N

QuickStart Guide: Accessing TaskStream b
& Adding Data — Administrative Services
Assessment and Action Plan

A M S ACCOUNTABILITY

MANAGEMENT SYSTEM
by TaskStream

i —

TaskOtream

Advancing Educational Excellence



A M ACCOUNTABILITY

MANAGEMENT SYSTEM

by TaskStream
e

This tutorial will walk you through accessing AMS and adding assessment data (outcomes,
measures, and action plans) to the system.

1. To get started, please be sure you have your username and password.

2. Please open your internet browser and go to www.taskstream.com

3. Enter your username and password at this screen: Subscriber Login

Username:

“ [ |
Password: offot password g
| N |

4. Once you login, you will be asked to sign the TaskStream End User License Agreement.

5. After you accept the terms, you will be required to input a few pieces of information about
yourself and your role at San Diego Mesa College.

[3 h]

Account Information

Title: |

I
LoV
E-mail address: | |

Re-enter e-mail | |
address:

Home phone: | |

Work phone: | |

Personalize your password

New password: | |

(At least & characters
and one number)

Re-enter new | |
password:

Password hint: | | 8

|
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6. Upon successful completion of this one time form, you will be taken to your homepage. The
homepage will contain one or more workspaces, which will be affiliated with different participating
areas (programs, departments, etc.). Each workspace is the vessel into which you may input your

assessment data.

Preview / Demo Area

v 23

Go to: | - Select -

& Edit Content

Access: Full (View and Edit)

© Administrative Services Assessment & Action Plan
Template: Administrative Services AEI@

E Add Comments
W Submit B Read Reviews

ment and Action Plan

To begin, you may access the “Administrative Services Assessment & Action Plan” workspace by

clicking on it.

7. Once you click on the workspace title, you will see the structure. This structure has been
designed by San Diego Mesa College and contains several different requirements related to your

assessment process.

The “Standing Requirement” category contains will contain assessment data that will remain
relatively steady over time. The “Assessment Cycles” will be completed anew each year.

The “Administrative Service Mission” requirement is the first in the structure. To begin working on
it or any other requirement, please select it from the workspace structure.

General Information

[=] Standing Requirements

Administrative Service
Mi=sion

Administrative Unit
Qutcomes

Activities vs. Qutcomes
Alignment

[=] 2009-2010 Cycle
Assessment Plan
Assessment Findings
Action Plan
Status Report
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To view the directions and add the required data, click on the
mission statement requirement from the structure. When you do
this, the requirement will open in the main screen. Please note that
each requirement has its own custom set of directions. To view
these directions click the “Directions” link present and the directions
will expand/collapse as appropriate.

You will see a green “Check Out” button. Please note that all
requirements in TaskStream’s AMS system use a Check In / Check
Out system. NOTE: To edit or add data to any requirement you will
first need to “Check Out” the requirement. Additionally, to allow
your peers access to the same requirement, you must “Check In”
the requirement when you are finished.
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Content Log £l check Out |
@ Administrative Service Mission @

% Directions
Mo directions specified.

8. When you click the “Check Out” button, the “edit” button will appear. Click this to add your
mission statement data.

Content H Log | [/ check in || share @& erint | {3 eOF
@Adm' istrative Service Mission @

= Directions ] Work not : Checked out: 05/17/2009 12:36:21 PM (PDT)
Mo directions specified. Started i Checked out to: Mesa Manager

Edit

Once you have entered the appropriate mission statement, you may click the Submit button.

@ Mission Statement

Mission Statement Text: |(insert mission statement here) [
(Max. 7000 chars)

[ Spell Check ][ Character Count ]

Cancel Submit
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Be sure to click the “Check In” button, to allow your peers the ability to modify the mission

statement requirement.

9. When you ready to move on to the
Administrative Unit Outcomes requirement, you
may select that requirement from the workspace
structure. To begin, you must first check out the
requirement. Once you do so, you will be
presented with two buttons and you will want to
choose the “Create New Outcome Set” button.

10. You may then title the outcome and choose
whether you want to allow other academic
programs to map to these (your) outcomes.
Then you may click continue.

Content Log

@ Administrative Unit Outcomes @

[ Directions

Create Mew tcome Set Select Existing Set

No outcome sets attached.

