INSTITUTIONAL SCORECARD (PLANNING) — Taskstream “How-To”

Action Plans — Use reported findings to determine action plans for each OUTCOME

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

pr— ‘B8

jronmental Health and Safety

5. Click on Assessment Plan OR Assessment Findings at end of the year on lefthand side

-2021 Assessment Cycle
2 2020-2021 Assessment Cycle

4 Ass@sment Plan

Assessment Plan

wn

4 Assessment Findings .
7 Asssment Findings

Institutional Scorecard L
(Planning) 2 EI;ISEIr;ILjT:ch';\a’ Scorecard
\Fialliiiigy)

# Status Report e n
Status Report

6. Click the green CHECK OUT box



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

Start by clicking “CHECK OUT”
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» UNY (ANTON HOME SHARED RESOURCES MESSAGES RESOURCE TOOLS

International Student Initiatives |

Edit Content Discussion Submission & Read Reviews Publish
:Bf;::ﬁ::qo?al Scorecard @& VIEW LOG ®WORD @ PDF S PRINT O SHARE Q9 m
4 Assessment Findings 9
Work Not Started
. Institutional Scorecard
(Planning) « Directions
To begin, please Check Out this requirement. Select the “Create New Operational/Action Plan” button. Select the “Select Existing Set” Print
# Status Report button to access the previously-entered outcome sets. Select the set of outcomes that you wish to document an action with this cycle and then
select the specific outcomes you wish to add an action to by enabling the checkbox next to each outcome. For each outcome that was selected,
you will see an “Add New Action” button. To add an action to an outcome, click this button, complete the required fields and press the “Continue”
pe

Budget Status Narrative button. Once an action has been added you may add any attachments or weblinks to that measure. NOTE: if you are an LAT user, you will also be
able to import LAT reports at this time. Repeat this process for any and all subsequent actions that you wish to add. In order for others to access
this requirement you will need to Check In the requirement when you are finished.

2 2016-2017 Assessment Cycle » Review Method

4 Assessment Plan
@ Start working by clicking "Check Out” above.

# Assessment Findings

Institutional Scarecard

Choose CREATE NEW or COPY EXISTING (See below for further explanation of options)
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Institutional Scorecard

. @ VIEW LOG WORD PDF PRINT [0 SHARE CHECK IN
(Planning) & = = = e

Assessment Findings

Checked out: 08/09/2017 09:30:34 AM (EDT,
Checked out to: Erin Lassial

Institutional Scorecard R e

(Planning)

~ Directions

To begin, please Check Qut this requirement. Select the “Create New Operational /Action Plan” button. Select the “Select Existing Set” Print
button to access the previously-entered outcome sets. Select the set of outcomes that you wish to document an action with this cycle and then
select the specific outcomes you wish to add an action to by enabling the checkbox next to each outcome. For each outcome that was selected,
you will see an "Add New Action” button. To add an action to an outcome, click this button, complete the required fields and press the "Continue®
button. Once an action has been added you may add any attachments or weblinks to that measure, NOTE: if you are an LAT user, you will also be
able to import LAT reports at this time. Repeat this process for any and all subsequent actions that you wish to add. In order for others to access
this requirement you will need to Check In the requirement when you are finished.

» Review Method

CREATE NEW OPERATIONAL PLAN \ COPY EXISTING PLAN AS STARTING POINT |

BN

Status Report

# Budget Status Narrative

S 2016-2017 Assessment Cycle

4 Assessment Plan

# Assessment Findings

Institutional Scorecard

4%
(Planning)

To build from Institutional Scorecards submitted for previous academic cycles: Click COPY
EXISTING

e Most recent cycle is probably best, but you can view your options by clicking “PLAN”
next to the option
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Select existing Plan starting point

# Assessment Findings
Directions: Select an existing plan as a starting peint for your new plan. You will be able to modify this plan after copying it.
% Institutional Scorecard
Existing Plan: .
(Planning) 9 Assessment & Planning Workspace
") 2015-2016 Assessment Cycle: Institutional Scorecard (Planning) [plan]
(last modified: 10/05/2016)
# Status Report Assessment & Planning Workspace
2014-2015 Assessment Cycle: Institutional Scorecard (Planning) [planl
(last modified: 03/19/2016)
7

Budget Status Narrative
Cancel SUBMIT
B 2016-2017 Assessment Cycle

° 7% Assessment Plan

Clicking CREATE NEW:

