CHICAGO STATE

UNIVERSITY

A Guide to Submitting and Reviewing
Unit PME Reports Using LiveText

Learn what's possible.
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Preliminaries:
*Credentials to an administrative LiveText account must be obtained and available for login.

*Prior to submitting in LiveText one must first have the report finalized in a Microsoft Word or .pdf
format.

*Once the file or files are saved on a computer or flash drive they can be uploaded into LiveText from the
source and submitted in a specific way. (Specific uploading and submitting procedures follow below).

Logging-in to LiveText:

STEP A: In the browser address bar type in the following web address for LiveText: www.livetext.com

STEP B: In the top right corner of the screen you can type in your username and password in the
corresponding text boxes.

€« - C https://www.livetext.com

AV i — - =
Ll v: ] EX I 3 What We Do Request a Demo Visitor Pass Login | Register —
e

Learn what's possibl

Type in your
username and
password here

Login

Register Forgot password?

Designed to Support Learning For Life

Learn More

Creating the LiveText Document to House/Archive PME files:

STEP 1: Once you are logged-in to LiveText you need to click on the “LiveText Docs” tab located at the
top left of the screen.

€ — C G https://www.livetext.com/misk5/cl/welcome
== -
LIVETEXT

Dashboard Courses LiveText Do

Welcamne, Callege of Education ChicagoStateUniversity |

Step L:
Click here

Forms Community Tools

Assignments Term | All Current Terms ¥ | Course v
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STEP 2: Click on the “New” tab with green plus sign at the left of the screen.

Dashboard Courses LiveText DocCs File Manager Rewviews
~ e —
Documents
Pl WOk Inbox Sent Trash A~ Manages My Labels

My WV ork Step 2:
Click here
[ =R

STEP 3: Click on “IL: Chicago State University Assessment Committee: IR.”
- Chicagoc State Uniwversity
» sccreditation
» AssosSsrTIEnts

» Courses

» Lessorn Plans
Step 3:
Click here

» Porciclios

» Prajects

s L CThicago State Unive flNniversity Assessrmient Cormmitoes: TR

- LinveTeaxt

» SAocoooorTiEants
STEP 4: Click on the “University Assessment Committee - Master Documents.”
P LESSUTNN Fildgils
» Portfolios

» Projects

Step 4
Click here

- |L: Chicago State University University Assessment C

» HLC Accreditation
» University Assessment Committes - ster Documents
- LiveText

» Assessmeaents

STEP 5: Click on the PME Template that corresponds to the year of your report
“[Unit Name] - Id - UAC - PME - Annual Template FY20__."

Plan/Report
[FPROGRAM, LEVEL, AY YEAR] - Ic - UALC - COE - Assessment Plan/Report
[PROGRAM, LEVEL, AY YEAR] - M - UAC - Key Changes Report / Minutes

[UMIT MAME] - I1d - UAC - PME - Annual Template FY2015 Step 5:
[UMIT WAME] - Id - WAL - PME - Annual Template FY2016 Click on one of

these Templates

[UMIT MAME] - 1d - UAC - PME - Annual Template FY2017
[UMIT MAME] - 1d - UAC - PME - Annual Template FY2018

* LiveText
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STEP 6: Click on the green “Create Document” button.

Template Cutline

NI Tl Pt A"C - PME - Annual Termmpla =2

[ JAME] - 1d - LAC Fay ua = ate

hJ

8]

Planning, Measurement, & Effectiveness [PME] Annual Plan
@ PME Annual Template FYy2016
3 University PME Unit Plan

D University PME Unit Report
Step 6G:
Click here

STEP 7: Keep the text format in the title text box but change the “unit name” to reflect your own unit.
Change the word “template” in the title to Plan or Assessment depending on which report you are
submitting.

Step 7: Change
Step 7: Change "unit "template” to
name” to your unit. Plan or Assessment

wide a title

[Police] - Id - UAC - PME - Annual Assessment Report FY2016

STEP 8: Click on the green “OK” button.

Please provide a title

[Police] - Id - UAC - PME - Annu

Click here

Adding Name and the Unit Name to the LiveText Document:

STEP 9: Click on the “Edit” button in the first section of the LiveText document.

