AUP Improve User Guide

Current Review Period: 2020-2021

Due Dates:

Dec. 5%: AUPs Due

Dec. 15%: 1°t Level Manager Review

Dec. 18™: 2" Level Manager Review

Jan. 2" Last date to make final edits to AUP & One Time Requests
Jan. 3 OIR starts pulling data from plans & budgets to post

How to Login into Improve:
LOS RIOS ———

Community College District AmeicenRom Cotage  Comuroms Rovw Cologe  Fobiomn Lakn Cllmge.  Swcrmemnia Gty Cologn

s ;__:_;\'/ <|1'\ > Website: https://flc.tracdat.com/tracdat/shibboleth

Username: ‘W’ + employee ID (i.e. W0123456)

Password: Los Rios Password (same password you use
to log into your work computer.)

To log out, you must quit/close your web browser. '

Access Issues with Improve:

If you are unable to log into Improve, or when you log into Improve you are
unable to access the AUP for your unit, please contact the Office of Institutional
Research.

Quick Links:

| want to....

Start my AUP — Jump to Step 1 (page 2)

Add/revise Resource Requests —Jump to Step 3 (page 6)
Request Mapping —Jump to Step 4 (page 11)

Share draft of AUP —Jump to Step 5 (page 12)

Submit my AUP for Review — Jump to Step 6 (page 13)
View Feedback / Final Edits — Jump to Step 7 (page 13)

ok wWNRE

1 Office of Institutional Research Contact: Jill Bradshaw. Email: bradshj@flc.losrios.edu Phone: 916.660.2310
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Quick Guide to Getting Started

Step 1: How to access your AUP

When you first log into Improve you will see your homepage, which is customized to show you
only the documents related to your unit. Select the drop-down menu button on the far right to
see all your documents (1). From the drop-down menu, select the AUP you want to work on.
[Note: If you do not see any documents in the drop-down menu or if you see incorrect
documents, please contact the OIR to modify your access.]

= Nuventive. Improve AUP - Admissions and Records -

# Home

& AUP - Admissions and Records > Home

4 AUP Summary
il AuP Unit v

& AnnualUnitPlan v v

&l RequestMapping v v

M Rreports - v @
[ Decuments v

When you select the AUP for your unit, your screen will change to show the AUP Summary
screen (as shown below). If you have any one time requests for resources, they will be listed by
request title on this summary page. Next, select the Annual Unit Plan drop-down menu (1), and
then select AUP Narratives (2) to being work on your AUP narrative.

! Nuventive Improve AUP - Admissions and Records

# Home

A AUP - Admissions and Records > Home

AUP Summary
W AUP UNit v

AUP Narratives — @ v

Feedback/Approvals
One Time Requests
ala Request Mapping v
M Rreports v

[O Documents v
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You will now see a list to the AUP narratives completed in previous years. You have two

options for writing your current AUP: You can open a new/blank narrative form and start the
writing process from scratch by selecting the green “+” button (1 ), or you can create a copy of

the previous year’s plan and edit that document with revised data for this current review period

by selecting the copy button (2).

B Nuventive. Improve AUP - Admissions and Records
o (202 = AUP Narratives
B Aupunit - > @ 20192000 L]
# AnnualUnitPlan v » # 2m8-2019 —

» & 2017-2018

> 2062017

A. Using a New/Blank Narrative Form

If you select to use a new/blank narrative form, your screen will look like the image below.
Start by identifying the Academic Year (1), which is the current review period (2020-2021).
Continue through the form responding to the questions at your own pace. See Section 2 on
saving your work. Please note changes in Fall 2020: Q7. is a new question; Q9-Q11 were
previously a single question but they are now broken out as 3 distinct questions.

