USC Aiken

Institutional Effectiveness

TracDat End User Quick Help Guide
For Academic Programs, Departments & Schools, &
Administrative Units

This reference guide is intended for TracDat users with permissions at thesieses
Unit level. Assessment units include agministrative office or departmengcademic
department school, general educatioar degree progranwithin the Institution that
measuresoutcomes. This guide will present all of the major heading tabstaidbasic
functions as well as the functionality and typical usage of some of the more commotr
and subheadings that you will encounter within TracDat. Here you will also find son
suggested tips to remember and use while in the multiple editing esdeor
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
=
ns tA¥ourtiEit | onal
Username: = l:l
Phsforkd: Qo Wit hin

Login

To access TracbDat go to the US
Effectiveness websitdftp://ie.usa.edy. In the left hand menu
you will find a section entit
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 Effectiveass if you do not knowr you

need us to resgbur username or password.

D
)]

After entering your user name

+

(@]
«

(0

Selected Unit Drop -down Menu

At the top of the page you willfid a dr op dowiBSemer t e deadgdsintrid ends,withiwhich you are affiliated should be present
among the droflown options. Academic departments and schools will see a Dept or School option which will contain operational outtbaies and
assessment, such as monitoring teaching |azamigact 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 assegjated(in Political Science) will also be preselftis

here that you will find the student learning outcomes and assessment activities associated with each degree progtsyrautSionilas and

assessment activities associated with each General Education ateaaviililable for selection.

> trac d at- Selected Unit: | General Education: Social & Behavioral Sciences hd 8 [¥] [og out]
--------------- Program Review Units --------------
Home mlDept - History, Political Science and Philosophy
General Education: American Political Institutions
General Education: Cross Cultural

General Education: Social & Behavioral Sciences > Home > Summary General Education: Humanities

General Education: Social & Behavioral Sciences
General Education: World Civilization

My Assignments Program - History (B.A.)

Program - Political Science (B.A.)
Subject MNotes/Instructions

Summary | Calendar | Profile

I[\(IEJ.
]
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Immediately below the dropdown menu, you will seeor sevenheadingabs depending upon your level of access. Individuals such as Chairs, Deans,
or Assessment Coordinators who have administrative access will see seven headings,ulthileittaciser permission will see six.aéhtab
represerga different functional area of the softwarEhesecurrenttabs include: HomeéRrogram Review Unit (admin access only), Plan, Reddits

CollectionTools, Reports, and Documents

Tab 1: H ome

Il Program Review Unit m Data Collection Tools

Summary | Calendar | Profile

Home Features

C Summary
¢ View yourpersonalAssignments
¢ View OverdueUnit Assignments
e Brief descriptiorof Assessment UniDutcomesindResults

C calendar
e Monthly view of Unit Asignments
o Create/viewReminder Entriefor assessment purposes

C Profile
¢ Add/changeyour email aldresswithin TracDat
e Add your ttle, highest degree, contact information

To Add/ChangeYour Email Address in TracDat

SelectHome Tab > SelecProfile Subheading > Addfangeemail
address> SelectSave Changebutton




>

USC Aiken - Institutional Effectiveness

e Changeyour Password

To Change Your Password:

SelectHome Tab > SelectProfile Subheading SelectChange
Passwordoutton > Enter Current and New Passwords > S8acé
Changesbutton

Tab 2. Program Review Unit (Admin access only)

General | Personnel | Courses

Program ReviewUnit Features:

C General
e Overview/Description of Asessment Unit
e Unitb e r p r ovissian Stétesnent

C Personnel
¢ View personne(faculty and staffivho have access the Assessment Unit
o Add/Remove personnel access to Assessment(ifipdu have a new faculty member, staff or student worker yawowantto have
access to Tracél, and you do not see them listed, please contact the Office of Institutional Effectiveness to have them added to the
personnel list)

C Courses
 View courses listed within the Assessment Unit
» Editing a listed course allows you toatd a document (e.g. syllabus) to that specific cdittease 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)
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Tab 3: Plan

Program Review Unit JEN Data Collection Tools

Qutcomes | Means of Assessment | Related Courses | Related Goals

Plan Features:

C oOutcomes
¢ Rearrange the order Gutcomesausing the up or down arrows immediately in front of the Outcome Name
¢ View/Add/Edit Qutcomedor Assessment Unit

To Add/Modif y an Outcome:

[Select the desired Assessment Unit from the top drop down menu >
SelectPlan Tab > SelecOutcomesSubheading > Seleéidd New
Outcomeor SelectEdit or Copynext to a current Outcome > Make
changes > Sele&ave Changebutton after editig

DO NOT selectDeletel!!

