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Accessing Blackboard Planning

From the Sam Houston State University homepage, access the Assessment webpage
under “Tools & Support,” “Site Directory” then scroll down to find “Assessment” under
Academic Affairs or at https://www.shsu.edu/offices-departments/assessment.
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From the Assessment webpage, you will find a link to the Blackboard Planning page on
the left-hand side menu.

The Office of Assessment assists faculty and staff In their assessment efforts
through training. rescurces, and cutreach services,

MISSION

OFFICE OF ASSESSMENT HOME »
The Office of Assessment at Sam Mouston State Uneversity champions sissszment 2s a transformative process that

NEWS AND UPDATES enhances teaching lsaming, and institutionsl effactivensss. Alignad with the utiersity « commatrnent to Priaritizing

Student Access and Swicess and Embodying a Culture of Extsllence, we promote best practices that foster

BLACKBOAND PLANNING continuous smprovement actoss academic and nonatademic uhits, Through incusive partnerships, accessible

rEssuices, oNgoing rairmng and personalized support, we empowet faculty and stafl 1o engage meaninghully in the

OIFICE OF ASSESSMENY STAPS assess MmNt process. Togethes, we cultlvate o culture of data-informed innovation that drives excellence; fuels student

sCoRss, and strengthens the university community
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https://www.shsu.edu/offices-departments/assessment

Once on the Blackboard Planning Page, select the "Access Planning” button. The
platform will automatically authenticate through a single sign-on process. Please contact
us if you receive a message that states you do not have permission to access the site.

BLACKBOARD PLANNING e,

Blackboard Planning User Guide
OFFICE OF ASSESSMENT HOME

Please Note: Your descriptions for gach assessment plan item must align with the definition provided in each
NEWS AND UPDATES template. Plan iterm definitions with examples can be found here

Slackboard Planning serves as the University's centralized, online assessment plan management repository for our
annual programmatic assessment process, Information collected within Blackboard Planning is used by depanments
and programs to drive continuous improvement, Additionaly, these data serve as evidence of continpoos

OFFICE OF ASSESSMENT STAIF 3 .
improvement for internal and external constituents. agencies. and accreditors.

Timeline for Completion of the 2025-2026 Assessment Cycle

You will arrive at the Blackboard Planning page, where you will see everything available
to you through the Dashboard and Assessment Plans icons on the left. The Dashboard
will list any current messages or updates on the right. “My Items” are items you have
added or modified.

A Planning

Dashboard
My Plan Items Announcements

FILFER - - chanoe® oo -
Timeline for Completion of the 2025-2026

Assessime yoie

steetings from e OfFice ol Assessment. The follown

JAtes regresent iImportant institutxonal geadlines that |
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The Dashboard will also display any assessment plan items you have access to and will
allow you to navigate to your assigned assessment plans using the Assessment Plan
icon on the left or the Assessment Plan link on the right under the Plans section.

‘bégﬁboard

My Plan ltems Announcements
i Timeline for Completion of
Assessment Cycle

My ltama (7918)

Data Literacy

sta Analytics and Decrshor

Next Field Due: 12/01/2028
9/1/25 - &/31/26

Assessment Plan

The “My Units" tab allows you to access your existing assessment plan, edit existing
elements, and add new ones. You will be able to view, but not edit, the assessment
plans of other units using the “Institution” tab.

L |
‘: 2025-2026

2025-2026 / ASSESSMENT PLAN
= Assessment Plan Sam Houston State University

%" Plan Items

My Units Institution

FILTER
Q, search..
Institutional assessment occurs within the colleges and divisior

Assessment, Office of
Sam Houston State University
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You can navigate to the appropriate academic year by using the dropdown box located at the
top left. Only those units to which you have specific access to edit will appear in your “My
Units” tab.

NOTE: If you have access to a parent unit, then you will also have access to all its child units.

