SHSU Watermark Workflow
Annual Review — Probationary Faculty (First-
Year Review) Process Help Guide

Watermark Workflow for First-Year Annual Reviews of Probationary Faculty
follows the multistep process illustrated in the flowchart below. It is a simple
two-step process beginning at the Faculty submission step, and ending at the
Department Chair/School Director.

s Department Chair/School
Director

Email Messages
Participants in the review process will receive automated emails with links from

Watermark (addressed as Office of The Provost) when their step is initiated.
The first step is the Faculty Step, and those faculty up for a review process will
receive a message like the following:

Last Updated 12/19/2022



Dear Test Faculty,

It's time to submit your review materials for the following:

Probationary Annual Review (First-Year Review) - Spring 2023
{Demo)

Due Date: Monday, February 6, 2023 11:5% PM C5T

Process:

If you do not submit your materials by the due date, this will automatically
advance to the Department Chair/5chool Director review.

In accordance with APS 900417, probationary faculty members must upload a
complete Faculty Review Portfolio in Watermark Faculty Success by the due
date. Please reference the training resources located on the Academic Affairs
Watermark website for more information.

The due date for your submission is ne later than February éth, 2023, Please
follow college/departmental directions to determine if your submission is due
by an earlier deadline.

SUBMIT REVIEW MATERIALS

If the button above does not work, please copy and paste the following link
into your browser's address bar:

https: //www.digitalmeasures.com/login/shsu/faculty/app/
workflow/submissions/06af2374-c21f-455a-b78b-43aaf820d040/
step/20989d52-b902-4e97-a238-b5385ecba3c4/assignee/23903547
embed=-workflow:assignee, workflow:subject, workflow:
responseftorgld=1660&personld=2390354

The final step will be the Department Chair/School Director. Once the
probationary faculty member submits their materials in Watermark Workflow,
the Department Chair/School Director will receive an automated email:
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Dear Department Chair,

The following submission is now ready for your review:

Process: Probationary Annual Review (First-Year Review) - Spring 2023 (Demo)
Candidate: Test Faculty
Due Date: Monday, May 1, 2023 11:59 PM CDT

In accordance with APS 900417, the department chair/school director shall review the
performance of probationary faculty members beginning with the first year of employment.
Please reference the training resources located on the Academic Affairs Watermark website
for more infermation.

A written summary for each individual candidate will be uploaded into the Watermark
Faculty Success system by the department chair/school director for both the candidate and
the dean/executive director’s review. The due date for your submission is no later than May
1st, 2023. Please follow college/departmental directions to determine if your submission is
due by an earlier deadline.

START REVIEWING

If the button above does not work, please copy and paste the following link into your
browser’s address bar:

https://www.digitalmeasures.com/login/shsu/faculty/app/workflow/submissions/deae140
9-50a0-40b2-be2f-6d200a04ba39/step/cabd19c5-fa5a-493d-8d455-
ODe6f8a0ab26b/assignee/23540627

embed-workflow:assignee, workflow:subject, workflow:response&orgld=1660&personid=
2354062

While the automated email will provide a link to Watermark,
you can also navigate to Watermark following the login
instructions below.

Logging into Watermark Faculty Success

1. Go to Watermark Faculty Success
(https://login.watermarkinsights.com/connect/samhoustonstateuniversity )
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https://login.watermarkinsights.com/connect/samhoustonstateuniversity
https://login.watermarkinsights.com/connect/samhoustonstateuniversity

2. NOTE: You may receive a two-factor authentication (DuoSecurity) prompt to connect via
campus Single Sign-On (SSO).
3. Click the Workflow link in the navigation bar.

»» watermark:
& Faculty Success | fomen ogravessuss 54 (2]

—
Activities Reports Workflow

~—"__

Activities - Sam Houston State University Q search Al Activitie Search Tips Rapid Reports.

Review a guide to manage your activities.

