SHSU Watermark Workflow
Probationary Faculty 2", 4", and 5" Year
Process Help Guide

Watermark Workflow for probationary faculty in the 2", 4", and 5 years of the
tenure-track follows the multistep process illustrated in the flowchart below.
Beginning at the Faculty submission step, the review portfolio is then sent on to
the Department Promotion and Tenure Advisory Committee. The portfolio then
moves to the final administrative review step at the Department Chair/School
Director.

Department Promotion and
Tenure Advisory Committee

Department Chair/School
Director

> > »

Faculty Records

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:
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Dear Test Faculty,

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

TEST Probationary Faculty (2nd, 4th, and 5th year) - Spring
2025

Due Date: Saturday, February 1, 2025 11:59 PM C5T

Process:

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 on the Academic Affairs
Watermark website for more information.

The due date for your submission is no later than February 1, 2025, at 11:59
p.m.

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/92b2d884-dd71-4499-b4c8-d7dalebead10/
step/84858223-644c-4bb9-bad9-af3037a51efa/assignee/23903547
embed=workflow:assignee, workflow:subject, workflow:
responseftsubProcessid=815828d5-82fc-4658-9f10-
690d807faca9&orgld=1660&personld=2390354

The Next step with faculty involvement will be the Departmental Promotion and
Tenure Advisory Committee (DPTAC) step. Once a faculty member submits their
materials to Start a Portfolio Evaluation, the Faculty Records office will validate
the submission and move it to the next step in Watermark Workflow where
DPTAC members and the DPTAC chair will receive an automated email:
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Dear Member DPTAC,
The following submission is now ready for your review:

TEST Probationary Faculty (2nd, 4th, and 5th year) - Spring

Process: 2025
Candidate: Test Faculty
Due Date: Tuesday, April 1, 2025 11:59 PM CDT

In accordance with APS 900417, the Department Promotion and Tenure Advisory
Committee (DPTAC) shall review the performance of probationary faculty
members beginning with the second year of employment. Please reference the
training resources on the Academic Affairs Watermark website for more
information.

Awritten summary for each faculty member will be uploaded into the
Watermark Faculty Success system by the DPTAC Chair for the faculty member.
The due date for your submission is no later than April 1, 2025, at 11:59 p.m.

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/92b2d884-dd71-4499-b4c8-d7dalebeed10/
step/d20056d2-d16f-4027-930c-07ee645a91fd/assignee/23884047
embed=workflow:assignee, workflow:subject, workflow:
responsefsubProcessld=815828d5-82fc-4658-9f10-
690d807faea9Boreld=1660&personld=2388404

Dear Chair DPTAC,
The following submission is now ready for your review:

TEST Probationary Faculty (2nd, 4th, and 5th year) - Spring

Process: 2025
Candidate: Test Faculty
Due Date: Tuesday, April 1, 2025 11:59 PM CDT

In accordance with APS 900417, the Department Promotion and Tenure Advisory
Committee (DPTAC) shall review the performance of probationary faculty
members beginning with the second year of employment. Please reference the
training resources on the Academic Affairs Watermark website for more
information.

A written summary for each faculty member will be uploaded into the
Watermark Faculty Success system by the DPTAC Chair for the faculty member.
The due date for your submission is ne later than April 1, 2025, at 11:59 p.m.

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/92b2d884-dd71-4499-b4c8-d7dalebeed10/
step/d20056d2-d16f-4027-930¢c-07eeb64529 1fd/assisnee/23884037
embed-workflow:assignee, workflow:subject, workflow:
responseftsubProcessld=815828d5-82fc-4658-9f10-
690d807faea98orgld=16

The final review step will be the Department Chair/School Director. Once the
DPTAC chair submits the DPTAC written summary for a review process in
Watermark Workflow, the Department Chair/School Director will receive an

automated email:

Dear Bearkat Test,

The following submission is now ready for your review:

TEST Probationary Faculty (2nd, 4th, and 5th year) - Spring

Process: 2025
Candidate: Test Faculty
Due Date: Thursday, May 1, 2025 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 on the
Academic Affairs Watermark website for more information.

A written summary for each faculty member will be uploaded into the
Watermark Faculty Success system by the department chair/school director for
the faculty member. The due date for your submission is no later than May 1,

2025, at 11:59 p.m.

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/92b2d884-dd71-4499-b4c8-d7da0ebeed10/

step/3f77a7d6-e506-43ec-8db0-315b2b897 3c0/assignee/23574907

response&subProcessld-815828d5-82fc-4658-9f10-
690d807faca98orgld=1660&personld=2357490
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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.

4.

Go to Watermark Faculty Success

(https://login.watermarkinsights.com/connect/samhoustonstateuniversity )

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

»» watermark .
* Faculty Success | romeny Digital Measures

Activities | Reports

Activities - Sam Houston State University Q Search Al Activitie ‘ SearchTips  Rapid Reports

Review a guide to manage your activities.

~ Career Information

Profes

rofessional Memberships

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

Watermark Workflow Tasks

1.

When you click the Workflows link, you will see the Workflow Tasks interface with both
an Inbox and History section —the numbers in the parentheses show how many items
you have in those sections.

