How to Enter Results in TracDat
Revision date: 10/13/2020
This guide is intended to walk you through the process of entering the results of your unit’s assessment plans.
In the results section of TracDat, enter the results of your assessment methods, create notes about your initial analysis, identify specific actions you will take based on the results, and report on what the follow-up results indicate about those actions. Relate documents to your new results as documentation.  You may add any related results from Reporting Units.  And, you have the ability to assign a follow-up action to another TracDat user.
To enter assessment results:
1. Select your desired unit from the dropdown at the top of the screen.
2. Click the ‘Assessment Unit Planning’ tab from the left-hand navigation pane.
3. Click the ‘Results’ sub-tab.
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4. Expand the Outcome for which you want to enter results by clicking on the gray arrow  
for that Outcome.  In this example, we have expanded the Sample Outcome 1. 
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5. Locate the appropriate Assessment Method and click the green plus sign icon to Add a Result.
In this example, we will add a result to the assessment method named ‘Embedded Course Assignment Research paper in XXXX 450’, so we will click the green plus sign shown with a red circle in the image above.  


6. Enter the details of the Result:
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a. Enter a Result Date.  Today’s date is entered automatically but can be changed.
b. Describe the Result, giving specific information about the term, the course number, the percentage, and the number included in the percentage, (N=30).
c. Select your Result Status:  Loop Closed  or  Pending Follow-Up 
d. Select your Result Type:  Criterion Met  or  Criterion Not Met
e. Make sure you enter information for all required fields, which are indicated with an asterisk.
If your Results have met the criterion:
f. Click ‘Save and Return’ at the top-right side of the screen.

If your Results have not met the criterion, follow these steps to add follow-up action plans. 
a. [bookmark: _GoBack]Click the green plus sign on the Actions menu (image below).
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b. Enter an Action Date.
c. Enter detailed information about the Action, including the specific change, who will make the change, and when the change will be made.
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d. When finished, click Save and Return to go back to the Results screen.
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After saving your Action Item, you are returned to the Result screen.  
Be sure to click Save and Return again to save the Result.

After you have made the changes, follow up by collecting results and evaluating them.  Then, add the new results.  
1. Go back into the Action Item area and click on Follow-up.  
2. In Follow-Up, briefly describe the impact of the action, referring to the new results.
3. Click Save and Return to save the Follow-Up information.
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If questions on TracDat, contact the Assessment & Institutional Research department:
Carol Geszvain, Ext. 3485, cjgeszvain@viterbo.edu
Derek Klein, Ext. 3486, dpklein@viterbo.edu
Naomi Stennes-Spidahl, Ext. 3481, nrstennesspidahl@viterbo.edu

How to Enter Results in TracDat.docx		Page 1
image3.png
>tracdat
T
& Home
o AssessmencUnic v
# Assessment Uni.y

Annual Updates

Plan

Resuhs

& CoursePlanning

& Mopping v
[ Reports v
[ Documents v

22: Sample Assessment Unit -

#22: Sample Assessment Unit > Assessment Unit Planning > Results

-

Sample Outcome 1 Apply theary to.

© Directly retated to Objective

- (1] Embedded Course Assignment Researcn paper in 00T 450
189 penaing Falow.Up | Crierion e [

The average score on the companents 2,4, and 5 of the rubric will be 805 or higher. [mare]

~ adtions.

Action Resuls will be compiled annually in May and reparted. {13/26/2013)

Follow-Up
Assignment
~ Related Documents

Resuls.

Survey Results

Related Results

Ne

Ne

= (11 Embedded Course Assignment Assessment Method 1





image4.png




image5.png
# 72: Sample Assessment Unit > Assessment Unit Planning > Results > Add Result

@ sample Outcome 1 Apply theory to.

Outcome Types: Learning
Start Date: 03/25/2013

L] Embedded Course Assignment Research paper in XXXX 450
Criterion The average score on the components 2.4, and 5 of the rubric will be 80% o higher.
Feedback Loop:

* ResultDate | 05/16/2018 (2)

* Result  In Spring 2018, the average score on components 2, 4 and 5 were 82% or higher. ©
Criterion has been met.

* Result Status | Loop Closed . ©

*ResultType | criterionmet | +] @)

Notes

* Required field

Actions

o0

Related Documents




image6.png
# 72: Sample Assessment Unit > Assessment Unit Planning > Results > Add Result

© sample Outcome 2 Critically read.

Outcome Types: Learning
Start Date: 03/25/2013

[/ Embedded Course Assignment Final essay in 00X 160

Criterion All students will meet the basic competency level on Critical Reading components of the rubric
Timeline Every time the course is taught.

