Guide to Navigating the
SACRAMENTO Courses Completed Dashboard
AT 1Y COLLEGE

EST 1916 Compiled by the Planning, Research, and Institutional
Effectiveness (PRIE) Office

Dear SCC Instructional Deans and Department Chairs,

This navigation guide was developed to help you locate information about and identify students who may
benefit from direct outreach and/ or notification from your area.

This dashboard allows you to identify students who have completed courses offered by the department using the
following selection criteria:
e the course catalog number(s) associated with all the course(s) offered by the department for which you
are interested

e the chosen academic year(s) in which the course(s) selected were completed by the student within the
academic years shown in the dashboard

Based on your defined selection criteria, the dashboard generates the following information:
e the number of students who meet your search criteria
e alist of students’ contact information (e.g., names, e-mail address, phone numbers)
e alist of all awards (degrees and certificates)—in any discipline—that were earned by the students for the
academic years selected

For quick navigation through this guide, please click on the links embedded in the menu below (in the areas
underlined) to go to a specific section of this guide.

MENU
To get started with the Courses Completed dashboard, go to...
Step 1: Learn how to locate the dashboard (page 2).

Step 2: Learn how to log into the dashboard (page 3).

Step 3: Learn how to establish selection criteria in the dashboard (page 4).

Step 4: Learn how to interpret and examine results in the dashboard (page 5).

Step 5: Learn how to further filter results in the dashboard (page 6).

Step 6: Explore handy features of the dashboard (page 9).

Please use the “click here to return to the menu (page 1) link included in the lower right-hand corner on each
page of this guide to return to the menu above.

For questions and assistance, please contact the PRIE Office.
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Step 1. Locate the Courses Completed Dashboard

You may access the Courses Completed Dashboard by visiting the PRIE website starting from the SCC
homepage at https://inside.scc.losrios.edu/. Hover over the “Planning/ Research” tab, then click on “Data and
Research” in the drop-down menu.

|| 1 |ISACRAMENTO CITY C I_I_ EMPLOYEELOGIN¥  DIRECTORY ~SCCHOME @&~ Q
~— INSIDE: RESOURCES FOR EMPLOYEES
Collegewide Faculty Governance Planning|Research Prof. Development  District Resources
Departments and Faculty How-To Academic Senate Planning Staff Resource Center Los Rios Employee
Services Groups
Student Rights and Classified Senate Data and Research Jw Faculty
Faculty and Staff Responsibilities Collective Bargaining
Calendar College Administration Institutiona City Ways
Curriculum Effectiveness HR and Benefits
Forms Student Associated Prof. Dev. Events
Faculty Ethics and Council Grant-Writing Support Policies and
Safety Resources Performance PD Week Regulations
Participatory Student Learning
Technical Support Online and Distance Governance Outcomes Purchasing
Education Committees
Academic Calendar and Program Review Los Rios Technical
Deadlines Search Class Schedules Organizational Charts Support

‘ 3 Employees
Find resources for Sacramento City
College faculty and staff as we move

to 100% remote operations in
response to the coronavirus.

[ vIEWTOOLS & RESOURCES >

You will be directed to the page below. Under “I Want To...,” look for the “Access SCC Data Dashboards” tile,
and click on the “+” symbol to expand the view. (Once the view is expanded, the “+” symbol will turn into a “-”
symbol.) Click on “SCC Data Dashboards.”

jlll || SACRAMENTO CITY COLLEGE EMPLOVEELOGIN®  DIRECTORY ~SCCHOME @~ Q
~—— INSIDE: RESOURCES FOR EMPLOYEES

Collegewide Faculty Governance Planning|Research  Prof. Development  District Resources

{ome > Planning|Research > Data and Research

Data and Research Data and Research
5CC Data Dashboards The PRIE Office supports, guides, and empowers higher education g PRIE Contact
PRIE Dashboard professionals at Sacramenta City College to use data and evidence to

make decisions and take actions that benefit our students.

Email: scc-prie@
Phone: (916

PRIE Awards Dashboard c.losrios.edu

PRIE English, Math, and ESL

Dashboard I Want TO.

PRIE Tutoring Dashboard @ Staff
iiiij;i" reportsand ' - Access SCC Data Dashboards Dean: Gayle Pitman, Ph.D.