& Send this decument for review <5 Share this document E ## Document Properties

Planning, Measurement, & Effectiveness [PME] Annual Plan &

& Edit ]
PME Annual Template FY2016 s Step 9
Click here
The PME template is for FY 2016
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STEP10: Click inside the table and type your unit name and the name of the person submitting the

report.
B I U 5 || x> x| A- E-|W

Mormal - Font

= = FHH = @ Q = - k3 Source AE- &

- Size -~ = @ @

The PME template is for FY 2016

nter Name

Step 10: Click here and
type the unit name and
person submitting name

STEP 11: Click on the green “Save & Finish” button.

Y2016 Page: Planning, Measurement, & Effectiveness [PME] Annual Plan

Document: [TEST] - Id - UAC - PME - Annual Assessment Report F

Section Editor nsert image File attachment

Step 11:
Click here

Sawve Changes Cance

Section title PME Annual Template FY2016

Downloading the Master Template PME files:
STEP 12: Click on the “Edit” button in the second section of the LiveText document titled University PME
Unit Plan.

& Edit

Step 12:
Click here

University PME Unit Plan

Attached below is the master template document for PME Unit Plan. Download the file ¢
reflect yvour unit. Upload the final edition here.
Attachments

] EMEUnitPlanrevisedsum14 2.docx

STEP 13: Scroll to the very bottom of the screen and Click on the “Edit” button under File Attachment(s)

section.

Inserted Image (none)

Step 13:

Click here

Inserted Files PMEURitPlanrevisedsum14_2 docx
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STEP 14: Click on the file titled “PMEUnitPlanrevisedsum14_2.docx” to download the template for the
PME plan. (If you donat nead thetemplatefiles kip to step 15.)

Section Editor nsert Image File Attachments (1)

Save Changes
Step 14
Click here

Inserted Files | »®

Current Label: uncategorized w

Uploading your PME report file:

STEP 15: Remove the Master Document by clicking the “x” button next to the file name.

inges

Step 15:
Click here to
remove the file

Inserted Files iy »

it 1 ahal- uncatecorized

STEP 16: Click on the “Upload New File” button with green plus sign.

Step 16:
Click here

Upload Mew File

Search

STEP 17: Click the “Browse...” or “Choose File...” button to select a file from your computer or flash
drive.

Browwse wioill ter to uplaoad:

Choose File o file chosen
Up oo 1 GB in size.

Browwse from File Manager
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STEP 18: Search for the PME unit plan file on your computer. Once you locate the file that you want to
upload, click on it, and then click open.

G Cpen .
\_/\_/ | W » CSU » Downloads » - |&7 | | Search Downloads =
Organize « Mew folder 4= - il (7]
e e et Mame Date modified Type
X
Bl Desktop |E‘ B mS5IYE3lo_PMEUnitPlanrevisedsumld_2 (1) 8,/9/2016 3:24 PM Microse
& Downloads ] mS5IVE3le_PMEUnNitPlanrevisedsumls_2 g 18: Click he fil /9./2016 3:24 PM Microsc
' %3] Recent Places @& Fall 2016 Student Teacher Handbook Revision Almost Final Documn tep 18: Click on the file 9/2016 2:14 PM Microse
# College of Education Summit Fall 2016 Agenda you would like to apen /82016 4:42 PM Microsc
= Libraries 1, Final Copy of all GPEDs-Spring 2016 Syllabi and then click on open /5,/2016 4:22 PM Compre
;:I Documents E LIS 5120 Syllabus Spring 2016 8/,2016 4:09 PM Adobe.
@t Music T3 EDDL 6250 Spring 2016 Syllabus 5/8/2016 4:06 PM Adobe .
(& Pictures
B¥ videos
B Compter || T =
File name: - ']
[ Open |v] [ Cancel ]

STEP 19: The file selected will upload and LiveText will provide a progress bar for the process. Once the
file is uploaded, a green font Completed text will appear. Now click “Save & Finish.”

