
Taskstream 
There are two sections of the annual report: 
Definitions for each term are included on the next page. 

 

1. Assessment 
The assessment section must be entered in steps.   

Step 1:  Create Student Learning Outcomes/Support Outcomes. 

Step 2:  Explain how you measure these outcomes in Measures and Criteria. 

Step 3:  Summarize and add the data in Results and Interpretations. 

Step 4:  In Actions and Follow-up, enter at least one decision, change or 

improvement you are making for next year BASED ON the data.   

 

2. Reporting 
Report progress on the department/unit’s objectives (projects) in the current 

cycle’s Annual Objectives.   

Outline next year’s objectives (projects) under the next year’s Annual Objectives. 

Any other accomplishments can be reported in Other Accomplishments. 

Individual annual reports will be loaded for you in Individual Reports. 

If you are an academic department, aggregated data from individual faculty 

annual reports will be loaded for you in Faculty Accomplishments.   

 

*Chairs and Directors should also ensure that all requirements in the Fundamentals section are updated 

and complete. 

 

  



Definitions 
 

ACTIONS AND FOLLOW UP 

Based on the data collected in the current reporting cycle, this section records plans and actions (if any) 

the department/unit will take to improve.  Not every outcome must have a related action, but there 

should be at least one action plan entered each year. 

  

ANNUAL OBJECTIVES* 

For the current reporting year, report work that was ACCOMPLISHED.  (DO NOT ENTER PLANS FOR THE 

FUTURE.)  Map only the work that clearly demonstrates progress toward achieving a strategic plan 

initiative/goal.  Objectives for next year should be entered under the next year’s cycle in Taskstream and 

should not be mapped. 

 

ASSESSMENT PLAN 

The assessment plan provides an outline to facilitate continuous improvement.  Assessment plans include 

mission, outcomes, measures, targets and a process for carrying out the plan.  All of these components 

are entered into Taskstream.   

 

CURRICULUM MAP 

The academic program’s curriculum map demonstrates the full progression of learning across the 

curriculum using the institutional scale. 

 

FACULTY ACCOMPLISHMENTS (included for academic departments only) 

Once all faculty individual annual reports have been submitted for a reporting year, this area will contain 

reports summarizing department faculty accomplishments such as books published, online courses taught, 

and contributions to the College diversity mission.   

 

FUNDAMENTALS 

Department/Unit attributes and components that are essential for assessment and reporting, and that 

generally remain the same from year to year.   

 

INDIVIDUAL REPORTS 

This section contains PDF documents for each faculty and/or professional staff.  Faculty reports are loaded 

by the Office of Institutional Effectiveness.  Professional staff reports are uploaded by the department/unit.   

 

MAPPING 

Electronically aligning accomplishments or work to a goal set or strategic plan.  

 

MISSION 

Statements that address the long-term aims and purposes of the unit or Department.  The focus is on 

general components, such as efficiency, communication, services, support systems and fiscal health to 

drive decision-making. Mission Statements are broad, meaningful, achievable, and provide a framework 

for identifying related activities, measures and criteria 

 

MEASURES AND CRITERIA 

This section outlines the assessment plan for the current reporting year.  You will select outcomes to be 

measured (from the outcome sets you entered) and explain the process of measurement. No data or 

analysis is entered here. 

 

  



OTHER ACCOMPLISHMENTS* 

This section is for reporting other accomplishments that are not related to Department/Unit Annual 

Objectives.  Map only accomplishments that clearly demonstrate progress toward achieving a strategic 

plan initiative/goal.   

 

PARTICIPATING AREA 

Academic Department, Functional Area or Cocurricular Unit 

 

REPORTING WORKSPACE 

The electronic framework for Buffalo State’s assessment and reporting activities and records.  Annual 

reports are completed in the Reporting Workspace.   

 

REPORTING CYCLE 

Buffalo State’s reporting cycle (the time frame that is considered for annual reports) begins on July 1 and 

ends on June 30.  Information submitted in individual annual reports is used in preparing departmental 

annual reports and is considered for discretionary salary increases. (Discretionary process is dependent on 

contract.)   

 

RESULTS AND INTERPRETATION 

This is where the data you collect is stored.  You are asked to summarize the findings in a few short 

sentences.  Once a summary is entered and saved, spreadsheets and/or reports can then be uploaded 

as evidence.  (You will not see the button for “Attachments” until you save your entry.) 

 

SELF-STUDY 

Accredited programs and all academic programs periodically complete a self-study that is reviewed by 

peers and accrediting agencies.   The most recent self-study document must be uploaded to Taskstream. 

 

STUDENT LEARNING OUTCOMES (included for academic departments only) 

These are entered in “sets” and will be carried forward from year to year.  You will only see this 

requirement in the current reporting year. 

 

SUPPORT OUTCOMES (included for functional areas and cocurricular units only) 

These are entered in “sets” and will be carried forward from year to year.  Support Outcomes are metrics 

you keep track of to ensure that your unit is functioning as expected.  Some examples might include 

student participation, staff satisfaction, rate of ticket completion, etc.  These metrics generally stay the 

same from year to year so you will only see this requirement in the current reporting year. 

 

TASKSTREAM AMS (ASSESSMENT MANAGEMENT SYSTEM) 

Taskstream offers several software solutions.  Buffalo State uses AMS and LAT (Learning Assessment Tools).  

For annual reports, we use AMS. 

 

 

 

*Work recorded in this area may be mapped to a strategic plan initiative or goal. 


