ASSIST™ Technical Guide for Kentucky Schools

Completing Reports within ASSIST

About This Guide
This guide has been developed specifically for Kentucky Schools. It
provides an overview of the AdvancED® Adaptive System of School
Improvement Support Tools (ASSIST™) and step-by-step instructions for
building and submitting reports in ASSIST.

ASSIST is designed to guide and
streamline the improvement
planning process and help
eliminate duplication of effort.

Learn more at:
www.advanc-ed.org
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Accessing ASSIST
To directly access ASSIST, visit
www.advanc-ed.org and select Log In
or also navigate directly to the login
page at www.advanc-ed.org/assist.

Enter your email address and password.
NOTE: This is the same email address and
password you use to access the School
Improvement Management System.
To create a new account, please contact
your state department administrator (Ginger
Kinnard-ginger.kinnard@education.ky.gov) to
have a user account created and user
permissions assigned.
If you don’t remember your password, select
Send New Password link and enter your email
address.

Getting Started
The reports due are displayed on the Portfolio Overview page along with the report’s due date. Selecting the
report name will display the specific components required for your school’s submission.

Select the
document name
to view the
document details
required for
submission.
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Viewing ASSIST Document Details
The Document Details page identifies the components that must be included for the report’s submission.
The Components column identifies what needs to
be submitted. This column is blank when nothing
has been attached.

Review the list of diagnostics
that need to be completed by
your school, and select the
pencil icon within the
Components section to
create or select a Diagnostic
and Goals and Plans.

If no components have been
started, select Create a New
KDE Closing the Achievement
Gap button. Any component
with the check box marked will
be added to your report.
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When on the diagnostic page, select (Edit) to give the component a unique name with a date to differentiate
reports from year to year. Select Update when complete.

Completing a Diagnostic
All diagnostics in ASSIST have a similar
format for ease of use. Regardless of
which diagnostic your school is
completing, the navigation and page
layouts almost are identical.
Blue section headings are provided for
each section within the diagnostic. Green
progress bars provide a visual of section
completeness.
Select the section heading to view and/or
respond to the items within each section.
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A list will show the required items within each section. Items without a check mark have not received a
response, whereas those with a check mark have. It is important to review all responses prior to completion.

You can return to the
Diagnostic Summary
to view a different
section or overall
progress.

Select an item with the
Respond link.

Each item in the diagnostic
requires a response.
You may be required to
enter a narrative text
response, a multi select
option or select your goals,
strategies and activities.
Examples of all three
question types are shown to
the right and below.

At any time you can return to the
Section Summary to view a
different item or overall
diagnostic progress.

If given a goal question, select the
Activity from the goal tree that most
accurately answers the question. If no
goals exist, use the Goal tab to create a
new Goal, Objective, Strategy and
Activity.
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Once the item has a
response, select Next.
ASSIST automatically takes
you to the next item in the
diagnostic.
Spellcheck is not provided in
ASSIST, but some browsers
(e.g., Firefox® and Safari®)
highlight spelling and
punctuation errors.

You can copy and paste text from a
text editor or Microsoft Word
document. ASSIST does not support
special formatting, images or tables.

Complete all questions in the diagnostic
and confirm completion by selecting the
Yes Complete button.

Select Reopen to make additional
changes to the diagnostic prior to
submission, if necessary.
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Goals and Plans
Once you have built goals for Closing the Achievement Gap, you can use the Progress Note functionality to
track implementation.
To begin, select the Goal for which you would like to track progress from the Goals & Plans overview page.
From the Goal Details page, select Action for the component in which you would like to add a Progress Note.
Select Add Progress Note from the menu. Progress Notes can be added at all levels of the goal.

Type your comment in the pop-up
window. You can add an additional
progress status at the measurable
objective and activity levels.
Measurable Objective: Met or Not Met
Activity: In Progress, Complete, Not
Completed or Not Applicable
Provide the desired comment and/or
progress status and select Save.
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Next, go to the Plans tab and select Create a Plan. Be sure to give the plan a unique name to
differentiate it from previous plans that have already been created. Select the Goals you want to
include in the plan. Selecting at the goal level automatically selects all Objectives, Strategies and
Activities within the Goal. Selecting at a lower level, such as the Activity, allows for only that specific
Activity and its related Strategy, Objective and Goal to be included in the plan.

Select Save and return to the
portfolio. Attach the plan in
the same manner that you
attach the diagnostics by
selecting the pencil icon.
Select the appropriate plan
and then save the selection.
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Submitting Reports
Select the Portfolio tab at the top of the page and
open the report you want to submit.

Select the pencil icon in the
Components column. This
opens a window that allows
you to select the
component to attach by
checking the box and
selecting Save Selection.

The Component name now appears in
the Components column. Select the
name to view/edit the diagnostic
results.

Once all of the completed
components have been added
to the report, select Submit and
confirm submission.
All complete Components have a
check mark in the Complete column.

Note: You can view a PDF of the complete
document at any time during the process by
clicking the PDF button at the bottom of the
page. The PDF will be shown as DRAFT until it is
submitted.
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Once the report is submitted, it can be
reopened by the the appropriate
designated party at the Kentucky
Department of Education at any time for
changes and resubmission.
Comments are required any time a
report is reopened. A comment log,
history of document submission dates
and users can be viewed by selecting
Log.
Each time a report is submitted, a copy of
the document is archived. You always can
open an archived document to view a
previously submitted version.
Once the report has been
submitted it requires the
review and approval at the
district level to complete the
process as required in
Kentucky Revised Statute
158.649.
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