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AUGUSTA UNIVERSITY

BASIC LOGIN/LOGOUT INFORMATION

1. To get started, open your internet browser and go to:
https://augusta.campuslabs.com/planning.
(This link is also available on the Institutional Effectiveness website at www.augusta.edu/ie.)

2. You will then be brought to the AU portal. Enter your Jag/NetID and password at this screen:

AUGUSTA

Sign in with your JagID. If you have an issue signing in,
please contact the service desk at 706-721-4000.

Username

password

This system is the property of Augusta University or
ane its cooperative organizations. The system is
restricted to authorized users only. The information on
this system is also the property of Augusta University
or one of its cooperative organizations, unless
applicable laws, contracts or policies indicate
otherwise. All users should have no expectation of
privacy in any data, format, or other kind of
information or communications transmitted. received
printed, stored. or recorded on any of our systems
unless applicable laws indicate otherwise. Augusta
University reserves the right to menitor usage of this
system. You consent to such monitoring by
authenticating. By authenticating you also agree ta
abide by the Augusta University use policy located at
ttp://www.augusta.edu/compliance/policyinfo/policie
sphp.

TIP: If you need assistance with your Jag/NetID password or to have it reset, please contact the ITS
Service Desk at 706-721-4000

3. Once you have logged in, you will be taken to the following landing page. Click Planning to be
taken into the Planning module:

campuslabs e} | aurioroar

Augusta University

Compliance Assist

Course Evaluations Faculty
and n M

E and learning wit

@ Need Help? Visit our Support Center for articles, webinars, and other resources!



https://augusta.campuslabs.com/planning
http://www.gru.edu/ie

AUGUSTA UNIVERSITY

4. Additional announcements and documents relevant to the planning process are located in the
Announcements section. Click Welcome and Overview to access the Announcements section

and its corresponding resources.

I | Planning

w

& FY 2022

v+ Dashboard

o Announcements

Assessment Cycles
Attention

les active at this time.
2 to monitor institutional progress on 3 dynamic site administrator dashboard.

@ Tnere are no Assessment
Create a new Assessment

My Plan Items
Sort | Default -

FILTER

5. Helpful links and resources pertaining to planning and assessment are found on this page.

li | Planning

Announcement
Welcome and Overview

¢ 4 B 2




AUGUSTA UNIVERSITY

6. To log out of the system, click on your name in the top right corner of your screen and then
click Sign Out. Close your internet browser.

Planning

BC

DASHBOARD
Announcement
Welcome and Overview

Brittany Cipollone

LA ARY =




AUGUSTA UNIVERSITY

INPUTTING ANNUAL PLANS

To begin entering your annual plans, you need to start by logging into the system. Click on Planning as

described above.

1) Click on the Plans icon. |%"

I Planning

&

Fy FY 2022
l—p}v Dashboard

2) Select the appropriate Fiscal Year from the drop-down list.

3) Select Annual Plan from the drop-down list.

4) Select the Unit (or department, if applicable) from the organizational structure on the left for
which you are entering information.

NOTE: You may need to click to locate your unit. For example, for INST-Instruction, click on
AA Academic Affairs — University = INST-Instruction.

I | Planning

-
2 Tbr- FY 2023 B

3 h‘—} &* Annual Plan .
e

My Units Institution
Q, search.
Augusta University

Ad Arademic Affairs - University

4 ey |5 T-INStruction

Fy 2023 7 ANNUAL PLAN
INST-Instruction

*.* Plan ltems Bi Reports I Documents

FILTER

associated with the current Time Period, Plan, and Organizationa




AUGUSTA UNIVERSITY

ENTERING UNIT/DEPARTMENT GOALS

Once the unit is selected, the webpage defaults to the Plan Items tab.
1) Click on the + Plan Item button and select the Unit Goal template.

i Planning

@&
® [ Fr 2023 FY 2023 / ANNUAL PLAN

& | %® Annual Plan |NST—|nStrUCtI0n
1a

E-3 Reports B Documents
My Units Institution 1 b
FILTER N
Q, search \
zational nit

Augusta University here are no plan items as:

4Pian ltem -

AA Academic Affairs - University

NST-Instruction

Next, you will complete the Unit Goal template. The assessment unit will be generated at the top.

2) Senior Responsible Leader: Under the Assign Responsible Users = Available Users section,
begin typing the last name of the Senior Responsible Leader. The system will begin to populate
users. Select the Senior Responsible Leader when his or her name appears.

i | Planning

@&

& FY 2023 / ANNUAL PLAN

+ Edit Plan Item

& Template: LINIT GOAL 20 permissions 1 Related (4) ® History

Assessment Unit *

[# IE-Institutional Effectiveness

& Assign Responsible Users D

Responsible Users

Unit/Department Goal Number *

IED

Unit/Department Goal *

Available Users

Select users from the list below or search for 2 specific user|

Test Goal 1 2—> Q, williford
Description of Goal Williford. Shanon (SHWILLIF)

Close




AUGUSTA UNIVERSITY

3) Unit/Department Goal Number: Enter the Unit Goal Number. This number derives from an
abbreviation of your unit’s name (the abbreviation is included in the Assessment Unit) and the

Goal number. Goals 1-9 should be preceded with a 0.

