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TracDat Users’ Guide 2010-2011 (Admin/SS)

Student Support Services

Expectations for Department Planning/ Program Review 2011 -2012

TASKS DUE DATES
Annual department planning - Fall 2011
Review Service Unit Outcomes (SUOs) submitted in 2010-2011.
e Report results of assessments into TracDat. December 5
If assistance is needed, contact the Office of Institutional Effectiveness to
arrange an appointment.
Review Department Plan submitted in 2010-2011. Update TracDat:
e Enter 2010-2011 Accomplishments
e Update "Goal Status" for each goal.
e Update “Inter-Level/ VP Group Decision” for each resource
request.
e Enter any new resource requests for 2012-2013.
Draft department plans due into TracDat (Office of IE will review and October 17
give feedback.)
Final department plans due into TracDat for review by VP Level Groups. December 5
VP Level Plans due to CPC February 6
Program Review — Spring 2012
Draft Program Reviews Due, including SUO assessment results — Part 1 December 5

Draft Program Reviews Due, including SUO assessment results — Parts 2
&3

March 5

Validation Period

March and April

Final Program Reviews Due —Parts 2 & 3

May 7

Copies of 2010-2011 department and assessment plans can be downloaded from the Program Review
website (http://www.lbcc.edu/ProgramReview/AdminSSPlans10-11.cfm). Plans are also available in

each department’s document folder in TracDat.
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Administrative Units

Expectations for Department Planning/ Program Review 2011 -2012

TASKS

DUE DATES

Annual department planning - Fall 2011

Review Service Unit Qutcomes (SUQOs) submitted in 2010-2011.

e Report results of assessments into TracDat.

If assistance is needed, contact the Office of Institutional Effectiveness to
arrange an appointment.

Fall 2011 and early Spring
2012

Review Department Plan submitted in 2010-2011. Update TracDat:

e Update "Goal Status" for each goal.

e Update “Inter-Level/ VP Group Decision” for each resource
request.

e Enter any new resource requests for 2012-2013.

Draft department plans due into TracDat (Office of IE will review and October 17

give feedback.)

Final department plans due into TracDat for review by VP Level Groups. December 5
Program Review — Spring 2012

Draft Program Reviews Due, including SUO assessment results March 5

Validation Period

March and April

Final Program Reviews Due

May 7

Copies of 2010-2011 department and assessment plans can be downloaded from the Program Review
website (http://www.lbcc.edu/ProgramReview/AdminSSPlans10-11.cfm). Plans are also available in

each department’s document folder in TracDat.
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TracDat Good Practices

Please make sure there is at least one designated person in the department to enter data into the
TracDat. Use the TracDat Access Request form (available on the Program Review website) for any
changes and send it to Maria Narvaez, Mailstop G-14. Please contact Maria Narvaez at x4021 or
mnarvaez@Ibcc.edu for questions about passwords.

Before entering data:

e Meet with department to:
O Review last year’s plan
0 Discuss revisions
0 Answer new and revised prompts

When entering data:

e Make sure to be in the correct “Selected Unit” (check top of screen)
0 Units named “Dept...” or “...(Goals)” are used for Program Planning/ Program Review
0 Units named “Program...” or “...(Outcomes) are used for Outcomes Assessment
e Click on “?” on the right side for Help Text and additional information
e Fields marked with an asterisk ( * ) are required.
e Use standard dates for Start Date:
0 Fall-8/1/yr
0 Spring-1/1/yr
e Use standard dates for End Date:
o Fall-12/31/yr
O Spring—5/31/yr
e When copying and pasting data:

0 TracDat cannot process certain special characters (i.e., quotation marks, hyphens, and
apostrophes). Once “Save Changes” is clicked after copying and pasting text, anything
with quotation marks or hyphens will transfer as question marks. To fix this, manually
enter quotation marks or hyphens into prompt boxes as needed.

0 Check line spacing — TracDat also tends to reconfigure line spacing

Save frequently

After entering data:

e Run areport and save it in TracDat Documents Repository.
e |f desired, create a new document folder to better organize documents.
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Access TracDat by going to the Program Review website (http://www.|bcc.edu/programreview) and

clicking on the TracDat Log-In button on the left side.