~ General Credentials/Expertise

~ Career Information

Pro

Consulting

Professional Memberships

4. Select an item from Workflow Task Inbox to enter your step in the process.

Watermark Workflow First-Year Annual Review Process Steps
Faculty Step

1. Click on Probationary Annual Review (First-Year) Review to begin entering your
portfolio.

Activities Reports Workflow

Workflow Tasks

Dates below are displaying in your local timezone (America/Chicago).

v Inbox
NAME STEP CANDIDATE DUE DATE
Probationary Annual Review (Third-Year Review) - Spring 2023 Faculty Me February 6, 2023 @ 11:59 PM
(Demo)
Probationary Annual Review (2nd, 4th, and 5th Year) - Spring 2023 Faculty Me February 6, 2023 @ 11:59 PM

(Demo)

Probationary_Annual Review (First-Year Review) - Spring 2023 (Demo), Faculty Me February 6, 2023 @ 11:59 PM

Tenure and Promotion Review - Spring 2023 (Demo) Faculty Me January 8, 2023 @ 11:59 PM

2. First-Year Review Portfolio screen provides area for uploading a current CV — or an
automated CV can be provided based upon your activity’s entries in Watermark.

Last Updated 12/19/2022



Workflow

Activities Rep!

< Faculty Step - Due February 6,2023 @ 11:59 PM

First-Year Review Portfolio

As you build your portfolio, you can click on "Actions” and select “Save Draft" until
you are confident your submission form is complete. Once you have completed
your review portfolio, click on "Actions” and select "Submit to Department
Chair/School Director” to advance your documents to the next step in the review
process

The due date for your submission is no later than February 6th, 2023. Please
follow college/departmental directions to determine if your submi n is due
by an earlier deadline.

Note: The maximum file size is 1GB. You will receive an error message "Unable to
upload filesooo™ if the file is too large. You may simply click "Delete File" to
remove it

Curriculum Vitae

four current curriculum vita to be

Use the space below to upload a copy of
considered for your first-year review.

Alternat
below is generated from the data entered in Ac
your Activities entries, use the upload field to attach a copy of your current

vely, you may generate a CV from the Faculty Success system. The report
vities. If you have not completed
ta

CV Upload

ere or click to upload

Vita
Last Updated
December 19, 2022 at 10:18 AM

First-Year Review Narrative

< REFRESH REPORT

Use the space below to upload a narrative file to be considered for your first;

review.

Alternati

sely, you may input your narrative directly into the text box below:

@ Open
4 || < personal storage > Watermark > Workflow > Tenure & Promotion Documents > v oo Search Tenure & Promation ..
Organize v New folder m @
™WC ~ O Name Date modified Tyee Size
Watermark 2021-2022 File folder
AACSE B3 CV 2022 Test Faculty.docx Microsoft Word D...
Accounts CV 2022 Test Faculty.pdf Adobe Acrobat D
ORCID €3] Dept ChaitNggommendation Letter Test Faculty 202 Microsoft Word D...
Publication import iles Dept Chair RecOWgnendation Letter Test Faculty 202.., Adobe Acrobat D...
DPTAC R IMNgn Letter Test Faculty 2022.d Microsoft Word D...
SHSU Faculty Information Syst bz ccommencNQQ Letter Test Foculty ° croset e
N o DPTAC Recommendationgter Test Faculty 2022 pdf Adobe Acrobat D...
ts
reining bocuments €] Personal NarrativeTest Faculty Microsoft Word D...
Workflow Personal NarrativeTest Faculty 2022) Adobe Acrobat D...
Tenure & Promotion Docum 61 Scholarly Creative Test Faculty 2022.doc Microsoft Word D...
2021-2022 Scholarly Creative Test Faculty 2022.pdf Adobe Acrobat D...
9 TestBearkat(Exported 202210 3] Service Test Faculty 2022.doex Microsoft Word D...
Zoom Service Test Faculty 2022.pdf Adobe Acrobat D...
- I3 Supporting Documents Test Faculty 2022.docx Microsoft Word D...