The Inbox section will contain links to any tasks currently at a step where your input is
required. The number in the parentheses next to Inbox shows the count of how many
tasks you currently have assigned for your input. The column headers for the Inbox
shows the following:

e Name - the current review listing the review template for this workflow process
e Step - the step within a workflow review process is currently located

e Department — the SHSU academic department of the current review

e Candidate —the name of the faculty member being reviewed in this process

e Due Date — the date the current review process step must be submitted

e Date Received — the date the current review process has appeared in your Inbox
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You can sort the Inbox tasks by any of the columns —in the example the tasks are sorted
by the Due Date (Ascending from soonest to latest dates.)

Activities Reports Workflow
Workflow Tasks
Keep track of outstanding tasks in your inbox, and view your review history.

+ Inbox (8)

» Show Filters (0)

NAME % ~ STEP~ DEPARTMENT ~ CANDIDATE ~ DATE RECEIVED ~

TEST Tenure and/or Promotion Review - Spring Faculty University Wide Me

P

Sort Order

EST Promotion for Non-Tenure Track Faculty Faculty University Wide Me 2 b4
. o 1% DESCENDING
Spring 2025

EST Post-Tenure Review - Spring 2025 Faculty University Wide Me w D 9:45

Faculty University Wide Me February 1, 2025 @ 11:59 November 11, 2024 @
PM 10:35 AM
vie Faculty University Wide Me February 1, 2025 @ 11:59 November 11, 2024 @
(First-Year) - Spring 20 PM 10:15 AM
EST Annual Review Faculty University Wide Me February 1, 2025 @ 11:59 November 11, 2024 @
(2nd, 4th, and 5t PM 10:24 AM
Faculty University Wide Me February 1, 2025 @ 11:59 November 11, 2024 @ 9:54
PM AM
y Evaluation (NTT Faculty) Faculty University Wide Me February 1, 2025 @ 11:59 MNovember 11, 2024 @
Spring 2025 PM 10:09 AM

> History (22)

When you have the Inbox opened, you will also see a Show Filters option between the
work Inbox and the Name column header. Show Filters allows you to apply various
filters (based upon the column headers) to the visible Inbox tasks. The Show Filters link
toggles with a Hide Filters option; the number shown in the parentheses counts how
many filters you currently have applied. You can remove Filters either by clicking on the
X next to any selected filter option, or remove all Filters by clicking on the Reset Filters
link.

Activities Reports Workflow

Workflow Tasks

Keep track of outstanding tasks in your inbox, and view your review history.

v Inbox (8)

» Show Filters (0)

NAME % ~ STEP~ DEPARTMENT ~ CANDIDATE ~ DUE DATE ~ DATE RECEIVED ~
TEST Tenure and/or Promotion Review - Spring Faculty University Wide Me January 13, 2025 @ 11:59 November 8, 2024 @
2025 PM 10:56 AM

\ 4
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Activities Reports Workflow

Workflow Tasks

Keep track of outstanding tasks in your inbox, and view your review history.

v Inbox (8)

¥ Hide Filters (0)

Name Step Candidate
[ Enter Name Ente a [ Enter Candidate
Department Due Date Status
Any Department v ‘ Any Status ~ [N Reset Filters

NAME |} ~ STEP ~ DEPARTMENT ~ CANDIDATE ~ DUE DATE ~ DATE RECEIVED ~

EST Tenure and/or Promotion Review - Spring Faculty University Wide Me January 13, 2025 @ 11:59 Novemper 8, 2024 @
2025 PM 10:56 AM

EST Promotion for Non-Tenure Track Faculty Faculty University Wide Me January 13, 2025 @ 11:59 November 8, 2024 @ 4:41
Spring 2025 PM PM

¥

Activities Reports Workflow

Workflow Tasks

Keep track of outstanding tasks in your inbox, and view your review history

v Inbox
¥ Hide F\Ke\@
Name Step Candidate
i Enter Name l i Enter Step l i Enter Candidate
Department Due Date Status
@" wide () N ‘@ ” ‘ APPLY FILTERS  [("Reset Filters
NAME |} ~ STEP ~ DEPARTMENT ~ CANDIDATE ~ DUE DATE ~ DATE RECEIVED ~

The History section will show a list of previous Watermark reviews. The Column headers
are similar to the Inbox, with the addition of an Actions dropdown on the far-right
column. The Actions button allows you to Recall or Download a Submission for Open
reviews (those still in process). You can recall any submission on the step directly after
yours. This option moves the selected submission back to your Inbox for revision and
resubmission. You may only Recall a Submission if the Due Date has not passed. For
Completed reviews, you will only have a Download option.

Activities Reports Workflow

Workflow Tasks

Keep track of outstanding tasks in your inox, and view your review history.

* Inbox (7)

v History (23)

NAME CURRENT STEP « CANDIDATE DUE DATE ACTIONS
TEST Tenure and/or Promotion Review - Spring 2025 Start Portfolio Evaluation Me January 14, 2025 @ 11:59 PM / %

Schedule Annual Faculty Evaluation System (FES) Completed Me November 8, 2023 @ 11:59 PM Recail

Review (T/TT Faculty) - Spring 2024

Schedule Post-Tenure Review - Spring 2024 Completed Me November 11, 2023 @ 11:53 Download
PM

\ 4
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Activities Reports Workflow

Workflow Tasks

Keep track of outstanding tasks in your inbox, and view your review history.

