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Completing the KPI Analysis and Rating

Once you have conducted your SPSR Team meetings, you will be ready to enter data in
the KPI Analysis and Rating portion of the workbook. This section will assist you with
the following:

Submitting the Electronic Workbook for SPSR Team Review
Analyzing and Rating the KPIs

Generating a KPI Analysis and Rating PDF

Sending the Workbook for Modifications
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Submitting the Electronic Workbook for SPSR Team Review

Note: Before submitting the workbook to Workbook in SPSR Team Review status, the
CIMS coordinator must complete the KPI Preliminary Report.

To submit the workbook:
1. Navigate to the Workbook Menu page.
2. Click the Submit Workbook button (Figure 62).

Log £: 0708-PRTC-2200-Lakeside ISD 0540
Applicant: Lakeside 150

Status: Workboolk In Procesd

Access Level: CIMS Coordinato

Start Menu | Agency Info [ERULIEH s MG User: CIMS Coordinator | l‘Jj Help | Log out

\ Uepartment ot CIMS-Part C-0703

MICHIGAN!
Education HUGAL

::' 2008 CIMS-Part C-0708 Workbook Submit Workbook

Workbook #: 0708-PRTC-2200-Lakeside ISD 0540 Workbook Forms
Change Workbook Title

v Expand Entire Tree W
"/ 1ghn Smith
_/ Samantha Brown

General Information
Workbook Manager: CIMS Coordinator

Status: Workbook In Process

| __/ Tom Jackson
Due Date: 5/30/2008 (Fri) ~- -/ Document Review

Agency Information

View District Information Legend:
Minimum sample size for child record review: 10 = Last Page Visited

SPSR Process, Information, and Training

Process, Information, and Training

Figure 62

3. At the prompt, Are you sure you are ready to submit this Workbook? click
OK to submit or Cancel to return to the Workbook Menu page (Figure 63).
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Log #: 0708-PRTC-2200-Lakeside 15D 0540
Applicant: Lalkeside IS5

Status: Workbocok In Procesg

Access Level: CIMS Coordinato

::' 2008 CIMS-Part C-0708 Workbook

Workbook #: 0708-PRTC-2200-Lakeside ISD 0540
Change Workbook Title

General Information

Workbook Manager: CIMS Coordinator
Workbook In Process
5/30/2008 (Fri)

Status:
Due Date:

Agency Information

Wiew District Information
Minimum sample size for child

9

2

SPSR Process, Information, 3 [e]4

SPSR Process, Informatioi

| ’ Cancel

Windows Internet Explorer E

Are you sure you are ready bo submit: this Workbook?

User: CIMS Ceordinater | @) Help | Log out

Submit Warkbaoaok

Workbook Forms
v Expand Entire Tree W
. 30hn Smith
_J Samantha EBrown
_/ Tom Jacksen
i) Document Review

Legend:

has Errors No Errors %= Last Page Visi

Child Demographics

o Identify the Selected Children

Figure 63

4. An error check will automatically be performed. If errors are found, they will be
listed in a pop-up window (Figure 64). You may click the error link to view the
form containing the error. Correct the error, and click Back to Main Menu if
additional errors exist. Clicking Back to Main Menu will return you to the error

page so that you can click the next error link.

HICHIGAN@'\'

Education

Department of

CIMS-Part C-0703

Log #: 0708-PRTC-2200-Lakeside ISD 0540
Applicant: Lakeside ISC)

Status: Workbook In Process

Access Level: CIMS Coordinato

Start Menu | Agency Info | Workbook Menu

Back toc Main Menu WORKBOOK ERRORS

The following errors have been detected in your Workbook:

Forms
Child Record Review - 1
# Fleaze complete all required fields.

User: CIMS Coordinator | € Help | Log out

Figure 64
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5. When all errors are resolved, click the Submit Workbook button. Click on |
Agree to submit the workbook or Cancel to return to the Workbook Menu page
(Figure 65).

C\ Uepartment of CIMS-Part C-0709
MICHIGAN - - Log £: 0708-PRTC-2200-Lakeside ISD 0540,
= 111 Applicant: Lakeside IS

Status: Werkbook In Process

Access Level: CIMS Coordinato

Start Menu | Agency Info | Workbook Menu User: CIMS Coordinator | ) Help | Log out

Education

By submitting this Workbook, vou are agreeing to the following statement:

I, CIMS Coordinator, certify that the information submitted in this Workbook is true and correct to the best of my
knowledge.

