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WELCOME 

 
Welcome to the Tennessee State University Nuventive Improve User Guide. The 
purpose of this User Guide is to walk you through the navigation of Nuventive 
Improve, the University’s planning and assessment software. Before we begin, it is 
important to note that the configuration of your Nuventive Improve screens may not 
mirror exactly the example we provide in this User Guide. Each instance of the 
platform is customized to meet the unique needs of each assessment unit type. This 
includes the menu, field labels, list values, and custom fields. Tennessee State 
University has three assessment unit types: 1) Educational 76Programs, 2) Academic 
and Student Services, and 3) Administrative Support. If at any time you have 
questions about the configuration of your specific unit, please contact your 
OIERPA- Office of Assessment and Accreditation.  

 

BASIC NAVIGATION 
 

Accessing Nuventive Improve is simple and straight forward. It is supported on 
Apple Mac iOS as well as Microsoft Windows. The platform is most compatible 
with Google Chrome, Firefox, or Edge web browsers; our recommendation is to 
avoid the use of Internet Explorer for accessing and using this software. Once you 
have logged into Nuventive Improve, you should first see a screen similar to 
Example 1 and Example 2 on the next page. 
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Example1: Improve Analytics - Program Summary Page (Academic Programs) 

 
 

Example 2 : Improve Analytics - Unit Summary Page 
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TOP NAVIGATION BAR & ICONS 

At the top of each screen, you will find two sets of icons (to the left and right) and a drop-
down in the center. This is primary navigation bar through-out the platform.  
 

 
 

 

 

 

Hamburger Menu  

Unit Drop- down/ 
Arrow Carat  

 

Data View/Split 
Screen/ Documents 

& Reports 

 

Instructions  

 
Ellipsis 

 

Plus (+) Sign  

Hide  

Unhide  

 

 
THE ASSESSMENT UNIT DROP-DOWN (FINDING YOUR ASSESSMENT UNIT) 

The center unit drop-down is where you will locate your unit/units in the platform. 
By clicking the down arrow/caret to the right in the drop - down you will be able to 
locate the unit/units that are available to you. If this is your first time logging in, 
and you do not see your unit, please contact your institution’s assessment contact. 
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If there are numerous units listed in the drop – down, you may type in the drop - 
down box to quickly locate a unit. 

Example of Assessment Unit -Drop down Menu 

 
 
 
 

THE MAIN MENU ASSESSMENT UNIT NAVIGATION (HAMBURGER MENU) 
 

Now that you have found your assessment unit, click the hamburger icon  
on the left to reveal your platform menu. 
 

 Example of Menu Options:  

NOTE: Your main menu MAY differ from this example, based on your assessment 
unit type. This example is from an Academic Program assessment unit. For other 
assessment unit types, the third item on the menu will say ACADEMIC AND 
STUDENT SERVICES ASSESSMENT OR ADMINISTRATIVE SUPPORT 
SERVICES ASSESSMENT 

 

 

 

 

 

 

 

 

 

HOME 

GENERAL INFORMATION 

PROGRAM ASSESSMENT 

MAPPING 

ASSESSMENT REVIEW AND APPROVAL 

ASSIGNMENTS 

REPORTS AND DASHBOARDS 

DOCUMENT LIBRARY 
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SPLIT SCREEN/DOCUMENTS AND REPORTS 

 

 

To the far right of the navigation bar you will find a set of icons referred to as Split 
Screen/Documents & Reports. Under the icons, a space is provided for various 
documents/reports to be viewed. The purpose of this area is to provide you with 
information that that may be necessary to complete your tasks in the Nuventive 
Improve. Each of the icons represent the amount of space to be taken up on the 
screen (split-screen view) when clicking on and opening an item in the list. This 
expansion allows you to view the information provided in this area from an 
intelligible viewpoint.  

 

NOTE: The area will also expand to the first level of expansion by clicking on a 
document/report in the list. You can expand further, or minimize the view of the 
document/report, by again clicking on one of the icons. 

 

 

Note: This option is not active on all screens The following is an example of the expanded Split 
Screen/Documents & Reports. 

