Integrated Template Instructions
For Academic Departments and Programs

2012-2013
Why Have an Integrated Template?

Every ten years, Miami University seeks re-accreditation by the Higher Learning Commission (HLC) of the North Central Association of Colleges and Schools.  HLC accredits degree-granting post-secondary educational institutions in the North Central region of the United States. Miami’s next reaccreditation review will occur in 2015.  

President Hodge committed Miami to be one of twenty institutions across the nation to pioneer “Open Pathways,” a more streamlined, continuous and electronic means for reaffirmation of accreditation.  As part of that process, Miami must engage in continuous accumulation of electronically stored information and data that supports the case that the institution meets the Criteria for Accreditation and the federal requirements.
In addition to needing easy access to key information and data for the purpose of HLC accreditation, data are also needed for other important purposes such as professional accreditation, academic program review as well as annual department reports and community engagement commendations.
This integrated template is designed to serve as a site for storing and summarizing data that would be needed for these evaluation purposes.  
Each year, the Accreditation Steering Team will review the template and make changes as appropriate to ensure that we are gathering the data and information we need and eliminating any information requests that are no longer useful.

Log-In Instructions
1. Go to http://muohio.compliance-assist.com.  Note: Because the system can sometimes be slow, we recommend being hard-wired into the system.  

2. Then login using your MU unique ID and password. 

3. Based on the roles assigned to your user account, you will be given access to various areas within your site. [Note: Site administrators will have the option to make certain pages public for review purposes. Whatever web sites you’ve chosen to make public will appear in the Public Web Sites area.]
4. Additionally you will have the option to switch the display of the site to “Full Screen” or to completely “Log Out” of the site and close your current session.

Instructions for Adding Gallery Sources

1. The Gallery is where a department would store any file that they are likely to use repeatedly over the years in filling out these reports (e.g., mission statement, description of facilities, self-study from last program review or evaluation).  
2. Once you are logged in, you will see the “Welcome to the Compliance Assist Landing Site.”   On the landing site, you should click “Gallery” in the extreme upper left-hand corner. 

3. You will see the following phrases near the top: “My Dashboard” and “Institution.”  Below these phrases are two tabs, “My Roles” and “Documents,” and below that is a list of the role(s) you serve in the system.  Click the tab that reads, “Documents.” 

4. On the left hand side is an organizational chart.  It should automatically have navigated you to the level of your office.  In the right hand frame, you will see options to “Add a folder” or “Upload files.”  If you know you will be loading several files that are the same type of document, such as annual reports, you might want to make a folder for that type of documents (e.g., an annual report folder). Click on “Add folder.”  A small pop up window will ask you to provide the name of the folder (e.g., Annual Reports).  Following that, you should click, “Create Folder.”
5. If you then click on the folder, it will allow you to create subfolders or upload a file.   Follow the instructions for uploading files (below) to do this.   
Instructions for Uploading Gallery Sources
1. When possible, please use PDF versions of files.  (For instructions on how to make PDF versions of files, see below.)  To upload a file, click on “Upload file.”   You will be given instructions on how to upload a single file. You can specify a different name for the file if you would like to rename the document you are uploading.  If you have many files to upload, you can also upload multiple files by clicking on the “upload multiple files” option.

2. You will click on “Select,” to choose the file or files you want to upload from your computer. 
3. If you use the multiple file option, BEWARE!  The files will be named whatever file name under which you had previously named or stored the documents.  For example, if all your annual reports are titled “annual report,” you will end up with a string of files with the same name which is not very informative. So, be sure that you give your documents specific names that will allow you to know which one each is.
4. If you upload the files one at a time, you have the option of naming each file as you post it, e.g., “Annual Report 2010.”  Then, click, “Upload file.”
5. Once the file has been uploaded, you can re-name it or delete it by right-clicking on it.  BEWARE—if you want to rename a file, you have to retype the whole thing.  It won’t let you position the cursor somewhere in the middle to insert or delete a letter.  
6. You can also arrange the files into folders by adding folders.  For instructions on adding folders, see below.
Instructions for Editing the Template
1. Click “Planning” in the extreme upper left column.  “Planning” is where your template lives.
2. You should now see the “Announcements” page.  Among the options at the top bar of the page, click “Institution.” 
3. Now you will be on the “Planning Items” page.  A window with an organizational chart on the left side and Miami’s strategic goals in the right hand window should appear. In the second row of tabs, beside where it reads “Strategic Plans,” there will be other tabs.  Look for the one titled “Integrated Templates,” and click it.    
4. Now, the tab, “Integrated Templates” should appear in the left hand corner above the organizational chart.  Click on the “plus” sign on the appropriate vice presidential division in the organizational chart (e.g., Academic Affairs, Finance & Business Services).  Continue the same process until you reach the tab for your own unit (department, office, or program).

