Step-by-Step Instructions for Using
the Online Planning Software

ECC/CEC Plan Builder v1.2

Staff Development Office
November 2007






Introduction

The purpose of this guide is to provide sequential step-by-step instructions (Sections I through Section VI)
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SECTION I: ACCESS THE ONLINE PLANNING SYSTEM

Double click on your Internet
Explorer icon located on your
You can access the online system from any internet enabled Inkernet computer desktop.

computer on-campus. Explorer

Step 1: To log into the online system.

e Open your Internet Explorer.

Connect to eccplan

e Type in URL.
» For ECC: http:/ /eccplan/pb A \L\
» For CEC: http://eccplan.elcamino.edu/compb
glcamino.edu
L ;
Log into Plan Builder using your ECC or CEC Logon and e 8 dnereo vl
password. Password: | senns |
Your login prompt will look like this. > ez iy pEsEverd
—Z@Z— If you would like to create a desktop shortcut to Plan Builder for
Tip1 future use, after logging on click File > Send > Shortcut to Desktop. Lok J[ cancal |

Welcome to Online Planning
Step 2: Once you see the screen to the right, you have

successfully logged into the online planning
system.

What would you like to do?

Start a New Plan |

v

Open an Existing Flan |

Create Reports |

Sign-Off on a Plan |

VY YV VYV VYV VVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVV]

ATTENTION—PLEASE READ BEFORE YOU PROCEED

For Steps 3a and 3b, there are two sets of instructions depending upon whether no previous online plan
exists or an online plan does exist. Step 3a is to be followed when No Previous Online Plan exists.
Instructions under Step 3b are to be followed when a Previous Online Plan exists. Before you proceed,
decide which set of instructions you will follow. If you are unsure, please call the Staff Development
Office at extension 3871.

AAAAAAAAAAAAAAAAAL

PVVVVVVVVVVVVVVVVVX

LAAAAAAAAAAAAAAAAAAAAAAAAAAAAALAAAAAALAALAAALAAALAAAALAALAALAAAAAAAAAAAAAAAAAAAAAMAAAAAAAAAAAAAAAAAAL

Step 3a: To start a plan when No Previous Online Plan exists. Welcome to Online Planning

. . What would you like to do?| Click here
No Previous Online Plan I;: j

Start a New Plan
e Click the “Start a New Plan” box.

Open an Existing Plan |

S Create Reports |
O you do not complete the entire plan during this session, you will i
TIP! click the “Open an Existing Plan” box when you later return to work Sign-Off on a Plan |
on your plan.

Staff Development Office Page 2



SECTION II:

START A PLAN

Step 3a: To start a plan when No Previous Online Plan exists (con’t).

D
=<

TI

e The “Start a Plan” screen will appear ———»

e Click the “New empty plan” box.

= Since this is your first online plan, you will need to create your first online
P plan in the system. Next year, you will create your online plan by clicking the
* “Rollover a previous plan” box.

No Previous Online Plan

Under the “Year” field, click the downward arrow.

Select the year for which you are creating a plan. For example,

select “2008-09.”

Under the “Type” field, click the downward arrow next to
“Select a plan type from this list.”

Select “Program,” “Unit”, or “Area” for an annual plan OR
“Review” to create a Program Review plan.

Under the “Area” field, click the downward arrow next to
“Select an. Area from this list.”

Select your area: President, Academic Affairs, Administrative
Services, or Student Services & Community Advancement.

Select your unit and program.

Make sure the year, type of plan, area, unit, and program
fields are correct.

Click the “Continue” box.

A “Microsoft Internet Explorer” message will appear on
the screen asking if you would like to create the plan.

Review the information. Make sure the year, area, unit
(if applicable), and program (if applicable) are correct.

Click “OK” if you want to create the plan.
Click “Cancel” if you do not want to create the plan.

Click “OK.”

Cynthia Lopez

henu-Click here for choices

Systern Admin

Start a Plan

Click on one of the options be|
make a different choice from the

Mew empty plan

| Fiollover a previous plan |

Click here]

Dionna Manno

Plan rear
200809 »

Type

Program .
Click here

Area

Administrative Services
Unit

Human Resources e
Program

Staff Development i

My program is not in this list,

Menu-Click here for choices %

Systern Admin

New Empty Plan

Zelect from the options below
then click continue,

w

Microsoft Internet Explorer @

2

Create the Following Program plan?

Year: 2003-09

Area: Administrative Services
Unit: Human Resources
Program: Staff Development

Click here

Staff Development Office
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SECTION II: START A PLAN

Step 3b: To start a plan when a “Previous Online Plan” exists.

The big advantage of starting a new plan from a previous online plan is that all of the
information in your previous online plan will automatically rollover into your new plan.

You then need only to edit and update the information.

Previous Online Plan

e Click the “Start a New Plan” box.

v

e

xg=  If you do not complete the entire plan during this session,
Tip1 You will click the “Open an Existing Plan” box when you
* later return to work on your plan.

e The “Start a Plan” screen will appear.

e Click the “Rollover a previous plan” box. The rollover feature

enables you to rollover sections of your previous online plan into

your new plan.

First, locate your previous online plan

Welcome to Online Plannin
Click here

What would you like to do?

Start a New Plan

Open an Existing Plan |

Create Reports |

Sign-Off on a Plan |

Cynthia

Click on one of the options belaw ar
rmake a different choice fram the menu.

Menu-Click here for choices v

Lopez Systemn admin

Start a Plan

Cli

[

Followver a previous plan /]

ck here

You need to find your previous online plan in the system. The right hand side of the screen lists all the
existing online plans in the system. Keep in mind the following parameters when choosing the previous

online plan you would like to rollover to your new plan:

¢ You can rollover a previous online program plan into a new program review plan.
¢ You can rollover a previous program review plan into a new program plan.

¢ You can rollover a previous unit plan into a new unit plan.

¢ You can rollover a previous area plan into a new area plan

The list of existing online plans is long. Thus, locate your plan by doing one of the following:

Option 1: You can sort the list by plan id, date submitted,

program, unit, or area. Click on the header of the column

you wish to sort the list by. Scroll down to find your plan,
and then click on your plan.

Option 2: Reduce the size of the list by doing the
following;:

e Click the downward arrow under the “Year” field.
- Select the year of your last year’s plan.
e Click the downward arrow under the “Type” field.

- Select the type (program, review, unit,
or area) of the previous online plan
you would like to use as the base of
your plan.

Staff Development Office

Click here

By

Menu-Click here for GhDiGESj

Cynthia Lopez

Select your previous plan
to rollover into your new plan

e selections below to reduce the size of the list,
M click on a plan on the right side of the screen

Year

Click her

Area

Instruction hd

Unit

ere

¢

Program

Al Library Programs =

Or you can click one of these

Click here to retrieve a list of
your submitted plans

My Submitted Plans

Page 4



SECTION II: START A PLAN

e Click the downward arrow under the “Area” field. Select your area. Click the downward arrow
under the “Unit” field. Select your unit. Click the downward arrow under the “Program” field.
Select your program.

e After you make your selections, click on the previous online plan (right side of the screen) you wish to
rollover into your new online plan.

Option 3: You can retrieve a list of your previously submitted online plans.
e Click the “My Submitted Plans” field in blue text (located at the bottom of left side of the screen).

¢ Click on the previous online plan (right side of the screen) you wish to rollover into your new online
plan.

Second, Start Your New Online Plan Menu-Click here for choices ~|

e Select the type of plan under the “Select the Type of Cynthia Lopez
Plan to Create:” sentence.

e (lick the “OK” box.

Previous Plan

Plan: 117 9/8/2005
2006-07 Program Flan

Program: Library Technology

. . . . . Unit: Library

.. Review the information under your “Previous Plan” section. Area: Instruction

v Make sure the year, type, name of program (if applicable),
TIP! unit, and area of the existing plan you wish to rollover to
your new plan are correct. EALLERL

Year for New Plan:

Click he@

Select the Type of Plan to Crea

oK | cancel |

Staff Development Office Page 5



SECTION Ill: CREATE A PLANNING TEAM

Step 4: To create your Planning Team in the online system.

You need to create your planning team before anyone can work on or sign-off on your online plan. These
are the individuals who collectively developed the plan. This step is very important and should not be
overlooked.

e (Click the “Administration” field located on the left side of the screen.
e (Click the “Plan Team” field.
e Decide who are the participants in your Planning Team. The three types of participants are individuals:

1. Who can only write to the plan (e.g., individuals you have assigned to work on (edit) the plan or
secretaries who type the plan).

2. Who can acknowledge participation in the development of the plan, but cannot write to the plan.

3. Who can both write to (edit) and acknowledge participation in the development of your plan.

¢ Go to the “Employee List” (located on the right side of the screen) and scroll down to find the employee’s
name (listed in alphabetical order). An employee must have a ECC or CEC login name and password to
be listed in the “Employee List.” If you have an employee that is part of your Planning Team and who
does not have a login name and password, you need to contact Donna Manno in Staff Development (ext.
3871).

Click on the name of the employee.

Click on an arrow box to add or remove names from the list.

e Once you have inserted all the names of the individuals of your Planning Team, the system will
automatically save the employees’ names.

