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INTRODUCTION
Twice a year, all units report updates on their strategic plan objectives and strategies. This guide provides step-by-
step instruction for successfully reporting updates on unit outcomes.

If you need support with completing an update for an outcome, please contact data@fullerton.edu.

LOGON

Use CSUF username and password to logon at https://solutions.nuventive.com or use

the University portal (search for AMS Assessment Management System app). I CsuFporal
REQUESTING AMS ACCESS -
B8 25Live w

If you do not have access to AMS, please send an e-mail to data@fullerton.edu. Adobe Experience

F.\\' Manager (AEM) i
Forms Portal

Adobe Experience
F.\\' Manager (AEM) ik
Workflow Inbox

B AMS -

NAVIGATING THE AMS

Basic Navigation Icons:
This icon signifies that instructions may have been provided for that specific field, item, or area.
@ Clicking on the icon will reveal any instructions that have been made available.

o This icon signifies that options will be presented by clicking on the ellipsis. Options include: Open,
o View/Print, Copy, and/or Delete.

o This icon is used to Add a NEW outcome, or other elements to that screen.

The Hide Details and Show Details icons allow you to choose between viewing the highlighted
information as you enter information into a field, or hide the information. Hide Details icon
Show Details ¢  allows you to hide the information. Show Details icon allows you to uncover the highlighted
information.
The hamburger icon on the left side of the page is used to access the navigation menu. Please
E click on the icon to navigate.

Hide Details T

UNIT DROP-DOWN

Use the center Unit Drop-Down to locate your Unit(s). By clicking the down arrow/caret to the right in the
dropdown you will be able to locate the unit(s) that are available to you. If there are numerous units listed in the
drop down, you may type in the dropdown box to quickly locate a unit.

OP - Institutional Effectiveness and Planning ° ' ' .

Note: Only unit(s) the user has permission/access to will display. If the unit is not in the drop-down list, please
contact data@fullerton.edu.
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SPLIT SCREEN/DOCUMENTS VIEW

To the far right of the navigation bar you will find a set of icons referred to

as Split Screen/Documents & Reports. Each of the icons represents the g
amount of space to be taken up on the screen (split-screen view) when

clicking on an opening an item in the list. This feature is only available if resources exist in the space.

HOMEPAGE DASHBOARD

When you logon to the AMS, you are taken to your Homepage Dashboard which displays a snapshot of your unit’s
outcome status/progress. The dashboard is interactive to help explore outcome progress by Specific University
Strategic Plan Goals and Objectives, Division Strategic Plan goals, report submission date, and your outcome
alignment to University Strategic Plan Goals.

NOTE: Dashboards are refreshed nightly. A new entry may not be reflected in the dashboard until the next day.
You may export each visual as an excel file. To keep image as is, please screen shot.

e Hover over the triple dots to the right of the display and click for “More Options”
e  From the “More Options” pop up, select Export data

= Nuventive. Improve Analytics Unit Planning

Dataset is refreshed overnight

University Goals and Objectives Unit Last Updated Division Mapping
All A A Al v
Outcomes / Action Plans by Status Outcomes / Action Plans by Assessment Result
Completed
1 (50%) 1(50%)
On-Track
Not Started

Unit Outcome Outcome Statement Last Updated Action Plan/Outcome Progress = Assessment Result
AF: Audit PO: Test test Not Started No Results Entered
OP - Institutional Effectiveness PO - Strategic Plan Assessment  The Uniy engaged in a sustainabl -wide Fall 2024 On-Track Did Not Assess
and Planning progress reporting p University
Plan that aligns with the assessment process.

test 2 test2 Fall 2024 Completed Assessed and Met

e Select Data with current layout or Summarized data

. Which data do you want to export?
where applicable Y P

e  Click Export rows you export might be limited depending on the file type you select. Learn more about
exporting data

@ O
O @ @ ~0

B¢
Data with current layout Summarized data Underlying data
Export this data in the same Export the summarized data @The report author
layout you see now, but used to create your visual (for tumed off this option
without any icons, colors, or example, sums, averages, and
other formatting you added medians).
File format:

@D -

Export your data in the format that suits your needs. If you have a lot of data, the number of
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SUBMITTING UPDATES: STEP 4-5

Note: The AMS houses both assessment and strategic plan reporting, if applicable. Please ensure you click on UNIT
STRATEGIC PLAN per the instructions below to correctly submit your updates.

