How to Complete the Annual Assessment
Submissions in Planning & Self-Study
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Logging In
At UND, users can log in to all Watermark products via single-sign-on (SSO):

https://login.watermarkinsights.com/connect/universityofnorthdakota

Click on Planning & Self-Study

Home > My Leadership

When you log in to Planning & Self-Study by Watermark, you will see a page that looks like this, with
dashboards for each Organization [such as a program, co-curricular or administrative unit] for which
you have been assigned as a Lead contributor to enterassessmentand planning data.

Each dashboard includes links that take you directly to areas to enter specific content, such as
assessment plans and mission statement. You may see multiple such dashboards if you have been
assigned as a Lead contributor for multiple Organizations at your institution. If you do not see one or
more Organizations that you expect to see on your home page, please contact a Planning & Self-Study
administrator at your institution for clarification. (contact information is listed on the last page)

My Leadership

Accessing an Assessment Plan

Planning & Self-Study can be used to track and manage annual outcomes assessment data
(measures, findings, results, actions, etc.) in an assessment Plan. If one of your Organizations is
included in an annual Plan, you will see that Plan listed within the Projects In Progress area of your
Organization.


https://login.watermarkinsights.com/connect/universityofnorthdakota

PROJECTS IN PROGRESS

5 Demo Academic Assessment Plan 2020-2021

1 organization included | 3 outcomes being assessed

Outcome Progress and Results

Not Started M InProgress HMMet M NotMet

You may see multiple Plans if there is more than one assessment cycle that you are required to
enter data into. To work on a Plan, click on its title.

Select Outcomes for Assessment

The below steps are only relevant if you have already inputted the Outcomes for your Organization
(academic program/co-curricular department). If you have not completed this step yet, see the Create
and Edit Outcomes tutorial on the UND P&SS support site.

Add Outcomes to a Plan

When you open a Plan for the first time, you must select which Outcomes your Organization will assess
that year. Start by clicking the Select Outcomes button on this page.

Demo Program Outcomes

No outcomes have been selected for this program.

The following page shows a list of all your Organization’s Outcomes.

ected APPLY SELECTION

x Select Outcomes for Assessment

Demo Program
Select outcomes for assessment for Academic Year 2020-2021.

Demo Program Learning Outcomes (3)
Outcomes that articulate the knowledge, skills, and dispositions attained by
students through learning and/or co-curricular experiences

Outcome 1: Subject Matter Expertise /';.‘
the
Outcome 2: Technological Applications / ; \
Students will £ o analyze and evaluate the role of modern NS
technology as es to the program subject matter.
Outcome 3: Global Perspective ()

Students will be a

ticulate the role of the program subject

matter within the of global issues and events.

CREATE NEW OUTCOME


https://campus.und.edu/assessment-accreditation/planning-self-study.html
https://campus.und.edu/assessment-accreditation/planning-self-study.html

From this page, you can edit your existing Outcomes by clicking the pen icon to the right of that
Outcome, and you can also create additional Outcomes by clicking the Create New Outcome button at
the bottom of this list. For more information about creating and editing Outcomes, please review the
section How to Create and Edit Outcomes.

To select the Outcomes that your Organization will assess for this Plan (academic year), first check the
boxes the left of each Outcome title that you want to include.

Outcome 1: Subject Matter Expertise

Students will be able to demonstrate an understanding of the
program's subject matter and apply their knowledge to solve
practical problems in their field.

Outcome 2: Technological Applications

Students will be able to analyze and evaluate the role of modern
technology as it applies to the program subject matter.

Outcome 3: Global Perspective

. Students will be able to articulate the role of the program subject
matter within the context of global issues and events.

Then, click the Apply Selection button in the upper right-hand corner of the page.

APPLY SELECTION

On the following page, you will see your selected Outcomes, and can start entering Measures for each
Outcomes. Ifyour selected Outcomes had Measures added tothem in prior Plans, those Measure will

automatically be added to those Outcomes for this Plan.

Cemo Fragiam Learning Oulossas
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https://campus.und.edu/assessment-accreditation/planning-self-study.html

Remove Outcomes from a Plan

If you need to remove an Outcome from a Plan, first click the Add/Edit Outcomes button in the upper
right-hand corner of the page. Please not that you can only remove an Outcome from a Plan if that
Outcome does not have any Measures associated with it; if that Outcome has Measures, you must first
remove those Measure from that Outcome before you can remove that Outcome from a Plan.

