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1. TRAC works for you

The TRAC (Tool for Recording Assistance Contacts) system is a Web-based technical
assistance portal created for the benefit of Ohio educators. It is managed and supported by the
Ohio Department of Education (ODE).

1.1. How do you benefit from TRAC?

Anyone who provides technical assistance to educators and education related entities in Ohio,
benefits from TRAC. The TRAC application users can used perform the following actions:

o Find technical assistance activities scheduled for a particular organization.
e Record technical assistance that they have provided to organizations.

e Link technical assistance activities to Products, Program, and Services (PPS) from the
STARS (System to Achieve Results for Students) system.

e Create summary and detail reports of technical assistance activities provided to an
organization.

1.2. How does Ohio benefit from TRAC?

ODE’s management, delivery, and support of TRAC enables Ohio’s educators to benefit from a
consistent, streamlined method of collecting data from all ODE offices and provides the
following benefits:

o Enables ODE to make better service delivery decisions.
o Enables TRAC users to record technical assistance activities when away from the office.

e Enables ODE to monitor and evaluate technical assistance activities.

1.3. Using this document.

Novice users will want to read the entire manual. Those who are familiar with TRAC and feel
comfortable with its user interface will benefit from this guide by reading specific areas of
interest.

Revised: December 2, 2008 Revision: 2.0 Page 3 of 31
DRAFT




TRAC User Guide

1.4. Acronyms and terms
Table 1 contains a list of acronyms, terms and definitions that are used throughout this
document.

Table 1. Acronyms, Terms, and Definitions

Acronym or Term | Definition

ESC Education Service Center
OEDS Ohio Education Directory System
ODE Ohio Department of Education
PPS Product, Program or Service
TA Technical Assistance
TRAC Tool for Recording Assistance Contacts

1.5. ODE Roles and Responsibilities

Table 2 contains a list of roles and responsibilities allocated within ODE.

Table 2. ODE Roles and Responsibilities
Role Responsibility

Staff — TRAC gtei\rlﬂi’;lsomo Department of Education Employees who need to enter TA

Employees contracted by Ohio Department of Education to perform TA
activities on behalf of the department.

Consultative Staff — TRAC
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2. Accessing TRAC

To access the TRAC application, a SAFE account and login are required. SAFE can be
accessed from the main ODE internet site by clicking on the “SAFE Sign In” text link at the top
left of the page.

Home | Publications | Calendar

Ohio.gov | Sreinment

| Accountability | Career-Tech | Data | Finance | Improvement | Learning Supports | School Options | Teaching | Testing

PR N SRy

Welcome to the Ohio Department of Education

Features Events Newsroom L0177 38 T 3 A\ b owt Us | State Board | Laws/Rules

« 11172008 Celebrate i E Week Nov. 17-21

11.17.2008: Governer's International Education Week Proclamation

11.07.2008. Election results: &1 percent of school levies pass

09 15.2008: Share your thoughts en Education in the Global Econemy State Board selects ODE's next
state superintendent...

L

Change Tet Size. & A A
Search

I -

advanced search

Home = portal
-. Printer Friendly Yersio

Welcome to the Ohio Department of Education
Secure Application For Enterprise portal
(Date: 1002972007 1 2:56:47 FM)

E SBFE ACCOUNT SIGH [N

Mot an account halder? Sign up
Forgotyour account infarmation? Request a rerminder

About ODE

State Board of Education

Lecislative Services The above sign-in is not required for CCIP; please click here for- CCIP Log-In

Mewrsroom

Newsletters Unauthorized access or atternpts to gain access to this website are forbidden and may be punishable under federa

ODE Master Calendar aorlocal laws.

e |

External Education Links

Ted Strickland, Governar | Susan Tave Zelman, Supt. of Public Instruction | Contact ODE | Wek Site Notes | Contact

Enter your Account Name and Password and click on the “Sign In” button.

Note: If you do not have a SAFE account or do not remember your Account Name or Password,
follow the instructions on the screen.
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The portal screen will be displayed. The list of applications that you can access will be listed on
the screen. Select “TRAC” from the list.

i

-]

ChangeTexd Sz A A

Search

Bdvanced seann

Home > portal

Account Maintenance

Please click hare if you would like to change your password.

