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What is the Annual Report System?
• The system is a homegrown software tool, built by the 

University to facilitate departmental planning activities:
• Create a mechanism for departments to build departmental plans 

by setting annual goals and identifying resource needs
• Reporting on the progress of those goals and assessment 

activities 
• Link their goals to the University’s strategic plans, college plans, 

and other tactical plans (part of the Planning & Institutional 
Effectiveness Model)

• Provide a broad overview of their activities and achievements 
over the past year, and reflect on emerging needs for the years 
ahead

• Submit requests for staff positions and funding, linking those 
requests to the University’s strategic and division and college 
plans 

http://www.scranton.edu/pir/planning/index.shtml
http://www.scranton.edu/strategicplan


Who Completes Annual Reports?
• Annual reports are completed by all academic department 

chairs and administrative department heads. Typically, if you 
have a budget line, you have an annual report to complete.

• The individual tasked with completing the report is called the 
“owner.”
• Owners can designate one additional “preparer,” someone they 

would like to have help them put data into the system (often an 
administrative assistant or secretary) and multiple “reviewers,” 
people they would like to see the content of the report. 

• Once the owner submits the report, it is sent to the individual 
next in line in their administrative oversight (for academic 
department heads, this “receiver” is the Dean of their college; for 
administrative department heads, this is usually their supervisor 
or Vice President, if they directly report to that individual). This 
person will “accept” or “reject” the report. 



What does the Report look like?
• The Annual Report is designed in four sections. Each section has subsections. 

• In Section 1, data is submitted related to the current year (progress on goals and assessments 
from the year we’re currently in)

• In Section 2, data is submitted for the following year( new or revised goals and planned 
activities)

• In Section 3, data is submitted for the fiscal year that follows (projected or planned activities, 
budget and staffing requests)

• Funding requests are submitted in this manner to line them up with the respective budget cycle, 
which follows the University’s fiscal year (June to June). For example, if you are submitting a 
report for the 2012-13 fiscal year, funds for the 2013-14 fiscal year have already been determined 
and allocated using data submitted in last year’s report. So, you are now requesting funds for the 
2014-15 fiscal year. 

• Although both follow this general template, there are some slight differences between 
Academic annual report and Administrative annual report:
• The academic annual report includes a section for the department’s Faculty Hiring Plan
• The academic annual reports includes resources for submitting program assessment data and 

plans. Department chairs should check with their Dean or the Director of the OEA regarding 
specific processes for assessment reporting for their department/program(s) as these may 
have changed since the launch of the system. 

• The academic annual report includes an optional section to gather faculty scholarly activity. 
Note that this section is optional – most faculty submit their scholarly activity directly to the 
Office of Research and Sponsored Programs via a link on the Faculty tab on the my.scranton
portal. 



Who Sees the Report?
• Each report owner can identify some individuals to allow access to – preparers 

or reviewers. 
• Only the report owner can make these assignments – not the Planning & 

Institutional Effectiveness Office. 
• The assignments can be made, and then changed or removed whenever the 

individual owner wishes to.
• Once submitted, the report is seen by the receiver (again, the owners dean or 

supervisor, or VP). This individual must review and choose to accept or decline 
the report. 

• The Planning & Institutional Effectiveness Office can access all reports, for three 
purposes:
• To assist in maintaining the system and troubleshooting problems when they 

arise.
• To gather data from the report related to departmental planning in support of 

strategic and tactical planning, and the preparation of annual strategic plan 
progress reports. 

• To draw program assessment data from the system for institutional student 
learning assessment analysis and reporting. Any assessment information 
submitted via the Annual Report system is shared with the Director of the Office 
of Educational Assessment (OEA). 

The Office of Finance accesses relevant sections of the annual report to draw 
resource request data. 



What Happens After the Report is 
Submitted?
• Once the owner submits the report, they cannot make additional 

changes
• It is recommended that the owner talk about their report with their 

dean or supervisor/VP as it is being prepared.  This creates dialogue 
between both parties regarding appropriate goals, budget requests, 
etc. 

• The owner will receive an automatically generated email that their 
report has been submitted to their dean or supervisor/VP. 

• That individual will then access the report, review it, and decide to 
accept or decline it. 
• It is recommended that the individual and the report owner meet to 

discuss the report. 
• If they accept it, no more needs to be done by either party.  

Approved reports then move on up to the individual’s Vice President 
(if that VP was not the direct receiver).  In the case of academic 
departments, this is the Provost. 

• If the report is declined, the owner will have an opportunity to 
review and revise the report, and submit it again.  