Email: PitmanG@sec.losrios.edu
Phaone: (916) 558-2512

RESEARCH DATA

» SCC DATA DASHBOARDS » Administrative Assistant: Lili
REQUEST FORM Knobloch

Email: Knoblol @scc.losrios.edu
Phone: (916) 558-2511

Senior IT Specialist: Jay Cull

Email: Culll@scc.losrios.edu
Look at Other Sources of Student Fhone: (916596 235

Research Analyst: Tiffanie Ho
Data Email: HoT s.edy

Phone: (916)

. Find an SCC Survey or Research P .

Click here to return to the

menu (page 1)
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https://inside.scc.losrios.edu/

You will be directed to a new page. Scroll down the page until you get to the “Enrollment Management
Dashboards” area. Click on “Courses Completed.”

| | | SACRAMENTO CITY COLLEGE
TNEIDE: RESOURCES FOR EMPLOYEES

EMPLOYEELOGIN~  DIRECTORY SCCHOME @~ Q

Governance Planning|Research  Prof. Development  District Resources

Enroliment Management Dashboards

Daily Enrollment

This dashboard tracks daily enrollments and allows users to compare data from the prior year. Users can view
enrollment data for the entire college and drill down to the location, division, department, course, and
section level

Dashboard is accessible to administrators and requires login.

DAILY ENROLLMENT »

Weekly Drop Rate

This dashboard tracks dropped enrollments and is updated weekly. It also allows users te compare current
drop rates from those of the previous three years, and identify the reasons students dropped their courses.

Dashboord is occessible to

WEEKLY DROP RATE »

Term Contact for Majors

istrators ond requires login.

This dashboard provides department chairs and instructional deans with contact information for students
who have declared a major in their area.

Dashboord is accessible to department chairs and division deans only and requires login.

TERM CONTACT FOR MAJORS ¥

This dashboard allows department chairs and instructional deans te identify which courses students have
completed in their program. It also contains student contact information, s chairs and deans can encourage

students 1o enrollin courses they still need to complete.

Dashboard is occessible to department chairs and division deans only ond requires login.

‘ COURSES COMPLETED ¥ ’
—_——

Step 2. Log into the Courses Completed Dashboard

You will be prompted to access the Courses Completed Dashboard with a pop-up dialog box to sign in.

Signin

https://scc-powerbi.scclosrios.edu
Username

Passwaord

m Cancel

Enter the following information to log in:

username (enter “w” followed by your seven-digit employee identification number, e.g., w2109241) and
password (enter the one that you use to log into your Los Rios accounts)

Click here to return to the

menu (page 1)

Guide to Navigating the Courses Completed Dashboard e Planning, Research, and Institutional Effectiveness Office ® issued July 2022 3



Step 3. Establish selection criteria for Courses Completed Dashboard

This dashboard shows all information, on one page, with both your selection criteria (see areas labeled “input”) and information generated (see areas
labeled “output”). The areas labeled “input” (i.e., the department selection, course(s) offered within the department selection, and the academic years
selection) require you to define your selection criterion/ criteria in order for the information to be shown in the areas labeled “output.” The
information on this page will automatically update with your selection(s).

To filter for the information you want, it is important to begin defining your selection criteria in the “input” areas. Please filter your data in the order
explained below to ensure that the information of your interest will be properly generated.

Step A. Use the drop-
down me select _
the department fo 2elect Dept Select Academic Years to Include:

i ~ INPUT -
ﬁ?é?gs'zle%uizrseein I~ Step A INPUT Count of Students who have J»Step C. Select the academic year(s) for
information aboutglf Step C . which you would like to view the courses.

ou are a de artmént Eetect ontional OUTPUT 1 (The academic year selected is the year in
Zhair the department ok which you would like to see course(s),
for which OFl)J overses INPUT identified in step B, that students have
! y Step B completed.) You may select multiple
will a|feady be shown Students with completed courses in selected Dept (click on an ID to see awards and contact infe for that D) academic
years.
to you by default. OUTPUT 2

Note: A solid shaded box indicates that a
selection was made. To select multiple
academic years, hold the “ctr]” key (if
using a personal computer) or “command”
key (if using an Apple computer) on your
keyboard, then click on the academic year
box of choice. To de-select an academic
year, click on the shaded box until it turns
back to an un-shaded box.