TIP: It is important to include the zero at the beginning of Goals 1-9 for the Goals to sort correctly.
For Institutional Effectiveness, the Goal numbers would be IE 01, IE 02, . . ., IE 09, IE 10).

4) Unit/Department Goal: Enter your Unit/Department Goal. If you would like to add additional
information to further describe your Goal, please do so by using the “Description of Goal”

narrative box.

5) Description of Goal: (Optional) Provide a brief description of the Goal, if needed.

6) Start Date and End Date: The dates are pre-populated.

TIP: The new interface uses an auto-save feature.

Il | Planning

&

& FY 2023 7 ANMUAL PLAMN

+ EditPlan Item

o Template: UNIT GOAL
Assessment Unit *

[# IE-Institutional Effectivenass

1 IR ssie

Unit/Department Goal *

Unit/Department Goal Number *

7) Responsible Person: Begin typing the last name of the Responsible Person for this Goal. The
system will begin to populate users. Select the Responsible Person when his or her name

appears. Multiple people can be entered if needed.

8) Institutional Collaborators: From the list of Institutional Collaborators, select the
colleges/schools and/or units with which your unit plans to collaborate to achieve this Goal.

Responsible Person

Ethics, and Risk Management




AUGUSTA UNIVERSITY

9) Status: (Optional) Select the Status of the Goal. From the drop-down list, select whether this
Goal is Active, Complete, On Hold, Canceled, Not Applicable, or In Development. (Refer to the
legend below.)

9—> Status

Active, Complete, Canceled

-

Complete

On Hold
Canceled

Not Applicable
In Development

NOTE: Select the Status based on the following legend:

Active — Showing Progress. The Goal/Tactic/Measure has been developed and is currently on schedule and actively being
monitored.

Complete — All necessary elements of the Goal/Tactic/Measure do not require any more work or are entirely
done/complete.

On Hold — Actions pertaining to this Goal/Tactic/Measure are currently suspended until further notice.

Canceled — The Goal/Tactic/Measure is no longer attainable and requires no further action.

Not Applicable — The Goal/Tactic/Measure is no longer applicable and requires no further action.

In Development — The Goal/Tactic/Measure is in the early stage of development and requires further
development/attention.

10) Supporting Documentation: (Optional) Under the Plan Item Files section, click on + File. Select
the document you wish to upload. Repeat this process until all documents are uploaded.
11) Finish: Click Done. (There is no “Save” option since the system has an auto-save feature.)

Goal Supporting Documentation

Linked Documents =+ Linked Document

Ments

10# +File 4 Folder

Plan Item Files

12) Editing: To edit the Goal you just created, click on the item. Make edits to any of the fields, and
click Done at the bottom of the screen.

Il | Planning
-
@ | |B Frzes N FY 2023 / AMNUAL PLAN
% annwelPan . IE-Institutional Effectiveness
o *.* Plan ltems Bi Reports e Documents
Ny Units Institutian
FILTER
Q, search..
Augusta University 12 e 725t G2l |
AA Academic Affairs - University ::l_"s' ‘:_" nal Effective
u N
E-Institutional Effectiveness




AUGUSTA UNIVERSITY

ENTERING TACTICS

1E Click on the + Plan Item button and select the Tactic temilate.

@&

@ [0 Frea N FY 2023 / ANNUAL PLAN
&' e Annuaipn . IE-Institutional Effectiveness

-3 %" Plan ltems B Reports B8 Documents
My Units Institution

Q, search..
Augusta University

AA Academic Affairs - University

E-Institutional Effectiveness

Next, you will complete the Tactic template.
2) Tactic Number: Enter the Tactic Number. This number derives from the Goal that this Tactic
supports. The first Tactic will be the Goal number followed by a 1.

TIP: It is important to include the zero at the beginning of the Tactic Number for the Tactics to sort
correctly. For Institutional Effectiveness, the Tactic Numbers would be IE 01.1, IE01.2, .. ., IE09.1,
IE 09.2).

3) Tactic: Enter your Unit/Department Tactic. This is a short, descriptive phrase to represent the
Tactic.

4) Start Date and End Date: The dates are pre-populated.

5) Status: (Optional) Select the Status of the Tactic. From the drop-down list, select whether this
Tactic is Active, Complete, On Hold, Canceled, Not Applicable, or In Development. (Reference
the Status legend on page 9 of this user guide.)

6) Fiscal Info: (Optional) Record any one-time expenses, recurring expenses, and/or notes.