Please dlick here if you would like fo request access to these applications: GED, Byrd

AEDRS Altarnative Education Data Repaorting Systam
AYP 2008 AYP 2008
QDE Survey Togl ODE Survey Taol
ODE CORE Educator Profile ~ CORE Educator Profile
ODE CORE Online Payment  CORE Online Payment
£ w5k accounT ngnoyT DEDSR DEDS-R Application
P vttt STARS V20 STARS Professional Developmant and Technical Assistance System
QA IRAC TRAC application
WERS Web Senices Request System
Abput D
State Board of Education  YOu have access to the applications shown above. If no applications are listed, or if the applicaion you want o use
Legilglive Services is not shown, use the Application Access link 3l the e fof infarmation on how fo gel access
Hewsroom
lzwpistters
QDE Wpster Calengar
SRS
External Edycation Links
| Suzan Tave Zeiman, Supt of Pubic instrucbon | Contact ODE | Vied Ske Wotes | Contact
Vigb Services | Qhio Home | QDE intranet | Fpsgback | Remots Emad | QDE Homa | St Map
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3. TRAC Home

The TRAC Home contains the following menu options for All Users:
e TRAC Home menu item
e Search menu item

¢ Icons for the six types of technical assistance activities. (In-Person Meeting, Conference
Call, Web Meeting, Informal In-Person, Phone Call, Email)

Home > frac
Printer Friendly Wersion
pearen TRAC - Home
& SAFE Account
Sign Out {click to enter a new adiivity record)

Faul Conaway Formal Adiivities (includes Agenda)
QA
= n-Person Meating
- _r Ngrence E“]l
= Web Meeting
= Speaking Engagement
= Racord Preparation Activty

nformal Activiies (does notinclude Agenda)
= Phong Call
= E-Mall
= Informal Meeting

{click to search for and work with exsting aciivity records)

= WiewEdit Activity

Ted Sirickand, Governor | Susan Tove Zeiman. Supt of Public instryction | Contact ODE | Wed site notes | Contact Web
Services | Ohio Home | ODE iniranet | Feedoack | Remote Emad | ODE Home | Ste Map | Jobs

4. TRAC Activity Creation

The TRAC application consists of six activity types. These six activities fall into the two
categories Formal Activities and Informal Activities.

Formal Activities: Formal activities can have more than one agenda topic.
e In- Person Meeting
e Conference Call
e Web Meeting
e Speaking Engagement
o Record Preparation Activity

Informal Activities: Informal activities can have only a notes field and a specific time, as
supposed to a range and duration like the Formal ones.

¢ [nformal In-Person
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e Phone Call
e Emall
To create a new TRAC activity click on the icon for the activity type you wish to create.

A TRAC activity consists of four sections of information. These sections are Contact Summary,
Participants, Attachments, and Agenda Topics/Notes. Instructions on completing the sections
are detailed below.

Once all the sections are completed click the Save Meeting button at the top of the screen.

4.1. Contact Summary Section

The first section is the Contact Summary section. In this section basic information is entered
about the technical assistance activity.

e i B
|
Education
Home » TRAC > Secured
— Printer Friendly Version

y TRAC - Contact View
& SAFE Account Save Meeting

Sign Out

Contact Type: In Person Maeting
'-j Contact Summary :

Cran: JilTl

Paul Conaway

Title: ._ Pumpose: | Select Purpose w |
ICIiCK to Bnter Countsies)
Region: | Select aRagion |

Date: [081162008 |TH sanTime (0934AM | EnaTime [0234AM | purstionnhoursp |0

Location:

Keywaords: |
Please use COMMas to separate muitiple Keywords,

-—1 FﬂmciEI:s H

Add Paicipant  Add Bv Oraanization

Q. Participsnt Name Crrgrsnsg shan dob Type
1 Conaway, Paul M Dept Of Education Remave Modify

w

e Change Owner Link — Upon creation of the TA activity the user that enters the activity
information will be made the owner of the activity. Changing the owner will allow another
user to also edit the activity. Only the creator and the owner of the TA activity can edit an
activity. (i.e. an administrative assistant entering information for their boss.)

o Title — Descriptive title for the TA activity. Required Field

o Purpose — The purpose of the TA activity. This is a drop down field and the choices are:
Needs Assessment, Planning, Implementation, Monitoring and Evaluation. Required
Field

e Click to enter County(ies) — Clicking on this link will display a list of counties to choose
from. Highlight a county from the left hand side and then click on the double arrow button
to move it to the right hand side. Multiple counties can be selected. This field allows the
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user to associate the TA activity with a county or list of counties. This field is optional
and only needs to be filled in if the TA activity needs to be tracked by county

e Region — Select the appropriate region from the drop down list. This associates the TA
activity with the region. This field is optional and only needs to be filled in if the TA
activity needs to be tracked at the regional level.

o Date — This is the date of the activity. There are no restrictions on the date both future
and past dates are allowed to facilitate planning and recording TA activities after the fact.

e Start Time — The starting time of the TA activity. Along with the end time of the activity
the TRAC system will determine the duration of the activity.

e End Time — The ending time of the TA activity.