¥ Inbox (7)

+ History (23)

NAME CURRENT STEP = CANDIDATE DUE DATE ACTIONS
TEST Tenure and/or Promotion Review - Spring 2025 Start Portfolio Evaluation Me January 14, 2025 @ 11:59 PM -
Schedule Annual Faculty Evaluation System (FES) Completed Me November 9, 2023 @ 11:59 PM -
Review (T/TT Faculty) - Spring 2024 @
Schedule Post-Tenure Review - Spring 2024 Completed Me November 11, 2023 @ 11:59

PM

Watermark Workflow Probationary Faculty (2", 4, and 5"
year) Review Process Steps

Faculty Step
4. Under the Workflows Tasks Inbox click on Probationary Faculty (2nd, 4th, and 5th year) -

Spring 2025 to begin entering your portfolio.

Activities Reports Workflow

Workflow Tasks

Keep track of outstanding tasks in your inbox, and view your review history.

+ Inbox (1)

» Show Filters (0)

NAME ~ STEP + DEPARTMENT = CANDIDATE ~ DUEDATE 1% ~ DATE RECEIVED ~
ulty (2nd, 4th, and 5th Faculty University Wide Me February 1, 2025 @ 11:59 December 9, 2024 @ 216
PM PM

» History (29)

5. Each review process now contains reports that are run and automatically attached
based on the date and time the review was launched. A list of these reports is now
provided at the top of the Faculty Step of a review, providing the names and
dates/times that these reports were last updated. You can click the Refresh All button in
this section to immediately update all reports using your current Watermark Activities
entries. The option to Refresh All reports can be run as often as desired. There is also an
option to update individual reports as they appear in the review portfolio (which will be
covered later).

Last Updated 12/10/2024



10.

Activities Reports Workflow

< Faculty Step - Due February 1st, 2025 @ 11:59 PM |E‘ ‘ CANCEL ‘ ‘ Actions v |

Candidate: Test Faculty

v Reports Have Been Run and Auto-Attached
The following reports have been attached to this submission on your behalf.

= Vita - Last updated December 3, 2024 at 12:03 PM

= Review Activity Report for Academic Year 2024-2025 - Last updated December 3, 2024 at 12:03 PM

= Review Activity Report for Academic Year 2023-2024 - Last updated December 3, 2024 at 12:03 PM

= Review Activity Report for Academic Year 2022-2023 - Last updated December 3, 2024 at 12:03 PM

= Review Activity Report for Academic Year 2021-2022 - Last updated December 3, 2024 at 12:03 PM

= Review Activity Report for Academic Year 2020-2021 (and older) - Last updated December 3, 2024 at 12:03 PM

To ensure that the data included for your submission is current, we recommend that you refresh these reports. You can do this by selecting the "Refresh Report” button next to each
individual report below, of you can use the "Refresh All' button here to refresh the reports listed above.
‘ REFRESH ALL ‘ )

—|

When working on your Third-Year review portfolio, click on the "Actions" button in the
upper right and select "Save Draft" until your submission form is complete. You must
click “Save Draft” to retain any entered or updated information if you wish to work on
your review portfolio entries across several sessions logging into your Watermark
account. If you close your browser window without saving, your work will not be
retained.

Once you have completed your review portfolio, you should now 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. If the system auto-
advances on the due date, any documents uploaded will not be saved.

Note: you will see the due date for your submission — in the case of the Probationary
Faculty (2", 4th, 5th year), it is no later than February 1, 2025, at 11:59 p.m.

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.

Probationary Review Portfolio screen provides areas for including a current Curriculum
Vitae (CV). This can either be generated automatically based upon your activity’s entries
in Watermark, or there is a CV Upload area where you may choose to provide a CV file.
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Activities Reports ‘Workflow

{ Faculty Step - Due February 1st, 2025 @ 11:59 PM ‘ L | ‘ CANCEL | ‘ Actions v ‘

Candidate: Test Faculty

Probationary Review Portfolio

As you bild your portfolio, you can dlick 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. If the system aute-advances on
the due date, any documents uploaded will not be saved.

The due date for your submission is no later than February 1, 2025, at 11:59 p.m.

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

Curriculum Vitae

Use the space below to generate a CV from the Watermark system to be considered for
your probationary review. The report below is generated from the data entered in
Activities. When preparing your submission, make sure to preview the report. If needed
navigate to Activities to make any necessary edits. Then, retum to your review in
Workflow and refresh the report

Note: The report will not automatically refresh when the Activities data is
changed. You must refresh the report in Workflow. The report will be date and
time stamped with the latest refresh date.

If your discipline requires a specific format, you can use the upload field to attach a copy
of your current vita

0y  Last Updated
December 3rd, 2024 at 12:03 PM
CV Upload

11. The automatically generated Vita in Watermark is created using information from your
entries in the Activities module. You can view this automated CV by clicking on the
Adobe Acrobat icon. The Last Updated date and time shows you when the current Vita
report was created — this will initially be set at the date and time that the review process
was first launched. If you make changes to your Activity Entries after starting a portfolio
submission, but prior to submitting, you can update the auto generated Vita by clicking
the Refresh button — which will also display the refreshed Vita’s revised date and time.
You may upload or drag and drop files in the CV Upload area — any file type can be used.

