Creating Folders in TracDat

Step 1:

. . . _— > tracdat
Log in to TracDat (use Mozilla Firefox — do LD
not use Internet Explorer) e
https://sanmateo.tracdat.com/tracdat/ . — : .

[

For user name and password, contact Karen
Wong or Lorraine DeMello.

Step 2:

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

>tracdat A Sample Dept

Step 3:

Click on Documents and Document
Repository in the menu on the left-hand side
of the page.
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To see all folders, click on the arrow to the
left of the name of the department.
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https://sanmateo.tracdat.com/tracdat/

Step 4:

Click on the arrow to the right of SKY- Dept -
to add a folder.

You may want to create a folder for
each course and an annual
assessment folder. The latter will
enable you to easily track what was
assessed year to year if you run and
save a report each year.

You also now have the option to add folders
within folders by clicking on the arrow to the
right of the course folder.
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Step 5:

Give the folder a Name (e.g, ENGL 100:
Composition), and then Save.

ESave | of

Add Folder
Name




Option One to Upload Documents from Document Repository (Extra Step for the Hyperlink)

Step 1:
You may upload documents by clicking on

the - on the right-hand side of the screen.

If you upload documents here, you will need

an additional step to “relate” the document to
the assessment method or result so that it is

available as a hyperlink within reports.

4-5KY Dept - Business
91112 CAOT 225

P 012012_Reports Course'
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Step 2:
Select the file folder from the dropdown menu
at the top of the page.

Click the files box, select and then click on
the document. The file name will
automatically fill. The file description is
optional.

Click Save or Save and Add New if you have
more documents to upload.
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Step 3 (for Assessment Plans):

Navigate to the assessment plan you'd like to
relate a document to (e.g., the assignment,
the common test questions, the rubric or
checklist used to evaluate student work, etc.).

Step 3a (for Assessment Plans):

Click the to the right of
Related Documents.

v Ll Assessment Methods

v [Exam Multiple Choice guestions (Active)




Step 3 (for Results):

Navigate to the result you'd like to relate a
document to (e.g., the raw data).

& SKY Dept - Business > Course Planning > Results

Lione | SKCY BUS. 100 - Introduction to Business

A
M Department « | *Asterisk next to a Course in the dropdown indicates that the Course

Major functions Distinguish and explain the major business fi
& Department Planning’

() Directly related to Course Outcome:

B coursePlanning v
Capstone Assignment/Project Final Project write uj

Course AssessmentPlan |, (@ Management Understand the role of management and the pi

Human Resources Understand the motivational process and

& Mapping - » a# Bus Decision-making Recognize the strategic nature of busin:
» Ethics Identify the importance of ethics and social responsibil
M Reports v
L 9 Bus Dedsion-making_1 Recognize the strategic nature of bus
(3 Documents v
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Click the to the right of
Related Documents.

© \0 Major functions Distinguish and explain the major business functions.

‘ © Directly related to Course Outcome

* L.l Capstone Assignment/Project Final Project write up a business plan integrating what you leamed throughout the semester based on the final project guideline.

Success Criterion 60% o more wil score 70% or better.
(70% = Adequate higher)

(80% = Good) (0% + = Excellent)

Schedule 20122013

B8 2014-2015 | Criterion met
82% of students scored 70% C or higher on assessmenttool [mare]

Actions

} Related Documents

1212212014

A1)

Step 4:

Then simply left- click and drag previously
uploaded documents from a file to the right
column.

Document Repository
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Related Documents

Drag documents here to relate




Option Two to Upload Documents (Embeds the Hyperlink)

Step 1:

Once you've entered the assessment plan,
you can upload the assignment so it will
embed as a hyperlink in reports. Click the

to the right of Related Documents.

~ [ii] Assessment Methods

Exam Mulsiple Choice questions (Active)

Success Criterion: Average score on SLOAC testing 70% or higher
Schedule:

Date Added: 02/03/2015

Actives Ves

Related Documents.

Assignment

q

Step 2:

UEIoad a new document by clicking on the

on the right- hand side of Document
Repository.

- SKY Degt - A

Step 3:

Select the file folder from the dropdown menu
at the top of the page.

Click the files box, select and then click on
the document that directly relates to the
assessment method from your files, and click
Open. The file name will automatically fill.
The file description is optional.

Click Save and Relate in the upper right-
hand corner of the page so that it embeds as
a hyperlink in reports.

I [B Save and Relate  ~ I’;'*:

Places documents into  Annual Assessment Reports

Files

Urls
* Name *un

]

Description

* Required field

Last Updated on September 15, 2016



