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How to…

 Add New Activity
 Edit Activity 

 Add Project Summary and Award Information

 Upload Related Documents To Improve

 Update Project Summary for Quarterly, Semi-Annual, and Annual 
Reports
 Upload A Document To Your Project Summary

 Pull Activity Report



Click on 
Activities 
Planning
Activities

Click Green 
Plus

Add New Activity



Choose the New 
Activity Code from 
Drop Down Menu

Click “Save 
and Return”

Add New Activity

Enter Title III 
Activity Name



Click on 
Activities 
Planning
Activities

Click the 
Edit          Icon 

Edit an Activity



Enter Project Summary and Award 
Information 

Click Green Plus

Click on 
Activities 
Planning Project 
Summary



Enter Project Summary and Award 
Information 

Fill out form 
completely

Click Green Plus

At bottom of form, 
enter Award 
Information



Click Green Plus to 
Add Files from your 
Computer/External 
Drive

Click Documents
Document 
Repository

Uploading Related Documents

Click  to Browse 
Your Files

Don’t forget to 
“SAVE”

1.

2.

3.
4.

Be aware of the folder name 
where documents are being 
uploaded



Relate Documents to Project Summary

Click Green “Tool” 
Icon

Click on 
Activities 
Planning
Project 
Summary Locate Activity



Relate Documents to Project Summary

Click Green 
“COMPLETE” to 
Save

Drag and Drop 
Related 
Documents



Click on 
Reports
Standard 
Reports

Pulling Activity Report

Click Assessment: 
Title III Activity 
Report



Click arrow to 
download as a 
Zip file

Can be downloaded 
in PDF, HTML, or 
Word

Pulling Activity Report

Ability to apply 
filters



Pulling Activity Report

It may take a 
minute to load 
report

Once downloaded, 
access your files to 
view report 



CAU Assessment Resources

Assessment  
Resources

http://www.cau.edu/opar/institutional-assessment/.html
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