Activities Reports ‘Workflow

¢ Faculty Step - Due February 1st, 2025 @ 11:59 PM | & | canca | | Actions |

Candidate: Test Faculty

Curriculum Vitae

Use the space below to generate a CV from the Watermark system to be considered for
your probationary review. The report below is generated from the data entered in
Activities. When preparing your submission, make sure to preview the report. If needed,
navigate to Activities to make any necessary edits. Then, return to your review in
Workflow and refresh the report

Note: The report will not automatically refresh when the Activities data is
changed. You must refresh the report in Workflow. The report will be date and
time stamped with the latest refresh date.

If your discipline requires a specific format, you can use the upload field to attach a copy
of your current vita.

vita Refresh
_— Vita Button
- pdated
Qecember 3rd, 2024 at 12:03 PM

CV Upload

Drop files here or elick to upload

12. If you click on the Refresh icon to update the autogenerated Vita, you will see a popup
screen detailing what will happen if you choose yes. The autogenerated report will be

9
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updated based on the most current Activities entries, and this cannot be undone. You
may generate a current copy of your Vita report by going to the Reports Tab if you want
to see what the resulting Vita will look like before refreshing the version in your review

portfolio.

This action will update the attached report based on the information

available under Activities. To preview this report's updated output, go to
Reﬁons and run the reEoll a3

Are you sure you want to proceed?

¥

Once you have clicked Yes on the Vita Refresh popup window you will see the Last

Updated date and time change.

Note: The report will not automatically refresh when the Activities data is
changed. You must refresh the report in Workflow. The report will be date and

time stamped with the latest refresh date.

If your discipline requires a specific format, you can use the upload field to attach a copy

of your current vita.

Last Updated

December 10th, 2024 at 1:50 PL

13. Alternatively, you may upload or drag and drop files into the CV Upload area — any file

type can be used.

Activities Reports Workflow
4 @ open X
< Faculty Step - Due February 1st, 2025 @ 11:59 PM
ol inaromial Fac iy |« Wor. » Tenure & Prom... > v @ | Search Tenure & Promotion D.. 2
R Organize v New folder =~ m @
Curriculum Vitae -
= ERICSNOTES (E1*  Name Datem *
Use the space below to generate a CV from the Watermark system to be considered for o e
your probationary review. The report below is generated from the data entered in = ERICS NOTES (E) i3
Activities. When preparing your submission, make sure to preview the report. If needed, fseventsd 2024 1171372
navigate to Activities to make any necessary edits. Then, retum to your review in : B Annul Review N st Facalty 2022 o
Workflow and refresh the report. Spotlight-V100 nnual Review Marrative Test Faculty 17/
. . L . @ CV 2022 Test Faculty 1071472
Note: The report will not automatically refresh when the Activities data is Director Library~ L
changed. You must refresh the report in Workflow. The report will be date and CV 2022 Test Faculty 8/19/20
time stamped with the latest refresh date. TWC Renovatior, OV 2024 Test Faculed 8/19/20
If your discipline requires a specific format, you can use the upload field te attach a copy Valdes ean Recommendation Letter Test Faculty 2024 nnz,,
of your current vita. TE— N
File name: ‘cvaoaﬂen Faculty v‘ ‘Alllils V‘
Vita
N Last Updated - Uploadfrom mobile | [ Open | | Concel |
December 10th, 2024 at 1:50 PM
€V Upload /

Drop files GPDF tolupload

+ Copy
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14. You can delete any files you have uploaded by mistake by clicking the trash can icon to

the right of the file name.

Activities Reports Workflow

< Faculty Step - Due February 1st, 2025 @ 11:59 PM

Candidate: Test Faculty

Curriculum Vitae

Use the space below to generate a CV from the Watermark system to be considered for
your probationary review. The report below is generated from the data entered in
Activities. When preparing your submission, make sure to preview the report. If needed,
navigale to Activities to make any necessary edits. Then, retum to your review in
Workflow and refresh the report

Note: The report will not automatically refresh when the Activities data is
«changed. You must refresh the report in Workflow. The report will be date and
time stamped with the latest refresh date.

If your discipline requires a specific format, you can use the upload field to attach a copy
of your current vita

0y Last Updated c
December 10th, 2024 at 1:50 PM

CV Upload

Drop files here or click to upload

| & | | CANCEL ‘ ‘ Actions

15. The next section of the Probationary Review Portfolio is a section for including a review
narrative. This is an optional step, and can be done either by uploading a file to the Annual
Review Narrative Upload location, OR manually enter / cut and paste a narrative directly into
the Text Box provided. The Text Box has a limited of just under 100,000 characters.

