SPOL - Inserting Links & Documents

This guide will show you how to insert links and documents in your program review
narratives and in your planning objectives.

If you have questions about how to access and use SPOL, please contact Allison Hughes:

Allison Hughes, Instructional Technologist
Email: hughesa@smccd.edu
Phone:650-306-3213

Office: 13-203
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Links & Documents in Program Review Narratives

Inserting Links in Program Review Narratives
1. Click the ‘Edit’ button to the right of the ‘Narrative’ box.
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2. Click in your narrative wherever you want the link to appear and click the Insert
tab at the top of the edit window and click on the ‘Links’ icon.

Edit Response o E
Narrative Plain Text ® HTML
Edit t
e B &o & & -t
Insert Table Image Manager Image Map Editor | Documents Links Objectives Outcomes . '=___| <
Tables Media nsert SPOL Links Content
3. Click ‘New Link’ at the bottom of the Insert Link window.
Insert Link 7]
Insert Accredatition Links
There is no Data to Display
Cancel New Link View Selected Link Remove Link Add Link
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Find your program name in the folder directory to the left. First, click the drop
down arrow to the left of the type of program review you’'re completing
(Administrative, Instructional, or Students Services). Then, click on the folder for
your program. With your folder selected, click ‘New’ at the top.

Accreditation Links - Link Management =]
‘ Link Library: Accreditation Links ‘
Accreditation Links ~
w7 Adrninistrative Services Pro Link [Lg | ] | [ — | ] [ | ]
> gram Lin
(1] College Plans Link Name Link URL |
~{{] Data Packets Nao records to display. |

¥ Instructional Program Links
~(] Accounting and Business
(7] Anthropology
-] Artand Art History
-] Astronomy
-] Biological and Health Sciences
(] Career Courses
{2 CBOT
(] Chemistry
-] Communication Studies
3 Computer Sciences
(] Cooperative Education
-7 CWA
-] Digital Art and Animation
(] Early Childhood Education
(7] Earth Sciences
(] Economics

(] Engineering

Enter a Link Name (this will display in your narrative) and the URL. Optionally,
also enter a Link Description. Click ‘Save’ at the bottom right.

Links

Link Name:
|ECON Enrollment Data |

Link URL:
|htlps:ﬁcanadacoIlege.edl.u'prugramreviewﬁdatapackets151?ﬂlesIPro_Econ_%2U15_1B.pdﬂ |

Link Description:
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the top right.

Click on the link you just entered and click ‘Assign Link’ at the top. Click ‘Close’ at
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Accreditation Links - Link Management

| Link Library: Accreditation Links

Accreditation Links
»--( Administrative Services Program Linl

] College Plans
- Data Packets

(19 nvew 1980 E it JIY Delete
Link Name Link URL |
https://canadacollege.edu/programreview ‘

ECON Enrollment Data

/datapackets1617files/Pro_Econ_%2015_16.pdf

¥ Instructional Program Links

{77 Accountina and Business

7. Double click on the link to enter it into your narrative.

Insert Link

Insert Accredatition Links
URL

Link (Double Click to Insert)

hitps:ficanadacollege edu/programreview/datapackets 1617l

ECOMN Enrollment Data

8. When you're finished, click ‘Save’ at the bottom right.

Words: 110 Characters: 692

Close IS

Inserting Documents in Program Review Narratives
1. Click the ‘Edit’ button to the right of the ‘Narrative’ box.

~IPR | Institutional |

2. Click in your narrative wherever you want the link to your documents to appear

and click the Insert tab at the top of the edit window and click on the ‘Documents’
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icon.
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3. Click ‘Add Document’ at the bottom of the Insert Document window.

E Insert Document

Link Accredatition Documents

There is no Data to Display

Cancel | Add Document ‘ View Selected Document | Remove Document Link | Add Document Link |

4. Find your program name in the folder directory to the left. First, click the drop
down arrow to the left of the type of program review you’re completing
(Administrative, Instructional, or Students Services). Then, click on the folder for
your program. With your folder selected, click ‘Upload’ at the top.

