
 

 
 

 

USC Aiken                             
Institutional Effectiveness  
TracDat End User Quick Help Guide  
For Academic Programs, Department s & Schools, & 
Administrative Units   
 
 This reference guide is intended for TracDat users with permissions at the Assessment 
Unit level.  Assessment units include any administrative office or department, academic 
department, school, general education, or degree program within the Institution that 
measures outcomes.  This guide will present all of the major heading tabs and their basic 
functions as well as the functionality and typical usage of some of the more common tabs 
and subheadings that you will encounter within TracDat.  Here you will also find some 
suggested tips to remember and use while in the multiple editing modes. For 
administrative departments and offices that are having difficulty developing an 
assessment plan, a step by step guide is provided in the Appendix. 
 
Lloyd A. Dawe, Ph.D.  
July, 2009 
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ACADEMIC  PROGRAMS 
 

Accessing TracDat  
 

To access TracDat go to the USC Aikenôs Office of Institutional 

Effectiveness website (http://ie.usca.edu).  In the left hand menu 

you will find a section entitled, ñAssessment & Planningò within 

which will be a link to the TracDat server.   You will need a 

username and password to enter the system.  Please contact the 

Office of Institutional Effectiveness if you do not know or you 

need us to reset your username or password. 

 

 

After entering your username and password, click on ñLoginò. 

 

 

Selected Unit Drop -down Menu  
 

At the top of the page you will find a drop down menu, entitled, ñSelected Unitò.  All assessment units with which you are affiliated should be present 

among the drop-down options.  Academic departments and schools will see a Dept or School option which will contain operational outcomes and their 

assessment, such as monitoring teaching loads, contact hours, degree and major tallies, research and creative activities of faculty, advisement activities, 

and professional or community service.  Each degree program with which you are associated (e.g., B.A. in Political Science) will also be present.  It is 

here that you will find the student learning outcomes and assessment activities associated with each degree program.  Similarly, outcomes and 

assessment activities associated with each General Education area will be available for selection.   

 

 

 

 

 

 

 

 

 

 

http://ie.usca.edu/
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Immediately below the dropdown menu, you will see six or seven heading tabs, depending upon your level of access.  Individuals such as Chairs, Deans, 

or Assessment Coordinators who have administrative access will see seven headings, while faculty with user permission will see six.  Each tab 

represents a different functional area of the software.  These current tabs include: Home, Program Review Unit (admin access only), Plan, Results, Data 

Collection Tools, Reports, and Documents.   

 

 

Tab 1: H ome  
 

 

 

 

 

 

Home Features: 

 

Ċ Summary 

 View your personal Assignments 

 View Overdue Unit Assignments 

 Brief description of Assessment Unit Outcomes and Results 

 

Ċ Calendar 

 Monthly view of Unit Assignments 

 Create/view Reminder Entries for assessment purposes 

 

Ċ Profile 

 Add/change your email address within TracDat 

 Add your title, highest degree, contact information 

 

 

 

 

 

 

 

To Add/Change Your Email Address in TracDat: 

 

Select Home Tab > Select Profile Subheading > Add/change email 

address > Select Save Changes button 
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 Change your Password 

 

 

 

 

 

 

 

Tab 2: Program Review Unit  (Admin access only)  
 

 

 

 

 

 

Program Review Unit  Features: 
 

Ċ General 

 Overview/Description of Assessment Unit 

 Unitôs or programôs Mission Statement. 

 

Ċ Personnel 

 View personnel (faculty and staff) who have access to the Assessment Unit 

 Add/Remove personnel access to Assessment Unit (if you have a new faculty member, staff or student worker who you want to have 

access to TracDat, and you do not see them listed, please contact the Office of Institutional Effectiveness to have them added to the 

personnel list) 

 

Ċ Courses 

 View courses listed within the Assessment Unit 

 Editing a listed course allows you to relate a document (e.g. syllabus) to that specific course (Please note that the course listing 

will match that of the current Bulletin.  New courses and course deletions will not appear until the Fall term when a new 

Bulletin comes into effect) 
 

 

To Change Your Password: 

 