Activities Reports Workflow
€ open
1 <« Wor.. » Tenure & Prom... » v O Search Tenure & Promotion D... 0@
Organize = New folder == -

= ERICS NOTES (E:) Name

51 LEWET U SuppoIL uveves
132 Personal NarrativeTest Faculty 2022
feeventsd Personal NarrativeTest Faculty 2022
Persopalostietesibasnieddad
Probationary Review Marrative Test Faculty 2024

= ERICS NOTES (E)

Spotlight-V100

Director Library”
TWC Renovatior
Valdes

Watermark ., ¢

File name: [ Probationary Review Narrative Tes 'l files v

Upload from mobile | | “NQpen | Cancel

X

click to upload

Probationary Review Narrative

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

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

Probationary Review Narrative Upload

Drop files |

1

1

| £ | ‘ CANCEL ‘ ‘ Actions ~
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Activities Reports Workflow

{ Faculty Step - Due February 1st, 2025 @ 11:59 PM ‘ & ‘ | CANCEL ‘ ‘ Actions -

Candidate: Test Faculty
Probationary Review Narrative

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

Alternatively, you may input your narrative directly into the text box below.
Probationary Review Narrative Upload

Drop files here or click to upload

I
Probationary Review Narrative Test Faculty 2024 pdf (252.83 KB) n

Probationary Review Narrative (99,999 character limit)

Wz @ BB =

aeBedit est aliquam sequi in quos accusantium. At nemo autem hic dolor consequuntur et
laborum aspemnatur quo eaque laborum sit sunt voluptatem qui rerum aperiam. Ea velit officiis
qui accusamus recusandae 33 exercitationem corporis non autem facilis

Ea tempore omnis sit voluptatibus recusandae aut voluptas delores quo atque sequi hic
expedita suscipit ea dicta culpa eos molestiae dolores. Et amet vitae ex asperiores magnam ut
dolor eveniet vel molestiae adipisci ut neque error! Est ipsam quia ut laberiosam officiis non
neque nulla qui vero voluptates.

Eum corporis fuga non corrupti iure qui eius incidunt. Qui guae cupiditate aut soluta dolor ut

dicta totam et yoluptatem tempore eum totam impedit qui guia quis. Vel quia labare aut
luptates distinetio aut galisum ipsam
ers : 873/99999

16. After the Probationary Review Narrative is a required field used to convey to the
reviewers which approved tenure unit standard you wish to be used for this evaluation.
The field asks you to enter the Year of the approved standard. You can review the
guidelines for selecting the tenure unit standard within APS 900417 (Faculty
Reappointment, Tenure, and Promotion of Tenured and Tenure-Track Faculty), Section
5.03 for more details. Your department will maintain copies of previous tenure unit
standards.

Activities Reports Workflow

< Faculty Step - Due February 1st, 2025 @ 11:59 PM E] [ CANCEL ] | Actions v |

Candidate: Test Faculty

Tenure Unit Standards

Use the space below to indicate the approval year of the tenure unit standards you wish
to use during this evaluation. Reference APS 900417, Section 5.03 for more details.

Year *

G |

17. The final section of the Faculty Step is the Probationary Review Portfolio Documents
area. This section provides several Review Activity Reports generated from your
Activities records based upon Academic Years (these reports yearly dates range will
span from September 1% until the following August 31%t). These reports will not
automatically refresh when the Activities data is added or changed. You must refresh
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https://www.shsu.edu/dept/academic-affairs/documents/aps/faculty/900417%20Faculty%20Reappointment%20Tenure%20and%20Promotion.pdf

the report in Workflow reviews. Each report will be date and time stamped with the
latest refresh date.

You can click on the Adobe Acrobat icon on the left to view the current Review
Activity Report associated with that Academic Year. This will open an additional browser
tab to display a PDF version of the report.

Activities  Reports | Workflow

CANCEL

< Faculty Step - Due February 1st, 2025 @ 11:59 PM

Candidate: Test Faculty

Probationary Review Portfolio Documents

Use the space below to upload documents to be considered for your probationary
review. The reports below are generated from the data entered in Activities. A document
upload field has alsa been provided to include any supporting documents needed to
complete your review portfolio.

Note: The report will not automatically refresh when the Activities data is

changed. You must refresh the report in Workflow. The report will be date and
time stamped with the latest refresh date.

Reports By Academic Year

Faculty members submiting documents by Academic Year only need to upload those:
years pertaining to their current review, which can vary depending upon service credit or
tolled years.

Review Activity Report for Academic Year 2024-2025

Last Updated
December 3rd, 2024 at 1203 PM

Review Activity Report for Academic Year 2023-2024.

Last Updated
December 3rd, 2024 at 12:03 PM

Review Activity Report for Academic Year 2022-2023

Last Updated
December 3rd, 2024 at 1203 PM

Review Activity Report for Academic Year 2021-2022

Last Updated
December 3rd, 2024 at 1203 PM

Review Activity Report for Academic Year 2020-2021 (and older)

Last Updated
December 3rd, 2024 at 1203 PM

If the loaded Review Activity Report is missing entries that have been added to the

Activities database since the Last Updated timestamp, click on the Refresh icon on
the right of each report to update the report.

Activities  Reports | Workflow.

< Faculty Step - Due February Ist, 2025 @ 11:59 PM [+] [ oavea |

Candidate: Test Faculty

Probationary Review Portfolio Documents

Use the space below to upload documents to be considered for your probationary
review. The reports below are generated from the data entered in Activities. A document
upload field has also been provided to include any supporting documents needed to
complete your review portfolo.

Note: The report will not automatically refresh when the Activities data is
changed. You must refresh the report in Workflow. The report will be date and
time stamped with the latest refresh date.

