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About Engineers Canada’s accreditation process

In 1965, Engineers Canada established the Canadian Engineering Accreditation Board (CEAB) to
accredit Canadian undergraduate engineering programs. The purpose of accreditation is to identify
to the member engineering regulators of Engineers Canada those engineering programs whose
graduates are academically qualified to begin the process to be licensed as professional engineers
in Canada.

An accreditation visit is undertaken at the invitation of a particular institution and with the
concurrence of the association having jurisdiction. A team of engineers is assembled under the
direction of a current or recent Accreditation Board member. A detailed Questionnaire is
completed by the institution and shared with the visiting team prior to the visit. During the visit, the
team examines the quality of the students, the academic support and staff, the curriculum, and the
educational facilities. The visiting team reports its findings to the Accreditation Board which then
makes an accreditation decision. It may grant (or extend) accreditation of a program for a period of
up to six years or it may deny accreditation altogether.

About Tandem

Welcome to Tandem, Engineers Canada’s new data management system, which supports
engineering education program accreditation and the annual Enrolment and Degrees Awarded
Survey. Tandem is a key element of the Accreditation Improvement Program (AIP), a coordinated
effort to improve stakeholder consultation, communication, training, improvement processes, and
the technical platforms involved with the accreditation system and the Enrolment and Degrees
Awarded Survey.

Tandem has been developed to support the work of stakeholders within the accreditation system to
facilitate document submission, review, and record-keeping of the materials required to complete
an accreditation visit.

About this User Guide

This User Guide is intended for Higher Education Institution (HEI) representatives who are involved
in the preparation and submission of materials for a CEAB accreditation visit.

About accessibility

Engineers Canada is committed to ensuring equal access and participation for all people. We are
committed to treating people with disabilities in a way that ensures their dignity and independence.
We believe in integration, and we are committed to meeting the needs of people with disabilities in
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a timely manner. We will do so by removing and preventing barriers to accessibility and by meeting
or exceeding the accessibility requirements established under Ontario’s accessibility laws.

If you have any questions, comments, or feedback regarding the accessibility or usability of
Tandem, or need help accessing Tandem, please contact the Tandem system administrator at:
accreditation@engineerscanada.ca.

About data storage and encryption

Data entered in Tandem is stored in an Amazon Web Services (AWS) data center located in Canada
and is securely encrypted at rest.

Timeout of the system

For security purposes, the system will automatically log out users after a period of three days.
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Glossary of terms

This glossary defines important terms that are used within Tandem.

Application
Once an institution has submitted a Request for Accreditation (RFA) to the CEAB Secretariat, the

system administrator opens an “application” in Tandem. An application contains all program(s)
and program option(s) for which an institution is requesting accreditation in relation to a specific
visit cycle. An application is closed when the final accreditation decision has been made, and the
institution has been notified.

Assignee
Only trusted contacts of the institution have permission to assign the completion of an instrument

to individuals within Tandem. The assignee will be able to access the instrument (e.g., the
Questionnaire) under their “My Items” persona.

Certificate number (C/N)
A certificate number (C/N) serves as a tracking identifier for a program accreditation decision at the

institutional level within Tandem. This will be primarily used by the CEAB Secretariat for tracking
purposes.

Generic course information
Generic course information refers to basic information about a course that should be applicable to

that course regardless of the program(s) offering it. Within Tandem, this information is entered into
the “Course information” form.

Instrument
In Tandem, a tool that collects data from institutions is referred to as an “instrument”. The

Questionnaire for the Evaluation of an Engineering Program is one such instrument.

Length of term factors
The “length of term factors” refers to the calculation that provides the average length of the
academic term in weeks that is utilized by Tandem to calculate a course’s AUs per term.

Persona
Tandem uses two personae, “Organization Representative” and “My Items,” to filter the user

experience within the system.

The persona “Organization Representative” is intended for HEI representatives who are involved in
the preparation and submission of materials for an accreditation visit. Through the “Organization
Representative” persona, these administrative users, referred to as “trusted contacts” in the

system, will be able to enter course information, complete faculty members’ profiles, and submit
the Questionnaire.

When applicable, by entering Tandem under “My Items”, users will be able to access the functions
that have been specifically assigned to them. That is, if the completion of the Questionnaire has



been assigned to you directly by a trusted contact, you will gain direct access to it via your “My

Items” persona.

Primary contact
A “primary contact” is a member of the program’s administrative team that acts as the main

contact between the CEAB Secretariat and the program(s) during the accreditation visit process.
When submitting a Request for Accreditation, HEIs are required to specify on the form the name of
the designated official who will be the point of contact for the CEAB Secretariat. The system
administrator at Engineers Canada, when preparing the application within Tandem, will assign the
status of “primary contact” to this individual. The system allows only one “primary contact” per
institution. If an institution has identified multiple designated officials on their RFA, the main
contact must be specified. The name and email address of this contact will be displayed on the
Tandem homepage as the organization’s “primary contact”. This status does not grant access to
the system. If the “primary contact” requires access to Tandem, this contact can also be made a
trusted contact.

Program artifacts
“Program artifacts” are summary views of different components of evidence from the program.

These artifacts can be utilized by institutions as visual tools to get a comprehensive overview of the
program once all generic course and program-specific information have been entered in the

corresponding forms.

Program dashboard
The “Program dashboard” is built from the information entered in the “Course information” form

and the “Program-specific information” form. This dashboard gives a summary view of the main
components of your program such as the list of courses attached to the program and the program’s
AU count. You can use this dashboard and the “Program artifacts” section to review the content of
the accreditation materials your institution is submitting for the visit.

Program-specific information
This is information specific to a course offered in a specific program. For each course in a program,

the HEI must fill out the “Program-specific information” form as it complements the information
previously entered in the “Course information” form.

System administrator
Tandem’s “system administrator” refers to the individual at Engineers Canada responsible for

managing user access, configuring the system, and troubleshooting technical issues.

Trusted contact
A “trusted contact” is the main administrative user of the system that will act on behalf of the

organization (i.e. submit visit materials) within Tandem. Institutions, when submitting their Request
for Accreditation, must also specify which individual(s) from their program(s) should have access to
the system. Institutions may have one or more trusted contact. A trusted contact can create,
update, and delete contacts in Tandem, who may also be assigned the status of trusted contacts, if
applicable. This status can be added and removed at any time during the accreditation process.



Getting started

This section provides instructions about password management and access to Tandem.

Access to the system

Tandem training environment

This environment acts as a controlled and safe space where users can learn, experiment, and
prepare themselves for the actual use of Tandem (known as “the production environment”) for the
submission of accreditation materials. All data entered in Tandem’s training environment cannot
be transferred to the production environment. If you would like to get a user account for this
environment, please contact visits@engineerscanada.ca. To access the training environment, click
here.

Tandem production environment

In this environment, users submit their accreditation materials. Unlike the training environment,
the production environment is the authentic space where finalized and validated data and
submissions are processed for official use. To access the production environment, click here.

What you need

Tandem is a web-based tool. If you have an internet connection and a web browser (for optimal
results, we recommend using Google Chrome), you can access the system.

Set your password

You have received an email from accreditation@engineerscanada.ca confirming that a Tandem
user account has been established with your email address. To set your password and access the
system:

1. Openthe email. If the email does not appear in your inbox, check your junk mail folder.

2. Clickthe link to set your initial password and access the system. You will then be redirected
to the Tandem reset password screen. This link expires 30 days from the issue date.

3. Enteryour password in the box “New password.” Your password must be at least 8
characters long and contain at least one lower case character, one upper case character,
one number, and one symbol.

4. Enteryour password in the box “Confirm new password”.

Click “Submit”.

6. Click “Return to the login screen” to log in for the first time.

o
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Reset your password / Réinitialisez votre @
mot de passe EN

Please enter and confirm your new password. / Veuillez

entrer et confirmer votre nouveau mot de passe.

New password / Nouveau mot de passe

Confirm new password / Confirmer le nouveau mot de passe

Submit Return to the login screen. / Retour & I'écran de connexion.

engineerscanada
ingénieurscanada

After you are redirected to the Tandem login screen, enter the email address associated
with your account.

Enter the password associated with your account.

Click on “Login”.

Log in to your Tandem account / Connectez- Q@
vous a votre compte Tandem i
Log in by entering your email address and password. / Veuillez

vous connecter avec votre adresse courriel et votre mot de

passe.

| Email address / Adresse courriel

is required

| Password / Mot de passe

is required

Did you forget your password or are you having problems

logging in? / Vous avez oublié votre mot de passe ou vous éprouvez des

difficultés pour vous connecter?

engineerscanada
ingénieurscanada



Password rules

Your password must be at least 8 characters long and contain at least one lower case character,
one upper case character, one number, and one symbol.

End-user license agreement

The first time you log in to Tandem you will be asked to read and agree to the End-User License
Agreement (EULA). Accepting the EULA is a one-time requirement unless the agreement changes. If
the EULA changes, you will be asked to read and agree to the updated terms. If you do not agree to
the terms of the EULA, you will not be granted access to Tandem.

1. Readthe EULA.

2. Ifyou agree to the terms of the EULA, click “I| AGREE”. You will then be redirected to your
Tandem dashboard.

3. Ifyoudo not agree to the terms of the EULA, click “l do not agree and wish to log out”.

Loginto Tandem

Once you have set your password:

Go to Tandem.

Enter the email address associated with your account.
Enter the password associated with your account.
Click “Login”.

Pobd-=

Log out of Tandem

1. Clickthe “Me” icon in the top, right-hand corner of your screen.

2. Select “Logout” from the dropdown list. You will then be redirected to the Tandem login
screen.

(_6) TANDEM Q 2 °

by Engineers Canada | par Ingénieurs Canada
Ve - Roselyne Lampron (HEI)

roselyne.lampron@engineerscanada.ca
Edit my profile

Change My persona

Logout o
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Reset your password

There are two areas where users can reset their password. Refer to the Tandem password rules to

ensure your password complies with the security requirements.

Before logging into Tandem

1.

Go to Tandem.

Click “Did you forget your password or are you having trouble logging in?”

Enter your email address and you will receive a “password reset confirmation” email with
instructions to log in to your account. If the email does not appear in your inbox, check your
junk mail.

Click the link to reset your password. You will then be redirected to the Tandem reset
password screen. This link expires 30 days from the issue date.

Enter a new password.

Log in to your Tandem account / Connectez- Q@

2 EN
vous a votre compte Tandem

Log in by entering your email address and password. / Veuillez
vous connecter avec votre adresse courriel et votre mot de

passe.

roselyne.lampron@engineerscanada.ca

srserenanne

Did you forget your password or are you having problems

logging in? / Vous avez oublié votre mot de passe ou vous éprouvez des

difficultés pour vous connecter?

engineerscanada
ingénieurscanada
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After logging into Tandem

Go to Tandem.

Loginto Tandem.

Click the “Me” icon from the top, right-hand corner of your screen.

Click “Edit my profile”.

Click “Security”.

Click “Reset My Password”.

Enter your current password and your new password, and then confirm your new password.

