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Allow Pop-ups in Chrome

Highlight the web address of the current page, right click, and click Copy.

Click the three vertical circles in the top right corner.

 Click Settings.

1

2

3

Step-by-Step Taskstream Outcomes Submission Guide 3



Allow Pop-ups in Chrome

 Click Advanced, then Privacy and security.

 Click Site Settings, then Pop-ups and redirects.

 Click Add.

4

5

6

Paste the website in the Site bar and click Add.7
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Allow Pop-ups in Firefox

Highlight the web address of the current page, right click, and click Copy.

Click the three horizontal bars in the top right corner.

 Select Options.       

1

2

3
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Allow Pop-ups in Firefox

Click on Privacy and Security.

Scroll down to Block pop-up windows and click on Exceptions.

Paste the website in the Address of website bar, click Allow, and click Save Changes.

4

5

6
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Taskstream Login
Navigate to login.taskstream.com in your web browser

Enter your username (your @tamut.edu email) and your password

If you forgot your password, click Forgot Login. A link will be sent to your email.

1

2

3

If this does not work, contact Taskstream using the Get Help button.4

Once successfully logged in, you will be at the main page.5
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Taskstream Workspace Guide

Once logged in, find your program.

Your workspace should look similar to the picture below.

In the top right you will find the following tabs.

1

3

4

Click on Annual Program Assessment or Non-Academic Assessment.2
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Taskstream Workspace Guide

Discussion enable you to create forum discussions on topics related to your content.

Publish can be used to share your work with others.

Options & Info provides information on your workspace and displays levels of access with others.

5

7

8

Submission & Read Reviews enable you to view the status of components of your assessments.6
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Taskstream Workspace Guide

Most of your time will be spent within the Edit Content tab.9

Review Setup your Learning Outcomes documents before progressing.10
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v

Mission Statements

Find your department’s workspace

Click either ‘Annual Program Assesment’ or ‘Non-academic Assessment Workspace’

Click ‘Mission Statement’

1

2

3

Click ‘Check out’4

In this section, you will provide a statement that states the core mission and purpose of the depart-
ment. Administrative departments should also (a) describe key services provided in support of the 

university’s mission, and (b) identify the primary group(s) you serve or that benefit from your service.

Step-by-Step Taskstream Outcomes Submission Guide 11



v

Mission Statements

Click the Edit button

Enter Mission Statement in text Box and Click Submit

Check the box for the area you want this to apply and click Apply Changes button.

5

6

7

Click ‘Return to Work Area’8

In this section, you will provide a statement that states the core mission and purpose of the depart-
ment. Administrative departments should also (a) describe key services provided in support of the 

university’s mission, and (b) identify the primary group(s) you serve or that benefit from your service.
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v

Mission Statements

Click the Check In button

Click Return to Work Area

If all these steps were followed correctly, your screen should look similar to the image below.

9

10

11

In this section, you will provide a statement that states the core mission and purpose of the depart-
ment. Administrative departments should also (a) describe key services provided in support of the 

university’s mission, and (b) identify the primary group(s) you serve or that benefit from your service.
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Program Objectives

Find your department’s workspace

Click either ‘Annual Program Assesment’ or ‘Non-academic Assessment Workspace’

Click ‘Program Objectives’

1

2

3

Click ‘Check out’4

In this section, you should describe your department’s plans to achieve your mission. You should also 
describe what you expect graduates to accomplish after they leave your program.
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Program Objectives

Click Create New Outcome Set Button

Write your set name in the text box and click Continue

Click Create New Learning Objective button

5

6

7

In this section, you should describe your department’s plans to achieve your mission. You should also 
describe what you expect graduates to accomplish after they leave your program.
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Program Objectives

Enter Learning Objective Title and Description into text boxes and click Continue

Click Create New Outcome button

Enter Title and Description of Outcomes into text boxes and click Continue

8

9

10

In this section, you should describe your department’s plans to achieve your mission. You should also 
describe what you expect graduates to accomplish after they leave your program.
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v

Program Objectives

Click Back to all outcomes sets. 

Click the Check In button

Click Return to Work Area

11

12

13

In this section, you should describe your department’s plans to achieve your mission. You should also 
describe what you expect graduates to accomplish after they leave your program.

