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REVIEW AND SUBMISSION OF THE FOLLOW-UP REPORT 
FISCAL AGENCY AUTHORIZED OFFICIALS 
INSTRUCTIONS 

In the web-based Career and Technical Education Information System (CTEIS), reports may only be submitted 
by an authorized official of the Fiscal Agency.  When a report is submitted by the Fiscal Agency authorized 
official, the CEPD administrator will be automatically notified by email that the report has been submitted. 
 

The CEPD Administrator must then review the reports and 
indicate that the CEPD Administrator review is complete for the 
report to be reviewed and accepted by the Office of Career and 
Technical Education. 
Below are instructions for submission and review of the reports 
by Fiscal Agency authorized officials. 
 
Fiscal Agency Authorized Official Review 
To review and submit your report: 
Login to www.cteis.com using your MEIS login and password. 
 
You will see the following screen: 

 

 
 
Select the Fiscal Agent menu item from the main top menu.  Choose the FA Follow Up Report Submission 
option to go to the appropriate page. 
  

http://www.cteis.com/
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Upon arriving at the Report Submission page, you will be able to see the status of each building in your Fiscal 
Agency.  Those buildings with an “x” in the BlStat column have been marked as complete by the building level 
reporter. 
 

  
 
To review the Follow-Up Report for a building, click on the View Report link to the left of that building name.  
The exportable/printable report will open. 
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You can print out a copy for your records by exporting the report.  To save the report or to print, select an 
export format from the upper right corner of the report window.  Your export format options are Excel, PDF or 
Word.  You will be asked if you want to Open or Save the document.  Either choice will allow you to print from 
the result. 
 

 
 
If after reviewing the survey percentage totals for each Program you find that the report is complete and 
accurate, you may mark the building as complete.  To do this, click the Mark Complete link to the right of the 
building name. 
 

 
 
This will make an “X” appear in the FST column, indicating that you have reviewed and approved the report 
for that building.  After marking buildings complete, an email will be automatically sent to the CEPD 
Administrator, indicating those buildings have been submitted.  Buildings with completed reports that have 
not been submitted by the Fiscal Agency will have an “X” under the heading BlStat (for ‘Building Status’), but 
will not have an “X” under the FA column. 
 
Once a report has been completed for a building, submitted by the Fiscal Agency authorized official, and the 
CEPD Administrator review is complete, the report will be reviewed and accepted by the Office of Career and 
Technical Education. 
 
If you have questions regarding the Follow-Up report, please contact Krishnan Sudharsan, Office of Career and 
Technical Education at:  SudharsanK@michigan.gov or (517) 241-7652. 
 
Requests for technical assistance with CTEIS may be directed to the CTEIS help desk at 
cteis.help@PTDtechnology.com, (517) 333-9363, ext. 128 or 1-800-203-0614, ext. 128. 
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