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Entering Your PEARL Plan 
Step-By-Step Guide 

Office of Undergraduate Studies 
Updated Fall 2009 

 

1. Go to http://pearl.unl.edu 
 

2. Log in 
If you have already been “added” to the PEARL system, login using your blackboard 
username and password on the left side of the screen 
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If you have logged in correctly, you will see something like the figure below: 
 

 
 
The resources section includes tools and links that will help you as you put your PEARL plan 
together. These include, “Best Practices University Wide”, which identifies exemplars from 
other programs, “Research Instruments and Evaluation Forms”, which lists rubrics, surveys, 
and other assessment instruments shared by other programs, and the PEARL Guidebook. The 
current Assessment Rubric for peer review and other resources can be found by clicking on 
“Additional Resources”.  
 
Near the bottom of the screen, you will see a series of boxes, one of which is highlighted in 
yellow. This tells you your plan’s PEARL “phase.” In the above example, the program is on 
the “Programs input plan” phase.  

 

3. Entering your PEARL plan 

A. Above the name of your program and left of the timeline, there is a small button that 
reads, “Edit.” Click on this button.  

 

Resources section 

“Programs input plan”
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You should now see something similar to the following: 

 

The yellow box gives you some instructions on what should be done during this phase.  
Do NOT click on “Finalize Changes and Lock this Step” until you are completely finished 
with this PEARL phase! (If you do, you will need to contact a PEARL steering committee 
member to fix the problem.)  

 

4. Adding department and program mission 
The first step is to add your department and program mission to the PEARL “cover page”.  

B. Click on the button that reads, “Edit” next to the text “General Plan Information” (see 
figure above). 

“Finalize Changes and Lock this Step” 
‐ Do NOT click here until you are 
completely finished entering your 
feedback.
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C. The “Save changes” button will save your work as you update the cover page (see below). 
The “Cancel” button will NOT save your work. You are not able to change the mission of 
the university or the colleges as these statements have been entered automatically.  
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D. Scroll down until you see the blanks for the department mission and program mission. 
You may type the mission directly in these boxes, or copy and paste from a text file (these 
boxes will read HTML code). 

E. You may also enter information into the other boxes provided if it is appropriate for your 
program (not all programs / departments have items to post in these additional boxes). 

F. If you are happy with the changes you have made, click on “Save changes” (available at 
the top and bottom of the cover page) (if not, click “cancel”). You will return to the 
program plan page and your changes to the cover page will be visible.  

 

5. Adding assessment activities (outcomes) to your PEARL plan 
Next you will add assessment activities (or outcomes) to your plan. Programs are asked to 
have at least 3 outcomes; more outcomes may be included as needed. 

A. On the program plan page click on the button in the yellow box that reads, “Add New 
Assessment Activity” (see figure below). 
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B. You will need to select the ‘type’ of activity you would like to add. At this time, PEARL is 
working only with student learning outcomes, so you should note that this type is already 
selected, and click “add.” 

 
 
 
 
C. As before, “Save 

changes” will save 
your work on this 
page. “Cancel” will 
take you back to 
the program plan 
page without 
saving. You may 
type or copy and 
paste your plan 
components into 
the appropriate 
boxes (these boxes 
accept HTML 
code).  

 
D. Once you are 

satisfied, click 
“save changes.” 
You will return to 
the assessment 
plan page. Repeat 
step 11(a - d) until 
you have added all 
of your outcomes. 

“Student Learning/Development” 
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6. Adding supplemental materials (i.e., ‘attachments’) 
Once you have created an activity, you might want to attach a document or file to it. The 
purpose of attaching a supplemental document is to share assessment instruments, data 
summaries, or other information relevant to your assessment work with the Peer Reviewers 
and other Program Leaders. These supplemental materials will be shared with other programs 
through the resource section, so do not include any identifiable student information. If 
possible, please convert your supplemental documents to PDF files before attaching them to 
your assessment activity. 

 
On the PEARL plan page, you will see your cover page and below that, your PEARL 
outcome(s), which will look something like this: 

 

 
 

A. To add a supplemental material to assessment activity 1, click on the button that reads, 
“Add Supplemental.” 

 
 
 

(Instructions for attaching supplemental materials continue on page 8)
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B. Your choices are to either “upload” a document or to post a link to an existing website. 

To upload a document: 
a) Select the type of supplemental material from the dropdown list in the top section. 

This will identify the material so others can find it (e.g., scoring rubric, survey, etc.).  
b) Next type in a name for the instrument (e.g., Penn Department Scoring Rubric). 
c) Click on “Browse” and identify the file on your computer to upload.  
d) Click “Upload!”  

 
 

To add a link: 
a) Select the type of supplemental material from the dropdown list.  
b) Type in a name for the link.  
c) Type in the website (URL) for the link (the link must start with http://).  
d) Click on “Add Link!”  

 

Dropdown list

“Browse” to find 
your file, then 
“upload” 

**Note that the button 
marked, “Confidential” does 
not always work correctly 
and should be ignored. As a 
general rule of thumb, do 
NOT post any supplemental 
material that contains 
identifiable student 
information including social 
security numbers or student 
ID numbers.  
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7. Completing the process 
A. When you are completely done entering outcomes and attaching supplemental materials, 

click “Finalize changes and lock this step.”  
B. You will receive a warning. Click “OK”. 
C. Your plan will be advanced to step 2 and is now ready to receive feedback from the Peer 

Reviewers.  
 

 
 

“Finalize Changes and Lock this Step” 