Supporting Documents Test Faculty 2022.pdf Adobe Acrobat ...

& APR_NGL_2016-17.
g APRNEL P I3 Teaching Librariznship Test Faculty 2022, docx

Microsoft Word D...

Program Files Teaching Librarianship Test Faculty 2022.pdf Adobe Acrobat D...
Program Files (x88) ) Test Executive Director Recommendation Letter.doc Micresoft Word D...
Programbata Test Executive Director Recommendation Letter.pdf Qobe Acrobat D...
v
S S 3

File name: | CV 2022 Test Faculty.pdf

X

CV Upload

the right of the file name.

‘ X | ‘ CANCEL | ‘ Actions “

3. You may upload or drag and drop files in the CV Upload area — any file type can be used.

4. You can delete any files you have uploaded by mistake by clicking the trash can icon to
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Activities Reports ‘Workflow

Y

‘ CANCEL ‘ | Actions -

< Faculty Step - Due February 6,2023 @ 11:59 PM

First-Year Review Portfolio

As you build your portfalio, you can click on “Actions” and select "Save Draft" until
you are confident your submission form is complete. Once you have completed
your review portfolic, click on "Actions" and select "Submit to Department
Chair/School Director” to advance your documents to the next step in the review
process

The due date for your submission is no later than February 6th, 2023. Please
follow college/departmental directions to determine if your submission is due
by an earlier deadline.

Note: The maximum file size is 1GB. You will receive an error message "Unable to

upload file.xxxxx" if the file is too large. You may simply click "Delete File" to
remove it.

Curriculum Vitae

Use the space below to upload a copy of your current curriculum vita to be
considered for your first-year review.
Alternatively, you may generate a CV from the Faculty Success system. The report

below is generated from the data entered in Activities. If you have not completed
your Activities entries, use the upload field to attach a copy of your current vita

CV Upload

Drop files here or click to upload

Iy
CV 2022 Test Faculty.pdf (249.66 KB} m

Delete File

5. An alternative to uploading a CV is the Vita report feature of Watermark. This Vita is
automatically generated by Watermark based on your entries in the Activity module of
Watermark. You can view this automated CV by clicking on the Adobe Acrobat icon. If
you make changes to your Activity Entries after starting a portfolio submission, but prior
to submitting, you can update the auto generated CV by clicking the Refresh Report
button.
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6.

Acti

rts Workflow

< Faculty Step - Due February 6,2023 @ 11:59 PM

First-Year Review Portfolio

As you build your portfolio, you can click on "Actions” and select "Save Draft” until

you are confident your submission form is complete. Once you have compl

your review portfolio, click on "Actions” and select "Submit to Department
Chair/School Director” to advance your documents to the next step in the review
process

The due date for your submission is no later than February 6th, 2023. Please
follow college/departmental directions to determine if your submission is due
by an earlier deadline.

Note: The maximum file size is 1GB. You will receive an error message "Unable to

upload filexxxxx" if the file is too large. You may simply click "Delete File" to
remove it

Curriculum Vitae

Use the space below to upload a copy of your current curriculum vita to be
considered for your first-year review.

Alternatively, you may generate a CV from the Faculty Success system. The report
below is generated from the data entered in Activities. If you have not completed
your Activities entries, use the upload field to attach a copy of your current vita

CV Upload

v 2022 Test Faculty.pdf (249,66 KB)

Updated

ember 19, 2022 at 1018 AM ‘  REFRESHREPORT |

ere or click to

‘ ‘ EANCEL‘ |AcUDn5 v

The next section of the First-Year Review Portfolio is a section for including a First-Year Review

Narrative. This is an optional step, and can be done either by uploading a file to the First-Year
Review Narrative Upload location, OR manually enter/cut and paste a narrative directly into the
Text Box provided. The Text Box has a limit of just under 100,000 characters.

