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What is PMT?

The Planning and Monitoring Tracker (PMT) is a web-based tool designed to streamline Federal
and State program monitoring and track the implementation and evaluate the effectiveness of
District Improvement Plans. PMT provides a consolidated tool for managing and streamlining
these two activities.

Plan Development

The information to develop your Plan comes from your LEA data gathered and reviewed offline,
and may include a Self-Assessment (such as Standards and Rubrics for LEA Improvement), AYP
determinations, local assessments, and your LEA experience and knowledge of needs.

Developing the LEA Plan is a collaborative activity of the LEA staff responsible for implementing
the actions in the Plan. The key decisions and descriptions of the activities should be thoroughly
discussed while the Plan is being developed. PMT provides step-by-step assistance to organize
the information for planning, monitoring, and reporting.

Once you enter your Plan, you can use PMT's features to:

Budget Plan and review the use of available funds by source and by
allocation within the plan.

Organize Develop sequential Goal, Strategies, Action Steps and Tasks; assign
Timelines, Persons Responsible and Budget amounts; share the
Plan with others.

Track View the Plan on a timeline, track and report progress of
implementation.

Communicate Exchange and archive messages with your colleagues on your
progress toward implementing your Plan.

Provide Evidence Share files and resources with your colleagues through an online
file cabinet.
Report Create and access printer-friendly reports of full or filtered Plan

views, including progress reports.

Once you have completed your Plan, you will login regularly to update the status of your
activities and report on your progress toward accomplishing your goals. SEA will also check in
regularly to keep track of your progress and prepare for onsite visits or provide guidance and
feedback.

Monitoring

The Monitoring module of PMT helps streamline the process for Program Monitoring and other
types of district monitoring. The online system presents you with the appropriate group of
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monitored items, and allows you to respond to those items by uploading evidentiary
documents and providing assurances.

One advantage to the online system is that districts will collect and upload electronic versions
of evidence for review by the SEA, rather than providing hard copies that are currently
required.

End User System Guidelines

PMT runs on Mac or PC platforms. It requires an active Internet connection, and either Internet
Explorer v.7.0 or above, or Firefox v.2.0 or above web browsers. Other browsers will likely
work, but we cannot guarantee support for them at this time. The system itself does not
require available local disk space, but it may be beneficial to have space on your computer for
district document storage.

Although a document scanner would be helpful to make electronic versions of printed
documents, it is not required.

User names and system notifications require a valid email address for each user. Please note
that email servers for schools, school districts and county offices may have security settings
that block messages from PMT. If users are not receiving PMT invitations and messages,
WestEd will work with your IT department to ensure that messages can be delivered.

User Accounts
In order to access PMT, you must have:

e Anemail account
e Authorization to add you as a user to PMT

Once the above two conditions are met, your PMT LEA Administrator will create a separate
PMT user account for you. Your PMT user account is associated with your district. You will not
be able to view or modify any data for other districts using PMT.

The administrative user who creates your PMT account will determine your access level. Your
access level defines what you are allowed to do within the system. There are four access levels:

LEA User LEA Users can work with both the Plan and Monitoring modules.
They can edit Plan goals, create strategies, action steps, and tasks
and upload documents to the File Cabinet. They can also respond to
monitoring items by uploading evidence and responding to
instrument item questions. LEA Users can also see, comment on,
and attach files to School Plans in the district.

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
or plan goals to SEA. They can Manage Goals and Add or Edit
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funding sources for the Plan. They also have the ability to edit
School Plans in the district.

School User Where school plans are available, school users may perform all of
the Plan functions that LEA Users may perform. For District Plans,
school users may upload documents and post comments.
Additionally, school users may upload Draft documents associated
with their school to the LEA’s program monitoring items.

School Administrator | In addition to performing all the functions of a School User, School
Administrators have the ability to create new users for their school.
They can Manage Goals and Add or Edit funding sources for the
School Plan.

Accessing PMT (Logging in)

Enter your email address and password to enter the site. If you have forgotten your password,
use the Password Recovery tool on the Login screen by clicking Reset Password.

Log on

Welcome to PMT. Please log in to use the system.
Fislds marked with a * are required. First-time user? Accept Invitation

Email Address: I

*

Password: I " Reset Password

*

Log onl

If you hawve trouble logging in, please contact
trackeradmin@wested.org

Enter your email address on the next screen and click Send Invitation Now to receive a new
login invitation via email that will allow you to create a new password and login.

Invitations

To access PMT, individuals must be invited by an administrative user. Users will receive an
email invitation from the administrator with instructions for creating an account. The invitation
email includes a web link that the user will access to accept the invitation.

To accept an invitation, click the link in the email or copy and paste it into your browser’s
address bar. Alternately, click the First-time user? Accept Invitation link on the Logon screen. If
using the link in the email, it will lead to the Accept Invitation page, with your Invitation Code
and email already filled in. Your email address will serve as your PMT username. You must
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select a password for your account. Your password must follow the guidelines shown on the
right side of the screen.

After you click Create Account, you will be returned to the Login screen to enter your email
address and the password you just created.

Creating User Accounts (LEA Admin Only)

To create a new account, click the Setup & Maintenance link (visible only to Administrators) 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 top of the list. The Add Contact screen will appear.

Froorams Manage Users 4 dd User
Instruments

Users

e Q Show |All Levels =

Organization =

Evidence Showe | All Organizations &
[termn Dimensions

Localization

Goal Templates All Assigned users

Flan Tags

System Dashboard Instructions/Description

NAME ORGANIZATION EMAIL LEVEL ADMIN
Cycle C Admin Cycle C Sample ecarter+ea@wested.org District admin

teresa arizmendi Test District teresa. arizmendiggusd. k12 .ca.us District

Don District Cycle C Sample ddistrict@nomail.com District admin

The first step in creating a new invitation is to indicate the Access Level. As a District Admin,
you will only have access to the District and School selections. If selecting a District user, select
the District name from the menu if you have access to more than one district. If selecting a
School user, select the District, then the School.

Enter information for each new user:

e Check the Administrator box to give the user LEA Admin or School Admin rights
e Enter First Name, Last Name and Email Address
e Add other details if known (Phone number, Position and Department)
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Invite a new User

Create Account

submitters.

Access Level ®

€ State

& District I 'I

© School

™ Adrinistrator

District users must be associated with at least one district. District administrators may add district & school users, and assign

First Name * Last Name * Email * |

[ testMamer [

Fhaone I

Fuosition |

Department I

Create Account I

Click Create Account to save the information and send an email invitation to the new user.

Once you Create the Account, you will be directed to screens that allow you to associate the
person with additional LEAs, and Assign Monitoring and Plan permissions, if appropriate.

Add Organizations

You may add additional districts to a District-level account (if you have LEA Admin access for
multiple LEAs) or additional schools to a School-level account. You may not add entities from a
different level to someone’s account (i.e. you may not add districts to a School account or
Schools to a District account). Indicate if the user should have Admin access for the selected

organization. Click Assign to add the new organization.

Assign this user to another organization?

To assign 2 user to mare than one arganization, choose it from the list below.

Skip |

=

HSTRICT IAEIC Unifigd - 196421 20000000

ADMIHNISTRATOR

-

Assign |

Add Monitoring Assignment

District-level users may be selected as instrument District Submitters for any instrument
assigned to the district. (School users may not be selected as District Submitters). To add

District Submitter access to the new user, select the instrument(s)
user to and click Assign.

off that you wish to add the
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Assign this user to monitoring reles? Skip |

LEA users rmay be submitters for monitoring instruments in their districts.

oistricT | Demo District - 1234567590 j

Instruments Submitter Reviewer
Caresr Technical Ed - Il
Chiled Development W [

Add Plan Assignments

If Plan submittal/approval is used in the state, the last step in creating a District-level user
allows the admin to assign the user to be a Plan Submitter. Select the District Plan that the user
is a Submitter for and click Assign.

Assign Roles to Available Plans

Description Link Submitter

District Plan for Acadetnic Excellence District - LEA Conzolickated Plan r

Assign |

Users with Multiple Organizations

Some district and school users may have access to multiple organizations. State Administrators
may set a Primary Organization for these users, as needed. If no Primary Organization is
selected, all associated organizations will display with the user’s name on the Comments and
Assignment screens:

Assigned (3

NAME - ORGANIZATION

Tammy Lazarda - Demo District, Test District

A

[T Mary LEA - Indisna District, Sample District, Training District, Demo Distri
Test District

[T Mew Submitter - Demo District
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The user’s Primary Organization, when selected, appears on the user profile’s list of
associations.

Organizations
PRIMARY DISTRICT ORGAHIZATION LEVEL
RETIRED Cycle D Sample Los Angeles -19 Diztrict LIzl
RETIRED Leaky District Test County - X District user
Indliana District Test Courty - ¥ District user
Sample District Los Angeles -19 District user
Training District Test Courty - ¥ District admin
Demo District - 1234567390 Test Courty - ¥ District user
Test District - X Test County - ¥ District acdmin

Read-Only Users

State Administrators may set up District or School users as Read-Only users. These users may
access any area of the system based on their associated organizations but may not:

0O Post comments

Upload documents, links or hard-copies or associate documents
Add or edit anything in a school or LEA plan

Access Setup & Maintenance

Participate in the self-review of a monitoring instrument
Submit instruments

Submit plan components

Edit Onsite information for LEA or School Contacts/Notes

O 0OO0O0OO0O0O0

LEA Overview Page

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
Setup & Maintenance link appears only to Administrative users.

The LEA Overview page displays a status of your Monitoring and Plan activities.
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WestEd's Planning and Monitoring Tracker HiDon  Logout (PHels  Setup & Msintenance
Fila Cahinet
LEA Overview
Academic Excellence District- =3
:Q Monitoring ok Improvement Plan
5 Wi 'Sy
Instruments LEA Plan Overview Last Updated : Dan
R District 03/21/2011 943
Annual Submissions B peeds Further Action AN
Cvcle 3 In Progress Status : In Progress
Progress:: 15 %
Cycle 4 In Progress
- Goals

Technology Plan i .