Your screen should look similar to the image below14
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v

Operational Outcomes 
(Administrative Departments only)

Find your department’s workspace

Click Non-academic Assessment Workspace

Click ‘Operational Outcomes’

1

2

3

Click ‘Check out’4

In this section you should describe 3-5 Operational Outcomes which reflect the core functions and pur-
pose of your unit. Please describe them in the present tense. You may also include an additional section 
on Strategic Outcomes, which are future-oriented results based on planned activity or changes in your 

unit. Inclusion of Strategic Outcomes is encouraged, but not required.
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v

Operational Outcomes 
(Administrative Departments only)

Click Create New Set button

Type your set name in the text box and click Continue

Click Create New Operational Objective button

5

6

7

Enter Learning Objective Title and Description into text boxes and click Continue8

In this section you should describe 3-5 Operational Outcomes which reflect the core functions and pur-
pose of your unit. Please describe them in the present tense. You may also include an additional section 
on Strategic Outcomes, which are future-oriented results based on planned activity or changes in your 

unit. Inclusion of Strategic Outcomes is encouraged, but not required.
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Operational Outcomes 
(Administrative Departments only)

Click Create New Outcome button

Enter Title and Description of Outcome into text boxes and click Continue

Click Back to all outcome sets

9

10

11

In this section you should describe 3-5 Operational Outcomes which reflect the core functions and pur-
pose of your unit. Please describe them in the present tense. You may also include an additional section 
on Strategic Outcomes, which are future-oriented results based on planned activity or changes in your 

unit. Inclusion of Strategic Outcomes is encouraged, but not required.
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v

Operational Outcomes 
(Administrative Departments only)

Click the Check In button

Click Return to Work Area

This is what your screen should look like if you’ve followed these steps correctly

12

13

14

In this section you should describe 3-5 Operational Outcomes which reflect the core functions and pur-
pose of your unit. Please describe them in the present tense. You may also include an additional section 
on Strategic Outcomes, which are future-oriented results based on planned activity or changes in your 

unit. Inclusion of Strategic Outcomes is encouraged, but not required.
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v

Find your department’s workspace

Click either ‘Annual Program Assesment’ or ‘Non-academic Assessment Workspace’

Click ‘Student Learning Outcomes’

1

2

3

Click ‘Check out’4

Student Learning Outcomes
(Academic Programs only)

This section should include statements of what you want graduates to be able to think, 
know, and do at the time of graduation.
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v

Click ‘ Create New Set’

Name your set and click Continue’

Scroll to the bottom of the page to find your new set

5

6

7

Click Create New Learning Objective8

Student Learning Outcomes
(Academic Programs only)

This section should include statements of what you want graduates to be able to think, 
know, and do at the time of graduation.
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v

Click Create New Outcome

Enter the Title and Description and click Continue

Click ‘Add mapping’ to align your outcome

10

11

12

Type your Learning Objective and Description in the text box and click Continue9

Student Learning Outcomes
(Academic Programs only)

This section should include statements of what you want graduates to be able to think, 
know, and do at the time of graduation.
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vv

Select Goal sets distributed from the drop down window

Click Go

Align your learning outcomes to Texas Core or Texas A&M SLOs and click Continue

14

15

16

Click on the drop down bar13

Student Learning Outcomes
(Academic Programs only)

This section should include statements of what you want graduates to be able to think, 
know, and do at the time of graduation.
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vv

Check the box that is the most relevant to your content and click ‘Continue’17

Click Check In18

Student Learning Outcomes
(Academic Programs only)

This section should include statements of what you want graduates to be able to think, 
know, and do at the time of graduation.

Click Return to Work Area19
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v

Curriculum Map
(Academic only)

vv

Find your department’s workspace

Click either Annual Program Assesment or Non-academic Assessment Workspace

Click Curriculum Map

1

2

3

Click ‘Check out’4

In this section, you can create visual displays that are useful for showing which learning 
outcomes are Introduced (introduced at the basic level), Reinforced (students increase 

sophistication beyond the basic level), and Practiced (students are given opportunities to 
practice, learn more about, and receive feedback to develop more sophistication).
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v

Curriculum Map
(Academic only)

vv

Click Create New Curriculum Map

Type in Title (the name of your department) and Description (description of department)

Click the Select button that matches the Student Learning Outcomes you entered

5

6

7

In this section, you can create visual displays that are useful for showing which learning 
outcomes are Introduced (introduced at the basic level), Reinforced (students increase 

sophistication beyond the basic level), and Practiced (students are given opportunities to 
practice, learn more about, and receive feedback to develop more sophistication).
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v

Curriculum Map
(Academic only)

vv

A pop-up window with your map should emerge.

Click the blue plus sign next to Courses and Learning Activities

Fill out Course/Activity ID, Title, and Description, then click the Create button.

