SHSU Watermark Workflow
Administrators' Submissions Help Guide

Watermark Workflow provides a multistep process for faculty evaluations. Each
participant in the process will receive an automated email from Watermark
(addressed as Office of the Provost) when a submission has reached their step.
Administrative reviewers, such as a department chair or dean, can also view
submissions prior to reaching their step in the process (receiving the email and
appearing in their Workflow Tasks) using the Workflow Submissions interface.

> Department Promotion and

Faculty Start Portfolio Evaluation . .
vy > © 10 bvaluatior Tenure Advisory Committee

»

Department Chair/School

Director > Dean > Provost

To access the Workflow Submissions screen you can 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 )
2. NOTE: You may receive a two-factor authentication (DuoSecurity) prompt to connect via
campus Single Sign-On (SSO).
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https://login.watermarkinsights.com/connect/samhoustonstateuniversity
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3. Click the Workflow link in the navigation bar.

» watermark
3f Faculty Success (]
D —

Activities Reports Workflow a

Tasks

Submissions

activities. i)

. Q Search... l [ SEARCH ] Search Tips Rapid Reports
Activities - Sam Hays

Review a quide to manage yd

<

General Credentials/Expertise

Personal and Contact Information Licensures and Certifications

Biography and Expertise Awards and Honors
Degrees Media Appearances and Interviews
Post-Graduate Training Faculty Development Activities Attended

4. Select Submissions from the Workflow drop-down menu.

Watermark Workflow Submissions Screen

Viewing Submissions

1. The entry screen for Submissions will display all evaluation processes in your respective
area (department/school or college.) The default filter will show all Open submissions.
The example screenshot is showing all submissions for the Department: University Wide
in the College: Academic Affairs.

Activities Reports Workflow v

Workflow Submissions

Dates Defow-are-siapie US/Central
Filters Sla
TEMPLATE ~ SCHEDULE ~ STATUS T ~ CANDIDATE |% COLLEGE ~ DEPARTMENT ~ STEP STATUS ~ REVIEWER ~ DUE DATE ~ ACTIONS
Tenure and/or Tenure and Open Faculty, Test Academic Affairs University Wide Faculty Faculty, Test January 8, 2023
Promotion Promotion Review
- Spring 2023
(Demo)
Tenure and/or Tenure and/for Open Faculty, Test Academic Affairs University Wide Faculty Faculty, Test January 8, 2023
Promotion (TEST)  Promotion Review
- Spring 2023
Tenure and/or Tenure and Open Faculty, Test Academic Affairs University Wide Department Gaillard, Anne January 29, 2023 v
Premotion Premotion Review Promotion and
- Spring 2023 Tenure Advisory
(CAAD Demo) Committee
Annual Review - Probationary Open Faculty, Test Academic Affairs University Wide Department DPTAC, Chair April 15, 2023 -
Probationary Annual Review Promotion and
Faculty (2nd, 4th, (2nd, 4th, and 5th Tenure Advisory
and 5th year) Year) - Spring Committee
2023 (Demo)
Annual Review - Probationary Open Faculty, Test Academic Affairs University Wide Dean Owen, Eric May 15, 2023 -
Probationary Annual Review
Faculty - (Third- (Third-Year
Year Review Review) - Spring
(Straw Poll)) 2023 (Demo)
Annual Review - Probationary Open Faculty, Test Academic Affairs University Wide Department Owen, Eric May 1, 2023 v
Probationary Annual Review Chair/School
Faruit [Firet- [Firet-Vaar Piractar
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2. You can click on any faculty member’s name appearing in the Candidate column to view
any entries and uploaded documents submitted for their evaluation so far.

Activities Reports Workflow v

Workflow Submissions

Dates below are displaying in US/Central.