If at any time you no longer wish an existing outcome to be act
please seleddit and change the Outcome Status tdnaetive or
Completeand add an end date rather than deletinghts ensursthe
historical integrity of the database
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v

Program Review Unit JZE] Data Collection Tools

Qutcomes | Means of Assessment | Related Courses | Related Goals

Program - Chemistry (B.5.) = Plan > Qutcomes 2 E:’
Outcome Name Outcome Outcome Status
@ ® HKnowledge and Students will understand and appreciate the fundamental principles of the chemical sciences induding the theory and Active edit | copy | delete
Appreciation practice of the discipline and its major subfields. Students will understand and appreciate the theory and practice of: aj. 7

Analytical Chemistry, b). Inorganic Chemistry, ). Organic Chemistry, and d). Physical Chemistry

® @ Application Students will apply theory to practice participating in a senior research project. Students will demonst cency in Active
using computers and other information technology during the senior research project a tdemonstrate laboratory skills
appropriate to the practice of chemistry.

edit | copy | delete

@ ® Communication Students will communicate deary in speech and writi edit | copy | delete

By clicking onedit or add new

Outcome Mame: = |Knowledge and Appreciation outcomea window will open to
* |Students will understand and appreciate the fundamental principles of the A allow you to specify the outcome
Outcome: chemical sciences induding the theory and practice of the discipline and its major Select the type of outcome as

subfields. Students will understand and appreciate the theory and practice of: a).
Analytical Chemistry, b). Inorganic Chemistry, c). Organic Chemistry, and d).

) Operational . . .
Qutcame Types: Operatlor_lal outc_omesvlll typically
be associated with deparent or

Outcome Status: school functions such as teaching

operationalor student learning

<

Start Date:  (8/1/2008 | loads, contact hours, degree and
major tallies, research and service.
End Date: I:lm J

Student learning outcomewill
typically be associated with academ
programs and will indicate what the
student gains by going through the
program.
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C Means of Assessment

e Rearrange therder of Assessment Methods using the up or down arrows immediately in front of the Assessment Method name
» View/Add/Edit Assessment Methedelated to eacButcome
e Identify the Assessment methods, Performance Target on the measurement in questioedated fectthe collection of data
¢ Relate documents such as rubrimsrmative data charter copies of questionnairés assessment methods
¢ Assign responsibility for the collecting of assessment data by a particular date to personnel (including isetifiewittit with the option
of emailing the task to the individual and adding this to one:
e |dentify the assessment method>aect or Indirect

To Add/Modify an Assessment Method Indirect Assessmentare methods that
measure ones perception of what has
[Select the desired Assessment Unit from the top drop down menu > been learned, appreciated, or gaited.,
SelectPlan Tab > SelecMeans of Assessme@ubheading > Select a question asking students to rate on a
Outcome Namdrom the dropdown mewu >Add NewAssessment scale from 14 how much they have

Methodor SelectEdit or Copynext toa current Means of Assessment

Make changes > SeleSave Changebutton after editing learned from your program).

Direct Assessmentre methods that
actually measure ones knowledge, skKill,
or values (e.g., a standardized test that
includes factual questionis assess what
has been learned).

DO NOT selectDelete!!!