W Nuventive. Improve | AUP - Office of Instituional Research - | m a
n i =] ‘W AUP - Office of Institutional Research > AUP Unit > AUP Narratives > Add AUP Narrative
[ == i
M AUP Unic v
* Academic Year v 1

Annual UnitPlan ~
¢ Anoual UnitPlan 1. Division/Urit Mission Statement ©

AUP Narratives [

Feedback/Approvals 2. How does your division/unit mission statement support the college mission and

One Time Requests

a RequestMapping 3. Listthe number and type of St in your Unit (2}
M Repors v
4.Describe your Urits primary assigned respansibities L)
[ Documents ~
5. Identiy UpCaming major Proecis your unit il be EXpected 10 SUPPATT (2}
6. Summarize your SLO/SAG assessme s from last year and what you plan to do ©
nextyear
7. Equity Minded Actions (7)
8. List current FY Operating bucget and proposed next FY operating budget. ©
9. Faciities Neads (2}
10, Safety Needs ©
11. Professional Development Needs (7)

12. Suggestians for impraving the AUP process

3. 15 your AUP complete and ready for review? ~
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B. Copying & Editing Narrative Form

If you chose to copy over the narrative form from the previous year, after selecting the copy
button you need to identify the Academic Year (1), which is the current review period (2020-
2021). All the boxes within the document will reflect your responses from the previous year.

Continue through the form editing the data at your own pace. See Section 2 on saving your
work.

= Nuventive. Improve AUP - Admissions and Records =
- =] 1 AUP - Admissians and Records > AUP Unit > AUP Narratives - Copy AUP Narrative
# Home
1M Aup unic v
* Academic Year -
& Annual UnitPlan v
1. Division/Unit Missian Statement | The FLC Admissions & Records Office is dedicated to providing professior 4 d service while lations and lacal district and college ()
i AUP Narrativas policies.

Feedback/Approvals mission and vision by acknowledging that we are here to support and engage the communities that we serve, and connect our

2. How daes your division/unic mission statement support the college  The A&R mission statement supports the college
d | it FLC provides.

mission and vision?

One Time Requests

e —. 3. List the number and type of staffin your Unic | Manager/Supervisor: ©
Christine Wurzer

M Reports v Classified Support Staff (permanent):
Kaleen Johnson(Evaluator I, Gayle Brown (Evaluator Il, Rochelle Franco (Degree Auditor/Ealuator), Lupe Marcinez (Admissions and Records Clerk ) (4)

[ Documents v

Classified Support Staff (Temporary):
Classified temporary staff (4) - Evaluations-1 / Admissions & Records-2 / Veterans Success Center -1
Student help/FWS/VA work study (9) - Admissions & Records-4 f Veterans Success Center-5

Total Unit staff:
5 Permanent, full-time staff
13 Temnporary/student help staff

4. Describe your Unit's primary assigned responsibilities  The Admissions & Records office provides services to all Folsom Lake College students, as well as staff, faculty, alumni and community members. The AZR office interacts with

literally every student in some way - from the admissiens process through the graduation process and beyond, which help suppert our students’ learning environment. We are the

first paint of cantact for visitors to the campus as the college op and front ting to other support staff, looking up and directing to meetings, events, etc). In
addition, we provide suppart ta the entire college community, including Instructian (by assisting faculty and deans).
Primary include the ions process, registration, college cashier/bursar, evaluations, transeript processing, Veterans’ services, grade and student record

changes, and resolution of faculty and student issues regarding education records. A&R must be in compliance with California Education Code (Title 5), as well as State, Federal,

Before you exit this document, please make sure you go to Q.13 and change your response
from “yes” to “no”. Q.13 functions as the “submit” button, letting the 1t and 2"¢ level
reviewers know that your plan is complete and ready for review. Question 13 should not be

marked as “yes” until your revisions are complete, and you are ready for your supervisor to
review to plan.

7. Equity Minded Actions

5. List current FY operating budget and proposed next FY operating budgst.  Total 2019-2020 operating budget allacation: $35,965
Requested sugmentation(increase):s0
Total 2020-2021 operating budget requested: $35,965

Use this link to update your annual operating budget (please copy and paste this link in a new browser): hups://docs.google. com/spreadsheets/d/ | mEFGrZ6pq1esMPISKYr758kniNS7N_a[VETDsmeDaU
leditégid=0

9. Facilities Needs | Safety - With many new faculty and staff moving into the Harris Center, we request that a training be provided for all the Harris Center faculty and staff so everyone knaws what to do in the event of an

emergency. We 2150 need a tool to break 3 window if we need to evacuate the building 2nd the hallway is inaccessible, and 2 portable escape ladder to descend the building through the window.

