Getting Started With Taskstream
Login and Orientation
In order to log in to Taskstream:
1. Log in to SCHOLAR.
2. Navigate to the "Employees" tab and select the "Employee Resources" menu option
(see Figure 1).
3. Click the "Open Taskstream" link.
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Once the Taskstream portal is launched, you will be at the main landing page (see Figure 2).
From here, you can see if you have any messages, review the general announcements, and
access any available Workspaces.
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Editing Work
To edit work and/or input information:
1. Click the “Check Out” button to unlock the work for editing (see Figure 3).
2. Make changes to the appropriate section.
3. Click the “Check In” button when you are finished (it will be in the exact same place as
the “Check Out” button).
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Submitting Data
When you are finished with a section, you can submit your work by doing the following:
1. Ensure that all information is accurate (you cannot change data once it has passed
review).
2. Ensure that all required areas have been checked in.
3. Click the “Submission & Read Reviews” tab above the editing pane.
4. Submit the appropriate section by clicking the “Submit Work” button (see Figure 4).
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Reviewing Data
If you are assigned areas to review, you can review submitted data by doing the following:
1. Log in to Taskstream and see the notification on the landing page indicating areas are
available for review.
2. Click the notification.
3. Click the yellow “Review” button for the area you want to review.
4. Taskstream will open two windows: on the left, the content for review, on the right, the
rubric for submitting feedback (see Figure 5).
5. Click the appropriate boxes for each area of the rubric. Comments typed in the
“Comments for this Criterion” box will be visible to the original submitter. Comments
typed in the “For Admin Use” box will only be visible to OIER.
6. Decide whether the submitted information meets requirements and select either
“Meets Requirement” or “Does Not Meet.” Include specific information. If any area of
the rubric scores a “0 – Developing,” then the submitted area does not meet
requirements.
7. Depending on the selection on the previous step, select either the option to send the
area back for revision or the blue “Mark as Final” option to send to OIER. Even though

the option is present, do not select the green “Mark as Final” option.
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Faculty Credentials
All faculty, regardless of department, rank, or full/part time status, must update their faculty
profile every year. In order to access and edit this data:
1. Log in to Taskstream
2. On the landing page, select the “Faculty Credentials” tab.
3. Edit information as necessary (see Figure 6).
The following areas must be kept up to date:
•

Personal Information
o Title/Position
o Honorific
o Suffix
o Résumé

o Faculty Rank (adjuncts select Other)
o Tenure Status
o Teaching Status
o Highest Degree Held
•

Academic Degrees

•

Professional Certifications

•

Professional Development

•

Professional Memberships

•

Awards and Honors

•

Professional Experience

•

Consulting and Paid Service

•

Publications

•

Presentations

•

Service
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Assessment Calendar
The following dates correspond to the deadlines for deliverables of the Improvement Cycle.
Because this year involves a migration of prior-year data to Taskstream, there are more
deadlines than there will be in the future. However, because prior-year data has already been
collected, the migration is simply a matter of copy and paste.
Note that the deadlines listed are Review deadlines, which means that your submitted content
must have been reviewed by the appropriate dean, director, or other personnel by the
deadline. Consult with your reviewers to work out an agreement regarding the timing of your
initial submissions. Your initial submission as an assessor will need to be before the below
deadlines.

Required Item
15-16 Data Copied into Taskstream
15-16 Use of Results
16-17 Standing Requirements
16-17 Assessment Plan
16-17 Faculty Data Due
16-17 Assessment Findings
16-17 Improvement Plan
16-17 Use of Results

Review Deadline for Deans/Vice Presidents
8/20/16
8/20/16
9/15/16
9/15/16
10/1/16
4/1/17
4/15/17
4/15/17

Appendix: Elements of the Yearly Assessment Process
No matter which department you represent, your version of the yearly Improvement Cycle is
based on the same four-step process that interacts with a set of Standing Requirements.

Standing Requirements
The Standing Requirements encompass the static elements for the organizational area that are
not expected to change from year to year. As needed and appropriate, elements from the
Standing Requirements can be imported into the components of the relevant yearly
Improvement Cycle.
Mission Statement
Every department should have a Mission Statement, which is included as a Standing
Requirement. The Mission Statement should summarize the goals and intents of the
department.
Outcomes
Depending on the type of department, this Standing Requirement may be labeled either
"Learning Outcomes" or "Administrative Outcomes." Regardless, it is here that personnel can
input and describe the outcomes for the department. Instead of re-entering outcomes every
year, the Outcomes section of Standing Requirements functions as a sort of "outcome bank,"
allowing personnel to import selected outcomes into the yearly Improvement Cycle as
necessary. Outcomes that are entered and meant to be utilized for a specific amount of time
can be archived in the Standing Requirements once they are completed.
Outcomes are the key vector in tying the improvement activities of various departments and
programs to the institution-wide Educational Principles and Strategic Themes. The following is a
list, sorted by department type, of requirements for the construction of outcomes:
•