ADDVEDIT OUTCOMES

This will take you back to the Outcome selection page. Deselect Outcomes from this list by clicking a
checked box to the left of an Outcome title, which removes the checkmark.

B Cuteame 1: Subjest Matter Expartise I-/-J__.\‘-
Stiedants will be able w0 demonsirate an understanding of tha k. :
pragram's subject matter and apgly their knowledpe 1o solve
practical protbams i thelr e,

B Outcame 2: Technalagical Applicatians I";,,ﬂ‘
Stwdents will be able 1o analyze and evaluate he rale of mocem R
technalogy a2 it applies (o the program subjest matiar.

Cuteorme 3 Global Perspective a3

Stedants will be akxle 10 articulate the role of the program suijsact
miaiter Wwithin the contest of glabal issuas and events

Then, click the Apply Selection button in the upper right-hand corner of the page.

APPLY SELECTION

You will be returned to your Plan page which will no longer include the removed Outcome.

Demo Academic Assessment Plan 2020-2021
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Add/Edit Measures

Add Measures to an Outcome

Once you have selected the Outcomes your Organization willassess in a Plan, the next step is to enter the
Measures (also called assessment methods) usedtoassesseach Outcome. OnyourPlan page, you will
seeyourselected Outcomes.

Sl e T T TIPS Sl M S

Toadd a Measure to an Outcome, first click on that Outcome, which will expand it to reveal a New
Measure button. Click that button to add a new Measure.

Duteome 1: Subject Matter Expedtise

=

On the following page, you will see a form with various fields to enter data for your Measure:



Fialds marked with * are raqured.

Definition Dretails of e measure scildcy
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Method: Use this dropdown menu to select whether your Measure is Direct or Indirect. There are also
values for subcategories within these types.

Course (required, only available to academic programs): If a Measure is collected from a Course in
your Program curriculum, use this field to identify that Course. Click on the dropdown menu to search the
curriculum for a Course to select.



afpct a course tor this measura ¥ O This is a nan-course based measure

Q |jeEdii

DEMO 107: Intra 1o Subijest Matter

DEMD 207 Intermediate Subject Matter
ated system. If your results aran't being colles

DEMO 201 Advanced Subject Matler

)

Ifa Measure is not collected from a particular Course (for example, if your Measure is a survey that goes
out to all students, regardless of course enroliment), check the box next to This is a non-course based
measure instead of selecting a Course.

Title (required): Enter the title or name of the measure.

Results Collection / Align Results: UND utilizes a data integration between Planning & Self-Study
and Blackboard, therefore you can align a Measure to an assignment collected from that system to
automatically populate assessment results from that system into Planning and Self-Study.

e Select | Want to Collect Results Myself then follow the prompts. (see page 10)
The Align Results section is optional. Results can be entered later.

Target: Enter the target or criteria of success for the measure, e.g. “80% of the student will achieve a
score of 3 or above.”

Description: Enter a brief description of the measure activity. 2-3 sentences to describe the
assessment method and how it will be assessed.

Attachments/Attach DescriptionDocuments: Upload up to 5 files that provide more details
about the measure activity. (optional)

Please note that you can always return to this page to edit any part of your Measure later. Once you are
done entering information for your Measure, click the Add button in the upper right-hand corner of the
page to save your changes.



A message will appear asking whether you are ready to enter the results of the Measure you just
entered.
e Click No, Continue Later to return to your Plan page where you can enter more Measures for
your Outcomes, or

e ClickYes,Manage Results Nowto gotowhere you can enteryourassessmentresults and
findings. This process is detailed below under Add Results.

Continue to manage results?

beasure was successfully added.
D wou want to manage results for this measure now?

MO, CONTINUE LATER | YES, MANAGE RESULTS HOW

Edit or Remove a Measure

From your Plan page, you can make changes to or remove a Measure by first clicking the menu button
to the right of the Measure Title. A menu will open the options, Measure Details, which will return you to
the measure editing page to make changes to your Measure, and Remove from Plan, which allows you
to remove a Measure from your Plan.