@ Open
A« Watermark » Workflow > Tenure & Promotion Documents » v, o
Orgenize v New folder

T™WC O Name Date modified
Watermark 2001-2022

AACSB 3 CV 2022 Test Faculty.doex

Accounts CV 2022 Test Faculty. pdf

ORCID 9] Dept Chair Recommendation Letter Test Faculty 202.

Dept Chair Recommendation Letter Test Faculty 202.

3] DPTAC Recommendation Letter Test Faculty 2022.do.

DPTAC Recommendation Letter Test Faculty 2022.pdf
First-Vear Review NarrativeTest Faculty 2022 pdf

Publication import files
SHSU Faculty Information Syst

Training Documents

Workflow

Search Tenure & Promotion ...

= o @

Tpe Size

File folder

Microsoft Word D.

Adobe Acrobat D,

1] Personal NarrativeTest Faculty 2 ex Micr rd D.
Tenure & Promotion Docum Personal NarrativeTest Faculty 2022, pd Adobe Acrobat D...
20212002 S N
File name: [First-Year Review NarrativeTest Faculty 202.paf N o] [aties -9

a

or click to

First-Year Review Narrative

Use the space below to upload a narrative file to be considered for)

review,

Alternatively, you may input your narrative directly into the text box below.

First-Year Review Narrative Upload

First-Year Review Narrative (99,999 character limit)

first-year

B I U 9-=- - &=~
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Activities

< Faculty Step - Due February 6,2023 @ 11:59 PM

Reports Workflow

‘ CANCEL ‘ ‘ Actions <

Alternatively, you may input your narrative directly into the text box below.

First-Year Review Narrative Upload

First-Year Review Narrative (99,999 character limit)

Drop files here ot click to upload

D
First-Year Review NarrativeTest Faculty 2022.pdf (252.83 KB) n

7.

Lerem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod femper incididunt
ut labore et dolore magna aligua. Ut sem nulla pharetra diam sit amet. Vestibulum lectus
mauris ultrices eros in. Sapien eget mi proin sed. Viverra suspendisse potenti nullam ac
tortor vitae purus. Fusce id yelit ut tortor pretium viverra. Tellus at urna condimentum
mattis pellentesque. Eleifend quam adipiscing vitae proin sagittis nisl. Nulla facilisi etiam
dignissim diam guis enim lobortis scelerisque. In massa tempor nec feugiat nisl pretium
fusce. Mullam non nisi est sit amet. Eu facilisis sed edic morbi. Varius morbi enim nunc
faucibus a. Consectetur adipiscing elit ut aliquam. At in tellus integer feugiat scelerisque
varius. Orci dapibus ultrices in iaculis. Ac tortor dignissim convallis aenean et tortor. Duis
at tellus at urna condimentum. Nascetur ridiculus mus mauris vitae. Cras semper auctor
neque vitae tempus.

The next section of the Faculty Step is the First-Year Annual Review Portfolio Documents
area. This section provides two options for uploading supporting documents for the
faculty’s portfolio:

e Document Upload by Category, OR
e Document Upload by Academic Year

Per your college instructions, upload your documentation using only one of the
following methods.

Note: Your materials will be displayed to reviewers exactly as they appear on your
faculty submission page. Files uploaded within each of the upload fields will appear in
two columns, moving from left to right, then top to bottom.

If you wish to provide files appearing in folders and subfolders, you are encouraged to
save these files and structure them using a Zip file. To create a Zip file containing the
desired folder structure, you may right-click (on a PC) on the top-level folder and select
Send to -> Compressed (zipped) folder. The resulting zip file will be named as the top-
level folder.zip. On a Mac, you will Control-click on the top-level folder and then choose
Compress from the shortcut menu. The resulting zip file will be named Archive.zip
(which can, and should, be renamed.)