Example of Split Screen Navigation 
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OTHER IMPORTANT NAVIGATION 
 

Throughout the Platform, wherever you see this icon, instructions may have been 
provided for that specific field, item, or area. Clicking on the icon will reveal any 
instructions that have been made available. 

Throughout the Platform, wherever you see this icon, options will be presented by 
clicking on the ellipsis. Typical options include: Open, View/Print, Copy, and/or Delete. 

Throughout the platform, wherever you see this icon is where you will click to Add 
a NEW Goal, Outcome, Objective, or other element to that screen. 

In several places throughout the Platform, you will find these icons. Clicking on the icon 
allows you to choose between leaving the highlighted information available as you 
enter information, or you can click the Hide icon to hide the 
information. Unhide allows you to uncover the highlighted information. 

 
 

 

GENERAL INFORMATION SECTION 
 

 

 
On initial setup of an assessment unit, this tab is used to provide General 
Information about the institution, college, department, program, and/or unit, by 
providing the Active Years, University Mission Statement, Institutional Strategic Goals 
or objectives Supported, College or Division Mission/Purpose, and Program or Unit 
Mission/Purpose. The General Information form will appear as the second page of 
all Standard Reports. 

To enter information on the General Information form, begin by clicking on the 
green circle with the plus (+) sign  icon on the card. 

 

 

Once clicked, the form will open to the following view. 

 
GENERAL INFORMATION TAB 
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Complete the form fields/text boxes, as designated, by clicking in the text box or 
selecting from the drop - down. NOTE: Where you see an Asterisk (*) next to the 
name of a field, that field is required, and you will not be able to save the form 
until information has been entered into that field. Next, SAVE, by clicking on the 
SAVE button at the top of the screen. 
 

Once you have saved the form, you should see the completed information as depicted 
below. 
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Once you are satisfied with the information you have entered, and have saved the 
form, click the Close button at the top of the screen. You will now see the 
following view of the form. 
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PROGRAM ASSESSMENT TAB 

If at any time you need to edit, copy, view/print, view the audit log, or delete the 
form, click on the ellipses on the top right of the General Information form. 
 

 

 
 

PROGRAM ASSESSMENT or ACADEMIC AND STUDENT 
SERVICES ASSESSMENT or ADMINISTRATIVE SUPPORT 
ASSESSMENT  

 
The Program Assessment screens are where you will enter your Program 
Assessment Plans and Results. The Program Plans and Results screens include the: 
Intended Outcome, Assessment Method, and Results Tabs. To begin setting up the 
program assessment plan, you will first enter the program outcome. Click the green 
circle with the plus (+) sign 

 
For this section, we are using the term Intended Outcome. It is used in the same way 
as Program Learning Outcome, Administrative Unit Outcome, and Student 
Learning Outcome) the functionality will remain the same. Also note, that the 
page/screen where the intended outcome is located may be referred to as a card. 

To add a new intended outcome, click on the green circle with plus (+) sign   on the 
top right. 
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This will open the following card.  
Intended Outcome Tab 

 

 
Next, type in each field provided enter the Intended Outcome Name and Intended 
Outcome. Begin by entering the Outcomes Name*. Notice the Asterisk (*) next to the 
name of several of the fields. The Asterisk (*) indicates that the field is required, and 
information must be entered for the card/information to be saved. The Outcome Name 
should reflect the Outcome. For example: Critical Thinking instead of PLO 1. 
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Next, click on the arrow/caret to open the Outcome Status drop - down. For the 
Outcome Status, options will be Active or Inactive. Select Active if this is a new 
Outcome and you will be assessing this outcome. Inactive may be chosen if this 
outcome will not be assessed. 

 

 
 
 

 
Then, click on the down arrow/caret to reveal the Planned Assessment Cycle 
Year(s) drop – down selections. Select from the drop-down. This is a multi-select 
field, so you can select multiple years. 

 

Note: Where you see an Asterisk (*) next to the name of a field, that field is 
required, and you will not be able to Save the card until information has been 
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entered into that field. Start Data and Archive Date are not required; however, the 
start date is the first day of the first planned assessment cycle year. Tennessee State 
University’s fiscal years are July 1 to June 30.  The archive date is empty until the 
outcome is archived and then this field will reflect the date of achival.  

