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How to use the CTE database 
 

Login  
 URL: https://cteelgin.com/admin/ 

 Password: cteelgin 

 

You will see a blue navigation bar at the top of the page with all of your options. The landing page is Student Search.  

 
 

 

This page is for locating a student, student’s contact information, to edit student information, or view the student’s CTE 

history. Enter name or CTE ID into the box, select “Search,” and the name(s) will appear.  

 
Click on the student’s name to see his or her information or to edit as needed. 
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Select the “History” tab to view student’s participation in previous CTE shows & workshops. This also indicates 
all cuts, drops, and no-shows for admin use.  

 

Hover your mouse over the words “Cast Management” at the top and a dropdown will display the two reports it 

contains: Cast Members and Rehearsal Conflict Report.  

 
 

Cast Members 
If you select “Cast Members” you will need to select the show you want from the dropdown. You may also indicate the 

number of rows to a page here or at the bottom of the actual report.  
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A list of all cast members will be displayed in alphabetical order. The default is set to show only the active students, 

meaning the ones that were cast and stayed on.  

 
 

If you uncheck the “Show Only Active Students” (upper right corner), the Cuts, Drops, and No Shows will also be 

displayed.  

 
 

If you select “Download all to Excel” a spreadsheet will download to your computer. You may have a box that asks if you 

really trust this source, and you would click “Yes.”  
 

IMPORTANT FACT: You will note that this download will ALWAYS include the Cuts, Drops, and No Shows, along with a 

few other columns you don’t necessary care about, so you would be wise to learn how to delete columns from Excel.  
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To Mark Cuts, Drops, and No Shows 
Click directly on the student’s name to mark him or her as a Cut, Drop, or No Show.  

 
 

 

To sort 
To sort any of the columns, click on the little arrow at the top of the column and indicate what you want it to do.  

The main sort would be to put the information in numerical or alphabetical order.  

 
 

 

Rehearsal Conflict Report 
Under “Cast Management” select “Rehearsal Conflict Report” to see the conflict calendar.  
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The conflict calendar includes downloadable Excel reports by student or by date. Select the show and the calendar will 

go to the month with the first date of rehearsal. Select a name at left to see just the conflicts for that student. Only the 

students with conflicts are listed.  

 
 

 

You will find one report when you select “Committee Management.” It is “Committee Members.” 

 
 

 

 

 

Select the show. 
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You will get a report of all of the committees, which is the default.  

 
 

To see individual committee information, select the committee from the dropdown box at top right. If you select 

“Download to Excel” it will download whatever committee you indicated.  

 
 

If you click on any of the rows, a popup box will appear and you can change 1) the committee and/or 2) which person is 

on the committee.  

 
 

Add more committee members at the bottom of the page. 
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The Workshop Attendees report is basically the same as the Cast Members report. Select the student’s row to change 

the status in the event of a cancellation or no show.  

 
 

 

 

To access online registration links directly, go to the following URLs.  

General Registration: 

http://www.cteelgin.com/general-registration/ 
 

Audition Registration: 
http://www.cteelgin.com/audition-registration/ 
 

Workshop Registration: 
http://www.cteelgin.com/workshop-registration/ 

http://www.cteelgin.com/general-registration/
http://www.cteelgin.com/audition-registration/
http://www.cteelgin.com/workshop-registration/

