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Using This Manual

This manual is set up in two parts:

Part I: Planning contains step-by-step instructions for procedures to enter unit objectives, modify
objectives during the planning year, and record results of unit objectives.

Part II: Reporting contains step-by-step instructions on procedures for entering information to be
included in annual reports, the President’s Annual Accomplishments Report, and Carnegie
Engagement Reports.

Part III: Planning Cycle Processes describes JMU-STAR processes that occur each plan year. (NOTE: This
section is still being written as of April 2016.)

Using Document Navigation

This document has been created using headings to allow for easy navigation to specific areas of interest. To
use the navigation pane in Microsoft Word, choose the View ribbon (the top of the screen) and check the
box next to Navigation Pane. The navigation pane will appear to the left. From here, you can click on a
heading and the document will take you to that section.

Alternatively, you can Ctrl+click in the Table of Contents on the next pages to go directly to a desired
section.

Locating Specific Terms and Nomenclature

Care has been taken in writing this manual to use consistent nomenclature with what you will find in the
JMU-STAR tool and in other information you receive from the Office of Institutional Research (OIR) and the
office of University Planning. To quickly locate information on a specific topic, use Ctrl+F on your keyboard
to open the Find box, then type the phrase you are searching for. For example, if you want to create a PDF
of your objectives, use Ctrl+F, then type PDF. The finder will show you anywhere in the document that the
letters “PDF” appear.

Words in bold indicate exact wording of an item within the JMU-STAR tool and specific sections of this
manual. These bold terms are often used to guide you to specific links within the tool or to indicate which
command to click on, or to direct you to another section of this manual for specific directions.

Maintenance of This Manual

This manual is intended to be a useful and easy resource for JMU-STAR users. Please send any corrections,
updates, or suggestions for usability of this manual to Cindy Chiarello at grovecg@jmu.edu or Tina Grace at
gracetm@jmu.edu.




Introduction: Planning at James Madison University

As a public university, JMU carries a great deal of responsibility. Not only in light of Madison’s words, but
also because the public places a great trust in us. All of our planning focuses squarely on our mission, vision
and values. They are at the heart of all we do and who we are.

Mission, Vision, Values

Mission: We are a community committed to preparing students to be educated and enlightened citizens
who lead productive and meaningful lives.

Vision: To be the national model for the engaged university: engaged with ideas and the world.
Values:

Academic Quality: We are dedicated to exemplary learning experiences because they are the essence of
our mission.

Community: We thrive when we collaborate, respect and serve others, and appreciate our
interconnectedness.

Diversity: We strive to be an inclusive community that values the richness of all individuals and
perspectives.

Excellence: We seek to be innovative and to perform at the highest levels.
Integrity: We pursue ethical reasoning because it is essential to meaningful citizenship.

Student Focus: We provide experiences that challenge and support students.

Who We Are
(This purpose narrative helps guide our planning)

James Madison University is a community of higher learning that reaches beyond the pursuit of instruction,
developing well-rounded citizens who make a real difference in the world. We are continually building a
culture marked by strong relationships, engagement, teaching excellence, ethical reasoning, discovery and
a commitment to the liberal arts and sciences. Students often describe their experience as one where we
hold the door open for each other. We see this as both literal - reflecting a warm and welcoming
community - and figurative, where we open opportunities for our students by fostering the cultivation of
ideas in and beyond the classroom. We offer the benefits and resources of large scale and mass while
providing close relationships between students and faculty - the benefits of big with a small feel. We will be
the national model of the engaged university because we believe engagement is a critical pathway to
student enlightenment. As a reflection of our namesake, our most important intended outcome is to help
create high-character citizen-leaders who contribute to improving the human condition.



JMU Planning and Reporting Cycle

January

AVPs/Deans meet with Directors/AUHs to discuss objectives to set for the next FY.
Objectives for the next FY requiring funding are entered into JMU-STAR.
Budget initiative forms for those objectives requiring funding that have been entered into the
planning tool are submitted to the respective AVP/Dean.
Objectives for the next FY not requiring funding are entered into the planning tool based on the
following parameters:

o Major departmental or unit objectives

o Action plan items resulting from Program Review

o Other mutually agreed upon goals and objectives with supervisor

February

Budget initiative requests are sent to the OBM by the VP's office.
OBM meets with VP's office to discuss submitted initiatives.
VP determines which objectives will become strategies on SCHEV six-year plan.

OIR distributes end-of-year information packet.
OBM meets with the VP to communicate results of initiative funding requests.

Directors/AUHs and AVPs/Deans complete June updates for each objective managed through the
JMU-STAR planning tool with a specific focus on accomplishments and use of results.
Directors/AUHs and AVPs/Deans review the next FY objectives that were entered in January and
update as necessary.

Board of Visitors approves university budget.

Directors/AUHs and AVPs/Deans complete annual reporting based on instructions sent in May.
Directors/AUHs submit annual reports to respective AVP/Dean using JMU-STAR

AVPs/Deans submit via J]MU-STAR the annual reports, including previous FY key accomplishments
for the President's Annual Accomplishments Report. to respective VP.

VP’s office communicates with AVPs/Deans results of initiative requests.

AVPs/Deans report results of initiative requests to Directors/AUHs.

VPs submit final annual accomplishments report via JMU-STAR to the President, who uses the
information for presentations, speeches, development, etc.



August

e Updates are made to objectives in the J]MU-STAR based on planning retreat/meetings.

November

e OBM begins the budget process for the following FY by issuing requests for cost- to-continue items,
review of permanent budget revisions and reporting authority.

o Forms for E&G initiative requests are made available to departments.

e Send updated division/unit strategic plan to OIR for posting to the planning tool so objectives can
be written in alignment with JMU and division/unit strategic plans.

December

e Directors/AUHs hold departmental discussions concerning objectives to be written into the
planning tool for the following FY.
e OIR makes initial contact with instructions concerning writing objectives into the planning tool for

the following FY.



Accessing the JIMU-STAR Tool

This section describes where to find the tool and how to log in.

Login

From http://www.jmu.edu/jmuplans, click on the link for the JMU-STAR Tool.

IAMES MADISON UNIVERSITY. About = Academics Admissions News Connect Give
JMU Plans

JMU Home / JMU Plans

Home

About

JMU's Strategic Plan v Planning Links

New Vision Mission, Vision and Values

Core Qualities 2014-2020 Strategic Plan

Supporting Plans Strategic Plan Performance

Measures

C JMU-STAR Tool )

Strategic Planning Process

SUBMIT
Your Feedback Dreaming Big License Plate
“Knowledge will forever govern ignorance; and a people who mean to be their own governors

must arm themselves with the power which knowledge gives.” - James Madison

Missi Visi d This JMUPIlans website provides direct access to all of the information you need to understand the planning process and

z WMission, Vision an i v y is si indy
_Ify .

& ’ plans that guide our university. If you have any questions about this site or the planning process, please contact Cindy

Values Chiarello at grovecg@jmu.edu.

2014-2020 Strategic
Plan

pdf version of The Madison Plan

& JMU-STAR Tool

. . As a pubd ersity, JMU carries a great deal of responsibility. Not only in light of Madison’s words, but also because
Unit planning and reporting tool )
ic places a great trustin us. To demonstrate how seriously we take that trust, assembled here are data
JMU-STAR Tool Help lemonstrating our commitment to learning, growth and our commitment to serve the Commonweaith.
Instructions for using JMU-STAR

JMU-STAR Annual

At'JMU Plans’ you will find documentation about how the university plans by reviewing and exploring current and future
challenges and opportunities, collaborating with various individuals and groups that care about JMU’s future, crafting

Report Help strategic initiatives to achieve our mission, and carefully evaluating our performance.

Instructions for creating the

annual report All of our planning focuses squarely on our mission, vision and values. They are at the heart of all we do and who we are.
2 JMU Reports Mission
2 JMU Master Plan We are a community committed to preparing students to be educated and enlightened citizens who lead productive and

Or, you can bookmark the log in page to the JMU-STAR Portal:
https://jmu.xitracs.net/survey/portallogon.jsp

JMU-STAR Username and Password

Your JMU-STAR username is set when you request access to use the JMU-STAR tool. Your username is
based on your full JMU email. For example, user@jmu.edu.

NOTE: Your JMU-STAR password is not synced with your JMU elD and password; it will not change unless you
change it manually. Your default password for training was your JMU e-ID (e.g. gracetm), but you should have



changed this after training was over. If you have forgotten your password or you want to change your
password, click Forgot Password on the log in page to change your password or create a new one.

JAMES MADISON UNIVERSITY.

ALl -
Iy Xitracs

Welcome to the Xitracs™ Portal. Enter your logon and password below

Logon

Enter logon

Password

Enter password

m Forgot Password Register me

Welcome Page

The welcome page shows the number of programs and plans for which you have access.

JAMES MADISON UNIVERSITY.

Home  Plans  Programs ® Logout

& Ms Cindy Chiarello @ f,‘; Xitracs™

Welcome Ms Cindy Chiarello to your Xitracs Portal™

Welcome My Open Activities

You are now able to enter 2016-17 objectives for your unit under the Programs tab.

You have 6 plan sections that require your input. View
If you have any questions, please contact You have 206 program reforts that require your input. View

Tina Grace, gracetm@jmu.edu, 568-6830

Cindy Chiarello, grovecg@jmu.edu, 568-5712



This is also where you will choose what part of the tool you need to access. When entering, modifying, or
assessing objectives, you will click on Programs. When you need to prepare information to submit for a
plan (Annual Report, President’s Annual Accomplishments Report, etc.) you will click on Plans.

