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How to Create a Program 

 

Step 1: Log into your HelioCampus (AEFIS) account 

 

Step 2: Click the three-line menu at the top left to open the Main Menu. 

 

 
 

 

Step 3: Navigate to the "Assessment" section in the Main Menu, then select "Programs." 

 

 
 

 

Step 4: Click the blue "Add Program" button in the top right corner. 

 

 
 

Step 5: A pop-up window will appear with fields to complete: 

• Program Name (e.g., Minor in Archery, BS in Archery, MA in Archery) 

• College 

• Department 

• Associated Degree (optional) 
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Step 6: After completing all required information, click the blue "Add Program" button.  
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Establish or Revise Details for Program 

 

Step 1: On the newly created program's main page, select the "Details" tab from the left-hand 

panel. 

 

 
 

Step 2: You can change the program name if needed. 

 

Note: Changing the college/academic unit or department/academic division will 

delete all outcome sets, outcomes, and related curriculum mappings associated with 

those outcome sets. 

 

 
 

Step 3: (Optional) Enter the Program Mission Statement in the provided text box, then click the 

blue Save button. 
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Step 4: To add a Program Coordinator, click the blue icon with the white plus sign. 

 

 
 

Step 5: Search for the desired Program Coordinator by entering their name or TCU email. 

 

 
 

Step 6: Once the correct user is found, click the blue Add User button. 

 

Note: Only the first Program Coordinator can be added through the Program Details 

screen. To add more coordinators for programs in Draft status, use the User Accounts 

settings if your user role permits adding user permissions. 
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Establish or Revise Settings for Program 

 

Step 1: Select the Settings tab from the left-hand panel. 

 

 
 

Step 2: Under the Outcome Mapping and Measurement section, select This program utilizes 

Student Outcomes (not Student Outcome Learning Indicators). 

 

 
 

Step 3: After adjusting the necessary settings under the Outcome Mapping and Measurement 

section, click the blue Save Settings button. 

 

Step 4: The Program Development Levels (PDL) section may show options for modification, 

but these settings should not be changed. They are typically controlled at the institutional 

level. 

 

Step 5: Under the Proficiency Scale section, you may see options to adjust scale levels and names. 
These settings are typically controlled at the institutional, college, or department level and 
should not be changed unless authorized. 

 

To make changes (if permitted): 

• Use the Scale Level slider to set the number of rubric levels. 

• Enter the desired Scale Level Name and select a color for each proficiency level. 

 

If you cannot modify these settings but believe changes are needed, contact your 

institution's HelioCampus (AEFIS) Admin. 
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Step 6: After making any authorized changes under the Proficiency Scale section, click the blue 

Save button. 

 

Step 7: Under the Performance Goals section, set the default performance goal for reporting 
purposes: 

• Use the Performance Goal slider to set the target percentage (e.g., 60%). 

• Choose the desired Rubric Level that participants should achieve based on the set 

threshold (e.g., Proficient). 

 

Note: These are default settings for rubric-based assessments. The standard performance 

goal is for 60% of participants to achieve at least the Proficient level. 

 

If you cannot modify these settings but believe changes are needed, contact your 

institution's HelioCampus (AEFIS) Admin. 

 

 
 

Step 8: After setting the default performance goals, click the blue Save Goals button. 

 

Step 9: Set the Assignment Proficiency Scale Threshold to define how HelioCampus (AEFIS) 
converts raw scores into proficiency levels. 

 

If you cannot access these settings but believe changes are needed, contact your 

institution's AEFIS Admin. 
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Step 10: Under Program Assessment Settings, leave the default setting as-is. When this setting 

is off, Course Learning Outcomes (CLOs) are not assessed separately when mapped 

directly to a program outcome. These settings can be enabled later if needed. 

 

Step 11: Under Assignment Sample Settings: 
• Toggle Enable Student Assignment Samples to On. 

• Use the Assignment Groups slider to set the number of groups. 

• Enter labels for each group (e.g., Above Average, Average, Below Average). 

 

 
 

Step 12: After configuring the Assignment Sample Settings, click the blue Save Assignment 

Sample button. 
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Add and Delete Outcomes 

 

ADDING 

 

Step 1: Select the Student Outcomes tab from the left-hand panel. 

 

 
 

Step 2: Click the blue Edit button in the top right corner. 

 

 
 

Step 3: Select the +Add Outcome button in the top left corner. A pop-up window will appear to 

enter: 

• Outcome Name 

• Outcome Code 

• Outcome Description 
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Step 4: Click the blue Save button after entering the information. (Example of a student learning 

outcome below; click the grey pencil icons next to a section to edit specific details if 

needed.) 

