Caﬁada/College

SPOL - Pulling Narrative & Objective Reports

This guide will show you how to export the information that you have entered into
SPOL, specifically your Program Review Narratives and Planning Objectives.

If you have questions about how to access and use SPOL, please contact Allison Hughes:

Allison Hughes, Instructional Technologist
Email: hughesa@smccd.edu
Phone:650-306-3213

Office: 13-203
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Pulling Program Review Narrative Reports

1. Click on the Reports tab at the top of the My SPOL page.

My SPOL | Planning | Budget

Planning

Accreditation Reports.

Program Review

Resources

Reparts

Budgeting

/6 Welcome to SPOL Reporting

Data Reports

& Planning Reports

& Budget Reports

Support

Logout

Program Review

2. From the Reports page, click on the ‘Standards by User’ report under

& Assessment Reports

E:Arrulw Objectives Budget Detail and Forecast Course Detail
Enhanced Budget by Objective Type Budget Detail by Account :zl;lstiluliunal Effectiveness by
Budget Forecast by Type rogram

Instituticnal Effectivensss by Goal

Institufional Effectivensss by
Planning Unit

Objective Approval Status
Objective Summary by Insfitutional

Budget Forecast by Unit Manager
Budget Manager

Budget Motes

Budget Summary by Manager

Measure Detail
Measurement Detail
Cutcome Detail

CQutcome Details by Program

Goal Enhanced Budget by / Account Outcome Scorecard
Objectives by Planning Unit and Enhanced Budget by GL Code Program Asse.ssment Map
Sla_lus_ _ . ) Enhanced Budget Summary by Program Detail
Objectives Impacting Planning Units Institutional Goal Rubric Detail
Summary Enhanced Budget with Objective
Flanning Units w/ Status Reports and Task Detail © i .
Planning Units w/o Status Reports GL Code by Account # Accreditation REpO rts
Strategic Planning by Instituticnal GL Code Summary Standard by Standard Descripfion
:Ioall ic Planning by Object Summary by Functicn and Class Sfandard Detail
rategic Planning by Objective _
Purpose 2Iandards by Mamrative
Strategic Planning by Objective Standards by User
Type
Sfrategic Planning by Planning [ ] SYS-te m Reports
Priorities &

Strategic Planning by Planning Uinit
Strategic Planning by Unit Mgrs

Task Details
“

Mizsion Statement
Parent / Child Planning Unit Details

Parent / Child Planning Unit
Summary

3. Begin filling in your options for what information the report will display. For the

Accreditation Source, choose IPR for Instructional Program Review, APR for
Administrative Program Review, or SSPR for Student Services Program Review.

Accreditation Source

<Select a Value> ¥

<Select a Value>

Accreditation Cycle

View Report

Response User
Standards M Show Assignments ® True ' False
Show Decumentation Show Section (® True ' False

Show Compliance Details Show Suggested Follow Ups  (® rye () False

Show Assigned Planning Units Show Associated Objectives (8 Trye () False

Show Associated Outcomes Show Internet Links ® True ' False

Show Decuments
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4. For the Accreditation Cycle, choose the year of program review that you would
like to pull the report for. The cycles are named with the type of program review,
instructional, administrative, or student services, followed by the year of the
cycle.

Accreditation Source IPR v Accreditation Cycle <Select a Value> v .
View Report
Response All Responses Types ¥ User <Select a Value>

Standards | [V] Show Assignments Instructional Program Review (Inactive)
Show Documentation * True False Show Section Instructional Program Review
. . Show Suggested Follow N _ -
Show Compliance Details * True | ' False Ups SysAdmin Use Only - IPR Report 2015-2016 - 34
Show Assigned Planning 0 Show Associated Instructional Program Rev
Units True ' False Objectives
SysAdmin Use Only - Working Coj
Show Associated Outcomes  ® True () False Show Internet Links Y v g topy
Show Documents ® True . SysAdmin Use Only - [PR - 7 Enrollments Report
. Sys&dmin Use Only - IPR - 3 5LO Report

SysAdmin Use Only - [PR - 10 PLO Report
Sysadmin Use Only - IPR - 8 Equity Report
Test

Sysadmin Use Only - IPR for Single Program
{Mame)

Instructional Program Reviey

5. For Response, choose ‘All Response Types’ and for User choose the account
that you use to fill out your program review.