Filters Status: Open X

TEMPLATE ~ SCHEDULE ~ STATUS T ~ CANDIDATE 1% COLLEGE ~ DEPARTMENT ~ STEP STATUS - REVIEWER ~ DUE DATE ~ ACTIONS
Tenure andfor Tenure and Open Academic Affairs University Wide Faculty, Test January 8, 2023
Premation Promaotion Review
- Spring 2023
(Demo)
Tenure and/or Tenure andfor Open Faculty, Test Academic Affairs University Wide Faculty Faculty, Test January 8, 2023
Promotion (TEST)  Promotion Review
- Spring 2023
Tenure andfor Tenure and Open Faculty, Test Academic Affairs University Wide Department Gaillard, Anne January 29, 2023 -
Premation Promaotion Review Promotion and
- Spring 2023 Tenure Advisory
(CAAD Demo) Committee
Annual Review - Probationary Open Faculty, Test Academic Affairs University Wide Department DPTAC, Chair April 15, 2023 -
Probationary Annual Review Promotion and
Faculty (2nd, 4th,  (2nd, 4th, and 5th Tenure Advisory
and 5th year) Year) - Spring Committee

2023 (Demo)

3. Submissions at the Step Status of Faculty will not contain any viewable content since
that is the first step of the evaluation process. If you click on a submission at the Faculty
step you will see the following message.

Activities Reports Workflow

< Tenure and Promotion Review - Spring 2023 (Demo) - Waiting on Faculty Step m
@ . data will be i once this sl@

4. For most evaluation processes, the first Status Step when you can view any submissions
is at the Department Promotion and Tenure Advisory Committee (DPTAC).

Activities Reports Workflow

Workflow Submissions

Dates below are displaying in US/Central

Filters Status: Open X

TEMPLATE ~ SCHEDULE ~ STATUS T ~ CANDIDATE |4 COLLEGE ~ DEPARTMENT ~ STEP STATUS ~ REVIEWER ~ DUE DATE ~ ACTIONS
Tenure and/for Tenure and Open Facuity, Test Academic Affairs University Wide Faculty Faculty, Test January 8, 2023
Promotion Promotion Review
- Spring 2023
(Demo)
Tenure and/or Tenure and/or Open Faculty, Test Academic Affairs University Wide Faculty Faculty, Test January 8, 2023
Promotion (TEST)  Promotion Review
- Spring 2023
Tenure and/or Tenure and Open Faculty, Test Academic Affairs University Wide Department Gaillard, Anne January 29, 2023 -
Promotion Promotion Review Promotion and
- Spring 2023 Tenure Advisory
(CAAD Demo) Committee

Annual Review - Probationary Open Faculty, Test Academic Affairs University Wide Department DPTAC, Chair April 15, 2023 -
Probationary Annual Review Promotion and

Faculty (2nd, 4th,  (2nd, 4th, and 5th Tenure Advisory

and 5th year) Year) - Spring Committee

2023 (Demo)

Last Updated 1/11/2023



5. Clicking on the faculty name in the Candidate column for submissions beyond the
Faculty Step will provide view-only access to all entries for that evaluation process up to
the current Status Step. Clicking on Candidates whose Status Step are at the DPTAC will
allow views of the Faculty Step submissions, while clicking on a process at the
Department Chair/School Director Step will allow views of both the Faculty Step and
DPTAC step entries. In the example below, a submission for the Candidate “Test Faculty”
in a Probationary Annual Review (2", 4%, and 5% Year) is currently at the DPTAC Status
Step. As a result, we can view all entries and uploads occurring at the Faculty step,
including the CV, review narrative, and portfolio document uploads.

Activities  Reports | Workflow v

< Probationary Annual Review (2nd, 4th, and 5th Year) - Spring 2023 (Demo) - Updated January 6, 2023 (2] [ ~meons | m

v Faculty Step JTest Faculty ‘Submitted January 6,2023

by Test Faculty
Annual Review Portfolio

X
next step in the r

, 2023. Please follow

Uity p0f (249,68 KB)

5
D Last Updated
January 6, 2023 at 8:06 AM

Annual Review Narrative

Use the space below to upload a narrative file to be considered for your annual
e

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

\ 4

Activities ~ Reports | Workflow v
< Probationary Annual Review (2nd, 4th, and 5th Year) - Spring 2023 (Demo) - Updated January 6, 2023 [2] [ oreont | m

Annual Review Narrative

S
1 Facuty 2022 0o (252898 ) 2ot v s ves sy 20721 sz

s in theWger they are uploaded within
Document Upload By Category

Upload documents for Te: PTG Tnclude IDEA Reports)

S
Shing Lbracianshiy Test Fecuty 2022 doc (83.61KB) () zesshontisansio vess sy sz 00 o200

ative Test Faculty 2022.docx (83.61 KB)
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Sorting and Filtering Options on the Submissions Screen

