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Best Practice 

The strategic planning process provides a values-based, systemic approach to assess community values and 

planning for the future. To support the integrity of the strategic planning process and aide in the completion of 

the LEA and School strategic plans, the WVDE Office of Federal Programs highly recommends that teams draft 

the plan prior to entering it into the GPS platform.  Each LEA/school may use their own digital preference for the 

draft.  However, there is an available draft template (WORD version) on the GPS platform, under the WVDE 
Resources link > Planning Tool.  This is only a suggested template and not required.  The draft template can 

create ease in copying and pasting the information from the template into the GPS Strategic Plan sections.  If 

you should need assistance, please contact the Office of Federal Programs, 304-558-7805. 

 

Login 

 
1. Click on the GPS Sign-In Button 

 

 

 

 

 

 

 

 

 

 

2. Enter in your Webtop Credentials  
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Announcements and Reminders 

1. Please review announcements and reminders for important updates each time you access the 
system. 
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Session Time-Out 

1.  WVDE GPS has a 60-minute time-out.  The timeout clock is beneath the main left-hand 
navigation menu.  The clock will reset every time you move to a new page or if you perform a 
save on the page with Go To: Current Page 

 
 
 
 
 
 
 
 
 
 
 

 
 

Navigation 

1.  The Navigation Menu on the left provides links to 

a. Search – allows you to search Organizations and Grants 

b. Inbox – Email message archive  

c. Planning – Strategic Planning Section. 

d. Funding – Applicable Funding Applications 

e. Grant Summary – Allows you to look at previous and current year grant applications 

f. LEA Document Library – Area to upload requested documentation 

g. Address Book – Has a listing of the funding application and planning tool contacts 

h. WVDE Resources –Guidance and reference documents to assist with completing plans 

and applications. 
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i. Help for Current Page - Contains helpful hints and instructions for the specific page 

selected.  It also contains the link to a resource document that will have screenshots 

and step by step instructions to help further explain each page. 

 

 

 

 

 

2. WVDE Contact Page – Area to submit requests for technical assistance on specific sections of 

the planning tool and application. This section contains a form to complete that will allow you to 

specify your area of concern.  It will also help WVDE track and respond to any issues system 

wide. Please use this option as your primary communication for WVDE GPS technical 

assistance.  
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3. Do not use the browser’s forward and back buttons.  It will create an error message. To 

correct, make a selection from the Go To Menu or the Main Navigation Menu. 

User Profile Update 

1.  Click on your name to pull up the User Profile. 
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2. Once you are in the User Profile Screen please update the phone and fax numbers and press 

save. 

 
 

 

Accessing the Plan 

 
1. Select Planning from the Navigation Options then select Planning Tool. This page is where you 

will select the year you want to access. 
2. Click on the Strategic Plan you wish to access and edit. 
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Sections Page 

 
1. The tops of this page displays the County or School name and number along with the fiscal 

year.   

a. Note: You must change the Plan Status to Strategic Plan Started in order to be able to 

use all functionality of the strategic plan. 

2. View Change Log – allows a user to view all changes that have occurred within the original 

strategic plan or revision 
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3. In the Description Header you can choose to either have it display the section titles only or all 

pages. You can expand and collapse the individual sections by selecting the “+” and “-“signs in 

front the section title. 

4. The section titles are listed in the common order that you might use them to complete the plan.  

However, you can access any page of the plan using links from this page.  The section titles 

are: 

a. Strategic Plan History Log  

b. Strategic Planning Team and Core Beliefs / Mission  

c. Strategic Plan Needs Assessment –  

d. Strategic Plan Prioritized Goals, Performance Measures, Strategies and Action Steps 

e. Strategic Plan Alternate Views 

f. Strategic Plan Components 

g. Strategic Plan Related Documents 

h. Strategic Plan Checklist 

5. From the Sections page of your plan you can 

• View the plan organization 

• Access different sections or pages 

• Print the entire plan, a plan section or a plan page 

• View validation messages that identify errors that must be corrected before submitting 

the plan, such as not filling in a required field 

6. Validations – Provides messages related to each section and page. 

a. Note: Messages display errors and warnings.  Errors must be addressed in order to 

successfully submit the strategic plan. 

b. Section messages will display errors and warnings for the selected section or page. 

c. All messages will display errors and warnings for all sections of the strategic plan. 
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Planning Team and Core Beliefs / 
Mission 

1. The Planning Team section is used to list the planning team members, including team 

members’ titles and email addresses.  

a. Note: This box is required and will result in an error which will prevent the strategic plan 

from being ready to submit if not completed. 

