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Annual Report
Training Session

Anthology Template®- SACSCOCAligned - Fewer Reviewer Comments
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Audience: Support Unit Leaders & Staff

Purpose:  To empower support units to confidently use Anthology to tell their story, align planning, reporting,
and budgeting, and produce clear, complete submissions with minimal revision.
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(Anthology Required) Outcome Components Aligned (WHO-WHAT-WHERE-WHEN-HOW)

Revision Loops



Why Annual Reporting Matters — The Stakes Are Real

gy What SACSCOC Requires

Cire

Documented Outcomes
Every support unit must define measurable

outcomes — not activities, but results.

Strategic Alignment
Outcomes must connect explicitly to institutional

strategies. Implicit connections fail review.

Evidence of Assessment
You must collect data, interpret it, and act on it.

All three — not just one.

Continuous Improvement
The 'Related Unit Improvements' field is the entire

point of SACSCOC assessment.

Anthology = The Record
Every field you fill in becomes the evidentiary

record reviewers use to evaluate your unit.

A\ Cost of a Weak Annual Report

Reviewer revision requests delay the entire
institutional process and increase workload for you
AND IRE.

Vague outcomes trigger SACSCOC findings — which
can escalate to formal compliance concerns.

Missing data plans mean your outcomes can't be
verified — effectively nullifying your unit's
assessment.

'We will continue current practices' as an
improvement is NOT acceptable and always
generates a comment.

A report that reads well but lacks evidence is still a
failed report in SACSCOC's framework.
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The Annual Report — 6 Required Sections

Every annual report in Anthology is built from these 6 components — in this order. Know the structure before you write a single word.

Mission Statement

Alignment with University

State your unit's mission and check which
of MVSU's university mission elements
your unit supports. Required checkboxes
— all must be intentionally selected or
left blank.

/= Shown in Anthology as: Name - Start Date - Unit
Mission Statement text box - Alignment checkboxes - End
Date

© Outcome / Objective 1

7-Section Template (repeated per outcome)
Your first measurable outcome.
Contains all 7 required fields:
Alignment - Instrument - Data Plan -
Target - Interpretation - Was Target
Met? - Improvements.

£/ Each outcome is a separate Anthology entry with 7
required subsections.

© Outcome / Objective 3

7-Section Template (third outcome)

Third outcome using the same
template. Combined units may share
one outcome. Do not duplicate
outcomes — each must reflect a
distinct measurable goal.

&/ IRE recommends 2—3 well-written outcomes over 5
weak ones.

o ® Accomplishments & Challenges

Unit narrative for the reporting year

Describe what your unit achieved
beyond the formal outcomes, and
what obstacles were encountered.
Must include specific examples — not
generic statements.

/= Two separate narrative fields in Anthology:
Accomplishments and Challenges.

© Outcome / Objective 2

7-Section Template (second outcome)

Your second measurable outcome
using the identical 7-section structure.
Most units submit 2—3 outcomes.
Quality matters more than quantity.

£/ Same template structure as Outcome 1 — different
measurable goal.

© Budget Implications

Resource needs tied to your outcomes

State the specific funding required to
achieve or sustain your outcomes next
cycle. This is your unit's direct
opportunity to connect assessment
results to resource requests.

/= Reviewed by leadership — a well-written budget
section is seen by decision-makers.




The Annual Report —

UNIT Mission Statement

Unit Mission Statement
State your unit's mission and check which of MVSU's university mission
elements your unit supports.

Alignment with University Mission
Required checkboxes — all must be intentionally selected or left blank.

O Provides quality undergraduate and graduate programs to a diverse
community of learners

Commitment to teaching

Commitment to learning

Commitment to research

Commitment to service

Enables students to achieve their academic and career goals
Contributes to the betterment of the Mississippi Delta and beyond

a
a
a
a
a
a

=/ Shown in Anthology as: Name - Start Date - Unit Mission Statement text box - Alignment checkboxes - End Date




Your 8-Section

Roadmap

Expected Outcome/Objective

State your expected outcome/objective.