Create New Outcome Set

Set Name: |Administrative Outcome 1

Designate Alignment/Mapping Preference: [ Outcomes in other sets will need to be aligned to Outcomes in this set.
(When checked, mapping will be allowed)

Cancel Coni'nue [+]

= DEMO AREA Outcome Set

Rearder Edit Set Mame/Propertias Celate Set

Create Mew Dutcome
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Advancing Educational Excellence

11. You may now create Administrative Unit
Outcomes Outcomes. To do this click the “Create New
Outcome” Button.
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12. Enter a title for your outcome and a description.

Create New Qutcome

Outcome: |(Outcome MName Here)

Max 60 characters =z 2 concize descriptor here since this label is used in reports (e.g. CQutcome 1.1 Civig

Responsibility).

Max 1000 characters

Description: |This outcome will address the following...

Spell Check Character Count

Cancel ConHEueﬁ

You may repeat Steps 11 and 12 for as many outcomes as you need to enter into the system.

13. You may map or align your outcomes in the Administrative Unit Outcomes requirement as
well. To do this, click the “Map” link next to the outcome you wish to map.

%7 Administrative Outcome 1

(Cutcomeas)

Reorder

Outcome

Edit Set Name/Properties

Outcomes

Create New Qutcome

Delete Set

Mapping

{Qutcome Name Here) 9,

This cutcome will address the following...

Mo Mapping

TaskC tream
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14. You can then click the “Create New
Mapping” button.

+ Back to outcome sets

Directions: Manage mapping for outcome:

{Outcome Name Here) (part of Outcomes)

This outcome will address the following...

Create rﬁhﬂapping

Nothing is mapped to this outcome.

15. To map or align your outcomes with global sets, you'll want to select “Goal sets distributed

to...” and click the “Go” button.

This outcome will address the following...

Directions: Select the set to which you would like to map the Qutcomes:

(Outcome Name Here) (part of Outcomes) %

Select category of set to map to:

Select Set:

Select Type of Set

Select Type of Set
iGoal sets distributed to DEMO AREA d click the "Go" button above.
Outcomes sets in DEMO AREA

QOutcomes sets in other organizational areas

TaskC tream
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16. Select the appropriate set and click “Continue”.

Directions: Select the =et to which you would like to map the Outcomes:

(Outcome Name Here) (part of Outcomes) "
This outcome will address the following...

Select category of set to map to: | Goal sets distributed to DEMO AREA | | Go

Owned by San Diego Mesa College

Cancel Eunf'Eue- Q

Select Set: % Institutional Learning Outcomes

17. Choose which goal set items align with your outcome and then click the “Continue” button.

You will now see the goal set items mapped or aligned with your outcome. Repeat these steps for

all future mappings.

ILOs

Initiative

[] Critical Thinking:
Ability to analyze problems, conceptuzlize theses, develop arguments,
weigh evidence, and derive conclusions.

Self-awareness and Interpersonal Skills:
Ability to analyze one's own actions, to see others' perspectives, and to work effactively with others in groups.

[] Personal Actions and Civic Responsibility:
Ability to understand one's role in society, take responsibility for one's own actions, and make ethical decisions in complex situations.

Global Awareness:

Ability to articulate similarities and contrasts ameng cultures, times and envirenments, demonstrating understanding of cultural pluralism.
[] Technological Awareness:

Ability to understand the applications and implications of technelogy and to use technelegy in ways appropriate to the situation.

Task® tream
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You will now see your mapping aligned with the applicable outcome. You may repeat this process
for additional mappings.

< Administrative Outcome 1 (Outcomes)

Reorder Edit Set Mame/Properties Delete Set

Qutcomes

Create New Outceme

Outcome Mapping
(Outcome Name Here) &, Institutional Learning Outcomes: Communication:, Global  [map] [Edit] [Delete]
This outcome will address the following... Awareness:

Once you are satisfied with entering your outcomes and completing your mapping, you may then
proceed to the Curriculum map requirement.

General Information

[-] Standing Reguirements

Administrative Service 18. Once the outcomes have been selected, proceed to the
Mission “Activities vs. Outcomes Alignment” requirement and click the
Administrative Unit “Check Out” button.
Qutcomes

4 Activities vs. Outcomes

i Alinmer,b

[=] 2009-2010 Cycle

Assessment Plan
A=zzesement Findings
Action Plan

Status Report

19. Next, click the “Create New Curriculum Map” button.

Create Maw I:Zqin:ulum Map

TaskC tream 9-
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20. Give the map a title and description and click the “Select” button next to the Outcome Set you
wish to map to.