In the following example (on a PC), the Scholarship folder (which for illustration
purposes contains 3 levels of subfolders and files,) is being zipped into a single file
named Scholarship.zip. That resulting zip file will retain the folder structure when the
zip file is subsequently opened.
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https://www.shsu.edu/dept/academic-affairs/tenure-units/index.html

personal storage > Watermark > Workflow > Tenure & Promotion Documents > 2021-2022

[ Mame Date modified Type Size
Scholarship 12/14/2022 7:30 AM File folder
Service 11/22/2022 945 AM File folder
Teaching 11/22/2022 9:45 AM File folder
Scholarship - o %
4 [« 2. > Schol. v o O Search Scholarship
A O Name - Date modified Type Size
Scholarship 2019-2020 12/14/2022 7:30 AM File folder
Scholarship 2020-2021 12/14/2022 7:30 AM File folder
Scholarship 2021-2022 12/14/20227:31 AM File folder
v o< >
3items 1 item selected [H=
holarship - O X
Home  Share  View - @
4 L% Sc. > Schol.. v o £ Search Scholarship 2021-2022
A O Name ” Date modified Type Size
Peer Reviewed Scholarship 2021-2022  12/14/2022 7:31 AM File folder
€1 Scholarly Creative Test Faculty 2022.do... | 8/19/2022 £:58 M Microsoft Word D...
=] Scholarly Creative Test Faculty 2022.png || 11/29/2022 12:44PM  PNG File 3|
13 Scholarly Creative Test Faculty 2022.pp... | 11/29/2022 1245BM  Microsoft PowerP... 15|
v o« >
ditens 1 item selected =
Peer Reviewed Scholarshi - o x
[« S s Peer.. v o £ Search Peer Reviewed Scholarship 2021-2022
A [ Neme - Date modified Tpe Size
2] Scholarly Creative Test Faculty 2022.pdf  10/17/2022 943 A Adobe Acrobat D... 23|
v o< >
1 item =
~
@ Date modified Type Size
Scholarship 12/14/2022 7:30 AM File folder
Open 11/22/2022 9:45 AM File folder
e aching 11/22/2022 9:45 AM File folder
Pin to Quick access
EQ Scan with Microsoft Defender..,
Give access to >
Restore previous versio)
) Combine files mwt."
Include in liby >
Pin to St
Send to O Bl Cileancts
Cut Compressed (zipped) folder
Copy = -
Documents
Create shortcut o F .
"ax recipient
Delete IR
~ Mail recipient
Rename @
== DVD RW Drive (E)
Properties = Apps(R)
== edo009 (\\WinFSHD2\UsersS) (S:)
= Common Drive (T)
= ezproxydev (\\files) ()
= NglTechservices (\\files) (V:)
== NGLDirectorsoffice (\\files) (Z:)
~
[ MName Date modified Type Size
Scholarship 12/14/2022 7:30 AM File folder
Service 11/22/2022 9:43 AM File folder
Teachin 11/22/2022 G:45 AM File folder
Scholarship.zip 12/14/2022 8:08 AM Compressed (zipped) Folder

Type: Compressed (zipped) Folder
Size: 317 KB
Date modified: 12/14/2022 808 AM

518 KB
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Activities Reports Workflow

< Faculty Step - Due February 6, 2023 @ 11:59 PM

First-Year Review Portfolio Documents

Use the space below to upload documents to be considerad for your first-year
review.

Per your college in.
following metheds:

ctions, upload your documentation using only one of the

» Document Upload By Category, OR
- Document Upload By Academic Year

Note: Your materials will be displayed to reviewers in the order they are uploaded within

each of the upload fields.
Document Upload By Category

Upload decuments for Teaching or Librarianship (To include IDEA Reports)

T

| + | | CANCEL ‘ | Actions V

here or click te upload

Upload documents for Scholarly and/or Creative Accomplishments

ere or click to upload

Upload documents for Service

ere or click to upload

Upload any other Supporting Documents

here or click to upload

Document Upload By Academic Year

Upload documents for Academic Year 2022-2023

ere or click to upload

8. Document Uploads by either Category or Academic Year can be completed by
clicking/drag and drop files in the appropriate location.