Alignment with Strategic Initiatives
Select which of MVSU's 8 Strategic Strategies this
outcome supports. Must be CHECKED— assumed
alignment is rejected.

** Instrument / Tool / Method
Name the specific tool, survey, or system used to

is flagged.

collect data. Generic language like 'review' or 'assess'

é Data Collection Plan

The WHO, WHAT, WHERE, WHEN, and HOW of your
data. All five must be present. This is the most
commonly incomplete section.

@ Target
A specific, measurable goal stated as a number or
percentage. 'Improve services' is not a target. '85%
completion rate' is.

sl Data Interpretation

What the data means — trends, patterns, why it
matters. NOT a restatement of numbers. Context is
required.

07 4 Was Target Met?

A clear YES or NO. No ambiguous language like
'partially' or 'mostly." If partially — CHECK YES or NO

&) Related Unit Improvements
Specific actions you will take next cycle. Vague plans
(‘continue current practices') are the single most
common revision comment.




Outcome Component Constructing Your OQutcome

ANTHOLOGY Outcome Component 1 OF 8

State your expected outcome / objective.

& Write It A Avoid This ¥ Strong Example
Use this formula: X Too vague — no measurable result m
“Improve department processes." V' Achieve 85% employee training completion rate
by May 15.

X No timeframe attached
Verb / Action:

) ) o "Increase employee satisfaction."
increase - achieve - reduce - maintain - complete

V' Process 100% of travel reimbursements within 10
X Activity — not an outcome business days of submission.

IT / Help Desk

V' Resolve 90% of help desk tickets within 24 hours
during the academic year.

Who or What:

employees - students - processes - completion rate "Conduct training sessions."

By When / How Much: X Unmeasurable language

by May 15 - to 85% - within 10 days
"Enhance the quality of services."




Outcome Component : Alignment with Strategic Initiatives

ANTHOLOGY Outcome Component 2 OF 8

You must EXPLICITLY name which of MVSU's 8 Strategic Strategies your outcome supports. Reviewers will not infer the connection.

Strategy 1 Strategy 2

Thriving Graduates — Changed Lives Embrace and Elevate the Valley Student Experience

Strategy 3 Strategy 4

Reimagine Systems in Service to Students Employer of Choice Strategy

Collaborative & Connected Community: The Campus

Innovative Relationships and Alternative Revenue
and the Delta

Strategy 7 Strategy 8

Strategy 5 n Strategy 6

Reinvent and Realign Transformative Environments




Outcome Component : Strategic Alignment — What Passes vs.
What Gets Flagged

ANTHOLOGY Outcome Component 2 OF 8

X WHAT REVIEWERS FLAG

X Strategic Alignment is missing

* No specific strategy selected
e Reviewers cannot verify alignment
e Generates automatic revision request

v/ WHAT PASSES REVIEW

.4 Selects Strategy 3: Reimagine Systems in
Service to Students, by reducing barriers to
internal process completion for enrolled
students."

Why this passes:

e Strategy checked

e Reviewer can verify without guessing
* No comment needed




Outcome Component :Instrument / Tool / Method

ANTHOLOGY Outcome Component 3 OF 8

This section answers: HOW will you collect your evidence? The tool must be specific enough that a stranger could
replicate it.

X WHAT REVIEWERS FLAG v/ WHAT PASSES REVIEW

2 "We will review data." L4 "Student satisfaction survey administered via
Qualtrics at the end of each service interaction;

X "Data will be analyzed." results analyzed using Qualtrics summary reporting
dashboard."

X "Staff will assess outcomes." £4 "HR training completion records extracted
from Banner system and reviewed against

X "A survey will be used." enrollment rosters by HR Director each semester."
£4 "Focus group conducted by IRE using

Why these fail: _ standardized protocol; results coded using

. w:?cth”::'ri‘gypgg i‘:i;\;\/ho reviews? thematic analysis with NVivo.”

¢ What is the analysis method? )

« Could you replicate this in 2 years? Key rule: Name the tool + who uses it + how results are analyzed.




