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Step by Step Process: Please follow these steps to submit the Intent To Participate 
Form. 
 
1) The designated Perkins Contact for your educational institution will be notified that 

your educational institution’s Intent To Participate Form has been posted to your 
CTE Online Account via an email from the CTE Online System/CCCS Perkins 
Director (see Screen Shot # 1.) Read the email carefully and note the due date for 
your response. (The date will be 4 weeks from the date the form is posted for 
individual participants or for districts that are members of consortia, and 5 weeks for 
consortia fiscal agents.) 

 
2) Once you have accessed your Account by following the Account Log On process, 

you will be taken to Intent To Participate Notification page (see Screen Shots # 2a 
and 2b.) (Please note that if your user name and password do not allow 
access, try copying the user name and the password directly from the e-mail 
and pasting them into their respective cells on the log-in page.) 

 
3) First, read all instructions listed at the top of the page. Second, review the 

participation options presented and select your educational institution’s participation 
choice for the next fiscal year by clicking on the appropriate radio button. Note that, 
depending on the type of educational institution, you may choose to participate a) as 
a stand-alone recipient, b) as a stand-alone exempt recipient, c) in a consortium (for 
this option you must also select the consortium through which your educational 
institution will participate), or you may choose not to participate. Note also that, as a 
reminder, your educational institution’s method of participation for the prior fiscal 
year, including if it did not participate, is listed directly below the participation 
choices. Finally, review the Perkins Contact Information and make corrections 
as necessary. 

 
4) Click the Submit button when you have finished. The designated Perkins Contact for 

your educational institution will be notified that your Intent To Participate Form has 
been received by CCCS via email (see Screen Shot # 3.) The email will include a 
summary of a) your educational institution’s participation choice, b) your educational 
institution’s prior year participation choice, and c) your educational institution’s 
Perkins contact information along with any changes you submitted noted in red. 
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Screen Shots 
 

Screen Shot # 1: Email Notification: Intent To Participate Form Posting 

 
 

Screen Shot # 2a: Intent To Participate Form (Top Section) 
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Screen Shot # 2b: Intent To Participate Form (Bottom Section) 

 
 
Screen Shot # 3: Email Notification: Intent To Participate Form Received 
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