An embedded page at folio.taskstream.com says:

You are selecting to create this plan from scratch, Once you click OK on 1
this alert, you will not be able to reverse this decision and use an existing

plan as a starting point. Are you sure you want to continue with creating a

new plan from scratch?

oK Cancel ot

If you chose to COPY EXISTING —

e You can EDIT previously created Actions to reflect changes in the initiative(s)



e Add a new action for an outcome by clicking “ADD NEW ACTION”

EninLssial My Account

\/SUNY CANTON .. e, e

International Student Initiatives |

Options & Info

Institutional Scorecard ®VIEWLOG OWORD OPDF SPRINT @ sHaRe © [Nl

4 Assessment Findings (Planning)

Hoip intarnational students scciimate to campus life

Institutional Scorecard
(Cening) Outcome: Remove barriers

# Status Report
~  Action: Assess student satisfaction with services | Add/Edit Findings | [/ Edit | [ x Remove |
# Budget Status Narrative
» This Action ks associated with the following Findings ®
 2016:2017 Assessment Cycle

Action Details: Select focus groups of internat

4 Assessment Pian

_ _ Implementation Plan Fall 2016
ssessment Findings (timeline)
Key/Responsible Personnel: £ Lassial
. Institutional Scorecard
(Pianning) Measures Measure of success will be that B5% of students nesds were meet through
the Office
4 Status Report Budget approval required”.  No
Budget request amount: 5000
© 2017-2018 Assessment Cycle
Priority. Megium

4 Assessment Pla
R Eror Supporting Attachments:

(CAdd/Edit Attachments and Links |
4 Assessment Findings

 Institutional Scorecard
{Planning)

ADD NEW ACTION — gives the option to import findings from all cycles including the most updated
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Institutional Scorecard

(Planning) ®VIEWLOG OWORD @PDF OPRINT @ SHARE © CHECK IN

Assessment Findings

Cancel [ conminve- |
. Institutional Scorecard

(Planning)
All Findings for Outcome: Remove barriers @ @ 4\ Show Full Findings Detsils
4 Status Report Cycle: Plan& inding:
Findings for Measure: Collate contacts
4 Budget Status Narrative Summary of Findings: Fall 2014 - Serviced 42 on-campus international students: 42 Student and Exchange Visitor Information System (SEVIS) records and
assisted i 2on-fine students
Spring 2015 - Serviced 36 on-campus international students (36 SEVIS records) and assisted approximately 3 on-line international students
© 2016-2017 Assessment Cycle ?:?e;nmt !rafﬂc(: !l\;:fmmma' Students -160: Study Abroad -154 in addition to servicing undocumented walk-in traffic
Use of Results for Program Improvement:
Reflections/Notes :
4 Assessment Plan Substantiating Evidence:
® Annual Report (Adobe Acrobat Document)
/ Assessment Findings R
9 Cycle: Plan & 19!

Findings for Measure: Provide pre-arrival, arrival, and on-going support

Summary of Findings: 77% show rate for Fall ‘16 Orientation
Improvements to Orientation: 1 speaker and 3 items added, 2 docs updated
Retention Rates:
4 Fall ‘15 = 963 Overall, 100% of First Year (to end of semester)
Status Report Returns for Spring 16 = 96%, 98% First Year
Spring ‘16 = 98% Overall, 100% First Year (to end of semester)
Returns for Fall ‘16 = 963 Overall, 96% First Year
© 2017-2018 Assessment Cycle 100% approval for OPT applications
Number of visits reported from 2/15/16 to 5/01/16 reads 129 total number of students at 527
*Data for student. is not reliable due t ic reportir Problem should be fixed for 2016-2017 data.
Target Achievement:
Use of Results for Program Improvement:

Reflections/Notes :
3 intiating Evidence:
4 Assessment Findings
7 Plan & indi

Cycle:

. Institutional Scorecard Findings for Measure: Provide pre-arrival, arrival, and on-going support
(Planning)

. Institutional Scorecard

(Planning)

4 Assessment Plan

of Findings:
FA16
~129 visits from 47 students, 137 hours (approx.)
-no submissions returned measuring 100% accuracy
-1approved OPT application

# Status Report

Fill in new information and submit by clicking “APPLY CHANGES”



Erin Lassial My Account 5 taskstream | A
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Action Information for: &
Outcome: Remove barriers

N

Assessment Findings

Define an action for this by filling out the ir
links in the next step (from the main action plan screen).