Ste‘pE Select the course(s) for which
you are interested in seeing
information. If you make no
selections from this list, then all of
the courses associated with the
department will automatically be
included in your selection by default. Awards Completed by selected students cikide koo

OUTPUT 3 i OUTPUT 4

Note: A solid shaded box indicates
that a selection was made. To select
multiple courses, hold the “ctrl” key v

— - Select Academic Years to Include:

(if using a personal computer) or =

v o -
“command” key (if using an Apple 20152016 20172018

Example: Both 2019-2020 and 2020-2021
academic years are selected.

computer) on your keyboard, then
click on the un-shaded box next to the
course(s) of your choice. To de-select

2016-2017 2018-2019 2020-2021

a box, click on the solid shaded box

until it turns back to an un-shaded -
box. Click here to return to the

menu (page 1)
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Step 4. Interpret and examine results for Courses Completed Dashboard

After you have defined your selection criterion/ criteria in steps A, B, and C (see previous page), the dashboard will have automatically generated
results. The areas labeled “output” (i.e., count of students who completed the selected courses, the students who completed courses in the selected
department, awards completed by students, and contact information of the students) provide the results based on your selection(s).

Count of Students who have
completed selected courses

OUTPUT 1|

Select Dept: .
Select Academic Years to Include:
INPUT
Step A INPUT
Step C
Select
Courses(optional):
INPUT
Step B

Students with completed courses in selected Dept (click on an ID to see awards and contactd or that ID):

OUTPUT 2 i

Awards Completed by selected students

OUTPUT 3

A OUTPUT 4

Output 1. This area shows you the number of
students who have successfully completed the
course(s) selected in steps A and B during the
academic year(s) selected in step C. Successful
completion is achieved with an A, B, C, pass, or credit
notation earned.

|

Outp‘u/t 3. This area shows you the name and
list of awards and degree types (e.g., AA, AS,
and CERT) earned to date by all the students
included in your selection(s) from steps A, B,
and C.

Use the scroll bar to see a complete list of
awards and degrees conferred.

Outpﬁt 4. This area shows you the students who
are still currently enrolled at the college. This list
provides the student’s ID number, full name, day
time and evening phone numbers, and preferred e-
mail address. This list may be used to contact
students directly.

Use the scroll bar to see a complete list of all
students.
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) Output 2. The information shown in this area gives
more information about the number of students
generated in output 1 (above). This is a list of all
students, indicated by their “EMPLID” shown in the
far left column, with a record of the courses
successfully completed in the selection made in step
B. A “1” shown beneath each of the course catalog
numbers indicates the student has previously taken the
course. The “Total” column indicates the total number
of courses—in the course selection defined in step
B—each student successfully completed.

Use the scroll bar to see a complete list of students.

Example: Student xxxx1 completed courses 302 and
303 (a total of two courses), student xxxx7 completed
courses 302 and 303 (a total of two courses), and
student xxxx9 completed course 309 (a total of one

course).

EMPLID 302 303 309 Total

-

Xxxx1 1
1
1
1
1
. 1
XXXX 7T 1

1
1
1
1
1
1
1
1

XXXX9 1

= El N NNNNNNN

Click here to return to the

menu (page 1)




Step 5 (1 of 3). Further filter results of Courses Completed Dashboard

Although the results generated in step 4 may be enough for you to get started, you
have the option of further filtering the information for a specific student after you
have established your selection criterion/ criteria in steps A, B, and C. (Please
review step 3 to see how you may establish your selection criterion/ criteria.)

To further filter information about students shown in output 2, interact with
information in output 2, and then information in output 3 and output 4 wil
automatically update to reflect your interaction.

Interacting with Output 2. The information shown in this area gives
information about the number of students generated in output 1.
THis is a list of all students, indicated by their “EMPLID” shown in the

ar left column, with a record of the courses successfully completed in the
selection made in step B. A “1” shown beneath each of the course catalog
numbers indicates the student has previously taken the course. The
“Total” column indicates the total number of courses—in the course
selection defined in step B—each student successfully completed.
(Successful completion is achieved with an A, B, C, pass, or credit
notation earned.)

