TracDat Training-Service Department Directors
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.	Reporting Units - groupings of academic programs, service departments or institution-level goals
	C.	Departments - assessment units (academic programs and service departments)
III.	Home Page Tab: Summary of Department
A.	Calendar: Adds start/end date entries (similar to calendar in Outlook)
	B.	Profile: Change Password (if you want but not required)
		1.	Change Password (bottom)
		2.	Enter new password information
		3.	Save changes
		4.	Forgot your password?  Contact: Janine, Carol Menzel, Chuck Thomas, or Ann McGee	
	C.	Profile: Complete Profile (if you want but not required)
		1.	Enter information
		2.	Save changes
IV.	Department Tab (not visible for all users): 
	A.	General
		1.	Mission Statement
		2.	“Other Related Department Information”- any info you want the reviewer to know about 				your program review that isn’t included elsewhere in the report.
	B.	Personnel-people who have access to your department
V.	Department Assessment Plan Tab:
	A.	Goals: Change order (use ▲▼), Edit (Under Edit-Change Status Active or Inactive), Copy, 			Delete, Add (see bottom link)
		1.	Goals already entered
		2.	Complete any editing
	B.	Means of Assessment (MOAs)/Benchmark: Add, Edit, Copy, Delete, Change Status (Active or 			Inactive)
		1.	MOAs and Benchmarks already entered*
		*2.	If using an assessment schedule, Edit MOA and in box labeled “assessment schedule”, 				identify the schedule such as Assess FY 11.
	C.	Related Goals:  Relate department goals to:
		1.	Strategic Objective (preferred)
		2. 	Long-Range Goal (if no strategic objective will fit)
		3.	Save changes
VI.	Results Tab: This is for both results and actions.
	A.	Click on “add a result” (bottom)
	B.	Select goal (right)
	C.	Select Means of Assessment
	D.	Result: Copy and paste (or type) result in box
	E.	Result date (must be in fiscal year time frame) (i.e. FY 10 results-use 06/30/2010)
	F.	Result Type: Drop-down menu and select either Met, Partially Met, Not Met or No Data
	G.	Action Plan Status: Drop-down menu and select 
		1.	If benchmark is met or no data: 0-No action plan required
		2.	If benchmark partially met or not met: 1-Action plan created
	H.	Action Plan Update Date: (must be NEXT fiscal year time frame) (i.e. FY 11 Action Plans-			use 07/01/2010)
	I.	If action warranted:
		1.	Click “Add Action Plan” (right)
		2.	Action Plan: Copy and paste (or type) action taken
		3.	Date: Use 07/01/2010 for FY 11 action plans
		4.	Additional Resources: Click Yes or No
		5.	Estimated Cost: Type in amount (no dollar sign needed)
		6.	Resource Request Details: Copy and paste (or type) in resources needed
			a.	If new budget initiative, complete a New Initiative Budget Request Form
			b.	Add as a related document
		7.	Implementation and Timeline: Type in implementation steps and time to complete
		8.	Responsible Person: Type in main person responsible
		9.	Save changes
	J.	Related Documents-For data or other files supporting results or action plans, you don’t need to 			enter the statistics in the results, add a document which contains the results.
		1.	Enter all result information and Save Changes
		2.	Click cursor in “results” box
		3.	Click on related documents
		4.	Chose from drop-down menu: New document, Document from repository or Previously 				related document
		5.	IR Data is in the document repository under the Data folder
		6.	Locate the file and click “relate”
		7.	No need to save, the file is related.  “X” out of the pop-up box
Action Plan Progress-Mid Year:  By March 15th deadline or prior, you will need to: 
	1.  	Results Tab: Click on “Show Results” for appropriate goal, click on “edit”
2.	Click “Add Action Plan Progress” (right)
	3.	Type in the progress to-date on the action plan
	4.	Date: Use a date of 03/15/2011 or earlier (for FY11 Action Plans)
	5.	Save changes
Action Plan Progress-Year End: By June 30th deadline or prior, you will need to:
	1.  	Results Tab: Click on “Show Results” for appropriate goal, click on “edit”
	2.	Click “Add Action Plan Progress” (right)
	3.	Type in the end of year final results on the action plan
	4.	Date: Use a date of 06/30/2011)
	5.	Save changes

VII.	Reports
	A.	Department
		1.	Annual 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, 2009-						June 30, 2011)
				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 at bottom of screen
				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.	Ad Hoc-Annual Program Review-report contains same as VII.A.1. but with SHORT 				form of action plans.
	B.	Recommend for added security/redundancy, store a “zipped” version of your annual program 			review 	report in a folder on office computer 
VIII.	Documents-stores any type of document file (any format-ex: .docx, .xlsx)
	A.	Files may be organized into folders
	B.	All departments have a data folder-Institutional Research will put your yearly survey/ 				institutional data into this folder
	C.	Recommend a final reports folder to store a “zipped” version of your final program review 			(remember this is a snapshot)-see VII.

3

image2.gif




image3.gif




image1.gif