If at any time you no longer wish an existing Meangsgessment
to be active, please seléatit and remove the check in thetive box
to make itinactive
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Program Review Unit JgEN] Data Collection Tools

Outcomes | Means of Assessment | Related Courses | Related Goals

Program - Chemistry (B.5.) = Plan > Means of Assessment ‘é@ E:J
Qutcome Mame: Knowledge and Appre: v
Qutcome:
Date Assessment
Added Method Category Assessment Method Target Active?
® ® 9/19/2008 Standardized Students will complete the American Chemical Society Nationally Normalized exams in To perform above the National Y copy | delete
Tests Analytical, Organic, Physical and Inorganic Chemistry mean

® @ 9/19/2008 Student Surveys

® @ 4/3/2009 Course embedded Senior students will take two exit exams in

assessments

Seniors will complete a survey thatindudes a number of questions covering a variety of
topics related to the chemistry program and that allows each student to submit arating
of how well the program enhanced their basic understanding of each of the
areas.

edit | copy | delete

ior chemistry courses. Part 11s given
annualy early in the fall seme fing alab period in ACHM 511 and Part 2 is given
during alab iod- HM 522 in the spring semester.

edit | copy | delete

Outcome Name:

Outcome:

Assessment Method Category:

Assessment Method:

Target:

Schedule:

Active:

Type of Measure:

* |Direct &

If you are adding a new
assessment meid or editing an
existing one, you can select one
of many different types of
assessments from the drop dow

Students will complete the American Chemical Society Nationally Normalized menuAssessment Me‘thod
exams in Analytical, Organic, Physical and Inorganic Chemistry
Category

S5

ndal Tests

To perform above the National mean

Looking through the options of
the drop down menu may assist
you in identifying new ways to

The ACS exam in Analytical Chemistry contains 50 questions with a time limit of A

100 minutes and is given as the final exam of the semester long ACHM 321 course. = assess your outcome
The ACS examin Organic Chemistry is used as the final in second semester

organic ACHM 332; it contains 70 questions and has a time limit of 115 minutes. v
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Youmaychoset o fir el
documentso to
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

aTE) ISeIate Pocumeqts to an Assessment Method
a particul-ar

[Select the desired Assessment Unit from the top drop down me3eledtPlan Tab > Select
Means of Assessmernfbubheading > Sele@utcome Namdrom the dropdown menu > Seleddit
next toa current Means of Assessment > SelRdate documentbutton > click on th&elate
documentlink >

normative tables associated e ChooseNew Documentf you have not uploaded the document intacDat yet.
with a particular standaized e ChooseDocument from Repositorif the document has been uploaded into a folder i
test. the Document Repository already
e ChoosePreviously Related Documeiitthe document is already related to another
Result

Assign Responsibility to Personnel

Assign Assessment Method %]
. Provide:
You may chose to assign ® Data Only
responsibility for a particular O Data and Result

assessment method to either yourself e e e o Assign To:

others in the department. Indicate wt v / 1 3
you want submitted and if you want it Assign To: emaucmy, Gina .

- Byington, Ralph

in a particular folder in TracDat e \ McGrath, Leanne ||
assign it to someone listed in the droy *[6/18/2009 | Q [June  v[[2009 v » d Milles, Mary Qaire |
down menu > provide a due date and Sun Mon Tue Wed Thu Fri Sat

2 4

o~

(=[]

how frequent they need to report the
information > write an enail message
under notes/instructions > click on e

=1

I~
|G 1em 1=
= |75 ren

(e
I

u
~

N

o o
L =
1215
|5 |
|12
|55 1=

)
=)
=
o
=1

mail aSS'gnment > save. Frequency: || Frequency:
Once b Once 3
Subject: Honce |
This will send an enail with links to Assignment from TracDat Mon thly T
H . ! : - Quartery
the assignee which can then be place Notes/Instructions: | NSE,m_ann*ua,ly
in a Microsoft Outlook Calendar or Annually

other scheduling software (Note: See

. . s [J E-mail assignment to assignee
also assigning responsibility under de
collection tools).

10
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C Related Courses
¢ Relate Cotses to selectedufcomes
¢ Specify aCurriculumMap

To relate coursego an outcome and to create a Curriculum Mp:

[Select the desired Assessment Unit from the top drop down meSeledtPlan Tab > SelecRelated CourseSubheading
> SelecthedesiredOutcome Namdrom the drop dowrr Check the boxnext to each Courséhat relates to the Outcome
(you can select/deselect all by toggling the topmost check hext to the name of the Assessment Unit) > click on the
Curriculum Map link that appears to the right of the course name > check the aperopxies to indicate if the outcome
Introduced, Reinforced Practiced or Masteredin the course. Some programs may also wish to document in which cl
program outcomes are assessed. These additional options can be made available to youthg Effiicgpf Institutional
Effectiveness.