Create Curriculum Map

« Back to Curriculum Maps Home

New Map Title: |Activities vs. Outcomes Alignment Map|
(Max 100 Chars)

Description:

Select Alignment Set: |View sets available within DEMQ AREA + || Ge

select | Administrative Outcome 1 [View Set]
sgf DEMO AREA Outcome Set [View Set]

21. In the resulting mapping screen, courses and activities can be added by clicking on the small
gray triangle next to the gray Courses and Learning Activities bar.

(Map Title Here) Saue How
Courses and Activities Mapped to DEMO AREA Outcome Set

Mapping Actions...

Outcomes

{Outcome Hame Here)

ﬂ- Courses and | earning Activities %l

EQE Ho courses/activities in this category. Uze the "Insert Courze” quick link to start adding courses inthis category.

D 4 Show Outcame Descriptions

Legend: v = &ligned
. AOVUIICITYg CaOTaonaT EXCENEIIE

I:‘ 4 Show CoursefActivity Detail D -
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22. Enter a Course/Activity ID and Course/Activity Title and click the “Create” button.

Create a New Course/Activity

Coursef Activity h
ID: (Max 15 Chars)
Course/Activity h
Title: [(Max 100 Chars)
Description:
COptional
(Max 500 Chars)
Link: |hitp.//
Cptional

(Max 100 Chars)

Cancel Ereatt

23. You can now apply the ‘Aligned’ icon indicated by a check mark by clicking in the box
underneath the Outcome in the mapping grid.

Activities vs. Outcomes Alignment Map Autosaved on 09/18/2009 at 5:17:04 am PDT | Saue How
Courses and Activities Mapped to Administrative Qutcome 1
Mapping Actions...
Outcomes
(Outcome Name Here)
4. Courses and Learning Activities 2| =

4 Admin Activity

{ Administrative Training

®

)

ol

Legend: v = Aligned

[]4 Show Outcome Descriptiens
[]4 Show Course/Activity Detail

TaskC tream
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When you are finished with your Curriculum Map you may then proceed to the cyclical
assessment sections and enter your assessment plan / findings and your continuous improvement
plan / status report. Begin by checking out the requirement.

24. To create an assessment plan, select the requirement from the workspace structure, check
out the requirement and click the “create new assessment plan” button.

[ Create Mew Assessment Plan ]

25. Then you may click the “select outcomes” button.

[ Select Outcomes ]

26. Click the “select existing set” button, to select your outcome set from the Outcomes library.

Select from outcome sets

[ & Accept and Return to Plan ][ Create Mew Outceme Set ][ Select Existing Set ]

No outcome sets attached.

[ © Accept and Return to Plan ]

27. Select the outcome set you wish to assess that cycle and click the continue button.

Import Outcome Set

Select an ExiSting Setin &3 DEMO AREA Qutcome Set
DEMO AREA: - [Learning Objective & COutcarnes)

Cancel Continue &

U

TaskC tream 12-
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28. Select the outcomes you wish to assess and then click the “accept and return to plan” button.

Outcomes
Outcome Mapping
neludew ¥ el (OUtcome Mame Here) @ English Department Goals: Creative Thinking,
: "hﬁtudentg will be able o Critical Thinking, Rhetorical Awareness

@ Accept and Return t@an

29. To add Measures to each outcome, click the appropriate “Add New Measure” button.

Outcomes

{ Outcome Name Here) Mo measures specified
Students will be able to..,

Add Neﬁaasure

TaskC tream 13-
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30. You may then add the details of your measure into the measure data entry screen.

* Measure Title: |

Measure TypefMethod: |— Select-

Measure Level: |— Select -

| M-

Details fDescription:

Short TermTarget:

Long Term Target:

Implementation Plan
(timeline}:

TaskC tream
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When you click the continue button, the finished result will look something like this:

Outcomes

(Outcome Name Here) - measure: Sample Measure Edit || Remoue
Students will be able to.., Prograrn level; Direct - Exarn

Add Mew Measure )
DetailsfDescription of assessment measure: The exam will test...

Target specified in rubrics: Students will achieve...

