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LCAP Tool  

Pivot’s LCAP & SPSA Tool (the Tool) was 

designed to support districts across the state to 

complete their LCAP through a step by step 

process that helps schools identify goals and 

then build budgets to meet them. 
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The Tool Aligns the Planning and Budgeting Process  

Summer Fall 

Winter Spring 

Ongoing stakeholder engagement and data analysis 

Implement 
• Begin implementation of LCAP 

plan and begin assessing 
outcomes 

• Community asset mapping 

Review and Revise 
Needs Assessment: 
• Student achievement* 
• Community engagement* 
Review Current Plan: 
• Set 3  year goals* 
• Develop 3 year actions* 

Finalize  

• Review budget and LCAP 
plan with stakeholders and 
share at public hearing 

• Submit LCAP plan for final 
school board approval* 

“He who fails to plan is planning to fail.”  
Winston Churchill 

*Activities supported by the Tool 

Budget (for next school year): 
• Identify resources* 
• Prioritize actions* 
• Draft a budget*  
• Gain consensus with 

stakeholders 
• Finalize staffing decisions  
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About the Tool 
Pivot Learning Partners’ LCAP Tool facilitates a year-
round planning and budgeting process and the creation 
of a district’s Local Control Accountability Plan (LCAP)  
• School staff evaluate student data and can record the findings 

in the Tool 
• Users can enter planning information, such as Goals, Actions 

and Expenditures 
• The Tool supports prioritization of actions and budget 

planning 
• A variety of reports are available at the click of a button, 

including the Local Control Accountability Plan (LCAP) 
• Links to training and support resources are available 
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Benefits of the Tool 
• Connects the planning and budgeting process 
 
• Facilitates transparency and stakeholder engagement 
 
• Provides an online medium for administrators to work 

together and to share best practices 
 
• Enables a more effective and meaningful way of creating 

your Local Control and Accountability Plan (LCAP) 
 

• Allows users to have multiple versions of their plan in order 
to create different scenarios and budgeting options 
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Login 
1 

Enter your User ID and 
Password from your 
account setup email 

Go to: www.edspending.org 2 

Click “Log In” 

3 

If you do not remember your password, 
click on “Forgot your password?” and you 

will get an email with a new password 
which you can change after you log in 

4 
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Home Page 

1 

Links to program resources are available at the 
bottom of the page. 

2 

Navigate using the buttons at the top or the 
links in the “Activities” section.  

 
To start the planning process, click on 

“Department Introduction.” 
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Introduction 
 

The upper part of the Introduction page includes 
Contact Information for your school. Click “edit” to edit 

information if anything needs to be changed. 

1 
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Introduction (cont.) Edit information in the Contact Information form 
as necessary. 1 

Then click “Save” to save your changes or 
“Cancel” to revert to the original values. 

2 
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Introduction (cont.) 
The lower part of this page includes additional 

information about your school, such as Overview, 
Mission  & Vision, Description, and Other. Information 
added here will show up in the top part of the LCAP. 

This is not required but might be a good place to write 
an introduction about your LCAP plan. 

1 

Click “Continue to 
Stakeholders” to go to the 
next step in the process. 

3 

Click “Edit” to insert or 
change text. 

2 
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Stakeholder Engagement Event 
Click “Add New Stakeholder Event” to add a new 

stakeholder event 

Click “Edit” to edit the name or 
event details for an existing event 

3 

Click any of the subject 
tabs to sort data 
alphabetically/ 

numerically by that 
subject 

2 

Click “Continue to Needs Assessment” when 
all engagement events have been entered to 

continue to the Needs Assessment 

4 

1 
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Stakeholder Engagement Event (cont.) 

