
Watermark Planning & Self-
Study Assessment 

Management System 

• Entering Program and Unit Information (does not
have to occur annually)

• Creating Assessment Plans

• Entering Assessment Findings

• Entering Actions

• Updating Actions



Watermark Planning & Self-Study Assessment 
Management System 

 
 

Key Menu Items: 
 
 

Organization 
Management  

Provides an overview of program or unit activity. 
 
Allows users to enter Program or Unit Information: 

• Mission Statement 

• Learning Outcomes or Success Outcomes 

• Map the Outcomes 
   

 
Plans 

 

Allows users to enter annual assessment information: 

• Assessment Plans 

• Assessment Results 

• Action Plans 

 

Program or Unit Information: 
 
Entering the Mission Statement: 

 
 

1. Click on Organization Management. 
2. Click the Add Mission button. 

 

 
 

3. Enter the mission statement and click on the check mark button.  
 



 
  

 
 

Entering Outcomes: 
Lehman College Assessment Process: Step 1 
 

1. Click on Organization Management. 
2. Click on either Learning Outcomes or Success Outcomes. 

 

Learning Outcomes: Student learning outcomes. 
Success Outcomes: Performance outcomes (mainly for Administrative, Educational, and 
Student Support or AES units) 

 
 

 
 

3. Click on the Manage Outcomes button. 
 

 



 
 
 
 
 

4. Click on the Create New Outcome button. 
 

 



5. Enter the information (Outcome Title, Outcome Description, and Tags, 
if applicable. Click on the Create button. 

 
 

 
 
 

6. When all outcomes are created, click on 
the Done button. To enter additional 
outcomes, click on the Create New 
Outcome button and  repeat the process 
in Step 5. 

 

 
 

 

 

 
 

 
 
 
 
  



Mapping Outcomes: 
Lehman College Assessment Process: Step 1 
 

Mapping may not be applicable to all programs or units 

 
 

1. Click on the Edit Outcome Map button. 

 
 

 
 

2. Click on the appropriate Plus (+) button.  
 
 
 
 
 
 
 
  



 

 

 
 
 

3. Click on the appropriate box or boxes.  
 

 

4. Once all outcomes have been mapped click the Create  
or Update button at the top right of the screen   

 

 
 
 



Assessment Plans: 
 

Setup: 
 

 

1. Click on the Plans. 

 
 
 

 

2. Click on the Start New Plan button. 

 
 

 
 



3. Enter the information in the Plan Title and Due Date fields. 
 

4. Click on Define Reporting Period and select the appropriate reporting period. 

 

 
 

 

5. Click the Apply button at the bottom right of the screen. 

 
 

6. Click on Define Plan Scope. 
 

7. Select the appropriate program from the list  

 

 
 

 

8. Click the Apply button. 

 
 

 

9. Click the Publish button at the top right of the screen. 
 

 



Creating the Assessment Plan: 
Lehman College Assessment Process: Steps 1-3 

 
1. Select the appropriate plan from the list of plans. 

 

 
 

 
 

2. Click on Climate Change Studies. 
 

 
 

 

3. Click the Select Outcomes button to select the outcomes 
that will be assessed.  

 
 
 
 



 
 

4. Click on the appropriate box or boxes.  
 

 
 

5. Click on the appropriate Apply Selection button at the top 
right of the screen. 

 
 



 
 

 

6. Click the Plus (+) button above New Measure. 

 



 
 
 



7. Select the measure/method from the dropdown menu under Method. One can choose 
from a variety of direct or indirect methods by clicking on the appropriate method. 

 
 

 

 
 

8. Select a course for the measure (if courses are specified) or click the box adjacent to This 
is a non-course based measure. Note: If one can’t find the appropriate courses, contact 
the Assessment Office with the list of courses. 

 

 
 

9. Enter the Measure Title. 
 

 
 

10. Ignore Align Results (the system has not been integrated with Blackboard). 
 
 



11. Enter the Target. 
 

 
 

12. Enter the Description of the assessment. 
 

 
 

13. Attach any relevant documents using 
the Attach Description Documents 
button.  

 

Users can attach up to 5 documents. Accepted document types: .PDF; .TXT; .Log; .XML; .DOC; 
.DOCX; .XLS; .XLSX; .PPT; .PPTX; .GIF; .JPG; .JPEG; .PNG; .CSV 

 
 

14. Click on the Add button at the top right of the screen 
 

 
 

 

15. Click on the No, Continue Later button at the top right of 
the screen  

  



 
 

16. Click the Review and Submit button at the top right of the 
screen 

 

  



 
 

 

17. Click the Submit button at the top right of the screen. 
 

 

18. Click the Done button at the top right of the screen.  
 

 
 
  



Assessment Reports: 
 

Entering Assessment Findings: 
Lehman College Assessment Process: Step 4 
 

 
1. Click on the Plans and click on the appropriate plan. 

 

 
2. Click on the hyperlinked program or unit. 

 

 
 



 

3. Click on the Edit button on the top right of the screen. 

 
 
 

 

4. Click on the Add Results button. 

 

 

 



 
5. Click on the Select Measure Status field.  

 

 
 

6. Click on Met or Not Met. 
 

 
 

7. Enter the assessment Analysis. 
 

 
 
 

Entering Actions: 
Lehman College Assessment Process: Step 5 
 

 

1. Click on the Add New Action button. 

 



 
 

2. Select the appropriate type of action from the options provided. 
 



 
 

3. Click on the Status box. 
 

 
 

4. Click on Not Started, In Progress, or Complete. 
 

 
 
 
 
 
 
 



5. Enter the Action Description. 
 

 
 

6. Click on the field for Recommended Due Date and enter the appropriate date for 
completing the action. 

 

 
 

 

7. Click on the Create Action button. 
 

 

Note: During the following academic year or Recommended Due 
Date, whichever comes later, the program or unit should update the 
status of the action(s) (Step 6 of the Lehman College’s Assessment 
Process). 

 
 

 

8. Click on the Save & Close button at the top right of the screen. 
 

 
9. Click the Review and Submit button at the top right of the 

screen 
 

 
  



 
 

 

10. Click the Submit button at the top right of the screen. 
 

 

11. Click the Done button at the top right of the screen.  
 
 
 

Updating Actions: 
Lehman College Assessment Process: Step 6 
 

1. Click on Organization Management. 
 



 
 

2. Click on Actions at the menu on the left side of the screen. 
 

 

 

 

 
3. Click on the hyperlinked Action e.g., Gather Additional Data. 

 
 
 
 
 



 
 

4. Click on the Add Update button at the top right of the screen. 

 
 

 

 
 
 
 



5. Click on the Status Box and indicate that the Action has been completed. 
 

  
 
 



 
 

6. Enter the description of progress and click on the Check Mark. 
 

  



 
 

 

7. Click the Done button at the top right of the screen. 
 

 
 



 
 

Key Buttons: 
 

 

 
Allows users to complete the entry of information 

  

 

Allows users to: 

• Edit: Make changes to the existing document or text 

• Revise: Create a new statement or document and archive the earlier one 
  

 

 

Allows users to make edit. 
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