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Introduction

The Administrative Guide is part of MEASURE (McMaster Engineering Accreditation System
for UndeRgraduatE).

MEASURE’s purpose is to:
e Facilitate the continual improvement of the curriculum of the programs offered by the
Faculty of Engineering
e Assist with generating accreditation reports for the Canadian Engineering Accreditation
Board (CEAB)

MEASURE is built using corporate performance management software, (\Vena) that combines
Excel spreadsheets, a central database, and workflow management.

This document outlines the MEASURE tasks that take place at the faculty level. Specifically,
the Office of the Dean will update the following:
e Adding Users
Updating passwords
Archiving data
Creating new academic year
Creating/Updating reports (where applicable)
Providing technical support

Additional information on MEASURE can be found in the Instructor’s Guide and Department
Guide. The latest version of all these documents, along with other resources, are available at
http://measure.mcmaster.ca

Issue Reporting: https://www.eng.mcmaster.ca/forms/measure-issue-tracking

Technical Support: measure@mcmaster.ca
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Prerequisites

Administrator functionality is currently compatible for Vena users with Windows operating
system. Enhancements will be implemented by Vena in the future to enable macOS
compatibility.

Vena Administrative Rights
Vena Administrative rights will be required for...
e User management
e Creating and running ETL (Extract, Transform, and Load) processes
Archiving accreditation data
Creating new academic years
Creating and updating Vena templates and reports

To request access, contact measure@mcmaster.ca.

Windows
System Requirements

Recommended Minimum
Ol sl Latest version of Windows 10 (64-bit) Windows 7 (32-bit)
System
\YSX@l il Office 2016 or newer Office 2010

e Click here for instructions to
download Office (via UTS)

.NET Latest version of .NET 45

Browser Latest version of:

e Internet Explorer
e Microsoft Edge
e Mozilla Firefox
e Google Chrome

Internet Explorer 10+
Microsoft Edge
Mozilla Firefox 12.0+
Google Chrome

RAM 16 GB 4 GB

CPU 2+ Cores --

RE G- https://support.venasolutions.com/hc/en-us/articles/115000622006-Vena-Add-In-System-
Requirements

About the Vena Add-In

Vena uses both Microsoft Excel and the Vena website (https://vena.io) to give users access to the
various templates and accreditation reports. Before users can update their course data in Excel,
they will need to install the Vena Add-In for Microsoft Excel. This Add-In provides functionality
to Excel that allows users to view, edit, and save their rubric data to the Vena cloud.

Installing Vena Add-In for Windows Users
1. Visit the add-in website http://addin.vena.io/release/vena.application
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2. Save the vena.application file

3. Double-click the vena.application file

L vena.application

4. Run the installer. The following dialog box will appear:
Launching Application X

Verifying application requirements. This
may take a few moments.

5. When the application has loaded, press Install

Do you want to install this application? ‘3'—7;
e

f
Install Don't Install

‘ @ While applications from the Intemet can be useful, they can petentially harm your computer. If

ou do not trust the source, do not install this software. More Information.

6. When the installation has completed, the following dialog box will appear. Close this
dialog box to complete the installation.

] Vena - Setup — w0
General
Publisher |‘ufena Solutions | Iml

Application |‘urena

Version 1.2019.107.1944

Close

7. To ensure Vena has successfully installed, open Microsoft Excel, and confirm the Vena
tab has been added.

File Home Insert Page Layout Farmulas Data Review View Vena

Settings  Key
Info

Enabling Trust Access to the VBA Project Object Model
After installing the Excel VVena Add-in, access to the VBA project object model will need to be
trusted for VVena to run properly.
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1. Open Excel
2. Select a Blank Workbook

3. Select File

Paste B I U- . &H.A-

4. On the bottom of the left menu, select Options

Account

Options

5. Select Trust Center
a. Select Trust Center Settings

Excel Options ? *
General
Help keep your documents safe and your computer secure and healthy.
Formulas
Proofing Security 8 more
Save Visit Office.com to learn more about protecting your privacy and security.
Language Microsoft Trustworthy Computing
Advanced

Microsoft Excel Trust Center
Custornize Ribbon
The Trust Center contains security and privacy settings. These settings help keep your
Quick Access Toolbar computer secure, We recommend that you do not change these settings.

Add-ins

Trust Center

6. Select Marco Settings
7. Ensure that Disable all macros with notification is selected

8. Check the box next to Trust access to the VBA project object model
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Trust Center

Trusted Publishers
Trusted Locations
Trusted Documents
Trusted Add-in Catalogs
Add-ins

ActiveX Settings

Macro Settings

Disable all macros without notification

[' Disable all macros with notif '::hcr]

Disable all macros except digitally signed macros

Enable all macros (not recommended; potentially dangerous co

Developer Macro Settings

Version 3.02

de can run)

Protected View

[ | Trust access to the VBA project object mcdc!]

External Content
File Block Settings

rivacy Options

9. Close all instances of Excel for the settings to take effect.

Other Operating Systems

Administrator functionality is currently compatible for Windows users with Microsoft Office.
Users who do not have a compatible operating system and/or Microsoft Office will need to
access Vena using a virtual machine.

Instructions to Access a Virtual Machine:
https://www.eng.mcmaster.ca/sites/default/files/vminstruct.pdf

Questions/Comments/Technical Support:
measure@mcmaster.ca
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Annual Timeline

The table below summarizes the typical tasks performed during an academic year.
The Administrator’s responsibilities are highlighted in

The timeline table shows an entry for adding courses, but no time slot for deleting courses that
are no longer offered. This is because courses are not deleted, since deleting them will remove
all of the historical data associated with the course. Courses can be removed from a specific
program, but should not be removed from the VVena database. Courses that are no longer offered
should be moved to the unmapped folder, as described in the Departmental Guide.

Task Description ~ Section Template Task Owner
January Instructor enters rubric and Instructor Rubric Input Template Instructor
continuous improvement plan for Guide
Term 1
January Instructor reviews the continuous Instructor Rubric Input Template and Instructor
improvement plan from the previous | Guide Curriculum Committee
year for Term 1 Recommendations Report
(Prev. Year)
January Review current rubric entry status Department | Rubric Entry Report Department
Contact instructors who have yet to Guide
complete their VVena rubric entry

May Instructor enters rubric and Instructor Rubric Input Template Instructor
continuous improvement plan for Guide
Term 2

May Instructor reviews continuous Instructor Rubric Input Template and Instructor
improvement plan from the previous | Guide Curriculum Committee
year for Term 2 Recommendations Report

(Prev. Year)

May Review current rubric entry status Department | Rubric Entry Report Department
Contact instructors who have yet to Guide
complete their VVena rubric entry

May Curriculum committees review (this Department | Course Report and Department
year) course reports and continuous Guide Rubric Input Template
improvement plan reports (Instructor Guide)

August Update Measurement Mapping Department | Measured Indicators Input Department
Guide Template
August Update Curriculum Mapping Department | Curriculum Mapping Input | Department
o Consult with Instructors Guide Template
August Update Curriculum Department | Curriculum Committee Department
Recommendations Guide Recommendations Input
Template

BRIGHTER WORLD
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August e Review Programs in Vena Department | Login Vena-> Modeler-> Department
e Notify Associate Dean’s Office if Guide Members-> Program
changes are needed
August e  Add/Update/Un-map courses in the Department | Login Vena—> Modeler-> Department
Vena Database Guide Members—> Program
Do not delete Courses

Ad hoc Tasks
Below is a list of ad hoc tasks the Vena Administrator would execute throughout the year.

Vena Administrators will also be able to create Excel-
based charts to meet user needs (Refer to Vena
Documentation)

o For support, contact VVena Support

Task Name Task Description Section
Manage Vena Add, remove, update users Click Here
Users Assigning users to a process Click Here
Versioning A versatile feature that allows you to copy data from one | Click Here

portion of your database and write it to another portion
Helps to consolidate rubric data (Reference)
Measured The measurement map identifies what needs to be Click Here
Indicators measured for each year
Cascade This feature enables users to generate the same Vena Click Here
report for multiple courses/programs
o l.e. Generate multiple Course Reports
Force Check- A template that has been checked out by a user who is Click Here
Ins unavailable and it needs to be checked back in
Unsubmit This feature helps unsubmit a task if it has inadvertently Click Here
been submitted
Update Course The Course List worksheet is updated when a course has | Click Here
List been added, removed, or changed
Updating Add/edit/un-map courses from the program Click Here
Courses & Add/edit/un-map the program
Program Maps
Reports Generate reports from the rubric data Click Here

BRIGHTER WORLD
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Accessing Vena
1. Open a web browser
2. Visit https://vena.io
3. In the email textbox, enter your McMaster email address (i.e. macid@mcmaster.ca)
4. Your password has been previously communicated. If you do not remember, or do not
have an account, please contact Measure Support (measure@mcmcaster.ca)

ena

Changing Vena Password

Your password can be changed by clicking the user’s name in the upper right corner of the
screen and then selecting “Password” on the menu.