JAMES MADISON UNIVERSITY.

Home Plans  Programs ® Logout
) . Al .
& Ms Cindy Chiarello (2] Sy Xitracs
Welcome Ms Cindy Chiarello to your Xitracs Portal™
Welcome My Open Activities
You are now able to enter 2016-17 objectives for your unit under the Programs tab.
You have 6 plan sections that require your input. View
If you have any questions, please contact You have 206 program reports that require your input. View

Tina Grace, gracetm@jmu.edu, 568-6830
Cindy Chiarello, grovecg@jmu.edu, 568-5712

Help

If you have questions or need help with any processes in the JMU-STAR Tool or clarification on the planning
cycle, please contact:

Tina Grace, 8-6830, gracetm@jmu.edu

Cindy Chiarello, 8-5712, grovecg@jmu.edu
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PART I: Planning Objectives

Part I: Planning Objectives contains step-by-step instructions for procedures to enter unit objectives,
modify objectives during the planning year, and record results of unit objectives.

Navigating to Programs

From the Welcome Page, click on Programs.

JAMES MADISON UNIVERSITY.

Home Plans Programs

& Ms Cindy Chiarello

Welcome Ms Cindy Chiarello to your Xitracs Portal™

Welcome

You are now able to enter 2016-17 objectives for your unit under the Programs tab.

My Open Activities

You have 6 plan sections that require your input.

If you have any questions, please contact
Tina Grace, gracetm@jmu.edu, 568-6830
Cindy Chiarello, grovecg@jmu.edu, 568-5712

Choose the planning cycle (year) that you want to work in.

r
Jul 1, 2014 - Jun 30, 2015 93% Jul 1, 2015 - Jun 30, 2016 @ 63%
.| N
Click to open the current cycle to view or edit
L e

You have 206 program reports that require your input.

Jul 1, 2016 - Jun 30, 2017
C——

® Logout

jt Xitracs™

View

View

70%
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Adding an Objective

Before the beginning of a plan year, you will need to enter your objectives in the JMU-STAR Tool.

Elements of the Objective
The elements (field set) of the objective are:

Fields and Responses

1 Objective Name and Link to Plans
1.1 Steps to meet the objective
1.2 Level for Publication
1.3 Key Word Tags (optional)
1.4 Collaboration/Integration (optional)
1.5 Evaluation methods
1.6 Budget Initiative
1.7 Mid-Year Update (optional)
1.8 Objective accomplishments

1.9 Use of results

1 Objective Name and Link to Plans
Several things happen in this first box of the objective:

e Objective Name - short and long description

e Link to JMU Strategic Plan (The Madison Plan) and other plans
e Link to Annual Report

e Add a new objective field set

The field set for the first objective is automatically created for each plan year.

Click on the first field (Objective Name and Link to Plans) to expand it.

Fields and Responses

1 Objective Name and Link to Plans

NAME OBJECTIVE: Enter the short name and the objective description

LINK TO PLANS: Link to Core Quality, Annual Report and College or Division Strategic Plans
*ADD ANOTHER OBJECTIVE: Click "Add new" to add an additional field set below

*Click "Edit" and check "Complete” after entering all information

Detailed instructions

Add new

Copy View PDF

Incomplete
Incomplete
Incomplete
Incomplete
Incomplete
Incomplete
Incomplete
Incomplete
Incomplete

Incomplete

Copy  View PDF

Edit

Incomplete

Copy  Link

Show All

Tag @

Show All

12



Brief instructions are located in the opened box. Click on the Detailed Instructions link for complete

information about entering the objective. A PDF will open in a new window.

Fields and Responses

1 Objective Name and Link to Plans

NAME OBJECTIVE: Enter the short name and the objective description.

LINK TO PLANS: Link to Core Quality, Annual Report and College or Division Strategic Plans
*ADD ANOTHER OBJECTIVE: Click "Add new" to add an additional field set below

*Click "Edif check "Complete” after entering all information
Detailed instructions

Name Objective

To enter the objective name and description, click on Edit. A box will open in the current window.

Fields and Responses

Copy View PDF
1 Objective Name and Link to Plans

Incomplete
NAME OBJECTIVE: Enter the short name and the objective description
LINK TO PLANS: Link to Core Quality, Annual Report and College or Division Strategic Plans
*ADD ANOTHER OBJECTIVE: Click "Add new" to add an additional field set below.
*Click "Edit" and check "Complete” after entering all information

Show All

Addn@opy Link Tag @
Detailed instructions

Click to update the response for this field
1.1 Steps to meet the objective

Incomplete

1 Objective Name and Link to Plans

Short Name (Optional - max 60 characters)

Paragraph  ~ Font Family ~ Font Sizes ~ A~ A

A-B- =
B 7 U = = = =

=E=E=E Xhoe =~ E-

Words: 0

Mark as complete

13



1. Enter the Short Name for the objective in the box
at the top. Use division/college/department

abbreviations before giving a short descriptive It is recommended that you develop your
title to the objective. (There is a maximum plan and objectives outside of the J]MU-STAR
character count of 60 for this field.) Tool. You can then use copy and paste to

2. Enter the long description for the objective in the quickly enter your objectives.

large space. Clearly and concisely describe the
objective. Incorporate the following criteria into
the objective description: Include criteria and
make sure the objective specifically states a

1 Objective Name and Link to Plans

Short Name (Optional - max 60 characters)

reason why it is important AND fully describes an R © fmir o RTEm
outcome, product, deliverable, or result to be pryETILERS
achieved.

3. After the information has been entered, click
Save.

Words: 0

Mark as complete

Link Objective to JMU’s Strategic Plan

The objective can be linked to several university goals for
JMU'’s Strategic Plan and to other plans.

Using the same first objective field:

Fields and Responses Copy View PDF  Show All

1 Objective Name and Link to Plans Incomplete

NAME OBJECTIVE: Enter the short name and the objective description.

LINK TO PLANS: Link to Core Quality, Annual Report and College or Division Strategic Plans

*ADD ANOTHER OBJECTIVE: Click "Add new" to add an additional field set below. Add new Edit Copy Link Tag €
*Click "Edit" and check "Complete” after entering all information.

Detailed instructions

Click on Link.
Fields and Responses Copy View PDF  Show All
1 Objective Name and Link to Plans Incomplete

NAME OBJECTIVE: Enter the short name and the objective description

LINK TO PLANS: Link to Core Quality, Annual Report and College or Division Strategic Plans =

*ADD ANOTHER OBJECTIVE: Click "Add new" to add an additional field set below Add new  Edit CD@Q [ J
*Click "Edit" and check "Complete" after entering all information.

Detailed instructions

Click to link a plan or outcome to this field.

11 Qtanc tn maat tha nhiartive TneAmnlata
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Click on Plans.

1 Manage Links Click X next to a link to remove

Plans Program Outcomes External Outcomes General Outcomes

This program field is currently not linked to any plans or outcomes

Click on the drop down in the target plan box.

1 Plan Links

Please select a plan

Please select a plan

Annual Report- AA

Annual Report- AEM

Annual Report- AF

Annual Report- SAUP

Annual Report- UA

COB Strategic Plan

COE Strategic Plan

IT Strategic Plan

JMU Strategic Plan 2014-2020
SAUP Strategic Plan

UA Strategic Plan (Plan cycle - 1)

Click on JMU Strategic Plan 2014-2020 to link the objective to JMU’s Strategic Plan.

1 Plan Links

Please select a plan v

Please select a plan
Annual Report- AA
Annual Report- AEM
Annual Report- AF
Annual Report- SAUP
Annual Report- UA
COB Strategic Plan
COE Strategic Plan
IT Strategic Plan
JMU Strategic Plan 2014-2020
SAUP Strategic Plan

UA Strategic Plan (Plan cycle - 1)

Then choose the university goal(s) that this objective supports (check all that apply). The Core Qualities
and University Goals can be viewed at www.jmu.edu/jmuplans. There is an unpublished Core Quality 12:




Other endeavors in support of the university’s mission
fit into any of the other Core Qualities.

. Use this core quality only if the objective does not

1 Plan Links

JMU Strategic Plan 2014-2020

1A-leaming environment
Goal 1A- leaming environment

1B-high impact learning

Goal 1B- high impact leaming
1C- recruit/retain

Goal 1C- recruit/retain
1D-national leader

Goal 1D- National Leader

1E-programs meet needs VA/USA
Goal 1E- programs meet needs VA/USA

2A-Academic excellence/rigor
Goal 2A- Academic excellence/rigor

2B- Support research/schirshp
Goal 2B- Supoort Research/Scholarshio

Scroll to the bottom and click Save.

You can easily see the number of plans you are linked to after you have finished linking plans.

Fields and Responses

1 Objective Name and Link to Plans

NAME OBJECTIVE: Enter the short name and the objective description

LINK TO PLANS: Link to Core Quality, Annual Report and College or Division Strategic Plans
*ADD ANOTHER OBJECTIVE: Click "Add new" to add an additional field set below

*Click "Edit" and check "Complete” after entering all information

% 1 Plan link

11 Qtanc tn maat tha nhiartive

Link Objective to be included in the Annual Report

Copy View PDF  Show All
Incomplete
Addnew Edit Copy Link Tag @

Incamnlate

As with linking to strategic plans, units must link objectives to the Annual Report Plan, otherwise the
objective will not be included in the unit’s annual reporting.

Click on Link.

