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Introduction

This TracDatuser guide is written for all users of TracDat in the San Mateo Community
College District.It provides step-by-step instruction on all functionsrelated to assessments
such as adding, editing learning outcomes, assessments and related results, creating reports
and storing documents related to those assessments.

TracDat is an assessment management software designed to meet the assessment and
planning needs necessary to handle all functions in an assessment cycle. TracDat allows for
institution -wide handling of assessmentelated functions and mapping them to the
appropriate goals as defined by ACCJC rubri&ach Unit is responsible for
entering/maintaining their outcomes, assessment methods, action plaressessment results
reports and documentsin TracDat.

For questions about this manual or if you would like additional TracDat assistangaease
contact vanajakshic@smccd.edu.

&1 O NOAOOEI T O OACAOAET C UI 60 OPAAEAZAEA AT 11 ACA
coordinator.

&1 O AAAEOEIT Al OOAETEICh Ai1OAAO $08 *EI C , OA
Jing Luan, Ph.D.
Vice Chancellor, Educational Services and Planning
San Mateo CCCD (Cafnadallege, College of San Mateo, & Skyline College)
3401 CSM Drive, San Mateo, CA 94402
P: 650.358.6880
F: 650.574.6566
luan@smccd.edu
http://www.smccd.edu/edservplan

-
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1. Check to make sure that thé&Select Unif field shows the correct Assessment Unit

If you are an admin for more than E\e(department, the dagwn list in this field will show you all

your departments [unitsivhen you click on the arrow at the right of the fielselect the correct one

[for which you are entering the SLO or gssessmenesult etc.

e MU T 4l CSM Dept - Business Management -

Selected Unit: CSM Dept - Business Management

--------------- Assessment Units -----==s-=n---
LUl Assessme CSM Dept - Business Management
' | Calendar | pr¢ €SM Dept - Business Micro Apps

2. Check to make sure that the correct stdib has been clicked [selected[he default screen is
not always the screen that you are looking. for

The default screen below is the one corresponding to theisuibGenéra @ |, 2 wzcliéklordtta:
oCourses aalrfo see the SLOs you entered for the co in this assessment unit.

- Business Management -

CHnalilis Course Assessment Plan

General | Personnel | Courses

3.52y Q0 0S8 I FNIF AR ¢dick ardtrid tudfdifetedd suthbs, tirdpdodntlists éco A
Generally speaking, you aamt do much damagef you feel that you might have done something
wrong you can always click on the Discard Changes button when available or use the back arrow key at
the top left of the screen without saving anything and you would leave things the way they were before
you started exploring.
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Section I: Navigation - Description of Tab s

TracDat is a takiriven system. The next few pages describe the main tabs, théatgbunder each main
tab and their functionsThe top field Selected Unifis a dropdown box that will shova list of all the units
[departments/programs/divisions] for which you fhave access and for which you will be entering

information.

Selected Unit:  CSM Dept - Dental Assisting -

TheTracDat navigationdr is located across the top of the TracDat Scijashbelow theSelected Unit
f|eId TracDat iglividedinto sixmajorareas:

Home [Summary Information]

Assessment Unit

CourseAssessment Plan

Results

Reports

U Documents

A brief description of each of these areas is given below:

[ ent B ent i e e}

Tab 1: Home

\ielected Unit: CSM Dept - Dental Assisting

alelul=l Assessment Unit | Course Assessment Plan

Summary | Calendar | Profile

At the Home tab, you may view tf&ummary, Calendaiand theProfile. This tab supplies summary views
of assignmentsiesults etc at the Assessment Unit level.
Home Features:

U Summary
9 View your personal Assignments
1 View Overdue Unit Assignments
1 View summary data on Assessment Unit SLOs, assessment methddssults

U cCalendar
1 Monthly view of Unit Assignments
1 Create/view Reminder Entries for assessment purposes

U Profile
1 Add/change your Email Address
1 Changeyour Password
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Tab 2: Assessment Unit

Selected Unitx CSM Dept - Dental Assisting

LT EL LTI Course Assessment Plan

General | Personnel | Courses

The Assessment Unit is the primary Unit where assesstakas pace. An Assessment Unit is the most
granular level of nit which has a plag outcomes, assessment methods, assessments and results that are
documened. Example Assessment Units may include departments or programs shidtresmatics
Department,NursingProgram Financial Aidetc.

Assessment UniFeatures:
U General
1 Overview/Description of Assessment Unit
1/ dzad2yY FASEtR& INB 2FiGSy FRRSR G2 (KA& &adzmKSI
Mission, Vision, Assessment Plan Review Process, etc.
U Persmnel

1 View personnel who have access to the Assessment Unit
1 Add/Remove personnel access to Assessment Unit

U Courses
1 View courses listed within the Assessment Unit
1 Editing a listed course allows you to relate a document (e.g. syllabus) to that speuife

Tab 3: Course Assessment Plan

Selected Unit: ept - Dental Assisting -

LS EL AN Cours@Assessment Plan

Course Qutcomes | Means of Assessment | Related Assessment Unit 5LOs | Related SLOs

Encompasses course outcomes, the assessment methods used to assesanith€ia/Program outcomes

and institutional outcomesThis tab is used to add, edit, delete coutseel outcomes, define assessment
methods for themand relate them to GE/Program outcomes and institutional outcor@ese an outcome
is defined, the Means of Assessment gab allows creation and modificatioof the assessment methods
used to assess the outcomes.

Course Assessment Pl&eatures:

U Course Outcomes
1 View/Add/Edit SLO¢gor specific Courses

U Means of Assessment
1 View/Add/Edit Assessment Methods related to each Course of the Assessment Unit
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U RelatedAssessment Unit SLOs
I Relate Assessment Unit SLOs to selected Course SLOs

U RelatedSLOs
1 Relate Assessment Unit SL&gporting UniSLOsand InstitutionSLOg0 selected Course
SLOs

Tab 4: Results

Selected Unit: CS5M Dept - Dental Assisting

Assessment Unit | Course Assessment Plan QAT

By Unit | By Course
ResultsFeatures:

U By Unit
1 Displays Results yssessment Unit SLOs
1 View/Add/Edit these Results as well as any Actions and Related Documents linked to the
Result
U By Course
9 Displays Results by Courses and Course SLOs
1 View/Add/Edit these Results as well as any Actions and Related Documents linked to the
Result

Tab 5: Reports

Selected Unit: CS5M Dept - Dent

Assessment Unit | Course Assessment Plan Reports

Assessment Unit | Course | Ad Hoc

1 Reports can be executed in either HTML or PDF
A For best results, use HTML for viewing and PDF for Printing reports
1 Report data is related to the Assessment Unit that is selected from the topdiram
menu
ReportsFeatures:

U Assessmnt Unit
1 Several prebuilt reports summarizing data for the assessment unit selected.
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(SM Dept - Dental Assisting > Reports » Assessment Unit L%