You will be prompted to enter the current and new password. The password must meet all
password rules before it can be changed.

& Profile / Password

Change your password below.

Password Rules:

.................

- B
g
H

(er]

New Password

&

,,,,,,,,,,,,,,,,,,,

annot use any of your previous 5 passwords.
annot be similar to your first name, last name, login.

New Academic Year Process

NOTE: Before executing the new academic year process (2021 and onwards), contact Andrew
Aran (arana2@mcmaster.ca) and Nicholas Lam (nlam@venacorp.com).

At the end of every academic year, it is required to archive the rubric data for the year, create a
new academic year, and evaluate the data to ensure data integrity is maintained.

The processes below will guide the Vena Administrator with supporting the academic cycle. For
task tracking purposes, create a new project in GitHub: https://github.com/smiths/MEASURE.
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Vena Academic Cycle

1. Archive Data
(August)

7. Announce Data
Entry is Available
for Term 2 (April)

2. Create Academic
Year (August)

6. Update Global 3. Update Global
Variable to Point to Variable to Point to
Term 2 (April) Term 1 (August)

5. Announce Data
Entry is Available 4. Review Archived

for Term 1 Data (August)
(January)

Archiving Vena Data
After rubric data has been entered for the year, the Vena Administrator will execute the Vena
archiving process.

Historical Program Measurement Archive
Only archive the program measurement when the program is fully completed. The purpose
of archiving the program measurement data is to track the historical trend of a program.

The purpose of archiving the data is so that the historical program measurement report
can be generated.

1. Ensure all Vena templates have been checked in.
a. Login to https://vena.io
b. Contributor = Inputs = “See More To Do Inputs”
c. Confirm every template has checked in
i. Ifatemplate is checked out, the user’s name will be listed below the
template as “Checked Out”

B 2 RubricInput Template - Windows.xlsm

Checked out by Andrew Aran

2. Ifatemplate is checked out and the user who checked out the template is unavailable, a
Force Check-In is required.
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3. Submit the task.
Only the task owner has the ability to submit the task.
a. Contributor = Inputs = Rubric Input & Course Report (by Instructor) -New

b. Click Submit
Rubric Input & Course Report (by Instructor) -New
To Do

4. Update the Academic Year Template
a. Open the input template “AcademicYearTemplate.csv”
b. Enter the academic year to archive in cell “A1” (format yyyy-yyyy)
i. Example: If new academic year is 2020-2021, enter 2019-2020.

H - = AcademicYearTemplate - Excel

File Home ‘ Insert | Page Layout | Formulas ‘ Data | Review ‘ View | Developer ‘ Vena |

Al = f 2019-2020
A B C D E F G H
i. | |2019-2020_|

c. Save

5. Run the Historical Program Measurement Archive ETL Job

a. Modeler > Data Modeler - ETL - Templates - Run L
b. Click Choose File and select the AcademicYearTemplate.csv file from Step 4.
c. Click Import

ETL Template Execution

Create Job For Template: Historical Program Measurement Archive
Historical Program Measurement Archive

# Step Data Type Staging table Name Input Requirements

Choose File JAcademicy...late.csv

CSV v | File format
1 File To Stage User Defined ArchiveProgram Unicode (UTF-8) v | File encoding
0 v | Acceptable invalid lines

Bulk insert
2 SQL Transform
3 Stage To Cube Hierarchy out_hierarchies

4 Stage To Cube Values out_values

6. Reviewing ETL Job Status
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The Historical Program Measurement Archive ETL Job will take approximately 5-10
minutes to complete.
a. Toreview the ETL Job status, Modeler - History > View Details for Historical

Program Measurement Archive
Status

All Y (® Clear Filters

Details

b. While running, the status will display RUNNING. When complete, the status
will change to Completed.

(e

c. Clickthe ~  Refresh button for an updated ETL status.

Historical Program Measurement Archive
Run by Admin User on Oct 09, 2019 01:53:35 PM
Job ID; 794362010204 110849

t

This job completed on Oct 09, 2019 01.53:35 PM

i= Steps @ Log FiY
# Step Started Completed  Status Data Changes Rows Processed
1 Importing File 2019-10-09  2019-10-09 1 &
"AcademicYearTemplate csv™ to SCL 13:53:36 13:53:37
Staging Area
Fita Name: dcsdamiz YearTamplas cov
Staging Table Name.: ArchiveFrogram
2  S0L Transformation 20151005 2019-10-08
13:53:37 13:5711
3 Importing from SOL Staging Area 2019-10-08  2019-10-09 [y}
(hierarchy) 13:57:11 13:57:11
Staging Tabie Name. ouf_Rerarchies
4 Importing from SQL Staging Area 2019-10-08  2019-10-09 6660
(intersection_members) 13571 135712
5!2\; ing Table Name ouf_1ralues
5  Importing from SQL Staging Area 2015-10-05  2019-10-09 + 0— o4 6660
(intersections) 13:57:12 13:5714

7. Historical Program Measurement Report
Once the archive is complete, the historical program data will be available in the Historical
Program Measurement Report.

The historical program measurement report will not generate for any year’s data that has not
yet been archived.

Starting a New Academic Year

Be sure to complete the Historical Program Measurement Archive Process before starting
a new academic year.

The current year’s curriculum mapping and rubric information will be used as the starting point
for a new academic year. An automated ETL Job built by Vena will be executed to create the
new academic year.
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1. Update the Academic Year Template
a. Open the input template “AcademicYearTemplate.csv”
b. Enter the new academic year data in cell “A1” (format yyyy-yyyy)
i. Example: If new academic year is 2019-2020, enter 2019-2020.

H ©- = AcademicYearTemplate - Excel

File Home ‘ Insert | Page Layout | Formulas ‘ Data | Review ‘ View | Developer ‘ Vena |

Al = fe 2019-2020
A B C D E F G H
” | |2019-2020_

c. Save

2. Run the New Academic Year ETL Job

a. Modeler - Data Modeler - ETL - Templates = Run >
b. Click Choose File and select the AcademicYearTemplate.csv file from Step 4.
c. Click Import

ETL Template Execution
Create Job For Template: New Academic Year
New Academic Year

# Step Data Type Staging table Name Input Requirements

Choose File |JAcademicY.. late.csv

CSV v | File format

NewAcademicYe
1 File To Stage User Defined aF Unicode (UTF-8) v | File encoding

0 ¥ | Acceptable invalid lines
Bulk insert

2 SQL Transform

3 Stage To Cube Hierarchy out_hierarchies
4 Stage To Cube Values out_values

5 Stage To Cube Line Item Details out_lids

6 Stage To Cube Attributes out_attributes

3. Reviewing ETL Job Status
The New Academic Year ETL Job will take approximately 5-10 minutes to complete.

a. Toreview the ETL Job status, Modeler - History - View Details for New
Academic Year

Status
All Y @ Clear Filters

b. While running, the status will display RUNNING. When complete, the status
will change to Completed.
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c. Clickthe ~ Refresh button for an updated ETL status.
New Academic Year T -
Run by Andrew Aran on Sep 27, 2019 03:39:01 PM

Job ID: 790039886597586944
This job completed on Sep 27, 2019 03:39:01 PM

#= Steps BLog A

# Step Started Completed  Status Data Changes Rows Processed
1 Importing File 2019-09-27  2019-09-27 1 &
"AcademicYearTemplate csv" to SQL 153901 15:39:02
Staging Area
File N csv
Stagin cademic Year
2 SQL Transformation 2019-09-27  2019-09-27
15:39:02 15:40:56
3 Importing from SQL Staging Area 2019-09-27  2019-09-27 0
(hierarchy) 15:40:56 15:40:56
Staging Table Neme: out_hierarchies
4 Importing from SQL Staging Area 2019-09-27 20190927 0
(intersect mbers) 15:40:56 15:40:56
Staging Tab out_vaives
5  Importing from SQL Staging Area 2019-09-27  2019-09-27 + - os 0
(intersections) 15:40:56 15:40:56

Staging Table Name: out_valuves

4. After the ETL Job is complete, the newly created academic year will appear under the
Year Dimension
a. Modeler > Year

% Members W Attributes Il Versioning &ETL & Settings
Dimensions (<) Dimension Members
Program
Member Name Alias
Year
v & Al Empi

Attribute
> BB 20132014

Section > B 20142015
Outcome » BB 20152016

> B 20162017
Scenario

» BB 20172018
Measure

> B 20182019

' & 2019-2020

2019-2020 Term 1

2019-2020 Term 2

2019-2020 Term 3

[ee T e R e |

2019-2020 Default Empty

Updating Global Variable

Below are the steps to successfully update a Global Variable. Updating the term global variable
will prevent entering the incorrect term/year in the input templates.