Then click “Save” to save your 
changes or “Cancel” to revert 

to the original values 

Each number asks a 
Guiding Question 
from Section 1 of 

the  LCAP 

Type in the 
details of the 
Engagement 

Event 

Enter notes to add detail 

Check the 
box(es) that 
indicate(s) 

which 
Stakeholders 

will be 
targeted 

1 2 

3 

4 
5 

14 



Stakeholder Engagement Event (cont.) 
Check the box to include the 
uploaded document within 

the LCAP Appendix. Choose File to be 
uploaded for the 

specific Stakeholder 
Event that is being 
added or edited. Click to upload the 

chosen document 
file. 

Click “Save” to 
save your changes 

or “Cancel” to 
revert to the 

original values. 

Click “Edit” to edit 
the type of Event 

Document. 

Click any of the subject 
tabs to sort data 

alphabetically/ numerically 
by that subject. 

Select “Event Document” if 
it is not for LCAP Appendix 
or select “LCAP Appendix 
Event Document” if it is. 

1 

2 

3 
4 

5 

6 8 Click to download 
and view a copy 
of the Uploaded 
Event Document. 

7 
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Involvement & Impact 
Click to add a new 

Engagement Activity. 

Click to move each of the 
steps in the “Involvement 

Process” up or down in the 
desired order. 

1 

2 

Click to edit 
text of 

“Involvement 
Process” and 
“Impact on 

LCAP”. 

3 
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Resources 
The Resources page is where you can upload specific resources that 
detail your data as well as other information that might help you in 

your district planning. Any resources can be uploaded here as 
reference material. 

1 

2 

3 After you’ve selected the file 
you wish to upload, click 

“Upload Resource File” to 
upload the file. 

You can upload your School Scorecard or other 
resources on the Resources page. First, click “Choose 

File” to browse for the file you wish to upload.  
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Resources (cont.) 

Edit the information you 
wish to change, then 

click “Save” to save your 
changes or “Cancel” to 
revert to the original 

values.  

You can view the 
uploaded file by 
clicking “View.” 

To delete the 
uploaded file, click 
“Delete” and then 
click “OK” in the 
dialog box that 

appears. 

4 After your files have 
been uploaded, you 
can edit the order in 

which they appear by 
clicking “Edit.” 
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Needs Assessment 

The Needs Assessment includes questions to help 
you assess, alongside the analysis of school data, 
where your district stands now and what changes 

might need to be made to improve. These 
questions correspond to the Guiding Questions 

from Sections 1, 2 and 3 of the State LCAP 
Template.  Click “Edit” to begin.  

1 
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Needs Assessment (cont.) 
1 Edit information in the 

Needs Assessment 
form as necessary. 

Then click “Save” to 
save your changes 

or “Cancel” to 
revert to the 

original values. 

2 

Click “Continue to 
Plan” to go to the 
next step in the 

process. 

3 
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Plan 
• The Plan page is where you will document much of the information 

required for your district plan. Goals, Actions, and Expenditures are all 
visible on the same page, so you can see how all of the information 
supports your district goals.  
 

• You must first identify a goal, then actions, and then expenditures for each 
goal. Each goal can have one or more related actions, each action can have 
one or more related expenditures, and so on. 
 

• The purpose of the Tool is to guide you with a specific process when 
planning and budgeting for your district. If, however, you would like to use 
a different process, you can type “N/A” into the Goal and Action fields so 
that you can identify Expenditures and work on ideas for budgeting, 
returning to add detail to the Goal and Action fields at a later time. 
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Plan (cont.) 
To start the planning section, click “Add 

New Goal.” After you add your first Goal, 
you can then add Strategies, Actions, and 

then Expenditures. 

1 

After adding Goals, Strategies, 
Actions, and Expenditures, you 

can edit or delete individual 
items as information changes. 

2 
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Adding/Editing Goals (cont.) 
Each number asks a Guiding Question 

of the LCAP Goals Template 
1 

Select one of the 
admin-set Goals  
from the scroll 

menu. 

