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User Guide for OIRA-Planning

The Compliance Assist-Planning software used for the Assessment Plan and Report process
has been upgraded with a new look and a new name, OIRA-Planning.
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Section 1: Accessing the website

1. Type “UAH.CampusLabs.com/Planning” into the address window in your internet browser.

The Single-Sign-On Screen will appear.

< & |as

Login

er 1D and Password

ChargerID:

SINGLE SIGN-ON

One secure login for all your UAH services

Need Help?

Contixt the OIT Help Desk
256,824.3323 | helpdeskdush edu

2. Log in with your UAH ChargerID and Password.

3. Select the ® Dash
home icon to display
items by level of access

| Dashboard
for the current year.

FILTER Sort  Default

My Items (184) Responsible ltems (10) Contributor (900]

Qutcome #1: The GC-ERP graduate will demonstrate an ability to select and adapt enterprise information
t tisfy spec al information needs

Enterp

Select the & Org Chart
graphic to access items

by degree, program, or

area.

s will demonstrate an understanding of the role of technologica
mpetencies

be able to understand and investigate computer and network
work and computer system security and defense

Alternate Step 1&2: Enter the URL https://UAH.CampusLabs.com/Planning directly in your
internet browser.
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https://uah.campuslabs.com/Planning

Section 2: Navigating the Dashboard

The Dashboard & displays items by level of access for the current reporting year.

1. Click the My Items tab to access items that you have created

& C |8 Securs | htps/jush.campusiabe.com,

* "

oo Planning

@ Ginny

q Dashboard

' e Contributor (508

Qutcome #1: The GC-ERP graduate will demonstrate an ability to select and adapt enterprise information
systems to satisfy specific organizational information needs.

Defauit - Announcements

New Look for Planning!

OR
Click the Responsible Items tab to access items that you are responsible to complete.

¢ @ | & secure | hrtps//ush.campusiabs.com,

* "
e Planning @ Ginny
L.
AY 2016-2017
. ¢|/Dashboard

ort | Defal g Announcements

ok for Planning!

ormation needs.

OR
Click the Contributor tab to access items that you have access to.

o @ | & secure | hrtps//uah.campusiabs.com,

e Planning

* |

@ Ginny

*
<| Dashboard

Qutcome #1: The GC-ERP grad lemonstrate an ability to select and adapt enterprise information
systems to satisfy specific organizational information needs.

Defat v Announcements

New Look for Planning!

OR
Click the More link to read the most recent Announcement posted for the website.

€ | sscurs | eps/ushcam

* "
-ﬁ- Planning @ cinny
L]
A ahieani
o <| Dashboard
Jioidoil Detall * Announcements
My ltems (184) Responsible items (10! Contributer (300 New Look for Plan

ome #1: The GC-ERP gradua
s to satisfy specific org;

emonstrate an ability to select and adapt enterprise information
I information needs.
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2. Use the FILTER option on any of the tabs to filter for items by Plans, Progress Options, or
Templates.

P C | & Secure | https://uah.campuslabs.co

o & B

@ Ginny

s Sort | Default = Announcements

New Look for Planning!

erprise information

Plans

Strategic P
role of technologica Strategic Plan

Assessment Plan

Apply Filters

U IO IES TICC TS S ATy T It UK AT Y STETIT ST Ty T U TeTIS €

included and then click thmly Filters button.

Academic Scorecard

Sevorm

Indicate which items should be

3. Use the Page Numbers at the bottom of the page to access more items.

L2 c @ tips./uah.campustabs.co

o [ I

Mew Review Student Learning Outcomes ltem

Note: Navigating off the tab will remove any FILTER, Sort, or Page options selected
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Section 3: Navigating the Org Chart

The Org Chart & displays items by degree, program, or area based on VP & College structure.

