
Program Review Training 
Office of the Provost 

Log in to Compliance Assist Module 
1. Go to my.utep.edu 

2. Log in with your UTEP credentials. 

2. Go to For Faculty & Staff tab. 

3. Go to the Technology section and select Compliance Assist. 

1. Go to Program Review Web Site. 

2. First find your program’s level from the options: “UG Program Review- 2020” or “GR Program 

Review- 2020”  

3. Then select your program from the drop-down menu. 

Editing Standard(s)  
1. Go to Self Study tab. 

2. Each of the standards that are editable are in blue and underlined; go through each standard by 

clicking on the section title. 

4. Once you are inside the standard that you will be editing, click on the Options drop down menu 

located on the upper right-hand corner.  

3. Go to Edit Item.  

4. The Status section allows you to choose from these three options: “Under Development”, “In 

Review” or “Published”.  

5. The Due Date section can be used to set an internal deadline specific to that standard.  

6. The Assigned User section allows you to choose a user that can work on specific standard and in 

this way delegate your program review process.  

7. The Description section explains the information needed for the standard and might include a 

table with dataset.  Please do not make changes to this section. 

8. Go to the Narrative section and enter your information inside the box.  Please know that 

information does not auto-save; you will need to scroll all the way up/down and select “Save” 

frequently or “Save & Close” once you are ready to work on another standard. 

9. The Narrative text box uses a text editor similar to Microsoft Word so feel free to enter your 

narrative directly in this section.  If you will be pasting from another document, use the toolbar 

option to always paste as plain text. 

  
10. Every time you exit a standard, you will get the following message: 

; please refer to Check-in section below. 

11. To reference documents within your narrative standard use the Requirement Sources section; 

please refer to section below on adding documents and linking.  

12. The URL Sources section is a link to a live, external website. 



Check-In and Check-Out features  
 Users can check-in standard(s) to lock other users from editing the standard at the same time. 

 As a program administrator, you can decide what permission type to allow users for specific 

standards: 

; please work with our office for user 

access and permission types. 

 Once you are ready to save a standard, you will be prompted with the following window message: 

 
 Please know that information does not auto-save; you will need to scroll all the way up/down and 

select “Save” frequently or “Save & Close” once you are ready to work on another standard. 

 If you choose the “Check-In” option it means that you are done editing and you allow other users 

to work on this section if their permission allows it. 

 If you choose the “Leave Checked Out” option, you are locking this standard for others to edit. 

 The “Activity Log” tab within the Edit Section for Each Standard allows you to see the name of 

user that has the standard “checked out” should you want to work on it and have no access.  If 

there are standards that are “checked out” and user is no longer affiliated with this process, please 

let our office know and we can help you with this. 

Requirement Source 
1. To add a file to the Requirement Sources, click on the “Upload File” link. 

2. Upload files by browsing through your computer.  Uploaded files will automatically be named 

based on their filenames, but you may specify a different name for the file. 

3. To link a document on your Narrative section highlight the word that you will be linking to the pdf 

document and click on the Custom Links section located on the bottom right-hand side of the 

toolbar. 

4. Select your linkable document from the list located under the “Requirement Sources” option. 

5. Once this is complete, you will see the word(s) changed to blue font color.   

6. “Save and Close” your progress. 

7. To get a Printable File per standard, click on the “Options” drop-down menu and select “Printable 

File”. 

8. Select Margins and Options and click on “Generate PDF”. 

9. Check on the “Attach Source Documents” option to include your linked document(s).  

10. The PDF document output can be printed, saved, shared via email, etc. 