Accreditation Source IPR. M Accreditation Cycle Instructional Program Rewview 2017-18 -
View Report

Response All Responses Types T User <Select a Value= v
Standards I IV] Show Assignments <Select a Value>
Show Decumentation ® True O False Show Section Cabrera, Leanor
Show Compliance Details ® True O False a';z“" Tl e Carranza, James
Show Assigned Planning ® Show Associated Darafshi, Gloria
Units True '/ False Objectives

Johnson, David
Show Associated Outcomes  (®) Trye ) False Show Internet Links

Lead Faculty & 5taff, Library & Learning Resources
Show Documents ® True O False

§ Lead Faculty, Art and Art History

Lead Faculty, Astronomy and Physics

Lead Faculty, Athletics, Kin., & Dance

6. For Standards, choose ‘Select All’ for a complete program review report, or
choose the individual program review section or question that you want to see.

Accreditation Source IPR v Accreditation Cycle Instructional Program Review 2017-18 =
View Report
Response All Responses Types ¥ User Lead Faculty, &thletics, Kin., & Dance v
Standards IV] Show Assignments * True False
Show Documentation Show Section * True ' False
Show Compliance Details ¢ 1 - Mission 322“‘ Frg==iz 8 frue @ False
#| 2 - Articulation
Show Assigned Planning #| 3 - Community and Labar N Show Associated 0
Units i . Objectives True ' False
4 - Curricular Changes
Show Associated Outcomes | ¥/ 5.A. - Progress Report - IPC ™ Show Internet Links * True ' False
3
Show Documents y
.

3 Updated:1/25/18 | Allison Hughes



7. For areport showing just your program review narratives, leave only ‘Show
Section’ and ‘Show Compliance Details’ marked as True. Feel free to leave
others to include more information in your report.

Accreditation Source PR v

Response All Responses Types ¥

Standards 0 - Executive Summary, 1 - M\ssmm
Show Documentation True @ False

Show Compliance Details * True ) False

Show Assigned Flanning

iRt True ‘® False
Show Associated 0
Outcomes True '* False
Show Documents Tive ® False
w 4 41 of 5 b Pl @ Find | Next

Accreditation Cycle
User

Show Assignments
Show Section

Show Suggested Follow
Ups

Show Associated
Objectives

Show Internet Links

——

- @

- : R v
Instructional Program Review 2014/15 - 2015/16 View Report

Lead Faculty, Athletics, Kin., & Dance v

True '® False

* True ' False

True '® False

True '® False

True '® False

8. When you’re ready, click ‘View Report’ at the top right. You’ll be able to preview
the report below the options area and then use the floppy disk icon to export the

report in a file. We recommend

Accreditation Source IPR ¥

Response All Responses Types T

Standards 0 - Executive Summary, 1 - Miss\nM
Show Decumentation True ® False

Show Compliance Details ® True ) False

3:.?: Assigned Planning True ® Falce

Show Associated
True ® False

Outcomes
Show Documents True '® False
4 4 1 of 5 b Pl L] Find | Next

a PDF.

Accreditation Cycle
User

Show Assignments
Show Section

Show Suggested Follow
Ups

Show Associated
Objectives

Show Internet Links

——

- Y
= RG]

Pulling Planning Objective Reports

Instructional Program Review 2014/15 - 2015/16 ¥

View Report

Lead Faculty, Athletics, Kin., & Dance v

True '® False

® True (U False

True ® False

True ® False

True ® False

1. Click on the Reports tab at the top of the My SPOL page.

My SPOL | Planning | Budget | Pregram Review

Planning

Resources | Reports

Budgeting

Support

Logout

Program Review
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2. From the Reports page, click on the ‘Task Details’ report under Planning
Reports.

