Tracdat roles: “Admin” vs. “User”
Reporting Units

“User” role will see:

> trac d ate. Selected Unit: ‘Demu h o practicel  [>] [log out]
Summary | Calendar | Profile

Demao » Home > Summary 2 E?
My Assignments Results Summary
Due Date Subject MNotes/Instructions Total Results:
No assignments assigned to you. Total Actions:

Results Without Actions:

Goals Summary

Total Goals: 7
Goals Not Related to Any Outcomes: 0

Assessment Units Summary

Outcomes Without Assess)

Last Follow-
Outcomes Methods Last Result Last Action Up
8 13 0 12/11/2008 1271172008 12/11/2008 1
AAA - Sandbox 94 74 7 4/24/2009 1/12/2009 271772009 8

“Admin” role will see:

The additional tab that the “Admin” role will see is called the Reporting unit tab.

> tracdat. Selected Unit: | Demo

Summary | Calendar | Profile

v| ., practice12 j [log out]

Demo > Home > Summary

e Er
My Assignments Results Summary
Due Date Subject MNotes/Instructions Total Results:
No assignments assigned to you. Total Actions:

Results Without Actions:
Goals Summary

Total Goals: 7
Goals Not Related to Any Outcomes: 0

Assessment Units Summary

Outcomes Without As: st Follow-
Methods Last Result Last Action Up
AAA - Demo 8 13 0 12/11/2008  12/11/2008 12/11/2008 1
AAA - Sandbox 94 74

27 4/24/2009 1/12/2009 2/17/2009 8



The Reporting unit tab has sub tabs of General, Goals and Personnel.

> tracdat. Selected Unit: | Dgwg™ ~| 4 practice12  [3] [log out]

General | Goals | Personnel

Demo > Reporting Unit > General é@@@

Reporting Unit Name: | |

The “admin” will be able to enter Goals for the reporting unit by clicking on the “Goals” sub tab. To add
a new goal, click on the “Add New Goal” button at the bottom of the

> trac d at. Seledted Unit: ‘Demo v| ., practice1?  [3] [ieg out]

General | Goals | Pe\sonnel

Demo > Reporting Unit > Goals ﬁg?

@ @ At least 90% of learner who successfully completea program in this Department will demonstrate effective Y edit | delete
speaking skills at a minifpum level of 3 on a scale of 51in all five key standard categories for effective oral
communications (audienge, preparation, organization, completeness, and delivery).
[CNC] Think critically. Y edit | delete
[CINC] Communicate effectively (§ral, written, behavioral, listen, present) Y edit | delete
@ & Adapt to change. ¥ edit | delete
@ & Convey a commitment to ethics. Y edit | delete
@ & Collaborate (teamwork) and ini\iate (work independently). Y edit | delete
@ @ Identify significant global issues\and trends. Y edit | delete

Add New Goal



The “admin” would then type the goal in the “Goal” box. Click on the “Save changes” button at the

bottom of the screen when complete.

>tracdat.

Selected Unit: ‘ Demao l

General | Goals | Personnel

Demo > Reporting Unit > Goals > Add Goal

The “admin” will be able to add personnel to the reporting unit for “e-mail only” access. To add

Goal Type: ,Zl

Jocuments

= Testl
Goal:

Active:

Ferris State University

Save Changes

Discard Changes

Return

practice12

: [log sut]

D&

personnel for “e-mail only” access, click on the “Assign Personnel to Unit” button at the bottom of the

screen.

>tracdat.

Selected Unit: | Demo ’

Reporting Unit Repiorts

General | Goals | Personnel

Demo > Reporting Unit > Personnel

First Name
Anderson Kay
Anderson Jennifer

Armstrong Lor

Babcock Tamara
Babcock Kevin
Bailey Christine
Baker Anthony
Baker David
Baker Frederick
Bennett Jean
Bigford Maude
Blake Paul
Bonacci Mary Lou
Brayton Edward
Brigance Sandra
Briggs Lianne

