User Guide for Weave 4.0 Assessment Reporting System

Texas A&M University-Corpus Christt

Office of Assessment, Accreditation, & Compliance



For more information about the assessment process or for assistance with Weave 4.0, please contact
Bryan Baker, Institutional Effectiveness Officer and SACSCOC Liaison, at:

brvan.baker@tamucc.edu

Additional information on assessment and the assessment process at
Texas A&M University-Corpus Christi can be found at:

http://assessment.tamucc.edu
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Introduction

he primary purpose of this guide is to act as a resource for faculty, staff, and
administrators who will be using the Weave assessment reporting system to complete
their respective unit’s annual assessment report. The document is organized by task.

Things to Know Before You Begin

1. Almostall text in your assessment report can be edited by simply clicking it. Once the text
is selected, it will appear in an editable textbox. After you have made the needed changes
to the text, clicking outside the textbox will save changes. More information regarding this
is included in each of the sections related to the adding and editing of items in the Weave
system.

2 Neatly any item in your assessment report can be deleted. This is done by clicking the three
dots to the right of the item (shownbelow). Items deleted cannot be recovered.

Outcomes +
110utcome Demonstrate reflective thought and analysis in ethical decision making. ~ O
DESCRIPTION O Delete

Student employees will be able to effectively demonstrate reflective thought and analysis in ethical decision making.

3. Assessment plans are independent by cycle. For example, making changes to a unit’s
report will not impact reports from previous cycles.

Please contact Bryan Baker at bryan.baker@tamucc.edu or x2723 if you are
considering any major revisions or deletions to your report.

Logging in to Weave

1. Inorderto login to Weave, firstgo to https://app.weaveeducation.com/login/tamucc

2 Yourusername is your IslandID and your password is the same as the one associated with
your IslandID. This is the username and password you use to access your work computer
or email. If you have forgotten your IslandID and/or password, please contact I'T at
x2692.
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3 Once you have successfully logged in to the system, you will be taken to the
Dashboard page.

DASHBOARD PROJECTS CREDENTIALS

Dashboard
Assessment Project Statuses v Any Raporting Pariod v All Projects v Any Reporting Period v
S At Asssssant Projects 6 Outcomes 1109 Measures Missing
1/) with
Measures
282 2 - Training Supnort
x Measures
1% with
Targets 2.7 - Agcurate monthly accounting statements
Targets
0 ) 0 0% with 2.2 - Meet all financial and reporting obligations of university
Findings Accounting Sonices 20%
xted v Pre ’ 2
Your Team Stats AnvPerod v Announcement Feed + Adg Announcement
% Woelcome to Weave Apr4 2019 i

This is the Weave announcement feed. Occasionally we will post information about upcoming webinars and ary Weave related news we think you

should hear from us. Your instilution feadership can also post important information Lo share with all account users at your organization




Navigating Weave

All actions that you will take in editing or completing an assessment report will be done
through the Projects page. To get to this page, select the Projects menu item at the top of the

page.

DASHBOARD PROJECTS CREDENTIALS REPORTS ﬂ @ @ Bryan Baker ~

Dashboard
Assessment Project Statuses e Any Reporting Penad v All Projects v Any Hegorting Period v
Status of Assessment Projects ' Outcomes 1109 Measures Missing
1% with
Measures
282 22 -Training Support
5 JNTING Services 2019-2020
Measures
1% with ¢
largets 22 monthly accounting st.
Accouming Servies 201202
Targets » i 4
0 0 0 0% with 2 - Meet all financial and reporting obligations of university
Findings tirg Servies 2019-2020
ot Stane AP resnal Revie ete
Your Team Stats Any Period v Announcement Feed + Add Announcement
&g’ Welcome to Weave Apr4. 2019 i
This is the Weave announcement feed. Occasionally we will poast information about upcoming webinars and any Weave related news we think you

should hear from us. Your institution leadership can also post important information to share with all account users at your organization




This will take you to a page that lists all the assessment reporting units that you have access to
in the system. To access a unit’s report, click the name of the unit.

Weave DASHBOARD  PROJECTS ~ CREDENTIALS  REPORTS a @ & Bryan Baker ~
P roj e Cts 4+ Create New Project
¥ university center ShowOnly  Assigned to you Assessment Accreditation Program Review
Filter by Reporting Period -
Title Year Type
University Center 2019-2020 Assessment

Rows per page 10 v

This will take you to the unit’s Assessment Workspace page which contains the
components of the unit’s assessment report. All work done in Weave related to the
assessment report is completed within this page.