% Accreditation Documents - Document Management =] -

Document Library: ‘

-~
Accreditation Documents ([E[Downioad) (] (=] ) (& ]

----- O ACCIC Mid-term

: File Name File Type File Size File Date
¥ Administrative Program Revi . .
¥ &3 Instructional Program Revien w ECON Program Review.docx Microsoft Word Document  37.46 KB 04/11/2016 09:40 AM
'[:| Accounting and Business

‘D Anthropology

*D Art and Art History

*D Astronomy

l*[j Biological and Health Scit

E[:I Career Courses

D'[:I Chemistry

"D Communication Studies

"D Computer Business Offici

l*[:] Computer Sciences

E[:I Cooperative Education

- WA

*[:I Digital Art and Animatior 4

b[:l Early Childhood Educatio

‘D Earth Sciences

‘ (] Economics

I*[j Engineering

5. Click ‘Select Files’ to select the file from your computer. Then, click ‘Close’ in the
upper right corner.
a. Note: The file name will appear in the narrative, so be sure your file as a
descriptive and appropriate name when you upload it.

% Upload Documents X

Document Uploader

Select the file you want to upload or
Drag and Drop the File under the
tton.
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6. Click on the document you just uploaded and click ‘Add Document Link’ at the
bottom right.

=

Insert Document X
Link Accredatition Documents
File Hame File Type File Size File Date
“w1-LogginglnGettingHelp.docx Microsoft Word Docum.... 27437 KB 10/25/2017 04:14 PM
1
Cancel | Add Document | View Selected Document | Remove Document Link | Add Document Link

7. When you're finished, click ‘Save’ at the bottom right.

Words: 110 Characters: 692

[©) Ciose | Save|

Links & Documents in Planning Objectives

Inserting Links in Planning Objectives
1. Once you've created an objective, you can add links from the Objective Details
page. Click ‘Add'.

Objective Details Bed
Increase Enrollment

21040 - Economics .

Unit Manager: Lead Faculty, Social Sciences ~ DRAFT -

Email Unit Manager: [ EETIE0E Approval Notes: Approval Status:
Notfe Options | Appraval Options |

Objective Details (&) Add JIF) Edit J[=] Delete
Objective ID: 723 Status: New Objective Objective Purpose: Program Improvement Plan
SAMPLE OBJECTIVE - We want to host student events to increase interest and awareness of the program.
Action Plans & Resources Required [#] Add J1#] Eait [ Expand Al
SAMPLE ACTION PLAN - Our first event, will be pizza tabling session at the start of the spring semester.
Start Date: 10/20/2017 Type: Resource Request Priority: High Budget: $45
Due Date: 01/22/2018 Completion Date: 01/26/2018 Status: New More ==

Total Objective Budget: $45 |

Associated to Program Review/Accreditation Standard Select
Source Cycle Number Standard View
IPR Instructional Program 0 Executive Summary View

Review 2017-18

=] Document Management [EView) [OFXT) ([ERemove]

There are no records to display

@

57 Link Management

There are no records to display

6 Updated:10/23/17 | Allison Hughes



Find your program name in the folder directory to the left. First, click the drop
down arrow to the left of the type of program review you’'re completing
(Administrative, Instructional, or Students Services). Then, click on the folder for
your program. With your folder selected, click ‘New’ at the top.

Accreditation Links - Link Management =]
‘ Link Library: Accreditation Links ‘
Accreditation Links ~
w7 Adrninistrative Services Pro Link [Lg | ] | [ — | ] [ | ]
> gram Lin
(1] College Plans Link Name Link URL |
~{{] Data Packets Nao records to display. |

¥ Instructional Program Links
~(] Accounting and Business
(7] Anthropology
-] Artand Art History
-] Astronomy
-] Biological and Health Sciences
(] Career Courses
{2 CBOT
(] Chemistry
-] Communication Studies
3 Computer Sciences
(] Cooperative Education
-7 CWA
-] Digital Art and Animation
(] Early Childhood Education
(7] Earth Sciences
(] Economics

(] Engineering

Enter a Link Name (this will display in your narrative) and the URL. Optionally,
also enter a Link Description. Click ‘Save’ at the bottom right.