2. The Core Beliefs and Mission Statement section is used to answer what the LEA/School 

believes their core beliefs are that guide continuous improvement and then identify their 

mission statement.  

a. Note: This box is required and will result in an error which will prevent the strategic plan 

from being ready to submit if not completed. 

6.c 

6 

6.b 
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Needs Assessment 

The guiding statements or questions for the Needs Assessment serve as a guide to assist you in 

examining different types of data relevant to your district / school. State accessible data has been 

pre-populated for you. Your team will need to look at all relevant data and analyze the results to be 

included in the text boxes.   

The sections of the Needs are Assessment are: 

 

 

 

 

 

 

1. Updates that have been implemented for the 2020 Strategic plan are as follows: 

a. Subgroup information has been updated to include the new subgroups of Military 

Connected, Homeless and Foster Care on all data tables throughout the Needs 

Assessment. 

b. Each section has a text box for the LEA / School to list any additional data sources that 

have been reviewed by the team and will be part of the needs assessment summary. 

c. Color Reference Guide has been added to the top of each section that is part of the 

state accountability system.  The Guide includes the Rating, Color, Points Range and 

the Proficiency Percentage of points earned. 

d. 2030 Annual Goal Targets have been added before each relevant section. 

e. Each relevant data table contains: 

i. For LEA Plans -  the most current year of State data, the last 3 years of County 

data and the 2018 Scorecard Rating  

ii. For School Plans - the most current year of State data, most current year of 

County data, the last 3 years of School data and the 2018 Scorecard rating. 
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f. The Needs Assessment Summary text box will be used to describe relationships 

between the multiple data points that have been provided by WVDE and identified by 

the LEA / School. 

g. Improvement Practices / Strategies Currently Implemented box will be used to list the 

specific practices / strategies currently used by the LEA / School in relation to the 

current section.  In the next column, provide a brief description of implementation 

effectiveness for each practice / strategy.  

i. Note:  Only one practice / strategy should be listed in the box at a time.  In order 

to add in other practices / strategies click on the Add Row button. 

h. For most sections, the last box is for the LEA / School to list what practices / strategies 

the LEA / School plans to start, stop or continue.   

i. English Language Proficiency Assessment (ELPA) has been added to the Academic 

Needs Assessment Section. This section is relevant to the LEAs / Schools that have 

English Learners (EL) who have taken the ELPA21. 

i. Note: for those LEAs / Schools that do not have ELs please select the Not 

Applicable box under the data tables. 

j. 10th graders On Track data table has been added in the High School Graduation and 

Student Success Section. 

k. On the Educator Effectiveness Section for the LEA Strategic Plan, the Beginning 

Teachers Data table is available. 

Prioritized Goals, Performance 
Measures, Strategies and Action Steps 

1. Creating a Goal 

a. From the Sections page, click on Strategic Plan Prioritized Goals, Performance 

Measures, Strategies and Action Steps. 

 

 

2. Select Create Goal at the top of the screen. 
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3. After clicking Create Goal give your goal a title and a description (both of these are required for 

the goal level only).  Click Save 

 

 

 

 

 

 

 

 

 

 

4. Once the Goal title / description has been saved it will take you back the main screen for 

Goals, Performance Measures, Strategies and Action Steps.  

a. Click the “+” icon in order to expand the goal to review the goal description. 

b. Complete the steps again for any additional goals that need to be added. 
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5. Creating a Performance Measure (Performance Measures are the tools you plan to implement 

to determine progress towards goal attainment.) 

a. Click the “+” icon next to the goal to add in the performance measures for that particular 

goal. 

b. Click Create Performance Measure 

 

 

 

 

c. Name the measure(s) to be used.  Only the title is required for Performance Measures.  