ADTes 8N Counseling Disabled Student Services COPRS Firancal Akl
Welcome! Contact Us
Program Riview Fae quastoss re Insiructionat Brograem

Planning! Progeam Rrview Process.
pleass natnct

®» Apri Juarez, co-char of the Program
[ —————
owarcofibos rdy
= Peter Knapp, zo-zhar of e Program
Rirviw Subcommises, at b3 or
EECs ey

For questioes re Student Suppart
Servicas or Administ

8 or. rative Program
Fanning! Progeam Rrvew Process.
please consisst

® EvaBagg, Associste Deas of
attutionsl [fectviness, ot 54736 of

sy
Welcome to the Program Review website!
Please wsi the followng pages for more information on each par of the :o:.n:nm":rm md:n
Program Plassing! Progracm Riview Pracess.
Kim 3 -

 |nstructional Aseas #ATOE or langenkandioT 8N

¢ Program Raview Template 201112 - eivteed Maech 2011

© Prograen Review Dita ke 20112012 Far quastions re TracDut, plase costact

o nent FY 10-11

& Timling for 201112 e

» Saudent Supeert Senices and Administtatio Units
o Depaimen o mmant Plan

o Timsiing for 2011-12

o InterLaval (Schoal) Planning Grougs

TracDat Log-In Screen

Note: TracDat is best viewed using Internet Explorer or Firefox. If you use Google Chrome or Safari,
you may not be able to view all TracDat screens.

> tracdat.. lﬁi

B

LONG BEACH
CITY COLLEGE
Hete: TracDut is best viewed wsing
Inbevrset Explarer or Finefos.

1 yous ura Goesgia Chrome orsatart,
s gy rest by sl b whew 48 T D e,
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1) Review and updated any field as necessary.

2) List 2010-2011 Department Accomplishments.

New Field: “2010-2011 Accomplishments”

“2>tracdat.

Personnel | Courses
Adwin - Sample (Godls) > Assessment Unit >

Axpessmant Unit Nams:

Misslon:

Description:

Primary Functions - LAC:

Frimary Functions - PCC:

Internal Conditions [see Help for list):

Extomal Coadition- Regulatory/Logisative Changes:

Externa Condition- Gramts Avaflable:

Extemal Condition- Accreditation Recommendations:

Extemal Condition: Adisary Committee Input:

Externd Condition. Community Outreach /Partnership:

Extemnal Condition- Industry & Labor Market Trends:

Externsl Conditions- Other @

Describe how your dept. supports stadent leaming:

Staff

Names & Titles of Program Review Participants:

20092010 Accomplishmeonts:

dmin - Sample [Goals) -

* Department Mission

™ Tell us about your department.
What are your primary functions at LAC?
What sre your primary functicns at PCC
1.8., the budget

Federd, local, state regulations

Note: this field only appears for Admin. Units

® List everyone who participated in this process.

® Wnat did you da in Z009-2010¢

NEW! Please list department’s
2010-2011 accomplishments.

20102011 Accomglishments:

® THIS 15 & NEW FIFLD for 2040.20111

‘bave Chargei Dcarg Changes.
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GOALS
1) Click “Edit” to review existing goals.
2) Add any new goals

See next page for additional instructions.

> tracdat. Selected Unit:  Admin - Sy

sources Needed | Related Gools

Adwin - Sample (Godls) > Goals > Goals

Goal Status
@ & Admin Sample Goal 1 Admin Sample Goal 1 Ik Progress
® @ Admin Sample Goal? admin sample goal T description | Progress

Coprright € 1WIEI000 Nisverivs. 4 Bghts Rerarved Kot turenbive | Conlact e Ative
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GOALS
Review existing goals. For each existing goal, indicate:

e Goal Status (Complete, Dropped, In Progress)

Add any new goals.

e Goal Status should be "New"
e Indicate Level of Support Needed

Please note that the Inter-Level (school) and VP Level groups will review all department goals, but
only those that have been designated as needing “School/VP support” will be considered for
prioritization and resource allocation.

> tracdat. mnaraes 3] fagoe]
Goals | Relatefl Courses
‘W

Admin - Sample (Goals) » Gaals » Gasts » EM Goal

God Name: = Admin Sample Goal 1

* Admin Sampte Goal |

Cea

Taar(s) 2010 - 001

2011 - 2012
L. “ ” Goal Status: In Progress =
If this is a new goal, select “NEW
Complete
Dropped
In Progress
Resgonsitie Parties: = & respORSINS 100 GO 1

® Strategles for Goal 1
Sirategies:

* Raticnale for Goal |

Rationde:
Goal Priceity: = Low = !
Campus supportad by this gosl:  Bath = !
If specific to a functiond unit, indicate here: Functional Area & ?