Once you have completed entering the Intended outcome information, SAVE your 
work by clicking on the Arrow/Caret next to the SAVE button at the top of the 
screen. Notice that when you click the Arrow/Caret on the SAVE button you are 
provided with the options to Save & Add New or Save & Close this outcome. If 
you have additional outcomes to add, click the Save & Add New. If you have 
finished adding intended outcomes, click the Save & Close. 

 

 
 
Once you have finished adding intended outcomes, click the Save & Close. The 
following screen will appear showing the intended outcomes that you have added. 
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Notice that in the top bar, above the intended outcome cards, that you can locate a 
specific outcome by Search by Keyword, by showing only the goals that are 
Active or Archived, showing the Intended Outcomes by Outcome Year(s), or by 
showing all Outcomes by selecting View All in each heading. 

NOTE: As you add Outcomes, the number of Outcomes that have been entered is 
reflected at the top, right, of the Intended Outcomes/cards. In this example you 
see “Showing” 3 of 3.  
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To edit a current Intended Outcome, locate the ellipsis to the far right of the card and 
click the Open option. 

Once you click on the ellipsis you will be provided with the options to Open, Copy, 
Audit Log, or Delete the Outcome. Keep in mind that if there have been 
updates/results entered for any outcome, deleting any outcome will also remove any 
updates/results that have been entered for that specific Intended outcome. 

 

 
 

 
Clicking on Open will open-up the current card for review and/or editing. Copy 
will allow you to copy the card and associated mapping and you will be able to 
Save the copied card. Audit Log opens the editing and modification history of the 
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ASSESSMENT METHOD TAB 

outcome. This feature allows the use to see specifically what information was 
added/modified/deleted.  Delete will remove the entire card permanently and any 
results that have been entered for that goal. 

 
NOTE: When working within the outcome cards, you may move between intended 
outcome cards by using the navigation carat arrow as seen below. This number of 
goals/cards will change as you add or remove goals/cards. Remember to SAVE 
any edits that you have made before moving to another goal/card. 

 

 
After clicking the carat arrow, the existing outcome will expand and allow easy 
navigation between the intended outcome cards.  
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Now that you have entered the Intended Outcome, Click the ASSESSMENT 
METHOD (MEASUREMENT) tab to enter an Assessment Method 
(MEASUREMENT) for that Outcome. 
 
Once you have clicked on the ASSESSMENT METHOD (MEASUREMENT)  tab 
you will see the following screen.  
 

 
 

To begin entering an Assessment Method (Measurement) click the green circle with the 
plus (+) sign.  

 
 

The following screen will open: 
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Complete each field*: Assessment Method (Measurement) Status, 
Measurement/Method of Assessment, Assessment Type, Criterion for 
Success/Performance Target, and How was the Criterion for Success/Performance 
Target Established. 

Notice the caret/arrow icon next to some of the fields.  This icon 
indicates that options have been provided from which you are to choose. 

For the Assessment Method (Measurement) Status, options are Active or Inactive. 
 

Select Active if this is a new Outcome and you will be assessing this outcome. 
Inactive may be chosen if this outcome will not be assessed. 
Next, enter t the Measurement/Method of Assessment from the drop-down. 
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In this field, define the m ethod of assessm ent (m easurem ent) and how it links to the 
outcom e. Link specific item s on the tool to the intended outcom e. (what is being 
assessed).  
M ethod 1: XXXX 
2 m ethods of assessm ent (m easurem ent) are recom m ended to assess a program  or 
unit outcom e, at least 1 direct m easurem ent is a M UST.  
 
Enter in each m ethod of assessm ent (m easurem ent) individually using the green plus 
sign on the previous page. Do not enter m ultiple m ethods in one form . 

 
Next select Assessment Type 
 

 
    Or  
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The selections may include Direct or Indirect, and/or you may see a list of specific 
assessment types to choose from. Select the Assessment Method Type you plan to 
use for assessing this outcome.  Direct method of assessment any process 
employed to gather data which requires subjects to display their knowledge 
behavior or processes; indirect method of assessment any process employed to 
gather data which asks the subject to reflect upon their knowledge behaviors or 
thought processes. 

