Opening a Closing the Loop
New workspace instructions

1. Loginto Taskstream from D2L/Brightspace
2. Select Assessment of Student Learning from under the workspace titled with your last name

¥ . setect repont \l Co
Administrative Office Professional (AAS, Diploma) -
Assessment of Student Lesning
- skt epon- '

Olinger

Assessment ot Student Learming _

3. Choose Assessment from the 2019-2020 Closing the Loop section from the left side menu
General Information

= 2019-2020 Closing the Loop
Assessment

¢ Assessment
Z Findings
7 Action Plan

7 Status Report

4. Check out the document from the upper right side of the screen. This screen also provides the directions. To
access them, simply click on the drop-down arrow next to Directions.

CHECK OUT

5. Because this is the first time you will be entering an assessment in your individual workspace, you will need to
create a new assessment. From this screen click on CREATE NEW ASSESSMENT PLAN from the bottom of the

screen (below the directions).

CREATE NEW ASSESSMENT PLAN COPY EXISTING PLAN AS STARTING POINT
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6. A white dialogue box may pop up, choose Ok.

The page at https:i/follo.taskstream. com says:

You are selectng 1o oreate this plan from scratch Once you click OK on this alert, you wil not be abia to reverse this decison and use an existing plan as a

starting point. Are you sure you wani to continue with creating 8 new plan from scraich?

7. Under Measures choose Select Set.

* Measures

8. Click on Create New Set

elect outcome sats for Measure

SRR RS NSl ACCEPT AND RETURN TO PLAN

Outcome Sets

No cutcame sets attoched

9. Enter the name of the course you will be assessing your learning outcome in. Be sure to add the check mark in
the box below the set name. This allows mapping to and from your outcomes to other sets of outcomes such as

the core learning outcomes. Choose CONTINUE.
Create New Outcome Set
Set Name:
AOP 2622 Multimedia and Collaborative Technoiogy

Designate Alignment/Mapping Preference: e y
&1 Outcomes in other sets will need to be aligned to Outcomes in this set.

(When checked, mapping will be allowed)

CONTINUE

10. Enter the learning outcome you want to assess by choosing CREATE NEW OUTCOME

~ AOP 2622 Multimedia and Collaborative Technology [ include All
[Outcomes)

[ Reorder | [ Edit Set Name/Properties |

Outcome

[ Create New Outcome | —
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11. Enter the learning outcome. (his needs to be the exact wording of the learning outcome from your CCO) |
recommend opening your CCO and copy/paste the learning outcome. Description is not required. Click

Create New Outcome
Outcome:
MauIAD cherecters Pemanstrats use of the voriou fesres rvalving the b
U 3 conchun descrnor Sers srce o Label s uund i repcres (@4 Ouscomm 1.3 Choc @mponutibty)
Description :

Mar 1000 chamcters

| Check Spelling ] rircmncmr Count |

12. Now you will need to map the outcome to your program level outcomes and/or RCTC level outcomes. Click on

Add Mapping.
Outcome added/edited successfully

“ Add another outcome
© Back to all outcome sets

13. Click on the drop-down arrow and choose Outcome Sets in other organizational areas.

Directions : Select the set to which you would like to map the Outcome:

Demonstrate use of the various features involving the Internet for research. (part of Outcome) 4

Select category of set to map to
Outcome Sets in other organzational areas

Selact Type of Set
Goal s=ts distributed to Do not us=-Business Admmistraton (AS, Cert.)

Outcomme Sets in Do not use-Business Admirsstration (AS, Cert.)

Select Set:

Dutnome Sats in other organizational armas

CONTINUE

ek the 00" button

-

abowe
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14. Click on the next drop-down arrow and choose your program name (do not choose your last name). Click GO.

Directions : Select the set to which you would like 1o map the Outcome:

Demonstrate use of the various features involving the Internet for research. (part of Outcome) 4

Select category of set to map to:
= Outcome Sets n other organizational areas -

Sedact Sat from 2 Specihic Organizations Aces , Co
| R
Select Set: » Community Haalth Workes {Certifcate! ~

» Cantimang Ecucation/Customied Trainmg
» Employee Devsiopment (Certificate)
» Supervisory Leadershep (AAS]

I » Supervisory Leadershp (Cortificate)

» Career and Technical Education

» Astomutive Technician (Diploma)

» Building Utikties Mechanic (AAS. Diplomal
> Business Division
*» Buminess

* Business Division

15. To map to the Program or Discipline level outcomes, select the set you want to map to. The program outcomes
are the set that is titled your program name. Click CONTINUE.