Other Aren Impacted by this goal:

Other Areafs) impacted by this goal:

Lavel of Support Nesded: = -0
Department
School or VP
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RESOURCES NEEDED

1) Select Goal from drop-down menu.

2) Click “Edit” to review existing resources requested for each goal
3) Add any new resource requests.

See next page for additional information.

>tracdat.

Goals |
Admin - Sampie (Goals) » Goals > Rescarces Nesded

ame aription
Adsrin Sample Godl 1 Resources stuff for Admin Sample Goal 1 ‘*'*‘-*
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TracDat Users’ Guide 2010-2011 (Admin/SS)

RESOURCES NEEDED
Review existing resources requested. For each existing resource request, indicate:

e Inter-Level/ VP Level Group Decision. If the decision made about a resource request is
unknown, please consult the Dean or Manager/Supervisor. For any new requests, select
“NEW.”

e Type of Resource Requested. A new resource type, "Professional Development" has been added
this year.

> tracdat.

Goals | Related Coul
Admin - Sample [Goals) > Goals > Resources Needed » Edit Resources Noedhd

Goal Hamwe:

Resources Meeded Name: = Admin Sample Godl 1 Resources

S for Admin Sample Goal 1

Resources Meeded Deseription:

Inter-Level/ VP Level Group Decision: = =P
tscal Year:

Flscal Year: * | oroved & Funded
Duratica: = Pending (Approved but not fundsd) |, 3

Mot Approved

Type of Resource Requested: =

Equipment

Justification for Resource Request: Facilities ?
Personned - Cassified/ Manager
Personnel - Faculty

Depirtment Cose: + [EEEETTTTETa— -|:
Saftware
Requasted Funding Source: = |Suppiies
Other
Save Changes Descard Changes Retum sasign
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1) For 10-11 Goals, review previously selected higher-level goals to confirm alignment.

2) For new goals, click any higher-level goals that are related to department’s goals.

>tracdat.

tome | As smen’, Lin
Goals | Resources Negled | Related Goals
Admin - Sample (Goals) > Gods » Related Gads

mnarvaez log ot]

wwkr

Goal Mame: | Admin Sample Goal 1| =
Adein Samgde Godl 1

Goal:

Goal Type

Goal

Board of Trustees’ Goals 2009 - 2011

Maasure and Improve student sueesss.
Measure and improve fiscal and Infrastructure stabllity.

Improve organizational function, create a greater sense of
community, and continue commanity cutroach efforts.

Educational Master Plan 2005 - 2010

Sample Summary Unit

Learning
Equity
Teamwork and Organizational Developmant

Infrastructure
School goal 1

wod 1
link to LECC goas

Superintendent-Fresident Agenda 2009 - 2011

Student Success
Fiscal Infrastructure and Fadlities
Institutional Effectiveness

Econamic, Workforce Development, and Community Outreach

Redurn To Goal
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GOAL PROGRESS

1) Go to the "Goal Progress" tab. Click "Add Goal Progress."

“>tracdat.

Selected Unit:  Admin - Samgle (G

£ Cmm
By Unit

Admin . Sample (Goals) > Gosl Progress » By Unit

- s moarvass [+ legest)
[ Documents |

Admin Sample Goal 1 : Admin Sample Goal 1
B Show Gasl Prograss

Admin Sample Goal 2 : admin sample goal 7 deseription

2) Select the goal. A pop-up window will appear.

“>tracdat.

Selected Unit:  Admin - Samgle (Goals) -

o Dovert ] cou RPN e e
By Unit

Admin - Sample [Goals) > Goal Progress » By Goal » Select Goal

B
Admin Sample Goal 1 Ademin Sample Godl 1
Admin Sample Goal 2 admin sample goal 2 description

In Progress
In Prograss

select

salact

Select Assessment Task/Resources Neaded

Select: Assessment Task |

Aseszment Methed
Category

Assessment Task
Ho Assessment Tasks
defined.

Retum

Copyright © 19982011 Huventive. A Bghts Brserved Mecul Mceritive | Confact Uy nu;l-:r|| VE
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3) Click “Select” drop-down menu and click on “Directly Related to Objective."

Select Assessmen b Task/Resources Needed
Select: Asvessment Tusk

Asseszment Method Retcarcas Hesded
Category Aazeas Dirpctly rlated 1o Dbsctivg
Mo Assessment Tasks

dafined.