Ifwou arz not CIMS Coordinater, you do not have permissien to submit this Werkbask,

yright 2000-2007 Agate Softwarg

Figure 65

6. Print a copy of the confirmation statement that appears after the I Agree button is
clicked (Figure 66).

Q| _l_.‘ ..U.'UL...Ll_ o1 CIMS-Part C-0708
MICHIGAN Log £: 0708-PRTC-2200-Lakeside ISD 0540

Educat[ﬂn. r Applicant: Lakeside 15D
— T 2 - Status: Werkbocok In SPSR Team Review

Access Level: CIMS Coordinator

Start Menu | Agency Info | Workbook Menu User: CIMS Coordinator | . Help | Log out

* Confirmation of Workbook Submission
Please print a copy of this page for your records.

CIMS Coordinator of Lakeside ISD submitted a Workbook on Thursday, November 01, 2007.

You will receive an e-mail confiming submission of yvour Workbool, Please note that this Workbook cannot be
modified until it has been reviewed by the SP3R team. If vou have any questions or concerns regarding your
Workboolk, please consult yvour CIMS_PARTC coordinator.

Thank you for submitting this Workboolk! If vou would like to continue using CIMS_PARTC, please click here to
return to vour Start Menu. If you would like to leave CIMS_FPARTC, please click the Log Qut button at the top of this
page.

Powered by IntelliGrants T Copyright 2000-2007 Sgate Seftware

Figure 66

The workbook will now appear under the status, Workbook in SPSR Team Review, on
the Start Menu page (Figure 67).

A KPI Analysis and Rating folder will appear in the Workbook Forms tree.
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Note: Once the workbook is submitted, the SPSR Team and other CIMS staff will not be
able to modify the child or document review forms, although they can still view the

information.

The CIMS coordinator and MDE authorized official will receive an automatic e-mail
notification that the workbook has been submitted for review.

\ { ,| L Ul
MICHIG.&NQ’ ...U. "L
Education] = [I[= 111 , :
User Agency: Lakeside IS0

Access Level: CIMS Coordinato

User: CIMS Coordinator | ) Help | Log out

Start Menu EEGEG=TELIT

Welcome to the Continuous Improvement & Monitoring
System (CIMS) of the Michigan Department of Education,
Office of Special Education/Early Intervention Services

“» Task List: Actions Required * Quick Links
Search for Agency Information
® View All Agency Workbooks

& Collapse Entire Tree 4
E|---1'-._'C'-cbc:c-cs

E"'C?."CS School Year Maintain Your Account

E---'n"-_'crkbcck In SPSR Team Review ® View Your Agency Infermation
E - = ® Edit Your Contact Information
= LEElkEEIdE =0 ® View all CIMS PARTC reports

0708-PRTC-2200-Lakeside ISD 0540

This is the MDE OSE/EIS's Continucus Improvement & Monitoring System (CIMS). It is a system that requires authorization for
access. If vou do not have a username and password and would like to use CIMS, please contact the CIMS help desk:
For CIMS Part B For CIMS Part C
help@cimsmichigan.crg eotweb@edzone.net
(877) 474-3023 (Toll Free) (866) 334-5437 (Toll Free)

M - F 8:00 AM to 5:00 PM EST M - F 8:00 AM to 5:00 PM EST

CIMSmichigan.crg Accessibility Policy

£ Copyright 2000-2007 &g

owered by IntelliGrants

Figure 67
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Analyzing and Rating the KPIs
The CIMS coordinator performs the following steps:
1. Open the KPI Analysis and Rating folder in the Workbook Forms tree by

clicking the KPI Analysis and Rating link and then Expand Entire Tree
(Figure 68). This will open all KPI forms.

Q .U-"' 'J-' CIMS-Part C-0708
M|CH|GF3\N\ Log £: 0708-PRTC-2200-Lakeside ISD 0540,
Educatlﬂnl f el | Applicant: Lakeside ISD

Status: Werkbook In SPSR Team Review|
Access Level: CIMS Coordinato

Start Menu | Agency Info JRUT AT L L] User: CIMS Coordinator | q Help | Log cut

i 2008 CIMS-Part C-0708 Workbook sccept | Modifications Reg'd |

Workbook #: 0708-PRTC-2200-Lakeside ISD 0540 Workbook Forms
Change Workbook Title W Expand Entire Tree W
: JM

General Information

Workbook Manager: CIMS Coordinator

Status: Workbaoolk In SPSR Team Review y )
Due Date: 5/30/2008 (Fri) JM

Date Submitted: 11/1/2007 (Original) _/ KPI Analvsis and Rating

Date Submitted: 11/2/2007 (Last) ‘.. [/ Continuous Improvement Protocol
Minimum sample size for child record review: 10

\J Tom Jackson

SPSR Process, Information, and Training Legend:

'ﬁ No Errors 4 Last P

. Information, and Training

] Child Demographics

Figure 68
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2. Click the form KPI 1: Child Find (Figure 69).

