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INTRODUCTION

Clark Atlante&UniversitfQa Ay a A lddziAz2ytt aaSaaySyid FNIYSg2N
processes for both academic programs and administrative and educational supportiatts.

unit of the institution is responsible for entering and maintaining tignual Opeating Action

Planand Assessment Results on the TracDat system. This manual serves asyességp

guide to aidall TracDatprogram administratorgDivision Head, Deans, Chairs, and Managers

with the submission of their annual plan, means of assesspaamt 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 Directofor Assessnent and Institutional Effectiveness
Office of Planning, Asessment and Research (OPAR)
404-880-6294

LLopez@cau.edu

Dawn Mitchem

Senior Staff Assistant

Office of Planning, Asessment and Research (OPAR)
404-880-8061

DMitchem@ca.edu

(Password Reset ONLY)

USEOF TRACDAT
TracDais an innovative and comprehensive electronic system for the process of institutional
planning and assessment.

TracDat is used tmanage and document data results for continuous improvemeith
Academic Programs and Administrative Support ServicedloWws for thedevelopment of
Action Pansand followrup to align with assessment results. TracDat also provides for
customization of budget requestfor objectives and outcomes link to continuous
improvement.
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ACCESSING TRACDAT:
TracDat can be accessed in three Ways:

1. dickthe following link using Ctrl + Left Mousedick
htt p://c auvmtracdat/ tracdat
2. Type http://c auvmitracdat/tracdat into the browser

3. Accessthe CAUHomepage

A elect Offices and Resources
A Qick on Office of Planning, Asessmrent, and Research
A Qick on Institutional Assessnent

A Qick on TracDat

A Selet http://c auvmtracdat/ tr acdat

CLARK ATLAMTA

INSTITUTIONAL ASSESSMENT

TracDat
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1 Log onto TracDaEnter Userame andPassword

G

CLARK ATLANTA
UNIVERSITY

About Nuvanlive Contact Uiy

>tracdat

NOTEIf this is your first time logging in, yousername is the initial of your first name plus
your last name (e.g. John Sntldserramewould bejsmith), and your default password is
clark

**USERS MUST BE ON THE CAU NETWORK TO ACCESS TRACDAT**
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HOME PAGE
Thefirst screenon TracDatthe Home Pagerovides a summary of all program
activity.

¢CKS a1l 2YS tI3S¢ &SNS aAdmiaistrativeRInhisPKiGndd SuRmagyK 2 ¢ A y 3
and theCourse Planning Summaciot Applicable to Title Il Units).
g ch om

>tracdat

When selected, théell in the top right corner shws any overdue tasks and tasks assigned to
the TracDat user.

TheSelected Unit dropdown boxvill show all programs available to the administrator.

The Side Navigation Panecated on the left side of th@racDat Screen, is broken into eight
main tabs and each tabhasa number of sub-tabs:
1 Home
Activities
Activities Planning
Mapping
Reports
Documents
Settings

= =4 -4 -8 -—a -
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l. HOW TO CHANGE YOUR DEFAULT PASSWORD

STH? ONE Select the Profile Icon in the top right corner of the screen

STHP TWO: Aick the Change Passvord button

Frracdar S . m

- n #F Title 1l Raporting - CASS 1 Bome

& rroim
i Abost
Fe 1 )
ASrmarivTa e Unit Flanning Surmmary & Chuangs Asussars
Acthisen w — ) )
L ASruréuratics lisrg R AR gy ittt — "
g

B W ddmin - Cermer lar dcademic and n 4
A Mapping - Sqnene Suness (CASS)

Cours Pansing Sammary

s Sruclens Sucoms (CASE)

STEP THREE/pe your Current Password

STERFOURThen type your New Password and Confirm the password

R
3 Save and Return L’P" ‘;ﬂ

e

STEP FIVEIlickSave and Return

HOW TO RESET YOUR PASSWORD

Pleasecontact Dr. Lauren Lopeza:

0 Email:Snd request to LLopez@CAU.ewdiith the subject: TracDat Passvord
Resd; or

o0 Tdephone: (404) 880-6294
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[I. ADDING YOUR ACTIVITY
STEP ONBelect theActivities Planningnenu option on the left navigation plan, then seldattivities.

