Dean’s Academic Program Review of NON-Accredited Programs with Portfolio (rev. 1/27/23)

Department Chairs will submit the APR portfolios to college accounts (i.e., CEBS Portfolio, CHHS

Portfolio, etc.) from their departmental accounts. Never use personal accounts for APR.

1. After deans log in to their Anthology-Portfolio accounts, they will arrive at the dashboard
that should look something like this:

W“'@ w92

@ mE PCAL Portfolio

WALKTHROUGH ~ USER GUIDE ~ SEE WHAT'S [NEW.

@ Dashboard

Overview  Portfolios

AVERAGE (LAST 30) LAST 30 ASSESSMENTS STUDENT RESULTS

LAST ASSESSMENT HIGHEST RESULT (LAST 30) LOWEST RESULT (LAST 30)
1 ] o 1 ] o 1 L] 0
BY: PORTFOLIO, PCAL DEPARTMENT, ENGLISH DEPARTMENT, ENGLISH

News & Recent Activity

[ Anthology Portfolio System sent you a message

& English Department submitted work to you from ‘Celebrity Studies-995-APR Final Template-2022-23'

Anthology Portfolio System sent you a message
2095 20¢

[ Anthology Portfolio System sent you a message
2.days ago

logy Portfolio System sent you a message
90

logy Portfolio System sent you a message

2. Click on the Pending Assessments Menu at the top to see items queued for assessment.
When you get to the list of Portfolios to assess, click on the line and a new menu appears.
Click on Assess to access the APR Portfolio.

PENUING A33E33MENTD INLUMPLE 1€ AS3E33MEN 13

1 o View Assessment Instrument

Summary

15 ~ records per page

CSV  ClearSort  Search:

Student Instrument Status

English Department APR Non-Accredited Dean’s

+ Previous 1  Next—

Excel Viewer / CSV Viewer

Anthology Portfolic Help: portfolio.help@wku.edu

The next screen looks something like this:
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| Fenomc]

APR Degree Review GRAD-Non-Accredited

tors
*  APR Non-Accredited Acceptance & €3 8
1 Add a Shareable Link to Your Portfolio Here

() (2a)
_/ -
b mtctons & Reourcon S E
hitos:/wiu chalkangwite, com/SecureUrlPage asaxurlki=2002238u=guesiAcus=439 Comment..
1 APR Self-Study Completed Template = =
b Instructions & Resourcos *» F A
Overall Comments: &
Comment
0 [W]  Celebrity Studies-895-APR Final Template-2022-23  View
REGUEST RESUBMISSION
L1 APR Degree Review Data Sheet (Visual Analytics) + CREATE NEW ASSESSMENT
Time Elapsad 00

b Instructions & Ressuress.

0 Calebrity Studies-595-APR Data Shee!-2022:23  View

13 Assurance of Student Learning Reports

b Instructions & Resources.

3 [W ASL-Celebrity Suudies-905-2021-22  View
03 [ ASLColebrity Swcios-895-202021  View
L3 [W)  ASLCelebrity Stules-895-2015-20  View
L3 [W]) ASLCelebrity Studies-995-2018-19  View
L3 W) ASL-Colebrity Sludies-995-2017-18  View

L3 Other Supporting Materials

b Instructions & Resources.

3. Before Reviewing the contents, make sure the portfolio was sent from the department
account (department name will be in top left). This is also a good time to confirm that you
are reviewing from your college account (and not your personal account). Departments
must resubmit if personal accounts are used instead of department and college accounts.

Review all documents to make sure they are complete:

a) Shareable link (should by be a hyperlink at the top of the Portfolio)

b) Complete self-study template (View it to make sure all required information is
included—this will save time later.

c) APR Degree Review Data Sheet (this is a PDF of the Visual Analytics information--it may
not be complete, but it should include the top level information.

d) Assurance of Student Learning Reports (they will likely have four of these, which is
sufficient)

e) They may have Other Supporting Materials (optional).
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4. |If the portfolio is complete, score it with a 1. If the portfolio is Incomplete, score with a 0.
The # doesn’t matter; just hover over the black box to see what clicking means.

1of1 See All Criteria

> APR Non-Accredited Acceptance ©

lof1
>

APR Non-Accredited A

cepted by Dean
ans accept portfolios after reviewing self-study templates for

mpletion and checking that all parts (self-study template, Visual
alytics data, ASL reports, etc) are complete and included.

