
 

QUICK REFERENCE HOW TO GUIDE 

Annual Plans including Goals, Outcomes/Objectives,  

Measures, and Targets 

 
 

Goals 

Goals are broad statements describing what a unit wants to accomplish.  Goals must relate to both the 

unit's mission and the University's mission.  For most units, the goal(s) will usually be stated as the 

University goal(s) it is attempting to meet.   

Instructions for Entering/Editing a Goal  

1. Hover over Assessment.   

2. Select Goals.   

3. Adding a new Goal: 

 Select “Add” and fill in the information required.   

 Condensed Description – a title that will appear in bold print on the summary screen. 

 Description – gives a more detailed description of the Goal. 

 Established In Cycle – gives the cycle year the Goal was established for the unit. 

 Active Thru Cycle – determines if the Goal will roll over from year to year or cease to be 

a Goal for the unit in a particular cycle or year. 

 Change entry status to “Final” and then save. 

 

4. Editing an Existing Goal: 

 Select “Edit” and make necessary changes.   

 Type in the changes made in the “Editing Log” text box. 

 Under “Copy Edits Forward,” select “Select Fields” and place a check in each 

appropriate box.   

 Select “Final” and save.  

 

NOTE:  If Goals rolled over from a previous cycle, make sure each is set to “Final” status.  The status of 

each Goal can be seen on the right-hand side of the Goal in red.  Check each for accuracy by clicking on 

the arrow on the left-hand side and reviewing all the information under each. If Goals are set to 

“Draft/In-Progress,” select “Edit” and make sure there are no errors or changes that need to be made.  

Once it has been determined that there are no errors and no other edits, select “Final” and save. 

 

5. Reordering or Renumbering Goals: 

 Select “Reorder” under Goals.   

 Change the order of the Goals by dragging the Goals to the order desired and save. 

 To renumber the Goals, select “Reorder” and save (the computer will automatically 

renumber the Goals). 
 

Outcomes/Objectives 

Outcomes/Objectives are statements that describe in some detail what a unit plans to accomplish.  

Outcomes/Objectives should be associated with all applicable goals, strategic plans, standards, and 

institutional priorities.  Outcomes are more closely associated with student learning and what skills 

students will acquire.  Student Learning Outcomes or SLOs are statements that specify what students will 

 



know, be able to do or be able to demonstrate when they have completed or participated in a program, 

activity, course, or project.  Objectives are more closely associated with administrative aims of the unit.  

Instructions for Entering/Editing Outcomes/Objectives  

1. Hover over “Assessment.”   

2. Select Outcomes/Objectives.   

3. Adding a new Outcome/Objective: 

 Select “Add” and fill in the information required.   

 Condensed Description – a title that will appear in bold print on the summary screen. 

 Description – gives a more detailed description of the Goal. 

 Student Learning Outcome? – default answer is “yes” for academic units and “no” for 

non- academic units.    Because not every Outcome/Objective for academic units will be 

a Student Learning Outcome and some non-academic units may have a Student Learning 

Outcome, be sure to check “yes” or “no” for the Student Learning Outcome question 

directly below the description text box.   

 Select “Add Associations” under Goal Associations and select the goal to which the new 

Outcome/Objective will be related. 

 Select “Add Associations” under Standard Associations and select the accreditation 

standard to which the new Outcome/Objective will be related.  

 Select “Add Associations” under General Education/Core Curriculum Associations if the 

Outcome/Objective is a component of the core curriculum. 

 Select “Add Association” under Strategic Plan Associations and choose all areas of the 

strategic plan to which the Outcome/Objective is related. 

 Enter information regarding other associations throughout your unit’s annual plan in the 

Relevant Associations text box.  

 Established In Cycle – gives the cycle year the Goal was established for the unit. 

 Active Thru Cycle – determines if the Outcome/Objective will roll over from year to year 

or cease after a particular cycle or year. 

 Change entry status to “Final” and then save. 

4. Editing an Existing Outcome/Objective: 

 Select “Edit” and make necessary changes.   

 Type in the changes made in the “Editing Log” text box located directly above the 

“Save” button.  

  Under “Copy Edits Forward,” select “Select Fields” and place a check in each 

appropriate box.   

 Select “Final” and save.  

 

NOTE:  If Outcomes/Objectives rolled over from a previous cycle, make sure each is set to 

“Final” status.  The status of each Outcome/Objective can be seen to the right of the outcome in 

red.  Check each for accuracy by clicking on the arrow on the left-hand side and reviewing all the 

information under each. If Outcomes/Objectives are set to “Draft/In-Progress,” select “Edit” 

and make sure there are no errors or changes that need to be made.  Once it has been determined 

that there are no errors and no other edits, select “Final” and save. 

