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SECTION 1: GETTING STARTED
To view the academic program assessment homepage in Taskstream:
From the ERNIE Tools
•

Click on the All Tools link from the homepage

•

Click the gear icon in the top far right corner
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•

Check the box next to the tool to display it on the ERNIE homepage tools/favorites for easy access

•

Save Changes

•

Once completed, click home.
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CHECK FOR CORRECT ACCESS TO TASKSTREAM
After you are in your Taskstream account, check to see if the affiliation and workspace available to
you on the homepage is correct. If you are associated with incorrect programs, please contact the
Office of Academic Assessment (Chantil Cuesta or 386-226-6873) if you would like to have your
affiliations changed.

ACADEMIC ASSESSMENT PLANNER HOME PAGE
When you log into Taskstream, you will see three (3) areas (screenshot below):
•
•
•

Under Academic Training Resources, you will see Due Dates and Planner Training Materials
Academic Assessment Management Reports
Program Workspace(s), you will see Assessment Workspace, Data Repository, and Feedback.
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COMPLETION STATUS REPORTS FOR ALL PROGRAMS
Under the Academic Assessment Management Reports section, click the appropriate campus, (DB, PC, or
WW) Academic Assessment Due Dates & Status Reports link to get to the screen shown below.

Next, click Completion Status Reports for all Programs from the left-hand menu, then click the file of interest
posted in the center of the screen to view the completion status of your program for the specified timeframe.
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SECTION 2: PROGRAM WORKSPACE
ASSESSMENT WORKSPACE
•

Under your Program area, there is an Assessment Workspace link, a Data Repository link, and a
Feedback link.
a. The Assessment Workspace area is used house Resources for Longitudinal Assessment,
Standing Requirements: identify the programs mission, program outcomes, curriculum map,
and assessment schedule, Annual Assessment Cycles: create an annual assessment plan,
report results, and proposed improvements, and/or develop improvement action plans and
status reports.
b. The Data Repository area is used to review direct or indirect assessment data reports and
access to request End of Course evaluations or other types of survey resources.
c. The Feedback area contains general comments and recommended revisions (if applicable) from
the Office of Academic Assessment regarding assessment best practices
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When you first open the Assessment
Workspace, you will see the structure on the
left-hand side. This structure contains several
different requirements related to your
assessment process.
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RESOURCES FOR LONGITUDINAL ASSESSMENT
LONGITUDINAL ASSESSMENT SUMMARY REPORT BY OUTCOME
The Longitudinal Assessment Summary Report by Outcome summarizes assessment information by outcome
over time. For each outcome, the results are color-coded to indicate met (green), not met (red), or data
unavailable (yellow) for each criterion for success.
Select the Longitudinal Assessment Summary Report by Outcome from the left-hand menu, and then click on
the program title, to access the program summary report.

IMPROVEMENTS OVER TIME
The Improvements Over Time by Program report summarizes all improvements that have resulted from
assessment and program review processes.
Select the Improvements Over Time by Program from the left-hand menu, then click the program link, to
access the report containing the program’s improvements resulting from the academic assessment and/or
program review processes.
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SUMMARY OF ASSESSMENT LEARNING TRENDS
To create learning trend data, reassess the program outcomes with the intent to compare current learning
targets to prior results, as appropriate.

ASSESSMENT PLANS FROM PREVIOUS CYCLES PRIOR TO 2013-2014
In the Assessment Plans from Previous Cycles Prior to the 2013-2014 area, you will be able to access older
Assessment Plans in this area for reference. Click the link within the Assessment Plans from Previous Cycles
Prior to 2013-2014 area and a page with archived content will open in a new tab.
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TASKSTREAM BASICS
In the upper right-hand corner, you will see a green

button. Please note that all

requirements in Taskstream’s AMS system use a
to any requirement you will first need to
information, you may click the
If you forget to click the
log out of your account.

/

system. To edit or add data

the requirement. Once you have entered your
button so that others can come in to modify the requirement.

button, the requirement will automatically be checked in when you

Updated 02/15/22

11

SECTION 3: COMPLETE/MODIFY STANDING REQUIREMENTS
The Standing Requirements category contains/will contain assessment data that will remain
relatively steady over time, whereas the Annual Assessment Cycle will be completed anew each
year.

