Program Review User Guide for Faculty and Department Chairs

Using Compliance Assist

This is a quick step-by-step guide on using the Compliance Assist module of Anthology to enter
various reports for your program review.

campuslabs «3.
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Part One: Overview of Compliance Assist

Steps 1 and 2:

The easiest way to access campus labs is through our campus portal. Go to
https://my.csusb.edu/default/mycoyote, scroll down, click on “Collaborate,” then select “Campus Labs.” The
Campus Labs platform will now open in a new tab.

#) myCoyote x  +

& 3 C @ mycsusbedu/default/mycoyote/index

Personal Messages My Academics My Personal Information My Employment

Directly access your personal Student Center, Faculty Center, View and/or update items such as Time & Attendance, Benefits,

messages. Advisor Center, Navigate, and related your email addresses, phone Paycheck, Travel, CSULearn, Linkedin
student, faculty, and staff services numbers, and addresses Learning, and more

My Financials Library Resources Collaborate Administrative Systems
Conf PeopleSoft CS, PeopleSoft HR,
ualtrics CSYOU, CFS, CFS DW, EMS, and
more

Make a Payment, M Find books, articles, media,
Activity, OneCard B: textbooks, reserve study rooms, and
‘CSUSB Scholarship Site more.

'@

N

University Life Campus Directory Technical Assistance CSUSB Alert

Join campus organizations and view Search for faculty and staff contact The Technology Support Center is An emergency notification system

Campus Nnews information the one-stop shop for your university capable of rapidly sending text, voice
technology needs and email messages
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Step 2

For program review, we will use the Compliance Assist module. Click on Compliance Assist.

#) Collaborate X The Campus Labs Platform X o+

C & csusb.campuslabs.com/home/

campuslabs s | »

California State University - San Bernardino

campu
med decisio

Conni
plann

@ Need Help? Visit our Support Center for articles, webinars, and other resources!

Step 3:

Click on Program Review.

& Home | Compliance Assist| Calit- X +

<« C @ csusb.compliance-assist.com

[ Landing Site Welcome, Faika Lore | Log Out

campuslabs e

Welcome
Welcome to your institution''s Compliance Assist site.

Available Web Sites

California State University - San Berardino Home Page Powered by Anthology, Inc.
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Step 4:

Welcome to the main page for Program Review! Our 5-year cycle and calendar are on the left, and the “help”
feature on the top-right takes you to Anthology’s support page.

Overview | Program Review [ Cal X 4=

< C @ csusb.compliance-assist.com/program-review/index.aspx

[¥) Program Review Welcome, Faika Lore | Ses \ | Help | Log Out

by campuslabs <+

[®] College of Arts and Letters > Liberal Studies, BA

< Welcome
Program Review

Information . .
« University Overview We\cﬂr_ﬁe to th.e Program Review module in Anthology,
. . formerly known as Campus Labs. I am excited about
» 5-Year Cycle and CSUSB's efforts to cultivate a culture of continuous
Calendar improvement. The academic program review process is
an essential component in these efforts and helps to
ensure student learning and readiness. It provides a
beneficial opportunity for us to assess program quality
Site Information and facilities program improvement. This innovative and
» Technical Requirements exciting tool will help to simplify this rigorous
examination and valuation. Thank you for your time and

= Technical Support R e
contributions to this important process.

Shari McMazhan, Ph.D.
Provost & Vice President
Academic Affairs

Site Map | California State University - San Bernardine Home Page Powered by Anthology, Inc.

Step 5:

To access your program’s reporting section, click on the drop-down menu and choose your college.

ogram Review |Call X |+
< C & csusbcompliance assist.com/program review/index aspx

[®) Program Review Welcome, Faika Lore | Search % | Help | Log Out

:vw: 3

by campuslabs -3

5 ollege of Arts and Letters > Liberal Studies, BA

Program R

Informatiom
Welcome to the Program Review module in Anthology,
- formerly knewn as Campus Labs. I am excited about
= Calendar CSUSB's efforts to cultivate a culture of continuous
= Leadership Team improvement. The academic program review process is
an essential component in these efforts and helps to
ensure student learning and readiness. It provides a
beneficial opportunity for us to assess program quality
Site Information and facilities pregram improvement. This innovative and
= MNavigating This Site exciting tool will help to simplify this rigorous
examination and valuation. Thank you for your time and
contributions to this important process

« University Overview

= Technical Requirements
= Technical Support

Shari McMahan, Ph.D.
Provost & Vice President
Academic Affairs

Site Map | California State University - San Bemardino Home Page Powered by Anthology, Inc.
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Step 6:

Then, choose your program from the second drop-down menu.