1. Use the first drop-down box to set the appropriate Academic Year.

D L L ——— ! #* "

He Planning @ cinny

AY 2016-2017 / ASSESSMEN

<| Institutional Research and Assessment

o
& Plan iterr B Repor M Do,
My Units Institution
ILTER = + Plan ltem ~
Q search...
u ) h and Assessment tracks institutional data needs for Academic and
Univ arm St e
Hu

The Office of Institutional Research and Assessment tracks external surveys requested by university
administ

The Office of Institutional Research and Assessment tracks strategic planning key parameters for all units, both

2. Set the second drop-down box to “Assessment Plan.”

T e [Teraiivb o mialet Sl e wom
K Planning @ ainny
# , )
<| Institutional Research and Assessment

My Units Institution it | BRepors oot

FILTER Sort | Default - =+ Plan lem

f Institutional Research and Assessment tracks institutional data needs for Academic and
units

5 Dutcome 8/1/16-7/3

The Office of Institutional Research and Assessment tracks strategic planning key parameters for all units, both

4. Click each level of the org chart until you reach the desired unit.

& | & secur  nmpsushcampusiabs com/pis . + "

K Planning

B AY 20162017 . AY 2016-2017 / ASSESSMENT PLAN
<| Institutional Research and Assessment

daplanitems | BiReporrs M Documents

FILTER Sort  Default - =+ Plan item ~

\ The Office of Institutional Research and Assessment tracks strategic planning key parameters for all units, both
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4. Use the Plan Items tab to access Outcomes or Review Items for that unit.

e @ | & securs | nrpe sk campusiabe.com/pi

e Planning

B AY 20162017 = AY 2016-2017 ¢ ASSESSMENT PLAN
£y i A
YT <| Institutional Research and Assessment
Do
My Uniit: Institution
& sairh ort | Default ¥ o Plan ltem ~
i _— f Institutional Research and Assessment tracks institutional data needs for Academic and

ive units

The Office of Institutional Research and Assessment tracks external surveys requested by university
administi

me 1l

The Office of Institutional Research and Assessment tracks strategic planning key parameters for all units, both

w B

@ cinny

OR

Use the Reports tab to view or print a report with all of the Outcomes or Review Items for

that unit. (See Section 8.)

& & €@ sean

B AY 20162017 v AY 2016-2017 / ASSESSMENT PLAN

B . rcccmentrin ; < Institutional Research and Assessment

My Units Institution

prg—— Sort | Default - =+ Plan ltem ~
i — f Institutional Research and Assessment tracks institutional data needs for Academic and

Hu

The Office of Institutional Research and Assessment tracks external surveys requested by university
administ

The Office of Institutional Research and Assessment tracks strategic planning key parameters for all units, both

# - I

@ Ginny
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Section 4: Editing an existing Outcome

1. Navigate so that you can see the Outcome you want to edit in the list, either on the
Dashboard (Section 2) or the Org Chart (Section 3).

2. Click on the blue title to open the Outcome.

:S{- Planning

L

<| Edit Plan Item

Azzign Responsible Users

Fesponshie Lsers

3. Use the scrollbar at right to navigate to the next component of the template. Or use the Tab
key to move from one field to the next.

4. Click in each field to type directly in it or copy/paste from an existing document.

Note: Changes to an outcome are saved immediately. Textboxes include an Undo option but
there is no cancel or undo option for the outcome as a whole.
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Reminders

e Outcome Number and Year of Implementation is a three digit number (e.g. 001, 002, etc.)
with an underscore (e.g. ) and then the academic year (e.g. 15-16) the outcome was first
added.

e SLO Major Area and Degree (for SLOs) is outcome type (SLO) with an underscore (e.g. )
followed by the unit (e.g. OIRA or Biology BA). An additional underscore and short name for
the outcome can be added if desired.

e Operational Outcome and Unit Name (for OPOs) is the outcome type (OPO) with an
underscore (e.g. _) followed by the unit (e.g. OIRA or Biology_BA). An additional underscore
and short name for the outcome can be added if desired.

e OQOutcome is the actual outcome statement. (This field is limited to 255 characters.)

e Start Date is August 1 of the current academic year.

e End Date is July 31 of the current academic year.

e Progress reflects the current status of the outcome and so should usually be “Ongoing.” If a
unit decides to discontinue an outcome, then it should be changed to “Completed.”

e Does This Outcome Relate to Any of the Following? (for SLOs) is optional and indicates if
an outcomes meets an special categories.

