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TracDat End User Quick Help Guide
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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.
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ACADEMIC PROGRAMS

Accessing TracDat

To access TracDat go to the USC Aiken’s Office of Institutional
Effectiveness website (http://ie.usca.edu). In the left hand menu
you will find a section entitled, “Assessment & Planning” within

Account Login

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 “Login”.

Selected Unit Drop-down Menu

Login

At the top of the page you will find a drop down menu, entitled, “Selected Unit”. 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. Itis
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.

>tracdat. Selected Unit:

= - |

Summary | Calendar | Profile

General Education: Social & Behavioral Sciences > Home > Summary

My Assignments

Subject MNotes/Instructions

General Education: Social & Behavioral Sciences v

--------------- Program Review Units --------------
Dept - History, Political Science and Philosophy
General Education: American Political Institutions
General Education: Cross Cultural

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

Program - History (B.A.)

Program - Political Science (B.A.)

: [log out]

IEﬂEJ.
]
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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: Home

Il Program Review Unit m Data Collection Tools

Summary | Calendar | Profile

Home Features:

% Summary
 View your personal Assignments
¢ View Overdue Unit Assignments
e Brief description of Assessment Unit Outcomes and Results

% Calendar
e Monthly view of Unit Assignments
o Create/view Reminder Entries for assessment purposes

* Profile
¢ Add/change your email address within TracDat
e 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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e Change your Password

To Change Your Password:

Select Home Tab > Select Profile Subheading > Select Change
Password button > Enter Current and New Passwords > Select Save
Changes button

Tab 2: Program Review Unit (Admin access only)

General | Personnel | Courses

Program Review Unit Features:

* General
e Overview/Description of Assessment Unit
e Unit’s or program’s Mission Statement.

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

% Courses
e 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)
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Tab 3: Plan

Program Review Unit JEN Data Collection Tools

Qutcomes | Means of Assessment | Related Courses | Related Goals

Plan Features:

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

e View/Add/Edit Outcomes for Assessment Unit

To Add/Modify 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 — this ensures the
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 ciency in Active edit | copy | delete
using computers and other information technology during the senior research project a tdemonstrate laboratory skills _

appropriate to the practice of chemistry.

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

By clicking on edit or add new

Outcome Mame: = |Knowledge and Appreciation outcome a 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: Operatlo_nal outcomes will typically
be associated with department or

Outcome Status: school functions such as teaching

operational or student learning.

<

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

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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* 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

e 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

o 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 one’s Microsoft Outlook Calendar

e 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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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 method or editing an
existing one, you can select one
of many different types of
assessments from the drop down

Students will complete the American Chemical Society Nationally Normalized menu Assessmen‘t Method
exams in Analytical, Organic, Physical and Inorganic Chemistry
Category.

Standal 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 outcomes.
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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You may choose to “relate
documents” 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.

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 >

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

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

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

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).

Assign Assessment Method g

Provide:

(@ Data Only

(O Data and Result

(O Data. Result and Action Plan
Put Documents in Repository Folder:
Assign To:

A

Due Date: \
«[6/18/2009 | @ [June v || 2009 v| 9 i
Sat |

Sun Mon Tue Wed Thu F
2 3 4
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Frequency: |

Once hd
Subject:
|Assignment from TracDat |

MNotes/Instructions:

[J E-mail assignment to assignee

Assign To:

10

Frequency:

Maonthly
N Quarterly

Semi-annually
Annually
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% Related Courses
¢ Relate Courses to selected Outcomes
e 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 — 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

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

* 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 — next to the name of the Reporting Unit/Institution)

Select Save Changes button

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

Results Feature:

% By Outcome
¢ Displays Results by Outcome
o 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

13
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Program Review Unit m GELNEM Data Collection Tools

By Outcome
Program - Business Administration (B.S. in Business Administration) > Results » By Outcome > Select Outcome E?
Outcome Name Outcome Outcome Status
Communication Skills Students will develop the communication skills vital to a business career Active s
Technological Skills Students will develop basic technological skills to help prepare them fo select
Global Perspective Students will —=—— il et il Active select
Necessary Business Knowledge Students will | Select Assessment Method/Task (% | Active select
. n e . j n
Ethical, Legal & Reasoning Abilities Students will Select: |ASSESSIT|BI1’[ Methaod v| ~ Active select
. Assessment Method
Selecting an Outcome (above) Category Assessment Method
will bring up the Select Student Portfalios Writtten communication skills will be selec
Assessment Method window and evaluated via the percent of —
selecting an assessment method Jbus'”e‘if students ;“'l“ ;the
: unior Writi artfalioin the
ns the result window (below . .
opens the result do (be 0 ) sterit was submitted.
Oral communication skills will be select
evaluated via the percent of
business students who pass an oral
presentation in ABUS 478: Strategic
Mat. The presentations are o]

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

Assessment Method

Outcome:
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
submitted.
Target
Minimum of 80% of business students
= b??:' of Business students passed the Junior Writing Portfalio
Result:

Result Date:

/1972009 [ Result Type: x | Target Not Being Met

Proposed Action Indicator: = |t’.urr1'cular Changes with no Additional Resources Requested hd Proposed Aat;?jl;tlgd[;;:?;or* b 009 =

Resources Request:

14



USC Aiken - Institutional Effectiveness

To Add an Action to a New Result:

After you have saved your new Result, select add Action > Select Save
Changes button after editing

Outcome: Assessment Method
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
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
Result: research project dass average was a 4.21 out of a possible 5 points, or a 84%.
Result Date:  x [4/30/2008 [ Result Type: x | Target Met v
Proposed Action Indicator: = |ND Action Required | ProposedAction Indicators |4/30/2008 =

Update Date:

Resources Request:

Action Plan Related Documents

add Action
Action Date Action

Follow-Up
Mo Actions defined.

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.

15
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/\
Action Plan W
Save Changes Dizcard Changes Return Change Objective lete Observation

Mew Document
To Relate a Document to a New Result: Document From Repository
Previously Related Document

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

You may choose to “relate documents™ 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 guotes for goods or services,

Relating a Document to a New Result:

e Choose New Document if you have not uploaded the document

. . into TracDat yet
or purchase request forms associated with a . .
resource request. It is also possible to relate to a e Choose Document from Repository if the document has been
URL (i.e., a web site). This is particularly useful uploaded into a folder in the Document Repository already
if you decide to make use of the data collection e Choose Previously Related Document if the document is already
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 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:

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

* Groups
e Create groups (such as individuals or years) to send the data collection checklists
e Import lists of individuals
e 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

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

Category MName: = [Memory & Thinking

Save Changes Discard Changes Return

18

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 “Save Changes”
button. The result will be the next screen
shot.
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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 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.

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 measure — 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.

19
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= Data Collection » Measures > Edit Measure YOU can Create as many measures as
— you like; however, there are three
Mame: = |Psychology Major Field Test Results faCtorS to Consider When Creating
Instructions: Please enter the average subscores of graduating seniors for each area measures — dO yOU want to see a”
values in a single table (in which case
Fields: .
they should all be in one measure), do
- Me&'l'hinking B o you want all values together on a
5%  Netiond Mean Numeric e | e single spreadsheet for further analyses
® @ Mational Standard Deviation Mumeric edit | delete (In WhICh Case they ShOUId a” be In
©©  USCA Mean Numeric i | e one measure because each measure
® © Sensory & Physiology i = that is created can be downloaded as a
(O] Mational Mean Mumeric ; | delete _Separate E)Scel SpreadShe_et_)’_and who
@ @ Mational Standard Deviation Mumeric edit | delete Isto be aSSIQned resp_onSIblllty for
® & USCA e Numeric cait | delete collecting and reporting the data (if
© © Developmental e more than one person is assigned
® ®  Nationa Mean Numeric cdit | delete responsibility then measures should
@ ®  National Standard Deviation Numeric edit | delete pe broken out FO r_ep_resent that which
® ®  USCA Mean Numeric wait | detete is reported by individual personnel).
® ® Clinical & Abnormal edit | delete i .
® ®  National Mean Numerc a1 delore Categories and_ fields can be moved
up or down using the arrows located
Sawe Changes Discard Changes Add Mew Category Add Mew Field Return in front Of the Label Column

Once a measure has been created, the next step is to create groups “around” that measure. Groups could be individual students
(e.g., if one wants a table of all students in a cohort), years, or semesters.

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

20
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Program Review Unit m Data Caollection Tools

Measures | Groups | Questionnaires

.) » Data Collection » Groups = Edit Group

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

Measure:  * | Psychology Major Field Test Results V|

Completion Date:

Individuals:
ID Display Name
Mo
individuals

Save Changes Discard Changes Add Mew Individual Return

o | |

First Name: | |

Last Mame: | |

Display Name: = [2008-09 |

E-mail: | |

21

After selecting a name and
measure, select “Add New
Individual”. “Individuals”
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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0 ) ) Y o= cotecron ot Once completed, you can select
Measures | Groups | Questionnaires
1> Data Cotlectio: > Groups > Edit Group Return to go baCk to the groups
level to add new groups.
MName: = |5 Year Trend of Psychology MFT Results |
Measure: = | Psychology Major Field Test Results ~| You can also elect to assign
Completion Date: responsibility for collecting the
Individuals: - .y
data and putting it into the table
2008-09 edit | delote to either yourself or any other
2007-08 edit | delete ithi
e = personnel within your program.
2005-06 edit | delete
2004-05 edit | delete
Save Changes Discard Changes Add Mew Individual Assign Return

Assign Responsibility to Personnel [ Assien Data Callection For Group &
3 Group:
You may choose to assign responsibility o O PRI T Resul Acsign To:
for a particular table to either yourself or I Asf?gEn'ﬂTeijmasure EEEED DO |
others in the program. Select Assign to > : Sattord, ane. |
assign it to someone listed in the drop feloie Toole, Miriam
down menu > provide a due date and [z | @Sl:”'im Tuevmwm Fr,.vSLi)
how frequent they need to report the oo 113
information > write an e-mail message 7w oW 1B s 7B

= |
N
=
1=
IR
~
[&3 ]
i
o
&

under notes/instructions > click on e-mail : S— —
assignment to assignee > select save. Frequency:

3 once

. . . . . Subject: Monthly
ThIS W|” Send an e'mall Wlth ||nkS tO the |Assignmentfr0m TracDat | Quartery
assignee which can then be placed in a B i oy
Microsoft Outlook Calendar or other

1 [] E-mail assignment to assignee
scheduling software.

[
o
[

=
[
=1
]
)
w
=
w

=z
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To enter data into the Group (Table):

Select Groups > Select enter data for the Group Name or click on the e-mail link if the task was assigned > enter the data into the table > select
Save Changes button

Measures | Groups | Questionnaires

(B.A. or B.S.) > Data Collection > Groups

Group Name Measure Assigned To Completion Date
5 Year Trend of Psychology MFT Results Psychology Major Field Test Results edit | delete | enter data

3 Year Trend of Psychology MFT Results

Instructions: If the table was accessed
through the assigned e-mail
link, an option will appear

Please enter the average subscores of graduating seniors for each area

on the bottom of the page
2008-09 ] De O L " to Mark ASS|gn_ment_as _
200708 ] ] T ] ] Complgted. ‘I_'hls option is
200607 ] T T ] ] not avallabl_e if the task .
200506 ] | ] ] ] was not aSS|gned.- Marking
2004-05 ] T C ] ] 7 it as compl_eted will _make
an appropriate notation on
¢ , the Home tab.

Save Changes Mark Assignment as Completed
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To download data into an Excel spreadsheet for further analysis:

Select Measures > Select export data for the Measure Name > select Generate Export > Save the resulting Excel spreadsheet for future

analysis.

Measures | Groups | Questionnaires

5.) » Data Collection » Measures

Measure Name

Psychology Major Field Test Results

Generate Export

File Download - Security Warning

edit | delete | export data

Do you want to open or save this file?

[,;‘ j Mame: Psychology_Major_Field_Test_Results.csy
L4, Type: Micrasoft Office Excel Comma Separated Values Fil...
Fram: tracdat.usca.edu

Open ] [ Save ] [ Cancel

I--"‘~ ‘wihile files from the Internet can be uzeful, this file twpe can
\ F) patentially harm your computer. [ pou do not bzt the source, do not
= open ar zave thiz software, What's the rizk’?

X
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Data should be collected on a
frequent basis determined by the
measure in question. Some
measures are best collected on a
weekly basis, while others may
be more easily collected on a
quarterly, semester, or annual
basis. On a less frequent basis
(at least once a year), the data
that has been collected for each
measure should be aggregated in
the form of an average or other
appropriate statistic and

reported under the Results tab.
While it is possible to enter
weekly or monthly reports under
the results tab, this will create a
rather lengthy program review
report.
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% Questionnaires
o Create basic questionnaires, access them for surveys, and export the data for analysis

For assistance in the development of questionnaires, contact the Assessment Coordinator in the Office of Institutional Effectiveness.

