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Introduction

The | nst r uestribes past of BHASHRE (McMaster Engineering Accreditation
System for UndeRgraduatE).

MEASUREOGS purpose is to:
1 Facilitate the continual improvement of the curriculum of the programs otbgrédte
Faculty of Engineering
1 Assist with generating accriéakion reports for the Canadian EnginegriAccreditation
Board (CEAB)

MEASURE is built using corporate performance management soft(v@ea) that combines
Excel spreadsheets, a central datajpase workflow management

This document outlines the MEBAJRE tasks that take place at the instsutgvel.

Specifically,each instructor will update theubric InputTemplatefor each section advery
course taught.

Addi ti onal information on MEASURE can be foun
Deparment Cont r i b ulatestversson dballithdse documdnts,ealong with other
resources, are availakdéhttp://measure.mcmaster.ca

Issue Reportindattps://www.eng.mcmaster.ca/forms/meassseietracking

Technical Supportmeasure@mcmaster.ca
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Prerequisites

macOS
System Requirements

Recommended Minimum
O CIEIsM Mac OS Xversion 10.10 or later -

System
\SXeliife=m Office 2016 for Ma®r newer --
9 Click herefor instructions to download Office (via UTS
Browser Latest version of: 1 Internet

1 Internet Explorer Explorer 10+

1 MicrosoftEdge Microsoft Edge
1 Mozilla Firefox Mozilla Firefox
1 Google Chrome 12.0+

1 Google Chrome

= =4

4GB --
A Mac computer with an Intel processor --
REEIENEE hitps://products.office.com/aums/officesystemrequirements

About the Vena Contributor Connector
The Contributor Connector is a special version of the VenalAdidat isdesigned for Office for
Mac and Office Online.

Similar tothe Windows Addn, the Contributor Connect@nables useit® perform various
Vena functions in Excel, such as saving data inputise®ena database, choosing among data
sets, drilling on inters#ion dataandworking with Line Item Details.

Installing Vena for Mac Users
1. OpenMicrosoft Excel for Mac

2. Select thdnsert tab

Home Insert Draw Page Layout Formulas

i ad- [0~ 55

PivotTable Recommended Table Pictures Shapes Icons
PivotTables

3. SelectGet Add-ins

4. Search fofiVenaConnected
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Office Add-ins

MY ADD-INS | ADMIN MANAGED | STORE

Add-ins may access personal and document information. By using an add-in, y«

Vena connectol 0O

5. PressAdd

Vena Connector m
bena Connect to Vena's Cloud Platform to interact with your

assigned templates and data.

6. After successfully adding the Vena Connector, the Vedaracton will be displayed
under the Insert tab.

o0 ® m » Q> Search Sheet O

Home Insert Draw Page Layout >> 2 Share [J Comments

. | B | @ | o

Sparklines Timeline New Text Symbols Vena
Comment

If Microsoft Office is preventinghe installation of the aduh (i.e. Office has been configured to
not allow individual addns), it is becausthe user isigned in as a domain user
(ads.mcmaster.ca).

Signing in as a domain user will preverisersrom adding certain Excel Adiohs because UTS
controls what addhs are allowed.Userswill need to sign outo install the Vena adh.

Steps to signing out:
1. OpenExcel for Mac

2. Click on your initials thempresssign out

. A. Aran

@ OneDrive - McMaster University

AA

A. Aran

SharePoint
a ©

New
€ Ssignout

3. Confirmsign out

Pageb6 of 28
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Are you sure you want to sign out of this
account: arana2@ads.mcmaster.ca?

Your account will be removed from view, but we'll
finish syncing your changes. To complete sign out,

quit the app.

Enabling Trust Access to the VBA Project Object Model
After successfully installing th€ontributor Connectgaccess to the VBA project object model
will need to be trusted for Vena to rproperly.