e Duration — Length of the activity. The TRAC system will calculate the duration of the
activity based on the Start and End times of the activity. The duration must be greater
then zero. The duration can also be reduced from the value that was calculated ( if a
break was taking during the activity). The duration cannot be extended beyond the
maximum calculated by the TRAC system.

e Location — The location where the TA activity took place.

o Keywords — Keywords allow organization of TA activities. Commas separate multiple
keywords. Keywords can be multiple words these become key phrases. “School
Improvement, Region 10, SIRI” would be 3 separate keywords/key phrases. 1.School
Improvement, 2. Region 10, 3. SIRI
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5. Participants Section

Participants are entered in this section of the screen. There are two different methods to enter
participants - the add participant link allows the user to add an individual person, while the “Add
by Organization” allows the user to add multiple participants by organization and job type.

| Participanis :

Add Participan!  Add By Organizalion

Gty. Participant Hame Organizaticn Job Type
1 Conaway, Paul M Dept Of Education Remove Modify

The diagram shows the flow between the different Participant section screens.

TRAC - Add By Organizaticn
Enter the name of the

| Parm
. Type s & chmsmesmnn. Ackd e i e e e st

e ) e [CaleTiug OF i i O organization in the
ik organization fiald. If nothing
- i appears in the dropdown the
i - user must click on the *Saarch
Pim s for Org" link.
FrepEre =
a3 mm T *
Py ana it -
[E==] [Ema]
-
s
\8dd Participant *
TRAC - Qrganization Search
Mama W P i o] P Sl P
Entar Last namea the first pshiaies il
Vlhve perzan you wish lo add iamlin this st glick hete 10 seanehi (or @ name in the nams field. If
[ teemw Padticips o - nothing appears in the ok |SsaziCrey
[;"' Cancat | dropdown the user must click i
|- [ on the “click hers to search for
Mew Participant” link. s — oL ]
Taws | 5] [Ewwl
Clicking the “Add” button
TRAC - Participant Search 4 returns the user to the paga
Laak bt i D that called the Organization
Search page.
T [T |
Smycn | [lmcel | TRAC - Participant Edit
a
Once a search result is fame Conamm Pl
highlighted and the “Ssalect” z .
button clicked. The usar will rytaton: [T OF e Evanr for Orgarcanen
be taken io the “Participant e froe | TPe ¥
Fal page. iy

5.1. Add Participant

Perform the following procedure to add an individual Participant to the TA activity.

Click the Add Participant link in the Participants Section.
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ladd Participant;

Mame:

If the person you wish to add isn't in this list, click here to search for
Mew Participant

Add || Cancel

The Add Participant pop up window will appear. Start by typing a few letters of the participant’s
last name. If the participant has been used before TRAC displays a drop down with participant’s
that match the characters typed. Select the correct participant and click the add button. This will
add the participant into the TA activity. The participant will have the same job type and
organization from the previous use of the participant. If no participants appear in a drop down
list then click on the Click here to search for New Participant link. If the participant doesn’t’
appearing in the drop and the “Add” button is clicked TRAC returns to the Contact View page
with an error message at the top of the page.
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Home > TRAC * Secured

Printas Frigndly Varsio
TRAC - Participant Search

LasiNama: First Mame; Hiddbe Initial |
Faul Conaway
Crganization
| CiearResuie ][ nserNewFerson. |

WWah sita notes |
Conlact Web Sendces | Qhio Home | QDE Inranel | Feediack | Remale Email | ODE Home | Sils Map |

Tad Stecidand. Govnor | Susan Tavwe Zelman, Supl of PUblic instrucion | Comact ODE |
dobs

Type in the appropriate search information to locate the participant, followed by clicking the
search button. Be sure to include as much information as possible.

Home * TRAC * Secured
Printer Friendly Version
TRAC - Participant Search
Last Name: |Conaway FirstMame: |P | Wigdle indial
Paul Conaway
Organization: |
Lasi Hame  First Hame  Iniflal Orgganiatian City Coursty
COMAWAY PATRICIA L Select
Conaway Paul M Region 11 State Support Team  Columbus  Frankin Select
Conaway Paul "] Diept Of Education Columbus Frankiin Select
Conaway Patricia A Bamesuille Seledt
| ClearResuit= || insertMew Person |
Ted Strickland, Govemar | Susan Tave Zeiman, Supt of Public Instruchon | Contact ODE | Web sie notes |
Contact Web Seraces | Ohio Home | DOE infranst | Feedback | Remote Email | ODE Home | Site Wap |

Clicking on the select button for the person selects the participant and takes the user to the
Participant Edit screen. Only one person can be selected at time.
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Homég > TRAC » Securgd

TRAC - Participant Edit

Namie Conaway, Paul W

Paiil Conavway

Organization. |Dept OF Education | Search for Grganization
Job Type: | Dfher 1]
ok [Ganea |

Ted Strickland, Governor. | Susan Tave Zelman, Supt of Public Instruction, | Contsdd ODE | ¥eh site nofes |
Wﬁlml OCE Intranet | Eeedback | Remate Email | ODE Home. | Site Wap |

On the Participant Edit screen you can:
1. Select the Participant’s Job Type
2. Select the Participant’s Organization from quick drop down

3. Click the “Search for Organization” link to search for the Participant’s organization if it
doesn’t appear in the quick fill drop down. If the organization doesn’t appear in the quick
fill drop down you must use the “Search for Organization” button to find a valid
organization. (see 5.3 Search by Organization section below.)