Links

Link Name:
|ECON Enrollment Data |

Link URL:
|htlps:ﬁcanadacoIlege.edl.u'prugramreviewﬁdatapackets151?ﬂlesIPro_Econ_%2U15_1B.pdﬂ |

Link Description:

5
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4. Click on the link you just entered and click ‘Assign Link’ at the top. Click ‘Close’ at

the top right.

Accreditation Links - Link Management

l ~ |

| Link Library: Accreditation Links
Accreditation Links
»--( Administrative Services Program Linl
] College Plans
>|:| Data Packets

Link Name

ECON Enrollment Data

|

Link URL

|

https://canadacollege.edu/programreview
/datapackets1617files/Pro_Econ_%2015_16.pdf

¥ Instructional Program Links

{77 Accountina and Business

Inserting Documents in Planning Objectives

1. Once you've created an objective, you can add links from the Objective Details

page. Click ‘Add’.

Objective Details

Increasa Enrolimant

21040 - Economics
Unit Manager: Lead Faculty, Social Sciences
Email Uni Manager: [ ETSRTE)

Objective Details

Olsjective I0: 723 Status: New Objective

Approval Nobes: Approval Status:

DRAFT

O OED GETD

Objective Purpose: Program kmprovemant Plan

SAMPLE DBJECTIVE - We wani bo host student events o incroase interest and awateness of the program

G‘ Action Flans & Resources Required

8] Acc i cox IR Eoms At}

SAMPLE ACTION PLAN - Our firgt avant, w

Start Diste:
Due Date: 01220201,

Type: Rosource Reguest
Compietion Date: 11782018

il Do perza tabling §865i00 Bt Eha Gt of 1he Spnng Sematter

Pricvity: High
Status: New

Budget: 545

Morg >

Total Objective Budgel: 845 |

O Assockaied 1o Program Review/Accreditation Standard [# setoc [ Remove |

Source Cycle Mumber Standard View

PR IntdnacSional Program o Expcutive Summary View
Review 2017-18

[ Document Management = (=11 |

There are no records to deplay

55 Link Manageomunt

Thorn are no records to deplly

2. Find your program name in the folder directory to the left. First, click the drop
down arrow to the left of the type of program review you’'re completing
(Administrative, Instructional, or Students Services). Then, click on the folder for
your program. With your folder selected, click ‘Upload’ at the top.

Accreditation Documents - Document Management

o [ES

Document Library: Accreditation Documents

~
Accreditation Documents [E[Downioad) [E] [EE[Delet:

(3 ACCIC Mid-term
() Administrative Program Revi

File Name

“w ECON Program Review.docx
¥ 23 Instructional Program Review

(3 Accounting and Business
~(Z] Anthropology

(3 Art and Art History

23 Astronomy
(2] Biological and Health Scii
[0 Career Courses
(3 Chemistry
~(Z] Communication Studies
(£3 Computer Business Offic:
(53 Computer Sciences
(2 Cooperative Education
CacwA
(] Digital Art and Animatior
(23 Early Childhood Educatio
(3 Earth Sciences

[ Econamics

-] Engineering

File Type File Size

Microsoft Word Document  37.46 KB

File Date

04/11/2016 09:40 AM
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3. Click ‘Select Files’ to select the file from your computer. Then, click ‘Close’ in the
upper right corner.
a. Note: The file name will appear in the objectives, so be sure your file has a
descriptive and appropriate name when you upload it.

Ea
% Upload Documents X

Document Uploader

Select the file you want to upload or
Drag and Drop the File under the
"Select File" button.
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