NOTE: The names of the individuals who can edit and acknowledge participation in the development
of the plan must be inserted in both the “People who can edit this plan” section and the “People who
can acknowledge participation in this plan” section.

Plan Team

Plan Leader: Lopez, Cynthia

Click on a name then an arrow butt, ple from the plan team lists.

People who can edit this plan Employee List

Tate, Beverly - BATATE ~
Tatsugawa, Shihoko - SETATIUGAWA
Taylor, Daryl - DIJTAYLOR
Teng, Maria - MNTENG

Thibodeaws Lisa - LGWHITING
Thomas, Charlotie - CSTHOMAS
Thomas, Daryll - DETHOMAS
Thompson, Leslie - LATHOMPSON

Lopez, Cynthia - CALOPEZ
‘ang, Weii - WrXWANG

Click the scroll bar
to move the employee
list up or down

Thompson, Brent- BDTHOMPSON

People who can acknowledge Thrasher, Mike - MXTHRASHER
participation in this plan Tigner, Flora - FATIGNER

Tillma LIAN

Timmer, Mary - MCTIMMER

Tirapelle, Robert - GRTIRAPELLE

Tirapelle, Leslie - LATIRAPELLE

Tomlingon, John - JETOMLUINSON

Tones, Fobert - RATORRES

Toires, Richard - RRTORRES

Torres, Hermila - HETORRES

Tran, Lan - LNTRAN

Trendler, Teresa - TATRENDLER

Trinh, Ken - KXTRINH

Troung Counseling Intern, Lan - LXTRUONG v

Wilcox, Stuart- SAWILCOX
Tillman, Beverly - BWTILLMAN
Mo enfries found

Staff Development Office Page 6



SECTION 1V: CREATE A PLAN

[ VYVVVVYVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVV]

ATTENTION—PLEASE READ BEFORE YOU PROCEED

For Steps 5 through 21, two sets of instructions are presented. Under each step, instructions on the left
side of the picture are to be followed when No Previous Online Plan exists. Instructions on the right side
of the picture are to be followed when a Previous Online Plan exists. Before you proceed, decide which
set of instructions you will follow. If you are unsure, please call the Staff Development Office at extension

3871.

MAAAAAAAAAAAAAAAAA

PVVVVVVVVVVVVVYVVVYN

LAAAAAAAAAAAAAAAAAAAAAAAALALAALALALALAALAALAAAAAALAALAAALAAALAAAAAAAALAAAMAAAAALALALAAALAAALAALAAALAALAAAAAAAAAAAAAAAAAD)
Step 5: To enter or update your mission statement.

e Click the “Sections from previous plan” field (located on the left side of the screen).
e Click the “Mission Statement” field.

No Previous Online Plan

Previous Online Plan

¢ Go to your existing plan
(probably a Word
document), highlight and
copy the mission
statement.

e Paste the mission
statement in this section.

e Review this section, and
make any necessary
changes or updates.

IlvlarurCIi:k here for choices j E

Indicate the progran's mission. What i the program's pLrpose? Wrat coes e crogram ntend to accorpish?

cyntia Lpez

System Adrin

I} ﬂ@a W denmens M

] The

i) Mritsraion

E1-59 Sactors from Frevious Plan
Ent

Mission Statement

(The mission of the accreditation progtam isto serve the entire college community by coordinating 2
and facilitating the college’s accreditation process. Therefore, this program’s mission supports the

college’s mission of academic excellence.
Type here

Click here

2 =va uaton ofPeforanze
3 3 Vear tetegc D recins
B 061

Step 6: To enter your overarching outcomes.

Overarching Outcomes
ECC is accredited by the Accrediting Commission for Community and Junior Colleges,

Western Association of Schools and Colleges (WASC). WASC requires that all accredited institutions
develop Student Learning Outcomes (SLOs) at the course, program, and degree level. SLOs are
“overarching outcomes” that result from students: 1. completing a course; 2. completing a certificated
program or associates degree; or 3. receiving a support service. WASC’s standards require that all
institutions identify and assess Student Learning Outcomes (SLO) for its instructional and non-

e This is the mission
statement that rolled
over from your
previous online plan.

e Review this section,
and make any
necessary changes or
updates.

Staff Development Office

instructional programs.

The concept of identifying and assessing SLOs fits well with programs in the Instructional and Student
and Learning Services areas; however, for programs in the President and Administrative Services areas
the fit is not as good. Therefore, ECC has decided to use SLOs to refer to overarching outcomes for its
instructional and student support service programs (e.g., Spanish, Math, Counseling, Transfer Center,
etc.) and use Support Service Outcomes (SSOs) to refer to its non-instructional programs of the
President’s and Administrative Services areas (e.g., help desk, custodial, safety services, alumni office,
etc.). To meet mandates set by WASC, ECC has decided to ask its instructional and non-instructional
programs to identify and assess its program SLOs and SSOs in its planning process. Specifically, in the
program review and annual program plans. The definitions of SLOs and SSOs are described below:

Student Learning Outcomes (SLOs)

Student Learning Outcomes are overarching outcomes that faculty agree students must achieve upon
completion of a sequence or cluster of courses leading to a certificate, degree or specific body of
knowledge. See ECC’s SLO website at http:/ /www.elcamino.edu/academics/slo/definitions.asp for
additional information on writing SLOs.

Page 7



SECTION 1V: CREATE A PLAN

Support Service Outcomes (SSOs)

Support Service Outcomes are statements that describe: 1. what the program intends to produce in
students, employees, community members, etc., who receive the program’s key services; OR 2. what
level of quality or efficiency the program desires to accomplish in its key services, activities, or
processes (adapted from Smelin at el., 2005 and WEAVE: A Quality Enhancement Guide, 2000%). SSOs
are not outcomes that result from every single process, service, or activity. Rather, SSOs are the
overarching or broadest outcomes that contribute to the accomplishment of the program’s mission. In
developing SSOs, it may help to decide if your outcome will describe what your services will produce
in someone (impact) OR what is the desired level of quality or efficiency of your key services, activities,
or processes (quality). See below for an explanation of each type (adapted from WEAVE: A Quality
Enhancement Guide, 2000)%:

¢ Impact — SSO concerned with gains you want those you serve to make — for example, what
will students, faculty, staff, and others think, know, or do following the provision of your core
services or activities.
* Quality — SSO concerned with accomplishing a specific standard of quality in your core
services, processes, or activities such as:
—level or volume of activity or service
— efficiency with which you conduct the processes
— compliance with external standards or regulations

The SSOs like SLOs need to be measurable. In other words, the outcome should be one for which it is
feasible to collect accurate and reliable data (Smelin at el., 2005)!. Consider the following questions:

1. What is my program’s mission statement. What services or processes do I state in my mission
statement that I will accomplish?

2. What are the broadest overarching outcomes that I intend to produce as a result of the stated
services or processes in my mission statement?

3. What will my students or other clientele groups (e.g., employees, community members, etc.)
think (e.g., attitudes, values), know, or do (e.g., skills, abilities, behaviors) following the provision
of my program’s core services and/or activities? You need to write your SSOs in specific
measurable terms.

4. What do I expect to accomplish with my core services, activities, or processes? What is the level
of quality or efficiency in my services, activities, or processes? Specify an end result to be
achieved rather than an action to be implemented (Smelin at el., 2005)!.

5. What are the most important results or impacts that should occur as a result of my program’s
services and/or activities?

[Men ik here for choies =] § sty o St e Stcones (10 your o
Cynthia Lopez System Admin h
Describe your SLOs and SSOs in this . Overarching Outcomes
section. : e
e Click the “Sections from previous Diag e =
plan” field, if not already clicked.  The pian Type here
-] Administration
1 y“ 3 4 ~{) Mission Statement .
¢ Click the “Overarching Outcomes e I Click here |
field -0} Characteristcs, Performance, and Trends | |
° ~{ Strengths and Weaknesses
. {) Opportunities and Challenges
[ ] Type m yOllI' SLOS or SSOS. {) Evaluation of Performance
) 3-5 Year Strategic Directions

1Selim, B. R., J. Pet-Armacost, A. Alber, and P. S. Krist (2005b). Program Assessment Handbook: Guidelines for Planning and Implementing Quality
Enhancing Efforts of Program and Student Learning Outcomes.

2’WEAVE: A Quality Enhancement Guide for Academic Programs and Administrative and Educational Support Units. (2000, April). Virginia Commonwealth
University.

Staff Development Office Page 8



SECTION 1V: CREATE A PLAN

Step 7: To enter or update your characteristics, outcomes, and trends.

e Click the “Sections from previous plan” field, if not already clicked.

e Click the “Characteristics, Outcomes, and Trends” field. Note: The label has changed to help

remind you to include a review of your program SLOs or SSOs attainment.

No Previous Online Plan

Previous Online Plan

IMenu—CIick here for Choicesﬂ &

¢ Go to your existing plan,
highlight and copy your
characteristics,
performance, and
trends.

e Paste your
characteristics,
performance, and trends
in this section.

Cynthia Lopez

System Admin

M@ e @ M leenmeu =

4 The Plan
{21 Administration
=3 Sections from Previous Plan

e In addition to your
program’s characteristics,
performance and trends,
you need to present data
that document the
performance of your
program SLOs or SSOs.

