TO:

All Individuals Responsible for Filing Action Plans

FROM:
Jim Flynn



Assistant to the Provost for Planning

SUBJECT:
03-04 Online Progress Report Forms Ready

As previously announced, all departments and units that file online Action Plans must complete the 2003-04 Planning Progress Report by June 30, 2004.  

It is essential that all departments and units complete the Progress Report because these will be used as part of our SACS documentation of planning.  

Here are the basic steps in completing the online Planning Progress Report: 

1.  Please go to the Planning Page through the Internet Explorer at http://www.wku.edu/planning/
2.  Click on “Develop Action Plans & Progress Reports” and login (using your WKU e-mail log-in information).  This will take you to your department’s planning database.

3.  From the menu on the left side of the page, click on “Enter Progress Report,” select the year 2003-04, and click “Next.”

4.  This should get you to the 2003-04 Progress Report form for your department or unit.  As you will see, the form consists of two parts:

a.   
“Part I, Unit Assessment” includes four boxes into which you will enter the information called for in each head note.  

b.
The “Action Plan Report” section allows you to identify the level of progress for each Activity and Performance Indicator on your 2003-04 Action Plan.  Simply click on the red “rating” under each, and select the appropriate progress description from the pull-down list.  

5.  Be sure to click on “Save Changes” at the very bottom of the page to ensure that your data are saved online.

6.  It is a good idea to print a copy of your Progress Report and to save it on your computer.  To print or to save, simply select “Print Progress Report” from your department’s database page menu.  After selecting the year 2003-04 and clicking “Next,” you will arrive at a page headed “Progress Report Choices.”  

To print the report, select “View” on the pull-down, and then click “Generate Report.”  After the report is generated, you may simply print it as you would any other document.

To save the report on your computer, select “Save” on the pull-down and then click “Generate Report.”   You will then be given the option to save the document on your computer in the file of your choice.  

If you have questions about the process, please feel free to contact me (james.flynn@wku.edu).  If you have technical questions, please contact Eric Wolfe (eric.wolfe@wku.edu).

Thanks for your cooperation and your participation in the WKU planning process.