SelectSave Changebutton

Program Review Unit JEZEN Data Collection Tools

Outcomes | Means of Assessment | Related Courses | Related Goals

Program - Chemistry (B.5.) > Plan > Related Courses

Qutcome Name: | Communication L

Outcome:

Course Number Course Name

] Program - Chemistry (B.S.)

[0 ACHM 111 General Chemistry |

[0 ACHM 112 General Chemistry |l

[0  ACHM 321 Quantitative Analysis

ACHM 3Z1L Quantitative Analysis Laboratory Curriculum Mapping

Curriculum Mapping
[J |- Introduced [] M - Mastered P - Practiced R - Reinforced

11
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v

C Related Goals
¢ Relateunit level outcomes tinstitutioral goals division level goals, caccrediting body standards

To Relate Goals to an Outcome

[Select the desired Assessment Unit from the top drop down meSeledtPlan Tab > SelecRelated
GoalsSubheading > Seletite desiredOutcome Namdrom the drop dowrr Check the boxnext to each
goal or standard that relates to the Outcome (you can select/deselect all by toggling the topmost ch
of each sectioin next to the name of the Reporting Unit/Institution)

SelectSave Changebutton

Program Review Unit JEEED! Data Collection Tools

Outcomes | Means of Assessment | Related Courses | Related Goals

Program - Business Administration (B.S. in Business Administration) > Plan > Related Goals

Outcome Name: Communication Skills ha
Qutcome:
Goal Type Goal

] 1- AACSB (Business School)

The school publishes a mission statement orits equivalent
that provides direction for making decisions. The mission
statement derives from a process that incdudes the viewpoints
of varous stakeholders. The school perodically reviews and
revises the mission statement as appropriate. The review
process involves appropriate stakeholders.

Fl Standard 1: Mission Statement

The school's mission statement is appropriate to higher
education for management and consonant with the mission of
1 Standard 2. Mission any institution of which the school is a part. The mission
Appropriateness incdudes the production of intellectual contrdibutions that
advance the knowledge and practice of business and
management.

The mission statement or supporting documents specify the

O SEREERE £8 SEIEETi Eslet student populations the school intends to serve.

12
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Tab 4 : Results
Program Review Unit m LI Data Collection Tools

ResultsFeature:

C By Qutcome
¢ DisplaysResultshy Cutcome
o View/Add/EdittheseResultsas well as any Actions and Related Documéstish as charts, or spreadsheltged to theResult

To add a new Result to an Outcome:

[Select the desired Unit from the top drop down men8eléctResults Tab
> SelectAdd NewResultat bottom> Select theDutcometo which the
Results ties > Select tiiessessment Mettbto which the Result ties > Add
Resultdataandrequired fields> SelectSave Changebutton after editing

13
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By Outcome

Program Review Unit m GELNEM Data Collection Tools

Program - Business Administration (B.S. in Business Administration) > Results » By Outcome > Select Outcome

Outcome Name Outcome
Communication Skills
Technological Skills
Global Perspective

Students will develop basic technological skills to help prepare them fo
Students will —=——

Students will develop the communication skills vital to a business career

e

Students ww‘LLi
Students will Y

Necessary Business Knowledge
Ethical, Legal & Reasoning Abilities

Selecting an Gtcome(above

will bring up the Select
Assessment Methodindow and
selecting an assessment metho
opens the result window (below

Select Assessment Method/Task %

Select: |Assessment Method V| &
Assessment Method
Category Assessment Method

Student Portfolios Writtten communication skills will be seloc
evaluated via the percent of -
business students wh
Junior Writi artfalioin the

sterit was submitted.

Oral communication skills will be select
evaluated via the percent of T
business students who pass an oral
presentation in ABUS 478: Strategic

Met. The presentations are

| £

Outcome Status

Active e

select
Active select
Active select
Active select

Communication Skills : Students will develop the communication skills vital to a
business career

Assessment Method
Student Portfolios - Writtten communication skills will be evaluated via the percent of business students who pass the Junior Writing Portfolio in the semester it was

Minimum of 80% of business students

b??:' of Business students passed the Junior Writing Portfalio

Outcome:
submitted.
Target
=
Result:

Result Date:

07 3

Result Type: x | Target Not Being Met

Proposed Action Indicator: = |t’.urr1'cular Changes with no Additional Resources Requested hd Propesed Action Indicatorx |6 009 =

Update Date:

Resources Request:

14
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To Add an Action to a New Result:

After you havesaved your new Resulilectadd Action> SelectSave
Changesbutton after editing

Outcome:

Result:

Result Date:

Proposed Action Indicator

Resources Request:

Action Plan Related Documents

Action Date
Mo Actions defined.