4) Pop-up window will change. Click “Continue.”

5 a) Enter Goal Progress.
b) Do not change Goal Progress Date.
c) Ignore N/A.
d) Make a selection from the "Next Step" drop-down menu.
e) Make a selection from the "Date Reported for Year" drop-down menu.
f) Save Goal Progress

After saving goal, “Strategies Implemented” can be added.

i>tra cdat. Selected Unit:  Admin - Sample (Goa -
By Unit
Admin . Sample (Goal) > Goal Progress » Bt Goal Frogres
God: 4 dmin Samgle Goal 2 : admin sample godl 2 description ‘
Goal Progress:
Goal Progress Date: « 10/3/2011 9 NPA: o
Mot Stop: =

Dinta to Support Goal Progress:

Data Reported for Yoar:

Strategios Implemonted | Retated Documents

Strateghos Implemented
Ho Strategies Implemented defined.

p. 12
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Enter “Strategies Implemented”

Save changes when finished.

> tracdat. selected Unit:  Dept - Sample [Goals) - in mnarvaez [ [ogos]
[one v o | oo SRR ey oo
By Unit
Dept - Sampls [Goals) » Gonl Progress » Edit Stratagies knplemented wes

[Academic Sample God | - Provide a brief title of your god : Gods are averarching <)

Goal: geneval that describe the dep, strategic direction. Goas are |

usually not but rather, they represent coordinated effarts of intended =
Progress
Goal Progress:
=
Strategies
Implemen ted:

Date: » #/8/2010 3

Save Changes Discard Changes s metur Delete Strategies Inpiementsd
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Outcomes Assessment
1) Click “Selected Unit” drop-down menu and select (Outcomes).

2) You must first copy the department goals into this area in order to relate outcomes to the goals.

>tracdat.

Selected Unit: |Student Support - Sample (Outcomes) V| ., admin_units [ ~] [log out]

GOIER  Assessment Unit SOVEly =1
~—
oals | Personnel
Student Support - Sample (Outcdme Assessment Unit > General =2 E:’ B
Assessment Unit Name: | \
Select (Outcomes)

Notice that the tabs have
changed.

Save Changes Discard Changes

p. 14
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>tracdat.

Selected Unit: |Studer‘|t Support - Sample (Outcomes)

Student Support - Sample (Outcomes) > Outcomes > Intended Outcomes

v| ., admin_units
Results of Assessment
afsof Assessment | Related Goals

Intended Outcome Name Intended Outcome Outcome Status

@ @
® @

ss slo 1

s55u0 2

ss slo 1

55 5U0 2

Click on “Add New Intended
Outcome” to enter a new outcome.

Edit Outcome as necessary.

>tracdat.

Admin - Sample | ) > Out » Intended Out w3 Edit Intended Outcome

Intended Dutcome Name:

Selsctad Unit:  Admin - Sample [Dutcomes)

Intended Outcome:

N/A field — used to be
Assessment Years, but no
longer in use.

If years still appear, hold
down “Ctrl” key and click
on the years to deselect.

» g
L

Outcome Status:
Start Date:

End Date:

If spacific to a functional unit, indicate here:

Strategios for Gutcame:

Copyrignt & 1558-200 Nuventive, A Rights Reserved

Active - Not Currently Assessing edit | copy | delete

Active - Currently Assessing edit | copy | delets

: [log out]

Click on “Edit” to edit an outcome.

.

Add New Intended Outcome

Assessment Unit ETRSES Results of Assessment
Intended Outcomes | Means of Assessment | Relaled Goals

001

COLUMN 1: Write the intended cutcome In this field

2010- 2011 JHS
FUAREFIRY - | | THIS FIELD 1S NO LONGER BEING USED. Hold down the "Cti key to deselect year(s).
Active - Currently Assessing .
8/1/2000 [A?
a
a4 Use standard dates for

Functional unit A

Start Date (collecting
data):

Fall - 8/1/yr

Spring - 1/1/yr

Use standard dates for
End Date (reporting
date):

Fall—12/31/yr

Spring — 5/31/yr

vy

Soout Byreniter | Contactls
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Select from drop-down menu of outcomes that were entered.