[¥] Program Review

Welcome, Faika Lore | Search % | Help | Log Out

y campuslabs s ‘

[*] College of Social and Behavioral Sciences > ¥ rsychology, BA [¥] Options

Program Review
Information
* University Overview
* 5-Year Cycle and
Calendar

Site Information
* Technical Requirements
* Technical Support

Welcome

Welcome to the Program Review module in Anthology,
formerly known as Campus Labs. I am excited about
CSUSB's efforts to cultivate a culture of continuous
improvement. The academic program review process is
an essential component in these efforts and helps to
ensure student learning and readiness. It provides a
beneficial opportunity for us to assess program quality
and facilities program improvement. This innovative and
exciting tool will help to simplify this rigorous
examination and valuation. Thank you for your time and
contributions to this important process.

Shari McMahan, Ph.D.
Provost & Vice President
Academic Affairs

Site Map | California State University - San Bernardino Home Page Powered by Anthology,

Step 7:

Inc.

You will see four separate tabs for reporting and a Document Directly for storing documents and reports. All
sections are organized in order of the review process and contain sections for specific reporting. Click on the
link in the tab to provide information.

red by campuslabs <.

[*] College of Social and Behavioral Sciences > [*] Psychology, BA Options

List of External Reviewers Self-Study

Review Reports Action Plan Document Directory

Ranked List of External Reviewers -

Site Map | California State University - San Bernardino Home Page

Powered by Anthology, Inc.
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Step 8:

Writing and making edits in Compliance Assist is similar to using a Word document. To edit,

“options” drop-down menu, and then click “edit item.”

y campuslabs «:

[¥] College of Social and Behavioral Sciences > [¥] Psychology, BA

List of External Reviewers Self-Study Review Reports Action Plan Document Directory

Due Date: 9/15/2021

Directions

Department/Program: Please write in your ranked list of external reviewers, and attach their Resume/CV. Due August.

The University Academic Program Review Committee will then provide their recommendation. Due September.

Ranked List of External Reviewers
Please write in your ranked list of external reviewers, and attach their Resume/CV. Due August.

Recommendations from Program Review Committee
Please provide your recommendations. Due September.

Site Map | California State University - San Bernardino Home Page

click on the

Edit Item

Copy Item

Check-out

il

Printable File

sl

Manage Site Structure

Credentials Rosters

& | e

Users

Powered by Anthology, Inc.
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Step 9:

Once in editing mode, type in your recommendations. Part Three will teach how to upload documents, such as
CV/Resumes, into the Document Directory and then link them to your body of text.

Eelf-Study Review Reports Actian Plan Cacument Directory

# Edit Item Ranked List of External Reviewers [Edic | [ Preview | [ Activity Log | [ Permissions |

Save Save & Close Cancel

A:|Ranksd List of Extemnal R

Due Date: | 3/15/2021 =

Directions
ERSE I EELI.SIE
e B PHA T B

Department/Program: Please write in your ranked list of exrernal reviewers, and artach their Resume/CV. Due August.

The University Academic Program Rewview Committee will then provide their recommendation. Due Seprember.

o Design | €3 HTRAL Words: 28 Characters: 226

Ranked List of External Reviewers
B u.uls.:- o R R [
"7‘ : XY =t 3 02 B S| custominis =] B

Plﬂase wirite in your lanked list of extnrnal reviewers, and attach their Resume/CV. Due August.

These are text boxes

4 Design | £ HTML Words: 20 Chamcters: 125

P = RernoveSlemant

Recommendations from Program Review Committee
_a_f_].l_uu EERES RE 22 2 A& oW K Homal -k
- L AE D88 6005

F'Iease prctwde your r\emmmer':la‘tmn; Due 5-=pter"|h=r

CSUSB Office of Academic Programs, 9.13.2021
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Step 10:

The final step! Save and check the item back in. This is similar to checking out a library book: when editing an
item, you have “checked it out,” and once you “check it back in,” you are returning it so others can “borrow”
the item and contribute to it as well.

E Program Review Welcome, Faika Lore | Search % | Help | Log Out

y campuslabs <3

Home [*] College of Social and Behavioral Sciences [¥] Psychology, BA [¥] Options

List of External Reviewers Self-Study Review Reports Action Plan Document Directory

-# Edit Item Ranked List of External Reviewers [ear | [ e (e
Save Save & Close Cancel

A: |Ranked List of External R9\|

Due Date: | 9/15/2021

Directions

lB_{H* == == " Checked Out

l ) - (- e [ v 34 ﬁ Warning: Do you want to check-in this item?

Department/Program: Please w Check-In Leave Checked-Out ue August.