1. Download the Input Variables Template
a. Manager >Home - Accreditation 2.0 - Files Library = Input Forms - Data
Controls = Input Variables Template.xIsx

2. Open the Input Variables Template
a. Click Enable Editing if the pop-up appears

3. Change to Template Edit Mode
a. If in Edit Data mode, switch to Template Edit mode by clicking Edit Template
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I. The button should toggle to display “Edit Data”
X [

Edit Edit
Temnplate Data
Toggle Toggle

4. Update the Process Variable
a. Select the cell with the value of the Global Variable

|2019—2020 Term 1 |

Current Term

b. Click Add/Edit Variable > Process Variables > Add/Edit (must be in Edit

u— Vi s .
> f -
(%) S 95 .
Page Row(s) Column(s) Add/Edit Clear Data Add/ Delete Actions Context
Vaniable ¥ Mapping Models -  Edit Rule Rule Menu ~
Data ! * Validation Rules Tools
Reference

% Form

§ Process Variables » ' Add/Edit

&
//\\
w Del¢  Add/Edit Process Variable

_I Create and edit process variables that
are ess

[ Vena

c. Update the respective variable with the new member
i. Only a single member can be in a global variable

/]

Process Variable Mapping

1/1 Dimensions Mapped <

Data Model ~
Dimension * Variable
Year ~ CurrentTerm e
Members Selected Members
£ Search for a Member L Search for a Member
Name Alias 2019-2020 Term 1
~ 2019-2020 +

2019-2020 Term 1

2019-2020 Term 2
2019-2020 Term 3
2019-2020 Default

Default member

= Expand all =Collapse all

Add Expression

Toggle Advanced Search

(@ Locate Member |ZFil

n el

BRIGHTER WORLD
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d. Close the variable window and Save Template.
=
Save
Template

Review Archived Data

After archiving the data, creating a new year, and pointing to a new term, it is recommended to
generate and review the previous years’ reports and test the input templates before announcing
the new academic year is available.

Generate and review the previous years’ reports to ensure rubric data is consistent:
v’ Historical Course Measurement Report.xlsm
v" Historical Program Measurement Report.xlsm
v' CEAB Attribute Report

Test Plan Reference: https://github.com/smiths/MEASURE/issues/251

Test Plan for the Vena Templates
Test Criteria

Template

Curriculum Committee Recommendations
Input Template.xIsm

Data entry/save is working as expected
Previous year data and attachments are
available

Curriculum Mapping Input Template.xlsm

Previous year mapping carried over to new
year
New year mapping can be updated

Faculty Recommendations Input
Template.xIsm

AN RN

Data entry/save is working as expected
Previous year data and attachments are
available

Measured Indicators Input Template.xIsm

Previous year mapping carried over to new
year
New year mapping can be updated

Rubric Input Template.xIsm (Win & macOS)

AN RN

NN

Data entry/save is working as expected
Learning outcomes carry over in correct
sequence

Comments/Assumptions do not populate
Summary and Detailed View Reports are
working as expected

Course Report.xlsm

Summary/Detailed Chart button is
working as expected

Test Plan Reference: https://github.com/smiths/MEASURE/issues/250

BRIGHTER WORLD
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Announcements

After successfully testing the Vena reports and templates, send an email announcing data entry is
available for the current term. This is also a good opportunity to provide any key updates such
as new reports, bug fixes, due dates, etc.

Faculty Recommendations Template

Faculty can share their recommendations by using the Faculty Recommendations Template.
Once the recommendations are saved, they can be seen as a read-only report by generating the
Faculty and Curriculum Committee Recommendations Report.

1. Login to https://vena.io

2. Contributor = Faculty Recommendations = Check Out Faculty Recommendations
Input Template.xlsm

ﬁ Faculty Recommendations Input Template.xlsm Check Out | >

3. Select the Year and click OK

%, Vena - Select Page Options - [m]
CT2 CEAB Accreditation
Year 2019-2020 v ‘
oK

4. Recommendations can be entered as text in the Faculty Recommendations Vena
Template or captured in a Word or PDF report. Therefore, there is an option to attach a
file to the recommendations.

a. To attach a file to your recommendations,
i. Click the Vena Tab
ii. Click the empty section below the “Faculty Recommendations for 20XX-
20XX”
iii. Click Comments
iv. Inthe Comments section, click Details Tab
v. Click the Add Comment button

vi. Click the Attach File and attach your file
vii. Click Upload when asked to upload the file as a comment

When attaching a file as a comment, please write text in the associated field to let future
readers know that additional information is available as a comment. Something similar to the
following would be fine: “For additional information, please see report attached to this cell”.
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McMaster .
‘-'f-i"f'r*-iﬂ'@ Faculty Recommendations

B15 (Faculty Recommendstions )

Faculty Recommendations for 2015-2020

= (o))
5. Click Save Data under Vena Tab and Check in the file

Backup and Restore Process
The purpose of executing the backup and restore process is to ensure data integrity is maintained
and data is recoverable in the event of an actual disaster.

1. The Administrator and Vena coordinate a date/time to create and test the DR (disaster
recovery) environment.

2. Prior to creating the DR environment, the Administrator will record information from the
production environment. This information will be used to compare with the DR
environment.

Insert data — A copy of a template from the latest users to insert data

Update data — A copy of a template from the latest users to update data
Delete data — A copy of a template from the latest users to delete data

Users —A screenshot containing the current number of Vena users

ETL Jobs — A screenshot containing the ETL jobs and the last time they were
executed

AR

Click here for reference and a sample test plan.
3. Vena notifies the Administrator the status of the DR environment.

4. If the DR environment is available, the Administrator will compare the data from step 2
with the DR environment.
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5. If data from the DR environment is consistent with the production environment, the
Backup and Restore Process was successful. Otherwise, review and notify Vena.

6. After testing, Vena destroys the DR environment and notifies the Administrator.

Disaster Recovery Flow Chart

Disaster Recovery Start

i

Vena notification ta Client
contact that test is about to begin

| N Pass? Ye

No

Pass? T
Yes

» End

Ad hoc Tasks

User Management
The Vena Administrator has the ability to add, update, and remove users.

Here are the roles usually assigned to users. Users can be given elevated roles such as Modeler,
but will need to be reviewed and approved by the Dean’s Office.

f
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User Type | Vena Role Description
Faculty/Staff Contributor Enter and submit rubric information
Department Representatives | Modeler Read-only access to programs and
measured indicators
EnglT Administrator Super Users, Admins, Maintain MEASURE
Managers

Adding a User
1. Login to https://vena.io

2. Admin = Users = Add User
3. Fill in the user information and select the Login Type

a. Default Login Type is Contributor
b. Users can also be assigned as an Admin, Manager, Modeler, or Reports

4. Click Save

Vena User Group
After a user has been created, they will need to be added to a VVena User Group.

1. Login to https://vena.io

2. Admin = Permissions = User Group

3. Select a user group
a. Default User Group is Contributor (unless stated otherwise)
b. Users can also be assigned as an Admin, Manager, Modeler, or Reports

Updating User Information
Vena Administrator’s have the ability to update existing user information such as their name,
email, user role, user group and status.

1. Login to https://vena.io
2. Admin - Users
3. Search the user by name or email address
4. Once the user is found, click the value that requires updating
a. Example: If the first name needs to be changed, click the value containing their

first name

5. Update the value and press Enter
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Removing a User

1. Login to https://vena.io

2. Admin - Users
3. Search the user by name or email address
4. Right-click the user and select Remove User

5. Confirm when prompted

Assigning User to a Process
Users will need to be assigned to a process to access the Vena Templates and Reports.