This guide is for existing outcomes with no changes to the Outcome (Step 1) or Methods/Measures and Criteria for
Success (Steps 2 and 3). Below are instructions for completing Data Collection and Analysis (Step 4) and

Improvement Actions (Step 5) only.
= OP - Institutional Effectiveness and Planning

= Nuventive Improve Analytics

1. Once you locate the unit that you will
be reporting strategic plan
progress/updates for, click the
hamburger icon on the left to reveal
your navigation menu.

Annual

OP - Institutional Effective

2. Inthe navigation menu, click
= OP - Institutional Effectiveness and Planning OP - Institutional Effectiveness and Planning
on the down arrow/caret
next to Unit Strategic Plan to o Home
expand and reveal sub-
menus. Click on Unit
Strategic Plan Updates in the

Unit Assessments v Unit Assessments v

Unit Strategic Plan @ Unit Strategic Plan A
sub-menu.
Documents Unit Strategic Plan Updates
Mapping
Documents

3. When you click on the Unit Strategic Plan Updates, you are taken to a list of ALL outcomes for your unit. Use
the right scroll bar to locate the
outcome you will be completing a report for.

4. Double click directly on the

i PO - Strategic Plan Assessment Y. De La Torre 3/13/24 Q
Step 1: Outcome Statement

outcome that you will be , . .
The University is engaged in a sustainable university-wide progress reporting process for the University Strategic Plan o
reporting on fOr the period or that aligns with the assessment process. 2" Open
. . . - Outcome Status
click on the ellipsis : to the Active D copy
1 H Start Date
right of the outcome and click e Audit Log
“Open” from the dropdown. _
O Delete

NOTE: By default, both active and inactive outcomes will display. Use the filter dropdown/caret if you would
like to filter Outcome Status by “Active” or “Inactive”.

OP - Institutional Effectiveness and Planning

| v

Unit Strategic Plan > Unit Strategic Plan Updates
Unit Strategic Plan Update

Outcome Status
View All v

i PO - Strategic Plan Assessment

Step 1: Outcome Statement

Outcome Status
Active

Start Date
03/13/2024

The University is engaged in a sustainable university-wide progress reporting process for the University Strategic Plan that aligns with the assessment process

Office of Institutional Effectiveness and Planning
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You may review Step 1:
Outcome Statement and
Steps 2 & 3: Methods &
Measures by clicking directly
on each tab. These reflect
your Strategic Plan
Assessment Plan and should
remain static across reporting cycles.

Unit Strategic Plan > Unit Strategic Plan Updates

OP - Institutional Effectiveness and Planning

Q, PO - Strategic Plan Assessment

= STEP 1: OUTCOME
STATEMENT

STEPS 2 & 3: METHODS &
MEASURES

STEPS 4 & 5: DATA AND
IMPROVEMENT

IMPORTANT: If changes are needed to your Outcome (Step 1) or your Methods and Measures (Step 3), DO
NOT create a new entry, nor delete any entries that have been used in prior cycles. Please contact our office
at data@fullerton.edu for assistance with retiring the outdated Methods and Measures BEFORE making any

changes.

If no changes are needed to your Outcome (Step 1) and Methods and Measures (Steps 2 & 3):

6. Click on Steps 4 & 5: DATA AND IMPROVEMENT tab.

7. You may see a history of
reporting entries by cycle
year. Any filter settings you
selected in prior steps will
transfer over. In this
example, the filter was set to
“Active” to filter out any
Inactive outcomes. Use the
filter drop downs to change
the setting as needed.

nstitutional Effectiveness and Planning

Unit Strategic Plan > Unit Strategic Plan Updates

QPO - Strategic Plan Assessment

Action Plan Status Reporting Period

Active x | v viewan

|v

STEP 1: OUTCOME
STATEMENT

© STEPS 4 & 5: DATA AND

STEPS 2 & 3: METHODS &
IMPROVEMENT

MEASURES

Active

L

Fall 2024
Submission Date
02/23/2024

Assessment Result
Did Not Assess

Assessment Result
View All

Click on the green circle plus (+) sign o to submit your updates for the current/new reporting period.

