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CTIS Registration 
Visit CTIS Live Environment (Production Environment) to register. Click on Get Started in the CTIS tile.  

 

 

1. Click on Sign Up Now 

  

  

2. Fill out the email address field.  Click on the Send verification code button. 

https://eservices.calhr.ca.gov/enterprisehrblazorpublic/Public


   

3. You will be asked to check your inbox and retrieve a verification code to enter. 

   

4. Once you’ve entered the code, you will continue to create and confirm your password.   



 
 

5. Create your password, enter Department, Display Name, First Name, Last Name and 
click Create.  

 



6. If you’re already using an authenticator app, you may use the same one for CTIS.  If you do not 
have an existing app on your device, download any authenticator app of your choice.  
 

7. For the Duo app, open the authenticator app on your mobile device, click the add button at the 
top and then scan the QR code displayed on your laptop to authenticate your user access.  Hit 
Save 
 

• Duo authenticator 

   
.  

8. Click continue to submit your user registration request.      
 

9. For the Microsoft Authenticator app, open the app on your mobile device, click on the small 
barcode icon in the lower right corner, and then scan the QR code displayed on your laptop to 
authenticate your user access.  
 

• MS authenticator 

 

 

 



 

 

• Scan the QR code displayed on your laptop to authenticate your user access.  

  

 

10. Enter your verification code from the authenticator app  

 

 

 

 

 

 

 



 

 

11. System will then forward you to the CTIS Welcome Back page.  Click on CTIS Complete Access 
Request. 

 

12. Search and choose your department from the dropdown feature. 

 

13. You will receive a message stating that the account is under review and could take up to 48 hours 
for approval. Once approved, you’ll receive a confirmation email. 



 

Upload Data    
Visit the CTIS Sandbox Environment (QA Environment) to upload training data. 

 

Step 1- Learner Identification Upload   
Departments that do not store the employee’s official SCO UEID in their local Learning Management 
System (LMS) must complete the Employee Identification Upload.  

https://edm-public.qa.calhr.ca.gov/ctis/overview


  

1. Select Employee Management.  

2. Select Employee Matching.  

3. Download the blank Employee Identification Template and complete the following fields:  

• Department Learner ID*  

• Legal First Name  

• Legal Last Name  

• Legal Middle Name (optional) 

• Suffix (optional) 

• Leave the UEID column blank  

4. Upload the completed Learner Identification Template.  

* Department Learner ID is the identifier used in your department’s local LMS. CTIS uses this identifier 
to create a unique learner record.  

Note: If your department stores the employee’s SCO UEID and can include the UEID in training record 
uploads, you may skip the Employee Identification upload and proceed directly to Training Records 
Upload using the UEID.  

  



Step 2- Learner Identification Results: Matched, Conflicts, Unmatched   
After uploading the Employee Identification Template, CTIS may display up to three result categories. 
These categories help you review matched records, resolve conflicts, and troubleshoot unmatched 
employees.  

1. Matched  

Displays employees who were successfully matched to their UEID.  

• Review the matched records  

• Select Save Records to confirm and store the matched learner records. 

 

2. Conflicts   

Displays employees where multiple potential matches were identified (for example, employees with the 
same name).  

• Use the dropdown menu to select the correct employee.  

• Verify the match using the employee’s UEID and/or Position Number.  

• After resolving all conflicts, select Save Records.  



 

3. Unmatched   

• Select Download Error Report to review details of the unmatched records.  

• Review and correct errors in the spreadsheet.   It is not necessary to delete the Error Message 
column before reuploading the file.  

• If the error indicates the employee was not found, search for them in Employee Management 
under Employee Search.  If they appear, copy their UEID into the template. If not, they may not yet 
be visible due to access limitations (e.g., new or transferred employees may take 6–10 weeks to 
appear after SCO updates). 

 



  

  

Step 3- Training Records Upload  
1. Navigate to the top right corner and select Upload Training Record

 

2. Download the training records template. 

  



a. Refer to the Training Data Fields Guide below (or the PDF version on the CTIS website) when 
completing each field in the template.  

b. If your department does not currently track Department Learner ID or Class Number, your 
department must create a unique identifier for each learner and each class/course. The same 
identifier must be used consistently each time training data is submitted.  

c. Class Descriptions may range from a single sentence to several sentences, depending on the 
level of detail needed to describe the training.  

 

 

3. Upload the completed Training Records Sheet.  

  



Step 4- Training Records Status: Ready for Submission, Errors , Conflicts 
After uploading the Training Records Sheet, review the status of the uploaded records. Records will 
display one or both of the following statuses: 

• Ready for Submission  
• Errors 
• Conflicts 

 
1. Ready for Submission 

Review these records and Save. 
 

2. Review Error Status  
If errors are present in the training data (for example, missing required fields), select Errors to view 
the number of errors associated with each record. 

 
3. Download and Review the Error Report  

Select Download Error Report to review detailed information about each error in CSV format. 

 
 

4. Correct Errors and Reupload 
• Review and correct errors directly within the Error Report spreadsheet. 
• It is not necessary to delete the Is Valid and Error Message columns before reuploading the 

corrected file. 
• Reupload the updated Error Report sheet to complete the submission process. 

Search Learner Training Data   
1. Enter first name or last name, or class name, or completion date start or completion date end.     



2. Click Search.  

 

3. You can click on the learner’s UEID and a side window will open listing all training courses for that 
individual.  

4. Click Download Results to export a CSV file.  

 

Search Class Catalog   

 

1. Enter a Class Number or Class Name.   
2. Click Search.  
3. You can filter your data by clicking on the filter on the left of each data field name.     
4. Click Download Results to export your search results to CSV file.  



View Data Upload History   

 

1. To view your department/agency’s data upload history click on Uploads. 
2. You can filter on Number of Records, Upload Date, and Uploaded By by clicking on the filter on 

the left of each data field name.     

Access Limitations for Department Training Records  
Departments can access training records only for active employees assigned to their department. 
Training records for former employees or employees assigned to other departments will not be visible.  
For employees newly joining your department, there may be a delay of approximately 6–10 weeks before 
their prior training records become available. This delay occurs because the State Controller’s Office 
(SCO) must first update the employee’s department assignment. Training records will become visible 
once the SCO update is completed. 
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