ASSESSMENT FINDINGS — Taskstream “How-To”

Report Findings (documenting stats and data collected)
Preliminary Reflection (General notes/assessment of findings — note: this is not where
action plans or plans for moving forward are recorded)

1. Click on Taskstream located at dropdown on homepage (saved to favorites)
https://login.taskstream.com/signon/

2. Signin

3. Typeyour areain the search

Workspaces @ Faculty credentials @

environmental health an¢ Search ] Communications @

Messages

4. Click on Assessment & Planning Workspace
\nmental Health and Safety sslect report - B

5. Click on Assessment Findings for the AY you are reporting anytime throughout the year
e “Best Practices” suggest updating findings at the end of each semesters, or twice a year.
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Edit FINDINGS by clicking “CHECK OUT”
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v Measure: Outgoing International Participation and Initiatives
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Institutionst Scorecard Description of Measure Increase global participation and opportunities for our students and campus

% % s
{Planning) community. The office provides support for students interested in going

abroad through the SUNY Consortium and on home sponsored trips.

International partnerships, programs and initiatives will also be facilitated
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Use the “EDIT” button to add to or edit previously reported findings

e “Best Practices” suggest updating findings at the end of each semesters, or twice a year.
e Supporting documents (graphs, surveys, links, etc...) can be uploaded to findings by clicking
“ADD/EDIT ATTACHMENTS AND LINKS”



o Example: If a blank survey uploaded to the MEASURE under Assessment Plan, the
completed survey or data from the completed survey, should be uploaded under
FINDINGS
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# Status Report FA16
-129 visits from 47 students, 137 hours (approx.)
1o submissions returned measuring 100% sccuracy
-1 approved OPT application
-2 Change of Level
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-181 visits from 62 students, 137.5 hours (approx)

-100% accuracy = no submissions returned to date (still 2 pending
OPT 5/30/17)

-5 OPT applications submitted - 3 approved, 2 pending
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{Planning) Retention Rate: 95% - lost 2 students, 1 for financial reasons and 1
for academic reasans
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~100% accuracy = no submiss

= 20162017 Assessment Cycle

raturned to date {still 2 pending
4 Assessment Plan e of Resulte fo
se of Results for
Program Improvement:
4 Assessment Findings

. Institutional Scorecard
(Planning

4 Status Report

Reflections/Notes :
Measure satisfaction with servi
2 2017-2018 Assessment Cycle
4 Assessment Plan
4 Assessment Findings
Target Achievement: ~ B N
, Institutional Scorecard 100 ¥ et documentations for atota of 200 st contacts et year asesssudens
{Planning} et 8o ety

NotMet ®Met © Excesded

# Status R rt
. law(m_?ﬂ



View when Clicking “ADD/EDIT ATTACHMENTS AND LINKS”

T3 Content Editor - Google Chrome SlErE)

@ Secure | https://folio.taskstream.com/Folic/6tab_header_frame.asp?qyz=E nGjgPnH&folder_id=uezkfg

Content Editor Attachments Web Links Reports
Add file attachments to Findings for Provide pre-arrival, arrival, and on-going support (Remove barriers)

Click the ‘Browse’ button to select a file that you want to attach, then click ‘Add File'. When done, add more resources or
close window.

New File My My
Name File:
Select File: Choose File | No file chosen
Describe File:
(Optional)

creck speiing J avorie |

When work session is completed, Click “CHECK IN”
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Optional — Comments can be made to REVISION HISTORY LOG upon checking back in.
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You have checked in the following area. 2016-2017 Assessment Cycle : Assessment Findings
. Institutional Scorecard

(Planning) € Return to Work Area
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Check in all other areas checked out by you (not applicable)
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