10
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€ open X lim Generator x|+
1 ||« Watermark > Workflow » Tenure & Promation Documents vio Search Tenure & Promotion ..
Organize v New folder =y @
AACSB A O Name Date modified Type size A
Accounts 2 Supporting Documents Test Faculty 20. Micros
ORCID Supporting Documents Test Faculty 20..

55 Teaching Librorianship Test Focuy 20,

Publication import files
SHSU Faculty Information Syste

¥
1
1
[
Trsining Docunents |

Workflow

Tenure & Promotion Docume v ¢

N\

7] M

File name: [[eaching Librarianship Test Facuity 202.pdf

Cancel

~DoTUmENTUpTUAT By ATaTeTTCTEaT

Document Upload By Category

Upload documents for Teaching or Librarianship (To include IDf

Upload documents for Scholarly and/or Creative Accomplishments

Drop files here of click to upload

Upload documents for Service

Drop files here or click to upload

Upload any other Supporting Documents

Drop files here or click to upload

B I CANCEL I | Actions

Documents for Teaching or Librarianship, Documents for Scholarly/Creative
Accomplishments, Documents for Service, and Other Supporting Documents.

Activities Reports Workflow
< Faculty Step - Due February 6,2023 @ 11:59 PM
Document Upload By Category

Upload documents for Teaching or Librarianship (To include IDEA Reports)

nere or click to upload

eaching Librarianship Test Faculty 2022.docx (83.61KB)

1g Librarianship Test Faculty 2

For faculty choosing to upload documents by Category, there will be four areas for files:

S

| | CANCEL ‘ | Actions

pdf (252.83 KB)

Upload documents for Scholarly and/or Creative Accomplishments

nere or elick 1o upload

Scholarly Creative Test Faculty 2

Scholarly Creative Test Faculty 2022 .docx (83.61 KB)

optx (149.21 KB)

Scholarly Creative Test Faculty 20:

Scholarly Creative Test Faculty 2022

[=J

Upload documents for Service

ck to upload

Vi

ce Test Faculty 2022.pdf (252.83 KB)

Upload any other Supporting Documents

nere or elick 1o upload

(83.61KB)

10_(58.99 KB),

.pdf (252.83 KB)

porting Documents Test Faculty 2022.doc;

11

n Supporting Documents Test Faculty 2022.pdf (252.83 KB),
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10. For faculty choosing to upload documents by Academic Year, there will be a single area
for files: Academic Year 2022-2023.

Ac

es Reports Workflow

< Faculty Step - Due February 6,2023 @ 11:59 PM

‘ ‘ CANCEL ‘ ‘ Actions N

ere or click to upload

Upload documents for Scholarly and/or Creative Accomplishments

ere o click to upload

Upload documents for Service

ere of click b

Upload any other Supporting Documents

ere or click t

Document Upload By Academic Year

Upload documents for Academic Year 2022-2023

here or click to upload

lemic Year 2022 3.pdf (252.83 KB| eaching Librarianship

p (516.77 KB} Service Test Faculty 2022.docx (83.61 KB)

st Faculty 2022 pdf (252.83 KB) n

Service Test Faculty 2022 pdf (252.83 KB)

D Scholarship 2022

ooo
B2

11. Faculty can click on Actions in the upper right and choose Save Draft to retain any
entries and file uploads they have done, but prior to a final submission -> Submit to
Department Chair/School Director.

Acti

S Reports ‘Workflow

< Faculty Step - Due February 6, 2023 @ 11:59 PM

& ‘ ‘ CANCEL ‘ Actions N

B save Draft

As you build your portfolio, you can click on "Actions” and select “Save Draft" until @
you are confident your submission form is complete. Once you have completed * Submit to Department Chair/School Director
your review portfolio, click on "Actions" and select "Submit to Department

Chair/School Director” to advance your documents to the next step in the review

process.

