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TNCompass TASL: Instructional Leader Guide
 

FAQ
How do I submit TASL attendance for approval?
Who approves my TASL attendance?
How do I submit a request to be exempt from TASL?

TASL Profile
View Historical TASL cycles
TASL Requests

Add TASL Attendance
TASL Hours
Exemption
Problem Of Practice (POP) Form

Part 1: Plan Development. 
Part II: Reflection
Part III: Verification & Submission

FAQ

How do I submit TASL attendance for approval?

Login to TNCompass. When the page displays, select under the   Home    My Educator Profile    Quick Links
section.
Click the  tab. Find the section and click . TASL  TASL Requests Add TASL Attendance

 Instructional leaders who are exempt will not be able to add TASL attendance.
The  displays. Enter the event name in the  field or click the down arrow to display the listTASL Wizard   Search
of  and scroll through the list to select the attended TASL event.Professional Learning Events 
Enter the  and select the and click .Dates Attended  Location,     Hours,  +Add
When the event displays below the entries, click  and then  , which will open a window to +Add Choose File
select and attach a supporting document. 

 A supporting document is required to submit TASL attendance for approval.
After the supporting document is attached, click  .Continue

 Review and Verify the information. Click  to make any changes. If all information is correct, click  . Back Submit
A window displays. Enter pin to sign and click  . PIN Signature Submit
The then appears in the permitted superintendent and TASL configurator for TASL Request  Work Queues
review and approval or denial. 

Who approves my TASL attendance?

The permitted district superintendent and TASL configurator(s) are authorized to approve or deny TASL attendance.

How do I submit a request to be exempt from TASL?

Login to TNCompass. When the  page displays, select  under the Home My Educator Profile   Quick Links 
section.
Click on the  tab. In the  section, clickTASL   Exemptions    Request Exemption.
The policy will display. Review the policy to be sure an exemption is allowed. If all Request for Exemption 
exemption criteria are met, click  .Start Request
Enter   and click .  PIN Signature  Complete Form
To delete the request, click . Delete Request
When   is selected, the request appears in the permitted superintendent's Complete Form Exemption

 for approval or denial.Requests Work Queue
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If approved by the permitted superintendent, the request appears in the state TASL director work queue for 
approval or denial.
If approved by both the permitted superintendent and the state TASL director, the TASL status will change to 
Exempt.
If the exemption is denied at any point, the TASL status will remain and the instructional leaderMandatory, 
cannot submit another exemption request until the next TASL cycle. 

TASL Profile

To access the TASL profile, login to TNCompass and from the page, select  underHome    My Educator Profile
the  section. Quick Links
Click the  tab to display the TASL profile, as illustrated below.TASL 
The TASL  appears at the top of the window.  can be either   or  Status Status Mandated, Exempt,  Not

 is used when a school leader is not currently rostered in a leadership role (e.g., is Applicable. Not Applicable
rostered as a teacher).
The window is separated into and TASL Requests, TASL Hours,  Exemption. 
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View Historical TASL cycles

 The 2016-2018 TASL cycle is the first cycle in TNCompass. TASL cycles prior to 2016-2018 do not appear
in TNCompass.  

The appears at the top of the window to the right of the  information.  Cycle  Status

During future TASL cycles, users will be able to click on the drop down arrow for the at the top of theCycle 
window and select a prior year to view the TASL information. Prior year TASL information is view-only.

TASL Requests

TASL Requests appears in the first section of the TASL tab.
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Add TASL Attendance

Click  to start the Add TASL Attendance  TASL Wizard.

Enter the event name in the  field or click the down arrow to display the list of Search  Professional Learning
and scroll through the list to select the TASL event. Events

Enter the  select the  and click . Dates Attended, Location, Hours,   +Add
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The event displays below the entries. Click and then the select . A window opens to select and   +Add  Choose File
attach a supporting document. 