Once the appropriate information for the selected patrticipant is displayed on the screen click
OK.

[ Participants |

Add Padicipant Add By Organization

Qty. Participant Hame Organization Jab Type
1 Conaway, Paul M Dept Of Education Remove Modify
1 Lamphere, Kris E Dept Of Education Other Remove Modify
Revised: December 2, 2008 Revision: 2.0 Page 13 of 31
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5.2. Add by Organization

To add multiple participants by Job Type or Organization click on the Add by Organization link.
The screen below appears.

Home > TRAL > Securad
Erinter Friendly Version
——— TRAC - Add By Organization
. SAFE Account
Sign Out
Type at least 4 characters. Add more to narrow down the list.
Paul Conaway U [ ] gas
Qi Organization: | IRM: Search for Ofg
Gty Job Title
Selec a Job Type v
Selecta Job Type v]
| Seleci a Job Type v|
Seled a Job Type v|
Selecta.Job Type v]

[Gancar

Ted Strickland, Governor | Susan Tave Zelman, Supt of Public instruction | Contact OOE | Web sie nntes | Contact Web

Enter a few characters from the Organization name in the Organization field. TRAC will then try
to display a list of Organization names based on the characters typed in. If TRAC finds a
match, choose the match from drop down list. When no match is found click on the Search for
Orq link to search for a valid organization, this must be done if no organization was found in the
drop down list. An organization is valid if there is an IRN in the box to the right of the
organization name (see 5.3 Search by Organization section below.)
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Enter the quantity of participants and then select the job type associated with quantity. A
maximum of 5 job types can be entered at one time. Both the Organization name and at least
one Job Type with quantity must be entered.

Home = TRAC » Secured
Printer Friendly Version
TRAC - Add By Organization

. SAFE Account
Sign Out

Type atleast 4 characters, Add more to narrow down the list,

FaLConswar  organization. | IRM: Search for Org
Oy, Job Title
[ ] [selectatontype v
|: [Selectaob Type z|
| _SeleﬂaJnh Type z|
[ ] [seletalonType v
Selecta Job Type v

Ted Sirickland, Governor | Suzan Tave Zelman, Supt of Public Ingfruction | Contact ODE | Web site noles | Contact Web

Repeat the process if more that 5 job types from one Organization participated.

Click the Submit button to add the participants by job type to the TA activity.

—| Participants
Gty.  Participant Name Organization Job Type
1 Conaway, PaulM Dept Of Education Remove Modify
5 Upper Arlington Principal Bemove Modify
10 Upper Adington Teacher Remove Modify
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5.3. Organization Search
A valid OEDS organization must be found before participants can be added to a TA activity.

The organization search page can be reached by these two methods.

1. Click Add Participant link. Click ‘click here to search for a new participant’ link.
Search for a participant. Select a participant from the list and then click ‘Search for
Organization’ link.

2. Click Add by Organization link. Click ‘Search for Org’ link.

.
W
Education

Home > TRAC > Secured

Home

TRAC - Organization Search

Mol all iedds are required for searching,

E SAFE Acoount
Sagn Dui

Faul Conaway Oiganization Mame
County. | Selecta County |s»

RN |

Drganization Typa Selact an Grganization Tvpe |
[Search | [70] [Cancel |
Chck o highlight & resalt and then CEck the Add Dutton

Ted Strickdand, Govemaor | Suaan Tave Zelman, Supt of Public Instruction | Contact ODE | Web site nofes |
WﬂlMlW-WIMlW-M-

The Organization Search page will search all Organizations in OEDS. It is critical to limit your
search when possible. If the result set is too big TRAC will return with an error.

Organization Name — Enter the organization name of the Organization you are searching for.
County — Pick a county the Organization resides in from the drop down list.
IRN — Enter the IRN of the Organization you are searching for.

Organization Type — Pick the appropriate Organization Type from the drop down list.
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An example search: Select Franklin from the county drop-down list. Then select Public District
from the Organization type drop down. This search will display all the public districts in Franklin
County.

Home > TRAC » Secured

TRAC - Organization Search
Mot all fields are required for searching.