Technolegy Plan Submitted AriS Pr ecepe
Mathematics Proficiency Accepted

% Onsites Proficiency in English for ELLs Submitze
Post ry/Workforce i Submitted

i Cy, 282011 - s
Onsite for Lyele 3zazen Teacher Qualifications Submitted
G4012011

SIG Goal In Progress
LEA Plan Requirements In Progress
Hew Goal In Progress
/‘L/N, School Plans (5 Show 2 Retired
Basics Elementary School
Curiosity Elementary School
Excellence Elemertary Schoal

LEA List and School Years

If you have access to more than one district, the home page will be the LEAs screen. Here you
will select the district you would like to view, which will take you to the LEA Overview screen for
the selected district. For all users, this screen may be used to select a different school year
from the default school year. School years are used to delineate monitoring efforts including
monitoring instrument statuses and responses, as well as Improvement Plan budget years.

To view the LEA List if it is not your default home page, click the Home tab.

File Cahinet

To change the default year, select a school year from the drop-down list and click Update. You
will see the non-default school year at the top of the screen to indicate that you are looking at a
previous year
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LEAs

| 2009 - 2010 School Year x| Update | Filters
Laocation IAnY County vl

Instruments |Any Instrument |
Goal Templates |Any Termplate =
LEA Narne A search |
All LEAs (1)
LEA County Instruments Monitored Plan Goals
Ace Test District - &pache Courty - s 7

335

Onsites

The Onsites section is a place where the state and the LEA can coordinate important
information about monitoring onsite visits. If the state has assigned an onsite visit for the
current year, this will be displayed on the LEA Overview screen. Click the onsite name to view
the record. All information is displayed on the onsite record screen.

‘55] Onsite: 4-Winds Academy, Incorporated dba 4-Winds Academy - 018752000
4-Winds Academy, Incorporated dba 4-Winds Academy
07/12/2010 - 07/29/2010
testing dates
Instruments Assignments
ONSITE TEAM LEADER LEA ONSITE COORDINATOR
Mot Assigned Mot Assigned
INSTRUMENTS STATUS REVIEWERS LEA SUBMITTERS
SFSF In Progress testing plans
Technology Plan In Progress Erin Carter (WWested)
LEA ONSITE CONTACTS
Mot Assigned
Schools
SCHOOL DATE INSTRUMENTS NOTES
4-\Winds Academy - OFins20 0-07/012010 Technology Plan
018752001 - 01875200
4-Winds Acadermy - O7F262010-07/22i2010 SFEF
018752001 - 01875200

The onsite title, dates of the visit and description provided by the state appear at the top. The
state’s onsite Team Leader and the LEA’s Coordinator are shown, assigned by state users.

Below this is the list of monitoring instruments that will be reviewed as part of the onsite visit.
The Program Reviewer(s) and District Submitter(s) for each instrument are cross-referenced
with the current assignments on the Monitoring tab. LEA Admins may modify the District
Submitters here or on the Monitoring tab.
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Additional LEA Onsite contacts may also be added or modified by LEA Admins by clicking the
pencil icon. Select any available LEA users to add to the Onsite Contacts list. You may provide

an optional note about these contacts.

‘ﬁ’] Onsite: 4-Winds Academy, Incorporated dba 4-Winds Academy - 018752000

testing dates

4-Winds Academy, Incorporated dba 4-Winds Academy
07/12/2010 -07/29/2010

Choose users for this role. You may als0 invite @ new USer or enter contact information manually.

Assign People

LEA Onsite Contacts

Available () Assigned @

User Hame - Organization
Assign >> Mone assigned
Steve Chavez - 4-Winds Academy,

Incorporated dha 4-wWinds Academy

Sue Moulden - Demo Houston High
School, 4-Winds Academy, Incorporated
dba 4-Winds Acaderny

TestAccount- Ajo Unified District, 4-winds
Academy, Incorporated dba 4-Winds
Academy Notes

testing plans - 4-Winds Academy,
Incorporated dha 4-wWinds Academy

The schools that are being visited as part of the onsite visit are shown at the bottom of the

record.
Schools
SCHOOL DATE INSTRUMENTS
4-inds Academy - O7Ma2010-0750152010 Technaolady Plan
018752001 - 018752001
4-\Winds Academy - O7/26/2010-07322r2010 SEEF

018752001 - 018752001

LEA Admin users may click the pencil icon next to any school to add or modify school visit

contacts.

Search for existing contacts who are PMT users by typing in part of the individual’s name.
When you find a match, select the user by checking the name and then click the Add Contacts
button to add the user(s) to the list of school contacts. You may provide additional notes about
the school contacts or school visit. Click Done to save.
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4-Winds Academy, Incorporated dba 4-Winds Academy
07/12/2010 -07/29/2010
testing dates

Choose schools to be visited. For each school, specify the planned dates for wisits and instruments to be maonitored. You can
edit this at ary time.

School  4-Winds Acadermy - 018752001 SCHOOL DATE
A4-\Winds Acaderny - 07i0&/2010-07

Dates  07/05/2010-07/01/2010 018752001 0142010
A4-\Winds Acaderny - 07f26/2010-07

Instruments  Technology Flan

Contacts  fteqt Q Searohl

- Test Account - Ajo Unified District, 4-Winds Academy, Incorporated
dba 4-Winds Academy

018752001 i2arzomo

- testing plans - 4-Yinds Acadermy, Incorparated dba 4-Winds
Academy

Add Contacts |

Motes  Usethis field to list any contacts who are notin the systemn, or record
notes ahout the onsite.

Commenting

Comments facilitate communication among PMT users. Regardless of email notification,
comments may be viewed by any user with access to the associated element. Throughout the
system, the comment icon indicates that commenting is available at that element.

s
o

The following elements of the system currently feature a comments option:

e The LEA Overview (comments at the LEA level)

e Onsite page (comments about the onsite visit)

e Monitoring Instrument Overview (comments at the Instrument level)
e Monitoring Item page (comments at the item/indicator level)

e Plan Overview page (comments about the plan)

e Plan Goals (comments at the Goal level of the plan)

e Plan Strategies (comments at the Strategy level of the plan)

e Plan Action Steps (comments at the Action Step level of the plan)

e Plan Tasks (comments at the Task level of the plan)

View Comments

When comments exist for any element of the system, a number will appear in the comment
icon. Click the icon to view all comments. Comments are listed for the element in reverse
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chronological order, with the most recent at the top. Click the View link to the right of any
comment to view its full content.

Cycle D Sample
=l COMMENTS (2] o fdd Comment
POSTED BY WHEN COMMENT
Erin Carter ararzo1o Pleasze note that the onsite visit dates have heen updated (official notification has bheen WiEwy
124418 P delivered to the CPM coardinatar at the district). new d
Cycle D Test 2022010 School site staff please submit all documents for CE and Pl no later than 31710, Wigw
User 8:44:20 A

The view comment page shows all details and includes options for paging through other
comments for the element or returning to the full list. You may click any of the links in the
navigation options at the top. In Monitoring comments, you can return to the LEA Overview by
clicking the district name or return to the Instrument Overview or Item page by clicking its
name at the top of the screen.

= Cycle D Sample
Career Technical Ed (CTE)

<1 COMMENT DETAILS = Mewer 1of 1 Older =
A Remove Comrment
Fosted by Erin Carter
Oon 3/22/2010 50146 PM
Emailed to Erin Carter

Comment  Please submit all CTE documentation before April 30, 2010,

Yiew All Comments

Add Comment

Click the Comment icon to view existing comments at that element and/or add a new
comment. If no comments exist yet for the selected element, you will go directly to the Add
new Comment screen. If comments exist, click the Add Comment link at the top of the list of
existing comments to add a new one to that element. Add the text of the comment. This is
what will appear in the view of the comment. Click Post below to add the comment to the
system.
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v Cycle D Sample
Career Technical Ed {CTE

Add a Comment

Comment  Please submit all CTE documentation hefore April 30, Z010.

Email option

The Add Recipients section below the Comment entry field allows you to add individual users
who will also receive an email notification of the comment being added. This may be used to
supplement the comment addition, especially if you want certain individuals to be made aware
of the new comment. Default recipients are listed for the following comments:

e Monitoring Instrument or Item: designated Team Leaders, State Reviewers and District
Submitters will be listed

e Plan Action Steps or Tasks: users set up as the Personal Responsible for that plan
element will be listed

e In states where a plan approval process is in place, comments at the overall Plan level:
Submitters and Approvers will be listed

Uncheck names if you do not want them to be notified.

Email a copy to F Test user - Cycle D Sample

¥ \urt Larsen - California

¥ state User Test - California
¥ Andrew Davidson - California
¥ Gary verhoft - California

¥ Erin Carter - Califarnia

Add Recipients

| Search

To search for other users to notify, enter any part of the user’s first or last name to view
matches. Users can be other users at the school or district or any known individuals at the SEA.

Find the user(s) you want to notify and check the box next to the names you want to send an
email to. Click Add checked to recipients to add to the list of users who will be notified by email
when the comment is saved. The names will then appear above the Add Recipients search to
indicate they have been added. Click Post to add the comment and deliver the email(s).
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Putting Your Plan Online

Your Plan Leadership Team will likely want to initially write your Plan offline. Your Plan is a
living document, so when entering your Plan into PMT, you can save your work at any point,
and come back and edit any parts of your Plan later, as needed.

For entering Plan information into PMT, it is recommended that you have an electronic copy of
your Plan (such as a Word document) rather than a paper version. This will make it easier for
you to copy and paste detailed information from your Plan into PMT.

Plan Organization

PMT uses a tiered structure for your Plan: Goals, Strategies, and Action Steps. You may also add
specific Tasks to Action Steps. You will also create a Budget for your plan, and can track
expenses as you implement the Action Steps

Goal A specific, measurable target for students to achieve. States Who will do
What by When and How you will know it. (You may write them in SMART
format: Specific and Strategic, Measurable, Achievable/Attainable, Results-
oriented, and Time-bound.) You may also select Goals from your District’s
plan, and re-write them to reflect your school’s achievement target.

Strategy A general description of a process a school will take to reach the student
achievement goal. Each Goal may have several Strategies. What will the
school do to ensure that the goal is reached?