PROGRAM MISSION STATEMENT
The Program Mission Statement requirement is the first in the structure where you will be entering
data. To begin working on it or any other requirement, please select it from the workspace structure.
Once it is selected, you can view the directions and add the required data in the right-hand frame.

When you click the
button, the “Edit” button will appear on the far right. Click “Edit” to
add your mission statement data.
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NOTE: If the content has already been added to the area, you will be able to add to and/or modify it.

Once you have entered the appropriate mission statement, you may click the “Submit” button.
Return to the workspace by clicking Return to Work Area.

PROGRAM ALIGNMENT TO UNIVERSITY MISSION
The next requirement in the structure is Program Alignment to University Mission.

Once you
the area, you will be able to fill out a form attached by your organization by
clicking “complete this form.”
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Check the boxes that apply and click “Save and Return.”

PROGRAM OUTCOMES
When you are ready to move on to the Program Outcomes requirement, you may select that
requirement from the workspace structure.

To begin, you must first
the requirement. Once you do so, you will have the option of
creating a new outcome set or selecting an existing outcome set.
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SELECT EXISTING SET

To pull an existing set (e.g. Gen Ed Competencies, Specialized Accreditation Outcome sets, or
others), start by clicking the

button.

Select the set you wish to add. Once you select your external outcome set, hit
click the

, then

button.

CREATE NEW OUTCOME SET

To create a new outcome set to map to, start by clicking the

button.

You may then title the outcome set and choose whether you want to allow other sets to be aligned to
this (your) outcome set (it is recommended to leave this checkbox blank). Then you may click
.
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Once you return to the main Goals and Outcomes area, you can start to create Outcomes. To create
an Outcome, click the

button.

Enter a concise title for your Outcome (max 60 characters) and enter the outcome statement in the
Description field. Click
.
After clicking the Back to all outcome sets link, you may map or align your outcomes to college level
or university level goals, accrediting body standards and criteria, and general education outcomes.
To do this, click the Map link next to the outcome you wish to map.
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You can then click the

button.

To map or align your outcomes with a goal set, you’ll want to select Goal sets distributed to… or
Outcome Sets in other organizational areas if you are mapping to departmental-level outcomes. Click
once you have selected a category of the outcome set to map to.

Select the appropriate outcome set and click

.
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Choose which Outcome set items to align with your objective and then click the
button. You will now see the Outcome set items mapped or aligned with your objective. NOTE: This
is just an example of what the area would look like.

You may repeat this process for additional mappings. Once mapped, your outcome(s) will look similar
to the first one in the screenshot below.

CURRICULUM MAP
In the Curriculum Map requirement, you can map courses to outcome sets.
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After Checking Out the area, click the

button.

Enter a title for the map and select an outcome set to use. Once you have chosen an outcome set,
click
.

Click “Ok” in the pop-up message and the map will open in a separate window. The outcomes will be
along the top. To add a course/activity, click the
or add a course/activity by clicking the “Actions”
button in the upper right-hand corner and choosing to create new course/activity.
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Add the course section (course/activity ID), Course/Activity Title, and a Description or Link (both
optional) and click “Create”. You may repeat this step for additional courses/activities.

If you would like to move courses, a selector enables you to move courses up and down.

Using the legend along the bottom, you can then choose if a course Introduced, Practiced, Mastered,
or Aligned work pertaining to that outcome.
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Click the
button in the top right corner to save your progress as you go. When you
are ready to move on, close the map window.

You can now access/edit your map in the Curriculum Map area or create another map.
Revising/updating program outcomes, also requires updating the curriculum map. For assistance with
updating/archiving/changing curriculum maps, please contact the Office of Academic Assessment for
assistance.

ASSESSMENT SCHEDULE
The Assessment Schedule area has the same functionality as the curriculum map area. However,
here you are determining if Assessment Cycles (years) have aligned with outcomes, instead of
courses. The Assessment Schedule should include five (5) assessment cycles and identify which
Program Outcomes will be assessed over the 5 years.
To create an assessment schedule, start by clicking the
.
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Enter a title for your assessment schedule and select an outcome set from the “Select Alignment Set”
drop-down menu. Once you have chosen an outcome set, click
.

Enter the assessment cycle (e.g. 2022-2023) in the course/activity ID, add “Assessment Cycle” in the
course/activity title and a Description or Link (both optional), and click the “Create” button.
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Click on the
to indicate which outcome will be assessed for the assessment cycle. Once
completed click on the
button.

to add another assessment cycle. It is recommended that the assessment schedule
Click the
include a minimum of five academic cycles.
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ADDITIONAL INFORMATION
The Additional Information area may be used to document any program-level information you wish to
include.