Report Description

Assessment Impact by This report shows each assessment unit's results and action plans sorted by the various Assessment Methods. This report is useful for showing results for a unit or across .
Assessment Methods multiple units that use similar assessment methods. (Example: Standardized Test)
Assessment Impact by Goals This report displays each of the selected unit's goals dlong with the assessment unit's plan and results that support the goals. This report is useful for showing dlignment un
between the goals and assessment units plan and assessment results.
Assessment Impact by Unit This report shows each assessment unit's assessment plan dlong with the results and action plans. This report is useful for showing the impact doing assessment has had i
Objectives on an assessment unit.
Assessment Plan This report shows each assessment unit's assessment plan. It does not show the results of each assessment. This report is useful for showing each unit's assessment plan, ~ run
Assessment Report This report shows how each assessment unit is supporting the goals of the institution, a reporting unit or an assessment unit. This report is presented in a five column i
model.
Unit Assessment Report - Four  This report shows each assessment unit's abjectives along with the results and any action plans in a four column repart. This report is useful for showing the results for a i
Column specific unit.
Curriculum Map This report shows how each course is related to an objective using curriculum mapping. run
Objective Relationships This report shows each of the goals of the selected unit and any objectives at the institution that support those goals. run
Assessment Impact by Tasks This report shows each assessment unit's results and action plans sorted by the unit tasks. This report is useful for showing results for a unit or across multiple units that i
use similar tasks.
Documents List This report list all documents (files) stored in each folder for each unit. un
U Course
9 Course level reports for the selected assessment unit
(CSM Dept - Dental Assisting » Reports > Course W

Unit Course Assessment Report - Four  This report shows each assessment unit's course objectives along with the results and any action plans in a four column repart. This report is useful for showing

run
Column the results for a spedific unit.

Course Assessment Plan This report shows each course's assessment plan. This report is useful for showing how a particular course is being assessed. run
Course List by Unit This report shows the courses per unit. run
U AdHoc

1 New Reports that can be built using options on the screeselect specific assessment
units, columns etc.

-

Administrative - Assignments
Administrative - Courses
Administrative - Dynamic Labels
Administrative - Personnel
Assessment Unit - Course Assessment Plan
Assessment Unit - Course Assessment Plan Summary
Assessment Unit - Course Results
Assessment Unit - General
Assessment Unit - SLO Summary by SLO Status
Assessment Unit - SLO Summary by Planning Year
Assessment Unit - Unit Plan
Assessment Unit - Unit Results
Assessment Unit - Unit Summary
Unit - SLO Relationships
|Unit - SLOs
E<enter query>

1 New queries depending on data needed can be entered and new reports other than the
ones listed in the dropdown box can be created.
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Tab 6: Documents

Selected Unit:

Document Repository | Related Documents

C5M Dept - Dental Assisting

DocumentsFeatures:
U Document Repository
1 View/Add/Edit/Share folders within thAssessment Unit
1 Upload files to be related to Assessment Plans and Results
1 Ability to share documents across Assessment Units, Related Assessment Units, and the
Institution
1 General depository for any assessment documents

tracdat. Selected Unit: CSM Dept - Dental Assisting vanajakshic@smeed.edu  [] [log out
Document Repository | Related Documents
Dept - Dental Assisting > Documents > Document Repository
Show Folders For:
CSM Dept - Dental Assisting « Dent 647 rename folder | share folder ‘ delete folder
3 Dent 647 (4 pe Document Name Description Modified

™1 Dent 716 (6]
CiDent 721 (2
1 Dent 722 (8]
CiDent 731 (2
™1 Dent 732 {1
™1 Dent 735 {4
1 Dent 740 {0
1 Dent 742 (3
1 Dent 743 (0
™1 Dent 744 (0
1 Dent 749 (0]
™ Dent 751 {0]
1 Dent 763 (4)
1 General (0

DENT 647 Dentist Eval
DENT 647 Dentist Eval
DENT 647 Dentist Eval
DENT 647 Dentist Eval

U Related Documents

Eval form used by DDS to rate student performance for Internship

5/21/2010
5/21/2010
5/21/2010
5/21/2010

view | edit | delete
view | edit | delete
view | edit | delste

view | edit | delete

1 View wherecurrent documents are related to Courses, Means of Assessment, and Results

Selected Unit:  CSM Dept - Dental Assisting vanajakshic@smo

Assessment Unit | Course Assessment Plan Documents

Document Repository | Related Documents

‘acdat.

: - Dental Assisting > Documents > Related Documents

Location:  All -
pe Document Name Description Related To Date Related
DENT 647 Dentist Eval Eval form used by DDS to rate student performance for Internship Means of Assessment 5/21/2010 view
DENT 647 Dentist Eval Means of Assessment  5/21/2010 view
DENT 647 Dentist Eval Means of Assessment 5/21/2010 view
DENT 647 Dentist Eval Means of Assessment  5/21/2010 view
DENT 647 Dentist Eval Eval form used by DDS to rate student performance for Internship Means of Assessment 5/21/2010 view
DENT 647 Dentist Eval Means of Assessment 5/21/2010 view
DENT 647 Dentist Eval Means of Assessment  5/21/2010 view
DENT 647 Dentist Eval iMeans of Assessment  5/21/2010 view
DENT 647 Dentist Eval Eval form used by DDS to rate student performance for Internship 1t 5/21/2010 view
DENT 647 Dentist Eval Means of Assessment  5/21/2010 view
DENT 647 Dentist Eval Means of Assessment 5/21/2010 view
DENT 647 Dentist Eval Means of Assessment  5/21/2010 view
DENT 647 Dentist Eval Eval form used by DDS to rate student performance for Intemship Means of Assessment 5/21/2010 view
DENT 647 Dentist Eval iMeans of Assessment  5/21/2010 view
DENT 647 Dentist Eval Means of Assessment  5/21/2010 view
DENT 647 Dentist Eval Means of Assessment  5/21/2010 view
DENT 647 Dentist Eval Eval form used by DDS to rate student performance for Internship Means of Assessment 5/21/2010 view

SMCCD
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Section II: Navigation z Summary of Steps for Specific Tasks

To Add/Edit/Copy/Delete SLOs for Assessment Unit

To Add an Outcome

1.

a e

SelectAssessment Uniirom the top drop down mea
Select CoursAssessment Plaiiab

SelectCourse Outcomes sttbb

Select course fror@oursdield [drop-down menu]
SelectAdd New Course Outcomésitton

In theNew Course Outconpage:

Enter SLO Name in tl@&ourse Outcome Naniesld
Enter SLO description in ti@urse Outcoméeld
SelectSLO Typé&om drop-down box

EnterStart Date[using calendar icon at right]
EnterEnd Datdusing calendar icon at right] [optional]
ClickSave Changesutton

ClickReturnbutton

No oM PRE

To Edit an Outcome

No gakrwd

SlectAssessment Uniirom the top drop down menu

Select CoursAssessment Plaiiab

SelectCourse Outcomes sttbb

Select course frortoursefield [drop-down menu]

Click on Edit link at right across from the SLO you want to modify
ClickSave Changelsutton

ClickReturnbutton

To Copy an Outcome

1.

No gakwbd

SelectAssessment Unirom the top drop down menu

Select CoursAssessment Plaiab

SelectCourse Outcomes stthb

Select course frortoursefield [drop-down menu]

Click onCopylink at right across from the SLO you want to copy
ClickSave Changesutton

ClickReturnbutton

To Delete an Outcome

8.
9.

SelectAssessment Unirom the top drop down menu
Select CoursAssessment Plaiiab

10. SelectCourse Outcomes stthb

SMCCD

TracDat User Guidg Ver. 7

Pagell



11. Select course frorCoursefield [drop-down menu]

12. Click orDeletelink at right across from the SLO you want to delete

13. ClickSave Changesutton

14. ClickReturnbutton

[Warning: If this SLO has assessments and results attached to it, you have to be careful
about deleting it.]