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

-
EIEIE I )

STEP TWG@elect theAdd Activitylcon on theActivitiesheading

>tracdat Fahe 11 Appatting

STERHREEENter the requiredActivity Information:
1 Activity CoddSelect the code from the drop down menu)
91 Activity NaméDescription
STEP FOUR0 Save Your Work
1 Click the yellowsavebutton, then clickReturnor;
' Click drop arrow on the yello®ave. dzii (i 2 Y = Bald&andRetuBo® i
| Click the drop arrow on the yelloave. dzii G 2 y = (iSKv® ¢ind Adsl N&MD (
add a new activity
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STEP FIVETo select the related LAA Categodjick the drop arrow on the current activity
code,therda St SO0 GKS ! RR wSftlI 4GSR [!'!1¢€ AO2yo®

>tracdat te I Rppuarting - CA um
#T
L ¥ i
m L ] 1ing AvisieTi " "
r . LI o g AT =
F ‘ L - edng e v wms Thezag® Btk rin remrssas Mrateg —_
— bW SO Fromonag AceieTer SacrH PR iough B lvaniion SR eegiE AT =
I = B SR, iR (AT
& Moy - -u

=/

STEP SIXClickthe box that corresponds to both the Activity code and appropriate LAA
Category

> tracdat T —— ﬂm
i | Reporiing - CK Mapping - htielion Magping

E s B a2

STEP SEVERN save your work, click the yell@&avebutton.
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[ll. ADDINGYOURPROJECT SUMMARY

STEP ONErom the Home Pag&elect theTitle 1l Activity name from the drop down menu
The search bar can be used to type the Title Il activity name if the user is assigned more than
one activity. f only oneactivityis assigned it will be the only option to choose

>lracdat Prie 14 Meparting - CA

L *
m - T 2o
P 2 ' :;
o !

-

(]

STERAWAQ Select theActivities Planningmenu option, then selectProject Summary

STEP FOURelectAdd Project Summary Icoon your currentActivity Code

>tracdat e 1Y Seporting « CASS

El
-
a

S
>®
E 3

>
X
3
L |
|
§
a
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STERFIVE Enter the required’roject Summary Information

Fitnsdar

= =4 =4 4 -5 48 49 -5 -9 -5 -9 -2 -5 9 -9

1

Summary Date
Summary (Results for the Quarter)
Title 11l Year
Reporting Period
Activity Type
l OGAQGAGE B5ANBOG2NRA
Key Processes, Procedures and Activities
Activity Impact on University
Use of Prior Reports
Challenges
Impact on Title Il Focus Area
Collaborations
Title 11l Personnel
Completion of Time and Effort
Eguipment Tagging
Travel

STERSIX To save your work

Title Il TracDat Manual

bl YS

1 Click yellonSavebutton, then the ¢ick Returnbutton or;
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Select the drop arrow on the yelloBaved dzi G 2y = Of AO1 a{ I @S

V. EDITINGYOUREXISTING PROJECT SUMMARY

STEP ONECIick theProject Summarysub menu option under théctivities Planningmenu
option on the left side of the screefiThe number in the circle on shows the number of Project
Summaries that have been entered into the Activity Code)

b rere

>tracdat 4o 10 Rapering - CA B 4 Whome

B a2
-

STEP TWGselectthe drop arrow on theActivity Codeto Show Project Summary
STEP THREEelectedit icon on the report you wish to make changes to and save changes

>tracdat the 14 Meparting - CASS 0 Om" -

To save your work

i Click yellonSavebutton, then the dick Returnbutton or;
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Select the drop arrow on the yelloBavebuttonz Of A O
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A

a{l @S IYyR
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V. MAPPING
STEP ONBelect theMAPPINGnenu option from the left Navigation panthen select
Activities Mapping