To create a questionnaire:

Select Data Collection Tools > Questionnaires > Select Add Questionnaire > Add a name, description and instructions that will appear
to respondents

Program - Psychology (B.A. or B.5.) » Data Collection > Questionnaires > Edit Questionnaire

Categories allow you to group

Name: = |PsychotogyE>dtSurvey
questions. In this example, we have

Exit Survey required for all Psychology {undergrads) students before gradutating.

pescrption: several demographic questions before
Instructions: As part of the application for graduation process you should complete this 2 Senlors are aSked SpeC|f|C detalls
nstructions: questionnaire The Psychology Department has a strong commitment to provide v about their experience Wlthln the

major. After entering a name of the
Category, select “Save Changes”.
The result will be the next screen
shot.

Save Changes Discard Changes Add Category Add Question Return

- Psychology (B.A. or B.5.) > Data Collection > Questionnaires > Edit Questionnaire > Edit Question

Category: = |Demographics

save Changes Discard Changes Return
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Program - Psychology (B.A. or B.5.) > Data Collection » Questionnaires > Edit Questionnaire
Name: = [Psychalagy Exit Survey We now select Add Question and
. . : specify the answer format as
Description: Exit Survey required for all Psychology {undergrads) students before gradutating. . .
P numeric (e.g., a rating scale), text
Instructions: As part of the application for graduation process you should complete this ' InpUt’ Iong text InpUt or Select|0n
' questionnaire The Psychalogy Department has a strong commitment to provide  w from a list of Optionsl When the
Questians: question type being selected is
Question Value Type “Select from List” , the questions
©  Demographics unfortunately tend to run close
Save Changes Discard Changes Add Category Add Question Return together When the queStlonnalre 1S

published. Our work around for
this issue is to inset a category
between each question consisting
of a couple of underscores or
dashes

Question: = |Year |

Answer Type: Mumeric Input hd

Numeric Input
'l"Text Inputp Maxdmum Value: l:l Decimal Places:

Long Text Input
Select From List (Numeric)

Select From List (Text)

If the question type is “Select from List”, identify whether you want a drop down menu or radio buttons, and add
your items. One would continue adding questions and categories to fully define the questionnaire.
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Mame: = |Psychology Exit Survey
Description: Exit Survey required for all Psychology (undergrads) students before gradutating.
Instructions: As part of the application for graduation process you should complete this L
' questionnaire The Psychology Department has a strong commitment to provide w
Questions:
Question Value Type

@ @ Demographics edit | delets
® @ Year (Mandatary) Select From List (Text) edit | delets
® @ Semester (Mandatory) Select From List (Text) edit | delets
® @ Advisor edit | delete
® @ Please indicate your currently assigned academic advisor (Mandatory) Select From List (Numeric) edit | delete
® @ My Academic Advisory: edit | delete
@ @ My Academic Adviser has sufficient knowledge of Psychology/USCA Select From List (Numeric) edit | delete

policies, processes, and requirements to provide me with accurate, useful _

information.
@@ — edit | delete
® @ My Academic Advisor is available during scheduled hours or schedules Select From List (Numeric) edit | delete

dternative times. _
©e — edit | delete
[CRG] My Academic Advisor advises on immediate academic problems. Select From List (Numeric) edit | delete
® @ _ edit | delete
@ @ My Academic Advisor advises on long-range planning and vocational Select From List (Numeric) edit | delets

opportunities _
=

Save Changes Discard Changes Add Category Add Question Return

Once a questionnaire has been created, the next step is to publish or “activate” the survey. A single questionnaire can be
activated multiple times either sequentially or simultaneously.

To start a survey:

Select Data Collection Tools > Select Questionnaires > Select Add Published Group > Enter the name of the survey > Assign a Name >
Select options regarding the collection of respondent identifiers > Assign an End Date > Select Save Changes button

27
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Measures | Groups | Questionnaires

) = Data Collection » Questionnaires > Publisher = Edit Published Group

Mame: = |Spr‘ing 2009 |

Collect individual identifier {i.e. studentid)

Identifier Label: |Respondent D |

[] Collect last name
[] Callect first name

[J Callect e-mail address

End Date: * E|

Access URL: http://tracdat.usca.edu/tracdat/questionnaire?y=namQat4KnobIKZK1bn8Q

Save Changes Ciscard Changes Return

If you wish to conduct an
anonymous survey, do not
check any of the optional boxes
below Name. In some cases, as
in the example of an exit survey
from an academic program,
students are required to
complete the survey; thus, some
means of tracking those who
have responded is necessary.
Assigning individual respondent
ids is useful to track those who
have completed the survey.

After clicking Save Changes, an
Access URL will appear. This
is the URL address you will
give to your participants to
access the survey.

To access the survey:

Either enter the URL directly into a web browser, or Select Data Collection Tools > Select Questionnaires > Select Publisher > click on access
next to the published survey you wish to enter

28
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Measures | Groups | Questionnaires

5.) = Data Collection > Questionnaires > Publisher

Mame: =

Description:

Published Groups:

Mame End Date

Spring 2009 5/30/2009 edit | delete |-access

W [@ TracDat Enterprise v4.0 l I

>tracdat.

Questionnaire

O Wenzel
O Other
My Academic Advisory:
My Academic Adviser has sufficient (O Strongly Agree
knowledge of Psychology/USCA O Agree
policies, processes, and requirements O Neutral

to provide me with accurate, useful
infarmation.

My Academic Advisor is available O Strongly Agree
during scheduled hours or schedules QAgrge
alternative times. O Neutral
O Disagree
O Strongly Disagree

My Academic Advisor advises on (O Strangly Agree
immediate academic problems. O Agres
O Neutral
 Disagree
O Strongly Disagree
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To download data into an Excel spreadsheet for further analysis:

Select Data Collection Tool s> Select Questionnaires > Select export data for the Questionnaire > select Generate Export > Save the resulting
Excel spreadsheet for future analysis

Measures | Groups | Questionnaires

vy (B.A. or B.5.) » Data Collection > Questionnaires

Questionnaire Name Description
Psychology Exit Survey Exit Survey required for all Psychology (undergrads) students before gradutating. edit | delete | publisher | export data

Generate Export
Y ———— x| Data should be collected
ile Download - Securi arnin .
L = o on a frequent basis and
Do you want to open or save this file? archived. Deleting
k . N Pevhalons Ext S published groups
= ame: Psychology Exit_Survey.csv
/ _Elj Type: Microsoft Office Excel Comma Separated Yalues File removes the data from

the system. Similarly,
maintaining a published
Open | [ Save | [ Cancel group will add the data to
the questionnaire and

. . will be present in the
|ﬁ Wwhile files from the Internet can be useful, this file type can
. Z

From: tracdat.usca.edu

potentially harm your computer. IF you do nat tust the source, do not exportEd file.
= open or save thiz saftware. What's the riskY
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;rab 6: Reports

Program Review Unit m Data Collection Tools Q=i

Program Review Unit | Course

Reports Features:

% Program Review Unit or Course Reports List
¢ Reports can be executed in either HTML (for viewing) or PDF (for printing)
¢ Report data is related to the Assessment Unit that is selected from the top drop-down menu

Report Description

Assessment This report shows the unit's assessment plan. It does not show the results of each assessment. =
Plan

Program This report shows the office's, program's, department's, or school's outcomes, assessment plan, results, and any action plans in a four column report. This report is un
Review useful for showing the results for a specific unit.

Curriculum Map This report shows how each course is related to a program’s outcomes using curriculum mapping. run
Documents This report list all documents (files) stored in each folder for each unit. run
List
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Tab 7: Documents

Program Review Unit m Data Collection Tools Documents

Document Repository | Related Documents

Documents Features:

% Document Repository
¢ View/Add/Edit/Share folders within the Assessment Unit
e Upload files to be related to Assessment Plans and Observations
¢ Ability to share documents across Assessment Units, Reporting Units, and the Institution
e General depository for any assessment documents

Show Folders For:
_I General rename folder | share folder | delete folder
. 4

I Program - Psychology

3 General (0) Type Document Name Description Last Modified
[71 Surveys Database (1 No /docurmerits.

#dd Mew Folder Add Mew Document

% Related Documents
e View where current documents are related to Courses, Means of Assessment, and Results
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ACADEMIC DEPARTMENTS & SCHOOLS

Accessing TracDat

To access TracDat go to the USC Aiken’s Office of Institutional
Effectiveness website (http://ie.usca.edu). In the left hand menu
you will find a section entitled, “Assessment & Planning” 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 “Login”.

Selected Unit Drop-down Menu

Account Login

Login

At the top of the page you will find a drop down menu, entitled, “Selected Unit”. 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 also be available for selection.

>tracdat. Selected Unit;

= - |

Summary | Calendar | Profile

General Education: Social & Behavioral Sciences » Home » Summary

My Assignments

Due Date Subject Notes/Instructions Due Date Source

General Education: Social & Behavioral Sciences hd

--------------- Program Review Units --------------
Dept - History, Political Science and Philosophy
General Education: Amercan Political Institutions
General Education: Cross Cultural

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

Program - History (B.A.)

Program - Political Science (B.A.)

33

Assigned To

: [log out]

@
&


http://ie.usca.edu/

>

USC Aiken - Institutional Effectiveness

After selecting Dept or School from the drop down 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: Home

Il Program Review Unit m Data Collection Tools

Summary | Calendar | Profile

Home Features:

% Summary
¢ View your personal Assignments
¢ View Overdue Unit Assignments
e Brief description of Assessment Unit Outcomes and Results

% Calendar
e Monthly view of Unit Assignments
o Create/view Reminder Entries for assessment purposes

* Profile
e Add/change your email address
e Add your title, highest degree, contact information

To Add/Change Your Email Address:

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

address > Select Save Changes button

34
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e Change your Password

To Change Your Password:

Select Home Tab > Select Profile Subheading > Select Change
Password button > Enter Current and New Passwords > Select Save
Changes button

Tab 2: Program Review Unit (Admin access only)

General | Personnel

Program Review Unit Features:

* General
¢ Overview/Description of the School or Department
e Department’s or School’s Mission Statement.

% Goals (Optional)
¢ As a default, departments and schools have been configured without goals; instead, they have outcomes, which are specified under the
Plan tab. In some cases, some departments and schools have clustered several outcomes into overarching goals. If this is the case for
your unit, then call the Office of Institutional Effectiveness and the goal option will be activated for you.

* Personnel
¢ View personnel (faculty and staff) who have access to the Assessment Unit
e 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)
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Tab 3: Plan

Program Review Unit Bkl Data Collection Tools

Qutcomes | Means of Assessment | Related Goals

Plan Features:

% Outcomes
¢ Rearrange the order of Outcomes using the up or down arrows immediately in front of the Outcome Name
o View/Add/Edit Outcomes for the School or Department

To Add/Modify an Outcome:

[Select the desired Department or School 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 — this ensures the historical integrity of the database

To facilitate decisions regarding personnel and resource allocations to departments and schools, seven standard outcomes of Faculty Load,
Program Productivity, Class Size, Scholarly Research & Creative Endeavors, Professional Service, Community Service, and Academic
Advisement have been established. However, departments and schools may establish additional operation outcomes. The standard
outcomes and their means of assessment correspond to the charts previously included at the beginning of the program review reports.
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Program Review Unit JEEED] Data Collection Tools

Qutcomes | Means of Assessment | Related Goals

Dept - Psychology > Plan » Outcomes

®
@

®
@

Outcome Name
Faculty Load

Program productivity

Class Size

Scholarly Research & Creative Faculty will be engaged in sustained, active research and other creativ

Endeavors

Professional Service

Community Service

Academic Advisement

Outcome

Faculty in the department will carry appropriate teaching loads.

The programs offered within the department will meet or exceed South Carolina Commission on Higher Education  Acti
productivity standards.

The department will maintain class sizes, appropriate to the topic and level of instruction, tha
student interaction and student learning.

of professional scholars and colleagues outside the departm

Professional and disciplinary organizations will

faculty in the organizations' activiti

The community will be

rom the expertise and participation of faculty in senvice activities.

Studen il receive academic advisement services from faculty.

gavors which are put to the scrutiny  Active

from the expertise, membership, and participation of ive

Qutcome Name:

Outcome:

Outcome Types:

Outcome Status:
Start Date:

End Date:

= |Faculty Load

=

Faculty in the department will carry appropriate teaching loads.