5. Once you reach your own unit in the org chart, you will see an item in the main field on the right which will read something like “[Your unit name] 2012-2013.”  Double-click on that phrase.  The template should appear.  This is the VIEW page.  Scroll down it to gain an overall perspective of the template and what is being asked on it.
6. When you are ready to begin working on the template, click on the “Edit” tab which is located on the top bar on the upper right hand corner of the page.  Be patient!  It may take a few moments for the form to load.  If a pop-up window appears asking whether you want to stop running this script, click, “yes.” 

7. Now, the gray bars requesting information have EDIT buttons on the left hand side.  These are for putting TEXT into the text box.  You may wish to use these text boxes to provide a direct response to the question or information being requested.  Or you may use it to offer an explanation, summary, or overview of the charts or other documents that you upload (or that are uploaded by another office).  
8. Note: You will see some signs that read “(i)” which are information buttons on the FAR right side on which you may click or hover for additional instructions. 
9. As you are entering information, uploading files, or creating folders, be sure to save your work regularly.  You can do that by clicking on the green “save” tab which is located at the bottom of the template window on the right side.

10. When you are ready to terminate your session, you can click, “save & close.”  The data and information will be saved so that during your next session, you can begin working where you left off.  
Instructions for Uploading Files

1. Most of the questions or requests for information (signified by the gray bars) also have a “file library,” where you may upload files and add folders. The file library is designated for documents that you plan to only use in this year’s template.  So, the documents should be specific to that year.  Note: When possible, please use PDF versions of files.  (For instructions on how to make PDF versions of files, see below.) 
2. You will follow the same instructions for uploading files as you did for uploading gallery sources (above).

Instructions for Making PDF Files

How to Create a PDF from MOST Programs – Mac

1. Click on File – then choose Print.

2. You should see a PDF button in the lower left of the print options screen. Choose the Save PDF option.

3. Save your file.

How to Create a PDF from Office – PC

1. Click on File – then choose Save As. 

2. Under the File Type pull down menu (at the bottom of the save screen), choose PDF.

3. Save your file.

These instruction will cover most situations. For others, contact the Center for Information Management at King Library (9-1776.)

Instructions for Adding Folders
To add a folder, click on the “add a folder” option.  You will be given an opportunity to name the folder.  You can add multiple folders with different names and upload files and store information in each folder.  

Instructions for Linking to a Gallery item

1. As you are editing your template, you may wish to link to one of the gallery sources you added earlier.  To do that, make sure you are in “edit” mode.  Then, scroll down to the question where you want to link the Gallery source.  Click, “Add Gallery Sources.”
2. This should bring up a little window with the organizational chart on one side and your gallery sources on the right.  Put a check mark in the box for each one you want to add to the template in this spot.   Note: If you click on the name of the source, it will open up the document so that you can view it.
3. Then click “Add Selected Items.”  Your item should now appear as a Gallery Source in the gray bar area for that question or request for information.  
4. Be sure to click SAVE (or Save & Close).  Now when you go to the VIEW tab, you should see the file inside the area for that question.  
Tips for Completing the Template

1. The first time you complete the template, you will notice that some of the questions will ask you to provide a summary or data related to the last seven years.  Beginning next year (2013-2014) and each year thereafter, you will only need to provide data and information for the current year.  Thus, the first year of completing the template will be more time consuming than in future years.
2. One of the benefits of the template is that it eliminates the need for lengthy reporting.  You should make your case in as concise a manner as needed to portray your unit accurately.
3. Save your work often to avoid losing any information. NOTE: The software does not have automatic saving features. If you navigate away from the page without saving, your work will be lost.
4. We strongly recommend that only one person from your department or program works on the template at one time; otherwise, some of the data or work you have done could be lost.  Similarly, be careful not to have multiple versions of the template open at one time, or you could lose some of the data you have entered.

5. Do not include hyperlinks in the template.

6. If you upload documents, PDF versions of documents are preferred, but other versions are acceptable if they work better for you.  For example, you may wish to use Excel spreadsheets for your enrollment data so that you can track trends over time.
Questions or Problems?

For questions related to the software, contact Eric Resnis at eric.resnis@miamiOH.edu
For questions related to the template content, contact Carolyn Haynes at haynesca@miamiOH.edu.

For questions related to assessment plans and reports, contact Cecilia Shore at shorec@miamiOH.edu
Deadlines

· Office of Institutional Research, Registrar and Grad School will have uploaded data onto your template by end of finals week in the fall semester.

· You will complete your portions of the template by MAY 20, 2013.
· You will update your template each year by the end of May.
