How to Upload a File to Your District Entity and Submit an Instrument in Tracker (Generic)

You will need to know where CDE wants the file is to be uploaded — CDE will give you instructions on

which instrument, category and item you should use when uploading your file.

1.

2.

Log into Tracker at https://tracker.cde.state.co.us with your e-mail address and password.

You will have the option to upload files to your district or an LEA/BOCES-0000 entity depending
on where you have been instructed to upload your evidence. In this example, we’ll use the
District Entity. Click on Your District. (Denver County 1 is used in this example.)
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3. Under instruments, click on the appropriate instrument. (Tiered Invention Grant used in this
example.)
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4. Click on the Cross icon to expand the appropriate Category.

INSTRUMENT OVERVIEW
DENVER COUNTY 1 - 0880

Tiered Intervention Grant m

Status: In Frogress Does Mot Meet Requirements: (0) Resolved: (0)

Submission Date Weets Requirements: (1} Withdrawn: (0}

Last Update: Training Test 10/24/2012 In Progress: (1) Resubmitted for Review: (0}
10:52:04 AWM Mot Monitored: (0) Extension Requested: (0}
Items: 2

Team Leader: LEA Submitters: Edit SEA Reviewers:

Mot Assigned Charles Carpenter, Paul Lehneriz Wendy Dunaway

TEGORY: Tiered Intervention Grant

5. Click on the appropriate Item Name. (Tiered Intervention Grant used in this example.)

INSTRUMENT OVERVIEW
DENVER COUNTY 1 - 0880

Tiered Intervention Grant m

Status: In Frogress Does Mot Meet Requirements: (0) Resolved: (0}

Submission Date Ieets Requirements: (1) Withdrawn: (0}

Last Update: Training Test 10/24/2012 In Progress: (1) Resubmitted for Review: (0}
10:52:04 AM Mot Monitored: (0} Extension Requested: (0)
Items: 2

Team Leader: LEA Submitters: Edit SEA Reviewers:

Mot Assigned Charles Carpenter , Paul Lehnertz. \Wendy Dunaway

= | CATEGORY: Tiered Intervention Grant

— .
Tn Progress |

ITEM: 1: Tiered Intervention Grant )

NS —

6. Click on the Respond link next to the appropriate Evidence Name. (TIG Data used in this

example.)

ITEM OVERVIEW

1: Tiered Intervention Grant Next ltem
~ LEA SELF-REVIEW Edit

Current Status

In Progress

Comments to SEA

1102 of 2 items

Respond TIG Dats TIG Data

Respond  TIG Excel Budget TIG Upload Excel Budgst-Please indicate specific school level data by checking the school 1
on the upload record
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7. Click on the Browse button.

ADD NEW DOCUMENT

Title
TIG Data

Associations

1: Tiered Intervention Grant

Description
TIG Data

Select Document Type:

& New File Piease do not up student-identifying or otherwise sensitive

information
 Existing File

 Link to a web page URL
" Hard Copy Reference Only

e limit: 500 MB

Title =
2/100

I” Use Filename TIG Data

8. Use the Up Button and File Folder icons to navigate to the appropriate file on your

computer.

Choose File to Upload

ti - B - e
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7

9. When you have located the file, click on it. Then click on the Open button.

Look i [[2F Desktop H oG

|3y Documents 8] cansapp_inds:

I My Computer Epata, Account
UMy Network Places 2B xes] class wo

ntell-M Supervisor Pls &3] Faciltation sct
=) Copied from H drive 1)) ast vear's on

[)Files o Add ko TiHe T web pages FLes Copy of 5
T monit _index_t

S i Mozl Firsfox
l 48 My Camputer

TE— Fsultation. doc [4JMy Documents

|2 |Biack Up Copy CSPR. Contacts 201120112 w Consfipp 2012-2013.mdb  E=]Risk_Assessme

8] Calendar.doc i scanned from
] ses code.doc

] Colorada RFP 2013 bt dacx #5E5 quidance «

| Colorada RFP 2013.docx EDshorteut to 20 etaation

= 1. Tiered Intervention Grant

File name: 0880 test. doc Open
Files of type: [anFies (-7) Cancel

7
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10. Scroll down. (If required, click on checkbox next to appropriate school.)
Then click on the Attach button.

School Assocations:

NO SCHOOLS SELECTED

o
. -
® [T & ABRAHAN LINCOLN HIGH SCHOOL - 10 :I
ens®

ACADEMIA ANA MARIE SANDOVAL - 6387
ACADEMY OF URBAM LEARNING - 67

ACE COMMUNITY CHALLENGE SCHOOL - 1866
AMESSE ELEMENTARY SCHOOL - 220

ARCHULETA ELEMENTARY SCHOOL - 3340

I i e |

ASBURY ELEMENTARY SCHOOL - 388

4| | L'_I
< Attach *m:e\

11. Tracker may list several rows of Evidence. But it may not be necessary for your
district to upload documents for all of them. When you have uploaded every piece
of Evidence that is appropriate for your district, click on the Edit button in the LEA
Self-Review section.

ITEM OVERVIEW

1: Tiered Intervention Grant

Next ltem

¥ LEA SELF-REVIEW < Edit >

Current Status
In Pragress

Comments to SEA

HJE 4O L) Page size: 25 ~ 1o 2 of 2 items
a
Respond  TIG Data TIG Data 1 TIG Data
Respond TIG Excel Budget TIG Upload Excel Budget-Flease indicate specific school level data by checking the school 1

on the upload record.

12. Click on the drop-down menu in the Change Status field and select Meets Requirements.

ITEM OVERVIEW

1: Tiered Intervention Grant

Hext Item

¥ LEA SELF-REVIEW

ange Status

|In Progress

T
Does Mot Meet Requirements
Mot Manitored

Revised 10/31/12



13. If there is a special circumstance concerning your evidence, you can type an optional comment
to the state. Click the Save button.