Using information you have access to (databases, internal perfor]
characteristics (activities) and performance of your program and
five years. Address any significant trends in your data. If you do
that you do have. .

—

) Opportuniti
) Evaluation e and anual reports to document the performance)
1) 3-5 Year Strategic Directions accreditation processes.
[oEm =

Charactegisfics, Outcomes, and Trends

This program provides—Y | T h ing
accreditation process. ype here |,
cycle reporting, addressing accreditation recomr

outcomes (SLOs) at the course, program and co
accreditation process, this program functions to
laccreditation sfandard

I, the accredi

'which the college must document its compliancs

See below for instructions.

e Review this section, and
make any necessary
updates.

PERFORMANCE OF PROGRAM SL.Os or SSOs

e These are the

characteristics,
outcomes, and trends
that rolled over from
your previous online
plan.

In addition to your
program’s
characteristics,
performance and
trends, you need to
present data that
document the
performance of your
program SLOs or
SSOs. See below for
instructions.

Review this section,
and make any
necessary updates.

In addition to your program’s characteristics, performance, and trends, please include data that document the
performance of your program SLOs or SSOs. Note: it is realized that 2008-09 plans are the first to incorporate
SLOs and SSOs. Therefore, this first year you may need to work on documentation, but it is expected that more
documentation of SLOs and SSOs attainment will be provided each year thereafter. Below are instructions on

how to assess your SLOs and

5SOs:

Student Learning Outcomes (SLOs)

For instruction on how to assess your SLOs, please see ECC’s SLO website at:

http:/ /www.elcamino.edu/academics/slo/

Support Service Outcomes (SSOs)

Consider the following questions:

1. What change did my program’s core services and/or activities services produce in my students or other
clientele groups (e.g., employees, community members, etc.)? What data document the change? Present
data that document the change.

2. Did I accomplish the level of quality or efficiency in my services, activities, or processes? What was the
end result? What data document the results? Present data that document the level of quality or

efficiency.

Staff Development Office
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SECTION 1V: CREATE A PLAN

Step 8: To enter or update your strengths and weaknesses.

e Click the “Sections from previous plan” field, if not already clicked.

e Click the ”Strengths and Weaknesses” field.

No Previous Online Plan

¢ Go to any existing data
(probably a Word
document), highlight
and copy the strengths
and weaknesses.

e Paste the strengths and
weaknesses in this
section.

e Review this section, and
make any necessary
updates.

Previous Online Plan

Menu-Click here far choices [+

Using any information you have and your own familiarity with thel

Cynithia Lopez

Plan: 330

2007-0% Pragram Plan
Program: Accreditation
Unit; Flanning & Research
Area; President

o @ @ | @ [Penmen -
B The Plan

B-£3 Administration

[ External Image Files

[ Plan Team

{1 Participation

[ Check for Errors/Submit Plan

B3 Sections from Previous Flan

) Wission Statement

) Overarching Outcomes

) Opportunities and Challenges
) Evalustion of Perfarmance
) 3-5 Year Strategic Directions
B3 Goal 1

L) objective 1

System Adriin

) Characteristics, Perfurmaer;w:
] strengths and Weakness

Strengths and Weaknesses

| _J_ Click here

COne of the program’s strengths is the depth of experience thq
through three accreditations and has the experience to antici;
connection and accessibility to research support is another st

|4 weakness of the program has been the variability in the av.

Type here

Step 9: To enter or update your opportunities and challenges.

e Click the “Sections from previous plan” field, if not already clicked.

e Click the "Opportunities and Challenges” field.

No Previous Online Plan

¢ Go to your existing
plan, highlight and
copy the opportunities
and challenges.

e Paste the opportunities
and challenges in this
section.

e Review this section,
and make any
necessary updates.

Staff Development Office

SIEEERE B =

§ e

0 Flan Team

tCOmes is an oppoTy

r the college to institution.

Type here
I _jd Click here |

e These are the
strengths and
weaknesses that
rolled over from your
previous online plan.

e Review this section,
and make any
necessary updates.

Previous Online Plan

e These are the
opportunities and
challenges that rolled
over from your
previous online plan.

e Review this section,
and make any
necessary updates.

Page 10



SECTION 1V: CREATE

A PLAN

Step 10: To enter or update your evaluation of performance section.
The “Evaluation of Performance” section is based upon an analysis of the
data in the previous sections, state how well the program is doing and what changes may

be needed. Include any changes you need to make to the program in order to accomplish
your SLOs or SSOs.

e Click the “Sections from previous plan” field, if not already clicked.

e C(Click the "Evaluation of Performance” field.

No Previous Online Plan

¢ Go to your existing

Menu-Click here for choices [
plan, highlight and crntio Lo Systor i
copy your evaluation |z .,
recommendations. G B  Rerar
e Paste your evaluation |2 @@® g ==
recommendation in S

this section.

e Review your
evaluation
recommendations, and
make any necessary

B3 Administration

{]] External Image Files
] Plan Team

[ Participation
w{] Check for Errors/Submit Plan
E-C3 Sections from Previous Pl

Using the information you have presented in the previous sections ar
performance and attainment of its mission, and then make recommen
reductions, or discontinuances. Explain the reasoning behind each rec|

Evaluation of Performance

The Accreditation Program, operating under the new standards a
lactivily involved in college operations than it has in the past. This
scope.

Recornmendations (Interactions) Type here
43 a result of the accreditation stand ni
Planning and Research Unit will have more work measuring, dacul

learning outcomes on an annual basiz, This may result in the nee:

Recorm ot
rarn will be increased as it hel

-7 Mission Statement

1) owverarching Outcomes

A characteristics, Performance, and Trends
=4 Strengths and Weaknesses

7] opportunities and Challenges
~-_Y Evaluation of Performan:

Lz, Click here

oULCoTT

1] 3-5 vear Strategic Directions

updates.

e Include any changes you
need to make to the
program based on your
SLOs’ or SSOs’

performance.

— Click here

Step 11: To enter or update your 3-5 year strategic directions.

e Click the “Sections from previous plan” field, if not already clicked.

e Click the “3-5 Year Strategic Directions” field.

No Previous Online Plan

Previous Online Plan

e These are the sections that
rolled over from your
previous online plan;
recommendations
evaluation, interactions, and
planning impact,
respectively.

e Review the text and

determine what you want to
keep, delete, or modify.

e Review your evaluation

recommendations, and make
any necessary updates.

e Include any changes you

need to make to the program
based on your SLOs’ or
SSOs’ performance.

Previous Online Plan

¢ Go to your existing plan
(probably a Word
document), highlight
and copy the 3-5 year
strategic directions.

e Paste your strategic
directions in this section.

e Review your strategic
directions, and make
any necessary updates.

Staff Development Office

-5 Vear Stratege Direction

Type here

e These are the
strategic directions
that rolled over from
your previous online
plan.

e Review your strategic
directions, and make
any necessary
updates.
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SECTION 1V: CREATE A

PLAN

Step 12: To enter or update your Goal 1.
o (Click the “Goal 1” field (located on the left side of the screen).

No Previous Online Plan

¢ Go to your existing plan,
highlight and copy Goal 1.

PLEASE NOTE:

Copy goals that you plan to
carry out during the year for

which the plan is being

Menu-Click here for chaices =

plan: 330

2007-8 Pragram Plan
program: Accreditation
unit: Planning & Research
rea: President

8 The Plan
22 Administration

Created. In thls Case, durlng B3 Sections from Previous Plan

2008-2009.. Do not include
goals that you have
completed.

e Paste your top priority goal
in the “Goal 1” section of
your online plan.

) mission Statement
1 Overarching Qutcomes

1) Strengths and Weaknesses
{4} opportunities and Challenges
) Ewalustion of Performance
1 3-5 Year Strategic Directions

Cynthia Lopez System Admin

D @ER g [fmm  H

1) Characteristics, Performance, and Trends

when you have achieved the goal?

Goal: Indicate a general statement of something th CI ICk here i
E fion: Describe how you will evaluate the sus
wwill be different in the program as a result of accomplishing 1?7 Explain how you wil evaluate)

Goal1

Gol

€ Short-term goal (1year) & Long-term goal (2-5 years)

Evaluation: g
e [ Click here -

=7 Goal 1
[ objective 1

¢ Indicate whether your goal is
short-term (1 year) or long-term
(2-5 years) by clicking on one of
the options located right above the

description of the goal.

e Review this section, and make any

necessary updates.

Mo

Previous Online Plan

e This is the goal that
rolled over from your
previous online plan.

PLEASE NOTE:
Keep goals that you
plan to carry out
during the year for
which the plan is
being created. In this
case, during 2008-
2009. Do not keep
goals that you have
completed or
abandoned.

e Review this section,
and make any
necessary updates.

5 See page 27 for instructions on how to add additional goals. Also, see page 28 for instructions on how to change

TIP! the order of your goals.

Step 13: To enter or update the evaluation of Goal 1.

e C(lick in the “Evaluation” section of your online plan (under the “Goal 1” section). In this section,

you need to state how you will determine if your goal is achieved.

No Previous Online Plan

Previous Online Plan

¢ Go to your existing plan,

Menu-Click here for choices [+

highlight and copy the
evaluation of Goal 1.

e Paste the evaluation of
Goal 1 in this section.

e Review this section, and
make any necessary
updates.

