
 

Step-by-Step Instructions for the TS Coordinator Link March 2018 

TS Coordinator Link: Running Completion Reports 
The TS Coordinator link allows individuals to generate reports for specified DRF Program(s). 
Important Note: Please refrain from creating your own DRF Templates and DRF Programs. Due 
to editing restrictions, all DRF Programs need to be created using the EHHS Manager account. 
With that being said, DRF Program Reports is the ONLY link within the TS Coordinator menu 
that you should utilize. 
 
Due to the nature of the data that the TS Coordinator link provides access to, this privilege is 
reserved for Program Coordinators. If you are a Program Coordinator and you do not have the 
TS Coordinator link on your Taskstream LAT homepage, then please contact Courtney Marsden, 
cwade10@kent.edu.  
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Step 1: Login  
Sign into your Taskstream LAT account by using your KSU email address (include @kent.edu) 
and password: https://login.taskstream.com/signon/ OR by utilizing single-sign-on:  

 Sign into your Flashline account 

 On the left sidebar, click “Employee,” then click “Resources,” and then click “Additional 
Employee Resources.” 

 Within the main portion of your window, click on the box that says “Taskstream.” 

 You should automatically be signed into your Taskstream account. 

 
 

Step 2: TS Coordinator Link 
Click the “TS Coordinator” link, which is located within the purple header at the top of your 
homepage (see below screenshot). 

Troubleshooting: If your home screen does not look like the below screenshot, then you 
are on the AMS side of the system. To switch between the two Taskstream systems, 
click the link in the top right corner, “Go to LAT” (located next to the Logout button). 

 
 

Step 3: DRF Program Reports 

Click the “DRF Program Reports” link within the TS Coordinator Main Menu. This should be the 
ONLY link that you utilize as a TS Coordinator. 
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Step 4: Selecting a Report 
Option A (Multi-Program Status Report) is recommended for viewing student progress. 
Option B (Program Activity Report) is recommended for running completion reports.  
Option C (Evaluator Activity Report) is recommended for viewing evaluator progress. 
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A) Multi-Program Status Report 
Use this report to view the status of student work or evaluation history. You can drill down to 
the student level and/or requirement level. Viewing this report at the requirement level will 
allow you to see what has/has not been submitted and what has/has not been evaluated.  

 Click the “Multi-Program Status Report” link within the Work Status and 
Author/Evaluation Activity box. 

 Run a report on… 
o A single individual:  

 Type a student’s name into the search box and click “Continue.” 
 Use the checkboxes to select the DRF Program(s) you would like to run 

the report on and click “Continue.”  
o A group of individuals:  

 Click the purple “Add Individuals” button. 
 Use the search bar in the new window to locate the individuals you 

would like in your report. 
 Use the checkboxes to include/exclude individuals from the report, and 

then click the “Save and Close” button. 
 You may choose to name the group (recommended if you plan to run the 

report again in the future) before clicking “Continue.” 

 The reports show the percentage of the requirements submitted, awaiting evaluation, 
sent back for revision, finalized/not released, and finalized/released.  

o Click directly on a DRF Program name to view a detailed status report with 
submission and evaluation history.  

 
 
Please see the next page for screenshots  
 



 

  

Example: Group of individuals 

 
 
 
 

Example: Individual student 
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B) Program Activity Report *recommended for running completion reports* 
Use this report to view the percentage of evaluations completed for each requirement. You 
may drill down within each requirement to see which evaluations are outstanding. To do this: 

 Click the “Program Activity Report” link within the Work Status and Author/Evaluation 
Activity box. 

 Select the program you wish to run the report on and then indicate whom within the 
program you would like to run the report on. Click “Continue.”  

o Use the legend at the top to interpret the status bars or to filter the report. 
o Click directly on the name of a requirement to view a detailed status report (i.e., 

you will be able to view the status and history by student). 
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C) Evaluator Activity Report 
Use this report to view evaluation statuses for specific evaluators or all evaluators within a 
program.  

 Click the “Evaluator Activity Report” link within the Work Status and Author/Evaluation 
Activity box. 

 Define your search criteria: search for a specific evaluator or for all within a program, 
and then indicate the status of evaluations you wish to be included in your report. Click 
“Continue.” 

o TIP: If you are searching for outstanding evaluations, then select “Evaluations not 
started and evaluations in progress.”  

 Select the DRF Program(s) you wish to run the report on and click “Continue.” (You can 
add a date filter before hitting continue if you wish to narrow down by date.) 

 You will be brought to a list that provides detailed information.  
o Use the checkboxes at the top to include/exclude certain types of evaluations. 

Important Note: If any requirements are non-submission, then you must check 
“Include ‘No Submission required’ items” and then click “Update List.” 

 
 

 
 

Include/exclude certain evaluations with these checkboxes. 
Be sure to check the “No Submission required” box to 

include all non-submission requirements in your report. 

Print or export 
your reports 