NoosrLdb =

EPTANDEM

by Engineers Canada

Your Organizations My Account

Roselyne Lampron (HEI) (Change)

Contact Info Security ? Additional Data Summary
Change username

Change the email/username you use to login to the system

& Reset my password o

Reset/Update the password you use to access the system

Enable multi-factor authentication

For enhanced security of your account, we recommend enabling the multi-factor authentication
(MFA).

To enable the MFA:

Click the “Me” icon from the top, right-hand corner of your screen.
Click “Edit my profile”.

Click “Security”.

Click “Configure Authentication”.

Confirm your password.

Click “Confirm”.

The preferred method is the “Authenticator”.

Select “On”.

We recommend that you install the “Microsoft Authenticator” application on your mobile
device.

10. Openyour application on your device.

11. Click on the “plus” icon to add an account.

12. From Tandem, scan the QR code with your mobile device.

©oNOOhWN=
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13. InTandem, enter the authentication code generated by the “Microsoft Authenticator”
application on your mobile device.

14. Click on “Verify”.

15. Close the configuration window.

16. From now on, every time you connect to Tandem, you'll need to enter a unique code
generated by the application installed on your mobile device.

G TANDEM e 008

by Engineers Canada r Ingénieurs Canada

Roselyne Lampron TC
My Account Events Instruments Issues

lampron.roselyne@gmail.com

Edit my profile e

Roselyne Lampron TC  (Change)

Contact Info Security Additional Data Summary Work history =
| " | Configure Authentication (MFA)
Change username Login to configure MFA

Change the email/username you use to login to the system

Please confirm your password before making changes to mutli-factor authentication.

Reset my password 6
Reset/Update the password you use to access the system l

C |
@ Configure Authentication (MFA) o M anee

Configure Multi-factor Authentication (MFA) using Authenticator,Email, or SMS

Configure Authentication (MFA)

Authentication Method On Off

» O
Requires smart phone (iOS, Android, Windows 10 Maobile)

Requires authenticator application {1ty ®

/- . .
[ Install the application o Configure Authenticator based MFA
on your mobile device

and follow instructions

Authenticator (recommended) ° o

Use a smart phone authenticator application to generate a one time password

10 to 11 above. Use a smart phone authenticator application to generate a one time password
Google authenticator i0S | Android | Windows 10 Mobile
LastPass authenticator i0S | Android | Windows 10 Mobile
Microsoft authenticator i0S | Android | Windows 10 Mobile

Authentication code

o

Avalue is required




Access to Tandem training materials

To assist users in becoming familiar with Tandem, we have developed training materials, such as

tutorials and training scenarios. The tutorials cover themes aligned with the principal sections of
the User Guide:

How to create a trusted contact.

How to enter faculty members’ information.
How to set the length of term factors.

How to enter generic course information.
How to assign courses to a program.

How to enter program-specific information.
How to review a program dashboard.

How to complete and submit a Questionnaire.

To access the playlist of these tutorials on YouTube, click here.

All training materials are available on the Engineers Canada website here.

Tandem tips

Tandem is compatible with all major web browsers, but for optimal performance, we
recommend using Google Chrome.

Tandem relies on pop-up windows; be sure that pop-ups are enabled in your web browser.
To facilitate navigation, it may help to have multiple tabs open and logged into Tandem.

0 Loggingin on asecond tab using “incognito mode” will allow you to navigate around
Tandem without impacting your work on your primary tab. When you use incognito
mode, your browser won't save your browsing history, cookies, site data, or any
information entered in the forms.

= To activate incognito mode with Google Chrome: click on the three-dot
menu icon in the top-right corner and select "New Incognito Window" or use
the keyboard shortcut Ctrl+Shift+N.
If the email address associated with your Tandem account changes, provide your new email
address to the Tandem system administrator at accreditation@engineerscanada.ca. You
will be required to set your password for a new email address.
If you experience difficulties accessing your account, contact the Tandem system
administrator at accreditation@engineerscanada.ca.
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Entering Tandem

This section provides information about the Tandem’s personae, the system’s main dashboard,
language preferences, and the general menu.

Persona

One or two personae, “My Items” or “Organization Representative”, have been assigned to your
account. The persona(e) available to you depends on your role in Tandem and on the type of
activities you need to execute. These two personae help filter and personalize your Tandem
experience.

Choose your persona...

My Items

Organization Representative

My ltems

By entering Tandem under “My Items”, users will be able to access the functions that have been
specifically assigned to them, when applicable. For example, if the completion of the

Questionnaire has been assigned to a staff member directly, they will gain direct access to it via
their “My Items” persona. As part of a visiting team, under “My ltems” persona, a visitor will gain
access to accreditation materials submitted by the HEl and made available by the CEAB Secretariat
to review.

Organization Representative

By entering Tandem under the “Organization Representative” persona, user experience depends on
the access level they have been granted. Some users may have limited access to view the read-only
mode. Others may have more extensive access and act on behalf of the organization (i.e. submit
visit materials) within Tandem. In the system, these users are referred to as “trusted contacts”.

15



Tandem dashboard

After you have selected your persona, your Tandem dashboard will display as below.

By Dagrartrn, Canat | ol Inghmatiars anadla

GPTANDEM =

CHganksation piofis Cpuic setionm

et e o o o

Rosehyme University

Actie Appics lom

Program actreditation!s)

g stinn Bour LR OU B peog Eere ] Lanatands; dn peris 185 Lant [ agremant du BLAPG Sumrtia
[ Favtums rpbay o [raneep— FRTrT R——

Language preferences

Tandem is a bilingual platform accessible in both English and French. Users have two options to
select their preferred language—before entering Tandem or after accessing the platform.

e Before entering Tandem, when choosing your persona, you can select your preferred
language.

@

Choose your persona... o

My ltems

Organization Representative

e After entering Tandem:
1. Navigate to the top, right-hand corner of your screen.

2. Selectyour preferred language setting from the dropdown menu (English or
French).

P TANDEM i

French
Engineers Canada r ingénleurs Canada
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My Account

On the top, right-hand corner of your screen, click on the “Me” icon to edit your profile, change your
persona (if applicable), or log out. If you click on “Edit my profile”, the “My Account” general menu
will open. You may view your individual contact information (address, phone number, email) as well

as other information.

A in S

I ) I A N D E M Roselyne Lampron (HEI) Qﬂj
: roselyne.lampron@engineerscanada.ca |[—
by Engineers Canada | par Inﬁénleurs Canada I
Edit my profile
Home Profile Structure Faculty Courses Applications Programs
Change My persona
Logout
My Account
Roselyne Lampron (HEI) (Change)
Contact Info Security Additional Data Summary Work history Education history Caonflicts of interest Training
N N
Phones Emails Addresses Is Primary @
= roselyne.lampron@engineerscanada.ca n =

Email
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Tandem overview — Organization Representative

This section offers an initial overview of Tandem’s primary tabs for the “Organization
Representative” persona. It defines only the tabs relevant to, and utilized during, the accreditation
visit process. These tabs include home, profile, faculty, courses, programs, instruments,
certifications and documents.

Home tab

The “Home” tab is the dashboard of your chosen persona and the default landing page when you
log in to Tandem. Whenever you want to go back to the “Home” tab, you can click on the logo
“Tandem” in the top left corner.

Profile tab

From the “Profile” tab, you can view the contact information (phone, email, address) of your HEI.
The “Additional Info” link is where the HEI enters the information that will generate the calculation
of the length of term factors.

Faculty tab

The “Faculty” tab contains the HEI’s staff directory of faculty members and administrative users for
accreditation purposes.

Courses tab

The “Courses” tab contains the list of all the courses offered by engineering programs at your HEI.
The “date” and “by” data fields are updated when the course number or the course title in the
“Course information” form is modified.

Programs tab

The program(s) and program option(s) for which your HEl is requesting accreditation are listed
under the “Programs” tab. You can access the dashboard of a program and its artifacts from this
tab.

Instruments tab

The “Instruments tab” contains the list of all instruments made available to your HEI within
Tandem. In Tandem, a tool that collects data from institutions is called an “instrument”. The
Questionnaire for the Evaluation of an Engineering Program is one such instrument. Once the CEAB
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Secretariat receives a Request for Accreditation on behalf of an institution, a Questionnaire will be
made accessible in Tandem for each program seeking accreditation.

Certifications tab

This tab serves as a historical record documenting accreditation decisions granted to a program.
Only the institution’s dean has access to view the decision letters.

Documents tab

The “Documents” tab serves as a dedicated repository for documents accessible exclusively by
HEl users. Files uploaded to this library are not available to visiting team members. Additionally,
the “Shared” button does not enable file sharing within the system.

19



Determining contact status

Within Tandem, there are two contact statuses: “primary contact” and “trusted contact”. When

creating a Tandem user account, the Engineers Canada’s system administrator must determine

which individual will be desighated as the primary contact for the institution and which accounts
will have access to the system's features.

When submitting their Request for Accreditation, institutions are required to specify on the form
the name of the designated representative who will be the point of contact for the CEAB
Secretariat. The system administrator at Engineers Canada, when preparing the application within
Tandem, will assign the status of primary contact to this designated official. The system allows only
one “primary contact” per institution. If an institution has identified multiple designated officials on
their Request for Accreditation form, the main contact must be specified. The name and email
address of that contact will be displayed on the Tandem homepage as the “primary contact”. This
status does not grant access to the system.

Institutions, when submitting their Request for Accreditation, must also specify which individuals
from their program(s) should have access to the system. Users who are granted access to the
system's features will be designated as trusted contacts. A trusted contact is the main
administrative user of the system that will interact with Tandem at the different stages of the
accreditation process and act on behalf of the organization (i.e. submit visit materials). Institutions
may have one or more trusted contact. A trusted contact can create, update, and delete contacts
in Tandem, and they can assign the status of trusted contacts to others. This status can be added
and removed at any point during the accreditation process. If the primary contact requires access
to Tandem, this contact can also be granted the trusted contact status.

Create a trusted contact

This section provides information on how to create a trusted contact user. This user can either be a
faculty member or a support staff member.

To create a trusted contact in Tandem:

1. Click onthe “Faculty” tab.
2. Click onthe “Plus” button located on the right of the screen.
3. To create a new entry, type any characters into the search bar and click “Find”.

e Ifyou are updating an existing contact, use the search bar to find them, or click on
the contact's name on the “Faculty” page. Then, update the contact profile as
required. If any updates to the trusted contact names or email addresses are
needed, please send an email to Engineers Canada staff at
visits@engineerscanada.ca.

4. Clickon “Click here”. An empty form will appear in a new window.
5. Select “Personinfo”.
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6. Only provide the contact's first name, last name and email address. Do not create
duplicate email addresses and names. Select “User my login with this email”. This will
grant the contact access to the system.

7. Select “Contactinfo”.

8. If applicable, provide the title of the individual. Please ignore the “start date” and “end
date” fields.

9. Selectthe appropriate contact type(s) from the list.

10. Select “This contact may act on behalf of the organization”. This is how the system
assigns trusted contact permissions. You can revoke this status by simply unchecking this
box at any point during the visit cycle.