Paul Conaway Organization Name: |
County. | Franklin __-:‘]
|
Organization Type: | PUBNC District ﬂ

[Search | [Cancel |
Click to highlight a result and then click the Add button.
Bexeay City Frankiin Bestey 043620 Public Districd ~ Saled
Canal Winchesiar Local Franklin Canal Winchasber 046845 Public District abe
College Comer Frankiin Columbus 045262 Public District  Saled
Columbusz City Frankiin Columbus 043802 Public Districl Salect
Dutilin City Frankiin Duldin o47To27 Public District Select
Gahanna-Jefferson Ciy Frankdin Gzhanna 046081 Public Distid~~ Sejed
Grandview Heights City Frankiin Columbus 044073 Public Districdt ~ Saled
Growepor Madison Local Frankiin Grovapart Q46879 Public District Salect \'

Click the Select link to highlight the correct organization.

Click the Add button to select the organization chosen. You are returned to the correct page,
either the Add by Organization page or the Participant Edit page.
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6. Attachments Section

Meeting agendas and other meetings related documents can be added as attachments to a TA
activity.

r Attachments

Add Attachment

6.1. Adding Attachments
Click the Add Attachment link in the Attachments section of the TRAC Contact View screen.

|4dd Attachment: |
Browse to find the file to attach, and click Ok to add the file. Click
Cancel to return.

| | Browse... |

Click the Browse button to bring up the Choose File dialog box

Choose file

3 |
Laak it: |@' Desktop j
'z: (L3 My Documents STral |
A ¢ Wy Computer Ea00] |
MyRecent  &J pay Network Places acc) |
Documents | 2% pvio Label B AEC
?5_:% E{_] MNatebook Software @_] Cam
L
- &4 QuickTime Player @_]Cc'u |
Desklop L FlSpIART Board Toals Epar
I3 FMP DDS (50 Dati
J 5 FRAP Stuff B pat: |
[CT)FY08 Transfers |!":| diag
by D e |
A S ) FY09_subscale = ersy| |
) Queries Earvod |
fj,l;g [C)SMART Noteboolk files Eopg |
[CT)STARS 2 Event report workdiles & ooe
Py Computer = 2k
LI TRAC errors submitted W pers |
q lo— ;|
tdy Metworl: File narme: | j Open |
Places
Files of type: | &0 Files %] -l Cancel | '

i

Navigate to the file that you want to add as an attachment. Select the file from so that the file
name appears in the file name text box. Only one file can be attached at a time. Repeat the
process for each file to be attached.

Revision: 2.0
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Choose file

Laak in; I@ Desktop j

. [CATRAC Training [y Flar
ub E2008 subscale District data.xls Eplar
My Recent ACCESS ODE- INTRANET Tees
Documents i ArcG Databases =res
@ @Communit-,- Schools Regions.xls = salg
- I%-:]Clc:nur'n'.",r_Fh?.gl'c:nn.:r.[s I%]star
Desktop. | |®Hpa Districts - 20080708.4/s DY star
- [52)Data Delivery BsTar
’) E_]Data Wiews Requests.doc Ig.;]ST.t!\F
My [IJou:umehté, Lij diagram22 jpeg |%;]Suh:
ERSS_District_Transfer_List 7_10_08.xls Eawi
e |53 Fro5 OFR budget mess Eg‘]s-r-rﬁ
Ei.]ODE_District_Do-,t.-'nIu:nad_DatafiIe_La*,-Dut_re-.-l'sed_final_4—8—08|:1:|.:-cls M tabl
M_I,I_lI:nmputer @om—max B abl
lﬂi’]persan address.doc 4 tem)
™ I_< | |_ T} | >_:
by Metwork. File name: IEDunt_l.J_FEegiDn.:-:Is ;I QDBH |
Places
Files of type: | &0l Files ] | Cance |

i

Click the Open button to add the file to return to the Add attachment pop-up window.

ladd Attachment;

Browse to find the file to attach, and click Ok to add the file. Click

Zancel to return.

C\Documents and Seftings\Paul. Conaway\Desktop!l

QK || Cancel

Click on the OK button to add the file to the TA activity.

6.2. Viewing Attachments

I Attachments I

Add Aftachment

All Adtive STARS Tagks 8-12-08.doc (335 KB) Delele

To view an attachment click on the document link in the attachment section. This will bring up a

dialog box.
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Click the Open button to open the document or the Save button to save the document to your
local disk drive. Upon clicked the Save button the user will be presented with another dialog

box.