The University Academic Program Review Committee will then provide their recommendation. Due September.
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Part Two: Self-Study
Your self-study is linked from the Planning module.

E] Program Review Welcome, Faika Lore | Search *\ | Help | Log Out

[¥] College of Social and Behavioral Sciences > [¥] Psychology, BA

List of External Reviewers Self-Study Review Reports Action Plan Document Directory

Due Date: 12/15/2021

Directions
Department/Program: Please use the Planning module to submit your program self-study. Please reference the Planning User Guide on how

to link Planning reports to Compliance Assist.

Self-Study

Please reference:

Sources

2[2021-22 Self-Study Report

Site Map | California State University - San Bernardine Home Page Powered by Anthology, Inc.

Page 11 of 15



Part Three: Uploading Documents into the Document Directory

Using the Document Directly is pretty simple once you get the hang of it. Only PDF documents can be
uploaded since the point is to upload final documents. We already uploaded our new Program Review Policy

for your convenience.

To begin uploading, click on “Options” and then “Manage Files.” Feel free to upload files or create folders by

pressing their respective buttons and organize as you wish.

by campuslabs <.

[¥] College of Social and Behavioral Sciences > [¥] Psychology, BA

List of External Reviewers Self-Study Review Reports Action Plan Document Directory

” 1Document Directory

Manage Files

Copy Document Directory

-TE §-23-2021 - FAM 856.6 - Academic Program Review - Academic Affairs

Site Map | California State University - San Bernardino Home Page

by campuslabs <.

[*] College of Social and Behavioral Sciences > [*] Psychology, BA

List of External Reviewers Self-Study Review Reports Action Plan Document Directory

__1Manage Document Directory

Manage Site Structure

Credentials Rosters

Users

& |ed|kd

1}

Powered by Anthology, Inc.

[] Options

Create folders and upload files below for referencing throughout the accreditation standards. Documents stored below are generally larger in

size (for example, handbooks or catalogs).

Search Q, 4 Add Folder ¥ upload File

- #|Document Directory

------ T8 8-23-2021 - FAM 856.6 - Academic Program Review - Academic Affairs

Site Map | California State University - San Bernardine Home Page

View Activity

Powered by Anthology, Inc.
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To link documents to your reporting sections, in editing mode, scroll down to “Document Directory Sources”
and click on “+ New Document Source.” Then, choose the Document to upload and click on “Add Source.” We
created a test document for demonstrative purposes.

2= A B X[ Nomal | F x|

Ha % = £} - F (D || Custom Links - ‘E‘,|

-]
by
=
L2 {

|
<k | |
o

kel

Please provide your recommendations. Due September.

Z, Design | €3 HTML Words: 6 Characters: 52 .

Document Directory Sources @

= New Document Source
View Edit Delete

Name

No sources have been added. Click the "New Document Source” link above to begin adding sources.

URL Sources
5= New URL Source
View Edit Delet

Name URL

Mo sources have been added. Click the "New URL Source” link above to begin adding sources,

Planning Sources
== New Planning Source & Delete Selected Source

|

No sources have been added. Click the "New Planning Source” link above to begin adding sources.

Save Save & Close Cancel
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Please provide your recommendations. Due September.

New Document Source
-8 8-23-2021 - FAM 856.6 - Academic Program Review - Academic Affairs

i

Add another page
Page Number (optional): E -

Add Source Cancel
f @

=k New Planning Source  §{ Delete Selected Source

Mo sources have been added. Click the "New Planning Source” link above to begin adding sources.

Save Save & Close Cancel
You will now see your Document in the sources section.
Document Directory Sources @
= New Document Source
MName View Edit Delete
T test » 7 ®
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The final step is to link the Document to your body of text. Choose your reporting section, and click on
“Custom Links” from the menu bar. You will have three options to choose from; select the “+” next to
“Document Directory Sources,” and select your PDF. This will add it to your text box.

Ranked List of External Reviewers
| B I U e ===

1= e—

e

iE iE

= A - 8- x* % Nomal

EE ) !j'%j v @A E 3 % | L)~ | Q‘) .Custcm Links - 2 |

LD

i= =

.|5;.

||9. "

Please write in your ranked list of external reviewers, and att & Document Directory Sources
test

URL Sources

Planning Sources

ust.

| /" Design | 4% HTML

P > RemoveElement

Words: 15 Characters: 95 .-

Ranked List of External Reviewers
|B 7 U e

= A - 8- x* X | Nomal

| £ - B 3 |Custom Links v| aQ

2

.|g.

|'9"'—J [ 5

]

Please write in your ranked list of external reviewers, and attach their Resume/CV. Due August.
test

That’s it! We hope this quick guide is helpful during your program review process.
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