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About CAIS 

CAIS is intended to establish and refine an online process for Categorical Program Monitoring 

and Local Education Agency (LEA) Planning. Although the existing process may change over 

time in response to the online system, the current system supports current procedures and 

workflow. This process does not affect monitoring content.  

 

What is CAIS? 
CAIS is a web-based tool designed to enhance and streamline the CPM process, and track the 

implementation and evaluate the effectiveness of your District Improvement Plan.  

 

How does CAIS affect you? 
CAIS does not change the established CPM process. The primary difference in district 

procedures is that you will collect and upload electronic versions of certain evidentiary 

documents for review by CDE, rather than providing hard copies that are currently required. 

The guidelines for this upload process are described later in this document.  

 

System Guidelines 
CAIS 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 with the system, but we 

cannot guarantee support for them at this time. CAIS runs on Mac or PC platforms. The system 

itself does not require available 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 mail servers for school districts and county offices may have high security settings and 

messages from CAIS could be blocked. If users at your district are not receiving CAIS invitations 

and messages, WestEd will work with your IT department to ensure that messages can be 

delivered. 

 

Accessing CAIS (Logging in) 
You will access CAIS at this address: 

http://64.147.175.16/tracker 

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. 
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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. 

 

User accounts 
Each user accessing the system must have an individual user account. Your user account is 

associated with your district. You will not be able to view or modify any data for other districts 

using CAIS. 

The administrative user who created your account invitation determines the access level for 

your CAIS account. This access level will be automatically applied once you login. There are 

three types of LEA users: 

� Read-Only LEA Users will only be able to view the instrument information pages and 

the LEA Filing Cabinet. 

� LEA Users will be able to view the instrument information pages and the LEA Filing 

Cabinet as well as the instrument item pages. General users may respond to 

instrument item questions and post documents and links to the LEA Filing Cabinet. 

� Admin LEA Users will be able to perform all functions of a general user and have the 

ability to issue invitations to new users in the district. Admin LEA Users will also 

select which district users may submit a completed instrument to CDE. 

 

Invitations 
To access CAIS, individuals must be invited by a CDE or district administrative user. You will 

receive an email invitation from an existing user that contains instructions for creating your 

account. The invitation includes a web link that you will use to accept the invitation. Click the 

link in the email or copy and paste it into your browser’s address bar. The link will lead you to 

the Accept Invitation page, with your Invitation Code and email already filled in. Your email 
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address will serve as your CAIS username. You must select a password for your account. CAIS 

uses CDE standard password strength guidelines. Your password must: 

• Be at least eight characters in length.  

• Not be the same as your email address 

• Contain at least one uppercase letter.  

• Contain at least one lowercase letter.  

• Contain at least one of the non-alphanumeric characters listed on 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. 

 

Managing Users (LEA Admin Only) 
The Users section of Setup & Maintenance is where LEA Admin users will manage the existing 

users for the district.  A set of filters and a text search appear at the top of the screen. Use these to 

filter the list or locate a specific individual. 
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A list of users will appear below. Click the Edit icon at the far right of individual’s record to make 

changes. 

 

 

Creating User Invitations (LEA Admin Only) 
LEA Admin users will have access to an area of the system where additional user invitations may 

be created for the user’s district only. 

To create a new invitation, click the Setup & Maintenance link, visible to LEA Admin users only at 

the upper right side of the screen. Select Users on the left side navigation. This will be the only 

option that you can click on.   

You may search the user list to see if someone already has an account.  If not, click Add User at the 

top of the Users screen. 

 

 

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 School from the menu to the right of the district name. 

 

If you would like to set up the user as an Administrator, select the checkbox below the Access 

Level selection. 

 

Enter the user’s first and last names and email address.  You may also include the user’s phone 

number, position or title and department. 