Assessment Workspace

The Assessment Workspace page is divided into three sections (as shown below):

e User Permissions (Outlined below in red): This section shows what users have
access to the report. If any additional individuals need access to the report, please
contact Bryan Baker at bryan.baker@tamucc.edu or x2723.

e Assessment Report (Outlined below in orange): This section is where the actual
work on your assessment report will take place.

e Outline View (Outlined below in yellow): This section acts as a sort of Table of
Contents for your report. It presents the Goals, Outcomes, and Measures included
in your report. From the Outline View, you can rearrange the order of your Goals,
Outcomes, and Measures. You can also use this section as an easy way to navigate
your assessment report by simply clicking on one of the Goals, Outcomes, or
Measures. By doing this, the page will scroll to the section of the report that
contains the item you clicked on in the Outline View.

Team (8) Goals + I< >1  Outline View
Add Team Member 1Goal Provide facilities and programs which encourage learning, growth, and leadership. ~ Easily navigate with cards or drag and re-order
items from within Outline View.
DESCRIPTION
Provide facilities and programs which encourage learning, growth, and leadership. o Goal
VIEW BY:ALL
o Outcome
#  EDIT ACCESS (5) o Measure
Outcomes +
Amanda Drum
110utcome Demonstrate reflective thought and analysis in ethical decision making ~ 1 —
Lisa Perez. - Provide facilities and programs
DESCRIPTION
which encourage learning,
Ricardo Reyes Student employees will be able to effectively demonstrate reflective thought and analysis in ethical decision making. growth, and leadership.
Stephanie Box
Supported Initiatives (0) +
11 =
VP -SEAS
L Action Plan A : Demonstrate reflective
4 EDITACCESS thought and analysis in
DESCRIPTION ethical decision making... 3
ADMINISTRATORS (3) °
Create a new department strategic plan once the university releases the updated strategic plan.
= . 111 =
BUDGET SOURCE AMOUN DUE DATE STATUS
Planned . Division Student
Enter text $0.00 5/31/2021 Employee Training? 3
Ethical .. -
ADD ACTION ITEM
s 112 =

The following sections of this document explain how to navigate and use the Projects page to
complete your annual assessment report.
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Section

Goals

Creating Goals in Weave

1 To createa Goal in Weave, click the + symbol beside Goals.

Goals @

1Goal Provide facilities and programs which encourage learning, growth, and leadership. s H

DESCRIPTICN

Provide facilities and pragrams which encourage learning, growth, and leadership.

Qutcomes +
1.10utcome Demonstrate reflective thought and analysis in ethical decision making. s H

DESCRIPTION

Student employees will be able to effectively demonstrate reflective thought and analysis in ethical decision making.

2 The Weave system will automatically scroll the page down to the location of the new
goal.




3 To enter the condensed description and description of the goal, click the text.

DESCRIPTION

Qutcomes +

4 You can now enter thetext for the goal.

4 Goal

DESCRIPTION

Enter text
Qutcomes +

5 Once the text has beenentered for either the condensed description or description,
you can save the text by clicking outside of the text box. The text has now been
automatically saved.

4 Go@le Condensed Description of Goal > ~ :

DESCRIFTION

< Sample Description of Goal >

Qutcomes +




Editing Goals in Weave

1. Click the text of the Goal that you want to edit (e.g. description, condensed description)

4 Go@le Condensed Description of Goal > Ca :

DESCRIPTION

< Sample Description of Goal >

Outcomes

2. You can now edit the text you selected.

4 Goal Sample Condensed Description of Goa‘

DESCRIPTION

Sample Description of Goal

Outcomes

3. To save the changes, click outside of the text box.

4 Goal Sample Condensed Description of Goal. additional te>d|

DESCRIPTION

Sample Description of Goal

Outcomes

4. Your change has now been saved.

4 Goal Sample Condensed Description of Goal. additional text A

DESCRIPTION

Sample Description of Goal

Outcomes




Section

Outcomes

Creating Outcomes in Weave

1. Click the + symbol beside Outcomes.

Note: Each individual Goal has an Outcomes section where you can add new
Outcomes, so be sure that you are adding the Outcome under the appropriate Goal.

Outcomes @

1.1 0Outcome Demonstrate reflective thought and analysis in ethical decision making. ~ :

DESCRIPTION

Student employees will be able to effectively demonstrate reflective thought and analysis in ethical decision making.
2. Select Project Level. This will create a new Outcome.

Outcomes +

1.10utcome Demonstrate reflective thought and analysis in ethical decision making. Program Level

DESCRIPTION

Student employees will be able to effectively demonstrate reflective thought and analysis in ethical decision making.




