How to Upload a File to the LEA/BOCES — 0000 Entity in Tracker (Generic)

You will need to know where CDE wants the file is to be uploaded — CDE will give you instructions on
which instrument, category and item you should use when uploading your file.

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

2. You will have the option to upload files to your district or an LEA/BOCES-0000 entity depending
on where you have been instructed to upload your evidence. In this example, we’ll use the
LEA/BOCES-0000. Click on LEA/BOCES -0000

Logout  Help

Colorado Tracker

Home = LEA List
Select School Year:

LEAS
2012-2013 School Year »| Update

FILTERS
Location: Instruments:

IAny County j |Any Instrument j

LEA Name:
IActwe j

Filter by Custom Fields Information
Custom Field 1 Custom Field 2 Custom Field 3
ISeIect Custom field j ISeIect Custom field j ISe\ect Custom field j

Apply Clear

LEAS (2)

LYRR VI LIRLD) Pagesize: 25 ¥ 110 2 of 2 items

il il

- 0880 DENVER - 16 4
< LEA/BOCES - 0000 LEA/BOCES - 3 ] ]
LEA/BOCES

3. Under instruments, click on the appropriate instrument.
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4. Click on the Cross icon to expand the appropriate Category.
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5. Click on the appropriate Item Name.
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6. Many school districts will be uploading files into this same location. Scroll down and click on
Respond.
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7. Scroll down and click on the Browse button.
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Expenditure Report , 9025 Final Expenditure Report- FY 11-12.xIsx ,
9035 2011-2012 Final Expenditure Report, 9040 2011-2012 Final
Expenditure Repaort , 3055 Final Expenditure Report- FY 11-12 xlsx ,
9075 2011-2012 Final Expenditure Report, 9095 2011-2012 Final
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Canon City Schools 2011-2012 Final Expenditure Report, TITLE |
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Select Document Type:

& New File Please do notu

Browse File 51

information. limit: 300 MB
" Existing File
 Linkto a web page URL

" Hard Copy Reference Only

Title =

34/100

" Use Filename 2011-2012 Final Expenditure Report

Description:
0/500

|

8. Use the Up Button and File Folder icons to navigate to the file on your computer. Then click

on the Open button.
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9. When you have located the file on your computer, click on it. Be sure that the filename includes
your four-digit district number at the front. Click on the open button .
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10. If your filename includes the district number at the front, click on the Use Filename checkbox.
or
If you forgot to include your district number at the front, type it at the beginning of the adjacent
field instead.
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11. Scroll down and click the Attach button.
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This completes the process for uploading files to the LEA/BOCES — 0000 entity to be reviewed
by CDE. Unlike uploads to your district entity, you will NOT see or need to use a Submit button.
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