Example: Student xxxx1 completed courses 337 and 370 (a total of two

courses), student xxxx7 completed course 380 (a total of one course), and
Select Dept: ) student xxxx9 completed course 337 (a total of one course).
Select Academic Years to Include:
|NPUT EMPLID 337 370 380 Iotal
INPUT Count of/Students who have 1 p 5
Step A complgted selected courses 0L
Step C \ 11 2
Select OUTPUT 1 T 1 2
Courses(optional): \ 1 1 2
INPUT S
Step B D/ w007 1
Students with completed courses in selected Dept (click on an I/ o see awards and contact info for that 1D): ).(xxxE) ‘ : L :
OUTPUT 2 | 1
If the table displays a specific student by EMPLID that you would like
more information about, click on the student’s EMPLID, and information
about the student will automatically update in output 3 and output 4. To
select multiple students, hold the “ctrl” key (if using a personal computer)
or “command” key (if using an Apple computer) on your keyboard, then
click on each EMPLID of your interest.
Awards Completed by selected students L =
OUTPUT 3 A OUTPUT 4 Example: The EMPLID for student xxxx7 was selected. (Notice that other
rows showing information for other students are shaded in gray while the
information for student xxxx7 remains prominent. To de-select the
v student, click anywhere outside of the table and the view will return to
normal.)
y y & EMPLID 337 370 380 lotal
Output 3. This area shows you the name and Output 4. This area shows you students’ oot
list of awards and degree types (e.g., AA, AS, ID numbers, full names, day time and
and CERT) earned to date by the student(s) evening phone numbers, and preferred e-
selected in output 2. If no information is mail addresses. If no information is shown
shown here for the student(s) selected in here for the student(s) selected in output 2, .
output 2, then this means the student(s) has/ then this means the student(s) is/ are not w007 oA
have not earned an award/ degree to date. currently enrolled at the college. o Click here to return to the

menu (page 1)
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Step 5 (2 of 3). Further filter results of Courses Completed Dashboard

Although the results generated in step 4 may be enough for you to get started, you
have the option of further filtering the information for a specific student after you
have established your selection criterion/ criteria in steps A, B, and C. (Please

review step 3 to see how you may establish your selection criterion/ criteria.) Interacting with Output 4. This area shows you students’ ID numbers,
full hames, day time and evening phone numbers, and preferred e-mail
To further filter information about students shown in output 4, interact with the | addresses given the selection criteria defined in step 3. (See example
information in output 4, and then information in output 2 and output 3 will befow.)
automatlca”y update to reﬂect your Interactlon EMPLID  FIRST LAST MIDDLE DAY_PHONE EVE_PHONE  EMAILA
xxxx1 John Doe B. XOOGHHXX-XKKK XN XHH-XHK
XXxx2 Jane Doh H. UK KXX-XHHK XK KHH-XXHK
Select Dept: . i XXxx3 Jannie Doan C. KKK/ XXK-XKKK XXX HHX-KRKK
INPUT Select Academic Years to Include:
Step A INPUT Completed selected couraes
Step C OUTPUT 1 If the table displays a specific student you would like more information
o ces(optional about, click on the row showing the student’s information, and
information about the student will automatically update in output 2 and
IS'\,CIEU; output 3. To select multiple rows, hold the “ctrl” key (if using a personal
P Students with completed courses in selected Dept (click on an ID to see awards and contact info for tjiat ID): Computer) or “cor_nmand” key (lf using an_Apple computer) on yout
keyboard, then click on each row of your interest.
OUTPUT 2
Example: The row for student xxxx2 was selected. (Notice that other
rows showing information for other students are shaded in gray while the
information for student xxxx2 remains prominent. To de-select the
student, click anywhere outside of the table and the view will return to
normal.)
EMPLID  FIRST LAST MIDDLE DAY_PHONE  EVE_PHONE EMAILA
Awards Completed by selected students il | 2] / xox?2 Jane Doh H. YOOXU XXX XK/ XKX-XXHX
OUTPUT 3 A OUTPUT 4
v .
- T —
Output 3. This area shows you the name and Output 2. This is a list of all students, indicated
list of awards and degree types (e.g., AA, AS, by their “EMPLID” shown in the far left column,
and CERT) earned to date by the student(s) with a record of the courses successfully
selected in output 4. If no information is completed in the selection made in step B.
shown here for the student(s) selected in
output 4, then this means the student(s) has/
have not earned an award/ degree to date. Click here to return to the

menu (page 1)
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Step 5 (3 of 3). Further filter results of Courses Completed Dashboard

Although the results generated in step 4 may be enough for you to get started, you
have the option of further filtering the information to see students who earned an
award/ degree after you have established your selection criterion/ criteria in steps
A, B, and C. (Please review step 3 to see how you may establish your selection
criterion/ criteria.)

To further filter information about students shown in output 3, interact
information in output 3, and then information in output 2 and output
automatically update to reflect your interaction.

Select Dept:
Select Academic Years to Include:
INPUT INPUT Count of Students who have
Step A completed selected courses
Step C

OUTPUT 1

Select
Courses(optional):

INPUT
Step B

Students with completed courses in selected Dept (clh/dan ID to see awards and contact info for that ID):
OUTPUT 2

Awards Completed by sele)zéd students ATRA Y W

OUTPUT 3 | OUTPUT 4

Interacting with Output 3. This area shows you the name and list of
awards and degree types (e.g., AA, AS, and CERT) earned to date by the
student(s) who successfully completed the courses in the selection made
in step B. (See example below.)