1. When you first enter the Workflow Submissions screen, the default filter option of Open
for Status is preselected.

A

ities Reports Workflow v

Workflow Submissions

Dates palaves agn US/Central,

Filters ~ Status:

Open X

TEMPLATE~ SCHEDULE ~ STATUS T~ CANDIDATE | COLLEGE ~ DEPARTMENT ~ STEP STATUS » REVIEWER DUE DATE ~ ACTIONS
Tenure and/or Tenure and Gpen Faculty, Test Academic Affairs  University Wide Department DPTAC, Chair January 29, 2023 v
Promotion Promotion Review Promotion and
- Spring 2023 Tenure Advisory
(Demo) Committee
Annual Review - Probationary Open Faculty, Test Academic Affairs  University Wide Department DPTAC, Chair April 15,2023 -
Probationary Annual Review Promotion and
Faculty (2nd, 4th,  (2nd, 4th, and Sth Tenure Advisory
and 5th year) Year) - Spring Committee
2023 (Demo)
Post-Tenure Post-Tenure Open Faculty, Test Academic Affairs  University Wide Faculty Faculty, Test March 15, 2023
Review Review - Spring
2023 (Demo)
Annual Review - Probationary Open Faculty, Test Academic Affairs  University Wide Department Owen, Eric May 1, 2023 -
Probationary Annual Review Chair/School
Faculty - (Third-  (Third-Year Director
Year Review Review) - Spring
(Straw Poll) 2023 (Demo)
Annual Review - Probationary Open Faculty, Test Academic Affairs  University Wide Department Owen, Eric May 1, 2023 -
Probationary Annual Review Chair/School
Faculty (First- (First-Year Director
Year Review) Review) - Spring
2023 (Demo)
Test Tenure Tenure andfor Open Faculty, Test Academic Affairs  University Wide Department DPTAC, Chair January 29, 2023 -
and/or Promotion  Promotion Review Promotion and
(duplicate) - Spring 2023 Tenure Advisory
(Test) Committee

2. All of the rows can be Sorted and Filtered by the column headers except the Actions
column. Sorting allows you to view rows in alphabetical order based on entries in that
column according to either Ascending (A-Z) or Descending (Z-A) order. While the filters
can be stacked across columns to narrow the submissions appearing in the display
screen.

Activities Reports Workflow v

Workflow Submissions

Dates below are displaying in US/Gentral.

Filters Status: Open X

TEMPLATE ~ SCHEDULE ~ STATUS ¥ ~ CANDIDATE |} COLLEGE ~ DEPARTMENT ~ STEP STATUS ~ REVIEWER ~ DUE DATE ~_ ACTIONS

Tenure and/or Tenure and Open Faculty, Test Academic Affairs  University Wide Department DPTAC, Chair January 29, 2023 -
Promotion Promotion Review Promotion and
- Spring 2023 Tenure Advisory
(Demo) Committee
Annual Review - Probationary Open Faculty, Test Academic Affairs  University Wide Department DPTAC, Chair April 15, 2023 -
Probationary Annual Review Promotion and
Faculty (2nd, 4th,  (2nd, 4th, and 5th Tenure Advisory
and 5th year) Year) - Spring Committee
2023 (Demo)
Post-Tenure Post-Tenure Open Faculty, Test Academic Affairs  University Wide Faculty Faculty, Test March 15, 2023
Review Review - Spring
2023 (Demo)
Annual Review - Probationary Open Faculty, Test Academic Affairs  University Wide Department Owen, Eric May 1, 2023 -
Probationary Annual Review Chair/School
Faculty - (Third- (Third-Year Director
Year Review Review) - Spring
(Straw Poll)) 2023 (Demo)
Annual Review - Probationary Open Faculty, Test Academic Affairs  University Wide Department Owen, Eric May 1,2023 -
Probationary Annual Review Chair/School
Faculty {First- (First-Year Director
Year Review) Review) - Spring
2023 (Demo)
Test Tenure Tenure and/or Open Faculty, Test Academic Affairs  University Wide Department DPTAC, Chair January 29, 2023 -
and/or Promation  Promotion Review Promation and
(duplicate) - Spring 2023 Tenure Advisory
(Tesy) Committee
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3. Filtering allows you to select rows to display based on the possible options appearing in
each column. For instance, in the example below we are filtering the Step Status to only
show submissions currently at the Department Promotion and Tenure Advisory
Committee step.