10. Safety Nesds
1. Professional Development Needs

12. Suggestions for improving the AUP pracess | None

13 Is your AUP complete and ready for review?  Yes |v ®

(>}
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Step 2: Saving your Work

Improve does not automatically save your work —you must click the “Save” button (1). When
you save your work, you will get a green pop-up message confirming that your work was saved
(2). Itis advised to save your work regularly while working on your plan. When you are
finished working on your plan and you have saved your work, select the “return” button (3).

@ m—

= Nuventive.Improve ADP/Program Review - Human Services
g - @ 1R ADP/Program Review - Human Services + ADP/PRUNIt » ADP/PR Narratives + Add ADP/PR Narrative
# Home Bsave v
M AopeRUNR - e
e Please note that £ you need to access another Improve unit as you complete your ADP, you may open a second session in another browser. Do not kg in to Improve twice in the same browser. Doing 0 can Cause data loss. ADDITIONALLY, multiple users enterng ADP.
v namatie 3t the same time can ako cause data lss. I  best to Coordinate data entry 35 YOU Wike your ADP NarTative 1 your department.
Feedba provals 1. Department Goals - Current Progress ©
f quests
a 2. Department Goals - Future ©
a apping
2 Spectl or Long Term Projects. © @
Repor v
[ Document 4. Deps e Plans - Curriculum and Course Sequencing ©

A few things to remember related to saving your work...

1. Multiple Users: It is possible for more than one person to access the same Improve
document at the same time. If you plan on having multiple people editing the same
document within Improve you will need to coordinate that work to ensure that you are
accessing the document at different times so that you are not saving over each other’s
work. If you want greater flexibility, you might consider working on the narrative
guestions within a shared document in Google and then copying over your final
responses into Improve.

2. Multiple Browsers / Multiple Instances: It is possible for the same person to log into
and open multiple instances of Improve. If you want to have more than one document
or page open within Improve, please use two different browsers (i.e. Chrome & Firefox).
Using two tabs or windows of the same Browser type (i.e. two Firefox windows) can
cause issues within the application, like parts of one page showing on the other page (a
minor issue likely fixed by refresh), but it may also cause major issues like data being
moved or overwritten between two different units. If you need to compare different
areas, please use two completely separate browsers, and do not have more than one
active session in the same browser type.

3. Required Questions: Any question marked with an asterisk requires a response. When
saving a document, if required questions are not answered, the document will not save.
If you are not ready to respond to a certain question, but want to save your work,



https://docs.google.com/spreadsheets/d/13evORTSZ4pX7Ekvq7k6ta8AjuwDTsCXxXAMtxn8ngUM/edit#gid=1349406053

AUP USER GUIDE

simply put any text in the narrative box, hit the save button again, and then return to

that question in later revisions. Required questions are primarily related to the One

Time Request form.
4. Viewing Changes within Improve / Recovering Deleted Data: Changes made within
Improve are logged and can be viewed by selecting “Context View” button (1). The
activity report shows the date of change, person making the change, type of change,
object (type of document), and title of the document. To view the revised text, select
the blue “type” link (2). Any data deleted in error can be recovered by opening this link
and copying “old value” column.

®

W NuventE Irmprove ADP/Program Review - Human Services -
- A = BR8N M ADP/Program Review - Human Services > ADP/PRUnit > ADP/PR Narratives
# Home S
M ADP/PR Unit v
Show activity from the | Show all activity -
& ADP/PRPlan v
PR Date ~ Personnel s Type s Object s Name/Text
Feedbackoprovals 08/20/2018 3l Bradshaw Delete ADP/PR Harrative 2015 - 2016
08/20/2018 3l Bradshaw Add ADP/PR Narrative 2015 - 2016
Resource Requests
08/14/2018 3l Bradshaw Delete ADP/PR Harrative 2018 - 2019