Action Step A specific action or activity that will lead to the implementation of the
Strategy and achievement of the Goal. The Action Step includes begin and
end dates plus comments on timelines, persons responsible, costs and
budget sources for each Action. Progress is tracked by updating status and
adding comments as the step is implemented. Action Steps may also be
"tagged" for filtered views of the plan, e.g. all steps affecting Special
Education students, or all steps involving PD. Each Strategy may have
several Action Steps.

Task A specific action/activity that leads to the completion of an Action Step.
Tasks have specific due dates, persons responsible and current status. Each
Action Step may have multiple tasks. Tasks are optional

Plan Overview Page

From your LEA Overview page, click title of the Plan in the Improvement Plan box on the right
or the Plan tab at the top to see your LEA Plan page. If a plan approval process is used in the
state, you may click on any individual Goal name to go to that part of the plan.
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The Default view of the Plan Overview shows all of the goals in your plan. To expand your plan
and see the strategies, action steps and tasks, either click the Expand Outline link to expand the
entire plan, or click the green triangles at each level to reveal the next level below. Your Plan
Overview allows you to access and edit any part of your plan, attach documents or add
comments within your plan, see at a glance the due dates for tasks, and what is overdue.

Improvement Plan Budoet Timeline

[ -'"‘.'\-\ Academic Excellence District - LAST UPDATED : Don District 021 6/2011 3:56 P

Y Improvement Plan STATUS :In Progress
FROGRESS: 15 % (6 of 39 Action fems Complete)

T Plan T Implernentation Checklist

LEA Submitters: - Don District, lsabelle Improvement Manane Goals +
SEA Reviewers: - Erin Carter (Wested), Libby Rognier (WestEd), Libby Rognier

Show [All Statuses j | Al Funding Sources j | All Tags j
| Al Assignments j | All Updates j | Active j
Update |
» Expand Outline
» Goal STRATEGIES: ACTION STEPS: Estimated : §1,000.00 RIrE
Readinglanguage Arts 2, 2 Incomplete 1ofd Complete & 1 Overdue Budgeted ©  §250.00
Proficiency Add Strateqy  Order Stratenies =+ TASKS: Actual © - §350.00

7 of 13 Complete

Status: Accented 41777010

Plan Outline

The PDF links at the top of the Plan allow you to create and print reports based on the content
of your plan. You may either print a full or filtered view of the Plan Outline (Plan link) or create
an Implementation Checklist report, which shows the status history of all Action Steps and their
associated Strategies and Goals.

The last update information and current status of the plan appear at the top, as well as a
summary of progress in completing action steps.

You may filter the plan by Status of Action Steps, Funding Source, Tag, Person Responsible or by
when the plan was last updated. You may also show all Active or all Retired portions of the
plan. Retiring elements will be covered later in this guide.
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I &;\ Bcademic Excellence Distriet - LAST URPDATED : Don District 021 672011 3:56 P
s

LA Improvement Plan STATUS :In Progress
FROGRESS: @15 % (6 of 39 Action kems Complete)

T Plan T Implementation Checklist

LEA Submitters: - Don District, lzabelle Improvement Manage Goals
SEA Reviewers: - Erin Carter (Wested), Libby Rognier (WiestEd), Libby Rognier

Show [All Statusesj JAll Funding Sources j | Al Tags j
| Al Assignments j |All Updates j | Active j

Undate |

Once you select the desired filter options, click Update to refresh the Plan Outline to see the
updated view. When filters are applied, only those portions of the Plan contained within the
filter parameters will show on the overview or print in a report.

Setting Action Step statuses and tags will be covered later in this guide.

Note: When you have a custom filter applied, that filter will stay active, even after navigating
away from the Plan Overview page and returning later. If you wish to remove your custom
filter, click the Clear Filters button. Selecting the Plan or Implementation Checklist PDF when a
custom filter is active will print the filtered version of the Plan.

Plan Status

As you move down the Plan Overview screen, you will see Status indicators for parts of the Plan
that are complete, incomplete, and overdue. These indicators can help you see at a glance
those areas of your Plan that need attention.

» Goal STRATEGIES: ACTION STEPS: Estimated : §1,000.00
Readingl anguage Arts 2, 2 Incomplete 1 0f 4 Complete £ 1 Overdue Budgeted @ $250.00

Proficiency Add Strateqy  Order Strategies i» TASKS: Actual @ §$350.00
5 of 8 Caomplete

The Goal Status line shows the name of the Goal on the left, followed by the number of
Strategies and associated functions. Action Step and Task status data is next, with Budget
information displayed on the far right. The Budget information is “rolled up” from the values
entered for all Action Steps under that particular Goal.

The Comment and Attachment icons indicate how many of each are associated with this Plan
element. Hovering over the paperclip gives you a list of all documents linked to this element.
Clicking on the icon allows you to add an attachment or a comment at any level within the Plan
(Goal, Strategy, or Action Step.)
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Entering Plan Data

This section will review how to Add new data to your Plan (Goals, Strategies, Action Steps,
Descriptions, etc.) and Edit that data once it is in the system.

Goals

Your SEA may have assigned common Goals to all LEAs in the state. If so, these will appear in
your plan, ready to be edited with your Goal description specific to your LEA. You may also wish
to add goals unique to your LEA. Only LEA Administrators may add new Goals to the Plan. All
Users can edit existing Goals, and add Strategies, Action Steps and Tasks. To Add a Goal, click on
the Manage Goals link. (If you are not an Administrator, you will not see this link.)

LAST UPDATED : Don Diztrict 024 62011 3568 P
STATUS :In Progress
FROGRESS: 15 % (6 of 39 Action tems Complete)

T Blan ] Implementation Checklist

Manage Goals r

On the Manage Goals page, you will see a list of current goals in your plan.

\" Academic Excellence District
AN Improvement Plan

Manage Goals

GOALS USED IN MY PLAN Puorcer Goals 4 Ada ot Welcome to Tracker

Girlgin

Reading/Language Ans Proficiency Edit Gl

0O —

The Origin indicates at what level the Goal was first entered into PMT. Some states create Goals
that are assigned to all districts. If you add a new goal, you will give it a Title and Description
unique to your LEA Plan. The origin will appear as District. You may also re-order goals in your
plan.

Once the Administrator has added Goals to the Plan, Users may edit the Goal language, but
may not delete nor reorder the Goals.

Strategies

The next step is to add Strategies. You may add as many Strategies as necessary to successfully
achieve your Goals. To do so, click the Add Strategy link in the Goal Preview section.
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¥ Goal STRATEGIES: ACTION STEPS:
ReadingLanguage Arts 2 2 lncnmnlete 1 of 4 Complete &k
Proficiency Add Strateqy Crier Strategies =+ TASKS:

A 0f 8 Complete

Status: Accepted 452772010

Wiew History

By 2012, all students currently in "falls far below” andfor"approaches” will increase in read
state standards exams.

SEA Resources available: 1

The Strategy entry screen will appear.

Add a Strategy

Instructions/Description

Title: * I
spell Check
Description:
p
Spell Check

Save | Save and Add Another | Cancel |

For each new Strategy, enter a short Title as a reference for the activity you are describing. For
the Description, you may be more specific about what will happen and who will participate.

When you are finished, press Save to continue or Save and Add Another to add additional
strategies for this goal.

Once a Strategy is created, you can modify it by clicking the Strategy title link on the Plan
Overview screen.

+ STRATEGY
Implementation of new Reading Program

ACTION STEPS: 2
Add Action Step Order Actions

Implement "Eager to Read™ program in grades K-5 and track success of implementaticn and impact on reading
achievement.

Action Steps

After you create a Strategy, you can add specific Action Steps that outline what needs to be

done. Action Steps should be reasonable steps needed to accomplish a Strategy, leading to the
achievement of a Goal.

On the Plan Overview screen, in the Strategy box, click the Add Action Step link.
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The Add an Action Step screen will appear.

Goal

L_|:I-J|I.-I_,l:,'

Edit a Plan Action Step

Instructions/Description

Title: * EPD for Teachers & Leaders
Description:; * IPlan PD schedule for staff and
lprincipal including job-embedded,

jon-going PD activities

Start Diate (mmédd/yyyy): * jgg)."_ar]_l.'zg 10
End Date (mmyddiyyyy). © :.:-ICI,I' 15,2010
Timeline Notes: |Review at weekly staff meetings & adjust as needed

Requires Funding?:

Audience: -;A__J_ Excellence
[Elementary teaching
|staff

Estimated Cost: (5) In

The fields with * are required. If the Action takes place over a long period of time, you may
want to add Timeline Notes (e.g. Once per week for 10 weeks.) If the Step requires funding,
enter an Estimated Cost. You will come back later to specify the budget source(s) and Actual
costs. All Budget amounts assigned to Action Steps total up to the Strategy and Goal levels on
the Plan Overview.

Scrolling down the page, you may check one or more Tags to appear on the Action Step. Tags
designate special programs or populations that are associated with the Action Step (e.g.
Professional Development (PD) or English Learners (EL).) Putting Tags on Action Steps allows
you to filter the plan for specific designations in the Plan Overview. For example, you may want
to see all of the PD activities throughout the plan in order to organize the year’s PD schedule for
the school.

Finally, you may check one or more persons who are Responsible for implementing this Action
Step. A list of everyone associated with your plan will appear for you to check off the
appropriate names.
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Tags v
r
-
r
r
-
B SIG |

Fespaonsible:

I Adarn Adrmin

" Beth Anselmi

I Patti Crotti

I Andrew Davidson

I Don District

Click Save to continue or Save and Add Another to add additional action steps to this strategy.

Below is an explanation of each field on the Action Step detail screen.

Title Short title of the Action Step. Maximum characters is 50.

Description Detailed description of the Action Step. Maximum characters is 1000.
Start Date / End These dates will be graphed on the Timeline and will trigger reminder
Date icons on the Plan Overview to show which Items need attention.
Timeline Notes (Optional) Notes that will appear in the Timeline regarding the

regarding this Action Step. Maximum characters is 250.

Requires Funding Check this box if the Action Step requires funding.

Audience Use this field to enter who would need to attend any Professional
Development activities, if necessary.

Estimated Cost The estimated cost of completing the Action Step. These amounts feed
the Budget Summaries, and total up to the Estimated Costs for each
Strategy and Goal. When you add the Actual spent for the Action Step,
that will also be reflected in the total budgets for each Strategy and
Goal.