Adviserment

Operational
Research
Senvice

Strateiic

(R —
o 3
[ =
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Outcome Status
Active edit | copy | delete

edit | copy | delete
ate faculty- Active edit | copy | delete

edit | copy | delete

edit | copy | delete
Active edit | copy | delete
Active edit | copy | delete

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
Advisement, Operational,
Research, Service, Strategic, or
Teaching. A given outcome can
be more than one type. For
example, a stated outcome may be
tied to the Strategic Plan, making
it Strategic, while at the same
time it may be Operational and
Teaching related. To select more
than one type, hold down the Ctrl
key while clicking on each type.
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* Means of Assessment

o 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

e Identify the Assessment methods, the type of measure (direct or indirect), and schedules for the collection of data

¢ Relate documents such as rubrics or normative data charts to assessment methods

o 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 one’s Microsoft Outlook Calendar

To Add/Modify an Assessment Method: Indirect Assessments are methods that
measure ones perception of what has
[Select the desired Assessment Unit from the top drop down menu >] been learned, appreciated, or gained (e.g.,
Select Plan Tab > Select Means of Assessment Subheading > Select a question asking students to rate on a
Outcome Name from the drop-down menu > Add New Assessment scale from 1-4 how much they have

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

Make changes > Select Save Changes button after editing 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 gained).

DO NOT select Delete 1!

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
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Outcomes | Means of Assessment | Related Goals

- Example > Plan > Means of Assessment

Outcome Name:

QOutcome:

Cl.ass Size V|

Program Review Unit JEREN Data Collection Tools

Type of Measure Active?

Date Added Assessment Method Category Assessment Method

@ @ 6/17/2009 Counts

The average dass size for lower, upper, and graduate level dasses Direct

Outcome Mame:

Outcome:

Assessment Method Category:

Counts hd

Assessment Method:

The average class size for lower, upper, and graduate level dasses

Type of Measure:

Direct

Schedule:

Reported annually

Active:

39

Y edit | copy | delete

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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You may choose to “relate
documents” 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 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.

To Relate Documents to an Assessment Method:

Assign Assessment Method g

Provide:

(@ Data Only

(O Data and Result

(O Data. Result and Action Plan
Put Documents in Repository Folder:
Assign To:

A

Due Date: \
«[6/18/2009 | @ [June v || 2009 v| 9 i
Sat |

Sun Mon Tue Wed Thu F
3 4

=],
=1

(=[]
len
o~

[B]
oo |—
=
=
o

=
&
ES
&
e

A=

8|
B
el
w
[==10 [¥}
=11
~ |
&1
-

Frequency: |

Once hd
Subject:
|Assignment from TracDat |

MNotes/Instructions:

[J E-mail assignment to assignee

[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 >

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

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

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

Assign To:

40

Frequency:

Maonthly
N Quarterly

Semi-annually
Annually
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* Related Goals
¢ Relate unit level outcomes to accrediting body standards, institutional goals, division level goals, or unit level goals

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 — next to the name of the Reporting Unit/Institution)

Select Save Changes button

Program Review Unit JEEN] Data Collection Tools

Outcomes | Means of Assessment | Related Goals

= Plan > Related Goals

Dutcome Mame: | High Quality Faculty v
Outcome:
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 includes the viewpaoints
of various stakeholders. The school periodically 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
O Standard 2. Mission any institution of which the school is a part. The mission
Appropriateness includes the production of intellectual contributions that
advance the knowledge and practice of business and
management.,
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Tab 4: Results

Program Review Unit m LI Data Collection Tools

Results Feature:

% By Outcome
¢ Displays Results by Outcome
o 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

42



USC Aiken - Institutional Effectiveness

Program Review Unit m N Data Collection Tools

By Outcome
Dept - Example * Results = By Qutcome > Select Outcome E?
Outcome Name Outcome Outcome Status
Faculty Load Faculty in the department will carry appropriate teaching loads Active select
Program productivity The programs offered within the department will meet or exceed South Carolina Commission on Higher Education Active select
pmd”Ct"VitY\ Select Assessment Method/Task %
Class Size The departm’ Select: |A Method vl : faculty- Active select
- elect: ssessment Metho
Scholady Research & Creative Faculty will 07| [FYEpe—yyy hw | scrutiny of Active select
Endeavaors professional Category Assessment Method
Professional Service Professional 5| caynts The percentage of credit and - n of faculty in - Active select

L DrganizaE contact loads carried by part-time

Community Service The commun faculty within each disci & Active select

University Service The departm | rqunts The full-ti Active select

culty equivalent for select B

Academic Advisement Students will ching load select

Counts Faculty with teaching loads below or select

above the normal 12 hours of

Faculty Load : Faculty in the department will carry appropriate teaching loads.
Selecting an Outcome
(above) will bring up the
Select Assessment Method

Outcome:  Assessment Methad
Counts - The percentage of credit and contact loads carried by part-time faculty within each discipline.

window and selecting an Type of Measure

assessment method opens Direct

the result window. After = i'l'he percentage of credit loads carried by part-time faculty is up 15% to 32%in the #
typing in the result, Result: AEXP discipline. Contact hoursisup 21% to 35% being carried by part-time

identify the trend as an ' personnel. The rates for AAEX discipline are 12% and 16% for credit and contact

£l

respectively.

increase or decrease over

the previous year and Result Date: = [7,772/2009 | Trend Indicator: x |Increase over last year v|

select the appropriate L . —
action/needs indicator. If Action/MNeeds Indicator: = |PersonneL Request V| Action/Needs Indicators 7,/32/2009 =

Update Date:
you wish to make a . Due to the significant increase in percentage of credit and contact hrs over the 5
resourc_e requ_est, add it to Resources Request: past several years, we request a new faculty position in the AEXP discipline.
the optional field. 4 ' According to the Faculty Salary Study and the CUPA-HR data, the current starting

salary for new Assistant Professors in the AEXP discipline is 549,750,

<
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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

Faculty Load : Faculty in the department will carry apprup)'aﬁteaching loads.

Outcome:  Assessment Method

Counts - The percentage of credit and contact loads carried by pari\time faculty within each discipline.
Type of Measure
Direct

The percentage of credit loads carried by part-time faculty is up 15% to X% in the
Result: AEXP discipline. Contact hoursisup 21% to 35% being carried by part-time

personnel. The rates for AAEX discipline are 12% and 16% for credit and contagt
respectively.

\
Result Date: = [7/22/2009 |3 Trend Indicator: « ||ncrease over last year v

Action/Meeds Indicator: = |Per50nnel Request

|2

£l

Action/MNeeds Indicators

v| Update Date:

Due to the significant increase in percentage of credit and contact hrs over the 2
Resources Request: past several years, we request a new faculty position in the AEXP discipline.

According to the Faculty Salary Study and the CUPA-HR data, the current starting
salary for new Assistant Professors in the AEXP discipline is 549,750.

Action Plan Related Documents

£

add Action

Follow-Up

Mo Actions defined.

Action plans are appropriate regardless of the presence or absence of a resource request. For example, a change in the frequency
of course offerings could reduce the percentage of credit loads carried by part-time faculty. Plans to address the finding should be

indicated in the Action Plan. The inclusion of a plan and timeline to advertise and hire could also be included in this area.
Follow-ups can be added to the action plan throughout the year.
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Action Plan | Related Documents
Felate Document >
Save Changes Dizcard Changes Return Change Objective /éa e Obzervation

Mew Document

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

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

You may choose to “relate documents”
to a particular Result. For example, you Relating a Document to a New Result:
may have a chart, graph, Excel
spreadsheet, or other type of file with
multiple years of data that you wish to

e Choose New Document if you have not uploaded the document

link to the result. You can also link to Into TracDat yet . .

an URL (website) such as a table in the e Choose D_ocument from Repository if the docyment has been
Data Collection Tools tab. Other related uploaded into a folder in the Document Repository already
documents may be associated with your e Choose Previously Related Document if the document is already
action plan, such as quotes for goods or related to another Result

services, or purchase request forms
associated with a resource request.
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Tab 5: Data Collection Tools

Program Review Unit m Data Collection Tools

Measures | Groups | Questionnaires

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:

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

* Groups
¢ Create groups (such as individuals or years) to 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 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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Measures | Groups | Questionnaires

5.) » Data Collection = Measures > Edit Measure

Mame: = |Psychology Major Field Test Results

. Please enter the average subscores of graduating seniors for each area
Instructions:

Fields:
Label Value Type
Mo
fields
defined.
Save Changes Discard Changes Add Hew Category l Add New Field Return

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

= Data Collection > Measures > Edit Measure > Edit Measure Field

Category Name: = [Memory & Thinking elected to have each performance area
serve as a category. After entering a name
Save Cranges T——— Return of the Category, select the “Save Changes”
button. The result will be the next screen
shot.
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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 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.

Label: = ‘National Mean

Value Type:

"
Minimum Value: l:l Maximum Value: 100

| Numeric 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 measure — 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.
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> Data Collection » Measures » Edit Measure You can create as many measures as
— you like; however, there are three
Name: = |Psychaology Major Field Test Results . .
factors to consider when creating
Instructions: Please enter the average subscores of graduating seniors for each area measures — dO yOU want to see a”
values in a single table (in which case
Fields: -
they should all be in one measure), do
- Me&'l'hinking Value Typa o you want all values together on a
5 ®  National Mean Numeric e | e single spreadsheet for further analyses
® ®  National Standard Dewviation Mumeric edit | delete (In which case they should all be in
[CG] USCA Mean MNumeric edit | delete one measure because eaCh measure
® ® Sensory & Physiclogy o | detete that is created can be downloaded as a
(O] Mational Mean Mumeric ; | delete _Separate E)SCE' SpreadShe_et_)’_and who
@ ® National Standard Deviation Numeric edit | delete IS to be aSSIQned resp_onSIblllty for
®®  USCA Mean Numeric et | delete collecting and reporting the data (if
® @ Developmental Epe— more than one person is assigned
® ©  Mational Mean MNumeric ; | delete responSibi“ty then measures should
® @  Mational Standard Dewviation Mumeric edit | delete pe broken out FO r_ep_resent that which
® ®  USCA Mean Numeric wait | detete is reported by individual personnel).
® ® Clinical & Abnormal edit | delete i .
® @  MNational Mean Numeric edit | delets Categorles and_ fields can be moved
up or down using the arrows located
Sawe Changes Discard Changes Add Mew Category Add Mew Field Return in front Of the Label Column

Once a measure has been created, the next step is to create groups “around” that measure. Groups could be individual students
(e.g., if one wants a table of all students in a cohort), years, or semesters.

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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Program Review Unit m Data Collection Tools

Measures | Groups | Questionnaires

.) » Data Collection > Groups = Edit Group

Name: = |5 Year Trend of Fsych ology MFT Results |

Measure: = | Psychology Major Field Test Results V|

Completion Date:

Individuals:
ID Display Mame
Mo
individuals

Save Changes Ciscard Changes Add Mew Individual Return

o: | |

First Name: | |

Last Mame: | |

Display Name: = [2008-09 |

E-mail: | |
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After selecting a name and
measure, select “Add New
Individual”. “Individuals”
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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Measures | Groups | Questionnaires

.) » Data Collection > Groups > Edit Group

Name: = |5 Year Trend of Psychology MFT Results

Measure: * | Psychology Major Field Test Results

|

Completion Date:

Individuals:
2008-09 edit | delete
2007-08 edit | delete
2006-07 edit | delete
2005-06 edit | delete
2004-05 edit | delete
Save Changes Discard Changes Add Mew Individual Assign Return
Assign Responsibility to Personnel [ Assign Data Collection For Group g
- Group:
. ey d of hol l
You may chose to assign responsibility o TR
for a partlcular table to elther yourself (® Enter measure data for each individualrgroup.
Assign Ta: I

or others in the program. Select
Assign > 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.

Due Date:

= [7/22/2009 | @ [Jduly ~|[2009 v s

Sun Mon Tue Wed Thu Fri Sat
28 29 30 1 3 4
5 & 7 8 31 mwn
13 14 15 16 17 18
L B B ]
T AT B TR )

Frequency:

Once -

Subject:
|Assignment from TracDat |
Motes/Instructions:

[] E-mail assignment to assignee

51

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.