11. Click “Save”. A “New User Email Message” will be automatically generated.

12. Depending on the institution’s language, keep only the French or English version of the
email.

13. Click “Send Email”.

This new contact will receive an email informing them that a Tandem user account has been
created with their email address. They will need to click on the link provided in the email to set their
initial password and access the system. Instructions about Tandem password rules are provided in
the section “Password rules” of the User Guide. All trusted contacts on the “Faculty” page are
identified by a green shield icon next to their names.

GPTANDEM

by Engineers Canada | par Ingénieurs Canada

>

Home Prafile Structure! Faculty Courses Applications Programs Processes Instruments Issues Certifications Documents
Canadian University of Engineering
Faculty Listing

& Search

Name Account Type Primary Trusted @

We found 0 matching records. Please select the matching pers|

4 . =
If the person is not listed, please| Click Here |to add a new p Person info e i

NAME
~ | | First name Middle Last name
Avalue is required Avalue is required
ID POST-NOMINALS
EMAIL ADDRESS PRIMARY PHONE

Phone Number | €Xt | Extension

User may login with this email
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ACCREDITATION PROCESSES CONTACT TYPES o

Contact Info

CONTACT 5TATUS

CONTACT ACCESS

O This is the organization’s Primary Contact
END DATE

L] @I This contact may act on behalf of the organization

ASSOCIATE CONTACT WITH CHILD ORGANIZATIONS

O Chief executive officer

O Faculty

Not available b

O Visit organizer

Administrative support

O Accreditation volunteer

Assign the primary contact status

This section provides information on how to assign the primary contact status.

To assign the primary contact status in Tandem:

1.
2.
3.

9.
10.
11.

Click on the “Faculty” tab.
Click on the “Plus” button located on the right of the screen.
To create a new entry, type any characters into the search bar and click “Find”.

e Ifyou are updating an existing contact, use the search bar to find them, or click on
the contact's name on the “Faculty” page. Then, update the contact profile as
required. If any updates to the primary contact names or email address are needed,
please send an email to Engineers Canada staff at visits@engineerscanada.ca.

Click on “Click here”. An empty form will appear in a new window.

Select “Person info”.

Only provide the first name, last name, email address and phone number of the contact. If
this individual does not require access to the system, do not select “User my login with this
email”. Do not create duplicates of names and email addresses.

Select “Contact info”.

If applicable, provide the title of the individual. Please ignore the “start date” and “end
date” fields.

Select the appropriate contact type(s) from the list.

Select “This is the organization’s Primary Contact”.

Click “Save”.
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G TANDEM

ineers Canada | par Ingénieurs Canada
Home Profile Structure! Faculty Courses

~r—

‘Canadian University of Engineering

Faculty Listing
¥  Search

Name

tyrtuy

We found 0 matching records. Please select the matching person below.

If the person is not listed, please | Click Here

Add Personnel

Contact Info

EMAIL ADDRESS

O User may login with this email

"

Person Info

TITLE e

7

Contact Info

START DATE

ACCREDITATION PROCESSES CONTACT TYPES

O Dean (or equivalent)

P @ @

Motifications £l Me~

Applications

Account

Middle Last name

POST-NOMINALS

PRIMARY PHONE

Phone Number

END DATE

Processes

Instruments Issues Certifications Documents

y

Q

Type Primary Trusted @

to add a new person to the directory

ext | Extension

CONTACT STATUS

CONTACT ACCESS

@ This is the organization's Primary Contact

O This contact may act on behalf of the organization

ASSOCIATE CONTACT WITH CHILD ORGANIZATIONS

Not available

Designated official o

O Department head
O Program head

O President

M Fhinf avacotivn afficar

Clear

Sync Faculty Information to Progj forms
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Tandem tips

When submitting their Request for Accreditation, institutions are required to specify on the
form the name of the designated representative who will be the point of contact for the
CEAB Secretariat. This designated official will be granted the “primary contact” status.

The “primary contact” status does not grant access to the system.

Only one person per institution can be listed as the primary contact. If there is a change at
the institution, it is possible to assign this status to another contact.

Institutions, when submitting their Request for Accreditation, must also specify which
individuals from their program(s) should have access to the system. Users who are granted
access to the system's features will be designated as trusted contacts.

Institutions may have one or more trusted contacts.

The system designates trusted contact as “This contact may act on behalf of the
organization”.

Ensure that duplicates of email addresses and names are avoided, as this can cause issues
in the system that do not detect them. We recommend using generic email to create
accounts assigned to positions rather than people only when necessary.

After creating a contact, if any updates to their names or email address are needed,
please send an email to Engineers Canada staff at visits@engineerscanada.ca.

To learn how to create a trusted contact, you can watch the tutorial.
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Entering faculty members’ information

This section provides instructions on how to enter and update faculty members’ information in

Tandem.

To enter or update faculty members' information:

1.
2.
3.

8.
9.

Click on the “Faculty” tab.
Click on the “Plus” button located on the right of the screen.
To create a new entry, type any characters into the search bar and click “Find”.

e Ifyou are updating an existing contact, use the search bar to find them, or click on
the contact's name on the “Faculty” page. Then update the contact profile as
required. If any updates to the contact names are needed, please send an email to
Engineers Canada staff at visits@engineerscanada.ca.

Click on “Click here”. An empty form will appear in a new window.

Select “Person info”. Only provide the first name and last name of the faculty member. Do
not create duplicates of names.

Select “Contactinfo”.

If applicable, provide the title of the individual. Please ignore the “start date” and “end
date” fields.

Select the appropriate contact type(s) from the list.

Provide information in all relevant fields numbered 1 to 19 of the contact’s info.

10. Click “Save”.

G TANDEM

by

Home

Engineers Canada | par Ingénieurs Canada

Profile structure Faculty Courses Applications Programs Processes Instruments Issues Certifications Dacuments

—tr—

Canadian University of Engineering

Faculty Listing

¥ search

Mame

tyrtuy

Account Type Primary Trusted @

We found 0 matching records. Please select the matching person below.

4

If the person is not listed, please| Click Here |to add 4
. ? e

REIEGLRI Contact Info

NAME

v | | First name Middle Last name

Avalue is required
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Add Personnel

Person Info [Eagirladlyiis]

START DATE END DATE

ACCREDITATION PROCESSES CONTACT TYPES

O Chief executive officer

[ Faculty o

O Visit organizer

O Administrative support

O Accreditation volunteer

1.PRONOUNS 2.IF OTHER PRONOUNS, PLEASE SPECIFY

Clear

Synchronise faculty members’ information to program-specific
information forms

Use the button "Sync Faculty Information to Program Forms"

-
when you have already linked a faculty member to program-
specific information forms, and you need to update details. By

clicking the synchronization button, the faculty member’s Faculty Information updated on 2 forms
information will be updated in all the courses associated with

Cancel

e After clicking on the “Sync” button, a confirmation
window will appear, displaying the number of forms updated with the new information.

e Ifyou have edited the “hire date”, “licensure status”, “highest degree awarded”, or
“academic rank” fields, make sure to update all program-specific information forms the
faculty member has been assigned to.
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0 Todo so,you must open the relevant program-specific information forms that were
updated and save them again. Instructions for accessing these forms are provided
in the section called “Entering program-specific information” of the User Guide.

Tandem tips

When adding a new faculty member, ensure to avoid creating duplicates of names, as this
can cause issues in the system, which does not detect them.

If you locate a faculty member’s profile but are unable to affiliate them with your
organization, navigate to the “Faculty” page, use the filter icon to select “archived” status,
and check if their profile appears. If the profile is archived, you can unarchive it to restore
the contact to your active faculty list. If any updates to a faculty member's names are
needed, please send an email to Engineers Canada staff at
visits@engineerscanada.ca.

When completing a faculty member’s profile, do not forget to indicate the licensure status
of the faculty member, as this field is utilized for AU calculation of courses in Engineering
Science and/or Engineering Design that must be taught by a faculty member licensed to
practice engineering in Canada.

If a faculty member is progressing toward professional engineering licensure (i.e., has
opened an application with a regulator but has not yet received their license), Tandem does
not have the option to identify this specific status. Selecting the “EIT” status is
recommended to ensure the AUs are calculated correctly (if applicable), even if “EIT” is not
a recognized title in your jurisdiction and/or your jurisdiction uses a different title. The
Questionnaire, under criterion 3.5.5, must contain an explanatory note identifying which
faculty members are concerned.

Click on the “Sync Faculty Information to Program Forms” button when you have already
associated a faculty member with program-specific information forms and need to update
details. If you have modified details like “hire date”, “licensure status”, “highest degree
awarded”, or “academic rank” for a faculty member, ensure these updates are recorded in
all program-specific information forms the faculty member has been assigned to.

Use the “Faculty” tab to create support staff members’ accounts. To give them access to
the system, you must provide their email address in the “Person info” section and click on
“User may login with this email”. If any updates to their names or email addresses are
needed, please send an email to Engineers Canada staff at
visits@engineerscanada.ca.

To learn how to enter faculty members’ information, you can watch the tutorial.
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Setting the length of term factors

The “length of term factors” refers to the calculation that provides the average length of the
academic term in weeks utilized by Tandem to calculate a course’s AUs per term. These factors
can be entered into Tandem once, and they will be auto-generated for any new course information
forms that are created. Before entering course information, we strongly recommend you set the
length of term factors. If there are variations in the length of term factors across courses, you have
the option to manually edit them within the “Course Information” form. These manual edits will
only affect the specific course and will not impact the calculation for other courses. To manually
adjust the length of term factors, please refer to the instructions provided in the “Entering generic
course information” section of the User Guide.

To configure the automated feature of the system that calculates the length of term factors:

1. Click on the “Profile” tab.

2. Click on “Additionalinfo”.

3. Click onthe pencilicon to enter the numbers that will allow the system to calculate the
length of the term factors. The numbers provided here are examples; each institution
should be entering its own numbers.

A. Enter the number of instructional days per academic year, including all academic
terms, but excluding holidays and the final examination period.
B. Enterthe number of teaching days per week.
C. Enterthe number of terms of instruction in an academic year.
4. Click “Save”.

OC TANDEM
by Engineers Canada | par Ingénieurs Canada
1
Hom Structure Faculg Courses Applications Programs Processes nstruments sSUEs Certifications

"

Canadian University of Engineering - CUE
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Tandem tips

e Before entering course information, we strongly recommend you set the length of term
factors so that the calculation of this factor will be automatically generated for any new

courses your institution will be creating.
e Tolearn how to set the length of term factors, you can watch the tutorial.
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Entering generic course information

Generic course information refers to basic information about a course that should be applicable to
that course regardless of the program(s) offering it. Later in the process, you will learn how to enter
program-specific information unique to the course offered within a specific program. Completing
and finalizing the “Course information” form before assigning the course to a program and

starting to complete the “Program-specific information” form is highly recommended.

Before entering course information, we strongly recommend you set the length of term factors so

that the calculation of this factor will be automatically generated for any new courses your

institution will be creating. Instructions are provided in the section “Setting the length of term

factors” of the User Guide.

To enter generic course information:

N =

3. Youcan also:

Click on the “Courses” tab.
To update an existing course, select the course number.

e Use the search bar to find the course you are looking for;
e Sort the list by creation dates; or

e Use thefilter option to display all courses.
4. To create a new course, click on the plus button.

