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Overview and Purpose of the Rosters Web application 
 
 
Your local STI database is the "official" data for student enrollments and grades 
 
We extract information from your replicated data and build a picture of the Career Tech specific 
enrollment information 
 
All data in the Rosters application comes from your local STI database 
 
The Rosters web application allows you an opportunity to verify that our picture of your enrollment data 
is accurate 
 
If the enrollment data is incorrect in the Rosters application, then our picture is incorrect and we will not 
count your data correctly 
 
All corrections or changes to data in the Rosters application must be made in your local STI database 
 
 
 
 
Timeline for Data Appearing in the Rosters Web Application 
 
 
A change is made locally 
 
The data is uploaded from your local database to the district level database 
 
The district data is uploaded up to a holding area at the SDE where it is cleaned and processed 
 
The data is moved from the holding area to the STI Accumulator database 
 
Procedures are run to copy enrollment data from the STI Accumulator database to the Rosters database 
 
The data is available for you to view in the Rosters Web application 
 
The whole process can take up to several days 
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LEA Select Page 
 

 
 
Use this page to designate the School Year and the LEA with which you want to work. 
 
Only those LEAs that are attached to your User Profile will be available in this list. 
 
Most people will see a single LEA listed. 
 
There are some people that work with multiple LEAs, and for those people, all of the LEAs associated 
with their User Profile will be available for selection. 
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Rosters List Page 
 

 
 
Once a school year and an LEA have been selected the Rosters List Page will be presented. 
 
The Rosters List Page shows a list of all the Rosters in the LEA. 
 
Allows access to the Rosters List Report 
 
Allows access to Course Roster Page 
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Course Roster Page 
 

 
 
Displays a list of all the students enrolled in a subject for a teacher at a school along with the student’s 
final grade and status 
 
Allows access to the Course Roster Report 
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Invalid Teachers Page 
 

 
 
This page displays a list of teachers that are Invalid. 
 
Teacher Not In STI 
When a class record is created in STI, a Teacher is designated for the class.  Sometimes, especially early 
in a school year, the Teacher that is designated does not exist or can’t be found in the STI Teacher table. 
 
Invalid SSN 
Some entered SSNs violate the rules of how an SSN may be built. Examples of invalid SSNs are “000-00-
0000” and “123-45-6789”. 
 
Invalid C/TE User Profile 
The most common reason that a teacher is invalid is because of an “Invalid CTE User Profile”. To match 
Teacher data in STI to Teacher data in the Career Tech database, the Rosters web application uses the 
Teacher SSN. This information is already entered in STI, but Teachers need to ensure that they have a 
valid User Profile in the Career Tech database. (Details for creating User Profiles are contained in the 
Login Tutorial on the Login Page). Whenever there is an STI Teacher record which cannot be matched to 
a Teacher record in the Career Tech database, it will be designated as invalid. This means that either 
there is no User Profile for this Teacher in the Career Tech database or the User Profile in the Career 
Tech database has a different SSN. 
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Classes List Page 
 

 
 
This page lists classes that have students in the 6th grade or higher. 
 
You may filter the view of classes that are displayed by checking the CTE, Error and/or Academic 
checkboxes. 
 
Allows access to the Classes List Report 
 
Allows access to Class Roster Page 
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Class Roster Page 
 

 
 
This page lists all of the students enrolled in this class and when available, the students final grade and 
status. 
 
Teachers should verify the accuracy of the student list as well as the final grade and status information 
for each student. 
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Teacher Schedule Page 
 
Before report generation 

 
 
After clicking the View Schedule button to generate the report. 
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Reports Page 
 

 
 
This page lists reports available in the application that are not already accessible from another location. 
 
Currently two reports are listed here. 
 
Classes With Errors Report 
This report lists the classes in the LEA grouped by school and teacher and indicates any existing error 
conditions.  Additionally, enrollment count, count of students with grades, and percent graded are 
listed. 
 
CTE Classes Report 
This report lists the Class Roster for all classes in the LEA.  There are class totals for enrollment and for 
student status. 
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Ensuring Accuracy of the Rosters Data 
 
Overview for Administrators 
 
Step 1 
Review the Invalid Teachers Page and make corrections as necessary.  Ensure that all Career and 
Technical Education Teachers have a valid User Profile in the Career Tech database (detailed instructions 
are available in the Login tutorial on the Login Page).  You should continue corrections until no Teachers 
appear on this page.  Detailed instructions for correcting Invalid Teacher errors are contained later in 
this document. 
 
