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Introduction

This guide is designed to go with the PowerPoint presentation of the same name
available at http://assessment.aa.ufl.edu/institutional-effectiveness-plans.

The purpose of this guide is to provide instructions for submitting/revising
Institutional Effectiveness Documentation Reports and to describe institutional
resources available for Institutional Effectiveness reporting.
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Accessing the Institutional Effectiveness Documentation Components

Step 1: LogIn

e (o to https://ufl.compliance-assist.com and log in with your GatorLink
credentials.

e From the Landing Site, click on Planning. (Please note your landing site
may have slightly different options than those shown below.)

(¥ Landing Site Welcome, Cheryl Gater | Log Out

UNIVERSITY of
UF‘FLORIDA The Foundation for the Gator Nation

Settings Permissions

Welcome

Welcome to the University of Florida's Compliance Assist! landing site. Please select from one of the
available website options on the left to enter that module.

Available Web Sites
(R) Accreditation
(®) Accreditation (CODA)
@ Credentials
#' : | Planning
@ Gallery

University of Florida Home Page Powered by Compliance Assist

Step 2: Planning Page
¢ At the Planning page, click on My Dashboard at the top of the page.

campuslabs -Zi' J UNIVERSITY OF FLORIDA

CHERYL GATER ~ HELP

Home My Dashboard Institution Courses Reports Administration

Home

UNIVERSITY of
UF‘FLORIDA Strategic Planning and Assessment

Announcements

Welcome to the University of Florida Strategic and Unit Planning Site!

by Cheryl Gater
This site was launched in March 2011 as a tool to document, track and report on the strategic planning and unit planning efforts of the University of Florida. As you navigate through the system, please

utilize the "Help” link located in the upper right-hand corner of each main site page, and the question mark icon in the upper right-hand corner of each pop-up page. Clicking these links will take you
directly to the user guide for the Compliance Assist! Planning software. The user guide contains ... More >>
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Step 3: My Dashboard - My Roles Page
e Atthe My Dashboard page, click the blue Edit Filter button and select
2015-16 from the drop down list, then click OK.

UNIVERSITY OF FLORIDA CHERYL GATER ~

HELP

Home My Dashboard Institution Courses Reports Administration

My Dashboard - My Roles

Select Items

My Roles University Stra... Unit/College PL.. Fiscal Year: | Fy2015-16 El h

Select All | Select None

Table Filtered By: Fiscal Year: FY 2013-14 University Mission & Vision
Unit/College Missions, Unit/College Goals, Inst State University System Goals
Long-Range Presidential Goals
Roles to View: |Responsible Only =] Institutional Goals

Unit/College Missions
Unit/College Goals

Institutional Effectiveness Details
Program Missions

Program Goals

Student Learning Qutcomes
Academic Assessment Plan Details

@:ance

Edit Filter

Step 4: Unit/College Plan Tab
e (lick the tab marked Unit/College Plans

HELP

campuslabs % UNIVERSITY OF FLORIDA | CHERYL GATER

Home My Dashboard Institution Courses Reports Administration

My Dashboard - Planning Items

Unit/College Plans

Table Filtered By: Fiscal Year: FY 2015-16

Edit Filter Unit/College Missions, Unit/College Goals, Institutional Effectiveness Details

My Roles University Strate... Assessment Plans Budget Roles
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Step 5: Find Your Program

e Using the unit directory on the left side of the screen, click the + symbol
to locate your college or unit.

e The examples below show the College of Agricultural & Life Sciences
and the Division of Enrollment Management.

e Once your college or unit is selected (highlighted in light blue), you will
find three different types of items from the 2014-15 reports: Mission,
Goals, and IE (Institutional Effectiveness) Detail which have been rolled
over into 2015-16.