Request Updates

08/14/2018 3il Bradshaw ADP/PR Narrative 2018 - 2019
%4 Resource Mapping v
11/01/2017 Jil Bradshaw ADP/PR Narrative 2017 - 2018

Step 3: How to Create or Edit a Resource Request

Change in Fall 2020: The One Time Request form (1) has been replaced with the Resource
Request form, which mirrors the Resource Request form used in ADPs/Program Reviews. This
change will allow AUP units to make more types of resource requests, including FT Faculty
Requests. Directions for the new Resource Request form start on page 7. Please note that all
One Time Requests made prior to Fall 2020 are still list in Improve under the new Resource
Request tab (see image on page 7).

<« C @ W i =% https;//fctracdat.com/tracdat/faces/assessment/unit_planning/assessmentPlan.xhtml
ﬂ Nuventive Improve AUP - Admissions and Records =
n H = # AUP - Admissions and Records > Annual Unit Plan > One Time Requests
& Home ~ @ one Time Requests
E AUP Unit ~ L Full-time Classified Staff: EVALUATOR | Due to the significant changes in function and workload involving Admissions & Records offices across the District, there continues to be 2 need for an additienal E

additional Evaluators in the last year, and we have been requesting an additional Evaluator for almost 10 years. [Active)

# AnnualUnitPlan v
»  Fulltime Classified Staff: STUDENT SERVICES STUDENT PERSONNEL ASSISTANT (SPA) - Veterans Center The student veteran population continues to increase, specifically students veterans and depend
AUP Narratives benefits. The college A&R supervisar currently serves as the college VA certifying official, in addition to supervisory duties. In addition, the expansion of the Veterans Success Center with increased hours
permanent classified position. (Active)

Feedback/Approvals
Full-time Classified Staff: STUDENT SERVICES STUDENT PERSONNEL ASSISTANT (ADMISSIONS & RECORDS) With the continued addition of new programs such as RCC Promise, processing of advanced ¢

One Time Requests raff, jed high school courses/dual enrollment, and inmate education, a SPA for admissions & records is required. (Active)

i Request Mapping v
M Reports ~

[O Documents ~
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Within the AUP screen, you will see the Planning Summary screen (as shown below). If you have any
active resource requests, they will be listed here.

To add a new resource request or to edit an existing request, select the Resource Request tab (1).

= Nuventive. Improve AUP - Office of Institutional Research
- H =] 4 AUP - Office of Institutional Research > Home
# Home 1
AUP Summary
I AUP Unit v

# AnnualUnitPlan v
AUP Narratives
Feedback/Approvals

Resource Request _ @

i3a RequestMapping v

L L < <

(10 Reports v

(O Documents v

A. Creating a New Resource Request
To open and create and new resource request, select the select green + button (1). Start by identifying
the Short Title of Request (2), ideally three words or less (e.g. Power Outlets). Use the Brief Description
of Request box to add more information about the request, ideally 10 words or less (e.g. Installation of
three floor power outlets in tutoring center). If you need to provide more detail about the request,
please use the Justification of Resource Request box. Continue through the form responding to the
guestions at your own pace. Please note that 6 questions in this form are required fields (*) and you
must enter data in that field to save work (see section 2 about required questions).

e : semeszers. e ko L (rcove) zan
» foxt, 1) Acove) 28
> 28
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< ||

Remaining Questions - STAFFING REQUESTS ONLY Reques: Type:

Classied Requests Only: # of manths/year and haursiwesk.

B. Staffing Requests / FT Faculty Requests
If you are requesting “staffing” (FT faculty, classified, admin, or temp classified), you will need to
complete the questions at the bottom of the Resource Request Form within Improve. If you are not
requesting staffing, you will skip those questions.

‘ Remaining Questions - STAFFING | ©

Classified Requests Only: # of months/year and hours/week

Remaining Questions: FT Faculty Requests Only ~| @

Current FT Faculty FTEF

FT Faculty Position Requests: The Academic Discipline Profile questions, that were previously in a
google form format, have now been incorporated into the Resource Request Form within Improve. To
request a FT faculty position, answer the 13 questions at the bottom of the Resource Request Form
within Improve (1 —see page 9). When you have finalized all edits to the request, please mark the
request as Completed (2). Only active FT Faculty resource requests with the Academic Discipline Profile
guestions answered will be moved forward to the Faculty Hiring Prioritization Committee.