Assessment Method

0-6.

Target
An average of 4.2 or above

bn a five-year average (2004-2008), the senior oral presentation part of the senior
research project dass average was a 4.21 out of a possible 5 points, or a 84%.

x [4/30/2008 [ Result Type: = |Target Met v

. |ND Action Required

Action

Oral presentations - Oral presentations made in Senior Seminar will be evaluated by all cheWzjstry faculty in attendance using a rubric resulting in a score of

Proposed Action Indicators [4/30/2008 |2

Update Date:

Follow-Up

add Action >

It is important to document actions associated a#sessment activities. Actions need not be formal as in cases where one mi
to propose changes to the curriculum; instead, it is often the case where actions involve informal discussions of asselsnmer
a departmental meeting, or where alstut learning outcome is emphasized more heavily within a course. It should also be nc
that curricular changes do not always involve new courses. A plan could include practicing or reinforcing a studerduézomac

in an existing course. Suchoposals should be reflected by changes to the curriculum map.

15
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/\
Action Plan | Related Documents
Save Changes Dizcard Changes Return Change Objective lete Observation

Mew Document

To Relate aDocument to a New Result: Document From Repository
Prewviously Related Document

After you havesaved your new Resulilectthe
Related Documenttab> Select thdRelate Document
link at right > Selecfrom New Document, Document
from Repository, or Previously Related Document

Youmaychose to fArel ate d
particular Result. For example, you may have
chart, graph, Excel spreadsheet, Major Field T
Report or other type of file with multiple years «
data that you wish to link to the result. Other
related documents may be associated with yot
action plan, such as quotes for goods or servic
or purclase request forms associated with a

Relating a Document to a NevResult:

e ChooseNew Documentf you have not uploaded the document
into TracDat et

resource request. It is also possible to relate i o ChooseDo_cument from_ Repositorif the documgnt has been
URL (i.e., a web site). This is particularly useft uploaded into a folder in the Document Repository already
if you decide to make use of the data collectior e ChoosePreviously Related Documeiiftthe document is atady
tools covered in the next section. related to another Result

16
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Tab 5: Data Collection Tools

Measures | Groups | Questionnaires

This tab provides robust tools to assist you in collecting direct and indirect measures. Once collgatad,deexported to an Excel
spreadsheet for analysis. Information collected through thesedtwedsot automatically interface with your results reporting via the
Results tab; however, one can link to the Data Collection tools as a related docutmeiiResults area. For assistance in the development
of measures and questionnaires, contact the Assessment Coordinator in the Office of Institutional Effectiveness.

Data Collection Tools Features:

C Measures
¢ Create basic data collection checklistgadesfor your direct measuresand export the data for analysis

C Groups
¢ Create groupésuch as individuals or years) send the data collection checklists
e 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 dailypmrateridy

Using the analogy of a table, the measures area would create the columns of the table while the groups areaentbeldosvedbr cases)
of the table.

To add a new Measure:

SelectMeasures > Seleétdd New Measure> Enter the namef the Measure & instructions > Seléadd New Categoryr Add New

Field > Enter a name Select which type of valugae meaure will be > enter item values if necessa§yetectSave anges
button

17
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Measures | Groups | Questionnaires

5.) = Data Collection > Measures > Edit Measure

Mame: = |Psychology Major Field Test Results

Instructions:

Please enter the average subscores of graduating seniors for each area

Fields:
Label Value Type
Mo
fields
defined.
Save Changes Discard Changes Add New Category Add New Field Return
> Data Collection » Measures » Edit Measure > Edit Measure Feld Categorles aIIOW you to group meazsures'
In this example, we want to reportional
Category Name: = |Memory & Thinking statistics as well as the mean of our senic
in several performance areas. We have
Save Changss Discara Changes Return elected tdhave each performance area

serve as a category. After entering a nan
of the Category, seletteii Sav e ©h
button The result will be the next screen
shot.

