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Presentation Overview

• Access and Roles

• Agency Document Management

• Responding to Evidence Requests

• Agency CMT Screens

• Comment Feature

• Resolution of Findings
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Agency User Roles
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Role Description

Agency Review 

Coordinator

Primary agency contact and coordinator for a 

particular review. Handles user and contact 

manage. Facilitates communication with the 

Regional Team Leader. This user role can 

perform document management activities 

including certifying evidence requests.

Agency Review 

Program Staff

A user who managing review documents directly 

or oversee Agency Review Staff managing 

review This user role certifies all evidence 

requests.

Agency Review 

Staff

A user involved in managing review documents 

(i.e. adding, deleting, uploading) and linking 

documents to evidence requests.
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Key Roles in the FPM Process

• County Office of Education (COE) 

Monitoring Lead

– Supports agency staff with CMT

– In partnership with the CDE to provide 

support to agencies in the monitoring process 

• Agency Review Coordinator

– Coordinates the review

– Primary contact between the Agency and 

CDE
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Key Roles in the FPM Process

• Regional Team Leader (RTL)

– Plans, schedules, coordinates and 

monitors the progress of  the review.

• Program Reviewers

– Program experts responsible for 

verifying that agencies meet legal 

requirements for their funding source
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CMT Logon
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Staff with Consolidated Application and Reporting System (CARS) access, use the same 

Username and Password to access CMT. If for any reason a CARS user changes their 

username when accessing CMT, that user will need to notify the CARS Agency staff to 

have CARS updated with the new username.

Staff not using CARS can click on the registration link on the Logon page to create a user 

account. The option to “Update” or reset a user password is also available on the Logon 

page.



TOM TORLAKSON
State Superintendent 

of Public Instruction

User Assigned to Multiple Reviews
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Users assigned to two or more agencies must select an agency from the assigned 

list before accessing a review.
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User Assigned to One Review
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CMT provides information based on the user role. The Home screen only displays open 

and active reviews with the most current review on top. If this agency had a prior review 

which had findings that weren’t resolved, the review would display just below the current 

review. 

Selecting the “Review” tab will display all open and active reviews as well as closed 

reviews.

The Home screen contains a Bulletin board which the Federal Program Monitoring 

(FPM) Office will update with content relevant to the Agency staff. Feel free in advising 

the FPM office of content that would be of interest to agency staff.

Select “View Summary” to display the review details.
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Review Details
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Review Details cont.
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The Review details contains all of the relevant information related to a review. 

The Agency Name and Count District School (CDS) code. The review title and stage. There 

are three review stages, Pre-Review, In-Review, Resolution. CMT screen and functionality 

changes based on the stage. For instance, in Resolution instead of focusing on Evidence 

Requests, the agency focus will shift to resolving the Instrument Item findings.

Information related to the FPM Website, any specific On-site review information, Review 

dates and Evidence Details is provided.

A list of instruments is displayed (make note of the instruments for later work) with the 

number of Incomplete Evidence Requests. Evidence Requests are the documents, Web 

pages, and hard copy references that agencies provide in the monitoring process such as 

an Local Educational Agency (LEA) Plan, Single Plan for Student Achievement (SPSA), 

Inventory, etc., CDE Reviewers and Agency Program Staff.

The “View Comments” link. We’ll go over this functionality later in the presentation.

The “View Resources” link is under development. In a future release this link will contain 

items such as an inventory template, website reference to the Before and After School 

Programs (BASP) snack calculator, or additional information provided by program staff to 

assist agencies when responding to Evidence Requests. The Notification of Findings will 

be archived in the “View Resources” upon deployment.

The side bar contains the RTL , Agency Coordinator, Review Sites and programs reviewing 

the specific sites.

All CMT screens will contain contact information for the FPM Office and COE leads.

Once the agency user has entered the “Home” screen, selected the “View Summary” to 

become familiar with the review details, the user will review the program instruments for the 

review. Select the “Compliance Monitoring” link.
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FPM Web Page
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On the Compliance Monitoring Web page, select the “Program Instrument” link.
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2015–16 Program Instruments
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Select the appropriate review year. For this presentation we selected “2015-16. 

Select and review the program instruments. Program requirements and evidence requests are 

displayed in the Program Instrument PDF files.

We would like to take this opportunity to point out a design change in CMT. In the California 

Accountability and Improvement System (CAIS), the previous monitoring system, CDE Reviewers 

and Agency staff approached the monitoring activities in the same manner by Instruments and 

Instrument Items. CDE Reviewers still approach the monitoring activities by Program Instruments 

and Instrument Items. The FPM monitoring process still incorporates Agency review of Program 

Instruments and Instrument Items and requires agency staff to demonstrate all requirements are 

met. Once the user has reviewed all of the program instruments for the review, the user will 

navigate back to CMT and select the “Evidence Request” tab.
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Evidence Request Tab
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The Evidence Request tab in CMT displays the Evidence Request by program instrument. 