 A supporting document is required to submit TASL attendance for approval.
When the supporting document is attached, click .Continue

The next step in the TASL Wizard is to the information.  Review and Submit 
To make changes, click .Back
When all information is correct, click  .Submit
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A  window displays. Enter pin to sign and click  . PIN Signature Submit

A window displays to advise the is submitted and the  will appear in the permitted TASL Request TASL Request 
superintendent and TASL configurator  for review and approval or denial. Work Queues
Click to return to the instructional leader profile.Return to Profile 
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TASL Hours

Several TASL hour choices may appear for a Select the appropriate attendance Professional Learning Event.
hours of attendance.

TASL hours approved and pending also appear on the page under , as illustrated below.Home  My TASL Status

TASL hours also appear on the TASL page.

To access the TASL page, click the  under the  section on the  page.My Educator Profile  Quick Links  Home 
Click the tab and find the section, as illustrated below.TASL TASL Hours 
All approved TASL events, dates, and hours display.
To view a specific TASL event, click   to the right of the event.View
The total number of TASL hours for the current cycle displays below the list of events.
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Exemption

 The instructional leader or his or her permitted superintendent or TASL configurator are able to initiate an
exemption request.

An approved exemption exempts the instructional leader from mandatory TASL requirements. To ensure exemption
requirements are met, the TASL exemption must be approved by both the permitted superintendent and the state
TASL director.

To access the TASL page, click under the  section on the  page.My Educator Profile  Quick Links  Home 
Click the  tab, find the  section, and click  , as illustrated below.TASL  TASL Exemption Request Exemption

The TASL  policy displays. Review the policy to ensure the request complies with stateRequest for Exemption 
requirements. 
Click to initiate the exemption request.Start Request 
Click   to return to the TASL page without initiating the exemption request.Cancel
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A  PIN signature page appears.Request for Exemption 
Enter the PIN to sign the request and click , as illustrated below.Complete Form
Click   to display the PIN, in the case of a forgotten PIN.Show PIN
Once the instructional leader signs the  it appears in the work queue for the permittedRequest for   Exemption,
superintendent for review and approval or denial. Once approved by the permitted superintendent, the request
appears in the work queue for the state TASL director for review. 
To delete the request, click   at the bottom of the window.Delete Request
To save the  without signing, click  . Return to the  at anyRequest for Exemption  Cancel Request for Exemption 
time to complete the request.

The  section updates to reflect the request is waiting for signatures.Exemption 

 When the  is approved by both the superintendent the state TASL director, theRequest for Exemption 
instructional leader  will update to Status  Exempt.

 If the  is denied, the instructional leader cannot submit another exemption request untilRequest for Exemption 
the next TASL cycle. 
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Problem Of Practice (POP) Form

Principals and assistant principals can advance administrative qualifications by utilizing the Problem of Practice
 and process.Form

Login to TNCompass and select  under the section of the My Educator Profile  Application    Quick Links Home 
page.

When the Educator Profile page displays, select the  tab.TASL 

Education leaders enrolled have an information message displayed at the top of the TASL page.

Click the  link.Problem of Practice Form 

The  page displays and includes both the  and sections of theInduction Academy Participant  Candidate   Mentor
form.

In the following example the candidate has not selected a  To display a list of district mentors, click inDistrict Mentor. 
the space following on the form and type the name of the preferred district mentor.District Mentor 
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The list of district mentors matching the entered text will display. Use the scroll bar to locate the preferred district
mentor and click on the name.  

Once selected, the district mentor information displays in the  space on the POP form.District Mentor 

When the initial mentor meeting has already occurred, enter the date of the initial meeting in the space provided. If
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the initial mentor meeting has not taken place leave the space blank.

Click  to save the form.Save 

The candidate will enter his or her PIN and click the   button to confirm and sign the form.Sign

The POP Form then shows the date and time the form was signed by the candidate.

TNCompass then sends a message to  section on the mentor's page toTASL Problem of Practice Forms  Home 
notify him or her of the need to sign the POP Form.

 If the district mentor does not believe he or she has the necessary skills to be the mentor for the candidate, the
district mentor has the candidate's email address to communicate directly with the candidate.

