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CIP Appeals Sign Up Process

Purpose of Process
This process is for the LEAs to provide written testimony and/or sign up for verbal testimony to
the IAC at the Capital Improvement Program 75% recommendation stage.

Starting the Process

To start this process, you must choose the LEA Global Project. Once you are within that project,
please use these steps to start the process.

1. In the Project Menu on the left side of the page, select the “Processes” tab.
2. In the “Project Processes” home screen, click on the “Start process” button which is

situated in the top right corner of the page.

3. 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.

4. Choose the process by clicking on the name.



5. You will then be presented with the initial step of the process. This is a simple one
question step that will route the process according to the request type.

Initial Submission Layout

Your initial step will require you to determine what type of appeal you are requesting, whether it
is a written testimony, virtual testimony, or both. The process workflow has been designed so
that there are multiple paths for the process to take as determined by the request type. The
multiple paths allows for different layouts, or different information to be asked per request type.
This will also require you to submit the request twice. Please see the directions below.

6. Once you have chosen “How will your LEA provide your appeal”, click “Submit” to start
the request.

7. You will then be asked to take the next step in your request.
8. In the "Processes" tab, you will see the request that you have just started. Please click on

the subject, and this will reopen the request.

Second Step

9. Once you have opened the request, you will see that the data fields are set up specifically
for how you will submit your appeal. The image below is for an appeal by “Virtual”
presentation.



10. Once you have filled in all data fields, choose the “Submit” action and then the ”Take
Action” button. This will submit your request to the proper reviewer.

Once you have submitted your request, you will be able to review the process in read only mode
during the duration of the workflow.

Process Workflow

Workflow Steps
The process initiator is responsible for all workflow steps in red (steps 1 through 4).

1. Start: Requested by the LEA Facilities Planner. The LEA Facilities Planner will choose
how the LEA will provide the appeal. This will route the process one of three ways.



a. Written Testimony (letter or slides in PDF form to be included in the agenda)
b. Virtual Presentation (no screen sharing)
c. Both

Written Testimony:

2. Written Only: The LEA Facilities Planner will fill out all pertinent information regarding a
written proposal. They will then submit the request to continue the workflow.

Virtual Presentation:

3. Virtual Only: The LEA Facilities Planner will fill out all pertinent information regarding the
virtual proposal. They will then submit the request to continue the workflow.

Both:

4. Virtual and Written: The LEA Facilities Planner will fill out all pertinent information
regarding the proposal being both written and virtual. They will then submit the request
to continue the workflow.

Remaining Workflow

5. Review: The process will be reviewed by IAC staff, the appeal will be added to the
agenda, any written materials will be included, and any virtual presentations will be
ordered on a presentation list.

6. Finish: The process initiator will be notified that the request has been processed, and will
have the existing workflow for reference.