Select Home Tab > Select Profile Subheading > Select Change 

Password button > Enter Current and New Passwords > Select Save 

Changes button 
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Tab 3: Plan  
 

 
 

 

Plan Features: 
 

Ċ Outcomes 

 Rearrange the order of Outcomes using the up or down arrows immediately in front of the Outcome Name 

 View/Add/Edit Outcomes for Assessment Unit 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To Add/Modif y an Outcome: 

 

[Select the desired Assessment Unit from the top drop down menu >] 

Select Plan Tab > Select Outcomes Subheading > Select Add New 

Outcome or Select Edit or Copy next to a current Outcome > Make 

changes > Select Save Changes button after editing 

 

                               DO NOT select Delete !!!  

 

If at any time you no longer wish an existing outcome to be active, 

please select Edit and change the Outcome Status to be Inactive or 

Complete and add an end date rather than deleting it ï this ensures the 

historical integrity of the database   
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By clicking on edit or add new 

outcome a window will open to 

allow you to specify the outcome.  

Select the type of outcome as 

operational or student learning.  

 
Operational outcomes will typically 

be associated with department or 

school functions such as teaching 

loads, contact hours, degree and 

major tallies, research and service.   

 

Student learning outcomes will 

typically be associated with academic 

programs and will indicate what the 

student gains by going through the 

program. 
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Ċ Means of Assessment 

 

 Rearrange the order of Assessment Methods using the up or down arrows immediately in front of the Assessment Method name 

 View/Add/Edit Assessment Methods related to each Outcome 

 Identify the Assessment methods, Performance Target on the measurement in question, and schedules for the collection of data 

 Relate documents such as rubrics, normative data charts, or copies of questionnaires to assessment methods 

 Assign responsibility for the collecting of assessment data by a particular date to personnel (including self) within the unit with the option 

of emailing the task to the individual and adding this to oneôs Microsoft Outlook Calendar 

 Identify the assessment method as Direct or Indirect 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To Add/Modify an Assessment Method: 

 

[Select the desired Assessment Unit from the top drop down menu >] 

Select Plan Tab > Select Means of Assessment Subheading > Select 

Outcome Name from the drop-down menu > Add New Assessment 

Method or Select Edit or Copy next to a current Means of Assessment > 

Make changes > Select Save Changes button after editing 

 

                         DO NOT select Delete !!!  

 

If at any time you no longer wish an existing Means of Assessment 

to be active, please select Edit and remove the check in the Active box 

to make it Inactive   
 

Indirect Assessments are methods that 

measure ones perception of what has 

been learned, appreciated, or gained (e.g., 

a question asking students to rate on a 

scale from 1-4 how much they have 

learned from your program). 

 

Direct Assessments are methods that 

actually measure ones knowledge, skill, 

or values (e.g., a standardized test that 

includes factual questions to assess what 

has been learned). 
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If you are adding a new 

assessment method or editing an 

existing one, you can select one 

of many different types of 

assessments from the drop down 

menu Assessment Method 

Category.   

 

Looking through the options of 

the drop down menu may assist 

you in identifying new ways to 

assess your outcomes. 
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To Relate Documents to an Assessment Method: 

 

[Select the desired Assessment Unit from the top drop down menu >] Select Plan Tab > Select 

Means of Assessment Subheading > Select Outcome Name from the drop-down menu > Select Edit 

next to a current Means of Assessment > Select Relate documents button > click on the Relate 

document link >  

 

 Choose New Document if you have not uploaded the document into TracDat yet. 

 Choose Document from Repository if the document has been uploaded into a folder in 

the Document Repository already 

 Choose Previously Related Document if the document is already related to another 

Result  

 

You may choose to ñrelate 

documentsò to a particular 

assessment method.  For 

example, you may have a 

standardized rubric or other 

evaluative instrument that you 

wish to link to the assessment 

method, or you may have 

normative tables associated 

with a particular standardized 

test.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Assign Responsibility to Personnel 

 

You may choose to assign 

responsibility for a particular 

assessment method to either yourself or 

others in the department.  Indicate what 

you want submitted and if you want it 

in a particular folder in TracDat > 

assign it to someone listed in the drop 

down menu > provide a due date and 

how frequent they need to report the 

information > write an e-mail message 

under notes/instructions > click on e-

mail assignment > save. 