Tags Check the appropriate tags that apply to the Action Step. These tags
are used for filtering purposes on the Plan Overview and when
generating reports.

Responsible Designate one or more person responsible for the implementation of
this Action Step.
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Action Step Overview

Once an Action Step is created, the Action Step Overview is displayed. This screen allows you to
add additional information to the Action Step, such as Status Updates, Tasks and Budget Items.

iy w\ Academic Excellence District -
AX Improvement Plan

STATE GOAL: Readingd anguade Arts Proficiency

“+ STRATEGY: Cnline Support for Teachineg Reading

~ ACTION STEP: PD for Teachers in Using Online Group P\ 1

Details ‘ Status Updates Tasks (3) Budget tems Budget by Source

m
=

Description Al teachers will receive training on accessing and participating in online learning
communities. Discussion groups will be setup and subscription to appropriate groups will be
provided.

Current Status [N PROGRESS Update Status

StarkEnd Dates  11/192010 - 02472011
Responsible  [sabelle Improvemernt

Reqguires Funding ko

Estirmated Cost §500.00

This is where the Plan implementers will come in to update their progress toward completing
the Improvement Plan, adding Status Updates, marking Tasks as Completed, and recording
Actual Budged amounts spent.

On the Details tab, click the Update Status link to make an update to the action step status.
Select a new Status and enter an optional Status Note. Click Save.

» ACTION STEP: PD for Teachers in Using Online Group
Update a Plan Action Step Status &

InstructionsDescription £

Status: * Iln Progress vI
Statuz Mote: Online community set up. PD has been offered once,

needs followe-up offerings.

On the Status Updates tab, PMT will keep track of the date of each update, who entered it, and
what the status was at that point. This provides a chronology for all Plan viewers to note
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progress and results of actions taken. The Status Updates are intended not only to report on
progress toward completion of the Plan, but also to provide a thoughtful review of the effect of
Actions taken, and any adjustments recommended to accomplish the Goals. Describing in detail
what has been done, what the effects have been, and what will be done next will strengthen
your Plan.

~ ACTION STEP: PD for Teachers in Using Online Group Hl#

Details ‘ Status Updates ‘ Tasks (3} Budget kems Budget by Source

T Update Status

PERSOH DATE STATUS STATUS HOTE
Don District 021172011 In Progress Cnline community =et up. PD hasz been offered once, needs follow-up offerings.
Don District 021172011 Mot Begun

Tasks

Once an Action Step is created, you may want to break it up into smaller, specific Tasks.
Although creating Tasks is optional, you may find them helpful to keep track of who is
responsible for each part of the Action Step implementation. Tasks will appear in the Plan
Overview with their due dates to help keep you on track for implementing your Plan.

Click the Tasks tab on the Action Step page to view existing tasks or create a new task.

~* ACTION STEP: PD for Teachers in Using Online Group Fl#
Details Status Updates | Tasks (3) | Budget tems Budget by Source
Currert Status I.E\.n:ti\-'e "I Update Status | Rearder Tasks = Add Task
HO. TASK DATE STATUS RESPONSIBLE
ID Coardinate with IT 12172010 Completed Izakelle Improvemert 1
Cortact IT to set up community [District)
|1 Set up muttiple PD sessions 0102011 Completed Izabelle Improvement 1
and create online registration [District)
|2 Setup for PD 0142872011 In Liza Lea (District) -
copy materials, st up lakb, etc. Progress

You may reorder the tasks by adjusting the order number on the left and clicking the Reorder
Tasks link at the top. To view Retired tasks, select Retired in the Current Status menu and click
Update Status. Click Add Task to add a new task to the action step. Fill out the required fields
and any other details such as the person responsible for the task.
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= ACTION STEP: PD for Teachers in Using Online Group
Add a Plan Task #

InstructionsDescription for Task #

Title: * I

Description: *
e
Status: * IWZI
Due Date (mmidcisyeyey I
Responsible: - Acdam Admin
I™ Beth anselmi

I™ Ursula Bischott
[ Fon Burgundy

I patti Croti

™ andrew Davidsan
I Don District

[ Don Draper

[ isabele Improvement
7 Liza Lea

™ Wary Math

I™ Ranrie Reads

I Ed special

Save | Save and Add Another | Cancel |

Click Save or Save and Add Another if you have additional tasks to add to this action step.

Action Step Budget Items

If your Action Step requires funding, you can estimate costs, and budget from which funding
source the money will be applied. To Add a Budget Line Item, select the Budget Items tab on
the Action Step Overview screen and click Add Budget Item.

“+ ACTION STEP: PD for Teachers in Using Online Group Flle 1)
Details Status Updates Tasks (3) | Budget items | Budget by Source
Current Status I.ﬂ.dive v| Undate Status I 3 add Budget ltem

The Budget Item detail page will appear.
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Budget by Source

Funding Source Budgeted ($} Actual($) Balance($)

TOTAL FUNDS: F0.00 F0.00 F0.00

Add Budget Line Item

Funding Source

[IDEA - 0310 =1

Cluantity™

|
Linit Cost™ I
Actual Cost I

Description:™

Justification:

Submit I Save and Add Anather I Cancel I

At the top of the screen, a table of funds already allocated to this Action Step is displayed to
help you determine where to pull the funding from for your new Budget Item. (This information
is also displayed on its own tab on the Action Step Overview). Below that, you can choose your
Funding Source (see Budget section later in this Guide) and enter the Quantity of what you are
purchasing, Unit Cost, Actual Cost, Description and Justification (if needed).

This amount will show on your Action Step Overview, and the total amounts allocated for all
Action Steps will roll up to the Strategy and Goal levels of your Plan.

When you complete the Action Step, you can return to each Budget Item to record the Actual
Cost of the activity. PMT will track what funds you have available, what you have estimated will
be spent throughout your Plan, and what you actually spent.

Budget

The Budget section provides an area where you can identify all available funds that you will use
to complete your Plan. You can view your complete budget by clicking on the Budget link under
the main navigation tabs.

WestEd's Planning and Monitoring Tracker

File Cahinet

Improvement Plan Budiget Timeline

The Budget Overview screen will appear.
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5 ‘:w_’\_ Academic Excellence District -
QU,'\@/ Improvement Plan

Budget

Show Year:
[2009 - 2010 Schoal Year x|

Funding Plan add or Edit Funding Source

Funding Source Status Total All i %) Budgeted ($) Actual ($) Balance ($)

IDE&, F35,000.00 1,700.00 $1,360.00 F33,540.00

TG §1,500,000.00 $141,000.00 $3,200.00 1 496,500.00

Title | ARRA (Recovery) $168,000.00 §8,250.00 $8,350.00 $159,650.00

Title 1-4 F472,000.00 $100.00 F100.00 171 ,900.00

Title 1-Z $138,000.00 F10,000.00 0,00 F139,000.00

Title II-C ARRA F35,500.00 000 F0.00 $35,500.00

Title: 11l $120,000.00 F&,500.00 F&,300.00 111, 700,00

TOTAL PLAH FUHDS: $2,172,500.00 $169,550.00 $21,310.00 $2,151,190.00

The Budget Overview allows you to select the desired school year using the dropdown list. The
existing funding sources, along with their Total Allocations, Budgeted and Actual amounts, and
remaining Balance.

To add a funding source, click the Add or Edit Funding Source link at the top of the screen. The
Add Funding Amount screen will appear.

Excellence Elementary School -
Improvement Plan Budget

Edit Funding Amount

Enter each funding source and amount of funding available to your district. This will help you build a budget for your specific actions.
*=required information

Year®

| 2009 - 2010 School Year |

Program®

Amount*

[

Save | Cancel |

Choose the Year and Program from the dropdown lists, then enter the funding amount. When
finished, click Save to continue. As you continue to add Funding Amounts, your Total Plan funds
will reflect all sources available for your Plan.

Printing the Plan

LAST UPDATED : Erin Carter 0S04/2011 240 Phi
STATUS : In Progress
FROGRESS : 0 % (0 of 2 Action tems Complete)

-J Flan M Plan -J Implementation Checklist
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You can print the Plan by selecting any of the options at the top right of the Plan Overview.

PMT will generate a report that includes any filters that are currently active. So if your Plan is
currently filtered to just display the Goals and Strategies with Action Step statuses of

‘Complete’, that is what the report will display.

There are two reports available: one of the entire Plan Overview (available in PDF and Word),
and an Implementation Checklist report, which shows the Status history of each Action Step

If your Plan Overview has active filters, you will see a Clear button next to the Update button.

Simply click the Clear button to remove any filters and display the entire Plan.

After clicking the Plan PDF link, your browser will download a PDF of the Plan. The download
location and how you access the PDF will depend on your individual browser and download

settings.

An example of the Plan report is shown below.

The Plan title and status information is shown at the top, followed by the expanded view of the

Goals, Strategies and Action Steps.

IMPROVEMENT PLAN PROGRESS: 18%
Academic Excellence District - {7 of 38 Action Htems Compiete)

The tollowing rapart s litered by aotwe fteme, 3l statuses, 3l funding souross, and a Gge.

04 LEA Plan Requirements
Evidence requests for this Goal include all required documents to be attached to your LEA Plan.

Sams n Progress 11/2/2010 Filing Cabinat Count 2
G0AL  Mathematics Proficiency

By 2012, all students cumently in “falis far below” andior ‘approaches” wil increase proficiency in mathematics by15% as measured by state
standards fests. Submitted, but st edited by LEA Admin

Shms Accepted 2242011 Filing Cabinat Count 2 Estimated §10.800.00
SEA Resoarrces Available 1 Budzerd $6.800.00
Actal $8.460.00

sTRATEZY  NCTM E-Conference Participation

The LEA will spensor participation in NCTM E-Conference workshops for each middle school mathematies department.
Stats Mot Reviewed 1/12/2010 Filing Cabinet Count 0

ACTIONSTER  Evaluate Effectiveness of Implementation

Review student performance in whers strategies impl & compare with jons & teacher
surveys/reports of implementation_ s this efiective FD? Are these effective practices? What could be done to mprove
process?