5. Optional: Relate the Outcome to the Strategic Plan. (See Section 5.)
6. Optional: Upload supporting files such as rubrics, surveys, or data reports. (See Section 6.)
7. Optional: Assign a Responsible User. (See Section 7.)

8. Click the blue Done button at the bottom of the outcome to exit or when changes are

complete.
Conclusions. The idea of defining and destribing the Limitations and Implications has not bean a real focus and is not
planned as a future focus. The department decided to remove this criteria from the rubric since is does not aligned with
the program content and overall goals.
Linked Docurnents + Linked Document
Plan [tem Fles $rie Fholéer

9. Use the Read View button to view the outcome as it will appear in a report.
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Section 5: Relating an Outcome to the Strategic Plan

1. Logon to OIRA-Planning and edit the appropriate outcome. (See Section 4.)

2. Click the Related tab.

i it : ©

Azsign Responsible Users

Fesponsible Uisers

3. Click the +Supports button.

& |8 seur | hrpsushcampuslabs.com s la 2 had L

5 <|Edit Plan Item

Template: Student Learning Outcome % Permissions

Outcome Number and Year of Implementation *
Three diit number with fwo leading zeras.d disit Academic Vear Supports
001_2015 (Connected Up)

SLO Major Area and Degree *

This brings up a new Select a Supports (Related UP) Item window.

*
A

@ <| Select a Supports (Related UP) Item

ER Supports
B AY 201632017 = (Connected Up)

Suppaorted By
(Connected Down)

4. Change the second drop-down from “Assessment Plan” to “Strategic Plan.”

<« c & ttps uah.cam pustal o |

ER Supports
B AY 201632017 = (Connected Up)
Q seat iy 1 L

Suppaorted By
(Connected Down)
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The elements of the UAH Strategic Plan are now displayed.

hat B’

e planning

5 © RESEARCH A TOPIC IN THE CONTENT AREA BY URCES, ANALYZING THEM TO DETER AND
& oS N
s | Select a Supports (Related UP) Item

FILTER Supports

B AY 20162017 - (Connected Up)

Core Value: Integrity and Respect +

niversity of Alabama Huntsville .

Core Value 811112 - 7131720

This Item
a Huntsvlle Core Value: Inclusiveness and Diversity
Supported By

versity of Alabama Huntsville

(Connected Down)

Supports
[ AY 2016201 (Connected Up)

Core Value: Integrity and Respect

Core Value: Inclusiveness and Diversity
Supported By
(Connected Down)

Core Value: Diligence and Excellence

Be nationally and internationally recognized as an institutior
to which government, industry, and academic leaders turn
for opinions on societal issues, especially those involving
lechooios

6. Optional: Use the FILTER button to filter for the specific elements (e.g. Goal, Core Value).

J
b |Select a Supports (RefatecHR) tem
N Progress Options Templazes - Ff“” L |

Supmagted By

IConna,

Indicate which items should be included and then click the Apply Filters button.

L

Note: Navigating off the tab will remove any FILTER, Sort, or Page options selected.

Last revised March 2018 10



-}i- Planning

10. Optional: Use the Page Numbers at the bottom of the page to access more items.

L - tps. fush.campusiabs.com, o |

6 & 3

Graduate students able to address problems through
integration of knowledge across disciplines

Foster an environment of community service and
engagement and global experience and understanding

Be unigue in oppertunities to explore and experience the
relationships ameng technolagy, culture, and the arts

Mission

11. Click the Back to Plan Item button when finished.

- (=2} pe//uah.cami x.com ]

© Ginny

Supports
') - {Connected Up)
Core Value: Integrity and Respect

Q Thish
“ iz Item

Alabama Huntsille Core Value; Inclusiveness and Diversity

% Supported By

Board of Trustes ! o e e (Connected Down)

Core Value: Diligence and Excellence

el

Be nationally and internationally recognized as an institution
ta which government, industry, and academic leacers turn

far opinions an societal issues, especially those invalving
technology.