The Steps 4 & 5: DATA &

Unit Strategic Plan > Unit Strategic Plan Updates.

IMPROVEMENT form will display.

NOTE: Fields with an asterisk (*) are
required, and you will not be able to
Save the information until all required
information has been entered.

PO - Strategic Plan Assessment

STEPS 4 & 5: DATA & IMPROVEMENT

Reparting Period *

‘Action Pisn/Outzame Pragresz *

Assessment Resck D *

Data Callecion snd Ansiysis (Step 48) Press ALT + O for sccessitity help () *

Improvement Actions and Nex: Steps (Step §) Przs ALT + 0 for sceassiiity belp () *

‘Show Details 4

Office of Institutional Effectiveness and Planning

Page | 5


mailto:data@fullerton.edu

AMS Reporting for Units:
Updating Outcomes: Completing Steps 4-5

8. Enter information into the following fields:

Submission Date*: This field will auto-populate with
the current date.

Reporting Period*: Enter the term for which you are
updating the objective using the dropdown menu.

Fullerton|2024-
FORWARD | 2029

Reporting Period

| @

Fall 2024

Spring 2025
Fall 2025
Spring 2026
Fall 2026

Spring 2027

Action Plan/Outcome Progress*: Select from the following using the dropdown menu:

Action Plan/Outcome Progress *
| ©

Completed

On-track
Delayed

Cancelled

Action Plan Updates (Step 4A)*: Click in

o Completed: All actions/strategies have been
completed for the outcome

o On-Track: Actions/strategies have been
implemented and progress is on track

o Delayed: Implementation of actions/strategies has
been delayed

o Cancelled: All actions/strategies have been
cancelled

Action Plan Updates (Step 4A) Press ALT + 0 for accessibility help *

the text box and the toolbar will appear,
similar to a Word document toolbar
where you can change text, cut and paste
from a Word document. This field accepts
limited rich text (e.g., bullet points, but
not tables or graphics). In this field,
provide updates to the action plan by

B I U A-BO- 105 - E =

specifying the degree to which the action
plan steps were taken.

NOTE: DO NOT type only “see attached”. The expectation for this field is to summarize any progress made
or actions taken in reference to the action plan (e.g., were workshops held, was the committee
established, was the new software or process implemented, were constituents communicated with).

Assessment Result*: Use the dropdown menu to select “Assessed and Not Met”, “Assessed and Met”, or
“Did Not Assess”. This field is specific to your assessment and should be determined using the data

collected and your criteria for success.
o Assessed and not met: Data was collected

per the unit’s assessment plan, and at least

Assessment Result *

one criteria of success was not met. [
o Assessment and met: Data was collected
per the unit’s assessment plan, and all
criteria of success were met.
o Did not assess: Data was not collected per

Assessed and Not Met
Assessed and Met

Did Not Assess

©

the unit’s assessment plan.

Office of Institutional Effectiveness and Planning
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9.
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Data Collection and Analysis (Step 4B)*: Click in the textbox and the toolbar will appear, similar to a
Word document toolbar where you can change text, cut and paste from a Word document, insert a table,
link to an outside source (URL), and add a graphic/picture.

NOTE: DO NOT type only “See
attached”. The expectation for this
field is to summarize the data
collection process, data analysis, and
interpretation of assessment findings
(e.g., how do these results inform
practice, how do results compare to
prior assessment results, what are the
trends if this is the first time the

Data Collection and Analysis (Step 4B) Press ALT + 0 for accessibility help (i) *

Normal -/B I U|A-BQ-| 105
e @@ X

outcome is assessed, indicate so).

Considering using the Strategic Plan Progress Indicator(s) to inform your analysis of the findings.