To add content:
a) From the Add toolbar at the bottom of the right panel, click the button to add a specific type of
content.
i) If this is the first time you are adding the selected type of content, clicking the button will
create a new section in the Content area.
ii) If the content of this type has already been added, clicking the button will take you to the
existing section to add/edit work.
b) Follow the process specific to that type of content to add or upload work.
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SECTION 4: COMPLETE CYCLICAL REQUIREMENTS FOR
ASSESSMENT PLAN
Now you may proceed to the cyclical assessment section represented by the category 20XX-20XX
Assessment Cycle to enter your assessment data.

CONTACT INFORMATION
In the first area, Contact Information, you will be entering the current contact information for the
individual responsible for entering assessment data for the program in the form provided. Click the
“complete this form” button on the right to begin.

Once you fill out the fields, click “Save and Return.”
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ASSESSMENT PLAN
To create an assessment plan that defines the measures used to assess your student learning
outcomes,
the Assessment Plan area and click the
button.
You can create a new plan or if you have an existing plan in your workspace from a previous cycle,
you may wish to choose

instead.

COPY AN EXISTING PLAN

To copy an existing plan from a previous cycle, click on

Select the outcome set you wish to assess and click the
outcomes and measures from a previous cycle into a new plan.
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CREATE NEW ASSESSMENT PLAN

To create an assessment plan that defines the measures used to assess your student learning
button.
outcomes, click the

Then, under the Measures Bar, click the
button. Click the
button to select your outcome set from the Import Outcomes Set library.
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Select the outcome set you wish to assess and click the

button.

Select the outcomes you wish to assess/add to the assessment plan. Then, click the “Accept and
Return to Plan” button.
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ADDING MEASURES

To add a Measure to an outcome, click the appropriate “Add New Measure” button.

You may then add the details of your measure into the fields on the data entry screen.

Once you have filled out the template, click
measures as you want to each outcome.

at the bottom. You can add as many
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You have the option to upload attachments and links under each measure, click on the
button to upload.

Be sure to

the area after you have finished working in it for that section.
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SECTION 5: COMPLETE CYCLICAL REQUIREMENTS FOR
ASSESSMENT RESULTS AND IMPROVEMENTS
RESULTS AND PROPOSED IMPROVEMENTS
Once you have gathered your data, you may select the Results and Proposed Improvements area
and add your results to your measures.

To do so,
Results” button.

the requirement, locate the appropriate Measure, and then click the “Add
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You may then enter the details of your assessment findings into the data entry screen.

Once you have entered your data, click the
button. Repeat these steps for each
measure once you have completed conducting those assessments. The example is shown below:

If you have supporting evidence that you would like to attach that supports your assessment result
findings, click on the
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Click the “Browse” button to select a file that you want to attach, then click
you may add more resources or close the window.

. When done,

IMPROVEMENT ACTION PLAN
For the Improvement Action Plan area, select the requirement from the workspace structure and
the requirement.
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To select individual outcomes for the improvement action plan, click the
button.

Click the “Select Set” button and then the

button.
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Select the Outcome set you wish to assess that cycle and click the

button.

Select the Outcomes you wish to add actions to and then click the
button.
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You may now add an Action to each applicable Outcome by clicking the

button.

Fill out the details for the intended improvement actions. Once completed, click
.
You may repeat this process for each additional action you need to add. You can add as many action
items as you want to an outcome. Be sure to click the
button, to allow your peers the ability
to modify the requirement.
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STATUS REPORT
To document the status of each of your actions, you may select the Status Report requirement from
the workspace structure.

To begin,

the requirement and then click the “Add Status” button.
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You may then complete the Status Report for that particular action and click

Repeat these steps for each subsequent action item.
At the bottom of the Status Report area are sections where you can add a Status Summary as well
as a Summary of Next Steps by clicking the respective “Edit” buttons.
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Be sure to click the

button to allow your peers the ability to modify the requirement.
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ADDITIONAL/AD-HOC PROGRAM IMPROVEMENTS
The Additional/Ad-Hoc Program Improvements area contains an attached form provided by ERAU.
This form is optional. Click the

button.