Feedback Loop: Faculty review program level assessment results t the end of the academic year.

* ResultDate  05/12/2017 ©

* Result  In Spring 2017, only 15 of 20 students met the basic competency level on the final essay's critical | (€))
reading rubric.

* ResultStatus  pending Follow-Up | ¥ (2)

* ResultType | criterion Not et [+] (@)

Notes  In Sept. faculty teaching XXX 160 will bring recommendations for curriculum change to the

department meeting.

* Required field

Actions

Related Documents

o0




image7.png
# 22: sample Assessment Unit > Assessment Unit Planning

Results > Add Action

-I

© Sample Outcome 2 Criccally read.

(1] Embedded Course Assignment Fina essayin 0O 160

Timeline Every time the course s taught.

Criterion All students will meet the basic competency level on Critical Reading components of the rubric

19 | ending Follow-Up | Criterion Not Met 05212017
In Spring 2017, oy 15 o 20 students met the basic competency levelon thefinal essay's criical reaing rubric
* Action Date | 0972972017 (>)
* Acton. | Facalty who teach 1900160 willadl a ackive leaning xercse arly i the term, and suder wil worishop | (©)

their final essay. These changes will be incorporated in Spring 2018.

* Required field




image8.png
© Sample Outcome 2 Criccaly resc.

‘Outcome Types:Learning.
Start Date: 03/25/2013

(11 Embedded Course Assignment Final essay in 00 160
Criteron Al xudents il mees the oasic compesency level on Criical Resding components of the rubric

Timeline Every time the course is taught.
Feedback Loop: Faculy review program level assessment results at the end of the academic year.

* ResultDote | 051272017 )
* Result | In Spring 2017, only 15 of 20 students met the basic competency level on the final ©
essay's critcal reading rubric
* ResultStatus | Pending Follow-Up | (©)
* ResultType | Criterion Not Met | (@)

Notes | In Sept, faculty teaching YO0 160 wil bring recommendations for curriculum change
<o the department meeting.

* Required field

« Acons )

za

Action 09/29/2017 Faculty who teach X00X 160 wil add an active learning exercise early in the term, and students will
workshop their final essay. These changes will be incorporated in Spring 2015.




image9.png
‘Sample Outcome 2 Criticaly read.

© Directy reated to Objecte

111 Embedded Course Assgnment Assgnmer..

~ 1 Embedded Course Assignment Final essay i 000 160

B | Loop Closed || Criterion Met 0511812018

In Spring 2013, all students (N=22) met the basic competency level on the Critcal Reading components of the

rubric. [more]

Aactions
Related Documents

Related Results.

18 | penaing Folow-Up || Creron Not et osnaor

In Spring 2017, only 15 of 20 students met the basic competency level on the fnal essay’ citicl reading rubric. L]
more] 5
~ actions

Action Faculty who teach 000X 160 will add an active learning exercise early in the term, and students ]
wilworkshop ther fina essay. These changes will be incorporated in Spring 2018. (03/29/2017) 5
~ FollowUp
The Spring 201 results met the criteria. Faculty teaching X000 160 will continue with the @
@

additionsl exercise and the workshop. (05/16/2018)





image1.png
“>tracdat

22: Sample Assessment Unit

& Home
i AssessmentUnic v
& Assessment Unit Ly

Annual Updates

Plan

Results

& CoursePlanning

& Mopping v

[ Reports v

[ Documents v
<

Assessment Unit Planning Summary

Outcomes Assessment Methods.
v Sample Outcome 1 s
v Sample Outzome 2 2
v Sample Outzome 3 o
v Resuitotest o

Course Planning Summary - Assigned

Courses Course Outcomes.

| EDUC 603 - Mission of 0
Teaching

V| ENGL228- Mult 0

Cultural american
Lierature

Results.

2

Assessment
Methods

0

Actions Follow-Up
a 3
0 0
0 0
0 0
Follow-

Results  Actions

up




image2.png
>tracdat 22: Sample Assessment Unit

[ ] :[=]

#22: Sample Assessment Unit > Assessment Unit Planning > Results

& Home , @
_ Sample Outcome 1 Apply theory to
i AssessmentUnic v
[}
# Assessment Uni.y | Sample Outcome 2 Critcally read
,
Annual Updates )
Sample Outcome 3 Apply theory and experiemental data
Plan y @

J— (e vt samptefor s
& CoursePlanning
al Mapping. v
[ Reports >

[ Documents ~




