
Taskstream 
Chairs: Entering Fundamentals 

From the Taskstream home page, click on the words “Reporting Workspace” under name of your 
program/department (it is a link to your workspace). 

 
 

FUNDAMENTALS are Department/Unit attributes and components that are 
essential for assessment and reporting, and that generally remain the same 
from year to year.   
 
Mission Statement:  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. 
 
Assessment Plan:  An 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 these 
components are entered in Taskstream in various places.  This requirement 
allows you to upload a single document outlining this process.  This 
document could be created and designed by you, or you can run an 
“Assessment Summary” report from your home screen (see “Taskstream: 
Running Reports”).   
 
*Some units may also have a “Self-Study” requirement.  Accredited offices 
periodically complete a self-study that is reviewed by peers and 
accrediting agencies.   The most recent self-study document must be 
uploaded to Taskstream. 
  

This is the link to 
your annual report 

workspace!! 



1. For Mission Statement, click on “Mission Statement.” 
2. Click “Check Out” 
3. To enter or edit the mission statement, click “Edit.”  
4. Enter your text. 
5. Click “Submit.” 

 
 

 
 

  



1. For Assessment Plan (and Self-Study), click on the requirement. 
2. Click “Check Out” 
3. To upload a document, click on “Attachments.”  
4. Click “Upload from Computer.” 
5. Click “Add Files” (or drag them from another window). 
6. Click “Upload and Close.” 
7. Click “Save and Return.” 

 
 

 
 

  



 

 
 
 
 

For questions or additional help: 
 

Tiffany Fuzak 
Research Analyst 

Institutional Effectiveness Office 
Cleveland Hall 211B 

716-878-4132 
fuzaktd@buffalostate.edu 

 