7) Finish: Click Done. (There is no “Save” option since the system has an auto-save feature.)

li | Planning
& Template: TACTIC
@ Assessment Unit/Department *
[# |E-Institutional Effectivenass
e
.
Tactic Number * .
= Gosls beginat 1. Toctics begin at D11, 012, and 013 Messuras begin st 01,11, 01,12, 01.1.3 < 1 1[0
2—» IE01.1
3—> Test Tactic 1
Start Date *
07/01/2022 I
4 <End Date *
06/30/202 [u]
Status
l5—»
Fiscal Resources: One-Time
$ 0.00
Fiscal Resources: Recurring
$
Fiscal Notes
Filz nser Iy




AUGUSTA UNIVERSITY

8)

Editing: To edit the Tactic you just created, click on the item. Make edits to any of the fields, and
click Done at the bottom of the screen.

Il | Planning

&
2]

L)

<o

= FY 2023

= Annuzl Plan

My Units Institution
Q, search.
Augusta University
AL Academic Affairs - University

E-Institutional Effectiveness

FyY 2023 7 AMNUAL PLAN
; |[E-Institutional Effectiveness

%" Plan Items BiReports Bm Documents

FILTER

8—>Te3t Tactic 1

11



AUGUSTA UNIVERSITY

ENTERING MEASURES
1) Click on the + Plan Item button and select the Measures, Outcomes & Results template.

li | Planning

a
@ & Fras: N FY 2023 / ANNUAL PLAN
W 5 . [E-Institutional Effectiveness 1
a
k-3 * Plan Items Bi Reports e Documents
My Units Institution
FILTER Sort | Default v
Q search
1 b UNIT GOAL
Augusta University Test Goal 1 \ TACTIC
Ab Arademic Affairs - University ,E- ceenes
o College/Division Strategic Goal
E-Institutional Effectiveness NIT GOAL (FY17 only

Next, you will complete the Measures, Outcomes & Results template. The assessment unit will be

generated at the top.
2) Measure Number: This number derives from that of your Goal and Tactic. If you have one

Measure, you will add a 1 to the number used for the Goal and Tactic (Ex: IE 01.1.1 If you have a
third Measure, it will be labeled as IE 01.1.3.)

TIP: It is important to include the zero at the beginning of the Measure Number for the Measures to
sort correctly. For Institutional Effectiveness, the Measure Numbers would be IE 01.1.1, IE 01.1.2
(support Tactic IE 01.1) and IE 01.2.1, IE 01.2.2 (support Tactic IE 01.2).

3) Measure: Enter your Unit/Department Measure. This is a short, descriptive phrase to represent
your Measure.

4% Start Date and End Date: The dates are ire-ioiulated.

w
[ ) FyY 2023 7 ANNUAL FLAN

Edit Plan Item

q;l
o Template: MEASURE, OUTCOMES 8 RESULTS
Assessment Unit/Department *
& IE-Institutional Effectiveness
Measure Number *
2—>|E 01.1.1

Measure *

3—} Test Measure 1

Start Date *
07/01/2022 [m]
4 End Date *
0&6/30/2023 a8

12



AUGUSTA UNIVERSITY

5) Assessment Method: Enter the specific method to be used to gather and assess the Measure
(i.e. date driven, surveys, quality measures, responsive measures, etc.).

6) Threshold Level: Enter the minimum standard of performance expected.

7) Target Level: Enter the preferred level of performance.

8) High Performance Level: Enter the level associated with exceptional achievement of results.

-ﬁv Planning

P D) Assessment Method

& The specific method to be used to gather and assess the measurement.

6—}Th reshold Level

The minimum standard of performance expected

7 ey Target Level

The preferred level of performance

8—PHigh Performance Level

Ine level associated Wil

0 VILN excep

9) Supporting Documentation: (Optional) Scroll to the bottom to the Plan Item Files section, click

on + File. Select the document you wish to upload. Repeat this process until all documents are
uploaded.

10) Status: (Optional) Select the Status of the Goal. From the drop-down list, select whether this
Goal is Active, Complete, On Hold, Canceled, Not Applicable, or In Development. (Reference the
Status legend on page 9 of this user guide.)

11) Finish: Click Done. (There is no “Save” option since the system has an auto-save feature.)

Measure Supporting Documentation

=+ Linked Document

9—’ =+ Filz = Folder

Bi Read View

13



AUGUSTA UNIVERSITY

12) Editing: To edit the Measure you just created, click on the item. Make edits to any of the fields,
and click Done at the bottom of the screen.

i | Planning

&
@ B Fras - FY 2023 / ANNUAL PLAN
% e AnnualPlan . IE-Institutional Effectiveness
o 2 Plan Items Bi Reports I Documents
Wy Units Institution
FILTER
Q, search..

Augusta University

AM Academic Affairs - University

E-Institutional Effectivenass

14



AUGUSTA UNIVERSITY

RELATING ITEMS

The next step is to relate Goals to Augusta University’s strategic plan Creating a Legacy and to relate

Goals, Tactics, and Measures to each other.