 
 

Finally Enter the Criterion for Success/Performance Target field and the How was the 
Criteria/Performance Target Established? Fields. 

 
Now, save your work by clicking on the green Save button in the top right-hand 
corner of the card. By clicking on the Save button, without clicking on the 
caret/arrow, your work will be saved, and you can continue working on the 
plan for this outcome. 

By clicking on the caret/arrow you will be offered the options to Save & Add New 
or Save & Close the card. If you have other assessment method to enter, you may 
select Save & Add New and continue adding assessment methods. If you have 
finished adding assessment methods, click the Save & Close. 

 
 

 
 

 

Once you have finished adding the assessment methods for each of the 
outcomes, and have clicked the Save & Close, the following screen will appear 
showing the assessment methods that have been entered. 
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RESULTS TAB 

 
Example of intended outcome with 2 methods of measure (REPLACE-Need Example) 

 
When you have completed adding assessment methods, you may continue to the 
Results section. 
 
 
 

 

To enter the assessment results, and the analysis of those results, click on the RESULTS 
tab as indicated below.  
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If a new Result is being added for an assessment method, click on the green circle 
with the plus (+) sign  

Once you click on the green circle with the plus (+) sign the following information 
will appear allowing you to choose the assessment methods that have been 
previously entered for assessment.  
Next, select the RESULTS  tab. The following screen will open. Now, select the 
assessment method where you would like to enter the results and analysis.  

This view of the card will allow you to see the entire plan information. If you would 
like to hide the plan information, click the Hide icon to the right.  

 
Note: Hiding the plan information is temporary and can be undone by clicking on 
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If you have hidden the plan information the card will look like the following: 
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Now enter the Assessment Results. The first entry will be the Submission Date 
which will auto populate.  The remaining fields are the Results, Reporting Period, 
Conclusion, Analysis of Results, and Related Documents.  

 

Notice the Asterisk (*) next to the name of the field. Note: wherever you see the 
Asterisk (*) the information is required, and you will not be able to Save the 
information until this information has been entered. Also, notice that there is a 
caret/arrow to the right of the field. Clicking any caret/arrow will open a drop-
down where you will select from the choices provided. See example below. 

 

 

 

Continue this process of entering information through to the Conclusion field. 
When you have reached the Charts and Graphs field, clicking in the text box will 
open options for entering text in that box. Click in that text box now to see the 
options as depicted below. 

Notice that the text box now has a tool bar, similar to a Word document toolbar 
where you can change text, cut and paste from a Word document, insert a table, add 
a graphic/picture, and/or include a link to a document in the Document 
Library/Repository. You can also cut and paste from any document in the right-
hand panel. 
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Example: Graphic cut & pasted from PowerBI Report in the right-hand panel. 

 
 

 

Remember to Save your work! 
 

 
The next field, Supporting Documents, will allow you to select documents/files from the 
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Document Library/Repository and attach them to the results report or add new files 
within the results area that will be stored in the Documents Library/Repository. 
 

 
 

 

To add an item from the Document Library/Repository or attach a new document, 
begin by clicking the green circle with the plus (+) sign.  

 

The following screen will open and allow you to select a folder. 
 

 

Select a folder where you have stored the file by clicking on it. The folder will 
open and allow you to select a file. If adding a new file, select the folder where 
you wish to store the file.  The following example is subfolders by data collection 
period.  
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Locate the file that you would like to include in your results/analysis. You may 
select more than one file by clicking on the check box next to each file. 

Note: If the folder, or file, is not available in the Document Library/Repository, 
you can add a folder and/or file, right from this screen by clicking on one of the 
icons next to the Attach icon. 

 

 

 

 
Attach 
New File. 

Create New 
Folder 
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Once you have selected the file(s) that you would like to include, click on the 
Attach icon in the top right-side of the card. Notice that the Attach icon is not 
available until a file is selected.  
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 If adding a new file to the Document Library/Repository, instead of selecting an 

existing file click the add file icon  .  Once you have clicked on the icon, the 
following dialog box will open. Click on the Choose Files button and select a file 
from your computer. 
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The file will now appear in the in the dialog box. Now click Save to upload the file. 