2025-2026 2025-2026 / ASSESSMENT PLAN

®." Assessment Plan Assessment, Office Of

%" Plan ltems B Reports

My Units Institution
FILTER

Q search..
Sam Houston State University Continuous Improvement of Assessment Init

. . A t, Offi f
President, Office of seessmen e o

Academic Affairs, Division of Goal 1 supported 8y (16

Er Assessment, Office of ,
Promote The Scholarship Of Assessment

Academic Program Example Assessment, Office of

Administrative/Support Unit

Goal Tl supported By (6)
Example

Test Unit Assessment Mini-Grant Applications

If you have an extensive assessment plan, we recommend scrolling to the bottom to
select the number of items to display per page. You can display up to 100 items on one

page.
Annual Meta-Assessment Process - Non-Academic

Assessment, Office of
Next Field Due: 12/01/2025
KP|, Target, and Results T} supperted 8y (1) 9/1/25 - 8/31/26

Show 10 * Viewing 1-10 of 26 Previous 1 2 3 Nest
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There is also a Filter feature that allows you to view only one plan item type at a time,
which is helpful for large assessment plans.

2025-2026 2025-2026 / ASSESSMENT PLAN
« Assessment Plan Assessment, Office of

=" Plan ltems B Reports

My Units Institution

FILTER

Q, search..

Sam Houston State University Continuous Improvement of Assessment Initiatives

A t, Offi f
President, Office of ssessmen e o

Academic Affairs, Division of Goal 1 supported gy (16)

Assessment, Office of .
Promote The Scholarship Of Assessment

Select the desired item type you wish to review, then clear the filter when you're done.

# 2025-2026

R Rasossiment Mo Assessment, Office of

%* tanttems | B Reports
My Units

filTER  Goal © ot Default

Q search_

Filter list to ondy thow s=lected items

Sam Houston State Unverssy P Opti.

President, Office of None

Academic Atfairs, Divison of Dratt Leaming Objective

D i dic. eitnyi T
Assessment, Office of | Dagaing Indicator, Critenion. and Findings

» On Hald Performante Djective
Academit Progtam Example

. Completed KPL Target. and Results
Administratve/Support Unit =

Example Action

Teat Unit Update 10 Pranvious Cycle's Plan for

NETIR I Apply Filter u
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2025-20

ASs;essment, Office of

Finally, reports to which you have access can be found under the “Reports” tab. All
users should have access to the “Assessment Plan Summary” report. Clicking on the
"View Report" link will display a dropdown list of options. Go to View Report to create a
report that provides an outline of your entire assessment plan for the specified date
range. If you need a report for a different academic year, select the "Customize Dates"
link.

26 / ASSESEMENT PLAN

B Reports

Assessment Plan Summary

Ll
Thus

repart has been shaved frorm Sam Houston State University and can anly be modified thare,

Pyl n data from a depnastment with ralated [toms

B View Re

port: 9/1/25 - /3126 > Assessment Plan Summary

Onis report has been shared from Sam Houston State University and
Pulls all data from a department with related ltems

Bi View Report: 971725 - 8/31/26

! View Report

I @ Customize Dates

’ B CSV Report
B Ward Export

& Print

Ty vaTyg ey SveaS

When choosing the Customize Dates option, ensure that you set the date range to
09/01/20XX-08/31/20XX — do not modify the month and day, only the year. The easiest
way to change the year is to click on the year itself and enter the new year. Be sure to
change both the Start Date and End Date to run the report correctly, then select Word
Export, CSV Report, or View Report.

UNIT REPORT

Custom Report Date Range

Assessment Plan Summary

Pulls all data from a department with related ltems

Date Range
Adjust the start and end dates and click, View Report

Start Dateu End Date a

09/01/2025 08/31/2026 a

Cancel @ Word Export © CSV Report B View Report
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The following is an example excerpt of the "Assessment Plan Summary" Report in
HTML. Blackboard Planning does not save the report within the platform, so we
recommend printing a hard copy or saving it to your device. Many Blackboard Planning
users have reported a preference for making updates to the report in a Word document
and then copying and pasting plan item descriptions into the interface. You can also
share a read-only copy of the report with other Blackboard Planning users.

