
Taskstream (Watermark) Annual Reporting Instructions 
 
The Annual Report focuses on two main areas: 
 

Assessment 
 

SUPPORT OUTCOMES:  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. 
 

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. 
 

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. 
 

ACTIONS AND FOLLOW UP:  Based on the data collected in 
this reporting cycle, what actions (if any) will you take to 
improve.  Not every outcome must have a related action, but there 
should be at least one action plan entered each year. 

Objectives/Highlights 
 

ANNUAL OBJECTIVES:  *These can be mapped to strategic plans! 
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. 

 
OTHER DEPARTMENT ACCOMPLISHMENTS:  This section is 
for any other unit accomplishments from the current 
reporting year that you would like to report.  Map only 
accomplishments that clearly demonstrate progress 
toward achieving a strategic plan initiative/goal.   
 
INDIVIDUAL REPORTS:  PDF docs of each faculty’s report 
will be loaded here as they are submitted.  If your department 
includes professional staff members, please upload their individual annual reports 
here. 



To Complete Your Annual Report: 

1. Login to www.taskstream.com (search “Taskstream” or use the link on the MyBuffState page. 
2. You should see your department/unit icon: 

If you do not see your department/unit, please contact Tiffany Fuzak at  
fuzaktd@buffalostate.edu or 716-878-4132. 

3. Click on “Reporting Workspace.”  

4. Select  to begin any editing.  This prevents two people from working in the same workspace at the same time.  Don’t worry about checking 
back in - it is automatic when you leave Taskstream. 

Important: 
1. All Outcomes, Objectives, and Highlights are called “Outcomes” in Taskstream.   

2. All Outcomes, Objectives and Highlights are entered in “SETS” so that you can organize/categorize your activities.  You can enter them all in one set, or create multiple. 

3. Support Outcomes DO NOT need to be re-entered each year.  Each year, the set will be moved to the current academic year by the Taskstream administrator.   

4. Objectives and Accomplishments DO need to be re-entered each year.  They are entered as work completed in the current reporting year, and as future goals under the 
next year’s cycle. 

5. Objectives and Accomplishments can be “mapped” to strategic plan areas by clicking “map.” (MORE INSTRUCTIONS BELOW):    

6. Please map only work ACCOMPLISHED, not work in progress, or work planned for the future.  

Mapping  
*Only work accomplished in the current reporting year should be mapped. 
*Map only work that clearly “pushes-the-needle” towards accomplishing the strategic plan objective. 
Once you have entered your accomplishment, you will be prompted to “Add Mapping”.  Or, if you are adding/editing mapping to an existing accomplishment, 
you will see a blue link:   Remember to “Check Out” or you will not see these editing tools! 
 

Select  In the drop-down, select “Goal sets distributed to (your unit name).”  Find the 

plan you wish to map to  click  and then select the strategic plan.  Most, if not all, of your mapping will 
be to the Buffalo State Strategic plan and/or your School strategic plan.   

Mapping Tip:  Use Ctr+F to search the for key words in the document such as “high impact” or “sustainable”. 
 
For help or more information:  Tiffany Fuzak  716-878-4132  fuzaktd@buffalostate.edu  Cell: 716-725-4090 
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