> trac d at. Selected Unit: |Student Support - Sample (Outcomes) V| ., admin_units [ [log out]

Home

Intended Outcomed

Assessment Unit

Results of Assessment

| Means of Assessment ) Related Goals

s

Student Support - Sample (Outcomes) > Outcomes > Means of Assessment =2 E:’

Intended Qutcome Mame:

ss slo 1
55 suo 2

Intended Qutcome:

Date Added Assessment Method Category Assessment Task Criteria/Expected Level of Achievement Active?

@ @ 6/24/2009

rubric slo 1 Y edit | copy | delete

Click on “Add New Assessment Task” to enter a
new task.

Click on “Edit” to edit an existing

\ assessment task.

Add New Assessment Task Return To Intended Outcome

Enter your Assessment Plan for this outcome.

. S - = . .
> tracdat. Selected Unit:  Admin - Sampke (Outcomes) - , mearvaez 4] ozt
Intended Outcomes | Means of Assessmant | Related Gosls
Admén - Sample (Dutcomes) > Oulcomes » Means of Assessment » Edit Assessment Task Sl

Intended Outcome Nama:

What, How, Who, Where verided Qutcoms

\m:m-:r-ou Category:

Assessment Task:

Success Level

Indicate who is
responsible for this task.

Expected Achievement; Citera/Expected Love of Achcr

ement:

Responsibie Parties:

Active:

560 1

Write the intended outcome in this field

Other -7

® Explain the ssessment task for each outcome in this column. Make sure thal a
balance of direct and INdirect A5Eessment methods are used program.wids.
Describe:
WHAT Is the assessment;
The expectations for success should be explalned in this column,
Establish a minimum expected score for achieving the outcome (e.g. %, fraction. |o)
actual number), determine the scceptable success standard,
Interndl and external conditions showtd be considered.

Indicate whe is responsilde for this tash,

v

rcard Chamges Rt Ccumeed Retun sasign
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Relating Outcomes to Goals

Select Intended Outcome from drop-down menu and indicate which goal(s) it supports.

> trac d 2t Selected Unit: |Student Support - Sample {Outcomes) V| -+ admin_units  [%] [log out]
Wil Results of Assessment | Reports
Related Goals

Intended Outcomes | Means of Assessment
Student Support - Sample (Outcomes) > Outcomes > Related Goals %? E’

Intended Qutcome |_5 —————— X
Mame: [T/ &)

Intended
Outcome:

Goal Type Goal

o Board of Trustees' Goals 2009 - 2011
|l Measure and improve student success.
] Measure and improve fiscal and infrastructure stability.
0 Improve Iorganizationlal function, crleate a greater sense of
community, and continue community outreach efforts.
] Educational Master Plan 2005 - 2010
] Learning
O Equity v
Save Changes Discard Changes Return To Intended Outcome

Check any applicable goals.

Scroll all the way down the page to see Department Goals.
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Results of Assessment

> tracdat. Selected Unit:  Student Support - Sympre TOUTCoRT - mearvaez |4 fogst]
Assessment Unit L leports Documents
By Unit

Student Support - Sample [Outeomes) » Results of Assessment » By Unit =

Aad Pesuts of Aatesiment

'\

Click “Add Results of Assessment”

p. 18
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> tracdat. Selected Unit:  Student Support - Sample (Dutcomes) - i mnarvase Tzt
IESESESINIY Y i s
By Unit
Student Support - Sample (Outcomes) » Results of Assessment » By lntended Outcome » Select Intended Dulcome E

Intandad Outeams Hame Intended O Outeame Seatus

ssslo 1 sssol Active - Hot slect
Currently
Assessing

sssuad ssuel Activa - Curramtly  select
Assessing

so 4 test select

rest test Active - Currently  select
Assessing

Assessment - test 5 test wetect

Project Launch - SUD outcome 2 test select

hetun
> tracdat. Selected Unit:  Admin - Sample (Outesmes) - i snarvest  [5] Pogost]
o] snens 1] oo [ RS
By Unit
Addmin - Sample } » Results of By » Select Intended Outcome wE

Qutcome Status

SU0 1 Write the intended outcome in this field

Active - Currently Assessing select
new sdditional outcome averyone at LBCC will be able to conduct program review an their own Active - Currently Assessing sadact
| Select T R Meeded |
Select: Assessmaent Task - -
Gther Explain the assessment task for each =

outcome in this columna. Make sure

that a balance of direct and indirect “

assessment methods are used

program-wide. Describe:

WHAT is the assessment;

WHO will be assotsed (sample);

HOW the assessment task will be

implemented

and WHERE sctivities will be carried “
Select “Assessment

”
Task” from drop-
down menu.
- Click “Select”
ick “Select
Coovright © 1998-2011 Nuventive. Ml Hights Reserved Moout Muventive | Contact Us
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>tracdat.