Pu']'l,r Diocuments
j Iy Computer
gl‘u'h,r Metwork Places

)

by Recent
Documents

m

ty Documents

iy Computer

[CFY09 Accountability Reports raw data
ICIFY09 Transfers
CFY09_subscale

L 0CAL files

ﬁﬂ.uerl‘es

[CZISMART Notebool files
ICZISTARS 2 Event report worldfiles
[CITRAC errars submitted
[CATRAC Training

|50 AECG Databases

@*l

Data Views Fequests.dod

Microsoft Word Docurnent m

My Metwark

B All Active STARS Tasks 8-13-02.doc
W1 all Open STARS Bugs 8-13-D2.doc
G0 Data Delivery

Data Wiews Requests.doc
Data_Wiews Requests test.doc

G Fr09 OFR budget mass
person address.doc

5tar52 errar 7-18-08.doc
STARS 2Training.doc

EE{ trac error 1 7-21-08 doc

W TRAC Roll Out.doc

B TRAC User Guide PW edition.doc
B TRAC User Guide.doc

Navigate to your desktop and then click the Save button to save the document to the desktop.

Revised: December 2, 2008

Revision: 2.0

Page 20 of 31
DRAFT




TRAC User Guide

6.3. Removing Attachments

To remote an attached document from the TA activity. Click on the Delete link next to the
document that is to be removed.

I Attachments H

Al Active STARS Tasks 8-13-08.doc (835 KB) Delate

Add Aftachment

A dialog box appears asking “Are you sure you want to Delete?” click OK button to remove
the document from the TA activity. Click the Cancel button to abort the removal process.

[ = - |

Windows Internet Explorer

:;p Are you sure you want to Delete?

| Ok | | Cancel

The document is removed from the attachment section.
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7. Agenda Topic/Notes Section

Formal TA activities (In-Person Meeting, Conference Call, and Web Meeting) have Agenda
Topics, informal TA activities (Informal In-Person, Phone Call, Email) activities have a Notes
field. Attachments are stored at the TA activity level not at the Agenda Topic level.

7.1. Entering Agenda Topics

Agenda Topics

Time Increments: & Percentage O Minutes Add Agenda Topic

Formal TA activities can have multiple agenda topics. When entering agenda topics the time
increments can be entered as a percentage of total time or a specific number of minutes. This is
determined by selecting the appropriate radio button at the top of Agenda topics section.

Click on the Add Agenda Topic link to create the first agenda topic.

—| Agenda Topics
Time Increments: ) Percentage O Minutes  Add Agenda Topic
Topic | Time: %

Linkto PPS | Linkto CCIP

DiscussionsiConclusions:

[ store AgendaTopic |

The section expands to allow entry of the specifics about the agenda topic.
e Topic — Title of the Agenda Topic goes in this field Required

o Time — Enter either a percentage of total time or a specific number of minutes of duration
for this Agenda Topic. The value is determined by which of the radio buttons is checked
at the top of the Agenda Topics section. The default is percentage. Required

e Link to PPS — Select the appropriate PPS to link the Agenda Topic. The list is based on
the active PPSs that the current user’s Organization to has access to. Scroll though the
list and highlight the PPS to link to the Agenda Topic. The PPS link can only be removed
after the Agenda Topic has been stored.

e Link to CCIP — This feature has not been implemented yet.

e Discussions/Conclusions — Enter informative text to capture the discussion and or
conclusions made around this Agenda Topic.
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Click the Store Agenda Topic button to finish saving the agenda topic.

—[ Agenda Topics |

Time Increments: -'.:'?Percentage ® Minutes Add Agenda Topic

Topic: First Topic  Entered Time: 60 mins
Mo PPSICCIP Link Remove Agenda Topic  Edit Agenda Topic

Discussions/Conclusions: Information about the topic.

Repeat the above process for each agenda topic in the TA activity.

7.2. Editing Agenda Topics

Click on the Edit Agenda Topic link to bring up the topic to allow for editing. PPS links can be
removed at this time. Edit the Agenda Topic as needed then click the Store Agenda Topic to
save the changes to the topic.

7.3. Removing Agendatopics

Click on the Remove Agenda Topic link to remove the agenda topic from the TA activity. The
removed Agenda Topic must be reentered if this link was clicked on by mistake.

7.4. Entering Notes

The notes section is only available for informal TA activity types. (Informal In-Person, Phone
Call, and Email).

—I Hotes I

ink tg PPS

Enter notes in the text box provided.

Click the Link to PPS to link the notes to a specific PPS.
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8. Search Contacts

There are two search screens. Click on either the Simple Search tab and the Advanced
Search tab, the tab to select the appropriate search screen.

8.1. Simple Search Tab

On the Simple Search tab type in the search criteria in the meeting subject text box. This text
box searches the contents of the Meeting Title field, the last name of any participants and the
Keywords field. Click the Search button to start the search. The search results will appear
below the search button. See the Working with Search Results section below for details on
interacting with the search results.