 

Click Create Account to save and send an invitation to the user. 
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In the next step, Add Organizations, you may assign additional access to the user. If this is not 

required, click the Skip button. If you have created a School level user, you may add other schools 

to the user’s access. If you have created a District level user and you have access to more than one 

District, you may add other districts to the user’s access.  Make any necessary selections, including 

indicating if the individual should have Administrator access for the new organization.  Click the 

Assign button to save. 
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In the third step, Assign Monitoring Roles, you may assign a District level user to be a District 

Submitter for one or multiple instruments for the current year. This step is skipped for School level 

users. Check off any instrument that the new user will have access to notify CDE about when the 

documents are complete for that instrument.  Click the Assign button to save. 

 

 

Navigation and Home Page 

The LEA Overview page for your district is the default home page. Once you are logged in, your 

name appears in the upper right corner of the screen. You may logout by selecting the Logout link 

to the right of your name. You may also access Help resources by clicking the Help link in this 

section. The Logout and Help links appear on every screen throughout CAIS. 

The LEA Overview page displays a status of your Monitoring activities. A summary of your 

monitoring instruments and status is located on the left side of the screen. 
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LEA List and School Years 
If you have access to more than one district, the home page will be the LEA List 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. Select the school year and click Go. 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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Help Page 
The Help link at the top of each screen will open a page with users guides and other information, 

as well as short tutorial videos describing various features of CAIS and the CPM Online process.  

Click the plus sign next to the topic name to open the video.  Click the play button in the center of 

the video screen to view the video. Be sure to turn the sound up on your computer to hear the 

accompanying narration. 

 

 

Commenting 
Throughout the system, you will see a comment icon, indicating that commenting is available at that 

element.  If comments exist for that area, you will see a number within the comment icon: 

 
The following elements of the system feature a comments option: 

 

• The LEA Overview (comments at the LEA level) 

• Monitoring Instrument Overview (comments at the Instrument level) 

• Monitoring Item page (comments at the item/indicator level) 

 
View Comments 
When comments exist for any element of the system, a number will appear next to the comment 

icon. Click the number link to view all comments. Comments are listed for the element in reverse 

chronological order, with the most recent at the top. Click the View link to the right of any 

comment to view its full content. 
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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. 

 

 
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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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. For comments made for an Instrument or Item, designated Team Leaders, 

State Reviewers and District Submitters will be listed. Uncheck names if you do not want them to 

be notified. 

 

 
 

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). 

 

 

Monitoring Overview 

CAIS is essentially an electronic version of the CPM Instruments.  The online instruments contain 

the information from the published instruments.  For each item, you may enter a status and 

comments for a self-review, and upload the evidence you are providing to the state.  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 associated with your district. The 

screen displays a list of the instruments the district is participating in and their statuses. The last 

time the instrument was updated on CAIS by any district user also appears. The instrument’s Team 

Leader, District Submitters and State Reviewers are listed. If ant monitoring roles remain 

unassigned, they will be highlighted if you have access to edit them. The total number of 
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instrument items and how many items a district user has designated as not meeting requirements 

appears on the right.  

 

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

on the LEA Overview screen. 

 

Assigning District Submitters (LEA Admin only) 
The CPM 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 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 CPM 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. 
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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. 

 

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. 

• In Progress is the starting state of the instrument for the district.  District users may 

upload evidence, enter item comments, and change item status values as needed.  

Although State users may see your progress during this working period, they cannot 

make final determinations, and understand that the district may change any of the 

evidence or item entries.   

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

entries. 

• Received is the status in which the state will do its review work.  State users will review 

evidence, make findings, and determine item status before and during the onsite visit.  

State user may also contact the district for evidence clarification or additional evidence 
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as needed. District users may continue to upload evidence and change items, but these 

actions may trigger e-mail notifications to state staff.     

• Needs Further Action is one outcome of the onsite visit.  This status indicates that the 

instrument contains items that do not meet requirements, and triggers the due date for 

district response.  The district may continue to modify and upload evidence for items 

with a status of ‘Does Not Meet Requirements.’  All other items are locked from further 

changes.   