Selected Unit:  Studeat Support - Sampla [Outcomas)

[ et et of Assesmen. [0 (TR

Student Suppart - Sample (Outcomes) » Results of Assassmant » EdE Resudts of Assessment

By Unit

Intended Quteome:  [oouat:smdat

Assessment Task
rubric slo 1

Results of Assessment:

Results of Assessment

« wis20m0 [E Result Type: w -

e 152000 3 esult Type:

N on seatus . Action Status Updstes 90153010 O3]
Date:

n Taken  Related Documents

Action Taken Date

Action Taken Follow-Up
Ho Actions Taken defined.
Results of Assessment
Date — auto-filled by
TracDat. (do not change)
Save Changes Cracard Changes Change Asseciation Detete Resuns of Assessment

>tracdat.

Selected Unit:  Student Support - Sampie (Outcomes)

Student Support - Sample (Dutcomes) » Results of Assessment » Edit Action Taken

By Unit

sssdo 1 :ssslo

Intended Outcome:
Assascmant Task
rubric do 1
Criteria/Fxpectad Level of Achigvamant

Results of  [Results

Assessment;

Action Taken:

Date: = /1572010 (3

Results of Assessment
Date — auto-filled by
TracDat. (do not change)

save Crarges Discard Changes Detete Action Taken

p. 20

Action Status Update Date
(re-evaluation date)
Use Standard Dates (end of
semester):

e Fall-12/31/yr

e Spring—5/31/yr

After you save the results, you can
add Actions Taken (Column 5)

mnarvaez o]
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SUBMITTING DEPARTMENT PLANS

1. Run a draft report of the DEPARTMENT plan (i.e., Goals) and save it in the department’s
Documents Repository in TracDat by October 17. These plans will be reviewed by the
Validation Team.

2. By December 5, run a second, FINAL report of the department’s plan and save it in the
department’s Documents Repository in TracDat to reflect any revisions made based on
suggestions from the Validation Team. Final department plans will be reviewed by the VP Level
Groups.

Note: Any departments who have not saved reports of their 2011-2012 plan in their TracDat Documents
Repository by the due dates listed above is at risk of not having its goals and resource requests
considered for resource allocation.

To Run and Submit Reports

Go to Reports tab. Click on “Assessment Unit” screen. Make sure Selected Unit is “Dept (Goals)

or Student Support (Goals).”

Select "Goal Progress Report - Four Columns" - this report will include the goal progress you have
entered. (FYI, this report is formatted in landscape, not portrait, page layout.)

>tracdat.

s
Dapt - Sampla [Goals) » Reperts » Assessmant

Repart Description

EPTTT U SEE the Depar Unenl) Program Flan. This (epor L InGudes Foas airg Tesour 1]
This report shaws goal progress in a 4-column format. >

Selactad Unit: Dapt - Sampla (Goals)

Department Plan

od Progress Report - Four Columns

Select “Run” for Department Plan.

Cooyright & 19542009 Huventive. & faghts Seserved ooyt sigrentive | Contact Uy MUY
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A new tab “TracDat Report Viewer” will appear in the browser. This view will have two tabs: Set
Parameters and Preview Report.

TracDat Enterprse 200

Set Faramerers [EERE

Farmat: FOF {suggested for Print)  «
Layout: Portrait
Report Title: Department / Program Plan
Complete
Goal Status: f:;‘m‘m
T Leave all parameters as is.
Vaar(s): 2010 - 2011
211 -2012 -

Hide nactive Assessment Tasks:

Assessmant Mathad Categories:

Indlude Courses;
Indude Resources Needad:

Include Institution Goals: CI ICk *
Indlude Summary Unit Goals:

| e summay i Goses e Include Courses
st o e Include Resources Needed
e Include Institution Goals
e Include Summary Unit Goals
e Include Assessment Unit
Goals

R

Open Repert Dewnizad as Iip Save o Dozument Repasitary

p. 22



PPPR Instructions and
TracDat Users’ Guide 2010-2011 (Admin/SS)

Click on “Save to Document Repository.” A pop-up window will appear.

Keep Folder to “General”. Change name to the “[Department name] Department Plan 2010-2011.”