1. The Weave system should automatically scroll the page down to the location of the new
Outcome.

1.7 Outcome Enter Text

DESCRIPTION

Enter text

2. To enter the condensed description and description of the outcome, click the text.

3. You can now enter the text.

1.7 Outcome |

4. Once the text has beenentered for either the condensed description or description,
you can save the text by clicking outside of the text box. The text has now been
automatically saved.

1.7 Outcome Sample Condensed Description of Qutcome

DESCRIPTION

Sample Description of Outcome

10



Editing Outcomes in Weave

1. Click the text of the Outcome that you want to edit (e.g. description, condensed description)

1.7 Outcomdlfgesmple Condensed Description of Qutcome £ H

DESCRIPTION

ample Description of Qutcome

2. You can now edit the text you selected.

1.7 Outcome Sample Condensed Description of Outcome ~ :

DESCRIPTION

Sample Description of Outcome)

3. To save the changes, click outside of the text box.

1.7 Outcome Sample Condensed Description of Qutcome ~

DESCRIPTION

Sample Description of Outcome. Additional text

11



Section

Measures

Adding Measures in Weave

1. Once you have expanded the Outcome that you want to add a Measure for, click on the
Add Measure button.
1.2 Outcome Understand others whose backgrounds differ from their own A~ H

DESCRIPTION

Students participating in UCSA programs will be able to understand others whose backgrounds differ from their own.

Supported Initiatives (0) +

Action Plan

Measures G

2 The Weave system will move the screen to the new Measure. Click on the text boxes for the
description and condensed description to add text.

12.4 I"Ieasu ~ H

DESCRIPTION

12



3 Once text has been added, click away from the text box to save your changes.

1.2.4 Measure

DESCRIPTION

Enter text

12.4 Measure Sample Condensed Description

13



Editing Measures in Weave

1. To editan existing Measure in Weave, you should first expand the items within the Projects
page. This can be done by cither (a) clicking the Expand All button or (b) clicking on the
individual arrow next to whichever Goal houses the Measure that you want to edit.

Note: If you go with (b), you will also need to expand the Outcome that the new Measure
will be associated with.

2. Each Measure is located directly underneath itsassociated Outcome.

3. Click the text of the Measure that you want to edit (e.g. description, condensed description

1.5 Outcome Identify risk management practices and justify why it is an appropriate solution. ~

DESCRIPTION

Students will identify risk management practices to implement and justify why it is an applicable solution.

Supported Initiatives (0)

Action Plan

+ o+ o+

Measures
1.5.1Measure Risk Management Matrix

DESCRIPTION

University Center student employees will complete a risk management matrix based on a provided scenario.

1.5 Outcome  Identify risk management practices and justify why it is an appropriate solution. ~

DESCRIPTION

Students will identify risk management practices to implement and justify why it is an applicable solution.

Supported Initiatives (0)

Action Plan

+ |+ |+

Measures

1.5.1 Measureff Risk Management Matrix A H
DESCRIPTION
University Center student employees will complete a risk management matrix based on a provided scenario.

14



4. You can now edit the text you selected.

Measures
1.5.1 Measure  Risk Management Matri){

DESCRIPTION

University Center student employees will complete a risk management matrix based on a provided scenario.

5. To save the changes, click outside of the text box.

Measures
1.5.1Measure Risk Management Matrix. Additional text

DESCRIPTION

University Center student employees will complete a risk management matrix based on a provided scenario.

15



Section

Targets

Adding Targets in Weave

1. To create a Target in Weave, you should first expand the items within the Projects page.
This can be done by either (a) clicking the Expand All button or (b) clicking on the
individual arrow next to whichever Goal houses the Measure you want your new Target to
be associated with.

Note: If you go with (b), you will also need to expand the Outcome and then the Measure
that the new Target will be associated with.

2 Once you have expanded the Measure that you want to add a Measure for, click on the Add
Target button.

Measures =+
2.21Measure  Skyfactor Survey (Formerly EBI) - UC s a place to get involved ~

DESCRIPTION

To what extent do you agree or disagree that the College Union: Is a place to get involved in campus life? (Question 31)

Targets (1) e

16



3. The Weave system will move the screen to the new Target. Click on the text boxes for the
description and condensed description to add text.

2212 ~

STATUS
DESCRIPTION

TARGET

FINDING

Enter text
ANALYSIS
Enter text
4. Once text has been added, click away from the text box to save your changes. Note: The Noz Set’in the
Target section will be addressed under the ‘Setting Target Status’ section of the guide. This is the Target
Status, which is currently “NotSet.”
2212 ~ H
DESCRIPTION STATUS
Sample Target Description Not Set e
TARGET
Enter text

17



Editing Targets in Weave

1. To edita Target in Weave, you should first expand the items within the Projects page. This
can be done by either (a) clicking the Expand All button or (b) clicking on the individual
arrow next to whichever Goal houses the Target you will be editing.