Reports By Academic Year

Faculty members submitting documents by Academic Year only need to upload those:

years pertaining to their current review, which can vary depending upon service credit or
tolled years.

Review Activity Report for Academic Year 2024-2025

Last Updated
December 3rd, 2024 at 12:03 PM

Review Activity Report for Academic Year 2023-2024

Last Updated
December 3rd, 2024 at 12:03 PM

Review Activity Report for Academic Year 2022-2023

Last Updated
December 3rd, 2024 at 12:03 PM

Review Activity Report for Academic Year 2021-2022

Last Updated
December 3rd, 2024 at 12:03 PM

Review Activity Report for Academic Year 2020-2021 (and oldey

Last Updated
December 3rd, 2024 at 12:03 PM

@0000
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When you click on the Refresh button you will see a popup screen detailing what will
happen if you choose yes. The autogenerated report will be updated based on the most

current Activities entries, and this cannot be undone.

This action will update the attached report based on the information
available under Activities. To preview this report's updated output, go to

eports and run the report from there first. Refreshing the report's
contents here cannot be undone.

Are you sure you want to proceed?

You may generate a current copy of a Review Activity Report by going to the Reports
Tab and running a report with the same academic year date range being used in your
portfolio documents. This will create a report in one of three file formats (MS Word,

PDF, or HTML) for you to view before refreshing the version in your review portfolio.

Activities Reports Workflow

< Faculty Step - Due February 1st, 2025 @ 11:59 PM

Candidate: Test Faculty

Re-reperbwii-nobauiomad wes-data-is

e e L e U
changed. You must refresh the report in Workflow. The report will be date and

time stamped with the latest refresh date.

Reports By Academic Year

Review Activity Report for Academic Year 2024-2025
S Last Updated c
December 9th, 2024 at 1:38 PM
Review Activity Report for Academic Year 2023-2024

= Last Updated C
December 3rd, 2024 at 12:00 PM

14
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Activities = Reports  Workflow

Reports
Select the report you would ke to view o &, or select 1 creste & new report 3items.
Nave - creATED Y AcTions
Watermark a

Watemark a

Watemmark a

Activities | Reports  Workflow.

< Run Review Activity Report B RUNREPORT

i

Date Range

G [=>  §

Page Size"

18. In addition to the Review Activity Reports generated from your Activities database
entries, there is also an area where you may upload or drag and drop files with any
other Supporting Documents for your review portfolio — any file type can be used. This
is the best location to add any IDEA Qualitative Reports that will be used in your
evaluation.

Acti

Reports | Workflow

< Faculty Step - Due February 1st, 2025 @ 11:59 PM ‘ & ‘ ‘ CANCEL | ‘ Actions -

Candidate: Test Faculty

changed. You must refresh the report in Workflow. The report will be date and
time stamped with the latest refresh date.

Reports By Academic Year

Faculty members submitiing documents by Academic Year only need to upload those
years pertaining to their current review, which can vary depending upon service: credit or
folled years.

Review Activity Report for Academic Year 2024-2025
& Last Updated
December 10th, 2024 at 2:37 M
Review Activity Report for Academic Year 2023-2024
By Last Updated
December 3rd, 2024 at 12:03 PM
Review Activity Report for Academic Year 2022-2023
D Last Updated
December 3rd, 2024 at 12:03 PM
Review Activity Report for Academic Year 2021-2022
By LastUpdated
December 3rd, 2024 at 12:03 PM
Review Activity Report for Academic Year 2020-2021 (and older)
B Last Updated
December 3rd, 2024 at 12:03 PM
Upload any other Supporting Documents (e.g., support letters, etc.)

i
B0 00

I8
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Activities  Reports | Workflow.

< Faculty Step - Due February Ist, 2025 @ 11:59 PM : | I cccccc | | actions
Candidate: ity
changed. You must refresh the reportin Workflow. The report il be date and
ime Starmped withthelatet reresh date- rym™ X
Reports By Academic Year A1 Wor > Tenure&Prom.. > v & | Sesrch Tenure & Premation.
o e wose Ogunize+ Newfolder
e curent v y
Liedpears = ERCSNOTS €A ame

. ERICS NOTES (€ [ TESTFACULTY_IDEA

ic Year 2024-2025 () TESTFACULTV_IDEA

ar 2023-2024

ar 2022-2023

ar 20212022

20243t 12:03PM

oaogn

Review Activity Report for Academic Year 2020-2021 (and older)
D Last Updated
December 3rd, 2024 at 1203 PM

Upload any other Supporting Documents (e.g., support letters, etc.)

a

B

e

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.

Activities  Reports | Workflow

< Faculty Step - Due February 1st, 2025 @ 11:59 PM & | [ cance || Actions . ‘

t Faculty
eif curtent review, which can vary depending upon service credt or

ity Report for Academic Year 2024-2025.

cember 10th, 2024 3t 2:37 PM

Activity Report for Academic Year 2023-2024

eview
D L
o

ast Updated
yyyyyy ber 3rd, 2024 at 1203 PM

eport for Academic Year 2022-2023
2024 2t 1203 PM

ity Report for Academic Year 2021-2022

ted
cember 3rd, 2024 at 12:03 PM

(o o ol o]

v vity Report for Academic Year 2020-2021 (and older)
D Last Updated
December 3rd, 2024 at 1203 PM

Upload any other Supporting Documents (e.g. support etters, etc.)