Department / Program Plan

Long Beach City College
Dept - Sample (Goals)

P

Facuim B S D
St b T o o o sk

Beal: headermic Sngls Sanl 1 -

o

=

[t
[ SP ST R—
B Bt v, L o g rervie b oy
(Bt LR By T e
[P —
[N p—
OB Lewa trastnd by b Dnbane Lasra.

T
G -k e e e s .
b V8 L g .

Click back to “TracDat Enterprise” tab in the browser.

Click Documents. The report should appear in the list.

Selected Unit: Dept - Sample (Gosls) - o mnaevaes ] e 0ut]

 Home | assossmeat unit ] Gous | Gout Progross | reports IR
5 i ;
et _:-'q"l F[: q‘-’-‘. PO amoral renam fobder | hace.folder | delete ok

SGened ()

812012009 e | et | delots
Plan_Programfteview_2009.2010.pdf B20/2009 dew | gdit | deists
@ XY Department Man 2010-11 B18/2010 fowriand | g it | dalate

muventive
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SUBMITTING SUO RESULTS OF ASSESSEMENT REPORT
1. Bythe end of Fall 2011, run a report of the SUO Assessment Results report and save it in the
department’s Documents Repository in TracDat.
To Run and Submit Reports

Go to Reports tab. Click on “Assessment Unit” screen. Make sure Selected Unit is “Dept
(Outcomes) or Student Support (Outcomes).”

Select Outcomes Assessment Plan - Four Columns - this report will include the assessment results you
have entered. (FYI, this report is formatted in landscape, not portrait, page layout.)

>tracdat. Selected Unit: &

Adwin - Sample (Dutcomes) > Reparts > Assesmea Unit

Repart Dezeription

F * ot torrtrrarre desolusmos.  run

Uteomas Assassment Plas - Four Columas Run this raport to 52 the cuteomes and assessmant repart in a 4-column format.

Select “Run” for Assessment Plan.

Copyright © 19982011 Kuventive. 4 Bights eserves ot Veniver | Contact Uy nuventive
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A new tab “TracDat Report Viewer” will appear in the browser. This view will have two tabs: Set
Parameters and Preview Report.

POF (suggested for Priny)  +
Portralt =

Report Title: Duteomes Assessment Plan - Four Columns
| < Select only outcomes with “Active “
- status (either currently or not

currently assessing); do not select
“Inactive”

Hide Inactive Assessment Tasks:

]

i
g

Assessment Method Categores: Checkial

Results of Assessment Date:  BETWEEM: @ A (ic] >
Sort Results of Assessment: 7 Ascending & Descending

Leave all other parameters as is

Result Typa: Critena Met Mst

Actlon Status: Action In Prograss

Open Beport

Click on the Preview Report tab to see what the report will look like.

Cfi v @ v e v Pages Safetyr Toohe @

Outcormes Assesermint Plan - Four Colurmng
Long Beach City College

Admin - Sample (Qutcomes)
Paans of Amemant B Criteria/lxsectad

ORI - COLUMK & O The amemeees.

saable]. Ragart

[pe—
Far 334113, rape 8 v T6RC regeemns
e

T T = —

Open Repart Dwnlaad a5 Save ta Document Repository
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Click on “Save to Document Repository.” A pop-up window will appear.

Keep Folder to “General”. Change name to the “[Department name] Assessment Results 2010-2011.”

Outcomes Assessment Plan - Four Columns
Long Beach City College

, vk

[ e ——

o N Cave e DoeU
Dt el vl
‘< prowrany Fgldar:

T i 1 s
General =

“Hame:

sample Assessment Plan 2010-11
fs—
Description:
i

[save]

T

CriteriaTupected Lovel of
for 01011, canges s o v vty 30
Fguatta Har AESIAASS Ao By Mar

o 3890112, L . 00 o ZERD gt
ur amirancy.

Ganerines vy Traclun 3 prackan of Hocemive

Open Report Download a5 Zip Save to Document Repository

Click back to “TracDat Enterprise” tab in the browser.

Click Documents tab. The report should appear in the list.

8 Trochst Enterprise . 20.2 1

“>tracdat.

Selected Unit:  Admin - Samgle [Outcomes)

admin - Sample [Outcomes) » Documents » Bocument Repasitony

Show Folders For:
Admin - - General remams folder | shase folder | dotete folder

Sample Assessment Plan 2010-11

3 fimemeal 1)

S0
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