Clicking the Clear Results button clears the search results and allows for another search.

v
|[N——
Home = irac = Secured
Home Erinter Friendly Yersion
' TRAC - Search Contacts
§ SAFE Account
Sign Out Simple Search | Advanced Search
Paul -;ans;.na;. Meet [
Subject
Search |
Ted Strickland. Govemor | Susan Tave Zelman, Supt of Public Instrudtion | Contact ODE | Web site nofes |
Contact Web Sendces | Oblo Mome | ODE Intranet | Feedback | Remote Email | ODE Home e flap |
dobs
Use the advanced search tab for a more detailed search.
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8.2. Advanced Search tab

The Advanced Search tab allows for multiple search criteria. Once all the search criteria has
been entered click the Search button at the bottom of the screen to start the search. Results will
appear below the Search button. See the Working with Search Results section below for details
on interacting with the search results.

Click the Clear Results button to clear out the search results to begin another search.

TRAC - Search Contacts

Simple Search | advanced Search

Al legsl one of these saarch crilena s required

Meeting
Subject

Qrganization

Farlicipant
Kayword:
Date Range: From 18 7o [ JJ:|

E’.‘."..'i.-'f fofilter by Conlad Purpose

iClick 1o filter by Contaci Type

Click 1o filter by County

LlicktofiterbyRegion i

Clicklofiterby Center

Clicklofilterby Office

¢ Meeting Subject — Text placed in this field will be matched against the Meeting Title
Field.

¢ Organization - enter the name of the Organization to search for TA activities by
Organization.

¢ Participant - enter the name of the participant to search for TA activities by participant
name.

o Keyword - enter the keywords in this textbox to search for TA activities that have a
matching keyword.

¢ Date Range — Enter the date range to search for all TA activities between the dates that
are entered. The dates can be typed in or chosen from the calendar date pickers.
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The remaining search criterion fields are hidden behind the Click to filter by boxes. To expand
a search criterion box click inside the box. The figure below has the Contact Purpose filter
expanded. Click on the drop down menu to select the contact purpose to search by.

Purpose
Contact | Select Confact Purpose |
FPurpose

Click to filter by Contact Type

e Contact type — Click on the checkboxes to limit your search results by specific TA activity
types

¢ County — To limit your search by the counties entered in the contact summary section of
a TA activity. To select a specific county highlight the county on the left hand side list
and then click the >> button to move the county to the right hand side list. Repeat this
process for each county to be included in the search.

filter by

Counties Selected Counties
| Adams ~
Allen

Ashland DI:I

Ashltabula
Athens

Auglaize
Belmont -

e Region — Click on the drop down menu to select the region to filter the results on. This
filter will only find TA activities that had a region entered in the Contact summary section
of the TA activity.

e Center — Click on the drop down menu to select the Ohio Department of Education
center to filter your results on the center selected. This is only applicable to TA activities
created by Ohio Department of Education personnel.

o Office — Click on the drop down menu to select the Ohio Department of Education office
to filter your results on the office selected. This is only applicable to TA activities created
by Ohio Department of Education personnel.
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8.3. Working with Search Results

The figure below shows a set of search results.

TRAC - Search Contacts _
& SAFE Account
Sign Dut Simple Search | Advanced Search
Faul L_?':;aﬁ: Masting |PI.!C
N Sublect
‘Search

‘

Type Purpese DateiTime Last Updated By
[0 EMClesttor Bugs 7-28-03 In Person Meating Needs Assessmeant Jul 28, 2008 03:00 AM Paul M Conaway
|:| PRC testior bugs 2 7-28-08 In Person Mesgting Meeds Assessment Jul 28, 2008 08:00 AM Paul M Conaway
] TEMP In Person Meeting Planning Jul 28, 2008 08:00 AM Paul M Conaway
[0 EMC7-18-08 In Persan Maating Planning Jul 18, 2008 09:00 AK Paul M Conaway
F T 7-15- In Person Meefing Planning Jul 18, 2008 03:00 AM Paul M Conaway
[[1 EMCtest 7-16-08 In Person Mesting Planning Jul 18, 2008 08:00 AM Paul M Conaway
[l pmcT7-18-08tes13 In Person Mesting Planning Jul 18, 2008 08:00 AM Paul M Conaway
O pme7-18-08test3 In Person Meating Planning Jul 18, 2008 03:00 AW Paul M Conaway
|:| test FMC In Person Meeting Planning Jul 18, 2008 08:00 AM Paul M Conaway
[[] Informal DEY build meeting typs test Informal In Person Planning Jul 14, 2008 01:00 PM Paul M Conaway
[0 PHC new build DEV fast 7-14-08 In Persan Maating Naeds Assessmant Jul 14, 2008 09:00 AN Paul M Canaway
|:| FMC Testing In Person Mesting s ASSessment Jul 11, 2008 08:00 AM Paul M Conaway
[l testpmc In Person Meeting jeeds Assessment Jul 08, 2008 08:00 AM Paul M Conaway

w

The search results can be used to create either a Summary or Detailed report. The search
results also can be used to edit a previously saved TA activity. Only the TA activity owner and
creator can edit the activity after it has been saved. To edit a TA activity click on the TA Activity
title under the subject column. If the current user doesn’t have the rights to edit the activity all
the fields will be read only. Make the appropriate changes to the activity and then click the Save
Meeting button to save the changes.