Cynthia Lopez

Plan; 330

2007-08 Program Plan
Program: Accreditation
Unit: Flanning & Reszarch
area: President

0@ m g [Peome B

& The Plan
23 Administration
EJ+C3 Sections fram Previaus Plan
i =) Mission Statement
] overarching Outcomes

1) characteristics, Performance, and Trends

~{8 sStrengths and Weaknesses
) opportunities and Challenges
i 1 Evaluation of Performance
i “[@ 3-5 Year Strategic Directions
B3 /Geal 1
] Objective 1

Systemn Admin

when you have achieved the goal?

Goal: Indicate a general statement of something the program
Evaluation: Describe how you will evaluate the success or acc|
will be different in the program as a result of accomplishing the

Goal 1

Goal:

€ Short-term goal (1

Type here

Evaluation:

Staff Development Office

e This is the evaluation
of Goal 1 that rolled
over from your
previous online plan.

e Review this section,
and make any
necessary updates.

Page 12



SECTION 1V: CREATE A PLAN

Step 14: To enter or update Objective 1 of Goal 1.

e Click on the [+] sign next to “Goal 1” to open your “Goal 1” folder and show the objective(s)
under your goal.

e Click the “Objective 1” field located on the left side of the screen.

No Previous Online Plan Previous Online Plan

¢ Go to your existing plan, e This is the objective

highlight and copy that rolled over, with
Objective 1 of Goal 1. its goal, from your
PLEASE NOTE: previous online plan.

PLEASE NOTE: Copy
objectives that you
mh plan to carry out
during 2008-2009. Do
not include objectives

Copy objectives that you
plan to carry out during
2008-2009. Do not
include objectives that
you have completed.

I Ther

o | This

e Paste Objective 1 of Goal that you have
1 in this section. completed or
abandoned.

e Review this section, and
make any necessary
updates.

e Review this section,
and make any
necessary updates.

Mo

5 See page 27 for instructions on how to add additional objectives. Also, see page 28 for instructions on how to
TIP! change the order of your objectives.

YV VVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVY

ATTENTION—PLEASE READ BEFORE YOU PROCEED

Under each objective are a series of boxes that can be checked to provide more information about your objective.
Click each item that applies. For each box you check, the supporting information boxes will appear underneath the
series of boxes in your plan. Please do not click the box and then type in “None” in the section. Click only the
boxes that refer to the resources you will need to carryout your objective. If you clicked in a box by accident, unclick
the box. This will remove the section you created.

AAAAAAAAAAAAAAAAAAL
VYVVVVVVVVVVVVVVVVVN

AMAAAAAAMAAAAAAAAAAAAAAALMAAAALAALAAAAALAALAALAALALAAAAAAALALMAALAAAAAAALAAAALAAAAAAAALAAAAAAAAALAAAAAAAAAAAAAAAAA
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SECTION 1V: CREATE A PLAN

Step 15: To indicate or update that your objective will have an impact.

If the objective you have just entered will have an impact on another program, unit,
or area, you need to indicate the impact in this section.

No Previous Online Plan Previous Online Plan
TMarerClick here for choices =] Dascribe the speciic Step nacessary to accomplish the goal.
® Cth in the bOX next to Cynthin Lopes Systam admin | [IPRO will begin developing procedures and tools to measure student learning =] o If the bOX next to the
the “This objective _ R “This objective
impacts other Programs, |/ = 4|  impacts other
Units, and/or Areas” 0 @wen w P gy (et toth statements that apply tothis cbiecive, Programs, Units,
sentence. B and/or Areas”

Areds

e The “Impact of Objective T e e et o e e Tt sept(?nce is checked,
requires rasourcas from othar sources thlS 1S the ”Impact of

on Other Programs’ i Opportates and Ch e requires additional parsonnal, Ob' H Oth
Units’ and/or AreaS” T St D I™ This objective reguires additional budget. ]eCthe on i er
Programs, Units,

SeCtiOI'l Will appear. ) s I This abjective reguires additicnal teche .
and/or Areas

section that rolled
over from your
previous online plan.

I™ This abjective reguires additional sp

e Select the impacted area,
unit, and/or program, Tmpact of Objective on Other P
then click the “Add
Impact” box.

s, Units, and/or Areas

Select the impacted Area, Urgélnd/or Program, then cick the ‘add Impact’ button,

e Review this section,
and make any

¢ Go to your existing plan,
Impact on the Area: Instruction
necessary updates.

highlight and copy the P —— T
impact that the objective — u
will have on other -
programs, units, and/or
areas.

e Paste the impact of your
objective in the “Explain the
impact here” section of your
online plan.

e Review this section, and make
any necessary updates.

Tip1  Toindicate that your objective will impact more than one program, unit, or area.
¢ For your first impact, follow Step 15.

¢ For your second impact, click the “Add another” field located right above the section where you explained
the impact of your first impact. Then, follow Step 15. If you created a second impact by accident, remove
the impact by clicking on the “Remove this impact” field.

Staff Development Office Page 14



SECTION 1V: CREATE A PLAN

Step 16: To indicate or update that your objective will be carried out with existing resources.

No Previous Online Plan Previous Online Plan

| Mnres-Click here far chaices =] Doscribe the specific step necassary to accamplsh the goal
e Click in the box next to . e If the box next to the
the ”There are existing \==:'- e the specifc step necessary Lo accarplish the godl. . ”There are existing
. IT‘:\(_: w_'.ll begin developing procedures and tools to messure student learning =) .
resources that will be s resources that will be
. == T i .
used to carry out this A L Click here | used to carry out this

objective” sentence.

¢ The “Existing
Resources” section will

objective” sentence is
checked, this is the
“Existing Resources”
section that rolled over

t to the statements that apply to this objective,
n that is created below the statements.

] Cbjestive 1

W Thera ara existing resources that will be used to camy out this objective.

I This abjective requines resaurces fram ather saurcas

appear. )
G ] ) 1 ™ This abjective requires additianal persannsl, from your preVIOuS
° o to vour existin an I This abjective requires additional budget, .
. . y g p ’ ™ This abjective requines additional technolagy. Onllne plan'
highlight and copy the .

This abjective requires additional space or changes to faciites Y

Type here
e Paste the existing ) )
Incicate Axsiting rosources s %8 ugRd ta carry aut this chjactive:

resources in the N
“Existing Resources”
section of your online plan.

Review this section,
and make any
necessary updates.

existing resources.

Existing Resources

e Review this section, and
make any necessary updates.

|V VYVVVVVVVVYVVVVVVVVVVVVYVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVYVVVVVVVVVVVVVVVVVVVVVVVVVVVVVV]

ATTENTION—PLEASE READ BEFORE YOU PROCEED

Follow Steps 17a and 17b or 17c to indicate that your objective requires resources from other sources.

LhAAAAAAM

LAAAAAAAAAAAAAAAAALAALAAALAALALALALALAAALALALAALALALALAAALAAAAAAAALAAAALAAALALAAALAAALAAALAAAALAALAAAAAAAAAAALAAAAAAAAAAAAAAAAAL

Step 17a: To indicate or update that your objective requires resources from other sources.

No Previous Online Plan Previous Online Plan

e Click in the box next to the o If the box next to the

“This objective requires
resources from other
sources” sentence.

o The “Resources from Other
Sources” section will
appear.

e Select the source of funds
(e.g., Fund 11, Fund 15,
VTEA, etc.) from the
“source list,” then click the
“Add Source” box.

e If you have selected Fund
15, VTEA, or Matriculation,
go to Step 17b. If you have
selected Grant or other
sources, go to Step 17c.

Staff Development Office

o accomplish the goal
res and tools to measure student learning [

-}

fits that apply to this ahjective,
that is created below the statements.
ardfer aread

ar Brograms, Urts,

resources that will be used to camy cut this objective

Click here

“This objective
requires resources
from other sources”
sentence is checked,
this is the “Resources
from Other Sources”
section that rolled
over from your
previous online plan.

e Review this section,

and make any
necessary updates.

Page 15
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SECTION 1V: CREATE A PLAN

Step 17b: To enter or update the resource from Fund 15, VTEA, or Matriculation section.

No Previous Online Plan

Previous Online Plan

Manu-Click hers 1or choices =] Describa the specific step necessary to accomplsh the goal,

o CliCk the downward Cyritia Lapsa Systom Admin ‘_, ZFin developing Procedures ard ool 1o measire student learming =] [ ] This is the resources
arrow next to the from Fund 15, VTEA,
“” : ”
Required for how long = or Matriculation

Click: the bax neaxt to the statements that apply to this objective,
Fill sut the form that is created below the statements,

sentence and select the Diwa
number of years the .G
resource is required. In
other words, if you will Jm——————

need VTEA funds for two s et e a8 et

years to carryout this I T gt rquires aditions techncigy.
objective, indicate it here. F i s raqurs addnonal spice o hanges ta fckies

I This ohjective impacts other Programs, Units, andfor areas

I~ There are existing resources that will be used to cary out this chjective.

