
Instructions for Assessment Report Submission 

1. Go to http://www.utoledo.edu/offices/provost/assessment/tool/login.aspx 
2. Enter your UTAD and password to log in. 

 

 

  

http://www.utoledo.edu/offices/provost/assessment/tool/login.aspx


3. Select the Type of assessment report you intend to create: Academic, Service or General 
Education. 

 

4. Select the college/service unit/division of the individual academic program or service 
unit/department for the assessment.  
 

 

  



5. Select the program for the assessment. Then, if your program/service unit has data to report,  
click “Create Report.” If your program/service unit does not have data to report (i.e., new 
academic program, no students enrolled), click “Decline Report” and follow the prompt.  

 

6. Once you click on the Create Report button, you will be directed to the page where you will 
work on the report. Please complete all sections as required.  

  



7. In Part One, you will be asked to provide the name(s) of program/unit director(s), person(s) 
completing the report and to list the student learning outcomes, operational outcomes and 
program outcomes (if applicable).  
 
The person(s) completing the report field is linked to our Banner system. Please remember to 
click Add once the person’s name appears from the dropdown menu. (This may take a few 
seconds.)  
 
The last portion of part one asks you to submit your outcomes. You may copy and paste the 
program’s SLOs directly from the current assessment plan. To view the Plan SLOs, click on the 
“View Plan SLOs” prompt.  

 

 

 

  



8. In Part Two, you will be asked to provide the assessment measures used in your program. 
Please remember to click Add after you complete the fields in each row.  

 

 

 

9. In Part Three, you will be asked to provide examples of how your program uses the assessment 
results concerning the changes being made in your program and why.  

 

 



 

  



10. In Part Four, you will be asked to reflect on the changes that were made in response to the 
assessment data that was collected and reported on in the previous year’s report. To view the 
measures that were reported the previous year, please click on the “View Last Year’s 
Measures” prompt.  
 

 
 

 

  



11. In Part Five, you will be asked to provide suggestions for change in your program assessment 
process.  

 

12. In Part Six, you will be asked to provide suggestions, based on your analysis of your data, 
concerning student learning at the university. A section for additional comments is also 
provided.  

 

  



13. Optional: If you have additional supporting materials that you would like to share with the 
University Assessment Committee, you may upload up to two additional files.  

 

 

14. If you would like to continue to work on your report prior to submission, please click Save. This 
enables you to return to your draft report at a later time.  
 
Click Submit once you complete all of the required fields listed above. When you click Submit, 
your University Assessment Committee Liaison will be notified that the report is ready for 
his/her review.  Your liaison will notify you if further revisions are requested.  
 

 


