
Watermark Continuous 
Improvement (Planning & 
Self-Study) Training



2

Why
Planning & Self-Study? Watermark Overview

The Watermark Planning & Self Study assessment tool gives us a 
more up-to-date platform to collect and report on assessment 
efforts across programs, colleges and departments to meet 
goals for continuous improvement and accreditation standards.

 Ability to collect assessment data for programs, including 
measures, results, actions, and key foundational data 
such as mission statements, outcomes, and curriculum 
maps.

The adoption of Watermark Assessment Software was elected 
as part of a broader institutional move to the broader 
Watermark ecosystem, which will also support upcoming 
implementations for faculty annual reporting, course 
evaluations and faculty credentialing, creating a more 
integrated institutional reporting ecosystems.
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Logging In

Log in
SSO URL: 
[https://login.watermarkinsights.
com/connect/winthropuniversity]

OR

Using Winthrop website: 
Go to Winthrop.edu
1.Under the top menu ribbon in the 
“About” tab, select “Institutional 
Effectiveness”.
2.On the Institutional Effectiveness 
menu (left side),scroll down to “Related 
Links and select “Watermark-Planning 
& Self Study (Assessment)”.
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Navigating and Managing Watermark Assessment 
Shell

This section walks you through all the 
Watermark Assessment menus and describes 

how to make global additions/edits to your 
program’s assessment shell

   



Video Overview
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Within “Enter Program” you will see the following menus on the Left side of 
your screen:

Projects In Progress - Access, monitor and track your program’s assessment 
reports that are active and in progress

View/edit your program’s mission statement, outcomes and measures

Create, access, and edit your program’s curriculum map. View courses 
affiliated with your program. 

Review/edit proposed Improvement Actions from assessment reports and 
provide status updates to communicate progress.

Add documents and access reports to track your program’s continuous 
improvement and assessment activity.



In Progress Tab

If a reporting year is open, it will 
be listed here (eg Academic year 
2023 2024). 

*Note - if the reporting year has been closed, 
a report containing its data can be located 
under the Docs & Reports tab. 



Program Information Tab: Mission statement 

Add a Mission:  Once in the Program ; you 
will click on Program Information. Then 
click “Add Mission”

▸ You have a 2000 character limit. 
▸ Click “check mark” to finalize; “X” to 

cancel. 
▸ You will see a timestamp for  the 

last update. 

Two editing options (edit and revise) . 
Click “three dots” icon:

▸ Edit - Small typos/changes 
▸ Revise - Allows you to input a new 

Mission Statement, align to 
reporting year, add notes for 
revision. 
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Program Information Tab: Locate and Create New Learning Outcomes 
Within “Enter Program”; you will click on Program 
Information on the left-hand menu. 

You will find the Outcomes section below Mission 
Statement. 

To create new Learning Outcomes:

▸ 1. Click on “MANAGE OUTCOMES”.
▸ 2. Select in top section “Learning Outcomes”.
▸ 3. Then “CREATE NEW  OUTCOME”.

Outcome Title is required. We ask that you name the 
Outcome “Outcome”+ corresponding number (e.g 
Student Learning Outcome 4, Student Learning 
Outcome 6 etc). Please note, you have 70 characters.

Outcome Description: Use the text from the title used 
for Outcomes used in OARS.

Please skip “Tags”. 

4. Once done, click “CREATE”

5. You can now click “DONE” in the

       top left corner of your screen
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Program Information Tab: Program/Operational Outcomes 
Once in the Program ; you will click on 
Program Information. 

You will find the Outcomes section 
below Mission Statement. 

To create new Learning Outcomes:

▸ Click on “MANAGE OUTCOMES”.
▸ Select in top section 

“Program/Operational Outcome.
▸ Then “CREATE NEW  OUTCOME”.

Outcome Title is required. We ask 
that you name the Outcome 
“Outcome”+ corresponding number 
(e.g Program Outcome 4, Program 
Outcome 6 etc). Please note, you 
have 70 characters.