RELATING GOALS

1) Click on your first Goal.

i | Planning

@
& | & Fraoms
b * Annual Plan
o
My Units Institution
Q search.

1#

AM Academic Affairs - University

Augusta University

E-Institutional Effectiveness

Fy 2023/ ANNUAL PLAN
IE-Institutional Effectiveness

*Planitems | EiReports Ws Documents

FILTER

2) Click on the Related tab.

il | Planning

&

[ FY 2023 / ANNUAL PLAN 2

+ Edit Plan Item

o Template: UNIT GOAL 2o Fermissions 11 Related ® Histary
Assessment Unit *
B [Eintfarional Effectiveness Assign Responsible Users
UmL'D-cpar[mcn[ Goal Number * Responsible Users
.\En.' ) ! ’ been ada

First, relate the Goal to Creating a Legacy Distinguishing Objective(s).
3) Click on + Supports.
li | Planning

&

£y FY 2023 / ANNUAL PLAN

v Edit Plan Item

o Template: UNIT GOAL 80 Permissions 1 Relotea OHistory
I 1Ednstuions! Efectivenass Supports S sipos
Unit/Department Goal Number * (Connected Lip)
. \E‘CI‘
Unitv/Department Goal * This ltem

15



AUGUSTA UNIVERSITY

4) The screen should default to where Augusta University is selected on the left side of the screen.
If it is not, select Augusta University.

TEST GOAL 1
Select a Supports (Related UP) Item
o LTER Supports
B Fy 2023 v (Connected Up)
There are no items available to relate.
%' Annuzl Plan -
Q, search. snow| 10 ¢ |Viewing 0-0 of 0 This ltem

Augusta University < /] S rted B
upported By

Ap Academic Affairs - University (Connected Down)

ACERM-Audit, Compliance, Ethics, and
Risk Management

ATH-Intercollegiate Athletics

5) Select Creating a Legacy from the drop-down list on the left side of the screen.

I | Planning

&
(1} TEST GOAL1
L

Select a Supports (Related UP) Item

LTER Supports
(Connected Up)

-]

There are no items available to relate.

# |Viewing 00 of 0 This Item

Supported By
(Connected Down)

6) Scroll through the list of Creating a Legacy Distinguishing Objectives to locate the Strategic
Distinguishing Objective(s) to which you wish to relate your Goal. Click the Jgdf symbol or the
Strategic Distinguishing Objective’s title to which you wish to align your Goal.

TEST GOAL1
~ Select a Supports (Related UP) Item
tel FILTER: Supports
B Frzoz3 v (Connected Up)
Forward-Looking Education
" Creatinga Legacy - Augusta University
1.1 Learning Distinguishing Objective
Q search. This ltem
Augusta University Impactful Learning Experiences Supported By

Augusta University

1.2 Learning:Distinguishing Objective

A Academic Affairs - University ) (Connected Down)
ACERM-Audit, Compliance, Ethics, and
Risk Management X X
Inclusive Instructional Culture

< Back to Plan ltem

ATH-Intercollegiate Athletics , .
ATH-Intercollegiate Athletics Augusta University

1.3 Learning Distinguishing Objective

EXR-External Relations

TIP: You may relate your Goal to more than one Strategic Distinguishing Objective. Also, if your Goal
is directed toward compliance, select “Unit Goal focuses on compliance efforts.” If your Goal is
operational, select “Unit Goal focuses on operational efforts.”

16



AUGUSTA UNIVERSITY

7) Once the Strategic Distinguishing Objective(s) is(are) selected, the symbol will become a D
symbol. The Strategic Distinguishing Objective(s) will appear on the right side of the screen.

8) To remove a Strategic Distinguishing Objective that has been selected, click the symbol.

9) Once all Strategic Distinguishing Objectives have been selected, click < Back to Plan Item.

Il | Planning

&
& TEST GOAL 1

«~ Select a Supports (Related UP) Item 7
LTER kuppor‘s
B Fr2023 - (Connected Up) 8

Forward-Looking Education
%" Creating a Legacy A Augusta University - Forward-Looking Education

1.1 Learning Distinguishing Objective

-

Q, search..
. I Inclusive Instructional Culture []
Augusta Univarsity Impactful Learning Experiences T N
AL Academic Affairs - University AuBusta ‘_J( "'E_E 7’
1.2 Learning Distinguishing Objective R - -
= R Interdisciplinary and Collaborative [x]

ACERM-Audit. Compliance. Ethics. and

Discovery
Risk Management

Inclusive Instructional Culture

ATH-Intercollegiate Athletics

EXR-External Relations This Item
FINC-Finance-University
Supported By

(Connected Down)

T-Information Technology

o Connections have been added.

Creativity, Innovation and Entrepreneurialism 9—} ¢ Back to Plan Item

Auouce oo At

10) The alignment now appears on the right side of the screen under the Supports (Connected Up)
section.

