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INTRODUCTION 

 

Clark Atlanta UniversityΩǎ ƛƴǎǘƛǘǳǘƛƻƴŀƭ ŀǎǎŜǎǎƳŜƴǘ ŦǊŀƳŜǿƻǊƪ Ŏƻƴǎƛǎǘǎ ƻŦ ƻƴƎƻƛƴƎ ŀǎǎŜǎǎƳŜƴǘ 

processes for both academic programs and administrative and educational support units. Each 

unit of the institution is responsible for entering and maintaining their Annual Operating Action 

Plan and Assessment Results on the TracDat system.  This manual serves as a step-by-step 

guide to aid all TracDat program administrators (Division Head, Deans, Chairs, and Managers) 

with the submission of their annual plan, means of assessment, and use of results for continued 

improvement.   

Please contact your TracDat Administrator in the Office of Planning, Assessment and 
Research if you have questions about this manual or if you require additional TracDat 
assistance. 
 

TracDat System Administrators:  
 
Dr. Lauren Lopez 
Executive Director for Assessment and Institutional Effectiveness 
Office of Planning, Assessment and Research (OPAR) 
404-880-6294 
LLopez@cau.edu 
 
Dawn Mitchem  
Senior Staff Assistant 
Office of Planning, Assessment and Research (OPAR) 
404-880-8061 
DMitchem@cau.edu 
(Password Reset ONLY) 

USE OF TRACDAT 

TracDat is an innovative and comprehensive electronic system for the process of institutional 

planning and assessment.  

TracDat is used to manage and document data results for continuous improvement with 

Academic Programs and Administrative Support Services.  It allows for the development of 

Action Plans and follow-up to align with assessment results. TracDat also provides for 

customization of budget requests for objectives and outcomes link to continuous 

improvement. 

mailto:LLopez@cau.edu
mailto:DMitchem@cau.edu
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ACCESSING TRACDAT: 

TracDat can be accessed in three Ways: 
 

1.   Click the following link using Ctrl + Left Mouse Click:  
htt p://c auvmtracdat/ tracdat 

2.   Type  http://c auvmtracdat/ tracdat into the browser 

3.   Access the CAU Homepage 

Å Select Offices and Resources 

Å Click on Office of Planning, Assessment, and Research 

Å Click on Institutional Assessment 

Å Click on TracDat 

Å Select http://c auvmtracdat/ tracdat 

 

 

CLICK THE 

PICTURE 

http://cauvmtracdat/tracdat
http://cauvmtracdat/tracdat
http://cauvmtracdat/tracdat
http://www.cau.edu/opar/institutional-assessment/tracdat.html
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¶ Log on to TracDat: Enter Username and Password 

 

 

NOTE: If this is your first time logging in, your username is the initial of your first name plus 

your last name (e.g. John SmithΩǎ Username would be jsmith), and your default password is 

clark 

**USERS MUST BE ON THE CAU NETWORK TO ACCESS TRACDAT**

http://cauvmtracdat/tracdat/
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HOME PAGE  

The first screen on TracDat, the Home Page provides a summary of all program 

activity. 

¢ƘŜ άIƻƳŜ tŀƎŜέ ǎŜǊǾŜǎ ŀǎ ŀ ŘŀǎƘōƻŀǊŘ ǎƘƻǿƛƴƎ ǘƘŜ Administrative Unit Planning Summary 
and the Course Planning Summary (Not Applicable to Title III Units). 

 
  
When selected, the bell in the top right corner shows any overdue tasks and tasks assigned to 
the TracDat user.  
 
The Selected Unit dropdown box will show all programs available to the administrator.  
 
The Side Navigation Pane, located on the left side of the TracDat Screen, is broken into eight 
main tabs and each tab has a number of sub-tabs: 

¶ Home 
¶ Activities 
¶ Activities Planning 
¶ Mapping 
¶ Reports 
¶ Documents 
¶ Settings 
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I. HOW TO CHANGE YOUR DEFAULT PASSWORD 

 
STEP ONE: Select the Profile Icon in the top right corner of the screen  
 
STEP TWO: Click the Change Password button  

 

STEP THREE: Type your Current Password 

STEP FOUR: Then type your New Password and Confirm the password  

  

 STEP FIVE: Click Save and Return  

HOW TO RESET YOUR PASSWORD 

Please contact Dr. Lauren Lopez via: 

o Email: Send request to LLopez@CAU.eduwith the subject: TracDat Password 

Reset; or 

o Telephone: (404) 880-6294 

mailto:mallen@cau.edu
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II. ADDING YOUR ACTIVITY 

STEP ONE: Select the Activities Planning menu option on the left navigation plan, then select Activities. 