To View an Outcome

1. SelectAssessment Unirom the top drop down menu
2. Select CoursAssessment Plaihab

3. SelectCourse Outcomes sthb

4. Select course frortoursefield [drop-down menu]

To View/Add/Edit Assessment Methods related to each SLOof the
Assessment Unit

To Add an Assessment Method

Select the desiredssessment Unirom the top drop down menu
Select CoursAssessment Plafiab

SelectMeans of Assessmer8ubtab

Select course frortoursefield [drop-down menu]

Select the SLO fro@ourse Outcome Nandrop-down field
ClickAdd New Assessment Methdaltton

ook wbNE

In the Add Assessment Methogage

SelectAssessment Method Categofyom the dropdown field
Enter the new asssment method in théssessment Methofield
EnterSuccess Criterion

Enter the term when it will be assessed in theheduldield

Click theActivecheckbox [if it is not already checked]
ClickSave Changesutton

ClickReturnbutton

NogahkwdpE

To Assign theassessment task to a specific person

In the Add Assessment Methopage
Click the Assign button

Select the folder in th&®ut Documents in the Repository Foldinop-down field
Select the person you want to assign the task to inAksign Talrop-down field
Select due date from thBue Datecalendar dropdown fields

Enter any notes or instructions in tidotes/Instructionsfield

Click theEmail assignments to assignesheckbox

ClickSavebutton

NGO WDNE
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9. ClickReturnbutton on the main Add Assessment Method page

To Edit an Assessment Method

Select the desiredhssessment Unirom the top drop down menu

Select CoursAssessment Plaihab

SelectMeans of Assessmer8ubtab

Select course frortoursefield [drop-down menu]

Select the SLO fro@ourse Outcome Nandrop-down field

Click theEditlink across from the assessment method you want to modify

In the Edit Assessment Method page that opens, make the desired changes
ClickSave Changesutton

ClickReturn

=

©ONOOA~WN

To relate documents to this assessment method

10. clickRelate Documentbutton

11. In the dialog box that opens, seledew Documenbr Document From Repositogyr
Previously Related Documetihk

12. Select the document [if it is already in the repository folder] or from your computer using the
Browsefield

13. ClickRelate Documenbutton

14. ClickReturnbutton

To Copy an Assessment Method

Select the desiredssessment Uniirom the top drop down menu

Select CoursAssessment Plaiiab

SelectMeans of Assessmer8ubtab

Select course frortoursefield [drop-down menu]

Select the SLO fro@ourse Outcome Nandrop-down field

Click theCopylink across from the assessment method you want to copy

In the Cop Assessment Method page that opens, select the SLOs you want copied
ClickSave Changelsutton

N WDNE

To Delete an Assessment Method

1. Select the desiredssessment Unfrom the top drop down menu

2. Select CoursAssessment Plaimab

3. SelectMeans of Assessmer@ubtab

4. Select course frotoursefield [drop-down menu]

5. Select the SLO fro@ourse Outcome Nandrop-down field

6. Click theDeletelink across from the assessment method you want to delete

7./t A01 a,S84a¢ Ay (GKS RAIFt23 062E (KIG 2LSya

To Relate GE SLOs to a Coursd_8s

1. Select the desiredssessment Unfrom the top drop down menu
SelectCourse Assessment Plaab

SelectRelated Assessment Unit SLStab

Select the desire@ourserom the dropdown menu

Selecthe desiredCourseOutcomeNamefrom the dropdown menu

arwON
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6. Check the box next to each Assessment Uit relates to the SLO (you can select/deselect all
by toggling the topmost check bat each sectiorg next to the name of the respective Unit)
7. Click Save Changesutton

8. ClickReturn To Course Outcontatton
To View/Add/Edit Results related to each SLOof the Assessment Unit

To Add a new Resultto a Course SLO

1. Select the desired Assessment Unit from the top drop down menu

SelectResultsTab

SelectBy Coursesubtab

Select the course from the dregiown menu

ClickAdd Resulbutton

In the Select Course Outconpage that opens, click on ttgelectlink across from the SLO for
which you want to add the result

In the Select Assessment Method/Tasgkalog box that openselect the assessment method
for whichyou want to enter the result

8. In the Edit Result page that opens, enfsult, Result TypendAction Status

oA wWN

~

To Add an Action to the Result

9. dick theadd actionlink at bottom right
10. ClickSave Changesutton

To Relate a Document to a New Result

After you havesaved your new result
1. Selectthe Related Documenttab
2. Select theRelate Documenlink at right
3. Selectfrom New Document, Document from Repository, or Previously Related Document
a. ChooseNew Documentf you have not uploaded the document into TEat yet.
b. ChooseDocument from Repositorif the document has been uploaded into a
folder in the Document Repository already
c. ChoosePreviously Related Documeiftthe document is already related to another
Observation

To Edit a Result of a Course SLO

1. Click onShow Resullink for the SLO for which you want to edit the result
Click on theedit link at right

In the Edit Resulpage that opens, make the necessary changes
ClickSave Changesutton

PN
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Section Ill: Navigation - Detailed

. HowtoLog In

Go to:https://sanmateo.tracdat.com

The Account Login screenwill appear

|

| R
<> tracdat. T

L -

Account Login

Username: = bkshic@smccd.edu|

Password: = | |

Login
First time LogIn
Type in username and password
Username: your email address o o A
Passwordd ) 1T EQOEAT 1 Uh 1T O CEBEA xBELOGAOAOA CEOAI

After the first time, you canchange the password andif you change ituseonly that password after
that. [Please note it down somewhere safelyflow to change your password is explaineth Appendix.
A.

Enter your password. The Home page will apfze, with the following main tabs:

Home, Course Assessment Plan, Results, Reports, Documents

Return User [After the first time ]

Go to:https://sanmateo.tracdat.com

The Account Login screen will appear
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https://sanmateo.tracdat.com/
https://sanmateo.tracdat.com/

- -

>tracdat@ l‘c___

S S —

Account Login

o)

Sax Mareo Couxty
Cousce

Username: = lakshic@smccd.edul

Password: = | |

ke

Login

Enter your password. The Home page will appear

II. How to Log Out
Click on the logout link in the upper righéind corner of the toolbar.

e

Selected Unit:  CSM Dept - Astronomy - , vanajakshic@smeed. edu [log out]
m Assessment Unit | Course Assessment Plan | Results JGEGE
[ll. Home Page

There are 6 main pages on this website: Home, Assessment Unit, Course Assessment Plan, Results,

2ADPT OOOh $1 AOI AT 6O AO OOAAOGE8 (T i/A PACA EO OEA AA

Once you log in, here are the main tabs you will se@ith your departmeng/program [predetermined
by your user account as decided sy your SLOAC Coordinatatfjowing irythe Selected Unit field at the
top:

> tracdat. Seldsted Unit:  CSM Dept - Astrono
Summary | Calendar | Profile
CSM Dept - Astronomy » Home > Summary

The drop-down menu in theSelected Unit field will show all the units for which you have accesdf
you have authorization for more than one unit, you need to select the correct unit from this field. If not,
the unit for which you have authorization will automatically appear in theSelected Unit field.
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Gives the following summary datalnit Plans Summary , Results Summary, Course Assessment
Plan Summary

