
Navigating ASSIST Quick Guide 

 

Logging In:  
 Go to https://cas.advanc-ed.org/cas/login?service=http%3A%2F%2Fwww.advanc-

ed.org%2Fassist%2Fs%2Fhome 

Once Logged In: 

 You will be able to access all institutions associated with your user credentials simply by 

clicking “search” at the bottom of the screen or hitting the enter key. You do not need 

to enter any information under “institution,” “parent institution,” etc. 

 

 

Completing Reports: 
 To begin working on a new document in ASSIST, click on the school/district you are 

trying to access. Always work from the portfolio menu, as the latest due dates and 

assignments will be neatly displayed from this screen (shown below): 

https://cas.advanc-ed.org/cas/login?service=http%3A%2F%2Fwww.advanc-ed.org%2Fassist%2Fs%2Fhome
https://cas.advanc-ed.org/cas/login?service=http%3A%2F%2Fwww.advanc-ed.org%2Fassist%2Fs%2Fhome


 
 Select the report you wish to begin. All reports in ASSIST include components. Each component 

must be attached and completed in order to submit the report. Click on the blue pencil icon 

under Components to create  

 

 



 Once you have clicked the blue pencil, the “Manage Document Components” window will 

appear as shown below. Click the gray “Create a New” tab to create a new component.  

 
 Once you create a new component, the most recently created component will always appear at 

the bottom of the “Manage Document Components” window screen. It is very important to 

rename the component. Do this by clicking the blue hyperlink. This will allow you to edit the 

name as shown below: 

 



 
 

 

 

 Use the description tab below to give the component a unique name; Click Update when 

finished 

 

 

 

 

 



 

 Return to the “Manage Document Components Tab” and select newly named document by 

clicking inside the checkbox 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 Once complete, you will see the new component attached to the report in the portfolio menu. 

Click on the hyperlink to begin working in the component. Once all questions have been 

answered a green check mark will appear in the “Complete” column. All components must show 

the green check mark in order for the entire report to be submitted.  

 

 

Updating Goals 
 A school must frequently update its goals in order to truly be involved in the process of 

continuous improvement. Goals should be updated before submitting any reports in 

ASSIST that require goals to be attached.  

 From the “Goals and Plans” tab located at the top of the screen in ASSIST, you can 

create new goals, edit existing goals, and hide/archive old goals to reduce clutter on the 

screen. 



  

 

 

New Features 
 Flexible Goal Building 

 30-60-90 Day Planning Template and KDE Resources 

 