Callen, Edward J
Stafford, Jane
Toole, Miriam

Frequency:

£l Once
Monthly
N Quartery
Semi-annually
Annually
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To enter data into the Group (Table):

Select Groups > Select enter data for the Group Name or click on the e-mail link if the task was assigned > enter the data into the table > select
Save Changes button

Measures | Groups | Questionnaires

(B.A. or B.S.) = Data Collection > Groups

Group Name Measure Assigned To Completion Date
5 Year Trend of Psychology MFT Results Psychology Major Field Test Results edit | delete | enter data

5 Year Trend of Psychology MFT Results
Instructions: If the table was accessed

through the assigned e-mail
link, an option will appear

Please enter the average subscores of graduating seniors for each area

e on the bottom of the page
2008-09 ] De L L " to Mark ASS|gn_ment_as _
2007-08 T ] | ] ] 7 Comple_ted. Thls option is
2006-07 T . ] O] ] not avallabl_e if the task '
200506 ] | T ] ] was not a53|gned._ Marking
2004-05 ] 1 ] 1 ] it as compl'eted will _make

an appropriate notation on

. , the Home tab.

Sawve Changes Mark Assignment as Complsted

($)]
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To download data into an Excel spreadsheet for further analysis:

Select Measures > Select export data for the Measure Name > select Generate Export > Save the resulting Excel spreadsheet for future analysis

Measures | Groups | Questionnaires

5.) » Data Collection » Measures

Measure Name

Psychology Major Field Test Results

Generate Export

File Download - Security Warning

edit | delete | export data

Do you want to open or save this file?

[r;' j Mame: Psychology_Major_Field_Test_Results,csy
a, Type: Microsoft Office Excel Comma Separated Values Fil. ..

From:  tracdat.usca.edu

Open ] l Save l I Cancel

|--"‘~ while files fram the Internet can be useful, this file type can
l ﬂ) patentially harm your computer. [F you do not trust the source, do naot
= open aor zave thiz software. What's the risk?

X]
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Data should be collected on a
frequent basis determined by the
measure in question. Some
measures are best collected on a
weekly basis, while others may
be more easily collected on a
quarterly, semester, or annual
basis. On a less frequent basis
(at least once a year), the data
that has been collected for each
measure should be aggregated in
the form of an average or other
appropriate statistic and

reported under the Results tab.
While it is possible to enter
weekly or monthly reports under
the results tab, this will create a
rather lengthy program review
report.
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% Questionnaires
o Create basic questionnaires, access them for surveys, and export the data for analysis

For assistance in the development of questionnaires, contact the Assessment Coordinator in the Office of Institutional Effectiveness.

To create a questionnaire:

Select Data Collection Tools > Questionnaires > Select Add Questionnaire > Add a name, description and instructions that will appear
to respondents

Program - Psychology (B.A. or B.5.) » Data Collection > Questionnaires > Edit Questionnaire

Name: = |Psych0togy Exit Survey

, : : Categories allow you to group questions.
T Exit Survey required for all Psychology (undergrads) students before gradutating. h

Description: In this example, we have several

As part of the application for graduation process you should complete this b demographlc questlonS before Seniors are

questionnaire The Psychology Department has a strong commitment to provide v aSked SpeCifiC detai |S about their

experience within the major. After entering

a name of the Category, select “Save

Changes”. The result will be the next

screen shot.

Instructions:

Save Changes Discard Changes Add Category Add Question Return

- Psychology (B.A. or B.S.) > Data Collection > Questionnaires > Edit Questionnaire » Edit Question

Category: = |Demagraphics

Save Changes Discard Changes Return
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Program - Psychology (B.A. or B.5.) > Data Collection > Questionnaires > Edit Questionnaire

Name: = |Psych0l0gy Exit Survey

Description: Exit Survey required for all Psychalogy (undergrads) students before gradutating. We now select Add Question and
specify the answer format as
Instructions: As parlt of tlhe application for graduation process you should cIDmpLete this ‘ A numeric (e.g.’ a rating Scale), text
questionnaire The Psychology Department has a strong commitment to provide v

input, long text input or selection

Questions: . .
——— from a list of options. When the
Question Value Type . . .
P @ Demographics queStlon type belng selected is

“Select from List”, the questions
Save Changes Discard Changes Add Category Add Question Return unfortunately tend to run close
together when the questionnaire is
published. Our work around for
this issue is to inset a category
between each question consisting

Question: = [Year | of a couple of underscores or
Answer Type: Mumeric Input b4 daSheS
M ic Input
hT;:lel:;u:pu Maximum Value: |:| Decimal Places:
Long Text Input
Select From List (Numeric)

Select From List (Text)

If the question type is “Select from List”, identify whether you want a drop down menu or radio buttons, and add your items.
One would continue adding questions and categories to fully define the questionnaire.
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Mame: = |Psychology Exit Survey
Description: Exit Survey required for all Psychology (undergrads) students before gradutating.
Instructions: As part of the application for graduation process you should complete this Lo
' questionnaire The Psychology Department has a strong commitment to provide v
Questions:
Question Value Type

® @ Demographics edit | delete
@@ Year (Mandatary) Select From List (Text) edit | delete
® @ Semester (Mandatory) Select From List (Text) edit | delete
@@ Adviser edit | delete
® @ Please indicate your currently assigned academic advisor (Mandatory) Select From List {(Numeric) edit | delete
® @ My Academic Advisary: edit | delete
8@ My Academic Adviser has sufficient knowledge of Psychology/USCA Select Fram List {(Numeric) edit | delete

policies, processes, and requirements to provide me with accurate, useful _

information.
@@ _ edit | delete
8@ My Academic Advisor is available during scheduled hours or schedules Select Fram List {(Numeric) edit | delete

alternative times. _
@ = _ edit | delete
[CC] My Academic Advisor advises on immediate academic problems. Select From List (Numeric) edit | delete
® @ _ edit | delste
[ClC My Academic Advisor advises on long-range planning and vocational Select From List (Numeric) edit | delete

opportunities T
=

Save Changes Discard Changes Add Category Add Question Return

Once a questionnaire has been created, the next step is to publish or “activate” the survey. A single questionnaire can be activated
multiple times either sequentially or simultaneously.

To start a survey:

Select Data Collection Tools > Select Questionnaires > Select Add Published Group > Enter the name of the survey > Assign a Name >
Select options regarding the collection of respondent identifiers > Assign an End Date > Select Save Changes button
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Program Review Unit m Data Collection Tools

Measures | Groups | Questionnaires

) = Data Collection » Questionnaires > Publisher = Edit Published Group

Mame: = |Spn’ng 2009 |

Collect individual identifier (i.e. studentid)

Identifier Label: |Respondent D |

[] Collect last name
[] Collect first name

[J Callect e-mail address

End Date: * El

Access URL: http://tracdat.usca.edu/tracdat/questionnaire?y=namQat4nobIK2ZK1bn8Q

Save Changes Discard Changes Return

If you wish to conduct an
anonymous survey, do not
check any of the optional boxes
below Name. In some cases, as
in the example of an exit survey
from an academic program,
students are required to
complete the survey; thus, some
means of tracking those who
have responded is necessary.
Assigning individual respondent
ids is useful to track those who
have completed the survey.

After clicking Save Changes, an
Access URL will appear. This
is the URL address you will
give to your participants to
access the survey.

To access the survey:

Either enter the URL directly into a web browser, or Select Data Collection Tools > Select Questionnaires > Select Publisher > click on access
next to the published survey you wish to enter
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Measures | Groups | Questionnaires

5.) = Data Collection > Questionnaires > Publisher

Mame: =

Description:

Published Groups:

Mame End Date

Spring 2009 5/30/2009 edit | delete |-access

W [@ TracDat Enterprise v4.0 l I

>tracdat.

Questionnaire

O Wenzel
O Other
My Academic Advisory:
My Academic Adviser has sufficient (O Strongly Agree
knowledge of Psychology/USCA O Agree
policies, processes, and requirements O Neutral

to provide me with accurate, useful
infarmation.

My Academic Advisor is available O Strongly Agree
during scheduled hours or schedules QAgrge
alternative times. O Neutral
O Disagree
O Strongly Disagree

My Academic Advisor advises on (O Strangly Agree
immediate academic problems. O Agres
O Neutral
 Disagree
O Strongly Disagree
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To download data into an Excel spreadsheet for further analysis:

Select Data Collection Tools> Select Questionnaires > Select export data for the Questionnaire > select Generate Export > Save the resulting
Excel spreadsheet for future analysis

Measures | Groups | Questionnaires

vy (B.A. or B.5.) » Data Collection > Questionnaires

Questionnaire Name Description
Psychology Exit Survey Exit Survey required for all Psychology (undergrads) students before gradutating. edit | delete | publisher | export data

Data should be collected
on a frequent basis and
Generate Export archived. Deleting
published groups
removes the data from
the system. Similarly,
maintaining a published
group will add the data to

[f';‘aj Mare: Psychology_Exit_Survey.csv the questionnai re and
ci Type: Microsoft Office Excel Comma Separated Values File . .
will be present in the

\ Fram:  tracdat.usca.edu i
/ exported file.

Open l [ Save l I Cancel

x)

File Download - Security Warning

‘ Do you want to open or zave this file?

|--‘“\ W'hile filez from the Internet can be ueeful, this file type can
\a) potentially harm your computer. IF wou do not st the source, do not
= open or save thiz software. What's the rizk?
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Tab 6: Reports

Program Review Unit m Data Collection Tools JEIllgs:

Program Review Unit | Course

Reports Features:

% Program Review Unit or Course Reports List
o Reports can be executed in either HTML or PDF
= For best results, use HTML for viewing and PDF for printing reports
¢ Report data is related to the Assessment Unit that is selected from the top drop-down menu

Report Description

Assessment This report shows the unit's assessment plan. It does not show the results of each assessment. o
Plan

Program This repaort shows the office’s, program's, department's, or school's outcomes, assessment plan, results, and any action plans in a four column report. This report is run
Review useful for showing the results for a specific unit.

Documents This report list all documents (files) stored in each folder for each unit. o
List
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Tab 7: Documents

Program Review Unit m Data Collection Tools Documents

Document Repository | Related Documents

Documents Features:

% Document Repository

o View/Add/Edit/Share folders within the Assessment Unit

e Upload files to be related to Assessment Plans and Observations

¢ Ability to share documents across Assessment Units, Reporting Units, and the Institution
o General depository for any assessment documents

Show Folders For:

I Program - Psychology

5 General (0)
[71 Surveys Database {1

Type

No documents.

#dd Mew Folder

_J General rename folder | share folder | delete folder
v

Document Name Description Last Modified

4dd Mew Document

% Related Documents

¢ View where current documents are related to Means of Assessment and Results
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ADMINISTRATIVE OFFICES

Accessing TracDat

To access TracDat go to the USC Aiken’s Office of Institutional
Effectiveness website (http://ie.usca.edu). In the left hand menu
you will find a section entitled, “Assessment & Planning” 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 “Login”.

Selected Unit Drop-down Menu

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

among the drop-down options.

Account Login

Login

Selected Unit:

Admin{AA) - Institutional Effectiveness

>tracdat.

Summary | Calendar | Profile

Admin[AA) - Institutional Effectiveness > Home > Summary

Admin{AA) - Academic Success Center
Admin{AA) -

Center for Excellence in Teaching
- Institutional Effectiveness

Admin{AA) - Library
Admin{AA) - Ruth Patrick Center
Admin{AA) - Sponsored Research
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After selecting Department or Office from the drop down menu, you will see six or seven heading tabs, depending upon your level of access.
Individuals such as Directors who have administrative access will see seven headings, while staff with user permission will see six. Each tab represents

a different functional area of the software. These current tabs include: Home, Office (admin access only), Plan, Results, Data Collection Tools, Reports,
and Documents.

Tab 1: Home

summary | Calendar | Profile

Home Features:

% Summary
¢ View your personal Assignments
¢ View Overdue Unit Assignments
e Brief description of Assessment Unit Outcomes and Results

% Calendar
e Monthly view of Unit Assignments
o Create/view Reminder Entries for assessment purposes

* Profile
e Add/change your email address
e Add your title, highest degree, contact information

To Add/Change Your Email Address:

Select Home Tab > Select Profile Subheading > Add/change email
address > Select Save Changes button
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e Change your Password

To Change Your Password:

Select Home Tab > Select Profile Subheading > Select Change
Password button > Enter Current and New Passwords > Select Save
Changes button

Tab 2: Office (Admin access only)

General | Goals | Personnel

Office Features:

* General
e Overview/Description of the Department or Office
e Departments or Office Mission Statement.