Fields and Responses

1 Objective Name and Link to Plans

NAME OBJECTIVE: Enter the short name and the objective description

LINK TO PLANS: Link to Core Quality, Annual Report and College or Division Strategic Plans
*ADD ANOTHER OBJECTIVE: Click "Add new" to add an additional field set below

*Click "Edit" and check "Complete" after entering all information.

Detailed instructions

11 Qtanc tn maat tha nhiartive

Copy View PDF = Show All

Incomplete

Add new  Edit Co@g [ J

Click to link a plan or outcome to this field.

TneAmnlata
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Click on Plans.

1 Manage Links

Click X nextto a link to remove.

Plans Program Outcomes External Outcomes General Outcomes

This program field is currently not linked to any plans or outcomes.

Click on the drop down box and choose the Annual Report for your division (AA, AEM, AF, SA, UA).

1 Plan Links

Annual Report- SAUP v

Annual Report- AA

Annual Report- AEM

Annual Report- AF

Annual Report- UA

COB Strategic Plan

COE Strategic Plan

IT Strategic Plan

JMU Strategic Plan 2014-2020
SAUP Strategic Plan

UA Strategic Plan (Plan cycle - 1)

cc
Counseling Center

CMSS

Center for Mul

ural Student Success
UHC
University Health Center

UREC
University Recreation

MASH AVP
Muilticultural and Student Health AVP

UPA AVP
University Planning AVP

CAP

Check the button next to the appropriate unit from the list. The list is organized by AVP/Dean level. Check
with your AVP/Dean for instructions about linking to his/her annual report.

Scroll to the bottom and click Save.

Link Objective to a College, Unit Strategic Plan or Other Plan

Ifyour division/college/AVP area has a strategic plan that you will link to, follow these instructions. Click
on the appropriate strategic plan for your area.

To link to other college or department strategic plans, click Link.

Fields and Responses

1 Objective Name and Link to Plans

Copy View PDF | Show All

NAME OBJECTIVE: Enter the short name and the objective description

LINK TO PLANS: Link to Core Quality, Annual Report and College or Division Strategic Plans
*ADD ANOTHER OBJECTIVE: Click "Add new" to add an additional field set below

*Click "Edit" and check "Complete” after entering all information.

Detailed instructions

11 Qtanc tn maat tha nhiartive

Incomplete

Add new | Edit 00®g [)

Click to link a plan or outcome to this field.

Tneamnlata
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Click on Plans.

1 Manage Links Click X next to a link to remove

Plans Program Outcomes External Outcomes General Outcomes

This program field is currently not linked to any plans or outcomes

Click on the drop down box.

1 Plan Links

Please selecta plan

Please select a plan

Annual Report- AA

Annual Report- AEM

Annual Report- AF

Annual Report- SAUP

Annual Report- UA

COB Strategic Plan

COE Strategic Plan

IT Strategic Plan

JMU Strategic Plan 2014-2020
SAUP Strategic Plan

UA Strategic Plan (Plan cycle - 1)

Choose the plan from the list in the drop down and select the applicable goals.

[ N
1 Plan Links

SAUP Strategic Plan v

1516 Sexual Assault Prevention
1516 Sexual Assault Prevention Task Force

1416 Madison Collaborative
1416 Madison Collaborative

1416 Sophomore Residence Ph 1
1416 Sophomore Residence Phase 1

1416 High Impact Leaming Gap
1416 High Impact Leaming Gap Analysis

1416 Access, Inclusion, Divers
1416 Access

lusi

Diversity

1418 At-Risk Students Hil
1418 At-Risk Students Hi

h Imp
pact Practices

1418 Wellness Consortium
1418 Wellness Consortium

1418 Sophomore Residence Ph 2
1418 Sophomore Residence Phase 2

1420 University Advancement Co
1420 University Advancement Collaboration
1420 Student Engagement

1420 Student Engagement

1420 Sunsetting Plan

1420 Sunsetting Plan

To remove ar
Link button for

Click Save.



You can easily see the number of plans you are linked to after you have finished linking plans.

Fields and Responses Copy  View PDF | Show All

1 Objective Name and Link to Plans Incomplete
NAME OBJECTIVE: Enter the short name and the objective description

LINK TO PLANS: Link to Core Quality, Annual Report and College or Division Strategic Plans

*ADD ANOTHER OBJECTIVE: Click "Add new" to add an additional field set below

*Click "Edit" and check "Complete” after entering all information Add new | Edit Copy Link Tag ¢®

etaited o=
% 1Plan link i

11 Qtanc Incamnlate

1.1 Steps to meet the objective

Describe the actions to be taken in order for the objective to be met. (You can attach documents if
appropriate.)

Click on the Steps to meet the objective field.

Fields and Responses Copy  View PDF | Show All
1 Objective Name and Link to Plans Incomplete
1.1 Steps to meet the objective Incomplete

Describe the actions to be taken for the objective to be met. Attach documents if appropriate.

*Click "Edit" and check "Complete” after entering all information Edit | Copy File +

\ ]

Brief instructions are located in the opened box. Click Edit.

Fields and Responses Copy View PDF  Show All
1 Objective Name and Link to Plans Incomplete
1.1 Steps to meet the objective Incomplete
Describe the actions to be taken for the objective to be met. Attach documents if appropriate = ~
it y  File + a
*Click "Edit" and check "Complete” after entering all information QL }’P ile + || Tag || 9

1.2 Level for Publication Click to update the response for this field

In the large space, enter the steps the unit will take to achieve the objective. Fully describe the key steps to
reach the objective. Make sure all key steps are fully described with specific enough detail to be
measureable and stat a specific timeframe for completion.
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1.1 Steps to meet the objective

Short Name (Optional - max 60 characters)

Paragraph Font Family ~ Font Sizes

E XD e

Words: 0

Mark as complete

After the information has been entered, click Save.
1.2 Level for Publication

This function will be used to indicate the degree of transparency: whether this objective will be viewable
on the website.

Click on the Level for Publication field. The plus sign (+) will also open the field.

Fields and Responses Copy View PDF  Show All

1 Objective Name and Link to Plans

Incomplete
1.1 Steps to meet the objective Incomplete
1.2 Level for Publication Incomplete

Choose whether the objective can be viewed on the web for public searching

*Click "Edit" and check "Complete” after entering all information Edit Copy Tag @
Detailed instructions
Click Edit.
1.2 Level for Publication Incomplete

Choose whether the objective can be viewed on the web for public searching

*Click "Edit" and check "Complete” after entering all information.  Edit bop; Tag @
Detailed instructions



Click on the drop down box.

1.2 Level for Publication

Select an option

Level 0- Private/not published

Level 0- Private/not published
Level 1- Published to the web

Choose the level of transparency.

Level 0-Private/not published means that the objective will not be published to the web for
public searching.

Level 1-Published to the web means that the objective can be published to the web for public
searching by anyone with an @jmu.edu email address.

After the information has been entered, click the Mark as complete box.

To save this information, click Submit in the bottom left.
1.3 Key Word Tags (optional)

There are over 100 key words identified. Use only the approved key words.

This Field is optional. Click on the Key Word Tags (optional) field.

Fields and Responses Copy View PDF  Show All
1 Objective Name and Link to Plans Incomplete

1.1 Steps to meet the objective Incomplete

1.2 Level for Publication Incomplete

1.3 Key Word Tags (optional) Incomplete

Click "tag” and choose a key word from the drop down list

*Click "Edit" and check "Complete” after choosing the desired tags Edit | Copy Tag

Click on List of approved key words/tags.

1.3 Key Word Tags (optional)
Click "tag” and choose a key word from the drop down list.
*Click "Edit" and check "Complete" after choosing the desired tags.

| List of approved key words/itags |
Academic Quality ™

1.4 Collaboration/Integration (optional)
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A new window will open with a pdf of the approved key words/tags. Search the list for a key word that

relates to your objective. Close (or save this document while you are working) and navigate back to your
objective field 1.3.

Click Tag.

1.3 Key Word Tags (optional) Incomplete
Click "tag"” and choose a key word from the drop down list

*Click "Edit" and check "Complete” after choosing the desired tags Edit | Copy Tag

1.4 Collaboration/Integration (optional) Incom  Click to tag this field

In the box, begin typing the key word/tag that applies to this objective.

Enter Tag

As you begin typing, key words/tags will appear below the text box. Choose the appropriate word.

Enter Tag

(e )

Academic Excellence

Annual Evaluation Process

Civic Engagement m Close

Community Engagement
Continuing Education

To save this information, click Submit in the bottom right.
This objective can be tagged to other key words.

Click Tag again to choose another word.
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1.4 Collaboration/Integration (optional)
This Field is optional. Click on the Collaboration/Integration (optional) field.

Fields and Responses

1 Objective Name and Link to Plans
1.1 Steps to meet the objective
1.2 Level for Publication
1.3 Key Word Tags (optional)

1.4 Collaboration/Integration (optional)

Enter the names of the units with which you will collaborate on this objective

Brief instructions are located in the opened box. Click Edit.

1.3 Key Word Tags (optional)
1.4 Collaboration/Integration (optional)

Enter the names of the units with which you will collaborate on this objective.

1.5 Evaluation methods
1.6 Budget Initiative

17 Mid Vane L ndata lantinnall

Copy View PDF = Show All

Incomplete
Incomplete
Incomplete
Incomplete

Incomplete

Edit Copy Tag @

Incomplete

Incomplete

Edit Copy Tag ¢

Click to update the response for this field

Incomplete

neamnlata

In the large text area, enter the unit names with which you will collaborate on this objective.