Implementation Plan {timeline)--define how long assessment will take {(semester, or two or three?):
This exam will be administered every semester,

Faculty responsible for assessment: Dr. Beverly
Supporting Attachments: | Add/Edit Attachments & Links

You may repeat these steps to add additional measures for this or other outcomes. Additionally,
you may upload documents as supporting evidence or link to other websites by clicking the
Add/Edit Attachments & Links button.

TaskC tream -15-
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31. Once you have gathered your data, you may select the Assessment Findings requirement
and add your assessment data to the system. To do so, check out the requirement and then click

the Add Findings button.

Outcomes

{Outcome Name Here) - mpasure: Sample Measure
Students will be able to... Pragrarm level; Direct - Exam

Details fDescription of assessment measure: The exam will test, ..

Target specified in rubrics: Students will achieve...

Implementation Plan (timeline)--define how long assessment will take (semester, or two or
three?): This exam will be administered every semester.

Faculty responsible for assessment: Dr, Beverly

Findings for Sample Measure Add Findings

Mo Findings Added

32. You may then enter the details of your assessment findings into the data entry screen.

* Summary of Findings:

Recommended Actions for
Continued Improvement:

Reflections/Notes :

Short Term Target Achievement: 250% pass rate with 2 grade of B or better
CINot Met O Met O Exceeded

Long Term Target Achievement : 90% pass rate with a grade of B or better
O Moving Away O Approaching O Exceeded

[ Spell Cheek | ((Cancel | [ Submit |

TaskC tream -16-
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33. Once you have entered your data, click the submit button. The resulting screen will look
something like this:

Outcomes

(Outcome Mame Here)
Students will be able to...

¥ Measure: Sample Measure
Program level; Direct - Exam

Details fDescription of assessment measure: The exam will test...
Target specified in rubrics: Students will achieve...

Implementation Plan {(timeline)--define how long assessment will take {(semester, or two or three?): This
exam will be administered every semester,

Faculty responsible for assessment: Dr. Beverly

Findings for Sample Measure Edit || Remoue

Summary of Findings: The surmmary of findings is as follows..,
Results: Acceptable Target Achievernent; Met
Recommendations : We recornmend...

Reflections fMotes : We recommend the following...
Substantiating Evidence: Add/Edit Attachments & Links

34. To create your Action Plan you will select the requirement from the workspace structure
(Action Plan) and check out the requirement. Then you may click the “Create New Operational

Plan” button.

[ Create New Qperational Plan ]

v

35. Then you may click the “Select Outcomes” button.

TaskC tream
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36. Click the “Select Existing Set” button, to select your outcome set from the Outcomes library.

Select from outcome sets

[ & Accept and Return to Plan ] [ Create Mew Outceme Set ] [ Select Existing Set ]

No outcome sets attached.

[ © Accept and Return to Plan ]

37. Select the outcome set you wish to assess that cycle and click the continue button.

Import DOutcome Set

Select an Existing Set in

S ey i*i DEMO AREA Outcome Set

[Learning Tbjective & COutcormes)

38. Select the outcomes you wish to assess and then click the “Accept and Return to Plan”
button.

= Actions

Selact Qutcomes

39 You may now add an Action to each
< DEMO AREA Outcome Set applicable Outcome by clicking the “Add New

Action” button.
Outcomes

{Outcome Mame Here) Mo actions specified
Students will be able ta...

Add Hew Action

TaskC tream 18-
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40. You may now populate the Action detail fields with your data.

* Action Item Title: |

Action details:

Implementation Plan (timeline):

Key/Responsible Personnel:

Measures:

Budget approval required? (describe):

You may repeat this process for each additional action you need to add.

TaskC tream “19-
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41. To document the Status of each of your actions, you may select the Status Report
requirement from the workspace structure and check out the requirement.

Qutcomes

(Outcome Name Here) - actjon: (Title of Action)
studerts will ba able to.. TR

Action details {define and describe the specifics of the action): Action details: ...
Implementation Plan (timeline): Cne semester

Faculty responsible for action: Dr. Richrmond

How will you assess that action is successful): 30% of students will attain...
Budget approval required? {describe):

Budget request amount: $0.00

Priority: Medium

Status for (Title of Action) hdd@tatus
Mo Status Added

42. You may then complete the Status Report for that particular action and click submit.

* Current Status: | Completed -

- Select-

Mot started
|In Progress
Completed
Mot Implemented

Budget Status:

Additional information:

MNext Steps:

[ spell check | [ Cancel | [ Sybmit

Repeat these steps for each subsequent Action and Status Report.
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