FY12 ConApp Tips for Consultants/Administrators
1. The directions will be separated into three files, as well as remain in one complete package, so you can send systems the complete package or only the portions you choose for your rollouts and follow-ups.

2. The complete package will contain the directions for downloading the original (blank) files onto a computer within the system, changing/completing each file and uploading the completed/reviewed files back to the website.

a. The first file (00-A1) will contain ONLY the directions for downloading files to a computer either within a system and/or onto a consultant’s computer for resource.

b. The second file (00-A2) will contain ONLY the directions for systems to begin to enter data into the files so the links will work correctly.  It includes the process for creating new folders to contain the completed files.

c. The third file (00-A3) will contain ONLY the directions for uploading completed files to the website.
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All consultants, state staff and Project Directors will be logging in as Administrator on the website (www.tnelc.org/administrator) and using the same password TomandJerry.  Once you login, you will be able to view or edit the files for all systems.
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a. View capability (from your login as Administrator) will allow you to see/download their files and delete any uploaded files you want to delete.
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FY11 Consolidated Application File Package: Alamo City
Original File List Uploaded files
00.A-General Instructions for Electronic FY11 CApp.doc Delete  00-B-FY11 Consolidated Application Instructions.doc

00-B-FY11 Consolidated Application Instructions.doc
00-C Y 2011 Budget Worksheet Instructions 3.9-10.doc

00.D Fiscal Info packet 3-10-10.doc

01:71-Signature sheet for FY11 CApp-Alamo City Schools.xls
025:171-Page 2-Attendance Areas FY 11-Alamo City.xls
03:471-Page 3. FY11 Title | Reqular Year-Alamo City.xls
04:171-Page 4-FY11 Title | Summer Schools-Alamo City.xls
05:171-Page 5.EY11 Title | Pre-K-Alamo City.xls

06171-EY11 Consolidated Application-Alamo City.doc
07:471-Page 9-FY11 Private Schools-Alamo City.xls
08:471-Page 10-FY11 Loc Neg Facilities-Alamo City.xls
09:171-Page 22.Dist Inits N Schi-bsd Personnel-Alamo City.xls
10-171-Page 23-FY11 Systemwide Personnel-Alamo City.xls
10-Page 23-FY11 Systemwide Personnel-rev.xls
11471-Title | Set-Aside Initiatives Form-Alamo Cif
12471-£Y11 Budget Worksheet-Alamo City.xls
13471.£Y11 Budget Spreadsheet-Alamo City.xls
1547111 Title IV-Safe and Drug Free App-Alamo City.doc

.doc
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b. Edit capability (from your login as Administrator) will allow you to lock a system’s uploads.  You can do this when they upload and notify you their files are ready for review OR after you upload files you have reviewed and don’t want them changed by a system.  Administrators will be able to unlock a system and upload additional files themselves, if they wish, as they are corrected and reviewed. 
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4. It is our suggestion that each consultant create a folder on their desktop for each system, but don’t put any files in them until they are ready for review/reviewed.

5. Each consultant will notify Brenda Staggs by email when their system’s files are uploaded and locked so we can print a copy for Project Director and Team Reading review.  Nashville needs your notification no later than May 15th.  We will print from the “uploaded” files on the TN ELC website.  Note: Coversheets from the FY12 ConApp (files 01 and 14 will need to be signed and brought to Team Reading.
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