* Goals
¢ In most cases, departments and office have clustered several outcomes into overarching goals. Goals are included here, while outcomes
are placed under the Plan tab.
¢ Relate Department or Office Goals to higher level institutional or division level goals

% Personnel
 View personnel (faculty and staff) who have access to the Assessment Unit
o Add/Remove personnel access to Assessment Unit (if you have a new staff member 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)
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Tab 3: Plan

Outcomes | Means of Assessment | Department Strategies | Related Goals

Plan Features:

% Outcomes
o Rearrange the order of Outcomes using the up or down arrows immediately in front of the Outcome Name
o View/Add/Edit Outcomes for the Department or Office

To Add/Modify an Outcome:

[Select the desired Department or School 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 — this ensures the historical integrity of the database
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A A

Qutcomes | Means of Assessment | Department Strategies | Related Goals

Admin(AA) - Institutional Effectiveness = Plan > Outcomes 2 E:’
Outcome Name Outcome Outcome Status
® ® 1.1-External State, Federal, and oversight agencies will receive timely and accurate reports Active edit | copy | delete

Accountability Reports

@ ® 1.2-Reports & Surveys for  External publishers will receive timely and accurate institutional information
External Publications

3

edit | copy | delete

® ® 1.3 -Public Views from the The public will have access to institutional information via the internet Active

Internet

=

|cn

t | copy | delete

@ ® 2.1-Operational Support & Internal Constituencies will have access to data and information necessa support daily operations and timely  Activ

=

|cn

t | copy | delete

Data Requests and strategic decision making.

@ @ 2.1-Research Studies & Internal constituencies will be provided institutio search services, documents, and presentations to facilitate Active edit | copy | delete
Presentations strategic decision making _

@ @ 3.1- Administrative Administrators will be provi oordinated and effective evaluative services on a regulary scheduled basis. Active edit | copy | delete

Evaluations

3.2 - Annual Reviews ative and academic departments will be provided support for and assistance in implementing efféctive Active

edit | copy | delete

By clicking on edit or add new
outcome a window will open to
State, Federal, and oversight agencies will receive timely and accurate reports aIIOW yOU to Specify the outcome.
Outeome: Select the type of outcome as
Operational, Strategic, or Student
S Learning. A given outcome can
Student Learning be more than one type. For
Outcome Status: example, a stated outcome may be
tied to the Strategic Plan, making
it Strategic, while at the same
time it may be Operational. To
select more than one type, hold
down the Ctrl key while clicking
on each type.

Outcome Mame: = |1.1 - External Accountability Reports

Operational
Qutcome Types:

Start Date: 9/1/2008 [

End Date:

I
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* Means of Assessment

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

o View/Add/Edit Assessment Methods related to each Outcome

e Identify the Assessment methods, the target, and schedules for the collection of data

¢ Relate documents such as rubrics or normative data charts to assessment methods

o 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 one’s Microsoft Outlook Calendar

e Identify the type of measure (direct or indirect)

To Add/Modify an Assessment Method: Indirect Assessments are methods that
measure ones perception of what has
[Select the desired Assessment Unit from the top drop down menu >] been learned, appreciated, or gained (e.g.,
Select Plan Tab > Select Means of Assessment Subheading > Select a question asking students to rate on a
Outcome Name from the drop-down menu > Add New Assessment scale from 1-4 how much they have

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

Make changes > Select Save Changes button after editing 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 gained).

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
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Outcomes | Means of Assessment | Department Strategies | Related Goals

Admin(AA) - Institutional Effectiveness > Plan > Means of Assessment ‘é@ E?
Outcome Name: 1.1 - External Accountability Reports b
Outcome:
Date Assessment Method
Added Category Assessment Method Target Active?
® ® 6/23/2009 Counts The number of reports created will be noted 15 reports per year Yf sdit | copy | delete

® @ B8/12/2008 Timeliness Measures The percentage of reports completed on time will be  90% of external re
manitored % will be completed on time

edit | copy | delste

® @ 6/23/2009 Accuracy Measures of errors detected in previously Less than the previous year's number o

submitted reports will be noted.

edit | copy | delste

Outcome Mame:

If you are adding a new

Outcome: assessment method or editing an
existing one, you can select one
Assessment Method Category: Counts hd Of many dlﬁerent types Of

assessments from the drop down
menu Assessment Method

The number of reports created will be noted

Assessment Method:
Category.
15 reports per year ) )
Target: Looking through the options gf
the drop down menu may assist
Quartery you in identifying new ways to
cchedule: assess your outcomes.
Active:

Type of Measure: #*
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You may choose to “relate
documents” 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 a copy of a
guestionnaire. You can also
link to websites.

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 >

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

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

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

Assign Responsibility to Personnel

You may chose to assign responsibility
for a particular assessment method to
either yourself or others in 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.

Assign Assessment Method %l

Provide:
(® Data Only
(O Data and Result
(O Data, Result and Action Plan
Put Documents in Repository Folder:

]
Assign To:

x[6/18/2009 | & [June v || 2009 v i

Due Date:

Sun Mon Tue Wed Thu Fri
12 3 ¢4

lon =
73
1o~ g
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1~
I
[
=
=]
]

=
=
o
®
=

A=l

l=gisgl
21
-

5

12 1=
-1

IR |

o

[T
o 2|2
w
=

Frequency:
Once W
Subject:
|Assignment from TracDat |

MNotes/Instructions:

[] E-mail assignment to assignee

Assign To:

—/-
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Frequency:
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v

% Department Strategies
e Identify the functions, duties and strategies being used by the department or office to achieve each outcome

Outcomes | Means of Assessment | Department Strategies | Related Goals

Admin(AA) - Institutional Effectiveness > Plan > Department Strategies é@ E:’
Outcome Mame: 1.1 - External Accountability Repaorts v
Outcome:
Name Description
CHE Report In early summer, complete the Institutional Effectiveness Report and submit to the Commission on Higher Education. edit | delete
IPEDS Reporting  In October submit to the Federal government Institutional Characteristics data, Degree completion data, and 1Z manth enrollment data. In January submit to edit | delste
the Federal government Human Resources data, and Enrollment data. In April, submit to the Federal government, Finance data, Financial Aid data, Graduation -
rate data, and the spring supplemental data.
State Budget & In late summer, complete the State Agency Accountability Report and submit to the State Budget and Control Board. edit | delete
Control Board T

Add Mew Department Strategy Return To Outcome

To edit or add new Strategies:

Select Plan Tab > Select Department Strategies Subheading > Select the desired Outcome Name from the
drop down > Select Add New Department Strategy, Edit or Delete > Enter a strategy and describe it

Select Save Changes button

You may also optionally assign responsibility for the office function to specific personnel using the assign
button
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* Related Goals
¢ Relate unit level outcomes to institutional goals, division level goals, or unit level goals

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 that relates to the Outcome (you can select/deselect all by toggling the topmost check box of each
section — next to the name of the Reporting Unit/Institution)

Select Save Changes button

COutcomes | Means of Assessment | Department Strategies | Related Goals

reness = Plan » Related Goals

Outcome Name: |1.1 - External Accountability Reports g
Qutcome:
Goal Type Goal
[ ] 2- USC Aiken Strategic Flan
O e i — ﬁ'-.l. IGra::Iuates who are Engaged Learners and Principled
Citizens
L l. Teaching & Learning B. Faculty who are Dynamic Teachers
1 I Toamchima | o mmemim - 7 Mealiedmer mm A Merm bl mmm bl m b Termmmmdb s Chiidmm b A Al micmmm e b
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Tab 4: Results

Results Feature:

% By Outcome
¢ Displays Results by Outcome
o 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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By Qutcome

Admin(AA) - Institutional Effectiveness » Results > By Outcome > Select Outcome

Outcome Name

1.1 - External Accountability
Reports

Publications

1.3 - Public Views from the Internet The public will have access toinstituti

2.1 - Dperational Support & Data
Requests

2.2 - Research Studies &
Presentations

3.1 - Administrative Evaluations
3.2 - Annual Reviews

Outcome
State, Federal, and oversight agencies will receive timely and accurate reports

Outcome Status
Active

select

1.2 - Reports & Surveys for External  External publishers will receive timely and accurate institutional information select
ion via the internet Active select
Internal Constituenqm=—at “oacs —o-zoo b dob oo d b fpemmoiton oo omoooms v oo dod o sgfions and timely and  Active select
strategic decision Select Assessment Method/Department Strategy % |
Internal constituen:t Select: ations to facilitate Active select
strategic decision nil| |
Administrators will | et Assessment Method Lduled basis. Active select
Administrative and ’n Cotns -lt;zen;t:dber Riienoisiasatedil select enting effective Active select

Selecting an Outcome
(above) will bring up the
Select Assessment Method
window and selecting an
assessment method opens
the result window. After
typing in the result,
identify the trend as an
increase or decrease over
the previous year and
select the appropriate
action/needs indicator. If
you wish to make a
resource request, add it to
the optional field.

Timeliness Measures The percentage of report:

completed on ti be monitored

select

Accuracy Measures The er of errors detected in
previously submitted reports will be
noted.

select

1.1 - External Accountability Reports : State, Federal, and oversight agencies will
receive timely and accurate reports

Qutcome:  Assessment Method

Counts - The number of reports created will be noted

Target
15 reports per year

12 reports were completed this year

Result:

Result Date:

« s [

Action/Needs Indicatar:  =* |Proposed Initiative (new Actions) V|

Result Type: = Target Met b
Action/Meeds Indicators |7,23/2009 E'

Update Date:

Resources Request:
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Outcome:

Result:

Result Date:

Action/Meeds Indicator:

Resources Request:

To Add an Action to a New Result:

After you have saved your new Result, select add Action > Select Save
Changes button after editing

1.1 - External Accountability Reports : State, Federal, and yversight agencies will
receive timely and accurate reports

Assessment Method
Counts - The number of reports created will be noted

Target
13 reports per year

12 reports were completed this year

* [7/23/2009 [ Result Type: x [Target Met v
* ‘Prupused Initiative (new Actions) v| Action/Needs Indicatory EI

Update Date:

Action Plan Related Documents

Action Date

add Action

Mo Actions defined.

Follow-Up

Action plans are appropriate regardless of the presence or absence of a resource request. For example, a change in the scheduling
of office functions, discussion of the findings during a staff meeting, adoption of a new approach are all appropriate actions that
could and should be noted. Plans to address the finding should be indicated in the Action Plan. The inclusion of a plan and
timeline to advertise and hire could also be included in this area. Follow-ups can be added to the action plan throughout the year.
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/\
Action Plan W
Save Changes Dizcard Changes Return Change Objective /53 e Obzervation

Mew Document

To Relate a Document to a New Result: Document From Repository
Previously Related Document

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

You may chose to “relate documents”
to a particular Result. For example, you Relating a Document to a New Result:
may have a chart, graph, Excel
spreadsheet, or other type of file with
multiple years of data that you wish to

e Choose New Document if you have not uploaded the document

link to the result. You can also link to Into TracDat yet . .

an URL (website) such as a table in the » Choose Document from Repository if the document has been
Data Collection Tools tab. Other related uploaded into a folder in the Document Repository already
documents may be associated with your e Choose Previously Related Document if the document is already
action plan, such as quotes for goods or related to another Result

services, or purchase request forms
associated with a resource request.
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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 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:

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

* Groups
e Create groups (such as individuals or years) to send the data collection checklists
e Import lists of individuals
e 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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Mame:

Instructions:

iveness > Data Collection » Measures * Edit Measure

Measures | Groups | Questionnaires

Fublishers' Surveys

For each publisher survey indicate the due date and whether the report was

completed early, on-time, or late

Save Changes Discard Changes Add New Category

Add New Field

Return

\

s > Data Collection > Measures > Edit Measure > Edit Measure Feld

Category Name: = |General Informat1'0n|

Save Changes

Discard Changes Return
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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 “Save Changes”
button. The result will be the next screen
shot.
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Mame: = ‘PubLishers' Surveys ‘

Instructions: For each publisher survey indicate the due date and whether the report was We now select Aqd New F_IEId to
' completed eary, on-time, or late add the measure, Its Iabel, Its
Fields: value type (text, numeric, radio or

drop down menus, etc.), minimum

Label EENR & maximum values and degree of
® © General Information e precision to the measure
Save Changes Discard Changes Add New Category Add New Field Return
_ , Text Input W
Label: = |Contact | Numeric Input
R e Select From List (Numeric)
Minimum Value: l:l Maximum Value: l:l Decimal Places: ———— |Select From List {TE‘Xt_:I

One would continue adding fields and categories to fully define the measure — 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.
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You can create as many measures as you
Name: = |Publishers' Surveys like; however, there are three factors to
, — consider when creating measures — do
Instructions: Far each publisher survey indicate the due date and whether the report was tt I | . inal
' completed early, on-time, orlate you W_an O.See all values In a single .
s table (in which case they should all be in
1 : one measure), do you want all values
L : Value Zype together on a single spreadsheet for
@ @ General Information edit | delete - .
- - — further analyses (in which case they
et = edit | delete should all be in one measure because
® @ Duedate Text sl ] datis each measure that is created can be
© @ Timeliness Measure edit | delete downloaded as a separate Excel
® ©  Submission Date Text edit | delete spreadsheet), and who is to be assigned
® @ Status Select From List (Text) gdit | delete responsibility for collecting and reporting
® © Survey Length edit | delete the data (if more than one person is
@ @  Mumber of survey pages Mumeric edit | delets assigned responsibility then measures
® @  Number of data fields Numeric cdit | delete should be broken out to represent that
which is reported by individual
Save Changes Discard Changes Add Mew Category Add Hew Field Return personnel)

Categories and fields can be moved up or
down using the arrows located in front of
the Label column.

