
TracDat Results Update Instructions 
 

 

To Login to the TracDat System: 
 

1. Enter your Username (first name.last name). 
2. Enter your Password (first initial lastname – mclawson).  
3. Click Login button. 

 
 

To get to Performance Goal or KPI: 
4. Select your department from the drop down at the top of the screen.  
5. Click the Department 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 Performance Goal (or KPI). 
8. Click the green button with white plus sign (+) to add data. 
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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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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 
 

 Report is complete! 

 Print.  Note:  Individual printers may have different printing properties.  Please use your printer’s guideline to print landscaped formatted report. 
 
 
 

 
 
 
 



 
 

To Add a Performance Goal or KPI: 
1. Select Key Performance Indicator on left navigation tab. 
2. Select Green icon with plus sign on far right of Performance Goals to add goal.  Do not relate goal. 
3. Select Green icon with plus sign on far right of Goals Defined to describe goal.  You do not need to put a date. 
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