Once done, click “CREATE”

You can now click “DONE”
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Program Information Tab: Manage/Edit Outcomes
You are able to edit Outcomes.

Under “Outcomes,” and “ Manage Outcomes,” 
click the three dots icon next to the outcome 
and:

➔ Edit: Used for typos, will save over the 
past

➔ Revise: Use for new outcomes 
associated with a given year (or just 
create a new outcome and archive the 
existing one).  Will save the history.

➔ Archive: Saves the outcome for future 
use but removes from current  lists .  
Will save in an “archived” list where it 
can be restored.

Up and Down arrows- move outcomes

Remember to click “DONE”
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Program Information Tab: Outcome Mapping SLOs to Winthrop ULCs

Once in the Program, you will click on Program 
Information. You will find Outcomes section below 
Mission Statement. 

The Outcome Map button will appear once Outcomes 
have been added. 

▸ To Edit an Outcome Map Click on “Edit 
OUTCOME MAP”. 

Step 1- To align outcome(s), select the "+" associated 
with the desired outcome and the University Learning 
Competencies.

Step 2- In the side panel toggle “yes” under Aligned. 
Map to any specific Student Learning Outcomes 
associated with the Winthrop Univeristy Learning 
Competencies that populate on this side panel. Check 
appropriate box to align outcome.

Step 3- Changes will be autosaved on this screen. Click 
the “Close” button in the top right when this step has 
been completed.
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Program Information Tab: Locate and Create a Measure/Assessment Method

Within the Outcomes section you will find all 
associated measures/assessment methods.

Each outcome has a “Manage Measures” button

▸ You can use the “manage measure” button to 
create as many measures for an outcome as 
you need

▸ 1. Click “Manage Measures”, 

▸ 2. Then  “Create New Measure”.
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Program Information Tab: Create a Measure, Continued
Add details:

Title (required)- We ask that you name the Outcome “Assessment 
method”+ corresponding number (e.g Assessment Method 3, 
Assessment Method 5 etc.)

Method: see dropdown list

**Program and Learning outcomes may have different methods.

Description: Use the text from Methods title used in OARS.

Outcome & Program: are displayed

Course (if applicable). If you do not wish to tie the method to a 
specific course, you may also select “ This is a non-course based 
measure” 

Target: Please provide a succinct measurable description of the 
desired result as well as justification for why that desired results is 
attainable/appropriate (500-character limit)

Attachments

Click “CREATE MEASURE” in the top right

Click “DONE”  (On the next page)



Edit an Existing Measure

To Edit an existing measures:
- Within the specific outcome, click on 

“Manage Measures”

- Click on the measure itself (eg Assessment 
Method 1)

- At the top right, you will see “Edit Measure”
- Edit the measure accordingly, they click 

“Save and Done”
- On the next page, click “Done”

Please note: Once the change is applied, it will 
be made to all subsequent uses of the 
assessment measure.



Program Information Tab: Measures (2024-2025 and forward)

Once created in Organization Management , the measure will be available in assessment plans for the year 
in which it is created and subsequent years. 

For example, if a measure is created on 12/15/24  (academic year 24-25), the measure would be available 
in Assessment Plans for 2024-25, 2025-26, and forward. 



Curriculum Tab

Statistics: Reports information about 
total course sections, etc. associated 
with this organization or program.

Course List: Lists courses that can be 
included in a curriculum map, or included 
in a measure for assessment purposes.

If you need courses that do not appear on 
your list, please talk with your 
Administrator.

Note:  A CSV report can be downloaded

mailto:gwebuk@winthrop.edu


Curriculum Tab:  Locate and Create Curriculum Maps

To locate/edit a curriculum map, click on 
“Create New Map” or “        ” icon.

To align outcome(s) to courses, select the "+" 
associated with the desired outcome and 
Courses. 

1. In the side panel toggle “yes” next to 
Aligned.Map to any specific outcomes 
associated with the Course that 
populate on this side panel.

