
 
 

  

 

 

   

 

  

  

 

  

 

 

    

   

 

 
  

Taskstream Tutorial: 

Academic Program and Non-Instructional Assessment Plan 

As the Academic Program Assessment Plan and the Non-Instructional Assessment Plan are very similar, 

this tutorial will serve as a support document for both. The purpose of this document is to help users 

access and complete their assessment plans in Taskstream. 

Users are encouraged to complete the Assessment Plan fillable form located on the Taskstream support 

page (provost.howard.edu) and then transfer the information to Taskstream. 

1. Locate the assessment plan to be completed. It will be in the “Home” tab if you have access to 
one. Once located, select it by clicking the link. 
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2. Once you enter the plan, you will see seven sections on the left side. If you are completing a 

Non-Instructional Assessment Plan, you will only see six. You can begin by clicking on the 

“Mission Statement” section. 
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3. Once you are in the “Mission Statement” section, you can click on the “Check Out” button to 
enter your mission. 
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If you have already written a mission statement, it will appear in the body.  You can then edit it if you 

choose. 

After editing your mission statement, make sure to push “Submit” and then “Check In.” 
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4. Next, you can enter the Learning Outcomes.  Click the Learning Outcomes and then select 

“Check In” again. You can then select “Create New Set” to enter a set of Learning Outcomes. 
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Name the set and then continue. 
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Now use the “Create New Outcome” button to create new outcomes until all outcomes have been 
entered. 
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After adding an outcome, you can choose to “Add another outcome” or go “Back to all outcomes sets” 

when you are done. 

Once you are done, you can “Check In” and move on to the Assessment Plan. 
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5. After you enter the “Assessment Plan” area, you will need to select a set of outcomes.  If you 
only have one set of outcomes, this is the one you will select. 
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To select a set, click the “Select Existing Set” button. 

Then select your set and click “Continue.” 
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The outcomes will then populate on the Assessment Plan front page like this: 

Make sure to check the box of each outcome for which you have a measure.  

Then you can click the “Accept and Return to Plan” button. 
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6. Each outcome will now let you add a measure by clicking “Add New Measure.” 

Here, you can complete the measure by putting information in each section available.  When you are 

done, you can click the blue “Apply Changes” button. 

Please note that the “Import Measure” button is if you wish to use previously used measures.  This is 
not applicable as this is the inaugural assessment cycle. 

Do this for all measures.  Please note that you can have more than one measure for an outcome, and 

you do not need to have a measure for every outcome. 

This is all that is required at this time.  At the end of the assessment cycle (May), you will enter 

Assessment Findings, Operational Plan, and Status Report. 

The Status Report is optional. 
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