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The Annual Academic Program Report (AAPR) Portal is CCRI’s portal for developing and 
archiving assessment plans and reports in support of CCRI’s continuous improvement efforts. 
It is recommended to use the Google Chrome browser when accessing the portal. 

 
 
 

• Go to the AAPR site: http://ccriaapr.stonewallsolutions.com/ 

• Log in with your username and password to be directed to the CCRI AAPR Portal. 
• Your username and a temporary password will be sent to your email when your profile 

is first created. You will be prompted to change your temporary password. Keep your 
username and password in a place you can remember! 

 

 

• On the login screen, click Forgot Password? link. 
• Enter the username in the field and click Submit. See screenshot below of the prompted 

page. A temporary password is sent to the associated email address that appears in the 
pop-up. 

• Log in with username and temporary password. 
• In the prompt, enter the temporary password, create a new password, and re-enter new 

password. 
• If you aren't able to reset your password using the link on the home page, email Lauren 

(lanicoll@ccri.edu) for a reset. 

ANNUAL ACADEMIC PROGRAM REPORTING SYSTEM OVERVIEW 

LOG IN 

FORGOT PASSWORD 

http://ccriaapr.stonewallsolutions.com/
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• Upon entering the AAPR Portal, the SharePoint Home page has a brief explanation of 
the Annual Academic Program Report. 

• A Surrogate is a user that has been assigned to a specific Department Chair. This person 
can start or edit reports on behalf of the assigned Department Chair. During the process, 
both the Department Chair and Surrogate will receive all alert notifications. The process 
described below is exactly the same for both the Department Chair and Surrogate roles. 

• To enter the reporting portal, click the ‘Department Chair Portal’ or ‘Surrogate Portal’ 
button. 

 

 

• On the Program Evaluation Page, there are 3 options: 
O Add New Report – create a new program report 
O Reports Requiring Further Action – update an existing report 
O Search Reports – search completed reports 

 

AAPR PORTAL 
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1. To create a new report, select the Add New Report button on the Program Evaluation 
Repository page. 

 

 
2. In the top fields, select the Academic Year and Degree Granting Program. 

a. If you have created a report for the same Degree Granting Program for a 
previous year, you will get a pop up asking if you wish to carryover the data from 
the previous report. 

b. Select Yes on the pop up to populate the previous data. 
c. Select No on the pop up to work from a blank report. 

 

 
3. Select the Term of Most Recent and Term of Next Program Review or Accreditation 

from the dropdown. 
4. Follow the directions and enter the information for each section on the Mission and 

Student Learning Outcomes Page. 
5. Click ‘Go to Course Mapping >>’ button to move to the next page. 

 

6. Fill out the information on the Course Mapping page. 
7. To submit the first sections of the report, click the ‘Submit for Review’ button. 

a. The QA User and Dean must approve the Mission & Student Learning Outcomes 
and Course Mapping sections before you can work on the remaining sections. 

PROGRAM EVALUATION REPOSITORY 

CREATE NEW REPORT 
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1. Once the QA User/Dean approve the first 2 sections, or if you wish to continue working 
on an existing draft, select the Reports Requiring Further Action button on the Program 
Evaluation Repository page. 

 

2. Under ‘My Reports’, find the report you wish to work on and click Edit from the Action 
column. 

3. If you have no yet completed the Mission & Student Learning Outcomes and Course 
Mapping section, you will be required to complete and submit that section for review 
before working on any other sections. If those sections have been completed, submit 
and approved, you can click through the top navigation of the report to edit any of the 
other sections. 

a. Note: Once submitted and approved, you can no longer edit the information in 
Mission & Student Learning Outcomes or Course Mapping sections. 

 

4. Complete the information in each section and click the ‘Save Section’ button at the 
bottom of each page. 

5. Once all sections of the report have been completed, you will have the option to submit 
the entire report. To do this, click ‘Submit for Approval’ button on the Measures of 
Student Success page. 

  

WORK ON EXISTING REPORT 



7  

 

 

1. Mission Statement – Fill in your program’s mission statement. It should directly relate to the 
mission of the college. The paragraph comes from the program’s curriculum proposal that 
describes the purpose of the program.  

 
 

2. Program Student Learning Outcomes – Fill in your program’s student learning outcomes. 
Every program should have around 5. Unless you have an external program accreditor that 
requires more competency areas, more than that gets hard to measure, because your 
department is responsible for measuring every program outcome. These can only be 
changed through the CRC approval process.  

 
a. Note: Click the green plus sign to add outcomes. 