Note: If you go with (b), you will also need to expand the Outcome and then the Measure
where the Target is housed.

2 Once you have expanded the Measure that houses the Target you want to edit, click on the
text of thetarget.

2.22 Measure Skyfactor Survey (Formerly EBI) - Opportunities for Leadership Role

DESCRIPTION

To what extent do College Union activities: Provide opportunities for you to assume a leadership role? (Question 42).

Targets (1) -+
2221 ~

STATUS

DESCRIPTION
Score »= 4.0 on 7 point scale Met

TARGET

Score »= 4.0 on 7 point scale

18



2.2.2 Measure Skyfactor Survey (Formerly EBI) - Opportunities for Leadership Role

DESCRIPTI

To what extent do College Union activities: Provide opportunities for you to assume a leadership role? (Question 42).

Targets (

222 Measure Skyfactor Survey (Formerly EBI) - Opportunities for Leadership Role

DESCRIPTIO|

To what extent do College Union activities: Provide opportunities for you to assume a leadership role? (Question 42).

Targets (1)

3. To save the changes, click outside of the text box.

ON

1

2221

DESCRIPTION

Scare »>= 4.0 on 7 point scale. Additional text|

TARGET

Score »= 4.0 on 7 point scale

N

2221
DESCRIPTION

Score >= 4.0 on 7 point scale. Additional text

TARGET

Score >= 4.0 on 7 point scale

STATUS

Met

STATUS

Met

19



Section

Findings

Adding Findings in Weave

1. To add Findings in Weave, you should first expand the items within the Projects page. This
can be done by either (a) clicking the Expand All button or (b) clicking on the individual
arrow next to whichever Goal houses the Measure you want your new Target to be
associated with.

Note: If you go with (b), you will also need to expand the Outcome and then the Measure
that the Finding will be associated with.

2 Click on the text directly below Findings to add your text.

1122 ~

STATUS
DESCRIPTION

Average Score >=3 Not Set -

TARGET

Average Score »=3

FINDING

TARGET

Average Score »=3

FINDING

|E'1terte><t

20



3. Click outside of the text box to save your text.

STATUS
DESCRIPTION

Average Score »= 3 Not Set -

TARGET

Average Score >= 3

FINDING

Sample finding

Setting Target Status

1. To set the Target Status for each finding, click on the Target Status dropdown.

STATUS
DESCRIPTION

Average Score>=3 Not Set -

TARGET

Average Score>=3

FINDING

Sample finding

2. From the dropdown menu, select the TargetStatus.

1122 ~ H

STATUS
DESCRIPTION

Average Score »= 3 Nothing Entered

TARGET Not Reported this Period
Average Score»=3
Not Met
FINDING
Partially Met
Sample finding
Met

21



Section

Action Plans

Creating Action Plans

1. When a target is not met or partially met, an action plan is required. To create an action
plan, go directly under the Outcome where the target was not met. Click the Add Action
Plan button.

12 Qutcome Understand others whose backgrounds differ from their own ~ =

DESCRIPTION

Students participating in UCSA programs will be able to understand others whose backgrounds differ from their own.

Supported Initiatives (0) =+
Action Plan +
Measures —+
121 Measure Skyfactor Survey (Formerly EBI) - Understanding Others ~ H

DESCRIPTION

Question #37: To what extent do College Union activities: Expand understanding of others whose backgrounds differ from yours.

22



2. An Action Plan section will be added to your assessment report. Select
the Implementation Status of the ActionPlan.

12 Outcome Understand others whose backgrounds differ from their own ~ g

DESCRIPTION

Students participating in UCSA programs will be able to understand others whose backgrounds differ from their own.

Supported Initiatives (0) +
Action Plan e
Measures +

1.2.1 Measure Skyfactor Survey (Formerly EBI) - Understanding Others ~ :

DESCRIPTION

Question #37: To what extent do College Union activities: Expand understanding of others whose backgrounds differ from yours.

[SN]

. Click on the text to add a description of the Action Plan.