Activites

Reports Workflow v

Workflow Submissions EXPORT TABLE

Dates below are displaying in US/Gentral

Filters ~ Status: Open X

TEMPLATE ~ SCHEDULE ~ STATUS T ~ CANDIDATE |2 COLLEGE ~ DEPARTMENT ~ REVIEWER ~ DUE DATE ~ ACTIONS
Tenure and/or Tenure and Open Faculty, Test Academic Affairs  University Wide /26,2023 -
Promotion Promotion Review

- Spring 2023 Sort Order

(Demo)

I 1 nscsn%c I I 1} DESCENDING l

Annual Review - Probationary Open Faculty, Test Academic Affairs  University Wide 2023 -
Probationary Annual Review Fitter
Faculty {2nd, 4th,  (2nd, 4th, and 5th Oc Jetad
and 5th year) Year) - $pring eSS

2023 (Demo) O Departmen

Department Promotion and Tenure Advisor

Post-Tenure Post-Tenure Open Facutty, Test Academic Affairs  University Wide Qnmittee 72023
Review Review - Spring O Faculty

2023 (Demo)
Annual Review - Probationary Open Facutty, Test Academic Affairs  University Wide 2023 -
Probationary Annual Review < >

Faculty - (Third-
Year Review
(Straw Poll))

(Third-Year
Review) - Spring
2023 (Demo)

This narrows the number of submissions being displayed. You can also see the stacked
Filters along the top of the Submission display — you can remove an unwanted filter by

clicking the X on the right of each filter.

Activities Reports Workflow v

Workflow Submissions

Dates below are displ.

Filters ~Status: Open X

TEMPLATE~

Tenure and/for
Promotion

Annual Review -
Probationary
Faculty (2nd, 4th,
and Sth year)

Test Tenure
and/or Promotion
(duplicate)

SCHEDULE ~

Tenure and
Promotion Review
- Spring 2023
(Demo)

Probationary
Annual Review
(2nd, 4th, and 5th
Year) - Spring
2023 (Demo)

Tenure and/or
Promotion Review
- Spring 2023
(Test)

STATUS T ~

Open

Open

Open

CANDIDATE |2

Faculty, Test
Faculty, Test
Faculty, Test

Step Status: Department Promotion and Tenure Advisory Committee X

COLLEGE ~

Academic Affairs

Academic Affairs

Academic Affairs

EXPORT TABLE

DEPARTMENT ~ STEPSTATUS T ~  REVIEWER - DUE DATE ~ ACTIONS

University Wide Department DPTAC, Chair
Promotion and
Tenure Advisory

Committee

January 29, 2023 -

University Wide Department DPTAC, Chair
Prometion and
Tenure Advisory

Committee

April 15, 2023 -

University Wide Department DPTAC, Chair

Promotion and

January 29, 2023 -

Tenure Advisory
Committee

4. The filters that may be most useful for narrowing the submissions displayed include:

e Template — which can help you narrow to a particular review type (i.e., Tenure
and Promotion, Annual Review — Probationary Faculty — (Third-Year Review
(Straw Poll)), Post-Tenure Review)

e Department — this filter is applicable for a dean to narrow all of your college
submissions to a particular department

e Step Status — this filter allows you to narrow results, which is particularly useful
to remove submissions that are currently at the Faculty Step and as a result do
not contain any entries to view
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In all cases, when checking options for filtering a column you can select more than
one parameter for display if desired.

Activities Reports Workflow v

Workflow Submissions

Dates below are displaying in US/Central

Filters Status: Open X tep Status: Department Chair/School Director X Department Promotion and Tenure Advisory Committee X

TEMPLATE ~ SCHEDULE ~ STATUS T ~ CANDIDATE | % COLLEGE ¥ DEPARTMENT ~ STEPSTATUS T ~  REVIEWER~ DUE DATE ~ ACTIONS
Tenure and/or Tenure and Open Faculty, Test Academic Affairs University Wide Sort and Filter /29,2023 -
Promotion Promaotion Review

- Spring 2023 Sort Order

(Demo)