1. OpenExcel
2. SelectaBlank Workbook

3. SelectExcel A Preferences
@ Excel File Edit View Insert

About Microsoft Excel

Preferences... 8,

1
LD Services

Paste¢

Hide Others

Al

4B

1l QuitExcel

4. Under Sharing and PrivacyelectSecurity

Sharing and Privacy

= R a e

Save Compatibility Security Privacy

5. Ensure thabDisable all macros with notificationis selected

6. Check the box next torust access to the/BA project object model
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Security
Show All Q

Macro Security

Disable all macros without notification
® Disable all macros with notification

Enable all macros (not recommended; potentially dangerous code can run)

Developer Macro Settings

v Trust access to the VBA project object model

Document-specific Settings

Use Microsoft online service to open certain files

Remove personal information from this file on save
7. Close all instances of Excel for the settings to take effect.

OtherOperating Systems

Vena is currently compatible for Windows and macOS usgrsMicrosoft Office Users who
do not have a compatible operating systerd/or Microsoft Officewill 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/Commesf{Technical Support:
measure@mcmaster.ca
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Annual Timeline
The table below summarizes the typical tasks performed during the course of an academic year.
Instructor responsibilities are highlightedgreen

University ‘f@

Date \ Task Description Section Template Task Owner
January 9 Instructor enters rubric and Windows | Rubric Input Template Instructor
continuous improvement plan for
Term 1 macOS
January 1 Instructor reviews the continuous Click here | Rubric Input Template and | Instructor
improvement plan from the previous Curriculum Committee
yearfor Term 1 Recommendations Report
(Prev. Year)
January 1 Reviewcurrent rubric entry status Department| See Department Guide Department
f Contactuserswho have yet to Guide
complete their Vena rubric entry
April f Update global variable and point to | Admin SeeAdmi ni stratfAssoci at
Term 2 (after Term 1 data entry is | Guide Office
complete)
May 1 Instructor enters rubric and Windows Rubric Input Template Instructor
continuous improvement plan for
Term 2 macOS
May 1 Instructor reviews continuous Click here | Rubric Input Template and | Instructor
improvement plan from the previous Curriculum Committee
yearfor Term 2 Recommendations Report
(Prev. Year)
May 1 Review current rubric entrstatus Department| See Department Guide Department
f Contact instructors who have yet to | Guide
complete their Vena rubric entry
May 1 Curriculum committees review (this | Department| SeeDepartment Guide Department
year) course reports and continuous| Guide
improvement plan reports
1 Archive previous year Admin See Admini st
1 Start New AcaderTuc Year . Guide Associ at
August 1 Update global variable and point to Office
Term 1 (after Term 2 data entry is
complete)
August 1 UpdateMeasurement Mapping Department| See Department Guide Department
Guide
August 1 Update Curriculum Mapping Department| See Department Guide Department
o Consult with Instructors Guide
August 1 Update Curriculum Department| See Department Guide Department
Recommendations Guide
August 1 Review Programs in Vena Department| See Department Guide Department
f Notify Associ at e|Guide
changes are needed
August 1 Add/Update/Umrmap courses in the | Department| See Departmer@Guide Department
Vena Database Guide
1 Do not delete Courses
September | §  Faculty reviews departmental Admin See AdministlAssoci at
continuous improvement plan report Guide Office
from previous year
Paged of 28
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1 Prepare/review Graduate Attribute
Report

December | Execute Backup and RestdPeocess | Admin See Administ|Associ at
Guide Office
PagelO of 28
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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 addressifieeid @mcmaster.ya
4. Your password haseenpreviously communicated. If you do not remember, or do not
have an account, please contact Measure Suppe#gsure@mcmcaster)ca

ena

Changing Vena Password

Your password can be changed by clicking e u s ein tilesipper aghtecorner dtie
screenand hen sel ecting AChange Password
You will be prompted to enter the current and new password.

Eena Manager Contributor Modeler & - Admin User ?