Once a measure has been created, the next step is to create groups “around” that measure. Groups could be individual students
(e.g., if one wants a table of all students in a cohort), years, or semesters.

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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Measures | Groups | Questionnaires

‘eness » Data Collection = Groups = Edit Group

MName: = |2008-09 Publisher Surveys |

Measure: #* | Publishers' Surveys v|

Completion Date:

Individuals:
D Display Name
Mo
individuals
defined.

Save Changes Ciscard Changes Add New Individual \ Return

o: | |

First Mame: | |

Last Name: | |

Display Name: = |(_DITIITIDFI Data Set SurveyI |

E-mail: | |
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After selecting a name and
measure, select “Add New
Individual”. “Individuals”
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.

Name: = [2008-2009 |
Measure:  * ‘PubLishers‘Surveys V|
Completion Date:
Individuals:
ID Display Name
Comman Data Set edit | delete
ACT-IDQ dit | delete
College Scope edit | delete
CSRDE dit | delete
Higher Education Directory edit | delete
Peterson's Undergraduate Survey edit | delete
Princeton Review edit | delete
US Warld & News Report Main Survey edit | delete
Wintergreen Orchard House edit | delete
Peterson's Financial Survey edit | delete
ACT-Discover Graduate Survey edit | delete
US News NSSE Survey edit | delete
APA Graduate Survey edit | delete
US World & News Report Financial Aid Survey edit | delete
US Waorld & News Report NSSE Survey edit | delets
US Waorld & News Report Finance Survey edit | delete
save Changes Discard Changes Add New Individual Assign Return

Assign Responsibility to Personnel

You may chose to assign responsibility for a particular table
to either yourself or others in the program. Select Assign >
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.

81

- Assign Data Collection For Group %8

Group:

5 Year Trend of Psychology MFT Results
Provide:

(& Enter measure data for each individual in_groug-
Assign Tao: I

Due Date:

ST I | ) —

Sun Mon Tue Wed Thu Fri Sat
28 29 30 1 2 3 4
5 8 1 8 3 101

]
b
=
b=
>
=]
=

12
.
=
=1
5]
]
o
=
s

% 7 W B 0 A g
Frequency: |
Once hd

Subject:

|Ass1’ gnment from TracDat

!\

[] E-mail assignment to assignee

MNotes/Instructions:

Assign Ta:

Callen, Edward
Stafford, Jane
Toole, Miriam

Frequency:

Monthly
N Quarterly

Semi-annually
Annually
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To enter data into the Group (Table):

Select Groups > Select enter data for the Group Name or click on the e-mail link if the task was assigned > enter the data into the table > select
Save Changes

Measures | Groups | Questionnaires

reness > Data Collection » Groups

Group Name Measure Assigned To Completion Date

2008-2009 Publishers' Surveys edit | delete | enter data
2008-2009 Public Internet Views Dawe, Lloyd 7/22/ | delete | enter/wﬁa

2008-2009 External Accountabilit

edit | delete | ter data

If the table was accessed
through the assigned e-mail
link, an option will appear
on the bottom of the page

2008-2009
Instructions:

For each publisher survey indicate the due date and whether the report was completed eary, on-time, or late

to Mark Assignment as
Submission Date Numbep;;::uwey Completed. This option is
Common DataSet 1s://sdc.  |Dec3,2008 |  |Jan23,2009 | Late v o not available if the task
ACT-IDQ /actapps ~ |Feb 18,2009 |  |Feb27, 2009 | | Early v| 16| 432 was not assigned. Marking
College Scope ‘www.col  |April30,2009 | |April7,2009 | | Early v] 6 | 219 |= it as completed will make
CSRDE | ] | ] | |Eaty v 9 566 | an appropriate notation on
Higher Education Directory 'www.he] [Juy 22, 2009 | [Juty 21, 2000 | | Earty v| 4 508 the Home tab.
Peterson's Undergraduate Survey sthleen [/ [Aprit1, 2009 | [ApriL1, 2009 | |On the due v 7 e
< I~ 2
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To download data into an Excel spreadsheet for further analysis:

Select Measures > Select export data for the Measure Name > select Generate Export > Save the resulting Excel spreadsheet for future analysis

Measures | Groups | Questionnaires

reness = Data Collection > Measures

Measure Name

External Accountability Reports
Publishers' Surveys

Fublic Internet Views
Ginger's Direct M

ase Order Tracking

Generate Export

(=9

edit

export d
wxport data

delete | export data

edit | delete

edit | delete | export data

gdit | delete | export data

File Download - Security Warning [z
Do you want to open or gave thiz file?

= j Mame: External_Accountabilicy_Reports.csy
i Type: Microsoft Office Excel Comma Separated values Fil...

From: tracdat,usca.edu

Open ] ’ Sawve ] I Cancel

patentially harm your computer. [F you do naot tust the source, da not

|E while files from the Intemet can be uzeful, thiz file twpe can
)
= opeh or save thiz software. What's the risk?
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Data should be collected on a
frequent basis determined by the
measure in question. Some
measures are best collected on a
weekly basis, while others may
be more easily collected on a
quarterly, semester, or annual
basis. On a less frequent basis
(at least once a year), the data
that has been collected for each
measure should be aggregated in
the form of an average or other
appropriate statistic and

reported under the Results tab.
While it is possible to enter
weekly or monthly reports under
the results tab, this will create a
rather lengthy program review
report.
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% Questionnaires
o Create basic questionnaires, access them for surveys, and export the data for analysis

For assistance in the development of questionnaires, contact the Assessment Coordinator in the Office of Institutional Effectiveness.

To create a questionnaire:

Select Data Collection Tools > Questionnaires > Select Add Questionnaire > Add a name, description and instructions that will appear
to respondents

Program - Psychology (B.A. or B.5.) » Data Collection > Questionnaires > Edit Questionnaire

Name: = |Psych0togy Exit Survey

, : : Categories allow you to group questions.
T Exit Survey required for all Psychology (undergrads) students before gradutating. h

Description: In this example, we have several

As part of the application for graduation process you should complete this b demographlc queStlonS before Seniors are

questionnaire The Psychology Department has a strong commitment to provide v aSked SpeCifiC detai |S about their

experience within the major. After entering

a name of the Category, select “Save

Changes”. The result will be the next

screen shot.

Instructions:

Save Changes Discard Changes Add Category Add Question Return

- Psychology (B.A. or B.S.) > Data Collection > Questionnaires > Edit Questionnaire » Edit Question

Category: = |Demagraphics

Save Changes Discard Changes Return
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Program - Psychology (B.A. or B.5.) > Data Collection > Questionnaires > Edit Questionnaire

Name: = |Psych0l0gy Exit Survey

Description: Exit Survey required for all Psychalogy (undergrads) students before gradutating. We now select Add Question and
specify the answer format as
Instructions: As parlt of tlhe application for graduation process you should cIDmpLete this ‘ A numeric (elg_’ a rating scale)’ text
questionnaire The Psychology Department has a strong commitment to provide v

input, long text input or selection

Questions: . .
——— from a list of options. When the
Question Value Type . . .
P @ Demographics queStlon type belng selected is

“Select from List” , the questions
Save Changes Discard Changes Add Category Add Question Return unfortunately tend to run close
together when the questionnaire is
published. Our work around for
this issue is to inset a category
between each question consisting

Question: = [Year | of a couple of underscores or
Answer Type: Mumeric Input b4 daSheS
M ic Input
hT;:lel:;u:pu Maximum Value: |:| Decimal Places:
Long Text Input
Select From List (Numeric)

Select From List (Text)

If the question type is “Select from List”, identify whether you want a drop down menu or radio buttons, and add your items. One
would continue adding questions and categories to fully define the questionnaire.
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Mame: = Psychology Exit Survey
Description: Exit Survey required for all Psychology (undergrads) students before gradutating.
Instructions: As part of the application for graduation process you should complete this ks
' questionnaire The Psychology Department has a strong commitment to provide v
Questions:
Question Value Type

@ @ Demographics edit | delete
® @ Year (Mandatary) Select From List (Text) edit | delete
@ @ Semester (Mandatory) Select From List {Text) edit | delets
@ @ Advisor edit | delete
@ @ Please indicate your currently assigned academic advisor (Mandatory) Select From List (Numeric) edit | delete
® @ My Academic Advisory: edit | delete
@ @ My Academic Adviser has sufficient knowledge of Psychology/USCA Select From List {(Numeric) edit | delets

policies, processes, and requirements to provide me with accurate, useful -

information.
@@ _ edit | delete
@ @ My Academic Advisor is available during scheduled hours or schedules Select From List (Numeric) edit | delets

dternative times. _
@@ _ edit | delets
® @ My Academic Advisor advises on immediate academic problems. Select From List {(Numeric) edit | delete
@@ _ edit | delets
® @ My Academic Advisor advises on long-range planning and vocational Select From List (Numeric) edit | delete

opportunities _
=

Save Changes Discard Changes Add Category Add Question Return

Once a questionnaire has been created, the next step is to publish or “activate” the survey. A single questionnaire can be
activated multiple times either sequentially or simultaneously.

To start a survey:

Select Data Collection Tools > Select Questionnaires > Select Add Published Group > Enter the name of the survey > Assign a Name >

Select options regarding the collection of respondent identifiers > Assign an End Date > Select Save Changes button
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Program Review Unit m Data Collection Tools

Measures | Groups | Questionnaires

) = Data Collection » Questionnaires » Publisher = Edit Published Group

Mame: = |Spn’ng 2009 |

Collect individual identifier {i.e. student id)

Identifier Label: |Respundent D |

[J] Caollect last name
[] Caollect first name

[J Callect e-mail address

End Date: * El

Access URL: http://tracdat.usca.edu/tracdat/questionnaire?y=namQat4nobIK2ZK1bn8Q

Save Changes Discard Changes Return

If you wish to conduct an
anonymous survey, do not
check any of the optional boxes
below Name. In some cases, as
in the example of an exit survey
from an academic program,
students are required to
complete the survey; thus, some
means of tracking those who
have responded is necessary.
Assigning individual respondent
ids is useful to track those who
have completed the survey.

After clicking Save Changes, an
Access URL will appear. This
is the URL address you will
give to your participants to
access the survey.

To access the survey:

Either enter the URL directly into a web browser, or Select Data Collection Tools > Select Questionnaires > Select Publisher > click on access
next to the published survey you wish to enter
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Measures | Groups | Questionnaires

5.) = Data Collection > Questionnaires > Publisher

Mame: =

Description:

Published Groups:

Mame End Date

edit | delete |-access

Spring 2009

5/30/2009

52? dﬁ? [@ TracDat Enterprise w4.0

>tracdat.

Questionnaire

My Academic Advisory:

My Academic Adviser has sufficient

knowledge of Psychology/USCA

policies, processes, and requirements

to provide me with accurate, useful
information.

My Academic Advisor is available
during scheduled hours or schedules
alternative times.

My Academic Advisor advises on
immediate academic problems.

[]

O Wenzel
O Other

O Strongly Agree
QO Agree
O Neutral

 Strongly Agree
O Agree

O Neutral

O Disagree

O Strongly Disagrae

O Strongly Agree
O Agree

O Neutral

O Disagree

O Strongly Disagree

(o]}
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To download data into an Excel spreadsheet for further analysis:

Select Data Collection Tools> Select Questionnaires > Select export data for the Questionnaire > select Generate Export > Save the resulting
Excel spreadsheet for future analysis

Program Review Unit m Data Collection Tools

tMeasures | Groups | Questionnaires

vy (B.A. or B.5.) » Data Collection > Questionnaires

Questionnaire Name Description
Psychology Exit Survey Exit Survey required for all Psychology (undergrads) students before gradutating. edit | delete | publisher | export data

Data should be collected
Generate Export on a frequent basis and

| archived. Deleting
published groups

Do you want to open or save this file? removes the data from
the system. Similarly,

X

File Download - Security Warning

[r;' Mame: Psychology_Exit_Survewy.csy . L X
_aj Type:  Microsoft OFfice Excel Comma Separated Yalues File ma|nta|n|ng a pUbI |Shed
From: tracdat.usca,edu group will add the data to
the questionnaire and
Open | [ Save [ [ Concd | will be present in the

exported file.

patentially harm your computer. IF you do not st the source, do nat

lé} Wehile filez fram the Internet can be ugeful, this file type can
b
= opeh of zave this software. What's the rigk?

