Taskstream Review instructions
1. Loggingin

Go to https://login.taskstream.com/signon/

You will see this following screen

E t as kSt ream by Watermark™

Welcome to Taskstream by Watermark

Sign In

hwardmanager _

Forgot Login? Create/Renew Account Get Help

Enter your howard.edu email and your password.

If you have trouble, it is easier for me to reset it than to go through the system. Simply call
(979) 412-1691, and | will happily reset it for you.


https://login.taskstream.com/signon/

2. Access reviews

Once you log in, you will need to access your reviews.
1. You will see a small red dot next to “Items Requiring Review” If you click this, it will take you
to a list of all the sections you need to review.

SHARED RESOURCES LOCATOR MESSAGES RESOURCE TOOLS

Welcome !

Howard University AMS has selected Taskstream AMS to provide an effective way to document, analyze, manage and

archive the outcomes assessment and accountability initiatives at all levels of the institution.

We look forward to providing you with in and reliable Web-based software and the highest level of supporting
services. To learn about what you can do with Taskstream, visit our main Help page.
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If given the option, make sure that you select “Academic Program Assessment Plan.” This will
only be a an issue if you have reviewed anything in Taskstream before.

After clicking, you will see this:

HOW.
UNIVERSITY] HOME SHARED RESCURCES LOCATOR MESSAGES RESOURCE TOOLS

» ltems Requiring Review
Directions: The list below shows items awaiting review sorted by the oldest submissions to the newest. To resort the list in a different way, click on the column heg
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Please note that each section is its own line and “Review” button.

For each plan you are reviewing (either 16 or 17), you will have 4 sections (Mission Statement,
Learning Outcomes, Assessment Plan, and Assessment Findings).

To complete the review, simply click the yellow/orange button that says “Review”

You will see a screen like the one below. Select “Review Work.”

HOME SHARED RESOURCES LOCATOR MESSAGES RESOURCE TOOLS

» » Review

eview Academic Program Assessment Plan @ i
plata : Academic Program Assassment and Planning Template View Work

0 of 2 reviews have been completed. Academic Program Assessment Plan Work By Sandbox BS (active)

Please select cne of these cptions.

. . The Department of Sandbox Building is committed to the act and history of sand art and sand construction. By connecting leaders in th
reviews In progress.

Cancel - Review Later

‘articipating Area work is due
18/07/2020

on with students, the department leverages exceptional experience and cutting-edge research to ensure that graduates are w

art, sand construction, and sand management.

'articipating Area& Submitted :
17/25/2020 07.04:32 PM EDT

After you select “Review Work,” two screens will pop up. Make sure that your chosen browser
has enabled pop-ups for this website. The two side-by-side windows will allow you to review
the section without jumping between screens.

A sample of what this looks like is below.



@ folio.taskstream.com/Folio/preview_mini_frame.asp?qyz=Z6/SDdZYFJOEm209NUIuid=fqcgz3...

B

Academic Program Assessment Plan Work By Sandbox BS (active)

The Department of Sandbox Building is committed to the act and history of sand
art and sand construction. By connecting leaders in the field of sand art

construction with students, the department leverages exceptional experience and
cutting-edge research to ensure that graduates are well-equipped for positions in

sand art, sand construction, and sand management.

lonal

@ staffdev.taskstream.com/staff_dev/staff_dev/mentor/eval_edit_frame.asp?qyz=Z6ISDdZYFJOE...

Review/Score Work

Area : Standing Requirements: Mission Statement
Participating Area: Sandbox BS (active)
Work Submitted : 07/25/2020 07:04:39 PM (EDT) ; Participating Area work

is due: 08/07/2020

¥ The workspace creator added the following instructions to help guide your review:

Review work using rubric "Assessment Plan Rubric Mission"

Print Rubric

Show Criteria Descriptions

Mission

3 Exemplary

2 Acceptable

1 Developing

« Clear and concise. *
Specific to the unit
(identifies what it does
that separates it from
other units). +
Addresses the larger
impact of the
program. -+ Identifies
stakeholders. -
Aligned with the
college and division
mission and with

« Statement of the
program’s purpose
and who it serves. -
Aligned with the
college and division
mission statements. *
Scope and reach may
be limited.

+ General statement of
the intent of the
program. - Identifies
the functions
performed but not the
greater purpose. *
Does not identify
stakeholders. - Fails to
demonstrate clear
alignment with with
college or division
mission. + Too general

respective to distinguish the
professional program or too
organization, if specific to encompass
applicable. the entire mission.
SCORE COMMENTS ON THIS CRITERION:
Select v

Save Draft

On the left you can see the mission. On the right, you can see a three-point rubric. Read each
description and choose 3 (Exemplary), 2 (Acceptable), or 1 (Developing). If they do not have
anything or have written “None” or “Not Applicable,” you should select 1.

It is important that you give feedback, particularly if you select 1 (Developing) or 2 (Acceptable).

The goal of this exercise is improvement!

To select a choice, you can either click into the box (where the bulleted descriptions are) or you

can click the drop down menu under “Score.”

When you select it, it will turn light blue.

@ The workspace creator added the following Instructions to help guide your review:

[Review work using rubric "Assessment Plan Rubric Mission"

Print Rubric Show Criteria Descriptions

Mission 3 plary 2 1D ing
« Clear and concise. * | * Statement of the * General statement of
Specific to the unit program's purpose the intent of the
(identifies what it does | and who it serves. program. « Identifies
that separates it from | Aligned with the the functions
other units), + college and division performed but not the
Addresses the larger | mission statements. + | greater purpose. *
impact of the Scope and reach may | Does not identify
program. * Identifies be limited. stakeholders. « Fails to
stakehoiders. * demonstrate clear
Aligned with the alignment with with
coliege and division college or division
mission and with mission. * Too general
respective to distinguish the
professional program of too
organization, if specific to encompass
applicable. the entire mission.

SCORE COMMENTS ON THIS CRITERION:
2 v

| save Draft |




Please leave your comments in the “Comments on This Criterion” section. There is no need to
complete the “Overall Comments” section.

After scoring and making comments, click “Save Draft.” You can edit until you select “Submit
Review Now.”

Once you select “Submit Review Now” the review can only be opened administratively.
After clicking “Submit Review Now,” you will be sent back to your list of sections to review.

Note that “Mission Statement” and “Learning Outcomes” have only one dimension to be rated,
but “Assessment Plan” and “Assessment Findings” have two.

Once all your reviews are complete.
Questions

If you have any questions or concerns in this process, you should immediately call Glenn Phillips
at (979) 412-1691, and he will help you troubleshoot.

You are welcome to call any hour of the day or night (weekday or weekend).