18
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MName: = |Psych ology Major Field Test Results

Instructions:

Please enter the average subscores of graduating seniors for each area ‘

Fields:

Label Value Type
& @ Memory & Thinking
Save Changes [Discard Changes Add New Category

Add Mew Field Return

We now selecfdd New Fieldto
add the measure, its label, its
value type (text, numericadio or
drop down menus, etc.), minimut
& maximum values and degree ¢
precision to the measure.

Label: = ‘National Mean

"
Minimum Value: l:l Maximum Value: 100

Value Type: |Numer‘ic Input

Decimal Places: |1 v

Mumerc Input

—

\

Text Input
Select From List (Numeric)
Select From List (Text)

One would continue adding fields and categories to fully define the médasutieis examplewe have three fields (National
Mean, NationaStandard Deviation, and USCA Medar 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.

19
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> Data Collection » Measures » Edit Measure

Mame: = |Psychology Major Field Test Results
Instructions: Please enter the average subscores of graduating seniors for each area

Fields:

Label Value Type

® ® Memory & Thinking edit | delete
® ®  MNational Mean Numeric edit | delets
® @  MNational Standard Dewiation Mumeric edit | delets
@ @  USCA Mean MNumeric edit | delets
@ @ Sensory & Physiology edit | delete
(O] Mational Mean Mumeric edit | delets
® ®  MNational Standard Deviation Numeric edit | delete
@ @  USCA Mean Numeric edit | delets
& = Developmental edit | delete
® ©  Mational Mean MNumeric edit | delete
® ®  Mational Standard Deviation Numeriec edit | delets
& @  USCA Mean Numeric edit | delete
® ® Clinical & Abnormal edit | delete
@@ National Mean Numeric edit | delets

Save Changes Discard Changes Add New Category Add New Field Return

Once a measure has been created,
(e.g.,if one wans a tableof all students in a cohort), years, or semesters.

t

h e

You can create as many measures ¢
you like; however, there are three
factors to consider when creating
measure$ do you want to see all
values in a singleable (in which case
they should all be in one measure), |
you want all values together on a
single spreadsheet for further analys
(in which case they should all be in
one measurbecause each measure
that is created can be downloaded a
separate Exd¢espreadsheet), and whc
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 whic
is reported by individual personnel).

Categoris and fields can be moved

up or down using the arrows located
in front of the Label column.

next step is to

creat

To add a new Group:

20

SelectGroups > Selecddd New Goup > Enter the namef the Group > Seledfleasurefrom the drop down menu A&dd New
Individual > SelectSaveChangesbutton
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Measures | Groups | Questionnaires measur e Add Nesv| e
.) » Data Collection » Groups = Edit Group Individualo . Al ndiv
will show up as rows in your
| table. If you are collecting

data on specific students or
Measure: = |Psycholu:ugy Major Field Test Results v| individuals, you can
optionally add id, first name,
last name, and-mail.
Alternatively, you can upload
ID Display Name a roster of student names froi
No an Excel spreadsheet and ha
L LR E the system create the rows of
the table for you. The only
Save Changes Discard Changes Add Hew Individual \ Return required field (as marked by

the asterisk) is the display

name (or row title).

Mame: = |5 Year Trend of Psych ology MFT Results

Completion Date:

Individuals:

Continue to add ingidual
rows, saving each one at a
time. An example is

First Name: | | represented in the next scree
Last Mame: | | ShOt.

Display Name: = [2008-09 |

o | |

E-mail: | |

21
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USC Aiken - Institutional Effectiveness

Once completed, you can sele
Returnto go back to the group
level to add new groups.

You can also elect tassign
responsibility for collecting the
data andutting it into the table
to either yourself or any other
personnel within your program

Assign Responsibility to Personnel

You may chose to assign responsibility
for a particular table to either yourself o
others in the program. Selekssignto >
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 enail message

under notes/instructions > click omeail S—— .
assignmento assignee selectsave Once v

once |
This will send an @mail with links to the NE;LDIQ:thEEiy |
assignee which can then be placed in a P
Microsoft Outlook Calendar or other

scheduling software.
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