89



USC Aiken - Institutional Effectiveness

Tab 6: Reports

Office | Course

Reports Features:

% Program Review Unit or Course Reports List
o Reports can be executed in either HTML or PDF
= For best results, use HTML for viewing and PDF for printing reports
¢ Report data is related to the Assessment Unit that is selected from the top drop-down menu

Report Description

Assessment This report shows the unit's assessment plan. It does not show the results of each assessment. run
Plan

Program This report shows the office’s, program's, department's, or school's outcomes, assessment plan, results, and any action plans in a four column report. This report is run
Review useful for showing the results for a specific unit.

Documents This report list all documents (files) stored in each folder for each unit. I
List
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Tab 7: Documents

Document Repository | Related Documents

Documents Features:

% Document Repository
o View/Add/Edit/Share folders within the Assessment Unit
e Upload files to be related to Assessment Plans and Observations
o Ability to share documents across Assessment Units, Reporting Units, and the Institution
o General depository for any assessment documents

Show Folders For:
|Admin{AAJ - Institutional Effectiveness +

| General rename folder | share folder | delete folder

&= General (0) Type Document Name Description Last Modified
No documents.

#dd Mew Folder 4dd Mew Document

% Related Documents
e View where current documents are related to Means of Assessment and Results
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APPENDIX: CREATING AN ASSESSMENT PLAN FOR EXISTING ADMINISTRATIVE OFFICES

STEP 1 — Begin with what you know, i.e., with what you are currently doing. Look over employee job descriptions, planning documents, current goals
and objectives, look at last year’s calendar/ schedule to see where you spent your time over the course of each day. I also asked each person in the office
to list all of their tasks and duties, resulting in a comprehensive list.

You should organize the list adding two descriptive levels above your list of duties and functions. There can often be multiple ways to organize your

duties, so give some thought to moving things around to see what works best to capture all that your office does.

Example: Below is an example from the IE Office. This is followed by the same duties organized by color on the following pages.

Strategic Plan Reports

Nursing Assessment - National Test Results & Failure Rate
Alumni Survey

Bookstore Survey

Business School Alumni Career Survey

Education School Practica Survey

Greek Life Survey

Orientation Family Survey

Sociology Exit Survey

Assessing Graduate Programs

Assessment Conferences

Academic Program Assessment

National Survey of Student Engagement (NSSE)
Faculty Survey of Student Engagement (FSSE)
Report of Retention and Graduation Reports

Report of Major Tallies

List of Students eligible for Psi Chi Honor Society
Report of Chancellor’s State of the Campus Address
Report of Graduation Lists with Permanent Address
Report of Degrees awarded by Major and Fiscal Year
Report of Preliminary Retention of Fall Freshman Cohort
Interactive Web Tools for Data: SADI

National Student Clearinghouse

College Results Online

Higher Education and Assessment

Unit Head Evaluations

Faculty Assembly Ballots

Institutional Profile

Voluntary System of Accountability (VSA)
Peterson’s

ACT-IDQ

Higher Education Directory Survey

Fast Facts

Reaccreditation 2011

Site Vigit

Monitoring and documenting measures for the Strategic Plan
Advisement Survey

Athlete Survey

Business School Senior Exit Survey

Chemistry Exit Survey

Education School Post-Intern Survey

Nursing School Senior Exit Survey

Psychology Undergraduate Exit Survey

Visual and Performing Arts Exit Surveys

Institutional Effectiveness Manual

Discipline Specific Academic Resources
Administrative Program Reviews

HERI Faculty Survey

Internal Report of High School Ranking

Report of Credit Hour Production

List of Students turning 21 in the Fall & Spring Semesters
Report of DFW Rates for the Fall & Spring

Report of Newly Admitted Students Enrolled for the Fall
Report of Honors Program Recruits

Report of Tuition Deferred Students

Interactive Web Tools for Data: HOMER

Interactive Web Tools for Data: Faculty Databank
IPEDS Peer Analysis System & Peer Executive Tool
Academic Tracking Reports

Institutional and Community Characteristics & Studies
EVCAA Evaluations

IPEDS Data Feedback Reports

Institutional Financial Profile

CHE Report

Princeton Review

CUPA Report

CSRDE Retention Survey

College Portrait

Compliance Certification

Profeccinnal Acereditino Rodies:

Documenting changes & updates to the Strategic Plan
USC Aiken Alumni Interest Survey

Biology Exit Survey

Business School Summer Class Preference Survey
Communications Exit Survey

General Education Survey of Faculty

Orientation Transfer Survey

Residence Life Quality of Life Survey

General Education - Collegiate Learning Assessment / MAPP
Institutional Assessment and Accountability Resources
Working with the Assessment Committee

Cooperative Institution Research Program (CIRP)

HERI Your First College Year Survey

Report of Enrollment Comparisons

Report of Course Tallies

List of Students eligible for Pi Gamma Mu Honor Society
Report of Early Warning Recipients -Grade Matched
Report of Undergraduate GPA by Gender & Race

Report of Breakdown of Undergraduates by Gender & Race
List of Registered Newly Admitted Students by Basis Type
Interactive Web Tools for Data: MARGE

PACERDASH Dashboard

College Source Online

Faculty Salary Studies

Student Characteristics and Engagement Studies

360 Evaluations

Institutional Effectiveness Reports

State Agency Accountability Reports

Common Data Set Reports

US News and World Reports

U.S. News General Distance Education Survey

FACT Books

SCOIS Survey — Annual Update of Information

Quality Enhancement Plan
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Blue font items deal with Assessment and Planning activities, green font items all deal with internal data requests needed for operational
and decision support, red font items deal with accountability and external reporting, and black font items deal with accreditation and

compliance.

Strategic Plan Reports

Nursing Assessment - National Test Results & Failure Rate
Alumni Survey

Bookstore Survey

Business School Alumni Career Survey

Education School Practica Survey

Greek Life Survey

Orientation Family Survey

Sociology Exit Survey

Assessing Graduate Programs

Assessment Conferences

Academic Program Assessment

National Survey of Student Engagement (NSSE)
Faculty Survey of Student Engagement (FSSE)
Report of Retention and Graduation Reports

Report of Major Tallies

List of Students eligible for Psi Chi Honor Society
Report of Chancellor’s State of the Campus Address
Report of Graduation Lists with Permanent Address
Report of Degrees awarded by Major and Fiscal Year
Report of Preliminary Retention of Fall Freshman Cohort
Interactive Web Tools for Data: SADI

National Student Clearinghouse

College Results Online

Higher Education and Assessment

Unit Head Evaluations

Faculty Assembly Ballots

Institutional Profile

Voluntary System of Accountability (VSA)
Peterson’s

ACT-IDQ

Higher Education Directory Survey

Fast Facts

Reaccreditation 2011

Site Visit

Monitoring and documenting measures for the Strategic Plan
Advisement Survey

Athlete Survey

Business School Senior Exit Survey

Chemistry Exit Survey

Education School Post-Intern Survey

Nursing School Senior Exit Survey

Psychology Undergraduate Exit Survey

Visual and Performing Arts Exit Surveys

Institutional Effectiveness Manual

Discipline Specific Academic Resources
Administrative Program Reviews

HERI Faculty Survey

Internal Report of High School Ranking

Report of Credit Hour Production

List of Students turning 21 in the Fall & Spring Semesters
Report of DFW Rates for the Fall & Spring

Report of Newly Admitted Students Enrolled for the Fall
Report of Honors Program Recruits

Report of Tuition Deferred Students

Interactive Web Tools for Data: HOMER

Interactive Web Tools for Data: Faculty Databank
IPEDS Peer Analysis System & Peer Executive Tool
Academic Tracking Reports

Institutional and Community Characteristics & Studies
EVCAA Evaluations

IPEDS Data Feedback Reports

Institutional Financial Profile

CHE Report

Princeton Review

CUPA Report

CSRDE Retention Survey

College Portrait

Compliance Certification

Professional Accrediting Bodies:

Documenting changes & updates to the Strategic Plan
USC Aiken Alumni Interest Survey

Biology Exit Survey

Business School Summer Class Preference Survey
Communications Exit Survey

General Education Survey of Faculty

Orientation Transfer Survey

Residence Life Quality of Life Survey

General Education - Collegiate Learning Assessment / MAPP
Institutional Assessment and Accountability Resources
Working with the Assessment Committee

Cooperative Institution Research Program (CIRP)

HERI Your First College Year Survey

Report of Enroliment Comparisons

Report of Course Tallies

List of Students eligible for Pi Gamma Mu Honor Society
Report of Early Warning Recipients -Grade Matched
Report of Undergraduate GPA by Gender & Race

Report of Breakdown of Undergraduates by Gender & Race
List of Registered Newly Admitted Students by Basis Type
Interactive Web Tools for Data: MARGE

PACERDASH Dashboard

College Source Online

Faculty Salary Studies

Student Characteristics and Engagement Studies

360 Evaluations

Institutional Effectiveness Reports

State Agency Accountability Reports

Common Data Set Reports

US News and World Reports

U.S. News General Distance Education Survey

FACT Books

SCOIS Survey — Annual Update of Information

Quality Enhancement Plan
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Office of Institutional Effectiveness Organization

External Reporting and Accountability As YOUu progress in the
External Accountability Reports
IPEDS Reporting; SACS Institutional Profile development of your

SACS Financial Profile; CHE — Institutional Effectiveness Report assessment plan, the hlghest
State Budget and Control Board Accountability Report - : .

Reports and Surveys for External Publications descrlptlve tltles will b?CO_me
College Board’s Common Data Set; ACT Institutional Data Questionnaire goals, the mlddle descrlptlve
Princeton Review; Nebraska Survey,; Higher Education Publication Survey H
Wintergreen Orchard House Survey, US News and World Report level WI” b?come (_)Utcomes’
College Scope Survey, Peterson’s and duties listed will be
Barons; Consortium for Student Retention Data Exchange (CSRDE) . .

Public Views from the Internet organ ized as Strategles'
Fast facts; Fact book; Voluntary System of Accountability and College Portrait

Internal Data Requests and Decision Support
Operational Support

Data Requests

Research Studies and Presentations

Assessment and Planning

Administrative Evaluations

Chancellor’s Evaluation; Unit Heads’ Evaluation; EVCAA’s Evaluation; 360 degree Evaluations
Annual Reviews & TracDat

Administrative Program Reviews,; Academic Department Reviews; Academic Program Reviews
Surveys and Tests

MFT; CLA or MAPP, Exit Surveys; Satisfaction Surveys
Strategic Planning

Strategic Planning Action Reports; Five year environmental scans, Strategic Plan Update
Benchmarking and Institutional Surveys

CIRP; NSSE,; Faculty Engagement Studies; Benchmarking tools

Accreditation and Compliance
SACS Compliance and Reaffirmation

Compliance Certification; QEP; FacDat (Credentialing Database)
Professional Accreditations

NCATE; AACSB; NLN; MPAC; NAEYC
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STEP 2: Identify your goals as the highest level of your hierarchy....in the IE example we have four goals that are apparent...

Goal 1: External Reporting and Accountability

Goal 2: Internal Data Requests and Decision Support
Goal 3: Assessment and Planning

Goal 4: Accreditation and Compliance

It may be worthwhile to note that the goals identified via this process may be different from the ones you already have. The Institutional
Effectiveness Goals from the previous Annual Report were:

Goal 1: External Reporting Goal 2: Internal Reporting
Goal 3: Assessment Goal 4: Research

These goals, while similar to the ones developed above, are clearly not the same. A review of the functions and time spent on various duties
by office personnel allowed us to see that we were doing things that were not readily captured by our previous goals such as spending time
with strategic planning and accreditation compliance. Further, we had a goal of research which is really more of an action or strategy one
would employ to achieve many of the goals.

STEP 3: Identify outcomes (objectives) for each goal. This involves a few steps. First, we will want to state an objective for each item at
the secondary hierarchical level. As a first attempt you can state the objective as something you will do to achieve the goal. You should
state your objective in terms of an action verb. So, for example, we have three objectives under the first goal....

First draft.....