& Change Password
| Link Microsoft account
& Vena Tools

h Process X variables @ Job History
& Grant Login Access
H Q | @™ Logout
Change Password
Current Password Enter current password
New Password
Confirm Password
m Cancel
BRIGHTER WORLD Pagel of 28
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Instructor Input

For each corse being measured, the continuous improvement plan and rubric data will need to
be entered and saved. They will need to be entered in a single spreadsheet called the Rubric
Input Template.

When the data entry féhe Rubric InputTemplate is complefgou are done. Although the
Vena interface shows a Submit button, the button is disabled.

*** You do not need to worly about using the Submit buttorf**

Vena Checklist
Prior to entering/reviewing rubric datdath Vena please ensure the followingsksare

complete
Task macOS
Thedevice meets the system requirement Click here
Microsoft Excel 201@r later is installed Click here
Vena AddlIn isinstalled Click here
Enabling Trust Access to Vena Click here
macOS Guide

This section of the guide is intended for macOS users.

Accessing Rubric Input Template

1. UnderContributor view selecton TaskRubric Input & Course Report (by Instructor)
- New

mena Manager Contributor Modeler Admin

[ Contributor  inpay v

All (22)
74 vy - a
4 nputs (21) . .

= puts & Title Due in
1-10 out of 21

Reviews (0)

ify  Rubric Input & Course Report (by Instructor) -MNew
[) reports(1)

1t MECHTROM & SFWR ENG Curriculum Mapping

2. SelectCheck Out beside thdrubric Input Template T macOSxIsm

B§ :2: Rrubric Input Template - macOS.xlsm mn

3. A new section will display toedect the Course, Year, and Section

Pagel2 of 28
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a. Program: Selectthe coursdor dat entry. Pressing the dropdown will ieters
see the list of available courses. However, typing the course name in the textbox
will help find it quicker

b. Year: Press the dropdown button to select the corresponding year and term.

c. Section: The defaulsection is Section 1 (unless otherwise stated).

Step 1/2: Select Page Options View Checked Out Page Options >

SelectPage

TEST 103 (Test Course for Training 3)
2019-2020 Term 1 -

Section 1

4. PresDownload (Check Out)

Step 2/2: Check Out or View this file via

3

Download
(Check Qur)

5. A pop-up will appear to save the template. Clalveand remember the saved location
of the template.

Save As: Rubric Input Template WIP MAC xism

mv =
avorites -o
#: Applications
[T Desktop
J' Documents
< Downloads

@ iCloud Drive

3 Remote Disc

Format: | Office Open XML Spreadsheet (m &

6. Openthe Excel File
a. If prompted, presEnable Macros

This workbook contains macros. Do you want to disable
macros before opening the file?

Macros may contain viruses that could be harmful to your computer. If
this file is from a trusted source, click Enable Macros. If you do not fully

trust the source, click Disable Macros.

Enable Macros Disable Macros

UpdatingRubric Input Template
If an instructor has rubric information from the previous year, the same rubric information will
be prepopulated as a starting point for the current year.

Pagel3of 28
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If this is the first time a course is being measured, the user may nesertonew learning
outcomes (rows) to enter the rubric data.

Tip: Users can enter/update data where cells are highlighted in yellow.

1. Instructor Name
a. Enter the instructorods name for t he

2. Rubric Entry Status
a. Selecta status from the dropdown menu
i. Not Started User has not entered rubric data
ii. WIPT User has entered rubric data, but not complete
iii. Fully Completel User has completed entering rubric data

Course: TEST 101 (Test Course for Training 1)
Term: 2018-2019 Term 1

Section: Section 1

Instructor Mame: lahn S5mith

|Hubri|: Entry Status: Fully Complete

Last User Admin User

3. Updated By:
a. Enter your ame

4. Summary of Actions to be Taken for Continuous Improvement for NexiAcademic
Year
a. Instructors can enteheir continuous improvement plan(g)der the section
ASummary of Actions to be Taken for
Academic Year o

b. To attach a file:
i. Select a cell

il. UnderVena @mments, clickAdd New
iii. Below thecommentsglick Attach
iv. Select your file and clickOpen
v. The new file will be displayed as an attachment in the conssention
vi. Press the back arrow butt®d

vii. Click Saveto save the changes

viii. When reopening the template, the cell containing the attachmimow

be highlighted in blue for visibility
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5. Indicators/Learning Outcomes
Indicators - descriptors of what students must achieve to be considered competent in the
corresponding attribute