Unit Plan Summary Results Summary

Total SLOs: 0 Total Results: 2
Total Assessment Methods: 0 Total Actions: 2
Last Result: Results Without Actions: 0
Last Action:
Last Follow-Up:
Total Tasks: 0
5LOs Without Assessment Methods: 0
Course Assessment Plan Summary
Course Name/Course Number Total Course Outcomes Total Assessment Methods Course Outcomes Without Assessment Methods Last Result Last Action Last Follow-Up

Introduction To Astronomy /CSM ASTR 100
Astronomy Laboratory /CSM ASTR 101
Observational Astronomy Lab /CSM ASTR 103
The Solar System /CSM ASTR 115

Stars and Galaxies /CSM ASTR 125

1 0 3/10/2010  3/10/2010
3/11/2010  7/14/2010

o =

1
0
0
0

I~ = S =

~

To See Current Status of a Course Outcome for a Specific course

Under Course Assessment Plan Summary, if you click on the [blue] link across fromCourse

Name/Course number , abox opens up showing the current status of that assessmenthen you are
finished, click on any blank part of the screen to close thizox.

Course Assessment Plan Summary

Introduction To Astronomy /CSM ASTR 100 1 1
Astronomy Laboratory /CSM ASTR 101

Observational Astronomy Lab /CSM ASTR 103 . Active ot
The Solar System /C5SM ASTR 115 Active - Currently Assessing @ 1

Stars and Galaxies /CSM ASTR 125

If the Course Assessment Plan Summary is a long list, use the scroll bar on the right to scroll down to
see your course(s).

To See Statusof a Result

Click on the blue link across from Total Results in the Results Summary box.

Results Summary

Total Results: 7
Total Actions: Action Complete: 1
Results Without Actions: | Action in Progress: 1
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IV. How to Add a Course SLO
Click on theCourse Assessment Plan[main] tab on the Home screen

> tracdat. Selected U+ Dept - Astronomy -

LN Course Assessment Plan

Summary | Calendar | Profile

The Course Assessment Planscreen opens with the following subtabs:
Course Outcomes, Means of Assessment, Related Assessment unit SLOs, Related SLOs

> tracdat. Selected Unit: CS5M Dept - Astronomy -

Course Outcomes | Means of Assessment | Related Assessment Unit SLOs | Related SLOs

From the drop-down menu in the main part of the screenglick on the arrqw at right and select the
course for which you want to add the SL@nly the departments/programs/cqurses you have access to will
be displayed on this dropdownlist.

I5M Dept - Astronomy > Course Assessment Plan > Course Outcomes

Course:  CS5M ASTR 100 - Introduction To Astronomy =

Course Outcome Name Course Outcome SLO Status

At the bottom of the screen, click on thé&dd New Course Outcome button

Add New Course Dutcome

The Add New Course Outcome screen openswith the selected course name already in placén new
screen, fill in fields:

a.Course outcome nameinsert a descriptivename for the outcome that allows you to recognize
which outcome is referred to.

b. Course outcomez copy and paste from a document with course SLOs.

¢.SLO statusClick on the arrow; a dropdown list will show three options:
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LR ENRITE  Course Assessment Plan

Course Outcomes | Means of Assessment | Related Assessment Unit SLOs | Related SLOs

sment Plan > Course Qutcomes > Add New Course Qutcome

Course:

Course Qutcome Mame: = 5LO1

=
Test outcome

Course Qutcome:

SLO Status: —
Start Date: Active
EndDate:  Active - Currently Assessing

|Inactive

ChooseACTIVEIf the SLO is currently part of the course.

ChooseACTIVECURRENTLY ASSESSINIGt is being assessed thatyear) £ UT O AT 160 ET 1T x
being assessed, chooskCTIVE

INACTIVEIis a way of archiving discarded SLOs and removing the results from current REPORDS.

not use this choice unless this SLO is being discarded.

START DATEEither when this SLO was first created or the beginning of this term, Ja8, 2010.[Not a
critical value.]

END DATE leave blank.Only use this when you are retiring a SLO
SelectSAVE CHANGEButton at the bottom of the screen. You have theption to discard the changes
AU Al EAEET ¢ OEA AGOEDCHANEGEKBE OEA 1T AT A O

Repeat process for each SLO

When finished, click theRETURNbutton to return to the Course Assessment PlanA Course
Outcomes page, which will now display the newly added outcomes.
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CS5M Dept - Astronomy > Course Assessment Plan > Course Outcomes > Add New Course Outcome

Course:

Course Outcome Name: =

Course Outcome:

SLO Status: -
Start Date: El

End Date: E|

Save Changes Discard Changes Return

Fill in the required fields and click on theSave Changesbutton/If you want to discard the changes, use
the Discard Changes button.

Click Return when you are finishedto return to the Course Assessment Plan A Course Outcomes
page,which will now display the newly added outcomes.

V. How to Edit/Copy/Delete a Course SLO

If you want to edit a previously added SL&hoose the course from the dropdown menu, choose the
SLO and use the links acrossdm the SLO orthe main Cotkge Assessment Planscreen:

Course:  CSM ASTR 100 - eduction To Astronomy -

Course Outcome Name Course Outcome 3uL0 Status

@ @ sLo After finishing this course, the students will be ableto: Active edit | copy | delete
State and explain Kepler's Laws T
State and explain Newton's laws
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vl. How to Add an Assessment Method

On the mainCourse Assessment Planscreen, click on theMeans of Assessmentsub-tab.

Selected Unit: CSM Dept - Astro

Course OQutcomes | Means of Assessment | Related Assessment Unit SLOs | Related SLOs

The Means of Assessmentscreen opens:

> tracdat. Selected Unit: CSM Dept - Astronomy -

Course Qutcomes | Means of Assessment | Related Assessment Unit SLOs | Related SLOs

CSM Dept - Astronomy > Course Assessment Plan > Means of Assessment

Course: CSM ASTR 100 - Introduction To Astronomy =

Course Outcome MName: -

Course Outcome:

Date Added Assessint Method Category Assessment Method Success Criterion Active?

No Assessment Methods defined.

Add Mew Assessment Method Return Ta Course Dutcome

Choose the course from th€ourse drop-down fmenu and the SLO from th€ourse Outcome Name
drop-down menu. Click on theAdd New Assessment Method button [with the top three fiel ds already
filled in.