Mchmm—“’a@*i '_'_l'h_'_ILL'lu H) :_JJ.;
Education| =1} [{=E]10(1]]

CIMS-Fart C-0708|

Log #: 0708-PRTC-2200-Lakeside ISD 0540
Applicant: Lakeside ISD)

Status: Workbook In SPSR Team Review
Access Level: CIMS Coordinato

Agency Info [RUGTSET S LT

s* 2008 CIMS-Part C-0708 Workbook

Workbook #: 0708-PRTC-2200-Lakeside ISD 0540
Change Werkbook Title

General Information

Workbook Manager: CIMS Coordinator

Status: Workbook In SPSR Team Review
Due Date: 5/30/2008 (Fri)

Date Submitted: 11,/1/2007 (Original)

Minimum sample size for child record review: 10

SPSR Process, Information, and Training

Information, and Training

Child Demographics

Identify tl ed Children

Contacts

Summary Reports

KPI Preliminary Report

Figure 69

User: CIMS Coordinator | ©) Help | Log out

Accept [ Maodifications Req’d I

Workbook Forms
4 Collapse Entire Tree &
"/ John Smith
__/ Samantha Brown
-4 Tom Jackson
"/ Document Review
PI Analysis and Rating
—/ KPI 1: Child Find
Bl ker 1: child Find
_/ KPI 2: Eligibility Determination
J KFPI 2: Eligibility Determination
_J" KFI 3: Individualized Family Service Flans (IFSPs)
.j KPI 3: Individualized Familv Service Plans (IFSPs)
_/ KPI 4: Services in Natural Enviroments
|_lr KPI 4: Services in Natural Enviroments
"/ KPI 5: Transition
.j KPI 5: Transition
./ KPI & Family Rights and Cutcomes
.j KPI 6: Familv Rights and Outcomes
/ KPI 7 System Implementation and Evaluation

N
ISl KPI 7: Svstern Implementation and Evaluation

) Continucus Improvement Protocol

Legend:
W
=l Workbook Form #= Last Page Visited
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3. Select a Rating from the drop-down box to rate the KPI (Figure 70).

Uepartment ot CIMS-Part C-070
MICHIGAN - | = Log £: D?UEI-PRTC-EEODTLakESidE IS_D 0540
Educatlﬂn r =Ll 1 Applicant: Lakeside IS0
e e e e e v Status: Workbook In SPSR Team Reviev

Access Level: CIMS Coordinato

Start Menu | Agency Info | Workbook Menu Uzer: CIMS Coordinator | L7) Help | Log out

Return to Previous Page KPI 1: CHILD FIND 9 Check for Errors

Instructions: Please complete the information below. For further instructions, please click the Help icon in the
upper right hand carner of the page.

ooamscoomm

Rating

Analysis

Strength
Meets Requirements

Meeds Improvement
T

of 4000 Characters

Analysis File

MDE Comments
Service Area Comments

[0 of 4000 Characters

- [ )

£ Copyright 2000-2007 Agate Softwarg

Figure 70

4. Type or paste text containing the analysis in the Analysis text box (Figure 71).

5. You may attach a document to support your findings using the Analysis File
selection box. To do so:

a. Click the Browse button to open the appropriate directory of your
computer.

b. Choose the appropriate file to attach and click Open.
c. Click the Save button to attach the file.
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Note: If you have saved an attachment and would like to remove it, click the Delete
Attachment button which appears in place of the Browse button once an attachment has
been saved.

6. Type SPSR Team comments in the Service Area Comments box if necessary
and click Save to save your work (Figure 71).

Q' Uepartment ot CIMS-Part C-0708
MICI—!I_@&TJ\I} — - . Log #: 0708-PRTC-2200-Lakeside ISD 0540

Education = FALIUL Applicant: Lakeside ISD
ittt Status: Workbook In SPSR Team Review|

Access Level: CIMS Coordinato

Start Menu | Agency Info | Workbook Menu User: CIMS Coordinator | . Help | Log out

Return to Previcus Page KPI 1: CHILD FIND o Check for Errors

Instructions: Flease complete the information below. For further instructions, please click the Help icon in the
upper right hand corner of the page.

)

Rating hd

Analysis

of 4000 Characters

Analysis File

MDE Comments
Service Area Comments

00 of 4000 Characters

- - )

Figure 71
7. Click the Next button.