Requests for FT faculty can be submitted any time during the academic year. The Academic Discipline
Profile questions do not need to be marked as “completed” until the end of the spring term. A list of all
active/completed FT Faculty Requests will be created after the last day of instruction each spring term
and forwarded to the Academic Senate Hiring Prioritization Committee and Administration.
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— O (2

Current Total FTED

Current Number of FT Faculty
Enrallment Trends

Tupic Aress

Projecied Growth

L Only - Empleyment Trends
Equity Needs

Effects. of Lacking FT faculty
Current PT Pool Site

Link 1 Callege Needs
Propased Schedule

Specialty

C. Changes to Operating Budget
Proposed changes to your annual operating budget should be discussed in the AUP Narrative: Question
8 and documented in the budget sheet for your unit. Links to the budget worksheets can be found
within Q7. of the AUP narrative, and here: Administrative Services Budget Sheets: 2020-2021;
President’s Services Budget Sheets: 2020-2021; Student Services Budget Sheets: 2020-2021.

D. Updating / Editing a Resource Request
To update an existing Resource Request, select the edit button (1). Please note that the Resource
Request form has different resource options than the previous One Time Request form. If you have
existing One Time Requests within Improve, the Resource Request Type box will now be blank. You will
need to select a resource request type from the list; this is a required question and you will not be able
to save your edits until a new selection has been made.

e sk L s zae

01 (Aczve) zas
zae

Q) &



https://docs.google.com/spreadsheets/d/1UrGk_clNY2BG7TcgETXydUUkOvP826gKzSQPqAuE-1Q/edit?usp=sharing
https://docs.google.com/spreadsheets/d/1m6FGrZ6pq1esMPj5KYr758knINs7N_ajYETDsmeNXIU/edit#gid=0
https://docs.google.com/spreadsheets/d/1fmUzxkaT7SCrdEGtrZhP5Hl8CF8FIhYCQthzZTsDMK4/edit#gid=0
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If you want to request this resource again for the current review period (2020-21), you need to make
sure the Active Request box (1) is marked as Active. If the resource request has been completed
(request received) or the request is on hold (you don’t want to make this request this review cycle, but
you want to keep the request on file for future use), go the Active Request drop down menu (1) and
change the status to Completed or On-Hold. Please note that only active requests that will be included
in annual resource request reports.

= Nuventive. Improve jew - €
A Home
M ADp/eR Unit -

ShortTide of Request 0 Comm Hybrid Training
# ADPERPEn v

* Brief Description of Request  As our hybrid ora

ADP/PR Narrates

Request Updates

& Resource Mapping v

Original Request Dace 1012672017

@ Reports .
Date Fulfiled (7]
O Documents ~
* Resource Request Type .| @
TE Bighie? U
Quansiy fequipment or FTE (staff) Requested o [ )
T Cort [ om0 °

* justfication of Resource Request  Student Success and Retention Rates are nearly 20 percentage points lower in COMM at RCC than at either EDC or FLC. Because of RCC's space issues, our department offers mostly 6
hybrid courses at Ranche, Many of our insiructers have nor been farmally trained in hybrid instruction or their training precedes much of the communication technalogy In use
today. Most of our adjuncts do not have regular access or dialog with other hybrid instructors: this could create a community of elevated pedagogy.

* Prioriy Type A Crivcal .| ©
s hisregquest relaced to: 5

1 Other selecrad above, plesse describe

Remaining Questons - STAFFING REQUESTS ONLY Reques: Type: =
FT Faculey Only wi-)

Classified Requests Only: # of manihs/year and hours/week

If you want to completely delete/remove a resource request from Improve, select the delete button (1).

e sk L - e zae

o 1) (hcove) za8

» % Clas seeof lchers Clchers o i<l use ooy, [PRL 300, 329 Acte) zas

pens. zas
ot 3 hcom
320 duses. et ﬁ
preon J
s

Note about Resource Requests: Please be aware that resource requests are shared out in a
spreadsheet format, and only the information included in the RR form is moved forward to the
prioritization committees. So please be sure to copy and paste related information from your AUP
narrative about the need for the resource into the “justification for resource” box in the RR form. And
conversely, all resource requests made should be referenced with the AUP narrative.