2 

Select one or more 
of the admin set 

Metric Descriptions 

4 
Enter details and 

information of the 
Metric Description 
selected in Step 4 

5 

Type in a description 
of LCAP Goal and 
Identified Need 

3 
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Adding/Editing Goals (cont.) 

Select a subgroup 
selection option 

1 

2 Select Subgroups for 
Applicable Pupils  

within description of 
LCAP Goals 

Select what schools 
will be affected by 

the LCAP Goal 
provided 

3 
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Adding/Editing Goals (cont.) 
Enter goals and 

objectives for each 
year. 

1 

Check Boxes of required 
state-selected categories 

that fit within the 
provided LCAP Goal.  

2 

Then click “Save” to 
save your changes or 
“Cancel” to revert to 
the original values. 

3 
Click “Return to 

Plan” when 
finished. 

4 
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Plan (cont.) 
Select year to display Goals, 

Actions and Services  or select 
All Years to display them all 

Delete and remove 
saved Goals, 
Actions and 

Services 

1 

2 
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Actions and Services 

1 After creating Goals, click 
“Add New Action/Service” 

to add Actions and 
Services 
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Actions and Services 

LCAP Goal  provided 
from selection on Goal 

page 

2 

Related State and Local 
Priorities selected from 

Goal’s page 

3 

Type in relevant details 
and descriptions of the 
Action and/or Service  

4 

Each number displays 
a Guiding Question of 

the LCAP 
Action/Service 

Template 

1 
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Actions and Services 

1 

2 

3 Select LEA-wide for 
District Level of Service 

or School-wide for 
School Level of Service  

Rank the Action priority 
from 1 to 5, 1 being the 

highest priority 

Check box to exclude 
Action/Service  from 

budget 
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Actions and Services (cont.) 
Enter the Anticipated 
Expenditures for each 
Action/Service above. 

2 

Select Applicable 
Pupil Subgroup(s) 

3 

Save all changes 
made and/or added 
to Actions/Services 

4 

1 
Enter descriptions of 

Specific Action/Services 
for the first three 

calendar school years 
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Actions and Services (cont.)  
– Funding Sources 

Funding Source Program 
Names, which can be 

edited/added to by clicking on 
“Program Name” and selecting 

from scroll menu provided 

Estimated Annual Cost of 
Action/Service 

1 2 

Annual amount of 
funds provided by 

Funding Source and % 
of Total Annual Funds 

for specific 
Action/Service. You 
can enter funding 
amounts by $ or % 

3 

Save all changes 
made and/or 

added to Funding 
Sources 

4 
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LCAP Goals/Actions Sort Order 

After all Goals, Actions and 
Expenditures are entered, the 
Goals/Actions can be sorted by 

clicking here 

1 
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LCAP Goals Sort Order 

Select which Goal 
Areas will be sorted 

1 

Click button to sort 
alphabetically 

2 
Click button to 

sort by the 
order Goals 

were entered. 

3 

Click link to sort 
alphabetically by 

LCAP Goal 
Description 

4 

Click to move each of 
the Goal Descriptions 

Up or Down in the 
desired order 

5 
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LCAP Actions Sort Order 
Choose the “Goal Area” 

to select which Goal 
Action Descriptions will 

be sorted 

1 

Click to sort 
alphabetically 

2 
Click to sort by the 
order actions were 

entered  

3 

Click link to sort 
alphabetically/ 

numerically by “LCAP 
Action Description”  

4 
Click to move each of the 
Action Descriptions up or 

down in desired order 

5 
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Rank Actions 
Ranking allows you to view/rank 

your compiled actions according to 
its set priority and other factors  

Click “Rank Actions” 
to proceed 

1 

2 
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Rank Actions 

Click Edit to return to the 
Edit Action/Service 

section 

2 

Click to sort by 
header 

1 
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Budget The Budget page will show your district budget. 
Here, you can edit Funding Allocations and the 

amounts budgeted and remaining will be shown 
for each funding source. You can also assign and 
modify funding sources and other information 

for each Expenditure from this page.  