The Add New Assessment Method screenwill open:
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> trac d at. Selected Unit:  CSM Dept - Astronomy -

Course Outcomes | Means of Assessment | Related Assessment Unit SLOs | Related 5L0s

CSM Dept - Astronomy > Course Assessment Plan > Means of Assessment > Add Assessment Method

Course:

It
o
)

A

Course Outcome Name: SLO1

Course Outcome:

Assessment Method Category: -

Assessment Method:

Success Criterion:

Schedule:
Active:
Save Changes Discard Changes Assign Return

Click on theAssessment Method Category drop-down menu: The drop-down box shows the available

choices.Choose the catggory by clickingonit. | OA OEAO &/ OEAO6 EO Al

(& TracDat Enterprise v4.20.2 - Windows Internet Explore
bl

A
)=

> https://sanmateo tracdat.com/tracdat/faces/; /course_assessment/

\ 3 =

File Edit View Favorites Tools Help \

iy Favorites | o @ Suggested Sites v ] Web Slice Gallery + \

88 -| & Microsoft Exchange - Outl.. |3 TracDat Enterprise w6202 | > TNDat Enterprisevd 2.0 X | B v B v @ v Pagew Safetyr Toos~ @~
'> tracdat. SeleNeed Unit:  CSM Dept - Astronomy - ., stanfordd@smecd.edu  [] [log out]

Course Outcomes | Means of Agessment | Related Assessment Unit SLOs | Related SLOs
CSM Dept - Astronomy > Course Assessment Plan > Means of Assessmenty Add Assessment Method wE

Course:

Course Outcome Name:
Course Outcome:
Assessment Method Category:

Assessment Method:

i

Pre and post testing
Presentation/Performance
Survey J

Success Criterion:

Schedule:
Active: =
Save Changes Discard Changes Relate Document Assign Return
Copyright © 1998-2009 Nuventive. Al Rights Reserved About Nuventive | Contact Us

Nuventive

& Internet | Protected Mode: Off £~ B100%

Fill in the Assessment Method, Success Criterion and Schedule [free form] fields.

I DOET 1
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Assessment Method field: Type or pastein description of assessment.You can upload any related
documents into the course folder.

=

Assessment Method:

Success Criterion field: Describe how you would define success for that SLO.

Success Criterdon:

Success Criterdon:

Schedule: When do you plan to next assess this SLQ®&t the term it will be assessed (i.e., Fall
2010, Spring2011).) £ UT O A1 180 ETTxh 1 AAOGA EO Al AT E

Schedule:

Click on theActive check box to make your assessment active
Active: V]

At screen bottom,RELATE DOCUMENTDButton allows you to browse out to your computer and attach

document (such as a blank surveystubric, test questions, project description; i.e., the assessment
tools).

Save Changes Discard Changes Relate Document Assign Return

Relate Doc -
New Document

Document From Repository
Previously Related Document

If you want to add a new document, click on thBlew Document link. The New Document dialog box

will open.
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Add Document %

Source:
File ~
Mame:
[ 1
Description:

Repository Folder:

A

-

relate document

You can browse for your file in your computer and add it.

Add Document 3
Source:
File = CA\Users\vanajakshic\D
Name:
| iTracDat Training List.doc
Description:

Repository Folder:

-

relate document

When you click on theName filed, the file name is automatically placed there. You can rename it if you
like. Add a descriptign in theDescription field. Click on theRepository Folder drop-down list and

choose the correcyfolder to place the file. /
| Add Docyment Q!
Sourcé:
File « C:\Users\vafiajakshic\D [ Browse... |
Name:

TracDat Traihing List.doc
Description:
Test file -

Repository Folder:

[ relate document ]

— General
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Click on therelate document button. To return to the previous screen.

If you click on theDocument From Repository [instead of New Document],

New Document
Document From Repository
Previously Related Document

The (Belect Document From Repository 6box opens.

Select Document From Repository |

Show Folders For:

]

C5M Dept - Astronomy *  General

ERNCSE Type Document Name Description

& E Test Just a test  relate
TracDat Training relate

List.doc

Click on therelate link across from the document you want to relate to this resultYou can now either
assignthis assessment to someone or return to thi¥leans of Assessmentpage.
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VIl. How to Assign the Projectto Another User
Click on theAssign button at the bottom of the screen.

Active:

Save Changes Discard Changes Assign Return

The Assign Assessment Method box opens:

Assign Assessment Method t:’

Prowvide:
@ Data COnly
) Data and Result
) Data. Result and Action Plan
Put Documents in Repository Folder:
Assign To:
Due Date:
= 5152010 <€ May -~ 2010 - B
Sun Mon Twe Wed Thu Fri Sat

|ua
IS
lin
I
1=
log |=

2
? 10 11 12 12 14 15
16 17 1B 19 20 21 22
22 24 25 26 27 28 29
30 31

Freguenaoy:

Once -

Subject:

Assignment from TracDat
Motes/Instructions:

[ E-mail assignment to assignees

save

Choose the appropriate radio button foData Only/ Data and Result/Data, Result and Action Plan .

Donot AOOECT 1| Ol OEDPI A I DigA O@Ih [OIAL OA IOGO @A AA @ ADKE
1A & MOhedperson should collate r S and then enter them into Tracdat.

Assign Assessment Method

Provide:
@ Data Only
7 Data and Result
() Data, Result and Action Plan

Choose the folder to put it in.

Put Docu meniy/ﬂe/puﬁi tory Folder:

Assign To:
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Click on the arrow forAssign To: field and select the person you want to assign the outcome to.

Put Documents in Reposito

Assign To:

|Comerford, Sandra
Estes, Susan
Frontiera, Chadene
Gaines, Fredrick
Sobel, Amy
Stanford, Damy
‘Wanajakshi, Changvra

8 i 4202 o .
File Edit View Favorites Tools Help

i Favorites | ¢l @ Suggested Sites » ] Web Slice Gallery ~

82 - | @ Microsoft Exchange - Outl... |3 TracDat Enterprise v4.20.2 | > TracDat Enterprise vA.2... X | IR v [ @ v Pagev Safetyv Took~v @v
> tracdat. Selected Unit: CSM Dept - Astronomy - 4 stanfordd@smced.edu  [3] [log out]

l Assign Assessment Method %

Course Outcomes | Means of Ass| X
Provide:

CSM Dept - Astronomy > Course Assessment Plan > Means of Assessmen @ Data Only ‘é‘? @
© Data and Result
Coursi O Data, Result and Action Plan -
Put Documents in Repositary Folder:
Course Qutcome Nam -

Assign To:

Course Qutcom

Comerford, Sandra - 2010 -~ » b
Estes, Susan Tue Wed Thu Fri Sat

Frontiera, Charlene o

Gaines, Fredrick
Sobel, Amy
Stanford, Darryl

Assessment Method Categon

= e
= o

=N E
S 5

Assessment Methos

I
I

LS

ord, L s w0 ou oz
Vanajakshi, Chandra e 27 2 29 =
0 M 2 4 5
Frequency:
Success Criteriol Once -
Subject: J
Assignment from Tr
Notes/Instructions,
Schedul
Activi . . = =
[ E-mpf assignment to assignee
Save Changes| Return
Copyright © 1998-2009 AlRights Reserved About Nuventive | Contact Us

Nuventive

@ Internet | Protected Mode: Off v B100% v

Select the due date from the calendar on the screen, selécequency~tom the drop-down menu next;
fill in the Subject and Notes/Instructions fields; click on the box next tde=mail assignment to
assignee; click on Save.The box will close and return to the main screen.

If you want to cancel this assigning for any reason, click on the X at the top right.

Assign Assessment Method
Provide:
@ Data Only
) Data and Result

Click on theSave Changeshutton on the main screenRepeat process as required either for one SLO
or many SLOsClick onthe Return button when finished.
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Save Changes Discard Changes Assign Return

Click on theReturn to Course Outcome button. You will return to the Means of Assessmentpage
(screen).