Q @ &
( l | A N D E M Notifications EN Me
by Engineers Canada | par Ingénieurs Canada
Home Profile Courses Applications Programs Processes Instruments e
5 o (#)
Roselyne University 2/
Course listing
¥ |Search QA
Course number Title Status Last Last
updated updated by
= CMPL1002 Complementary Studies Inactive 03/11/2023  Roselyne
Lampron
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5. Youwill access the “Course information” form, which is based on the former Excel file
6C. When you open the form, you will need to provide the following highlighted information:
course number, course title, link to course in the institution’s course catalogue, and
explanatory notes on inconsistencies with calendar information (if applicable).

Course Information ®

Course number Title

B i U A = =T =

=T M e E OB A

Note: Information entered in this "Course information form” will net vary depending on the program offering the course.

Later in the process, you will complete the “Program-specific information form” where you will enter information that is specific to the course offered in the program. This

information may vary depending on the program offering the course.

Link to course in institution’s course catalogue

Provide explanatory notes on inconsistencies with calendar information (if applicable)

AU calculation type

1. Selectthe relevant AU calculation type.

AU calculation type

Click here for help instructions

Select an option... o w

Select an option...
| Accreditation Units (AUs)
K Factor
Manual
Prior Studies

- __zel

2. Forthe Accreditation Units type, the calculation of the length of term factors is
automatically populated based on the numbers you entered previously under the “Profile”
tab if applicable.

3. If needed, the length of term factors can be manually modified here. This will not change
the calculation for any other courses.

Length of term factors

Click here for help instructions

Mumber of instructional days in the Teaching days per week Number of terms in the year Average length of academic term in
year weeks
Avalue is required Avalue is required A value is required
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For the other calculation methods (K factor, Manual, Prior studies), the AU calculation
methodology must be described.

4. From the dropdown list, select the appropriate calculation type (K factor, Manual, Prior
Studies).

5. Describe your AU calculation methodology in the comment box.

AU calculation type

Click here for help instructions

Manual v

Select an option...
Accreditation Units (AUs)

K Factor
Manual °

Prior Studies |

Describe your AU calculation methodology e

Hours of instruction

Enter appropriate data in each field related to hours of instruction.

A. The total lecture AUs per term will be automatically calculated based on the lecture
hours per week multiplied by the average length of the academic term in weeks.

B. The total of laboratory AUs per term will be automatically calculated based on the total
laboratory hours per term multiplied by 0.5.

C. The total of tutorial AUs per term will be automatically calculated based on the total
tutorial hours per term multiplied by 0.5.

D. Once allfields are completed, the accreditation units for the course (lecture AUs per
term + laboratory AUs per term + tutorial AUs per term) are automatically calculated.

Hours of instruction [caloulated)

Lecture hours per week | | Total laboratory hours Total tutorial hours per Number of lecture Mumber of lab /tutorial Academic credits
per term term sections sections
30 12.0 20 20 20 3.0
Lecture AUs per term Laboratory AUs per Tutorial AUs per term Accreditation units for the course (lecture AUs per term + laboratory AlUs per term +
(lecture hours per week term (total laboratory {total tutorial hours per tutorial AUs per term)

* average length of hours per term *0.5) term *0.5)

academic term in

0~ |0 ||e
36.0 6.0 5.0 o 430
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Note: The “Accreditation units for the course” field (D) updates only when a course is assigned to a
program. Therefore, we recommend users ensure that data entry in this section is complete and
accurate before assigning the course to a program. If an update is necessary, you must unassign
the course from the program and re-assign it with the final AUs count. This process will result in
data loss if you have already begun filling out the “Program-specific information” form.

Enter appropriate data in each field related to:

E. The number of lecture sections.

F. The number of lab/tutorial sections.

G. The number of academic credits awarded to students for successfully completing the
course.

Hours of instruction {calculated)

Lecture hours per week  Total laboratory hours  Total tutorial hours per Number of lecture Number of lab /tutorial Academic credits

per term term sections sections

3.0 20 20 e 20 e Z0 e 30

Content category & elements

1. When applicable, select the appropriate elements of the listed content categories
(mathematics, natural science, complementary studies) that are covered in the course.

2. Then, specify the percentage of AUs for each content category (including engineering
science and engineering design).

3. The total of AUs per component will be automatically calculated.

Note: It is important to verify that the percentages entered add up to 100%. For this specific
calculation, the system does not identify when the total exceeds or fails to meet 100%.

Content category & elements (calculated)

o Mathematics Natural science Complementary Engineering science Engineering design
studies

[ Ensure that the
‘ percentages entered

add up to 100%. J
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CEAB graduate attribute content

1. When applicable, select the most appropriate descriptor for each graduate attribute:
e “I”=introduced/ introductory.
e “D”=developed/intermediate.
e “A”=applied/ advanced.

1 A knowledge base for engineering | | - | 7 Communication skills v

2 Problem analysis _ 8 Professionalism w
D

9 Impact of engineering on society and

3 Investigation [ | o WC—— v
the environment SEIECaI GO
4 Design w 10 Ethics and equity Select an option... w

5 Use of engineering tools w 11 Economics and project management

6 Individual and team work D w 12 Life-long learning Select 20 aption

Learning outcome expectation

1. Listthe learning outcome expectations for this course.
2. Toadd an entry, click on “Add row”.

Learning outcome expectation

° Use a set of soft computing skills such as reasoning about algorithms, racing programs, and test-driven development for programming applications

(0]

Explain and apply the fundamental constructs in procedural programming, including variabies and expressions, control structures (conditionals/loops), and docume

3 | | Write simple programs using functions defined in m-files

e Add row

Elective courses

For programs that offer many complementary studies, which may include courses offered in
departments outside of the Faculty of Engineering, you can divide these courses into common
groups from an AUs perspective. Create a generic “Course information” form for each group and
only fill in the required data fields. Click “Save” initially to identify the required fields. Please ensure
that the AUs entered are the lowest total from any possible courses’ combination within that
elective group.
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Tandem tips

e Itis highly recommended to ensure that the data entered in the “Course information” form
are complete and accurate before assigning the course to a program and starting to
complete the “Program-specific information” form. For example, if changes to AUs are
required, you must un-assign the course from the program(s), update the AU information
into the “Course information” form, and re-assign the course to any programs. Warning: If
you have already started filling out the “Program-specific information” form and you need to
update the AUs in the “Course information” form, this process will result in the loss of the
data entered in the “Program-specific information” form.

e When avalueisrequired in a specific field, saving the form will not be possible if those
fields have not been filled in. Before exiting the form, please ensure that all required
information has been entered, then click “Save”.

e Inthe “Content category & elements” section of the “Course information” form, it is
important to verify that the percentages entered add up to 100%. For this specific
calculation, the system does not identify when the total exceeds or fails to meet 100%.

e Fromthe “Courses” tab, you can remove a course by clicking on the menu next to the
course humber, except when the course has been assighed to a program. In such cases,
from the “Programs” tab, you must click on the pencilicon and unselect the course from
the list.

e Tolearn howto enter generic course information, you can watch the tutorial.
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Assigning courses to a program

Previously, you entered generic course information through the “Course information” form. This
form allows you to enter generic data only once and assign it across multiple programs, as
necessary. Subsequently, for each course within a specific program, you will add additional
information using the “Program-specific information” form, which pertains exclusively to the
course within the program that is seeking CEAB accreditation.

To assign courses to a program:

Click on the “Programs” tab.

Click on the pencilicon.

Select the relevant application from the dropdown list titled “Accreditation visit cycle”.
Select the program assigned to the specific application that you wish to assign courses to.
Select all the courses you wish to assign to that program.

Click “Save”. The name of the program will appear in blue, which indicates itis now a
selectable link.

AR

Note: Tandem is configured for the typical situation where there is a parent program and then
any number of options. If your HEI has non-typical programs and options, such as streams
based on a student’s background or no parent program, please discuss with your visit
coordinator to ensure that the application created in Tandem is set up to best represent your
reality.

B © AL
Er

G TANDEM

by Engineers Canada | par Ingénieurs Canada

Home Profile Structure Faculty Courses Applications Programs
Roselyne University '~

Accreditation visit cycle o
2022 (APP-84) o v @

Program/program option
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Courses o
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O Theory and Applications
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O EECS4413 - Building E-Commerce Systems



7. To access the program dashboard, click on the name of the program you have just assigned
at least one course to. The program dashboard is where you will input details of the courses
offered in this specific program, such as the names of the instructors.

Program Program option Accreditation cycle Courses

Aeronautica lq\'t,;bg'rer:r"‘g i -- 2023 (APP-143) 7

Tandem tips

e Underthe “Programs” tab, each organization has one historical application that lists all
currently accredited programs, specifying their initial accreditation dates, accreditation
expiry dates, and the last decision codes. This historical application cannot be edited, and
courses cannot be assigned to it. To view this application, click on the filter icon.

e Tolearn how to assign courses to a program, you can watch the tutorial.
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Entering program-specific information

Information entered in the “Program-specific information” form is information unique to a course
offered in a specific program. For each course in a program, you must fill out this form as it
complements the information you previously entered in the “Course information” form.

Information entered in the “Course information” form and the “Program-specific information” form
serves to populate the “Program artifacts”, which are accessible via the program’s dashboard.
“Program artifacts” are summary views of different program elements that will be reviewed by the
visiting team. Leaving blank fields in these forms will generate incomplete summaries for the
visiting team to review.

To enter program-specific information:

1. Click onthe “Programs”

P TANDEM

2. Click on the appropriate by Engineers Canada | par Ingénieurs Canada
program name. For a Home Profile Structure Faculty Courses Applications Programs
program name to be i
selectable, at least one o
Aeronautical Eq_gjn‘-eern“g = 2023 (APP-143) 7
course must have been

assigned to it. (Detailed instructions are

prOVided in the section “Assigning courses Program/program option: Aeronautical Engineering  Accreditation cycle: 2023 ( AP|
” H
toa program Of the User GUIde') o Academic Lecture Lab/tutor AU total
3. You are now in the program dashboard. credit  hours per ial hours
4. Allthe courses assigned to the program are 8 courseoee week  per term Lo
listed under the “Course manifest”. Compulsory 3 3 0 36 (
5. Click on each course number to access Elective courses 0 0 0 0 (
and complete the corresponding Prior studies ) ) Y o )
“Program-specific information” form. You
Program totals 3 3 0 36 (
can also use the search bar to look for a
Minimum AU requirement 0 0 0 1850 19¢

specific course.

e |nformation entered in the “Course
information” form can be viewed Course manifest ()
here, but not edited. If you wish to ¥  Search

make any changes to the “Course

Course number Course title

information” form, you must return

to the “Courses” tab. (Deta”_ed = CMP%C-DE o Complementary Studies
Instructions are prOVIded inthe = CMPL1002 CMPL1002 Complementary Studies
section “Entering generic course

information” of the User Guide).
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6. For elective courses, you need
to specify the group (A, B, C,
etc.), and select the number of
electives students can choose
within that group.