The Description box is optional. 
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d. Click Save 

6. Creating a Strategy (Strategies are related to the Goal and are the intended course you will 

take to achieve the goal.) Follow link to example strategies for strategic planning 

https://tinyurl.com/GPSstrategies  

a. Click the “+” icon next to the performance measure to add in the goal strategies. 

b. Click Create Strategy 

 

 

 

 

 

 

c. Name the strategy to be used.  Only the title is required for Strategies.  The Description 

box is optional.  

i. Note: The title with a brief description can be entered into the Title box field. 

d. Click Save 

e. Complete the steps again for any additional strategies that need to be added. 

7. Creating Component Relationships for the LEA Strategic Plan. (Components Relationships are 

connected to the requirements for program funding and implementation.) 

a. Click the “+” icon next to the Strategy to add in the Component Relationships. 

b. Click on Create Component Relationship at the Strategy level of the Goal. 

 

 

 

 

 

c. The LEA can pick from the following components: 

 

https://tinyurl.com/GPSstrategies
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i. LEA ESEA Consolidated Plan 

ii. WVSIPP 

iii. Early Literacy 

d. Under each of the components is a list of item names to choose from.   

e. Click Save 

f. Multiple component relationships can be added to a single strategy, but will need to be 

added individually by completing the above steps. 

g. Once the component relationship has been added to the strategy it will connect the 

Goal, Performance Measure and Strategy to the LEA Strategic Plan Components 

Section.  
8. Creating Component Relationships for the School Strategic Plan. (Only Title I Schoolwide and 

TAS schools can create component relationships) 
a. Click the “+” icon next to the Strategy to add in the Component Relationships. 

b. Click on Create Component Relationship at the Strategy level of the Goal. 

 

 

 

 

 

 

c. The School can pick from the following components: 
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i. Title I Schoolwide 

ii. Title I TAS 

d. Under each of the components is a list of item names to choose from.   

e. Click Save 
f. Multiple component relationships can be added to a single strategy, but will need to be 

added individually by completing the above steps 

 

9. Once the component relationship has been added to the strategy it will connect the Goal, 

Performance Measure and Strategy to the School Strategic Plan Components Section.  
10. Creating an Action Step (Action Steps are the specific tasks you do to move your progress 

towards attaining the goal.) 

a. Click the “+” icon next to the goal to add in the strategy for that particular goal. 

b. Click Create Action Step 

c. Name the Action Step to be used.  Only the title is required for Action Steps.  The 

description box is optional. 

i. Note: The title with a brief description can be entered into the Title box field. 

d. The following fields need to be completed at the Action Step level: 

i. Person Responsible 

ii. Estimated Begin Date 
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iii. Estimated End Date 

e. Click Save. 

f. Complete the steps again for any additional Action Steps that need to be added. 

11. Creating a Funding Source (By creating a funding source you will be tying the Goal, 

Performance Measure, Strategy and Action Step to a funding application.  This will show in the 

funding applications) 

a. Click the “+” icon next to the Action Step to add in the Funding Source 

b. Click on Create Funding Source at the Action Step level of the Goal. 

 

 

 

 

 

 

 

c. On the Create Funding Source screen select the Funding application this Action Step 

relates to.  The options are: 

i. Consolidated  

ii. Early Literacy 

iii. Results – Driven Priorities 

iv. School Improvement 

v. Tools for Schools 

vi. Other 

d. Then select the grant that accompanies the above chosen Funding Application. 

e. Enter in the amount of funding for this action step 

i. Note:  this is an estimated amount.  It does not have to be down to the penny for 

what will be spent.  This is more of a wish list for the LEA / School to use while 

completing the funding applications. 

f. Enter in any notes for this funding source 

g. Click Save 
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h. You can add in more than one funding source by completing the previous steps for the 

same action step 

i. Note: Creating a Funding Source is required for each grant under each funding 

application that is in GPS.  If this step is not done the funding applications cannot 

be submitted for approval. 

