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Planning and Program Review Processes

How to Edit Progress on Goals, Objectives, and Actions?



Session Objectives

 How do you start editing the progress made on prior goals, 

objectives, resource requests, and actions?

 How do you edit the progress made on prior goals, 

objectives, resource requests, and actions?



ACCJC Program Review Rubric

The goals and objectives 

in program review all 

have to do with student 

learning either 

indirectly or directly.  

The process of tracking 

the progress on 

Crafton’s goals and 

objectives can help to 

improve student 

learning and 

institutional 

effectiveness.



How do you start editing the progress made on prior goals, 

objectives, resource requests, and actions?



Step 1: Click on “Edit Plan”



Step 2: Click on “Lock plan for editing”



After clicking on “Lock plan for editing” 

you will see the following:



Step 3: Click on “Edit Progress Report 

goals/objectives/resource requests/actions/activities for 

plan”



If you did not create a plan from a 

copy…
 After clicking on “Edit Progress Report goals/objectives/resource 

requests/actions/activities for plan” you will see the following:

 You will need to add the progress goals, objectives, actions, and 
resources individually at this stage before you can edit the progress on 
each objective and action. The ORP can help with this on request.



Step 4: Click on “Add Progress Report 

Goal” 



Step 5: Enter the name of the goal, the 

rank, and the description

 This is where you enter the goals from last year, either from 

your annual plan or your three-year plan, whichever is more 

current.  Click Save after entering all of the information.



After clicking save the first goal from 

last year has been added



Step 6: Click on the “+” icon to add the 

first objective associated with the goal.



Step 7: Enter the objective information from last year’s 

objective and the progress made on the objective. Click 

save.



After clicking save, the first objective for the first 

goal is added along with progress on the objective.

 To view the progress you need to go back to the “View Plan” 

option by clicking on the “Plan for Test Parent” (This will be 

different for each of you.)



Editing the Progress on Prior Goals 

when you have Created a Plan by Copy



Step 1: Click on “Edit Plan”



Step 2: Click on “Lock plan for editing”



After clicking on “Lock plan for editing” 

you will see the following:



Step 3: Click on “Edit Progress Report 

goals/objectives/resource requests/actions/activities for 

plan”



If you created a plan from a copy…
 After clicking on “Edit Progress Report goals/objectives/resource 

requests/actions/activities for plan” you will see the following:

 All of the goals, objectives, actions, and resources have been entered 
from the plan that the new plan was copied from.  All you have to do is 
go through and enter the progress made on the objectives and the 
actions.

This will be 

4 if it is an 

Annual Plan 

and 8 if is 

the three-

year plan.



Step 4: Edit Progress on the Actions
 When the “Change to an objective level report” is visible you can edit 

the progress made on actions.

 Click on the first action, 1.1.a1 –Technology Services, to update the 
progress on this action



Step 5: After clicking on the action, update 

the status, progress, and measurements

 The Description 

is already 

completed

 Update the 

Status Code

 Update the 

progress

 Add the 

measurement.



Go to “View Plan” by clicking on “Plans for Research and 

Planning” to view the progress information just added.



Step 6: Click on “Change to an objective 

level report” to edit progress on objectives.



Step 7: Click on an objective to update 

it.

 The Description 

is already 

completed

 Update the Status 

Code

 Update the 

progress




