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Welcome to CATEMA!  Follow the arrows to get started… 
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 Log in with your user name and password. 
 From the Teacher - Task Menu select Classes/Competency. 
 Enter the Name of the class, use the local name or description used at your school.  
 Select the Semester, Class Period, and the School where the class is being held.  
 Select the Course Number/Description that this class relates to.  
 Click on “Submit” to add course to your schedule of classes for the current school year.
 Repeat the above steps for each class period for each CATE course. 
 Once you are notified of class approval, your students may enroll for the class.  

STEP 2 – Teacher Creates New Classes
 

 Have students visit the Tech-Prep website at www.careersprep.com and click on the CATEMA button.   
 Students should locate the "New Student" button from the Login Menu bar on top of the screen.  
 Students should follow the prompts to create an account for themselves. 
 After entering all required information, student will click on the “Submit” button. 
 Students’ username and password will be auto-generated by the system, students should be ready with

their CATEMA Access ID card to record this individual information 
 Once all information entered is confirmed correct, student may begin enrolling for classes.  
STEP 1 – Teacher Creates New Accoun
STEP 3 - Students Create New Accounts
STEP 4 - Students Enroll Within Classes
 
 Visit the Tech-Prep website at www.careersprep.com and click on the CATEMA button. 
 Locate and select the "Current Users" link. This will take you to the CATEMA Login page. 
 Locate the "New Teacher/Staff" button from the Login Menu bar on top of your screen.  
 Follow the prompts to create an account for yourself. 
 After completing all required personal information click on the “Submit” button.  
 You will be notified of your account approval by email within two or three days. 
dent will select the High School where the 

 Class Period he/she will be attending.  

ses for the current school year. 
e/she will be attending. 
STEP 5 - Teacher Maintains Data For Classes
 Students will log in with their user name and password. 
 From the “Tech-Prep Student - Class Application” the stu

class is being offered.  
 Select the Teacher who is teaching the class.  
 Select the Course he/she will be participating in and the
 Select a Career Interest. 
 Click on “Submit” to add course to their schedule of clas
 Student will repeat the above steps for each class that h
 Select Classes/Competency from the Teacher – Task Menu.  
 From your list of classes, under the Students column click on the number for students for the specific 

class you want to input data for. 
 You can now accept students into your class by clicking on either Yes or No. 
 You can review and update competency forms by clicking on “View” for a specific student under the 

Rating column. 
 Remember to always click on the Submit button to save your changes. 
 From the Teacher – Task Menu you can also update your personal information. 
Congratulations. You are now ready to create your new account.  
Click on the CATEMA logo below to get started. 

http://www.careersprep.com/
http://www.careersprep.com/