1.4 Collaboration/Integration (optional)

Short Name (Optional - max 60 characters)

Paragraph  ~  Font Family ~  Font Sizes

B 7 U SEE=E=E=E Xhe

Words: 0

Mark as complete
Not applicable

After the information has been entered, click Save.
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1.5 Evaluation Methods
Click on the Evaluation Methods field.

Fields and Responses

1 Objective Name and Link to Plans
1.1 Steps to meet the objective
1.2 Level for Publication
1.3 Key Word Tags (optional)
1.4 Collaboration/Integration (optional)

1.5 Evaluation methods
Provide detail of the methods that will be used to measure if the objective is met or not. Attach files if appropriate.
*Click "Edit" and check "Complete” after entering all information

Brief instructions are located in the opened box. Click Edit.

1.5 Evaluation methods
Provide detail of the methods that will be used to measure if the objective is met or not. Attach files if appropriate
*Click "Edit" and check "Complete” after entering all information

1.6 Budget Initiative

17 Mid_Vaar | Indata (nantinnall

Copy View PDF

Incomplete
Incomplete
Incomplete
Incomplete
Incomplete

Incomplete

Edit Copy File+

Incomplete

Edit opy File +

Click to update the response for this field

Inramnlate

Show All

Tag @

Tag

In the large text area, enter the methods you will use to evaluate the success of this objective. Describe the
specific, systematic evaluation methods that will be used to measure change. Include how the objective will
be evaluated/assessed using specific, systematic evaluation method(s) that are clearly linked to expected

change/results.

1.5 Evaluation methods

Short Name (Optional - max 60 characters)

Paragaph ~ FontFamily ~ FontSizes ~ A ~ [A

=[5 D &= i

After the information has been entered, click Save.
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1.6 Budget Initiative
Click on the Budget Initiative field.

Fields and Responses

Objective Name and Link to Plans

1.1 Steps to meet the objective

1.2 Level for Publication

1.3 Key Word Tags (optional)

1.4 Collaboration/Integration (optional)
1.5 Evaluation methods

1.6 Budget Initiative
Will this Objective require a Budget Initiative? Choose yes or no.
*Click "Edit" and check "Complete" after entering all information.

Brief instructions are located in the opened box

1.6 Budget Initiative
Will this Objective require a Budget Initiative? Choose yes or no
*Click "Edit" and check "Complete” after entering all information

1.7 Mid-Year Update (optional)

1.8 Objective accomplishments

. Click Edit.

Copy View PDF  Show All

Incomplete
Incomplete
Incomplete
Incomplete
Incomplete
Incomplete
Incomplete

Edit Copy Tag @

Incomplete

Edit Copy Tag @

Click to update the response for this field

Incomplete

Select Yes or No if you are submitting a budget initiative for this objective. You can also check the box here

to mark this as complete.

1.6 Budget Initiative

Make a selection

m Close

Mark as complete

After the information has been entered, click Save.

1.7 Mid-Year Update (optional)

This field is optional. Click on the Mid-Year Update (optional) field.

Fields and Responses

Objective Name and Link to Plans

1.1 Steps to meet the objective

1.2 Level for Publication

1.3 Key Word Tags (optional)

1.4 Collaboration/Integration (optional)
1.5 Evaluation methods

1.6 Budget Initiative

1.7 Mid-Year Update (optional)
Describe the extent to which the objective has been accomplished by mid-year.
*Click "Edit" and check "Complete” after entering all information

Copy View PDF  Show All

Edit

Incomplete
Incomplete
Incomplete
Incomplete
Incomplete
Incomplete
Incomplete
Incomplete

Copy File+ Tag @
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Brief instructions are located in the opened box. Click Edit.

1.b DUaget Inmauve

incompiete
1.7 Mid-Year Update (optional) Incomplete

ik Eat. s chack “Gompits s atag o homnaton Bl [Con |[Fie + |[To |[®
1.8 Objective accomplishments Click to update the response for this field

The mid-year update fully describes the extent to which each of the specific activities outlined in Section 5
- Steps to Reach the Objective have been achieved and the changes that occurred. Describe the extent to
which the objective has been accomplished by mid-year.

1.7 Mid-Year Update (optional)

Short Name (Optional - max 60 characters)

g
4
‘
-
g
7
&l
‘
g
@
‘
I»
‘
>
‘
B
‘

B/ US=== Xhe =-E-=

P Words: 0

Not applicable

After the information has been entered, click Save.

If your unit is not required to complete the Mid-year Update, click Not applicable or you can mark this as
complete.

1.8 Objective Accomplishments

Click on the Objective Accomplishments field.

Fields and Responses Copy View PDF  Show All

Objective Name and Link to Plans

Incomplete
1.1 Steps to meet the objective Incomplete
1.2 Level for Publication Incomplete
1.3 Key Word Tags (optional) Incomplete
1.4 Collaboration/Integration (optional) Incomplete
1.5 Evaluation methods Incomplete
1.6 Budget Initiative Incomplete
1.7 Mid-Year Update (optional) Incomplete
1.8 Objective accomplishments Incomplete
Describe the extent to which this objective has been accomplished. Include the activities and the changes that occurred -
wOlink "E it . - Edit Copy File+ Tag @
Click "Edit" and check "Complete” after entering all information. -
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Brief instructions are located in the opened box. Click Edit.

1.8 Objective accomplishments Incomplete

Describe the extent to which this objective has been accomplished. Include the activities and the changes that occurred.

*Click "Edit" and check "Complete" after entering all information Edit]| Copy || File + || Tag || 89

1.9 Use of results Click to update the response for this field

In the large text area, describe the extent to which this objective has been accomplished. The description
should fully describe the extent to which each of the specific activities outlined in Section 5 - Steps to
Reach the Objective have been achieved and the changes that occurred.

1.8 Objective accomplishments

Short Name (Optional - max 60 characters)

Paragraph  ~ Font Family ~ Font Sizes ~

B 7 U = =

Words: 0

Mark as complete

After the information has been entered, click Save.

1.9 Use of Results

Click on the Use of Results field.

Fields and Responses Copy View PDF  Show All
1 Objective Name and Link to Plans Incomplete
1.1 Steps to meet the objective Incomplete
1.2 Level for Publication Incomplete
1.3 Key Word Tags (optional) Incomplete
1.4 Collaboration/Integration (optional) Incomplete
1.5 Evaluation methods Incomplete
1.6 Budget Initiative Incomplete
1.7 Mid-Year Update (optional) Incomplete
1.8 Objective accomplishments Incomplete
1.9 Use of results Incomplete

Describe how the evaluation results will be used to bring about future improvement or change.

Provide details of what will be changed in the next cycle to further enhance the results of this objective
*Click "Edit" and check "Complete” after entering all information.

Detailed instructions

Edit Copy File+ Tag @
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Brief instructions are located in the opened box. Click Edit.

1.8 Objective accomplishments Incomplete

1.9 Use of results Incomplete
Describe how the evaluation results will be used to bring about future improvement or change

Provide details of what will be changed in the next cycle to further enhance the results of this objective
*Click "Edit" and check "Complete” after entering all information

Detailed instructions

Edit Copy File+ Tag @

Click to update the response for this field

In the large text area, reflect on how well the objective was accomplished during this year. Describe how
the evaluation results will be used to bring about future improvement or change. Provide details of what
will be changed in the next cycle to further enhance the results of this objective. Fully and clearly connect
current results with a specific future direction; set continued or new objective(s) for the following year.
Example- focus on improvement:

The (unit, office, department, program)

will (enhance, enrich, further, advance)

the (time, cost, quality, quantity)

of (function, program, activity).

1.9 Use of results

Short Name (Optional - max 60 characters)

“

Paragraph  ~  FontFamily ~ FontSizes ~ A ~ [A v B
B 7 U =

iii
‘
i
‘
1]
lil

[ Words: 0

After the information has been entered, click Save.

Adding Additional Objectives

To add additional objective field sets in the same plan year,

Click on the first objective field.

Click Add New.
Fields and Responses Copy View PDF  Show All
1 Objective Name and Link to Plans Incomplete

NAME OBJECTIVE: Enter the short name and the objective description

LINK TO PLANS: Link to Core Quality, Annual Report and College or Division Strategic Plans

*ADD ANOTHER OBJECTIVE: Click "Add new" to add an additional field set below — -

*Click "Edit" and check "Complete” after entering all information @ Edit | Copy Link | Tag ¢
Detailed instructions

% 1Planlink i

11 Qtane ta mant tha nhinstiua nenamnlata
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In the alert message, click OK. This verifies that you want to add the next field set.

| L
! The page at jmu.xitracs.net says: *

You are about to add a new Objective Name
and Link to Plans. Are you sure?

| OK Cancel |

A new field set will be available below the existing field set(s).

Scroll down to see the new field set and enter the information for the next objective using the steps in this

manual under the section Adding an Objective.

Editing/Reviewing Objectives

Because planning is a fluid process, during the year you will want to review your objectives and possibly
modify them. You will also want to record accomplishments related to the objective and assess programs

related to the objective as events occur during the plan year.

Choose the Programs tab in the JMU-STAR Portal

JAMES MADISON UNIVERSITY.

The Programs page lists the units whose objectives you can edit or review.

JAMES MADISON UNIVERSITY.

