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Overview of TracDat Service Engagement
Initial Two Day Visit
Day 1
Situational Analysis
Description:

On-site implementation planning will take place.  Information will be gathered about the current status of the client’s strategic and assessment process.   Dialog will take place between the Nuventive consultant and the attendees in order for the consultant to understand the climate and existing process of planning and assessment at the institution.  If documents were sent to the consultant prior to the on-site visit (see Useful Documents below), the consultant will verify his understanding of those documents. This will include discussions around Learning Outcomes Assessment, Strategic Planning, and Accreditation.  Attendees will receive an overview of TracDat in order to understand both what TracDat can and cannot do with regards to planning and assessment.  In addition, the criteria for a successful implementation will also be established. 
Attendees

This will take place with key assessment personnel from the institution that have a stake in deciding the desired outcomes of the TracDat implementation. If possible those who will be reviewing the assessment plans and data of your program/departments should attend so that they know what is being asked of the program/departments.  Typically 3 – 10 people.
Time:

2 – 4 hours

Required Facility:

· A room where the Nuventive service consultant can project from a PC which can access the internet.  
· A white board will also be helpful.
Useful Documents:
Existing Institutional Assessment Plans, Strategic Plans
System Setup and Configuration

Description

Information obtained during situational analysis will be used to begin configuring TracDat.  In general, we will take the information gathered during situational analysis and begin configuring your version of TracDat to reflect your institution.  This will include: custom labeling, defining assessment units, defining reporting units, creating list options for drop-downs, defining custom fields if needed, creating user accounts, modifying on-line text, and determining navigation settings.  
Attendees

This will take place with key assessment/planning personnel from the institution who will be the hands-on TracDat administrators at the institution.  These will be the ‘go to’ people for the end users of TracDat who have questions.  This is typically not an IT person.
Time:

Remainder of the first day - Typically 4 to 6 hours.

Required Facilities
· A room where the Nuventive service consultant can project from a PC that can access your version of TracDat.  
· All attendees will also need to have access to TracDat.  
· A white board will also be helpful.
Useful Documents:
Institutional Vision, Mission, and Goals, Any existing goals for units below the institution (e.g., colleges under the university, divisions of the college, etc), Listing of Departments/Programs, Electronic Institution Catalog
Day 2
Assessment/Strategic Plan Dry Run
Description:

The focus of the second day is to begin entering in a few of your existing plans into TracDat.  This exercise is intended to validate the decisions made during ‘Configuration and Setup’.  Often times, issues are uncovered that require modification or re-thinking of how TracDat was configured.  Changes to the configuration/setup will then be made as necessary.  In addition to validating the configuration and set-up, the users entering in the plans will also have a complete understanding of how to enter assessment and strategic plans into TracDat.  The focus of this session is not to train the end users of TracDat at your institution, but rather to ensure a few users are very intimate with the required process and any previous configuration issues have been resolved.   At the completion of this session, the configuration of TracDat will be validated and a handful of personnel at your institution will understand what is required to move all existing plans into TracDat.
Attendees

These will be the people who will be training your faculty on how to enter their existing plans into TracDat.  The attendees should expect this session to be a working session intended to uncover issues, rather than a step-by-step training session.
Time:

Typically 4 hours
Required Facilities

· A room where the Nuventive service consultant can project from a PC that can access your version of TracDat.  
· All attendees will also need to have access to TracDat.  
· A white board will also be helpful.
Useful Documents:
Two to three existing department/program assessment plans.  Both good and not so good plans are helpful if there is variance in the quality of the plans.  The intent of the session is to map several plans into TracDat, so the greater the difference in plans the greater the number potential issues will be uncovered.
Wrap-Up
Description:

A wrap-up meeting will take place to review ‘homework’ to be completed prior to the next on-site visit.  A rough agenda for the next on-site visit will be created and if possible a date agreed upon.

Attendees

Key TracDat team members charted with the role of implementing TracDat
Time:

1 hour
Follow-Up Conference Call(s)
Description:

Time has been built into the service delivery to allow for follow-up conference calls.  It is typical that after the client has had time to use the software following the on-site visit, questions surface.  Although emails can be used to answer some questions, it is recommended that the client and Nuventive consultant schedule conference calls as needed to address these questions. 

Notes:
· Any attendee of one session should have attended all prior sessions.

· The above attendee list should be used as a guideline.  Further explanation can be given during the initial phone conversation with the Nuventive service consultant.

· The agenda for the second visit will be discussed during the wrap-up of the first visit
· Times given are to be used as guidelines.  Each implementation varies depending on the complexity of your assessment process.
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