Course type o Elective Group

Elective hd

III
£
Ln
£

Mote: Information entered in this “Proj rmation form” is specific to the

Lo I I (x0]

mEE i dm e e—

The letteris used to

group elective courses into a single set, and the number indicates how many
courses a student can choose within that set. This will enable the calculation of the
minimum path and populate the program artifact called “Minimum path
compulsory and elective courses”. Considering all elective courses, the minimum
path identifies the smallest number of accreditation units for each CEAB content
category.

In Tandem, a given elective course can only be in one set. If a program offers a
course in more than one elective group, itis recommended to create duplicate
courses with a name indicating the elective group (A, B, C, etc.) it belongs to and
enter the same information in the “Course information” and the “Program-specific”
information forms.

7. Therest of the form is the same for compulsory or elective courses.

8. Whenyou created the course through the “Course information” form, you added graduate
attributes and descriptors. Click on the pencil icon to update and review the following
information:

Term of instruction. For courses that occur over several terms, indicate the term
when the course starts and include an explanation in the Questionnaire in the
relevant graduate attribute section under “Indicators”.

Learning level (descriptor), which can only be edited from the “Course information”
form.

Student achievement assessment.
Graduate attribute indicator(s) for the course.

Summary graduate attribute curriculum map

Graduate attribute

Communication

Term of instruction Learning level Student achievement

~ ductory v [ Assessed

+ADD ROW

List graduate attribute indicator(s) for the course }

9. Click “Done” to return to the “Program-specific information” form.

a DONE Cancel < 1of11 >
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10. Under the “Instructors” section, you can import faculty information including hire date,
licensure status, highest degree, and academic rank. This information would have been
entered for each instructor earlier through the “Faculty” tab. We recommend you
complete this section of the form when the faculty members' information has been
entered under the “Faculty” tab and the instructors have been appointed to teach the
course. (Detailed instructions are provided in the section “Entering faculty members’
information” of the User Guide). To import this information:

e Start typing the name of the instructor in the type-ahead field.
e Selectthe name of the instructor.

e Click on “Import Faculty Details. e =l =
e |f you have multiple instructors for that course, we oy

recommend you list all faculty members first and then click on the “Import
Faculty Details” button.

Itis important to note that the “Curriculum committee member” field is a manual
entry. This information will populate the list of curriculum committee members in the
program artifact called “Curriculum committee members (4.5)”. If your HEI has faculty
members on the curriculum committee who are not teaching a course in the snapshot
year, they will not be associated with any course forms, and their names will not appear
in program artifact 4.5. It is recommended that a list of those faculty members be kept
and provided to the visiting team.

The AU calculation of courses in engineering science or engineering design that must be
taught by a faculty member licensed to practice engineering in Canada (known
colloquially as the “specified AUs”) is based on the information provided for the faculty
member listed under the first “Instructors” section of the form. For more detailed
information, see Appendix C.

Instructors @

Faculty member Curriculum committee| Hire date Licensure status Highest degree Academic rank
member

Roselyne Lampran (HEI) I Yes v 2019 v ingJr v DPhil v Associate v

Roselyne Lampron (HEl) &

roselyne.lampron@engineerscanada.ca Manual entryl.

Licensure status Highest degree Academic rank

11. Under the “Course delivery and outcomes” section, enter the relevant information in
relation to:
e The number of students per supervisor in laboratory sections.
e The number of students per supervisor in tutorials.
e The average grade for the course, as a percentage’.

'The average grade can be provided in percentage or letter grade.
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e The average grade for the course, as a letter grade.
e The failure rate for the course.

Course delivery and outcomes °

Number of students per supervisor in: Average grade for the course Failure rate for the course
Laboratory Tutorial % Letter %
Select an option... v Select an option... v Select an option... v Select an option... v Select an option...

Does this course include a lab experience? @
Oves ONo clear

12. Indicate if the course includes a laboratory component. If so, provide the appropriate
details.
13. In the table under the “Required Text(s)” header, enter relevant information.
e Any style guide can be used for citations, but you are asked to ensure consistency
within a course and, preferably, across all courses in a program.
e To add an entry, click on “Add row”.

Required text(s) only; not a reading list @

Author: Title : Publisher: Year:

+ADD ROW

14. For each course, you should provide:
e Detailed syllabi and additional information.
e Documentation of assigned work and assessments.
e Examples of evaluated student work.

Do you want to submit detailed syllabi and additional information for this course (Criteria 3.1, 3.4) ? 0

Click here for help instructions

Oves O No  Clear

Do you want to submit documentation of assigned work and assessments for this course (Criteria 3.1, 3.4.4, 3.4.6, 3.4.7)?
Click here for help instructions

Oves O No  Clear

Do you want to submit evaluated student work for this course (Criteria 3.1, 3.4.4, 3.4.6, 3.4.7) 7

Click here for help instructions

Oves O No  Clear

Assigned work and assessments, as well as evaluated student work, can be uploaded directly into
Tandem or submitted by providing a link to the designated folder on the institution’s web-based
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collaborative platform (e.g., SharePoint). Providing the link to the exact folder where a course’s
information is stored is crucial to ensure the accuracy of your submission. If you wish to provide a
link for the visiting team to access your institution’s platform:

15. Click on “Yes” and enter the appropriate link.
16. To add an entry, click on “Add row”.

Do you want to submit evaluated student work for this course (Criteria 3.1, 3.4.4, 3.4.6, 3.4.7) ?

1. For culminating design experiences, provide all student deliverables from ten evaluated projects, including, but not limited to, written reports, physical models, or
mathematical models as appropriate. If less than ten projects were completed in the course, include all projects. These samples must include at 3 minimum, three
k that in the opinion of the instructor marginally meet expectations at the time of assessment. If all work meets expectations, provide at least three works

on of the instructor(s), are the lowest qua Iy |:ll'l3d_|f_t5.

Description Upload Hyperlink if needed

+ADD ROW

Please note that the system does not indicate which course forms contain the examples of
required visit materials. It is therefore recommended to identify them and provide the list to the
visiting team.

17. When the form is complete click on “Save”.

Tandem tips

e |tis strongly recommended that the “Course information” form be finalized before filling out
the “Program-specific information” form.

e Information entered in the “Course information” form and the “Program-specific
information” form serves to populate the “Program artifacts”, accessible via the program’s
dashboard. “Program artifacts” are summary views of different program elements that will
be reviewed by the visiting team. Leaving blank fields will generate incomplete summaries
for the visiting team to review.

e Under the “Instructors” section, the “Curriculum committee member” field is a manual
entry field. This information will populate the curriculum committee composition program
artifact.

o Ifyour HEI has faculty members on the curriculum committee who are not teaching a
course in the snapshot year, they will not be associated with any course forms, and their
names will not appear in program artifact 4.5. It is recommended that a list of those faculty
members be kept and provided to the visiting team.
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The AU calculation of courses in engineering science or engineering design that must be
taught by a faculty member licensed to practice engineering in Canada (known colloquially
as specified AUs) is based on the information provided for the faculty member listed under
the first “Instructors” section on the “Program-specific information” form. More detailed
information is provided in Appendix C.

Assigned work and assessments, as well as evaluated student work, can be uploaded
directly into Tandem or submitted by providing a link to the designated folder on the
institution’s web-based collaborative platform (e.g., SharePoint). Providing the link to the
exact folder where a course’s information is stored is crucial to ensure the accuracy of your
submission.

Please note that the system does not indicate which course forms contain the examples of
required visit materials. It is therefore recommended to identify them and provide the list to
the visiting team.

Itis possible to save the form and complete the required fields later.

To learn how to enter program-specific information, you can watch the tutorial.
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Reviewing a program dashboard

The program dashboard is built from the information entered in the “Course information” forms
and the “Program-specific information” forms. This dashboard gives a summary view of the main
components of your program. You can use this dashboard, and the “Program artifacts” section, to
review the content of the accreditation materials your institution is submitting for the visit.

To access the dashboard of a program:

1.
2.

Click on the “Programs” tab.

Click on the name of the program you wish to view. To be able to select a program, at least
one course must have been assigned to it. (Detailed instructions are provided in the section
“Assigning courses to a program” of the User Guide.)

You are now in the program dashboard.

P TANDEM

by Engineers Canada | par Ingénieurs Canada

Home Profile Structure Faculty Courses Applications

Aeronautical Er{%u‘eenrg

From the program dashboard, you can see:

A.
B.

The number of academic credits.

The number of hours of lecture per
week.

The number of hours of
laboratory/tutorial sessions per term.
The summary AU count for the courses
assigned to the program. The AU count
appears only after the “Course
information” and “Program-specific
information” forms have been
completed and saved. Adding a course
does not automatically update the AU
count; to refresh it, open the “Course
information” form and click “Save”.
The list of courses assigned to the
program in the “Course manifest” table,
which gives you access to the program-

2023 (APP-143)

Programs

7

GPTANDEM

by Engineers Canada

Home Profile

Roselyne University &

Structure

ar Ingénieurs Canada

Faculty Courses

Applications

Prograr

Program/program option: Aeronautical Enoring / Bace of Engeing and M@En’u

CEAEB course type

Compulsory
Elective courses

Prior studies

Program totals

Minimum AU requirement

Course manifest
&  search
Course number

— CMPLTOO2
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specific information form associated with each course.
On the right-hand side of the page, you can see:

F. The program’s Questionnaire, which is
also called an “instrument” in Tandem.  Instruments (@)
To access the Questionnaire, click on
the “Questionnaire — [Program name].”

G. Under the “Program artifacts”, you will

Name

Questionnaire - Architectural Conservation and Sustainability Engineering

have access to different views of

program elements entered in the

“Course information” and the Program artifacts @

“Program-specific information” forms.

. Summary graduate attribute map (3.1.1, 3.1.1.a)

The numbers referenced in brackets

beside each title match the numbering Graduate attribute learning-level (3.1.1b/c)

utilized in the Excel 6C file previously ; . 7 o
) . . Indicators and learning activities assessed (3.1.2)

made available on the “Accreditation

resources” page of the Engineers Instructors (4.1)

Canada website. Laboratory experience (4.2)

. . Enrolment and degree data (4.3)

Program artifacts overview

Minimum path compulsory and elective courses (4.4a/b)
The “Program artifacts” links to summary views
of your program’s components detailed in the IWATRIEITTY. Pttty SR REREY (3456)
“Course information” form and the “Program- Curriculum committee members (4.5)
specific information” form. Program artifacts
Average grade and failure rate (4.6)
can only be updated through these two forms, ey o st et e
except for the Enrolment and degree data (see note below). Leaving blank fields will generate
incomplete summaries for the visiting team to review. For instance, in the “Program-specific
information” form, it is important to specify the term of instruction for each graduate attribute,
indicate whether it is assessed, and detail its indicators. This information enables the system to

accurately populate the following three program artifacts:

1. Summary graduate attribute map.
2. Graduate attribute learning level.
3. Indicators and learning activities assessed.

To access the “Course information” form, click on the “Courses” tab and select the appropriate
course you wish to update. To access the “Program-specific information” form, click on the
“Programs” tab, select the appropriate program you have assigned courses to, and click on the
relevant course number under the “Course manifest” header.

