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STUDENT LIFE 
User Guide: 2015-16 Annual Report Module in Compliance Assist 
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Section I: Getting Started 

 
v Log into Compliance Assist using your net ID credentials at 

https://utk.compliance-assist.com 
 

v Click “Planning” from the Available Web Sites listing on the left: 
 

 

v Click “My Dashboard” in the light grey banner across the top: 
 

 

v “My Dashboard” will take you to your personal landing page, which shows 
tabs assigned to you. (Note: This area will only populate if you are 
assigned or have assigned yourself to a form in the system. If no tabs show 
up, contact Emily Parker to assign you to the necessary forms.) 
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v Click the blue “Edit Filter” button, and use the drop down list to select the year. 

For 2015-2016 Assessment Year reporting, select the AY 2015-2016 tab. Leave 

all the items checked below the date, to enable these sections in your report. 
 

 
 

 
 

 

 
 

 
 



 

 

v Once you have selected the correct Assessment Year, click the “Student Life” tab 

under My Dashboard: 
 

 

 
v Select your department from the organizational chart on the left hand side. 

In this example Family Engagement is selected. You can verify it’s the 

program selected as it is highlighted in light blue. 
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v Once you have selected your specific department, click on “New Item.” Here, you will be 

able to access forms to fill out for each section of the required Annual Report. Click on the item 

to access and fill out its form. 
 

 

  
 

v Your “New Items” Drop Down menu will look like the Screenshot below: 
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v The following forms are required to fill out for the ’15-’16 Annual Report (As seen in “New 

Item” drop down menu): 
 
 

SL: Department Profile 

SL: Department Demographic Profile 

SL: Assessment Form 

SL: Civility and Community Initiatives 

SL: Community Engagement 

SL: Recruitment, Retention, and Graduation 

SL: Facility Operations 

SL: Programmatic Fiscal Responsibility 

SL: Graduate Student Development 

SL: Faculty Engagement 

SL- DG#1: Student Engagement and Success 

SL- DG#2 : Student Environment 

SL- DG#3 : Student Learning 

SL- DG#4 : Communication 

SL- DG#5: Staff Support 

SL- DIV#1: Campus Climate 

SL- DIV#2: Attract and Retain Underrepresented Populations 

SL- DIV#3: Attract, Retain, and Graduate Historically 

Underrepresented/International Students 

SL- DIV#4: Partnerships with Diverse Communities 

SL- DIV#5: Curricular Requirements Include Intercultural Perspectives 

SL: Optional Spotlight Submission 
 
 

v For the purpose of the Annual Report, you do not need to fill out the following forms (please 

ignore these forms for Annual Report purposes): 

SL: Learning Outcome 

SL: Departmental Learning Outcome / Program Goal 

SL: Diversity Goal 

 

v These forms are available for Departmental Reporting use, should you choose to report 

through Compliance Assist in your department. 
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Section II: General Instructions to Fill Out / Edit Forms 
 
v To fill out each form: Fill out each of the guided questions, and choose any specified 

drop down answers. Click “Edit” to fill out any written notes or narrative sections. 

Click “Save” at appropriate times, especially to return and edit the item at a later time. 

Click “Save and Close” for a completed form (you can always access and edit your 

information regardless). 
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v When you have started and saved a form, it will be listed under the “Name” column of 

your department page. You may edit forms by clicking directly on the item as it is 

listed under “Name.” When the form opens, choose the “Edit” tab in the upper right 

hand corner of the box. (See Screenshots below). 
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v Hover over the “ ” to see guidelines and directions for each subsection. 
 