[
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Section 6: Uploading a file

1. Logon to OIRA-Planning and edit the appropriate outcome. (See Section 4.)

2. Navigate to the appropriate template element and click the +File link.

« 2 e uah.campuslabs.com |

# +
- L
Providing Department *
o L
Does This Outcome Relate to Any of the Following? +
+
L
Item Visibility

Al Users

psearch 4

¢ i introductary
rch. In the o 0

1M ® Org Level Permissions

rol
ch student to the
the academic year and Template Based Permissions

tment ¢
of students who

Plan item Files ( #hle IrFolde

This brings up a new file explorer window.

[

Fie e Lt B Rarc [ Ty

3. Locate the appropriate file on your computer, select the file, and the click the Open button.
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The file name now appears as a blue link.

b2 (=B ] uah,

X Planning
t

Assessment Methad #1

Item Visibility

Al Users

| Org

Tem

Flan item Files

Assessment Target 1

- Foras- B 7 E X 3 N = E XA X &

80% of students will score a 3 or higher on all rubric tems

Data Collected #1

d Permissions

4. Click the Edit icon to rename, replace, or delete the file.

5. Click the blue Save button after any changes.

Assessmant Method #1
Itern Visibilty

EEa3D Fw

-

developing their general research skills in their

Sophomaore students in this
. .

* and

Plan Item Files

g

Assessment Target #1

- - B f E X I N E E 33 £ &
L B PP T

6. Repeat as needed until all files are uploaded.
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Section 7: Assigning a Responsible User
Items assigned this way display for that user in the Responsible Items tab on the Dashboard.

1. Log on to OIRA-Planning and edit the appropriate outcome. (See Section 4.)

2. Click the Permissions tab.

<| Edit Plan Item

wirams Hember and Year of implsmansn * :

MAzsign Responsible Users

Fesponsbie Users

Axaliable Users

el

3. Start typing the user name in the search box under Available Users.

4. Click the select the appropriate user from the list displayed.

(€ > C | @ securs | hitps

3 planning

®

: <| Edit Plan Item

Template; Student Learning Outcome

/ ASSESSMENT PLAN

& Permissions 1L Related (1)
Outcome Number and Year of implementation *
h o (eading /o34 ot Academic Assign Responsible Users
001_2015
Responsible Users
SLO Major Area and Degree * A

Outcome * Available Users
statement in this fisid. lect use ram the list below or search for a specific user
st t his program are able ta research a topic in the content area by identifying potential resources, analyzing them to dete & doow >
The BA in Humanities is designed to give students a broad understanding of art, literature; music, and history. ey Sy ey —
Start * End *
The user now appears on the list of Responsible Users.
,u T
i s %: Permissions 1 Related (1)

Outcome Number and Year of Implement.

Assign Responsible Users

001
Responsible Users
SLO Major Area and Degree *
Cockerill, Ginny

Available Users

act users from the list below or search for a specific user

Q gy

Description
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Section 8: Viewing or printing a Report

1. Log on to OIRA-Planning and access the appropriate Org Chart & unit. (See Section 3.)

2. Click the Reports tab to display the tabs of reports available for that unit.

Ly C | & Secure | b jah.campuslabs.com/plz L4 | I

[ AY2016-2017 . 7/ ASSESSMENT PLA

e . <|Institutional Research and Assessment
My Unit nstitution aa Plan items @-'wrv
FILTER Sort Default - + Plan ltem *
Q search.

The Full Assessment Plan Report includes all Outcomes for the unit. The default reporting
dates are shown below the report name.

The Review Items Report includes all Review Items for the unit. The default reporting dates
are shown below the report name.

= C & -

3. Click the View Report link under the appropriate report to display the report options.
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4. Click View Report option.

€ ¢ la

o <| Institutional Research and Assessment
ition . B Re . - o
a +
b
The Report displays as a webpage in a new tab.
LV [ G0 = 1 ) 3 B s 5 ST e L R B
[UNTT REPORT Remore mtentaion oa relted ey
Tnstitutional Research and Assessment - Full Assessment Plan
Report
Crmermnd: YIVI8 1edd AM
@ Cstomize Dates [ CSVExport. & Print
Insitutional Research and Assessmen(
Optional: Use the Print option to print a hard copy of the report or to print to pdf.
LYEL BV ALLS U LAl TS ALY 5l < c VAN TE ) LI29) [ r

TNIT REPORT Remee mentatin te reltnd e
Institutions] Research and Assessment - Full Assessment Plan

CGemermnd: Y118, 10edd AM
AR < Shareliem

Insitutional Research and Assessmen(

PPPL R T SRR T Y

6. Optional: Use the CSV Export option to view the report in as an Excel file.

7. Optional: Copy and paste the report text into Word document or other software if needed.
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8. Optional: Click the Customize Dates option to view a report from a different reporting year.