See All Criteria

Returned to Program
If deans review self-study templates and they are incomplete OR if the
analytics data, ASL reports), they
Deans should add a comment explaining what
corrections/additions, departments would re-

o _. 1

7 Comment
@ o .
(e ]
L L 4 A
® & A
Overall Comments: &o

Comment. @&o I

Comment.

(] REQUEST RESUBMISSION X
| REQUEST RESUBMISSION

+ CREATE NEW ASSESSMENT 4 CREATE NEW ASSESSMENT
Time Elapsed 00:05:19 Time Elapsed 00:06:02

5. Accepted portfolios advance. Not accepted portfolios send a message back to the
department. If the portfolio is incomplete, you must add an overall comment telling them
what is missing. They must revise the portfolio (they don’t have to start from scratch) and
resubmit until you accept it. Make sure to click save to send the results.

Save as Draft

1lofl See All Criteria

APR Non-Accredited Acceptance © -]

6. Now that you have accepted the APR Portfolio as complete, you need to share the contents
with the full Review Committee via email. The link should be at the top of the portfolio table

of contents. Copy the link, shift to your email program, and send to the full committee. The
Provost’s Office will provide language and guidelines to integrate into the email.

on-Accredited Dean's Acceptance

' ® OV DepartmentEnglsh v = . TABLE OF CONTENTS v

APR Degree Review GRAD-Non-Accredited

0@ Add a Shareable Link to Your Portfolio Here
Open Paragraph Options Menu

» Instructions & Resources
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7. You will also need to TRANSFER the portfolio to the Review Committee Chair so that it can
be scored. {This is a bit complicated.}. Click on Menu (top left). And then click Assess.

Main Menu

Dashboard

Assess

Experiential Learning
Collective Review
Work

Curriculum
Reporting

Users & Groups
System

Contact List Manager

Help

Click on Completed Assessments.

All Pending Assessments, Past 5 years.

Mo submissions were lound.

Pool Assessment

Completed
Completed Assessments.

Completed Assignments

You will get to a screen that looks something like this

Return

@ Pending Assignments

Completed Assessments, Past 7 days. 231 Go to Assessment Instruments
1 Completed Assessments © My Held Assessments
Al ~ records per page Show / hide columns Print  CSV  ClearSort  Search: o All Held Assessments
Student Instrument Submitted Assessed Status
(® Al Pending Assessments
Department, English APR Non-Accredited Dean's 2023-01-25 12:49 (DI 2023-01-2513:15 | compLeTe |
o _

~ Previous  Mext — Showing 110 1 of 1 entries

Pool Assessment

Excel Viewer / CSV Viewer

You don't belong to an
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More than one record may appear in the table depending on how many assessments you’ve
received. After identifying the correct record, hover over the row, click, and select TRANSFER.

Assessment

Complet S View Assessment Instrument
View Table Of Contents
1 Comple!

View Summary

View Details

Download Portfolio As PDF

Student Download As PDF With Files Submitte
Department, SRR 2023-01-
Reassess
+ Previous Transfer
Delete
Excel Viewer / g

Annotations

View Student Info

View Assessor Info

9. After you get to this screen, click CHOOSE, to select a new assessor.

Assessment:
Submission by English Department on 1/25/2023

Choose the assessor you wish to transfer this assessment to
Assessor

A Same Assessor

Escalate (preserve original assessment)

Assessment Instrument

gum
28 (Use same Assessment Instrument]

Choose Instrument
Transfer

Anthology Portfolio Help: portfolio.help@wku.edu
The screen will look like this (it will likely have your college and Provost’s Office).
i
Rl scvroe ) Depaiments cancet [

log
Sources » All current and past assessors Chosen Assessor

Dlnclude Inactive Back
ala Same Assessor

ala Potter College of Arts and Letters

Al

N«

10. Click on Provost’s Office and then type the name of the Review Committee Chair in the
search box.
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Sources . Departments | Provost's Office Cancel m

Sources » Choose the letter your item starts with Chosen Assessor
] Include Inactive Back Show All
— y

. Test, Faculty
The Center for Innovative Teaching and Ne=——r

Learning

G
]
3
K
L
o
P
-
T
w

11. Click the blue name when it appears, and it will move to the Chosen Assessor Column.
Make sure to Click Done.

» Choose the letter your item starts with Chosen Assessor

Show All Delete All

Test, |
) est, Faculty

(T ype here.

