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Go to COLIN http://colin.lausd.net and sign-in using your full LAUSD email address 
and Single Sign-On password to access the online evaluation. 

 

 
 
 

 

first.last@lausd.net 
 
SSO Password 



 
 
1. Click-on My Colin (dropdown menu), 2. My Tasks.  

 

 
 
1. Scroll through your tasks until to come to the Contractor Evaluations section. 2. Click-on the Description to 
view and start the evaluation. 
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2. 

 

 

 

 
 1. 2. 



 
 

 
Go into the Reviewer field to assign your Director as the reviewer of the CPE 

 

 
 
 
 
1. Begin by typing your Director’s name and select an entry from the dropdown menu. Click 2. Confirm to save 
your selection. Click on 3. Close to return to the evaluation form.   

 

 
 

 1. 
2. 3. 



 
 
 
 

 
Complete the form (there are seven (7) questions).  
 

 
 
 
 
 
 
 
 
 
 
 



 
 
 
 

 
Insert any Additional Comments for the Reviewer and Click Save to record the CPE entries.   
 

 
 

Confirm record is SAVED 
 

 
 

  

 

 

 



UPLOADING DOCUMENTS 
IMPORTANT: In order to upload / attach supporting documentation to the Contractor Performance 

Evaluation, you must save the record first. 
 

To upload  a document, click on  
 

 
 

 

The Document Upload screen will appear: 
 

 

 



 
 
 
 
 
Using the form: Select a document from your computer, enter a document Title and Description, and click on 
Upload. 
 

 
 
 
 

 



 
 
 
 
 
 
Click on Close to return to the evaluation form once you receive confirmation. 
 

 
 

 

 
 
 
 

 

 



 
 
 
The new document should now appear under the Documents Uploaded section 
 
 

 
 
 
 
 
Once you complete the CPE and upload any supporting documents, click the Complete Evaluation button to 
submit it to your Director. Your Director will receive an email notification to inform him/her that the evaluation is 
ready to be reviewed. 

 

 
 

  

 
 

 



 

 
REVIEWING AND APPROVING CPE 

 
To review and approve the CPE, follow the link provided in the email notification you received. It will take you to 
the COLIN system. If you are not logged in, you will be prompted to enter you SSO email and password. 
 
 

 
 

first.last@lausd.net 
 
SSO Password 



 
 

REVIEWING THE EVALUATION 
 
Once you are logged in, you will be directed to view the completed evaluation. 
 

 
 
 



 
 
 

APPROVING THE EVALUATION 
 

To approve the evaluation, scroll to the bottom of the evaluation and enter you comments in the “Reviewer 
Comments” text area and click the “SUBMIT REVIEW” button. This will record your comments and the date you 
submitted the review. 

 

 

 
 

 
 

 



 
 

Once the evaluation is complete, you will see your comments and the date you approved the evaluation.  
 

 

 
 

  



 
 

HAVE QUESTIONS? 

 

If you should have any questions regarding the CPE process, please contact the Prequalification Unit at 
prequalification@laschools.org or 213-241-2651. 

 

For technical assistance and to report system issues, please contact the FSD Help Desk at trackit@lausd.net 
or 213-241-4642. 

 


