
1 
 

CareerTech Skills Centers 
Student Information System 

(SMS) 
 

Technical 
Guidebook 

Attendance 

 

 

March 2026 

  



2 
 

Help and Troubleshooting 
If you are having trouble with navigation or software, contact Rebecca 
Sagehorn at Rebecca.Sagehorn@careertech.ok.gov or 405-743-5194  

 

Logging into the Skills Centers Student Information 
System (SMS) 

Go to https://scsms.careertech.ok.gov/login  and click the Sign in 
with Microsoft button. This sign-in is linked to your Outlook email 
account and will automatically sign you in without adding your 
username or password. 
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Attendance 

There are a couple of ways you can put in your monthly hours. The 
quickest way is to go to your Dashboard and click the attendance button. 

 

This will pull up your student list. Just click the “Hours” under the 
current month and type in your monthly hours. On this screen you can 
enter the current month and the previous month. If your student(s) were 
not enrolled in the previous month, you will see a note in red under that 
heading. 
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If you teach at multiple facilities, select the facility from the dropdown 
menu. 

 
If you teach multiple Programs, select the program from the dropdown. 

 
After you select your name from the instructor dropdown, that class will 
populate and you can enter your monthly hours. 
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If you discover you have hours missing from past months, or if you need 
to look at all a student’s hours, go back to the Program Roster screen and 
click the student. 
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Go to the Attendance tab and you can see every month the student has 
been enrolled. Click the Edit button on the bottom right of the screen. 

Make your changes and hit Save. 
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