10
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Step 4: Resource Mapping

It is an ACCIC requirement that institutions use their human, physical, technology, and financial
resources to achieve the mission of the college and to improve academic quality and institutional
effectiveness (see ACCJC Reference Handbook, Standard 3: Resources). The resource mapping feature
within Improve is the college’s primary mechanism for documenting the alignment of resources
requests with FLC Strategic Plan Goals, whereby documenting our compliance with ACCJC standards.
For this reason, it is a requirement that all resources requests are mapped to college goals.

The process of mapping resource requests is easy. Simply click on “Resource Mapping” (1), and then
click on “Resource Requests Mapped to College and District Goals”. Each resource request that you
submitted will appear in columns across the top row (2). The college’s Strategic goals will appear in
rows down the middle-left. Simply check which college goal each resource requests supports (click in
the box and a checkmark will appear.) When you are done, click save.

&« c @ @ @ https://ctracdat.com/tracdat/faces/common/mapping/relateObjectivesToGoals.xhtm|
LF Most Visited

= Nuventive. Improve ADP/Program Review - Communication and Media Studies -
n i|= <& ADP/Program Review - Communication and Media Studies > Resource Mapping > Resource Req Mapegeand District Goals

# Home
M Ape/eR UNit v
FLC 2017 - 2020 Strategic Plan Goals ~ || Resource Requests
& ADP/PRPlan v
) Computer Replacement My New Hire COMM An additional Better iPad for the COMM Lab The  FTE for A1 Oral Communication con
& Resource Mapping v Strategic Goals commutor is brokon. Full-Time faculty member is iPad currently housed in the Courses Every student wishingto  Nee
pute needed in COMM. (COMM Lab gets full VERY quickl ... complete a CSU transfer patten ... FLC

District Goals

M Reports v Goal 2 Provide High Quality Education v
[ Documents v
Goal 3 Support Community Engagement v
Goal 4 and v
Goal 5 Foster an Qutstanding Working and Learning v
Environment

<

For programs receiving Career Education funding, there is an additional requirement to track resources
requests to Perkins Core Indicators. Open the drop-down menu (1) to select Perkins Core Indicators and
follow same steps outlined above.

ﬂ Nuventive. Improve ADP/Program Review - Social

# Home

M ADP/PR Unit ~

Perkins Core Indicators ~ || Resource Requests

& Ao
Marketing Materials Support fTom oo wiork £ Human Services FT
la Resource Mapping | | Perkins Indicators. PISO to develop and distribute mmw',':'w

marketing materials. Make BTy :
Respuiremens 1 Strengthen acadesmic and career v
technical skills of students through integranan.

M reports ~ | Requirement 2 Link CTE secandary and post- v
secondary programs (at least 1 program of stuch)
[ Documents v
Requirement 3 Provide students with srong v
experience and understanding in all aspects of

industry (WEL: Wark Based)
Requirement 4 Develop, improve or expand use of v
technalogy

Requirement § Professional development v

11
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Step 5: Share Draft of Plan

If you are interested in sharing a draft of your plan with others on your team, there are a two
easy ways to do that. You can contact OIR and request that all department members have
access to Improve; you can request that members have edit access or view only access. Note
that 1t and 2" level reviewers (Managers, Deans, and VPs) already have view access. Or you
can create a draft document of your AUP by selecting “Reports” (1), and then Standard Reports.
Next, select “Assessment: AUP Narratives” (2).