1 

The Budget page shows expenditures for all 
goals by default. To focus on expenditures for 

a specific goal, use the dropdown menu. 

The Budget page also displays Fiscal 
Year Allocations, Budgeted Totals, and 
Remaining amounts for each Funding 

Source. 

3 

Click  “Exclude $” for the expenditures 
you do not want to include in your 

budget. This will allow you to model 
different budget scenarios.     

4 

Click “Edit” to 
return to the 
Edit Action 

section. 

5 2 
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Edit Fiscal Year Allocations 

Click “Edit” to edit Fiscal 
Year Allocations.  

1 
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Edit Fiscal Year Allocations (cont.) 

To add or edit the funding amounts or funding sources 
expected for the upcoming school year, click on the 

highlighted number you would like to change. 

1 

Then, edit the amount and 
click “Save” to save your 
changes or “Cancel” to 

revert to the original values. 
Clicking “Return” will take 

you back to the Budget 
page.  

2 
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Annual Update 

Click “Annual Update” from 
the “Outcomes” drop down 

menu to proceed. 

1 
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Annual Update 

If you are a new user 
entering goals prior to the 

use of the Tool, choose 
“Create a new Goal” from the 

drop down menu. 

1 If you are a returning user 
entering annual updates, 

choose the goal you wish to 
enter an annual update for 
from the drop down menu. 

2 
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Annual Update – New User 
1 

2 

3 
Enter expected and actual 

Measurable Outcomes, 
Actions/Services and Scope of 

Service. 

Fill in the information (identical 
to the Goals section). 

Review your planned and actual 
Actions/Services and start 

planning improvements for next 
year. When finished, click “Save 

this Goal” at the top. 

42 



Annual Update – Returning User 

Select Goal for Annual 
Update from drop down 

menu 

All Expected/Planned boxes will be 
auto-filled according to the goal 

selected from the drop down menu 

Enter actual results  here, 
and begin thinking about  
how to improve next year. 
When finished, click “Save 

this Update.” 

1 

2 3 
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Reports - LCAP 

After you have completed all of the steps in the 
process, you can generate the LCAP by going to 
the Reports page and clicking on “Load Control 
Accountability Plan.” Checking the “(Word)” box 
will download the file as a .doc file, as opposed 

to a .pdf file 

These are additional reports 
from various sections that can 

be automatically generated 
with the click of a button. 

1 

2 
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Change Password To change your password, go to the 
“Settings” option at the top of the screen 

and select the “User Password Reset” 
option. 

1 

Then click “Change 
Password” to change 

your password.  

3 

On the Password Reset page, 
type in the new password 

you would like to use. 

2 

If you no longer wish to 
change your password, click 
“Cancel” to avoid changing 

your password. 

4 
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Privacy, Help, Settings, Logout 

Click “Help” to go to the 
Help page, where you will 
find the user manual, help 

text, and other support 
materials for the Tool. 

Click “Logout” to 
log out of the 

Tool. 

Click on “Privacy” to 
download the Tool 

Privacy Policy effective 
January 1, 2014. 

If you are assigned to more than 
one plan and would like to switch 
plans, select the school from the 
“Select a Plan” list and then click 

“Go To Plan”. 

Scroll over “Settings” 
to view other 

administrative options  

1 

2 3 

4 
5 
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Help Link Tools and Information 

Click to download 
Help Documents for 

assistance on 
common issues. 

Click on any of the 
links to watch a 

video on the 
subject you need 

assistance in. 

Click to change 
your password. 

1 

2 

3 
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Settings – Add/Edit Users (Admin Only) 

To add a new user, go to 
“Settings” at the top of 
the screen and select 

“District Settings” 

Then click on 
“Add/Edit Users” 

1 

2 
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Settings – Add/Edit Users cont.  
(Admin Only) 

1 

You can edit the user 
information by clicking 

on “Edit”. 