Learning Outcomesi descriptors of what the instructor expects student to learto
be considered competent in the corresponding indicator

Indicator / Learning Outcome
1.1 (Competence in Mathematics])
LO11Testing
*** Every indicator must have at least (1) learning outcome (row) inserted ***

a. Adding Topics (rows)
i. SelectanIndicator (grey cell)
ii. Click the+ button undetheLine ItemDetailssection
1. A newrow will be inserted below the selected indicator
iii. Enter the Learning @tcome in the newly inserted row

b. Deleting Topics (rows)
i. Select thd_earning Outcome you wish to remove

ii. Click @ button under the Line Item Details section
1. The seleadLearning Outcomeow will be removed

c. Missing Indicators
i. If an indicator is missingr is not requiredplease contact your
department representatise MEASURE Supporto update the Measure
IndicatorsTemplate

6. Measurement Date
a. Enter the current date in YYY-¥IM-DD format (e.g. 2019.2-31, etc.)

7. Expectations
Description: Describes a given expectation that appies learning outcome

Number: The numbers ithis column should be the number of students #dpgily tothe
given category, not the percentage of the class in that category

a. Enter a description and number for each expectation
8. Used (1/0)

The col umn f Us eifdhe dafa/in@ pabdticuiasrowdseed forthe 1
calculation of the indicator.

Pagel5 of 28
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If userswishto record the information for future reference, but do not intend for it to be
averaged into the indicator, enter a 0. The default valde is

a. Enter alorOfor each row
i. If you are unsuregnterl to include the number with the average indicator

9. Measurement Category
TheMeasurement Categohas a dropgownmenuwith a list of possible values
pertaining to the learning outcortiee. Assignment, b, Exam, etc.)

a. Selecta category from the dropdown box for each row.

10. Attaching Sample Files
Reminder: For privacy and security reasons, remove any information that may identify a
student

To attach a file:
i. Select a cell

ii. Under Vena @Gmments, clickAdd New
iii. Below the commentglick Attach
iv. Select your file and cliclopen
v. The new file will be displayed as an attachment in the comments section
vi. Press the back arrow buttfd

vii. Click Saveto save the changes

viii. When reopening the template, the cell containing the attachment will now

be highlighted in blue for visibility

11.Saving Data

_ @
a. Click thelEXa button

v
b. If successful = will temporarily appear over the save button

12.Closingand Checking inthe Template
After saving the changes and closing Eheeltemplate, you will need to go back to the
web browser and check the file baok i
a. Openyour web browser
b. Visit Vena (https://vena.ip
c. Under Contributor view, click ofask Rubric Input & Course Report (by
Instructor) - New
d. Press theCheck-In button next to théemplate currently checked out

Checked out by Andrew
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Viewing Summary Chart

The Summary Chart is a graphical summary of every Indicator containing rubric data. The
chart may contain up to four bars where each bar represents an Expectation.

After entering/updating rubric ¢

]
1. Click theliz

button

2. On the template RefreshCharts putton
3. Select thesummary Reportworksheet.

Attribute

Tip: 1 f t he

Indicator / Objective

1A knowledge base for engineering

45.0%
40.0%
35.0%
30.0%
25.0%
20.0%
15.0%
10.0%

5.0%

0.0%

20.00%

10.00%

SR ......... [

charts do
template, then cheedut and download the template.

Viewing Detaile€hart
The Detailed Chart is a graphical summary of every Learning Outcome containing rubric

course data. Every learning outcome may contain up to four bars where each bar represents

an Expectation

B
1. Click thel&E

On the templatgyress the RefreshCharts putton
Select thdDetailed Viewworksheet.

w N

1 A knowledge base for engineering

45.0%

40.0%

35.0%

30.0%

25.0%

20.0%

15.0%

10.0%

button

Attribute

40.00%

30.00!