 
 

v The text editor in each of the sections functions like a word document. (Note: if you are 

copying/pasting information from a word document, PDF or website, use the Paste as Plain 

Text feature.) You can also build tables using the table builder, add images using the image 

manager, and many other options using system features. 
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v Within each Text Editor box, there may be an option to upload one or multiple files. If this 

is the case, you will see the symbol, “ ” and text stating, “You must click the Save button 

below in order to add files to this item.” Type in a name for the form, click “Save,” and you 

will see the following within your text box: 

 

 

v If you want to create a folder for one or multiple documents, click “Folder,” fill out a Folder 

title, and click “Add Folder.” To upload files, click “Upload Files” and the following 

window shown below will pop up. Click “Select” to choose and upload one document, 

choose “Multiple File Uploader” to upload (up to) five files at once. 
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v To add uploaded files to a folder, simply click on each file and drag it into the folder as it 

appears on the screen. 

 

 

v You will also have the option to upload Baseline Resources to forms for which your 

Baseline data supports. Again, you will have to save your form in order to gain access for 

adding Baseline Resources. Once you have titled and saved your form, you will see the 

following within forms that hold this function: 
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v To add a Baseline Resource, click “Add Baseline.” The window shown below will pop up. 

Type in your Project Title to find your project. Click on the project in the left hand column. 

Then click on “All Project Data” in the right hand column, and click “Add.” 

 

 

 
v On each form, there is a default box titled, “Responsible Roles.” This tool is not necessary 

for our work, so please ignore this box. 
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Section III: Points of Note for Specific Forms 

v We have attempted to replicate the Excel spreadsheet used for Annual Report data in the 

past. Each form has a few default functions, some of which will not be necessary to fill out 

in certain forms. Thus, you will not need to fill out this information when you do not have 

it. The following default functions are: 
 

 Start and End Dates 

 Progress (drop down menu) 

 Providing Department 

 Responsible Roles 

 

v Department Profile: Fill out one form. “Department Description” is optional. 
 

v Department Demographic Profile: Fill out one form. Follow instructions provided within 

form. 

 
v Assessment Form: Fill out multiple forms: one for each Assessment Project, or Portion of 

an Assessment Project (i.e. reporting on one question from a survey) you want to report. 

Label each project with a title and number (1, 2, 3…). Should you fill out multiple forms for 

one assessment project (reporting to various portions of that project), number these forms as 

1.1, 1.2, 1.3… and so on. 

▪ You may upload documents / Baseline resources in appropriate text boxes. 

 
v Departmental Civility and Community Initiative: Fill out multiple forms, one for each 

initiative/program/service. Provide a title for each form, and number each form as “1, 2, 

3…” 

 
v Community Engagement: You may choose to fill out one form, and provide an Executive  

Summary of all programs/activities/events you held. In this case, provide estimated total 

numbers of Students, Faculty, and Staff who participated in all events combined. You may also 

choose to fill out multiple forms, one for each activity/event you held. Provide a title for each 

event, and number each form as “1, 2, 3...” In this case, you do not need to utilize the text box 

titled “Executive Summary of all Community Engagement Activities.”  
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v Recruitment, Retention, and Graduation: Fill out multiple forms, one for each 

program/service you provided that has impacted these areas. Number each form as “1, 2, 

3…” 
 

v Facility Operation: Fill out one form. If you do not have a room number, leave that text 

box blank. 

 

v Programmatic Fiscal Responsibility: Please fill out one form that includes an overall 

Narrative summary of all programs that saved and/or raised funds, with total estimate 

numbers for dollar amounts saved and earned. In the ‘Number’ field, label this form as 

“1.” You may also fill out additional forms (this is optional), one for each unit/program. 

If you fill out multiple forms, label each as “2, 3, …” in the ‘Number’ field.  

 

v Graduate Student Development: Fill out one form. For “Name,” provide the name of any 

person within your department who works with Graduate Students. Follow instructions 

provided. 

 

v Staff Engagement: Fill out multiple forms, one for each staff member you will report. 

Number each form as, “1, 2, 3..” NOTE – you may upload documents for each text box in 

this form, thus, you may have each staff member provide you their own information in the 

form of documents for you to simply upload. 

 

v SL-DG#: There are 5 forms to report progress towards Divisional Goals, one form per goal. 

Each form is identical, except for the drop down menu for each goal’s Learning Outcomes. 

