Navigating and Using

The Salisbury University Assessment Website Interface
The following instructions will help you to navigate and use the Salisbury University Assessment Website.  If you have questions regarding assessment concepts or Academic Program Review (APR), you should refer to the APR guidelines or any of the resources located on the Office of University Analysis, Reporting, & Assessment’s (UARA) website.  You may also contact Kara Siegert, Director of UARA .
Web Address to the Assessment Website-Database Interface: https://www2.salisbury.edu/assessment/ 
PLEASE NOTE THAT ANY MODIFICATIONS MADE TO YOUR PROGRAM INFORMATION IN THE ASSESSMENT WEB INTERFACE ARE PERMANENT ONCE YOU SAVE THEM!!! PREVIOUSLY SAVED INFORMATION WILL BE OVERWRITTEN AND CANNOT BE RECOVERED. SAVE A COPY OF THE INFORMATION PRIOR TO MODIFYING IF YOU WANT A RECORD.
To navigate and use the site, follow these steps:

Step 1.
Link to https://secureweb.salisbury.edu/assessment/
Step 2.
Login using your Novell User Name and Password.  

a. After logging in you will be taken to the Menu page.  At the top of the page is a menu bar.  It should show which “User” has logged in, a link to the “APR Guidelines,” a “Help With This Page” link, and a “Log Out” link.  The menu bar will appear on the top of every page.

b. “Help With This Page” will provide you basic instructions for navigating or using this page.

c. On the menu page, you should see three drop-down menus.  The first drop- down menu should list all undergraduate programs.  If your program is not listed, please contact Kara Siegert, x36025 or KOSIEGERT@salisbury.edu. 

d. The second drop-down menu lists all graduate programs.

e. The third drop-down menu lists all administrative units.

Step 3.
You may review any program or unit that is listed, but you will be able to edit ONLY those pages where you are assigned editorial privileges.  Select one of the programs or units from the drop down menus.  For instance, if you want to review OR edit the undergraduate program in psychology, select the “Undergraduate” drop-down menu.  

Step 4.
After selecting the program or unit, click on the “GO” button.

a. You will be linked to the Intended Outcomes page of the “program” or “unit” you selected.  The program or unit title should appear in the middle and near the top of the screen.

b. Below the program or unit title you will see another Menu bar. You will find several menu options: Intended Outcomes, Change Program, and Print This Page. If you have editorial privileges for this program or unit, you will see an Add Intended Outcome link below this Menu bar. If you with to add an outcome, you will follow the same procedures outlined below to edit an outcome.
c. In the table of outcomes, you will see 5 columns. If your program has not previously entered outcomes, the table will be blank. 

d.  The first column contains Edit and Delete buttons.  If you want to modify the outcome, select Edit to remove it as an outcome, select Delete. You will be asked to verify the removal of the outcome if you select Delete. 
e. The second column details the Rating the program provides for the outcome. The rating ranges from 1-5 and provides an indication of the degree to which a program focuses on teaching students skills necessary to achieve this outcome. Ratings of 1 indicate that there is a minor emphasis. Ratings of 5 indicate that it is a major focus of the program. Programs should carefully review these ratings. In the previous version of the Web Interface, programs ranked outcomes rather than rating them. As a result, the current values should be adjusted to reflect the new rating system. 
f. The third column represents the Student Learning Outcomes written by the program.
g. The fourth and fifth columns provide the Last Modified date and last Modified By user.

Step 5. 
If you have editorial privileges, you may Edit the outcomes written by the program. Click the Edit button next to the relevant outcome and the Edit Outcome screen will appear. Be sure and SAVE CHANGES, at the top or bottom of this page.  If you forget to save your changes, any editing you have completed will not be saved.

Step 6.       The first section of this page asks you to provide the Outcome/Objective Rating. You should rate the degree to which your program addresses the outcome/objective on a scale of 1 (minor focus) to 5 (major focus).
Step 7.       After providing the rating, you may modify or create your outcome/objective under the Outcome/Objective Description box. Simply type the outcome into this box. Remember student learning outcomes are specific knowledge, skills, or attitudes that students are expected to achieve through their college experience. Additional information about writing student learning outcomes can be found at, http://www.salisbury.edu/iara/Assessment/Home.html. You may also contact Kara Siegert, kosiegert@salisbury.edu, for additional training.
Step 8.       After identifying your outcome/objective, you move down to the Outcome/Objective Alignment with Student Learning Goals section of the page. Here you will select the Student Learning Goals that are aligned with the outcome identified above. If you previously completed this section of the Web Interface, your selections will already be indicated. When a goal is selected, using a “checkmark” the goal will also become bolded. 
Step 9.       Finally, you will move to the final section of the page Outcome/Objective Course Alignment. In this section, you should indicate which of the program’s courses are aligned with the identified outcome. For instance, in which major/program courses do students have the opportunity to learn skills that will help them attain the identified outcome? You will see a list of Subject areas from which you should select the relevant courses. When a Subject area is selected, the box to the left will populate with all possible courses available. You will then select the relevant courses within the subject area by clicking them. Once clicked, the selected course will now appear in the Selected Courses for the Outcome box to the right. Follow this technique to identify courses across all subject areas relevant to the identified outcome/objective. To delete selected courses, click on the desired course inside the Selected Courses for the Outcome box to the right and backspace or delete.

Step 10.
SAVE CHANGES.
Step 11.
The Print This Page link allows you to print all of the text associated with the page upon which you are located.  In addition, you can electronically save information for your records.  To electronically save, click on the Print This Page link.  Go to your browser’s menu bar and select File, Save Page As menu.  If you SAVE AS TYPE—text file, you will be able to save the file and then upload the information into most software applications.

Step 12.     After your Outcomes are mapped to the appropriate Student Learning Goals and course curriculum, you may want to run a report of the overall mapping of these elements for your academic program. This is required for program undergoing Academic Program Review (APR). To run this report, you must be at your main Program page that lists all of your program outcomes.
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