TNIT ByoRT

Academic Program Exsmple - Assesvment Plan Soonmany
Gommramd) N1234, 1E34AN

B csviiepon B WontEon @ Mt

D Filter Report ke tiers  Apply Hters

PAL bR Agrdent Pega ! veow oty et A B (U0 b S

Academic Program Example
Goal 1

Ganl Description:

Broad stafements of nussion oc purpose st serve a3 the guidmg panciple of n it

Providing Department: Academic Program Example

Leaming Objective 1
Lenrming Objective Description:

Specific, detailed, and measmimable statements of the expected knowledge, skills, or abilities gained 23 a result of receiving instruction of truining

Inficator, Criterion, and Fludings 1A
Indicator - Method of Measurement: 1) - Examn
Indieator - Method of Measuvment Description:

[he methody. mstnupents. processes, of technigues used 1o measure and evaluate Joarning objectives: the menis of gathering data
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Adding and Editing Elements within Blackboard
Planning

To add ANY new elements to your assessment plan in Blackboard Planning, you will
use the “+ Plan Item” button to select the item you wish to add. The steps for adding any
new element are the same, regardless of the type of element.

SSESSMENT PLAN

Assessment, Office of
TP mame | B epon

My Units Institution

FILTES

Continuous Improvement of Assessment It
Assessment, Difice of
Goal N sapema oy na

Assessment, Office of

Promote The Scholarsiup OF Assessment

Acadumic Pragram Taangse Assessment, Office of

Within each element, you will see information about that assessment plan item that
defines what you should enter in the description box.

2025-2026 / ASSESSMENT PLAN

Edit Plan ltem

Template: Goal B Report View

Goal Title *
Enter a brief title for this (tem here. The detailed narrative will go in the description box below.

New Goal ltem

Goal Description 4: Due: 12/01/2025
DEFINITION: A goal is a brodd statement of mission or purpose that serves as a guiding principle for a unit. Goals are not

necessartly directly measurable. Although there is not @ minimum number of goals, plans should have more than one goal. The
number of goals should be appropriate for the size of the unit.
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When adding ANY new element, you will want to provide both a title and a description.
You can also upload supporting documents through the "+ File" button and create
folders using the "+ Folder" button. There is an optional “Progress” field to indicate the
status of the element (Draft, Ongoing, On Hold, or Completed) for internal purposes.
Any work within an assessment plan element is automatically saved as you go.

Edit Plan Item

Template: Goa +]
Goal Title *
Goal Description Bl Due: 12/01/2025
kil | Fe ' fa
Paragtay B Il = F =E iR | i= =
Plan Item Files ny +
Progress

W=

Eh

You can type your information directly into this box or copy and paste it from an external
document. If you copy from an external source, we recommend using the "Paste as
text" option. Within this editor, you can also format the text (Bolding, /talicizing, and
Underlining), add bulleted or numbered lists, add tables, etc.

Goal Description

File " Edit View Insert Format Tools Table
atzy B I E = = E == v
Ctrl+Y
3 Cut Ctrl+X
O copy Ctrl+C
P [} Paste Ctrl+V
Planl A
] Paste as text b 4+ File < Folde
There
i selectall Cirl+A
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Attaching supporting documents to any assessment plan element is similar to attaching
a file to an email. You will have an option to browse your computer for the file you wish
to attach. Once you select the document, click the "Open" button. You can upload
documents in Word, Excel, PowerPoint, HTML, and PDF formats.

Plan Item Files <+ File < Folder

D SHSU Meta-assessment Rubric - 4-Point FINAL.pdf ~ Replace [#' Rename M

Documents can be edited or deleted by clicking on the desired edit icon on the far right.

Plan Item Files <+ File < Folder

O SHSU Meta-assessment Rubric - 4-Point FINAL.pdf <~ Replace [# Rename T

On the right-hand side of this page, you can relate the element to others within your
assessment plan (explained in detail starting on page 12) and view the history of the
last user to update the item.

The "History" tab displays the creator of the item, the last person to edit it, and the date
of the previous edit.

&% Permissions 11 Related I (® History |

Created By
Rachel Bubela 9/17/25

Last Modified By <:

Rachel Bubela 9/17/25
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To edit existing assessment plan items, click on the desired item to open the Edit
Screen. The steps for editing ANY assessment plan element are the same, regardless
of the element.

a

ﬁ.
2025-2026 2025-2026 / ASSESSMENT PLAN

«® Assessment Plan Assessment, Office of

" Plan ltems B Reports

My Units Institution
FILTER
Q, search..