It is important to note that changes in the “Program-specific information” form will be
automatically updated in the corresponding program artifacts. However, changes to the “Course
information form” will not automatically be updated in the corresponding program artifacts. To
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make the changes visible, you must un-assign the course from the program(s), update the
information into the “Course information” form, and re-assign the course to any programs.
Warning: this process will result in the loss of the data entered in the “Program-specific
information” forms associated with that course.

Similar to the previous Excel 6C file, the summary views generated in the “Program artifacts”
section also display colour-coded cells.

e Inthe Summary graduate attribute
map, the Graduate attribute learning-
level, and the Indicators and learning

Program artifacts

.. Summary graduate attribute map (3.1.1, 3.1.1.a)
activities assessed:

0 Cells highlighted in yellow Graduate attribute learning-level (3.1.1b/c)
demonstrate where in the

. Indicators and learning activities assessed (3.1.2)
program student achievement

has been, oris planned to be, Instructors (4.1)

assessed. :
Laboratory experience (4.2)

e In the Minimum path compulsory and (How to complete and submit ..
elective courses: Enrolment and degree data (4.3)

0 Cells highlighted in blue

{\-"H‘W mum path compulsory and elective courses (4.4a/h)

indicate what CEAB content
category (AU) isincluded inthe  Minimum path summary (4.4c)
minimum path for elective e 5 e
Curriculum committee members |4.5)
courses.
0 Cells highlighted in yellow Average grade and failure rate (4.6)
demonstrate where in the
program student achievement has been, or is planned to be, assessed.

Note: The Enrolment and degree data (4.3) program artifact does not display data. To access this
information:
e Click on the “Instruments” tab.

e Filter the list by the most recent creation date and select “Enrolment and degree data (4.3)”.
Data for all programs receiving a visit should be entered in this instrument.

Tandem tips

e Inthe “Course manifest” table of a program:
0 You canfilter the listed courses for status (active, archived) and course type
(compulsory, elective, prior studies) using the filter function.
0 You can search courses using the search bar.
0 You can organize the list of courses using the sorting function; this will allow you to
sort by the date the courses’ entries were created (either earliest or latest). To return
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to an alpha-numerically organized list, click the minus sign in the “Created date”
widget.
Similar to the previous Excel 6C file, the summary views generated in the “Program
artifacts” section also display colour-coded cells.
The numbers referenced in brackets next to each program artifact’s title correspond to the
numbering utilized in the Excel 6C file previously made available on the “Accreditation
resources” page of the Engineers Canada website.
Changes in the “Program-specific information” form will be automatically updated in the
corresponding program artifacts. However, changes to the “Course information form” will
not automatically be updated in the corresponding program artifacts. To make the changes
visible, you must un-assign the course from the program(s), update the information into the
“Course information” form, and re-assign the course to any programs. Warning: this
process will result in the loss of the data entered in the “Program-specific
information” forms associated with that course.

To learn how to review a program dashboard, you can watch the tutorial.
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Completing and submitting a Questionnaire for the
Evaluation of an Engineering Program

Once the CEAB Secretariat has received your Request for Accreditation, a Questionnaire for each
program seeking accreditation will be made available for you to complete in Tandem. You can
access the Questionnaire from the “Instruments” tab or from the dashboard of the appropriate
program.

To access the Questionnaire directly from the “Instruments” tab:

1. Click onthe “Instruments” tab.
2. Click on the name of the Questionnaire of the appropriate program.

G TANDEM

by Engineers Canada | par Ingénieurs Canada

Home Profile Structure Faculty Courses Applications Programs Processes Instruments
Instrument

= Questionnaire - Mechanical Engineering

To be able to access the Questionnaire from the dashboard of your program, at least one course
must have been assigned to the program. (Detailed instructions are provided in the section
“Assigning courses to a program” of the User Guide.)

To access the Questionnaire from the “Programs” tab:

1. Click onthe “Programs” tab.
2. Click onthe name of the program you wish to view.

G TANDE M

by Engineers Canada | par In&émeurs Canada

Home Profile Structure Faculty Courses Applications o Programs Processes
Roselyne University ¢/
Program and program options
S Search
Program Program option Accreditation Courses Status
cycle
Mechanical Engineering o - 2023 (APP-143) 7 Pending
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3. You are now on the dashboard page of the program. Under the “Instruments” header on the
upper right-hand corner of the screen, click on the name of the Questionnaire.

Home Profile Structure Faculty Courses Applications Programs Processes Instruments Issues Certifications Documents
. )

Roselyne University </ Instruments

Program/program option: Mechanical Engineering  Accreditation cycle: 2023 ( APP-143 ) Name
gdeademiiectrgiisb it CEAB content category (AU) Specific AUs OQUE‘SUOWHVE - Mechanical Engineering
ic credit hours  orial

To complete a Questionnaire:
1. Click on the different
Progress

sections and follow the
instructions.

S Glossary of terms
2. The progress of
completion is displayed S - General instructions
for each section. To be o
able to submit the ® 0% ),3 Program objectives and plans
Questionnaire, all ®
sections must display ® 0% 1.4 Resolution of previous issues
100%.

o 0% 2. Self-appraisal
3. Note that the numbers
referenced before each &) 0% 3.1 Graduate attributes - Overall GA/CI process
title match the numbering

utilized in the former B
version of the
Questionnaire.

C
p-g
I||
|||
Wl
Iii

a4
iii

a4
=5

® E B A

S %X, X AT AT A 2

Overall graduate attribute/continual improvement process:

4. To use therich text editorin

aresponse box:
Under this heading, discuss how often a complete data set is collected and analyzed f
e Type yourresponse.

e Selectthe
appropriate option
you want to use
from the upperribbon.

+ This is an example.

e Note that you can directly paste text, a table, or an image in a response box. Only
one table, graph orimage can be added per box.
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You can save the progress you

make on your Questionnaire to @ (2 ar
exit the system and return ata EN Export Exit
later time. Click the “Save” ° G

button at the bottom or at the

Progress Documents Filters
top of the page.
To exit a section of the & |= Glossary of terms
Questionnaire, or to get back on , ,
. @ <5 General instructions

the “Instrument overview” page,
click on “Exit” at the top right- ) | 50% 1.3 Program objectives and plans
hand corner of the screen.

(&) 0% 1.4 Resolution of previous issues
To export a specific section of
the Questionnaire, click on the & % 2. self-appraisal

relevant section, and click on

« " . S) 0% 3.1 Graduate attributes - Overall GA/CI process
Export” at the top right-hand
corner of the screen. © 0% 3.1 Graduate attributes - Organization and
. . g z » - engagement
Questionnaire - Bioengineering 2y) 5 Pro
Roselyne University ave © 0% 3.1 Graduate attribute #1 - A knowledge base for
&

engineering
B i LISAE I =

1.3 Program objectives and plans

oprm eI

® 0% 1.4 Resolution of previous issues

1.3 Program objectives and plans
Outline the objectives of the program bei

institution as a whole. It is recommende @ 0% 2. Self-appraisal

rich text 100% 3.1 Graduate attributes - Overall GA/CI process

® 0% 3.1 Graduate attributes - Organization and

engagement

1.3 Program future plans S) 0% 3.1 Graduate attribute #1 - A knowledge base for
Outline the future plans of the program be engineering
inctitiitinn ac 2 whanla It ie rarammanda o

< >
REV. NEXT

To navigate between sections in the Questionnaire, you can either click on the titles or click
the “Prev.” and “Next” arrows at the bottom of the page.

When all sections of the Questionnaire are completed and finalized, and the progress
completion of the Questionnaire displays 100%, click on “Submit”.
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Questionnaire overview

To get to the “Instrument overview” page of the Questionnaire, if you are on a page of the
Questionnaire, click on “Exit”.

1. Onthe left-hand side of the page, under the “Summary” tab, are listed the following:
A. Yourinstitution information.
The name of your visit coordinator.
The date the instrument response window will/was open(ed).
The date the instrument response window will/was close(d).
The status of the Questionnaire’s completion.
The “Instrument workflow”, which indicates the different steps of the process
associated with the completion of the Questionnaire until its revision by the visiting

Mmoo w

team.
2. Under the “Documents” tab, you can find all documents uploaded in the Questionnaire by
your institution.

APPLICATION APP-151

[ Instrument Overview ]

Questionnaire - Bioengineering

Summary Documents Assignees Reports

Overview

Roselyne University ecomdmator
Ottawa, ON 2

https://makeameme.org/meme/this-is-z307s8

Opens e Closes o Status G

29/10/2023 -- Not started

Instrument Workflow G

3. Under the “Reports” tab, you can export a printable PDF copy of the Questionnaire.
4. ltis possible to import responses from questionnaires previously submitted during past

visits by clicking on the gear icon and selecting “Import previous responses.”

APPLICATION APP-151

Instrument Overview

Questionnaire - Bioengineering s );
@ :
Summary Documents Assignees Reports Archive
) o Import previous responses
Overview Progress

| Remove
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Assign the completion of the Questionnaire

Multiple people (trusted contacts) can work simultaneously on the Questionnaire, and any
modifications made by an individual will be saved. Under the “Assignees” tab, you can assign the
completion of the Questionnaire to a faculty or staff member of your institution who is not a trusted
contact. The profile of that individual must have been created under the “Faculty” tab previously,
and the box “User may login with this email” must have been selected. For more details, read the
Tandem tips of the “Entering faculty members’ information” section.

To assign the completion of a Questionnaire to a member APPLICATION APP-155
(_
of your institution who is not a trusted contact: Instrument Overview

1. From the “Instrument overview”, click on the Questionnaire - Génie électrique

“Assignees” tab. )
Summary Documents Assignees Reports
2. Clickon “Add assignee”.

3. Inthe “Assignee” text field, enter the name of the o
individual you are looking for. Note that no Edit Assignee(s) ®
specific “role” needs to be assigned to an
assignee. Assignee Role

4. Click “Save”. The assignee will be able to access ’Iane e © I ©

Jane Doe
fake@email.com

the instrument through their “My Items” persona.
5. To add more assignees, repeat the steps above.
6. Toremove an assignee, follow steps 1-3 above,
then click on the minus icon.

Cancel

Tandem tips

e You candirectly paste text, atable, or an image in a response box in the Questionnaire.

e If certain sections of the Questionnaire do not apply to your situation, please indicate N/A in
the appropriate answer boxes.

e Multiple people (trusted contacts) can work simultaneously on the Questionnaire, and any
modifications made by any individual will be saved.

e You can assign the completion of the Questionnaire to a faculty or staff member of your
institution who is not a trusted contact.

¢ Insection 3.3 Students, for criterion 3.3.4, we recommend uploading examples of
student transcripts via the upload feature and using the below table, titled “Graduating
student record”, to list courses where substitutions were used for the same sample of
transcripts provided. For criterion 3.6.3, the same transcripts used for criterion 3.3.4
can be submitted.

e Tolearn how to complete and submit a Questionnaire, you can watch the tutorial.
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Appendix A: Quick reference

Getting started

To log in to Tandem’s training environment, click here.

To log in to Tandem’s production environment, click here.