The name of the Review Committee Chair will appear on the next screen:

Assessment:
Submission by English Department on 1/25/2023

Choose the assessor you wish to transfer this assessment to
Assessor
A Test, Faculty

Choose

Escalate (preserve original assessment)

Assessment Instrument

$8% (Use same Assessment Instrument)

Choose Instrument

Transfer

Now click on the Choose Instrument button.
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And then click on Provost’s Office.

Sources » Assessment Instruments Che
Back

ala (Use same Assessment Instrument) (Use
ala (All Departments)

ala (Unassigned)

ala Potter College of Arts and Letters

Py

The screen will look something like this

Sources | Departments | Provost's Office

Sources » Assessment Instruments
Back
Include Instruments from Subgroups
(@I The Center for Innovative Teaching and «+ 1272 APR Accredited Dean's Acceptance
Learning « 1275 APR Accredited Dean's Final Summary

< 1275 APR Non-Accredited Dean’s Acceptance

< 1279 APR Non-Accredited Dean'’s Notification and
Final Summary

< 1274, APR Provost Receipt

¢ @157 APR Review Committee Rubric - Graduate

1156 APR Review Committee Rubric - Undergraduate

++ 1165 Program Sustainability Check-up (PSC) Approval
6-21-22

1173 Program Sustainability Check-up (PSC) Approval

£-23.22

12. Drag the appropriate Rubric to the Chose Instrument Column. It will either be
e 1157 APR Review Committee Rubric — Graduate or
e 1156 APR Review Committee Rubric — Undergraduate

After it is in the Chosen Instrument Column, Click Done.
Cancel . O

» Assessment Instruments Chosen Instrument
Delete Al

[ Include Instruments from Subgroups 1157, APR Review Committee Rubric - Graduate
< 272 APR Accredited Dean's Acceptance
< 1273 APR Accredited Dean's Final Summary
“ 255 APR Non-Accredited Dean's Acceptance
< 1278 APR Non-Accredited Dean's Notification and

Final Summary
<+ 4274 APR Provost Receipt
“ (1157, APR Review Committee Rubric - Graduate
#4156 APR Review Committee Rubric - Undergraduate
“+ 169 Program Sustainability Check-up (PSC) Approval

6-21-22
< a3 Program Sustainability Check-up (PSC) Approval

£-2%.22

13. The next screen should show Review Committee Chair’'s name and the appropriate rubric.
Click Transfer.
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Assessment Transfer

Assessment:
Submission by English Department on 1/25/2023

Choose the assessor you wish to transfer this assessment to
Assessor
A Test, Faculty

Choose

Escalate (preserve original assessment)

Assessment Instrument

can .
528 (1157 APR Review Committee Rubric -
Graduate

Choose Instrument

On the top right of the screen, you will get a notification

% Allocation has been successfully %
E transferred.

The portfolio will be sent to the Review Committee Chair. On behalf of the entire committee, the
committee chair will submit one rubric and an APR Review Committee Report. The system then
submits the portfolio to the Provost who transfers it back to the appropriate college.

14. When deans log into the system, it should look something like this:

WALKTHROUGH ~ USER GUIDE  SEE WHAT'S [NEW

® Dashboard

AVERAGE (LAST 30) LAST 30 ASSESSMENTS

LAST ASSESSMENT HIGHEST RESULT (LAST 30) LOWEST RESULT (LAST 30)
1 L] 0 1 L] o 1 a o

BY: PORTFOLIO, PCAL DEPARTMENT, ENGLISH DEPARTMENT, ENGLISH

News & Recent Activity

() Anthology Portfolio System sent you a message
2 few seconds ago

& English Department submitted work to you from ‘Celebrity Studies-995-APR Final Template-2022-23'
2minutes ago

(2 Anthology Portfolio System sent you a message
an hour aa
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This is not an intuitive process. You first need to review the Review Committee’s work, then
you will release results to the department, and finally assess the self-study by completing the
Dean’s Final Summary.

15. To review the Review Committee’s work, click on Menu and then Curriculum

Main Menu

Dashboard

Assess

Curriculum

Experiential Learning

Collective Review

BACK

Work
Tables of Contents
Curriculum

R Assessment Instruments
eporting

Users & Groups Outcome Sets

System .
Pegging

Contact List Manager
Assignments

Help

Then click on Assessment Instruments.