¶ If the activity is already created, it can be edited here if changes need to be made.  

 

STEP TWO: Select the Add Activity Icon on the Activities heading 

 

STEP THREE:  Enter the required Activity Information: 

¶ Activity Code (Select the code from the drop down menu) 

¶ Activity Name/Description 

STEP FOUR:  To Save Your Work 

¶ Click the yellow Save button, then click Return or; 

¶ Click drop arrow on the yellow Save .ǳǘǘƻƴΣ ŀƴŘ ǎŜƭŜŎǘ άSave and Returnέ or; 

¶ Click the drop arrow on the yellow Save .ǳǘǘƻƴΣ ǘƘŜƴ ǎŜƭŜŎǘ άSave and Add Newέ to 

add a new activity 
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STEP FIVE:  To select the related LAA Category, click the drop arrow on the current activity 

code, then ǎŜƭŜŎǘ ǘƘŜ ά!ŘŘ wŜƭŀǘŜŘ [!!έ ƛŎƻƴΦ  

 
STEP SIX: Click the box that corresponds to both the Activity code and appropriate LAA 

Category  

 

STEP SEVEN: To save your work, click the yellow Save button.  
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III. ADDING YOUR PROJECT SUMMARY 
 

STEP ONE: From the Home Page, Select the Title III Activity name from the drop down menu. 

The search bar can be used to type the Title III activity name if the user is assigned more than 

one activity. If only one activity is assigned it will be the only option to choose.  

 

STEP TWO: Select the Activities Planning menu option, then select Project Summary 

STEP FOUR: Select Add Project Summary Icon on your current Activity Code 
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STEP FIVE:  Enter the required Project Summary Information: 

 

¶ Summary Date  

¶ Summary (Results for the Quarter) 

¶ Title III Year 

¶ Reporting Period 

¶ Activity Type 

¶ !ŎǘƛǾƛǘȅ 5ƛǊŜŎǘƻǊΩǎ bŀƳŜ 

¶ Key Processes, Procedures and Activities 

¶ Activity Impact on University 

¶ Use of Prior Reports 

¶ Challenges 

¶ Impact on Title III Focus Area 

¶ Collaborations 

¶ Title III Personnel 

¶ Completion of Time and Effort 

¶ Equipment Tagging 

¶ Travel 

STEP SIX: To save your work 

¶ Click yellow Save button, then the click Return button or;  
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¶ Select the drop arrow on the yellow Save ōǳǘǘƻƴΣ ŎƭƛŎƪ ά{ŀǾŜ ŀƴŘ wŜǘǳǊƴέ 

IV. EDITING YOUR EXISTING PROJECT SUMMARY 

 

STEP ONE:  Click the Project Summary sub menu option under the Activities Planning menu 

option on the left side of the screen. (The number in the circle on shows the number of Project 

Summaries that have been entered into the Activity Code) 

 

STEP TWO: Select the drop arrow on the Activity Code to Show Project Summary  

STEP THREE: Select edit icon on the report you wish to make changes to and save changes 

 

To save your work 

¶ Click yellow Save button, then the click Return button or;  
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¶ Select the drop arrow on the yellow Save buttonΣ ŎƭƛŎƪ ά{ŀǾŜ ŀƴŘ wŜǘǳǊƴέ 
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V. MAPPING 

STEP ONE: Select the MAPPING menu option from the left Navigation pane, then select 

Activities Mapping  

 

STEP TWO:  Select the drop arrow to display the LAA Category, Title III Grant/Focus Areas, and 

Institutional Goals. 

STEP THREE: Select the corresponding Activity Code and Grant type/Goal/Focus area by clicking in the 

box. Once selected the check mark will appear. To deselect this box, 

simply check in the box again and the check mark will go away.   

STEP FOUR: To save, click the yellow Save button.  

 

 

 

 

STEP THREE: Click the box that corresponds to both the Activity code and appropriate LAA 

Category/Title III Grant/Focus Area, and Institutional Goal.  