Click the link to access the POP form and sign for the candidate.View 
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When the POP form displays, the mentor scrolls to the bottom of the page and enters his or her secure  Click thePIN. 
button to confirm and sign the form.   Sign

The form updates and reflects the mentor's identification along with the date and time of the mentor's PIN signature.
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Part 1: Plan Development. 

The candidate can click on  on the page or click theSave & Continue   Induction Academy Participant    Part 1: Plan
tab of the POP Form to display the plan development section of the form. The following illustrates theDevelopment 

segments of the  page.Induction Academy Participant 

 Candidates can enter information and build the content of the form over time. Be sure to click  and thenSave
return to the POP Form as needed.

Enter the Problem of Practice narrative, the space expands as needed to accommodate all of the text.
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Click in the space following   to display the rubric indicators. Select all of the indicators associatedIndicator Search
with the plan. To select multiple indicators hold down the key and select all desired indicators. shift 

The following illustrates multiple rubric indicators associated with the Problem of Practice plan.

Click the X following the indicator to remove an indicator.

Enter  in the space provided. The space expands to accommodate the entire text.  Enter  SMART Goals Action
in the POP Form spaces. The spaces expand to accommodate theSteps, Resources/Management and Allocation 

text entered.
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Enter The spaces expand to accommodate the text entered.Benchmarks/Measures of Success. 

Click  to save to save your entries. Click  to save the information and continue to Part II:Save  Save & Continue 
Reflection section of the form.
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Part II: Reflection

The reflection portion of the POP Form is a summary document describing how the Professional Learning Plan
impacted student outcomes in your school. The summary document is a separate document the candidate adds as
an attachment to the POP Form.

When the summary document is ready, click the button.Add Attachment 

Click to select the summary document file from the candidate's computer and upload it to theChoose File 
TNCompass POP form.

Add a description for the attachment in the  space.Description 

Click  to save the changes. If the candidate is ready to proceed to the next portion of the POP Form, click Save  Save
to save the changes and proceed to POP Form Part III: Verification and Submission.& Continue 

When the summary document is uploaded and attached it can be accessed by TNCompass users with the
authorization to access the candidates POP Form.
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Part III: Verification & Submission

This portion of the POP Form verifies the following:

This plan was fully implemented by the academic participant.

This plan was completed with the support of the district mentor.

This plan has met the approval of the director of schools for the district in which this plan was completed.

When all of the above is true, the Candidate enters his or her and clicks the  button to sign the form.PIN  Sign 

The form updates to show the candidate's information and the date and time of PIN signature.

The Mentor is notified on TNCompass page under  section about the formHome  TASL Problem of Practice Forms 
waiting for signature.

Click the  link to go directly to the candidates completed POP Form.View 
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When the candidates completed POP Form displays, click the TAB for Part III: Verification and Submission and then
scroll to the bottom of the page where the mentor can enter his or her  to sign the form.PIN

Once the mentor enters his or her secure PIN and clicks  , the form updates with the mentor's information andSign
the date and time of PIN signature.

 Director of Schools then signs. The Director of Schools can sign before or after the mentor. The Director of
Schools is also notified in TNCompass about a POP Form for his or her signature.
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TNCompass TASL: Superintendent and TASL
Configurator Guide

FAQ (Frequently Asked Questions)
(Superintendent only) How do I designate an individual in my district to be a TASL configurator?
(Superintendent only) Where can I find TASL exemption requests waiting for my signature?
How do I change an instructional leader's TASL status?
Where do I view and approve TASL attendance requests submitted by instructional leaders?

Designating a TASL Configurator
Use Staff Assignments feature to designate a TASL configurator

TASL Assignments
Accessing the TASL Assignments feature
Use the TASL Filters to locate the instructional leader(s).
Edit Instructional Leader's TASL Status

TASL Work Queue
Use Filters to Search
View Requests
Approve Requests
Deny Requests

Exemption Requests
View Requests
Sign Request
Delete Request

FAQ (Frequently Asked Questions)

(Superintendent only) How do I designate an individual in my district to be a TASL
configurator?