Click any of the headers to sort data 
alphabetically by that subject. 

Click “Add New” to add the user. An email will be 
sent to the user with the user name and a 

password. The user will be able to change their 
password after they log in for the first time. 

Enter the User ID, First Name, Last Name, Email address, primary school, sub-district (if applicable), 
and identify whether the user will be an Admin or a regular user. An Admin will be able to modify 

district values, add users and prepare the annual rollover of all plans, among other things. 49 



Settings – Create Sub-Districts  
(Admin Only) 

Sub-Districts allow you to assign a 
single user to multiple schools so that 
the user has access to all schools and 
plans in that sub-district. To create a 

Sub-District, go to “Settings” at the top 
of the screen and select “District 

Settings”. 

1 

Click on “Manage 
Sub-Districts”. 

2 
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Settings – Create Sub-Districts cont. 
(Admin Only) To create a new Sub-District, select “Create a 

New Sub-District” from the Select Sub-District 
drop down menu. 

Enter the name of the 
Sub-District. 

Select the schools 
to be included in 
the Sub-District. 

Click on “Save Changes” to save the 
sub-district. After the Sub-District 
has been created, you may assign 

users to the subgroup in the District 
Users section. 

1 

2 

3 4 
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Settings – Needs Assessment  
Questions (Admin Only) 

To change the Needs 
Assessment Questions, 
go to “Settings” at the 
top of the screen and 

select “District Settings.” 

1 

Click on “Needs 
Assessment 
Questions.” 

2 
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Settings – Needs Assessment  
Questions cont. (Admin Only) 

You can edit the needs 
assessment questions for 

your district here. 

1 

2 Then click “Save” to save 
your changes or “Cancel” 
to revert to the original 

values. 
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Settings – Change/Edit District  
Values (Admin Only) 

Administrative users have the ability to change certain 
drop down values, such as the District Goal Areas, Goal 

Data Indicators, Expenditure Categories and Codes, 
Funding Sources and Committee Member Roles.  

1 

To change drop down 
values for your 

district, click on “Edit” 
next to the section 
you wish to change. 

2 
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Settings – Change/Edit District  
Values cont. (Admin Only) *Goal Area 

Click any of the headers to 
sort data alphabetically by 

that subject. 

Type in a detailed 
description of the LCAP 

Goal. This is not 
required, but can be 

used to specify board 
goals and strategic 

plans.   

1 

You can edit 
information 
by clicking 
on “Edit.” 

2 

3 

4 Then click “Save” to save your changes or 
“Cancel” to revert to the original values. 
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Settings – Change/Edit District Values 
cont. (Admin Only) *Priority Goal Area 

Click on “+” to 
add a Goal Area. 

2 
To add a Goal Area, enter 
the new Priority Area for 

your district. 

1 

You can edit 
information by 

clicking on “Edit.” 

3 
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Settings – Building Scenarios by  
Copying Over Plan (Admin Only) 

As you explore different budget scenarios or 
prepare for the next year of planning, you 

may want to rollover the data for some or all 
of the plans in the Tool. To rollover site plan 
data, go to the “Settings” menu and select 

“Prepare Annual Rollover.” 

1 To rollover data for a 
single plan, select the 

plan from the list. 

2 

Then select “Clone All Data Values” or 
“Prepare an Annual Rollover.”  

 
"Clone All Data Values" copies the 

whole site plan, 
including Goals, Actions, Expenditures, 

Resources, Committees, 
Budget and Scorecards. 

 
"Prepare an Annual Rollover" rolls over 

all of your plan information into the 
next year’s LCAP.   

3 

Enter the new site plan 
name and click “Create 

New Site Plan.” 

4 
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Other Features 
• Multiple users at a single site can view and edit 

the same plan 
• Central office users can look at data across 

schools 
• Districts can customize certain aspects of the 

Tool, such as district goal areas and budget data 
specifics 

• School scorecards can also be uploaded for 
reference 
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