DEMO 101 Capstone Project If i ‘_|

WO results agded.

| AU RESULT %

Reusable Measures

Measure Details

Remove from Plan

*Since measures can linkto multiple assessmentcycles, changes made to ameasure will reflect in all
plans and curriculum maps, including past and closed cycles.

When alead pulls established outcomes into a currentassessment plan, all of the measures that are
already aligned with that outcome automatically populate. The lead will need to make sure these
measures are up to date and add any new measures that are not currently populated from before.



Previously, when a measure was added to an outcome, those measures were automatically populated
underthe same outcomeinany openassessmentplan. The drawback here was that these measures
start showing up in previous reporting year plans.

Regardless of plan type, the newly created measures will not show up in the program assessment
plans of pastreporting years. The measures willalso notappearregardless of the assessment plan
status. For reports, such as type & status charts, only the measures that have appeared in the plans
with those future reporting years will appear. For program plans, the measures created from the
Curriculum Map will have the same condition.

Measures created on a particular date will appearin the open plans for Currentand Future Reporting
years.

Add/Edit Results

Add Results

Once you have added assessment Measures to your Plan, the next step is to enter the Results of those
Measures. To begin, click the Add Results button for a Measure for which you have results to
enter.

DEMO 101 Capstone Project (¢ )

| P Pun ol o ol
SO FEEUIITES added,

ADD RESULTS

You will be taken to a page where you are asked to select the results format you would like to use to
document evidence of your assessment results, described below. Please note that you may not see all
of the following options, based on the type of Outcome assessed, and details associated with the
Measure.

10



Results

| want to upload the assessment results files: If your assessment Results are document in a file
you have saved to your computer, you can use this option to upload that file as evidence.

| want to enter the count of students who meet/do not meet the criteria: This option allows you
to enter the counts of students who met or did not meet your criteria for outcome achievement, and
those results will display as a data graphic.

| want to align results from another system: If your assessment Results are collected from
Blackboard or another Watermark product, this option populates the results from one of those systems
into Planning and Self-Study.

We do not use the | want to send emails to collect scores from faculty option at UND.

Please note that you can always return to this page to edit any part of your Results later. Once you are

done entering information for your Measure, click the Save & Close button in the upperright-hand corner
of the page to save your changes.

SAVE & CLOSE

Upload Assessment Results Files
If you choose the Results format option, | want to upload the assessment results files, next click

the Upload New File button to search your computer foradocumentdetailing your assessment Results.
You may upload multiple files to this area.

1"



FILER

==

After you upload a file, you will see buttons to the right of its title to download or remove it.

You may also click the Summary tab to type additional information about your Results.

DA A RY

Enter Count of Students who Meet / Do Not Meet Criteria

If you choose the Results format option, | want to enter the count of students who meet/do not meet the
criteria, next enter the number of students for each achievement category. Please note that these
categories may be titled differently, based on your institution’s setup of Planning and Self-Study. Click
View Results when you have entered your student counts.

At a minimum, enter the number of students who fit into the Met and Not Met categories.

12
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Yourstudent performance data will now display as a data graphic. You may edit these Results by
clicking Edit Results.

Resulis - # Change Collgchon Method

You have the option to enter student counts broken down by course section — if your Measure is
associated with a Course thathas Course Sections offered during your Plan year—by selecting Counts
foreach section and clicking Enter Counts, and Planning and Self-Study will automatically aggregate
totals across all Course Sections.

Even if you select the | want to enter the count of students who meet/do not meet the criteria Results
format option, you may still upload documentation and enter a summary of assessment Results. Todo
so, first click the carrot icon to the right of Include results files and a summary of results (optional)

=
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This will expand options to both upload a file and enter a summary, identical to the steps described
under Upload AssessmentResults.

FILES

Align Results from Another System (Blackboard)

Assessment leads can pull assessment results from Blackboard Learn into measures in Planning & Self-Study
using their own accounts. To do this, an assessment lead will follow these steps:

1. Either create a new measure or add results to an existing one.

a. Create a new measure and select “Align Results”.

Add Measure ﬂ

Aligning rubric results from another system to a new measure.

b. “Add Results” to an existing measure and then select “I want to align results from another system”.