Goal 1: External Reporting and Accountability
Objective 1: To provide accountability reports to external agencies
Objective 2: To provide institutional information for external publishers
Objective 3: To provide institutional information to the public via the internet

The next step involves adding qualitative dimensions to the objective. Remember that the purpose of institutional effectiveness is
continuous improvement. It is useful to ask yourself what dimensions of improvement you are interested in pursuing with respect to the
objective. For example, for the IE office, it would be good if we could ensure accurate, timely reports and we will want to submit a set
number of reports each year...thus we should be striving to improve on three dimensions: accuracy, time, and number of reports. Restate
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your objective now using adjectives in keeping with your selected dimensions. As an example we could have our objectives now reworded
as follows....

Second draft...

Goal 1: External Reporting and Accountability
Objective 1: To provide timely and accurate reports to external agencies as required
Objective 2: To provide timely and accurate institutional information to external publishers.
Objective 3: To provide accurate and timely institutional information to the public via the internet

The final step involves changing the focus of the objective from what you are doing. Objectives stated in terms of what a department is
doing are said to be “process oriented objectives.” Accrediting agencies, such as SACS, requires objectives to be “outcomes oriented”.
Outcomes are client based actions. So, we need to first identify who our principal clients are for each objective.

For each objective, ask yourself if you are providing services to students, faculty, staff, administrators, all internal constituents, external
constituents, state officials, federal officials, accrediting bodies, the public?

Restate each objective as an outcome with the client as the grammatical subject as follows....

Third draft...
Goal 1: External Reporting and Accountability
Outcome 1: State, Federal, and Accrediting bodies will receive timely and accurate reports
Outcome 2: External publishers will receive timely and accurate institutional information
Outcome 3: The public will have access to accurate and timely institutional information via the internet

STEP 4: Make a concise yet encompassing statement to expound each goal. This is much easier now that the outcome objectives have been
stated. Although many prefer to state goals as outcomes (i.e., client centered) they do not have to be. For example, instead of simply saying
Goal 1 is external reporting and accountability, we will provide a descriptive sentence for the goal as follows...

Goal 1: External Reporting and Accountability
Federal, State, and accrediting agencies as well as national publications and the public will receive accurate information in a timely manner (written as an
outcome) or...

Accurate and timely reports and information will be provided to Federal, state and accrediting bodies, as well as to national publications and to the public
(written as a process oriented goal)
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STEP 5: Examine the list of USCA Strategic Plan Goals and objectives. If any of your unit level goals and objectives are linked to these
goals and objectives, take note of it. Not everything you do will be tied to an institutional strategic objective, but all strategic planning goals
and objectives will be tied to unit level objectives somewhere across the institution. These are important links that must be reviewed
annually; strategic goals and objectives change. The current strategic plan is available via the A-Z Index on the institution’s web site.

Goal 1: External Reporting and Accountability
Federal, State, and accrediting agencies as well as national publications and the public will receive accurate information in a timely manner

Outcome 1: State, Federal, and accrediting bodies will receive timely and accurate reports (no strategic link)
Outcome 2: External publishers will receive timely and accurate institutional information (SP link: 5-B)
Outcome 3: The public will have access to accurate and timely institutional information via the internet (SP link: 5-B)

STEP 6: Note in table form the current departmental strategies (i.e., office duties and functions) associated with each goal and objective.
Having this table set up will facilitate the annual report you will have to create and will serve as a useful reference for unit level reviews. It
will also help you quickly enter information into TracDat.

Goals & Outcome Objectives | Departmental Strategies / Functions

Goal 1. External Reporting and Accountability
Federal, State, and accrediting agencies as well as national publications and the public will receive accurate institutional information in a timely
manner

Outcome 1.1. State, Federal and Accrediting bodies Complete accountability reports such as: IPEDS Reporting; SACS Institutional Profile; SACS Financial Profile; CHE — Institutional
will receive timely and accurate Effectiveness Report,; State Budget and Control Board Accountability Report
reports (no SP link) Note annual due dates on schedule an complete drafis with adequate time for review by Executives

Use a common data set for all external reports

Double check data reported in drafts to ensure accuracy

Document via an SOP Manual how reports are generated to ensure consistency in reporting

Be up-to-date on accrediting standards to ensure compliance by monitoring accrediting agencies’ websites, attending workshops and

conferences
Outcome 1.2. External publishers will receive Make us of the College Board’s Common Data Set for reporting surveys to external publishers such as ACT Institutional Data
timely and accurate institutional Questionnaire, Princeton Review; Nebraska Survey; Higher Education Publication Survey; Wintergreen Orchard House Survey; US
information (SP link 5-B) News and World Report; College Scope Survey; Peterson’s; Barons,; Consortium for Student Retention Data Exchange (CSRDE)
Develop and use Excel reporting templates to facilitate timely completion of publisher surveys
Outcome 1.3. The public will have access to Develop and maintain an institutional Factbook using the same data source employed for accountability reporting.
accurate and timely institutional Participate in the Voluntary System of Accountability and College Portrait
information via the internet (SP link Maintain a website with links to institutional data for public views
5-B) Provide up-to-date information for fast facts web site.
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STEP 7: Develop your assessment plan for each outcome. An assessment plan consists of identifying multiple measures for your
outcomes, stating a criterion or target for each measure to which you strive, and identifying when you will collect/report on the data. It may
be useful to add this to your strategic table.

When considering your measures, you should note that there is a distinction between direct and indirect measures. Direct methods measure
what was actually accomplished while indirect methods measure perceptions of what was done typically by means of surveys. It should be
noted as well, that the office of Institutional Effectiveness can provide assistance in developing assessment surveys and in collecting survey
data. TracDat, provides a number of robust tools to help collect your assessment data.

Examples of direct measures may be the actual time it takes to write a report, the number of reports written, the use of a service, hits on a
website, the GPA of student athletes relative to the student body, or the number of crimes committed on campus.

Examples of indirect measures may be surveys of students’ perception of crime on the campus, or satisfaction ratings of services your office
provides.

Occasionally, a unit may find itself with an outcome measure that may simply be the completion of a project or activity, but this approach
has the weakness of not providing any information for improvement. Usually when this happens, the problem rests in misidentifying a
strategy or action as an objective or goal. As an example, the University Police Department may want to promote a sense of security by
expanding the number of emergency call boxes on campus to ten. If this were stated as a goal or objective, then the assessment may end up
simply being completion of the project (possibly with the additional measures of being on time and within budget). It would be much more
benficial to consider why the call boxes were being installed — in this case, it is to enhance a sense of security. Installation of the boxes is a
strategy to achieve this objective. Thus, an appropriate measure here would be one that evaulates the perception of safety across the campus
(before and after the installation of the boxes).

As well it is important to tie the assessment measure to the objective rather than to specific strategies. Ultimately, the strategies are simply

a means to an end and it is the how close we get to the goal or objective that must be measured. One must be willing to drop, modify or
adopt new strategies in the face of assessment evidence that one’s goals are not being met.
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Examples of “Proven” or widely-accepted Program Assessment Techniques

An assessment strategy is the method to be employed to measure the extent to which a department, unit or program has achieved a student learning or
program based outcome. Because every method has limitations and often unproven reliability, sensitivity, and validity, more than one assessment method
should be used. If you adopt several methods, the strengths associated with some will off-set the limitations of others. As well, having several strategies
will allow the program’s oversight committee or administrators to later evaluate the reliability and convergent validity of the various methods, eventually
dropping those methods that are not providing useful data or are not serving as valid or reliable performance indicators.

Generally assessment strategies fall into two categories: direct and indirect measures. Direct methods measure what has been learned or accomplished,
while indirect methods measure one’s perception of what has been learned, or a perception of the program’s outcomes. Indirect measures are useful but
not sufficient for an effective program assessment plan.

Examples of Direct Measures
Student Learning Direct Outcome Measures

Major Field Tests Capstone course evaluation Grading using a standard rubric and multiple assessors
Case studies Licensing or certification exams Student portfolios

Senior Research projects Senior Recitals or artistic productions Locally developed tests

Course embedded Assessments Evaluation of interns /practicum students  External examiners or reviewers

GRE Student presentations outside the course Value-added assessments (pre — post tests)

Administrative or Service-Oriented Direct Outcome Measures

Counts of clients served Count of reports generated Counts of documents produced

Accuracy measures Timeliness measures Number of workshops or training sessions held
Number of website hits or visits Graduation rates Retention rates

Budgetary measures Recruiting results Tracking program participation

Tracking complaints

Examples of Indirect Measures

Student perception surveys (e.g., NSSE) Participant or client satisfaction surveys
Exit Interviews Alumni Surveys
Analysis of course syllabi Employer surveys
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Example:
Goals & Outcome Objectives | Assessment Measures

Goal 1. External Reporting and Accountability
Federal, State, and accrediting agencies as well as national publications and the public will receive accurate institutional information in a timely manner

Outcome 1.1. State, Federal and Accrediting bodies | Direct measure of the number of reports created
will receive timely and accurate Direct measure of the proportion of reports completed on time or ahead of time
reports Direct measure of the number of errors requiring correction relative to the number of reports generated
Outcome 1.2. External publishers will receive Direct measure of the proportion of publishers’ surveys that make use of the Common Data Set and IPEDS submission.
timely and accurate institutional Direct measure of the time of survey completion relative to due date and time
information Direct measure of the number of publishers’ surveys completed
Outcome 1.3. The public will have access to Direct measure of the time of completion of the College Portrait elements relative to due date
accurate and timely institutional Direct measure of the type of and frequency of updates of institutional data on the internet
information via the internet

STEP 8: Setting targets or criteria and restate your assessment measures with mention of your specified target. A criterion for success
identifies how well a program is expected to perform on the assessment. Targets should be quantitative so that it is clear that the
objective was or was not met. The expected performance on a given assessment measure should be determined before data on that
measure is collected. You should also at this time specify your schedule for collecting the data

Examples of Targets or Criteria for Success

1.  Feedback from the annual survey will indicate that 60% of the users using the newly implemented technology services will be

very satisfied or extremely satisfied with the newly implemented services.

Graduation rates of student-athletes will equal or exceed the graduation rates of the general student population.

3. Sixty percent of the students who participated in library training will report that they are satisfied or very satisfied with their
ability to use library resources.

4.  Eighty percent of students using the advising center will report that they are satisfied or very satisfied with the advising they
received.

N
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When considering a specific target, be sure to set one that can be achieved. Setting an unrealistically high target makes success unlikely. It
IS better to set realistic success criteria, so that successful incremental improvement can be shown. Also avoid setting unrealistically low
targets to assure success so as to avoid being viewed as failing or as an excuse for not attempting to make improvements. That a target is
not reached does not mean that a program is weak or ineffective provided that the unit staff and director use the data to make changes in the
program or service to improve the program outcome and move it toward the target.

Example:

Goals & Outcome Objectives | Assessment Measures

Goal 1. External Reporting and Accountability
Federal, State, and accrediting agencies as well as national publications and the public will receive accurate institutional information in a timely
manner

Outcome 1.1. State, Federal and Accrediting bodies 100% of all required accountability reports will be created and submitted (direct measure; collected annually)
will receive timely and accurate 100% of all accountability reports will be completed either on time and 80% will be completed ahead of time (direct measure; collected
reports monthly)
Accountability reports will achieve a 95% accuracy rate and 100% of all discovered errors will be corrected with agencies being notified
(direct measure; collected annually)

Outcome 1.2. External publishers will receive 75% of publishers’ surveys will make use of the Common Data Set and IPEDS data (direct measure, collected annually)
timely and accurate institutional Publishers’ surveys will be completed, on the average 2 days before due dates (direct measure; collected monthly)
information Ten surveys will be completed (direct measure, collected annually)

Outcome 1.3. The public will have access to 100% of all College Portrait elements will be completed a minimum of 7 days before the due date (direct measure; collected annually)
accurate and timely institutional Fast Facts and an Institutional Factbook will be updated annually on the internet (direct measure; collected annually)

information via the internet
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STEP 9: Annual Reports

Throughout the year you should collect your assessment data. At least once a year you should aggregate those data to see if your outcomes
are being met. Your annual report is simply an opportunity for you to report your assessment data relative to your target/criterion. Success
is not necessarily reaching the target — success is improvement. Thus, it is often useful to compare where you are currently with respect to
achieving an outcome relative to where you were a year ago. If there has been no improvements, or your measures indicate a regression
from previous years you must report the following information:

1).What were the strategies or action plans that you used to meet your outcomes (refer back to your strategic table)?

2). In instances where your strategies were not fully implemented, you should report on the impediments or obstacles that you faced in
implementing the strategies. For example, maybe a position in your unit was vacant or you did not have the funds necessary to fully
implement a particular strategy.

3).What strategic or action plan changes do you propose (e.g., dropping, modifying, or adopting new strategies) in an effort to meet the
outcome?

4). What additional costs (or savings) are associated with your plan?
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