Outcome Component :Data Collection Plan — The 5-Element

Eramework

ANTHOLOGY Outcome Component 4 OF 8

| Most Frequently Revised
This is the section with the most revision comments institution-wide. ALL FIVE elements are required. Missing even one triggers a
flag.

Who collects the data?

Example: 'HR Director and designated administrative coordinator’

What data is being collected?

Example: 'Training completion percentages by department, disaggregated by role’

Where is the data stored/sourced?

Example: 'Banner HR module; Qualtrics survey database’

When is it collected?

Example: 'End of fall and spring semesters; annually by June 30'

How is it analyzed and reported?

Example: 'Exported to Excel; compared against prior year benchmark; reported to VP'




Outcome Component : Data Collection Plan — Side by Side

X WHAT REVIEWERS FLAG v/ WHAT PASSES REVIEW

X "Data will be collected annually." £4 Complete Plan:

Missing ALL 5 elements: * WHO: Director of Human Resources

e WHO: Not stated

e WHAT: Not described o WHAT: Employee training completion records by

e WHERE: No source named department and role category

e WHEN: 'Annually’ — when exactly?

e HOW: Completely absent e WHERE: Banner HR system and internal tracking
spreadsheet

This one sentence generates more revision comments

than any other field in the template. e WHEN: End of each semester (December 15 and May
15)

e HOW: Reports extracted, compared to prior year,
summarized in narrative for VP review




Outcome Component : Target — Make It Measurable

ANTHOLOGY Outcome Component 5 OF 8

A target must be measurable before the cycle begins. If you cannot determine success or failure at
the end — it is not a target.

X WHAT REVIEWERS FLAG v/ WHAT PASSES REVIEW

X Targets that always get flagged: £4 Targets that pass every time:
"Achieve 85% employee training completion by May 15.“
"Improve services"
"Increase awareness" "Process 100% of reimbursements within 10 business
"Enhance communication" days.”
"Support student success"
"Provide quality training" "Score > 4.0/5.0 on end-of-year staff satisfaction survey."
Why every one of these fails: "Conduct 4 professional development sessions per
e No number = no measurement academic year."
e Cannot determine if met
e Reviewer must request revision Rule: Every target needs a NUMBER and a TIMEFRAME.
e These are intentions, not targets Formula: [Verb] + [Number/Percent] + [By When]




Outcome Component Data Interpretation — Tell the Story Behind

11
ANTHOLOGY Outcome Component 6 OF 8

Data interpretation is not data reporting. Restating a number is not interpretation. Meaning, trend, and context are required.

X WHAT REVIEWERS FLAG v/ WHAT PASSES REVIEW

£4 "Training completion increased to 80%, surpassing
our 75% target. This represents a 12-point gain over last
year, driven by the new supervisor accountability
reminder system implemented in October. However,
new hire completion remains at 61%, suggesting
onboarding integration needs attention in the next
cycle."

X "80% of employees completed training."
X "Survey results showed a score of 3.8."
X "The target was met."

Why these fail:

e Numbers without context are data — not interpretation
e Reviewer cannot determine significance

e No trend information provided

* No explanation of WHY the result occurred

e These answers could belong to any institution

What this includes:

v Result vs. target comparison

v Year-over-year trend

v Reason for the result

v/ Remaining gap identified

v Leads naturally into improvements




Outcome Components & :Was Target Met? + Related Unit

Improvements

Outcome Component 07 | Was Target Met? Outcome Component 08 | Related Unit Improvements

The Rule: YES or NO.
No ambiguity. No 'partially.' No 'mostly.’

This is the SACSCOC section that proves continuous
improvement. It is also the most commonly weak section.

I NEVER Write:
If YES: "We will continue current practices." This signals no

improvement occurred — and reviewers will flag it every

State YES. Then note the achievement and any nuance in
Data Interpretation.

time.
T > NEVER Write:
State NO. Do not hide this. A missed target + strong "We will improve in the next cycle." Vague. No
improvement plan = a GOOD report. specificity. What will you improve? How?
If Partial: £2 Always Write:

Choose YES or NO based on the majority. Explain the

"We will implement X action by Y date, measured by Z
complexity in the interpretation field.

metric, to address the gap identified in [specific finding]."

