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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 

 

¶Internet URL 

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

¶In ClassMate 

  Modules>Portal Processing>District Portal Tab 
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Getting Started 
 

Å Using your computers Internet Browser, access your internet homepage 

Å In the address field type: 

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

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

 

 

Å Click Enter 
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The ClassMate District Portal Welcome Page 
 

Å Authorized District Personnel can Login 

Å A  video tutorial is also available to assist in navigating the portal 

Å A Customized Message from the CTC is displayed 



 

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.  
 

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



First Time Users 
 

The following information  

is mandatory for portal access. Enter 

the following: 
Å     Name 

Å     Username 

Å     Email  

Å     Password 

Å     Verify Password 

 

Click the Grey Register Button 

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 



Å Enter the User Name you created during registration 

Å Enter the Password you created during registration 

Å Click Login 

Logging In 



Viewing Students 

 

Å Click on a School Name to select 

Å Click the ñOpen Student Listò Button 

ÅYou can also click the ñSelect Allò Checkbox to view all schools 



Searching for Returning Students 

 

Step 1 

Å Click on the Returning Icon 

Step 2 

Å Student Display radio buttons will display the following: 

Å Selected will display only SCHEDULED students 

Å Un-Selected will display only UNSCHEDULED students 

Å Both will display scheduled AND unscheduled students 
 

Å A ñSearch by Last Nameò Field is also available. Type a studentôs last name in the 

field provided and press ñEnterò on your keyboard to view students by Last Name 



Searching for Returning Students 

 

Step 3 

Å Once a Student Display option is 

chosen, or a Last Name Search is 

conducted, a list of Returning 

Students will display including the 

following fields: 

Å Selected 

Å Last Name 

Å First Name 

Å Initial 

Å ID # 

Å Grade 

Å Current CTE Program 

Å To schedule a student, click on the 

checkbox in the Selected column 

next to the studentôs Last Name 



Scheduling Returning Students 

1 

2 

3 

4 

5 

Select a session using the 

Request Session drop-down 

Select a CTE Preference using the 

CTE Preference drop-down 

Select the 1st Academic Preference using 

the Academic Preference(s) drop-down 

Select the 2nd Academic Preference using 

the Academic Preference(s) drop-down 

Select the 3rd Academic Preference using 

the Academic Preference(s) drop-down 

Click the Save Icon provided to 

save schedule changes 



Searching for New Students 

 

Step 1 

Å Click on the New Icon 

Step 2 

Å Student Display radio buttons will display the following: 

Å Selected will display only SCHEDULED students 

Å Un-Selected will display only UNSCHEDULED students 

Å Both will display scheduled AND unscheduled students 

Å A ñSearch by Last Nameò Field is also available. Type a studentôs last name in the 

field provided and press ñEnterò on your keyboard to view students by Last Name 



Searching for New Students 

 

Step 3 

Å Once a Student Display option is 

chosen, or a Last Name Search is 

conducted, a list of New Students 

will display including the following 

fields: 

Å Selected 

Å Last Name 

Å First Name 

Å Initial 

Å ID # 

Å Grade 

Å To schedule a student, click on the 

checkbox in the Selected column 

next to the studentôs Last Name 



Scheduling New Students 
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Select a session using the 

Request Session drop-down 

Select a 1st CTE Preference using the 

CTE Preference(s) drop-down 

Select the 1st Academic Preference using 

the Academic Preference(s) drop-down 

Select the 2nd Academic Preference using 

the Academic Preference(s) drop-down 

Select the 3rd Academic Preference using 

the Academic Preference(s) drop-down 

Click the Save Icon provided to 

save schedule changes 

6 

7 

Select a 2nd CTE Preference using 

the CTE Preference(s) drop-down 

Select a 3rd CTE Preference using the 

CTE Preference(s) drop-down 



Generating Reports 

 

Step 1 

Å Click on the Reporting Icon 

Step 2 

Å The following Reports are 

available: 

Å Current Enrollment List 

Å Registered Students List  

Å Unregistered Students 

List 

Å Waitlisted Student List 

 

Å Reports can be filtered by 

Returning Students, New 

Students, or Both Returning and 

New Students 



The Enrollment Report 



The Registered Student List Report 