Action Plan A H

DESCRIPTION

Enter text
BUDGET SOURCE AMOUNT DUE DATE STATUS
Enter text $0.00 —f—/-—- -

+ ADD ACTION ITEM

ACTION ITEMS (0) CREATED DUE STATUS

23



4. Add the Due Date, Budget Source (optional), and DollarAmount (optional)

Action Plan ~
DESCRIPTION
BUDGET SOURCE

Enter text

<+ ADD ACTION ITEM

ACTION ITEMS (0)

Action Plan ~

DESCRIPTION

Enter text

BUDGET SOURCE

Enter text

<+ ADDACTIONITEM

ACTION ITEMS (0}

Action Plan ~

DESCRIPTION

Enter text

BUDGET SOURCE

<+ ADD ACTION ITEM

ACTION ITEMS (0)

AMOUNT

$0.00

AMOUNT

$0.00

AMOUNT

DUE DATE
—f—f
CREATED
DUE DATE
A —
CREATED
DUE DATE

CREATED

STATUS
v
DUE STATUS
cTATIIS
Planned
Complete
In Progress
DUE STATUS
STATUS
DUE STATUS

24



5. Add Action Items, as needed. Note: There can only be one action plan per outcome, so
units that need multiple action plans for one outcome should include each action plan as
an actionitem.

Action Plan ~

DESCRIPTION

Enter text

BUDGET SOURCE AMOUNT DUE DATE STATUS

Enter text $0.00 - i

+ ADD ACTION ITEM

ACTION ITEMS (0) CREATED DUE STATUS

25



Section

Analysis

The analysis questions are to be completed in the Continuous Improvement Report template,
not in Weave.

The Continuous Improvement Report template can be accessed at
http:/ /assessment.tamucc.edu/ cirtemplate.docx

Completed reports should be attached in Weave (See Section 8 on Attaching Documentation)

26
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Section

Attaching Documentation

To attach documentation to your assessment report in Weave, scroll to the bottom of the
Projects page that houses your unit’s assessment report. You can either click Browse to
select which file(s) to upload or you can drag and drop the file(s). Note: Attached documents
will be listed under Project Attachments as whatever their file name is, so please ensure that
the file names are clear.

Description

University Center Service & Satisfaction Survey - Customer Service

Targets VAGd Target

85% of facility users surveyed will rate the customer service by the University Center Staff as excellent. Additional text

214l Not Set

Target

85% of facility users surveyed will rate the customer service by the University Center Staff as excellent. Additional text

Finding
Nothing Entered
Analysis
Nothing Entered
View and add Action Plans
22 Promote involvement in programs, activities, and other services to campus community i v
3 Develop and manage resources to efficiently and effectively achieve the mission of the department i v

Project Attachments

raq and drop your files here or browse for files from your computer

27



Section

Finalizing Assessment Report

When you have completed your assessment report, update its status. The status is located
at the top right of the Assessment Workspace page.

é Weave- DASHBOARD PROJECTS

Projects / Assessment / University Center / 2019-2020

University Center 2019-2020

CREDENTIALS REPORTS

@ STATUS

=R

Clicking on this brings up a dropdown menu where you can then select the status of your
project. Note: Leadership of your division or department may have internal review
procedures in place, so please contact them to see if the status should be set to ‘Internal
Review’ prior to being set as ‘Complete’.

STATUS

Not Started

v

Not Started
All projects start
with this status
until content is
added.

In Progress
Update your project
to this status when
content is added.

Internal
Review

Update your
Response to this
Status to let your
Team know that it's
complete and ready
for Internal Review.

Complete
Update your project
to this status to
indicate it is
complete and ready
for final review.
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Section

Generating Reports

You can generate reports in the Weave system that can be printed out or saved as pdf
files.

1. To generate reports in Weave, first select the Reports item from the top menu.

DASHBOARD PROJECTS CREDENTIALS REPORTS

2. For type of report, select Assessment. Then click the Create New Report button.

Select type of report

Assessment

Create New Report View Saved Reports

29



On the next page, you need to select Report Format and give the report you are
generating a title. Executive Summary and Report Description are optional on this

page. Click Next.

o
Create new report

REPORT FORMAT

Select Report Type
Report title

Executive Summary (500 character max)

Report description (Will not be included in report - for internal use only)

Back

4. Weave will list the units that you have access to in the system. Select which unit(s)

you want included in the generated report. Click Next.

30



5. Select which elements you want included in your generated report. Click Compile
Report at the bottom of the page.

Select elements for the report

Report Elements
Cover Page
' Loge on Cover Page
o/ Executive Summary
 Datestamp
Table of Contents
Project Elements
o Goals
¥ Outcomes
« Supported Initiatives
« Action Plan
o Measures
 Targets
o/ Findings
o Analysis of Finding

& Attachments

Back Compile Report

6. The generated report will be presented. It can be saved by clicking the Save button at
the bottom of the screen.
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