 

This will send an e-mail with links to 

the assignee which can then be placed 

in a Microsoft Outlook Calendar or 

other scheduling software (Note: See 

also assigning responsibility under data 

collection tools). 
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Ċ Related Courses 

 Relate Courses to selected Outcomes 

 Specify a Curriculum Map 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To relate courses to an outcome and to create a Curriculum Map: 

 

[Select the desired Assessment Unit from the top drop down menu >] Select Plan Tab > Select Related Courses Subheading 

> Select the desired Outcome Name from the drop down > Check the box next to each Course that relates to the Outcome 

(you can select/deselect all by toggling the topmost check box ï next to the name of the Assessment Unit) > click on the 

Curriculum Map link that appears to the right of the course name > check the appropriate boxes to indicate if the outcome is 

Introduced, Reinforced, Practiced, or Mastered in the course.  Some programs may also wish to document in which classes 

program outcomes are assessed.  These additional options can be made available to you by calling the Office of Institutional 

Effectiveness. 

 

Select Save Changes button 
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Ċ Related Goals 

 Relate unit level outcomes to institutional goals, division level goals, or accrediting body standards 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To Relate Goals to an Outcome: 

 

[Select the desired Assessment Unit from the top drop down menu >] Select Plan Tab > Select Related 

Goals Subheading > Select the desired Outcome Name from the drop down > Check the box next to each 

goal or standard that relates to the Outcome (you can select/deselect all by toggling the topmost check box 

of each section ï next to the name of the Reporting Unit/Institution)  

 

Select Save Changes button 
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Tab 4 : Results  
 

 

 

Results Feature: 
 

Ċ By Outcome 

 Displays Results by Outcome 

 View/Add/Edit these Results as well as any Actions and Related Documents (such as charts, or spreadsheets) linked to the Result 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To add a new Result to an Outcome: 

 

[Select the desired Unit from the top drop down menu >] Select Results Tab 

> Select Add New Result at bottom > Select the Outcome to which the 

Results ties > Select the Assessment Method to which the Result ties > Add 

Result data and required fields > Select Save Changes button after editing 
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Selecting an Outcome (above) 

will bring up the Select 

Assessment Method window and 

selecting an assessment method 

opens the result window (below) 
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To Add an Action to a New Result: 

 

After you have saved your new Result, select add Action > Select Save 

Changes button after editing 

It is important to document actions associated with assessment activities.  Actions need not be formal as in cases where one may wish 

to propose changes to the curriculum; instead, it is often the case where actions involve informal discussions of assessment results in 

a departmental meeting, or where a student learning outcome is emphasized more heavily within a course.  It should also be noted 

that curricular changes do not always involve new courses.  A plan could include practicing or reinforcing a student learning outcome 

in an existing course.  Such proposals should be reflected by changes to the curriculum map.  
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To Relate a Document to a New Result: 

 

After you have saved your new Result, select the 

Related Documents tab > Select the Relate Document 

link at right > Select from New Document, Document 

from Repository, or Previously Related Document 

Relating a Document to a New Result: 

 

 Choose New Document if you have not uploaded the document 

into TracDat yet 

 Choose Document from Repository if the document has been 

uploaded into a folder in the Document Repository already 

 Choose Previously Related Document if the document is already 

related to another Result  

You may choose to ñrelate documentsò to a 

particular Result.  For example, you may have a 

chart, graph, Excel spreadsheet, Major Field Test 

Report or other type of file with multiple years of 

data that you wish to link to the result.  Other 

related documents may be associated with your 

action plan, such as quotes for goods or services, 

or purchase request forms associated with a 

resource request.   It is also possible to relate to a 

URL (i.e., a web site).  This is particularly useful 

if you decide to make use of the data collection 

tools covered in the next section. 
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Tab 5 : Data Collection Tools  
 

 

 

 

 
 

This tab provides robust tools to assist you in collecting direct and indirect measures.  Once collected, they can be exported to an Excel 

spreadsheet for analysis.  Information collected through these tools does not automatically interface with your results reporting via the 

Results tab; however, one can link to the Data Collection tools as a related document in the Results area. For assistance in the development 

of measures and questionnaires, contact the Assessment Coordinator in the Office of Institutional Effectiveness. 