>tracdat Titbe 11 Apparting - CASS am

BE s B 2

LAA Cyimgary HBGH Purchuns of | brary boak ,,.r
periadicay, 1erhvec § B BT r

LAA Caimgary HGH SxPolam b Sl owaipn ar

LiA Zaimgary HBGH [7iain hing 27 ITRrTemg 8

LA Culmgary HBGH At g in fa establishewe or

[Ty a——
AT RTE 3
PR

STEP TWGSelect the drop arrow to display the LAA Category, Title Ill Grant/Focus Areas, and
Institutional Goals.

>tracdat Title. 11 Arparting - CASS _ ﬂm

i Tl B egorti - AR 5 Mapcing = fciition e ‘he
* " / .
m ~ :

Exinmal - This :
+, «

1 || Qzzary n TataL
4w L 2
! ' L

Faam & - v
o

Faaum Ara 1 imetmrssnal Mansgerant o

Faun hena 4 Fincal Siabilty

STEP THREEIick the box that corresponds to both the Activity code and appropriate LAA
CategoryTitle Ill Grant/Focus Area, and Institutional Goal

STEP FOUROo save, click the yello®avebutton.
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VI. ADDINGBUDGERCTIVITY

>rracdat ' [— om
=_—

STEP ONBWNhile in the currenthe Project Summary suafmenu option, select your current
Activity Code

 electthed! RR ¢ 20t ! g NR ! Y2dzy i ¥ 2Tnthl/ dzNNBy i
Award Amount for Current Yeasubmenu option.

STEAWQ Enter the requiredBudget 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

= =4 =4 -4 -8 8 8 -9

=a

STEP FIVED save your work:
i Click yellonSavebutton, then the Click Return buttoor;
f  Select the drop arrow on the yelloBaved dzii (i 2 y =

Of
Select the drop arrow on the yello®ave. dzi G2y | y R
additional budget activities

1o
t

Q‘ &\
-~
"<

¢

O(
—

A O
O 7\
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VII.RELATING YOUR INSTITUTIONAL ANNUAL OBJECTIVES & RESULTS TO THE PROJECT
SUMMARY

STEP ONBWhile in the Poject Summary sub menu takeglect theAdd Related Project
Summaryicon onthe Related Project Summargub menu option

;

STEP THREEelect the results for the objective you wish to link to this report
1 You will mly be able to link Title Il objectives (submitted in your institutional plan) with

results.

o Inyour institutional plan, the objective must be labeled as a Title 11l outcome and
must be linked to both the Title IHocus Area and LAA Categongler the
RelatedGoalssub menu option

o This should not be done until the Fourth Quarter report

>lracdat

‘=N
n
"4
‘ .

STEP FIVED Save

1 Select the yellow Save Button, then click Retmn
1 Click the drop arrow on the yellow Save Button, and select Save and Return
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VIIl.  ATTACHING BOCUMENT TO YOUR PROJECT SUMMARY
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STEP ONRVhile in the Project Summar§elect theRelated Documentsub-menu under the
selectedProject Summary
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STEP THREB Upload a New Document, select tiépload NewDocumeng icon on the
Document Repository Box

STEPFOURf AO1 AYy GKS a/tAO01 G2 ONRgAS FT2N FAfSa¢

STEP FIVEo save your upload:
o Click yellowsave and Relatbutton to relate the file to this objectiver;

0 SelectthtRNRB L) I NNBR g 2y (GKS eSs$avee 4dhd@SAddziNe

to upload another document to this objectie;

0 Select the dropmow on the yellow S& 6 dzii (i 2Syas>v eO fain@joucd o s e ”

have uploaded all of the desired files

R -

L [ ] cowTTIFRCaIl e dat Tacesreporting/unit_pianning'obsenaiore sl tedDiocemants drimi . % =

< Aravial Pl Compbeson SaMus (Ansdemmic Programai 2. >

Ltk

* Hama "