You may use any of the buttons along the bottom of the Add toolbar to add additional content as well.
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ATTACHMENTS
In the Attachments area, you can attach supporting documents for the Assessment Cycle.

After you
the area, several buttons will appear at the bottom. The “Attachments” button is
used to attach documents.

On the next screen, click

on the left side.
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Click the

button at the base of the Add New Attachment box.

Find the file on your computer, select it, and click “Open.”
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Once the file is uploaded, you may click the

button.

Once the document has been uploaded, click the
main program work area.
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SECTION 6: PUBLISH PLAN OF FULL ASSESSMENT REPORT OR
PRINT SELECTED SECTIONS
If you would like to share the workspace's entire published plan, highlight the URL address and
copy/paste it into an email or self-study report.

To create a printable PDF of your workspace, start by going to the Publish tab.

Updated 02/15/22

44

Click the

button.

On the next page, you will be able to customize the PDF, including whether to include a Title Page,
Table of Contents, and an appendix of attached files. NOTE: The files you attached will not appear
in the PDF, but you can create an appendix by checking the boxes for the attachments you want to
include and printing the attachments separately. When you’re ready to continue to the next page,
click the
button.

Click

to create the PDF file.
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SECTION 7: FINALIZED ASSESSMENT REPORT

When your assessment plan is complete and
approved by your dean or department chair, a
finalized pdf report will be created and posted
in this section by the Office of Academic
Assessment.
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SECTION 8: DATA REPOSITORY
From your Taskstream home page, under the Program area, click the Data Repository link to access
the data repository section. This area is used to review direct or indirect assessment data reports
and access to requests End of Course Evaluations or other types of Survey resources.

Programs can review indirect assessment reports provided by the Institutional Research (IR) team,
housed within the Indirect Assessment Data – Institutional Research area of the data repository.
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Programs also can upload and house direct assessment reports and other substantiating evidence for each
assessment cycle into the Direct Assessment Data or Program and Student Success areas in the Data
Repository.

Click
to add files into the Direct Assessment Data area in the Data Repository and then
select the type of file you want to upload from the bottom of the screen.

For a
file, select the “Add an image to your text” or “Insert link to file attachment”
option. If you are just adding text, use the text box editor on this page, and click on the
button to save and return to your plan.
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To add

, select one of the options from the “Add New Attachment” box.

“Upload from Computer” option: Simply drag and drop your file into the box and click “upload and
close” and the

button.
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“Attach a previously uploaded file” option: Click on the option and select a file from the dropdown
menu and click on the

button.

To “add an artifact…” Select this option from the list and then select the category of the file you
want to add ( “rubrics” or web pages”) click the
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To add

, type the name for the link, then copy and paste the URL into the spaces provided.

You may add an optional description then click on the

button and then the

button.

Links to the Institutional Research (IR) Data Request Forms and the End of Course Evaluations (EoC) –
Question Request Form are also available in the Data Repository.
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The Data Request Form link takes the planner or supervisor directly to the Office of Institutional
Research Request Form. Users can complete the form and send it directly to the IR teams.
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The Institutional Research End of Course Evaluations link gives planners and supervisors access
to the IR website and the EoC form that can be downloaded, completed, and sent to Kim Brantley
and cc: Lisa Kopp.
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SECTION 9: FEEDBACK
From your Taskstream home page, under the Program area, click the Feedback link to access the
feedback section. The Office of Academic Assessment reviews each program’s assessment
submissions and provides feedback on how well the program’s assessments incorporate best
assessment practices.

Click on Feedback Forms or on a specific assessment cycle Feedback form on the left-hand menu
for specific directions to view feedback.
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Then, click on View Form Responses in the center of the screen to open the feedback form.
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SECTION 10: GETTING HELP
Office of Academic Assessment Contact Information
Executive Director of Academic Assessment:
Tiffany Phagan
(386) 748-1364
Associate Director of Academic Assessment:
Lisa Kopp
(386) 226-6774
Academic Assessment and Accreditation Systems Administrator:
Chantil Cuesta
(386) 226-6873

If you require assistance after regular business hours, the Watermark support team is a valuable
resource for your day-to-day needs including:
•
•
•
•

System and Functionality How-To’s
Account questions
System access questions and login assistance
Reporting questions

They can be reached at Watermark Support or by phone at 1.800.311.5656
Monday-Thursday 8 am - 9 pm, Friday 8 am - 7 pm, and Sunday 5 pm - 10 pm (Eastern).
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