Sam Houston State University Continuous Improvement of Assessment Initiatives

. . A t, Offi f
President, Office of ssessmen =0

Academic Affairs, Division of Goal Tl supported 8y (16

Assessment, Office of N
Promote The Scholarship Of Assessment

Academic Program Example Assessment, Office of

Administrative/Support Unit

Fvammnla

Goal T} supported By )

Once you have selected the item you wish to edit, type any updates in the title or
description box, and it will be automatically saved.
2025-2026 / ASSESSMENT PLAN

Edit Plan Item

Template: Goal B Report View
Goal Title *
Enter a brief title for this item here, The detailed narrative will go in the description box below.

New Goal Item
Goal Description Due: 12/01/2025
DEFINITION: A goal is a broad statement of mission or purpose that serves as a guding principle for @ unit. Geals are pot

necessarily directly measurable, Although there is not a minimum number of goals, plans should have more than one goal, The
number of goals should be appropriate for the size of the unit.

File Edit View Insert Format Tools Table

(') 4 Paragraph v B I =

e

p
Plan Item Files + File <+ Folder
There are no attachments

&

Auto Saved: Sep 17, 2025, 9:07:28 AM
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Once you create an assessment plan element, it can be related to other elements within
your assessment plan, as appropriate, using the “Related” tab. Objectives of all types
support goals; indicators/criteria/findings support learning objectives;
KPls/targets/results support performance objectives; and actions support
indicators/criteria/findings and KPIs/targets/results. These associations are made using
the "+ Supports” or “+ Supported By” buttons. Building these relationships will generate
the structure that you see within your “Assessment Plan Summary” report. When an
item is related, you can easily move through your plan by clicking the item under the
Related tab.

NOTE: In the following example, this item does not support anything because it is a
goal, and goals are first in an assessment plan. Actions will not be supported by
anything since they are last. The PCIl elements are stand-alone and will not be related
to any other elements.

24 Permissions 1l Related (1) O History
Supports —) + Supports
(Connected Up)

No Connections have been added.

This Item
Supported By I:> + Supported By
(Connected Down)
Assessment Mini-Grants Award ()
Assessment, Office of Performance Objective
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Once you are in the “Related” tab, you can associate assessment plan elements by
filtering through the organization chart and selecting the “+” sign next to the correct plan
item.

PLEASE NOTE: You will land on the Sam Houston State University level, which is why
your available items to relate to will not be displayed here. Be sure to click on
"President, Office of" on the left and navigate through the organizational chart to your
specific unit.

NEW GOAL ITEM

Select a Supports (Related DOWN) Item

FILTER Supports
) 2025-2026 (Connected Up)
There are ne items available to relate
%" Assessment Plan No Connections have
For access 1o items to refate, contact your ste administator

Q search

) - . Sho 10 = Viewing 0-0of 0
| Sam Houston State University " g 29

Supported By
Q President, Cffice of (Connected Dow

SHSU Strategic Plan No Connections haw

Select a Supports (Related DOWN) Item

FILTER
2025-2026

Assessment Mini-Grant Applications v

%" Assessment Plan

Assessment, Office of

Performance Objective 9/1/25 - 8/31/26
Q search :
search...

Sam Houston State University Assessment Mini-Grant Quality

Assessment, Office of
Performance Objective 9/1/25 - 8/31/26

President, Office of

Academic Affairs, Division of

=* Assessment, Office of Assessment Support Resources
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To remove an association between assessment plan elements, locate the plan item to
be removed and click the "X" to the right of it. This action does not delete the plan item;
it only deletes the association.

aa Permissions 1l Related (1) O History

Supports + Supports
(Connected Up)

No Connections have been added.

This Item

Supported By + Supported By
(Connected Down)

Assessment Mini-Grants Award @

Assessment, Office of Performance Objective

You can keep track of related items within your plan. The T} symbol indicates an item is
related to something. Next to the arrows, you can see the total number of items that
SUPPORT this plan item.

Assessment, Office of
% Plan ttems B Reports

FILTER Sort  Default v <+ Plan item ~

Continuous Improvement of Assessment Initiatives

Assessment, Office of
Next Field Due: 12/01/2025

Goal 1 supportea oy (16) 9/1/25 - 8/31/26
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Check your assessment plan to ensure that you see the "Supported By" feature
beneath all your plan items, except for PCl's and Actions.

e All goals should be supported by learning objectives and/or performance
objectives.

e All learning objectives should be supported by indicators/criteria/findings.