Vena Task Role | Description

Owner Will have permissions to enter data and also submit/review the task
Support Worker | Will only have the ability to enter data on the templates

Will not be able to submit or approve tasks)

Watcher Will only be able to view the data in templates.

Will not have permission to enter data or submit/approve/reject tasks

1. Login to https://vena.io

2. Manager - Process = Accreditation 2.0

If user is a Faculty/Staff, they will have access to the Rubric Input & Course Report Process.
1. Click Rubric Input & Course Report Process
2. Under the Support Worker Section, click the drop-down button
a. Search the user by their email address or type their name
b. Select the user and press Enter

If user is a Department Representative, they will have access to their program’s Measured
Indicators and Curriculum Mapping Process.

1. Click Curriculum Mapping/Measured Indicators Input Process

2. On the left-hand side, select their program’s Measured Indicator Activity

3. Double-click the Measured Indicators Process

4. Under the Support Worker Section, click the drop-down button  on the right-side of
the selected role

a. Search the user by their email address or type their name

b. Select the user and press Enter
Double-click the Curriculum Mapping Process and follow step 4
6. Return to Main Processes and double-click Reports

a. Add user as a Watcher

o

If user is part of the Dean’s Office or received elevated access...
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1. Review their credentials and obtain authorization before providing Owner access to
the processes
Versioning
This Vena feature allows Vena Administrators to copy data from one member of a database and
write it to a new or existing member. It is useful when you want to copy rubric data from one
program to another (Click here for reference).

To complete the steps outlined in this page, you will need at least Modeler access.

1. Login to https://vena.io

2. Modeler - Versioning
3. Select Scenario
4. Expand ArchivedProgram

5. Leave the Page(s) field blank
a. This ensures all data for all selected dimensions in the data model will be copied

6. Select the source program (from the expanded ArchivedProgram) and then press the =
button under the Copy From section
a. This indicates where the data will be copied from
Copy From

- Chemical Engineering and Biomedical Engineering (B.E

-

b.

7. Select the destination program and then press the = button under the Copy To section

a. This indicates where the data will be copied to
Copy To

o || Chemical Engineering and Biomedical Engineering (B.E

-

b.
8. Select No
Do you want to clear all destination intersection values before
copying? @
a. Yes @® No

9. Select Yes, make separate copies
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Do you want to copy line items?

No
Yes, link to original @

a ® Yes, make separate copies (2]

10. Select Yes

Do you want to run calcs?

a ® Yes Mo

11. Select Yes

Do you want to version parent members?

a ® Yes No

12. Select Run

P Run
a.

13. Go to ETL History to ensure the job is complete

JJJJJ ! Job Name. Createa on Last Run user @ Data Model status.

Measured Indicators
The measurement map for each year identifies what needs to be measured for that year.
A Department Representative will contact the Administrator when a change is required.

Before making a change, obtain approval from the Associate Dean’s Office.

Opening the Measurement Mapping
1. Under Manager view, select Accreditation 2.0

Process Mame
aam Accreditation 2.0

2. On the left side, select Files Library
=
3. Select Input Forms

4. Download the Measured Indicators Template.xIsm file

ﬁ Measured Indicators Input Template.xlsm
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5. A pop-up will appear to save the template. Click save and remember the saved location
of the template.

6. Open the Excel File
a. If prompted, press Enable Editing in the Excel spreadsheet

File Home Insert Page Layout Fermulas Data Review View Vena 2 Tell me what you want to do...

o PROTECTED VIEW Be careful—files from the Internet can contain viruses, Unless you need to edit, it's safer to stay in Protected View. Enable Editing

b. If prompted, press Enable Content to allow Macros

I SECURITY WARNING Macros have been disabled. l Enable Content l

7. Select the Program, Year, and press OK

E% vena - Select Page Options - O
S1 CEAB Accreditation
Program Engineering | (B.Eng) v |
Year 2020-2021 v ]

Updating the Measurement Map
***The measured indicators map should only be updated for the current year***

The measured indicator map is centralized at the program level, and it is using the previous
year’s information as the starting point for the current year. Therefore, some of the information
may be prepopulated.

a. Adding an indicator: If an indicator for a course needs to be measured for the
year, place an M in the cell intersecting between the indicator and course

MATLS 4206
) Indicator (Industrial Projects)
3.3 [Estimates outcomes, uncentainties and determines
appropriate datato collect) M

b. Removing an indicator: Before removing a measured indicator from a course, be
sure to FIRST delete ALL the line items pertaining to the indicator in the Rubric
Input Template.

For the current year, you’ll need to check all sections (1-10) for each term (1-3)
and ensure there is no rubric data pertaining to the indicator.

Once it is confirmed that there is no data pertaining to the indicator, delete the M
in the cell intersecting between the indicator and course

MATLS 4206
Indicator (Industrial Projects)
3.3 [Estimates outcomes, uncertainties and determines
appropriate data to collect)
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Note: When an M is placed between an indicator and course, the indicator will be available in
the Rubric Input Template and enable users to enter learning outcomes (rows) for that indicator.
To learn more about the Rubric Input Template, please review the Instructor Guide.

Example: Measured Indicators Template updated to display the indicator in the Rubric Input Template

Measured Indicators Template TEST 101 (Test Course

Indicator for Training 1)

1.1 (Competence in Mathematics)

Rubric Input Template
| Attribute Indicator / Learning Outcome
1(A knowledge 1.1 (Competence in Math ics)

please Enlel
information in this [N ANEERINEELT AR
row —

3. When the indicators have been updated, click Save Data under the Vena Tab

Insert Page Layout Formulas Data Review View Developer Vena I

(LY C') . =% Zoom In~ Insert F Select —
; + Zoom Out Remove =+ Move Selected >
Save [Refresh Choose Cascade Audit
Data ~

¢ Multi-Insert Trail

Nata Dnint Af Uiar lina lbam Nataile

4. Closing and Checking in the Template
a. When closing the template, you will be prompted to Check-in
b. Select Yes

&Y, Vena - Confirm Checkin — [m] x

Do you want ta Checkin this file

Il Yes “ | No

Cascade

The cascade feature enables users to generate the same Vena report for multiple courses or
programs. This feature eliminates the need to manually generate the same report for multiple
courses/programs.

Generating a Mass Course Report
The steps below will show how to create
1. Select Contributor = Reports - Course Reports - View

2. Download and open the Course Report
a. Click Enable Editing and Edit Content if the pop-up appears

3. Select a Course (belonging to the program), Year, Term, Section

4. Select the Vena Tab then click Cascade
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Cascade

5. For dimension, select Program
m Yena - Cascade

Select a dimension to cascade: Program

6. Select the courses belonging to the program (hold shift + click)

(=] Test Engineering

TEST 101 Test Course for Training 1
TEST 102 Test Course for Training 2
TEST 103 Test Course for Training 3
TEST 104 Test Course for Training 4
TEST 105 Test Course for Training 5
TEST 106 Test Course for Training 6
TEST 107 Test Course for Training 7
TEST 108 Test Course for Training &
TEST 109 Test Course for Training 9
TEST 110 Test Course for Training 10

7. Change option from Cascade to Sheet to Cascade to File

ECascade to file *

8. Choose a location to save the files
9. Click OK

10. The Cascade feature will take approximately 5-10 minutes to complete

Mame

Efj Course Report. - Prograrn TEST 101 (Test Course for Training 1) -
Efj Course Report. - Prograrn TEST 102 (Test Course for Training 2) -
Efj Course Report. - Prograrn TEST 103 (Test Course for Training 3) -
Efj Course Report. - Prograrn TEST 104 (Test Course for Training 4) -
Efj Course Report. - Prograrn TEST 105 (Test Course for Training 3) -
Eﬁllj Course Report. - Prograrn TEST 106 (Test Course for Training 6) -
Eﬁllj Course Report. - Prograrn TEST 107 (Test Course for Training 7) -
Eﬁllj Course Report. - Prograrn TEST 108 (Test Course for Training &) -
Eﬁllj Course Report. - Prograrn TEST 109 (Test Course for Training 9) -
Eﬁllj Course Report. - Prograrm TEST 110 (Test Course for Training 10 -

Force Check-In

Occasionally, a template can be checked out by a user and forgets to check it back in.  See the
steps below for checking a template back in on behalf of the user.
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1. If atemplate is checked out, try to contact the user, and request them to check the
template back in

2. Ifthe user is unable to check in the template, a “Force Check-In” is required
Manager - Home -> Accreditation 2.0
On the left-hand side, select Status Tracker @
Search for the template(s) that is currently checked out
On the right-hand side, select Task Actions *
Select View Checkouts @ View checkouts
Select the user by clicking the box next to their name
i. To select all users, click the box at the top row

Rubric Input Template - Windows.xlsm: 1 page option(s) checked out.

hD o OoT®

i Contributor Check Out Date

g. Click Force Check In

h. A pop-up will appear confirming the template has been successfully checked in

v Page Options have been successfully checked in.
a

Unsubmit

If a task is inadvertently submitted, it is possible to “unsubmit” it. This is done by first pausing
the process, then going to the status tracker. Right-click the submitted task and select the Reset
Option. After this, the process must be unpaused.