ITEM OVERVIEW
1: Tiered Intervention Grant Next Item

¥ LEA SELF-REVIEW

Change Status
|Meets Requirements j

Comments to SEA:
BYV#H Y- B I
............--u-.a-.-....‘..
.

.

.

. .
®e

@. A

14. Click on the Next Item button.

ITEM OVERVIEW -
1: Tiered Intervention Grant @

¥ LEA SELF-REVIEW Edit

Current Status

Meets Requirements

Comments to SEA

Do L) Page size: 25 ~ 110 2 of 2 items

Evidence Name
-

Respond  TIG Data TIG Data 1 TIG Data
Respond  TIG Excel Budget TIG Uplead Excel Budget-Please indicate specific school level data by checking the scheol 1

on the upload record

15. Repeat steps 6 through 14 above to upload evidence for the next item (and any
additional items).
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16. When documents have been uploaded for all items, click on the LEA Overview tab.

Current

LEA:
DENVER COUNTY 1 - 0830

(0 LEA Overview Monitoring LEA File Cabinet Plan Tags

Home - DENVER COUNTY 1 - 0880 - Tiered Intervention Grant » ARRA Report

ITEM OVERVIEW

2: ARRA Report

Previous ltem

¥ COMPLIANCE INDICATORS

Tiered Intervention Grant ARRA Report

17. Click on the Instrument name.

I LEA Overview

Current

LEA:
DENVER COUNTY 1 - 0880

LEA File Cabinet

Monitoring Plan Tags

Home » DENVER COUNTY 1 - 0880

‘ i LEA QVERVIEW Select School Year:
‘ DENVER COUNTY 1 - 0880 |2012,2013 School Year =| Update

P Instruments (4)

W) ) 1 (DI Page size: 25 ~ 1to 4 of 4 items
12-13 USDE Monitoring In Progress 0
ELA Program Qualitv Indicators (ELA-PQI In Progress o
In Progress 0
UIP - Fall Cvcle (Optional In Progress 1] 10/18i2012
W41 rM) Pagesize: 25 ~ 1t 4 of 4 items

18. To submit the Instrument to the state for review, click on the Submit to State
button. If you do not see the Submit to State button, go to step 19.

Logout  Help
Colorado Tracker

Current

LEA
DENVER COUNTY 1 - 0830

LEA Overview Monitoring LEA File Cabinet Plan Tags

Home . DENVER COUNTY 1- 0880 » Tiered Intervention Grant

Submit to State
———

INSTRUMENT OVERVIEW
DENVER COUNTY 1 - 0880

Tiered Intervention Grant

19. To access the Submit to State button, click on the Edit link next to LEA Submitters.
(If you do not see the Edit link, contact personnel at your district with Tracker
Administrator access or contact the Tracker help desk at cotrackerhelp@cde.state.co.us.)

INSTRUMENT OVERVIEW
DENVER CQUNTY 1 - 0880

Tiered Intervention Grant

Status: In Progress Does Not Meet Requirements: (0) Resolved: (0)
Submission Date Meets Requirements: (2) Withdrawn: (0)
Last Update: Training Test 10/29/2012 In Progress: (0) Resubmitted for Review: (0}
13701 FM Mot Menitored: (0} Extension Requested: (0)
Items: 2
Team Leader: LEA Submm SEA Reviewers:
Mot Assigned Charles Carpentel’, Faul Lehneriz, Training ~ Wendy Dunaway
Test
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20. Click on the Unassigned tab.

ASSIGN SUBMITTERS
Assigned
Remove
WU 1 v VM) pagesizer 25 ~ 102 of 2 fterns
r Carpenter Charles charles_carpenter@dpski2.org DEMNVER COUNTY 1-0880
(| Lehneriz Paul paul_lehnerz@dpsk12.org DEMNVER COUNTY 1, LEA/BOCES
W4 HEH) Page size: 25 ¥ 110 2 of 2 items

21. Click on the checkbox next to your name. Then click the Assign button.

2 Assign

1)1 b)) Page size: 25 ¥ 110 14 of 14 items

1 Allendorf-  Alice alice_allendorf- DENVER COUNTY 1, LEA/BOCES
Kaehn koehn@dpsk12.org

| Bradshy Vergnica veronica_bradshy@dpsk12.org  DENVER COUNTY 1, LEA/BOCES

r Caollins Suzanne Suzanne_Collins@dpsk12.org  DENVER COUNTY 1, LEA/BOCES

22. Click on the Return to Instrument Overview link.

ASSIGN SUBMITTERS

Remove
L & *) M) pagesize: 25 ~ 1to3of 3items
[} Allenderf-Koehn Alice alice_allender-koehn@dpsk12.org DENVER COUNTY 1, LEA/BOCES
m Carpenter Charles charles_carpenter@dpskiZ.org DENVER COUNTY 1-0880
| 5] Lehnerz Paul paul_lehnerz@dpsk12.org DENVER COUNTY 1, LEA/BOCES

Remove

W44 M pagesie 25 T 1103003 fems

< Return to Instrument Overview ,

23. Click the Submit to State button which now appears near the top of the page.
This generates an e-mail to CDE reviewers that your district’s instrument is ready for review.
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Current

LEA.
DENVER COUNTY 1 - 0380

Monitoring LEA File Cabinet

Home - DENVER COUNTY 1 - 0880 » Tiered Intervention Grant

Submit to State

INSTRUMENT OVERVIEW
DENVER COUNTY 1 - 0880

Tiered Intervention Grant
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