16. The screen will look something like this. Type the letters apr in the search box to narrow the
choices.

& L ——
WKU % =] P B @ PcAL Portfol

ASSESSMENT INSTRUMENTS GUIDE

3 Assessment Instruments

© New Assessment Instrument

9 INSTRUMENT SEARCH

»  Performance Levels

records per page Show/hidecolumns | Pt CSV  ClearSort  Search )]
D Name Typ Creator Created Last Editor Last Edited
1156 APR Rguiew Corr Conventional fubric Johnson, Tonya 2022-05-19 12 42 Hale. Rob 2023-01-25 09:22

1157 2022-05-20 09:10 Hale, Rob 2023-01-25 09:41
1272 c Provosts Office oy 2023-01-09.08:31 Hale, Rob 2023-01-24 1416
Assessor
1273 Candidate to Choose Provost’s Office Hale. Rob 2023-01-09 10:12 Admin, CAW 2023-01-24 1415
1274 Candidate to Choose Hale. Rob 2023-01-0910:23 Admin, CAW 2023-01-24 1415
Assessor
127 Hiale, R, 2023-01-0914:06 Hale, Rob 2023-01-24 1457
1277 te Conventional Rubric Candidate to Choose Pravost’s Office Hale. Aot 2023-01-17 13:51 Hale. Rob 2023-01-25 0923
Dear’s Notification and Assessar
Final Summary
27 Conventionl Rubric Candidate ta Choose Pravasts Office e Ry 2023-01-24 1402 Hale, Rob 2023-01-25 0827
Aasessor

17. Click on either APR Review Committee Rubric - Graduate or APR Review Committee Rubric —
Undergraduate depending on the program level. This screen appears
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> INSTRUMENT SEARCH

» Performance Levels

15 ~ records per page

View

D Name Assessments

ime
View Linkages
1156 APR Review g didate to Choose
Rubric - Und iy pssor

1157 APR Review qRLI-LIG didate to Choose

Rubric - Grag
Test

1272 APR Accredit] Hide didate to Choose
Acceptance pssor

Duplicate
1273 APR Accreditj didate to Choose
Final Summa ERTERERTEERTTE pssor
1274 APR Provost Receipt Conventional Rubric Candidate to Choose
Assessor
1275 APR Non-Accredited Conventional Rubric Candidate to Choose
Dean’s Acceptance Assessor

18. Then Click on Assessments. Any assessments that have been done with this rubric will
appear in the table.

w susMI RS wAssEaIED mean meAN

2 2 192 192

» RESULTS SEARCH

5 records per page Show / hide columns  Print | CSV | ClearSort  Search
Student Grade

Student " Assessor Table of Contents Seetion Assessment Instrument Submitted Assessed Seore %)

Test, APR-Degree Review-GRAD-Non-Accredited--2022- APR Degree Review GRAD-Non- APR Review Committee Rubric - 2023-01-25 12:49 (EIEEY  2023-01-2513:58

Faculty 23 Accredited Graduate
department, test Test, APR-Degree Review-GRAD-Non-Accredited--2022-  APR Degree Review UG-Non-Accredited  APR Review Committee Rubric 2023-01-25 09:43 2025-01-25

Faculty 23 Graduate 09:46

Showing 1t 2 of 2 entric

+ Previous 1 Next—

Excel Viewer / CSV Viewer

19. Click on the line with the appropriate program. It should have a blue H in the far right of
the table. Select View Details.

# SUBMITIED # ASSESSED MEAN MEDIAN

2 2

) RESULTS SEARCH

View Assessment Instrument

View Table Of Contents

View Summary

15 records per page View Details
Download Portfolio As PDF
Student .
Student # Assessor RESYER Download As PDF With Files ion
Work .
Department, Test, APR-Deg Degree Review GRAD-Non-
English Faculty 23 Rel - redited
department, test Test, APR-DeolRl Degree Review UG-Non-Ac

Faculty 23
Annotations

~ Previous 1  Next — nnotation
View Student Info

Excel Viewer / CSV Viewer

View A: r Info

Report generated on Wednesday January 25, 2023 15:17 in 0.422s

You should then see a screen something like this.
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Assessment Details

