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What is C-FIRS?

The Colorado Federal Integrated Review System
(C-FIRS) is a web-based tool designed to streamline
your program monitoring activities. The online
system presents you with the appropriate group of
monitored items, and allows you to respond to
those items by uploading evidentiary documents
and providing assurances.

The primary difference in district procedures is that
you will collect and upload electronic versions of
evidence for review by CDE, rather than providing
hard copies that are currently required.



System Guidelines

Below is a list of the requirements to use C-FIRS:

* Mac or PC
e Active Internet connection
* Valid email address

* Internet Explorer v.6.0 or above, or Firefox v.2.0 or above (other browsers will likely work, but
will not be supported)

* Mac or PC platforms.

* The web-based system is accessible only when connected to the Internet. The data stored in
the system is secure, however, sensitive and/or student identifying data should not be stored
in the system.

* The system does not require available disk space, but it may be beneficial to have space on
your computer for district document storage. Also, a document scanner would be helpful to
make electronic versions of printed documents, but it is not required.

* Please note that mail servers for school districts and state offices may have high security
settings and the automatic notification messages from C-FIRS could be blocked. If users at your
district are not receiving C-FIRS invitations and messages, WestEd will work with your IT
department to ensure that messages can be delivered.



Getting Started

User Accounts

e Your C-FIRS LEA Administrator will create a C-FIRS user account for you.
Your C-FIRS user account is associated with your district. You will not be
able to view or modify any data for other districts using C-FIRS.

e The administrative user who creates your C-FIRS account will determine
your access level. Your access level defines what you are allowed to do
within the system. There are two access levels:

LEA User

e LEA Users can respond to program indicators by uploading evidence and
responding to instrument item questions.

LEA Administrator

* In addition to performing all the functions of an LEA User, LEA
Administrators have the ability to create new users in their district and
select which district users may submit completed instruments to CDE.



Creating User Accounts (LEA Admin Only)

 To create a new account, click the Setup &
Maintenance link (visible only to
Administrator Users) at the upper right side of
the screen. Select Users on the left side
navigation.

* You may search the user list to see if someone
already has an account. If not, click Add a
Contact at the bottom of the screen. The Add
Contact screen will appear.
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Figure 1: Add Contact
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Add Contact [
Instructions/Description [

First Mame: ™

Last Mamea:

Ermail: =

Phone Number:

Drepartment:

Poasition:

Entity Type [ -
Filter: . 4
Entity: ™ |

Role: | User

Enter the required information for each new user:

First Name

Last Name

Email Address
Entity Type Filter

Select State if adding an SEA user
Select District if adding an LEA user

Entity
Role

See above for role permissions

Default is User

Click Save to save the information.
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Logging On
Once your C-FIRS account has been created, you can access C-FIRS at:

https://tracker.cde.state.co.us

Colorado Tracker

Log On

User Name:

Password:
[ Logon )

Accept Invitation
Forgot Password

Figure 2: CDE Logon



LEA Overview

The LEA Overview page is the default home page. Once you are logged on, your name
appears in the upper right corner of the screen. You may logout by selecting the Logout link
to the right of your name. You may also access Help resources by clicking the Help link in
this section. The Logout and Help links appear on every screen throughout C-FIRS.

The LEA Overview page displays a status of your Monitoring activities, and provides links to

the LEA Filing Cabinet.
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LEA Overview
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LEA at a Glance

Monitoring

':r LEA Instruments
Year 1a - Aug Received
Year 1b - Oct n Progress

Year 1c - Jan n Progress

Year 1d - Apr n Progress

Colorado Department of Education

For assistance, please contact COTrackerHelp@cde state.co.us

Figure 3: LEA Overview



Program Monitoring

C-FIRS provides an electronic method of monitoring Federal and State
program Instruments. The online instruments contain the information
from the published instruments. For each item, you may enter a status
and comments for a self-review, and upload the evidence you are
providing to the state.

You may access the monitoring instruments associated with your
district from either the LEA Overview or Monitoring tabs at the top of
the main navigation.
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Figure 4: Main Navigation Menu



The LEA Overview screen also displays a Monitoring snapshot
box, showing the various instruments for your district and the
current Status of each Instrument. Each instrument is displayed
as a link, giving you the ability to quickly access that instrument
from the LEA Overview page.

Figure 5: Monitoring Snapshot
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Select the Monitoring tab at the top of the page to view a summary of all
instruments associated with your district.