E Nuventive. Improve AUP - Business Services -
n i =l n [MAUP - Business Services > Reports > Standard Reports
A Home AUP Unit Reports
T ADUE " Annual Unit Plan: Four Column This report shows the One Time Requests for each selected AUP Unit, along with any Request Approvals, Request Updates, and Actions
= addition, any reportable fields fram the General Information page display at the top of the repart,
& Annualunitelan v Annual Unit Plan: One Time Requests This report shows the One Time Requests for each selected AUP Unit, along with any information contained in the One Time Requests:
for the One Time Requests you wish to display. The report is displayed in a narrative layout. In addition, any reportable fields from the (
&L RequestMapping v Annual Unit Plan: One Time Requests and Request Updates This report shows the One Time Requests for each selected AUP Unit, along with any information contained in the One Time Requests

may include any Request Mapping for the One Time Requests you wish to display. The report is displayed in a narrative layout. In additi

M reports o the rep
Assessment: AUP Narratives s rfp s the AUP Narratives for each selected AUP Unit.
Assessment: Feedback/Approval This relg

Standard Reports s the Feedback/Approval for each selected AUP Unit.

Documents List This report list all documents (files) stored in each folder for each unit.
Ad Ho - Course Reports
O Docu ~ Request Mapping

Request Mapping: Goals Excel This report shows the Gaals of the AUP Unit and how each item from the selecled Unit is mapped.

®

Next, select your preferred layout, filter, and options. Format choices are PDF, HTML or Word
(1). You can change the title, and add a subtitle and logo, if desired. The filter allows you select
the plan narrative by year (2). And Options allows you include or exclude fields with no data.
Once you have made your selections, hit the Open Report button to generate your report. You
will see a pop-up message that the report in generating (it may take a minute or two), and then
the report will open in a new window.

 Nuventive mprove Ao usnesseves - (a7 2|
# Home & OpenReport =
MW Aveun =

P y—— _ @

a%a RequestMapping v * ReportTide  Business Services AUP

M Repons v

ReportSubtitie  DRAFT VERSION FOR INTERNAL USE ONLY
Standard Reparts RepartLoga | FLC Logo Color-use for 4 and 5 column reparts |w

Ad Hoc Reports

[ Documents v AUP Narrasies || 2020- 2021 % _ @

©

12
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Step 6: Submit for Review

When you are done with the above steps and you are ready for your Manager, Dean and/or VP
to review your plan, go back to the current year AUP Narrative and select “Yes” to Q10: “Is your
AUP complete and ready for review?”. First and second level reviewers will receive bi-weekly
reports from November 15 to December 5 notifying them when completed AUPs are ready
for their review.

2. Describe your unit's facility, professional development, and safety needs

9. Suggestions for improving the AUP pracess

10. Is your AUP camplete and ready for review? — @

Step 7: View Feedback/Approvals & Final Revisions

Within the AUP Planning Summary screen, select Feedback/Approvals (1). If your
Manager/Dean or Vice President have added feedback, you will see a document for the AUP
review year and the feedback/approval status (2). If you do not see a document for the current
review period, that means the reviewers have not yet added their feedback.

The deadline for any final revisions to AUP narratives and one time requests is January 2"%; any
changes made after that deadline will not be included in committee reports or resource
requests lists (with the exception of FT Faculty Staffing Requests, which can be submitted
anytime through the end of the spring term).

E Nuventive. Improve AUP - El Dorado Center -
ﬂ H =] A 4 1 AUP - El Dorado Center > AUP Unit > Feedback/Approvals
A Hom

v 4 Feedback/Approvals

ome
@i Aupunit v b 2
i First Level Manager Feedback: Thank you!
nual Unit Plan

First Level Manager Approval: Approved
Second Level Manager Feedback:

arratives
Second Level Manager
Feedback/Approvals L5 1
e

One Time Requests » 4 2018-2019

2, RequestMapping v » 4 2017-2018

Other:
+* Need training on Improve? Have problems accessing Improve?
» Contact Jill Bradshaw, Faculty Researcher, at: bradshj@flc.losrios.edu
s See the Office of Institutional Research (OIR) page on Inside to find:
= Links to Data Dashboards, Research Briefs & Key Performance Indicators
= Links to FLC Student Satisfaction with Support Services Survey Reports
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