F This ohjactive requires macurces from other sounces

Resources From Other Seurces

¢ Go to your existing plan,

section that rolled
over from your
previous online plan.

e Click the downward
arrow next to the
“Required for how
long” sentence and
select the number of

highlight and Copy the =zll‘tr! th ’.cjr.‘.r\ of Inl;éo':::; chok the “Add Scurce’ button. years the resource is
requested amount. Paste Rasourcns trom prE Type here required. For
or type in the requested Redend for b org L instance, if you will

amount mocenved: € [

Eapilain the ciffarance betwean the sZ@mts:

amount in the “Requested

Remaye s souree Add anothel

Amount” section of your
online plan.

|
E

¢ Go to your existing plan,
highlight and copy. Paste or
type in the amount received
in the “Amount Received”
section of your online plan.

¢ Go to your existing plan,
highlight and copy the
explanation of the difference
between the amounts. Paste
your explanation of the
difference between the
amounts in the “Explain the
difference between the
amounts” section of your
online plan.

e Review this section, and make
any necessary updates.

To indicate that your objective will require resources from more than one source.

:@:

¢ For your first source, follow Steps 17a and 17b.
TIP!

need VTEA funds for
two years to carryout
your objective,
indicate it here.

e Review this section,
and make any
necessary updates.

Staff Development Office

¢ For your second source, click the “Add another” field located right above the section where you explained
the difference between the amounts.

¢ Select the source of funds (e.g., Fund 11, Fund 15, VTEA, etc.) from the “source list,” then click the “Add
Source” box. The “Resources from Other” section for your second source will come up right above your
first source. Then, follow Step 17b or 17c. If you created a second source by accident, remove the source
by clicking on the “Remove this source” field.

Page 16



SECTION 1V: CREATE A PLAN

Step 17c: To enter or update the resources from a grant or other sources section.

No Previous Online Plan

Previous Online Plan

[Meru-Click here for chaices =]

e Select “Grant” from the
“source of funds list.” The
“Enter the name of the
grant” section will come
up. :

e Go to your existing plan, | e
highlight and copy the
name of the grant. Paste
the name of the grant in
the “Enter the name of the
grant” section of your
online plan.

o Click the “Add Source”
box.

Descrive the specific step necessary to accomplish the geal. T}

“| Objective 1.1

e This is the resources
o necessary to sccomplish the goal, from a grant or Other

pirg procedures and tools to measure student lsarning. =

sources section that

= rolled over from your
Click, the box next to the statements that apply to this sbjestive, previous online p]an,
Fill out the farm that is created balow the statamants,
I This abjective impacts other Frograms, Units, and/or dreas. ° Click the downward
I There are existing resaurees that will be used to carry aut this cajective,
P This obj -'-'onc:‘ irgs resources from other sources J arrow neXt to the
L OPNO—— “Required for how

I This

long” sentence and
select the number of
years the resource is
required.

I Thiz sbctive

™ This abjective f

Type here

e Review this section,

1. Enter the name of the grant. | 2. Glick the Add Source button. and make any

e Click the downward
arrow next to the “Required for

necessary updates.

how long” sentence and select
the number of years the
resource is required.

¢ Go to your existing plan,
highlight and copy the
requested amount or type in an
amount. Paste or type in the
requested amount in the
“Requested Amount” section of
your online plan.

e Go to your existing plan, Type here || wamcsormmis = _ Type here

highlight and copy the amount
received or type in an amount.
Paste or type in the amount
received in the “Amount

I There are existing rescurces that will be used to carry out this abjective.
¥ This objective requires resaurces from athar sources.

™ This objective reg

5 additional personned,

I This abjee

ditional budget.
™ Ths abjectve reguires addibional technelogy.

™ This objective requires additional space or changes to facilities.

Resources From Other Sources

Select the source of funds, then click

Grant =

1. Enter the name of the grant. fil Sl baswdation 3. click the Add Source button.

Requested Amount: §

Received” section of your
online plan.

¢ Go to your existing plan,
highlight and copy the
explanation of the difference
between the amounts. Paste
your explanation of the
difference between the amounts
in the “Explain the difference
between the amounts” section
of your online plan.

e Review the section, and make
any necessary updates.

Staff Development Office

Wzd: s

Fuplan 0 fference betwesn the amounts: Remove this seurce  Add amather.
3
=

Ao

28 To indicate that your objective will require

TIP!  resources from more than one source.
¢ For your first source, follow Steps 17a and 17c.

¢ For your second source, click on the “Add another”
field located right above the section where you
explained the difference between the amounts.

¢ Select the source of funds (e.g., Fund 11, Fund 15,
VTEA, etc.) from the “source list,” then click on the
“Add Source” box. The “Resources from Other”
section for your second source will come up right
above your first source. Then, follow Step 17b or 17c.
If you created a second source by accident, remove
the source by clicking on the “Remove this source”
field.

Page 17



SECTION 1V: CREATE A PLAN

I VVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVV]

ATTENTION—PLEASE READ BEFORE YOU PROCEED

Follow Steps 18a and 18b to indicate that your objective requires additional personnel.

V]

LhAAAAAA
FPVVVVVV X

LAAAAAAAAAAAAAAAAAAAAAALAAAAAAAALAAALAAAAALMAAAAAAAALAAALAAAMALAALALAAALAAAAAAAAAAAAAAAALAAAAAAAAAAAAAAAAAALD

Step 18a: To indicate or update that the objective requires additional personnel.

No Previous Online Plan Previous Online Plan
e Click in the box next to V'k "m — h Ty e e e If the box next to the
the “This objective B e e st ectsay i scompien g “This objective
requires additional e e requires additional
personnel” sentence. personnel” sentence
e The “Additional — is checked, this is the
Personnel” section will ST LT L T2 personnel request
come up. .| thatrolled over from
L : y your previous online
o Select the classification abjective raqures resourcas from othar sources. plan.
of the position (faculty, Rovions i coct
unclassified staff, etc.). R — * Review this section,
Note that the o et e ststins s and make any
classification of the necessary updates.
position is not the e
methOd Of payment Select the classification of the job, thff click mxgmn
(stipends, reassignment, : o
etc.). ot
e You will be able to iniogsihec et shetentwesker]
describe the method of

payment in the “Position
Description” section (see
Step 18b) of the online
plan. The classification
of the position is the job
classification that a
manager would indicate
on the personnel
documents submitted to
payroll.

e Click the “Add Position”
box.

e Review this section, and
make any necessary
updates.

Mo

e e classification of the position is the job classification that a manager would indicate on the personnel documents
= The classification of the position is the job classification that g 1d indicate on the p 1d t
TIP! submitted to payroll.

Staff Development Office Page 18



SECTION 1V: CREATE A PLAN

Step 18b: To enter or update the description of the position.

No Previous Online Plan

Menu-Click hare for chaices [

o Click the downward
arrow next to the
“Required for how
long” sentence and
select the number of
years the position is
required.

| Ebjackive 1

¢ Go to your existing plan,
highlight and copy the
description of the
position.

e Paste the description of
the position in the
“Position Description”
section of your online
plan.

Describe the specific stap necessary to accomplish the geal

TNk 1T Bow Tent T e TIAT APy 16 TS Ghjechve,
Fill out the form that is created below the statements.

I This objective impacts other Programs, Units, andyor areas.

I There are existing resources that will be used to carry out this objective.
™ This objectrve requres resources from other sources.

P This objectve requres additional personng

I~ This objectve requres additional budget.

I This objectve requires additional technalogy.

™ This abjectwe raquires additional spaca or changes to facditiss.

Additional Personnel

Select the classification of the job, then chck ‘add Position’,

e =

Position Classification: Classified staff

Raguired for haw long =]

Type here

Position Descrptaon;

| .
[ -

¢ Go to your existing plan,
highlight and copy the
estimated cost.

e Paste the estimated cost
in the “Estimated Cost”
section of your online
plan.

¢ Go to your existing plan,
highlight and copy the
supporting rationale.

e Paste the supporting
rationale in the
“Supporting Rationale”
section of your online
plan.

e Review this section, and
make any necessary
updates.

;@:—
TIP!

¢ For your first request, follow Steps 18a and 18b.

Previous Online Plan

e This is the
description of the
position that rolled
over from your
previous online plan.

e Click the downward
arrow next to the
“Required for how
long” sentence and
select the number of
years the position is
required.

e Review this section,
and make any
necessary updates.

To indicate that your objective will require a request for more than one personnel position.

¢ For your second request, select the classification of the position (faculty, unclassified staff, etc.), and then
click the “Add Position” box. The “Position Description” section for your second position will come up
right above your first request. Then, follow Step 18b. If you created a second position by accident,
remove the request by clicking on the “Remove this position ” field.

Staff Development Office
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SECTION 1V: CREATE A PLAN

| VYVVVVVVVVVVVVVVVVVVVVVVVVVVVVYVVVVVVVVVVVVVVVVVVVVVVVVVYVVVVVVVVVVVVVVVVVVYVVVVVVVVVVVYVVVVVV]

\AAAAAAL

ATTENTION—PLEASE READ BEFORE YOU PROCEED

Follow Steps 19a and 19b to indicate that your objective requires additional budget.

PVVVVVVX

LAAAAAAAAAAAAAAAAAAAAAAAAAAALAAAAAAAAALAAALAALAAAAALALAALAAAAAAAAMAAAAAAALMAAAAAAAAMAAAAAAAAAAAAAAAAAA

Step 19a: To indicate or update that the objective requires additional budget.