Buckingham Bob
Buse Amy

Title

Administrative Assistant

instructor/program coorginator

Asst. Dean for Clinic fffairs

Assign Personnel to Unit

andersok@ferris.edu
andersaj@ferris.edu
armstrol@ferris.edu
babcockt@ferris.edu
rotc@ferris.edu
christinebailey@ferris.edu
bakera@ferris.edu
davidbaker@ferris.edu
FrederickBaker@ferris.edu
bennettj@ferris.edu
bigfordm@ferris.edu
blakep@ferris.edu
MaryBonacci@ferris.edu
braytone@ferrs.edu
brigancs@ferris.edu
briggsl@ferris.edu
buckingr@ferris.edu
AmyBuse@ferris.edu

us | 1-25 of 136 ~ | Next 25

practice12

i [log out]



Click on the Personnel name and then click on the “Move” option to add that person to the Assigned
Personnel list. You may also “remove” personnel from|the unit. Click on the “Assign Personnel to Unit”
button at the bottom of the screen when finished assigning personnel.

> trac d at. Selected Unit: |Dem0 v‘ ., practice12 [ ] [log out]

General | Goals | Personnel

Demo * User Accounts * Mass Assign Personnel to Unit E? B

Selected Unit:

Personnel: Assigned Personnel:
Cron, Michael Anderson, Kay
Crowe, Frank Anderson, Jennifer
Daniels, Pamela Armstrong, Lori
DeSante, Paul Babcock, Tamara —
Gregory. Jill Babcock, Kevin
Griffin, Richard Bailey. Christine
Huston, Rob y
Manuszak, Rick Mave
Speirs. Robert
VandePanne, Shelly Move All
Wilber, Kim Remove
Woodman, Helen
Remove All
igance. Sandra
riggs. Lianne

Buckingham, Bob

Buse, Amy

Caims, Mike

Carlson, Enid b

Assign Personnel to Unit Cancel
Assessment Units
“ ” H .
User” role will see:
> trac d at. Selected Unit: |AAA Sandbox v| . practice11 [ [log out]

Summary | Calendar | Profile

AAA - Sandbox > Home > Summary é"‘,_? E}'
e

My Assignments Overdue Unit Assignments
Due Date Subject Notes/Instructions Due Date Source Assigned To
MNo assignments assigned to you. 9/1/2008 Assessment Method Coon, Julie edit view

9/3/2008 Assessment Method Samuels, Wendy  edit view

9/3/2008 Assessment Method Marion, David edit view

9/12/2008 Assessment Method Wyman, Fred edit view

10/1/2008 Assessment Method Reifert, Steven edit  view



“Admin” role will see:

The additional tab that the “Admin” role will see is called the “Assessment unit” tab.

>tracdat.

Selected Unitg

~ ., practice12

E; [log out]
Home Course Assessment Plan (Coming Soon)
Summary | Calendar | Profile
AAA - Sandbox > Home > Summary ‘é@ E:’
s
My Assignments Overdue Unit Assignments
Due Date Subject Notes/Instructions Due Date Source Assigned To
Mo assignments assigned to you. 9/1/2008 Assessment Method Coon, Julie edit view
9/3/2008 Assessment Method Samuels, Wendy edit view
9/3/2008 Assessment Method Marion, David edit view
9/12/2008 Assessment Method ‘Wyman, Fred edit view
H “ sn H
The Assessment unit tab has sub tabs of General, Personnel and Courses. The “admin” will be
responsible for entering the information on the ral sub tab.
> tracdat- Selecte : ‘AAA Sandbox \" ., practice12 [ %] [log out]

Home QESEEILELIRUNE Program Assessment

Course Assessment Plan (Coming Soon)

General | Personnel | Courses

AAA - Sandbox > Assessment Unit > General

Assessment Unit Name:

Mission Statement:

Sites Offered:

Advisory Board/Committee:
Advisory Board/Committee Meetings:

Mext FSU Academic Program Review:
Accreditation Body:

Academic Year of Next Accreditation Review:
Reason for NOT being accredited:
Internships/5tudent Teaching/etc.:

Program available fully online?:

If not fully online, plans to do sof:

Certification:

\ &
The sandbox mission is to encourage children to play well together and share.
Playground
Office 2
Shuberg's -
Yes V|7
More than twice per year M2
20122013 ¥ ? ||
MNational Association of Sandbox Managers ?
20142015 v
]

Required for ALL graduates x?
Yes, fully online v‘ ?