Add Hew Assessment Method Return To Course Oukcome

You will return to the Edit Course Outcome screen:

surse Assessment Plan » Course Qutcomes > Edit Course Qutcome

Course:

Course Outcome Name: = ELO1

* After finishing this course, the students will be ableto: -
State and explain Kepler's Laws
State and explain Newton's laws

Course Qutcome:

5LO Statws: Active -
Start Date: 3710/2010 [
End Date: E|
Save Changes Discard Changes Return

Click on theReturn button to return to the main Course Assessment Planscreen.
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VIIl. How to Relate Course SLOs to Dept./Program SLOs
Click on theRelated Assessment Unit SLOssub-tab in the mainCourse Assessment Planscreen:

Selected Unit: CSM Dept - Astronomy -

Course Outcomes | Means of Assessment | Rela Assessment Unit SLOs | Related 5L0s

.o A S B N

The screen thatopens will show the related department(s)/program(s).

Selected Unit: CSM Dept - Astronomy -

Course Qutcomes | Means of Assessment | Related Assessment Unit SLOs | Related SLOs

nent Plan > Related Assessment Unit SLOs

Course: CSM ASTR 100 - Introduction To Astronomy -

Course Qutcome Mame: SLO1 -

Course Qutcome:

SLO Name SLO SLO Status
CSM Dept - Astronomy
Click on the appropriate Theck box to the left of the related department/ProgranClick on theSave
Changesbutton at the bottom. You will return to the Related Assessment Unit SLOsscreen.

If you are finished with relating the SLO to program/dept. SLOSs, click dreturn to Course Outcome
button at the bottom of this screento return to the main Course Outcomes page
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IX. How to Relate Course SLOs to GE SLOs
At top menu levelSelected Unit: choose arnndividual De\
Selected Unit: CSM Dept - Astronomy -

wrse Qutcomes | Means of Assessment | Related Assessphent Unit SLOs | Related SLOs

:nt Plan > Related SLOs

At secondmenu level: selectCourse Assessment Plan. Atthird level: selectRelated SLOs

All options possible for that course should be listed.
1ent Plan > Related|SLOs

Course:  CSM ASTR 100 - Introduction To Astronomy

Course Qukcome Mame:  5L0OZ -

Coyrse Qutcome:

= College of San Mateo General Education SLOs

Effective Communication - The ability of students to write,
[l read, speak, and listen in order to communicate effectively.
Students should be able to:

Effective Communication - Comprehend, interpret, and
analyze written and oral information; Express ideas and

[ provide supporting evidence effectively in writing and in
speaking;Communicate productively in a group or team
situation.

Quantitative Skills

The ability of students to perform quantitative analysis, using
appropriate resources. Students should be able to:

Solve challenging problems that require quantitative

reasnning:

Save Changes Discard Changes Return To Course Outcome

Select those that are directly addressed by that course SLO$ EOAARADOAABAADAAT O OEAOD
offering your assessment results as direct evidence regarding achievement of that Program or College
level SLO. [Notes from Carol Rhodes, Canada College]
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X. How to View/Edit/Add Resultsfor SLOs

View Results

1. Top level:Selected unit: Choose thanit [DEPT] [If you are responsible for only one department, it
will show up automatically.
2. Second level: Click oRESULT8 4 EA D
3. Third level: Click onBY COURS

elected Unit: CSM Dept - As

Assessment Unit

By Unit | By rse

4. Choose the aarse from the drop-down menu in the Course: field

Course;:  CSM ASTR 100 - Introduction To Astronomy |+

CSM ASTR 100 - Introduction To Astronc

plain Kepler' co ASTR 101 - Astronomy Laboratory
CSM ASTR 103 - Observational Astronomy Lab
CSM ASTR 115 - The Solar System
CSM ASTR 125 - Stars and Galaxies

The SLOs for the course will display on the page, with a link that sa$kow or Hide Results
C5M Dept - Astronomy > Results > By Course

(T T L CSM ASTR 100 - Introduction To Astronomy  [Rd

SLO1 : After finishing this course, the students will be ableto: State and explain Kepler's Laws State and explain Newton's laws

» Show Results

4.1f you click on theShow Results link, the current results will be displayed, along with the status and
Actions.

SLO1 : After finishing this course, the students will be ableto: State and explain Kepler's Laws State and explain Newton's laws
¥ Hide Results

Actions Related Documents Status

371072010 65% only passed this test 1 0 Action edit | add Action
in
Progress

5.To see what action is recommended or is being taken, click on the link below tAetions heading.

Click anywhere on the main page [white space] to have this box close.

Actions Related Documents Status

1 n A

Action Date Action

31072010 Meed to give more exercises in this topic area
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Edit Results
6. To edit the result, click on the=dit link

SLO1 : After finishing this course, the students will be ableto: State and explain Kepler's Laws STateemduayplain Newton's laws
¥ Hide Results
Result Actions Reizt>d Documents Status
3/10/2010 65% only passed this test 1 0 ATthen edit | add Action
in
Progress

The Edit Result page will open:

By Unit | By Course

= Results » Edit Result

Course Outcome: 5L01 : After finishing this course, the students will be ableto: State and explain
Kepler's Laws State and explain Newton's laws

Assessment Method

Essay - Students will write a 3-4 page essay on a recent discovery in astronomy
Success Criterion

70% of students have to get 80% or more in this essay

= k-5'36 only passed this test a
Result:

Result Date: x 3/10/2010 L9 Result Type: = Criterion not met =

Action Status: * Action in Progress - Action Status Updatex 3/10/2010 Bl

Date:
Action Plan Related Documents
add Action
Action Date  Action Follow-Up
3/10/2010 Need to give more exercises in this topic area 0 edit | add Follow-Up
Save Changes Discard Changes Return Change Association Delete Result

Make the necessary changes and click on tave Changesutton.

Use theDiscard Changes button if you do not want the new changes to take effect.

You can delete the entire result using th®elete Result button.

If you want to relate this result to a different course click on th&€€hange Association button.

The Add-Action link helps you define what action you intend taking based on the result.

SLO1 : After finishing this course, the students will be ableto: State and exptarrepla aws State and explain Newton's laws

¥ Hide Results
Result Actions Keiaicd Da~uments  Status

3/10/2010 65% only passed this test 1 0 Action | add Action

Progress
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By Unit | By Course
- Edit Action

SLO1 : After finishing this course, the students will be ableto: State and explain
Kepler's Laws State and explain Newton's laws

5L0:  Assessment Method

Students will write a 3-4 page essay on a recent discovery in astronomy
Success Criterion

70% of students have to get B0% or more in this essay

65% only passed this test;
Result:

=

Action:

Date: « 5/6/2010 L2

Save Changes Discard Changes Return Delete Action

\ \

When you are finished adding the action, click o8ave Changesutton and then click onReturn
button.

