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Log on for user portal:

https://howardcollege.xitracs.net/survey/portallogoutview.jsp
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Welcome to the Xitracs™ Portal. Enter your logon and password below.
Logon

mmiller@howardcollege.edu

Password

Change your password:
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& Melissa Miller Library || Tasks o :t Xitracs™
‘ Click to view your details,
Welcome Melissa Miller to your Xitracs Portal™
We have designed this as a helpful and easy-to-use tool to let you access and My Open Activities

input key information. You can view and verify your current credentials information,
plus you can respond to requests for information quickly and easily using our
survey feature. ‘You have no open activities.
We hope you find this beneficial and we welcome your your suggestions for

improvement

The IR and IT Services Team
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Planning Group — when your plan has been opened up, you will see a list of activities that you need to complete. Click

on view.
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& Betty Reed Library | Tasks (2] 'y Xitracs
Welcome Betty Reed to your Xitracs Portal™
We have designed this as a helpful and easy-to-use tool to let you access and My Open Activities
input key information. You can view and verify your current credentials information,
View

plus you can respond to requests for information quickly and easily using our
survey feature You have 1 plan section that requires your input
We hope you find this beneficial and we welcome your your suggestions for

improvement

The IR and IT Services Team

The following screen will come up and you will first click on Narrative. Do not enter the objective, but a short

description to identify the objective.
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Objective [1.1]
Narrative Add Goal View PDF

Goals for Reporting Cycle: 2017-2018

CeeToT

1.1-G001 |[Draft] Active
Goal #001




Now, click on the “view goal”
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& Betty Reed Library | Tasks [>) :: Xitracs™

Objective [1.1]
Narrative  Add Goal  ViewPDF | Close
Goals for Reporting Cycle: 2017-2018

Community Service and Social Responsibility

Click to view and edit the details for this goal. ‘

1.1-GoO

1
Goal #001
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To enter a short name for the objective, click on “Edit Goal”
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Goal 1.1-G004

Goal Short Name (max 60 characters)
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Save Cancel




Now, you are ready to input your objectives! For each action step, you may click on “add new” to enter a new task. The
same will be true for Assessment Measure and Status Results. Make sure to mark it complete.
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Reporting Cycle: 2017-2018

Objective [1.1]  Active

Goal #001

View Log || Workflow

Workflow 2 3 4 Draft
Reporting fields for 1.1-G001 Show Al
1 Objective Incomplete
Enter the objective your planning group have agreed that will help your department progress. You should have 2 to 3 objectives per planning year that can be linked to our Add new Edit  File +
-

institutional plan.

2 Action Steps/Tasks Incomplete
3 Assessment Measure Incomplete
4 Status Reports. Incomplete
5 Results Incomplete

Incomplete

6 Use of Results

Once all plans have been input, you may go back and link your objective to other plans, such as the Strategic Plan or

60x30TX or Success Points.

3 Xitracs™ x
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Reporting Cycle: 2017-2018

Objective [1.1]  Active

Goal: 1.1-G001 .
Goal #001 View PDF [§ EditGoal [§ LinkGoal[0] l Delete Goal | Finish Goal | Close
Click to link this goal to another goal or to
Reporting fields for 1.1-G001 manage existing links Show Al
|| There are curenly no exsting ks
1 Objective Complete
Enter the objective your planning group have agreed that will help your department progress. You should have 2 to 3 objectives per planning year that can be linked to our  Add new || Edit | File +
-

institutional plan.

Howard College willincrease the number of students who complete certificates or degrees.

2 Action Steps/Tasks Incomplete
3 Assessment Measure Incomplete
4 Status Reports Incomplete
5 Results Incomplete

Incomplete

6 Use of Results
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To add another objective:
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PortalPlanGoalsView.do?sessionld=710E2F6FAS5579A3E7D2A315399B1C78DICA4A06B12993D6E4936AF4CI4A3E7481C105E95D805B94C0S68E84E798EB2ES8ERplanid=44&requirementld=327
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Objective [1.1]
Narrative Add Goal View PDF Close

Goals for Reporting Cycle: 2017-2018
Click to add a new goal

Increase Completion

L To T

Goal #001

Goal #002

79A3E7D2A315399B1C.

If you would like to upload documents for any area, you just click on the File+ box — things that you might want to

upload are: copies of surveys, planning group minutes, survey results, etc.
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Reporting Cycle: 2017-2018

Objective [1.1]  Active

Completion

Goal Description for 1.1-G001 [Completion]

completion
Reporting fields for 1.1-G001 Show All
1 Objective Complete
2 Action Steps/Tasks Complete
3 Action Steps/Tasks Complete
Incomplete

4 Assessment Measure
Click to add a file to this field. File+

Input the method that you will use to measure the objective’s progress.

5 Status Reports Incomplete

Planning group should meet every other month at a minimum to update the status of the objective(s) Addnew  Edit File+ #8

Incomplete

6 Results
Incomplete

7 Use of Results

bel=4

36B22COBEE3B2ACCF2FSCTA6068CF97CCFirequest]

989E/ 58BOCEO4ES! 408




