Completing Comps for CTE Students – Instructions
1. Retrieve a blank competency form for each of your classes from the Virginia Department of Education web site.  These forms are located at http://www.cteresource.org/verso2/search  or you can obtain them by following these steps:

a. On the web, go to our home page:  www.mcpsweb.org
b. Select Virginia Department of Education from the quick links section at the top of the page; click it with your left mouse button to open their web site

c. On the VDOE web site, click on Instruction on the left menu and then choose and open Career & Technical Education on the right menu
d. Scroll down and find CTE Resource Center on the right menu; open it to get to the CTE Resource Center page
e. Open the VERSO link on the top menu on the CTE Resource Center Page.

f. Choose your program from the list on the left and open it; find your class and open the class.  Open the student competency list on the left and then scroll down until you find the Word file for the competency form.

2. Save a blank competency form on your jump or disk.

3. Open the blank competency form and then go through and put dates on each line (I always use the last day of the semester.) and a rating of 1-5.  I use a general form for A/B students where I rate 3,4,5 on each line and then I save a copy of it to my jump drive as a competency form AB student.  I do the same thing for a C, D, and F student.  

4. Once you have your blank A,B,C,D,F forms on your jump drive then you can open them and save them individually with the student’s name.  For example:  Susan Jones is a B student so I open the blank A/B form that I have saved.  I type in her name at the top, Fall 2009, 2010, Park View High School, and my name.  I then save it to my jump as Susan JonesAccounting.  I do this for each student.  ***You will need to note what grade the student is in so that you will be able to post the comps to the correct folder.
5. Save a competency form for each student on your jump drive in a file that you will be able to find easily.    It will help you to create folders for these on your jump drive so that you are organized.  I have a folder on my jump drive that says comps, and then inside that, I have a folder for Accounting, one for Keyboarding, etc.  To create folders on your jump drive:  open your jump drive and right click on the screen, new, folder.  Name the folder. 

***SAVE THE COMPS FILE AS STUDENTSNAME AND COURSE:  nataliecoronaskeyboarding
6.  Open your Y Drive located on My Computer.  Locate your school and desired grade level.  There should be a folder in there with your student’s name.  If there is no folder, email me and I will add the folder to the appropriate grade level.

7.  Open the student’s folder and copy your comp file from your records over to their folder.  You can right click copy on their file and then open the student’s folder and right click paste.  REMEMBER:  you should have saved this as their name and your class because there may be more than on comps form in a student’s folder.

8.  Email me and let me know when you have finished posting all first and second semester comps so I can check you off of my check off sheet.

