
 
 
 
 
 
 
 
 
 
 

Taskstream Guidebook: 
 

Course Learning Outcomes (CLOs) 
Workspace 

 

 
This Guidebook provides step-by-step instructions on how to: 

 
 Create an Assessment Plan for Course Learning Outcomes 

 
 Enter Assessment Findings for Course Learning Outcomes 
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Taskstream Home Page 
 

Once you log in to Taskstream, you will be taken to your home page. Your home page will contain 
one or more courses with which you are affiliated, and a Course Learning Outcomes (CLOs) 
Workspace is housed within each one of those courses. Each workspace is the vessel into which 
you may input your assessment data. 

 
To enter the assessment plan and assessment findings for a course, start by locating the catalog 
course prefix and number followed by the course title. Click on the Course Learning Outcomes 
(CLOs) Workspace within it. 

 
For example: 
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Course Learning Outcomes (CLOs) Workspace 

 
You can see your workspace structure on the left-hand side of the page. This structure contains 
several different requirements related to the course learning outcomes assessment process. 

 

 
The Standing Requirements category contains assessment data that will remain relatively steady 
over time. Discipline faculty will select the Assessment Cycle year in which the assessment took 
place. This guidebook focuses on entering content for an Assessment Cycle. 

 
*Prior to entering content for an Assessment Cycle, course learning outcomes must be entered 
into the Standing Requirements area, Learning Outcomes. Otherwise, the system will not know 
which course learning outcomes to associate with the assessment plan. 
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Assessment Plan 

 
On the left-hand side, locate the academic year in which your department plans to collect data. 
The assessment cycle includes two broad categories: Assessment Plan and Assessment Findings. 
The first requirement in your Assessment Cycle is your Assessment Plan, where you document 
which course learning outcomes will be assessed in that cycle and the measures with which they 
will be assessed. To begin working in this requirement, click Assessment Plan. 

 

 
When you are ready to enter content into a requirement, click the green Check Out button on the 
upper right-hand corner of the page. Checking out your requirement allows you to add or modify 
content, but your colleagues with access to the same course will be unable to see your changes or 
make changes of their own until you have checked it back in. Please note that all requirements in 
Taskstream use this Check-Out/Check-In system. 

 
 
 

 
 

The first time that this requirement is checked out, you will see two buttons, Create New 
Assessment Plan and Copy Existing Plan as Starting Point. In future cycles, you can click Copy 
Existing Plan as Starting Point to make an editable copy of a previous year’s plan. This guidebook 
will walk you through creating one from scratch. Click Create New Assessment Plan. 

 



Course Learning Outcomes Workspace 

- 6 - 
Image Creator Watermark 

© 2021, Chaffey College / Watermark 
All Rights Reserved 

 

 

 

 
Then, on the right-hand side of the page click Select Set to choose an Outcome Set to assess this 
cycle. 

 

 
Next, click Select Existing Set in the upper right-hand corner of the page. 

 
 
 

 
 

Select an Outcome Set you wish to assess that cycle by clicking the radio button next to its name, 
then click Continue. 
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Check the boxes next to the course learning outcomes you wish to assess. 

 
 

 
Click Accept and Return to Plan in the upper right-hand corner of the page. 
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To add a measure to an outcome, click Add New Measure to the right of that outcome. 

 

 
Then, add the details of your Measure in the appropriate response elements on the following 
page. 
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Click Apply Changes when you are finished. 

 

 

Your newly added measure will now appear within your outcome. 
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Adding Files and Web Links 

You may include supporting documents related to your measure by clicking Add/Edit Attachments 
and Links. The Assessment Findings area also has an Add/Edit Attachments and Links for 
supporting evidence. 

 

 
In the window that opens, you can either click Choose File to browse through your computer for a 
document to upload or click the Web Links tab to include a link to another online resource. 
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If you select Choose File to upload a document from your computer to this requirement, click Add 
File when you are finished. 

 

 
If you click on Web Link, another page will appear. Enter the name of your link, its URL, and an 
optional description. Then click Add Link. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Once you add all the links, close out the page. 
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Repeat these steps to add other measures to other course learning outcomes. 

 
Once you are finished making changes to your Assessment Plan, click Check In on the upper right- 
hand corner of the page. 

 

 
 

Please note that if you log out of Taskstream or navigate away to a different website, all 
workspace requirements will be automatically checked in. If you forget to Check In, but close out 
the window, Taskstream will automatically check the workspace back in. 

 
When you check in a requirement, you are given the option to enter comments into that 
requirement’s Revision History Log. Comments are not required, but if there are multiple 
users/writers, you may feel it’s necessary to inform users of changes made. If you add a comment, 
click Submit Comment. 
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You can see a requirement’s Revision History Log by clicking View Log at the top of the page. 

 

Assessment Findings 

Once you have gathered the results of your measures for a given cycle, you may document that data in 
your workspace in the Assessment Findings requirement. To begin working in this requirement, click 
Assessment Findings on the left. 

 

 
 

Click Check Out in the upper right-hand corner of the page. 
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Next, locate the measure you have findings for, and click Add Findings within it. 
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Then, add the details of your Findings in the appropriate response elements on the following page. Click 
Submit when you are finished. 
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Your newly added findings will now appear within your measure. 
 
 

 
You may include additional information related to your findings by clicking Add/Edit Attachments and 
Links. 

 

Repeat these steps to add findings to your other measures, then click Check In in the upper right- 
hand corner of the page. 
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