Persons Responsitle  |sabelle Improvement

Stams In Progress 02/18/2011 Filing Cabinet Couzt 0
Stan Dane 021112011 EmdDae 05202011
Tags PD. Eval

ACTIONETER  Follow-up Math PLCs

Establish & monitor PLCs for parficipating teachers o share implementation and efectiveness of practices leamed in E-
workshops.

Persons Respoasitle  Mary Math

Stams Not Begun 021187201 Filing Cabinet Couzt 0
Start Date 02012011 End Date o2i11/2011
Tags FD

Plan Modifications

After you finish entering your Plan, you may go back at any time to make edits to a Goal,

Strategy, Action Step or Task through the Plan Overview.

Once all Action Steps for a Strategy have been marked as Completed in the Status Update

screen, the Strategy Status changes to Completed as well.
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The status history of all action steps are shown in the Implementation Checklist report.

This can be a useful report for the Implementation Team to keep track of progress, or to show
to Stakeholders who want to see what steps the school has taken toward improvement.

Attaching Documents

Wherever you see the paper clip document icon in the plan, you may access documents you
have uploaded and/or attach a new document. If a plan component has documents already, a
number will appear next to the document icon. Click the Attach Document button to begin.

» Goal STRATEGIES: ACTION STEPS:
Reading/ anguage Arts 2,2 Incomplete 1 of 4 Complete B 1 Overdue
Proficiency Add Strateqy  Order Strateqies = TASKS:

7 of 13 Complete

Estimated : $1,000.00
Budgeted :  $250.00
Actual @ $350.00

& 3 ‘

If documents have already been added to that area, they will appear on the next screen. If the
Plan area has evidence requests, these will be shown. If you would like to add a document,
click the Attach Document button next to either the evidence request or the Other Documents

option.

PR, Academic Excellence District -
WX’ Improvement Plan

Goal: Reading/Language Arts Proficiency
Inventory of Program Documents

1512 ARRA Report & 1 1512 ARRA Report

TITLE

mare weeks by a teacher who is not Highly Qualified.

Other Documents

UPDATED BY SCHOOLS TYPE OPEN
1512 ARRA Report 0z2r152011 Don District (District) file: [  District Profile.doc
(21.5 KE)
4 Week Letter &+ A copy of all the current school year letters informing parents that their child has been taught for 4 or

TITLE UPDATED BY SCHOOLS

Evaluation Protocol.doc 09M 02010 Libkry Rognier (WestEd)

(State)

prEart] - protocoldoc OE/2852010 Patricia Principal

[Schoal)

Excellence Elementary School

TYPE OPEN

file

file

(M  Protocol.dec (19 KB)

(M  Protocol.dec (19 KB)

If attaching documents to a specific evidence request where documents have already been
uploaded, you will first go the evidence request page showing description/instruction for the
requested document and a list of all areas of both planning and monitoring where that request
is made. All documents previously uploaded for the request will appear below. To upload

additional documents, click the Attach Document button.
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Academ_ic Excellence District - -
Reading/Language Arts Proficiency

FILE CABINET: Evidence Requests

Evidence Request Detail

1512 ARRA Report &+ 1512 ARREA Report ASSOCIATIONS

Eeadinod anguace Arts Proficiency
OPEH TITLE TYPE UPDATED BY
¥ | 215KB 1512 ARRA Beport file: 02152011 Don District (District)

If uploading a document for a specific evidence request, the Attach a Document screen will
display the evidence request name and description as well as all areas of planning and
monitoring where the request is made.

ﬁ Academic Excellence District -

Evidence Request: 4Week Letter

Attach a Document

4 Week Letter ASSOCIATIONS
Ca05: HO Teacher Procedures

A copy of all the current school year letters informing parents that - .
their child has been taught for 4 or mare weeks by ateacher who Beading/Langusge Ats Proficiency

iz not Highly Gualified.

The Attach a Document screen provides four ways to add documents to the plan.

This documentis @ @ pew File  Chaose File | Mo file chosen File zize limit: S00 ME
Alloweed file types docx doc | xlsx xls, pdf

" Existing File
C Link to a web page URL: |

 Hard copy reference only

e Add a New File by browsing your computer and selecting the file to add. Provide a Title
and Description. The default for the Title is the file name but you may uncheck this to
create your own. Be sure to include file types that are generally able to be opened on
most computers: Microsoft Office applications such as Word and Excel, PDF files and
text files. If you have files in a software format not available to most users (Photoshop
or design software), please convert to a PDF file.
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e Selecting an Existing File that has already been added by the LEA or School to the LEA
File Cabinet or School File Cabinet. Only documents (including links and hard copy
references) that have been provided by your organization will be available for selection
to attach to a new item. Select Existing File, then click the Browse button. You will see a
view of the entire LEA file cabinet. You may select one or multiple documents by
checking the box to the left of each document title. Click the Review button at the
bottom of the screen to confirm the selected documents. Then click Attach to save.

e Link to a web page may be selected if your evidence is already available for download
online or if your evidence is the webpage itself, such as an area of your district website
where parent notifications are available. Add a URL, including “http://” to create the
record. Provide a Title and Description of the web link.

e Add a Hard copy reference only. Select the Hard Copy Reference Only option to indicate
that you are not uploading a document but have documentation for the item. You may
note that the evidence is available by adding a title and checking the Hard Copy
checkbox and then indicating in the Description field if the document is available for
review in person (such as in the event of an onsite visit).

Here are some reasons why you might use the Hard Copy Reference option:

0 It contains student-identifying or otherwise sensitive information. This type of
document should not be uploaded to the system.

0 It may be in progress, but not yet complete. In this case, you may include a date
on which the document will be available for review.

0 It may not be electronically available. Documents with signatures or other
handwritten information cannot always be scanned.

0 It was created by an application that is not supported by the state, such as a
graphic design application or data analysis tool. In many cases, these files can be
converted to or saved as a more common file type for upload (such as PDF) but if
not, a hard copy reference may be used instead.

File Guidelines

Acceptable file types and sizes are displayed on the Attach Document screen for guidance. If
you upload a document that falls outside the criteria displayed, an error message will result.

This document is a ' New File | Browse... | File size limit: 50 MB

Allowed file types .docx, .doc, xlzx, . xlz,.pdf, . txt
The file enterad is an invalid file type

' Existing File

 Link to a web page URL

 Hard copy reference anly

Title I".-'-.I'D rkflow vsd

¥ Use Filename
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Draft documents

Check the Draft box if you would like to block state staff from downloading a document before
it is ready for review.

Documents uploaded by School-level users will be automatically set to Draft, allowing district
staff to review the documents and update the draft status before state staff may access the
documents.

Please note that documents set as Draft (manually by District users or automatically for School
users) will need to be individually un-checked as Draft before they may be reviewed by the
state. This can require a lot of manual clean-up so it is encouraged to use the Draft status
sparingly. If you have a School user who will be contributing many documents to the District’s
monitoring instruments, you may wish to set the user up as a District-level user instead so that
Draft documents do not need to be individually updated later.

School Associations

A list of schools in the district appears at the bottom of the upload screen and you may create
an association with a specific school site for a document that is not representative of the entire
district. District users may check off one or more schools to associate with a particular
document. School users may select only the school(s) they have access to and must select at
least one.

Depending on how many schools are in the district, you will see one of two views.

If all schools fit onto the bottom of the screen, they will all appear with checkboxes to select.

Thisis aschool 7 adelanto Elementary
dREUMENt T M Coiumbia Middie
I Desert Trails Elementary
I Donald F. Bradach Elementary
I Eagle Ranch
I George visual and Performing Arts Magnet
I” Mesa Linda Middle

If all schools do not fit onto the bottom of the screen, the list will appear with a scroll bar and a
search tool will also be provided.

Check the box for the school(s) the document relates to.

This is a school
HORTERTT Mo schools selected [ _seareh

[~ 4thStreet Primary Center f’
[T Abraham Lincoln Senior High
[T Abram Friedman Occupational
[ Academia Avance Charter
[T Academia Semillas del Pueblo
[T Accelerated
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When all fields for the Attach Document screen have been completed, click the Attach link at

the bottom of the screen to save.

Accessing Documents

All documents uploaded to PMT by the district will be contained within the File Cabinet,
accessed by selecting the File Cabinet tab on the top navigation. To view specific documents for
an individual plan or monitoring element, click the Attached Documents icon in that area.

ﬁ Academic Excellence District -
File Cabinet

All Documents Evidence Requests Only

Show [All School Years j | All Uploaders

29 District Documents

[ |

| Monitoring And Plan Docs j | Show All Docs j All Schoals

Clear Fiters

OPEN TITLE
W | 215KB 1512 ARRA Report

1821 KB 8 2 5_releaze_tickets xlax
[# | 19 KB 301 Plan

301 Plan adopted by District 104505

""J 146 MB AccelerratingAchvmt.pdf
W =S16KB POST REVIEW Affirmation of Consultati
—J 138 MB Approved plan_with Board Signatures.pdf

Signature sheet from the Board

14.07 KB Assessment Plan Sign Off.docx
Copy of the Assessment Plan approved by the board

TYPE

file

file

file

file

file

file

file

UPDATED

02120

o2M 2011

06032010

032672010

02720

02 ez011

02 ez011

BY
Cion District (District)
Dion Draper (District)

Dion District (District)

Andresy Davidzon (WestEd) (State)
Erin Carter (Wested) [State)

Don Draper (District)

Don Draper (District)

EVIDENCE REQUEST

1512 ARRA Repart

301 Plan

Atfirmation of Conzuttati

The main File Cabinet has two separate views: All Documents and Evidence Requests Only. The
All Documents tab has all documents currently uploaded into the file cabinet for either Plan or
Monitoring activities, including specific evidence requests and files atttached to the Other

Documents area. Data displayed includes:

e File size and file type icon
e Title and description

e Type

e Last Update

e last Update By

e Evidence request name (if applicable)

You may sort the File Cabinet contents by Title, Type, Last Update or Last Update By. Click the
column title to sort by that criteria. Click again to reverse the sort.

The text search will search for any words or part of word in the document Title or Description

fields.
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Document icons

Some documents might have icons next to the title.

Lock icon: o Documents with the Lock icon are attached to monitoring items that have been
reviewed and have a status of Meets Requirements. These documents are locked from editing
to provide a archive of what was used to determine compliance for that item.