•

Academic Programs
o Must have at least 6 SLOs
o In addition to the 6 SLOs, must have a Writing in the Major SLO
o Must assess all SLOs at least once during every Program Review cycle
o Must assess the Writing in the Major SLO every year
o If the program has a capstone course, the course must be the focus of a discrete
SLO (can be one of the base 6)
o SLOs must represent all Educational Principles, except for Educational Principle 3
(which relates to the general education curriculum and is handled by GEAC)
o SLOs must target activity outside of the General Education curriculum
Academic Departments

o Must assess at least 3 outcomes every Improvement Cycle

•

•

o Must contain a mixture of regular process outcomes and ad hoc improvement
outcomes
o Every outcome must map to at least one Strategic Theme, and as many Strategic
Themes as possible must be represented
Colleges/Schools
o Must assess at least 3 outcomes every Improvement Cycle
o Must contain a mixture of regular process outcomes and ad hoc improvement
outcomes
o Every outcome must map to at least one Strategic Theme, and as many Strategic
Themes as possible must be represented
Administrative Departments
o Must assess at least 3 outcomes every Improvement Cycle
o Must contain a mixture of regular process outcomes and ad hoc improvement
outcomes
o Every outcome must map to at least one Strategic Theme, and as many Strategic
Themes as possible must be represented

Curriculum Map (Academic Program Improvement Cycle only)
All academic programs must maintain an up-to-date curriculum map, which demonstrates how
the courses in a program align with the program's outcomes.

Assessment Plan
The Assessment Plan is the first of the four steps for the yearly Improvement Cycle. Assessors
utilize the Assessment Plan to indicate the outcomes that will be studied for the year, as well as
create their corresponding measures. The Assessment Plan includes the following fields:
Outcome
The assessor utilizes the Taskstream interface to select the department's outcome set and
select the specific outcomes that will be assessed over the course of the year.
Measures
The assessor creates measures and associates them with the selected outcomes. Each outcome
must have at least one measure, and multiple measures can be associated with an outcome.
Measures contain the following fields:

Title: The title of the measure. Measure titles should not be numbered, and the title should
correspond with the measure, not the outcome. For example, to measure an outcome titled
“Student Satisfaction,” a possible measure title could be “Satisfaction Survey.” While the
example outcome refers to the abstract concept of student satisfaction, the measure title refers
to the tangible method of measuring achievement of the outcome.
Measure Type/Method: The type of the measure. This is a drop-down list that includes various
types of direct and indirect measures.
Details/Description: Further information about the measure, including details of its
implementation and distribution.
Acceptable Target: The pass/fail parameter for a level of effectiveness that is considered to be
adequate. This is the basic threshold that determines whether the outcome is being
accomplished.
Ideal Target: The pass/fail parameter for an aspirational level of effectiveness.
Implementation Plan (timeline): The details of when the various components of the measure
will be executed.
Assessing Personnel/Course Sections: Details over what personnel will be assisting with the
assessment, as well as a list of course sections that will be assessed.
Attachments: Uploaded documents to provide additional detail and context to the Measure.

Assessment Findings
The next step of the Improvement Cycle is the reporting of Assessment Findings. Findings are
reported for every measure established in the previous phase.
Findings
A findings entry is created and linked to every measure. Every measure only needs one findings
entry. The findings entry has the following fields:
Summary of Findings: A narrative statement that provides the raw data and states whether the
acceptable and ideal targets have been met. It is critical that you give exact numbers/counts
AND percentages. How you provide these numbers may vary, but the information must be
present. For example, “75% (75 out of 100)” and “75% (N=100)” are both valid ways to present
all the needed data.

Recommendations: A broad overview of what actions the assessor believes are necessary in
order to improve or sustain performance. Recommendations can be aimed at higher
administrative levels or serve as a precursor to action plans.
Reflections/Notes: Any necessary information to contextualize the data or provide insight into
the assessment process
Acceptable Target Achievement: A radio button selection of "Not Met," "Met," or "Exceeded"
to indicate whether the acceptable target was accomplished
Ideal Target Achievement: A radio button selection of "Moving Away," "Approaching," or
"Exceeded" to indicate whether the idea target was accomplished
Attachments: Uploaded documents to provide additional detail and context to the Findings.
Special note on Findings: It is an accepted and recommended practice to remove the results of
failing students from the assessed dataset. The question the assessment and improvement
process seeks to answer is how capable students who complete our curriculum are in
accomplishing the desired outcomes. Since students who fail have not completed the
requirements, they should not be included. However, in the interest of disclosure, all Findings
should include the number of students who did not complete the requirements of the course
being assessed.
Overall Recommendations
The Overall Recommendations box provides a final place to summarize the broad
recommendations the assessor wants to present. This is a higher-level overview of the
recommendations presented as part of the findings items.
Overall Reflection
Similar to the Overall Recommendations, the Overall Reflection box provides a final place to
summarize the broad contextualizing information the assessor wants to present. This is a
higher-level overview of the recommendations presented as part of the findings items.