2. Select the Alignment (I,R,M). If the 
Outcome is being used in a Plan then 
A (Assessment Activity) will show. 

3. Next, select “Create”. 
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Actions Tab:  View/Modify Existing Continuous Improvement Action Plan Details

Once you start participating in Assessment 
Reports, you will be able to add Actions.

This screen allows you to follow the status 
of any Actions and add updates to previously 
created Actions.



Docs & Reports Tab

There are three functionalities in this 
area: 

A. Access completed Continuous 
Improvement Reports and archived 
program reviews 

B. Upload documents (and manage in 
folders)

C. View reports for your unit:
I. Outcome Detail Report
II. Outcome Mapping 

Crosswalk

A
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Accessing and Updating 
Continuous Improvement Reports
This section walks you through how to access 

and enter data into your annual Continuous 
Improvement Reports which are used to 

assess and report on  outcomes with 
measures/methods and related data/results



Video Overview-Hover over the image below and click the play button for an overview of this section






Working in an Continuous Improvement Report

Within your Continuous Improvement Report, 
you can:

• Select Outcomes

• Assess Outcomes Using Measures

• Add Data to Measures

• Identify Whether Measures are Met or Not

• Identify Whether Outcomes are Met or 
Not

• Add Actions

• Review/Share Annual Report (PDF)



Selecting Outcomes to Import Into Your Continuous Improvement Report (1/2) 
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2. Once you’ve entered within the reporting cycle folder 
(e.g. 2025-2026 CIRs etc.) you will need to select all 
applicable Outcomes (Student Learning Outcomes AND
Program Outcomes). To do this begin with clicking the 
"Select Outcomes" button upon entering the Plan. 

1. To begin reporting on the new cycle’s 
Continuous Improvement efforts, you’ll click 
on the purple folder with the corresponding 
reporting cycle (e.g. 2025-2026 CIRs etc.). 



Selecting Outcomes to Import Into Your Continuous Improvement Report (2/2) 

To select your outcomes:

1. Click in the boxes next to each outcome (once you do 
so,you will see a check mark appearing in the box)

2. Be sure to scroll all the way down the page to capture 
all outcomes, including Student Learning Outcomes 
and Program Outcomes)

3. Once you’ve selected all outcomes and finalized your 
selection, click the “Apply Selection” button

NB: If changes to an Outcome are needed, you can be made 
on this page. 

● Clicking the "3 dots" to the right of any Outcome will 
present the Edit options. 

● Selecting "Create New Outcome" at the bottom of 
the screen will allow you to add additional Outcomes 
that are required. 

Do note any changes made to the Outcomes will reflect in The 
program’s  Wartermark Assessment Shell. 
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Selecting Assessment Methods to Import Into Your Continuous Improvement 
Report 

To import your assessment measures/methods from your 
Watermark Assessment Shell repository:

1. Click “select from existing measures”

2. On the next screen, you will see each method you have 
listed in your Watermark Assessment Shell that can be 
brought in, select all the measures/methods

3. Next, click the “Save Selection” button

1
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Adding Assessment Results for Measures/Methods Within a Report (1/8)

Once you’ve selected your 
outcomes and imported them, as 
well as the corresponding 
Assessment Measures/Methods 
into the Report, you will need to 
input assessment results within 
the corresponding Outcome and 
Assessment measure/Method:

1. Click on anywhere within the 
desired outcome 

2. Next you will see the 
corresponding assessment 
measures/methods for the 
outcome populate

3. To enter data for the 
corresponding method, click the 
“Add Results” button

1
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Adding Results for Measures/Methods Within a Report (2/8)

As additional integrations and 
features are rolled out in 
theWinthrop Watermark 
ecosystem, the Office of 
Assessment will provide guidance 
and training  on utilizing this 
feature.

Select your Report Select an Outcome and 
a Measure, then Click on 
Add Results

Please use either of these two options to enter assessment results



Adding Results for Measures/Methods within a Report (3/8)

You can upload a file and also 
include a Summary.



Adding Results for Measures/Methods within a Report (4/8)

You can enter numbers in count categories 
that will then be converted to percentages of 
“met” or “not met” to compare to your target 
for the measure. 