Filter, search, and sorting options are provided to assist the user in selecting files for 

uploading.

Information will display regarding linked documents, the request and response status. 

These functions will be covered further in this presentation. Selecting an Evidence 

Request from the list will provide more detailed guidance related to the Evidence Request.

Once the user has selected the files need for each Evidence Request, the “Documents 

Tab” is selected.
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Documents Tab
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Locked
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Documents Tab Cont.
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The Agency “Documents” tab is the work space for uploading documents, indicating Web 

page links and Hard Copy references which will be linked to the Evidence Requests. The 

documents in the Agency “Documents” tab are not visible to the CDE Reviewers until 

linked to an Evidence Request and Certified. These steps will be covered shortly. 

Information related to the documents; title, description, links to view the document, 

updated, and Edit/Delete options is displayed.

The print screen on the previous slide displays documents added previously. Filter, 

search, and sorting options are available to assist users.

CMT is not a secure environment. Documents with student identifying or otherwise 

sensitive information must not be uploaded. Three document types are available to add in 

CMT. 1) The most common are files, the file size limit: 25 Mega Bytes (MB) Allowed file 

types .docx,.doc,.xlsx,.xls,.pdf,.txt,.ppt,.pptx. 2) Web address. Provide a complete Web 

address to the appropriate item. 3) Hard copy reference. This option is for On-site reviews 

only and documents that cannot be uploaded to CMT due to sensitive nature or inability to 

upload such as building plans. Make sure to indicate in the description who the reviewer 

will work with to view the files and the location where they will be accessible.

All documents must contain a title and description. Please provide as much information as 

possible when completing the description to assist the reviewer. Include references to 

page numbers for large documents. Users cannot name documents with the same title or 

file name providing version control. Additional files must contain a version number, 

revision date, etc.

Select the “Document Type”, then “Browse” to locate the document on the local computer 

or server. Select “Add Document”. The document will be added to the Agency Document 

Tab. Users can Edit or Delete documents unless locked by the CDE Reviewer. Locking of 

documents will be discussed later in the presentation. 

Once all documents have been uploaded to the Agency document tab, the user will start 

linking them to an Evidence Request. Further in the presentation we’ll discuss the process 

to add additional documents. Select the “Evidence Request” tab.
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Linking Documents To Evidence 

Requests
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Selecting General Ledger in the Evidence Request tab (shown in slide #13) will 

navigate to the General Ledger Evidence Request Detail Screen

This screen displays documents previously linked to the General Ledger Evidence 

Request. To link another document, select “Add a Link.”
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Linking Documents To Evidence 

Requests Cont.
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Select the document to link by clicking “Select”. In this print screen, Affirmation 

of Consultation was selected. Large doc file 7MB shows that it was previously 

linked to this Evidence Request.
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Linking Documents To Evidence 

Requests Cont.
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During the process of linking a document from the Agency document tab to an Evidence 

Request, CMT allows the user to update the description. Select “Add Link” to link the 

document to the Evidence Request. If this document was selected in error, select “Cancel.” 

We selected “Add Link.”

Once all Evidence Request have been linked to the appropriate documents, the user Certifies 

the Evidence Requests.



TOM TORLAKSON
State Superintendent 

of Public Instruction

Certify Evidence Requests
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Certify Evidence Requests Cont.
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Select the “Certify” link for each Evidence Request. An Evidence Request such as “LEA Plan” will 

most likely only have one document linked. An Evidence Request such as “SPSA” will most likely 

have several documents linked. The user certifies the Evidence Request and all documents linked to 

that Evidence Request. Documents linked to certified Evidence requests are considered final. 

Agencies no longer submit program instruments.

When the Agency has certified the Evidence Requests with linked document(s), the CDE reviewer 

can evaluate the Program Instrument Items. At this point, the reviewer will lock documents relevant to 

the review. Once a document is locked, an agency user cannot edit or delete the document in the 

Agency Document tab. Additional documents can be provided to the Evidence Request containing 

locked documents. 

CMT will display the term “locked” for all documents in which the link has been locked. See slide #14, 

the “SARC” document has been locked. Reviewers may choose to lock documents that do not meet 

requirements as a matter of record during the review. The proposed records retention guidelines in 

the monitoring process is the current year plus four previous years. All documents not locked after 

five years would be purged from CMT. Agencies are advised to retain all documents uploaded to CMT 

at the local level. Agencies will be advised once records retention guidelines are established.