Courselist — Rubric Input Template

When a course is updated, added, or removed, the CourseL.ist sheet in the Rubric Input Template
will need to be updated as well. The CourseList sheet is responsible for validating the course
name, term, and section against the VVena database. If there is a discrepancy, the rubric input
template will display an error message to the user.

Updating the CourselList

The following steps will need to be completed as a Vena Manager. Only the Vena Manager has
the capability to update the template for all users.

*** VVena Manager mode can only be accessed by a Windows-based operating system ***

1. Under Manager view, select Home - Accreditation 2.0
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mena Manager Contributor Modeler Admin

avs Manager / Home

a

= A Home

FOLDERS

2. On the left panel, select Files Library
Eena Manager  Contributor

4 a5s Accreditation 2.0 / Desig|

PROCESSES

r

il‘n Accreditation 2.3]
1

B

!

D

3. Select Input Forms
# Home

o Title

Bl Data controls

r. Input Forms

B icMasterTemplates

B reports

4. Updating the Windows and macOS Rubric Input Template
When updating the course information, both templates will need to be updated.

a. Select Rubric Input Template — Windows.xIsm

ﬁ Rubric Input Template - Windows.xlsm
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b. A pop-up will appear to save the template. Click save and remember the saved
location of the template.

c. Open the Excel File
i. If prompted, press Enable Editing in the Excel spreadsheet

File Horme Insert Page Layout Fermulas Data Rewiew View Vena Q Tell me what you want to do...

o PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. Enable Editing

ii. If prompted, press Enable Content to allow Macros

I SECURITY WARNING Macros have been disabled. l Enable Content l

c. Selecta Course, Year, and Section
i. The choices selected will not matter since we will be updating the
template

d. Right-click the Outcome_Measurement sheet - select Unhide - select
CourseList - select OK

Unhide 7 ®

Unhide sheet:
C ntY
Variables
Indicator
SuppressRows

QOutcomes_Measurement

e. Update the Course; Term; Section in the spreadsheet (Columns A-C)

_ A B C D
1 |Course Term Section Lookup
2 (CHEM 1EO3 Term 1 Section 1 CHEM 1EOZ2Term 15ection 1
3 CHEM ENG 2D04 Term 1 Section 1 CHEM ENG 2D04Term 15ection 1
4 |CHEM ENG 2G03 Term 1 Section 1 CHEM ENG 2G03Term 15ection 1

f. Copy the Excel formula in Column D down

g. Hide the CourseList sheet

h. Under the Vena tab, click Save Template

Harme Insert Page Layout Farmulas Data Review View Developer

X 2 [ (_J 2 | &= " S Sr ZoomIn~
¢ ; J '_JI‘:I v ! 4
+ Zoom Out
Close Settings Key Edit | Refresh Save Revert Analyze Choose Cascade Page Ro
Info Data Termnplate]Template Template
Connections Taggle Data Template Point of View
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i. Close the Rubric Input Template

Repeat steps 1-4 for macOS Rubric Input Template

Updating Courses & Program Maps

Consult with the Associate Dean’s Office and affected department(s) before making any
changes to a course or program in Vena.

This section will demonstrate how to update Vena’s program and course structure to reflect the
Undergraduate Academic Calendar.

Example: Undergraduate Calendar for Engineering 1 and Vena’s Program Mapping for
Engineering 1

Engineering |/Engineering | Co-Op

<a Return to: Programs (by Degree) and Minors

Requirements

Engineerin Eng)
Engineering | (B.Eng)

3 units v Level | Engineering I (B.Eng)
@ CHEM 1E03 - General Chemistry for Engineering CHEM 1E03 < Genersl Chemistry for Engineering |
-I 3 Units ENGINEER 1P13 /B Integrated Cornerstone Design Projects in Engineering
< ENGINEER 1P13 A/ - Integrated Carnerstons Design Projects in Enginesring MATH 1ZA3 &  Engineering Mathematics |
g un'ts MATH 1ZB3 <  Engineering Mathematics II-A
AT AT F— MATH 1Z2C3 Eng ring Mathematics II-B
< MATH 1243 - Enginzering Mathematics | . < gineerng smete
< MATH 1283 - Engineering Mathematics |1-4
< MATH 12C3 - Enginesnng Mathematics |I-B . .
8 = PHYSICS 1D03 < Introductory Mechanics
6 units
& PHYSICS 1003 - Introductory Mechanics PHYSICS 1E03 < Waves, Electricity and Magnetic Fields
@ PHYSICS 1E03 - Waves, Electricity and Magnetic Fields
6 units _ )
WHMIS 1A00 < Introduction to Health and Safety
< zpproved complemel ENGINEER 1A00 <

tsin Degrees, Programs and Course

1 course

< WHMIS 1400 - Introduction to Health and Safety
or

< ENGINEER 1400
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The courses and programs are updated annually when the latest Undergraduate Calendar is
available (usually at the beginning of the Fall Term).

Note: When receiving a request to update a course,

1. If the course already exists, but the name or unit has changed, ask the department if they
prefer a new course to be created or update the existing course name/unit. By updating
the course name/unit, we keep the historical data for that course.

2. Ifitis confirmed to be a new course, add the new course to the appropriate program(s).

Adding a New Course
New courses are added to Vena as they are offered, but courses that are no longer offered should

not be deleted. They can be unmapped from the program map, but if the course is deleted, all
the associated historical data will be lost.

1. Under the Modeler View, select CEAB Accreditation > Members - Program

ena Manager Contributor Modeler Reports  Admin

E Data Maodel ﬂ I Medel Structure for CEAB Accreditation

Versioning Year Attribute Section Qutcome Scenario Measure rd
& En

£§3 Settings

Member Name

:

O » Chemical Engineering (B.Eng.)

2. Expand the Program List - Expand the program where the new course will be added ->
Expand the Level - Right-click on the level - Select Add Child

Member Name
v & Program
v & Chemical Engineering (B.Eng.)

v & Level | Chemical Engineering (B.Eng.)

0 ¢ B

~ . [ AddSibling
3. Enter the Course Code and Description

a. Once a course has been added, remember to update the Measured Indicators Input
Template
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Sharing a Course
A course can be shared if the course already exists in Vena and needs to be added to another
program.

1. Under the Modeler View, select CEAB Accreditation - Members - Program
ena Manager  Contributor Modeler  Reports Admin

E Data Model ﬂ f Model Structure for CEAB Accreditation

Versioning Year Attribute Section Qutcome Scenario Measure rd
& En

83 settings

Member Name

e

a > Chemical Engineering (B.Eng.)

2. Select the course to be shared:
a. Expand the Program List - Expand the program - Expand the Level -
Right-click on the course = Select Share

[ cHem 1E03
ENGINEER 1A00 S
) Add Sibling

i £¥ Add Calculated Member

X Set as Default

b

O

0O ENGINEER 1D04
O ENGINEER 1P03
O

MATH 1ZA3 # Rename

O MATH1zB3

3. Next, select the destination:
a. Expand the Program List - Expand the program - Expand the Level -
Right-click on the level > Select Paste
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X Cancel

IF Expand All

12 Sort Children by Name
12 Sort Children by Alias

@ Preview Intersections

=]
)
.—f,
D
o

Un-mapping a Course
Un-mapping a course is essential when the course is no longer offered for a program or multiple
programs. This prevents users from accidentally submitting data into the un-mapped course.