Drafticon: ' Documents with the Draft icon have been set to Draft mode by the
uploader or document editor. State users may not download these documents.

Post Review icon: POSTREVIEW. pocuments with the Post Review icon are documents
uploaded after the instrument status has been finalized by the state reviewer. These may be
documents that the LEA has uploaded to respond to state findings.

Evidence Requests

From the main File Cabinet view, the Evidence Requests tab shows all evidence requests in the
system across both Plan and Monitoring activities. These include specific evidence requests for
monitoring items and state goals.

ﬁ Academic Excellence District -
File Cabinet

Q | GO |
All Documents | Evidence Requests Only |
Show [2009 - 2010 School ‘r’earj | Al Uploaders j [Monitoring and Plan Reguests j
49 Requests, 9 Documents = Print Page
1512 ARRA Report & 1 1512 ARRA Repart ASSOCIATIONS

Eeadingil andguadge Atz Proficiency

301 Plan

4Week Letter

Affirmation of Consultati

Child Find Activities

Community language profile

Each school district shall develop an azsessment plan for its performance based
compensation system and submit the plan to the department of educstion by December
M of each year. & copy of the performance based compensation system and
azzessment plan adopted by the school district governing board shall be included in the
report submitted to the department of education.

A copy of all the current school year letters informing parents that their child has been
taught for 4 or more weeks by & teacher who is not Highly Gualifiscd

The completed Atfirmation of Consultation form for each not for proft private school with
inthe houndaries of the LEA.

Documentation of Child Find Activities.

Community language profile

ASSOCIATIONS
A-5: Performance Based Compenzation
System (301 plan)

ASSOCIATIONS
C4-05: H@ Teacher Procedures
Readinal anguage Arts Proficiency

ASSOCIATIONS
A-1: Atfirmation of Consuttation with
Private Schools

ASSOCIATIONS
LEA Plan Requirements

ASSOCIATIONS
High School Graduation

Click the document icon to access documents already uploaded for an evidence request or to

upload files into an evidence request from this tab.

The Associations column of this tab shows which monitoring items or plan goals the request is
attached to. You may click the link to go to that monitoring item or that plan goal.
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Editing and Deleting Documents

From the File Cabinet view, click the Title of a document to view the Edit form. You may update
a file if you have a new version by clicking the Replace link. Browse and locate the new
document for upload. You may also edit a URL provided for a Web Link.

You may change the Title, Description and Draft status on this screen.

Details for Board_meeting_agenda_10_12_2009.pdf

Filename | Board_meeting_agenda_10_12_2009.pdf (269 KE) Replace 4 Download

Type  file

Tt |Board_meeting_agenda_10_12_2009.pcf

Description

I Dratt

Below this section is some information about the document, including last update date/time,
the type of user who uploaded the document and the number of times that the document was
downloaded by any type of user (school, district or state).

Updated 32472010 11:33:03 Akt
Original User Type  District

Downloads  None

In the Associations section, you may view the document’s associations: with Plan Goals,
Monitoring Items or Evidence Requests. You may remove a document’s association with a Goal
or Monitoring Item by clicking the remove link next to the element. This removes the document
association with that component but not from the file cabinet.

Associations (1)

ITEM TYPE TITLE REQUESTED BY

EVIDEHCE LE&, “I-EL 19, %I-HE 14, I-BA5P 02, I-ITG 02, 1-EL 04, %l-hd 15, 1-bd 02, 1~ remove
DEFIHITION Plan ITG 04, I-CE 03, %I-HE 16, 1-ha 04, -k 14, 1-ka 03, 1-EL 08, 1I-h 0E, 1-
1Tz 05, -ITE 01, P=ha 141

Schools ()
=4k Add Schools

Save| Cancel Fermuove DDCI

You may also add or remove school associations in the Schools section.
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To save any updates, click the Save button at the bottom of the screen.

To delete the entire record, click the Remove Doc button at the bottom of the screen.

Retiring Plan Elements

Your PMT Plan is a continuous action plan. Some Goals, Strategies and Action Steps may be
carried over year to year, some may be completed or no longer valid. Once a plan element is no
longer a current reflection of your year’s work, you may wish to “Retire” it from view in your
ongoing plan. Any element added by the LEA may be retired. (State assigned Goals may only be
retired by the SEA.) Retiring any element automatically retires everything below it in the Plan:
Retiring a Goal also retires all associated Strategies, Action Steps and Tasks. Retiring an Action
Step also retires its Tasks, but leaves the associated Strategy and Goal unchanged. Once an
element is Retired, it may be viewed by selecting the Show Retired filter at the top of the plan.
Any retired element may also be re-activated and brought back into the current plan, along
with all of the retired elements below it.

To retire a plan element, click on the title to go to the edit page. You will see the Retire button
next to the Save and Cancel buttons.

Edit a Plan Strategy
Instructions/Description

T Mew Reading Program

[The LEA wil implement a new reading program for elementary struggling readers in each school [
in need of mprovement,

Save Cancel | Ratira | Unable to delete this item because it 5 associated with other #ems in the system

refurn to Plan

After you confirm that you want to retire the element, it will be removed from active the plan.
To Re-Activate retired elements, select the Show Retired from the filter list at the top of the
plan. You will see all retired elements.
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¥ Collapse Qutline Show [ Retred =] m Suituies  *| | Al Fundieg Soutces > |AiTags | WUpdse | Ciar Fiers |
- STRATEGIES: 4. 1 - AETION BTERE: 0 of B e =
Bradralangusas Aty Agd Stepiegy Deder Slrmisoiy TASH i s §3
Proficieny %3

b BTRATEDS
RETIRED] My A sching Fregram

]

Select the title of the element you wish to re-activate to go to the edit page. You will see a
history of who retired the item and the date it was retired. Click on the Activate button to place
the element back into your current, active Plan. Any associated elements that were retired with
this item will also be activated. You may retire them individually, if you don’t want them in your
active plan.

Edit a Plan Strategy

Instructions/Description

This Strategy was retired on 09/22/2010 by Don District (District). Meed to put this back in the active plan? Activate
Title: * Mew Reading Program

Description; "The LEA will implemeant a new reading program for elemeantary strugging readers in @ach school in need of mprovemant
Cancel Unable to delete this item because it 5 associated with other lems in the syslem

return to Plan

Once you return to your Plan, change the filter back to Active to see that the element has been
restored to Active status. The Active view of the plan is the default view, which you will see
each time you login to your plan.

Submitting Goals for SEA Review

If your state has required Goals that are submitted for Review by the SEA, you will see the LEA
Submitters and SEA Reviewers listed at the top of your Plan Overview. District Administrators
may click on the pencil icon next to the LEA Submitters to designate new submitters. (SEA
Reviewers are set by the SEA.)
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bk, Academic Excellence District -
WX’ Improvement Plan

LEA Submitters: - Don District, lsakelle mprovement
SEA Reviewers: - Erin Carter (Wested), Libby Rognier (WiestEd), Likbky Rodnier

Above each Goal Description is a Status indicator for each Goal. (All Goals are initially marked as
“In Progress.”) The View History link allows you to see a record of any status changes, including
who made the change and the date, as well as any comments about the status change.

By \ Academic Excellence District -
Return to Plan

Status History

Person Date Status Goal Status Update Hotes
Libky Rognier (vestEd) 0402772010 Accepted Looks good!

Don Cistrict 0402272010 Submitted for approval

Ldministrator Administrator 100052009 In Progress

If you are a designated Submitter for your LEA, you will also see a Submit Goal link for all In
Progress Goals. Click on this link to change the Status of your Goal to Submitted, and add a
comment to the SEA Reviewer. You will also see the Status History on the Submit page.

Once your Goal has been Submitted, your SEA Reviewer(s) will receive an email telling them it’s
ready for Review. After review, you will receive an email once it is either Accepted or marked
Needs Further Action, and the new Status will appear on the Plan Overview. If the Goal is
Accepted, the Submit Goal link will disappear. If it Needs Further Action, the Submit link will be
reactivated.

The Status of each Goal also appears on your LEA Overview page. You may click on the Title of
the Goal on the LEA Overview to go directly to that portion of your LEA Plan.

Monitoring Overview

For each monitoring item, you may enter a status and comments for a self-review, and upload
the evidence you are providing to the state. The status and comments may be used for internal
communication by district staff until the conclusion of the onsite visit, at which point it is
available 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.

Select the Monitoring tab to view a summary of all instruments and items associated with your
district. The Instruments tab displays a list of the instruments the district is participating in and
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their statuses. The last time the instrument was updated on PMT by any district user also
appears. The instrument’s Team Leader, District Submitters and State Reviewers are listed. If
any monitoring roles remain unassigned, they will be highlighted if you have access to edit
them. The total number of instrument items and how many items a district user has designated
as not meeting requirements appears on the right.

‘\;f/ Ace Test District -
Monitoring
Instruments ltems View SEA Findings
INSTRUMENTS STATUS LAST UPDATED TEAM LEADER DISTRICT SUBMITTERS  STATE REVIEWERS TOTAL / HOHCOMPLIAHT
Annual Submissions In Progress O6M 62010 oia
Mot &zsigned Mot &ssigned Administrator Administrator
Cyele 1 In Progress 09352010 7io
Mot &zsigned Don Draper First-7187 Last-5957
Cycle 2 In Progress 09M 32010 gi0
Mot &zsigned Mot &ssigned First-9330 Last-3211
English Learners {EL} In Progress 0952352010 2200
Mot &zsigned Mot &ssigned Erin Carter (Wiested
Technology Plan Meeds Further Action 0952152010 1402
Administrator Administratar Don Draper Erin Carter (Wested

To view the Instrument Overview for an instrument, select the Instrument name on this page or
on the LEA Overview screen.

The Items tab shows all monitoring items currently assigned to the LEA. You may sort by a
particular program or item status, such as filtering to show only non-compliant items. Click the
item name to go to the item response page.

