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

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

Learn more at:
http://www.advanced.org/partnership/kde
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ASSIST Navigation
The primary navigation of ASSIST takes place using a series of tabs across the top of the screen.
Specific tools are provided within each tab. The following diagram provides a basic overview of the
ASSIST tabs and what is located within each.
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Accessing ASSIST
To directly access ASSISTT, visit www.advanc-ed.org/KDE and select Log In or 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 used to access other AdvancED
online systems.
Select Create New Account if you are a new
user.
If you don’t remember your password,
select Send New Password link and enter
your email address.
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Search for the institution
for which you have been
staffed to serve as a a
Reviewer.
Select the institution’s name to
access their ASSIST
information.
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Downloading the Program Report
Upon accessing the institution in ASSIST, verify that their Program Monitoring Report has been completed.
Selecting the task name
will direct you to the
Task Details page
where you can view the
full report.

The Portfolio page provides a list of all components included in the submitted Program Monitoring Report.
To access the submitted document, select View PDF. Save the PDF report to your computer so that you can
upload it to the Review Workspace.

Select Attachments to view all attachments associated with
the Program Monitoring Report. Download and save each
attachment by selecting the attachment name.
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Accessing the Program Review Workspace
Accessing Workspace can be done with or without a PIN.

Accessing Workspace with a PIN
All team members will receive an email inviting them to participate on a Program Review.

Select the Team Workspace link
provided in the email (or copy and
paste it into a web browser) and
enter your email address and PIN.

Select view invitation to accept or
decline the invitation. A
confirmation email will be sent.

Note: The Workspace link and PIN are unique for every Program Monitoring Review and
each individual assigned to the team. Please save this information. If you misplace your
login credentials, contact Customer Service at contactus@advanc-ed.org to have your
credentials resent.
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Accessing Workspace from ASSIST without a PIN
To get to the workspace for a review, the user will login to ASSIST and navigate to the Reviews tab.

The user will then click Go To Workspace for the selected review to launch the Workspace in a new
browser tab.

Using Workspace
Workspace – Home
Upon logging into Workspace, the user will land on the Workspace Home page. This page provides the
details about the Program Monitoring Review, including the date, location, accommodations, as well as
institution contact and location information. The Lead Reviewer also will have the ability to enter a
customized welcome message for the team.

Update User Profile
Take the time to update your
user profile! Your bio, contact
information and photo, if
provided, are shared with other
team members.

Add a Welcome Message
To add a Welcome Message,
select Add Welcome Note. This
is where the Lead Reviewer will
highlight any information that
will be helpful for the team to
know.
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SAMPLE Welcome Message: Welcome to the
Sample School System Program Monitoring Review
Team! I am thrilled to welcome you to this
experience using this exciting new tool! Please take a
few minutes to update your user profile. Be sure to
download and review the information on the
Documents tab prior to arriving at the school on
November 21, 2014. Thank you in advance for your
service to KDE and most importantly, the Sample
School System Review.

Add/Update Accommodation
Information
To add/update accommodation information,
select Add Accommodation Details.

NOTE: Please keep your "PIN" somewhere safe, as
you will need it each time you visit our "workspace."
I look forward to our upcoming collaboration!

Workspace – Team
The Team page is where you will locate information about the individuals serving on the review team. To
update your profile, hover over your name in the upper right hand corner of ASSIST and choose My Profile.

Upload a
photograph
here!

The Profile contains personal and
contact information, as well as
information about your service experience. You also can upload a photograph. This is a great way to
connect with team members prior to meeting in person.
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Workspace – Documents
The Documents page is where you can upload documents for team members to review.

Note: All team members
can upload documents to
the Program Monitoring
Review Workspace.

To upload a document, select Upload Document and
locate the file you want to upload on your computer
(the same way you would attach a document to an
email). Provide a name for the document in the
Document Description box. Select Upload to save
the file to workspace.

Workspace – Work
The Work tab contains subtabs for Diagnostics,
Evidence, Actions and
Results. The Work tab is
where the Lead Reviewer
translates the deliberations
and work completed by the
team into the diagnostics
that make up the Program
Monitoring Review Report .

Diagnostics
The Diagnostics tab
provides tools needed to
facilitate the collection and
analysis of data and
information to inform the
improvement planning
process.

To complete Assurances, select the Open or Edit option, depending on the status of the Assurance.
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Each Assurance set is laid out similar
to the institution’s version. For each
Assurance, the team will choose Yes,
No or N/A.
Once you have completed the Assurance
set, select Complete to finalize the
Assurance.

NOTE: Once an Assurance
has been completed it can
be reopened at any time to
make additional edits up
until the time the Program
Monitoring Review Report
has been submitted by the
Lead Reviewer.
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Evidence and Actions
The Program Monitoring Review
team gathers evidence through the
use of Assurances that are aligned to
the district’s Assurances, if
completed. The Evidence Matrix
shows the answers obtained from
the institution’s completion of the
Assurances compared to the team’s
answers from the Assurances. Only
Assurances where there is a No
answer from either the district or the
team will appear. Any Assurance in
which both the district and the team
answer Yes or N/A, will not appear in
the Evidence Matrix. The Evidence
Matrix helps the Program
Monitoring Review Team generate
Findings.
To create a Finding, select the Action button next to the Indicator and select Create Action.
Select an Action Type, enter the
statement and description, and
then select Save.
Repeat this process for each
Action identified by the team.

A list of all Actions assigned to
an institution can be viewed on
the Actions tab. They will be
sorted by section.
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Results
The Results tab combines all the work (Assurances and Actions) the team has done during the Program
Monitoring Review and compiles it into the Program Monitoring Review Report.
Once you have reviewed
the full report and are
satisfied with the end
product, select Continue.
You will be redirected to
another page where you
can submit the report.

View the Program
Monitoring Review
Report output at any
time during the
process.
Upon selecting Submit, you will
be asked to confirm your submission. Keep in mind that once you select Yes to confirm your submission,
you will no longer be able to make changes to the Program Monitoring Review Report.
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Frequently Asked Questions
Where can I find out more information?
For KDE: www.advanc-ed.org/KDE
For ASSIST: www.advanc-ed.org/assistresources
For Schools: www.advanc-ed.org/schoolresources
For Districts: www.advanc-ed.org/systemsresources
When are Program Monitoring Review invitations sent to the Lead Reviewer and Team Members?
Once a team member has been assigned in ASSIST, an email will be sent to the team member inviting
him/her to participate in the Program Monitoring Review.
How will team members access the Workspace?
Once the team member has accepted the invitation to serve on the review team, he/she will receive an
email that contains their credentials needed to access the workspace.
Will the credentials provided be the same for each Program Monitoring Review?
No, the credentials are unique to each team member for each review.
What happens if I lost/forget my Program Monitoring Review Workspace PIN?
Contact Customer Service at contactus@advanc-ed.org and they can resend your Program Monitoring
Review Workspace credentials, including your PIN.
Who has access to upload documents in the Program Monitoring Review Workspace?
State/Regional office staff, Leads and Team Members have the ability to upload documents in the Program
Monitoring Review Workspace.
Is the Review Workspace iPad compatible?
Yes, ASSIST and the Program Monitoring Review Workspace are iPad friendly.
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