Add Results
3A1T AAO OEA AT OOOA UI O x ACohse® FEABABDAOCDI 6O &I O EI

m Assessment Unit | Course Assessment Plan GG

By Unit | By Course

3y Course

Course: CSM ASTR 100 - Introduction To Astronomy -

Click onADD RESULTbutton at bottom of screen.
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CSM Dept - Astranomy > Results » By Course

Course:  CSM ASTR 100 - Introduction To Astronomy =

SLO1 : After finishing this course, the students will be ableto: State and explain Kepler's Laws State and explain Newton's laws

W Hide Results
Date Result Actions Related Documents Status
3/10/2010 65% only passed this test; 1 0 Action edit | add Actien

in
Progress

Add Result

The following screen, listng all the SLOs [and their status]for that course will open:

> tracdat. Selected Unit: CSM Dept - Astronomy - ., vanajakshic@smced.edu [log out]
m Assessment Unit | Course Assessment Plan G
By Unit | By Course
CSM Dept - Astronomy > Results = By Course > Select Course Outcome
Course:  CSM ASTR 100 - Introduction To Astronomy - -
Course Outcome Name Course Qutcome SLO Status
sLO1 After finishing this course, the students will be ableto: Active select
State and explain Kepler's Laws
SLO2 After finishing this course, students will be able to describe the use of Newton's Law of Gravity  Active select
in astronomy |
SLO4 At the end of the course, students will be able to describe dark energy Active select
Explain the reason for the Earth?s seasons.
SLOS Be able to describe ...7 Assess the role of dark energy in determining the eventual fate of the select
universe.
SLOS (Copy) Be able to describe ...7 Assess the role of dark energy in determining the eventual fate of select

universe.

CLAA IFamd A+ the mmd Af tha mnieen stidanes Wil ke mkla ta dasseiba Al Amaenr Amtivim  Crieeanth

Return

Select the SLO you are reporting results f@ OE T C
4 E Kelddt Assessment Method/Task 6box will open:

Select Assessment Method/ Task
Select: -
Assessment Method

Category Assessment Method

Essay Students will write a -4 page essay —
on a recent discovery in astronomy

el / e ~ T =
Choose(Assessment method 61 OTagRofrom the dropdown list at the top of this box.If no
assessment method has been defined, you will get the following screen:
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Select Assessment Method/Task % |

Select: Assessment Method -

Assessment Method

LIL N i

Category Assessment Method

Mo Assessment
Methods defined.

Ll

F=

I xh Al Edefectd 11oBdHeAght@cross from the assessment method for which you are
reporting results. 4 E Adit®esulté OAOAAT xEI 1 1T DPAT q

> tracdat.

Selected Unit: CSM Dept - Astronomy -
Assessment Unit | Course Assessment Plan JEENTINE
By Pnit | By Course

CSM Dept - Astronomy > Results > Edit Result

Course Outcome: SLO1 : After finishing this course, the students will be ableto: State and explain Kepler's

Laws

Assessment Method

Essay - Students will write a 3-4 page essay on a recent discovery in astronomy
Success Criterion

70% of students have to get 80% or more in this essay

Result:
Result Date: . 5,31,2010 L2 Result Type: « -
Action Status: = . Action Status Update Date: « 5/31/2010 [

Action Plan Related Documents

Save Changes Discard Changes Return Change Association Delete Result

Fill in Result box with brief description of results (ideally, a copy and paste of summary from faculty
submitting). Describe theresults, in a narrative form or whatever way seems appropriate.

Result date:default is the current date. Alter if appropriate. Use the date thatorresponds to the end
of the semester in which the SLO was assessed.
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Result Type:ChooseMET ,NOT MET, or INCONCLUSIVEIn other words, did students achieve the
SLO7?]

Result Type: « -

Update Date: .

Criterion met
Criterion not met
Inconclusive

Chanoe Accnriabe

st s it}

Action Status: Field has three options on a dropdown menu:

Action Status: = -

Pl Related
ot 8 | Action Complete

Save Changes Action in Progress

Action Complete : if changes are already made, if indicated.
Action in Progress : plans made and followup beingdone.
No Action Needed: as it says.

Action Status Update : If you want to set a date for updating this result, set that date by clicking on the
calendar iconto the right of the field and clicking on the date on the calendar that opens. Use the
arrows on the rig he Month and Year fields if you need to skip several months or years.

Action Status Update Dat »

5/31/2010

w
c
5
<
5]
=3
"\uﬁg
=
@ @
o
=
=
S
3
w
8

]

FRkER
N
=
B
(=}
SRREN
TRBR G e =

9. Relate document select and link to doc(s) in course folder.

NOTE: 2 ways to relate documents:
a. when enteringassessment plan
b. when reporting results.
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XI. How to Run Reports[Course Level SLOs]

General Information: [From Carol Rhodes, Department of Biology, Canada College]

1. Select standard reports or create your ownReports can be saved idifferent formats (pdf,
excel) for further use or posting.

2. Ad Hocbutton lets you select exactly which fields are included in any reportData can be
grouped by whichever column you selectHelps to focus report on only what you need.

3. You can limit by setting criteria.

4. Reports that are desired will be run on a periodic basis and by request to those with access to
this function (lead faculty, Director of Research, VPI, Deans, SLOAC Coordinator) and the pdf
versions can be posted on ouBLOAC Sharepoint site for viewing by any campus employee.

How to Run Course-level Reports
Choose your unit at the top level. If you are associated with only one unit, it will automatically appear

in this field as the defau\

> trac d at. Selected Unit: CSM Dept - Astronomy

m Assessment Unit | Course Assessment Plan m Reports m

Assessment Unit | Course | Ad Hoc

CSM Dept - Astronomy > Reports > Course

Then click an the Reports tab on the main level tabs Click on theCourse tab on the secondevel tabs.
The mainReports page [for Courses] will open:

> trac d at. Selected Unit: CSM Dept - Astronomy - vanajakshic@smeed. edu [log

m Assessment Unit | Course Assessment Plan m Reports

Assessment Unit | Course | Ad Hoc

CSM Dept - Astronomy > Reports > Course (52
Report Description
Unit Course Assessment Report -  This report shows each assessment unit's course objectives along with the results and any action plans in a four column repert. T
Four Column This report is useful for showing the results for a specific unit. o

Course Assessment Plan This report shows each course’s assessment plan. This report is useful for showing how a particular course is bei
Course List by Unit This report shows the courses per unit.

I tRE rigdabrasefromit. EAE T 1

O
mv
o

$APAT AET C 11 OEA OADI 6.

Three types of reports are possibldor course-level reports:

Unit Course Assessment Report: useful for showing the results for a specific unit; this report shows
each assessment unit's course objectives along with the results and any action plans in a four column
report.

Course AssessmentPlan: useful for showing how a particular course is being assessed; this report
shows each course's assessment plan.

Course List by Unit: This report shows the courses per unit
SMCCD TracDat User Guidg Ver. 7 Page37




The Report Viewer screen will open:

» TracDat Report Viewer _ h-8
Set Parameters
Format: PDF (suggested for Print) -
Layout: Portrait -
Report Title: Unit Course Assessment Report - Four Column

CSM ASTR 100 - Introduction To Astronomy
CSM ASTR 101 - Astronomy Laboratory

Select Courses: CSM ASTR 103 - Observational Astronomy Lab
CSM ASTR 115 - The Solar System

CSM ASTR 125 - Stars and Galaxies

Active
SLO Status: Active - Currently Assessing
Inactive

Hide Inactive Assessment Methods: ]

Capstone Assignment/Project
Essay

Exam

Other

Portfolio

Pre and post testing
Presentation/Performance

Assessment Method Categories:

Survey
Result Date:  BETWEEN: 7] AND: )
Sort Results: © Ascending @ Descending
Criterion met
Dacult Tunae- Mritarian nat naat
Open Report Download as Zip Save to Document Repository

e SR PEIE .