12 ASCENDING I I 1% DESCENDING

Annual Review - Probationary Open Faculty, Test Academic Affairs  University Wide . 2023 -
Probationary Annual Review Flitar
Faculty (2nd, 4th,  (2nd, 4th, and Sth
. 0 Completes
and 5th year) Year) - Spring
2023 (Demo) & Department Chair/School Director
Department Promotion and Tenure Advisor
A ~ . " . . i Committee
nnual Review Probationary Open Faculty, Test Academic Affairs  University Wide %023 -
Probationary Annual Review
Faculty - (Third-  (Third-Year
‘Year Review Review) - Spring
(Straw Poll)) 2023 {Demo)
< >
Annual Review - Probationary Open Faculty, Test Academic Affairs  University Wide . . 2023 -
Probationary Annual Review Chair/Schoal
Faculty (First- (First-Year Director
‘Year Review) Review) - Spring
2023 (Demo)

Export Table from the Submissions Screen

1. The Submissions screen displays all submissions, matching the currently applied filters.
You can select the Export Table button in the upper right of the screen to export all of
the displayed submission information in a comma-separated values (CSV) file.

Activities Reports Workflow v

Workflow Submissions

Dates below are displaying in US/Central

Filters ~ Status: Open X

TEMPLATE ~ SCHEDULE ~ sTaTUS Y - CANDIDATE 13 COLLEGE ~ - DUE DATE ~ ACTIONS
Tenure and/or Tenure and Open Faculty, Test Academic Affairs  University Wide Faculty Faculty, Test January 8, 2023
Promotion Promotion Review
- Spring 2023
(Demo)
Tenure and/or Tenure and/or Open Faculty, Test Academic Affairs  University Wide Faculty Faculty, Test January 8, 2023
Promotion (TEST)  Promotion Review
- Spring 2023
Tenure and/or Tenure and Open Faculty, Test Academic Affairs  University Wide Department Gaillard, Anne January 29, 2023 v
Promotion Promotion Review Promotion and
- Spring 2023 Tenure Advisory
(CAAD Demo) Committee
Annual Review - Probationary Open Faculty, Test Academic Affairs  University Wide Department DPTAC, Chair April 15,2023 v
Probationary Annual Review Promotion and
Faculty (2nd, 4th,  (2nd, 4th, and 5th Tenure Advisory
and 5th year) Year) - Spring Committee
2023 (Demo)
Annual Review - Probationary Open Faculty, Test Academic Affairs  University Wide Dean Owen, Eric May 15, 2023 v
Probationary Annual Review
Faculty - (Third-  (Third-Year
Year Review Review) - Spring
(Straw Poll)) 2023 (Demo)
Annual Review - Probationary Open Faculty, Test Academic Affairs  University Wide Department Owen, Eric May 1, 2023 -
Probationary Annual Review Chair/School
Facuitu (Firet- [Firet-var Rirartnr

\ 4
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This export will include all visible details from this table in a CSV

file, including the details on additional pages (if you have more than
100 submissions to display). If you apply filters to this view, only the

submissions which are relevant to the filter will be included in your
export. Are you ready to proceed?

2. The Exported file will be named export-test.csv and downloaded to your computer. The
file can be viewed in Microsoft Excel and includes all of the data displayed in the
currently filtered Submissions screen, as well as added columns including the
Candidates Username and the Reviewer’s email address.

est.csv - Excel

Insert Page Layout Farmulas Data eip - (._;J Tell me what you want to do
n x| = : e
N Ki|==Eo- |p |lom ]| Bcodottomting- | Bt - | > - 49 (3
. iy ~ $ - % s | E¥Formatas Table ~ X Delete ~ | ] - ot Pmd & | Sencitii
aste - AL |l =E==es . o & Fin Sensitivity
= BIU-|E- oA | =S==EE % 0 57 Cell Styles - EiFormat - | @~ Fijerv Select +
Clipboard & Font [F] Alignment (F] Mumber [F] Styles Cells Editing Sensitivity ~
H15 ~ 5 ~
A A | & | ¢ | D | | F | G | H | I | K |
1 |Template Schedule Status  Candidate Candidate Usernamg? College Department  Step/Status Reviewer Nsme( Reviewer Email ?ue Date
2 |Tenure and/or P Tenure an OPEN Faculty, Test TestFal Academic University Wid Department F DPTAC, Chair erico 'Email 2023-01-29723:59:59-06:00
3 |Annual Review - Probation OPEN Faculty, Test TestFaculty Academic University Wid Department F DPTAC, Chair ericowen@gmail 2023-04-15T23:59:59-05:00
4 |Post-Tenure RexPost-Tenu OPEN Faculty, Test TestFaculty Academic University Wid Faculty Faculty, Test eowen@emich.e 2023-03-15T23:59:55-05:00
5 |Annual Review - Probation OPEN Faculty, Test TestFaculty Academic University Wid Department C Owen, Eric edo009@shsu.ec 2023-05-01T23:59:59-05:00
6 |Annual Review - Probation OPEN Faculty, Test TestFaculty Academic University Wid Department C Owen, Eric edo009@shsu.ec 2023-05-01T23:59:59-05:00
7 |Test Tenure and Tenure an OPEN Faculty, Test TestFaculty Academic University Wid Department F DPTAC, Chair ericowen@gmail 2023-01-29T23:59:59-06:00
8