• Accepted indicates that the state is finished with all work on the instrument and does 

not expect any further action from the district.   

 

The Instrument Overview displays the counts of items by status for the district’s self review.  The 

due date for the instrument is shown, as well as the last date the instrument was updated by a 

district user and their name.  

 

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. 
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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. 

 

 

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.  
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The status of the item, number of comments for the item and the total number of associated 

documents in the filing cabinet uploaded for that item are displayed in the outline. 

 

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. Please note 

that this form serves a dual purpose in CPM Online, combining some functions of both the CPM 

Instrument and the CPM OPSET.  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: 

• Self review tool 

• Comments 

• Monitoring item information 

• LEA Filing Cabinet upload 

 

Self Review 

The Self Review tool allows you to make an informational determination of your own compliance 

with the item. This response is not required and will not be available to the onsite team before or 

during your visit. It will be used after the visit to assist with analysis to improve the materials and 

guidance provided for you to address items.  
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The district user responds to each item by selecting from the following statuses:  

• 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. 

• Meets Requirements: indicates that the district believes that the evidence is sufficient 

to meet requirements for the item. 

• Does Not Meet Requirements: indicates that the district believes that the evidence is 

not sufficient to meet requirements for the item. 

• 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 or Save And Continue to move on to the next item 

response. Click Cancel to cancel any changes you have made on the screen and return to the 

Instrument Overview screen. 

 

 
 

Item Information 

Below the self review and Comments to SEA field is the item information content. The information 

displayed for the Monitoring Item includes: 

• Dimension is an organizational structure that groups items for display purposes, using 

the six dimensions in the CPM Instruments. 

• The Program Item is the text of the monitoring item. 

• 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. 

• Examples of Evidence are the potential lines of evidence that a district may upload to 

support their response to the item. These generic types of evidence are used by the 

SEA to determine whether the LEA response meets requirements.  These may include 

meeting notes, agendas or other non-specific guidance. 
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• 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. 

 

The LEA Filing Cabinet 

The LEA Filing Cabinet contains the evidence that you have uploaded in response to items. Each 

item page displays the filing cabinet requests specific to that item. For each evidence request, you 

may upload as many documents as needed. You may also upload documents that are not 

specifically requested, but which may be appropriate as a response to the item. 

The filing cabinet contains two basic types of entries. “Documents” are files that you upload to the 

system, and are available for download by state users. “Links” are web addresses to other areas of 

the Internet where posted documents or other resources are found. Although you may link to 

password-protected Internet sites such as your district Intranet, the system will not store login 

information. 

Filing cabinet documents are “owned” by the district. State staff may review the documents, but 

cannot modify them. District or school staff members have the option to upload documents that 

are not available to the state. Such documents may be in review by the district and not yet ready 

for state review.  

The filing cabinet records basic information about the documents, including the file type and size, 

when it was uploaded, and by which user. It also records the download history of the document. 

 

Types of Evidence 
On the right side of the item response screen is the document upload section. The top section is 

the Inventory of Program Documents section.  Evidence requests listed here represent specific 

documentary evidence requests made by CDE for this item.  In the example below, the LEA Plan 

and Single Plan for Student Achievement are listed under the Inventory for this specific item. 

There may be one or many individual requests listed here, each listed with a link to Attach 

Evidence Doc. Note that there may be no specific evidence requests for a particular item.   
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Beneath the specific requests under Inventory of Program Documents is the Other Documents 

section.  Here you may upload any documents suggested in the Examples of Evidence list by 

clicking Attach Doc.  

Click either attach link to begin the process. 

 

Uploading documents 

There are four options for providing evidence on CAIS. 

 

1. 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. 

2. 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. 