FEEEEERIETY Cepartment, English Actians

(@ SUBMITTED 2023-01-25 12:49:08 B T0C APR-Degree Review-GRAD-Non-Accredited--2022-23
(DASSESSED 2023-03-2543.50.40 £ INSTRUMENT APR Reviarw Commitiss ube - Geadusts

3 Assesson Tox Facutty .

+ TYPE Momal

@ RTTACHED FILE(S]

P —. . IR

Uplaaded 20 minutes 200
APR_Review_Committes_Report_Temglate

OVERALLCOMMENT: None

Assessed Criteria

Critarion Dascription

Seore Commants
1 Response to Previsus Recommendatiors 10 Jn
2 Prog 10 _ws.n
3 hchie ning Ouicames (5LCs] 10 _am
4, Asses L

»
s

5. Cumicuum Map

s

5 5
3

5
3

10. Student Aecnusment Panring

JLLLLLL

¢

11 Clear Process and Rationale for Advsng Processes

10 I o

10 Jﬂ

s 1 Jﬂ

16. PD Opportunities and Resources 10 Jﬂ
18, Reention Rate Trend 10 Jo
18 Degrees Awarded GR: 7 10 40
20, Degrees Awarded Trerd 1 Jﬂ
P ——— r—
22. Degree Compieton Effots Lo o
23, Empioyment Cutcomes 10 Jn
24, Workioad Percentage SCHP taught by FT Faculty GR. 65 percent ; Average SCHPIFull-time Faculty Member GR: 25 Workioad ¥ SCHP taught by FT Faculty 10 _u;.,

aRest
Average SCHPIFull-ime Faculty Member

20. This screen is the review committee’s rubric assessment of the department’s self-study and
includes the Review Committee Report (see top left under attached files). Review the rubric
and report to ensure there are no surprises and to prepare yourself for the conversation
with the department. Before releasing, you may want to speak with the department chair if
there is anything controversial in the report.

21. When you are ready to release the scores, click the blue button at the top right of the page
(Release Scores). The department will then receive a notification with scores and report.
The release scores button disappears after you’ve sent the scores.

22. Completing the Final Summary. Before you complete final summary, you should review
documentation, have a conversation with program faculty about the findings, and to share
your preliminary response. Once you’ve shared your preliminary draft response orally, then
you can complete the Final Summary

23. Navigate to the dashboard and click on Pending Assessments at the top of the page.

Dean’s Academic Program Review of NON-Accredited Programs 11



WALKTHROUGH ~ USERGUIDE  SEE WHAT'S [NEW)

O Dashboard

AVERAGE (LAST 50} LAST 30 ASSESSMENTS

Click on the row and select Assess.
&
WKU

WALKTHROUGH ~ USERGUIDE  SEE WHAT'S [NEW.

@ Dashboard

PENDING ASSESSMI

~ records

Student Instrument

English Departme APR Non-Accredited Dean's Notificat

24. Their portfolio will appear. You can hover over the black boxes to see what selecting those

ratings means, but you will always pick the first box. You should also click the paperclip icon

in the Overall comments section. This is where you will attach the Dean’s Final Summary
Report.

lof1 See All Criteria
>

APR Non-Accredited Notification and Final Summary ©

Approved by Dean
After dean has reviewed the documentation, released the review
committee’s findings, met with program faculty, and written their final
summary, they click this box. They should attach the final report

template in the comments section

® Comment Suggestions

Overall Comments: @
Comment

4 CREATE NEW ASSESSMENT

Dean’s Academic Program Review of NON-Accredited Programs 12



25. This screen will appear. Choose the appropriate document that contains your summary
and click Upload.

No documents uploaded for current assessment.

File has been uploaded.

Uploaded Documents
Upload New Document P

Select Document Name
[ Choose File] No file chosen Upload
() APR_Dean_s_Final_Summary_Report_Template

Delete

No file chosen

Upload New Document

Choose File | No file chosen Upload

26. Click Save at the top of the page and your response will be shared with the department and
a receipt sent to the Provost’s Office.

Save as Draft
lofl See All Criteria
> APR Non-Accredited Notification and Final Summary ®

Approved by Dean
Aft ean umentation, releass review
en their final

ry.
emplate in the comments section.

Comment...

# Comment Suggestions

®» ¢

Overall Comments: @ 1

Comment..

= CREATE NEW ASSESSMENT
]
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