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THE TOOLS OF ENGAGEMENT

University/College Student:
Beginner’'s Guide

Purchasing/Activating your Subscription
This section includes directions for purchasing, activating or
renewing your subscription.

TaskStream Basics
This section includes directions for logging in to TaskStream,
navigating TaskStream, and managing your account
information.

TaskStream Programs
As a student in a University/College that is using TaskStream, it
is likely that you will be participating in a TaskStream program.
This section provides background information about the types of
programs that are available.

Additional Online Support (Help Index)
In addition to this guide, TaskStream provides an extensive
collection of support materials. This section describes the
resources that are available to you in the Help Index.
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Purchasing/Activating your Subscription

Open a web browser (Internet Explorer, Netscape Navigator, AOL)

1. In the Address field or Location —
bar - type in the following URL: 10000 INGAGEHENT e (e [ [ [ [
http://www.taskstream.com i Lo toor 0

2. You should now see lemie chanoe
TaskStream’s homepage. a broad scale.

3. Underneath the login area, click
the Subscribe Today button to
go to the TaskStream Account
subscription page.

K-12 College
Communiiies University

» Explore how TaskStream is being used toda

Step 1: Purchase or Activate Subscription

1. What would you like to do? Choose the option that — [ses ers:purdase or acivare subscripton
applies to you. First time subscribers should et ould you ks to dot

© Create new TaskStream subscription

choose the “Create new TaskStream subscription”

€ Convert guest account to paid subscription

Optl on. Option 1: Credit card purchase Option 2: Key code activation
1am part of 5 learning community
that requires a key code to register
with TaskStream.

secure server).

2. If you are purchasing by credit card, use Option 1. | cowsrmvorsiyucny ¥

I am currently enrolled in 3

Select College/University from this area. If you e g o am an

instructor of a callege or
. H T /1 3
have been issued a Key Code, use Option 2. gy e
et atorsmiistratar and wish
to purchase or renew an
individual subscription.

3. Click Continue to proceed. Follow the directions on | « ouer e
the resulting forms to complete the subscription
purchase or activitation process.

Obtaining Your Login Information

If you purchased your subscription via a credit card, your login information will be
emailed to you no later than the end of the next business day. Please ensure that a
valid email address has been entered so that TaskStream can send your TaskStream
username and password to you. All email addresses are confidential and will not be
made available to third parties. If you are activating your subscription using a key
code, your account information will be sent and ready to be used immediately.

Please note: We suggest that you add the “taskstream-subscriptions@taskstream.com”
email address to your email application’s address book to help ensure that your login
information will be delivered and will not blocked by any spam software/settings that
you may have enabled on your computer
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TaskStream Programs

A TaskStream program provides the means for a group of subscribers within an
organization to submit work to other members of the organization for review and/or
evaluation. There are two types of programs that you may participate in:
Collaborative Programs and Folio Assessment Programs (part of the Folio
Assessment System).

Programs are created by individuals in your organization (instructors, professors,
leaders, etc.) that have been designated as TS Coordinators. When a TS
Coordinator creates a program, he/she enrolls subscribers and gives them different
roles that define how they will participate in that program. The TS Coordinator then
sets grouping preferences that determine with whom and how different subscribers
participate in the program. Below you will find a description of each program type
and the roles available for that program type. You will also find a FAQ section with
guestions and answers to help you find out about the programs you are involved in.
For more detailed information about participating in a program, we encourage you
to visit the Help Index to access numerous online and downloadable help resources
organized by program type and role.

Folio Assessment System

TaskStream’s Folio Assessment System provides the solution for creating, submitting,
managing, and evaluating electronic portfolios. The two primary components of this
system are the Directed Response Folio (DRF) and the Folio Assessment Program.
The DREF is the folio that outlines the requirements and work submissions and is also
the vehicle for submitting and tracking work for evaluation. The Folio Assessment
Program defines and provides the structure for how participating individuals work with
a selected Directed Response Folio (DRF).

Folio Assessment Program Participant Roles

Author

Authors in a Folio Assessment Program are assigned a DRF. The DRF originates from
a template that is created by a program manager and contains a set of tasks that must
be completed and submitted by the author. As the author completes and submits each
task, an assigned or selected evaluator assesses and scores each submission.

Reviewer

The reviewer role is optional in a Folio Assessment Program. If a reviewer is assigned
to a Folio Assessment Program, he/she will be able to give feedback and respond to
the DRFs (and potentially other TaskStream work) that have been shared. However,
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he/she is not able to evaluate or score the work submissions. If the program was
created without reviewers, then the Request Feedback feature will not be enabled for
authors.

Evaluator

The evaluator in a Folio Assessment Program is assigned by the program manager to
assess and score the DRF submissions made by the authors.

Collaborative Program

A Collaborative Program is created by a TaskStream Coordinator (often a professor,
instructor, and/or institutional leader) to faciliate the use of the Request
Feedback/Review features by specific subscribers. To participate in a Collaborative
Program, a subscriber must be enrolled by a TaskStream Coordinator into an active
program.

Collaborative Program Participant Roles

Author

An Author can request feedback from any Reviewer(s) in his/her group on web folios,
web pages, and/or other TaskStream work that he/she has created. For each request,
the Author may select which Reviewer(s) from whom he/she would like to request
feedback. The Author can also use the comment area to engage in a dialog with his or
her Reviewer(s).

Reviewer

The Reviewer receives requests for feedback from the Authors in his/her group. The
Reviewer can then comment on any of the submitted work.

Getting Started with Programs FAQs

Knowing the type of TaskStream program you are enrolled in and your role(s) in the
program is useful information if you need additional support. Many of our help
resources are organized by role to help tailor our resources to the specific type of
tasks each role may be involved in. The following FAQs will help you determine the
type of program(s) you are enrolled in and the role(s) you have in that program.
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Am | enrolled in a Program?

You can tell if you are enrolled in a program by FEE oy Prograres Home

clicking the My Programs link in the left-hand _ v 4]

. . © Customize this page
navigation menu or the TaskStream home page. If oo Assasament Frogram Demansiratian
you are enrolled in a program, you will see a page R SR

General Author Options Respond to Work Options

similar to the image to the right, listing the programs ofumimy o vmwmywak e
you are enrolled in. If you are not enrolled in any

© Manage Evaluations
programs, you will see an informational page that
includes some general program information and FAQs.

What type of Program am | enrolled in?

There are two ways to determine the type of program FTT T ———

you are enrolled in. If shortcuts are enabled, the _ 4 %
program type is listed below the program name on the I
My Programs home page as illustrated in the image to

Folio Assessment Program Demonstration

the right. You can also click the Overview link to Cumcmok ot
access information about the program including what ¢ panses Sxsns

type of TaskStream program it is.

What is my role in the program?

Click the Overview link from the My Programs home page for the program you are
interested in or click the Overview tab if you are already in the My Programs area to
access the overview page. The Overview page includes a table of program-related
information for you including your roles and more detailed role information.
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There are two sources of support that are generally available to you. You have the
support provided by TaskStream and that which is provided by the organization you are
participating in. To receive the fastest and most effective support, you will want to
direct your inquiries to the most appropriate source. TaskStream’s materials and
resources are designed to address any technical and feature inquiries you might have
to support your use of our tools. How an organization employs our open and flexible
toolset is unique and specific to that organization’s needs. If you have any questions
about, content, assignments, goals, or activities as they relate to your work in a
particular organization, we encourage you to contact a local program leader (instructor,
professor, colleague, and/or administrator) for help.
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