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Part 1: Overview

Each administrative unit at UF, including the 16 colleges, the Libraries, the Graduate School, the
Florida Museum of Natural History, and the Vice-Presidential and Senior Vice-Presidential

units collect data, monitor internal processes, and analyze the results of activities on an annual
basis. All Institutional Effectiveness (IE) Reports are housed in Campus Labs Planning, the
university's planning and reporting software program. If you encounter any issues with CLP,
you can contact assessment@aa.ufl.edu for assistance.

Each administrative unit and college has established its own dates for submission of annual
data reports with the Office of Institutional Assessment. View the due dates for each
administrative unit.

Annual planning and reporting cycle: This is a suggested workflow, which should be modified
to meet your unit’s specific needs.

August — November (Depending on your unit’s deadline): Institutional Effectiveness Data
Reports submitted

Dec. - Feb.: Reports reviewed by the UF Office of Institutional Assessment
March: Reviews returned to units.

March — May: Units address any concerns that came up during review, editing reports as
needed in CLP in the same year for which data was reported.

May - June: All Plan information (i.e. everything except results for Unit/College Goals) is
automatically rolled over to the next year once units have had time to address reviewer
concerns. Units should not begin working in the next reporting year within CLP until the rollover
is complete. Any changes made to fields in the next reporting year will be overwritten during
the rollover. Units are notified by email once the rollover is complete. Units are notified
annually of the rollover date.

July — Unit Deadline: Following the rollover, units should make any updates to their IE plan in
the new reporting year and enter Results and Evaluation data for Unit/College Goals. IE Plan
updates might include changes to a Unit/College mission, responsible users, changes to a
Unit/College Goal, or updates to the IE Detail. If a goal changes, it may also be necessary to
modify the connections to Long-Range Presidential Goals. Results and evaluation data should
be entered for each goal. For detailed information, see Part 2: Preparing an Institutional
Effectiveness Report. You may also skip ahead for detailed information on connecting goals to
Long-Range Presidential Goals. If you are requesting plan updates and data from colleagues, it
may be helpful to run a report for use as a template to share with your colleagues. For detailed
information see Part 3: Running a Report.
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Part 2: Preparing an Institutional Effectiveness Report

Following the annual CLP rollover, you can login to CLP and begin making updates to the
current reporting year and entering results and evaluation data for all Unit/College goals. When
entering an IE report make sure to check all plan items:

1. Unit/College Mission
2. Unit/College Goals
3. Institutional Effectiveness Detail

Log into CLP
(https://ufl.campuslabs.com) CamPUSIabs %
and enter your GatorLink

username and password, Your Campus Labs Platform at
then click “Planning” University of Florida

Compliance Assist Planning
Connect and manage your program Connect and manage your strategic
review and accreditation efforts planning efforts

@ Need Help? Visit our Support Center for articles, webinars, and other resources!
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1. Select the org chart symbol at the far left.
2. Select the year being edited.
a 3. Select “Unit/College Plan”.
@ FY 2019-20 v 4, Navigate to the appropriate unit.
2 %" Unit/College Plan v
e
My Units Institution
Q, search...

University of Florida

Academic Affairs
Advancement

Agriculture & Natural Resources,
IFAS



Once you have navigated to your unit, click the unit name and a list of plan items will appear to
the right. If you do not see plan items, check to make sure you are on the “Plan Items” tab
(orange star).
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Now you are ready to update the Unit/College plan items. To open a plan item, click the blue
plan item title. Open the Unit/College Mission.
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Edits can be made to any of the fields in a plan item. Make sure to check, and if necessary
update the responsible users. Once you have finished, click “Done” in the blue box on the lower
right to save your changes and to go back to the list of plan items.
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We are now going to go through and make updates to all Unit/College Goals and report Results
and Evaluation data foe each goal. Select the first goal.
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As you work through updating a goal and reporting Results and Evaluation data, you can find
guidance above each field. Check each field, as there may have been updates from previous
reporting years.

Connecting Unit/College Goals to Long-Range Presidential Goals.