Instruments Status Last Team Leader District Submitters State Total [
Updated Reviewers NenCompliant
Year 1a Received 09-Jul-28 Mot Verhoff, Gary Verhoff, Gary
Aug Assigned (LEA)
Year 1b - Oct In 09-Jul-28 Mot Not Assigned Noi Assigned 4/0
Progress Assigned
Year 1c - Jan In 09-Jul-28 Mot Not Assigned Noi Assigned 6/D
Progress Assigned
Year 1d - Apr In 09-Jul-28 Mot Not Assigned Mot Assigned 6/0
Progress Assigned

Figure 6: Monitoring Overview

The screen displays a list of the assigned instruments and the status of each
instrument. The last time the instrument was updated on C-FIRS by any district
user also appears.

The instrument’s Team Leader, District Submitters and State Reviewers are listed.



Team Leader The primary contact for onsite-related questions and issues.

District Submitter(s) determine when the instrument evidence is complete, and
District Submitters submits the instrument to the state for review. A district administrative user assigns
District Submitters.

State Reviewers determine whether the evidence presented for review meet
State Reviewers requirements for the item. Although all state users may view your submitted
instruments, the State Reviewers perform the actual item review and enter findings.

The total number of instrument items and how many items a district user has designated
as not meeting requirements appear on the right.

Assigning District Submitters (LEA Admin only)

All district users are allowed to make changes to the instrument and upload
evidence. The District Submitter(s) determine when the instrument evidence is
complete, and submits the instrument for state review.

On the Monitoring Overview screen, in the District Submitters column, click on

any of the assigned names, or Not Assigned to change the district assignment for
that instrument.



The Summary screen will appear:
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Figure 7: District Summary

Click the Edit link next to District Submitters section to display a list of all district users.
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Figure 8: Assign District Submitters

Currently assigned District Submitters will be checked. To remove an assignment, uncheck the
box next to the name. To add an assignment, check the box next to the name. When finished,
click Done to save your changes and continue.



The Instrument Lifecycle

The overall status of the instrument may be viewed in three places: the LEA Overview, the Monitoring Overview, and
each Monitoring Instrument Overview.

Here is a summary of the Instrument status values and their meaning.

. In Progress is the starting state of the instrument for the district. District users may upload evidence, enter item
comments, and change item status values as needed. Although State users may see your progress during this
working period, they cannot make final determinations, and understand that the district may change any of the
evidence or item entries.

. Submitted indicates that the district has finished uploading evidence and making item entries.

. Received is the status in which the state will do its review work. State users will review evidence, make findings,
and determine item status before and during the onsite visit. State user may also contact the district for evidence
clarification or additional evidence as needed. District users may continue to upload evidence and change items,
but these actions may trigger e-mail notifications to state staff.

. Needs Further Action is one outcome of the onsite visit. This status indicates that the instrument contains items
that do not meet requirements, and triggers the due date for district response. The district may continue to
modify and upload evidence for items with a status of ‘Does Not Meet Requirements.” All other items are locked
from further changes.

. Accepted indicates that the state is finished with all work on the instrument and does not expect any further
action from the district.

The Instrument Overview displays the counts of items by status for the district’s self review. The due date for the
instrument is shown, as well as the last date the instrument was updated by a district user and their name.



Accessing Monitoring ltems

To access the Monitoring Items, click the desired Instrument link from the
Monitoring Snapshot box.

LEA at a Glance

Monitoring
.-l.'J LEA Instruments
\/ Year 1a - Aug

Year 1b - Oct

Year ic=Jan
Year 1d - Apr

Figure 9: Monitoring Snapshot

In some cases, you may be asked to answer a question or series of
guestions in order to determine what indicator items will appear
under the Instrument. These Criteria Questions will typically appear
only once at the beginning of each new school year.



You must answer the Criteria Question(s) in order view and respond to the instrument
indicators.

Criteria Questions
Does the LEA receive Title | Part G funds?

Yes Mo

Is the LEA a charter school and not applying for gifted funding?

Yes Mo

(" submit Answers ) [ Not Now )

Figure 10: Criteria Questions

Click the appropriate response for each question and click Submit Answers when
finished.

Note: If necessary, you may access these questions later to change your answers.



Responding to Monitoring Items
After clicking on the desired Instrument, and answering any Criteria Questions
that appear, the Instrument Overview page is shown.