¢ All performance objectives should be supported by KPI's/targets/results.

e All indicators/criteria/findings and/or KPI’'s/targets/results should be supported by
actions.

e Actions and PCI elements are NOT supported by anything.

If you see that an assessment plan item does not have a required supporting item, be
sure to correct this before the end of the plan year.

Running an Assessment Plan Summary from the Reports tab will also help you ensure
that you have correctly related all items. If an item is not related, then it will not populate
on your report.

Last Updated: 7-1-2026 15



To delete a plan item, navigate to it, scroll to the bottom, and click the 'Delete’ link. A
warning will appear, allowing you to cancel or confirm the deletion of that item. Once
deleted, the item is permanently removed from your plan, and it cannot be retrieved.

Edit Plan Item

Template: Goal B Report View
Goal Title *
Enter a brief title for this item here. The detailed narrative will go in the description box below.

New Goal ltem
Goal Description [E] Due: 12/01/2025
DEFINITION: A goal is a broad statement of mission or purpose that serves as a guiding principle for a unit. Goals are not

necessarily directly measurable. Although there is not a minimum number of goals, plans should have more than one goal. The
number of goals should be appropriate for the size of the unit.

File Edit View Insert Format Tools Table

(") (') Paragraph hd B I =

Test

p

Plan Item Files 4+ File <4 Folder
There are no attachments.

Auto Saved: Sep 17, 2025, 9:13:11 AM

ARemoving Plan item

Please confirm that you want to remove Continuous
Improvement Of Assessment Initiatives.

This will delete the item and the relationships it has with
other plan items.
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Assessment Plan Elements within Blackboard
Planning

Goal

A goal is a broad statement of mission or purpose that serves as a guiding principle for a
unit. Goals are not necessarily directly measurable. Although there is no minimum number
of goals, plans should have more than one goal. The number of goals should be appropriate
for the size of the unit.

Learning Objective (Related to Goals)

A learning objective is a specific and detailed statement of the expected knowledge or
skills that someone should acquire as a result of receiving instruction or training. Learning
objectives should use precise, measurable, observable verbs (e.g., analyze, create, identify,
solve) instead of verbs that are not observable (e.g., understand, know, be familiar with).
Each goal should be supported by more than one objective.

Performance Objective (Related to Goals)

A performance objective is a specific and detailed statement of the expected attainment of
non-learning tasks (e.g., satisfaction with service, attendance/participation levels, student
recruitment and enrollment, general administrative functions). They should describe the
desired quality or improvement of services. Each goal should be supported by more than
one objective.

Indicator, Criterion, Findings (Related to Learning Objectives)

An indicator is the method, instrument, process, or technique used to evaluate a learning
objective, serving as the means of gathering data. Indicators should clearly demonstrate
how they can provide data to improve learning. They should describe the source of data
(e.g., exam scores), the rubric or evaluation scale (e.g., Likert scale, pass/fail, %, etc.), and
any contextual information (frequency of data collection, who will evaluate or score the
items and review results, etc.). Assessment plans should include both direct and indirect
measures, with an emphasis on direct measures. Units are encouraged to have multiple
indicators per objective to triangulate their assessment results.

A criterion is the benchmark, value, or result that represents success in achieving a
learning objective. It should represent a feasible or reasonable amount of success. Include
contextual information to explain how the criterion for success was selected and how it is
appropriate for the objective. Suppose the criterion is derived from professional standards,
required licensure passage rates, etc. In that case, those standards should be referenced
as part of the criterion description.

Findings are a clear and concise summary of the information/data gathered from an
assessment indicator. They should align with the corresponding criterion for success.
Findings should provide actionable data that can clearly be used for improvement; compare
new findings to past trends, previous results, and/or existing standards; give a clear
explanation that criteria were met, partially met, or not met; and provide supporting
documentation, if applicable (e.g., completed rubrics). Be sure to redact any student-

Last Updated: 7-1-2026 17



identifying information from attachments. It is okay if a criterion is not met. This provides an
opportunity for future improvement.