8

9

10

In this section, you can create visual displays that are useful for showing which learning 
outcomes are Introduced (introduced at the basic level), Reinforced (students increase 

sophistication beyond the basic level), and Practiced (students are given opportunities to 
practice, learn more about, and receive feedback to develop more sophistication).
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v

Curriculum Map
(Academic only)

vv

After you have created all activities for the course, click one of the boxes under SLO column

Click till you have indicated SLO has been Introduced (I), Practiced (P), or Reinforced (R)

11

12

In this section, you can create visual displays that are useful for showing which learning 
outcomes are Introduced (introduced at the basic level), Reinforced (students increase 

sophistication beyond the basic level), and Practiced (students are given opportunities to 
practice, learn more about, and receive feedback to develop more sophistication).
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v

Curriculum Map
(Academic only)

vv

When done, click Save Now and close the window.

Click Check In

13

14

In this section, you can create visual displays that are useful for showing which learning 
outcomes are Introduced (introduced at the basic level), Reinforced (students increase 

sophistication beyond the basic level), and Practiced (students are given opportunities to 
practice, learn more about, and receive feedback to develop more sophistication).

Click Return to Work Area15
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Activity Map

vv

Find your department’s workspace

Click either Annual Program Assesment or Non-academic Assessment Workspace

Click Activity Map

1

2

3

Click ‘Check out’4

(Administrative Departments only)
In this section, you can create visual displays that are useful for showing how the specific 
activities of your department map onto your Operational Outcomes (and Strategic Out-

comes, if applicable). 
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v

Activity Map

vv

Click Create New Curriculum Map

Fill out Title (department name) and Description (description of department)

Click the Select button that corresponds with the Operational Outcomes you entered

5

6

7

(Administrative Departments only)
In this section, you can create visual displays that are useful for showing how the specific 
activities of your department map onto your Operational Outcomes (and Strategic Out-

comes, if applicable). 
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v

Activity Map

vv

A pop-up window will appear

Click the blue plus sign next to Courses and Learning Activities

Fill out Course ID (Person or Department), Course Title (Role), Description and click Create 

8

9

10

(Administrative Departments only)
In this section, you can create visual displays that are useful for showing how the specific 
activities of your department map onto your Operational Outcomes (and Strategic Out-

comes, if applicable). 
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v

Activity Map

vv

Align Outcomes by clicking the Click button in the Outcomes column

Keep clicking until you indicate whether something is NWR, PWR, or CWR

11

12

(Administrative Departments only)
In this section, you can create visual displays that are useful for showing how the specific 
activities of your department map onto your Operational Outcomes (and Strategic Out-

comes, if applicable). 
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v

Activity Map

vv

After you have indicated all outcomes, click the Save Now button and close the window

Click the Check In button

13

14

(Administrative Departments only)
In this section, you can create visual displays that are useful for showing how the specific 
activities of your department map onto your Operational Outcomes (and Strategic Out-

comes, if applicable). 

Click Return to Work Area15
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v

Assessment Plan

Find your department’s workspace

Click either Annual Program Assesment or Non-academic Assessment Workspace

Click Assessment Plan under your chosen Assessment Cycle

1

2

3

Click ‘Check out’4

In this section, you will describe your department’s specific assessment goals and de-
scribe how your department plans to measure its success in meeting these goals. 
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v

Assessment Plan

Click Create New Assessment Plan

Click Select Set button

Click Select Existing Set

5

6

7

Choose the outcome that corresponds to the title that matches your SLOs and click Continue8

In this section, you will describe your department’s specific assessment goals and de-
scribe how your department plans to measure its success in meeting these goals. 
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v

Assessment Plan

Click the check box for each outcome listed then click Accept and Return to Plan

Click Add New Measure

Fill in all text boxes with appropriate measure information

9

10

11

In this section, you will describe your department’s specific assessment goals and de-
scribe how your department plans to measure its success in meeting these goals. 
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v

Assessment Plan

Click Apply Changes at the bottom of the screen

Find your newly created Measure and click Add/Edit Attachments and Links

Name your file, click the Choose File button to attach your file, and click the Add File button

12

13

14

In this section, you will describe your department’s specific assessment goals and de-
scribe how your department plans to measure its success in meeting these goals. 

Click Check In15

Click Return to Work Area16
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v

Assessment Findings

Find your department’s workspace

Click either Annual Program Assesment or Non-academic Assessment Workspace

Click Assessment Plan under your chosen Assessment Cycle

1

2

3

Click ‘Check out’4

In this section, you will summarize your assessment results and indicate the extent to 
which your department was able to meet your Accepted and Ideal Targets. You will also 

be asked to generate recommendations for continued improvements. 
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v

Assessment Findings

Click the grey Add Findings button within each objective

Enter information in all fields (Comments/Notes optional) and click Submit

Go to the section you just created and click Add/Edit Attachments and Links

5

6

7

In this section, you will summarize your assessment results and indicate the extent to 
which your department was able to meet your Accepted and Ideal Targets. You will also 

be asked to generate recommendations for continued improvements. 
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Assessment Findings

