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Instructions for Reporting AIP Results (due by Sept 15th) 

After logging in to Access KC, click on “Campus Labs- Planning”. It is in the “Quick Links” menu on the left 

side of the page. 

  You will be prompted to login to Campus Labs. Enter the same credentials that you use to login to 

Access KC. After logging in, you should see the current year and “Assessment Plan” in the upper left corner. 

These are the default selections. If you are entering results near the September 15th deadline, the default 

academic year may have changed. In this case, the academic year displayed will need to be changed using 

the drop-down menu. 

 

Scroll down the page to locate the AIP form for your department/program for the academic year you are 

reporting. It may be located near the top or bottom of the page (above or below your Annual Outcomes). As 

shown in the example below, the one form encompasses the plan, mid-year progress and results. 
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Click on the form (title of the AIP). Then, scroll down to ”Actual Results of Improvement Plan-TO BE 

COMPLETED AT CONCLUSION OF PLAN”. For reporting results, the 5 fields described below will need to be 

completed. 

1- The first field is a text field where the actual results are stated. To report actual results, go to the 

“Anticipated Result of Improvement Plan” field located above within the form and copy the statement of 

the anticipated result. Then, past the statement into the “Actual Results..” field. In most cases, only two 

changes to the statement are needed: 1) the percentage should be changed to the actual result, and 2) the 

verb in the statement should be changed to past tense. 

Note: To copy and paste, highlight the text to be copied using the mouse (or touchpad of a laptop), then, 

hold down the “Ctrl” button while pressing the “C” key. To paste the copied text, engage the cursor in the 

actual results field and hold down the “Ctrl” button while pressing the “V” key. 

Additional information and examples are located above the actual results text field (see below). Note, there 
is an option to upload a file or folder if you choose to do so. The file or folder may contain data or other 
information that supports the results. Uploading additional information is optional. 

 

2- The second field consists of a drop-down menu to be used to indicate if the anticipated results were 

achieved. Select the option that best describes achievement of anticipated results as follows: 
 

Yes Actual result is equal to or exceeds the target set in the anticipated result. 

No Actual result did not meet level of the target set in the anticipated result. 

Partially 
Achieved 

More than one target was included in the anticipated result. For at least one of the 
targets, but not all, the actual result is equal to or exceeds the target set in the 
anticipated result. 
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3- The third field also consists of a drop-down menu. This one is used to indicate if improvement was made. 
If any improvement was made, even if the target(s) was/were not met, “Yes” should be selected. 
Otherwise, “No” should be selected. 

4- The fourth field is “Use of Results for Improvement/Future Actions” which consists of a text field. This is 
where information should be typed in the text field to indicate how the results of the AIP will be utilized in 
the future. 

 

 
5- The last field is a drop-down box that allows you to indicate that your AIP process and entries have been 
completed. Once concluded, select “Complete”. Prior to exiting the screen, click on “Done” in the lower 
right corner. 
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