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         CTEIS Security Authorization

[bookmark: Text1]*CEPD #:        

[bookmark: Text2]*Fiscal Agency Name:       

[bookmark: Text3]*Fiscal Agency District Code:       

Security Authorization
Step 1.  Designate the individual who will serve as the authorized official for your organization.  This role includes the full use of CTEIS, including the authority to grant access to confidential student information to others and to electronically sign reports for the fiscal agency.  Each organization may designate a maximum of two authorized officials.  A separate form must be submitted for each authorized official.  

[bookmark: Text4][bookmark: Text5]*Name:       				*Job Title:       

[bookmark: Text6][bookmark: Text7]*E-mail address:       		*Phone # w/ area code:       

*If this name is a replacement for an existing authorized official, name of person replaced:

[bookmark: Text8][bookmark: Text9] Name:       		Reason for replacement:       

Step 2.  To create a MiLogin account, go to: http://support.cteis.com/Data-Entry/MILogin-for-CTEIS 

[bookmark: Text10]Step 3.  *Enter MiLogin ID (Last Name + 4-digits) of the authorized official:       

Step 4.  Authorized Official Acknowledgment:

I agree to protect my user identification and password from unauthorized use.  I agree to only share Personally Identifiable Information (PII) obtained from CTEIS with those persons or entities who have a legitimate educational interest in accordance with FERPA and HIPAA regulations.  I understand all activity under my user ID is my responsibility.

[bookmark: Text11]*Printed Name of Designated Authorized Official:       

____________________________________________   ___________________
*Signature of Designated Authorized Official				*Date

Step 5.  Superintendent:  

I attest that the above-named individual is authorized to view, enter, modify, and electronically submit Career and Technical Education (CTE) data reports to the Michigan Department of Education, Office of Career and Technical Education and to designate other individuals within the organization to view, enter, and modify CTE data.

[bookmark: Text12]*Name of Organization:       
(Must match Fiscal Agency Name at top of form)


____________________________________________	____________________
*Signature of the Superintendent					*Date

(*Required Fields)




Scan and email the completed CTEIS Security Authorization Form to:  

Shawn Sweeney
Sweeneys5@michigan.gov

If questions, please contact:  
			
Shawn Sweeney
			Office of Career and Technical Education
Cell Phone: 517-897-7698
Office Phone:  517-335-0360

Your account will be activated one to two business days after receipt.  You will NOT be receiving notification of this.
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