 

The file will now appear in the list of files and is ready for you to attach to your 
results/analysis. 

 

Again, once you have selected the file(s) that you would like to include, click on 
the Attach icon in the top right-side of the card. Notice that the Attach icon turns 
yellow. 
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The related documentation files are now attached to the results/analysis for this assessment 
method. 

 

 

The RESULTS  Section is now complete.
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USE OF RESULTS FOR IMPROVEMENT TAB 

 

NOTE: You will not be able to add the required Use of Results for Improvement 
(Closing the Loop, Evidence of Impact, and Action/Improvement Plan) 
information until the Results/Analysis information is saved. Once you have saved 
the work and closed the Results Tab, reopen the Results tab and proceed to the 
USE OF RESULTS FOR IMPROVEMENT by clicking on the  tab. 

After clicking on the USE OF RESULTS FOR IMPROVEMENT tab the following 
screen will appear. 

 

Again, this view of the card will allow you to see the entire plan information. If 
you would like to hide the plan information, click the Hide icon to the right. 

 

Note: Hiding the plan information is temporary and can be undone by clicking on 
 
 

Now, complete Closing the Loop*, Evidence of Improvement/Impact*, and Action Plan. 
Notice that there is also a field for Follow-Up which is not required. 
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However, the Follow-up screen can be useful as it will allow you to return later, 
possible throughout the assessment cycle and enter information pertaining to the 
status of the Action Plan. 

 

 
 
 
 

You have now completed the USE OF RESULTS FOR IMPROVEMENT 
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STRATEGIC PLAN MAPPING 

MAPPING SECTION  

 
Clicking on the MAPPING tab will navigate to the Mapping page/screen where the 
unit can map their unit outcomes with other institutional outcomes or for 
educational programs complete Curriculum Mapping and/or General Education 
Mapping  which is mapping unit outcome to courses. The Mapping tool is a 
diagnostic tool, and the mapped elements can be visible on various 
Standard/Analytic Reports. 
 
All mapping, conducted within the mapping screens (Curriculum Mapping, 
General Education Mapping, and Strategic Plan Mapping) function the same. 
The only differences are that: 1. You will select the type of mapping from the 
drop-down, 2. The indicators may change. 

 
 MAPPING TO STRATEGIC GOALS 
 
To begin, select the Strategic Plan from the drop-down (under the green 
highlighted tab – MAPPING) on the left. The University’s strategic goals will appear 
in a column on the left side of the page with the units’s Intended Outcome across the 
top. To map an outcome to a goal, click in the box/space to the right of the 
institutional goal. The indicator (X – for this example) denotes that the goal has 
been mapped to the corresponding Intended outcome. 
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When you have completed the mapping, click the Save drop-down arrow/caret in 
the top right- hand area of this screen. 

 

 
Save & Add New: Will show all goals that have been 
entered for mapping and you may continue to map the 
goals. 

Save & Close: Will save your mapping and return you to the 
main goal screen. 
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CURRICULUM MAPPING AND GENERAL EDUCATION 
COMPETENCY MAPPING (EDUCATIONAL PROGRAMS ONLY) 

 

 
 

Begin by selecting Curriculum Mapping from the drop-down (under the green 
highlighted tab – MAPPING) to the left of the screen as depicted below. 
 
Next, notice that the courses aligned to this program are listed in the left-hand column. To 
the right each course is the Program Learning Outcomes (PLOs) for this program. These 
are the PLOs that have been entered for the Program Assessment Plan 
 
  

 

 

 
CURRICULUM MAPPING 
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Indicators have been provided: I - Introduced, R - Reinforced, M – Mastered, A-Assessed 

By clicking on the appropriate indicator under each PLO and aligned to the 
course(s) on the left, select where this PLO will be Introduced, Reinforced, 
Mastered or Assessed. Use the scroll bars at the bottom, and to the right, to move 
across the screen to reveal all courses and/or PLOs). If you would like to remove 
any mapping you have selected, click the selected indicator again to unselect. Once 
you have completed the mapping, the SAVE button, in the top right- hand corner, 
will illuminate and you will be able to save your mapping work. 

