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Guide for University of Hartford (UHart) Faculty Uploading their Essential 
Learning Outcome Assessment (ELO) into Planning & Self-Study (P&SS) 

How to Input Assessment Information into Watermark’s Planning & Self-Study Assessment Software  

This guide will walk faculty through the steps of uploading ELO documents into Planning & Self-Study.  

Log into Planning & Self-Study by using the appropriate University of Hartford credentials by accessing this 

link: Hartford.edu/watermark  

1. Scroll down to find the program being assessed. Click on the correct year for the “Program 
Assessment Plan”. 

 

2. The user will be redirected to a page similar to the image below. Click on the “Select Outcomes” 
button. 

 

 

hartford.edu/watermark
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3. Whenever programs are up for Essential Learning Outcome assessment at the University of Hartford, 
they also need to assess a third Program Learning Outcome (an outcome that is major-specific). For 
this example, the user scrolls down to find ELO: Written Communication and ELO: Critical Thinking. 
Next, they make sure to select one third Program Learning Outcome to assess as well. Select these 
three outcomes and click “Apply Selection”.  

 

4. For this demonstration, let’s start with the Written Communication ELO. Click on this outcome. Click 
on “+New Measure”.  
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5. Fill out the following page describing the assessment. Be sure to identify the type of assignment that 
was used for this ELO assessment using the drop-down menu under “Method”. Also, type in the 
course name or course number under “Course*”; as the faculty types the course name or number, the 
course should appear in the drop-down menu. If the course is not available in Planning & Self-Study, 
please write to assess@hartford.edu, so that the Office of Institutional Effectiveness can fix this error. 

 

6. Scroll down. Under “Target”, choose a goal for the seniors to reach on the AAC&U rubric. The answer 
to this question can be copied and pasted from the Pre-Survey document, Question 3. The program 
can choose whatever benchmark faculty feel is appropriate for seniors at the bachelor’s degree level. 
If the program needs ideas, the University of Hartford recommends a score of 3. An example Target 
could be “80% of students will score at least a 3 Milestone on the AAC&U rubric”.  
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7. For the textbox under “Description”, the faculty member could copy and paste the response from the 
Pre-Survey Question 2.   

 

 

8. Please refer to the “Attach Description Documents” button. Here, the faculty attaches the AAC&U 
VALUE Rubric and the Pre-Survey. It may also be helpful to attach instructions for the assignment used 
for the ELO assessment.  

 

 

9. Click “Add” at the top right of the page.  
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10. A pop-up will appear. Click “Yes, Manage Results Now” (this means faculty are going to add the data 
now).  

 

11. Scroll down to results. Click “I want to upload the assessment results files”. Upload the “Reporting 
Form” and the “Closing the Loop form”. If the program wants to save examples of “good, better, and 
best” student work, they can upload that work in this section as well.  
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12. Scroll down to the “Findings”. According to whether or not students met the target, select “Met” or 
“Not Met” from the Drop-Down Menu under “Measure Status”.  

 

13. For the “Analysis”, faculty could copy and paste the response from the Closing the Loop Form 
Question 1.  
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14. Next Click on “+Add New Action” under the “Description” textbox (This step is very important!). Select 
an option for how the program will respond to the data from the menu options. Faculty could copy 
and paste the response from the Closing the Loop Form Question 4. Click on the “Create Action” on 
the bottom right-hand corner when done.  
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15. Click on “Save & Close” the form is complete. The user will be taken back to the main page. 

 

16. The faculty will be taken back to the main page of the assessment report and see that their measure 
for the ELO is complete. Next, the faculty will click on the large “Analyze Outcome” button. 

 

17. The page will extend and there will be a textbox and a drop-down menu for “Outcome Status”. Be 
sure to select “Met” or “Not Met” for “Outcome Status” for the overall ELO.  
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18. The faculty can then choose to fill out a general analysis for the ELO in the “Outcome Analysis” 
textbox. Once the text is complete, the faculty must click on the check box to save.  

 

 

19. Next, the faculty can choose to add another action in response to the ELO data (however, the faculty 
do not have to do this step). To do this, the faculty would fill out the fields after clicking “+Add New 
Action”. After this, the upload for one ELO assessment is complete.  

 

20. Complete the same steps for the next ELO assessment.  

21. The program will need to choose one other Program Learning Outcome (that is not an ELO) for 
assessment this academic year. The Program Learning Outcome assessment can be any 
homework/project/exam questions for any group of students for a required major course. The Office 
of Institutional Effectiveness recommends attaching assignment instructions and/or a rubric to this 
program learning outcome measure for historical documentation purposes. Please feel free to reach 
out to assess@hartford.edu with any questions about the process.   

22. After completing these steps, click on the “Review and Submit” button on the top right-hand side of 
the dark blue tab. The faculty will be taken to a new page with a preview of the report. If edits need 
to be made, the faculty can click on the blue “Edit” button. If no edits are needed, the faculty can click 
on “Submit”. After this step, the assessment has been successfully uploaded! 
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If faculty or staff have any questions as it pertains to Planning & Self-Study or Essential Learning Outcome 

(ELO) Assessment, please feel free to contact:  

 

Natalia Zagula (Primary Contact) 

Assistant Director of Assessment  

Office of Institutional Effectiveness  

University of Hartford  

860-768-5482 

zagula@hartford.edu 

 

Kathleen Neal (Secondary Contact)  

Executive Director 

Office of Institutional 

Effectiveness 

860-768-4408 

kaneal@hartford.edu 
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