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Accessing the Portal 

 
To access the portal: 
 

1.​ Go to uoeee.asu.edu 
2.​ Log in using your ASUrite and password 
3.​ Click on Assessment in the banner at the top of the page 
4.​ Select “Assessment Portal” from the drop-down menu 
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http://uoeee.asu.edu


Portal Home Page 
The portal landing page shows only the departments and plans you have access to. All users will see five sections of the 
portal (Reports, Plans, Program Status, New Program Applications and UOEEE Review and Archives.  Assessment 
Delegates will see an additional tile - “User Access Management”. 
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Most users will only be concerned with the red “buckets” highlighted below. Assessment Delegates will review and submit 
plans/reports and will access the blue-labeled buckets to complete these functions.  
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New Program Applications 
To access new assessment plans, go to the New Program Applications tile. 
 
As new programs make their way through the approval process, they will be found in different “buckets” depending on 
their status (Not Submitted, Submitted, Revise, Approved, Pre Governance and Final Approval).  An explanation of each 
“bucket” is set out on the next page. 
 

 
 
NOTE:  Only Assessment Delegates can create new program applications. 
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New Program Applications Statuses 
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Locating New Program Applications 
To locate a new program application, select the "bucket” corresponding to the plan's status, then use the search feature to 
find the specific application you are looking for. 
 

 
 
Information on editing assessment plans in the portal is available in the Assessment Plans section. 
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Assessment Plans 
To access existing Assessment Plans, go to the Plans tile. 
 
The Plans tile has seven different “buckets” (Not Started, Not Submitted, Revise, APR Revise, Submitted, Continuing, and 
UOEEE Ready). 
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Locating Assessment Plans 

 
You can search within the Plans tile by selecting a “bucket” and using the search feature to search within the “bucket” for a 
specific plan.  (see example below).  
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To access the plan, use the green eyeball under the View Edit column to view it, or the blue pencil and paper to edit it. 

State Authorization Questions 
Each plan must have the three state authorization questions completed. To access the questions, click the blue pencil and 
paper at the top-right side of the page to the left of the state authorization questions statement. 
 

 
 

This will open a larger area where you can respond to the questions. 
 

 
 
Click the “Close” button once you finish answering the questions.  
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Editing Assessment Plans 
There are two ways to edit the elements of an assessment plan. To edit individual elements, select the gray pencil and 
paper button next to the element. 
 

 

13 



To save the edit click on the blue floppy disk. 
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The other option for editing is to use the edit button at the top right of the plan. Selecting this button will open all sections 
of the assessment plan for editing. Be sure to save all edits once they are complete. 
 

 

15 



Adding, Removing or Moving Elements 
You can add, remove, or move elements of the assessment plan by selecting the appropriate button at the top right of the 
assessment plan. 
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Adding Elements 
Selecting Add will permit you to add outcomes, concepts, competencies and processes, mapping and additional 
measures. You may only add additional elements after the required number of elements has been entered.  For example, 
you can add a 3rd measure only after the two required measures are completed, and a 4th measure only after the 3rd. 
 
To add the element you want, click the appropriate button, and it will be added to the plan. 
 

 
 
When you are finished adding elements, click the “Stop” button on the top right of the page. 
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Removing Elements 
To remove elements from the plan, click the “Remove” button on the top right-hand of the page. 
 
You will then see the following notice: 
 

 
 
Click Yes to continue. 
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Select the “no sign” next to the element you wish to remove. Remember, removing an outcome will remove all of the 
elements related to that outcome. 

 
 
 
When you are finished removing elements, click the “Stop” button at the top right-hand of the page. 
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Moving Elements 
If you want to reorder the elements in your assessment plan, select the “Move” button in the top right-hand corner of the 
page. 
 
You will see red arrows appear in the assessment plan. Clicking the arrow will move the element up or down within the 
assessment plan. 

 
 
When you are finished moving elements, click the “Stop” button at the top right-hand of the page. 
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Adding University Surveys 
If you wish to use a University Survey (ex., Graduating Student Report Card or Graduate and Law Student Report Card) 
as an indirect measure, you can link the survey to your assessment plan. 
 
To link the survey, click the UOEEE Surveys button on the top right-hand corner of the page. This will reveal a bar graph 
icon next to each performance criterion. 
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Click the bar graph icon next to the performance criterion that is a university survey. 
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This will open a panel on the right-hand side of the page.  
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Use the panel to select the survey, tags, and survey question. 
 
 

 
 
Once you have located that survey question, click the “Link” button to link the survey to the assessment plan. 
 
Once linked, the survey data specific to this question will appear in a table in the program’s assessment report. 
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History Feature 
To see the editing history of the assessment plan, click the History button in the top right-hand corner of the page. Clicking 
this button will reveal the number of edits made to each element. Clicking on the number will reveal the historic content of 
the element.  
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Guidance Feature 
Clicking the Guidance button on the top right-hand side of the page will reveal a book icon next to each element. Clicking 
on the book icon will reveal information about that element. 
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Submitting Plans 
Once you have completed editing your plan and are ready to submit it, click “Submit Plan” at the top of the page. This will 
send the plan to your unit's delegate for their review for existing plans and to the Assessment Team for new program 
applications.  
 