More of What Happens After the Report 
is Submitted...
• Vice Presidents use the reports submitted within their divisions to 

prepare their own annual reports to the President. These are due in 
early August. 

• The Office of Finance gathers all budget and staffing requests from 
all reports.  These are used in informing the development of the 
budget for the next fiscal year. 
• Annual report owners should talk with their Dean, VP about what 

requests are funded, and which are not, as the budget is finalized. 
• The Planning & Institutional Effectiveness Office begins to identify 

key achievements in the reports that relate to the University’s 
strategic plan. This information is used to develop the University’s 
annual strategic plan progress report. 

• Planning & IE also draws any program assessment information 
submitted to share with the OEA for institutional student learning 
assessment purposes. 



General Annual Report Timeline
• Specific dates vary by year.  The general timeline for the process:

• The Annual Report System opens in the first Monday in April
• Reports from Academic departments are due in early to mid June

• This is to ensure that reports are done and available for meetings 
between the department chairs, their dean, and the Provost during the 
month of June;

• That departments have an opportunity to also review and update 
assessment reports and plans that may be submitted separately; and to  

• Facilitate the preparation of reports at the college level by the Deans. 
The Deans reports are due to the Provost by the end of June. 

• Reports from Administrative departments are due at the end of June.
• Vice President’s reports are due to the President in early August
• The system shuts down by in early September. No changes can be 

made to any Annual Report after that.  



How to Access the System 
• The system is available through the secure my.scranton portal. 
• Enter the my.Scranton portal via the Internet Explorer or 

Firefox browsers. 
• To access the system: 

• Log into my.scranton
• Click the “Home” tab
• Find & click on the “University Links” channel on the right hand 

side. 
• Find the “Annual Report System” in the Administrative Links 

channel, top right hand side
• Click the “Annual Report System” link to open the system. 
• You will then see the main menu for the system. The next slide 

shows what this looks like. 

http://www.my.scranton.edu/


The System Main Menu
• The Access Control button 

lets you add a preparer or 
reviewer. 

• The Prepare/Edit button 
lets you work in the annual 
report

• The Review Report button 
allows you to review 
reports for which you are 
the receiver. Only 
individuals who must 
receive (and approve) 
reports have this button. 

• The Submit Report button
is for you to submit the 
final report. 

• The Exit button closes the 
system. 



Outline of the Academic 
Annual Report 



Outline of the Administrative 
Annual Report 



Questions & Help 
• General information about the system is available on the 

Planning & Institutional Effectiveness web site:
http://www.scranton.edu/pir/planning/AnnualReportSystem/
annualreportindex.shtml
• Here you will find:

• More detailed instructions & guidelines for Academic and 
Administrative reports 

• The Annual Report system timeline & hard dates for submission
• Information about where to go for help with specific questions or 

problems, and a list of frequently asked questions
• Announcements about changes to the system

• For general questions, contact Kate Yerkes at 
kathryn.yerkes@scranton.edu, or call 941-6567.

http://www.scranton.edu/pir/planning/AnnualReportSystem/annualreportindex.shtml
mailto:kathryn.yerkes@scranton.edu


More Help 
Technology Support Center (TSC): For questions related to access, 
navigation, system requirements, editing content, printing, or other 
technical issues. Email: techsupport@scranton.edu, or call 941-4357

Finance/Budget: For questions related to sections requesting budget 
& resource requests. 

• Budget: email: patrick.donohue@scranton.edu, or call 941-4072
• Information Technology: email susan.bowen@scranton.edu, or call 

941-7228

• Student Learning Assessment Support: For questions about 
academic program, general education, or institutional learning 
outcomes assessment reporting. Contact: Dr. Mary Jane DiMattio, 
Director, Office of Educational Assessment via 
email: assessment@scranton.edu or call 941-7628

mailto:techsupport@scranton.edu?subject=Annual%20Report%20Question
mailto:patrick.donohue@scranton.edu?subject=Annual%20Report%20Question
mailto:susan.bowen@scranton.edu,
mailto:assessment@scranton.edu


More Help 
• Office of Research and Sponsored Programs: For questions 

about the Faculty Scholarly Activities section of the Academic 
Annual Report. Email: tabbi.miller-scandle@scranton.edu, or 
call 941-6353

• Office of Institutional Research: For questions related to 
University or department/program data. 
Email: robyn.dickinson@scranton.edu, or call 941-6592

mailto:tabbi.miller-scandle@scranton.edu?subject=Annual%20Report%20Question
mailto:robyn.dickinson@scranton.edu
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