Login to TNCompass and select the  tab at the top of the window.Administration 
Select the  badge.Staff Assignments 
When the  window displays, use the  to locate the staff member or scroll toStaff Assignments  Staff Filters 
locate the desired staff member.
Click  to the right of the staff member name.Configure
When the  pop-up window displays, click the checkbox for  and click Configure  Allow TASL Configuration 

.Save
The user will now be a TASL configurator and an icon will appear with their name on the  listStaff Assignments 
to indicate he or she is a TASL configurator.
Detailed instructions with screenshots are included below. 

(Superintendent only) Where can I find TASL exemption requests waiting for my signature?

Login to TNCompass. When the  page displays, locate the  section at the top of the windowHome  Quick Links 
and click  . Alternately, select the  tab at the top of the window and select the TASL Exemption Work Queue 

badge.Exemption Requests 
When the list of  displays, click  to the right of the  name to view and Exemption Requests  View Educator 
approve or deny the exemption request. 
If approved, the  displays in the of the state TASL director for review andExemption Request   Work Queue  
approval or denial. When the exemption is approved by the state TASL director, the instructional leader    Status
updates to  .Exempt

 An exemption request can be initiated by the instructional leader, superintendent, or TASL
configurator. 



TNCompass

22 of 44

   If the exemption request is denied by the superintendent, TASL configurator, or the state TASL 
director, the instructional leader remains as   and the instructional leader cannot beginStatus  Mandatory
another exemption request during the current TASL cycle. 

How do I change an instructional leader's TASL status?

Login to TNCompass, select the tab and click the  badge.Administration  TASL Assignments
When the page opens use the  to select the orTASL Assignments TASL Filters LEA, Role, Mandate Status, 
search for the instructional leader by name and/or license number.
Locate the instructional leader's information and click   to the right of the information.Edit
The pop-up window displays. Click the drop down arrow to the right of the Edit TASL Assignment  New TASL

field to display a list of choices. Select a  from the list, enter your  to sign, andStatus  New TASL Status  PIN
click  .Change Status

 A change in the instructional leader's TASL status is appropriate when he or she changes role (e.g.,
moving into or out of a teaching role). Administrators are required to earn TASL credits if they spend 50
percent or more of their time in direct delivery of instructional services to the following: teachers,
principals, and/or other educators in administrative or supervisory positions. See more at: 
http://www.tn.gov/education/topic/tasl

Where do I view and approve TASL attendance requests submitted by instructional leaders?

Login to TNCompass. When the  page displays, locate the  section at the top of the windowHome  Quick Links 
and click . Alternately, select the  tab at the top of the window and select the TASL Attendance Work Queue 

badge. TASL Attendance
The  displays a list of the instructional leaders with pending TASL attendance requests. TASL Work Queue 
To examine the  request, select to the right of the instructional leader's TASL request.TASL Attendance   View
A window displays with details about the TASL attendance request including theProcess TASL Request 
supporting documentation. Select the checkbox to the left of the TASL requests and click the Approve

 or  as desired. To leave the page without taking action, select the back arrow at theRequests Deny Requests
top of the page. 
To approve or deny multiple requests at once, return to the Select the checkboxes to theTASL Work Queue. 
left of each pending request. To approve, click  To deny, click  .Approve Requests.  Deny Requests
Selecting displays a pop-up window for  signature. Enter the  and click Approve Requests  PIN  PIN  Approve

.Requests
Selecting displays a pop-up window. Select the drop down arrow to the right of the Deny Requests  Reason for

field to display and then select a denial reason. Enter a  to sign the form and click  .Denial  PIN  Deny Requests

Designating a TASL Configurator

Use Staff Assignments feature to designate a TASL configurator

Login to TNCompass and select the  tab at the top of the window.Administration 
Select the  badge.Staff Assignments 

http://www.tn.gov/education/topic/tasl#sthash.sPeOhzUJ.dpuf
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When the  window displays, use the  sidebar on the left of the page to locateStaff Assignments  Staff Filters 
the staff member or scroll to locate the desired staff member.
Click   to the right of the staff member name.Configure

When the  pop-up window displays, click the checkbox for  and click Configure  Allow TASL Configuration 
.Save



TNCompass

24 of 44

 

The user will now be a TASL configurator and an icon will appear with their name on the  listStaff Assignments 
to indicate he or she is a TASL configurator.
Hover mouse over the icon to display the icon description.