© @ Secure | hitps//ush.campuslabs.com/glanning e

UNIT REPORT e

001_2015-16 The Office of Institutional Research and Assessment tracks institutional data needs for Academic and Administrative units.

Institutional Research and Assessment - Full Assessment Plan
Repor
Generated: 22718, 10:43 AM

Institutional Research and Assessment

This displays the Custom Report Date Range window.
CSEET ) Tepe A campusabs com SEE

<| Custom Report Date Range

Review ltems

Date Range

B Csv Report 1B View Repart

Click to the year in the Start Date

€« [+ ] tps. fush.campusiabs.com, o |

<| Custom Report Date Range

Review ltems

Date Rarge

Click either the up or down arrow to select the appropriate year. Repeat for the End Date.

Click the blue View Report button to open the new customized report.

€« [+ ] tps. fush.campusiabs.com, o |

<| Custom Report Date Range

Review [tems

Date Rarge

9. Close the tab to exit the report.
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Section 9: Adding a new Outcome

1. Log on to OIRA-Planning and access the appropriate Org Chart & unit. (See Section 3.)

2. Check the Academlc Year settmg to ensure it is set for the correct year.

e Planning @ cinny

SSESSMENT PLAN

< Instltutlonal Research and Assessment

&Planitems B Repor ™ Document

My Units nstitution
+ Plan item ~

The Office of Institutional Research and Assessment tracks external surveys requested by university
administrators.

3. Click on the PIan Items tab

L C | & Secure | https//ush.campuslabs.com/pla:

b3 -

@ cinny

SSESSMENT PLAN

g Instltutuonal Research and Assessment

© & AssessmentPlan v
B Repor W Docurment
My Units nstitution
se

FILTER Sort  Default

The Office of Institutional Research and Assessment tracks institutional data ngee®tor Acad

The Office of Institutional ReseagJ»#Md Assessment tracks external surveys requested by university

administrators.

4. Click on the + Plan Item link on the right.

5. Choose Student Learnmg Outcome or Operational Outcome from the drop-down list.

© | C | B Gecurt | Mips//Uancampusiabscom s I_l

SMENT PLAN

<| Institutional Research and Assessment

MaPlanitems B Reports M Document:

Institution

# Plan ltem ~

FILTER

The Office
Administr

titutional Research and Assessment tracks institutional data¢fee|

The Office of Institutional Research and Assessment tracks external surveys requested by univer:
administrators.

Institutional Research and
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10.

11.

This opens a blank Outcome template for you to complete.

€« [

: <| Edit Plan Item

Template: Student Le

X Pormissions 1 Re
Outcome Number and Year of iImplemertation *
Assign Responsible Users

Responsible Users

Available Users

Q st

&
HHEEHEEEEE

Note: Changes to an outcome are saved immediately. Textboxes include an Undo option but
there is no cancel or undo option for the outcome as a whole.

Enter the Outcome Number and Year of Implementation as a three digit number (e.g. 001,
002, etc.) with an underscore (e.g. _) and then the academic year (e.g. 15-16) the outcome
was first added.

For SLOs, enter the SLO Major Area and Degree as the outcome type (SLO) with an
underscore (e.g. ) followed by the unit (e.g. OIRA or Biology_BA).

For OPOs, enter the Operational Outcome and Unit Name as the outcome type (OPO) with
an underscore (e.g. ) followed by the unit (e.g. OIRA or Biology_BA).

An additional underscore and short name for the outcome can be added if desired.

Enter the Outcome as the actual outcome statement or title. (This field is limited to 255
characters.)

Confirm that the Start Date and End Date have auto-populated correctly.
The Start Date is August 1 of the current academic year.
The End Date is July 31 of the current academic year.

Click the drop-down arrow for the Progress field to select the “Ongoing” option.
Use the “Completed” option only if a unit decides to discontinue an outcome.