In order to indicate how each Unit/College Goal relates to University Strategic Plan Long-Range
Presidential Goals, as defined in The Decade Ahead, you will connect each goal up to the
University Strategic Plan Long-Range Presidential Goal(s) that the Unit/College goal aligns with.
To connect a Unit/College goal up to a Presidential Goal, you must have the goal you are

connecting open. Select the |1* | Related tab on the right hand side, then select the +Supports

button alongside “Supports (Connected Up)”. Note that you will always be connecting up to the
Long-Range Presidential Goals.
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http://president.ufl.edu/media/presidentufledu/documents/Goal-Setting-brochure-2016.pdf

Once you select the +Supports, your will be taken to a new page to identify the goals you want

to connect up to.
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Make sure the correct FY is selected
Select “University Strategic Plan”
Select “University of Florida”

Select the Long-Range Presidential Goal you want to connect to by clicking the

button beside the goal. Once you have done this, the will change to a 1, and you
will see the Long-Range Presidential Goal you chose listed under “Supports (Connected
Up)” on the right. If you select a goal by accident, or need to change a connection from a
previous year, you can unselect the goal by clicking the x beside the goal on the right.

5. Once your selection is complete, click |< Back to Plan Item| to return to your Unit/College

goal.

Continue updating your Unit/College goal, including the Action Items, Measures of Action

Items, Time Period of Action Items, and Resources of Action Items.

If data is ready, enter the Results and Evaluation, and make sure to specify who reviewed the
results and what was discovered. This should be presented in the past tense and should be able
to stand-alone from any attachments as a comprehensive narrative. Any attachments should be




supporting information only, and not required for a reviewer to understand the Results and
Evaluation narrative. If data for the goal is not yet ready, you can save and return at a later date
to enter the Results and Evaluation.

You have now completed the process of updating a Unit/College Goal and entering data. Select
the “Done” button at the bottom of the goal plan item, and repeat this process for each goal.

Now we will update the Institutional Effectiveness Detail. The Institutional Effectiveness Detail
includes a lot of information and should be checked carefully each year to make sure that all
fields are up to date.
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Once you have checked and made any necessary updates to the Goals and |E Detail, and
reported Results and Evaluation data for each goal, you will mark your Institutional
Effectiveness Report Complete using the check box at the bottom of the IE Detail item.

nstitutional Effectiveness Report Complete
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Part 3: Running a Report

CLP can output PDFs, CSV, or word formats of IE reports from any year. This may be helpful if
you are coordinating data collection from multiple individuals or units and would like to provide
a template with the previous years information to help guide your collaborators. There are a
number of ready-to-go reports available for your use. If you do not find a report that meets
your needs, please contact Catherine Jaroch to have a new report created with your desired
specifications.

Log into CLP
(https://ufl.campuslabs.com)
and enter your GatorLink

campuslabs 3.

Your Campus Labs Platform at

username and password, University of Florida

then click “Planning”.

Compliance Assist Planning
Connect and manage your program Connect and manage your strategic
review and accreditation efforts planning efforts

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

©2020 Campus Labs
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Once you have navigated to your unit, a list of plan items will appear to the right. Select the
“Reports” Tab.
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Once you select the “Reports” tab, you will see a list of available reports, each with a short
description of what it includes. The “Reviewers Report — IE” is most commonly used. Open the
drop down menu and select one of the following:

e View Report or Print: opens a new tab in your browser where the report will show up
(This may take a few minutes). This is a good option if you want to preview the report
before you download it. If you select this option, the new window will provide the
option to download as a CSV, Word file, or you can select print, and then print to PDF.

e Customize Dates: allows you to change the year the report pulls information from.

e (CSV or Word Export: Automatically downloads the report in the chosen format to your
computer.
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Part 4: Helpful Resources & Tips

Overview of Instructional Effectiveness Reporting at UF

Due dates for Administrative Units

Sample IE Reports

Browser Matters! Safari works best when using CLP. Internet explorer does not work well.

Prepare your report outside of CLP, then simply copy content into CLP. This will ensure that if
there are any issues with you internet connection or the CLP software while you are working in
CLP, your work will not be lost.
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