[=]

export-test

Ready

EEl|

J [+

i O ———+ 0

Actions from the Submissions Screen

1. The far-right column of the Submissions screen is titled Actions which, when it contains
a drop-down arrow, provides the option to download the submission entries viewable at

the current step.
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Activities

Reports

Workflow v

Workflow Submissions

Dates below are displaying in US/Central

Filters Status: Open X
TEMPLATE ~ 'SCHEDULE ~ sTatus YV ~ CANDIDATE |4 COLLEGE ~ DEPARTMENT ~ STEP STATUS ~ REVIEWER ~ DUE DATE ~
Tenure and/or Tenure and Open Faculty, Test Academic Affairs University Wide Faculty Faculty, Test January 8, 2023
Promotion Promotion Review
- Spring 2023
(Demo)
Tenure and/or Tenure and/or Open Faculty, Test Academic Affairs University Wide Faculty Faculty, Test January 8, 2023
Promotion (TEST)  Promotion Review
- Spring 2023
Tenure and/or Tenure and Open Faculty, Test Academic Affairs University Wide Department Gaillard, Anne January 29, 2023
Promotion Promotion Review Promotion and
- Spring 2023 Tenure Advisory
(CAAD Demo) Committee
Annual Review - Probationary Open Faculty, Test Academic Affairs  University Wide Department DPTAC, Chair April 15,2023
Probationary Annual Review Promotion and
Faculty (2nd, 4th,  (2nd, 4th, and 5th Tenure Advisory
and 5th year) Year) - Spring Committee
2023 (Demo)
Annual Review - Probationary Open Faculty, Test Acadenmic Affairs  University Wide Dean Owen, Eric May 15, 2023
Probationary Annual Review
Faculty - (Third-  (Third-Year
Year Review Review) - Spring
(straw Poll)) 2023 (Demo)
Annual Review - Probationary Open Faculty, Test Academic Affairs  University Wide Department Owen, Eric May 1, 2023
Probationary Annual Review Chair/School
Eamuity (Firet- (Firet vaar Nirartar
Act es Reports Workflow «
Workflow Submissions | EXPORT TABL ‘
Dates below are displaying in US/Central
Filters  Stats: Open X
TEMPLATE - SCHEDULE - sTaTUs T - CANDIDATE 13 COLLEGE - DEPARTMENT - STEP STATUS - REVIEWER ~ DUE DATE - ACTIONS
Tenure andfor Tenure and Open Faculty, Test Academic Affairs  University Wide Faculty Faculty, Test January 8, 2023
Promation Promotion Review
- Spring 2023
(Demo)
Tenure and/or Tenure andjor Open ty, Test Academic Affairs  University Wide Faculty Faculty, Test January 8, 2023
Promation (TEST)  Promation Review
- Spring 2023
Tenure andfor Tenure and Open Academic Affairs  University Wide Department Gaillard, Anne January 29, 2023 -
Promotion Promotion Review Promotion and
- Spring 2023 Tenure Advisory
(CAAD Demo) Committee
Annual Review - Probationary Open Academic Affairs  University Wide Department DPTAC, Cha April 15, 2023
Probationary Annual Review Promotion and
Faculty (2nd, 4th, (200, 4th, and 5th Tenure Advisory
and 5th year) Year) - Spring Committee Download
2023 (Dema) @
Annual Review - Probationary Open /, Test Academic Affairs  University Wide Dean Owen, Eric May 15, 2023 -
Probationary Annual Review
Faculty - (Third-  (Third-Year

Year Review
(Straw Poll))

Review) - Spring
2023 (Deme)
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2. The format of the download can be made in two ways. An HTML file for viewing the
submission as it appears online with links to the portfolio documents online.