Home Courses [ EE

& Ms Cindy Chiarello Library (2]

Academic Affairs Provost

Academic Development, Vice Provost
Academic Student Services

Access and Enroliment Management, VP
Accounting

Accounting and Reporting

Accounting Operations

Administration & Finance, VP

Admissions

Select the program you want to work on by clicking on it.

® Logout

Al v -
'y Xitracs
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There are three cycles visible: Prior Cycle, Current Cycle, and Next Cycle.

To edit or review the objectives for a unit:

a.

University Planning & Analysis, AVP

Jul 1, 2014 - Jun 30, 2015

103%

Jul 1, 2015 - Jun 30, 2016 70%

b. Click on the progress bar under the desired cycle.

The elements (field set) of the objective are:

University Planning & Analysis, AVP

Jul 1, 2014 - Jun 30, 2015

103%

University Programs Associate Vice Provost

University Planning & Analysis, AVP
Reporting Cycle: Jul 1, 2016 - Jun 30, 2017 (Next)

Fields and Responses

Objective Name and Link to Plans

1.1 Steps to meet the objective

1.2 Level for Publication

1.3 Key Word Tags (optional)

1.4 Collaboration/Integration (optional)
1.5 Evaluation methods

1.6 Budget Initiative

1.7 Mid-Year Update (optional)

1.8 Objective accomplishments

1.9 Use of results

Jul 1, 2015 - Jun 30, 2016 70%

Click to open the current cyele to view or edit
the assessment fields.

Jul 1, 2016 - Jun 30, 2017

Identify the unit from the list of programs you have access to.

Jul 1, 2016 - Jun 30, 2017

View comments Close

Copy  View PDF  Show All

Incomplete
Incomplete
Incomplete
Incomplete
Incomplete
Incomplete
Incomplete
Incomplete
Incomplete

Incomplete

NOTE: The Incomplete indicator denotes that the information has not been entered. Once information has
been entered and is ready for review, change the status to Complete. This indicator only applies to entering
information, not whether the objective element has been met.

Printing/Viewing Objectives

Click on Show All to open all of the fields for the objectives.

Fields and Responses

1 Objective Name and Link to Plans

1.1 Steps to meet the objective

1.2 Level for Publication

Copy = View PDF (' Show Al

Incomplete
Incomplete

Incomplete
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Likewise, you can close all of the open fields by clicking Hide All.

Fields and Responses

1 Objective Name and Link to Plans

NAME OBJECTIVE: Enter the short name and the objective description

LINK TO PLANS: Link to Core Quality, Annual Report and College or Division Strategic Plans
*ADD ANOTHER OBJECTIVE: Click "Add new" to add an additional field set below.

*Click "Edit" and check "Complete” after entering all information.

Detailed instructions
% 1Planlink i

1.1 Steps to meet the objective

Describe the actions to be taken for the objective to be met. Attach documents if appropriate.
*Click "Edit" and check "Complete” after entering all information.

1.2 Level for Publication

Choose whether the objective can be viewed on the web for public searching
*Click "Edit" and check "Complete” after entering all information.

Detailed instructions

Level 0- Private/not published

1.3 Key Word Tags (optional)

Click "tag" and choose a key word from the drop down list
*Click "Edit" and check "Complete” after choosing the desired tags

1.4 Collaboration/Integration (optional)

Enter the names of the units with which you will collaborate on this objective.

For a specific objective, hover over the Information icon (denoted by a lower case i.)

Fields and Responses

1 Objective Name and Link to Plans

NAME OBJECTIVE: Enter the short name and the objective description.

LINK TO PLANS: Link to Core Quality, Annual Report and College or Division Strategic Plans
“ADD ANOTHER OBJECTIVE: Click "Add new" to add an additional field set below

*Click "Edit" and check "Complete” after entering all information

Detailed instructions

% 1 Plangifk i

1.1 Steps to meet the obiective

Copy = View PDF( HideA)

Incomplete

Add new Edit Copy Link Tag @

Incomplete

Edit Copy File+ Tag @

Incomplete

Edit Copy Tag @

Incomplete

Edit Copy Tag @

Incomplete

Edit Copy Tag @

The information box will appear identifying the plans to which the objective is linked.

Click on View PDF.

Fields and Responses

1 Objective Name and Link to Plans

The created PDF will open.

Fields and Responses

1 Objective Name and Link to Plans

NAME OBJECTIVE: Enter the short name and the objective description.

LINK TO PLANS: Link to Core Quality, Annual Report and College or Division Strategic Plans
*ADD ANOTHER OBJECTIVE: Click "Add new" to add an additional field set below.

Click "Edit" and ch1 PLAN LINKS

Detailed ins i )

% 1Pla m JMU Strategic Plan 2014-2020
1E-programs meet needs VA/USA Goal 1E-
programs meet needs VA/USA

1.1 Steps to meet

1.2 Level for Publication

Copy | (§ 7)) Show Al

Incomplete
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Click on the bookmark for the Current Cycle (here for example, Cycle 6) or scroll down to see the details of
the report.

JAMES MADISON UNIVERSITY.

University Planning & Analysis, AVP

University Planning & Analysis, AVP

Cycles included in report:
Cycle #6 7/1/16 to 6/30/17

Creating Objectives for the Next Cycle

Choose the Programs tab in the JMU-STAR Portal.

JAMES MADISON UNIVERSITY.

Choose the Next Cycle.
Identify the unit from this list.

Click on the progress bar under the next cycle.

University BIEHRRING & Analysis, AVP

Jul 1, 2014 - Jun 30, 2015 103% Jul 1, 2015 - Jun 30, 2016 70% Jul 1, 2016 - Jun 30, 2017 0%
L] O

Click to open the next cycle to view or edit
University Programs Associate Vice Provost the assessment fields.

The field set for the first objective is automatically created for each plan year. You can begin adding new
objectives (refer to the Adding an Objective section in this manual) or you can copy objectives from the
Current Cycle.
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Copy Objectives

The objective field set for the first objective is on the page

Click on the first objective field to open it.

Fields and Responses

Copy | View PDF  Show All
1 Objective Name and Link to Plans Incomplete
NAME OBJECTIVE: Enter the short name and the objective description
LINK TO PLANS: Link to Core Quality, Annual Report and College or Division Strategic Plans
*ADD ANOTHER OBJECTIVE: Click "Add new" to add an additional field set below

*Click "Edit" and check "Complete” after entering all information
Detailed instructions

Addnew Edit Copy Link Tag @

Click Copy to open the window that will allow you to copy information from the previous year for this
objective element (in this example, Objective Name and Link to Plans).

Fields and Responses

Copy | View PDF | Show All
1 Objective Name and Link to Plans Incomplete

NAME OBJECTIVE: Enter the short name and the objective description

LINK TO PLANS: Link to Core Quality, Annual Report and College or Division Strategic Plans

“ADD ANOTHER OBJECTIVE: Click "Add new" to add an additional field set below

*Click "Edit" and check "Complete" after entering all information.
Detailed instructions

Addnew Edit Copy Link Tag ¢
% 1Planlink i
1.1 Steps to meet the objective

Click to select and copy a response from a
prior cycle. Note that any

191 aual far D

pporting files in a
prior response are not copied.

Choose a cycle from the drop down box.

1. Objective Name and Link to Plans

Select a prior cycle then a field to copy from. Any existing content in the target field will be overwritten.

Select a prior cycle

Jul1,2015-Jun 30,2016

Jul 1, 2015-Jun 30, 2016
Jul 1, 2014-Jun 30, 2015
G TUDJectve Narme ana LNk 10 Prans
1 1 Stens tn meet the ohiective

Click on the objective element to copy—in this instance, the Objective Name and Link to Plans.

1. Objective Name and Link to Plans

Select a prior cycle then a field to copy from. Any existing content

in the target field will be overwritten
Select a prior cycle
Jul'1,2015-Jun 30, 2016
Select the field to copy
bjective Name and Link to Plans
7~ 1.1 Steps to meet the objective

1.2 Level for Publication

12 Kav Ward Tane (nntinnall
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Scroll to the bottom of the list. Notice you can elect to copy existing links from the previous cycle’s

objective. Once you have made your selections, click Submit.

6.9 Use of results
7 Objective Name and Link to Plans
7.1 Steps to meet the objective
7.2 Level for Publication
7.3 Key Word Tags (optional)
7.4 Collaboration/Integration (optional)
7.5 Evaluation methods
7.6 Budget Initiative
7.7 Mid-Year Update (optional)
7.8 Objective accomplishments
7.9 Use of results
Copy any existing links for:
Program outcomes

General outcomes External outcomes

Plans

Mark as complete m Close

To update the objective name and description click Edit.

Copy View PDF | Show All

Fields and Responses
Incomplete

1 Objective Name and Link to Plans
NAME OBJECTIVE: Enter the short name and the objective description.
Add n@opv Lk Tag @

LINK TO PLANS: Link to Core Quality, Annual Report and College or Division Strategic Plans
*ADD ANOTHER OBJECTIVE: Click "Add new" to add an additional field set below.
*Click "Edit" and check "Complete” after entering all information

Click to update the response for this field

Detailed instructions
Incomplete

1.1 Steps to meet the objective

Modify the Short Name for the objective in the box at the top (just a few words; there is a maximum

character count of 60).

Modify the long description for the objective in the large space.

1 Objective Name and Link to Plans

Short Name (Optional - max 60 characters)

Paragraph  ~ FontFamiy ~ FontSizes ~

B 7 U === ¥Xho

Words: 0

Mark as complete

After the information has been entered click Save.

Repeat this process for other objective 1 elements as necessary.



