
Instructions for Entering Outcomes Assessment Data in TracDat 
 
Please enter all data by the same time final grades are due. 
 
1. Check your MC email account for an email from the Outcomes mailbox.  The 

email should have been sent around the mid of the semester and is titled 
Outcomes Assessment for <Course Name>-<CRN>. 

 

Upon receiving the email, verify your course name and CRN at the subject line. 
 

If you notice any discrepancy, contact Prof. Samantha Veneruso immediately at 
Samantha.Veneruso@montgomerycollege.edu.  Otherwise, read the email for important 
information. 
There are three links in the email.  
a. The first link you see, will add the assignment to your MC Outlook Calendar.  
b. The second link, in the body of the email, is a link to these instructions. 
c. The last link, or the third link, is the link to the data collection spreadsheet. 

 

Click and Open this link to add the 
reminder to your Outlook calendar

Check Course and CRN.  Notify 
Prof. Samantha Veneruso for any 
discrepancies. 

Link to Instructions for Data 
Entry (a.k.a. this document) 

Click this link to access 
your secured OA data 
collection spreadsheet. 

<Your name> 



 

2. Click the link to the spreadsheet. Be sure to maximize the browser 
window size for the data entry page; if the browser is not full size, the 
spreadsheet may appear distorted. 

 

3. Enter data as instructed. 
 

4. As you enter data, periodically click “save changes”.  You can go back and 
add more data at any point. 

 

 
 
 

5. VERY IMPORTANT- 
 
DO NOT click ‘Mark Assignment as Completed’ until you are 
COMPLETELY finished entering data.  This will deactivate the link, and 
you will be unable to go back to edit or add more data.  (If you do mistakenly 
click on “Mark Assignment as Completed”  before you are finished entering 
all your data, please notify Samantha Veneruso at 
Samantha.Veneruso@montgomerycollege.edu.) When you are ready 
SUBMIT your FINAL DATA, click Mark Assignment as Completed. 

 
 

 
 

For other information regarding Collegewide Outcomes Assessment initiative, check out the web 
site www.montgomerycollege.edu/outcomes. 


