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LEA MEA and SFA Pre-Assessment
Document Upload

Purpose of Process

These processes will be used by the LEA to submit all pre-assessment documents to the
Assessment and Maintenance Administrator.

Starting the Process

To start both of these processes, you must go to your Global LEA project. Your specific project
will be named, “* - (Your LEA Name) Global Project”. This should be the very first project in your
project list. Once you are within that project, please use these steps to start the process.

e Inthe Project Menu on the left side of the page, select the “Processes” tab.
e Inthe “Project Processes” home screen, click on the “Start process” button which is
situated in the top right corner of the page.
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1. Once you have clicked the “Start Process” button, you will be presented with a list of
processes that you have access to start or submit.

2. Choose the process by clicking on the correct name.

3. There will be several options for you to choose from in the process dropdown, so please
choose either the, “LEA MEA Pre-Assessment Document Upload”, or the “LEA SFA Pre-
Assessment Document Upload” depending on the type of assessment.
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LEA SFA Pre-Assessment Document Upload (PADUS)
This will be used by the LEA to submit all pre-assessment documents to the Assessment and
Maintenance Administrator.,

Project Creation Process (PCP)
To initiate the creation of a new school construction project.

Site Review Process (SRP)
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To submit a request to establish or update the State Rated Capacity for a facility. Calculation of
the official approved State Rated Capacity will be determined by 1AC staff in accordance with =

Start PADUM

4. You will then be presented with the initial step of the process..

Initial Submission Layout

Your initial step will require you to identify the school name and PSC number that you will be
uploading files for. The dropdowns for both of these fields are set up so that you will only need
to choose the “School Name”, and then the PSC Number will be chosen for you. You will still
need to click on the “PSC Number” field but there will just be one option. The school names are
in alphabetical order, so there will be some scrolling required, however if you start to type the
first few letters of the school name, the list should be shortened.

Once you have chosen the “School Name”, and the “PSC Number”, you will then be able to drag
and drop the documents into the “Document” tab.

There are extensive instructions on how to do this in the Initial Submission Layout.



Here is the initial submission layout:
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Please choose the School name, and the PSC number of the facility that you are uploading the pi d
See instruction below on how to upload documents.

Once complete, please click on the "Submit" button the top right hand corner to finish the process
Thank you.

How To Upload Documents

Te upload the required documents, please follow these steps.

+ Open the Documents Tab within the current layout.

A Pre-Assessment Document Upload (PADUS)
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. Once in the “Documents” tab, you will then be able to drag and drop any documents. If needed, you can drag multiple documents at the same time. Once you have dropped the document, you will be

asked to “Finish” the upload process. You do not have worry about the descriptions of each document, or the upload description, and can ignore that feature. Also, the folder has been chosen ahead of
time, so you will not have to. Click on the finish tab, and you are finished.
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Print | CheckSpelling | Submit | SaveDraft | Cancel

You will not have to choose where the documents are stored, this is a feature of the application.

Once you are finished uploading the files, click “Submit,” which is located in the top right hand
corner of the page.

This is a simple one step process. Once you have submitted the process, IAC staff will be
notified, and they will have access to the documents and information.

You will always be able to revisit this process by going into the process tab for your LEA’s
Global Project and searching by either name, date, or process type.
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Process Workflow

Start Submit
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Workflow Steps

1. Start: Submitted by the LEA Maintenance role. The LEA Maintenance role will complete
all required fields by adding pertinent data and required documents. Once submitted, the
process will then be put in “Finished” status, while notifying all of the pertinent MD IAC

Users. These users will be different depending on whether the assessment is an SFA, or
MEA assessment.
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