1).docx e = = & & =& & & & = = = J 100%

Browse your computer to upload:

Choose File | Mo file chosen

B 1151 YE3Io PMEUN;tPlan..isedsum14 2 1 docx Completed

Upto1GBin size.

ection Editor nsert Image File Attachments (2)

Sawve Changes

Step 19:
Click here

Inserted Files ) PMEUNitPlanrevisedsum14 x
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Sharing the LiveText Document:

STEP 20: Click on the “Share this document” button at the top of the document.
[TEST]-1d - UAC - PME - Annual Assessment Report FY2016

@ Hide

Share this document rm

Page List

Step 20:
Click here

Planning, Measurement, & rement, & Effectiveness [PME] Annual Plan «

Effectivensess [PME] Annual
Plan

# Manage Pages PME Annual Template FY2016 &

STEP 21: Click in the Search Editor text box and type the following account name text: csuac_ 01

-C: Share this docurment E LF Drocur
Search for Users/Groups/Visitors. >
E
Type in individual na Step 21- Click here oe” or TjJanesmith’.
. and type csuac_ 01 -
= Look in: - My IS
Search Wiewer earch Editor
o Suac_01

Assessment Committee Rewviawwr
1 Chicago State University
] =csuac_01 =

STEP 22: From the drop down menu click “Assessment Committee Review 1 CSU <csuac_01>.”

nplate Look in: *® My Institutions All Users
Search Viewer Search Editor
‘or EY 20 csuac_01

Assessment Committee Review
Chicago State University
=csuac_01=

Step 22:
Click here

STEP 23: Click the “Add to Share” button

renit, S E

Twpee in individual mnames or usermameas,. such as "johmn Doae™ or “jamnssmicth™.

-

Look in: MYy INsTiTutions Al Users

mnplate
Search Viewer Search Editor
for FY 20
> Assessmeaent Cormmitite s
Rewiewe 1 Chicagso State

Lmiwersity =cswuac__ 0O =
Step 23:
Click here S P Share

8
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Sending the LiveText Document for Review:

STEP 24: Click on the “Send this document for review” button at the top of the document.

[TEST]-Id - UAC - PME - Annual Assessment Report FY2016
@ Hide © Send this document for review <% Share this document E £ Docum:
Page List
Planning, Measurement, & Planning, Measurement, & Effectivi Step 24
Effectiveness [PME] Annual Click here
Plan

# Manage Pages PME Annual Template FY2016 '

The PME template is for FY 2016

STEP 25: Click in the text box below my institutions and type the following account name text: csuac_06

STEP 26: From the drop down menu click “Assessment Committee Review 6 CSU <csuac_06>.”

1e & 5end this document for review < Share this document rm {i# Document Properties

Search for Reviewers.

:I Type in individual na gﬁ:ecﬁ)( iz:re and n Doe” or "janesmith”.
type csuac_06 Step 26: s b |

Look in: ® My g
Click here

csuac_06

| Assessment Committee Review 6 C5U =csuac_06=

STEP 27: Click the “Submit for Review” button. Once submitted, a verification notice stating, “You have

successfully sent this document to 1 user.” will be provided.
Search for Reviewers. >

= A

Type in individual names or usernames, such as "john Doe™ ar "janesmith".

Loock in: "™ My Institutions All Users

Step 27:
Click here

Selected Rewvieweanr(s)
> Assessment Commitiese Rewview o CSI =csuac_0&=

You have successfully sent this document to 1 user.
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Viewing the Assessment Results:

STEP 28: Click on the “Reviews” tab at the top of your screen.
g - Welcome, College of Ed
LIVETEXT

Dashboard Courses LiveTe Reviews Forms Co

Step 28:
Click here

Documents Main Page

STEP 29: In the “Inbox” of the Reviews tab you will find the assessed versions of the PME Unit reports.
These are the reports sent back to you after being reviewed by the university committee. The assessed
report will have a green highlighted checkmark next to it as seen below. The report will be visible by the
title and by the date in which you received the assessed PME report.

Reviews
Sent Drafts Trash All Manage My Labels
[=] 1nbox Q Search W |
Apply label Change label M Delete
Showing 1-4 of 4
L Title From #* Received
— Rewvi & CSU. A t
@ COE - Id - UAC - PME - Annual Plan FY 2016-2017 oo s Assessmen January 26, 2015
ommittees
— Rewvi & CsSU. A t
= -] COE - Id - UAC - PME - Annual Plan FY2015 (MEW) Cev'e“f‘ s Assessmen December 23, 2013
ommittee
@ < COE (Second Wersion) - I1d - UAC - PME - Annual Re\flev\_f & CSU, Assessment Eebruary 7, 2013
Plan FY2014 (NEW) Committee

STEP 30: Click on the title of the assessed PME report that you wish to view. Remember that the title of
your report is not the same as what is represented in the image below.