As Reviewers evaluate Program Instrument Items based on the documents linked to Evidence 

Requests, the Request Status will be changed by the Reviewer to “Incomplete” or “Currently 

Sufficient.” The status “Incomplete” indicates that the Reviewer needs more documents and must be 

accompanied by a comment with guidance regarding the additional documents needed. The status 

“Currently Sufficient” indicates that the Reviewer doesn’t need more documents at that time. The 

status “Currently Sufficient” may change to “Incomplete” as the Reviewer evaluates other documents 

or based on the On-site review.

The “Response Status” will display the information related to “Draft” and “Certified” for each Evidence 

Request including Agency user information, date, and time.
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Linking Documents To Evidence 

Requests Cont.
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Based on Agency user activity in uploading, linking, and certifying documents, or during the period 

that Reviewers are evaluating items, additional documents may need to be uploaded. The same 

steps are followed as shown in Slides 14-18. The difference is when an Evidence Request has 

been previously certified. CMT will provide a reminder that draft links of documents to Evidence 

Requests are not visible to the CDE Program Reviewer. The Agency user with a role that allows the 

user to certify must select “Certify” for each Evidence Request with draft links. If a CDE Reviewer 

has locked a link to a document, the agency user cannot remove the link.
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Entering Comments
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Entering Comments Cont.
Comments are the primary communication tool in CMT during the monitoring process. All 

conversations, outside of CMT such as phone conversations, must be summarized in CMT 

comments for audit purposes.

Comments are posted related to an activity not to a person. CDE and Agency staff no longer have to 

be concerned about who received a message. All CDE and Agency staff assigned to a review can 

view comments.

Enter comment text in the “Add a Comment” field. Select the “Regarding” option in the drop-down 

menu. Three comment types are available to add in CMT. 

1) Review; these are comments related to the whole review. Such as a change to site that the team 

would be reviewing that will be closed due to an urgent situation. This would include a phone call 

to the Regional Team Leader with a follow-up Review level comment. 

2) Instrument Level; these comments would be related to an entire instrument. For instance, if an 

agency program staff was providing documents for a review and was unexpectedly unavailable 

due to an urgent situation, a comment would be posted at the Instrument level advising of the 

situation that effects the whole Instrument.

3) Evidence Request; these comments are the most common and would be posted when an 

Agency staff person needed more information related to the documents being uploaded for an 

Evidence Request.

Comments are displayed descending, chronological, and in a thread fashion similar to text 

messaging on screen space permitting. All comments can be viewed by selecting “View Comments.”
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View Comments
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The View comments screen displays 

all comments related to the review. 

Filters and sort options are available 

to manage comment views.

Currently CMT does not send e-mail 

notifications when comments are 

posted or when status changes 

occur. The FPM Office is taking this 

opportunity to determine the best 

method to communicate information 

to CMT users in a meaningful 

manner. Currently under 

consideration are suggestions to 

have an indicator on the “Home” 

screen with a number or report to 

advise users of recent activity. 

Please feel free in providing 

feedback on information that would 

be helpful during monitoring 

activities and the forum for receipt of 

notification.
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Resolution
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Agency with findings at the end of a monitoring review will move into the Resolution stage. 

Only instruments will findings will display on the Agency Home page. Information related to 

findings will display, such as Resolution Deadline, Unresolved Findings, Incomplete Evidence 

Requests, Reviewer information, and Agency staff information.

Select the Program Instrument to review each finding.
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Resolution Cont.
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This is a print screen the Program Instrument findings list. The status of the finding 

and whether additional documents are needed is displayed.

Select the Instrument Item to view the finding text. The complete Notification of 

Findings is available in the “View Resources” link on the Agency “View Summary” 

page.
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Resolution Cont.
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The Finding page displays the finding status, resolution deadline, the finding text, and the 

Instrument Item Requirement.

Resolution Agreement Requests are submitted by the Agency via CMT comment feature. 

The request must describe activities that will occur and date when evidence will be 

uploaded. For example, “San Gregorio USD would like a resolution agreement to revise 

Goal 2 of the LEA Plan. This will be done and approved by the Board by March 15, 2016. 

Resolution documents will be certified by April 1, 2016.”

Requests cannot extend beyond 225 calendar days after last day of the review.

Reviewers approve or deny Resolution Agreement Requests within 5 days and updates 

the Resolution Due Date in CMT. An agency that has not resolved findings within 225 

days may have their names submitted to the SBE for possible action. 
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FPM Resources

COE Leads

http://www.cde.ca.gov/ta/cr/caisleads.asp

Regional Team Leaders

http://www.cde.ca.gov/ta/cr/rtlassignments.asp

CDE Compliance Monitoring Web page

http://www.cde.ca.gov/ta/cr/ 

CDE CMT Web page

http://www.cde.ca.gov/ta/cr/cmt.asp

CMT E-mail Address Technical assistance and user 

assignment requests and user feedback

cmt@cde.ca.gov
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