Step 2 
Review the Classes Page.  Verify that classes for all Career and Technical Education Teachers appear and 
that the listed classes contain the correct State Subject Codes.  Check that non-Career Tech teachers 
have not been assigned to teach Career and Technical Education classes.  Ensure that the reporting 
school assigned to each Career and Technical Education class is correct.  Assign teachers as necessary for 
classes taking place at locations other than the students’ home school.  Initiate corrective actions in STI 
for classes identified as having errors.  Detailed instructions for correcting Classes errors are contained 
later in this document. 
 
Step 3 
Review the Rosters Page.  Verify that all Career and Technical Education Rosters appear with their 
subjects listed correctly, that where appropriate classes have been correctly consolidated into Rosters 
and that correct reporting schools and correct state subject codes are assigned to all rosters. 
 
Step 4 
Instruct your teachers to check their Class Rosters for accuracy and completeness.  Teachers should 
check that the correct students appear on the class roster and that the student’s final grade and status 
are listed properly. 
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Ensuring Accuracy of the Rosters Data 
 
Invalid Teachers Page 
 
 
Are any teachers listed that are not part of Career and Technical Education? 
In STI the class has been assigned a Career and Technical Education state subject code.  This is incorrect.  
Contact your local STI personnel to have the state subject code changed to a non Career Tech selection. 
 
 
Are any teachers listed as "Teacher Not in STI"? 
In STI, the teacher assigned to this class does not have a record in the STI teacher table. 
Contact your local STI personnel to have a valid teacher assigned to the class record in STI. 
 
 
Are any teachers listed as having an "Invalid SSN"? 
In the STI teacher record at the specific school listed, the SSN violates the Social Security Administration 
rules for how an SSN may be formed. 
Contact your local STI personnel to have the STI teacher record updated with a validly formed SSN. 
Special Note - It is possible for a teacher to have more than one teacher record in STI (if they serve 
multiple schools).  All records for the teacher should have the same SSN. 
As necessary, the User Profile in the CareerTech database should be modified to match the SSN in the 
STI teacher record. 
 
 
Are any teachers listed as "Invalid C/TE User Profile"? 
The Rosters web application, using the STI teacher record SSN, is unable to find a matching User Profile 
in the CareerTech database. 
Either the teacher doesn’t have a User Profile in the CareerTech database or the User Profile has a 
different SSN than the STI teacher record. 
Change the SSN in either the User Profile or in the STI teacher record so that they match. 
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Ensuring Accuracy of the Rosters Data 
 
Classes Page 
The Classes Page displays a list of all of the classes in an LEA and allows the user to filter the list to show 
any combination of CTE, Errors and/or Academic classes.  It will also identify those classes with known 
errors. 
 
 
Do all Career and Technical Education teachers appear in the list? 
Click the "Teacher" column header to sort the classes according to teacher name. 
Scan the list 
Do you see all of the Career and Technical Education teachers listed? 
If not, contact your local STI person and inquire about the teacher and their classes. 
 
 
Do you have any "extra" teachers? 
Uncheck "Academic" so that only "CTE" and "Error" are checked. 
Click the Refresh button. 
Scan the list. 
Do you see teachers that are not part of Career and Technical Education? 
If yes, in STI the class has been assigned a Career and Technical Education state subject code.  This is 
incorrect.  Contact your local STI person to have the state subject code changed to a non Career Tech 
selection. 
 
 
Are there classes listed that contain errors? 
The far right column on this page identifies any errors for the class.  The error text is displayed in red.  
You may have to scroll to the right to see this column depending on your monitor's resolution. 
 
The errors are: 
Invalid State subject Code 
The Subject Code entered is not valid.  It is not valid for any subject.  The State Subject Code will need to 
be corrected in STI.  Contact your local STI person for correction. 
 
Teacher - No User Profile found 
See description under Invalid Teachers - Invalid C/TE User Profile 
 
Teacher - Invalid SSN 
See description under Invalid Teachers 
 
Invalid Reporting LEA and/or School in STI 
In STI the Reporting LEA and/or School in the class master record is invalid (meaning that LEA 
Code/School Code combination is not found in the schools table).  In STI the Reporting School field 
needs to be corrected. 
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Do all classes have the correct State Subject Code assigned? 
Scan the list of teachers and classes. 
In particular look at the "Subject Code" and "SDE Subject Description" columns. 
Are all the listed classes assigned the correct subjects?  Contact your local STI person to make any 
necessary changes.  
 