 

 

Data Collection Tools Features: 

 
Ċ Measures 

 Create basic data collection checklists or tables for your direct measures, and export the data for analysis 

 

Ċ Groups 

 Create groups (such as individuals or years) to send the data collection checklists 

 Import lists of individuals 

 Assign responsibility for the collecting measures to specific personnel 

 

Measures and groups work together to create tables to organize direct measures, or can be useful in tracking daily or weekly operations. 

Using the analogy of a table, the measures area would create the columns of the table while the groups area would create the rows (or cases) 

of the table. 
 

 

 

 

 

 

 

To add a new Measure: 

 

Select Measures > Select Add New Measure > Enter the name of the Measure & instructions > Select Add New Category or Add New 

Field > Enter a name > Select which type of value the measure will be > enter item values if necessary > Select Save Changes 

button 
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Categories allow you to group measures.  

In this example, we want to report national 

statistics as well as the mean of our seniors 

in several performance areas.  We have 

elected to have each performance area 

serve as a category.  After entering a name 

of the Category, select the ñSave Changesò 

button.  The result will be the next screen 

shot. 
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One would continue adding fields and categories to fully define the measure ï in this example; we have three fields (National 

Mean, National Standard Deviation, and USCA Mean) for each of six categories (Memory & Thinking, Sensory & Physiology, 

Developmental, Clinical & Abnormal, Social, and Measurement & Methodology).  Once completed, the screen would look like 

the following screen shot. 
 

 

 

 

 

 

 

 

We now select Add New Field to 

add the measure, its label, its 

value type (text, numeric, radio or 

drop down menus, etc.), minimum 

& maximum values and degree of 

precision to the measure. 
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Once a measure has been created, the next step is to create groups ñaroundò that measure. Groups could be individual students 

(e.g., if one wants a table of all students in a cohort), years, or semesters.   
 

 

 

 

 

 

You can create as many measures as 

you like; however, there are three 

factors to consider when creating 

measures ï do you want to see all 

values in a single table (in which case 

they should all be in one measure), do 

you want all values together on a 

single spreadsheet for further analyses 

(in which case they should all be in 

one measure because each measure 

that is created can be downloaded as a 

separate Excel spreadsheet), and who 

is to be assigned responsibility for 

collecting and reporting the data (if 

more than one person is assigned 

responsibility then measures should 

be broken out to represent that which 

is reported by individual personnel).   

 

Categories and fields can be moved 

up or down using the arrows located 

in front of the Label column. 

To add a new Group: 

 

Select Groups > Select Add New Group > Enter the name of the Group > Select Measure from the drop down menu > Add New 

Individual > Select Save Changes button 
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After selecting a name and 

measure, select ñAdd New 

Individualò. ñIndividualsò 

will show up as rows in your 

table.  If you are collecting 

data on specific students or 

individuals, you can 

optionally add id, first name, 

last name, and e-mail.  

Alternatively, you can upload 

a roster of student names from 

an Excel spreadsheet and have 

the system create the rows of 

the table for you.  The only 

required field (as marked by 

the asterisk) is the display 

name (or row title).   

 

Continue to add individual 

rows, saving each one at a 

time. An example is 

represented in the next screen 

shot. 
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Once completed, you can select 

Return to go back to the groups 

level to add new groups.    

 

You can also elect to assign 

responsibility for collecting the 

data and putting it into the table 

to either yourself or any other 

personnel within your program. 

Assign Responsibility to Personnel 

 

You may choose to assign responsibility 

for a particular table to either yourself or 

others in the program.  Select Assign to > 

assign it to someone listed in the drop 

down menu > provide a due date and 

how frequent they need to report the 

information > write an e-mail message 

under notes/instructions > click on e-mail 

assignment to assignee > select save. 

 

This will send an e-mail with links to the 

assignee which can then be placed in a 

Microsoft Outlook Calendar or other 

scheduling software. 














































































































