20.00%

10.00

40.00%

20.00%

10.00°

2

1.1 (Competence in Mathematics)

40.00%

30.00%

not

refl ect

Indicator / Objective

40.00%
30.00¢
20.00%

10.00

3

1.1 (Competence in Mathematics)

40.00%
30.009
20.00%

10.00¢

4

m BE%
m MarE%
MeetsE%

mEE%

RN Detailed View

Version 3.00
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Tip: 1 f the charts do not reflect thenttkata, <clic
template, then cheetut and download the template.

Reports

Throughout the year, instructors can look at the reports geddsgtMEASURE. These reports
can help fillout the CEAB questionnaiguring theaccreditation years.

Most of the report types are described in the Departmental Guide. However, the reports that are
of particular interest tanstructors are described ber

The Vena Reports are best viewed using a Winedloaged operating system.

In particular, instructors will want to view:
- CEAB Attribute Report
- Faculty and Curriculum Committee Recommend
- Historical Course Measurement Report
- Historical Progam Measurement Report
- Measurement Map Report
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Accessing the Reports
1. Ensure theContributor talis selected
Eena Manager Contributor Modeler Admin

(¢’ Contributor inPlay v

2. On the leftside click Reports (the centre section will reload to only display Reports

(£ Contributor
@ Al
& Inputs (21)

Reviews (2)
[R Reports(1)

3. Click Reports

B aie3

Inputs (22) a  Title
a Reviews (0)
Reports
[W Reports(1)
Pagel9of 28
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CEAB Attribute Report

The CEABAttribute Report displays the attribute results of a given program/course by year or
term. Each bar in the report represents a Graduate Attribute. The bar may divide into 4
expectations.

The line indicates the average score for each attribute wheBelbw expectations and 4 =
Exceeds expectations.

1. PressView next toCEAB Attribute Report

2. Select a Course/Program, Term, and Section

3. Download and remember the saved location of the report

)

Ej CEAB Attribute Report

Program/Caurse: Chamics! Engingering (8,65 )
rerm 20172038
section M

CEAB Attribute Report

g

Suseof 7 [ .
4 (oesgn) e . ‘ Lreo
an | = learmin
810 58 508 e 5 263 an

e 13
tainal

ming) | (Sustainabilty)

ics
ATTRIBUTE wity}

q

+ Sy I QRowrbFNdutef
The Drill down feature enables usépsview the raw data making up teem of a selected

expectation.
1. Select a cell intersecting dttribute andexpectation
Attributes = - E.:(Ltatims " -
Below Expectations Expectations Meets Expectations Exceeds Expectations

1 (A knowledge base for engineering) 1194 1352 4330 2911
2 [Problem Analysis) 566 333 204 1528
3 (Investigation) 162 108 506 1862
4 [Design) 279 571 1782 1192
5 (Use of engineering tools) 132 153 613 345
& (Individual and team work) 27 24 273 264
7 [Communication skills) a5 182 1210 689
8 [Professionalism} 53 137 67 937
g (Impact of i ing on society and the environment) 19 62 381 1103
10 (Ethics and equity) 16 299 604 75

11 (Economics and project management) 5 22 13 258
12 Life-long learning) 21 135 274 342

2. Select Drill Down
a. ForWindows users select Vena TaB, Drill A Drill Down
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. Vena

Audit  Dnll My C
Trail > Functions ~
Aul > 3
f | Drill Down
301 .
-,_;——/‘,; Saves

Transactions

b. FormacOS usersselect Drill Down

@ Drill Transactions

':D Drill Saves

3. A new Excel workheet will be generated displaying a breakdown of the data by course,
year, attribute, section, value, etc.

a. The sum of the value column will equal the value of the selected cell
< - [T - l"__."'_'-w“E!:! I Messare K3 ollup Muttpiier K Veioe B