 

STEP FOUR: To save, click the yellow Save button. 
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VI. ADDING BUDGET ACTIVITY 

 

STEP ONE:  While in the current the Project Summary sub-menu option, select your current 

Activity Code.  

¶ Select the ά!ŘŘ ¢ƻǘŀƭ !ǿŀǊŘ !Ƴƻǳƴǘ ŦƻǊ /ǳǊǊŜƴǘ DǊŀƴǘ ¸ŜŀǊέ ƛŎƻƴ ƻƴ ǘƘŜ Total 

Award Amount for Current Year submenu option. 

STEP TWO:  Enter the required Budget Information: 

¶ Date Entered 

¶ Total Award Amount for Current Grant Year  

¶ All Expense Reports Completed 

¶ Total Amount of Expenses 

¶ Total Amount Encumbered 

¶ Available Balance 

¶ Number of encumbrances currently open  

¶ 7000+ General and Administrative expensed  

¶ 7000+ General and Administrative encumbered 

¶ Percentage of Total Budget Spent 

STEP FIVE: To save your work: 

¶ Click yellow Save button, then the Click Return button or; 

¶ Select the drop arrow on the yellow Save ōǳǘǘƻƴΣ ŎƭƛŎƪ ά{ŀǾŜ ŀƴŘ wŜǘǳǊƴέ or; 

¶ Select the drop arrow on the yellow Save .ǳǘǘƻƴ ŀƴŘ ŎƭƛŎƪ ά{ŀǾŜ ŀƴŘ !ŘŘ bŜǿέ ǘƻ 
additional budget activities 
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VII. RELATING YOUR INSTITUTIONAL ANNUAL OBJECTIVES & RESULTS TO THE PROJECT 

SUMMARY 

STEP ONE:  While in the Project Summary sub menu tab, select the Add Related Project 
Summary icon on the Related Project Summary Sub menu option 

 
STEP THREE:  Select the results for the objective you wish to link to this report  

¶ You will only be able to link Title III objectives (submitted in your institutional plan) with 
results.  

o In your institutional plan, the objective must be labeled as a Title III outcome and 
must be linked to both the Title III Focus Area and LAA Category under the 
Related Goals sub menu option  

o This should not be done until the Fourth Quarter report 

 

STEP FIVE: To Save: 

¶ Select the yellow Save Button, then click Return or; 

¶ Click the drop arrow on the yellow Save Button, and select Save and Return 
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VIII. ATTACHING A DOCUMENT TO YOUR PROJECT SUMMARY 

 
 

STEP ONE: While in the Project Summary, Select the Related Documents sub-menu under the 
selected Project Summary 
 
STEP TWO: Select Relate Document icon 
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STEP THREE: To Upload a New Document, select the άUpload New Documentέ icon on the 
Document Repository Box 
STEP FOUR: /ƭƛŎƪ ƛƴ ǘƘŜ ά/ƭƛŎƪ ǘƻ ōǊƻǿǎŜ ŦƻǊ ŦƛƭŜǎέ ŀƴŘ ǎŜƭŜŎǘ ǘƘŜ ŦƛƭŜ ȅƻǳ ǿƛǎƘ ǘƻ ǳǇƭƻŀŘ 

STEP FIVE: To save your upload: 

o Click yellow Save and Relate button to relate the file to this objective or; 
o Select the ŘǊƻǇ ŀǊǊƻǿ ƻƴ ǘƘŜ ȅŜƭƭƻǿ {ŀǾŜ .ǳǘǘƻƴ ŀƴŘ ŎƭƛŎƪ άSave and Add New” 

to upload another document to this objective or;  
o Select the drop arrow on the yellow SavŜ ōǳǘǘƻƴΣ ŎƭƛŎƪ άSave and Close” if you 

have uploaded all of the desired files 

 
STEP FIVE: To relate a document in the depository to the objective, click and drag the document 
in the depository to the Related Documents box OR click the drop arrow next the document 
and select “Relate Document” 

o Click Complete to return to the Admin Assessment Plan. 
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IX. ADDING DOCUMENTS TO TRACDAT 

 

STEP ONE: Click the Documents Menu Option on the left side of the screen, then select the 
Document Repository sub menu.  
STEP TWO: To Upload a New Document, select the Upload New Document icon on the 
Document Repository Box 
STEP THREE: /ƭƛŎƪ ƛƴ ǘƘŜ ά/ƭƛŎƪ ǘƻ ōǊƻǿǎŜ ŦƻǊ ŦƛƭŜǎέ ŀƴŘ ǎŜƭŜŎǘ ǘƘŜ ŦƛƭŜ ȅƻǳ ǿƛǎƘ ǘƻ ǳǇƭƻŀŘ 