Apply label  Change label Ml Delete Step 30: Click on the title of the
document you want to open
(Remember, your report title is

Showing 1-£ of 4 I
not the same as in this image

# Received

Review & CSU. Assessment
Committee

O
o

COE - Id - UAC - PME - Annual Plan FY 2016-2017 January 26, 2015

Review & CSU. Assessment
Committee

O

< COE - Id - UAC - PME - Annual Plan F¥2015 (MEW]) December 23. 2013

STEP 31: Click on the green “View Assessment” button. A new window will open.

Dashboard Courses LiveText Docs File Manager Rewviews Forms Cormmunity

PEE e

Step 31:
Click here
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STEP 32: In the top right corner of the new window click the undock button.

Step 32: Click here to
undock the window

m

Revise

UAC - Rubric for Reviewing PME Plans

by Assessment Assessee: Collage of " e A " d B
| Committee Chicago State Education SsEssOrs: Sse_ssment Ssessed an: .
University ChicagoStateUniversity Committee Review & CS5Ujan 26, 2015 9002 AM
Show: All | Rubrics | Rub mes

Rubric for Reviewing PME Plans

STEP 33: View the assessment results and comments in the new window. The results are based on the
scoring of the university assessment committee rubric. In the column titled “Attained,” you will find the
score for each indicator of the rubric.

Kubric tor Keviewing FME Flans

@ Rubric for Needs Work (1.000 pt) Acceptable (2.000 pts) Target (3.000 pts)

1.1 Mission [ | The statement provided is unclear as to the work  The statement provided indicates the work of the | The statement provided clearly explains the work | Acceptable

Reviewing PME Purpose of the | of the unit. unit. the unit does, who is supported by the unit, and
Plans Program / Unit shows a clear connection to the university and
e (1,000, 11%) college / division missions.
1.2 Comments | The goals provided are limited in terms of scope | The goals provided indicate the direction the The goals provided clearly articulate what the Acceptable
on the Mission or direction. program / unit desires to take program [ unit desires to become. The goals
I Purpose: indicate a desire for continuous improvement.
Goals of the
Program | Unit
(1.000, 11%)
1.3 Objectives | Objectives are not measurable or do not connect | Objectives are measurable and associated with | Objectives are measurable, tie directly to the Acceptable
(1.000, 11%) with the provided goal. the goal. associated goal and have a clear indication of

when the cbjectives are to be completed.

1.4 Learning | The leaming outcomes do not specify what the At least one leaming outcome is provided that | Clear statements of what the customer / Acceptable

QOutcomes customer/student will be able to know, think or  demonstrates how the program / unit provides | students will know, think, or do after interacting
(1,000, 11%) dois present education or knowledge to their customers / with the department is articulated.
students.
1.5 Programs | The program cutcomes do not clearly At least one program cutcome is provided that | Clear statement(s) are provided as to how the | Acceptable
Outcomes demonstrate how the program is measuring its ~ demonstrates how the program / unit measure its | program / unit will demonstrate its effectiveness.
(1.000, 11%) effectiveness. effectiveness.
1.6 Assessment and/or evaluation instruments do not Assessment and/or evaluation instruments align | The assessment and/or evaluation instruments | Needs Work
Assessment | align clearly with the outcomes provided. with the outcomes listed. clearly align to the outcomes listed and have
and established criteria for measurements.
Evaluation
Instruments
(1.000, 11%)
1.7 The priorities provided do not align with the The pricrities provided align with the objectives | The pricrities provided objectives that clearly Acceptable
Establishing | cutcomes of the program and/or the university  and/or cutcomes and have the university align with the pregram /unit cutcomes and the
Priorities strategic goals. strategic goal identified. university strategic goals
(1.000, 11%)
1.8 Budget Funding needed is not clearly identified. Funding needed to meet the pricrities and / or Funding is identified and has a clear explanation | Acceptable
Implications outcomes is identified of how the funds will be used to meet the
(1,000, 11%) pricrities and / or outcomes.
1.9 Budget No budget allocations are listed. Budget allocations are provided The budget allocations align with the goals, Acceptable
Allocations objectives, and pricrities identified.
(1.000, 11%)

17 pts (62.96%)

Other comments:
\The assessments must posit quantitative benchmarks ortargets. ERG targets for example must be quantified.

11
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