For SLOs, complete the Does This Outcome Relate to Any of the Following? field if the
outcome meet any of the special categories.
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12. Use the scrollbar at right to navigate to the next component of the template

7

key to move from one field to the next.

AT

-;‘:f- Planning

#

ASSESSMENT PLAN

: <| Edit Plan Item

Template: Student Learning Outcome

Outcome Number and Year of Implementation *
SLO Major Area and Degree *

Outcome *

Description

Lo i 11 Relatec

Assign Responsible Users

Responsible Users

Available Users

13. Click in each field to type directly in it or copy/paste from an existing document.

12. Optional: Relate the Outcome to the Strategic Plan. (See Section 5.)

13. Optional: Upload supporting files such as rubrics, surveys, or data reports. (See Section 6.)

14. Optional: Assign a Responsible User. (See Section 7.)

14. Click the blue Done button at the bottom of the outcome to exit or when all changes are

complete.

Forats= B F EEXE I W E ET A L =

93% (28/30) of students scored 20 or better.

e et the target, st

consistently scored lower in the Limitations and
iving a score of 1 )

Plan em Files FFe *

b B M-

danned as a
the program

Linked Documents + Linksd

Plan lem Files HFile  4F

15. Use the Rea

Last revised March 2018
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Section 10: Deleting an Outcome

This action cannot be undone. Once an outcome is deleted, it cannot be restored.

1. Navigate so that you can see the Outcome you want to edit in the list, either on the
Dashboard (Section 2) or the Org Chart (Section 3).

2. Check the Academic Year setting to ensure it is set for the correct year.

&« @ | & Securs | httpsy/ush.campusiabs.com/planning % [
-;{- Planning @ cinny
n A 0 2017 7 ASSEFSSAMENT Pl A
u' - <| Example Outcomes for Round 1 (Demonstration)
Uni Institution o ftems B Rspors R pocments
FILTER Sort | Default - =+ Plan lem ~
Q search. |
s S area esea ic i ntent area by identifying po
s e a t ) d summarize the relevant infc
B i Trus 2 IVWI:
Note: Deleting an outcome removes it from the current Academic Year only.
3. Click on the blue title to open the Outcome.
€ C | @ Secure | https/fuah.campusiabs.com/planning/planst wplans/1314/695 & "
#
= B/ A - AY 2016-2017 / ASSESSMENT PLAN .
= p— . ! Example Qutcomes for Round 1 (Demonstration)
&Planitems ~ EiReports M Documents
Example Outcomes for Round 1
4. Use the scrollbar at right to scroll to the bottom of the screen.
—a — =

Azzign Responsible Users

Fesponsbie Users

Available Users
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5. Click the Delete option on the far left.

Conclusions. The idea of defining and destribing the Limitations and Implications has not bean a real focus and is not
planned as a future focus. The department decided to remove this criteria from the rubric since is does not aligned with

the program content and overall quals.

Powered by fimmze
Linked Documents + Linked Document
Plan Item Fikes Frie Folier

B e e

3 LJeTp

6. Click the blue Confirm button to delete the outcome.

¢ © @ Securs | hitps ffushcampuslabs.com/planning/pla Git/547603

£\ Removing Plan Item

This will delete the itern and the relationships it has with othe

plan items.
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Section 11: Completing a Review Item

1. Ensure that you have access to the outcomes being reviewed, either in hardcopy or by viewing a
report. (See Section 8.)

2. Log on to OIRA-Planning and access the appropriate Org Chart & unit. (See Section 3.)

3. Check the Academlc Year settlng to ensure it is set for the correct year.

e Planning @ Ginny

SSESSMENT PLAN

¢ Instltutlonal Research and Assessment

o T n
diPlanitems B Repor ™ Document
nstitution
ELTE + Plan ltem ~
Q s
i 1ab The Office of Institutional Research and Assessment tracks institutional data needs for Academic and
ol e Admin

The Office of Institutional Research and Assessment tracks external surveys requested by university

administrators.

