NYSED CHARTER SCHOOL OFFICE

PORTAL INSTRUCTIONS FOR SUBMITTING
REQUESTED MID-TERM SITE VISIT DOCUMENTS

To prepare for and to ensure that you have a well-informed understanding of what to
expect, please access the 2021-2022 Mid-Term Site Visit Protocols and Portal Instructions

and review thoroughly in its entirety.
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School Leaders and Board Chairs have received an email from the CSO Online Portal
with an invitation from your CSO Liaison to collaborate. (Upon successful login,
ownership will transfer to the School Leader). By clicking on the “Join Now” link,
both will have access to the school’s account to begin uploading the requested

documents.
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3. After login, your dashboard will appear. Your name will appear in the red banner in the
top right corner and the 2021-2022 MTSV “application” will appear in one of two formats
or views as shown below. (Note: The system refers to submissions as “applications”).

View 1

View 2

4. The School Leader or Board, seeing the school’s application, will click on “Continue” to
access your MTSV tasks. The “tasks” or required uploads will appear on your screen.
These tasks may be completed in any order. As each task is completed, the circle next to
each task will begin to fill with green.

5. Clicking on continue, the School Leader or Board Chair will see that the CSO liaison is
listed as the primary owner the account along with the names of the invitees. If you don’t
see your CSO liaison name or the names of all invitees, it means that you have not accepted
the invitation in the email as described in Step 2 above. Doing so also means that you have
created another, separate account that is not connected at all to the account already set up
for your school. Go back to Step 2 above.
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6. Your CSO liaison may request additional documentation. If so, you will be able to upload
additional documents as required to comply with the request. You may also upload
additional documentation including videos you feel are relevant and/or supplemental to
highlight the school’s success in meeting the Performance Framework Benchmark
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indicators. Please discuss the latter with your liaison first.

7. If necessary, you have the ability to download or edit any tasks whether it is correcting an
error in the school info and cover page form or replacing a previous uploaded document

© Instructions

for a revised or corrected one. Using the ellipses (...) at the top right of your tasks list.

Never click on reset unless you desire to delete all tasks and star anew. None of the

files you uploaded are recoverable.
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8. A School Leader (when ownership has transferred) may invite members of your team by
clicking on “Add Collaborator” that appears below their name. The account owner will



msert an email address (placing a comma after each email if more than one) and grant
each invitee the right to “view and edit” or “view”. Then hit send

Collaborators

Add collaborators to view or contribute to your application
Email address of collaborators

Type of access

o View & edit View only

Message (optional)

9. The invitees will receive an email from the CSO portal just as the School Leader and
Board chair did with an invitation to collaborate. By clicking on the “Join Now” link in
the email initially, the invitee will be added as a collaborator to the same account.

10. Please make sure that collaborators are working from the same account as you. Do not
create more than the one account for the same school — as multiples will be deleted.

11. The account owner is the only person who can submit mark the submission as complete
for it to be sent to the CSO. And then you are done! The owner and all who are listed
from the school will receive a date stamped receipt via email acknowledging the
submission.

12. Please feel free to contact your liaison for content questions and Patrick Garrett or Vickie
Smith for technical assistance by email to charterschools@nysed.gov.

Thank you,

Charter Schools Office
Performance Oversight Team

charterschools@nysed.gov
518-474-1762