Add a title to the Name File text box, click choose file to upload your files, and click Add File

At the bottom of the Assessment Findings Page, find the Recommendations section, click Edit 

Enter your overall recommendations based on your findings and click Submit

8

9

10

In this section, you will summarize your assessment results and indicate the extent to 
which your department was able to meet your Accepted and Ideal Targets. You will also 

be asked to generate recommendations for continued improvements. 
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Assessment Findings

Click Check In

Click Return to Work Area

Your screen should look similar to the image below if you followed all these steps

11

12

13

In this section, you will summarize your assessment results and indicate the extent to 
which your department was able to meet your Accepted and Ideal Targets. You will also 

be asked to generate recommendations for continued improvements. 
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Dissemination of Findings

Find your department’s workspace

Click either Annual Program Assesment or Non-academic Assessment Workspace

Click Assessment Plan under your chosen Assessment Cycle

1

2

3

Click ‘Check out’4

In this section, you will describe the means through which your assessment findings were 
shared with other or will be shared with others (and for what purpose). 
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v

Dissemination of Findings

Click Attachments button at the bottom of the screen

Click Upload from Computer 

Drag your file to the box or click Add Files to upload your document discussing dissemination

5

6

7

In this section, you will describe the means through which your assessment findings were 
shared with other or will be shared with others (and for what purpose). 
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v

Dissemination of Findings

Click the orange Start Upload button, check upload status is 100%, and click Upload and Close

Click Save and Return

Click Check In

8

9

10

In this section, you will describe the means through which your assessment findings were 
shared with other or will be shared with others (and for what purpose). 
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v

Dissemination of Findings

Click Return to Work Area

Your screen should look similar to the image below

11

12

In this section, you will describe the means through which your assessment findings were 
shared with other or will be shared with others (and for what purpose). 
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Program Improvements / Department Improvement Plan
(Academic & Administrative departments) 

Find your department’s workspace

Click either Annual Program Assesment or Non-academic Assessment Workspace

Click Program Improvements or Department Improvement Plan

1

2

3

Click ‘Check out’4

In this section, you will describe specific future plans for making improvements. You will 
be asked to provide details ranging from what those plans are, when you plan to imple-

ment them, and your budget requests. 
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Program Improvements / Department Improvement Plan
(Academic & Administrative departments) 

Click Create New Operational Plan

Click Select Set in the Actions section

If no Outcome Sets are listed, click Select Existing Set

5

6

7

Select set associated with your Student Learning Outcomes and click Continue8

In this section, you will describe specific future plans for making improvements. You will 
be asked to provide details ranging from what those plans are, when you plan to imple-

ment them, and your budget requests. 
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Program Improvements / Department Improvement Plan
(Academic & Administrative departments) 

Check boxes associated with Student Learning Outcomes listed in white

Click Accept and Return to Plan button

Check Show Full Findings Details and click Add New Action button

9

10

11

In this section, you will describe specific future plans for making improvements. You will 
be asked to provide details ranging from what those plans are, when you plan to imple-

ment them, and your budget requests. 
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Program Improvements / Department Improvement Plan
(Academic & Administrative departments) 

Complete all applicable items and click Apply Changes button

Click Check In

Click Return to Work Area

12

13

14

In this section, you will describe specific future plans for making improvements. You will 
be asked to provide details ranging from what those plans are, when you plan to imple-

ment them, and your budget requests. 
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Status of Program Improvements / Status Report
(Academic & Administrative departments) 

Find your department’s workspace

Click either Annual Program Assesment or Non-academic Assessment Workspace

Click Status of Program Improvements or Status Report

1

2

3

Click ‘Check out’4

In this section, you will describe the progress your department has made towards reach-
ing your program improvement goals. 
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Status of Program Improvements / Status Report
(Academic & Administrative departments) 

Click Add Status in the Action Section

Answer all applicable questions and click the Submit button. Repeat for each item. 

5

6

In this section, you will describe the progress your department has made towards reach-
ing your program improvement goals. 
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Status of Program Improvements / Status Report
(Academic & Administrative departments) 

Scroll down to the bottom of the page and click the Edit button in the Status Summary section 

Provide your status summary and click the Submit button.  

7

8

In this section, you will describe the progress your department has made towards reach-
ing your program improvement goals. 

At the bottom of the page, click the Edit button in the Summary of Next Steps section 9
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v

Status of Program Improvements / Status Report
(Academic & Administrative departments) 

Click Check In

Click Return to Work Area

10

11

In this section, you will describe the progress your department has made towards reach-
ing your program improvement goals. 
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