@

D D
m Supporting Documents Test Facuty 2022.docx (8361 KB h Supporting Documents Test Faculty 2024,00f (334,90 KE

enorts 2ip (54185 KE)

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.

16
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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
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A reminder that you can click on Actions in the upper right and choose Save Draft to
retain any entries and file uploads you have completed, but prior to a final submission
to Start Portfolio Evaluation.

Activities  Reports | Workflow

p— ey
< Faculty Step - Due February 1st, 2025 @ 11:59 PM | ] ‘ canceL ‘;
Candidate: Test Facuity e

Review Activity Report for Academic Year 2024-2025

D Last Updated
December 10th, 2024 at 2:37 PM

Review Activity Report for Academic Year 2023-2024
D) Last Updated c
December 3rd, 2024 at 1203 PM
Review Activity Report for Academic Year 2022-2023
D) Lest Updeted c
December 3rd, 2024 at 1203 PM
Review Activity Report for Academic Year 2021-2022
D) Lest Updeted c
December 3rd, 2024 at 1203 PM
Review Activity Report for Academic Year 2020-2021 (and older)
D) Last Updated c
December 3rd, 2024 at 1203 PM

Upload. i (e.g., support letters, etc.)

o i Tes Pty 074 o (836818 n
ssssie) n

19. Once you have completed all of your entries and uploads for the Faculty Step, click on
the Actions — Submit to Department Promotion and Tenure Advisory Committee and
click Yes in the following popup window.

Activities Reports | Workflow

< Faculty Step - Due February 1st, 2025 @ 11:59 PM [2] [ camea ‘ Actions )
=) e ]

Candidate: Test Faculty

4 saveDraft

Review Activity Report for Academic Year 2024-2025
~ Submit to Department Promation and Tenure Advisory Committeg
D Last pdated
December 10th, 2024 at 2:37 PM

Review Activity Report for Academic Year 2023-2024
D\ Last Updated
December 3rd, 2024 at 1203 PM
Review Activity Report for Academic Year 2022-2023
D) Last Updated
December 3rd, 2024 at 1203 PM
Review Activity Report for Academic Year 2021-2022
D Last Updated
December 3rd, 2024 at 12:03 PM
Review Activity Report for Academic Year 2020-2021 (and older)

B Last Updated
December 3rd, 2024 at 12:03 PM

Upload any other i eg. ete)

B0 0

@]

Drop files here or click to upload

3

S
S >

\ 4
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Select to expand Actions menu

Are you sure you want to Submit to
Department Promotion and Tenure Advisory
Committee?

- (D

20. 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. Once the Current Step moves multiple steps beyond the user’s assigned
step the Recall function (while still appearing) will no longer work.

Activities Reports Workflow

Workflow Tasks

Keep track of outstanding tasks in your inbox, and view your review history.

¥ Inbox

+ History (27)

NAME CURRENT STEP ~ CANDIDATE DUE DATE ACTIONS
TEST Tenure and/or Promotion Review - Spring 2025 Dean Me February 25, 2025 @ 11:58 PM -
TEST Promotion for Non-Tenure Track Faculty - Spring Department Chair/School Me April 1, 2025 @ 11:59 PM -
2025 Director

TEST Probationary Faculty (2nd, 4th, and 5th year) -
Spring 2025

4
@
L]

"April 1, 2025 @ 11:59 PM

TEST Post-Tenure Review - Spring 2025 Department Promation and Me April 1, 2025 @ 11:59 PM Recall
Tenure Advisory Committee

TEST Probationary Faculty - (Third-Year Straw Poll) - Faculty Records Me May 31, 2025 @ 11:59 PM Download

Spring 2025

As the portfolio moves through the steps the faculty member can track its progress with
the Workflow Tasks History, and view any submitted information they have permission
to see from all steps completed prior to the Current Step.
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Department Promotion and Tenure Advisory Committee Member/Chair Step
1. For faculty members serving on a Department Promotion and Tenure Advisory

Committee (DPTAC), your Workflow Tasks Inbox will function the same way as Step #1
of Watermark Workflow Tasks on page 4 above. In the Workflow Tasks Inbox, you will
see all review processes currently awaiting your input and submission. In this example
you will see TEST Probationary Faculty (2"9, 4™, and 5t year) - Spring 2025, currently at
the DPTAC Step, in the University Wide Department, for the Candidate Test Faculty. The
due date for your submission of your review step is April 1, 2025, by 11:59pm, and you
received this submission available for your review at 2:58 PM on December 9, 2024.

Activities Reports Workflow
Workflow Tasks
Keep track of outstanding tasks in your inbox, and view your review history.
+ Inbox (1)

» Show Filters (0)

NAME ~ STEP ~ DEPARTMENT ~ CANDIDATE ~ DUEDATE 1§ - DATE RECEIVED ~

Department Promoticn and University Wide Faculty, Test April 1, 2025 @ 11:59 PM December 10, 2024 @
Tenure Advisory 2:58 PM
Committee

» History (4)

2. Once you click on the review name, both DPTAC members and the DPTAC chair will see
the first section of this step contains the candidate faculty’s Review Portfolio, with all
entries and links to uploaded files.