ELEC ENG 4534 (Microwave Engineering) 20182019 Term 1 4.1 (Recognizes and follows an eng g Sesign process.) Number of Measurements 1 )

ELEC ENG 4534 (Microwave Engineering) 20182019 Term 1 4.3 (Proposes solutions 1o open-ended probl Number of Meaturements 1 4

ELEC ENG 4534 (Mucrowave Engineeriny ) 20182019 Term 1 4.6 {Determines and employs applicable standards and codes of practice) Number of Me: 1 1

ENGINEER 3003 (Engineenng Design and Graphics) 2018-2019 Term 1 4.1 (Recognizes and follows an engineering design process. Number of Measurements 1 x
2.2 (Recognizes and ollows engineering Gesign prnaples including speeopnate

ENGINEER 1003 (Engineering Design and Graphics) 2015-2019 Term 1 consideration of environmental, sociel and economic aspects as well as health snd  Sextion 1 Below Expectations Actual  Number of Measurements 1 1u7
satety issues)

ENGINEER 1003 (Engineering Design and Graphics) 20182019 Term 1 4.3 (Proposes solutions to open-ended problems) Section Below Expectations Actual Number of Meaturements ]

ENGINEER 1004 (Engineenng Computation) 20182019 Term 1 4.1 (Recognizes and f ¢ g desigy p'o(ﬂ Section1 Below Expectations Actual  Number of Measurements 1 “

w3 engin { SIgn principles including appropes

ENGINEER 1004 (Engineering Computatson) 20182019 Term 1 ¢ ntal, S0Ci8! 400 eConCmic a5pects a5 well as health and  Section1 Below Expectations Actual  Number of Measurements 1 51
satety

ENGINEER 1903 (Engineering Profession and

i (P . 2013-2019 Term 1 4.1 (Recognizes and follows an eng g design process.) Section1 Below Expectations Actusl  Number of Meturements 1 °

ENGINEER 190 (Engineering Profession snd

((((( 0 2018-2019 Term 1 4.3 (Proposes solutions 10 open-ended problems) Section 1 Below Expectations Actual Number of Medsurements 1 0o

ENGINEER 1903 (Engineering Profession and 4.4 (Employs appropriate techniques for generation of creative ideas such as

Ungpnrin 20182019 Term 3 44 (EmPloys apprope oS S Section 1 Below Expectations Actusl  Number of Measurements 1 1

Practice) brainstonming and structured inventive thinking)

ENGINEER 1903 (Engineering Profession and

Practice! 2018-2019 Term 1 4.5 (includes appropriate health and satety considerations) Section 1 Below Expectations Actual Number of Measurements

ENGINEER 4AD3 (Sustanability and Ethics in

Pl £ " 20132019 Term 1 4.5 (Includes appeopeiate health and safety considerations) Section1 Below Dxpectations Actual  Number of Measurements 1 s

Faculty andCurriculum Camittee Recommendation Report

Displaysthe 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
feedbackprovided in the Curriculum Committee Recommendations Input Tenmgtalizs

described in the Departmental Guide.

1. PressView next toFaculty and Curriculum Committee Recommendations Report
2. Select a Course/Prograand Year
3. Download and remember the saved location of the report

To view an attached file:
a. Selectacell containing an attachment
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McMaster . ) .
University @ 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

7
see comments

b. Click onCommentsunderVenaTab
c. On the righthand side, select tlatachedile

Vena - Comments x »

Comments
Summary Details

B29 ( Recommendations)

April 02, 2019

4. For macOS users, clic="iew Al ynder Vena Comments
5. On the righthand side, select the attached file

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

1. PressView next toHistorical 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 ContentandEnable Macros
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Historical Program Measurement Report
Shows the historical trend for eagifogramat different levels (indicator, attribute and all)

1. PressView next toHistorical Program Measurement Report
2. Download and remember the saved location of the report
3. Select a Program (and Graduate Attribute if necessary)

4. If prompted,Enable ContentandEnable Macros
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