Once this action is added. then you may add supporting attachments and
Institutional Scorecard

'S

(Planning) * Required Fields
4 Status Report el IMPORT ACTION | @mm)
% Linked to Findings: Findings for Provide pre-arrival, arrival, and on-going support

Budget Status Narrative Assessment Plan and Assessment Findings: 2016-2017 Assessment Cycle]

Summary of Findings:
FA16
~129 visits from 47 students, 137 hours (approx.)
ions returned measuring 100%
-1approved OPT application
-2 Change of Level
2 8% - lost 1 student

Show Full Findings Details » @

© 2016-2017 Assessment Cycle

4 Assessment Plan

sP'17

~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

4 Assessment Findings

. Institutional Scorecard -8Changeof Level
(Planning) Retention Rate: 95% - lost 2 students, 1 for financial reasons and 1 for academic reasons
Target Achievement: Met

Use of Results for Program Improvement:
# Status Report i isfaction wi

Substantiating Evidence:

2 2017-2018 Assessment Cycle

*Action Item Title: | Blackboard Access Center
4 Assessment Plan

Action Details: COMIIUIICAUOT 3110 POITILS OF LONGECE WILTSWUEIILS. ILENTS SULTE 85
required Immigration forms, SEVIS registration, and applications for
OPT/ CPT and SSN will be made available. Items can be completed and
submitted on one

4 Assessment Findings

Irktitiont Seorsicaid without having to rely on email or coming to

“ (Planning)

office. Tl

e office will be able to track who has viewed

New ACTION item will appear as you are taken back to previous screen

g SUNY CANTON

HOME SHARED RESOURCES

International Student Initiatives |

Edit Content Discussion Submission & Read Reviews Publish

Options & In

Institutional Scorecard

(Planning) @ VIEW LOG ®WORD

®PDF B PRINT SHARE [:] CHECK |

4 Assessment Findings

[_Add/Edit Attachments and Links |

Institutional Scorecard

4 (Planning)

4 Status Report

~ Action: Blackboard Access Center [ Add/Edit Findings } | # Edit ] [ % Remove ]

4 Budget Status Narrative » This Action is associated with the following Findings @

Action Details: A Blackboard shell has been created to increase efficiency in
communication and points of contact with students. Items such as required
immigration forms, SEVIS registration, and applications for OPT/ CPT and
SSN will be made available. Items can be completed and submitted on one

S 2016-2017 Assessment Cycle

4 Assessment Plan

site without having to rely on email or coming to the office. The office will be

# Assessment Findings

Institutional Scorecard
(Planning)

4 Status Report

£ 2017-2018 Assessment Cycle
4 Assessment Plan
4 Assessment Findings

2 Institutional Scorecard
(Planning)

Implementation Plan
(timeline):
Key/Responsible Personnel:

Measures:

Budget approval required?:
Budget request amount:

Priority.

Supporting Attachments:

able to track who has viewed and/or completed the task and who has not.

Fall 2017

Erin Lassial and Shelly Thompson

The number of days it takes to collect data will be tracked to assess if this
method is more efficient than previous years. Students will also be asked
about their experience and preference with the Blackboard initiative.

No
$0.00

High

[_add/Edit Attachments and Links |

After work is completed use “CHECK IN” to save changes for that session
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4 Assessment Findings
e

Work In Progress

Checked out to: Erin Lassial
Institutional Scorecard
(Planning) . e

p

Optional — Comments can be made to REVISION HISTORY LOG upon checking back in.
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Check In Successful

N

Assessment Findings

‘You have checked in the following area: 2016-2017 Assessment Cycle : Institutional Scorecard (Planning)
Institutional Scorecard

{Planning) € Return to Work Area

M

Status Report Optional

) Check in all other areas checked out by you

N

Budget Status Narrative Add comment to the revision history log:
- Added Action ltem to Cutcome: Remove Barriers
- Screen shots made for "How To"
-Still needed: Complete Institutional scorecard notes for '16-117

2 2016-2017 Assessment Cycle
4 Assessment Plan

4 Assessment Findings L 4

What would you like to do next?
® Return to work area
) G0 to Submission Area

Submit Comment

. Institutional Scorecard
(Planning)

# Status Report

2 2017-2018 Assessment Cycle