Improvement Plan
The third phase of the Improvement Cycle begins the most important work of the institutional
effectiveness process: the Improvement Plan. Assessment personnel must review the findings
with their department. This Plan shows how results will be used in an effort for continuous
improvement. The key item of the Improvement Plan is the Action.

Actions
Like Measures, Actions are tied directly to the department's Outcomes. Actions are also
associated with Findings. An Action represents an improvement process the department will
implement over the coming year. While the results of most Actions will not be assessed, the
implementation of the Action must be carefully documented and logged.
Every Outcome must have at least one accompanying Action. Multiple Actions are encouraged,
but Actions should always be informed by the relevant Findings. That is, improvement
proceedings should be responding to the actual data gathered over the course of the year. To
ensure this is the case, every Action must be linked to one of the Outcome's recorded Findings.
For example, if a Finding shows that students in a major are entering a senior level course with
insufficient knowledge of the scientific research process that is inhibiting accomplishment of a
program outcome, an associated Action could read as follows: “Emphasis on research methods
will be implemented earlier in the program with targeted assignments in…” with a listing of the
courses targeted for the implementation.
Actions consist of the following fields:
Action Item Title: The title of the Action
Action Details: Further detail and description of the nature and scope of the Action
Implementation Plan (timeline): An overview of key dates regarding the Action's
implementation. More than one date should be provided here: a detailed implementation plan
consists of multiple checkpoints.
Key/Responsible Personnel: A listing of individuals who will be responsible for facilitating the
Action
Measures: A listing of clear pass/fail parameters that determine whether the Action was
successfully implemented. Note: this is not a measure of the results of the Action, it is a
measure of whether the Action was put into place. For example, in the aforementioned
example, an appropriate measure would be “Research papers with a significant portion of the
grade derived from appropriate usage of scientific research methods will be implemented in all
of the following classes:…”, with a listing of the courses targeted for the implementation. Note
that the student scores are not a part of the measure; rather, what is being measured is
whether the improvement plan has been executed.
Budget Approval: If the Action requires additional funding, a description of the budget request
and justification goes here

Budget Request Amount: The total amount requested for the Action. Requested amounts
should be realistic.
Priority Level: A dropdown list with "Low," "Medium," and "High" selection options
Attachments: Uploaded documents to provide additional detail and context for the Action.

Use of Results
The final phase of the cycle allows Shorter to confirm the implementation of the Improvement
Actions. This phase occurs during the following academic year, meaning that the Improvement
Cycle overlaps itself every year.
The key items of the Use of Results phase are Action Statuses. On the reporting deadline,
assessment personnel must provide an Action Status for every Action submitted during the
prior academic year. This must also be accompanied by an overall summary of the
implementations, which closes out the Improvement Plan cycle.
Throughout the Use of Results step, you will be attributing one Action Status to each Action you
created in the Improvement Plan process.
Action Status
The Action Status must be attached to an Action, and it contains the following parts:
Current Status: A dropdown list with the following options: "Not Started," "In Progress,"
"Completed," and "Not Implemented."
Budget Status: A dropdown list with the following options: "Approved," "Pending Approval,"
"Not Approved," and "Other."
Additional Information: Information provided to contextualize and further describe the current
implementation status of the Action.
Next Steps: Detailed description of future steps to ensure continuation and success of the
implementation of the Improvement.
Status Summary
The Status Summary is part of the final narrative component that sums up the Improvement
Cycle. In it, the assessor gives an overall description and evaluation of the improvement
processes as implemented and informed by the year's Findings.

Summary of Next Steps
The Summary of Next Steps allows the assessor to provide a final description and evaluation of
the needed actions to ensure the success of the implemented improvements. The Next Steps
not only provide institutional documentation of the continuing effort of improvement, they also
allow each department to develop and improve its focus for the upcoming year.

Conclusion
Different types of departments may see minor variations of what kind of information is
expected in the Improvement Cycle phases, but the same four-step process applies. Overall,
chairs, deans, and directors must keep a clear picture of the broad goals of assessment:
determining what to assess, gathering the data and reporting the findings, determining how to
improve in light of the findings, and documenting the improvement. Taskstream will provide all
departments the opportunity to document their contributions to the goals of the institution at
large, as well as the milestones to hit to ensure the process is repeatable rather than ad hoc.