STEP FOUR: To save your upload: 
o Select the drop arrow on the yellow Save Button and click Save and Add New to 

upload another document to this objective or; 
o Select the drop arrow on the yellow Save button, click Save then click Cancel if 

you have uploaded all of the desired files 

 
Under this menu option plan owners are able to create folders, add documents, view 

documents, edit documents, or delete documents 

¶ Under Document Repository and select the drop arrow next to your account 
number 

¶ Select Add Folder 

¶ Type New Folder Name (i.e. Assessment) > Click Save  

¶ Click the New Folder Name (Assessment) 

¶ Click the Upload New Documents icon on the repository box 

¶ Select the correct folder destination for this file 
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¶ Click Browse and Select the document > Click Open 
¶ Type Name and Description > Click Save or Save and Add New to continue 

uploading files 

X. PRINTING YOUR REPORTS 

 

STEP ONE: Click the Reports Menu option on the left navigation pane, select Standard Reports. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Å Select the report you would like to run (e.g. Title III Activity Report, Assessment 

Unit Planning, Unit Assessment Report Four Column, Assessment Impact by 

Tasks). 

Å This page allows you to either print all data entered or to sort/f ilter the data 

into a specific report > In order to print a report with only the objectives that were 

met during the academic year under Objective Status highlight Objective Met; 

likewise in order to view a report where the objectives were marked a needs 

improvement, click on Progress and select Needs Improvement etc. 

Å Click the Open Report button at the bottom of the screen or select the drop arrow to 
ά5ƻǿƴƭƻŀŘ ŀǎ ½ƛǇέ ƻǊ ά{ŀǾŜ ǘƻ 5ƻŎǳƳŜƴǘ 5ŜǇƻǎƛǘƻǊȅέΦ 

Å Print or Save the report as a pdf 
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TRACDAT VIDEO TUTORIALS 
 

The links below provide video tutorials on changing your password, entering your 

assessment plan (Phase I) and entering your assessment results (Phase II). 
 

Please note that TracDat has been configured to meet the institutionΩǎ specific vocabulary 

and needs, therefore, some of the tabs shown in the videos may not be available on your 

TracDat screen or, they may be labeled differently, the steps however are all the same.   

The video tutorials are intended to give you a general idea of how TracDat works. 
 

Select the tutorial you would like to view from the list below: 
 

    How to change your password 
 

    How to Enter Your Unit Assessment Plan 
 

    Entering Assessment Results 
 

Please contact your TracDat Administrator in the Office of Planning, Assessment and 

Research if you have questions about the videos, or if you require additional TracDat 

assistance. 
 

 

TracDat System Administrators 
 
Dr. Lauren Lopez 
Executive Director for Assessment and Institutional Effectiveness 
Office of Planning, Assessment and Research (OPAR) 
404-880-6294 
LLopez@cau.edu 
 
Dawn Mitchem  
Senior Staff Assistant 
Office of Planning, Assessment and Research (OPAR) 
404-880-8061 
DMitchem@cau.edu 
(Password Reset ONLY) 
 
 

 

https://www.iwebfolio.com/downloads/c3aBigBJlKI/TD%2BChanging%2BYour%2BTracDat%2BPassword.swf?id=c3aBigBJlKI
https://www.iwebfolio.com/downloads/eYCWW0hL4PI/TD%2BEntering%2Ba%2BUnit%2BAssessment%2BPlan.swf?id=eYCWW0hL4PI
https://www.iwebfolio.com/downloads/M0PV-9aG1T0/TD%2BEntering%2BAssessmnet%2BResults%2Bv4.swf?id=M0PV-9aG1T0
mailto:LLopez@cau.edu
mailto:DMitchem@cau.edu
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ICON GLOSSARY: 
 

 
 

 
 

 
 

 

 
 

 

 
 

 

Please contact your Title III Program Specialist for questions related to your activity. 

ADD 

EDIT 

COPY 

TRASH 

OPENS A INFORMATION BAR WITH TIPS AND HINTS FOR NAVIGATING EACH PAGE 

ADD 

Link/Unlink 
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