~|?

v|?

| £

Save Changes Discard Changes




Documents Tab

The “User” role will see:

> trac d at. Selected Unit: ‘AAA Sandbox V|

Course Assessment Plan (Coming Soon) | Results

Ciiigell Documents
Document Repository | Related Documents

., practicel1 [log out]

AAA - Sandbox > Documents > Document Repository E?
Show Falders For: c ication D folder | delete fold a
Sandbax ~| Cemmunication Documents renzme fo er | delete folder
| ABET AK (1) Type Document Name Description Last Modified
™ Accountancy (0) Blue Hills 11/18/2008 view | edit | delete
Assignment Rubrics (0]
= Communication Documents (3 03ballot.pdf Test Upload 2/20/2009 view | edit | delete
%1 DAGD Exit Interviews (1) 03ballot Test 2 upload 2/20/2009 view | edit | delete
[ Eneray Initiatives (5
[ flow chart {0
u s . .
The “Admin” role will see:
. “ ] H u ”
The extra option that the “Admin” has is to “share folder”.
> trac d at. Selected Unit: |AAA - Sandbox \ v| ., practice12  [3] [iog out]
Assessment Unit | Program Assessment | Course Assessmen: Plan (Coming Soon) Documents
Document Repository | Related Documents
AAA - Sandbox > Documents > Document Repository E?

Show Folders For:

Sandbox |v c ication D rename folder | share folder | delete folder

>

ABET AK (1 Type Document Name Description st Modified
[ Accountancy [0) Blue Hills 11/18/2008 view | edit | delete
] Assignment Rubrics {0)
5 Communication Documents (3 03ballot. pdf Test Upload 2/20/2009 view | edit | delete
[ DAGD Exit Interviews (1 03ballot Test 2 upload 2/20/2009 view | edit | delete

(™1 Energy Initiatives (5
[ flow chart {0



To share a folder, click on the folgder name. Then click on “share folder”. A window will pop up called

“Set Folder Permissions”. Chec) the units that you want to shdre the folder with. Click the “Save

Permissions” button at the bog

>trac

AAA - Sandbox » Documents > Dfocument Repository

S ABET AK (1)

tom of the list.

dat. Selected Unit: | AAA - Sandbox / v | practice12 (3] [log out]

Assessraent Unit | Program Assessment | Course Assessment Plan (Coming Soon) Docyfnents

Document Repository | Related Documents

Show Folders For:

ABET A-K rename folder | share folder | delete folder

AAA - Sandbox

Set Folder Permissions

-

™ Accountancy (0 [ University College - Academic Support Center - -
. . . R 772008 view | edit | delete
7 Assignment Rubrics (0 [0  University College - Career Exploration (A.A.)
[*1 Communication Documents (3 []  university College - Directed Studies (A.A.)
1 DAGD Exit Intenviews (1) University College - Educational and Career Counselin
[ Energy Initiatives (5 O Center
'_:'2‘:'"“ Ch?rst (0 University College - FSUS Program
[1General { - - 3
) Grading Forms (0 [ University College - General Studies
™1 Graphic Design (1 [ University College - Honors Program
C1IRET (1 [ University College - Reading Course Oujfomes
[CIPAT (1 [ University College - Scholar Peer Mepforing Program
|i"M{ll [] University College - Structured Legfning Assistance
';{:bﬁﬂ—l ) [1 University College - TIP Scholag Program
[ older { . . - 5
5t 2 [0 University College - Llnwef’s College Program 3
[*1 Survey Engineering Student Projects e
(™1 Surveys (1
[ TestResults (2
1 Today (3 1
M1 Today's Documents (1
™1 #raval raanacke (11
Add New Folder Add New Document.
" ” H H H H
The “shared” folder will now have a hand symbol on it because it is shared. To remove a folder from
. . . “
being shared, follow the above steps gnd remove the check from the units. Click on the “save
feel ”
permissions” button at the bottom/6f the list
> trac d at- Selected Unit: ‘AAA Sandbox v| practice12  [] [log out]
Course Assessment Plan (Coming Soon) Documents
‘ocument Repository | Related Documents
AAA - Sandbox > Documents 3 Hocument Repository @
~

(=]
o
™
=)
™

Show Folders For:

AAA - Sandbox v ABET A-K rename folder | share folder | delete folder

ABET A-K (1

Accountancy (0]

Assignment Rubrics {0
Communication Documents (3
DAGD Exit Interviews (1

Type Document Name Description Last Modified
ABET-TAC Outcomes 9/17/2008 view | edit | delete