 

 
 

 

DELETING – Repeat Steps 1 and 2 to delete outcomes. 

 

Step 1: Repeat Steps 1 and 2 from the "Adding Outcomes" section 

 

Step 2: To delete an outcome, hover over the blue icon with three vertical dots next to the 

outcome. 

 

 
 

Step 3: Click the red trash can icon, then confirm by selecting the red Delete button in the pop-

up window. 
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Add Educational Experiences: 

 

Step 1: Select the Educational Experiences tab from the left-hand panel. 

 

 
 

Step 2: Click the blue +Add Category button in the top right corner. 

 

Note: Educational Experiences are categories used to organize courses. 

 

 

Step 3: Find the newly added category, hover over the blue icon with three vertical dots, and 

select the Add Experience icon. 

 

 
 

↓ 

 

 
 

 

 

 

 

 

 

 

 

 

(Cont.) 



11 | P a g e  
 

Step 4: Select the desired course(s) by using the College, Department, and Subject Code drop-

down menus. 

 

 
 

Step 5: Choose the course(s) from Available Experiences, then click the blue right arrow to 

move them to Selected Experiences. 

 

Step 6: Click the blue SAVE button. 
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How to Relate Outcomes to Courses on the Mapping by Course Screen: 

 

Step 1: Select the Mapping by Course tab from the left-hand panel. 

 

 
 

Step 2: Click the blue Edit button in the top right corner. 

 

 
 

Step 3: Program Learning Outcomes will appear on the left. Drag and drop the desired outcome 

into the corresponding course row. 
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Step 4: To change the Development Level, select the appropriate level tab in the top left corner, 

then repeat Step 3. 

 

 
 

Step 5: Click on a mapped outcome to open a side pop-up window, where you can: 

• Adjust the Performance Expectation using the slider. 

• Change the Development Level of the outcome. 

• Toggle Display this mapping on course syllabi. 

• Toggle Allow this mapping to be assessed (if off, the outcome will only be taught). 
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How to Relate Outcomes to Courses using the Mapping by Outcome Screen: 

 

Step 1: Select the Mapping by Outcome tab from the left-hand panel. 

 

 
 

Step 2: Click the blue Edit button in the top right corner. 

 

 
 

Step 3: Courses from Educational Experiences will appear on the left. Drag and drop the 

desired course into the corresponding Learning Outcome row. 
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Step 4: To change the Development Level, select the appropriate level tab in the top left corner, 

then repeat Step 3. 

 

 
 

Step 5: Click on a mapped outcome to open a side pop-up window, where you can: 

• Adjust the Performance Goal using the slider. 

• Change the Development Level of the outcome. 

• Toggle Display this mapping on course syllabi. 

• Toggle Allow this mapping to be assessed (if off, the outcome will only be taught). 
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Enable Program Assessment 

Steps for Assessment Setup in HelioCampus (AEFIS): 

 

Step 1: Log into your HelioCampus (AEFIS) account. 

 

Step 2: Click the three-line menu in the top left corner. 

 

 
 

Step 3: Navigate to Assessment, then click on Programs. 

 

 
 

Step 4: Use the +Add Filter option or the search bar to find the desired program. 

 

Step 5: Click Manage in the corresponding row of the program on the right-hand side. 

 

 
 

Step 6 (Optional) If the program is not already in Revision or Draft status, click the blue Revise 

button in the top right corner.* 

 

Step 7: Select Settings from the left-hand panel. 

 

 
 



17 | P a g e  
 

Step 8: Toggle Enable Assessments for this program to On. 

 

 
 

Step 9: Choose the term when you want to start collecting assessment data from the What Term 

Type(s) would you like to align for program assessment(s)? drop-down menu. 

 

Step 10: Select the term for initial data collection from the What Active or In Progress 

Term(s) would you like to initially generate program assessments for? drop-down 

menu. 

 

Step 11: After making all desired changes, click the blue Save Assessment Settings button. 

 

Step 12: If the curriculum map is complete and ready for assessment, click the blue Publish 

button in the top right corner. 

• Note: At least one course section related to the program's curriculum map must be 

offered and published in the term when you initiate the assessment. 
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Step 13: Select the Assessment menu item from the left-hand panel. 

 

 
 

Step 14: Click Manage next to the corresponding assessment. This will direct you to the 

program's Assessment Home Page. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

For questions or assistance with HelioCampus (AEFIS), please contact: 

Jon McGuire 

Office of Institutional Effectiveness 

Primary Contact for HelioCampus (AEFIS) Support 

jon.mcguire@tcu.edu | 817-257-1095 