14



Results
Evaluation of the measure activity

Select the results format that you would like to use for this measure.

You will also be able to include a summary once results have been added.

| want to enter the count of
students who meet/do not meet
the criteria

| want to upload the assessment
results files

want to align resuits from another
system

Aligning rubric results from another system to an existing measure.

2. Select Blackboard Learn as the source from which to pull measure results. The assessment lead will then
authenticate with their Blackboard Learn credentials to authorize themselves.

Source options for aligning rubric results from another system.

3. Assessment leads can reauthorize the system with a different Blackboard Learn account to pull the
assessment results by clicking on the link “reauthorize here” and logging out of any Blackboard account. Once
authorized correctly, click ‘Next’.Reauthorize Blackboard Learn

Align Results
Program: Accounting Program Outcome: Int

4. Select the Course and Assessment Activity from which to import relevant assessment results. View the
Course(s) that they are associated with and view the Assignments and Tests as an assessment activity.

15



Select Source » Course and Assessment Activity
Align Results

Program: Accounting Program Outcome: In

Select the Assignment/Test from the list.

5. Choose from a list of Assignments/Tests relevant to the selected course.

METTHRESHOLD

Select the Assignment from the list

SCHEMA LEVEL NAME MET THRESHOLD

Select the Test from the list

6. Under Result Settings, choose to interpret the results in Planning & Self-Study based on a Numerical Score
Threshold or select the Grading Schema levels relevant to the selected assessment activity.

16



METTHRESHOLD

(-] =3

Select the Result setting as Numerical Score Threshold

Select the Result setting as Schema Levels

7. Once aligned, the filtered results from Blackboard Learn will display in the measure in Planning & Self-Study,
as well as in the Annual Report generated from within Planning & Self-Study.

|
Blackboard Learn results displayed in the assessment plan in Planning & Self-Study.

17



The results from Blackboard Learn displayed in the assessment report in Planning & Self-Study.

Remove and Change Results

To remove Results and change the selected Results format, click Change Collection Method.

Fres.u-ts : | & Enarge G '.--rl.'-:--:ll

This willopen a pop-up window to confirm your decision. Click Yes, Delete Results to proceed and delete
your Results, which will allow you to select a new Results format.

Delete existing results?

Changing the tormat will delete all existing resulis & resull settings for this measura, Ara
Yol sura you want to cantinue?

NL), KEEP EXISTING FORMATL YES, DELETE RESIN TS

Analyze Results

Add Findings
Once you have documented the Results fora Measure, the next step is to document the Findings, or
analysis. From the Plan page, you can click Analyze Results to open the page for that Measure.

18



DEMO 101 Capstone Project (1)

studant counts added.

ANALYSFE RESULTS

Once you are on that page, scroll down to the Findings category.

Findings

<1 B My & e

The first option in this category is to document the Measure Status for this Measure. Use the dropdown
menu to select whether the criteria for this Measure was Met or Not Met, based on the Results. This is
based on the Target that was established for the specific measure.

Measure Status

Selact Measure Status

Mot Met

Enter a more detailed Analysis in the following text field.

View Actions and Past Results

If the same Measure was used in previous assessment Plans, you can view Actions and

19



Results for previous iterations of that Measure to more effectively analyze how the Results for the
most recent iteration fitin to a longitudinal understanding of the Measure.

Tobegin, click the Actions & Past Results button in the Findings section.

Findings ACTIONS & FAST RESUITS

Aresbyars ol e rsesul =

This will open a panel on the right-hand side of your screen. Click the icons to toggle between viewing
historic Actions and Results associated with your Measure.

Actions u [ =] Past Results %
),
-:-._h.\' If@‘\l v Demo Academic Assessment Plan 2019-
| ‘:' ) SortBy | Mest Recant - o T
e Al 2020
| . mic 20719-2020
» Collaborate with another department / unit Academic Year 2018-202
program Status:  MET
Status Target:  Mone
Comulete G Cwerall Proficiency
B Exceeded ME M=t B Approached
—_— B Not Met
Cemo Academic Assessment Plan 20N8-2020
18% G3% 13% 6%
Pian an event 1o share effective teaching strateqies
wit h faculty from other Programs in this 0% 00%
Cepart meant. 5
Add Actions

Once you have documented Results and Findings for a Measure, the next step is to document follow-up
actions to close the loop on assessment planning. From the Plan page, you can click Add Actions to
open the page for that Measure.