LEA / School Strategic Plan Components 

This section is the way to show how strategies that an LEA / School has included within their strategic 

plan meet the requirements of various funding sources that are included in GPS.  The use of this 

function eliminates a need to restate these strategies in associated funding applications.  

1. There are three options to choose from for the LEA Strategic Plan Components: 

a. LEA ESEA Consolidated Plan 

b. WVSIPP 

c. Early Literacy 

d. WV math4life 

2. LEA ESEA Consolidated Plan option has the 12 components listed that are required for the 

ESEA Consolidated Plan. 

a. There are two main components of this section that need to be completed: 

i. Component Met box needs checked 
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ii. Components need to have either a narrative box description or have Strategies 

connected to them by using the Create Component Relationship option at the 

Strategy Level on the Prioritized Goals, Performance Measures, Strategies and 

Action Step Section. 

 

 

 

 

 

 

 

3. WVSIPP option has 5 components listed. 

a. There are two main components of this section that need to be completed: 

i. Component Met box needs checked 

ii. Components need to have either a narrative box description or have Strategies 

connected to them by using the Create Component Relationship option at the 

Strategy Level on the Prioritized Goals, Performance Measures, Strategies and 

Action Step Section. 

 

 

 

 

 

4. Early Literacy option has 4 components listed  

a. There are two main components of this section that need to be completed: 

i. Component Met box needs checked 
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ii. Components need to have either a narrative box description or have Strategies 

connected to them by using the Create Component Relationship option at the 

Strategy Level on the Prioritized Goals, Performance Measures, Strategies and 

Action Step Section. 

 

 

 

 

 

 

 

5. WV math4life option has 6 components listed. 

a. There are two main components of this section: 

i. Component Met box can be checked 

ii. Components can have either a narrative box description or have Strategies 

connected to them by using the Create Component Relationship option at the 

Strategy Level on the Prioritized Goals, Performance Measures, Strategies and 

Action Step Section. 

b. There is a Not Applicable button at the top of this page for any county that is not utilizing 

this page at this time. 

6. There are two options for School Strategic Plan Components: 

a. Title I Schoolwide 

b. Title I TAS 

7. Title I Schoolwide has 6 components listed that are required 

a. There are two main components of this section that need to be completed: 

i. Component Met box needs checked 

ii. Components need to have either a narrative box description or have Strategies 

connected to them by using the Create Component Relationship option at the 

Strategy Level on the Prioritized Goals, Performance Measures, Strategies and 

Action Step Section. 
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iii. Note: If a school does not have a Title I Schoolwide program the Not Applicable 

Box will need to be checked at the top of the screen. 

 

 

 

 

 

 

 

8. Title I TAS has 10 components listed that are required 

a. There are two main components of this section that need to be completed: 

i. Component Met box needs checked 

ii. Components need to have either a narrative box description or have Strategies 

connected to them by using the Create Component Relationship option at the 

Strategy Level on the Prioritized Goals, Performance Measures, Strategies and 

Action Step Section. 

iii. Note: If a school does not have a Title I TAS program the Not Applicable Box will 

need to be checked at the top of the screen. 
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Submitting the LEA / School Plan 

1. The following steps are for submitting the LEA Strategic Plan: 

a. Once all validations have been resolved and the plan is ready to submit the status on 

the sections page needs to be moved to LEA Strategic Plan Completed. 

b. Once the LEA plan has been moved to LEA Strategic Plan Completed status it will send 

an email to anyone in the LEA that has the LEA Superintendent Role in GPS.   

c. The LEA Superintendent will then go in and either return it back for edits or move the 

status to LEA Strategic Plan Superintendent Approved. 

d. Once the LEA plan has been moved to LEA Strategic Plan Superintendent Approved 

GPS will send an email to WVDE reviewers.  

 

 

 

 

 

 

 

e. WVDE reviewers will use the LEA Strategic Plan Checklist located at the bottom of the 

Sections Page for any feedback that needs to go back to the LEA regarding the plan. 

f. If there are any revisions that need to be made the LEA Strategic Plan will be returned 

to the LEA and will follow the previous steps for the resubmittal once those revisions 

have been completed. 

g. If the Plan has been approved by WVDE reviewers the LEA Superintendent along with 

anyone with the LEA Data Entry role in GPS will receive the approval email from GPS. 