How to Un-map a Course

If the course is no longer offered, the course is un-mapped and moved to the “Unmapped” folder.
When the course is moved to the “Unmapped” folder, historical rubric data will remain available,
but rubric data can no longer be submitted or edited for that course.

1. Pause the Process
a. Under the Manager View, select Accreditation 2.0, press the Pause button

Manager Contributor Modeler Admin

asw Accreditation 2.0 / Designer & What's New u@

2. Under the Modeler View, select CEAB Accreditation > Members - Program

ena Manager  Contributor Modeler  Reports Admin

E Data Madel ﬂ I Meodel Structure for CEAB Accreditation

Versioning Year Attribute Section Outcome Scenario Measure rd
& ETL

@3 Settings

Member Name

:

a » Chemical Engineering (B.Eng.)

3. Cut and paste the course to the “Unmapped” folder

Page 36 of 51

%\/IcM%ster
Iniversity
W

BRIGHTER WORLD



McMaster

University &) McMaster University — Admin Guide

o

Version 3.02

a. Expand the Program List - Expand the program - Expand the Level -
Right-click on the course = Select Cut

& Test Engineering

0 TEST 101
Add Child
O TEST 102 B
0 Add Sibling
O TesT 103 i Add Calculated Member
O TEST 104
X Set as Default
O TEST 108
O TEST 108 # Rename
D TEST 107 % Share
-3( Cut
O TEST 108
0O TEST 100
O TEST 110
0 TEST2D

|
Default member @ Preview Intersections

I Unmapped
@ Delete

b. Expand the Unmapped Folder - Select and expand the Unmapped Academic
Year (this is the year the course has been un-mapped) - Select and expand the
program it was un-mapped from - Right-click the Level it was un-mapped from
—> Select Paste

Note: You may need to create the un-mapped program or level folder if it does
not exist.

Unmepped for 2022-2023

v Software Engineering and Society (B.Eng.Society) 20221027

> Level lll Software Engineering and Society (B.Eng.Society) 20221027

# Edit
> Mechatronics Engineering and Society (B.Eng.Society) 20221027 & AddS ng
& Add Child
> Mechanical Engineering and Society (B.Eng.Society) 20221027
- ’ - ’ @ Preview Intersectio
> Materials Engineering and Society (B.Eng.Society) 20221027 % Expand Al

T T )
a bt
"
P4
m

Repeat steps 1-3 until the un-mapped courses have been moved to their designated “Unmapped”
folder.

Reports

The data in the MEASURE database is viewed using Microsoft Excel. The data uploaded to
Vena is used to generate reports. The Vena Reports are best viewed using a Windows-based
operating system.
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Accessing the Reports
1. Ensure the Contributor tab is selected
Eena Manager Contributor Modeler Admin

(£’ Contributor inPay v

2. On the left side, click Reports (the centre section will reload to only display Reports)

(& contributor
@ Al
1€ Inputs (21)

Reviews (2)
[B Reports(1)

3. Click Reports

B A

Inputs (22) 2 Title

Reviews (0)

Reports

[W Reports(1)

CEAB Annual Attribute Report

This multi-page report provides a detailed snapshot of how the program is progressing for the
current year. It includes an overall program summary and a separate report for each Graduate
Attribute at the course level.

The report is built off a calculated average with a set order of operations, rather than directly
based on the average of total students per outcome. At each level, the total is aggregated. For
example, at the Section level, all sections are aggregated together, and from there, all terms are
aggregated together to get a Yearly Average for all Sections per Course.

The order of operations for the calculation is:
LID’s (Learning Outcome)

Indicator

Attribute

Section

Year

agrownE
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6. Program

Viewing the Annual Attribute Report
1. Select View next to CEAB Annual Attribute Report.xIsm

2. Save and open the Excel file
a. If prompted, Enable Content and Enable Macros

3. Select the Program and press OK

Prog + E g (B.Eng.]
Te 020-2021
Fecti ]
 Below Expectations ™ Marginal Expectations Meets Expectations Exceeds Expectations * AVG Score
100% 3.30
90% . 3.70
” —
0% . 360 5
.
5 70% . 3.50
= -
il sme
&
o« .
w508
= . -
=
& oo . .
[TT) -
W30
20%
- I l . o [ |
0% || || || || ||
1 (A knowledge base 2 (Problesn Anabsk] 3 (imeestigation ) 4 |Dasign | 5 Use of enginessing & (Ind ividual and 7 (Commumication B8 (Professonalism) 9 (mpactof 10 {Ethics and 11 (Economics and 12 (Life-long
for engineering) tools) team work) shills| an ginsaring on equity] project leam ing)
soclaty and the manage me nt)
environment]
Attributes Expectations [ [ Trigger items
elow Expe(h(in.'ﬂlgi-il Expec! ﬂiorkens Elpe(lilio-f:eedf Expe((iliu*\?ﬁ Fcord
ledge base for il ing) LT 12.68! 3693 4547 XL
i K .23 3601 464 J.a2
io . E .01 4145 417 EXE]
0.7 [ 5341 441 Xl
tools) 4.4 .51 33500 46.5: .25 | 441 13.91%
and team work]) 52! i .01’ £2.0! .52 | 252! £.34%
ation skills) 23 T 4153 4T.58! . .23 1.02%
i 25 . 3532 £0.32! ! &5 34T
om socicty and i 32 45 20.31 T2.T2 X 32 B.3T%
T
[

3. INVEST 5. TOOLS

Program Summary 1. KNWLDG 2. ANSYS 4. DESIGN 6. WORK 7. COMMS 8. PROFSM 9. IMPACT 10.

CEAB 6.WORK Attribute Report

M Below Expectations Marginal Expectations Meets Expectations Exceeds Expectations * AVG Score
100.00% . 4.00 —
. =r
s 80.00% : * 35001
> . o
% . 3.00 w
0] :
o 60.00% 2.50 i
= 2.00 l
] 40.00% 150 m
> —
o 1.00 w
= 20.00% o
g 0.50 o
0.00% | - 2
SWRENG4G spstane — 4 SFNRENG3A04 5 nll- LargeSpstem  SFW)
el vt g
Courses <
Course Expectations
Below i Marginal i Meets i Exceeds i AVG Scare
SFWR ENG 4G06 A/B (Sottware Design IV - Capstone Design Project) 0.58% 3.21% 10.98% 85.23% 381
SFWR ENG 2DA4 (Digital Systems and Interfacing) 7.14% 3.57% 17.86% 71.43% 3.54
SFWR ENG 3XA3 (Software Engineering Practice and Experience: Software 4.20% 1.40% 11.20% 83.21% 373
SFWR ENG 3A04 (Software Design Ill - Large System Design) 0.00% 3.76% 8195% 14.25% 3.11
SFWR ENG 2XB3 (Software Engineering Practice and Experience: Binding TH 2.17% 8.66% 33.07% 56.10% 3.43

Program Summary 1. KNWLDG 2. ANSYS 3. INVEST 4. DESIGN 5. TOOLS 7.COMMS | 8 PROFSM 9. IMPACT 10. ETHICS | 11.ECON 12. LEARN
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CEAB YoY (Year over Year) Attribute Report

This report provides a look into the Average Score per Attribute, at a Program level, comparing
it year over year. The Choose option that pops up allows you to choose the ending year that
you’d like to view.

Prior to 2020-2021, the previous average scores were calculated based on the archived data of
the # of students in each attribute/outcome. Starting in 2020-2021, the calculation is calculated
on the new average process, as detailed in the CEAB Attribute Report section above.

The data for the current year, or most recent year is not automatically calculated. This YoY
report uses archived data as it’s source. As a result, the archiving process must be executed to see
the current year data. Note that this means the entire process must be completed, and the data
from step 7a of the Vena Template Automation Average ETL must be executed. This is
imperative to the process.

Please refer to the One Time Fix — ETL section of the CEAB Attribute Report.

Viewing the YoY Attribute Report
1. Select View next to CEAB YoY Attribute Report.xIsm

2. Save and open the Excel file
a. If prompted, Enable Content and Enable Macros

3. Select the Program, latest Year, and press OK

McMaster
Caiversity

YoY CEAB Attribute Report

Maintaining the CEAB Attribute Reports

Updating the CEAB Attribute Report Data

The annual data for the report is updated nightly, however, if in the middle of the day, the data
requires an update after making changes, a Modeler access individual must make updates. To
update the data, you will need Modeler access to run the ETL job “Vena Template Automation
Averages”.