First-Year Review Portfolio

The due date for your submission is no later than February 6th, 2023. Please
follow college/departmental directions to determine if your submission is due
hy an earlier deadline.

Note: The maximum file size is 1GB. You will receive an error message "Unable to
upload filexxxxx" if the file is too large. You may simply click "Delete File" to
remove it.

Curriculum Vitae

Use the space below to upload a copy of your current curriculum vita to be
considered for your first-year review.

Alternatively, you may generate a CV from the Faculty Success system. The report
below is generated from the data entered in Activities. If you have not completed
your Activities entries, use the upload field to attach a copy of your current vita,

CV Upload

ere ot click to upload

22 Test Faculty.pdf (249,66 KB) n

12
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12. Once a faculty member has completed all of their entries and uploads for the Faculty
Step, click on the Actions — Submit to Department Chair/School Director and click Yes in
the following popup window.

Activities Reports Workflow

Actions - ‘

< Faculty Step - Due February 6, 2023 @ 11:59 PM B [ CANGEL ]

First-Year Review Portfolio B save Draft

As yeu build your portfolio, you can click on "Actions” and select “Save Draft” until

you are confident your submission form is complete. Once you have completed ~ Submitto Department Chair/School Director
your review pertfolio, click on “Actions" and select “Submit to Department

Chair/School Director” to advance your documents to the next step in the review d

process.

The due date for your submission is no later than February 6th, 2023. Please
follow college/departmental directions to determine if your submission is due
by an earlier deadiine.

Note: The maximum file size is 1GB. You will receive an error message "Unable to
upload file.oox” if the file is too large. You may simply click “Delete File” to
remove it

Curriculum Vitae

Use the space below to upload a copy of your current curriculum vita to be
considered for your first-year review.

Alternatively, you may generate a CV from the Faculty Success system. The report

below is generated from the data entered in Activities. If you have not completed
your Activities entries, use the upload field to attach a copy of your current vita

CV Upload

Drop files here or click to upload

D
CV 2022 Test Faculty.pdf (249.66 KB)

D
A 4

hool Director?

13. The Faculty Workflow Tasks screen will now show the item has moved from the Inbox to
History. This screen also shows at what step of the process the submission currently
resides. The Due Date shows when the next step must be completed. The Actions
down arrow allows the faculty member to Recall or Download the submission. If the
due date of the faculty member’s submission step has not yet passed, the faculty
member may recall the submission to make edits and/or add/remove documents, and
then resubmit. Please do not Recall submissions after the due date (while this option
may still appear, it should not be used).

13
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ies Reports Wi

Workflow Tasks
Dates below are displaying in your local timezone (America/Chicage).
¥ Inbox
+ History
NAME CURRENT STEP CANDIDATE
Probationary Annual Review [First-Year Revis Department Chair/School Me
Spring 2023 (De Director
Department Chair/Schoal Me
Director
ure and Promotion Review - Spring 2023 (CAAD Department Premation and Me
Demo) Tenure Advisory Committee

Department Chair/School Director Step

DUE DATE

May 1, 2023 @ 11:58 PM

February 5, 2023 @ 11:59 PM

ACTIONS

Recall

Download

January 29, 2023 @ 11:59 PM

1. Beginning in the Workflow Tasks Inbox, click on the First-Year Annual Review entries.

Activities Manage Data Reports Workflow « Tools v
Workflow Tasks
v Inbox

NAME STEP

Tenure an 023 (Test) Department Chair/School Director

v History

NAME CURRENT STEP SUBJECT

SUBJECT DUE DATE

Test Faculty February 5, 2023 @ 11:59 PM

DUE DATE ACTIONS

In the Department Chair/School Director step, the first section will contain the Faculty’s
Review Portfolio with all entries and links to uploaded files.