5. Reordering or Renumbering Outcomes/Objectives: 

 Select “Reorder” under Outcomes/Objectives.   

 Change the order by dragging the Outcomes/Objectives to the order desired and save. 

 To renumber the outcomes/objectives, select “Reorder” and save (the computer will 

automatically renumber the Outcomes/Objectives). 

 



Measures 

Measures are statements of evidence that a unit uses to verify if a stated outcome/objective has been met.  

A Measure may be any information that can be used as "proof" that an outcome/objective has been met, 

such as a survey, exam, evaluation, committee minutes, etc.  REMEMBER:  ALL Measures must be 

associated with an Outcome/Objective and must have targets and a source of evidence. 

Instructions for Entering/Editing Measures  

1. Hover over “Assessment.”  

2. Select Measures and Findings. 

3. Adding a new Measure: 

 Select “Add Measure” and fill in the information required.   

 Source of evidence – the assessment instrument that will be used for the measure.  For 

example, a student satisfaction survey, grades, presentations, activity count, etc. 

 Condensed Description – a title that will appear in bold print on the summary screen. 

 Description – gives a more detailed description of the Measure. 

 Select the outcome/objective to which the Measure is related.  More than one 

Outcome/Objective can be chosen if necessary. 

 Established In Cycle – gives the cycle year the measure was established for the unit. 

 Active Thru Cycle – determines if the Measure will roll over from year to year or cease 

after a particular cycle or year. 

 Change entry status to “Final” and then save. 

 

4. Editing an existing Measure: 

 Select “Edit” and make necessary changes.   

 Type in the changes made in the “Editing Log” text box located directly above the 

“Save” button.  

  Under “Copy Edits Forward,” select “Select Fields” and place a check in each 

appropriate box.   

 Select “Final” and save.  

 

NOTE:  If a Measure rolled over from a previous cycle, make sure each is set to “Final” status.  

The status of each Measure can be seen to the right of the Measure in red.  Check each for 

accuracy by clicking on the arrow on the left-hand side and reviewing all the information under 

each. If Measures are set to “Draft/In-Progress,” select “Edit” and make sure there are no 

errors or changes that need to be made.  Once it has been determined that there are no errors 

and no other edits, select “Final” and save. 

5.  Reordering or Renumbering Outcomes/Objectives: 

 Select “Reorder” under Outcomes/Objectives.   

 Change the order by dragging the Outcomes/Objectives to the order desired and save. 

 To renumber the Outcomes/Objectives, select “Reorder” and then save (the computer will 

automatically renumber the Outcomes/Objectives). 

 

Targets for Measures 

A Target is the threshold that the measure must meet for a unit to determine it has successfully met a 

specified Outcome/Objective.  Targets are measurable statements and expected results.  Generally, if a 

Measure is a survey, the Target would be the anticipated type of responses.  If a Measure is a count of 

activity or a percentage, the Target would be the level that indicates success.   



Instructions for Entering/Editing Targets  

1. Hover over “Assessment.”   

2. Select Measures and Findings.  Each Measure must have at least one Target.   

3. Adding a new Target: 

 Open the Measure by clicking on the arrow to the left side of the Measure.  Scroll down 

to “Targets and Findings.”  

 Select “Add Target” and fill in the information required.   

 Type in the specific percentage, number, activities, etc. That is the “bull’s eye” each 

measure is aiming to meet.   

 Established In Cycle – gives the cycle year the goal was established for the unit 

 Active Thru Cycle – determines if the measure will roll over from year to year or cease 

after a particular cycle or year. 

 Change entry status to “Final” and then save. 

 

4. Editing an Existing Target: 

 Open the corresponding Measure by clicking on the arrow on the left side of the Measure.  

Scroll down to “Targets and Findings.”  

 Select “Edit Target” and make necessary changes.   

 Type in the changes made in the “Editing Log” text box located directly above the 

“Save” button.  

  Under “Copy Edits Forward,” select “Select Fields” and place a check in each 

appropriate box.   

 Select “Final” and save.  

 

NOTE:  If “Add target” or “Edit Target” cannot be located, scroll up and select “Edit 

Measure” for the Measure to which the Target needs to be added.  Under the “Select Related 

Outcomes/Objectives” bold type, select “Add Relationships” and select the appropriate 

Outcome/Objective and save.  Then repeat all steps listed above to add or edit a Target.  If 

Targets are set to “Draft/In-Progress” status, select “Edit Target” and make sure there are no 

errors or changes that need to be made.  Once it has been determined that there are no errors 

and no other edits, select “Final” and save. 

 