Each of the column headings can be clicked on to sort the search results by that column.
Clicking once on the column will sort the items in descending order, clicking on the column
again will sort the results in ascending order.

8.3.1. Creating a Summary Report based on Search Results

To create a summary report based on the search results select the items to be included in the
report by clicking the checkbox to the left of the subject column. Only the results that are
checked will appear in the summary report. Click on the checkbox in the header column to
select all the search results
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Click on Build a Summary Report from Select Results to create the summary report.

-

Home > TRAC > Jecurad

[RAC - Report View
@ = B L L T &) [ uan Report [pv] M (10058 ] e

Paul Conaway

P TRAC Suﬂ*nary Report

Page 1 af 1

Search Query: FMC Date:  BA42008

Title Meaating Meating Beagin Time Duration # of Par. Keywords Ownied By
Purpose Type Date

PMC testfor Bugs MNeeds InParson  O7/28/2008 B:00 am 2.00 4 PMC Paul M

T-28-08 Assesament Meeting Congway

PMC testfor bugs 2 MNeeds InPerson  OT/28/2008 B:00am  8.00 & PMC Faul W

T-23-08 Assessment Meeting Conaway

TEMP Planning InPerson  OT/23/2008 B:00am 200 4 PMC Paul M
Meeting Conaway

[

The figure above is an example summary report. Click on the Printer icon to print a copy of the

report to a printer. To export this report to a file Click on the “Export” button in the top left
corner of the screen.
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The export options screen will appear. Select the format to export the report to and the pages to
export. Click the OK button to export the data in the format specified. The exported data will be

opened in the format that was selected. The file created can then be saved to the computer or a
drive attached to the computer.

<A Export the Report - Microsoft Internet Explorer provided by Ohio Department of ... E][E|E|

Export Options

Flease select an Export format from the list.

Formats: v

Enter the page range that you want to Export.
@ All

O Pages

From: To:

After clicking the “Search” button, the results of the search will be displayed in a list at the
bottom of the screen.

8.3.2. Creating a Detailed Report based on Search Results

To create a detailed report based on the search results select the items to be included in the
report by clicking the checkbox to the left of the subject column. Only the results that are
checked will appear in the detailed report. Click on the checkbox in the header column to select
all the search results
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Click on Build a Detailed Report from Select Results to create the detailed report.

_

Homé > TRAC > Seculed
Fri Iy n
RAC - Report View
j I I B S I T S [wanmepotfw] & [ | [100%[v] pcones
Paul Gonway TRAC Detailed Report
Search Query:  FMC Diate Printed: 08472008
Title: TEMP
Haywords:
Meeting Type:  In Person Meeling Meeting Purpose:  Planning CountyRegion: 1
Datex: 0712812008 Begin Time:  800am  Emd Time: 10000 am  Duration: 120
Number of Participants: 12 Humber of Attachments: 0 Owned By:  Paul Conaway
Topic Name PPS | CCIP Duration % %ﬂ. Comments
lemp 100 120 amp
Titla: PMC tesifor Bugs 7-28-08
Keywords:
Miating Typa: In Person Mesting Maaling Purposds: MNeads Assessment CountyRgion: 1
Date: 0712812008 BeginTime: @00am  EndTime: 1000 am  Duration: 120
Humbar of Participants: 2 Humber of Attachments: 0 Owned By:  Paul Conaway
Topic Hame PPR&LCCIP Duration % Comments
PHiires -

The figure above is an example detailed report. Click on the Printer icon to print a copy of the
report to a printer. To export this report to a file Click on the “Export” button in the top left
corner of the screen.
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The export options screen will appear. Select the format to export the report to and the pages to
export. Click the OK button to export the data in the format specified. The exported data will be
opened in the format that was selected. The file created can then be saved to the computer or a
drive attached to the computer. If any of the TA activities included in the report contain
attachments these will have to be printed separately.

xport the Report - Microsoft Internet Explorer provided by Ohio Department of ..

Export Options
Flease select an Export format from the list.
| Farmats: v|

Enter the page range that you want to Export.
@ All

O Pages

From: | |To:|
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