=k University of Florida 4= New Item Fiscal Year: FY 2015-16
= Academic Affairs

5 Academic Colleges Number Name Start End Progress
#" College of Agricultural & Life Scien =) o CALS Mission 70112015 6/30/2016 p
4t College of Dentistry
1l College of Design, Construction, a <] 2014-15 Goal 1 Learning and Teaching 71112015 6/30/2016 ~
#l College of Education
4 College of Engineering @ 2014-15 Goal 2 Student Population 71112015 6/30/2016 s
- College of Health & Human Perfor ||
@ 2014-15 Goal 3 Student Development Programs 7/1/2015 6/30/2016 [
1t College of Journalism & Communi
4 College of Liberal Arts & Sciences || 2014-15 Goal 4 Stakeholder Engagement 71172015 6/30/2016 ~
+ College of Medicine
4 College of Nursing \ CALS IE Detail 7112015 6/30/2016 I
=l University of Florida * |4 New Item Fiscal Year: FY 2015-16
=t Academic Affairs
4 Academic Colleges el Name start End Progress
fi- Chief Financial Officer a DEM Mission Statement INROS 6302016 g
* Enrollment Management
~ Florida Museum of Natural History & 2014-15 Goal 1 Optimize resources 7/1/2015 6/30/2016 ”
- Genetics Institute -
it Graduate School @ 2014-15 Goal 2 Develop administrative infrastructure 71172015 6/30/2016 ”
* Harn Museum of Art |
@ 2014-15 Goal 3 Work collaboratively to broaden the university's presence 7/1/2015 6/30/2016 ”
- International Center
Latin American Studies N Enroliment Management IE Detail 71112015 6/30/2016 r
Libraries L

6|Page



Editing the College/Unit Institutional Effectiveness Documentation
Components for 2015-16

Mission
e Open the Mission link by clicking on the blue hyperlinked name, and click
the Edit tab.
Number Name Start End Progress
L # SVP Academic Affairs Mission 7/1/2015 6/30/2016 ”
SVP Academic Affairs Mission - Unit/College Mission - Compliance Assist a
@

. SVP Academic Affairs Mission

VieReIated Activity Permissions

Export

&5 Public for this Department and lower

Title: | svp Academic Affairs Mission

[=] Mission Statement

¢ Modify the Mission Statement field if any changes are needed.

e Progress Field - be sure to select the appropriate progress from the drop
down window. If unsure which progress to select, “Ongoing” is
appropriate.

Progress: [T ~]

e Responsible Roles - Click Manage if no role is assigned or if changes need
to be made to the assigned responsible role.

Responsible Roles:
p ¥ Delete Selected
Role Permission

Mo Roles Selected
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o In User Name, start typing the last name of the person responsible
for the mission, typically this is a dean or vice president. If the
person’s name is incorrect or missing, please email Cheryl Gater at
cgater@aa.ufl.edu for corrections or additions.

o Select the individual, and then click Search.

Compliance Assist

Browse Available Roles @

Role Name: View:

|Search

© My Roles
@ All Institution Roles

User Name:

|Gater, Ch eryl

Department:

‘ Search

# m Clear

m

Available Roles Selected Roles

Add Roles ™ 3 Delete Selected 3¢ Delete All

Department Assigned

DEer | Name Department Assigned User

] Director of Academic Affairs Gater, Cheryl No Roles to display.
SACS

Add Roles Cancel
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o The person’s name will appear under Available Roles, check the box
to the left of the person’s Role Name, then hover your cursor over
Add Roles and click Selected.

Available Roles Selected Roles
Add Roles =] ¥ Delete Selected 3§ Delete All
= Selected wp
. ﬁ:lﬁle Departmen - Name  Department Assigned User
All —
# Director of PesslEmie AT Gater, Cheryl No Roles to display.
SACS

Add Roles Cancel

o The person’s name will appear to the right under Selected Roles,

click Add Roles.
Available Roles Selected Roles
Add Roles(=] ¢ Delete Selected 3¢ Delete All
:Igl&e Department ﬁi:lr ned Name Department Assigned
= User
Director of University of Gater, Cheryl Director of Academic Gater, Cheryl
SACS Florida SACS Affairs ' h
g Ty
‘ Add Roles ’ Cancel

o The person is now assigned as the Responsible Role.