The YoY data is updated manually with Vena’s Archive ETL.
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1. Select the Modeler tab > Data Modeler > ETL > Templates

2. Press Run next to Vena Template Automation Averages
a. 6-step ETL process to normalize the data and generate the Annual Report

3. Press Import

4. Once the process is complete, perform a template data save for the YoY Average scores.
This is currently a workaround because Vena is unable to save the YoY Average scores
via ETL. They confirmed it is a production issue and are reviewing it (as of April 2021).

a. Select the Manager tab - Accreditation 2.0 - Files Library = Input Forms -
Vena TA
b. Download and open Step 7a: McMaster Accreditation Averages TA - Average

Scores by Attribute.xlsx

If prompted, Enable Content and Enable Macros

In Excel, select the Vena tab

Press Edit Data

Press Save Data

g. Close the Template

ShD OO0

5. Go back to the ETL page and press Run next to Vena Archive ETL
a. This ETL process updates the YoY data

This process takes approximately 15-30 minutes. Following that, all the data should be up to
date.

Adding or Removing Courses/Programs

In the event a user must add a course, there are no changes to be made. If, however, a new
program is added, with a new set of courses, a new bottom level member must be created. In the
Modeler, in the Program dimension, under the “Unmapped” member, there is a folder called
“Bottom Level — All”, as in the photo below.

Once here, create a member, matching the EXACT spelling, with the brackets and alias of the
Program name, and have “Bottom Level — “, precede the program. Once that is created, there
should be no issues.

One Time Fix - ETL (After 2020-2021 Year)
Following 2020-2021, Step 7 must be added to the ETL. To do so, from the Modeler tab, in the
ETL, click the pencil icon to the left of the “Vena Template Automation Average”.

Vena Template Automati... 2021-04-20

13:58 Eastern Daylight Time

After adding clicking the icon, replicate the photo below through the dropdowns:
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ETL Template Manager id: 991908999153975297

Vena Template Automation Averages

Template Automation

7 Accreditation 2.0 v m

Automated Averages v
Step 7 v
# Step Table Name Name Data Type Clear Slice
1 Template Automatio Step 1
n
2 Template Automatio Step 2
n
3 Template Automatio Step 3
n
4 Template Automatio Step 4
n
5 Template Automatio Step 5a
n
6 Template Automatio Step 6a
n

[J Add job schedule

[J Enable job notification&=

Click the “Add” button on the right and save. This adds a step to calculate the averages for the
year.

Admin User &

E'ena  manager  contributor  Modeler  Reports  Admin

It's Herel Vena's Spring 21 Release  Learn more >> Don't show this again

&% Data Modeler Biscr & Integratior DH

Dimensions [] Dimension Members Q x [<]

by

<

B

Year Member Name Alias Operator 2

Attribute » B program £
ection O Default member embe:

- & Unmapped 1ma

+ B ynmapped for 2019-2020

Scenario * 8 unmapped for 2020-2021

Measure = B Bottom Level - All
Bottom Level - Chemical Engineering (B.Eng.)
Bottom Level - Chemical and Biomedical Engineering (B.Eng.BME.)

D

]

O Bottom Level - Chemical Engineering and Bioengineering (B.Eng.Biosci.)
O Bottom Level - Chemical Engineering and Management (8 Eng Mgt}

o

Anftom | evel - Chemiral Fnaineering and Soristy (R Fng.Soristvi
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Rubric Entry Report
The Rubric Entry Report monitors the progress of the rubric input. The report lists all the
courses from a selected program. The report will display:

Column Name | Description

Course - Course name
Status - Displays the current status of the rubric input

o Options: BLANK, Not Started, WIP, Fully Complete
Measure Required? v If Yes: At least (1) graduate attribute for a course is being

measured for the year
v" If No: The course does not have any graduate attributes
measured for the year
Name of instructor teaching the course
The last user to update the rubric input template for the course
The last time the rubric input template was saved

Instructor Name
Rubric Updated By
Last Rubric Save Time

NNENEN

1. Press View next to CEAB Attribute Report
2. Select a Program, Term, and Section
3. Download and remember the saved location of the report

If prompted, Enable Content and Enable Macros

§ Rubric Entry Status 0000000000000 ]

Frogram: Test Enginesring

SchoolYear! Term: 2Mg-2013 Term 1
Section: Section1
# of Courzes Mot Started| 2
# of Cowrses Started 1]
#of Courses Complsted 1
Total Number of Courses 3
v ere oo | iUty e S T
TEST 101(Test Course for Training 11 Hot Started Yes in10 Toby Flenderso arana2 Wed Jul 3. 2013
TEST 102 [Test Course tor Training 2) Mot Started Yes nacos:x Michael Scol Andrew Aran Fri May 10, 2019
TEST 103 (Test Course for Training 3) Fully Complete Yes winl0 test aranaZ2 Mon May 13, 2019
TEST 104 (Test Course for Training 4 Yes
TEST 105 (Test Course for Training 5) Yes
TEST 106 (Test Course for Training B) Yes
TEST 107 (Test Course for Training T) Yes
TEST 108 [Test Course for Training &) Yes
TEST 109 (Test Couwrse for Training 3 Yes
TEST 10 [Test Course For Training 100 Yes
TESTZBITTT) No

Faculty and Curriculum Committee Recommendations Report

Displays the recommendations from the curriculum committee at both course and program level.
This report can be viewed for any year where data is available. The data comes from the
feedback provided in the Curriculum Committee Recommendations Input Template.

1. Press View next to Faculty and Curriculum Committee Recommendations Report
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2. Select a Course/Program and Year

3. Download and remember the saved location of the report

4. If prompted, Enable Content and Enable Macros

To view an attached file:

a. Select the cell containing an attachment
McMaster

Un'u-ersils Faculty and Curriculum Committee Recommendations

Program:  Test Engineering (Test Eng)
Year: 2019-2020
Instructions: Please select the required program and year

Faculty Recommendations for 2019-2020

See attached - Andrew
Test Engineering (Test Eng) Recommendations

I
see comments

b. Click on Comments under Vena Tab
c. On the right-hand side, select the attached file

Vena - Comments x »

Comments
Summary Details

B29 ( Recommendations)

April 02, 2019

5. For macOS users, click = V¢ Al ynder Vena Comments
a. On the right-hand side, select the attached file

Attribute Map Report
Indicates the measure level at the attribute level. If a different indicator level appears, the
highest level will appear: I(ntroduced) - D(eveloped) - A(pplied)

1. Press View next to Attribute Map Report

2. Select a Program and Term

3. Download and remember the saved location of the report

4. If prompted, Enable Content and Enable Macros
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Program: Test Engineering

Schaolear | Term: 2013-2013

Measure Level I-lnroduced O -Developed & - Applied

Mote: It different measures atindicator level, the repart will display the highest level 18> 00> I}

Graduate Atribute Meazured

1 Knowledge base ------n-n--
TEST 101(Test Course for Training 1)

TEST 102 [Test Course far Training 2]

|
D
TEST 103 (Test Course far Training 3) |
TEST 104 [Test Course for Training 4] |
TEST 105 [Test Course for Training 5) |
TEST 106 (Test Course far Training E) |
TEST 107 [Test Course for Training 71 |
TEST 108 [Test Course for Training S) |
TEST 103 (Test Course far Training 3) |
TEST 110(Test Course for Training 101 |
TESTZb(TTT)

Dooooooooog
PPPPPFPFPPRPEFOR

Attribute Map Summary Report
Similar to the Attribute Map Report, instead of showing the actual level (I, D, A), the summary
report will only display the “X” to indicate that the specific course is measured at the specific
attribute.

1. Press View next to Attribute Map Summary Report

2. Select a Program and Term

3. Download and remember the saved location of the report

4. If prompted, Enable Content and Enable Macros

Measurement Map Summary

Program: Test Engineering
School Year ! Term: 2018-2013

Graduate Attribute Measured

TEST 101 (Test Course for Training 1) H
TEST 102 (Test Course for Training 21 b b
TEST 103 (Test Course for Training 3]
TEST 104 (Test Course for Training 4]
TEST 105 (Test Course for Training 51
TEST 106 (Test Course for Training 6]
[
[

>
=z

" b "

TEST 107 (Test Course for Training 71
TEST 108 (Test Course for Training 8]
TEST 103 (Test Course for Training 31
TEST 110 [Test Course For Training 10)
TESTZb (TTT)

202030 20 202 30 2 3¢ 30
OO0 M M MK

P S

Indicator Map Report
Indicates the measure level at the indicator level.

