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York Assessment Management System (YAMS): 
Instructions for Creators 

Overview 

1. Go to https://www.york.cuny.edu/faculty-staff/assessment or https://www.york.cuny.edu/ and 

under Faculty/Staff; Resources tab, click York Assessment Management System 

2. Login using your York College Network Account Credentials. 

  

3. For academic programs, click AAC. For Administrative, Educational, and Student Support Units, click 

AESS 

 
4. Select your academic program (organized by department) or AESS unit (organized by division) 

https://www.york.cuny.edu/faculty-staff/assessment
https://www.york.cuny.edu/
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5. Click to select your program or unit which will yield to the program/unit webpage displaying 

mission, goals, annual assessment table, and at the end a table for Academic Program Review (APR) 

or Periodic Unit Review.   

• To view any of the document, click on the date.  

• To add a document, click +!   

• All documents for any program/unit are accessible internally if the state is internally 

published!  

• Add/edits rights to any document are limited to the program/unit designee 

• Any changes to mission and goals must be done prior to creating the assessment plan for 

the year and must be approved by department/unit head 

6. Document Workflow 

• Each assessment document (plan and report) go through a process for finalizing the 

document to become internally published 

⎯ Academic: Program coordinators creates and submits to department assessment 

coordinator (AAC rep) for review and approval.  Department rep reviews and either sends it 

back for edits or moves it forward to AAC by changing the state of the document to submit 

to committee 

⎯ AESS Unit: Unit director/head creates and submits to unit head (if any) and then to 

divisional VP or designee.  The VP reviews and either sends it back for edits or moves it 

forward to Submit to OIESP/AESSAC to become internally published. Final approvers are 

VPs.   

Icons  

•  Add 

• Edit 

• Save 

• Cancel 

•  Delete 
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Adding an Assessment Plan 

1. Login to YAMS as stated above in the Overview section and navigate to your program by clicking 

on “AAC” and AESS Unit by clicking on “AESS” and select your program/unit. 

2. To add Annual Assessment Plan, once on the program/unit main page (mission, goals, and 

annual assessment), click the plus sign under the Annual Assessment table below the heading 

PLAN. Note: only those with access for their program/unit can add and edit) 

 

Please note that any changes to mission and goals must be made before creating the assessment plan. 

Any changes to mission and goals need for academic program need to be reviewed by AAC and for 

AESS units by the department head. 

7. Select the year from the drop-down menu.  

• Academic programs: Enter name of department chair, department assessment coordinator, 

and program coordinator then click on the save icon  at the left top corner 

 

• AESS Units: Select year and type in unit director name then click on the save icon  at the 

left top corner 
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• Optional: To add names of other individuals who are contributing to the assessment plan, 

click the second tab at the top called ownership before clicking save  

8. On the following page “Assessment Plan” click the Click , select goal and type in outcome and 

complete the form with remaining fields. Once completed, then click save icon   
9. Repeat step 8 to add more outcomes. 

10. Review and submit by clicking on the status icon  on left which states the default state of the 
document is “draft”, click to change state and select the next approver for your area.  

• Academic:     
   

 

• AESS Unit:  

 

Alternatively, you may also click on the three dots on the left and on State, open the drop down and 

select the next approver .  

 

Note: Once submitted, changes cannot be made by you unless the document is retracted or 

rejected. However, you can review the document by going back to the main screen.  
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Adding an Assessment Report 

1. Login to YAMS as stated above in the Overview section and navigate to your program/unit. 

Academic programs, click on “AAC” and AESS Units, click on “AESS” and select your 

program/unit. 

Note: Reports are tied to the Assessment Plan for each AY (report pulls info from plan) 

2. To add Report, once on the program/unit main page (mission, goals, and annual assessment), 

click the plus sign under the Annual Assessment table below the heading REPORT in the row for 

the academic year in which you are completing the report. 

 
3. Click continue on the following screen 

 
4. On the following page, Assessment Report, the plan content will appear and the yellow box 

prompting to complete the report for each outcome. Click complete this section under each of 

the outcomes.  

 
5. Complete the form on the following screen and click save icon on top left corner.  Note: As the 

info is pulled from the plan, the only sections that need to be completed are the following: 
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a. Academic programs: Begin with sample size followed by target met, findings and 

progress, use of results, recommended changes and next step, budgetary consideration, 

assessment communication, method of communication. 

b. AESS units: Begin with target met followed by findings and progress, use of results, 

recommended changes and next step, budgetary consideration, assessment 

communication, method of communication, and additional notes.  

 
6. Repeat step 5 to enter findings for each outcome and save 

7. Add any attachments 

 
8. Complete the Changes Implemented section (this is a progress update on the recommended 

changes and next steps identified on last year’s report). Click “complete this section for each 

outcome” and save.  
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9. On the following screen, complete the form to state whether the changes identified were 

implemented or not and if there were no action plan/next steps then select n/a then click save 

icon on top left. 

 

10. Optional: On the report page scroll down to the end and add any other activities and 

accomplishments 

11. Add attachments, including unit summary activities table 

 

12. Review the report and submit by clicking on the status icon  on left which states the 

default state of the document is “draft”, click to change state and select the next approver for 

your area.  
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• Academic:    

    
 

• AESS Unit:  

 
Alternatively, you may also click on the three dots on the left and on State, open the drop down and 

select the next approver .  

 

Note: Once submitted, changes cannot be made by you unless the document is retracted or 

rejected. However, you can review the document by going back to the main screen.  

 


