
Assessment Module Faculty/Staff User Guide 

Navigating the Assessment Module 

The left-hand menu of the system displays at least two main menu tabs, “Manage Your Activities” 
and “Manage Data.” For the purposes of entering information into the assessment module you will 
use the “Manage Data” tab. 

Entering Data 

When you access a screen you will see several options 
for actions that you can take. 

To edit a record, click the             button.  

To delete a record, click the           button.  

To copy a record, click the           button.  

The button is also used to view additional information about a specific entry. 

To add new information, click the                         button. As an example, this option can be used to 
add a new program-level learning outcome to the existing list of outcomes. 

If you make changes and want to keep the changes, you need to click one of the Save buttons at 
the bottom of the screen prior to leaving it.  

Manage Data 

You will need to select a program before choosing  
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Getting Started 

Begin by selecting 
“Administrative Data” from the 
Main Menu. This will take you to 
the screen shown below.  

This screen is pre-populated with school, col-
lege, and department information. Check for 
accuracy. Contact digitalm@pdx.edu if you 
wish to make changes. The “Program Descrip-
tion” is optional. When finished select   
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Editing Program-Level Learning Outcomes 

If a program-level learning outcome addresses 
a campus-wide learning outcome please indi-
cate here by selecting the appropriate outcome.  

 

“Date of Retirement” will be used to track 
change across years. Instead of deleting a 
learning outcome that is no longer used, indi-
cate that the learning outcome has retired. If a 
learning outcome is still in use, leave the “Date 
of Retirement” field blank. 

Program-level learning outcomes have 
been entered from information pro-
vided during the 2008-2009 assess-
ment cycle. Review each outcome and 
make necessary changes. Update 
with assessment information gathered 
this year.  

Learning outcomes will appear alpha-
betically. To list outcomes in a specific 
order, you may opt to preface the 
learning outcomes with a number. 

 

3 Program-Level Learning Outcomes 

This screen is visible after selecting the button.   

Expanding Text Boxes 

You may see a blue arrow next to or under text 
boxes. Clicking this blue arrow makes the text box 
next to it larger to give you more space. On a Mac 
you may have to run your cursor over the side of the 
box to make the arrow appear. 

Expanded view 



To keep a record of past assessment cycle ac-
tivities, list assessment plans by year (e.g. Fall 
2008-Summer 2010 and Fall 2010-Summer 
2011). You will need to review the information 
that has been entered for the 2008-2010 cycle 
and update with changes. 

Future assessment plans are added by select-
ing 

Entering Information into Text Boxes 

Enter descriptive information that you feel 
would aid others in understanding your unit’s 
assessment cycle. You may leave a text box 
blank if you feel it is not applicable to your unit.  

Uploading Documents 

Upload and store documents that are used in 
your assessment cycle. Select “Store file” and 
then “Browse…” to locate the file.  

4 Assessment Plan & Curricular Map 
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Each assessment activity should be listed as a 
separate item in the list.   

Identify the learning outcome(s) that are meas-
ured using this activity. Learning outcomes can 
be selected from the dropdown menu.  

Additional learning outcomes can be added by 
selecting “Add another Outcome.”  

Documents 

Upload rubrics or other documents used with 
this activity. Choose “Document Type” from the 
dropdown menu. 

Closing the Feedback Loop 

Once the assessment activity is complete, return 
to this screen to log the how this activity in-
formed your future activities. 

Program-Level Assessment Activities 

Results or Findings of the Assessment Ac-
tivity 

Include a brief overview of the findings of this 
assessment activity. 



This section is designed to initiate conversa-
tions about your unit’s assessment activities.  
Once submitted, your assessment activities 
will be reviewed by the a committee and com-
ments will be posted here for your considera-
tion.  

Rubric Score 

Unit assessment activities are evaluated using 
a rubric. A score of “Emerging,” “Mid-Stage,” or 
“Established” will be assigned. For a full de-
scription of the scores assigned, please refer to 
the Center for Academic Excellence website at 
www.cae.pdx.edu.  

Program Response to Stage of Development 

This text box can be used to track you response 
to the Program Review Committee’s evaluation 
of your unit’s assessment plan. Intended ac-
tions can be included in the response.  

For additional support creating an assessment plan or using the assessment module please contact 
the Center for Academic Excellence at caestaff@pdx.edu or (503) 725-5642. 

 

OIRP will support faculty use of the product by answering questions or concerns about the technical 
aspects of the Assessment Module.  Technical assistance is available through digitalm@pdx.edu.  

6 Stage of Development / Program Response to Stage of Development 

http://mce_host/cae/caestaff@pdx.edu�
mailto:digitalm@pdx.edu�
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