TracDat Training-Deans/VPs
I.	Login
	A.	http://worwic.tracdat.com (Do NOT use: www)		[image: Help]=Help
	B.	User name = first initial last name (ex.: jvienna)		[image: Filter]=Filter (narrow choices)
	C.	Password = worwic						[image: Spell Check]=Spell check
II.	Selected Unit-(very top drop down menu)
	A.	Wor-Wic Community College (institution level)-all institution reports
	B.	Assessment Units-list of programs/departments 
III.	Home Tab: 
	A.	Summary-Program goal/MOA count, Course objectives/MOA count, Results and action plans
	B.	Calendar: Adds start/end date entries (similar to calendar in MS Outlook)	
	C.	Profile 
		1.	Change Password (bottom-if you want but not required)
			a.	Enter new password information
			b.	Save changes
			c.	Forgot your password?  Contact: Janine, Carol Menzel, Chuck Thomas, or Ann 					McGee
		2.  	Complete Profile (if you want but not required)
			a.	Enter information
			b.	Save changes

IV.	Reports
	A.	Program/Department (sub-menu)
		1.	Annual Program/Department Review-4 Column-report contains: (Col. 1) Program Goals; 
			(Col. 2) MOAs/Benchmarks; (Col. 3) Results; and (Col. 4) COMPLETE Action Plans
			a.	Click run
			b.	Select parameters 
				i.	Date Start/End: FY of report through FY of action plans (ex: July 1, 2008-						June 30, 2010)
				ii.	Other (if desired) based on interest, i.e.: active/archived (nothing archived 						as of 4/9/10) or just results that didn’t meet benchmark.  This step not 						required.
			c.	Select report type
				i.	Open report-opens the report in .pdf, .html, or .rtf (Word) format
				ii.	Download as Zip-a “zipped” file will save all hyperlinked documents
				iii.	Save document to repository (see VII above Related Documents)-also 						saves all hyperlinked documents
		2.	Related Documents-Just shows a list of documents in the repository
	B.	Ad Hoc (sub-menu)-Annual Program Review-Short Form report contains same as VII.A.1. but 			with  only SHORT form of action plans (no timeline, resources, person responsible, etc).

V.	Reports-Course (sub-menu)
	A.	Unit Course Assessment Report-4 Column-report contains: (Col. 1) Course Objectives; 
		(Col. 2) MOAs/Benchmarks; (Col. 3) Results; and (Col. 4) COMPLETE Action Plans
		1.	Click run
		2.	Select parameters 
			a.	Date Start/End: FY of report through FY of action plans (ex: July 1, 2008-						June 30, 2010)
			b.	Other (if desired) based on interest, i.e.: active/archived (nothing archived 						as of 4/9/10) or just results that didn’t meet benchmark.  This step not 						required.
		3.	Select report type
			a.	Open report-opens the report in .pdf, .html, or .rtf (Word) format
			b.	Download as Zip-a “zipped” file will save all hyperlinked documents
			c.	Save document to repository (see VII above Related Documents)-also 						saves all hyperlinked documents
	B.	Ad Hoc-Annual Program Review-report contains same as X.A.1. but with SHORT 				form of action plans.
	C.	Related Documents-Just shows a list of documents in the repository

VI.	Documents Tab
	A.	Document Repository-Shows folder structure and any files in the folder
	B.	Related Documents-Show what files have been related to a report (program or course)
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