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Log in to Taskstream 

 

1. To begin, have your username and password ready. 

 

2. Navigate to www.Taskstream.com 
 

3. Enter your username and password, and click Log In: 

 

 

 

Taskstream Home Page 

The homepage contains one or more workspaces affiliated with different participating areas (programs, 

courses, cocurriculars, etc.). Input your assessment data into the appropriate workspace. 

 

Note: All screenshots serve as examples and may not reflect the exact titles associated with assigned 

workspace(s).

http://www.taskstream.com/
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Access course workspaces by clicking Course Outcomes Workspace in the appropriate participating area. 
 

 

Workspaces 

The menu will appear on the left-hand side of the page and includes several different file links related to the 

course assessment process. 
 

 
 

The Standing Requirements category contains/will contain assessment data that will remain relatively 

static, but new assessments (Plan, Findings, etc.) must be completed annually. 
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Measurable Course Outcomes 

To view directions and add required data, click on the Measurable Course Outcome 

link from the menu. 
 

 
 

The link will open on the main screen. (Note: Each requirement has a custom set of directions. To view 

these directions, click the link,  and the directions will expand/collapse.) 

 

 

Taskstream’s reporting system uses a Check In / Check Out system: Green Button. To add or edit any 

data, you must Check Out the file. For your peers and chair to access the submission, Check In the file. 

All items are automatically checked in when logged out of the system or if one navigates to another 

website. 
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When presented with the two choices below, select the option most appropriate for your course of action. 

E.g., first time users may select Create New Outcome set. Prior users (or if a chair or colleague has 

already defined an existing outcome set) may select Existing Set to add to previous work. 
 

 

In the first case scenario, add the Outcome Set title. Do not check the align the outcomes in other sets 

box. Simply click continue. 

 

 
To create a Course Outcome, click the Create New      Outcome button. 
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Enter a title for your Course Outcome. (You may also enter an optional description.) Then click Continue. 
 

 

To add a map in the following window, click Add mapping to a Outcome (see below), or click Add 

another outcome to create another Course Outcome. Click Back to all outcome sets to return to your 

Measurable Course Outcomes    page. 
 

 
To map Course Outcomes to Program Outcomes, click the Map link on the right of the selected 

Outcome. 
 

 
Then click the Create New Mapping button. 



 
 

6 
 

Use the collapsible menu to select Outcome Sets in other organizational areas. Use the second collapsible 

menu to map Course Outcomes to a given Program. Then click the Go button. 
 

 
Next, click the Select Set button to align Course Outcomes to Program Outcomes. Then click Continue. 

 

 
Select which Program Outcome items align with Course Outcomes (you can select more than one if 

applicable). Then click Continue. 
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The mapped or aligned outcome items should now be visible. Repeat these steps for all future 

mappings. 
 

 

Click the Check In button in the upper right-hand corner of the page to manually allow other users to 

check them out. 
 

 

Enter comments (if needed) into the Revision History Log after the file has been Checked In. Then click 

Submit Comment. 
 

 

All workspace items will be automatically checked in if one logs out or navigates to a different 

website.
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Curriculum Map 

After all Student Learning Outcomes are entered, access the Curriculum Map file. 

 

 
Click the Create New Curriculum Map button. 

 

 
Title the map and enter a description. Then select the Outcome Set. 
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Add courses and activities by clicking on the Mapping Actions button. 
 

 

Next, click Create New Course/Activity. 
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Enter a Course/Activity (artifact), a Course/Activity Title, an optional Description, and optional link to any 

online resources, then click the Create button. Repeat this step to add additional Courses/Activities 

(artifacts). 
 

 

Align the activity (artifact) to the map by selecting the box underneath the outcome in the provided grid. 

You can select multiple boxes if applicable. 

 

 
When the process is completed, click Save Now, close the mapping window, and click Check In.
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Assessment Plan 

Access the Assessment Cycle menu and select Assessment Plan. 

 

 

Check out the file, and select either the Create New Assessment Plan or Copy Existing Plan (choose 

the most appropriate, but the latter should be used for updates) button. 
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Then click on Select Outcomes. 
 

 

Click the Select Existing Set. 
 

 
Select an Outcome Set. Then click the Continue button. 
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Select the outcome you wish to assess and click Accept and Return to Plan. 
 

 

To add Assessment Plans to each Outcome, click Add New Measure. 
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Then add the details of the Assessment Plan. 
 

 

After selecting the Apply Changes button, the result will appear similar to the example below: 
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Repeat these steps to insert additional Measures or other Course Outcomes.    Upload supporting 

documents or links by selecting Add/Edit Attachments & Links. 

 

Click the Check In button when all actions are complete. 

 

Assessment Findings 

Once all information is gathered, analyzed, and interpreted, select Assessment Findings. Check Out the 

file to add assessment data to the system. 
 

 
(You may have to expand the Finding per Measure Bar.) 
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Enter details of the Assessment Findings into the entry fields. (Use Assessment Handbook Appendix A-1 for 

guidance.) 
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After submitting the data, the resulting screen will appear similar to the below: 
 

 

Repeat these steps to add Findings to other Measures. Upload supporting documents and links by 

selecting Add/Edit Attachments & Links. 

 

Click the Check In button when all actions are complete. 

 

Operational Plan 

To create an Operational Plan, select and Check Out the file from the workspace menu. 
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Then click Create New Operational Plan. 
 

 

Click the Select Outcomes button.
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Click Select Existing Set. 
 

 

Select the Outcome set and continue. 
 

 

Select Course Outcomes and Accept and Return to Plan. 
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Add an action to each applicable Outcome by selecting Add New Action. 
 

 

Link new actions to assessment results by checking the Findings file box. Click Continue. 
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Populate the Action detail fields. Click Apply Changes. 
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The resulting screen will appear similar to the below: 
 

 
Repeat these steps to add Actions to Course Outcomes. Upload supporting documents and links by 

selecting Add/Edit Attachments & Links. 

 

Click the Check In button when all actions are complete. 

 

Status Report 

To document the status of any action, select the Status Report link from the workspace menu.
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Check Out the file and select Add Status beneath the chosen Action. (Expand the Action Status bar if 

needed.) 
 

 

Complete the Status Report for the particular action and click Submit. 
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The resulting screen will appear similar to the below: 
 

 
Repeat these steps to add Findings to other Measures. Upload supporting documents and links by 

selecting Add/Edit Attachments & Links. 

 

Click the Check In button. 

 

Submitting Work for Review 

Submit the data for review via the Submission & Read Reviews tab at the top of the workspace.
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For assessment data to be reviewed, Select Submit Work in all Actions columns. 
 

 

To receive feedback, return to the Submission & Read Reviews tab after all work has been 

reviewed, and access the History/ Comments button in the History tab. 
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