PART Il: Reporting

Reporting is usually done near the end of the plan year. Several plans required by the university have been
combined into this section of the JMU-STAR Tool in an effort to reduce repetition and re-entering
information in multiple platforms.

Navigating to Plans

From the Welcome Page, click on Plans.

JAMES MADISON UNIVERSITY.

Home  Plans  2rograms ® Logout

& Ms Cindy Chiarello %) jt Xitracs™

Welcome Ms Cindy Chiarello to your Xitracs Portal™

Welcome My Open Activities

You are now able to enter 2016-17 objectives for your unit under the Programs tab.

You have 6 plan sections that require your input. View
If you have any questions, please contact You have 208 program reports that require your input. View

Tina Grace, gracetm@jmu.edu, 568-6830
Cindy Chiarello, grovecg@jmu.edu, 568-5712

Annual Report

The Plans page lists the units for which you have edit rights for the annual report.

Annual Report- AA

Academic Affairs Provost

COBctr - Acad Service Cntr

Annual Report- AEM

SAUP Strategic Plan

1516 Sexual Assault Prevention
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Click on the name of a plan to view/edit the annual report field set.

Annual Report- AA

Academic Affairs Provost /

COBctr - Acad Service Cntr

Annual Report- AEM

SAUP Strategic Plan

1516 Sexual Assault Prevention

Elements of the Annual Report

The elements (field set) of the annual report are:

Annual Report- AA [Academic Affairs Provost] Reporting Cycle: Plan Cycle 2015-2016
Provost .
View PDF Close

Fields and Responses Link  Show All
1 Academic Unit or Department Head Incomplete
2 Year of Report Incomplete
3 Unit Mission Incomplete
4 Executive Summary Incomplete
5 Unit Accomplishments Incomplete
5.1 Community Partnerships (Carnegie Community Engagement Classification) Incomplete
5.2 Community-Curricular Engagement (Carnegie Community Engagement Classification) Incomplete
6 Individual Faculty/Staf Honors and Accomplishments Incomplete
7 University Accomplishments to be recognized and celebrated. Incomplete
7.1 Quality Programs (Academic and Non-academic) Incomplete
7.2 Madison Collaborative Incomplete
7.3 Community Engagement Incomplete
7.4 Civic Engagement Incomplete
7.5 Engaged Learning Incomplete
7.6 Diversity Incomplete
7.7 Eficiencies Incomplete
7.8 Rankings & Recognitions Incomplete
7.9 Comprehensive Campaign Incomplete
8 Addenda Incomplete

NOTE: The Incomplete indicator denotes that the information has not been entered. Once information has
been entered and is ready for review, manually change the status to Complete. This indicator only applies to
entering information, not whether a particular objective is complete or incomplete.
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Entering Annual Report Information

(NOTE: In doing the work required to generate your annual report, you will likely do quite a bit of copying and
pasting. Therefore, many will find it easier to work from a basic Word document and paste content from that

document where appropriate in following the instructions below.)

1 Academic Unit/Department Head

Click on the field 1 Academic Unit or Department Head.

Fields and Responses

1 Academic Unit or Department Head

Enter the full ofiicial name of the academic unit or department head.

No response

Brief instructions are located in the box.
Click Edit to open the composition window.

Fields and Responses

1 Academic Unit or Department Head

Enter the full ofiicial name of the academic unit or department head.

No response

A pop up window will open. Enter the name in the large text space.

1 Academic Unit or Department Head

Paragraph ~ FontFamily v FontSizes «

B 7 U === X0Lio

[J Mark as complete

Link | Show All

Incomplete

Edit ¢

Link | Show All

Incomplete

Edit

After the information has been entered, click the Mark as complete box. To save this information, click

Save.
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2 Year of Report

Click on the field 2 Year of Report.

2 Year of Report Incomplete
Enter the academic year related to this report. Example: Academic Year 2014-2015. Edit ¢

No response

Brief instructions are located in the box.

Click Edit to open the composition window.

2 Year of Report Incomplete
Enter the academic year related to this report. Example: Academic Year 2014-2015. »

No response
A pop up window will open. Enter the year in the large text space.

2 Year of Report

Paragraph ~ FontFamily v FontSizes ~ A~ A~

E X h® =~ E-~

() Mark as complete

After the information has been entered, click the Mark as complete box. To save this information, click
Save.

3 Unit Mission

Click on the field 3 Unit Mission.

3 Unit Mission Incomplete
Enter the official mission of the unit or department Edit ¢
No response
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Brief instructions are located in the box.

Click Edit to open the composition window.

3 Unit Mission
Enter the official mission of the unit or department

No response

A pop up window will open. Enter the information in the large text space. You can use the copy/paste
function to bring in text from an existing document, and the style toolbar to further enhance your
information.

3 Unit Mission

Paragraph ~ FontFamily v FontSizes ~

B 7 U = = = =

Words: 0

| Mark as complete E m

After the information has been entered, click the Mark as complete box. To save this information, click

Save.

4 Executive Summary

The Executive Summary is a brief overview of the activities and accomplishments of the unit.

Here, write a narrative of 1-3 short paragraphs highlighting the key unit achievements for the plan year.

Tell the unit’s story for the year.

Of what are you most proud?

What achievements were most important?

Which ones provide direct support for the university’s mission/vision?
Which of the university’s core qualities received the most attention? How?
What were key changes the unit underwent?

What were challenges?

Incomplete

e
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Click on the 4 Executive Summary field.

4 Executive Summary Incomplete

Write a brief summary of all major unit activities Edit File+ ¢

No response

Click Edit to open the composition window.

4 Executive Summary Incomplete

Write a brief summary of all major unit activities File+ ¢

No response

A pop up window will open. Enter the information in the large text space. You can use the copy/paste
function to bring in text from an existing document, and the style toolbar to further enhance your
information.

4 Executive Summary

Paragraph ~ FontFamily v FontSizes +« A

B 7 U = X h o =~

Words: 07:

() Mark as complete m m

After the information has been entered, click the Mark as complete box. To save this information, click
Save.

5 Unit Accomplishments

Record the notable accomplishments of the unit. The primary difference between the Executive Summary
and the Unit Accomplishments is that the Executive Summary is a narrative designed to walk the reader
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through just the highlights of the unit’s year. Unit Accomplishments is a bulleted list of all
accomplishments that were significant enough that you would like them noted by your supervisor and
division head. Include significant accomplishments of the unit, not just accomplishments generated from
the objectives you listed in the Programs area of the JMU-STAR Tool. It’s likely that any accomplishments
from the Executive Summary section will be repeated/re-stated in the Unit Accomplishments section.

Click on the 5 Unit Accomplishments field.
5 Unit Accomplishments Incomplete

Edit File+ ¢

No response

Click Edit to open the composition window for each section.

5 Unit Accomplishments Incomplete

(o Je- »

No response

A pop up window will open. Enter the information in the large text space. You can use the copy/paste
function to bring in text from an existing document, and the style toolbar to further enhance your
information.

5 Unit Accomplishments

Paragraph ~ FontFamily - FontSizes -~ A ~ A vy B~
B 7 U = X h o =~ E~ =

Words: 0_

) Mark as complete m m
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After the information has been entered, click the Mark as complete box. To save this information, click
Save.

6 Individual Faculty/Staff Honors and Accomplishments

Record the notable Individual Faculty/Staff Honors and Accomplishments. This is your opportunity to
note individual (or team) faculty or staff awards, honors, recognitions or achievements.

Click on the 6 Individual Faculty/Staff Honors and Accomplishments field.

6 Individual Faculty/Staff Honors and Accomplishments Incomplete
List and describe any unit faculty or staff accomplishments of any significance during this academic year. Include research, scholarship and service, as applicable Edit File+ ¢
No response

Click Edit to open the composition window.

6 Individual Faculty/Staff Honors and Accomplishments Incomplete
List and describe any unit faculty or staff accomplishments of any significance during this academic year. Include research, scholarship and service, as applicable File+ @
No response

A pop up window will open. Enter the information in the large text space. You can use the copy/paste
function to bring in text from an existing document, and the style toolbar to further enhance your
information.

6 Individual Faculty/Staff Honors and Accomplishments

Paragraph ~ FontFamily - FontSizes +« A~ A vy B~
B 7 U = =E X ho =~ &~

Words: 0_

()] Mark as complete Save m

After the information has been entered, click the Mark as complete box. To save this information, click
Save.
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7 University Accomplishments to be recognized and celebrated.

Information in Section 7 is used for the President’s Annual Accomplishments Report. It is a different
document than the Annual Report generated through the process you have just completed, although the
two documents have some common content. The accomplishments report is used by the president in his
speeches and communications and by other university leaders in promoting noteworthy university
achievements to various constituencies.

Section 7 is your opportunity to suggest items from your unit achievements in the plan year to be included
in the President’s Report and to organize those accomplishments using the 9 categories in sections 7.1
through 7.9. Every item you enter in Section 7 will be something already included in sections 4 through 6—
redundancy is necessary. (Repeating it here is your way of recommending it for inclusion in the President’s
Report.)

To complete Section 7, copy items from sections 4 through 6 and paste each into its appropriate category of
Section 7. It’s likely you will not include a contribution in all of the sub-categories below.

If you believe a particular accomplishment/achievement fits in more than one category below, paste it into
both.

NOTE: The first field (University Accomplishments to be recognized and celebrated) is the header; do not
enter information in this box.

