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Nuventive Solutions Premier – User Guide
Administrative Divisional/ Unit Plans and
Results

1 Navigate to https://solutions.nuventive.com/

https://scribehow.com
https://solutions.nuventive.com/
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2 Click "Sign in"

3 Select your unit from the dropdown menu in the middle top of the screen
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4 Click here to open the Navigation menu

5 Click "DIVISION / UNIT PLANS AND RESULTS" from left Navigation menu
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6 Click on the green plus icon “+” on the far right of the header row to add a new
goal OR click three vertical dots to the far right of the goal name and open the
goal you wish to edit/report results (See also Step 13 to edit goal).

7 Click the UNIT GOAL TAB, add/revise the Goal name, Unit Goal, Goal Status, Goal
Year(s), Initiatives, or other fields as needed. Enter Goal Name and Unit Goal.
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8 Make Goal Status active or change to other type (e.g., make a goal inactive,
complete, or on hold, if needed), by selecting Goal Status and using the dropdown
to choose the appropriate status

9 Add relevant Goal Year(s) for enduring goals that span multiple years
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10 Label/enter Initiatives with the appropriate year (e.g., 2024-25, 2025-26) OR list
under "Action Plan For Next Year (Initiatives)*" field (See RESULTS, ANALYSIS,
ACTIONS - Step 26)

11 Click the "Additional Resources Needed" field and identify any additional
resources you will need to achieve this goal
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12 Add start/end date as applicable and then click "Save", the green button at the top
of the screen, when finished and Close

13 Click the three vertical dots to open/edit/add results to an existing goal. You may
also double click on the goal to open it. Make changes and then click “Save” when
finished and Close
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14 Click MEASURES TAB to add or revise measures and targets

15 Click on the green plus icon “+” on the far right of the header row to add a new
measure or click on the three vertical dots to the far right of the goal name (below
the green plus icon) to edit measures/targets.
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16 Add/revise the Measure Status, Measure, Target(s), or Notes. Select “Measure
Status” and use the dropdown to choose active or change to inactive status, as
appropriate

17 Enter clear “Measures” of unit success and “Targets” that are specific and
measurable to identify the criteria for success of this particular goal (e.g., increase
participation or completions by 5%). Enter additional information in “Notes” and
add “Related Documents”. See Steps 28-33 on relating documents. Click "Save",
the green button at the top of the screen, when finished and Close.
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18 Click on RESULTS, ANALYSIS, ACTIONS TAB

19 Click on the green plus icon “+” on the far right of the header row to add a new
result/analysis/action or click on the three vertical dots to the far right to
open/edit result/analysis/action. NOTE: Add new results for each year – do not
overwrite/edit the previous year’s results.
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20 Click "Hide Details" if desired

21 Use the drop down to change the Reporting Period
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22 Click the "Report on Prior Year’s Actions *" field and enter the actions/initiatives
that you actually implemented during the year for which you are reporting results

23 Click the "Resources Allocated to Implement Prior Year's Actions *" field. Describe
the budget ($ allocated) to the goal/initiatives and other personnel, equipment,
and facilities allocated beyond existing resources.
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24 Click the "Result and Analysis *" field. Report results data consistent with stated
measure. Explain what the results mean or what you learned from the data.

25 Enter Conclusion (select Target met/target not met from dropdown)
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26 Click the "Action Plan For Next Year (Initiatives) *" field. Connect results data to the
actions that you will take next year – explain how the data informs actions in order
to reach next year’s target. Enter actions whether or not target was met.

27 Click the "Resources Needed/Expected to Implement Next Year's Actions
(Initiatives) *" field and state what resources you need beyond current staffing,
technology, facilities, and operating budget
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28 Click on the green plus icon “+” under Related Documents to link supporting
documentation (e.g., survey or assessment instrument, etc.)

29 Navigate to the folder containing the document
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30 Click this checkbox next to the document you wish to relate

31 Click "Attach"
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32 Click this icon to upload a new document from your local computer

33 Click Choose File, add the document, and then click "Save". See Steps 44-49 on the
document repository.
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34 Click "Plan Progress Report" to run your unit’s report in Nuventive

35 Select appropriate Goal Status and Goal Year(s)/Reporting Period from the
dropdowns
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36 Click "Run Report"

37 Click here to download a word document of the report
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38 Click "File".

39 Select the icon for the file format in which you want to download your document.
Word is the default.
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40 Click "MAPPING" to map unit to divisional/institutional goals

41 Click the dropdown to choose goal type for mapping
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42 Click in each table cell where the Strategic Priorities and Core Commitments (in
column) map to the Unit Goals (in header row)

43 Click "Save" when finished
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44 Select “DOCUMENTS” from the left navigation bar to set up document repository

45 Click this icon to add a new folder
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46 Name the folder, for example "AY25-26". Click "Save"

47 Click any folder you would like to add a document to
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48 Click on the paper plus icon “+” on the far right to Upload New Document

49 Browse, select file (supporting documentation), and click the green Save button