~ Demonstrate use of the various features involving the Internet for research. [part of Outcome) <. . -

Select category of set to map to :

Outcome Sets i other organizational areas

* ASErwst alrve Ofice Professonat (AAS. Diglosna) £ -
SelectSet:  # Administrative Office Professional (AAS, Diploma) _ e

Owred by Admrwsty atoee Office Profeszonal (AAS. Digloral

O AOP 1020 (Ofinger) O S
Oweed by A e Otfice il ARS. I8

O AOP 1030 Shirlcy Wilson i Sex
Daned by A thee Offcx Profes (AR5, Diglomsl

O AOP 1101 Microcoft Windows and Office Fundamentals O S
Duamed by A Orfice Professionsl (AAS. Disloma)

' AOP 1360 (Wilson) =
DOwoed by Adsirvstratiee Ofcs Profesconsd (ALS. Diglomal

O AOP 26 22 : Multimedia and Collaborative Technology M
Dared by Admywily sthve Offis Profesacral (A5 Dol

2 AOP 2622 (Ofinger) e
Dwned Dy Admarsirative Oftcs Profesconad (AAS. Deplood

O test2 e St

Crnrwd by Adeionnts wion Ofcw Professional (AAS, Diglomal

 testcourse 2 (¥ St
Dwred by Admvty styee Offsce Profesyored (ARS, Diglora)

CONTINUE
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16. Choose the learning outcome you are mapping to and click CONTINUE

Directions : Select the outcome within Administrative Otfice Professional (AAS, Diplomal to which to map Demornstrate use of the various features involving the Internet
for research.,

Demonstrate use of the various features involving the Internet for research. (part of Outcome) =

Administrative Office Professional (AAS, Diploma)
Owned by Administrative Office Professional (AAS, Diplomal

Outcorme

Outcome
1. Key at aspeed at arate of 45 GWPM with minimal errors,
2. Exhibit professionalism and effective customer relations skills in writing and verbal commwnication with all stakeholders.

3. Identify, analyze, and resolve current workplace [ssues and future needs by utilizing critical thinking skills, current software,
soplications. and emecpng techoology.

4. Create, format, and proofread business documents using correct business English.
5. Create and format various data reports using ad d spreadsheet and datab, pplications. (AAS only)

o0 0o

contivue TR ]

17. Click on Accept and Return to Plan

Select outcome sots for Measure ‘ CREATE NEW SET SELECT EXISTING SET | v ACCEPT AND RETURN TO PLAN

Outcome Sets

1°)Show Descriptions  [-] Show Mapping

~ AOP 2622 Multimedia and Collaborative Technology

{Outcomes) L) tnclude All

| Reorder | | Edit Set Name/Properties |

Outcome

[ Create New Outcome |

Mapping Outcome Mapping
1% Demonstrate use of the varlous features Administrative Office Professional {AAS, Map # Edit % Delete
Involving the Internet for research. Q Diplomal: 3, Identity, analyze, and reso...
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18. Now it is time to enter your assessment plan

. To begin, choose Add New Measure

* Review Method
* Moasures
Snom Gt
« ADP 2622 Multimedia and Collaborative Technology
Outcome
Outcome: Demonstrate use of the various features invelving the Internet for research. Add New Measure _

No measures specified

19. Enter the information of your assessment in each of the boxes provided. Choose Apply Changes when
completed. If at any times you have questions, click on the question mark in the red circle to view the definition

* Moasure Title

Measure Type/Method

of the field.

Sabect v . l

Select

Meanures Level

Detallad Description of Maasurs

Acceptabin Target

Implementation Plarn and Timeline

Responsibie Faculty/Stafr

APPL CHANGES

Page 6|8




20. You can now add any documents such as the assessment instructions by clicking on the Add/Edit Attachments
and Links, if desired.

18w Desniptons

- AGD 2622 Multimedia and Coltaborative Techmalogy
Oatcome

Owtcome Dernoratrate use of the vanous features mwvohing the internet for research

w  Massuate W e » et bacs —a
Course lewel Dnct - Stosont Actfoct

Detaled Description of Lty e pidond 10 U eale & meballs of the o e 3 wrw tegan e

Maesture

Acceptable Taoget The Qs average of Sl w00 $houd e B0 o preat
miplermentation Plan arct Ariens Dot F 8 L

Tirrweiirne

Tt Tt T oty ST 8 Trea v

oot g Al acrTreety

AddfEd Attachments and Links

21. Check in the document by choosing the Check In button in the top right of the screen. If you forget to check in
the document, it will automatically be checked in when you log out.

CHECK IN

22. Submit your work so the ASL committee can track participation and for you to receive feedback. Click on the
section title: 2019 — 2020 Closing the Loop from the menu on the left side. Choose Submit from the middle of
the screen next to the section you completed.

General Information
- 2019-2020 Closing the Loop -
Assessment
7 Assessment
7 Findings
7 Action Plan

7 Status Report

< Findires Woark Not Started | Edit work |
€ Action Plan Work Not Started [ Edit work |
% Status Report Wark Not Started [ edit Work |

Page 7|8



CONGRATULATIONS!!
You have now opened and submitted your Closing the Loop assessment. Please
remember to record your findings after you have performed the assessment.