To remove a TASL configurator designation, repeat the process and when the Configure User Permissions 
pop-up window appears, click on the green check mark and it will change to a red circle with a line. Click Save
 to remove the TASL configurator role.
The TASL configurator icon will no longer appear on the  list. Staff Assignments
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TASL Assignments

Accessing the TASL Assignments feature

Login to TNCompass and select the  tab at the top of the window.Administration 
Select the badge.TASL Assignments 
When the  page displays the list of instructional leaders displays on the right side. The listTASL Assignments 
displays the instructional leader's  and  License Number, Name, Schools, TASL Status. 
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Use the to locate the instructional leader(s).TASL Filters 

The current  displays.TASL Cycle 
Select the  from the drop down list for users with responsibility for more than one LEA.LEA 
Select the  from the drop down list; default is selection of all roles.Role(s) 
Select  default selection is Mandate Status;  All.
To search for a specific instructional leader enter  , , and/or .First Name Last Name License Number

Edit Instructional Leader's TASL Status

To change for an instructional leader, click  to the right of the instructional leader'sTASL Status  Edit 
information. 
The  pop-up window displays as illustrated below.Edit TASL Assignment 

To mandate an instructional leader when he or she is not currently mandated for TASL, click the drop down
arrow on the  list and select  Enter  to confirm the change, and click New TASL Status  Mandated.  PIN  Change

.Status
To make an instructional leader  (e.g., when an instructional leader has moved to a teachingNot Applicable 
position), click the drop down arrow on the  list and select Enter  toNew TASL Status  Not Applicable.  PIN 
confirm the change, and click  .Change Status
To initiate an exemption, select the instructional leader's name, shown in blue on the list, to display the
instructional leader's profile. When the instructional leader's information displays, scroll to the TASL  Exemption
section and click . The  policy displays.   Request Exemption Request for Exemption 

Review the policy to be sure the instructional leader qualifies for exemption based on state standards. If the
instructional leader does not qualify, click  to return to the prior page and cancel the action. If theCancel 
instructional leader qualifies, click  . Under the  space, enter  andStart Request Superintendent Signature  PIN 
click . The instructional leader will need to sign the  with an authorize Complete Form Request for Exemption 

 at which time, the exemption is sent to the state TASL director for approval.PIN,

 Typically, an instructional leader will initiate the  . However, a superintendentRequest for Exemption  
or TASL configurator can also initiate the Request for Exemption.
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TASL Work Queue

Login to TNCompass.
Click on the tab and click . Alternately, click on on the  Work Queue TASL Attendance  TASL Attendance

page under the section, as illustrated below.Home  Quick Links 

The  displays with a list of the pending TASL submissions, as illustrated below.TASL Work Queue 
Click on the check box to the left of the request in the list to select the request. To approve the
request, click  . To deny the request, click .Approve Requests Deny Request
When there are multiple requests in the list, click on the check box to the left of the Request Date 
column heading to select all of the requests in the list.
To see the individual request including the attached supporting document, click  to the right of theView 
request line. 

Use Filters to Search

To locate a specific request in the  use the  search tool.TASL Work Queue,  Filters 
Enter the   or , the  date, and/or  date, and click  .Name TLN Date Received (Start)  Date Received (End)  Search
To clear all filters, click  .Clear Filters

View Requests

To see the individual request, the supporting document(s), and have the capability to approve or deny the request,
click  to the right of the request line. View
The window for the instructional leader's request displays, as illustrated below.Process TASL Credits 
View the submission and click the link to access the supporting document(s).