No Previous Online Plan

MenwrClick here for choices [S]
e Click in the box next to the |- ..
“This objective requires _
additional budget” Dleady E=—=

sentence.

e The “Additional Budget”
section will come up.

e Select the object code
category, and then click on
the “Add Budget Request”
box.

e Review this section, and
make any necessary
updates.

) jective 1

Describe the specific step nocessary to accomplsh the goal

| Objective 1.1

Describe the specific step necessary to accomplish the goa
gin rocedures and tools to measure student learning =)

gin developis

=

s that apply to this objective.
hwe the statements.

Dacts other Programs, Urits, and/or Araas
fisting resources that wil be used to camy cut this chjective
resources from other sources

additional personne!

ros
ros

roquires addional budgat.
res addticnal technology
ros

acdticnal space or changes tg

A

Previous Online Plan

e If the box next to the

“This objective requires
additional budget”
sentence is checked,
this is the additional
budget request that
rolled over from your
previous online plan.

Review this section,
and make any
necessary updates.

Step 19b: To enter or update the amount and description of the additional budget section.

No Previous Online Plan

® Click the downward arrow
next to the “Required for how
long” sentence and select the
number of years the
additional budget is required.

Crnthia Logas

® Go to your existing plan,
highlight and copy the
requested amount. Paste the
requested amount in the
“Requested Amount” section
of your online plan.

® Go to your existing plan,
highlight and copy the
description. Paste the
description in the
“Description” section of your
online plan.

) Gkjactive

| Menu-Click hare for chaices =

Describe the specific step necessary to accemplish the goal.

Click the box next to the statements that apply to this objective.
Fill sut the: Torm that is created below the statements.
I™ This objective irpacts ather Frograms, Units, and/or Areas

I There are existing resources that will be used to camy out this chjective,
[ This objactive racuiras rasourcas from othar SoUTEEs.

I This objective requines addtional personrel

P This objective requires additional budget.

I Thiz ohjactive requires addtional technology.

™ This cbgective reguires addtonal space or changes to facibes,

Click here

Additional Budget

Salect the cbject code category, then elicl
[4000 SUFFLES AND MATEFRIALS

Additional Budget from: 4000 SUPE
Rogined for how long: TN =]
Peguested Amount: §

Description:

Supparting Rationae:

® Go to your existing plan,
highlight and copy the
supporting rationale. Paste the
supporting rationale in the
“Supporting Rationale” section of
your online plan.

® Review your objective, and make
any necessary updates.

Staff Development Office

Previous Online Plan

¢ This is the additional
budget request that
rolled over from your
previous online plan.

¢ Click the downward
arrow next to the
“Required for how
long” sentence and
select the number of
years the additional
budget is required.

e Review this section,
and make any
necessary updates.

Page 20



SECTION 1V: CREATE A PLAN

VY VVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVV]

ATTENTION—PLEASE READ

AAAAAAAY

Follow Steps 20a and 20b to indicate that your objective requires additional technology.

PVVVVVVX

LAAAAAAAAAAAAAAAAAAAAAAAAAAAAALAAAAAALAALAAALAAALAAAALAAAMAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAL

Step 20a: To indicate or update that the objective requires additional technology.

No Previous Online Plan

e Click in the box next to
the “This objective
requires additional
technology” sentence.

¢ The “Additional
Technology” section will
come up.

e Select a classification for
the technology you will
need from the
“Technology
classification list,” and
then click on the “Add
Technology” box.

e Review this section, and
make any necessary
updates.

Staff Development Office

| Merna-Click here for chonces =]

Cyrhia Lepez Systam Admin

) objestive X

Descnbe the specific step necessary to accomphsh the goal.

Objective 1.1

Dascrie the specific step necessary to accomplish the goal,

1PRO will begin developing procedures and tools to measure student learning =]
[FutCOTeE,

E

Click the box next to the statements that apply to this cbjsctive.
Fill aut the form that is created below the statements.

™ This abjective impacts ather Programs, Units, and/or Aneas.

il b used to camry cut this abjective
m Bther saurces

v requires additional perscnned,
objective requires additional budget,

¥ This abjective requires additional technology

I™ This abjective requires additional space ar changes to fag

Additional Technology

Seloct a classification for the tochnalogy, thon chick 'add Yechnology

[Technciony Felated o Faciias (o g, Sman Classroams, exc) = | Add Technalagy

Compesar Haschwnes

Previous Online Plan

e If the box next to the
“This objective
requires additional
technology” sentence
is checked, this is the
technology request
that rolled over from
your previous online
plan.

e Review this section,
and make any
necessary updates.
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SECTION 1V: CREATE A PLAN

Step 20b: To enter or update the additional technology information section.

No Previous Online Plan Previous Online Plan
o Gp to your existing plan, e This is the additional
highlight and copy the budget request that
requested amount. Paste or type rolled over from your
in the requested amount in the previous online plan.

“Requested Amount” section of

- e Review thi ion
your online plan. eview this section,

and make any

¢ Go to your existing plan, necessary updates.
highlight and copy the
description Of the teChnology' Men-Click b fo ¢ I':m:--:.ﬂ Desseribe thie sprecihe step necessary (o accomghsh the goal. Ta mald
Paste the deSCI‘iptiOH of the Cynthia Lopez System admin | ™ This objective requires additional budget

W This objective requires additional technology.

technology in the “Description
of Technology” section of your

™ This objective requires additional space or changes to facilities.

online plan. D@egw w M= = —
Additienal Technelogy
. . i The Flan
e Goto your eXlStlng plan, £ () Administration Seloct o classification for the tochnology, then click ‘Add Technology'
. . v Sections from Frevious Plan [Corngnster Sottwar =1 Add Technology
highlight and copy the answer oul
to Question 1. e Additlonal Technology - Classification: Computer Software

Contact the apprognate serice provider (MIS, Media
& cost estimate before you submit yvour plan.

Requested Amount: § ™ Thes ety

Description of Technology:

i) For

Type here

ftnwidid by the sorvice provider.

e Paste the answer to Question 1
in the section of Question 1

famave this technolagy

(what do you want to do or |
accomplish with this =
teChnO]‘ogy?) Of your online Please answer the following:
plan. 1. What do you want to do or accomplizh with this technology?
. . _‘-I
¢ Go to your existing plan, =

hlghhght and copy the answer 2. wihars is the physical location that the technalogy wil be installed {room number is praferred)?
to Question 2.

2. Ts this replacing an ewsting peoce of aquipment or i it 2 naw installation? [CBckin choose I

e Paste the answer to Question 2 S YRy s S

in the section of Question 2 I~ elsctricity [ intemat access I collega netwark access I” softwara support I hardware support

(where is the physical location

that the technology will be

installed?) of your online plan. ‘
o Click the downward arrow next == To indicate that your objective will require

to the “Is this replacing an TIP!  more than one technology request.

.ex15t1ng piece of ‘equlpment oris ¢ For your first technology request, follow Steps

it a new installation?” question 20a and 20b.

to answer Question 3.

¢ For your second technology request, select the
classification of your technology from the
“Technology classification list,” and then click on

e Click the box next to each
service (electricity, internet

access, etc.) tha’f you w}ll need if the “Add Technology” box. The “Description of
the technology is provided. Technology ” section for you second technology
e Review this section, and make request will come up right above your first

technology request. Then, follow Step 20b. If you
created a second technology request by accident,
remove the request by clicking on the “Remove
this technology” field.

any necessary updates.
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SECTION 1V: CREATE A PLAN

Step 21: To indicate or update that the objective requires additional space or changes to facilities.

No Previous Online Plan

e Click the box next to the “This
objective requires additional
space or changes to facilities”
sentence.

The “Additional Space or

Changes to Facilities” section will

come up.

Go to your existing plan,
highlight and copy the requested
amount.

Paste or type in the requested
amount in the “Requested
Amount” section of your online
plan.

Previous Online Plan

e If the box next to the
“This objective requires
additional space or
changes to facilities”
sentence is checked,
this is the additional
space or changes to
facilities section that
rolled over from your
previous online plan.

Review this section,
and make any
necessary updates.

Go to your existing plan,

Menu-Click here for choices =

Describe the specific step necessary to accomplish the goal.

highlight and copy the
description of the need.

Paste the description of the
need in the “Description of
Need” section of your online
plan.

Go to your existing plan,
highlight and copy the answer
to Question 1.

Paste the answer to Question 1
in the section of Question 1
(what do you want to do or
accomplish with this space or
modification?) of your online
plan.

Go to your existing plan,
highlight and copy the answer
to Question 2.

Paste the answer to Question 2
in the section of Question 2
(where is the physical location

Cynthia Lopez System Admin

Plan: 330

2007-08 Prograrn Plan
Program: Accreditation
Unit: Planning & Research
Area: President

nlEe R | m plan menu k3

4 The Plan
3 Administration
] Sections from Previous Plan
B3 Goal 1
] oObjective 1

Fill out the form that is created below the statements.

™ This objective impacts other Programs, Units, and/or Areas,

™ There are existing resources that will be used to carry out this objective.
I This objective requires resources from other sources.

onal personnel,

onal budget,

Ajective requires additional technology.