1. Press View next to Indicator Map Report

2. Select a Program and Term
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3. Download and remember the saved location of the report

4. If prompted, Enable Content and Enable Macros
E’i Indicator Map Report

Program Test Engineering
Vear: 20182019
Note: If the measure level not defined for any attribute o indicator,

the coursas will be hidden from this report
Measure Level I Introduced  D-Developed  A- Advanced

TEST 101 (Test Course  TEST 102 (Test Course TEST 103 (Test Course TEST 104 (Test Course TEST 105 (Test Course TEST 106 (Test Course TEST 107 (Test Course TEST 108 (Test Course | TEST 109 (Test Course TEST 110 (Test Course
Artribute Indicator o Training 1) for Training 2) for Training 3) for Training 4) for Training 5) for Training 6) for Training 7) for Training 8) for Training 9) for Training 10)

1 (A knowiedee base for engineering) 1.1 (Competence in Mathematics) 1 ] 1 1 ] ] ] ] ] ]

1.2 (Competence in Natura| Sciences) D

1.3 (Competence in Enginesring Fundamentals) )

14 (Competence in Specialized Engineering knowledge) o
2 (Problem Analysis) 2.1 (Demonstrates an ability o identify reasonable

fons (including identificati and
imprecise information) that could or should be made before a
solution path is proposed) [ [ [ [ [} [} D o o o

2.2 {Demonstrates anability to identify a range of suitable
engineering fundamentals (including mathematical

techniques) that would be potentially useful for analyzing a D
2.3{Obtains substantiated conclusions s a resultof
problem solution including recognizing the limitations of the D
3 (Investigation) 3.1 (Recognizes and discusses applicable theory knowledge A D A A A A A A A A

Historical Course Measurement Report
Shows the historical trend for each course at different levels (indicator, attribute and all).

1. Press View next to Historical Course Measurement Report
2. Download and remember the saved location of the report
3. Select a Course (and Graduate Attribute if necessary)

4. If prompted, Enable Content and Enable Macros

Course: TEST 101 (Test Course for Training 1)
Attribute: All
Instruction: Please select a course and attribute

Year Exceeds Expectations Meets Expectations Marginal Expectations Below Expectations
2013-2014 25.0% 25.0% 25.0% 25.0%
2014-2015 0.0% 0.0% 0.0% 0.0%
2015-2016 0.0% 0.0% 0.0% 0.0%
2016-2017 0.0% 0.0% 0.0% 0.0%
2017-2018 25.0% 25.0% 25.0% 25.0%
2018-2019 34.9% 217% 19.3% 241%
40.0%
350%
300%
25.0%
20.0% =
15.0%
10.0%
5.0%
0.0%
20132014 20172018 2018-2018
o Exceeds Expectations Meets Bxpectations «+-Marginal Expectations ~ semss Below Expectations
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Historical Program Measurement Report
Shows the historical trend for each program at different levels (indicator, attribute and all).

1. Press View next to Historical Program Measurement Report
2. Download and remember the saved location of the report

3. Select a Program (and Graduate Attribute if necessary)

University

[+ 0w ] _ _
* Historical Program Measures

Program: Engineering | (B.Eng)
Attribute: All
Instruction: Please select a program and attribute
Year Exceeds Expectations Meets Expectations Marginal Expectations Below Expectations
Cur¥ 2018-2019% 26.7% 40.3% 19.8% 13.2%
2013-2014 0.0% 0.0% 0.0% 0.0%
2014-2015 12 6% 449% 32.2% 10.3%
2015-2016 0.0% 0.0% 0.0% 0.0%
2016-2017 0.8% 51.9% 27.6% 19.7%
2017-2018 30.9% 36.7% 18.2% 14.2%
2018-2019 0.0% 0.0% 0.0% 0.0%
0.0%
0.0%
40.0%

% z00%
10.0%
0.0%
2014-2015 20162017 2017-2018 Cury 20182019
g Exczeds Expecttions Mests Expectations =« @ Marginal Bxpectstions  »=#e» Below Expectations

Course Report

Displays the course outcome, recommendations from the curriculum committee, the continuous
improvement plan, and charts generated from the rubric entry. Every course for which rubric
data is entered will have a corresponding Course Report.
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AcMaster
Lkl U Course Report
TEST 101(Test Couse for Trainng 1)

20118-2019 Term 1 summary cran
Sestion 1

win) Toby Flendsisen

| z ) i quisits i app
Field 1

Attribute Indicator / Objective Measuring Method al Expectations
14 knowledge base for H{Compatencs in Mathematics)
LO11Testing1 MMDLO 11 Testing 1 <S0LO11Tesing 1 50-63L011 Tesing1 70531011 Tesing1
LO11Testing2 WMDLO1 1 Testing2 <S0LO11Tesing2 50631011 Tesing2 0531011 Tesing2
LO11Testing3 MMDLO 11 Testing 3 <S0LO11Testing 3 50-63L011 Tesing3 T0-53L011 Tesing 3
LO11Testingd, MMDLO 11 Testing 4 <S0LO11Tesingd 50631011 Tesingd 70-53L011Tesingd
11C

. JYI ‘ lUI ‘ JVI I
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Appendix |: Calculating the CEAB Annual Attribute Reports
This section explains the calculations behind the CEAB Attribute Reports.

The order of operations for the calculation is:

LID’s (Learning Outcome)
Indicator

Attribute

Section

Year

Program

oakrwdE

How the Graduate Attribute Values are Normalized
1. User enters and submits their rubric data to the Rubric Input Template

2. Vena completes the following steps with the rubric data:
Step 0: Convert values to %
Step 1: Average LID's by Indicator
Step 2: Average Indicators by Attribute
Step 3: Average Attribute by Section (if course is offered in multiple sections)
Step 4: Average Section by Year (if course is offered in multiple terms)

3. Results are Outputted to the Annual CEAB Attribute Report

How the Average Scores are Calculated
- Every Graduate Attribute is measured by (4) Expectations
o Below (BE), Marginal (MaE), Meets (MeE), Exceeds (EE)
- Each Expectation has a score
o BE=1,MaE=2;MeE=3;EE=4
- Formula
o Average Score for a Graduate Attribute =
(GA% x BE) + (GA% x MaE) + (GA% x MeE) + (GA% x EE)

Example:
Attributes Expectations
Below Expectations Marginal Expectations Meets Expectations Exceeds Expectations AVG Score
1 (A knowledge base for engineering) 8.34% 19.30% 41.39% 30.97% 295
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Appendix Il: Previous Modification Log

Version 3.02

BRIGHTER WORLD

Version Modification Author Comments
date
1.0 July 4, 2016 Evan Situ
1.1 August 29, 2016 Evan Situ Added section 6 and 8 and 1.4
1.2 September 13, Evan Situ Added 9. Updating a Global
2016 Variable
1.3 September 16, Evan Situ Added Section 10 Force
2016 Check-In
1.4 September 26, Evan Situ Added 11.Update Course
2016 Information Input Template
1.5 October 20, 2016 | Michelle Zheng Minor edits
1.6 November 16, Michelle Zheng | Added title page and Section 7
2016
1.7 November 29, Michelle Zheng Updated Section 4
2016
1.8 December 16, Spencer Smith Changing template property
2016 for concurrent contributors
19 January 19, 2017 | Spencer Smith Clarification of submitting
rubric and course reports
1.9.1 April 19, 2017 Spencer Smith Note about protected cells
1.9.2 April 12, 2018 Spencer Smith | Addition on adding superuser
permissions
1.9.3 April 18, 2018 Andrew Aran Updated screenshots for:
- 4. Add User
- 5. Assign User to
Process
- 7. Faculty
Recommendations
- 8. Start New Academic
Year
- 9. Historical Program
Measurement Archive
- 11. Updating a Global
Variable
- 13. Update Course
Information Input
Template
194 May 3, 2018 Andrew Aran - Updated Global
Variable Process
- Updated the order of
the tasks in the
instructions
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195

October 15, 2018

Andrew Aran

- Added Contract
Renewal Interval to
timeline

- Added backup and
restore interval to
timeline

196

April 29, 2019

Andrew Aran

- Added instructions to
access CEAB Attribute
Report and Drill Down
Feature
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