TracDat Results Update Instructions

> tracdat

To Login to the TracDat System: 2| AMPTOHE

1. Enter your Username (first name.last name). @ | o

2. Enter your Password (first initial lastname — mclawson).
3. Click Login button.

About Nuventive

Legal Notice

To get to Key Performance Indicator:
4. Select your department from the drop down at the top of the screen.
5. Click School/College Planning tab from the left-hand navigation pane.
6. Click the Results sub-tab.
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To add Result Information:

7. Select an arrow » to add a result for a specific KPI.
8. Click the green button with white plus sign (+) to add data

3 Documents v

) > Tracdat 5050 x\+ o @
tracdat.hamptonu.edu/tracdat/faces/assessment/unit_planning/observations.xhtm |6 Search E
€ 12t hamptonu.edu/tracdzt/f it_planning/observations xhtml Search B 9 ¥ & O
2 Most Visited @ Getting Started @ Web Slice Gallery
i o i Welcome,
>~ tracdat KPI (Academic) - Training Tutorial - o
? = # KPI (Academic) - Training Tutorial » School/College Planning > Results
# Home 4 @ ning Training of Employees
ﬁ School/College v - oDﬂjanssismnceDa}rofAssistance
& School/College Pla..v Directiy related to Objective
_ 4 Day of assistance to employees.
Key Performance
Indicator Open Session
Results ‘
r:_i Mapping g Legal Motice
[0 Reports v




To add Result Information:
9. Type Result date or keep default date.
10. Type Result data. Please make sure information is measureable (i.e. We trained 62 Units or 75.6% of the departments. Trainer visited 6 offices,
and received 22 emails for assistance.)
11. Select Action Status by using drop down arrow.
12. Select Result Type by using drop down arrow.

13. Save.
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To Retrieve Report:

14. Click the Reports tab from the left-hand navigation pane.
15. Click the Standard Reports sub-tab.
16. Select Key Performance Indicator Report.
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Course Outcome: Course Qutcome Details, Assessment Methods, Results, Actions, and Follow-Up. To just see the Mapping relationships,
uncheck the 'Show Details' option before running the report.
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To Open Report:
17. Enter Result Date (i.e. 01/01/2016 and 06/30/2016).
18. Click Open Report tab in upper right corner (near Return button).
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Print Report

e Reportis complete!
e Print. Note: Individual printers may have different printing properties. Please use your printer’s guideline to print landscaped formatted report.
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Key Performance Indicator Report

KPI (Academic) - Training Tutorial

KPIs Defined Assessment Methods Results Action Plans
Training - Training of Employees To train 82 employees to use

Outcome Status: Active TracDat.

Outcome Type: Key Performance Action to Meet KPI: Trainer will keep

Indicator tally of emails, telephone calls, and

office visits of employees that need
assistance. Trainer will also print out
a report as end result to determine
successful completion of KPI entries.
When Measured?: 82 employees
will enter KPI resuits.

Day of Assistance - Day of Assistance Day of assistance to employees. Action Status: Action Plan in Progress

Outcome Status: Active Action to Meet KPI: Count number Result Type: Not Met

Start Date: 05/01/2014 in attendance and number of KPIs We trained 62 Units or 75.6% of the departments. Trainer

Completion Date: 12/05/2014 entered. visited 6 offices and received 22 emails for assistance.
When Measured?: 82 units. (06/06/2016)
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To Add a KPI:

1. Select Key Performance Indicator on left navigation tab.

2. Select Green icon with plus sign on far right of Key Performance Indicators to add goal. Do not relate goal.
3. Select Green icon with plus sign on far right of KPIs Defined to describe goal. You do not need to put a date.
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