Remember: £4 strong Formula:

Reviewers respect honesty + a plan far more than vague Action + Timeline + Measurement + Connection to
language that obscures results. Finding. Four components. Always specific.




Combined Unit Submissions — Collaboration Is Not Optional

Some units at MVSU submit jointly. One outcome. One data plan. One submission. Collaboration is required — not recommended.

= ONE_shared outcome written together — not ] Met with partner unit at least once before drafting

duplicated from two separate docs
Gl ONE shared data plan — both units named in the O Agreed on which Strategic Initiative to align
‘ WHO section

ONE Anthology submission — one unit enters, O Defined WHO does the data collection (both units
[ named)

both approve
==  SAME deadline — no extensions because one [] Set a shared target both units can measure
partner is late
L Both units share credit for the outcome — AND O Determined who enters the submission in Anthology
““ share accountability for its quality

1 Both unit heads have reviewed before submission




— Often Overlooked, Always Evaluated

The Anthology template also includes 2 closing sections that many units under-complete. These are not optional fields.
*Note: Accomplishments & Challenges are in the same section within the template. Be sure to complete each one separately.

- X Weak: 'We completed our goals and served our £4 strong: 'Processed 100% of travel reimbursements
. students.’ within 5 days (target: 10 days). Launched new onboarding
: portal serving 143 new employees. Achieved 90%
S This tells reviewers nothing specific. satisfaction on HR services survey — highest in 4 years."'
X Weak: 'We faced some staffing issues and £4 strong: 'Staff vacancy in compliance role (March—August)
budget constraints."' created 6-week delay in policy update cycle. Banner system
Challenges downtime impacted data extraction for Q2 reporting. Both
Vague. Reviewers cannot act on this. issues documented with mitigation steps.'
N X Weak: 'Additional funding would help us £2 strong: 'Achieving the 85% training target in 2025-26
improve.' requires $8,500 for LMS licensing renewal. Without this,
Budget completion tracking reverts to manual Excel, increasing error
LIEEHELERE This is the weakest possible budget statement. risk and administrative burden by est. 12 hrs/cycle."




Full Worked Example: One Complete Outcome — HR Unit

This is what an approved, reviewer-comment-free outcome looks like when all 8 Outcome Components are completed correctly.

8§01 Objective & § 02 Strategic Alignment

Objective To reduce onboarding friction by increasing
employee training development opportunities.
Strategy 4: Employer of Choice Strategy

Eg?ng?éﬁéﬂtfégéﬁéﬁt%% — 5 points below target but 12

points above last year. Gap concentrated in new hires
(61%). Supervisor reminders increased engagement

cianificanth
Sterreartrys

§03 Instrument / Method

Banner HR training completion module and Qualtrics
employee satisfaction survey (end-of-year).

§04 Data Collection Plan
WHO: HR Director - WHAT: Training completion rates by

dept. - WHERE: Banner + Qualtrics - WHEN: End of each
semester - HOW: Report extraction - comparison - VP
narrative

8§07 Was Target Met?

NO — 80% achieved vs. 85% target. Gap identified and
documented. Improvement plan initiated.

8§05 Target

Achieve 85% training completion rate by May 15 of the
current academic year.

§08 Related Improvements

Integrate training reminders into new hire onboarding
checklist (by August 1). Add supervisor accountability metric
to next-cycle target. Track new hire sub-group separately.




The Top 5 Revision Triggers — Eliminate These & Your Report Is 90% There

These five issues account for the majority of reviewer comments received at MVSU. Fix these in your draft before you submit.

Missing Data Collection Elements
A\ Only 1-2 of the WHO/WHAT/WHERE/WHEN/HOW elements

present.

B FiIX: Write all five as separate labeled
sentences.

Vague or Missing Target
A\ 'Improve,' 'increase,' 'enhance' — no number attached.

B FiX: Formula: Verb + Number +
Timeframe. Always.

No Strategic Alignment Named
A\ 'Our unit supports student success' — no strategy named.

