
Type “www.crtis.org” into your browser’s URL fi eld (at the very top of the browser window).  It will take
you to the page below, which is the home page.  Once you’ve reached the site, and you’ve been viewing other pages, 
you can also reach this page by clicking on the “crtis home” button on the navigation bar at the top of the page.

Let’s start by taking a look at the Workshop Registration feature of the site.  This part of the site requires no login, and 
allows anyone to register a teacher or teachers for workshops, as long as they’re in the crtis database. Please contact the 
Dept. of Catholic Schools if a current teacher isn’t showing up, or if there’s someone in your list who shouldn’t be there.
You’ll also be able to see who’s already signed up for a workshop by viewing a roster (which you can reach by clicking 
a link next to each workshop in Event View after one or more registrations have occurred), and if there’s a description 
available, you can view it by clicking on the “Info” link next to each Event Name.
You can reach the Workshop Registration index page by either clicking on the link (as shown above) or by clicking the 
“workshop registration” button on the navigation bar at the top.

Online certifi cation tracking is fi nally here! But how do you use it? Hopefully the following pages will help you 
navigate through our new certifi cation tracking system, crtis.  

Once you’re at the main page, take a look up in the URL fi eld of your browser.  At the left hand side, you may see a 
tiny fl ower.  This is called a “favicon”, and when you bookmark the crtis page in your browser, most current brows-
ers will also save that little icon, so you can easily fi nd the site again.  You can also save this icon to your desktop by 
clicking, holding, and dragging the favicon in the URL fi eld with your mouse pointer to your computer desktop. At 
fi rst, it may look like your default browser’s icon.  Double-click the icon, and a nice little fl ower should show up in 
its place.



The default page for Workshop Certifi cation is the “Event View” page. Very likely this will be suffi cient for 
your needs - all you need to do is click on the “Register” button (this will look different if you’re using a 
Mac) for the workshop you want to sign (a) teacher(s) up for, and proceed with registration.
For Basic certifi cation workshops, two registrations are required.  This is to allow for those teachers who 
only need one of the offered types of workshops, or who can only stay for one session.

At the right of each workshop listing, you may have noticed that there’s a “0” in parentheses.  A “Roster” 
link will appear here once one or more people are registered for the workshop.  Once it appears, you can 
click it to view a list of registrants listed by their school. Also, in this view, if there’s a description or other 
info available for a workshop event, an “Info” link will appear. Click this link to view the information.

Most recertifi cation workshops are listed twice, to allow those who wish to take the workshop as an elective 
to have it count as such. (Of course, if a workshop is already an Elective type workshop, it will be listed once 
only.)



If you’d like to take a look at workshops listed in a calendar view, click on the “Calendar View” link in the 
upper left below the graphic.  You’ll be taken to the current month, but you can click the arrows (just above 
the day bar of the calendar, on the left and right) to view other months.  Here’s an example of what you’ll 
see.

To register for a workshop, just click on the blue “Register” link at the end of its calendar listing.



To register, fi rst select your 
school from the fi rst scroll-
ing menu. A list of teachers 
at your school whose cer-
tifi cation is being tracked 
will appear.

Next, select the teacher 
or teachers you would 
like to register.  If you 
want to register more than 
one, hold down the “ctrl” 
button on your keyboard 
and select each additional 
teacher with your mouse 
pointer. You may also wish 
to enter a phone number 
and/or email so that you 
can be contacted in case 
of changes or cancellation. 
When you’re done, click 
the “Register” button.



What you should see next is a list of the people you have registered, a tally of the total number of registrants, 
and the cost of the registration (the workshop cost multiplied by the total registrants). The contact name and 
phone number for the workshop will also be displayed, as well as the mailing address for the check.

You can print this out to keep track of the people you have registered, and to use as a receipt for your accounts 
payable.

In case you should lose your printout, or for some other reason aren’t sure whom you’ve registered, if you 
accidentally “register” them again, they will only show up once in the database.  You can register your entire 
school multiple times, and the only thing that will happen is that you will receive another confi rmation such as 
the above.  You can only register each person once, and you will also only be charged once for each registrant.

In the near future there will be a page in the password protected section where you will be able to view your 
school’s account.  You (and we!) will be able to track debits and credits - so if a registration is paid for but the 
registrant does not attend, we can more easily put it toward a future workshop. Most likely we will request 
that you print out the page that shows a credit and include it with your payment.

This registration system serves a dual function - to let the Department of Catholic Schools know who is reg-
istered for a workshop, and to keep a database of those who have attended these workshops.  It is essential 
that those who sign up for and attend workshops sign in so that we can mark the workshop completed. If a 
workshop attendee does not sign in, the workshop they attended won’t show up in the next section, Certifi ca-
tion Tracking. If you attend a workshop, please make sure to sign in before you leave.



To reach the Certifi cation Tracking page, just click on the “certifi cation tracking” button on the blue navi-
gation bar at the top. (You can also reach it by clicking the blue link on the crtis home page.)

Type in the User ID and password you were mailed. They’re a little funny and complex so that they’ll be 
very hard to guess - we want to make sure that any information that’s beyond this page is kept safe and se-
cure. Keep your password in a safe and secret place (take care to remember where you put it!) If you can’t 
remember it or fi nd it at all, please call Marianne Stone at the Department of Catholic Schools at 
(415) 614-5669.  However, keep in mind that the only person that will be given this information is the prin-
cipal of the school or the person who is designated by the principal as the religion coordinator.

When you click the “Log In” button, the password you typed is encrypted and compared to its encrypted 
version in the database. There is no possibility that the password can be “unencrypted”.  If you get an error 
message, you can try again any number of times - you will not be locked out.



The next page you should see (if you type in the correct login!) will look very much like the above page. The 
salutation will be for whomever is designated as the religion coordinator.  The default is the current princi-
pal; however, if there is someone else who is serving as the religion coordinator, please contact the Depart-
ment of Catholic Schools and let them know who that person is and what they like to be called. (Be nice, 
now.)

Also, make sure to let DCS know if there is anyone on the list who is no longer being tracked by the school 
for whatever reason, and also if there is someone who *should* be on the list, and isn’t.

We have attempted to record the Basic Due or Achieved and Recertifi cation Due dates accurately; however 
we realize that many of these dates are indeed inaccurate and will need changing.  In the future, the religion 
coordinator will have the ability to update due dates according to necessity, especially when there are no 
workshops in the current year that will meet a teacher’s certifi cation needs.

To view workshop detail about a teacher, click on the teacher’s name.



Each link leads to more detailed information about a teacher’s workshop progress. A workshop will appear 
here after it is completed, provided that the registrant attends the class and signs in. 

Take care to view each teacher’s page carefully, and let Chris Lyford know if you think any completed work-
shops are missing. Please allow up to one week after a workshop date has passed before notifying the Depart-
ment of Catholic Schools of any omissions.

If a teacher has attended or will be attending a workshop that is not one of the Department of Catholic 
Schools’ scheduled workshops, but will count toward certifi cation or recertifi cation, please notify Chris 
Lyford. Once this workshop is added to the database, you may “register” the teacher or teachers for it, and 
notify DCS once the workshop is completed. This type of workshop will, of course, have no fee associated 
with it; the purpose is to hold the information in the database so that it may count toward certifi cation.

Please make sure to click the “logout” button in the navigation bar once you have fi nished with the certifi ca-
tion tracking system.  You will otherwise stay logged in as long as the browser remains open. You can con-
tinue using workshop registration whether or not you are logged in.