For existing plans with no edits made and none intended, the button will show “Continue with Current Plan”.  Click that 
button to submit your plan. 
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Annual Plan Review 
1.​ Locate your plan under the Not Submitted status on the Plan tile. 

 
2.​ Review the plan. 
3.​ If no changes are needed, click the “Continue with Current Plan” button. 

 

 
 
 

4.​ If changes are needed, make the revisions and save them. 
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5.​ Once the revisions are saved, click the “Submit plan” button. 
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Comments 
You may receive comments on your assessment plan as part of the annual assessment plan review or when your plan is 
revised during Academic Program Review (APR). 
 
You may also receive comments on your annual assessment report. 
 
To view comments, click on the comments button on the top right-hand side of the page.   
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Comments will appear in a panel on the right-hand side of the page. 
 

 
 

To note a comment as resolved, click the two red arrows under the comment. 
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Annual Assessment Reports 
To begin an annual assessment report: 
 

1.​ Go to the Reports tile 
2.​ Select the Not Submitted bucket 
3.​ A list of reports will appear 
4.​ If you have access to multiple reports, use the search feature to search for a specific report 
5.​ Select the blue pen and paper (edit) next to the report you wish to work on 
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Completing Annual Assessment Reports 
To begin completing your annual assessment report, select the “Edit” button on the top right-hand side of the page, then 
enter the appropriate information in each section. 
 

 
 
Blue arrows will identify where information can be entered and whether an area is optional (see examples below). 
 
Initial questions 
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Data and Outcomes 
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Data Entry 
For the student data section of the report, fill out the number of artifacts/assignments collected and the number that met 
the performance criteria. The percentages will then auto-calculate. If the program has online students, the first section will 
include data on all students, both immersion and online. The second section will contain data on online students only. 
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University Survey Data (Linked) 
 
If a program uses university survey data as an indirect measure and the survey question is linked to the assessment plan, 
the survey data for all past years will be shown in the assessment report. You will need to identify the relevant data for the 
reporting year and enter it into the report. Survey data can be reported in counts or percentages.   
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Accessing University Survey Data (Unlinked Survey Questions) 
If the survey is not linked to the assessment report, it can be located by going to https://uoeee.asu.edu/survey-reporting 
and building a custom report or by using the magnifying glass at the top right-hand side of the report or plan page. 
 
Clicking on the magnifying glass will take you to the academic plan’s survey results on the survey page. 
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https://uoeee.asu.edu/survey-reporting


Once directed to the UOEEE surveys page, you’ll notice the survey results for all questions filtered for this plan only. 
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Submitting Reports 
When your report is complete, click the “Submit report” button. 
 

 
If any of the following are incomplete, 
 

●​ Answer to “Did you collect data” 
●​ Open responses (faculty and staff, plan changes, reflection) 

 
A dialogue box will appear indicating what needs to be completed before the report can be submitted. 
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Accessing Report Rubrics and Feedback 
Assessment reports are evaluated by the UOEEE Assessment Team to provide informative feedback and continuously 
improve report quality. Reports are scored on five rubric dimensions (Faculty, Measure Adequacy, Rigor of Performance 
Criteria, Data, and Reflection) and given an Overall score. 
 
To review a report, the rubric and feedback: 
 

1.​ Go to the Reports tile 
2.​ Select the Approved bucket 

 
 

3.​ A list of reports will appear 
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4.​ If you have access to multiple reports, use the search feature to search for a specific report 
 

 
 

5.​ Select the blue pen and paper (edit) next to the report you wish to view 
6.​ In the report, click on the gray “UOEEE Rubric” in the top right corner to open the rubric panel 
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7.​ Scroll down to see the rubric scores and feedback for each dimension 

 

Accessing last year's rubric 
To access last year’s rubric while you are reviewing the current year's rubric and feedback: 
 

1.​ Locate the UOEEE Report Review at the top of the page 
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2.​ Click the “i” icon next to the score to see the scoring for the previous year 
 

 
3.​ To close the rubric, click the “i” again 
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Accessing Archived Reports 
Should your program wish to review prior annual assessment reports, they can be accessed through the UOEEE Review 
and Archives tile. Below is a summary of the functions available to you once you locate your program. 
 

 
 
The archive includes a summary report and access to each annual report filed by the program. 
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Assessment Delegates 
Assessment delegates can perform additional functions in the assessment portal that can not be accessed by regular 
users. This section will provide directions on how to complete those functions. 

Adding Users 
To add a new user, assessment delegates will need to know the user's: 
 

●​ Name 
●​ Email 
●​ ASUrite User ID 
●​ Requested level of permission 

o​ College 
o​ Department 
o​ Academic Plan 

 
Users can be added two ways – when creating a new program application (described later) or by using the Add User 
button on the User Access Management tile. 
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After clicking the Add User button, the following panel will open. Complete the panel and click the “Send Request” button 
to submit the new user request. 
 