Adding Results for Measures/Methods within a Report (7/8)

This feature is not yet optimized for use. The Office of 
Assessment will provide additional information and 
training once it is ready for deployment.



Adding Results for Measures/Methods within a Report (5/8)

1. Use the data you have added to your measures to 
identify whether you have met the target for your 
measure or not for each of the corresponding 
assessment results.

• Choose “met”, “partially met”, or “not met” to 
identify the status.

2. Also be sure to enter in your analysis of each of 
the corresponding assessment results, describing: 

• What strengths were reflected? How can these 
be further strengthened? What strategies were 
successful? What strategies were not? What 
areas for improvement were identified? 

• The Discussion of Assessment Results section 
provides an opportunity to interpret the 
data/results and to explain what they mean to 
your program/unit. This may include providing a 
context for the data/results, comparing 
data/results to a previous year(s), etc.
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Analyzing Results at The Outcome Level Within a Report (6/8)

After you have analyzed at least one measure/method, you can determine whether 
your outcome is met or not.

Assessing your outcome overall will generate useful reports.

1. To do this, locate the outcome and click the “Analyze Outcome” button

2. Enter your analysis narrative for the outcome in the “Outcome Analysis” box. 
Note you will need to click the ckeck mark (A) to save this narrative.

3. Select the appropriate Outcome Status (eg “Met” “Partially Met” or “Not Met”)

1
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Adding Results for Measures/Methods within a Report (8/8)

Once you have entered in your results, 
measure attainment status, and an 
analysis of the findings, click the “Save A 
Close” button in the top right of the 
screen



Adding Continuous Improvement Action Plans for Measures/Methods within a Report (1/3)

Once you determine whether a measure (or outcome)  
is met or not met, you can assign an appropriate 
action at the measure or outcome level (or both).

1. To add an action at the measure/method level, 
click the “Add Actions” button within the 
corresponding method, under each outcome

2. Alternatively, directly within each method, you 
can also scroll down under “Analysis” and click on 
the “Add New Action” button
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Adding Continuous Improvement Action Plans for Measures/Methods within a Report (2/3)

1. To add an action at the outcome level, navigate back to the 
Outcome and click the “Analyze Outcome” button within the 
corresponding outcome.

2. Completing Step 1 will populate other outcome level options 
including “Add New Action” button which allows you to enter 
a Continuous Improvement Action Plan at the Outcome 
level.

2
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Adding Continuous Improvement Action Plans for Measures/Methods within a Report (3/3)

Once you have entered in your results, 
measure attainment status, and an 
analysis of the findings, click the “Save 
and Close” button in the top right of the 
screen
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Submitting Continuous Improvement Reports

Once you have selected your Outcomes, accessed the 
Measures, input results, and defined Actions, you will 
be able to Submit your Plan for review.

Click  

Step 1

Review your 
Plan.

If you need to make a 
change to your plan- Click 
“Edit”. Once done making 

the edits. 
Click “Review and Submit” 

button again. 

Step 2

Click

Step 3

Few things to note 

Once you have Submitted your Plan for review:

● The “EDIT” button will continue to show as 
an option until your reviewer starts to 
review your plan. If you click “EDIT” during 
this time you will need to re-submit your 
plan.

● Once your reviewer starts to review your 
plan; your whole plan will be locked down 
till your review process is complete.



Accessing PDF versions of Contiuous Improvement Reports

1. Outcomes, measures within those outcomes,
actions and other data added within a Report can be
shared and downloaded in PDF format. This can be
accessed within the “Docs & Reports” Tab of the
Watermark Assessment Shell.

2. Click the corresponding year within the “Reports” (A)
sub-tab.
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Questions About
Accessing & 

Using Watermark 
for Continuous 
Improvement 

Reporting?

Contact Dr. KB Gwebu 
(gwebuk@winthrop.edu), or Kelly 

Scott (scottks@winthrop.edu)

mailto:gwebuk@winthrop.edu
mailto:scottks@winthrop.edu
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