
Step one: 
Sign-in to the Charter School Office Portal 

 
 

 
 
 

Instructions for Log in Screen 
 
 
1.  First time users log-in here. 
 
2.  If you have an account, enter your e-mail and password. 
 
 
 
 
 

 
 
 
 
 
 
 
 



 
Step two: 
 

Locate Instructions  
 
Instructions are given for each task. The tasks are: 

• Complete cover page and upload Annual Report 
• Upload Progress Towards Goals 
• Upload Audited Financial Statements (AFS) 
• Upload Management Letter (ML), if applicable 
• Upload Corrective Action Plan for ML, if applicable 
• Upload Single Audit Report, if required 
• Upload Extraclassroom Activity Fund, if applicable 

 
Each task has a link. Open the link to complete a task. 
 
                          Next to this link it says ‘incomplete’.  Once an item is submitted it will change  
                          to ‘complete.’ 
 
 
 

 
 
 
 
 



 
Step three:   
 

Open a link to one of the tasks. 
 
Here we open the link for the Cover Page and Annual Report. Complete the form as instructed. 
 
 

 
 
 
 
 
The Cover page continues…. 
 
 
 
 
 
 
 
 
 
 
 
 



Cover Page, continued 
 
Browse here to locate your Annual Report in this upload area. 
 
 
 

 
 
 
 
Then submit. 
 
 
 
After completing each task you will receive an e-mail that says: 
 
‘Thank you. We have received you submission to NYSED Charter School Office” 
 
 
 
 
 
 
 
 
 



Step three: 
 

Open Another Link  
 

Here we show links for ‘Progress Towards Goals’ and for Audited Financial Statements. 
 
 
Open the link 
 
                                     Note whether task is complete, or incomplete. 
 

 
 
 
 
 
Read instructions and open link for each of the tasks you are required to submit. 
 
 
 
 
 
 
 
 
 
 
 



Step four: 
 

Upload ‘Progress Toward Goals 
 

 
 

Instructions to Upload ‘Progress Toward Goals 
 

1. Enter ‘2011-2012 Progress Toward Charter Goals- [insert name of school]. 
2. Click browse, locate then select the document within your computer files. 
3. Click submit button 

 
 
 
Upload other tasks in the same manner. 