3. Concentration Outcomes - You may have one degree with several concentration options. A 
best practice is to have 2-4 shared program outcomes and 1-3 concentration-specific 
outcomes. You can enter the concentration title and outcomes here.  

 
a. Note: If you don’t have any concentrations, click the green “Delete Concentration” 

button. If you have more than one concentration, click the “ADD NEW 

PARTS OF THE REPORT DUE DEC 1, 2023 
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CONCENTRATION SECTION.” If you have more than one SLO for each concentration, 
click the green plus sign next to “Click here to include additional outcome.” 

4. Where we publish SLOs – We need to publish our program SLOs for students on your 
department webpage. The program SLOs listed in this report should be the same as what’s 
on your website. Please enter the url of your program page here. You do not need to list 
them anywhere else, but sometimes programs have student handbooks and that is an 
example of where they are published other than online. 

 
a. Note: To move on to the next page of the report, you can click Save Draft and then 

navigate to the Course Mapping tab, or click Go to Course Mapping.  
5. Course Mapping – Program/Concentration Courses - Enter your program courses in the left 

column (e.g., ENGR 1020) and then select the letter(s) from the dropdown that best 
represent whether your course Introduces (I), Develops (D), or provides the opportunity for 
Mastery (M). You can also indicate that the course is where Assessment (A) happens. Do the 
same for your concentration courses, if applicable. There are lots of combinations of letters 
depending on how the course is needed in your curriculum. Courses do not need to map to 
every outcome, but every outcome should have a progression of the skills from introductory 
to mastery at the appropriate associate degree level across the program and concentrations, 
if applicable. 

 
6. Course Mapping – Elective Courses 

Similarly, if you have the choice of electives in your program you can map them here to 
ensure that students are getting adequate time to develop all of the program outcomes 
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regardless of which electives they choose. 

 
7. Course Mapping – General Education Courses – We don’t expect gen ed courses to 

introduce, develop, or offer mastery for your program outcomes. We do hope that they 
Support (S) your outcomes in some way, so select S for any outcomes supported by the gen 
ed courses required in the program.  

 
8. Approval Stage – Once you have the Mission Statement, SLOs, and Course Mapping 

complete, submit for review. It’ll go to the Assessment Office first and then your dean. Once 
they’ve approved, the rest of the report will open up for you to complete. 

 
 

 

1. Assessment Plan – Fill in how each program SLO will be measured. The more specific, the 
more helpful it will be to you as you actually do your assessing. Data – Evidence 
(Assessments) is what the assessment actual will be, Location is the course where the 
assessment takes place, and Interpretation and Process is how the assessment data is 
analyzed. Do the same for any concentration outcomes, if applicable.  

PARTS OF THE REPORT DUE MARCH 29, 2024 
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Note: If you want to add any additional assessments, click the green plus sign.  
 

2. Assessment Plan and Schedule – For each program SLO, select when you will be assessing 
the outcome. We ask that you assess at least one SLO per year and assess all of your 
program outcomes within the 5-year APR period (so if your program has more than 5 
outcomes, you should plan to assess more than one outcome in some of the years). The 
dropdown boxes have choices for Collecting assessment data (C), Synthesizing and 
Appraising (SA) assessment data, or (C/SA) to collect and synthesize the assessment data in 
the same semester.  

 
 

3. Appraisals of Results and Progressive Refinement Plans – Click the green plus sign to add 
SLO and appraisal. Each year, you should share the assessment results for at least one SLO. 
Select the SLO that you want to assess from the dropdown. In the appraisal section, 
summarize your assessment results and you interpretation of those results. If you’d like to 
attach a supporting document (e.g., assessment results, further analysis, etc.), you can 
upload using the Upload Files button. If your appraisal of the results determines that you 
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would like to improve those outcomes, you will fill in a plan for improvement. Give the plan 
a title (Title), list who is responsible for carrying out the plan (Who), what they will do 
(What) and fill in when they will complete this plan (When). You can add more plans if 
needed, and you can also appraise more SLOs by clicking “Click to Add SLO and Appraisal.”  

 
 

4. Program Learning Outcomes Assessment – Changes and Improvements – Fill in any other 
changes or improvements that were made to improve student academic performance or 
enhance learning outcomes here. 