Next, relate the Goal to its corresponding Tactics.
11) Click on + Supported By

Il | Planning

a
) P 2023/ ANNUAL PLAN

+ Edit Plan Item

Template: LINIT GOAL

&

o Permissions 1) Related (3) © History
Assessment Unit *

[# IE-Institutional Effectivenass

Unit/Department Goal Number * 10\

Supports + Supports
(Connected Up)

: \.E J‘. Forward-Looking Education [x]
C - .
Unit/Department Goal *
nclusive Instructional Culture [x]
Test Goal 1
nterdisciplinary and Collaborative Discavery Q
Description of Goal sl Lnisriily Dstinguisiing Olgective
eole Tacle This ltem

]
—
"
[}
il
1}
1]
il
i

Supported By 1 1—} + Supported By

(Connected Down)

Vo Connections have been added,

17



AUGUSTA UNIVERSITY

12) The screen should default to where Annual Plan is selected on the left side of the screen. If it is
not, select Annual Plan from the drop-down list.

13) The screen will default to where Augusta University is selected on the left side of the screen.
Select the Unit for which you are entering information.
NOTE: If your unit is embedded in another, you will need to click through to locate your unit. For
example, for INST-Instruction, click on AA Academic Affairs — University = INST-Instruction.

14) All of your unit’s Tactics will appear in the middle of the screen. As before, click the symbol
or the Tactic’s narrative to relate.

Il | Planning
-
) TEST GOAL 1
+ Select a Supports (Related DOWN) Item
o FILTER Supports
& Frz2023 (Connected Up)
Test Tactic 1 14
%" Annuzl Plan _ 12 v |E-Institutional Effectiveness 4 Forward-Looking Education [x}
IE01.1-TACTIC 701422 - /3023 S s
Q, search.
Augusta University Inclusive Instructional Culture [x]
sem Show| 10 ¢ |Viewing 1-1of 1 rsity B :
AA Academic Affairs - University
E-netinti Effecti 13 Interdisciplinarny and Collaborative [x]
E-Institutional Effectiveness h Discovery
This item
Supported By
(Connected Down)
15) Once the Tactic(s) is(are) selected, thesymbol will become a Dsymbol. The Tactic(s) will
appear on the right side of the screen.
16) To remove a Tactic which has been selected, click the symbol.
17) Once all Tactics have been selected, click < Back to Plan Item.
I | Planning
-
& TEST GOAL 1
+ Select a Supports (Related DOWN) Item
o FILTER Supports
B Frz023 (Connected Up)
Test Tactic 1
%* Annuzl Plan |E-Institutional Effectiveness Forward-Looking Education o
IE 01.1:TACTIC ? Lnivecsiy D Hjecine
Q, search.
Augusta University . e e \"clus:‘.'e I|.1s.truFT'0"2ICu\:ur.e ) o
AA Academic Affairs - University
- inesitutions! Effactivenass \[;It;!nc:‘zi;!:lrlary and Collaborative ]
This Item

Supported By

(Connected Down) 16 \

Test Tactic 1 [x]

17 ﬁ € Back to Plan Item




AUGUSTA UNIVERSITY

18) The alignment now appears on the right side of the screen under the Supported By (Connected
Down) section.

i | Planning

L
& FY 2023 / ANNUAL PLAN
+ Edit Plan ltem
T late: UNIT GOAL N
o emplates TR ZoPermissions | 1} Related (4) @ History
Assessment Unit *
[# IE-Institutional Effectiveness Supports + suppars
Connected U
Unit/Department Goal Number * ( p)
Eo : B — " Forward-Looking Education (]
0 iy D o
Unit/Department Goal *
5 neclusive Instructional Culture [x]
nterdisciplinary and Collaborative Discovery ]
This item
Paragraph B I £ = E = | E v s
Supported By =+ Supported By
(Connected Down)
18# Test Tactic 1 o
[m}

19) Finish: Click Done at the bottom of the screen. (There is no “Save” option since the system has
an auto-save feature.)

19



AUGUSTA UNIVERSITY

1) Click on your first Tactic.
Il Planning
w
@& O s - FY 2023 / ANNUAL PLAN
St el Pl . IE-Institutional Effectiveness
-] *panieems | ERepors B Documents
My Units Institution
.
Q search

E-Institutional Effectiv

AA Academic Affsirs - University

RELATING TACTICS

233

2)

Click on the Related tab to relate the Tactic to its corresponding Measures.

FY 2023 / ANNUAL PLAN

Edit Plan Item

Template: TACTIC

Assessment Unit/Department *

1l Related (1)

&
e
[+

[

section should already be populated with its corresponding Goal.

3)
4) Click on + Supported By
Planning

FY 2023/ ANNUAL PLAN
Edit Plan Item
Template: TACTIC
Assessment Unit/Department *

[ IE-Institutional Effectiveness

Tactic Number *

IED1

Tactic *

&0 Parmissions

Supports
(Connected Up)

3 —l TestGoal 1

Supported By
(Connected Down)

Based on the previous steps of relating your Goals to Tactics, the Supports (Connected Up)

1 relared (1) (© Histary

This Item

4 - + Supparted By

20



AUGUSTA UNIVERSITY

5) Select Annual Plan from the drop-down list on the left side of the screen.

