
User’s Guide: Brief Operational Instructions for the FAU Assessment Database 

Step 1: LOGIN 

Log-in at http://iea.fau.edu/AssessmentDbase/Login.aspx with your FAU log-in ID and your password. (When you log-
in for the first time, use your first name as password.) 

If you forgot your password, enter your FAU email address in the text box at the bottom, and your username and 
password will be emailed to you. 

Step 2: AFTER you LOGIN 

Your reporting units will show on the screen. (You can also access them by selecting My Reporting Units from the menu, 
especially important if you have multiple reporting units.) 

When you click on your academic unit, a new page will display, containing three tabs: 

Learning Outcome Plans   Academic Learning Compact   Mission & Goals . 

The first tab, Learning Outcome Plans, gives information on plans. 

The second tab, Academic Learning Compact, allows you to view and upload/update (if you are using a plan reporter 
role) your degree program’s Academic Learning Compacts. 

The third tab, Mission and Goals, gives plan reporters the right to edit the mission and goals associated with the current 
academic department. 

You can switch between tabs by clicking on the one you want to use. Typically you will be in Learning Outcome Plan. 

Step 3: ENTERING the Assessment PLAN: 

If you want to add a new plan or edit an existing plan, make sure the tab Learning Outcome Plans is active. Select the 
year from the drop-down list and then click Add Plan. If no plan has been added before, a new item will appear in the 
table (otherwise a message will be displayed, saying that a plan for that year was previously created). 

The following actions could be taken for an added plan: View/Modify Plan  Submit plan for review. 

By choosing the first option (View/Modify Plan), you will be directed to select the author of the current plan from a list. 
After this step, the assessment plan page will be displayed, where you could add new outcomes by clicking Add New 
Outcome. After you edit the outcome, press the button Save Changes to save it. 

Once you save an outcome, you could go back to it and edit each section by clicking Edit. You may also upload 
documents by clicking Add/Manage Documents . (By clicking Delete next to an outcome, you can erase the whole 
outcome.)  

Once your plan is ready for submission, click Submit plan for review next to the plan, in the Learning Outcome Plans tab.  

Step 4: ENTERING the Assessment REPORT (entered after you gather and analyze the data): 

The reports (results) can be entered or edited by clicking Edit next to the Results section, on the assessment plan page. 

Once your report is ready for submission, click Submit report for review next to the plan, in the Learning Outcome Plans tab. 

You could have one or more of the following roles: Plan Reporter, Plan Reviewer or View Only. Reporters can enter the plans and reports. 
Reviewers can post comments. Some people have more than one role and may need to change their role sometimes. To do this, go to the top 
menu and select Account > Manage Roles, then select the role you want to use. You can change your role repeatedly during your session. 

You may change your username and password by selecting the appropriate commands from the Account sub-menu. 

If you want to see other plans, select View Other Units from the main menu. 

If you want to exit from the database, click Logout (right side of the main menu). 