Download Options

‘Choose the format you want to download.

File Format

® Download submission for online viewing>
dsub E

CANCEL DOWNLOAD

The resulting file follows the naming convention: “Candidate Name”(Exported_"current
date”) —in the example it appears as FacultyTest(Exported_20230110)

« v 4 ¥ ThisPC > Downloads »

v
[ Name Date modified Type Size
» 3k Quick access
~ Today (1)

[ @ FacultyTest(Exported_20230110).html > 1/10/2023 8:37 AM [} Chrome HTML Do... 165 KB

> g Creative Cloud Files

v [ This PC > Last week (10T
>} 2D Objects
3D o) > Last month (22)
» [ Desktop

> Docurnents > Along time ago (24)

The HTML file created replicates the look of the current Watermark Workflow
submission, displaying all visible steps with field entries and links to uploaded
documents.

10
Last Updated 1/11/2023



Pr i y Annual Review (2nd, 4th, and 5th Year) - Spring 2023 (Demo) - Test Faculty

v Faculty Step Submitted Jan 06, 2023 09:24 AM CST
by Test Faculty

Annual 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 Promotion and Tenure Advisory Committee” 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 tmental directions t ine if your ission 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 annual review,

Alternatively, you may generate a CV from the Faculty Suceess 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 Uplogl N
@ 2022 Test Faculty.docx CV 2022 Test Faculty.pdf

vita .
h Vita.pdf

Annual Review Narrative

Use the space below to upload a narrative file to be considered for your annual review.

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

A A
al Review Narrative Test Faculty 2022.pdf Annual Review Narrative Test Faculty 2022.pdf

Annual Review Narrative Upload

Annual Review Narrative (99,999 character limit)
Annual Review Portfolio Documents

Use the space below to upload documents to be considered for your annual review.

The second download option creates a Zip file which contains both an HTML view of the
submission as well as a folder containing downloaded copies of all documents uploaded
for the submission up to the current step.

Download Options

‘Choose the format you want to download

File Format

O Download submissi ing viewi
wnicad submission with files to my comp

U

The Zip file follows the same naming convention as the online viewing HTML file. The
Zip file contains an HTML file and a folder named Step00_Files. The HTML file provides
the same submission view as the online version, but with the links to copies of the
portfolio documents downloaded into the Step00_Files folder contained in the Zip file.

11
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v 4 ; > ThisPC » Downloads »

1 Mame
v Today (11

# Quick access

& Creative Cloud Files

B3 ThisPC + Last week (T0]
_J 3D Objects
o st > Last month (22)
esktop

£ Documents » A'long time ago (24)

$

[} g FacultyTest(Exported_20230110).zip 11

Date modified

/2023 8:48 AM

« < 4 95 ThisPC » Downloads » FacultyTest(Exported_20230110).zip
~
[ MName Type Compressed size Password ... | Size
st Quick access
StepD0_Files File folder
e Creative Cloud Files @ FacultyTest(Exported 20230110 html  Chrome HTML Document 20KB Mo
[ This PC L
_§ 3D Objects
[ Desktop
Documents
¥ Download
FacultyTest(Exported_20230110).zip
« v 4 » ThisPC » Downloads » FacultyTest(Exported 20230110).zip » Step00_Files
Type Compressed size Password ...
> gk Quick access
Annual_Review_Narrative_Test_FN, Adobe Acrobat Document 242KB  No
> | Creative Cloud Files Annual_Review_Narrative_Test_F... YAdobe Acrobat Document 242KB  No
) - A 4
- E This BC CV_2022_Test_Faculty-45ef0ed6. dobe Acrobat Document 243KB  No
. @ CV_2022_Test_Faculty-730f357f.... crosoft Word Document 48KB Mo
> 7l 3D Objects X X
Scholarly_Creative_Test_Faculty_... Aflobe Acrobat Document 242KB  No
> I Desktop @ Scholarly_Creative_Test_Faculty_... icrosoft Word Document 81EKB Mo
> Documents @ Scholarly_Creative_Test_Faculty_.. icrosoft PowerPoint Pre.. 135KB No
~ 4 Downloads = Scholarly_Creative_Test_Faculty_.,# PNG File 59KB Neo
v i FacultyTest(Exported_2(238 £ Scholarship_2022-2023_(5)-143¢0.  Compressed (zipped) Fol... 517KB No
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