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Section VIII: Editing an Existing Outcome Assessment Goal in the Plans Tab
This section includes:
Editing an Existing Outcome Assessment Goal
Upward Relationships for an Existing Outcome Assessment Goal in the Plans Tab
Downward Relationships for an Existing Outcome Assessment Goal in the Plans Tab
Summary of Relationships
The Read View

Editing an Existing Outcome Assessment Goal
To begin the process of editing an Outcome Assessment Goal, the user can begin on the Dashboard
(home) Tab or Plans Tab. In order to edit an Outcome Assessment Goal in the 1) Plans Tab, it is first
necessary to change the plan item to 2)
for the 3) academic year desired while
ensuring that the user is still in their 4) own department in the organizational tree. Click on 2)
.
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Clicking
populates the plan items with the Outcome Assessment Goals and the
Outcomes Assessment Objectives for the user’s department as shown in the next screen shot. The left side
of the screen shows that the user is in the 1) AY 2019-2020 planning year shown both in the upper left and
at the right for each planning item. The user is currently working with 2)
and is looking
at the 3) Liberal Arts goals and objectives. There are three 4) goals and three 5) objectives in the screen
shot below.
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For this example, the user has clicked on the “19-20 Retention of EDUN, PSYC, and SOCL Liberal Arts
Majors” which is an existing Outcome Assessment Goal so that it may be edited. When the goal is opened,
most of the information below is automatically populated since the goal already existed. Note that the red
identification letters in the list below will be used for throughout this section to refer to the plan items shown.
A. Identifies that this is an Outcomes Assessment Goal Template that is set up in the system and is in
edit mode.
B. Identifies the academic year that is set in the planning system.
C. Identifies the goal number. All goals in a specific department should have a unique number.
D. The actual goal. In this case is deals with retention Liberal Arts students with specific majors. Goals
do not need to be measurable; they may be a general statement as shown in this example.
E. Date ranges set by the system. The user should not change the dates.
F. The progress is blank initially and should not be changed by the user. The Director of IE changes
the progress when items are complete at the end of the planning year.
G. Liberal Arts is responsble for the completion of this goal.
H. Budgets are not populated initially because budgets change from year to year. If new funds are
being requested, then a dollar amount must be entered. If no new funds are being requested, then
“budget currently exists” or “no new funds requested” can be entered. Note that one of the two
situations require that something is entered for this item; it cannot be left blank.
I.

Clicking
will remove the item from the planning system. A dialogue box will open asking the
user if the item should be removed. Once deleted and confirmed, the item cannot be recovered.

J. The
button can be used to open a new window in order to print or check formatting. As
mentioned earlier, the user should be sure that the item has automatically saved by clicking in the
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same window, but outside the editing text box. A check mark inside a green circle will appear
indicating that the item has been saved. After doing this, then click the read view button.
K. Click
when finished editing the item. The item will automatically save and will return the user to
the Plans Tab for the given year and department.
L. The Permissions Tab indicate who is responsible for the planning item – in this case the goal. Note
that permissions for most users are restricted by the administrator.
M. The ↑↓ Related Tab will relate the goal to the institution’s strategic and institutional goals the goal
supports. It will also relate the goal to the objectives that support it. This will be illustrated in the next
section.
N. The History Tab will give a detailed view of past versions of the goal.
O. The assigned responsible user is the specific person responsible for completing the goal is the Dean
of Liberal Arts. Clicking the
will remove the current assigned user.
P. Available users are other individuals within the Campus Labs Planning System that can see the goal
along with their permissions. Clicking the sign next to an individual users’ name will result in the
goal being assigned to that person. Please do not change assignments without first contacting the
Director of IE.
Q. Visibility is whether the item may be viewed by other departments. Please set to public.
Remember, this is an example of a goal that existed in the system so most of the information was
prepopulated. The goal, in most cases, needs just a few edits in order to be considered complete for a given
year. If necessary, users should remember to edit the C) goal number, D) the actual goal, and the H) budget
information. Any L) and O-P) Permissions changes that need to be made will require a discussion with the
Director of IE. When complete, click
.
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Assigned user.
Clicking the
will
remove the current
assigned user.

E
Dates are set by the system.
Please do not change.
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Available users in
the system.
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Clicking the
next to an
individual’s name
will assign the
goal to that user.