W This objective requires additional space or chal

Type here

Additional Space or Changes to Facj

Contact Facilities Services for a co; timate before you submit your plan.

Type here

Requested Amount: §

Description of Need:

_— =
H
Please answer the following:
1. What do you want to do or accomplish with this space or modification?
[
H

2, Where is the physical location of the space (room number is preferred)?

3. Check the box next to each service that you will need if the space is provided.

[ electricity I water [T special heat/air conditioning needs [ waste disposal (sewer)

of the space?) of your online
plan.

Click the box next to each service
(electricity, water, etc.) that you
will need if the space is provided
(Question 3).

Review this section, and make
any necessary updates.

Staff Development Office
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SECTION V: SIGN-OFF ON A PLAN

Step 22: To sign-off on a plan.

WASC requires institutions to show proof that plans were developed by a representative group of the
entire program, unit, or area. WASC also requires that institutions show proof that the results of a
plan are communicated to all the individuals in the program, unit, or area. The online system has
been designed to help you provide evidence to WASC that your plan was developed by a
representative group and that the results of the plan were communicated to constituents in your
program, unit, or area. This step is very important and should not be overlooked.

First, all program, unit, and area managers need to ask individuals on their Planning Team to sign-off
on a plan. Second, all program, unit, and area managers need to let employees in their program, unit,
and area know that they can review the plan on the online system. This will ensure that results of the
plan are communicated to all the employees in the program, unit, or area. Please ask individuals to
follow the steps below:

1st Step: Log-on to the System and Locate the Plan

e Log on to the online planning system (see Step 1 on page 2).
o Click the “Sign-Off on a Plan” box. Locate the plan (see page 4).

2nd Step: Sign-off on a Plan

-Individuals Who can Only Edit the Development of the Plan (Cannot Edit the Plan)

e Review the plan.

e C(Click the “Administration” field (located on the left side of the screen).

e Click the “Participation” field.

e Click the “reviewed” word in the “I acknowledge that while I was not involved in the development of
this plan, [ have reviewed it” (located on the upper left side). After you click the “reviewed” word,
your name will automatically appear under the “Participant List for this Plan” section.

-Individuals Who can Only Acknowledge Participation in the Development of the Plan (Cannot Edit the Plan)

e Review the plan.

e Click the “participated” word in the “I acknowledge that I participated in the development of this
plan” sentence (located in the upper left side). After you click the “participated” word, your name will
automatically appear under the “Participant List for this Plan” section.

-Individuals Who can Edit and Acknowledge Participation in the Development of the Plan

e Review the plan.

o (Click the “Administration” field (located on the left side of the screen).

e Click the “Participation” field.

e Click the “participated” word in the “I acknowledge that I participated in the development of this
plan” sentence. After you click the “participated” word, your name will automatically appear under
the “Participant List for this Plan” section.

-Individuals Who can Only Review the Plan (Cannot Edit and Cannot Acknowledge Participation in Plan)

e Review the plan.

e Click the “reviewed” word in the “I acknowledge that while I was not involved in the development of
this plan, [ have reviewed it” (located on the upper left side). After you click the “reviewed” word,
your name will automatically appear under the “Participant List for this Plan” section. Note that any
employee that has a ECC or CEC username and password can sign-off as having reviewed a plan.

Staff Development Office Page 24



SECTION VI: CHECK FOR ERRORS/SUBMIT A COMPLETED PLAN

VYV VVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVY

AAAAAAAA

ATTENTION—PLEASE READ BEFORE YOU PROCEED

Before you submit your plan, please ask the members of your Planning Team to sign-off on the plan.

VVVVVVVVYVN

LAAAAAAAAAAAAAAAAAAAALAALAALALALAALAAALAALAAALAAALALAAAMAALAAAAAALALAAAALAAAAAAAAAAAAAALAAAAAAAAAAAAAAAAAAAAAAAAAAAL

Step 23:

Step 24:

Ry

:@3

To check for errors in a plan.

e Click the “Administration” field (located on the left side of the screen).
e Click the “Check for Errors/Submit Plan” field.

e The system will display “Done” (in green
text) for each field you completed
correctly.

e For each error (in red text), the system will
give the reason for the error. The system
will also display the number of errors in
your plan (bottom of the screen). You will
need to correct the errors. If you do not
fix your errors, you will not be able to
submit your completed plan.

e After you correct the errors you will get the

“ Welcome to the Plan submittal process.

Pan id: 331 s being checked for errors and/or omissions.

ission Statement: Done
rarching Outcomes: Required element is blank

“Submit” box at the bottom of your screen. See Step 24 for instructions on how to submit a

completed online plan.

To submit a completed online plan.

After you have fixed all the errors or your plan is free of errors, you can submit your plan.

Do not submit your completed plan until all participants have signed off (see Step 22). After a plan is submitted,

TIp! the participants and reviewers will not be able to sign-off.

Congratulations! You have successfully
completed your plan.

YV

:@:

e Click the “Administration” field (located onf ™"

the left side of the screen).

e Click the “Check for Errors/Submit Plan”
field.

e If your plan is free of errors, the “Click here|
to submit” box will appear at the bottom of [: =

the screen.

e Click the “Click here to submit” box to
submit your plan.

|Menu-Click here for chowcas =] 3|

Term: Done

Goal: Done

Evaluation: Done

Objective 2.1
Description: Done
Impacts: Not required
Existing Resources: Done

from other Mot required
Additional Personnel: Not required
Additionsl Bud. Mot required

Additional Technology: Not required
Additional Space or Changes to Facilities: Not required

Checking -
Term: Done
Goal: Done
Evaluation: Done
Objective 3.1
Description: Done
Impacts: Not required
Existing Resources: Done
Resources from other sources: Not required
Additional Personnel: Not required
Additi Not requi

Additional Technolog
Additional Space or 'm quired

Found O errors in your Plan. Click here to submit.
Prink this screan

Goal 3

Results

TIp! If you submitted your plan by accident, please contact the Staff Development Office at extension 3871.
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SECTION VII: TOOLS AVAILABLE

IMenu—CIick here for choices 71—4<’7 Click here to view 'iStj

i

Cynthia Lopez Systemn Admin

'a'_qf ogram Plan Click here to view list of
Program: Accreditation things you can do
Linit: Planning & Research

jirea: President

Click here to view plan A @e ® | f [penmeu

? The Flan Add objective
B3 Administration :édll:l appeni:lix
..... .| Delete goal
{) External Image Fi Delete objective
""" [ Plan Team Delete appendix
---- {1 Participation Refresh plan

Track goals
----- {1 check for Errors/{yiay e o

-5 Sections from Previous Plan
----- ] Mission Statement

----- ) Owverarching Outcomes

----- " Characteristics, Qutcomes, and Trends
----- Y strengths and Weaknesses

----- ] Opportunities and Challenges
----- ) Evaluation of Performance To delete a goal_, (_‘,lle
----- " 3-5 Year Strategic Directions here and drag it into

-3 Goal 1 the trash icon
----- {1 Objective 1
----- {1 Objective 2

----- () ob

Click here (on the [+]
sign that turns into [-])
to view objectives

F{_] Goal 3

Listed below are tools available on the online system.
SAVE INFORMATION YOU HAVE ENTERED OR PASTED
Steps: To save the information you have entered or pasted in your online plan.

e Enter or paste the information in the appropriate section. Note that if you have any special
formatting such as special fonts, borders, bolding, font color, etc., it will not remain.

¢ Once you have entered or pasted the information in the section, go on to another section.

e When you leave a section, the system automatically saves the information you have entered or
pasted.

‘3@:’ You cannot create or copy tables, charts, and/or pictures into your online plan. However, you can upload tables,
TIp! charts, and/or pictures into your online plan (see pages 30 and 31 for instructions).

LOGOFF THE ONLINE SYSTEM
Steps: To logoff the online system.
e Click the “X” located on the top right hand corner of your screen.

e Or, click “File” located on the toolbar (left hand corner), and then click “Close.”

-:@:-
TIP!

The online system will automatically log you off when you stop working on it for an extended period of time.
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SECTION VII: TOOLS AVAILABLE

VIEW CONTENTS OF A FOLDER
Steps: To view contents of a folder.

o Click the [+] sign next to the icon to view contents of a folder.

e It will change from a [+] sign into a [-] sign (see figure on page 26).

VIEW A PLAN
Steps: To view your online plan or to see how the plan will look when you print it.

e Click the “The Plan” field located at the top of the list (below the “plan menu” field).

e Your online plan will appear on the right hand side. Note that any new information you have
entered or pasted in a section will be displayed.

ADD A GOAL
Steps: To add an additional goal.

e Click the goal icon |G | located on the upper left hand side of the screen.
e Or, click the downward arrow next to the “plan menu” field, and then select “Add goal.”

e After you click the goal icon or select “Add goal” on the “plan menu” field, the new goal will
appear on the screen. The system will automatically add one objective when you add a goal.

ADD AN OBJECTIVE
Steps: To add an additional objective.

e Click on the [+] sign next to “Goal 1” to open your “Goal 1” folder and show the objective(s)
under your goal.

e Click the objective icon Q located on the upper left hand side of the screen.
e Or, click the downward arrow next to the “plan menu” field, and then select “Add objective.”

o After you click the objective icon or select “Add objective” on the “plan menu” field, the new
objective will appear on the screen.

