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Instructions for General Education Assessment Report Submission 

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

Enter your UTAD and password to log in.  

 

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

General Education.  

 

 

3. Select the department of the program for the assessment. 

 

4. Select the specific course for your report.  

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


2 
 

 

 

5.  Once you have selected the specific course for the assessment, then click either 

Create Report or Decline Report. Declining a report will open a text box for you to 

provide a brief explanation as to why a report is not being submitted (i.e. course was not 

offered during 2015-2016 academic year).  

 

6. Once you click the Create Report button, you will be directed to the page for you to 

work on the report! Please complete all the sections as required.  

You will be asked to provide the name(s) of the person(s) completing the report. The 

name box is linked with Banner. Type in the last name and the first name of the person, 

wait a few seconds, and the name or a list of names, should pop up below the box. 

Highlight the correct name, then click the “add” button. If multiple people are 

contributing to the report, click the “add” button again to enter another person. Highlight 

their name, and don’t forget to click the “add” button once more. Each name should 

appear in the box as a list.  

Please also provide the number of sections taught and the semesters the course was 

offered in the appropriate boxes.  
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7. The next section of the report asks you to align the following: course student learning 

outcomes, applicable general education outcomes, assessment measures, and student 

performance ratings. Click the “add” button to open up a box to enter the information for 

your first course student learning outcome.   

 

Once you click the “add” button, a box appears and asks you to provide the first course 

student learning outcome. In addition, it asks for the aligned general education 

outcome, how student performance is measured, and the percentage of students who 

either exceeded, met, or did not meet expectations for this specific outcome. Once you 

have entered these 4 items, click the “add” button at the bottom of the box. The 

statement “The Student Learning Outcome has been successfully added.” should 

appear in the box. Click on the “Close” button in the top right corner of the box to return 

to the main report.  
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8. To continue to add additional course student learning outcomes to your report, click 

the “add” button to open up a new box. Please only enter one course student learning 

outcome per box.  

 

 

9. The next section of the report includes 6 open ended questions.  
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10. Upload a copy of the master syllabus for the course. Click on “choose file.” A new 

box should open and allow up to select the correct file. From the box, click “open” to 

upload.  You may also upload an additional document to your report-this is completely 

optional. (items that have been shared in the past include- rubrics, additional 

documentation of analysis)  

 

11. If you would like to save your work, and continue to revise your report prior to 

submission, click the “save” button. If you have completed your report and are ready to 

submit it for review, click the “submit” button.  

 