Progress should be left blank.
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Budget may not be left blank.
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Contact the
Director of IE prior
to making any
changes.
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Upward Relationships for an Existing Outcome Assessment Goal in the Plans Tab
After the Outcome Assessment Goal has been edited, two further steps are needed prior to submitting it to
the Director of IE to be reviewed. Outcome Assessment Goals must be related to institutional and strategic
goals that the department goal supports and related to the Outcome Assessment Objective that support
them. Please note that this step is completed after the goal is edited and saved.
After saving, click the M) ↑↓ Related Tab on the right side of the screen from the screen shot above. The
screen shot below will open. To relate the departmental goal R) upward to institutional and strategic goals,
click “+Supports”. To related to departmental objectives, click “+Supported By”.
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Relating upward to
institutional and
strategic goals.
Click “+Supports”

Relating downward
to departmental
objectives.
Click “+Supported
By”

This area in editing mode
and may be updated if
needed.

Clicking “+Supports” above takes the user to a Related Up Screen as shown below. Because institutional
and strategic goals are in the Strategic Plan section of planning, it will be necessary to choose the T)
in the Assessment Plan drop down to change to the strategic plans section (see screen
show below). Be sure that the U) academic year is the current year being edited and that the V)
organizational chart has LSU Eunice selected.

Verify that the academic year is the same being edited from above.

U
T
V

Click Assessment Plan drop
down and choose Strategic Plan.
Verify that the organizational
chart has LSU Eunice selected.

Once all settings are correct and the user clicks on the T)
in the Assessment Plan drop
down, the screen below will be populated with LSU Eunice’s W) current strategic goals.5 The current U)
academic year and place in the V) organizational chart will be maintained.
Users should now choose the appropriate W) institutional and/or strategic goals that apply to their
departmental goal by clicking on the . For this example, only strategic goals are listed so the user must
choose at least one. In the case where both institutional and strategic goals appear, then it is important to

Please note that LSU Eunice’s institutional and strategic goals are currently under review. Currently, the
administration is using only strategic goals in the planning system; however, this is likely to change to both institutional
and strategic goals in the future.
5
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choose at least one from both types of goals. As the user clicks the
under X) connects up.

, the strategic goals will populate

Title reflects the goal being completed.

X

U
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After clicking the
, strategic goals
will populate in
this area.

V
Click the
to
relate the
current goal to
LSU Eunice’s
strategic goal.

W

The user must
choose at least
one.

After the is clicked from the screen shot above, a
will indicate that it was selected (see screen shot
below). The dean did not choose one of the strategic goals as indicated by the sign. Note that the
strategic goals have now populated the X) Connects Up section. Any strategic goals that should not be in
the X) connected up section may be removed by clicking on the . When finished, click
in the
lower right corner.

Title reflects the goal and
year being completed.
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X

After clicking the
, strategic goals
will populate in
this area.
The user
chose to
relate this
goal to #1, 2,
and 4 of LSU
Eunice’s
strategic
goals as
indicated by
the
.

W

When finished,
click
to return to the
goal.
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Clicking on
takes the user back to the goal as indicated below. The strategic relationships are
now related on the right side. Users should notice that the R) strategic goals selected are on the M) ↑↓
Related Tab for the E) given year indicated. Next, to add downward relationships to the departmental
objectives, click on S) “+Supported By”.

Title reflects the goal and
year being completed.
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Downward Relationships for an Existing Outcome Assessment Goal in the Plans Tab
Clicking on “+Supported By” results in the screen shot below for U) the academic year being edited and the
assessment plan section of T)
. The user should verify that the V) organizational chart
has landed on the department being edited. If not, the user will need to click through the V) organizational
chart down to their own department because the window may open with LSU Eunice indicated. The LSU
Eunice level of the organizational chart has no objectives. At least one departmental objective must be
related to the goal being edited by clicking on the . In this case, goal 4.1 noted by the
has been
selected and is populated in the S) connected down section. When finished, click
.
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Title reflects the goal and year being completed.
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Clicking on the
button will return the user to goal 4 keeping in mind that it is still in M) edit
mode and with the ↑↓ Related Tab selected. The R) upward relationships are now shown on the right along
with the S) downward relationships. The user may now click K)
if everything is completed or J) if the
item has been saved and a print copy is desired.
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Summary of Relationships
A summary of the relationships just created is shown in the figure below. Both circumstances are valid in
that the department goals and objectives flow from the mission of the institution and both flow upward to
support the mission.

LSU Eunice Mission

LSU Eunice Mission
Institutional Level

LSU Eunice Strategic Goals

LSU Eunice Strategic Goals

Departmental Goal
Outcome Assessment Goal

Departmental Goal
Outcome Assessment Goal
Departmental
Level

Department Objective
Outcome Assessment Objective

Department Objective
Outcome Assessment Objective

The Read View
Clicking the J)
from the screen shot above displays as shown in the screen shot below. This
Outcome Assessment Goal is ready for review by the Director of IE once its Outcome Assessment
Objectives are completed for this goal.
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