Directions for Accessing and Using Web-Based Assessment Tracking System

1. Go to this Link: https://luna.cnu.edu/assessment

You must contact the Director of Assessment, Evaluation, and Accreditation
(Keston.fulcher@cnu.edu) to receive access rights to this site. Enter your
username (usually 7 or 8 digits) and password. Click on the Login button. They
are the ones you use to access your CNU e-mail account from MYCNU.
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Welcome to Christopher Newport University!

Username: | This secure site provides the students, faculty and staff of Christopher MNewpaort University
Fassword: with access to sewices like SCT Banner Self Senice, viewing and paying of Tuition and
Fees, personal calendar, web-based email, class schedules and targeted announcements
and infarmation specific to your role here at CNU.

1 forgot my password.

NOTE: System maintenance, when needed, will occur Friday evenings between the hours
of B:00 p.r. and 2:00 pom. MyCHL will be unavailable during that time
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CHT Home E-mail: Send and receive e-mail, and create your own personal address book,
MyGHU Announcetnent Reguest

Calendar: Access and manage your personal, course and school calendars.

# CHU Live: Students: register for classes, view schedules and financial aid information.
i Faculty enter grades, obtain advising infarmation. Managers: view budget information
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2. If your login is successful, you will see the following screen. Move the mouse

over Department. You will be given two options: Maintain Plan and Maintain
Record. Select Maintain Plan.
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Select your program or department’s name from the pull-down menu.
Then click on New.
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4. A screen will appear that contains several preliminary fields for you to fill
out. Fill out those fields then click on Insert.

2 Assessment Plan Maintenance - Microsoft Internet Explorer

© Fle Edt View Favorites Toolks Help e
P Q@Back v ) - [H @ | LOsearch FrFavortes @ (- B - L E @ 3
i Address |@ hitp:/ fhelpdesk.cnu. sdujfssessment /Department fFlan. aspx vl Go ilinks ¥ | @y -

Maintain Assessment Plan:

wmain Dapartmant >

Note, the year will be
this time around.

Select Program or Department. | Example 2 M

“08_09”

0708 1
Example 2 ~

Our department's intended learning outcomes are congruent
with several components of Vision 2010 and departwental gosls
ineluding. ..

& 4 Internct

Y Document! ... = nent “ 5 a7 &) 431PM

5. The next screen that appears shows what your plan looks like at that poi
and unlocks the rest of the fields that you will complete. Select Edit to
continue filling out the document.
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6. Fill out the rest of the form. Click on Update every five minutes or so
to ensure your work is saved frequently. When you are finished make sure
you update one last time then just close out of the window.
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INSTRUCTIONS FOR COMPLETING ASSESSMENT PLAN

Plan Year: The year to which the plan applies

Department: The department (or office) covered by this document

Unit: The Unit or College to which this department reports (i.e., CLAS or LSOB)

Department Head: The chair of a department or head of office under
consideration

Liaison: the person in the office/department who coordinates assessment
activities and reporting

Congruency of Outcomes to Guiding Documents: How your intended
learning outcomes tie into Vision 2010 and other guiding documents

The 3 Intended Student/Client Outcomes that your department will examine
this year to determine if your office is “doing what you say it's doing”

For each intended outcome, you will describe the methodology (or means) by
which the department will assess it. Report two instruments that will be used to
assess students. The first instrument should measure student learning directly
(i.e., a test or performance assessment tool such as a rubric.) The second
instrument may measure student learning directly or indirectly (e.g., a survey,
interview, or focus group). For both instruments report the criteria for success
and the data collection methods/procedures.