As can be seen, you have the option tonfine the report to specific courses, SLO Status types,

Assessment Method Categories, Results between a start date and an end date, Result Types and Action
30A000 4UPAO8 91 O AAT OAI AAO i1 OA OEAT 11 Aout DOET 1
keyboard and selecting your choices [in each fieldJas shown below]
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» TracDat Report Viewer | |

Set Parameters EEGUEA g4

Report Title: Unit Course Assessment Report - Four Column

CSM ASTR 100 - Introduction To Astronom
CSM ASTR 101 - Astronomy Laboratory

CSM ASTR 103 - Observational Astronomy Lab
CSM ASTR 115 - The Solar System

CSM ASTR 125 - Stars and Galaxies

Select Courses:

Active
SLO Status: Active - Currently Assessing
Inactive
Hide Inactive Assessment Methods: m
Caistone AssiinmenﬂPro"eﬂ
Assessment Method Categories:

Partfolio

Pre and post testing
Presentation/Performance
Survey

Result Date:  BETWEEN: 5/1/2009 [F] AND: 5/31/2010 [7]

Sort Results: © Ascending @ Descendj

Result Types: Criterion not met

Inconclusive

Action Status:

Download as Zip Save to Document Repository

For the Result Date field, click on thealendar iconand click on the date you want to set.

Choose the file format for the report from theFormat [top] field:

Format: «— PDF (suggested for Print) =

PDF (suggested for Print)
HTML (suggested for View)
nart Title: Microsoft Word (.rtf)

Layout:

The optionsare: PDF, HTML, Microsoft Word (rtf).

You can print it in portrait or landscape mode by selecting the layout type from the nextayout, field:

Layout: Portrai

oort Title: Landscape
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TheReport Title field allows you to give any descriptive name for the report. [Give a title that will be
easy to ideftify it later on when looking for several reports]:

Report Title: Unit Course Assessment Report - Four Column|

The Preview Report tab allows you to preview the report before running the full report.

& TracDat Report Viewer

Set Parameters EHEIEAE D lad

Format: PDF (suggested for Print) -~

There are three options for the report: Open and view the report; download it or save it to Docume

Repository / /

Open Report Download as Zip Save to Document Repository

The Open Report button opens the report for view as a PDF file:

Unit Course Assessment Report - Four Column

San Mateo CCCD
CSM Dept - Astronomy

Department Assessment Chandra VVanajakshi

Coordinator:

Course Outcomes

Means of Assessment & Success Criteria

I Tasks

Action & Follow-Up

(CSM Dept - Astronomy - CSM ASTR 100
infroduction To Astronomy

- SLO - After finishing this course, the
students will be ableto:

State and explain Kepler's Laws

Start Date:
031072010
SLO Status:
Active

- Assessment Method:

Students will write a 3-4 page essay on a
recent discovery in astronomy
Assessment Method Category:

Essay

Success Criterion:

T0% of students have to get 80% or more in
this essay

Related Documents:

Test

(CSM Dept - Astronomy - CSM ASTR 100
infroduction To Astronomy

- SLO4 - At the end of the course, students
(will be able to describe dark energy

Start Date:

01/15/2010

SLO Status:

Active - Cumrently Assessing

Explain the reason for the Earth?s seasons.

- Assessment Method:

30 multiple choice questions and 10
completion questions;

10 free-response questions
Assessment Method Category:
Exam

Success Criterion:

At least 70% in the exam

Related Documents:

TracDiat Training List.doc

(CSM Dept - Astronomy - CSM ASTR 115
The Solar System

- SLO1 - Test outcome

Start Date;

04/01/2010

SLO Status:

Active - Curmrently Assessing

- Assessment Method:

Midterm tests with multiple choice and free-
response questions

Assessment Method Category:

Exam

Success Criterion:

At least T0% in each test

Related Documents:

TracDat Training List.doc

TracDiat Training List.doc

53110 9:48 PM

Generated by TracDat a product of Nuventive._

Page 1of 2
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If you want to go back to theReports screen, click on thebackward arrow at the top left.

& httpsi/fsanmateo.tracdat.com/tracdat/faces/c porsTTTERRepor,sp - Windows Internet Explorer - ‘

@Wps: /sanmateo.tracdat.com/tracdat/faces/common/reports/viewReport.jsp

File Edit GoTe Favorites Help

~ & [ 4] X [[*8 o

i Favorites | 5 @ Suggested Sites v @] Web Slice Gallery +

th~B -2 @

3 TracDat Report Viewer

$[1 /s i®@® [ - A | [Fne -
Unit Course Assessment Report - Four Column

San Mateo CCCD
CSM Dept - Astronomy

5 H & €

Department Assessment Chandra \anajakshi
Coordinator:

Means of Assessment & Success Criteria

Course Outcomes Results. Action & Follow-Up

I Tasks
CSM Dept - Astronomy - CSM ASTR 100
introduction To Astronomy
- SLO1 - After finishing this course, the
students will be ableto:
State and explain Kepler's Laws

Start Date:

- Assessment Method:

Students will write a 3-4 page essayona
recent discovery in astronomy
Assessment Method Category:

Essay

Success Criterion:

70% of students have to get 80% or more in

05/18/2010 - 80% of students scored 90% in this
essay

Result Type:

Criterion met

Action Status:

Mo Action Needed

03102010 this essay
SLO Status: Related Documents:
Active Test

DO NOT click on the X at the top right !!!

)y £ UI O ABowiloadas fpHdptiod by clicking on that button on the Report Viewer page, the
following dialog box will appear:

- .
File Download @

Do you want to open or save this file?

& Mame: ..._Course_Assessment_Report_- Four_Column.zip
Type: WinRAR ZIP archive, 31.1KB

From: sanmateo.tracdat.com

[ Open ] [ Save ] [ Cancel

Always ask before opening this type of file

I e I While files from the Intemet can be useful, some files can potentially
.\0/ ham your computer. f you do not trust the source, do not open or
= save this file. What's the risk?

Ne=

You can choose th®pen or Saveoption. It is preferable to choose the Save option, since you could
have opened the report by choosing the Open Report daph with the first button. If you click on the
3A0A T POEI T h OEA O3AOA ' 06 AEAIT C Al @ xEII

Save As B
- - - - -, 4 E%) 1
- ) [0 « Vanaja » Spring 2010 » CSM » Astr 100 » ~ [ % | [ Search astr_100 o
Organize « Mew folder H= - @
Documents library Beiin ©
Astr_100
[— - Type
%l Recent Places  |_
T EX 5/30/2010 10:43 AM File folder

5/30/2010 10:46 AM  File folder

= Hide Folders Save ] [ Coneat |

You can choose the locationwhetUT & x AT O I OAO
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If you choose the third option,0Save to Document Repository 6 h falid#ilg dialog box will open:

;. Save to Document Repository d

1 Folder:
Intro Astro matters -~
*Name:

Column4CourseAssessmentRepor

1 Description:

You can choose the folder to store the report from thEolder field drop-down menu.

| Save to Document Repository 3
Folder:
Intro Astro matters B
*K
General ientRepor

D Intro Astro 2
Intro Astro matters i
|New Folder

Save

The name of the report will be automatically populated by TracDat in thelame field. If you want to
change the name of the report at this point, you can do so by typing in the name in the Name field [as
shown]:

#T EAE saed OEQRO@I 1T AO OEA AT OOT i1 1 &
report will be saved in the folder you choself you do not want to save the report at this point, click on
OEH AO OEA O P OEGCEO 1T £ OEA AEAIT C Al @ AT A Ul O
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