Below is a breakdown of Divisional Goal forms: 

 

▪ Goal Number: Type “1” for Goal 1, etc. You may fill out multiple forms for each 

goal, if you want to report to specific objectives of that goal. In this case, number 

each form as “1.1, 1.2, 1.3…” 

▪ Goal Name: Type the Goal Name that is listed at the top of the form (this field is 

required). 

▪ Goal Objectives: You may choose one or multiple objectives that this goal relates to. 

The objectives are listed in Shorthand in the “Goal Objective” dropdown menu. 

Below is a chart with the full Goal Objective written out next to its shorthand. 

▪ Follow directions for the rest of the form. You may include uploaded documents and 

Baseline resources. 



13 
 

 

 

 

 
 

 

 “Drop Down Menu” Key for each Divisional Goal’s Objectives 
 

v SL-DG#1: 

 
#1: Data Informed Practice Consistently use and track data to inform practice that will 

increase student retention, engagement, and persistence. 

#2: Collaboration among 

Departments 

Demonstrate collaborate efforts among various departments 

to actively facilitate the progression of all students’ 

academic endeavors, health and safety, cultural experiences, 

and successes outside the classroom. 

#3: Additional Learning 

Oppotunities 

Enhance and generate additional opportunities for formal 

and informal learning experiences through student 

leadership, support for academic initiatives, and civic and 

cultural education. 

 
 



14 
 

 

 

v SL-DG#2: 
 

#1: Communication Regarding 

Facilities 

Strengthen communication with students, faculty, and staff 

regarding facilities, projects, and services, and incorporate, 

as appropriate, input from students on how facilities and 

services might better meet needs. 

#2: State-of-the-Art Facilities Continuously enhance the quality of facilities for all 

students, staff, and faculty through ensuring accessibility, 

sustainability, and a commitment to the highest level of 

maintenance and cleanliness. 

#3: Advocate for Civility and 

Inclusion 

Design state-of-the-art spaces that address evolving student, 

staff, and faculty needs by maximizing space, providing the 

most current technology, and planning for future needs as 

new facilities are built, or existing buildings are renovated. 

#4: Advocate Student Needs through 

Diversity 

Advocate for student needs through the enhancement of 

diversity, social justice, and intercultural initiatives. 

#5: Promote Civility and Inclusion 

on Campus 

Continue to promote civility and inclusion on campus as an 

essential, non-negotiable attribute of being a Tennessee 

Volunteer. 
 

v SL-DG#3: 
 

#1: Partnerships with 

Faculty/Academic Units 

Expand partnerships and communication with faculty 

and/or academic units to provide more effective co- 

curricular programs and services to 

assist with increasing academic success, intellectual 

growth, healthy living, inclusivity and community, and 

student retention. 

#2: Effectively Communicate 

Roles/Services 

Communicate more effectively the roles and services of the 

Division of Student Life to departments and individuals 

within Academic Affairs. 

#3: Strengthen Academic Support 

Initiatives 

Strengthen academic support initiatives such as First Year 

Studies, Life of the Mind, and Light the Torch through staff 

participation and promotion to students and families. 
 

v SL-DG#4: 
 

 

#1: Comprehensive Branding Support the building and implementation of a 

comprehensive branding and communication plan to better 

articulate the mission of the Division of Student Life 

through the use of print, social, and electronic media. 
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#2: Streamline Online and Physical 

Resources 

Further Streamline online and physical “go to” resources 

for students, alumni, parents, faculty, and staff that 

highlight and integrate the services within the Division of 

Student Life. 

#3: Consolidate/Promote Online 

Feedback Systems 

Consolidate and promote online feedback systems to assist 

students in providing specific and implementable 

suggestions and feedback on Division services and 

practices. 

#4: Multiple Means to 

Assess/Evaluate 

Enhance use of data gathered through multiple means to 

assess, evaluate, and drive change in Division practices. 