Improvement Actions and Next Steps (Step 5)*: Type text into the textbox. This field accepts limited rich
text (e.g., bullet points, but not tables or graphics).

NOTE: DO NOT type only “See attached”.
Improvement actions should tie to
assessment results and action plan updates.
Best practices include addressing
improvement actions even when
assessment criteria were “met”.

Examples include: How results get
disseminated to students, faculty, staff,
administrators; were there areas that need
to be addressed or further looked into in
response to findings; who will carry out the
improvement actions (if any); time frame for

Improvement Actions and Next Steps (Step 5) Press ALT + 0 for

B I U/A-B- | 105 S

accessibility help () *

.
.

1
2

implementing the improvement actions (if any); timeframe for re-assessing the improvement actions (if

any); next steps in the action plan.

Optional: You may attach a supporting document to the update by uploading it to the document repository.

Click the green circle plus (+) € sign.

The following screen will appear. In
this example, the primary folder is OP
— Institutional Effectiveness and

Document Name

Related Documents

Document Description

There are no documents attached

©

Planning.

Click on the primary folder to open the Document Library sub-folders.

Sub-folders will appear
where prior documents

may have been uploaded.
Or you may see a ‘General’

folder only. Click the sub-
folder name that you
would like to upload your

document to.

Office of Institutional Effectiveness and Planning

. Document Repositon X
Document Repository X Y @

ﬁ > OP-INSTITUTIONAL EFFECTIVENESS AND PLANNING

O 3

O ies Prior 0
-

[ Genen
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Option: You may also create a new folder (click on the folder icon- top right corner).

In this example, the General Folder is selected. You

will be adding a new file to relate to your strategy.

o Click on the Add File icon to attach
document(s).

o Click Choose Files, then browse and select a

file from your computer. m— (] e

o Click SAVE.
The file has been uploaded to the “General”
folder.

o Check the box next to the file to select. You
may select multiple files. Click ATTACH.

Document Repository O X
Add File

ﬁ > OP-INSTITUTIONAL EFFECTIVENESS AND PLANNING > GENERAL

Add Document(s) to General

Name*

Example File Uploadalsx

Description

CANCEL X

Document Repository O X

ﬁ > OP-INSTITUTIONAL EFFECTIVENESS AND PLANNING >  GENERAL

Q @ Example File Upload.xlsx

The file appears under ‘Related Related Documents
Documents’ in the Steps 4 & 5
entry for the outcome.

Document Name

Example File Upload.xlsx

Document Description o

o When done entering
Steps 4 & 5: Data &
Improvements, use

OP - Institutional Effectiveness and Planning

Unit Strategic Plan > Unit Strategic Plan Updates

the Save dropdown PO - Strategic Plan Assessment B Save & Add New

and click Save &
Close.

« Save &Close

You are returned to the assessment reporting history view for the outcome and you should see your

submission has been added.

Office of Institutional Effectiveness and Planning
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10. Click Close to return to the
Outcomes view.

OP - Institutional Effectiveness and Planning

Unit Strategic Plan > Unit Strategic Plan Updates

Q_ PO - Strategic Plan Assessment | v
Action Plan Status Reporting Period Assessment Result
Active x |v  Viewal [v  Viewal |v
Showing 1 of 1
STEP 1: OUTCOME STEPS 2 & 3: METHODS &

STATEMENT MEASURES IMPROVEMENT

[+

Active

I_ oFall 2024 Y. De La Torre 3/14/24

Submission Date
02/23/2024
Assessment Result
Did Not Assess

11. You are returned to the
Outcomes view. You may now repeat the process for the next outcome or click the hamburger icon to return

to the home page.

OP - Institutional Effectiveness and Planning

Unit Strategic Plan > Unit Strategic Plan Updates

Unit Strategic Plan Update o :
Outcome Status
View All v
Showing 2 of 2
Y DelaTorre3/13/24 %

i{ PO - Strategic Plan Assessment

Step 1: Outcome Statement
The University is engaged in a sustainable university-wide progress reporting process for the University Strategic Plan that

aligns with the assessment process.
Outcome Status
Active

Start Date
03/13/2024
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