/6 Welcome to SPOL Reporting

Data Reports

& Planning Reports

| AITOW Objectives

Enhanced Eudget by Objective Type
Instifuticnal Effectiveness by Goal

Instifuticnal Effectiveness by
Planning Unit

Objective Approval Status

Objective Sumrmary by Insfitutional
Goal

Objectives by Planning Unit and
Status

Objectives Impacting Planning Units
Summary

Planning Unitz w/ Status Reports
Planning Units w/o Status Reporis

Sfrategic Planning by Instifuticnal
Goal

Strategic Planning by Objective
Purpose

Strategic Planning by Objective
Type

Strategic Planning by Planning
Priorities

Strategic Planning by Planning Unit
Strategic Planning by Unit Mgrs
Task Details

& Budget Reports

Budget Detail and Forecast
Budget Detail by Account

Budget Forecast by Type

Budget Forecast by Unit Manager
Budget Manager

Budget Motes

Budget Summary by Manager
Enhanced Budget by / Account
Enhanced Budget by GL Code

Enhanced Budget Summary by
Institutional Goal

Enhanced Budget with Objective
and Task Detail

GL Code by Account
GL Code Summary
Summary by Funcfien and Class

& System Reports

Iigsion Statement

Parent / Child Planning Unit Details

Parent / Child Planning Unit
Summary

& Assessment Reports

Course Detail

Instituticnal Effectivenass by
Program

Measure Detail
Measurement Detail
Cutcome Detail

Cutcome Details by Program
Cutcome Scarecard
Program Assessment Map
Program Detail

Rubric Detail

& Accreditation Reports

Standard by Standard Description
Standard Detail

Standards by Mamative
Standards by User

3. Begin filling in your options for what information the report will display. For
Planning Year, choose the year that you want the report to pull from.

Objective 2017-2018 (Current) ]
Task Status 2014-2015 l"}
Include Budget Details |2015-2016
Include Remarks 2016-2017

2018-201%

2015-2020

2020-2021

2021-2022

4. For Planning Unit, select the planning unit(s) that you want to pull the report for.

Planning Year

Objective

Task Status

Include Budget Details

Include Remarks

2017-2018 (Current) ¥
™
™
False

® True

® True ' False

Planning Unit

Priority Level

Task Type
Include Assignment Details @ 1 e
Content Type Plain Text

Planning Unit

False

Priority Level fuletcs Jkines
Task Type

Include Assignment Details (8 fye | False
Content Type Plain Text

[vl View Report
[n4]
[

e

Wiew Report

esiology, & Dance
g v

)

5. For Objective, choose ‘Select All’ to pull a report of all the planning unit’s
objectives for that year, or select individual objectives from the list.

Planning Year

Objective

Task Status

Include Budget Details

2015-2016 hd
]

Strategic action plans for Athle

Equipment, technology and fag
Perzonnel requests for Athleticy

Include Remarks

Athletics/"COLTS" Retention Sg

Planning Unit

Priority Level

Task Type
Include Assignment Details  (®) qre
Content Type Flain Text

Athletics, Kinesiclogy, & Dance [Vl

False

[a]
[ie]
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6. For Priority Level, Task Status, and Task Type, we recommend choosing ‘Select
All’ for each of those fields for a complete report.

Planning Year 2015-2015 v Planning Unit Athletics, Kinesiclogy, & Dance  |» View Report
Objective Strategic action plans for Athi etics_". Priority Level High, Medium, Low _V.
Task Status Task Status Not Set, Completed (]_V. Task Type Task Type Mot Set, Committee/Col _V.
Include Budget Details @ Trye | Falge Include Assignment Details  ® Trye ) False
Include Remarks * True ' False Content Type Plain Text ¥
wy U4 4 1 ofa Pl ] Find | Next \1:!; i
Planning Year 2015-2016 v Planning Unit Athletics, Kinesiology, & Dance s View Report
Objective Strategic action plans for Ath etics_". Priority Level High, Medium, Low _V.
Task Status Task Status Not Set, Completed (1) % Task Type Task Type Mot Set, Committee/Col| ¥
Include Budget Details True ' False Include Assignment Details True ) False
Include Remarks True ' False Content Type Plain Text hd
4 4 11 of4 [ Pl ] Find | Next [~ @

9. When you’re ready, click ‘View Report’ at the top right. You’ll be able to preview
the report below the options area and then use the floppy disk icon to export the
report in a file. We recommend a PDF.

Planning Year 2015-2016 A Planning Unit Athletics, Kinesiolegy, & Dance v -
Objective Strategic action plans for Athletics|» Priority Level High, Medium, Low >

Task Status Task Status Mot Set, Completed (J_V. Task Type Task Type Mot Set, Committee/Col _V.

Include Budget Details  (® re () False Include Assignment Details  ® e ( False

Include Remarks * True | False Content Type Plain Text v

4 4 )1 ofd Pl @ Find | Next M- (%
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