 

 

Another feature offered in the mapping screens is the option to add notes. Notice the 

icons to the right, just below the Save button.  
 
By clicking on the Add Note the following dialog box will open. 
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This is where you can add notes relevant to your mapping work. To add notes, 
Click within the dialog box. The dialog box now changes to a text box with options 
like that of a Word document. You will now be able to customize the font, add a 
table, include a picture or graphic, and/or locate and include a document in your 
Document Library/Repository. 
 
 

 
 
 
 
 
 
 

 
Once you have completed adding the Note, Click the SAVE button at the top of 
the card. Once you have saved the Note, and have completed adding notes, click 
Close 
 
 
 
 

By clicking on the ellipsis  , the following options will appear. 
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Selecting ORDER COURSES allows the courses to be ordered, by moving them using 
up and down option, as in the following screenshot.  

 

 
 

 

Selecting ASSIGN COURSES allows the courses to be added or removed from the course 
listing on the left hand side of Curriculum Mapping, by using the assign and remove option, as 
in the following screenshot. 

 

 

Example Assign or Remove Courses in Curriculum Mapping:  
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Begin by selecting General Education Competencies Mapping from the drop-down 
(under the green highlighted tab – MAPPING) to the left of the screen as depicted below. 
 
Next, notice that the General Education Competencies are listed in the left-hand column. 
The PLO’s for this program are listed across the top in columns. The indicator (X – for 
this example) denotes that the Competency has been mapped to the corresponding PLO. 
 
  

 
GENERAL EDUCATION COMPETENCY MAPPING 
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ASSESSMENT REVIEW AND APPROVAL 
 

This section is used to track the review and approval of submitted assessment reports by 
your unit’s approving official.  Also, the IE Outcomes Assessment Audit Summary can 
be accessed in this section which provides your report’s scores per the University’s 
scoring rubric and accompanying feedback from the IE reviewer.  
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Version May 2024                                                                                                                                                    45  

ASSIGNMENTS  
 

 
 
 Start from the Home screen and select Program Assessment  

 
 

The following screen open and select the Outcomes card –Using the ellipses  OPEN the 
outcome for which you are making the assignment. 

 
CREATING ASSIGNMENTS 
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Default is Learning outcome but select the second tab …Measurements 

 
 

Using the ellipses, open the measurement and the following screen will open. Open 
measure screen--- make sure the type and tool information is correct. Select the Green 
Plus sign in the lower right corner, across from Assignments.  
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 The Following assignment screen will open.  

 
Using the Assign To field search for the person that you are making the assignment to 
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Click Due Date and the following screen opens allowing you to select from due date or  
options.  
 

 
 
Select folder for documents --- choices are configured in the Document Repository Tab,  
Two choices…. Specify the folder or allow the assignee to to select the folder.  
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Next Add notes and instructions that will appear in the assignment email.  
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MANAGING ASSIGNMENTS 
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REPORTS AND DASHBOARDS 
 

All assessment units have Assessment Unit Outcomes Dashboard that can be located 
by clicking on the REPORTS AND DASHBOSRD option from the Home Menu.   

Six tabs at the bottom of the page allow access to all the unit level outcome 
analytics/dashboards.  The information can be filtered by year and reporting period 
uniting the drop-down menu’s at the top.  
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Departments Dashboard   

Access the Department Dashboards by selecting the Department Dashboard unit from the 
search Bar.  Then clicking the Home Menu.  

 

 
 
 
 
 

Six tabs at the bottom of the page allow access to all the department level outcome 
analytics/dashboards.  The information can be filtered by year and reporting period 
uniting the drop-down menu’s at the top 
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DOCUMENT LIBRARY 

 

 

 

DOCUMENT LIBRARY/REPOSITORY 

 

 
The Document Library/Repository is where a variety of documents and files can be 
uploaded and stored for use within the Nuventive Improve. To find the Document 
Library/Repository, first click on the Hamburger Menu to          
 
reveal the Main Menu. All files associated with the unit are displayed under this 
tab. To add an item to the Document Library/Repository follow the instructions on 
pages 27-32. 