7 University Accomplishments to be recognized and celebrated Incomplete
7.1 Quality Programs (Academic and Non-academic) Incomplete
Edit

7.2 Madison Collaborative

7.3 Community Engagement

7.4 Civic Engagement Incomplete
7.5 Engaged Learning Incomplete
7.6 Diversity Incomplete
7.7 Efficiencies Incomplete
7.8 Rankings & Recognitions Incomplete
7.9 Comprehensive Campaign Incomplete

Click Edit to open the composition window for each section.

7 University Accomplishments to be recognized and celebrated Incomplete
7.1 Quality Programs (Academic and Non-academic) Incomplete
Incomplete
»
o0 response

7.3 Community Engagement Incomplete

7.4 Civic Engagement Incomplete

7.5 Engaged Learning Incomplete

43



A pop up window will open. Enter the information in the large text space. You can use the copy/paste
function to bring in text from an existing document, and the style toolbar to further enhance your
information.

7.2 Madison Collaborative

Paragraph ~ FontFamily -+ FontSizes

B 7 U = X O

[ Mark as complete

After the information has been entered, click the Mark as complete box. To save this information, click
Save.

8 Addenda

Attach files that should be included in the annual report.
e Statistical data
e Program information
e Program Review or APT reports

NOTE: Convert all files to .pdf before uploading to JMU-STAR.
Click on the 8 Addenda field.

8 Addenda Incomplete
List and attach files that should be included in the annual report. -Statistical data -Program information -Program Review or APT reports Edit File+ @

No response
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Click File + tq_qup_thg_gpﬁl‘gad tool.

8 Addenda Incomplete

Listand attach files that should be included in the annual report. -Statistical data -Program information -Program Review or APT reports Edit | File + | @

No response

A pop up window will open.

8 Addenda

Add afile

Choose File | No file chosen

Click Choose File to browse for the .pdf document you want to upload/append.
Locate the file on your computer, then click Open.

8 Addenda

Add afile

Choose File |No file chosen

» Pictures » My Pictures » Screen Saver JMU v|#¢| Search Screen Saver IMU R

=- 00

|

Pictures library Arrange by: Folder ~
Screen Saver JMU

22363b_04-15-10  Arboretum.,jpg banner-winter-to bookstore.jpg centennial Cupola,jpg h0741i55.jpg

_046,jpg -spring-transition fountainjpg L
-dwarf-irisjpg I

3

y (3

|
James,jpg Keezell.jpg Logan.jpg Newman.jpg Quadwide.jpg SpringArbor.jpg Warren,jpg |
e ~ | [AllFiles -

| Open |v][ Cancel ]
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The file name will be automatically added to the response box.

8 Addenda

Add afile

Choose File | Quadwide.jpg

Click Save to upload the file.

Submitting the Annual Report

Your Annual Report includes the current objectives and the upcoming objectives for your area (entered in
the Program section of the JMU-STAR tool) and your annual report for your area (entered in the Plan
section of the JMU-STAR tool.) These two reports combined create your Annual Report that can be
submitted to your VP/AVP/Dean.

NOTE: Before beginning the submission process, make sure you have entered information for the following
objective fields:

Current Year Plan Cycle: All fields should be completed (unless optional.) L.e. you should have entered all
information for your objectives, including Objective Accomplishments and Use of Results.

Upcoming Year Plan Cycle: Fields 1 (Objective Name and Link to Plans) through 1.6 (Budget Initiative)
should be complete.

46



Create a PDF of the Current Objectives
Log in to the JMU-STAR tool.

From the Welcome Page, click on Programs.

JAMES MADISON UNIVERSITY.

Home Plans Programs

® Logout

: : <4 . -
& Ms Cindy Chiarello (2] 4't Xitracs
Welcome Ms Cindy Chiarello to your Xitracs Portal™
Welcome My Open Activities
You are now able to enter 2016-17 objectives for your unit under the Programs tab.
You have 6 plan sections that require your input. View
If you have any questions, please contact You have 206 program reports that require your input. View
Tina Grace, gracetm@jmu.edu, 568-6830
Cindy Chiarello, grovecg@jmu.edu, 568-5712
Choose Current Cycle.
r
Jul 1, 2014 - Jun 30, 2015 93% Jul 1, 2015 - Jun 30, 2016 @ 63% Jul 1, 2016 - Jun 30, 2017 70%
—— N C——
Click to open the current cycle to view or edit
et o

In the top bar Fields and Responses, click on View PDF.

Fields and Responses

”View Pg; Show All

A new tab will open in your browser with the PDF. From here, you can download/save the file to your

computer.
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Create a PDF of the Upcoming Objectives

Navigate to the upcoming objectives (Next Cycle) by clicking on the >> button in the top header.

Home Plans Programs ® Logout

& Ms Cindy Chiarello (2] :t Xitracs”

Academic Affairs Provost

Click to go to the Next cycje. >> View comments Close
Reporting Cycle: Jul 1,2015 - Jun 30, 2016 (Current) f

Fields and Responses Copy ViewPDF  Show All

In the top bar Fields and Responses, click on View PDF.

Fields and Responses ﬂ\new PDF  Show Al

A new tab will open in your browser with the PDF. From here, you can download/save the file to your
computer.

Create a PDF of the Annual Report

Navigate to Plans by clicking on Plans in the top menu bar.

JAMES MADISON UNIVERSITY.

Home Plans Programs

& Ms Cindy Chiarello ) f”‘, Xitracs™

Click on a plan to view the annual report field set.
Annual Report- AA
Academic Affairs Provost /
COBctr - Acad Service Cntr

Annual Report- AEM

SAUP Strategic Plan

1516 Sexual Assault Prevention
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Click on View PDF.

Home Plans  Programs ® Logout

& Ms Cindy Chiarello (2] :‘; Xitracs™

Annual Report- AA [Academic Affairs Provost] Reporting C{TTeT TeEp015-2016
Provost ,
View PDF Close

A pop up window will open with PDF Report Options. Select the desired options, then click Submit.

PDF Report Options

Select any additional information to include in this plan report.

| Title Page Comments Field Numbers

Linked Plans

Linked Programs Including: Linked Program Responses Child-field Responses
For program reporting cycle(s): Use Ctrl or Cmd key to select multiple cycles.

#1 (Jul 1, 2011/Jun 30, 2012)
#2 (Jul 1, 2012/Jun 30, 2013)
#3 (Jul 1, 2013/Jun 30, 2014)
#4 (Jul 1, 2014/Jun 30, 2015)
#5 (Jul 1, 2015/Jun 30, 2016)
#6 (Jul 1, 2016/Jun 30, 2017)
#7 (Jul 1, 2017/Jun 30, 2018)

A new tab will open in your browser with the PDF. From here, you can download/save the file to your
computer.

This PDF will include your annual report information (executive summary, faculty and staff
accomplishments and Section 7-information for the President’s Accomplishments Report); objectives for
your unit, as well as objectives linked to your annual report by your direct reports from the most recent
year and the next year.

Review the PDF to be sure all of your objectives and those of your direct reports are included. Go back and
link objectives as necessary (see page 16).

Your Annual Report (one PDF document) is now ready for submission to your AVP/Dean.

NOTE: Contact your AVP/Dean for information on how they prefer to receive your Annual Report (e.g. via
email, on your JMU Network shared drive, etc.)
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Part Ill: Planning Cycle Processes
This section describes JMU-STAR processes that occur each plan year.

End-of-Year

Email Sent To Users
To remind and guide users to complete year-end tasks in JMU-STAR, an email is sent to all users usually at

the end of April/beginning of May.
The text below was sent in April 26, 2016:

(You're receiving this email because you are a JMU-STAR planning tool user who likely is involved in generating an Annual Report.)
Good Day,
It is time to invest in producing your department’s Annual Report.

Action
Annual Reports will be due in the JMU-STAR planning system sometime during June/July as set by your Division Head, Dean or AVP. Annual Reports from the division heads will be due by 3:00 p.m. on July 20, so due dates
from departments could possibly be by the first of July. Please check with your Dean or AVP for specific dates as they may be somewhat earlier than any dates referenced here.

Suggested target dates are:
Academic Units/Departments: Wednesday, July 6
Dean/AVP: Wednesday. July 13

Value
The process of setting objectives, evaluating results, and applying those results to future initiatives is essential in telling the story of JMU's success.

Objectives
The 2015-16 objectives are linked to the Core Qualities of the Strategic Plan. Please check to be sure that your objectives for 2015-16 are associated with the correct Core Quality and University Goal

(http://www.jmu.edu/j 1 docs/Strategic_Plan.pdf).

Please see the attached year-end tasks document that outlines the specific activities to be completed. Of important note are:
2015-16 Objectives: Complete the steps:
o Objective Accomplishments information
o Use of Results for each objective.
2016-17 Objectives: Update objectives to reflect changes to the objective based on outcomes of 2015-16. Include changes/activities identified in the 2015-16 Use of Results; enter these changes in the 2016-17 objective text or Steps to Reach the

Objective boxes.

Annual Report
In addition, annual reports are important as a way to highlight the progress of departments over the past year. They are also valuable because they help to produce the Annual Accomplishments Report for the university. The

President reviews this report each year. It also informs institutional messaging within letters, articles, speeches, reports, etc. Please continue to help your department and the university recognize its achievements, which are
truly our achievements.

NEW THIS YEAR- Carnegie Ci ity E; Classification Information

Section 5 of the Annual Report has two supplementary fields related to the Carnegie Community Engagement Classification. The university will be applying for recertification of the classification in 2018, and these fields will
provide a way to gather critical information from the academic units to support this application. The information supplied by the academic units will begin the data collection to be followed up with a more detailed conversation
about the activities, number of students, faculty and community members impacted.