\;f/ Ace Test District -
Monitoring
Instruments ltemns Yiew SEA Findings < Export Al (xls) = Print Al pdf)
Show | All Prograrns j IAII Statuses j Update |

ITEM INSTRUMENT STATUS DUE DATE LAST UPDATED
©1-1 LEA Parent Involvement Policy Cyole 1 In Progress 1200172009 084352010
21-3 Tl Schoal Parent Inv. Palicy Cycle 1 In Progress 1200152009 0901352010
©1-4 Tl School Parent Iny. Policy Cyole 1 In Progress 1200172009 084352010
£1-5 T1 School-Parent Compact Cycle 1 In Progress 1280172009 084352010
C1-6 Homeless Education Palicy Cycle 1 In Progress 1200172009 091 352010
£1-7 Homeless Education Lisizon Cycle 1 In Progress 1280172009 084352010
21-5 Homeless Education Dispute Procedure Cyele 1 In Progress 200172009 0901352010

Assigning District Submitters (LEA Admin only)

The Team Leader, State Reviewers and District Submitters are assigned to each instrument for a
district.

Your Team Leader is the primary contact for onsite-related questions and issues. State
Reviewer(s) are assigned to individual instruments, and may review instrument information
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before or during the onsite visit. State Reviewers determine whether the evidence presented
for review meet requirements for the item. Although all state users may view your monitoring
information, the state reviewers perform the actual review and enter findings.

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. They are assigned by a district administrative user.

Your assigned instruments appear on the Monitoring Overview screen, with Team Leaders,
State Reviewers and District Submitters designated. If no one has been assigned to a role, “Not
Assigned” will appear. Click the edit icon to change the district assignment for that instrument.

DISTRICT SUBMITTERS

Mot Assigned

A list of all district users will appear on the left side of the screen in the Available section.
Select any number of users and click the Assign button in the middle to add them as
Submitters.

Assign Submitters

Available (4) Search Assigned (1)
HAME - ORGANIZATION
Assign == HAME - ORGAHIZATION
™ Mary LEA- Cycle D Sample, Demo District
Cycle O Test User- Cycle D 5 I
[T Mew User- Cycle D Sample m‘ - o R e

[T testuser- Cycle D Sample

[T TestUser- Cycle D Sample

To remove an assignment, uncheck the box next to the user’s name in the Assigned section and
click the Remove button.

Monitoring assignments may also be made on the Instrument Overview screen or on a user’s
account in User Management.

Instrument Overview

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.
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e 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.

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

e 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.

e 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.

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

i Ace Test District =) Brint Instrument Report
Technology Plan Wiew Status History
Instrument Overview 3N 3
Status: Meeds Further Action Team Leader: Administratar
Administrator
Criteria Questions: None Submitters: Don Draper
Reviewers: Erin Carter (wWested)

State Item Status Due Date
Meets reguirements: 10 0510172010
Dioes not meet requirerments: 2 Last update: 3/27/2010 4:35:28 PM 09/27:2010 - 09/30/2010
In progress: 1 by Carter (Wested), Erin
Mot Monitored: 1

Eﬂ!il Ace Test District
A1 Test School - 095295201 0-08/2952010

Self Review
» Expand Outline

» Technology Plan #1 Introduction 4 of 5 completed (2 nat in compliance)

» Technology Plan #2 Needs Assessment 1 of 1 completed

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.

You may print an Instrument Report by clicking the link at the top right of the screen. The
report contains information about the instrument—including the content of the item
indicators, the evidence guidance, and legal citations—as well as a count of documents and
comments in each monitoring item. The district’s self-review item statuses and comments will
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appear while the instrument is still In Progress or Received. After a state review of the
instrument, the district will also see the state review status of each item and any findings that
have been written.

Comments by SEA

Communts by LEA

V1. CPPORTUNITY AND EQUAL EDUCATIONAL ACCESS

VI-EE 5: EE Opportunity

Meets Requirements
In Progress

LEA programs, activities, and student clubs are available to all persons without regard to sex, sewual orientation,
-, ethnic group identification, race, ancestry, national origin, religion, color, or mental or physical disability.

gender,

{5 CCR 4926, 4960[a])

5.1 The LEA monitors compliance with any and all rules and regulations. (EC 260)

5.2 Al student clubs have equal acress to facilites and a fair opportunity to meet. {5 CCR 4927)

5.3 No course or activity is labeled or scheduled which results in the separation of students on the basis of sex,
sexual orientation, gender, ethnic group identification, race, ancestry, national origin, religion, color, and mental
or physical disability, (5 CCR 4540[d])

5.4 The LEA recognizes and eliminates unlawful discrimination. (5 CCR 4900)

5.5 The LEA investigates complaints of unlawful discrimination. (5 CCR 4960[a])
Process for adding new courses

Recruitment strateqgies
Selection criteria

You may view the status history of the Instrument by clicking the View Status History link
below the Instrument Report PDF. This will show all of the instrument status updates, when
they were made and by who.

~ Ace Test District
Monitoring

IHSTRUMENT: Technaology Plan

Status History

UPDATED

0972372010

08/2102010

0972172010

0901372010

BY

Erin Carter (Wested)
Erin Carter (Wested)
Dian Drsper

Administrator Administrator

STATUS
Meeds Further Action
Received
Subnitted

In Progress

If the instrument is part of an onsite review, information about the onsite review is listed on the
Instrument Overview screen. Any sites that are being reviewed for that instrument will appear
with their review date(s).
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Team Leader: Mot Assighned
Submitters: Paul McCartney
Reviewers: CAIS Administratar

Eﬂ!il Cycle A Demo

011022011 - 011422011

Blue Elementary School - 454545454454 -
Q1A 1r2011-011 152011

Submitting Your Evidence to the State

When the district is satisfied that the evidence is complete for an instrument, an authorized
user may submit the instrument to the state for review. This changes the instrument status to
‘Submitted,” and allows the state to begin their review. You may continue working on the
instrument in this status. The current deadline for submission will be communicated to you but
you may submit an instrument at any time. We recommend that you submit your instruments
as they are completed rather than waiting for the due date to submit them all. This will give
state staff more time to review the information and provide feedback before an onsite visit.

Responding to Monitoring Items

The first step in monitoring navigation is to select an instrument from either the LEA Overview
screen or the Monitoring tab. You will navigate to the Instrument Overview screen for the
selected instrument. The top of the Instrument Overview screen contains information about
the instrument’s status, monitoring role assignments and item statuses, as well as last update
and due date information. You may add comments on the Instrument Overview screen specific
to the instrument as a whole by clicking the comment icon at the top of the screen.

= Cycle D Sample
Career Technical Ed (CTE)

Ira

Instrument Overview 1

Status: In Progress Team Leader:  State User Test

Submitters: Cycle D Test User

Criteria Questions: Mone Reviewers: Erin Carter, Andrew
Davidson, Kurt Larsen,
Gary Werhoff

Item Status Due Date

Meets requirements: 2 47272010

Does not meet requirements: 0 Last update: 3/22/2010 3:09:38 P

In progress: 12 by Test User, Cycle D

Mot reviewed: 0
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Criteria Questions

Criteria Questions may be asked as the beginning of working on a Monitoring instrument.
Criteria Questions are Yes/No questions asked to determine the applicability of certain
Monitoring items. If a Monitoring Item has Criteria Questions applied to it and the LEA answers
“No” to those questions, the item will be removed and the LEA will not have to respond to that
item.

If Criteria Questions have not been answered by the LEA yet, they will be asked as soon as you
select the Monitoring Instrument that contains them. Select the answer and click Submit
Answers to save. You may select Not Now to return to the LEA Overview screen to respond to
all items in the instrument.

\:_:r/ Academic Excellenc_e Di_strict -
Annual Submissions

Criteria Questions
“our response to these questions determine the tems you will need to address as part of the Monitoring Instrument.

171 Does the LEA receive ESEA funds?
g Yes o [R1s] o Mare

211z the district a Career Ladder District?
o Yes g [R1s] o Mare

31 1z the LEA & district and not & charter school?
0 Yes o [Re] o Mane

Submit Answers Mot Mo

Under Self Review, the items under each Dimension appear with a summary of the total
number of completed items in each Dimension. Click the arrow next to the Dimension name to
expand the view to see all associated items or click Expand Outline to see all items in the
instrument.

Self Review

» Expand Outline
» L Involvement 0 of 1 completed
» ll. Governance and Administration 0 of 3 complated
» lll. Funding 2 of 5 completed
» IV. Standards. Assessment. and Accountability 0 0f 1 completed
» VIl. Teaching and Learning 0 of 4 completed

The status of the item, number of comments for the item and the total number of associated
documents in the File Cabinet uploaded for that item are displayed in the outline. If the
document icon has a red flag, this means that the item contains required documents.
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Self Review
¥ CDIIEQSE Ctline

¥ L. Involvement 0 of1 cormpleted

|-CTE 1 CTE Advisory Comimittee
Compliance Status: In Progress

v Ill. Governance and Administration 0 of 2 completed

]—

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

Item Response Page

The Item Response page provides 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.

Item Response Page Components
The primary components of the Self Review Item Response page are:

e Self-Review tool

e Monitoring item information

e Legal requirements or references
e State Resources

e Comments

e LEAFile Cabinet upload

You may expand or collapse the Compliance Indicators/Program Item section, the Legal
Requirements section, the Resources section, or the LEA Self-Review section as needed.
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\/ Ace Test District
English Learners (EL)

lI-EL 10: EL Funding Adequate Resources F 3
¥ Compliance Indicators

Adequate general fund resources are used to provide each English learner with leaming opportunities in an
appropriate program, including English language development, and the rest of the core curriculurn. The provision of
such services is not contingent on the receipt of state or federal categorical aid funds.

(20 USC 1703[f]; Castafieda v. Pickard [Sth Cir. 1931] 645 F.2d 983, 1010, 1012-1013)

¥ Legal Requirements (5)

e 20 USC 1703

» Castafieda v Pickard [Sth Cir. 19811 104
» Castafiedav. Pickard [Sth Cir. 1981] 214
» Castafiedav. Pickard [Sth Cir. 1981] 314
» Castafiedav. Pickard [Sth Cir. 1981] 414

¥ Resources ()

The resources below are provided by the SEA to assist you with this compliance itern
e W ELO09-10OPSET
OPSET

Required Documents (1)

LEA Fiscal Records for EIA-

LEP Funds £
LEA Fiscal Records for ¥ +
Title Il Funds
Single Plan for Student ¥ 1
Achievement
Other documents (2} & 2

Potential Lines of
Evidence

* Job Descriptions andfor Duty
Statemnents

* Time-accounting records of single

andfor multi-funded staff (such as
Personnel Activity Reports [PARs])

¢ () English Learners (CDE Wehsite)
English Learners (CDE Wehsite)

“iew Status History
¥ LEA Self-Review [optional) - Edit

Current Status  In Progress

Comments to SEA

Previous ltem | Mext ltem |

Self-Review

The Self-Review tool allows you to make an informational determination of your own
compliance with the item. Start by clicking the Edit link in the LEA Self-Review area.

