
How to Map Documents for Your Colorado Shines Levels 3-5 Rating 

 

1. Go to the Colorado Shines website: 

http://coloradoshines.force.com/ColoradoShines/website_home 

-Log-in to your Colorado Shines Account 

-Select the Level 3-5 tab 

-Select the Documentation tab 

 
 

2. Fill in the Document Name with a title that is easy for you to identify it without opening it. 

- Select the file from where it is stored on your computer. 

 
 

 

3. Scroll down to the indicator number to find out which “Document Type” you will need to 

save your document as.  

*Some indicators allow for more than one Document Type, this would apply to indicators 

that have ANDs and ORs within the Evidence Column of the Evidence Documents* 

 

Document Types: 

-Planning/Goal Setting 

-Activity Log 

-Written Policy 

-Meeting Agendas 

http://coloradoshines.force.com/ColoradoShines/website_home


-Financial 

-Letters of Reference 

-Program Assessment 

-Curriculum/Child Assessment 

-Other 

 
 

 

4. Select the right-facing arrow to move the Document Type selection to the Chosen Box 

-If you are using a document for more than one document type, be sure to select multiple 

document types as needed. 

*To move over all document types= hold down “CTRL” and select the documents, select the   

 right facing arrow. 

 



 Removing a Document 

-Select the Document Type to remove from the Chosen box and select the left facing arrow 

to drop back into the Available box 

5. Save Document 

-Wait for the red text “Document Uploaded Successfully” at the top of the page. 

-Now you will see the document on right side of the screen in “My Document Library” 

*Open your Document in the Library to ensure that they are viewable and not too large* 

               

   

 

6. Scroll down to the indicator number you wish to attach this document to. 

-Best to go in order, so none are missed 

 

7. Select the “+” (plus sign) 

8. Select the drop down arrow and select the correct document name. 

-For large documents, enter the page number(s) where evidence can be found 

9. Select Save 

 

-When a Document is mapped correctly, the orange examination image changes to a green 

check mark image 

 

 Repeat for each indicator unless the document is already saved in “My Document Library”, 

repeat steps 6-9. 

Mapping Video: https://youtu.be/gESX7o5iXKM  

https://youtu.be/gESX7o5iXKM


 

 

 

 

 