DEMO 101 Capstone Project i)

NOT MET

ADD ACTIONS

20



Once you are on that page, scroll down to the Findings category and click Add New Action.

Findings

! ACTHOMS L FAST RESULTS |
B Aty

T Tt T

Mpadarn SLRuE

Poaé Rliad

AL e = i3d Maw AcEeon

This will open the Actions panel on the right-hand side of the page. Next, select the type of action you
want to document from the list of options. Your list may look a little different than the listing, below.

Actions » Add Action 5
Add Action

Select the type of action you recommend.

Revige Currlculum

Restructure utcome Statement

Revise Measurement | Assessment

Gather Additional Data

Revige Banchmark |/ Target

Implemant New Program Or Services

Community Partnership

ModiTy Position | Perconnel

Modify Policies [ Procedures

Adopt Or Expand Technologies

Additional Training

Collaborate With Another Department / Unit §
Program

Maodify Physical Environment

21



Once you select an Action Type, enter more details for that Action on the following form and click Create
Action.

Action Type
Revise Curriculum

# Change Action Type

Action Description®

Add new first-year coursa 1o introduce this
outcoma (o students earfier in curriculum.

Recommended Due Date

mmiddfyyyy m

CANCEL CREATE ACTION

Repeat these steps to enter additional Actions. There is no limit to the number of Actions that can be
addedtoaMeasure.

Edit and Delete Actions

Toedit or delete Actions, first open your Action list in the Findings section.

From the Action list, expand an Action by clicking the arrow next to it. With the Action expanded, you
can edit it by clicking the pen icon, or delete by clicking the trash icon.

22



Actions »

Sort By | Most Recant v |
i j P | i
B Revise Curriculum 73 R
ANV | L
Status
Mot Started v
Plan

Demo Academic Assessment Plan 2020-2021

Description
Add new first-year course to introduce this
outcome to students earlier in curriculum.

Click Save & Close when done entering Findings and Actions.

Analyze Outcome

Once you have documented all Measures, Results, and follow-up Actions for an Outcome, the next step
is to analyze overall achievement of that Outcome. To begin, click the Analyze Outcome button from the
Plan page.

Quicome T Subject Matter Expertise

Studerks wl be ablc to domonsinaie 2n ondersfanding of The program's
enlzperz Rl o gl e ke p e Dz anben poracins gootdaioin =
tizid.
? ot e
DERD 101 Capstone Praject - DENID 207 Capstore Frojoot i J
s ey
U MET ML
&dinm Rawvise Canicukan Bedan: Nuidain Srcomamnnnt Sorsgy
e Aranlis Wi Auanlin

Foi
Student Post-Graduation St Assesoment Sumeey | f

o Kanlily Pueniden ) Pecnnnsl Hesw FdRasara

e Aranlis

In the following form, a written analysis can be provided to include more details in the Outcome about
the outcome.

Use the Outcome Status dropdown menu to select whether the Outcome was Met or Not Met.
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Finally, you can document Actions that are related to the Outcome but which are notrelated to a
specific Measure by clicking Add New Action beneath General Actions.

Outcome Analysis

e e i o . SRS o Vil A P T
o102 BNalysIs O The QUtCome and 118 Comiined measure|s

Custcome Stalus

Gonesal Oubcome Aclions
- E1

= ADD NEW ACTHIN

Submit as Completed

1. When done reporting on all Outcomes, Measures, Results, and Actions. Click on Review and
Submit.

From here leads can export their annual assessment submission.

2. Then click Submit.

EDIT SUBMIT

Leads will receive an automated email once the Plan has been submitted.

If needing to edit the submission, click on Edit. Make the changes, and repeat the Review and Submit then
Submit steps.

24



Additional Support and Resources

UND Planning & Self-Study Administrators

Karina Knutson, Assessment & Accreditation Specialist
karina.knutson@und.edu
701-777-4085

Articles and Tutorials
e UND Watermark Tutorials
e Watermark Support Site

25
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