The Uni i Annual i Report
As part of the annual report format, we are including fields that will be used to inform the 2015-16 Annual Accomplishments Report. This information will be used by the president in his speeches and ications and by other university leaders in
noteworthy university achi to various i

Here is a screen shot of the section related to the Annual Accomplishments Report.
[7 University Accomplishments to be recognized and colebrated.

(74 Qo Programs hedanic s oacaderil

[7:2 Madison Colaborative

[73 community Engagement

[T Enpgoment

[7:5 Engaged Leaming

[7.6 Diversity

(77 Ereoncion

[7:8 Rankings & Recognitions

[7:2 comprehensive campaign

(710 Other Noewarty Accomplshments

What you need to do to complete Section 7
Academic Units/University Departments: Enter information from your annual report for the categories in Section 7 as appropriate. This means that information in Section 7 is likely content that is copied and pasted from other sections from your annual
report that you believe should be considered for use in the President’s Report. You may include a single achievement/accomplishment in more than one part of Section 7 if you feel it applies to more than one. Every field does not require an entry by every

unit.

AVPs/Deans/Vice Provosts: Review information submitted in Section 7 by your direct reports. Copy/Paste appropriate information from your direct reports, as well as your own unit, into Section 7 of your own annual report.

Vice Presidents: Review information submitted in Section 7 by your units. Copy/Paste appropriate information from your units into Section 7 of your own annual report.

You may want to have a conversation with your immediate supervisor to get an idea of what kinds of accomplishments/achievements he/she would expect to see in your Section 7.

At JMU, there is a great story to be told, please help us to tell it well. Last year’s report is posted for your review.

If you or someone you know will need a refresher or access to the JMU-STAR tool, please contact Tina Grace (gracetm) or Cindy Chiarello (grovecg) to arrange training. Attached is an end-of-year refresher for your convenience
and other resources are also available online. Please contact Tina or Cindy should you need assistance of any kind.

Brian Charette
Tina Grace
Cindy Chiarello
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Guidelines for Tasks
The following guidelines (step-by-step instructions) are usually attached to the Email Sent To Users as a

stand-alone document.

End-of-Year Tasks Reminder for IMU-STAR
1. Update Current Cycle Objectives with Accomplishments and Use of
Results
2. Review/Update/Enter Next Cycle Objectives
3. Enter Annual Report
Information 4. Submit Annual
Report.
Access the JMU-STAR Tool and Log In
e From http://www.jmu.edu/jmuplans, click on the link for the JMU-STAR Tool (located on the
Planning Links menu on the right).
e Login:
o Username is your full ]MU email address
o Your default password for training was your JMU e-ID (e.g., gracetm), but you may have
changed this after training was over.
Note: Your JMU-STAR password is not synced with your JMU elD and password; it will not change unless you
change it manually. If you have forgotten or want to change your password, click the “forgotten”
password link on the log in page.

Update Current Cycle Objectives with Accomplishments and Use of Results
e From the Welcome Page, click on Programs.

JAMES MADISON UNIVERSITY.

Home ~ Plans  Programs & Logout

e Choose the Current Cycle.

Jul 1, 2014 - Jun 30, 2015 3% A A 63% Jul 1, 2016 - Jun 30, 2017 0%
—— — E——

Click to open the current cycle to view or edit

Objective Accomplishments and Use of Results

e For each objective, complete the 1.8 Objective Accomplishments and the 1.9 Use of Results
fields
o Click on the field name to open it and then click Edit.
o After information is entered, click Save.

Fields and Responses Copy | ViewPDF || Show#

1 Objective Name and Linkto Plans Complete
1.1 Stepsto meet e objectve Complete
1.2 Level for Publication Complete
1.3Key Word Tags (optional) Complete
1.4 Collaboration/ntegration (optional) Incomplete
1.5 Evaluation methods Complete
1.6 Budget niiatve Complete

1.7 Mid-Year Update (optonal NotApplicable

1.8 Objective accomplishments Incomplete

19Useofresulls Incomplete
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Objective Accomplishments:

In the large text area, describe the extent to which this objective has been accomplished. The
description should fully communicate the extent to which each of the specific activities outlined in
section 5 Steps to Reach the Objective have been achieved and the changes that occurred. Include
analysis of what happened.

Use of Results:

In the large text area, reflect on how well the objective was accomplished during this year. Describe
how the evaluation results will be used to bring about future improvement or change. Provide details
of what will be changed in the next cycle to further enhance the results of this objective. Fully and
clearly connect current results with a specific future direction; set continued or new objective(s) for
the following year.

Example- focus on improvement: Based on (findings, analysis), the (unit, office, department, program)
will (enhance, enrich, further, advance) the (time, cost, quality, quantity) of (function, program,
activity).

Create PDF of the Current Objectives
e In the bar above objective 1, Fields and Responses, click on View PDF.

Fields and Responses HVISW PDF  Show All

e A new tab will open in your browser with the PDF. From here, you can download/save the file to
your computer.

Review/Update/Enter Next Cycle Objectives

e From the Welcome Page, click on Programs
e Click on Next Cycle.

Review your objectives for the upcoming year.

Fields 1 (Objective Name and Link to Plans) through 1.6 (Budget Initiative) should be complete, as
applicable.

Fields and Responses Copy View PDF | Show A

1 Objective Name and Link to Plans Complete
1.1 Steps to meet the objective Complete
1.2 Level for Publication Complete
1.3 Key Word Tags (optional Complete
1.4 Collaboration/Integration (optional Incomplete

1.5 Evaluation methods Complete

1.6 Budget Initiative Complete

1.7 Mid-Year Update (optional Not Applicable
1.8 Objective accomplishments Incomplete

1.9 Use of results Incomplete

Create PDF of the Upcoming Objectives

e In the bar above objective 1, Fields and Responses, click on View PDF.
e A new tab will open in your browser with the PDF. From here, you can download/save the file to
your computer.
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Enter Annual Report Information

e From the Welcome Page, click on Plans.
e Click on a unit name to edit the annual report field set.

Fields and Responses

1 Academic Unit or Department Head

Fill in information for each field (1-8.)

NEW THIS YEAR.

Section 5, Unit Accomplishments, of the Annual Report for the
Division of Academic Affairs has two supplementary fields related to

2 Year of Report

3 Unit Mission

4 Executive Summary

the Carnegie Community Engagement Classification. The university SRR BT
will be applying for recertification of the classification in 2018, and 5.1 Carnegie Community Engagement Classification
these fields will provide a way to gather critical information from 5.1.1 Community Partnerships

the academic units to support this application. The information
supplied by the academic units will begin the data collection to be
followed up with a more detailed conversation about the activities,

5.1.2 Community-Curricular Engagement

6 Individual Faculty/Staff Honors and Accomplishments

number Of Students, faculty and Community members impacted. 7 University Accomplishments to be recognized and celebrated.
President’s Annual Accomplishments Report 7.1 Quality Programs (Academic and Non-academic)
Section 7, University Accomplishments, to be recognized and 7.2 Madison Collaborative

celebrated. The categories in Section 7 allow is your opportunity to 7.3 Community Engagement

suggest items from your unit achievements to be included in the 7.4 Civic Engagement

President’s Annual Accomplishments Report. Itis used by the
president in his speeches and communications and by other
university leaders in promoting noteworthy university
achievements to various constituencies.

7.5 Engaged Learning
7.6 Diversity

7.7 Efficiencies

7.8 Rankings & Recognitions
To complete Section 7, review information in sections 4 through 6,
copy/paste pertinent text into its appropriate category of Section 7.
It’s It’s likely you will not include a contribution in all of the
sub-categories. If you believe a particular
accomplishment/achievement fits in more than one category, paste the text under all as appropriate.

7.9 Comprehensive Campaign
7.10 Other Noteworthy Accomplishments

8 Addenda

Create PDF

e Once you have entered information for all fields, click on View PDF in the plan header.

e A pop up window will open with PDF Report Options. Select the desired options, then click Submit.

PDF Report Options

Select any additional information to include in this plan report.

~| Title Page Comments Field Numbers

Linked Plans

Linked Programs Including: Linked Program Responses Child-field Responses
For program reporting cycle(s): Use Ctrl or Cmd key to select multiple cycles.
#1 (Jul 1, 2011/Jun 30, 2012)
#2 (Jul 1, 2012/Jun 30, 2013)
)

#3 (Jul 1, 2013/Jun 30, 2014
#4 (Jul 1, 2014/Jun 30, 2015)

#5 (Jul 1, 2015/Jun 30, 2016)
#6 (Jul 1, 2016/Jun 30, 2017)

#7 (Jul 1, 2017/Jun 30, 2018)

oo L
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A new tab will open in your browser with the PDF. From here, you can download/save the file to
your computer.

This PDF will include your annual report information (executive summary, faculty and staff
accomplishments and Section 7-information for the President’s Accomplishments Report);
objectives for your unit, as well as objectives linked to your annual report by your direct reports
from the most recent year and the next year.

Review the PDF to be sure all of your objectives and those of your direct reports are included. Go
back and link objectives as necessary (see page 16).

Your Annual Report (one PDF document) is now ready for submission to your AVP/Dean.

NOTE: Contact your AVP/Dean for information on how they prefer to receive your Annual Report (e.g.

via email, on your JMU Network shared drive, etc.)
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