 
Do all classes have the correct Reporting School assigned? 
Very important for Rosters, tracking Student status (participant, concentrator, completer) and for 
Follow-Up 
Scan the list of teachers and classes. 
In particular look at the "Reporting School" column. 
Are all the listed classes assigned the correct physical location?  If not contact your local STI person to 
make necessary changes.  
 
 
Are there any missing classes for a teacher? 
Scan the list to ensure that no classes are missing for a teacher 
If anything is missing contact your local STI person so that they can add the class. 
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Ensuring Accuracy of the Rosters Data 
 
Rosters List Page 
The Rosters List page displays a list of all of the Rosters in an LEA.  Rosters are created only for classes 
with Career and Technical Education state subject codes. 
 
If you have followed the instructions and made corrections on the Invalid Teachers page and on the 
Classes page, there should be nothing that will need to be corrected on the rosters page. 
 
 
Do all Career and Technical Education teachers appear in the list? 
Click the "Teacher" column header to sort the classes according to teacher name. 
Scan the list 
Do you see all of the Career and Technical Education teachers listed? 
If not, return to the Invalid Teachers and Classes checklists to determine the corrective action to take. 
 
 
Do you have any "extra" teachers? 
Click the "Teacher" column header to sort the classes according to teacher name. 
Scan the list. 
Do you see teachers that are not part of Career and Technical Education? 
If yes, in STI the class has been assigned a Career and Technical Education state subject code.  Again, this 
is incorrect.  Return to the Classes checklist to determine the corrective action to take. 
 
 
Do all Rosters have the correct State Subject Code assigned? 
Scan the list of teachers and Rosters. 
In particular look at the "Subject Code" and "SDE Subject Description" columns. 
Are all the listed rosters assigned the correct subjects?   
If not, corrections will need to be made to individual Classes.  Return to the Classes checklist to 
determine the corrective action to take. 
 
 
Do all classes have the correct Reporting School assigned? 
Very important for Rosters, tracking Student status (participant, concentrator, completer) and for 
Follow-Up 
Scan the list of teachers and Rosters. 
In particular look at the "Reporting School" column. 
Are all the listed classes assigned the correct physical location?   
If not, corrections will need to be made to individual Classes.  Return to the Classes checklist to 
determine the corrective action to take. 
 
 
Are there any missing Rosters for a teacher? 
Scan the list to ensure that no classes are missing for a teacher 
If a teacher is missing a Roster corrections will need to be made to individual Classes.  Return to the 
Classes checklist to determine the corrective action to take. 
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Ensuring Accuracy of the Rosters Data 
 
Class/Course Rosters 
The Class/Course Rosters page will display a list of the enrolled student for the class/course along with 
the student’s final grade and final status. 
 
When viewing a class roster the list contains students for a specific teacher/school/subject/class. 
 
When viewing a course roster the list contains all students for a teacher/school/subject. 
 
Any problems or errors found on class or course rosters must be changed in STI. 
 
 
Do all of the students listed belong in this class/course? 
Contact your local STI personnel to have the extra student(s) withdrawn from a specific class. 
Special Note – In certain cases the Rosters web application may not be able to detect that a student has 
been removed from a class/course in STI, only that at one time they were enrolled.  These students may 
appear on your class/course roster with a final grade of zero and a status of “No Grade Record”.  If this is 
the case, you do not need to do anything.  These records will be discarded before we process end of 
school year numbers for your LEA.  We are working with STI to resolve this issue. 
 
 
Are there any students missing from the list that are enrolled in this class/course? 
Contact your local STI personnel to have the missing student(s) enrolled in a specific class. 
 
 
Is the final grade for each student correct? 
Once final grades for a class have been entered into STI, they should appear in the class/course roster. 
If you find that a student has an incorrect final grade, the correction should be made in STI. 
 
 
Is the status for each student correct? 
Once status information for a class has been entered into STI, the updated status information should 
appear in the class/course roster. 
If you find that a student has an incorrect status, the correction should be made in STI. 
 
 