TNCompass

28 of 44

Approve Requests

Click the check box to the right of the TASL credit event which places a check mark in the box and to approve,
click  .Approve Requests
A pop-up window opens with an message to confirm the TASL credit eventApprove Requests  Are you sure  . . . 
approval.
Enter your  and click   to complete the process.PIN  Approve Requests
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Deny Requests

Click the check box to the right of the TASL credit event and click .Deny Requests
A pop-up   window opens with an  message to confirm the TASL credit eventDeny Requests Are you sure  . . . 
deinal.
Click the drop down arrow to the right of the  field and select the reason for denial.Reason for Denial 
Enter your  and click .PIN  Deny Requests

Exemption Requests

Login to TNCompass.
Click the  tab and click the  badge, as illustrated below.Work Queue  Exemption Requests 

The TASL Exemptions are also accessible from the  page under Click Home  Application Quick Links.  TASL
, as illustrated below.Exemption
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The  window displays with the list of exemptions waiting for signature. Exemption Requests 

View Requests

Click  to the right of the exemption request in the list to display the  window.View  Request for Exemption 
In the following example, the principal has already signed. The date of the signature is appended to the form.

Sign Request

To sign the request, enter the  in the box under PIN  Superintendent Signature.

 When the exemption request is signed by the superintendent, the request appears in the work queue for the state
TASL director for approval or denial.

Delete Request

To delete the request, click  .Delete Request

 If the  is denied by the  State TASL director, the instructional leader cannot requestRequest for Exemption 
another exemption during the TASL cycle.
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TNCompass TASL: State Director Guide
TASL Events
TASL Event Manager

View existing TASL and CEO events
Add new event
Edit existing event

TASL Events

View the TASL Events as users see them.

Login to TNCompass
Locate the  section and click TASL  View TASL Events

A list of TASL events will display, as illustrated below. 
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TASL Event Manager

TASL Event Manager provides the ability to add and edit TASL events.

Login to TNCompass
Click on the  tab and select the  badge, as illustrated below.Administration TASL Event Manager 
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The  page displays, as illustrated below.TASL Event Management 

Filters tool, on the left sidebar, supports search by  and . Enter the desiredEvent Title, Facilitator, Event Type
information and click the  button. To clear the search filters, click the  button.Search  Clear Filters 
Cycle Details,on the top right of the window, shows the details about the current  by default. WhenTASL Cycle
additional years of TASL data have been added to TNCompass, select the historical TASL cycle from the
dropdown  list. Historical TASL data is available for view only.TASL Cycle
Events, on the lower right of the window, lists the existing TASL events including the  yes or noEvent Title, 
identification of an and identification of the  and yes or no Academy Event   Internal Event, Facilitator(s), 
identification about the active status of the TASL event. The pad and pencil icon on the right is a link to edit the
event.
Click he  button to display a form to add a new TASL event. Add Event 
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View existing TASL and CEO events

The  window shown above lists the existing TASL events under the  heading onTASL Event Management  Events 
the lower right of the window. The list displays the existing TASL  yes or no identification of anEvent Title,   Academy

and identification of the  and yes or no identification about the active status ofEvent     Internal Event, Facilitator(s), 
the TASL event. The pad and pencil icon on the right is a link to edit the event.

Add new event

State TASL director can add a new TASL event.

Click the button to display the  window illustrated below.Add Event  TASL Event Management 

Enter the Event Title,
Select the check box next to  under if the new event is an active TASL event.Active   Event Status 
Select the check box next to  or  under the  section asAcademy Event  Internal Event  Event Designation 
appropriate for the event.
Click the drop down arrow to the right of the  field to display a choice of TASL event types. SelectEvent Type 
the appropriate event type from the list, as illustrated below.
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To identify a date when self reporting is permitted to start, click in the space which willSelf Report Start Date 
display a calendar. Select the date when self reporting may begin. To move between months, click on the
arrows at the top of the calendar.

To identify the  attendees may report, click in the space and select the arrows to display theTASL Hours 
desired hours. Click the  button to add the  to the event. For multi-day events, repeat theAdd  TASL Hours
process for each day of TASL event attendance. 

