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Tracdat User guide –  http://sanmateo.tracdat.com

1.Go to:   htpps://sanmateo.tracdat.com
2 Select Account Login and use:
 Username: your email address
 Password:  initially, login with “canada”.  after that, you can change it. 

How to add SLOs to courses

1. From the uppermost dropdown menu, scroll to ASSESSMENT UNIT and select the correct DEPT.  It may be the only item listed for your access.
2.  From the second level menu, select COURSE ASSESSMENT PLANS
3.  From third level (still at top), select COURSE OUTCOMES
4.  From bottom of screen, select ADD NEW OUTCOME.
5.  In new screen, fill in fields:
	a. Course outcome name: insert nickname for the outcome that allows you to recognize which outcome is referred to.
	b. Course outcome – do a copy and paste from a document with course SLOs.
	c. SLO status: choose ACTIVE if the SLO is currently part of the course. 
If you don’t know when it is being assessed, choose ACTIVE.
 INACTIVE is a way of archiving discarded SLOs and removing the results from current reports.  Do not use this choice unless this SLO is being discarded.
	d. START DATE: Either when this SLO was first created or the beginning of this term, Jan 15, 2010.  Not a critical value – don’t fret about this.
	e. END DATE: leave blank.  Only use this when you are retiring a SLO.
	f. Select SAVE CHANGES button at the bottom of the screen.
6.  Repeat process for each SLO.


How to add Assessment Methods to SLOs

1. From the uppermost dropdown menu, scroll to ASSESSMENT UNIT and select the correct DEPT.  It may be the only item listed for your access.
2.  From the second level menu, select COURSE ASSESSMENT PLANS
3.  Select correct COURSE and OUTCOME (identified by its nickname).
4. Choose ADD ASSESSMENT METHOD button from bottom of screen .
5.  Select a general assessment method from drop-down box. Note that “Other” is an option.  
6. Type or paste in description of assessment.  You can upload any related documents into the course folder.  Name the doc accurately – see later notes.
7. Criterion: Describe what success looks like.
8. Schedule: When do you plan to next assess this SLO?  List the term it will be assessed (i.e., Fall 2010, Spring 2011).  If you don’t know, leave it blank.
9. At screen bottom, RELATE DOCUMENT button allows you to browse out to your computer and attach document (such as a blank survey, rubric, test questions, project description; i.e., the assessment tools).
10.  Select DOCUMENTS from second level menu at the top.  There should be a list of folders, one per course.  If not, use ADD NEW FOLDER button at the bottom to create these folders.  Best strategy is to put all docs related to this course into the corresponding folder.  Use ADD NEW DOC button to upload docs into these folders.
	Tip: Whenever you receive docs from faculty, drop them into these folders.  They will be there whenever you later return to complete the SLOAC cycle. 

How to assign responsibility for reporting assessment results

To Assign: When entering MEANS OF ASSESSMENT (as per directions above), use ASSIGN button at bottom of screen.  Fill in fields.

	This will result in an email message to the assigned person that includes a link to a page with empty fields.  They fill in the fields (data, result, action plan) and this info will be automatically filed within Tracdat.  Supporting documents can be attached and will be filed in the folder specified by the assigner (the course-numbered folder).  
	At this point, assign yourself.  When you get the email, simply forward it to the appropriate faculty for them to complete the results reporting.  Tip: When assigning to yourself, put the specific assignment (Course number, SLO name, and all aculty to receive this task) in the subject heading for easiest forwarding and tracking.

FAQ: “Why should I assign myself to all these emails?”	Answer: Only people who have been given a TracDat account will show up on the assignment list.  Rather than enroll everyone into Tracdat, we are asking you to forward these emails to the correct faculty.  In addition, in cases of instructor changes for courses, you can more easily make sure the right person gets the email.

Tip: To reduce the number of emails:
a. have faculty tell you at the beginning  of the term which SLOs they are assessing that term.
b. Put each instructor’s name of multi-section courses into the subject heading of one email and forward it to all of them.

The 3 levels of access: 
Data only – allows them to submit data only.  This could be used for multiple instructors of a single course.  Once all data has been submitted, all faculty or a lead for this course can go through data, then fill out Results summary and Action plan.
Data and result – allows them to fill in Results box.  Different people can sequentially add comments to this box.
Data, results and action plan – shows them the full screen.  Recommended for a single-faculty course and for the lead teacher with a multiple-faculty course.

FREQUENCY – choose quarterly.  We think this will allow multiple submissions of various results for a single SLO without problems.

Do not assign multiple people to one course at the “Data, results and action plan” level.  One person should collate results and then enter these into Tracdat. 

In all cases, after entering the requested information, click SAVE CHANGES.
Do NOT check the ASSIGNMENT COMPLETED button.  This will prevent anyone else from adding to this result.

How to Report Previous Results

1. Top: Selected unit: DEPT.  
2. Second level: RESULTS
3. Third level: BY COURSE5. Select the SLO you are reporting results for.  Fill in Result box with brief description of results (ideally, a copy and paste of summary from faculty submitting).
4.  Select ADD NEW RESULT button at bottom of screen.  

6. Result date: default is the current date.  Alter if appropriate.  Use the date that corresponds to the end of the semester in which the SLO was assessed.  
7. Result Type: Choose MET, NOT MET, or INCONCLUSIVE.
8. Action Status: Action Complete if changes are already made, if indicated.
    Action in Progress: plans made and followup being done.
    No Action Needed – as it says.
9. Relate document: select and link to doc(s) in course folder.

NOTE: 2 ways to relate documents:
	a. when entering assessment plan
	b. when reporting results.



How to Link Course SLOs to Program SLOs

1.  At top Menu level Selected Unit:  choose an individual Dept
2. At second menu level:  select Course Assessment Plan
3.  At third level: select Related SLOs.  All options possible for that course should be listed: College, Program, GE, and so on.
4. Select those higher level SLOs that are directly addressed by that course SLO.  “Directly addressed” means that you are offering your assessment results as direct evidence regarding achievement of that Program or College-level SLO.   


Reports
Select standard reports or create your own.  Reports can be saved in different formats (pdf, excel) for further use or posting.
Ad Hoc  button lets you select exactly which fields are included in any report.  Data can be grouped by whichever column you select.  Helps to focus report on only what you need. 
 Can limit by setting criteria.  
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 our SLOAC Sharepoint site for viewing by any campus employee.  
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