#5: Resources through Assessment 

Techniques 

Allocate resources through assessment techniques designed 

to identify program, service, and/or facility needs of 

students, staff, faculty, and guests. 
 

v SL-DG#5: 
 

#1: Empower Staff Empower staff to identify and enhance resources by 

strengthening communication between staff and the Student 

Life Development Officer. 

#2: Foster a Culture of Personal 

Wellness 

Continue to fostera culture within division departments 

which recognizes the importance of personal wellness. 

#3: Opportunities for Career 

Enhancement 

Create or supplement additional opportunities for career 

and professional enhancement for staff at all levels of the 

Division through departmental and campus-wide 

collaboration. 

#4: Assessment of Staff Needs Utilize yearly assessment of staff needs and well-being in 

order to enhance programs and services. 

#5: Recognition and Appreciation Strengthen recognition and appreciation opportunities for 

staff throughout the year. 

 

v DIV#: There are 5 forms to report progress towards the Division’s Diversity Goals, one for 

each form. Fill out one form per goal that you are able to report to. 

 
v Optional Spotlight Submission: In this form, you will report anything that does not fit into 

any other category, or anything you think could serve as a “Spotlight” in the Annual Report. 

This form is optional, and you may fill out multiple forms for multiple submissions. 
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Section V: Relating Forms 
 
v Congratulations! You have filled out all of your forms. Now, it is time to relate your 

forms. 

v First, relate each of your forms to the Divisional Strategic Goal, Goal Objective, and/or to 

the Divisional Diversity Goal that is supports. You will do this by clicking on the form you 

want to relate, as you would to edit the form. NOTE: You will be able to relate any form to 

the Goal/Objective that supports it at any time during your work. 
 

 

 

 

 

You must relate each DG# form to its appropriate Divisional Strategic Goal. 

You may also relate other forms to an appropriate Strategic Goal, if the 

information in that form supports a goal. 

You may also relate any form to any Diversity Goal that it may support. 
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v Once the box has opened to view the form, click on the “Related” tab in the upper right- 

hand corner: 
 

 

v You will then see the screen displayed below. To relate this form to any of the Divisional 

Strategic Goals or the Diversity Plan Goals, click on “Add” under the table named, “Items 

this … Supports.” 
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v Once you click on “Add” item this goal supports, you will be re-directed to the screen 

below. In order to choose any of the Student Life Divisional goals and Diversity Goals to 

relate to your form, you must click on “Student Life” in the left column of the screen. You 

will see each of the Divisional Goals, Divisional Goal Objectives, and Diversity Goals 

listed here. Check the boxes of each item that your form supports. Close by clicking “Add.” 
 

 

 

 
v Once you click “Add,” you will be re-directed to the “Related” screen, and all of goals you 

have related to this form will show up in the “Items this … Supports” table. The table will 

also show up at the bottom of the “view” screen of the form. (See Screenshot on next page). 
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v You will also relate each form to any Assessment forms that supports that form. Go to the 

“Related” tab in the form you want to relate. Then scroll to the 2
nd 

table, titled, “Items 

Supporting This …” Click “Add.” 
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v The following window will pop up. It will automatically display your department page with 

all forms you have filled out and saved. Check the boxes for each Assessment Form you 

want to relate to the form you are working in. Click “Add.” 
 

 

 

 
v Once you click, “Add,” you will be re-directed to the “Related” screen, and all the 

Assessment forms you have related to this form will show up as “Items this… Supports” 

table. The table will also show up at the bottom of the “view” screen of the form. (See 

Screenshot on next page). 
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v It is necessary to relate each form to support its appropriate Divisional Goal, Divisional 

Goal Objective, and Diversity Goal, because we can then run a report of all forms related to 

each of these items. It is necessary to relate each form to its support Assessment form, 

because we can then run reports of all supporting documents for each set of information. 

 

 
Once you have related each form to the items it supports, and to assessments that support 

that form, you are finished! 

Congratulations, and thank you for all of your efforts! 

 
 