¥ LEA Self-Review (optional) . Edit

Current Status  In Progress

Comments to SEA

The district user responds to each item by selecting from the following statuses:

o In Progress: indicates that the district is working on the item. This is the default value
for an item with no previous response and can be edited by the user when it responds
to the item.

e Meets Requirements: indicates that the district believes that the evidence is sufficient
to meet requirements for the item.

e Does Not Meet Requirements: indicates that the district believes that the evidence is
not sufficient to meet requirements for the item.
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¢ Not Monitored: indicates that the item is not addressed during this monitoring cycle.

Select the appropriate status from the drop-down menu. Add any commentary to the
Comments to SEA box to support the response. Click Save to record your answer. Click Cancel
to cancel any changes you have made on the screen.

¥ LEA Self-Review

Change Status |In Progress j

Comments to SEA

BV & 9-6- B 7

YWe maintain records for payroll, position duty statements, and semi-annual
certifications per Title 20.

Item Information

Below the self review and Comments to SEA field is the item information content. The
information displayed for the Monitoring Item includes:

e The Compliance Indicators or Program Item is the text of the monitoring item.

e Legal References are the citations that drive the compliance item. The system allows
the SEA to extract specific sections of code to display to users in relation to the
particular item. Click on any link to view the content of the legal reference.

e Resources are files or web links provided by the SEA to the LEA in context of a
compliance item. They may include templates, example documents, links to further
information or other material assistance. Click the name of the resource to download
the file or view the web link.

View Status History

Below the evidence boxes is the View Status History link. Like with the instrument Status
History, you can see the history of item statuses both for the LEA’s self-review and after the
state’s review, the state statuses.
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=R Cycle D Sample
Monitoring

INSTRUMENT: Career Technical Ed (CTEY
+ [TEM: I-CTE 02: CTE Funding Spplications

Status History

UPDATED BY STATUS
11082010 Erin Carter Does Mot Meet
Recuirements
11082010 Erin Carter Does Mot heet
Reouirements
1052952010 Erin Carter Does Mot heet
Reduirements
0032010 Erin Carter In Progress

RESPONSE TYPE FINDINGS

State Findings findings comments here let's try some line returnsihat if | copy and pasted from

Wiord? &nbsp; Like this?

State Findings findings comments herelet's try some line returns

State Findings findings comments here

State Findings

Types of Evidence

On the right side of the item response screen is the document upload section. The top section is
the Requested Documents section. Evidence requests listed here represent specific
documentary evidence requests made by the state for this item. In the example below, the
“Technology Plan Introduction Title Page” is listed as a required document for this specific item.
There may be one or many individual requests listed here, each listed with an Attach Doc

button. Note that there may be no specific evidence requests for a particular item.

Requested Documents (0)

Minutesfagendas of 33C
approving allocations,
proposed expenditures
and centralized senvices

Single Plan for Student
Achievement

Other Documents (0) &

Examples of Evidence

* Annual evaluation results

* Consolidated Application

Beneath the specific requests under Required Documents is the Other Documents section.
Here you may upload any documents suggested in bulleted list below or any other documents
that you are supplying as evidence.

The Attach Document screen will open with the same process as described in the Plan section

of this user guide.
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Accessing Files

All documents uploaded to PMT by the district will be contained within the File Cabinet but may
be accessed in a variety of filtered views.

The most specific view of documents is only documents uploaded for a specific evidence
request in the Requested Documents section, a specific Plan element, or the Other Documents
category for a particular monitoring item. If a number appears in the Attached Documents
button, documents have been uploaded to that area and clicking the button will show only
those specific documents.

Other documents () & 2

Potential Lines of
Badence

* lob Descriptions andfor Duty
Statements

* Time-accounting records of single
and/or multi-funded staff (such as
Fersonnel Activity Reparts [PARS])

7 Ace Test District -

English Learners (EL)

Instrument Item: EL Funding Adequate Resources

& ATTACHMENTS (2) 4 pttach Doc
Q . G0 l
TITLE UPDATED BY SCHOOLS TYPE OPEN
September 22.docx 090232010 Don Draper (District) file: September 22.docx (5254 KB)
testing
September 23.docx 090232010 Don Draper (District) file: September 23.docx (1523 KB)

Testing 456

Back to Instrument lterm

You may add additional documents to the element by clicking the Attach Doc link at the top of
this view.

You may also view all documents uploaded for all evidence categories for one monitoring item
by clicking the document icon at the top of the item response page:
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\L:r/ Cycle D Sample
English Learners (EL) Self Review

llI-EL 5 : EL Funding Adequate Resources g

Or by clicking the document icon for the item on the Instrument Overview page:

¥ lll. Funding 1 of 1 completed

HI-EL 5 EL Funding Adequate Resources
Compliance Status: In Compliance

—
(N

You may also view all documents uploaded for all monitoring items in the instrument at the top
of the Instrument Overview screen.

\:__:r/ Cycle D Sample
English Learners (EL)

Instrument Overview 2

Submitting completed documents

After uploading all evidence for the items in a particular instrument and completing the Self
Review, the District Submitter submits the completed instrument to the state. Submitting the
instrument indicates to the state that the status of the instrument is now “Submitted” and that
associated documents are ready for review. The state reviewer will then change the status to
“Received” to indicate that the desktop review has started.

Once an instrument is in a status of “Received,” any modification to the district file cabinet
should be communicated to the reviewer.

District users who have been selected as District Submitters for the instrument will see a button
at the top and bottom of the Instrument Overview page labeled Submit to State. Click this
button to start the submit process.
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\'":r/ Sample District
Title I, Part A (Pl)

Instrument Overview

Status: In Progress

Submit to State |

Criteria Questions: Mone

Item Status

hd

Due Date

fe¥latuliatululnl

You will be asked to confirm on the next screen. Click Submit to complete. Click Cancel to

cancel the submit process.

Once submitted, the Instrument Overview screen will refresh and the new status will appear at

the top as “Submitted.”

Viewing Findings and Resubmitting Items

After the state has concluded to review, the instrument status will be changed to either
Accepted or Needs Further Action. Any items that are non-compliant may be accessed by the
LEA and the findings may be viewed in three areas: on the item page, in the Instrument PDF
report, or on the SEA Findings screen. The SEA Findings screen may be accessed after a review
from either an Onsite (if applicable) on the LEA Overview:

%} Reviews

Demo District S1G Visit

SEA Findings

a9 Schedule Review

B50272011 -
053172011

Or from the Monitoring tab:

w{;:/’ Demeo District - 1234567890
Monitoring

Instruments Items

“iewe SEA Findings

INSTRUMENTS » STATUS

Before and After School Programs (BASP

In Progress

Career Technical Education (CTE} In Progress

LAST UPDATED TEAM LEADER

0512512011 y
Rt Azsigned

05M 952011 4
Mot Assigned

DISTRICT SUBMITTERS ~ STATE REVIEWERS
Rt Assigned

Pesy Submitter

ey Subrmitter Mot Azsigned

TOTAL / HOHCOMPLIANT

2400

1310
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The SEA Findings screen will display any item that had or has a status of Does Not Meet
Requirements in an instrument that has been reviewed. This screen shows all items and
findings for the LEA across reviewed instruments.

] Cyele © Sample
Monitoring

SEA Findings

BISTRUMENT ITER TITLE ITEM FINDIGS DUE BATE
IDERTIFIER »
Engah Loarners Tranaiation Mtices, LEL DS 4

Reports, Staledants
Raconds Wil 15 pebrcir of mors O tudents énnoled in e pubc sohool fpeak & 4 g profoy I8 Olfr

traan Eregish, 8 debermined By IanguSos Conius o he preceding oo, ol olices, regons,

sty AR records ferd 1o parerds of S
i wTEEn i Engl

it daba from

'l thi pricmiy I6Fdmps 25 SCCR 11318

t ify Bue Elermerdary School spesk Sparith

air el Peific of i reperts wiers chelbverad in English ondy

o resoive this finding, e dieiric e g vl ol parentd CommuniCation ior Blue Elementary School
i P avemllabsle: in ot Englih and Spanish 1ot
Liritores LR Gerwsinares LUCPO2
Cornplaint | Halification of Procedures
Procedeet The gorerrars board of each School ditnict, misd establizh and manban & hsforical Praentory, oF N
il drace reerbory Sitenn, or afy olher irveanBory Sy hees sutioned by the S2abe Boacd of Bducalion,
wiach shall condain e descriplion, name, idenifcation

rabers, and original cost of ol Bema of equigment sooqured by £ whose current marie! valse exissdy
T Farsngsd doliars (3500 per Borm, The dale of The scquitlion, B lecation of ude, and e 1ime and

s O BeEpOdal & Pkdonably &olimals OF the Oiginel

i ey’ e ubiad i1 S8R Audl Origeil CodY o okt

After an instrument review, the resolution of non-compliant items is tracked on an item-by-
item basis in PMT. The LEA may return to any instrument and respond to non-compliant
findings by uploading new documents. At the point that the LEA has responded to the findings
with new documents, the non-compliant item may be resubmitted to the state by the
instrument’s District Submitter.

l-FM 02: Allowable Costs

DUE DATE : 06/16/2011
Resubmit [tem |
¥ State Findings

SEA Status  Does Not Meet Requirements

Comments by SEA These are the findings for this item. You may read the reviewer's notes here regarding
compliance with this item, suggested resaolution and other information.

Click the Resubmit Item button to notify the state that your response to findings has been

made. An email notification will be sent to all associated monitoring roles and the item status
will become “Resubmitted.”

After a subsequent review, the state may change the item status to “Resolved” or “Withdrawn”
or send it back to “Does Not Meet Requirements” for the LEA to continue to work on the item.
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