
Entering/Updating SLOs, Assessments and Criteria in TracDat 
Step 1: 
Log in to TracDat (use Mozilla Firefox, or Google 
Chrome – do not use Internet Explorer) 
https://sanmateo.tracdat.com/tracdat/  
 
 
 
For username and password, contact the 
Director of Professional Development and 
Innovation 
 
 

 

 
 

Step 2: 
Access Department by selecting the correct 
department from the dropdown menu at the top 
of the page. 
 
 

 

Step 3: 
 
Click on the number under Course Outcomes 
for the appropriate course 
 
 

- OR    - 
 
Step 3a: 
 
Click on Course Planning and Course 
Assessment Plan in the menu on the left-hand 
side of the page 
 
 
Step 3b: 
 
Select the course from the dropdown menu at the 
top of the page or type in the name of a specific 

course in the search function ( ). 

 

 
 
 

- OR     - 
 

 
 

 

https://sanmateo.tracdat.com/tracdat/
mailto:mooree@smccd.edu
mailto:mooree@smccd.edu


Step 4: 

Add an outcome by clicking on the  on the 
right-hand side of the screen to Add Course 
Outcome 
 
 

  

 

Step 5: 
 
 
Fill in the Course Outcome Name, Course 
Outcome, and Course Outcome Status (the 
other fields do not need to be entered.) 

 

 
Edit Course Outcome Status  
 
Find the course outcome 

Click the  to the right of the course outcome 
Select Active/Inactive from the Course Outcome Status dropdown menu 

  
Step 6:  
 
Click Save  

 

 
 
 
 
 
 
 
 
 
 
 



Updating/Adding Assessment Methods 
 
 
 
Step 1: 
Log in to TracDat (use Mozilla Firefox, or Google 
Chrome – do not use Internet Explorer) 
https://sanmateo.tracdat.com/tracdat/  
 
 
 
For username and password, contact the 
Director of Professional Development and 
Innovation 
 

 

 

Step 2: 
Access Department by selecting the correct 
department from the dropdown menu at the top 
of the page. 
 

 

Step 3: 
 
Click on the number under Course Outcomes 
for the appropriate course 
 
 

- OR    - 
 
Step 3a: 
 
Click on Course Planning and Course 
Assessment Plan in the menu on the left-hand 
side of the page 
 
 
Step 3b: 
 
Select the course from the dropdown menu at the 
top of the page or type in the name of a specific 

course in the search function ( ). 

 

 
 

- OR     - 
 

 
 

 

https://sanmateo.tracdat.com/tracdat/
mailto:mooree@smccd.edu
mailto:mooree@smccd.edu


Step 4: 
 
Select the drop down on the SLO and then the 
Assessment Methods dropdown 
 
 

 
 

   
 
 

Step 5: 

Add an assessment by clicking on the  on the 
right-hand side of the screen to Add Assessment 
Method 
 
 
Click the edit icon and update the Assessment 
method (uncheck Active to make the assessment 

method inactive)  

 
 
 

Step 6: 
 
Enter the Assessment Method Category, 
Assessment Method, and Success Criterion 

 

 

Step 6: 
  
Click Save 

 
 



Sending an email assignment  
 
Step 1: 
Expand the assessment method using the 

dropdown and click the next to 
Assignment on the right-hand side of the page 
to Manage Assignment 
 

  

 
 

Step 2: 
Select individuals from the Assign to drop down 
that will appear when you click in the box (please 
note, additional assignees can be added and 
assignment information can be altered; however, 
new assignments replace previous assignments.) 
 

 

Step 3: 
 
 
Enter a due date, and any other instructions.  
 
 
Set up the request to include repeated requests, 
documents to submit, and a place for documents. 
Check E-mail Assignment to Assignee(s) to 
email the request. CC yourself in an email by 
clicking Send CC to Person Assigning 

  
 

Step 4: 
 
Click Save 

 



Sample email sent to assignee 
 

 

 Sample of CC email to assignor 
 

 
 

 

 

 

 

 

 

 

 

 

 