R ible Roles:
esponsibie holes ~ Manage ¥ Delete Selected

Role Permission

Director of SACS (Cheryl Gater) Administrator

e C(lick Save & Close to complete the update.

Save & Close Delete Close
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Goals
¢ Open each goal by clicking the blue hyperlinked goal name and then click
the Edit tab.

e Update the year in the Goal Number to “2014-15", leaving “Goal” and the
number unchanged. You may also modify the number to simply reflect
Goal 1, Goal 2, etc. without the academic year indicator.

Vielated Activity Permissions

S

oy Public for this Department and lower
Number{( 2013-14 Goal 1 [ )

Title: | Optimize resources

e Progress Field - be sure to select the appropriate progress from the drop
down window. If unsure which progress to select, “Ongoing” is
appropriate.

Progress: [T ~]

e Responsible Roles - Click Manage if no role is assigned or if changes need
to be made to the assigned responsible role.

Responsible Roles:
p ¥ Delete Selected

No Roles Selected

o In User Name, start typing the last name of the person responsible
for the goal, typically this is a dean or vice president. If the person’s
name is incorrect or missing, please email Cheryl Gater at
cgater@aa.ufl.edu for correction or addition.
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o Select the individual, the click Search.

@ Compliance Assist

Browse Available Roles @

Role Name: View:

|Search © My Roles
@ All Institution Roles

User Name:

‘ Gater, Cheryl

Department:

\ Search

Available Roles Selected Roles
Add Roles (=] # Delete Selected 3¢ Delete All |
EI(;I:"IB Department ﬁrgm Name  Department Assigned User
E‘:\rgsctor of Academic Affairs Gater, Cheryl No Roles to display.

Add Roles Cancel

o The person’s name will appear under Available Roles, check the box
to the left of the person’s Role Name, then hover your cursor over
Add Roles and click Selected.

Available Roles Selected Roles

Add Roles =] ¥ Delete Selected 3¢ Delete All

Selected =
Departmen Name  Department

All —
q Director of Academic Affairs Gater, Cheryl No Roles to display.

Assigned User

Add Roles Cancel
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o The person’s name will appear to the right under Selected Roles,

click Add Roles.
Available Roles Selected Roles L
Add Roles ¥ ¥ Delete Selected 3¢ Delete All
Department i .
—_—— %rgm Name Deartment A55|ned
— User
Director of University of Gater, Cheryl ) )
- Director of Academic Gater, Cheryl
SACS Florida hee e h
e

‘ Add Roles ’ Cancel

o The person is now assigned as the Responsible Role.

Responsible Roles: # Manage J{ Delete Selected

Role Permission

Director of SACS (Cheryl Gater) Administrator

e C(lick the Edit button within each field to make any revisions to that field:

[=] Action Items

Action Items
Measures of Action Items
Time Period of Action Items

o)
o
o
o Resources of Action Items
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e Then click Update to update each of the fields.

‘ Update ’ Cancel

e Once all fields are updated, Click Save & Close to complete the update to
the entire goal.

View Edit Related Activity Permissions

Export

a Public for this Department and lower i

Number: | 2013-14 Goal 1 o

Title: | Optimize resources

[=] Goal (i ]

EEEE {£iE T ParagraphSt...-‘ A- O~ |Ea@ B 9>~ F n'%%:'|

|B.rn

Optimize university resources to enroll and support students by implementing best practices and appropriate
technological solutions.

| /" Design | €» HTML

Start: | 7/1/2013 ) Choose Fiscal Year Dates

Save & Close Delete Close

-
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IE Detail
e Open the IE Detail by clicking on the blue hyperlinked name.
e Progress Field - select “Ongoing” from the drop down window.

Progress: [T ]

e Responsible Roles - Click Manage if no role is assigned or if changes need
to be made to the assigned responsible role.

