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TRACDAT WORKSHOP FOR                             
STUDENT SERVICE PROGRAMS(v.7) 

 
 

 Bring the following materials on a flashdrive: (a) Program SLOs and 

assessment plan; (b) any instruments used in the assessment, such as 

surveys, rubrics, test questions, etc.  

 

 Bookmark the following website: https://sanmateo.tracdat.com/tracdat/ 

 
 

 

Overview of the Home Tab 

Creating a Filing System on the Documents Tab 

Uploading Program Level SLOs and Assessments 

Mapping PSLOs to ISLOs 

Entering Results 

Running Program Service Level Area Reports 

 

 
 
1) Your user name is your district e-mail, and the temporary password is 

skyline. 

 
2) Presently you have access to at least one departmental account, the  

“SKY SS-- _______” account, which is for student services/ program 

level assessment.  (If your program also offers courses, you also have 

access to SKY Dept.-- _______, where you can enter course level 

SLOs, assessments, results, and action plans.) 

https://sanmateo.tracdat.com/tracdat/


2 
 

3) Blue “Home” Tab 

a) “Summary”— Scroll down to track how much you’re assessing on the 

program level: the total # of outcomes, total # of assessments, total # 

of assessments without SLOs, etc. 

b) “Profile”— Enter information about you as the departmental 

assessment coordinator and change your password, if you prefer to. 

Note your password here:_______________________.  

 
 
4) Blue “Documents”Tab 

a) Create folders in which to organize any documents that you upload. 

Minimally, create a folder for “Annual Assessment Reports” and 

“Comprehensive Program Review Reports.” Once you begin to 

upload documents, you’ll be able to determine which other folders to 

create, such as folders for each PSLO. To do so, click on the “add 

new folder” button at the bottom of the page.  

Tip: If you want specific documents to be linked to specific 
assessments, it’s best to load them from the “Unit Plan/ Means of 
Assessment” tab.  

 
 

5) Program Assessment Plans 

a) Under “SLOs,“ enter your program level SLOs by using the “Add new 

SLO” button at the bottom of the page. Give the PSLO a name using 

key words from the SLO. 

i) For “planning years,” identify the years when your department is 

consciously addressing this SLO. If more than one academic year, 

hold down the tab key when choosing years. 

 



3 
 

ii) For SLO status, mark “active” if your department is using it. If 

retired or replaced, simply mark it as “inactive” but don’t delete it 

since you’ll also delete any data, results, or actions related to that 

SLO. 

iii) Tip: Always navigate using the TracDat links!  

 

b) “Means of assessment”—   

i) Attach the assessment to the given SLO (under “SLO Name”). 

Choose the “Add new assessment method” button at the bottom of 

the page if entering them for the first time; otherwise, you can 

choose “Edit.” If the same assessment method is used for multiple 

SLOs, choose “Copy.” Note, however, that the success criteria 

may need to be changed. Also, if using a rubric, identify which 

primary trait category applies to that PSLO, and if using a survey, 

identify which questions apply to that PSLO.  

 
ii) Use the “Relate Document” button at the bottom of the page to 

attach any instruments used in the assessment.  Choose the “New 

Document” if uploading for the first time, and “Document from 

Repository” if it’s already been uploaded. Be sure to place the 

document within the folder for the PSLO being assessed. 

For subsequent uploading of the same document, choose one of 

the other two options called “Document from Repository” OR 

“Previously Related document.” The first lists all documents that 

were uploaded, and the second lists them in the order in which they 

were uploaded.  

 
iii) Option: If you want to assign people to upload their data, result, 

and/or action plan, you can do so using the “Edit” link. It’s best to 

simply e-mail yourself the request, and then forward the request to 

the faculty/ staff who don’t necessarily need user accounts. The e-
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mail will contain the link for them to fulfill the request. It would help 

to advise them what to name the document (e.g., 

Fa10SurveyData_Wong). (Note that if you’re going to compile the 

data, it may be easier to simply request people to send it to you 

via e-mail.)   

 

c) “Related Institutional SLOs” (ISLOs)-- Click on which ISLOs are 

central to the PSLO; in other words, you can observe the students 

developing their competencies in those ISLO area(s) while 

simultaneously observing them fulfill the PSLO. This function will 

enable the program level SLOs data to “roll up,” such that your data 

can be used as part of the data set to reflect on how well our students 

are achieving said ISLO. 

 
6) Results 

a) “By unit”— Attach a brief summary result summary to each of the 

assessed PSLOs. Choose the PSLO, and then click on the “Add 

results” link at the bottom of the page. Next, click on the SLO and 

assessment method. Enter a brief summary of the results, the date it 

was entered, whether or not the criterion (a.k.a. “benchmark”) was 

met, the reporting cycle (when the data was analyzed), and resources 

needed to implement, if any.  

 
b) Also “relate” any documents, such as data sets.  

 
c) If any follow-up actions will be taken, choose “Add action.” Provide a 

brief description of the action plan, and indicate which type by choosing 

from the drop down menu under the “Action Plan Category.”  

If you designate an action plan, remember to follow up on it and mark 
when it was put into action and any pertinent observations! This is an 
important step to completing the cycle of assessment.  
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7) Program Service Area Reports 

a) “Assessment unit,” -- “Unit assessment report—4 column” – Click on 

run, and then under “set parameters,” highlight the criteria. If you’d 

like to choose more than one option under a given category, hold 

down the “tab” key while making your selection. If you need to 

deselect all criteria within a given category, hold down the “Control” 

key and the left mouse button. Then choose one of the yellow buttons 

at the bottom of the page. 

Tip: Get in the habit of saving an annual assessment report that 
includes all of the PSLOs that were assessed so as to keep a 
chronological record. Label them with the years and student service 
area (e.g., 20132014_Counseling), and file them in a folder called 
“Annual Assessment Reports.” 

 
 
b) Student Services Ad-hoc Report 

For a report that identifies to which ISLOs the PSLOs are mapped to, 
choose the blue “Reports” tab, and then the “ad hoc” report link. Then 
“run” the report.  
 

8) Student Services Reports 

a) To run reports on the division level, choose the “SKY Student Services 

-- _______” from the pull-down menu. 

b) Choose the blue “Reports” tab. 

c) Then choose the the “ad-hoc” link. From there you can run quantitative 

and summary reports of progress within your division. 

 