Log in to your Tandem account / Connectez-vous a
votre compte Tandem

Log in by entering your email address and password. / Veuillez vous

connecter avec votre adresse courriel et votre mot de passe.

Email address / Adresse courriel

Choose your persona...

For HEI users, select the

is required " ; X
Organization
Representative” persona.
Password / Mot de passe My Items
is required /
Did you forget your password or are you having problems Or'ganizatiog}n]Representative

logging in? / Vous avez oublié votre mot de passe ou vous éprouvez des

difficultés pour vous connecter?

engineerscanada
ingénieurscanada
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https://tandemtraining.engineerscanada.ca/#/auth/login
https://tandem.engineerscanada.ca/#/auth/login?return-url=https%3A%2F%2Ftandem.engineerscanada.ca%2F%23%2Finstrument-response%2F66cc35de-0a43-484b-80b4-e38a93e9e789%2Fsummary

Enable multi-factor authentication

A i N IS

Roselyne Lampron (HEI) -

PTANDEM

by Engineers Canada | par Ingénieurs Canada

Home Profile Structure Faculty Courses

My Account

Roselyne Lampron (HEI) (Change)

Contact Info Additional Data Summary

Change username

Change the email/username you use to login to the system

Reset my password

Reset/Update the password you use to access the system

Install the "Microsoft
Authenticator”
application onyour
mobile device.

@ Configure Authentication (MFA)
Configure Multi-factor Authentication (MFA) using Authenticator,.Email, or SMS

roselyne.lampron@engineerscanada.ca | ——

Edit my profile

Change My persona

Logout

nterest Training

Scan the QR code with your
mobile device. In Tandem, enter
the authentication code generated
by the "Microsoft Authenticator”
application on your mobile device.

Click on "Werify".

Vﬂnr!rr\irl [ Windows 10 Mabile
|

Authenticatlon code

Configure Authentic

Use a smart phone aut

Google authenticator

LastPass authentcator

Micrasoft authenticator

erify

A valua is required
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Entering Tandem

fa) () =

O T A N D E M Roselyne Lampron (HEI)

- . roselyne.lampron@engineerscanada.ca
by Enﬁlneers Canada par InEénleurs Canada

Edit my profile )/’-Toggle betv(y:gen
persona (i

Home Profile Structure Faculty Courses Applications Programs Processes Instruments Iss /
Change My person/a_,—k applicable)

L Log out when you are done your work / \
leave your work station = Logout
My Account y 4
Roselyne Lampror[ Reset your password }
1.”/ . ) ) . ‘ ) o " Viewledit your individual contact
Contact Info Security Additional Data summary Work history Education history Conflicts of interest Training information
Phones Emails Addresses Is Primary @
£ roselyne.lampron@engineerscanada.ca n =
Email
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Creating a trusted contact

L @ &
7 Notifications EN Mev
50 tothe
by Engineers Canada | par Ingénieurs Canada Faculty” tab.
sl
Home Profile Structure Faculty Courses Applications Programs Processes Instruments Issues Certification&)

Roselyne University @

Click onthe "Plus" button.

b

¥ Search \

A

MName Account Type Primary Trusted

Add Personnel

Check for existing records PEIEGLELsM Contact Info

To avoid creating duplfcat?» el or existing records £
Type any characters
name, or email address. into the search bar NAME
and click"Find” B i
dfgh || First name Middle Last name v
Avalueis required\ Avalue is required
We found 0 matching records. Please select the -
ID Select "Person info". Only provide the first
If the person is not listed, please name, last name and email address of the
contact. Select “User my login with this email”.
This will grant the contact access to the system.
|[EI'\-"IAIL ADDRESS PRIMARY PHONE

Phone Number | €Xt | Extension

User may login with this email
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JEN =

Person Info e eladlyiis

TITLE l Select"Contact Info” 1

AN

(Ifapplicable,providethe
| title of the individual. J
L pR——

END DATE
ACCREDITATION PROCESSES CONTACT TYPES
O Chief executive officer
O Faculty ( Select the appropriate contact type(s)
L fram the list.
O Visit organizer y

CONTACT STATUS

CONTACT ACCESS

O This is the organization's Primary Contact

This contact may act on behalf of the organization

/

Select "This contact may act on behalf of the
organization”. This is how the system assigns
trusted contact permissions. You can revoke this
status by simply unchecking this box at any point
during the wisit cycle. Click "Save”. A"MNew User
Email Message” will be automatically genarated.

Administrative support

O Accreditation volunteer
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Entering faculty members’ information

Q Q) RL

/ Matifications EN Me ~
izotothe
by Engineers Canada | par Ingénieurs Canada Faculty” tab.
e
Home Profile Structure Faculty Courses Applications Programs Processes Instruments Issues Certification&)

Roselyne University @

" Click onthe "Plus" button. L

\

Add Personnel ‘
ry Trusted @

Search

Check for existing records

Type any characters
name, or email address. l into the search bar

To avoid creating duplfcat%

and click "Find".

dfgh
We found 0 matching records. Please select the match

If the person is not listed, please to add

Person Info el =ladlsiis} 'd

— Select "Person info”.
— Only provide the first
NAME name and last name of

— the faculty member.
w | | First name T TeTIOOTE Last name
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=

L llnisl Contact Info

TITLE
[ Select "Contact info". j
If apphcable, prowide
the title of the END DATE
individual. /
-

ACCREDITATION PROCESSES CONTACT TYPES

— A T T

O Chief executive officer

Faculty

‘:—fSeIer:t the appropriate contact\u

O Visit organizer \ type(s) from the list.

0O Administrative support

O Accreditation volu Frovide information in all relevant fields numbered 1
to 19 of the contact's info.
Clear Click"Save".

[

1.PROMOUNS 2.IF OTHER PRONOUNS, PLEASE SPECIFY
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Setting the length of term factors

al D RL

B TANDEM ERC

nada | par Ingénieurs Canada

Home Profile Structure Faculty Courses Applications Programs Processes Instruments Issues Certification&©

Contacts Additional Info Public Profile

Additional Info el

LENGTH OF TERM INSTRUCTIONS NUMBER OF INSTRUCTIONAL DAYS
Instructions and response for criterion 3.4.1.1: 180 — —
[ Click on the pencil icon to enter the
Provide a calculation of the length of the academic term obtained by the following numbers that will allow the system
to calculate the length of the term
procedure: count the actual number of instructional days, excluding holidays and the factor.
.

final examination period, in all academic terms; divide by the number of terms X
teaching days per week (for example, if there are 5 days per week for 3 terms the

divisor is 15, if there are 6 days per week for three terms the divisor is 18).

Instructions et réponse pour la norme 3.4.1.1

Fournissez un calcul de la durée de I'année universitaire, en utilisant la procédure
suivante : comptez le nombre réel de jours d’enseignement, a I'exclusion des congés et
de la période des examens finaux, pour toutes les sessions; divisez par le nombre de
sessions X le nombre de jours d'enseignement par semaine (par exemple, s'ilya 5
jours par semaine pendant trois sessions, le diviseur est 15; sil y a € jours par semaine

pendant trois sessions, le diviseur est 18).

TEACHING DAYS PER WEEK NUMEBER OF TERMS
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Entering generic course information

Q @ RL

(GPTANDEM E

by Enaineers Canada | par Ingénieurs Canada

Home Profile Structure Faculty Courses Applications Programs Processes Instruments Issues CertificationsZ)

To create a new
course, click on the
"Flus"button.

Canadian University of Engineering (CUE) @

Course listing ?

¥  search O\ AZ

Course number Title Status Last updated Last updated
[ To Update an existing course, by
t click on the course number.
= 10001 Test1 Active 03/08/2023 Roselyne
Lampron (HEI)
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Course Information

Course number Tithe
7 This "Course information” form allows you to enter basic
8 infarmation about @ course that should be applicable to that
course regardless of the program(s) offering it.
Moee: Iri FroTE FroE B Lhe course.

Later in the process, you will comgplete the Pro

rapedific infor

1 orm” where you wi

ke information that is specific wo the course offered in the program. This

niormation may vary depending on the program offering the courss.

Lirk Lo course

wHOM'S cowrse catalogue

Prowide explanatory nates on in

msistencies wilh calendar informatan (il applicable)

Select the appropriate AU calculation type and fill out the sections.
fou can manually edit the length of term factors here.

Select an oplion. A
rd

et e o ] — When applicable, select the maost appropriate descriptar
— \\ {l, O, &) far each graduate attribute (GA).

[CE#-E graduate aliribul

a3 T el
1 A knowledge base for engineering Select hd T Comrmunication skills Selecl an oplon b
2 Problerm analysis Select an ' 8 Profesdionalism Selacl an oplan A4
% Impact of engineering on society and
3 Investigation Seledl an op w Selell an oplan b
the enviranment

4 Design Select h 10 Ethics and equity Selecl an oplien A4
5 Use of engineering tools Select an op hd 11 Economics and project management | | Selecl an oplion. hd
6 Individual and team work Seledh an aplion... b 12 Life-lang learning Selecl an oplan A4

-

<</\ List the learning outcome expectations for this course.

[ Learning outcoms expectation ]

+ADD ROW
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Assigning courses to a program

Canadian University of Engineering (CUE) @

Program and program options

Accreditation visit cycle _J‘/ Selectthe relevant application from

—— the dropdown list titled
2023 (APP-90 v e S
( ) "Accreditation visit cycle”

Program/program option (" Selectthe program assigned to the

Computer Engineering v | = specific application that you wish to
\—k ASSign courses to.

Courses

o
[ Select all the courses
Select all | Select none Jd_d____J ol wish 1o assign fo

10001 - Test 1 \T that program.

CHEM1100 - Introduction to Chemistry for Engineers

CMPL1000 - Complementary Studies

EECS4413 - Building E-Commerce Systems

EESC1101 - Computational Thinking Through Mechatronics
ENG4000 - Engineering Project

PSIS - CEGEP

e

50 to the "Programs”
tab and click on the
pencil icon

Q @ &

( l | A N D E M Notifications EN Mev
by Enﬁineers Canada | par Ingénieurs Canada

Home Profile Structure Faculty Courses Applications Processes Instruments Issues Certification&)

Click "Save”.

The name of the program will appear in blug,
which indicates it is now a selectable link.

L
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Entering program-specific information

G’ TANDEM

by Engineers Canada | par Inaénieurs Canada

Home Profile Structure

£\

Cap~

o to the "Programs’

Pri

"tab and select the program
Yol have assigned courses to.

S
Computer Enginee@g

Faculty Courses Applications

Programs

Course manifest

? Search

Course number

CMPL1000

EESCT101

ENG4000

PSIS

/,

Foreach course, click on the course number and
enter the appropriate information in the "Program

-specific information” form.

:"fgc’:.l;e title

Complementary Studies

Computational Thinking Through Mechatronics

Engineering Project

CEGEP
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2023 (APP-20)

Course type

Elective

Compulsory

Compulsory

Prior Studies



ENG4000 - Engineering Project

Course Information Form Program-Specific Information Form
A N
Cours~ : ] _ e ) ) )
( Information entered in the Fill out each section of this form. The
Lol "Course information” farm can information entered here is specific to
be viewed but not edited. To the course offered in the program.
make changes to this form, go
Not to the "Courses" tab ic information form” is specific to the course offered in the program. This informartion may vary depending on the program

offering e ourse:

Early you entered information in the “Course information form” which can be viewed but not edited by selecting the tab “Course information form”. If you wish to make any

changes to the "Course information form®, please rewurn to the "Courses” tab.