8. Complete steps 3—7 to complete the Analysis and Rating for each KPI.

Note: Once KPI Analysis and Rating is complete, the SPSR Team will need to complete
Improvement Planning if KPIs were rated Needs Improvement.

In addition, the service area CIMS coordinator will need to complete the Continuous
Improvement Protocol (CIP) form.
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Once KPI Analysis and Rating, Improvement Planning (if necessary), and Continuous

Improvement Protocol are complete, the workbook can be submitted to the MDE for
review.
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Generating a KPI Analysis and Rating PDF

Users with CIMS coordinator or viewer workbook rights can view and print KPI
Analysis and Rating PDFs.

From the Workbook Menu page:

1. Click KPI Analysis and Rating in the Workbook Forms tree and click Expand
Entire Tree.

2. Click the KPI form you wish to PDF.
3. Once on the KPI form, click the View PDF link to generate the PDF (Figure 72).

CIMS-Part C-0705

Log #: 0708-PRTC-2200-Lakeside ISD 0540
Applicant: Lakeside ISD

Status: Workbook In SPSR Team Rewview
Access Level: CIMS Coordinato

Start Menu | Agency Info wWorkbook Menu User: CIMS Ceoordinator | L7) Help Leg out

Return to Previcus Page KPI 1: CHILJ FIND 9 Check for Errors

Instructions: Please complete the information below. For further instructicns, please click the Help icon in the
upper right hand corner of the page.

)

Last modified by CIMS Coordinator on 11/1/2007 8:28:00 PM

Rating Strength
Analysls an excellent job of connecting
te serwvices. They
cedures to ensure
of perfomance in this area.

0134 of 4000 Characters

Analysis File
MDE Comments

Service Area Comments Please see the information provided that documents our

performance on EPT 1.

ove of 4000 Characters

Last modified by CIMS Coordinator on 11/1/2007 8:28:00 PM

4back | Save | Mextw | wiew POF l

wright 2000-2007 Sgate Softwar

Figure 72
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4. A new window will open displaying the form in PDF format (Figure 73). To print
the form, click the printer icon in your Internet browser window.

Note: When printing the KPI PDF, you will need to print out the file attachment
separately as it is not included in the PDF report.

B 5 & 8| Irseec a8 - 34| © (9% |- @ 0% &

Continuous Improvement & Moenitoring System

KPI 1: Child Find

Workbook Number: y7gp-prTc-2200-Lakasi| Service AT€a [akasida 13D Cohort Year: 4pqg

Rating: Strength

2nalysia: This service area iz doing an sexcellent jeob of connecting children with the
appropriate services. They have established methods and procedures to ensurs

a high lawel of perfomance in this area.

MDE Commenta:

Service Area Comments:

¢ Attachments

¢ Comments

Figure 73
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Sending the Workbook for Modifications

If the SPSR Team discovers a data deficiency, the CIMS coordinator must send the
workbook from Workbook in SPSR Team Review status to Workbook Modifications
Required status.

From the Workbook Menu:

1. Click the Modifications Req’d button (Figure 74). A confirmation statement will
appear.

c}, Uepartment ot CIMS-Part C-0708
MICHIGAN _— = Log #: 0708-PRTC-2200-Lakeside ISD 0540
Educat[ﬂn | A LIUT Applicant: Lakeside ISD)

Status: Workbook In SPSRE Team Review
Access Level: CIMS Coordinato

Start Menu | Agency Info EREgdas e L =u User: CIMS Coordinator | @) Help | Leg ocut

i+ 2008 CIMS-Part C-0708 Workbook Accept | Modifications Reg'd |

Workbook #: 0708-PRTC-2200-Lakeside ISD 0540 Workbook Forms

Change Workbook Title W Expand Entire Tree W
- ) John Smith

_/ Samantha Brown

_/ Tom Jackson

General Information

Workbook Manager: CIMS Coordinator

Status: Workbook In SPSR Team Review )
Due Date: 5/30/2008 (Fri) —/ Document Review

Date Submitted: 11/1/2007 (Criginal) : _/ KP1 Analvsis and Rating

Minimum sample =ize for child record review: 10 i [ Continuous Improvement Protocol

SPSR Process, Information, and Training

Legend:
. Information, and Training = Last Page Visited

Child Ddemographics

Figure 74

2. Click OK to return the workbook for modifications or Cancel to return to the
Workbook Menu page.

Note: The workbook can now be edited by the CIMS coordinator and form writer.

After the revisions are made, the workbook can be submitted to Workbook in SPSR
Team Review status by the CIMS coordinator.
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