6) Select the Unit for which you are entering information.

7) All of your unit’s Measures will appear in the middle of the screen. As before, click the

symbol or the Measure’s narrative to relate.

i | Planning

w
[ TEST TACTIC 1
+ Select a Supports (Related DOWN) Item
o FILTER
B Frzoz: .
5 . Test Measure 1 7_>
) " Annuzl Plan - |E-Institutional Effectiveness
IE 01.1.1:MEASURE. OUTCOMES & RESULTS TAI22 -6/30/23
Q, search
Augusta University Show 10 & Viewing 1-1 of 1
Al Academic Affairs - University
I6
q E-Institutional Effectiveness

Supports
(Connected Up)

Test Goal 1 [«

This Item

Supported By
(Connected Down)

< Back to Plan Item

8) Once the Measure(s) is(are) selected, the symbol will become a D symbol. The Measure(s)

will appear on the right side of the screen.

9) To remove a Measure which has been selected, click the @ symbol.

10) Once all Measures have been selected, click < Back to Plan ltem.

I | Planning

&
&

L~

-

TEST TACTIC 1
Select a Supports (Related DOWN) Item
B Fr2023 . e
Test Measure 1
%" Annual Plan N |E-Institutional Effectiveness
IE 01.1.1:MEASURE. OU ES & RESULTS
Q, search

Augusta University
AA Academic Affairs - University

E-Institutional Effectiveness

Supports
(Connected Up)

Test Goal 1 o

This Item
Supported By
(Connected Down) 9
T_Es'. P.-1£asU|jE1 o _\o

T

€ Backto Plan ltem

21



AUGUSTA UNIVERSITY

19) The alignment now appears on the right side of the screen under the Supported By (Connected

Down) section.
20) Finish: Click Done. (There is no “Save” option since the system has an auto-save feature.)

I | Planning

G

Ery FY 2023 / ANMUAL PLAN

«~ Edit Plan Item

<& Template: TACTIC 2o Permissions 1l Related (2) ® Histary
Assessment Unit/Department *
[#' IE-Institutional Effectivenass Supports + Supparts

(Connected Up)

Tactic Number *
o Test Gaal 1
o _25 aa . o [x]

Tactic *
This ltem

Supported By + Supported By
(Connected Down)

est Tactic 1

Start Date *

19# Tas: I-;1aasu|ie‘ - - Q

07/01/2022 a

You have completed entering the necessary information for the annual unit plan.
Progress Levels achieved for all Goals and Measures will be updated through a
Mid-Year and Annual Assessment Reports.
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MID-YEAR UPDATE

This section of the user guide will walk you through entering your Mid-Year Update. The Mid-Year
Update provides a summary of the results achieved during the first half of the fiscal year. Throughout
the year, you are able track all of your Goals, Tactics, and Measures and provide ongoing status updates
and results within the Campus Labs Planning Module. Routinely tracking results will help your unit
monitor progress while using the achievement of results throughout the year to make the necessary

changes to successfully complete your Goals.

ENTERING MID-YEAR UPDATE — MEASURES

Measure-Level Update:
1) Click on the Plans tab on the left side of the screen.

w

& FY 2022

i)+ Dashboard

2) a.Select the appropriate Year.
b. Select Annual Plan.

c. Select your Unit in the organizational structure on the left.

3) Click the Measure for which you wish to report progress.

I | Planning

&

22 T’ B FYz023 FY 2023 / ANNUAL PLAN
p1 B e - IE-Institutional Effectiveness
k- ** Plan frems BiReports W Documents
Wy Uniits Institution
FILTER
Q search
Augusta University
AA Academic Affairs - University
ZC— * E-Institutional Effectiveness

3# Test Measure
IE-ns
IEO1

Sort | Default

+Plan ltem -~
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4) Scroll down to the Mid-Year section. From the drop-down list, select the Mid-Year Progress

Level for this Measure: High performance achieved/anticipated, Target achieved/anticipated,

Threshold achieved/anticipated, Threshold no achieved/anticipated but Progress Made, and No
progress/Canceled.

Assessment Method

Test - Date

est - Februzary 2023

High Performance Level

Test - January 2023

Mid-Year Progress Level

4—' v
High performance achieved/anticipated
Target achieved/antici d
Threshald
Threshold not achieved/anticipated but Progress Made
Mo progress/C

5) Complete the Mid-Year Actual Result(s) section

. Provide a brief narrative of the results actually
achieved thus far.

—
"
il
il
n
Il
i
iii

6) Finish: Click Done at the bottom of the screen. (There is no “Save” option since the system has

an auto-save feature.)