 
 

 
 
 
User requests are received and processed by the Assessment Team, usually within 24 hours. 
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Revising Users 
If a user already exists in the portal and you want to revise their access, go to the User Access Management tile and click 
the eyeball next to the title. 
 

 
 
Find the user whose access you need to revise by using the search feature. 
 

 
 
Select the green arrows across from the user’s name. 
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Complete the pop-up with the requested revisions and click the “Send Request” button to submit the request. 
 

 
 
 
User revision requests are received and processed by the Assessment Team, usually within 24 hours. 
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New Program Applications 
When you login at the landing page, it displays all programs for your college. Notice how the “New Program Applications” 
bin has a plus button to create a new program. In order for it to turn green to create a new plan, you’ll need to choose the 
corresponding departmental tab instead of the college code (here being “PP” in the top left.  
 

 

49 



Once the correct departmental tab is selected, the button highlighted below will be green. 
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After clicking the green plus button, you will see the following: 
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From each dropdown menu, select the correct information or enter the appropriate information in the text box: 
 

●​ Department: The Department the program belongs to 
●​ GRAD or UGRAD: Whether the program is Undergraduate or Graduate 
●​ Major or Cert: Whether the program is a Major, Certificate, or Micro Certificate 
●​ Degree Code: Whether the program is a BA, MS, CERT, MCERT, AA, AS, etc. 
●​ Transcript Description: The name of the program that would appear on a transcript 
●​ Is this a concentration?:  No or Yes 
●​ If Yes, please provide the parent program academic code or description: enter the parent program academic code 

or description 
o​ Additional Users – This is the other option for adding new users who will need access to the new program 

application include the user’s: Name, email, ASUrite User ID, requested level of permission (College, 
Department or Academic Plan) 

 
 
Once the information has been completed, click the (now yellow) “Send Request” button to create the new program app. 
 
New program applications are created instantaneously and will be visible in the portal.  
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Annual Assessment Report Reviews 
To access assessment reports, see the section on assessment reports earlier in this guide. This section provides 
instructions on how to approve or return an assessment report for review. 
 

1.​ Locate the annual assessment report in the submitted report “bucket” on the Reports tile 
2.​ Open the report using the blue pencil and paper 
3.​ Review the report 
4.​ If the report is sufficient, click the “Approved” button at the top of the plan under your name as Assessment 

Delegate 
5.​ If the report requires revisions, click the “Request Revisions” button at the top of the plan under your name as 

Assessment Delegate 
 
(See screenshot on next page) 
 
 

NOTE:  The assessment portal does not send notifications to users if their report requires revisions.  
Assessment Delegates will need to reach out to users via email, advising them to return to the portal to make 
revisions. 
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Annual Assessment Plan Reviews 
To access assessment plans, see the section on assessment plans earlier in this guide. This section provides instructions 
on how to approve or return an assessment plan for review. 
 

1.​ Locate the assessment plan in the submitted or continuing “bucket” on the Plan tile 
2.​ Open the plan using the blue pencil and paper 
3.​ Review the plan 
4.​ If the plan is sufficient, click the “Approved” button at the top of the plan under your name as Assessment Delegate 
5.​ If the plan requires revisions, click the “Request Revisions” button at the top of the plan under your name as 

Assessment Delegate 
 
 

NOTE:  The assessment portal does not send notifications to users if their plan requires revisions.  
Assessment Delegates will need to reach out to users using email to advise them to return to the portal to make 
revisions. 
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Providing Comments 
When reviewing annual assessment reports or conducting annual assessment plan reviews, you may wish to provide 
feedback before returning the plan or report for revisions. To provide comments: 
 

1.​ Locate the plan or report 
2.​ Open the plan or report using the blue pencil and paper 
3.​ Click the “Comments” button on the top right-hand side of the page 
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Comment on Specific Elements 
4.​ To provide a comment on a specific area, click on the green speech bubble next to the area you wish to comment 

on 
 

 
 

5.​ Insert your comment in the area provided in the right-hand panel. 
6.​ Click the “Add” button to save the comment 

 

 
 
 

7.​ Once the comment is added, you can edit or delete it using either the blue pencil and paper (edit) or the trash can 
(delete).  
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Overall Comment 
8.​ To provide an overall comment, locate the green speech bubble on the right-hand side of the “Comments” banner 

at the top of the Comments panel. 
 

 
 

9.​ Click on the green speech bubble and enter your comment in the box that opens. 
10.​Click the Add button to save the comment. 
11.​Once the comment is added, you can edit or delete it using either the blue pencil and paper (edit) or the trash can 

(delete). 
 
 

NOTE:  The assessment portal does not send notifications to users if there are comments.  Assessment 
Delegates will need to reach out to users using email to advise them to return to the portal to review their 
comments and make revisions. 
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