STEP FIVED relate a document in the depository to the objective, click and drag the document
in the depository to theRelated Document®ox ORclick the drop arrow next the document
andselect Rel at e Document”

0 ClickCompleteto return to the Admin Assessment Pha

OPAR | TRACDAElectronic Assessment, Planning and Reporting System (2%¥4
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IX. ADDINGDOCUMENTS TO TRACDAT

>tracdat the 11 Reparting - CA allan

1 % B =
[

ST ONE dick the Documents Menu Optionon the left side of the screerthen select the
Document Repositongub menu.
STEP TWQ:o Upload a New Document, select the Upload New Document icon on the
Document Repositorigox
STEAHREH f A0l Ay GKS a/tA0] G2 oNRgaS F2N) FAfSa
STEP FOURo save your upload:
0 Select the drop arrow on the yellow Save Button and Sake and Add Newo
upload another document to this objecti;
0 Select the drop mow on the yellow Sabutton, clickSavethen clickCancelf
you have uploaded all of the desired files

»=tracdat

1 % B 3
1
- |

Tite ib Amgaring - C
B-L T \

L+

Under this menu optionplan owners are able to create folders,add documents, view
documents, edit documents, or delete documents
1 Under Document Repository and select the drop arrow next to your account

number

Select Add Folder

Type New Folder Name(i.e. Asessnent) > dick Save

dick the New Folder Name (Assssirent)

Qick the UploadNew Documentsicon on the repository box

Selectthe correct folder destination for this file

= =4 4 -4 -9
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1 Qick Browseand Selet the document > dick Open
1 Type Nameand Description > Clck Save or Save and Add Nete continue
uploading files

X. PRINTING YOUR REPORTS

STEP ONElick the Reports Menu option on the left navigation pane selectStandard Reports

>tracdat rrerep T ——— B e - |

p DN WS

A Select theeport you would like to run (e.g. Title 11l Activity Report Assessment
Unit Planning, Unit Assessment Report Four lumn, Assessnent Impact by
Tasks.

A This page allows you to either print all data entered or to sort/filter the data
into a ecific report > In order to print a report with only the objectives that were
met during the academic year under Ohective Satus highlight Obective Met;
likewise in order to view a report where the objectives were marked a needs
improvement, click on Progressand sled Needs Improvement etc.

A dick the Open Report button at the bottom of the screen or select the drop arrow to
G526yt 2FR a %ALXE 2NJ a{l @S G2 520dzySyid 5SI

A Print or Sae the report asa pdf
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TRACDAT VIDEOTUTORIALS

The links below provide video tutorialson changing your passwvord, entering your
asessnent plan (Phasel) and entering your assessirent results (Phasell).

Plasenote that TracDathasbeen configuredto meet the institutionQ gpecific vocabulary
and needs, therefore, someof the tabs shown in the videos maynot be avaiéble on your
TracDat screenor, they maybe labeled differently, the steps howeverare all the same.
The videotutorialsare intendedto giveyou a general ideaof how Tradat works.

Selectthe tutorial you would like to viewfrom the list below:

How to change your password

How to Enter Your Unit Assessrent Plan

Entering Assessment Results

Pleasecontactyour TracDat Administrator in the Office of Pnning, Assesment and
Researclif you havequegions about the videos, or if you require additional TracDat
assstance.

TracDat System Administrators

Dr.Lauren Lopez

Executive Directofor Assessnent and Institutional Effectiveness
Office of Planning, Asessment and Research (OPAR)
404-880-6294

LLopez@cau.edu

Dawn Mitchem

Senior Staff Assistant

Office of Planning, Asessment and Research (OPAR)
404-880-8061

DMitchem@ca.edu

(Password Reset ONLY)

OPAR | TRACDAEIlectronic Assessment, Planning and Reporting System (228


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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ICONGLOSSARY:

r 4

EDIT

‘ N COPY
‘ TRASH

E

| OPENS A INFORMATION BAR WITH TIPS AND HINTS FOR NAVIGATING E
_
ADD
S Link/Unlink
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