B r1X: Copy the exact strategy name and
number from the template.

Data Restated, Not Interpreted
A\ 'Score was 3.8." Full stop. No meaning provided.

B r1X: Add: compared to what, why it
happened, what it means.

'Continue Current Practices' Improvement
A\ This phrase is a red flag to every SACSCOC reviewer.

B r1X: Name a specific action, timeline,
and measurement metric.




Inside the Reviewer's Mind — What IRE Looks for First

Understanding the review process helps you write for your audience. Here is exactly how your report is evaluated.

Can | find all 6 sections?

Reviewers first check completeness. Missing sections are flagged before any content is evaluated.

Is the target measurable?

If there is no number, the outcome cannot be assessed. This triggers an immediate revision request.

Does the interpretation explain the data — or just restate it?

Reviewers look for meaning, trend, and context. A number without explanation fails this check.

Is the improvement specific and actionable?

'‘Continue current practices' is the single phrase most likely to generate a comment. Every reviewer knows it on sight.

Does the whole outcome tell a connected story?
Strong reports read like a narrative: we aimed for X, we measured it this way, we found Y, here is what we learned,
here is what changes.




Pre-Submission Checklist — Your Last Line of Defense

Run through this checklist on every outcome. Complete the FINAL CHECK before submitting. If any box is
unchecked — do not submit.

§01 & § 02 — Objective & Strategic Alignment §06 — Data Interpretation
-Stated the outcome: -Explained what the data MEANS — not just what it
used the formula — [VERB] + [WHO/WHAT] + [BY WHEN] says.
-Marked at least (1) of MVSU's Strategies that aligns -Included comparison to target and a trend or reason.

8§07 — Was Target Met?
Selected YES or NO

8§03 — Instrument / Method
-Named a specific tool or system (not just 'review' or

'survey’).
-Explained who uses it and how.

8§08 — Unit Improvements
Named a SPECIFIC action, with a timeline and

measurement. (Does NOT say 'continue current

§04 — Data Collection Plan

All 5 elements present: WHO - WHAT - WHERE - WHEN
- HOW. (Each answered in a separate sentence.)

practices.)
8§05 — Target Final Check . .
“Included a number (rate, count, or score) AND a Indicated Unit’s I.\/I|s§|on & Alignment, Accomplishments & Challenges,
. and Budget Implications.
timeframe. ] Read the entire plan/report aloud. Does it tell a complete, connected
-Followed Verb + Number + Timeframe formula. story? Could a stranger understand it?




Aligned.
Measurable.
Defensible.

That is the standard for every MVSU annual report.

@ IRE in Motion
Empowering Data. Elevating Purpose. Ensuring
Progress.

IRE is not just your reviewer — we are your partner.

Office of Institutional Research & Effectiveness | Mississippi Valley State University | Anthology-Aligned | SACSCOC Compliant

Email

CANDACE CARTER STEVENS, PhD
Assistant Vice President
Institutional Research and
Effectiveness
Accreditation Liaison
SACSCOC
Sutton Administration Building,
Suite 445

662.254.3145

Office Hours
Monday —Friday
9:00 am-3:00 pm

Drop-in for

template
guestions

Checklist

Pre-Submission
Checklist is available
on the IRE web page

Training Sessions
Training will be
hosted, as needed,
for support unit
leads.



mailto:ccarter@mvsu.edu
http://www.mvsu.edu/IR

DEADLINES

Annual Reports and Plans
*Prior Reports -
*(Current Year) Report — Due April 15**
*(Upcoming Year) Plan Section — Due October 31**

*Submit via Online System
**Due dates are subject to change each year due to budget hearing dates.

Office of Institutional Research & Effectiveness | Mississippi Valley State University | Anthology-Aligned | SACSCOC Compliant




THANK YOU!

PLEASE COMPLETE THE SURVEY USING THE QR CODE OR LINK.

https://www.surveymonkey.com/r/T73T9VX

Office of Institutional Research & Effectiveness | Mississippi Valley State University | Anthology-Aligned | SACSCOC Compliant
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