Key Performance Indicator (KPI), Target, Results (Related to Performance Objectives)
A KPI (Key Performance Indicator) is the method, instrument, process, or technique used
to measure and evaluate a performance objective; the means of gathering data. They
should clearly demonstrate how they can provide data to improve performance. KPls should
describe the source of data (e.g., survey data), the evaluation scale (e.g., Likert scale), and
any contextual information (how data is gathered and by whom, who will review the results,
etc.). Assessment plans should include both direct and indirect measures, with an emphasis
on direct measures.

A target is the benchmark, value, or result that represents success in achieving a
performance objective. It should represent a feasible or reasonable amount of success.
Include contextual information to explain how the target for success was selected and how it
is appropriate for the objective.

Results are a clear and concise summary of the information gathered from a KPI. They
should align with the corresponding target for success. Results should provide actionable
data that can clearly be used for improvement; compare new findings to past trends,
previous results, and/or existing standards; give a clear explanation that targets were met,
partially met, or not met; and include supporting documentation, if applicable (e.g., survey
results). It is okay if a target is not met. This provides an opportunity for future improvement.

Actions (Related to Performance and/or Learning Objectives)

Actions are specific steps to be taken to improve a program or unit, based on an analysis
of assessment findings and/or KPI results. They should either identify an area that needs to
be monitored, remediated, or enhanced (define logical next steps, identify a responsible
person or group, and include completion dates) or explain why a finding/result will not be
assessed in the future. It is okay if some (but not all) actions identify an area of the
assessment process that needs improvement (e.g., only changing the method or target).
Actions related to learning objectives should primarily focus on pedagogical and/or
curricular changes that impact student learning.

Update to Previous Cycle’s Plan for Continuous Improvement (PCl Update)

The PCI update should provide a progress update, along with relevant contextual
information, for all items discussed in the previous cycle's PCI. The narrative should clarify
whether items in the previous cycle's PCl were completed and, if so, to what extent. The
narrative included in this item should be written in the past tense. You will NOT include
future actions or your new PCI here.

Plan for Continuous Improvement (New PCI)

The PCI (Plan for Continuous Improvement) is a narrative that summarizes all actions to

be implemented into a coherent plan. The new PCI should be specific and detailed; include

a summary of all identified actions found within the current plan; include any new initiatives

or other items that will be assessed in the next cycle; and provide contextual information or

details about what the actions are, how and when they will be implemented, and who will be
responsible. The narrative included in this item should be written in the future tense.
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Other Blackboard Planning Definitions (aiphabetical Order)

Dashboard

The Dashboard serves as your primary navigation screen. From this screen, you will be
able to read announcements and access the various unit-level assessment plans to which
you have access using the "My Units" tab.

Description
The Description is a detailed narrative that presents and explains the assessment plan

element clearly to an outside reviewer.

Institution Tab
The Institution tab enables you to view the assessment plans of other units across the
campus. Still, it does not allow you to add or edit them, or to run reports on them.

My Units Tab
The My Units tab gives you access to only those assessment plans for which you have

permission to modify or edit.

Plan Item Files

The Plan Item Files section allows you to attach supporting documents as evidence to
support an assessment plan element. These documents can take the form of sample
rubrics, tests, collected assessment data, reports, and other relevant materials. When
attaching supporting documents, make sure that no student- or faculty-identifying
information is included within the document.

+ Plan Item
The + Plan Item is used to create any new assessment plan items.

Progress
The Progress identifies whether a particular assessment element is complete. Assessment

plan elements can be given one of four statuses: Draft, Ongoing, On Hold, and
Completed. "Draft" indicates that the assessment plan element is still being developed or
is under revision. "Ongoing" means the assessment plan element is currently in use. "On
Hold" indicates that the assessment plan element is not in use for that cycle. "Completed"
indicates that an assessment plan item is completed for the cycle.

Related Items

The Related Items tab allows you to connect plan items in two ways: supports (connected
up) or supported by (connected down). A goal will not support anything, but it will be
supported by a learning or performance objective. See the Assessment Plan Elements
section above. Elements must be related to appear in the Assessment Plan Summary
report view.

Title
A Title is a very short descriptor of an assessment plan element. The title should provide a
general idea of what that particular assessment plan is.
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