ADD AN APPENDIX
Steps: To add an additional appendix.

e Click the appendix icon il] located on the upper left hand side of the screen.

e Or, click the downward arrow next to the “plan menu” field, and then select “Add
appendix.”

e After you click the appendix icon or select “Add appendix” on the “plan menu” field, the new
appendix will appear on the screen.

Staff Development Office Page 27



SECTION VII: TOOLS AVAILABLE

CHANGE THE ORDER OF A GOAL, OBJECTIVE, OR AN APPENDIX
Steps: To change the order of a goal, objective, or an appendix.

Change the order of a goal:

o Click the foldericon I next to the goal you would like to change the order and drag it on top of
the folder icon next to the goal number you would like it to change to. For example, if you want to
change Goal 3 and its objectives into Goal 1, then click the folder icon next to Goal 3 and drag it on
top of the folder icon next to Goal 1. This will turn Goal 3 and its objectives to Goal 1 and
automatically change what was previously Goal 1 into Goal 2. Note that when you change the order
of a goal the objectives will also automatically move with the goal.

e A message will come up on the screen that asks if you want to make the change. Click “OK.”

Change the order of an objective:

e Click the objective icon 1 next to the objective you would like to change the order and drag it
on top of the folder icon next to the objective number you would like it to change to. For example, if
you want to change Objective 3 into Objective 1, then click the folder icon next to Objective 3 and
drag it on top of the folder icon next to Objective 1. This will turn Objective 3 to Objective 1 and
automatically change what was previously Objective 1 into Objective 2.

e A message will come up on the screen that asks if you want to make the change. Click “OK.”

e Use the method stated above to change the order of an appendix.

DELETE A GOAL
Steps: To delete a goal.

e Select the goal you want to delete.
e Click on the downward arrow next to the “plan menu” field, and then select “Delete goal.”
e Or, click on the goal you would like to delete and drag it into the trash icon. ﬁ

e A message will come up on the screen that asks if you are sure you want to delete the goal and its
objectives. Note that when you delete a goal, you will automatically delete all of its objectives.

e (Click “OK.”

DELETE AN OBJECTIVE
Steps: To delete an objective.

e Select the objective you want to delete.

e Click the downward arrow next to “plan menu” field, and then select “Delete objective.”

e Or, click the objective you would like to delete and drag it into the trash icon. ﬁ

e A message will come up on the screen that asks if you are sure you want to delete the objective.

e Click “OK.”
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SECTION VII: TOOLS AVAILABLE

DELETE AN APPENDIX
Steps: To delete an appendix.

¢ Click the downward arrow next to the “plan menu” field and select “Delete appendix.”

e Or, click the appendix you would like to delete and drag it into the trash icon. ﬁ]‘

¢ A message will come up on the screen that asks if you are sure you want to delete the appendix.

e Click “OK.”

PRINT A PLAN
Steps: To print an online plan.

o Click the downward arrow next to the “Menu-Click here for choices” field.

e Select “Print the open plan.”

DELETE A PLAN
Steps: To delete an online plan.

e You are not authorized to delete an online plan.

e Contact the Staff Development Office at extension 3871.

START A PLAN
Steps: To start a plan.

e Click the downward arrow next to the “Menu-Click here for choices” field.

e Select “Start a plan.”

\\Al,_
*¥  You cannot start more than one plan at a time.

TIP!
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SECTION VII: TOOLS AVAILABLE

UPLOAD TABLES, CHARTS, AND/OR PICTURES

Steps: To upload your tables, charts, and/or pictures into your online plan. Note that there are two
parts in uploading tables, charts, and/or pictures to your online plan. The two parts are:
1. uploading the image and 2. inserting the image.

Part 1 — Uploading the Image (Tables, Charts, and /or Pictures)

Go to your existing document, highlight and copy your table, chart, and/or picture.

Go to the Microsoft Paint program (click on the “Start” box located in the bottom left-hand corner,
click All Programs, then Accessories, and then Paint) and open the Paint program. Note that you
may also use Photoshop.

Click the “Edit” field located on your toolbar, click paste.

Click the “File” field located on your toolbar, then click “Save as, ” click the downward arrow next
to the “Save as type” field. Scroll down until you locate “JPEG,” and then click on it. Name your
image and save it on your computer’s hard drive (preferably your desktop so you can locate it) or a
disk. Give your file a name that you will remember.

Go to your online plan. EESEE ]
Lookin: [ PLANNING & B o FE-
Click the “Administration” field located on the left s [Elfmna Randbook copy.put
. I_ﬁ (25 Planning Handbook copy 2.pub
Slde Of the screen. My Recent  Wplanning handbosk examples.dar
Dmimem lﬂl]P\annw’vgc?‘vartED‘}‘duc
. “w . ” e i lﬁl]ProgramRewewForm Od.dac
Click the “External Image Files” field. ey Drecemmend cvaies

¥ recommend inter. jpg
% recommend planning. jpg

Click the “Browse” box to locate your file. A Slreminder o o nanagers oc

8] strategic Planning.doc
. . My Documents . -
“Choose File” message will come up, and then do o L Filaétame
tho = [ Table A code inserted.
the fOHOWlng- ETableA dragta chara:]f:r.lpg -
La]

&

58
B Table A in The Plan.jpg
- Click the downward arrow next to the “Look @ >
in” field. Mypr‘iaé;gmk File rame: [ able 4 in The Flanipg =] Open
_ Fies of type: [ Fies 179 ~] Cancel

Find the drive where you saved your file and
search for the name of your file.

Once you locate your file, click on the file. The name of your file will come up next to the “File
name” field.

- Click the “Open” box.

For Item 2, type a short, descriptive label for your file.

For Item 3, click the |Menu-Click here for choices »| | Extemal Files Help

“ . . ” this Lopaz System Admin 3 B
Add image file” box. [ External Image Files (JPEG,GIF)

pload an image file to your plan:
hek the Browse button below. In the "Choose File® dialog box locate B

|C:\Dnr:||mﬁn[ﬁ and i hineuseriDesktop\Tabla 1. Browsa...

e (jpg or .af) and click the Open button.

2. Type a short descriptive label for yvour file.
If beft blank a label will be craated from the file name.

: for Errors/Submit Han [Table 1]
o A m
Goal 2 3. Click this button: __fdd image file

4. afrer the file has been added to your plan, drag and drop its icon to the textbox where you would like it to appear.

To add a previously uploadead file to your plan:

Browse uploaded images
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SECTION VII: TOOLS AVAILABLE

Part 2 — Inserting the Image (Tables, Charts, and /or Pictures)

e Once you have uploaded your table, chart, and/or picture as a JPEG file, the name of your image
(table, chart, and/or picture) will appear in the “External Image Files” folder, which is a subfolder
under the “Administration” folder located on the left side of the screen.

e Click in the section of the online plan (e.g. Characteristics, Performance and Trends, Evaluation of
Performance, etc., on the left side of the screen) where you would like to insert your image.

e C(lick the folder icon (not the text label) next to the image you would like to insert and drag it to the
location you want the image to appear. Note that as you drag your image into the section, you must
see a circle with a line in the middle .

e When you drop the image into the section, you will see the name of the image in the section (see
example below).

;@: You will not be able to immediately view the image you inserted until you click on the “The Plan” field. This is the
TIP! view mode.

Menu-Click here for choices + Using information you have access to (databases, internal performan
data to document the program’s characteristics {activities) and perfol
presented should cover the past five years. Address any significant t

Cynthia L Systern Admi :
L YEEMASTIN | Lot have data for the past five years, provide the data for the years

Plan: 353

2007-08 Prograrm
Program: Accredr
Unit: Planning & RE
Area: President

After you insert your image,
click here to view the image

Thiz program provides support (clerical, staffing and data) and co
accreditation process. This includes the college self-study, site wid

acteristics, Performance, and Trends

o | @& o plan meru A7 and mid-cycle reporting, addressing accreditation recormnmendatid

ol : = [SLOz)at the courss, program and col
@ THZ Plan Click and drag image into  [ion process, this program functions to i
B-£3 Adrministration the section accreditation standards.

E+5 External I

] 20Te 1 (194) In terms of performance and trends, the accreditation is very rigi
..... [ Plan Team standards to which the college must docwment its compliance and
..... [ Participation self-study, mid-cycle and anual reports to docurnent the perform
..... [} Check far Errors/Submit Plan efforts to coordinate the accreditation processes.

=3 Sections from Previous Flan

..... 7 Mission Staternent For the past four vears, the most noteworthy trend for the acored
..... B Overarching Outcomes the change from a once-gusru_sivwazes avant fanon stop year-|
----- ) [Characteristics, Perfarmance, and Trends | |Step of this change was Example of an image equired t
----- i strengths and weaknesses ongoing planning proce inserted into a section ocess. TH
..... 7 opportunities and Challenges all courses, programs a s student |

----- 4 Ewaluation of Performance added to the year—round

----- 7] 3-5 Year Strategic Directions

[H-{] Goal 1 . .
B-C] Goal 2 <EF "table 1 (194" >

[H{ ] Goal 3
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