4. Check the next drop down to ensure it is set for Assessment Plan.

¢ C | @ sscure | nttps//ush campusiabs comyplan e B

@ cinny

017 7 ASSESSMENT PLAN

¢ Instltutlonal Research and Assessment

diPlanitems B Repor ™ Document
nstitution
FILIER Sort  Default - o+ Plan Item
i The S onal Research and Assessment tracks institutional data needs for Academic and
ma

The Office of Institutional Research and Assessment tracks external surveys requested by university
administrators.

5. Click on the Plan Items tab

& C | & Secur | https//ush.campustabs comypls # CBE

@ cinny

B AY2016-2017 v 016-2017 / ASSESSMENT PLAN
¢ Instltutlonal Research and Assessment

& Assessment Plar -
B Repor ™ Document
My Units nstitution
search

FILTER

The Office of Institutional Research and Assessment tracks institutional data g,
Admini

#°1or Academic and

The Office of Institutional Reseagg
administrators.

#hd Assessment tracks external surveys requested by university

6. Click on the + Plan Item link on the right.
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7. Choose Review Student Learning Outcome or Review Operational Outcome from the drop-

down list.

= C | # Secure | hitps//uah.campusiabs.com

3= Planning

<

Institution

AENT PLA

| Institutional Research and Assessment

APlaniems B Reports

The Office

The Office of Institutional Res:

administrators.

. # Plan ltem +
urning Outcome

search and Assessment tracks external surveys reques

This opens a blank Review Item template for you to complete.

€ C | @ secure | hitps//uah.campuslabs.co

= planning

w B’

L

:‘ <| Edit Plan Item

Template: Review Operational Outcome

Number of Outcome Being Reviewed *

Outcome *

Start *

18/0

Progress

2 Permissions 1l Related

Assign Responsible Users
Responsible Users

ckerill, Ginny

Available Users

ect users from the list below or search for a specific user

Q Start typing a user's name

Note: Changes to a Review Item are saved immediately. Textboxes include an Undo option
but there is no cancel or undo option for the Review Item as a whole.

8. Enter the Outcome Number and Year of Implementation as the word “Review_” followed

by the outcome number and your name.

9. Enter the Outcome as the word “Review_” followed by the actual wording of the outcome.

10. Use the scrollbar or the tab key to navigate through the rest of the template. Or use the Tab

key to move from one field to the next.

€ C | @ secure | hitps//uah.campusiabs.com;

e Planning

L

AY 2016-2017 / ASSESSMENT PLAN
& .
. ¢|EditPlan Ite
Template: Review Operational Qutcome

Number of Outcome Being Reviewed *

Outcome *

Progress

Assign Responsible Users
Responsible Users

ckerill, Ginny

Available Users
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11. Click the dropdown menu next to each item and choose the appropriate response,
“Evident” or “Not Evident.”

Progress

Providing Department *
stitutional Research and Assessment

itle - Service or Process: The Qutcome Title desd)
a service or process offered by the unit.

N nt
SUCCINCTy Statea.

Qutcome Title - Unit Respansibilities: The service or process

12. Click in each Comment field to type directly in it or copy/paste from an existing document.
Include, at minimum, a comment for any criteria marked “Not Evident” and any other
comments as needed.

OPTIONAL Outcome Title - Strategic Plan: The Outcome s
appropriately linked to one or mare of the Strategic Plan goals
within Compliance Assist.

Comments on Outcome Title

— P —
= = = &= = [
\,‘-ﬂ-&u; >
Plan Item Files +rle  +Foider
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13. Change the Progress field to “Completed” when all fields are filled in.

< planning

*

siabs.con

bt |

: <| Edit Plan Item

Template: Review Operational Outcome

s Permissions 1 Related
MNumber of Outcome Being Reviewed *

Assign Responsible Users
Responsible Users

Cockerlll, Ginny Administrator (]

Available Users
Select users from the list below or search for a specific uses
Q Start ame

# y
[#] Clenton, Karen

14. Click the blue Done button at the bottom of the page to exit or when the review item is
complete.

OPTIONAL Use of Results - Decision-making Documentation: The
Use of Results section includes meeting minutes or other
documentation of how the Data Collected was discussed,
analyzed, or used in decision-making

Plan Item Files +File = Folder

a
x

15. Use the Readm to view the review item as it will appear in a report.
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