TIP: Once the results have been submitted for each Measure, these results should be reviewed and
used to complete the summary of the Goal they support.
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ENTERING MID-YEAR UPDATE — GOALS

Goal-level update:
1) Click on the Goal for which you wish to report progress.

I | Planning

G
@ O P N FY 2023 / ANNUAL PLAN
N e s pan - [E-Institutional Effectiveness
£ %" Plan ltems Bi Reports W Documents
My Units Institution
FILTER Sort | Default -
Q search.

Augusta University 1ﬁTESE Goal 1

AR Arademic Affairs - University

E-Institutional Effectiveness

2) Scroll down to Mid-Year Results Summary and provide a brief narrative of the results actually
achieved thus far.

2 ——p] Mid-Year Results Summary

File Edit View Insert Format Tools Table
('] Paragraph B 1 =E =E = =E = = = =

3) Finish: Click Done at the bottom of the screen. (There is no “Save” option since the system has
an auto-save feature.)
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@
23 T} B Frz023 - FY 2023 / ANNUAL PLAN
2bfap < oo - IE-Institutional Effectiveness
2 *planems | EReports M Documents
My Units Institution
FILTER Sort | Default o +Flan ltem =

2C

ANNUAL ASSESSMENT RESULTS

Each unit is responsible for identifying annual plans with Goals, Tactics, and Measures to support
our vision and our strategic plan, Creating a Legacy. At the close of a fiscal year, you will summarize
the results for each Goal and Measure in your annual plan. For each Goal, you also will identify what
specific actions will be implemented in support of ongoing planning and resource alignment
efforts. These results also serve as the basis for closing the loop on planning and furthering our
efforts in continuous improvement.

ENTERING ANNUAL RESULTS — MEASURES

Measure-Level Update:
1) Click on the Plans tab on the left side of the screen.

@

& FY 2022

iy~ Dashboard

2) a.Select the appropriate Year.

b. Select Annual Plan.

c. Select your Unit in the organizational structure on the left.
3) Click the Measure for which you wish to report progress.

I | Planning

Augusta University Test Goal 1
IE-Ins
IEQ1

Al Academic Affairs - University

* E-Institutional Effectiveness

3—> Test Measure |
IE-Institut Effectivensss

IE0111
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4) From the drop-down list, select the Annual Progress Level for this Measure: High performance
achieved, Target achieved, Threshold achieved, Threshold not achieved/Progress Made, and No

progress/Canceled.
Mid-Year Actual Result(s)

I aCiweved.

Fil=  Edit nsert Format Tools Table
Paragraph v B I = = = = = = = =
4—> Annual Progress Level

High performance achieved
Target achigved
Threshold achieved

Threshold not achieved/Progress made
Mo progress/Canceled

5) Complete the Annual Actual Result(s) section. Provide a brief narrative of the actual results
achieved.

6) Provide any additional Measure Notes (optional) to support the Annual Actual Result(s)
narrative.

Annual Progress Level

o
o
5
w
by
"
il
il
n
1l
Iiil
i
iii

o
a
I
o
,.

o
o
5
w
by
"
il
il
n
1l
Iiil
i
iii
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7) Supporting Documentation: (Optional) Under the Plan Item Files section, click on + File. Select
the document you wish to upload. Repeat this process until all documents are uploaded.

8) Status: (Optional) Update the Status of the Measure from the drop-down list. (Reference the
Status legend on page 9 of this user guide.)

9) Finish: Click Done. (There is no “Save” option since the system has an auto-save feature.)

Measure Suppaorting Documentation

Linked Documents = Linked Document

:Ela" Itern Files ) 7 p +File 4 Folder

8 e Status

—

@ Delete B Read View

28



AUGUSTA UNIVERSITY

ENTERING ANNUAL RESULTS — GOALS
Goal-Level Update:

1)

Click on the Goal for which you wish to report progress.

L
[ F 2020 - FY 2020 / ANNUAL PLAN
& . . .
= <| IE-Institutional Effectiveness
&Planitems | B Reports M Documents
My Units Institution
FILTER Sort  Default - + Plan item =
Q search
1 - TEST Goal 1
igusta University
E-Institutional Effectiveness Active
rs E 01:UNIT GOAL 1l 71119 - €/30/20
E-Institutional Effectiveness TEST Tactic 1
E-Institutional Effectiveness Active
E01.1:TACTIC 1) 1/19 - 6/30/20
TEST Tactic 2
E-Institutional Effectivene Active
E01.2TACTIC T 1/19 - 6/30/20
TEST Measure 01.1.1
E-Institutional Effectiveness
E 01.1.1:MEASURE, OUTCOMES & RESULTS 11 7

2)

on page 7 of this user guide.)
3)

achieved.
4)

your annual analysis and results for the Goal.