Activities CV Impi ‘Workflow v Tools v

Manage Data Reports

< Department Chair/School Director Step - Due May 1,2023 @ 11:59 PM

w Faculty Step - Test Faculty

First-Year Review Portfolio

As you build your pertfolie, you can click on "Actions” and select "Save Draft" until
you are confident your submission form is complete. Once you have completed
your review portfolio, click on "Actions"” and select "Submit to Department
Chair/School Director” to advance your documents to the next step in the review
process

The due date for your submission is no later than February 6th, 2023. Please
follow college/departmental directions to determine if your submission is due
by an earlier deadline.

Note: The maximum file size is 1GB. You will receive an error message "Unable to
upload file xxxxx" if the file is 00 large. You may simply click "Delete File" to
remove it

Curriculum Vitae

Use the space below to upload a copy of your current curriculum vita to be
considered for your first-year review.

Alternatively, you may generate a CV from the Faculty Success system. The report
below is generated from the data entered in Activities. If you have not completed
your Activities entries, use the upload field to attach a copy of your current vita

CV Upload

Vita

D\ Last Updated
December 19, 2022 at 10:18 AM

Faculty.pdf (249.66 KB)
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3. The second and final section is the Department Chair/School Director step which
contains a field with the department chair’s input for the First-Year Annual Review, as
either a file upload at the appropriate location, or a text area box for direct feedback on
the performance of the probationary faculty member.

Activities CV Imports Manage Data Reports ‘Workflow v Tools v
< Department Chair/School Director Step - Due May 1,2023 @ 11:59 PM I CANCEL I | Actions v
» Faculty Step - Test Faculty Submitted December 19, 2022

by Test Faculty

@ Open X
Department Chalr’SChOOI Dlrector FIrSt—Year *~ <« Workflow > Tenure & Promotion Documents > v (<] Search Tenure & Promotion ...
Review Feedback Organize +  New folder =y o @
The contents of this form constitute the Department Chair/School Director's feedback Accounts A O Name - Date modified
for faculty members during their first-year annual review evaluation.

ORCID

2021202
Publicati rt fil
Please use the space below to upload the Department ublication import files 5] €V 2022 Test Faculy.docx
. ) ) $HSU Faculty Information Syst €V 2022 Test Faculty. pdf
Chair/School Director's feedback to the faculty member. Taining Documents Dept Chair Feedback Test Faculty 2022.pef
Alternatively, you maf to the text box below. Workflow 23 Dept Commendation Letter Test Faculty 2022.docx

Vo<

Tenura & Prometion Rncum
Once you have completed the requirdjd fields below, click on "Actions” and select "

"Submit" to complete the review proclss. File name; hair Feedback Test Faculty 2022.pdf | [anFites ey v

Department Chair/School Director

Departmerwapn ool Director feedback

I

T~ =~ =~ =~

% B 9 Ed

Optional text area for direct entry of feedback for the first-year faculty member from the
department chair/school director.

4. Once feedback is completed, the Department Chair/School Director can select from the
Actions drop-down menu the Submit option and click Yes on the following popup box.

This will complete the First-Year Annual Review process for this probationary faculty
member.

Activities CV Imports Manage Data Reports Workflow v Tools w

< Department Chair/School Director Step - Due May 1,2023 @ 11:59 PM

9 Faculty Step - Test Faculty M save Draft

Department Chair/School Director First-Year
Review Feedback

* Send Back to Previous Step

The contents of this form constitute the Department Chair/School Director's feedback
for faculty members during their first-year annual review evaluation

Please use the space below to upload the Department
Chair/School Director's feedback to the faculty member.

Alternatively, you may input your feedback directly into the text box below.

Once you have completed the required fields below, click on "Actions” and select
"Submit” to complete the review process.

Department Chair/School Director feedback

&y -
Dept Chair Feedback Test Faculty 2022.pdf (252.83 KB)

Department Chair/School Director feedback

‘
|:|
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Ed
]
N
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Are you sure you want to Submit?
This action cannot D
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