ACAD_PLAN_DESCR DEGREE_TYPE  «

Anthropology-Transfer (CSU GE) AA
Art AA
Business - General AA
Child Development with ECE Em AA v
Comm Music Audio Pradiction AA

If the table displays a specific award or degree you would like more
information on, click on the row showing the award or degree, and
information about students who earned the selected award or degree will
automatically update in output 2 and output 4. To select multiple rows,
hold the “ctrl” key (if using a personal computer) or “command” key (if
using an Apple computer) on your keyboard, then click on each row of
your interest.

Example: Both Art and Business — General majors are selected below.
(Notice that other rows showing information for other majors are shaded
in gray. To de-select the rows, click anywhere outside of the table and the
view will return to normal.)

ACAD_PLAN_DESCR DEGREE_TYPE A

Art
Business - General

AA
AA

A .
Output 4. This area shows you students’ ID
number, full name, day time and evening phone
numbers, and preferred e-mail address. If no

Outpuxt 2. This is a list of all students,
indicated with their “EMPLID” shown in the
far left column, with a record of the courses
successfully completed in the selection made
in step B and also earned the award or degree
selected in output 3.

in output 3, then this means the student(s) who

college.

information is shown here for the majors(s) selected

earned the majors are not currently enrolled at the

Click here to return to the

menu (page 1)
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Step 6. Explore handy features of Courses Completed Dashboard

INPUT Step A (“Select Dept(s)” drop-
down menu)
» Click on the drop-down menu to see all

choices. Click to shade each box next

to the department(s) of your choi}/ﬂ/
no department is selected, “All”

appears by default, indicating that all
departments for which you oversee are
included.

Use the scrollbar to see all options.
To select multiple ents, press
the “ctrl” key on your keyboard i

using a personal computer) or
“command” key on your keyboard (if
using an Apple computer), and then
click on all selections of your choice
by clicking on the box next to each
option (e.g., PHYS, POLS, and PSYC
are selected).

An unshaded box indicates a selection
was not made (e.g., PACT, PHIL,
PHOTO, PNJABI, PTA, RE, RECR,
and RUSS are not selected). To de-
select a shaded box, click on the
shaded box to un-shade it.

After you have finished making your
selection(s), click anywhere outside of
the drop-down menu to refresh the tab.

Select Dept(s):

/@II

e

Select Dept(s):

Multiple selections
PACT
PHIL
oTO
PHYS
PNJABI
POLS
PSYC
A
RE
RECR
RLUISS

For the input areas, you may select your desired department (in step A) or course(s) (in step B). See example below.

Select Courses(optional):

ACCT 101
ACCT 103
ACCT 104
ACCT 107
ACCT 111

ACCT 341
ACCT 343
ACCT 361
ADMJ 300
ADMJ 501
ADMJ 302
ADMJ 303

ADMJ 304

ADMI 31

Select Courses(optional):
ADMJ 32

ENGRD 310, and ENGRD 315 are selected).
An unshaded box indicates a selection was not made. To de-select a
shaded box, click on the shaded box to un-shade it.

After you have finished making your selection(s), click anywhere |
outside of the drop-down menu to refresh the tab.

ENGRD
B el

ENGRD 310
ENGRD 3

Crma 08
ENGWR 110
ENGWR 157
ENGWR 300
ENGWR 301
ENGWR 302
ENGWR 303
ENGWR 330
ENGWR 384
ENGWR 482
ENGWR 488

Click here to return to the
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For results generated in output 2, output 3, and output 4, the information can be downloaded from the dashboard for your use. See example below.

Awards Completed by selected students
ACAD_PLAN_DESCR DEGREE_TYPE
-~

Art

.

Businesg
<@pm daD\ = |

G2 Show as a table

=0 Spotlight
IR -
L2 | Export data

Which data would you like to export?

@ Summarized data

O]

File format:

=

—
xlsx (Excel 150,000-row max) ~

xlsx (Excel 150,000-row max)

.csv (30,000-row max)
‘. &dld EXpOorts witrdan a

(@ For large data models, only a limited number of rows can be
exported. Learn more

Learn about aggregates @

Cancel

To download the information from the table shown in
utput 2, output 3, or output 4...

Hover your mouse over the upper right-hand
r of the table of your choice until you
scce oo,

Wnd a pop-up box will appear.
» Click on “Export Data.”

> A new box will appear.
= Use the drop-down menu to select your
desi ile format (.xIsx or .csv).
Click on “Export.”

Click here to return to the

menu (page 1)
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