Update the Status of the Goal from the drop-down list (Optional). (Reference the Status legend

In the Annual Summary of Results section, provide a brief narrative of the results actually

In the Actions for Improvement section, provide specific actions to be implemented based on

~ Status <uu— 2
@ ctive v
o

Mid-Year Results Summ

Provide a summar,

ary

res

hese resulis.
File =

Edit~

View~ Insert~ Format~ Tools~ Table v

Formats ~

B 7

3—>Annua\ Summary of Results

mmarize the p

File~ Edit~ View~

his gaal? How will these actions lead t

File ~

Edit~ View~ Insert~ Format~ Tools~ Table~

Formats ~

B 7

Nua! 355855MENt report.

n the ar
Insert~ Format~ Tools~ Table ~
Fomats~ B J E E E E E EE E & B
4—>ACTIONS FOR IMPROVEMENT (How will these results be used for improvement?)
nted based an your annual analysis and results ft is
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5) Supporting Documentation: (Optional) Under the Plan Item Files section, click on + File. Select
the document you wish to upload. Repeat this process until all documents are uploaded.
6) Finish: Click Done. (There is no “Save” option since the system has an auto-save feature.)

Supporting Documentation

Linked Documents

=+ Linked Document
There are no attachments.

< Plan Item Files >
There are no attachments.

5—>+ File == Folder

6,

T Delete = Ream
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Once you have entered your unit’s plan, you can generate a report displaying the related Goals, Tactics,

RUNNING REPORTS

and Measures. Once progress information is submitted, the report will include that information also.

1)
2)
3)
4)

5)

Click on the Plans icon.
Select the appropriate Fiscal Year from the drop-down list.

Select Annual Plan from the drop-down list.

Select the Unit from the organizational structure for which you wish to generate a report.
NOTE: If your unit is embedded in another, you will need to click through to locate your unit.
Click on the Reports tab.

I Planning

&
&
1#;0

=

4-#

/ 2
@ Fv2023 - FY 2023 / ANNUAL PLAN

ks P IE-Institutional Eff;ectiveness
%" Plan Itemis =] R:‘:-:J"[EA_' CUments

My Units Institution

FILTER

Q, search.
Augusta University

A Academic Affairs - University

E-Institutional Effectiveness

6)

7)

Scroll through the report options until you locate the “FY__ Unit Plan Mid-Year and Annual
Report” you wish to generate. Click View Report: 7/1/__ -6/30/_.

Reporting options will appear in the drop-down list. To generate a PDF version of the report,
click View Report. To generate an Excel spreadsheet of the report, click CSV Report.

TIP: DO NOT click on the title of the report (Ex: “FY23 Unit Plan Mid-Year and Annual Report”).
Clicking on the title enables administrators with report access in Campus Labs to alter the report.

FYZ3

e

v Report: 7/1/22 - §/30/33 =

Unit Goals - Alignment to Creating a Legacy

1 from Augusta University ana

alignment 1o Creating 2 Lega

summary of goals. Serves as a summary of FY23 mid-year and annual results. (Related tactics and measures v

when run &s Word, Adobe, and Excel)
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ADDITIONAL TIPS

1) If a Goal, Tactic, or Measure is related to another item, it will show a symbol.

Il | Planning

AL Academic Affairs - University

|E-I nistituci

IEQT-UNIT

E-Institutional Effectiveness

Test Tactic 1

L
& | B Fraos - FY 2023/ ANNUAL PLAN
% | % Amualpan . IE-Institutional Effectiveness
£ % Plan Items B Reports W Documents
My Units Institution
FILTER
Q, search.
Augusta University Test Goal 1

2) To sort Goals, Tactics, and Measures as they relate to each other, select Number Identifier
from the Sort drop-down list.

Planning
B Fr2003
&* Annual Plan
My Units Institution
Augusta University

Ad Arademic Affairs - University

E-Institutional Effectiveness

Ilé:IhStitufional Effectiveness

%"Plan ltems | EReports W Documents

FILTER

Sort | Default

v | +Plan Item ~

Default
Item Name

2 —V Number Identifier
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3) a. Tofilter items, click Filter.
b. Select the item(s) you would like to view.
c. Click Apply Filters.
d. Only the selected items appear.

Il | Planning

@

@ O Fras - FY 2023 / ANNUAL PLAN

L . . IE-Institutional Effectiveness

2 *flanltems | B Reports W Documents
Ny Units Institution
FILTER UNIT GOAL & Sort | Default - +Plan lem -
Q search.. 3a -—
Filter list to only show selected items.

Augusta University .
= ' Progress Options Templates

3 b—} UNIT GOA

TACTIC

AA Academic Affairs - University

E-Institutional Effectivenass

MEASURE, OUTCOMES & RESULTS

3¢,

In Development . -
771422 -
Clear Filters

[ Fr2023

FY 2023 F ANNUAL PLAN
e . IE-Institutional Effectiveness

%*Planlems | BReports  MDocuments
My Units Institution

FILTER UNIT GOAL © Sort | Defaulk -
Q, search.

Augusta University 3d Tt Goal 1

AA Academic Affairs - University

E-Institutional Effectivenass
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