Instrument Overview

Status: In Progress Submit to State |

Criteria Questions: View/Respond

Item Status Due Date
Meets requirements: 0 1003142009
Does not meet requirements: 0 Last update: 12:00:00 AM

In progress: S
Not reviewed: 0

Self Review

[H &F 0 of 1 completed

[+ HaQ 0 of 1 completed
‘ [+ Title 1D (2) 0 of 2 completed

[ Title m 0 of 1 completed

Submit to State

Figure 11: Instrument Overview



The Status section shows the current status of the Instrument.

The Criteria Questions section allows you to view the criteria questions for the Instrument and
input or edit your responses.

The gray shaded section shows general information regarding the number of indicators in the
Instrument, and various breakout metrics. This section also shows when the Instrument was last
updated and by whom.

Under Self Review, the Instrument Categories are shown, with a summary count of completed
items in each Category.

Click the plus sign (+) next to a Category name to expand the view to see all associated items.

Instrument Overview
Status: |n Progress (" Submit to State )

Criteria Questions: View/Respond

Item Status Due Date
Meeis requirements: 0 104/31/2009
Deoes not meet requirements: 0 Last update: 12:00:00 AM

In progress: 5
Mot reviewed: 0

Self Review

+| GF 0 of 1 completed
FHl HQ 0 of 1 completed
=l Title I-D (2) 0 of 2 completed

2.2 General Provisions

Compliance Status: In Progress _

Comments: None
File Cabinet: 0 Documents

3.5 Fiscal Reguirements
Compliance Status: In Progress

Comments: None
File Cabinet: 0 Documents

+| Title In 0 of 1 completed

(" Submit to State )

Figure 12: Category Item Detall



For each item, the Identifier Number and Name are displayed as a link, allowing you to click to
see the detail of that item and respond to it. Also shown is the status of the item, district
comments, and the total number of associated documents in the Filing Cabinet.

Click on an item link to view the Item Response page for that item.

e isi [1 LEA Filing Cabinet
2.2: General Provisions
— — = —— Total Number of Documents : 0
(‘cancel ) ( save ) ( Save and Continue )
n ¥ of Program Documents
Current Status Schedule i dates of monitoring

wisits (required) (1)
In Progress
° > Upload Evidence Document
Change Status = Attach Evidence Link

| In Progress > Other Documents (0)

>Upload File >Attach Link
Comments to SEA (Optional)

Category
Title 1-D (2)

Compliance Indicators

The local educa
provide for stud

ency conducts monitoring of its sub-grantees, not less than once every 3 years, to determine the program's ability 1o
accrue school credits that meet State requirements for grade promaotion and secondary school graduation

Does the LEA monitors the N/D facility, at least once every three years, o see that students are able to earn high school credits that will lead to
grade promotion and/or graduation?

Legal Reference

NCLE §1431({a)(2

Examples of Evidence (Documents may be uploaded to Filing Cabinet)

= Evaluation documents and schedule of visits
= Rubric and evaluation of the N/D facility

Resources

Resources are provided by the SEA to assist you with responding to this compliance item

Figure 13: Item Response

The Item Response page displays detailed information about the monitoring item. It provides
you with information and guidance to address an item, in context of the response itself. Your
response to this information will be reviewed by the state to determine whether the item
meets requirements.



The components of the Item Self Review page include:

Status Dropdown

Used to indicate the monitoring status of the item. Choices are Meets Requirements, In Progress, Does Not Meet
Requirements and Not Monitored

Comments to SEA

LEA users can enter specific comments regarding this item that will help State Reviewers during their review
process.

Category

The organizational structure that groups items under logical headings for display purposes.

Compliance Indicators

The text of the monitoring item.

Legal Reference

Link(s) to the pertinent legal citation for the indicator.

Examples of Evidence

The potential lines of evidence that a district may upload to support their response to the item. These generic types
of evidence are used by the SEA to determine whether the LEA response meets requirements. These may include
interviews, meeting notes, observations or other non-specific guidance, and are often monitored during onsite visits.

Resources

Files or web links provided by the State to the LEA in the context of a compliance item. They may include
templates, example documents, links to further information or other material assistance. The description of the
resource is shown under the resource name. Click the name of the resource to download the file or view the web
link.

LEA Filing Cabinet

The Filing Cabinet holds the evidence documents and links associated with the item. Numbers in parenthesis
indicate how many documents exist. The Requested Documents section will list the specific documents the State
requests to see for this item. The Other Documents section allows you to upload any general document that may be
appropriate as a response to the item.







