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Writing an Assessment Report 
 

UNIT DROP-DOWN MENU  
The center Unit Drop-Down Menu is where you will locate your program or unit. By clicking the 
drop-down arrow to the right, you will be able to locate the programs or units assigned to you. 
You may also type the name of your program or unit in the drop-down box to quickly locate it. 
Selecting a program or unit will take you to its Workspace. 
 

 
 
HAMBURGER ICON / PLATFORM MENU    
Once you have located the program or unit whose report you will be writing, click the 
Hamburger icon to the left of the Unit Drop-Down Menu and then Assessment Report to 
access the program or unit report page.   
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For instructions on adding or editing outcomes into Nuventive, please view the Adding & 
Editing Outcomes manual. 
 
WRITING AN ASSESSMENT REPORT 
 

1. Double click on the outcome for which you wish to report results and proceed to the 
IMPLEMENTED CHANGES tab.  

 

 
 

2. On the IMPLEMENTED CHANGES tab, click on the green (+) sign. 
 

 

https://www.uhd.edu/documents/provost/ie/nuventive/nuventive-adding-outcomes-and-methods.pdf
https://www.uhd.edu/documents/provost/ie/nuventive/nuventive-adding-outcomes-and-methods.pdf
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When you click on the first field “Follow up on Previous Initiatives”, a yellow box appears with 
instructions. Read the guiding questions closely to understand what you are being asked to do. Do 
not leave this section blank. If you leave this area blank, you can’t generate a report.  

Next, select the correct reporting year (2024-2025). This is essential. If you don’t select the correct 
year, your results will not appear in the report for that year.  

 
 

After writing your IMPLEMENTED CHANGES, hit save and close (top right corner) and you will see 
the implemented changes for 2024-2025 appear.  
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3. Next, navigate to the RESULTS tab. 
If you have more than one method for an outcome, find the method you wish to report results on 
and click the green plus (+) sign to report your results.  

 

 
 

Once you are inside the results area for a specific method, select the correct reporting year and 
follow the prompts to complete this section. Once done, click on save at the top right corner of 
the page and then click on close.  
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After saving your RESULTS, you will see the results for the reporting year appear at the top. 
 

 
 
Repeat this process for all methods (if you have more than one). 
 
NOTE: Nuventive does not have a workflow that notifies your designated assessment staff 
when you submit your report. Please coordinate with your designated assessment staff to 
work on any necessary revisions and/or finalize your report. 