2. The following steps are for submitting the School Strategic Plan: 

a. Once all validations have been resolved and the plan is ready to submit the status on 

the sections page needs to be moved to School Strategic Plan Completed. 
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b. Once the School plan has been moved to School Strategic Plan Completed status it will 

send an email to anyone in the LEA that has the LEA Superintendent Role in GPS.   

c. The LEA Superintendent will then go in and either return it back for edits or move the 

status to School Strategic Plan Superintendent Approved. 

i. Note: LEAs review school level plans.  The LEA may use their own method of 

communication to provide feedback on the plan to the schools. (Review Section 

on Creating Comments to use GPS as that communication tool.) 

 

Printing the Plan 

When it comes time to print the LEA / School Strategic Plan there are different methods that can be 

used.  Outlined below are the different options that are included in GPS. 

1. Print using the print option on the Sections page: 

a. Print– Select print next to each section in order to print that specific page in a PDF 

Format.   

b. Print Select Items - Selecting the Print Select Items checkbox allows you to select 

multiple sections and pages to print in a PDF Format. 

i. Note: You must have the pop up blocker turned off on your computer in order to 

be able to print selected pages 
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2. Print by using Alternate Views: 

a. Click on the type of view to print. The options are: 

 

 

 

 

 

 

 

 

 

 

 

b. Once the type has been selected it will open up in a new screen with the contents of 

that section view.   

c. The selection can be exported by clicking the drop down arrow.  

d. There are several options to export the document into: 

i. XML file with report data 

ii. CSV (Comma delimited) 

iii. PDF 

iv. MHTML (web archive) 

v. Excel 

vi. TIFF file 

vii. Word 

e. If the document has been exported to Excel or Word it is now easily editable. 

History Log  
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1. History Log displays the history of comments and status changes within GPS. 

2. S/C – Status changes are represented with the S and comments are represented by the C 

3. Date – Displays the date that the status change or comment was entered. 

4. User – Displays the user who made the status change or created the comment. 

 

 

 

 

 

 

 

 

Create Comment 

1. This is the screen where you can create comments that will be seen by all users that have 

access to the LEA / School Strategic Plan.   

2. Enter comments directly into the rich text box, or copy and paste from a Word document into 

the text box. 

 

 

3. Checking the Send Email to GPS Contacts Checkbox opens the available contact group area.   

2 
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a. Note: If you check this box you will be required to enter a comment in order to leave the 

page.  Deselect the box if you wish to not leave a comment. 

b. The user is able to select and add contacts from multiple contact fields. 

c. Click the add button after selecting the appropriate contacts.  

i. Note: you can select multiple contacts in the same field by holding down the ctrl 

button. 

d. The recipient summary displays all of the contacts you have successfully added to 

receive the comment. 

e. If you have incorrectly selected a contact you can remove them by clicking the trash can 

icon. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3a 

3d 
3c 

3b 
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Monitoring Status / Progress Notes 

Once an LEA / School Plan has been approved the next status for the LEA / School to move the 

Strategic Plan to is LEA / School Strategic Plan Monitoring.  Under this status the Strategic Plan is 

opened back up for any updates that need to be made along with the addition of any progress notes.   

1. Creating a Progress Note  

a. Click the “+” icon next to the following: 

i. Goal 

ii. Performance Measure 

iii. Strategy 

iv. Action Step 

1. The Progress note is created at the Action Step Level in the Strategic Plan 

b. Click Add Progress Note across from the Action Step Name 

i. Note: If you do not see Add Progress Note double check that your Strategic Plan 

is in Monitoring Status. 

c. Once the Progress Note Screen is opened, select one of the following Progress Status: 

i. Not Started 

ii. In Progress 

iii. Complete 

d. Enter in the Progress Note 

e. Click Save 
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i. Note: Once a progress note has been entered and saved no edits can be made 

and it cannot be deleted.   

f. Once the progress note has been saved it will display under the Action Step. 

 

 

 

 