 
5. Externally Accredited Program – Only complete this tab if your program is externally 

accredited. You’ll name who your accreditor is, any issues that came up during your last 
accreditation review, what you’ve done to address those issues, if those issues are resolved 
or ongoing, and any key performance indicators that your accreditor tracks, like exam pass 
rates, employment, etc. 
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6. Measures of Student Success and Progressive Refinement Plans – Click the green plus sign 

to add the fields for Measures of Student Success and Appraisal. You can select any of the 
measures you track, but if you aren’t externally accredited, we suggest you pick your HELP 
course results. In the appraisal field, you’ll describe your measure of student success (in the 
case of HELP course reporting, your success rate over the last three years, and the results of 
any assessments or interventions that your department has done). If you find that you 
would like to improve based on your measures of student success, in the Title, Who, What, 
and When fields, you’ll fill in a title for your improvement plan, who will be responsible for 
carrying out the plan, what the plan is, and when you expect that plan to be complete. You 
can add additional measures or plans.  
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7. Measures of Student Success – Plans and Improvements – This is another section where 

you can record any other changes that were made to your program in the past year, 
particularly in response to past progressive refinement plans, APR recommendations, HELP 
course interventions, curricular changes, etc. 

 
8. Submit for Approval – While you can save your work as a you go along, when you are ready 

to submit, click the green “Submit for Approval” button and these sections will go to the 
Assessment Office and your Dean for approval. If the report gets returned to you for 
revisions, please make those revisions and resubmit.  
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When working through the reports, you will see a number of different buttons. An explanation 
of each button’s function is described below: 

• Close/Cancel: This button will take you back to the Program Evaluation Repository page. 
A pop-up notification will give the option to continue without saving or close the pop up 
to allow you to select a save option. 

 

• Save & Next >> or << Previous: If a section has multiple pages, these buttons will save 
the work on the current page and bring you to the next page or previous page of the 
section. 

 

 
• Save Draft: In the Mission & Student Learning Outcomes and Course Mapping sections, 

you will have the option to Save Draft. This will save the work you have completed but 
will not submit to the QA User or Dean for review. 

 

 
• Submit for Review: Once you have completed all the information in the Mission & 

Student Learning Outcomes and Course Mapping sections of the report, you can submit 
these sections for review to the QA User and Dean. You cannot continue to work on the 
report until these users have completed their review. 

o If the QA User or Dean selects the Revise option, you will be required to edit the 
sections (there will be comments associated with their review). 

o If the QA User and Dean both select the Approve option, the Mission & Student 
Learning Outcomes and Course Mapping sections will lock and become 
noneditable. You can still review the sections, but you can only work on the 
remaining sections of the report. 

REPORT BUTTON OPTIONS 
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• Save Section: In the Assessments Plan, Assessments Results, Externally Accredited 
Programs, and Measures of Student Success sections, you will have the option to Save 
Section. This will save the work you have completed. The QA User and Dean can review 
your current work and add comments, but it has not been submitted for final review. 
You can continue to add and revise data to these sections. 

 

• Submit for Approval: Once you have completed all sections of the report, you can 
submit the full report to the QA User and Dean for review. Once submitted, you can no 
longer work on the report unless the QA User or Dean selects the Revise option. If the 
QA User and Dean both select the Approve option, the report will finalize and no longer 
be editable. 

 

• View Report History: The report history shows the status of the report as each user 
saves drafts, submits, reviews, revises, or approves on a single report. It also shows the 
section, date, user, and associated comments with each status change. 
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The Department Chair/Surrogate will receive a number of alerts during the process of 
completing a report. The email alert scenarios are listed below: 

• Notification received when QA User/Dean have selected for you to revise any data in 
the Mission & Student Learning Outcomes and/or Course Mapping sections. Associated 
comments will be included in the email. 

• Notification received when QA User/Dean have selected that the Mission & Student 
Learning Outcomes and Course Mapping sections are Approved. You will now be able to 
work on any remaining sections in the report. 

• Notification received when QA User/Dean have selected for you to revise any data in 
the Assessment Plan, Assessment Results, Externally Accredited Programs, and/or 
Measures of Student Success sections. Associated comments will be included in the 
email. 

• Notification received when QA User/Dean have approved the final submitted report. 
• Notification received when user is required to update a Progressive Refinement Plan. 
• Notification received when a user’s password has been reset, using either Forgot 

Password link or when it has been manually reset by an Admin. 
 
 
 

 

1. To view a report that has been submitted for approval or a completed report, select 
Search Reports on the Program Evaluation Repository page. 

 

2. Use the search criteria to filter your results by Dean, Degree Granting Program, or 
Academic Year. 

 

ALERTS 

VIEW REPORTS PENDING APPROVAL OR COMPLETED REPORTS 
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3. In the Action column: 
a. Click ‘View’ to view the report in the top navigation format in which it was 

edited. 

b. Click ‘Program Report’ to view a PDF version of the report. 