Type of AU Calculation

Accreditation Units (Calculated)

R
f

Click on the pencil icon to update and review the following
information:

Accreditation Units (K Factor/Manual) - Term of instruction.

- Learning level (which can anly be edited from the

"Course information” form).

80.0 .
- SBtudent achievement assessment.
- Graduate attribute indicator(s) for the course.
Summary graduate attribute curriculum map . YV,
Graduate attribute Learning level Term of instruction
@ | Communication Advanced 9 Eif
@  Professionalism Advanced 9 [
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Reviewing a program dashboard

TANDEM

by Engineers Canada | par Inﬁénieurs Canada

Home Profile Structure Faculty Courses Applications

Program Name .~ _ S
To access the dashboard of g program, click on the "Programs” Q
tab. Select the name of the program you wish to view. MNote Netifications
that at least one course must have been assigned 1o the
: : : program to be able to access its dashboard.
[ Aeronautical Engineering ] \_ fications ~ Documents
Roselyne University @ ( To ensure the accuracy of the numbers displayed inthe Instruments  ~
table, it's important to adjust the size of the window to the To access the program's
. ) . ) o displayad content Questionnaire, click on its name.
Program/program option: Mechanical Engineering  Accreditation cycle: 2023 ( APP-143) Name
T —
cad=midpieccurchiabiiutopabitotal CEAB content category (AU) Specific AUs Questionnaire - Mechanical Engineering
credit hours per ial hours .‘
CEAB course type week  per term Math NS  M+NS CS ES ED  ES+ED Other ES ED ES+ED
| Program artifacts
Compulsory 3 15 150 0 0 0 0 0 0 0 0 0 0
Elective courses 0 0 0 0 0 0 0 0 0 0 0 0 /LV’ Summary graduate attribute map (3.1.1, 3.1.1.a)
7
i i | Program ertifacts are views of program Graduate attribute learning-level (3.1.1b/c
Prior studies 0 0 0’#' 0 0 0 0 0 elements entered in the "Course information” 5 ( )
{ and the "Program-specific information” forms. Indicat 4l . L q
Program totals 3 5 15?. q 3 3 @ 3 5 - - o 7 7 ndicators a”,, earning activities assessed|3.1.2)
{ Instruct [ The numbers referenced in w,
. . | nstructors brackets beside each title
Minimum AU requirement 0] 0 | 195 195 420 225 225 225 900 0 225 225 600 rratch the numbsring utilized in
/ Laboratory the Excel GC file previousky
rna_de available on the
Corer e Enrolment Accreditation resources page

of the Engineers Canada
website.

"Course information” form and the "Program-specific
information” forms are complete and saved.
A"Program-specific information” form O\ AZ Minimum pa

must be filled ot for each course .
offered in the program. To access the

‘ The AL countwill only be displayed once the T

fses (4.4a/h)

Minimum path summary (4.4c)

form, click on the course number title Course type
AV Curriculum committee members (4.5)
= CMPL1002 Complementary Studies Compulsory

Average grade and failure rate (4.6)
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Completing and submitting a Questionnaire

TANDEM

by Engineers Canada | o~
Dnce your Request for Accreditation has
Home Profile Structu been acknowledged by the CEAB Programs
Secretariat, a Questionnaire for each
program will be made available for you to
complete. You can access the Questionnaire
directly from the "Instruments" tak.

Roselyne University @

Instrument y
/

£,
#

Questionnaire - Aeronautical Engineering

Processes Instruments
Open date Close da
02/11/2023

Q @ ®
( l | A N D E M Motifications EN Me~
by Enaineers Canada | par Ingénieurs Canada
=y
Processes Instruments Issues  C =
' You can also access the

Profile Structure Faculty Courses Applications Programs

Home
Roselyne University @

Program/program option: Aeronautical Engineering  Accreditation cycle: 2023 ( APP-153)
Academ Lecture Lab/tut AU total CEAB content category (AU) Specific AUs

ir rradit hanrs arial
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Instruments program's dashboard. Mote that
at least one course must have
been assigned to the program to
e be able to access its dashboard.

>
g

Questionnaire - Aeronautical Engineering



Q @ ®

I A N D E M Notifications EN Me
by Engineers Canada | par Ingénieurs Canada

. . )

Instruments Issues Certifications Documents =

Home Profile Structure Faculty

You can access all documents uploaded in
the Questionnaire by your institution.

Courses Applications Programs

You can export a printable

Processes

To import responses from previous
questionnaires submitted during past wisit
cycles, click on the gear icon.

FDF copy of the e
Questionnaire.

[ The progress of completion is

Questlonnal XAeronautical Engineerin

Summary Documents Assignees Reports
—— //\
Overview 4

You can assign the
completion of the
Questionnaire to a member
of your institution who is not

Ottawa, ON atrusted contact. 3

Roselyne University Coordinator

https://makeameme.org/meme/this-is-z307s8

Opens Closes Status
02/11/2023 - In progress
Instrument Workflow

® Opened on November 2nd, 2023 - In progress

displayed for each section. To be
able to submit the Questionnaire,
all sections must display 100%.

\/

Progress
) - Glossary of terms
(" The numbers referenced before
© 3 GeneJ each title match the numbering
/. utilized in the former version of
A the Questionnaire.
&) 0% 1.3 Program objectives and plans
&) 0% 1.4 Resolution of previous issues
&) 0% 2. Self-appraisal
@ 100% 3.1 Graduate attributes - Overall GA/CI process
& 0% 3.1 Graduate attributes - Organization and engagement
& 0% 3.1 Graduate attribute #1 - A knowledge base for engineering
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Appendix B: Tandem tutorials for HEI users

To assist users in becoming familiar with Tandem, we have developed tutorials that cover themes
aligned with the principal sections of the User Guide:

- How to create a trusted contact.

- How to enter faculty members’ information.

- How to set the length of term factors.

- How to enter generic course information.

- How to assign courses to a program.

- How to enter program-specific information.

- How to review a program dashboard.

- How to complete and submit a Questionnaire.

To access the playlist of these tutorials on YouTube, click here.
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https://www.youtube.com/playlist?list=PLq_Y8oz0LMq3C6X23wiz35Kr5awm7gU5J

Appendix C: How to enter faculty information in

Tandem for a reflective calculation of licensure-

specific accreditation units (AUs)

Relevant criteria

3.4.4.1

A minimum of 600 Accreditation Units (AU) of a combination of engineering science and

engineering design curriculum content in an engineering program must be delivered by faculty

members holding, or progressing toward, professional engineering licensure.

3.4.4.4

A minimum of 225 AU of engineering design curriculum content must be delivered by faculty

members holding professional engineering licensure.

3.4.4.6

The engineering curriculum must culminate in a significant design experience conducted under the
professional responsibility of faculty licensed to practise engineering in Canada.

How Tandem calculates Specific AUs

A limitation of the current version
of Tandem is that it calculates
licensure-specific AUs based
only on the licensure status of the
instructor listed in the “Instructor
— Course Contact” section of the
“Program-specific information”
form. Only the instructor
licensure status entered in this
field is used by the system to
determine whether Engineering
Science (ES) or Engineering
Design (ED) AUs count toward the
licensure-specific AU
requirements. (This corresponds
to the section highlighted in red.)

ntroductory

ENGG100 - Engineering Graphics ®
©  Dasigr
ngin t

ntroductory

ntroductory

Highest degree

Curriculum

~ ADD ROW

committee member

Hire date

Licensure status Highest degree

Course delivery and outcomes

Number of students per supervisor in:

Import Faculty Details

Average grade for the course Failure rate for the course

While additional instructors may be listed under the “Other Instructors” section, the licensure

status for these additional instructors is not used by Tandem to calculate Specific AUs. (This
corresponds to the section highlighted in blue.)
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Multiple sections and team-taught courses

The Interpretive Statement on Licensure Expectations and Requirements of the CEAB Accreditation
Criteria and Procedures specifies that a “minimum path” approach is used to determine the AUs
delivered by licensed instructors.

For courses with multiple sections, AUs can only be claimed if all students in the course are taught
by an instructor with the appropriate licensure status, namely a P.Eng for ED and EIT/P.Eng for ES.
Where one or more of the instructors for a course with multiple sections are not EITs or P.Eng, in
order to properly reflect the correct number of Specific AUs for the course, you need to list the least
qualified (in terms of licensure status) instructor in the “Instructor — Course Contact” section of the
“Program-specific information” form.

For team-taught courses, the ES and ED components must be delivered to all students by
instructors holding the appropriate licensure status, namely a P.Eng for ED and EIT/P.Eng for ES for
Specific AUs to be claimed. In some cases, only a fraction of the course’s AUs may be counted as
Specific AUs. For example, a team-taught course may include an EIT teaching the ES content to all
students and an unlicensed instructor teaching the ED content. In this case, the Specific AUs for
ED can’t be claimed, but the Specific AUs for ES+ED should include the AUs for the ES instruction.
As another example, a team-taught course that is 100% ES may include an EIT teaching 50% of the
course to all students and an unlicensed instructor teaching the remaining 50% to all students. In
this case, the Specific AUs should correspond to 50% of the total ES AUs.

Entering faculty information for the calculation of fractional Specific AUs in Tandem

If only a portion of a course’s AUs should count toward the licensure-specific requirements, as
illustrated above, two versions of the course may need to be entered in Tandem:

1. One course entry listing the non-licensed under the section “Instructor — Course Contact”.
This will count towards the non-specific AUs for ES and/or ED.

2. One course entry listing the licensed instructor under the section “Instructor — Course
Contact”. This will count towards the specific AUs for ES and/or ED.

To create two versions of the same course in Tandem, create two separate course forms using the
“Courses” tab. Name the two course forms in a way that clearly indicates they refer to the same
course, while distinguishing them based on the instructor’s licensure status. To avoid duplicating
the AU count for Math, Natural Science, and Complementary Studies, only one “Course
information” form should include the AU counts for those content categories, where applicable.
That same form should also include the first fraction of AUs for ES and/or ED that are taught by a
non-licensed instructor. The second “Course information” form should include only the remaining
fraction of the AUs for ES and/or ED that are taught by a licensed instructor.

Next, go to the “Programs” tab and use the pencilicon to select the current accreditation cycle and
the program under review. Select the two courses that were created. For the first course, via the
“Program-specific information” form, enter the non-licensed instructor under the “Instructor —
Course Contact” section, as described in item 1 above. For the second course, via the “Program-
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specific information” form, enter the licensed instructor under the “Instructor — Course Contact”
section, as described in item 2 above.

Entering the information this way ensures that Tandem’s calculation is reflective of the AUs
delivered by faculty holding, or progressing toward, professional engineering licensure. If you have
any questions regarding how to enter faculty information or how Specific AUs are allocated in
Tandem, please feel free to reach out to visits@engineerscanada.ca.
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