in the Selected column
next to t hasthsiheudent 6s
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Scheduling New Students

QOO

Select a session using the New Student Jones Jack, ID # 456789753

Request Session drop-down Request Session: (1)
Select a 18t CTE Preference using the

Select a 2" CTE Preference using
the CTE Preference(s) drop-down

Select a 3@ CTE Preference using the (4 B[ o Engine Repair
CTE Preference(s) drop-down _ . :
Academic Preference(s): @ IEngI|9.h12L|I
Select the 15t Academic Preference using
the Academic Preference(s) drop-down @ Applied Technical Math =

Select the 2" Academic Preference using

: Economics v |
the Academic Preference(s) drop-down 6

Select the 3 Academic Preference using
the Academic Preference(s) drop-down

Click the Save Icon provided to
save schedule changes
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Generating Reports

Step 1

A Click on the Reporting Icon Returning New / Reporing

Step 2 ClassLink CTC - DEMO Hi Heather White, _ & P’/ ‘v

A The following Reports are Home Refuring b
available:

School List > Student List > Reporting

A Current Enrollment List
A Registered Students List
A Unregistered Students

L | St Current Enroliment List

Ms. Heather White, welcome to District Portal

Reporting

A Waitlisted Student List Registrered Students List | Fiter @ Retuming @ New

Unregistered Students List | Fitter @ Retuming @ New

A Reports can be —ﬁltered by Waitlisted Student List
Returning Students, New

Students, or Both Returning and

New Students

Filter @ Retumning @ New
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The Enrollment Report

ClassLink CTC - DEMO Hi Heather White,

Home

t List > Reporting

Current Enrellment

Adieariimimg Art and Design Technolagy
PM Session Wesl - Adveatising Ar
Burson, Kate L apEra
Einslein, Rpenes - 177748028
Giarfesd, Kadi - 17 TTdE=2]
Usbam, Tyler ™ - 177740030

Arlomothve Callision Hepalr Technology
AM Sessdon Eas . Auto Collision
Burson, Alexander W TTAS4E3
Danke, Darick B - 000111073
Dankce, Tachary T- 0DOII00T4
Heard, Colin M - 0001 11187

Renhat, Dilon - 1714738
PM Session Easl - Aulo Collision

Lazrans, Deres O - 1 TTTA3610

M aitau, Tyhar TITdDEET

Stern, MickeeE D - 17T F43539
Waiks, Adam - 1777 40004

Aomotive Technology
AM Session Fas - Aute Tech
Burson, Dylan W= 17
Dianics, Arfhony P - 17
Frank, Kybe L- DDDO21600

Garfiedd, Allan J- 000191093
Gaiesd, AnlFdn
Higld, Jesee A -
Hisdrd, Tachary

Maottau, Jusin & < 17
Rgsnkarn, Crale & -
PM Session Easl - Aubs Tedh

Eingtein, Andraw.d- 1 TT Fandds
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The Registered Student List Report