3. 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.   
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4. Add a Hard copy reference only. Select the Hard Copy Reference Only option to indicate 

that you are not uploading a document but will provide either a hard copy or other 

electronic document to the onsite review team during their visit. These documents should 

be retained for review during the onsite visit only.  You may note that the evidence is 

available by adding a title and checking the Hard Copy checkbox and then indicating in the 

LEA Description field how the document will be shared during the onsite visit, such as 

where it is located or who will provide it. 

Here are some reasons why you may not upload a document: 

• It contains student-identifying, or otherwise sensitive information.  This type of 

document should not be uploaded to the system. 

• 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. 

• It may not be electronically available.  Documents with signatures or other 

handwritten information cannot always be scanned. 

• It is 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. 

 

Draft documents 

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

ready for review.  State staff will have access to file cabinet documents prior to the formal 

submission process in order to assist in requested technical assistance and will generally wait until 

notified by the district to start reviewing documents.  If you have concerns about documents being 

reviewed prior to a final district review, you may check the Draft box. 

 

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. 

 

School Associations 

A list of schools in the district appears at the bottom of the upload screen.  District users may 

check off one or many 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. 
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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. 

 

 

 

When all fields for the Attach Document screen have been completed, click the Attach link at the 

bottom of the screen to save. 

 

Accessing Files 
All documents uploaded to CAIS by the district will be contained within the filing cabinet but may 

be accessed in a variety of filtered views. 

From a specific evidence type within an item 

The most specific view of documents is only documents uploaded for a specific evidence request in 

the Inventory of Program Documents or the Other Documents category for a particular item.  If a 

number appears in parentheses for the category, documents have been uploaded and clicking the 

link will show only those specific documents. 
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You may also view all documents uploaded for all evidence categories for one item by clicking the 

document icon at the top of the item response page: 

 

 
 

Or by clicking the document icon for the item on the Instrument Overview page: 
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You may also view all documents uploaded for all items in the instrument at the top of the 

Instrument Overview screen. 

 

 

Viewing the File Cabinet 

 

For any filtered view of documents noted above or by clicking the full File Cabinet tab at the top, 

the view of documents will include the following elements: 

• Title of document 

• Updated date 

• Upload/update by (user name and level) 

• School associations 

• Type of document 

• Document/link file to open 

• Number of associations 

 

You may sort by any of these characteristics by clicking the column header. 
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Two filters are available at the top.  You may show only Draft documents or only Hard copy 

records.  You may also show only documents for a particular school by selecting it from the School 

menu. 

 

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

fields. 

 

 
 

 

 

Editing and Deleting Documents 

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

 

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). 
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In the Associations section, you may remove an association from the document. The document 

will then no longer be associated with either the Inventory of Program Documents evidence type 

or the Other Documents list for a selected item. Click remove to remove the association. 

You may also add or remove school associations in the Schools section. 

 

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. 

 

 

 

Submitting completed documents 

After uploading all evidence for the items in a particular instrument and completing the optional 

Self Review, the District Submitter submits the completed instrument to CDE. Submitting the 

instrument indicates to CDE 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. 
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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. 

 

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.” 

 

 

Post-Onsite Visit Activities 
If the results of your district’s onsite visit include findings that evidence was missing or required 

revision, CAIS may be used to respond to the findings within the 45-day period specified by CDE. 

Districts may continue to upload evidence to the LEA Filing Cabinet after an onsite visit to respond 

to state reviewer suggestions or requests.  Upload evidence documents or links as usual and be 

sure to include notes in the Title or Description to indicate to state reviewers that the evidence is 

in response to specific findings and/or requests from the state reviewer. 

If new evidence is sufficient, state reviewers may revise the original status of monitoring items and 

instruments to Meets Requirements. 

 

How to get Help 
Existing procedures to receive assistance with CPM are still in place.  The primary method for 

getting help with CAIS or with related technical issues is through this email address: 

CAISHelp@wested.org.  Messages to this address will be delivered to a number of WestEd and CDE 

staff, who will monitor and address your issues in a timely fashion. 