R ible Roles:
esponsible Roles ¥ Delete Selected

Mo Roles Selected

o In User Name, start typing the last name of the person responsible
for the goal, typically this is a dean or vice president. If the person’s
name is incorrect or missing, please email Cheryl Gater at
cgater@aa.ufl.edu for correction or addition.

o Select the individual, and then click Search.

Compliance Assist
Browse Available Roles
Role Name: View:
|Search © My Roles
@ All Institution Roles
User Name:
| Gater, Cheryl
Department:
|Search
# EXR o
Available Roles Selected Roles
Add Roles %] 3 Delete Selected 3¢ Delete All I |
L n‘;‘ﬁle Lopravent G:selr ned ] Name Department Assigned User
=] Director of Academic Affairs Gater, Cheryl No Roles to display.
SACS
Add Roles Cancel

14|Page


mailto:cgater@aa.ufl.edu

o The person’s name will appear under Available Roles, check the box
to the left of the person’s Role Name, then hover your cursor over
Add Roles and click Selected.

Available Roles Selected Roles
Add Roles [~ # Delete Selected  §¢ Delete All
- Selected =
. I'El‘;I;e Departmen Name Department Assigned User
-y

Director of Academic Affairs Gater, Cheryl No Roles to display.

Add Roles Cancel

o The person’s name will appear to the right under Selected Roles,

click Add Roles.
Available Roles Selected Roles
Add Roles(=] ¢ Delete Selected 3¢ Delete All
:Igl&e Department ﬁii‘r ned Name Department Assigned
= User
Director of University of Gater, Cheryl Director of Academic Gater, Cheryl
SACS Florida SACS Affairs ' h
e —
‘ Add Roles ' Cancel

o The person is now assigned as the Responsible Role.

Responsible Roles: ~# Manage J{ Delete Selected

Role Permission

Director of SACS (Cheryl Gater) Administrator
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e C(lick the Edit button within each field to make any revisions to that field:

[=] Administrative Support Services (]

Administrative Support Services
Academic and Student Support Services
Research

Community and Public Service
Effectiveness Oversight

OOOOO°

e C(lick Update to save the changes made to that field.

Administrative Support Services x
‘B H E=E = E. .5:5 EE_NormaI '_A'\‘_)'-
\ Ga & [Py 9 - % Q-8 9 O 3|

/' Design | € HTML

‘ ICEICE ) Cancel

e VERY IMPORTANT! After all the information in each field is reviewed,
please check the Institutional Effectiveness Report Complete box, and click
Save & Close to save all revisions made.

Institutional

Effectiveness Report

Complete:

Last modified 4/8/2014 at 10:20 AM by Cheryl Gater
Created 4/8/2014 at 10:20 AM by Cheryl Gater

Save & Close Delete Close
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ChecKklist

e Update Progress field in Mission, Goals, and IE Detail.
e Ensure Responsible Role is assigned to all items: Mission, Goals, and IE

Detail.

e Update the Goal Number fields.
e Edit the IE Detail for 2015-16 and check the “Completed” box at the

bottom of the detail screen.
e C(lick SAVE & CLOSE to update each item: Mission, Goals, and IE Detail.

Due Dates

Institutional Effectiveness
Data Reports

Effectiveness Documentation
Planning and Development

Effectiveness
Documentation Plans

Ac:;:fz:nic Due date AC;ZZTIC Due date*
2014-15 Juznglis’
2013-14 OCtggfz 10, October 11, 2014 — June 11, 2015 2015-16 Juzngltz’
2014-15 Ogg’lbsir:" October 9, 2015 — June 9, 2016 01617 | e
2015-16 OCtggfg 14, October 14, 2016 — June 8, 2017 2017-18 J;Bi? ’

*Plans may be submitted in Compliance Assist! at any time during the planning and development period.
**please note all college/unit data reports due by October 9, 2015 (previously only unit level IE data
reported, not college-level)

Resources

e http://assessment.aa.ufl.edu/institutional-effectiveness-plans

Further Assistance
e Email assessment@aa.ufl.edu or call Institutional Assessment at

(352) 273-4476
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