If a facilitator is appropriate for the TASL event, enter the facilitator name and click the  button. If more thanAdd 
one facilitator is assigned to the TASL event repeat the process for each additional facilitator.
Enter  in the space if a location/address is appropriate.Location(s)/Address 
Enter the of the TASL event in the appropriate space.Date(s) 
If a registration website is available, enter the registration URL.
When all entries are complete, click the button to add the new TASL event to the list of Save  Events.
To cancel the TASL event click the button. Cancel 

Edit existing event

Login to TNCompass
Click on the   tab and select the  badge.Administration TASL Event Manager 
The  window displays, as illustrated below.TASL Event Management 



TNCompass

37 of 44

Use the  to search for the desired event or scroll through the list of events to locate the event to edit.Filters
Click on the paper and pencil icon to the right of the desired TASL event to display the event details. 
Make the changes to the event and click the  button.Save 
To cancel the changes to the event, click the  button.Cancel 
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TNCompass CEO: Superintendent Guide
FAQ

How do I submit CEO attendance credit for approval?
Who approves my CEO attendance credit?

CEO Profile
CEO Attendance Submission

FAQ

How do I submit CEO attendance credit for approval?

Login to TNCompass. When the page displays, select under the  section.Home  My Educator Profile   Quick Links
Select the  profile tab.CEO
Locate and click  on the profile tab.Add CEO Attendance   CEO 
Enter the  and  dates of the event to be submitted for approval. Start  End
Enter the name of the event in the   text box.Professional Learning Event
Enter the number of  earned. For example, if two days have been earned, simply enter 2.Days 
Click the   button to create the attendance record.Add
Next to the new event record, locate and select  to attach supporting documentation.Add 
Choose the PDF, image, or Word document to attach from the local computer.
Optionally enter text in the   text box.Description
Click   to advance to the   step of the wizard.Continue Review & Submit
Review the CEO attendance events for accuracy and proper supporting documentation.
If a change is needed, click  to make edits as desired.Back 
In the   section, optionally provide clarifying information about the submission. At the time of the approval,Notes
notes will be reviewed by the Tennessee Department of Education.
Click  .Submit
To confirm the submission, enter the  and click .PIN   Submit
If the PIN is not known, select   to retrieve it.Access My PIN
Ensure the green dialogue box is displayed to verify submission.
Click  .Return to Profile

Who approves my CEO attendance credit?

The Tennessee Department of Education will review CEO event attendance submissions. When the attendance is
approved, credit days will automatically be awarded to the superintendent's CEO profile in TNCompass.
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CEO Profile

Login to TNCompass. When the  page displays, select  under the  section.Home  My Educator Profile   Quick Links
Select the   profile tab.CEO
In the drop down, select the desired CEO cycle and click Cycle View.
To export the transcript to a PDF for the selected cycle click,  Print Transcript.

 The drop down will always default to the current cycle. Cycle 

 Active CEO requests that have not yet been approved by the Tennessee Department of Education will appear
under CEO Requests.

 CEO requests that have been approved will appear under CEO Days.

 CEO requests that have been denied will appear by clicking at the bottom of the Show Unapproved CEO Days 
profile page.
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CEO Attendance Submission

Locate and click on the profile tab.Add CEO Attendance  CEO 
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Enter the  and  dates of the event to be submitted for approval. Start  End
Enter the name of the event in the  text box.Professional Learning Event
Enter the number of earned. For example, if two days have been earned, simply enter 2.Days 
Click the  button to create the attendance record.Add

 Multiple events may be reported in a single submission by repeating the previous steps.
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Next to the new event record, locate and select  to attach supporting documentation.Add 
Choose the PDF, image, or Word document to attach from the local computer.
Optionally enter text in the   text box.Description
Click  to advance to the  step of the wizard.Continue Review & Submit

 

 Supporting documentation is required for each CEO attendance event reported in a submission.
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Review the CEO attendance events for accuracy and proper supporting documentation.
If a change is needed, click to make edits as desired.Back 
In the  section, optionally provide clarifying information about the submission. At the time of the approval,Notes
notes will be reviewed by the Tennessee Department of Education.
Click .Submit

 

To confirm the submission, enter the and click .PIN  Submit
If the PIN is not known, select  to retrieve it.Access My PIN
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Ensure the green dialogue box is displayed to verify submission.
Click .Return to Profile

 

The submission now appears under CEO Requests.
Next to the request, click to review and edit notes as needed. View 
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