Activities Reports Workflow
{ Department Promotion and Tenure Advisory Committee Step - Due April 1st, 2025 @ 11:59 PM | * | | CANCEL ‘ | Actions - ‘
Candi Test Faculty

Submitted December 10,2024
by Test Faculty

v Faculty

Probationary Review Portfolio

As you b0l o ctions” and select "Save Draft” until you
are confident your submission form is complete.

Once you have completed your review portfelio, 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. If the system auto-advances on
the due date, any d ploaded will not be saved.

The due date for your submission is no later than February 1, 2025, at 11:59 p.m.

Note: The maximum file size is 1GB. You will receive an error message "Unable to
upload file x00xx” if the file is too large. You may simply click "Delete File” to remove it

Curriculum Vitae

3. DPTAC members and the chair can review all reports generated from the candidate’s
Watermark Activities by clicking on the Adobe Acrobat icons for the Vita and Review
Activity Reports as well as field entries and links to uploaded files for the CV, Personal
Narrative, and Other Supporting Documents.
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Ac

Reports

¢ Department Promotion and Tenure Advisory Committee Step - Due April 1st, 2025 @ 11:59 PM ‘ & ‘ ‘ GANGEL ‘ ‘ Actions v |

Candidate: Test Faculty

ast Updated
Pecember 10th, 2024 at 1:50 PM

CV Upload

Probationary Review Narrative

Use the space below to upload a narrative file to be considered for your probationary
review,

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

Probationary Review Narrative Upload

H E obationary Review Narrative Test Faculty pdf (252.83 K
Probationary Revie:

Ly U dolor sit amet. Cum dolor suscipit sit autem saepe et labore st
Ioloremque impedit est aliquam s santium. At nemo autem hic
i

I

dolor consequuntur et labol eaque laborum sit sunt voluptatem
qui rerum aperiam. Ea velit o us recusandat
corporis non autem facilis.

33 exercitationem

Ea tempore omnis sit voluptatibus recusandae aut voluptas dolores quo atque sequ
hic expedita suscipit ea culpa eos molestiae dolores. Et amet vitae ex

asperiores mag eniet vel molestiae adipisci ut neque error! Est ipsam
quia ut laboriosam officiis non neque nulla qui vero voluptates.

iure qui eius incidunt. Qui quae cupiditate aut solutg
em tempore eum totam impedit qui quia quis.
tio aut galisum ipsam

Acti

es Reports Worl

{ Department Promotion and Tenure Advisory Committee Step - Due April 1st, 2025 @ 11:59 PM | * ‘ ‘ CANCEL | | Actions v

Candidate: Test Faculty

Reports By Academic Year
Faculty members submitting documents by Academic Year only need to upload those

years pertaining to their current review, which can vary depending upon service credit or
tolled years

Review Activity Report for Academic Year 2024-2025

Last Updated
December 10th, 2024 at 2:37 PM

Review Activity Report for Academic Year 2023-2024

Last Updated
December 3rd, 2024 at 12:03 PM

©

Review Activity Report for Academic Year 2022-2023

Last Updated
December 3rd, 2024 at 12:03 PM

©®

Review Activity Report for Academic Year 2021-2022

Last Updated
December 3rd, 2024 at 12:03 PM

©

Review Activity Report for Academic Year 2020-2021 (and older)

Last Updated
December 3rd, 2024 at 12:03 PM

©

Upload any other Supporting Documents (e.g., support letters, etc.)

@\umr'a nship Test Faculty 2024.docx (83.68 KB)
Scholarly Creative Test Faculty 2024 docx (83.81KB) @e Test Faculty 2024.docx (83.68 KB)

Supporting Documents Test Faculty e (83.61KB] Supporting Documents Test Faculty 2024.pdf (334.90 KB)

W

y

NOTE: The candidate’s Probationary Review Portfolio will also contain the Year of the
Tenure Unit Standards under which they wish to be evaluated. You can review the
guidelines concerning selection of tenure unit standards within APS 900417 (Faculty
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Reappointment, Tenure, and Promotion of Tenured and Tenure-Track Faculty), Section
5.03 for more details. Your department will maintain copies of previous tenure unit
standards.

Activities Reports Workflow

<{ Department Promotion and Tenure Advisory Committee Step - Due April 1st, 2025 @ 11:59 PM E] I CANCEL l | Actions v

Candidate: Test Faculty

Tenure Unit Standards

Use the space below to indicate the approval year of the tenure unit standards you wish
to use during this evaluation. Reference APS 900417, Section 5.03 for more details.

Year
202‘)
~—

4. The next area of the screen will differ for DPTAC members vs DPTAC chair. DPTAC
members will see a single Text Box asking them to type their name after they have
reviewed the faculty portfolio and then select the Actions -> Publish their Response to
Chair and click Yes in the pop-up window to complete their portion of the process.

Activities  Reports | Workflow

< Department Promotion and Tenure Advisory Committee Step - Due April 1st, 2025 @ 11:59 PM E]

Candidate: Test Faculty
- B savepraft

My Response
Please acknowledge your review of the

' Publish My Response to Chair

portfolio is complete by typing your name
below. Then, click on "Actions" and select
"Publish My Response to Chair" to finish the
process.

Note: For the DPTAC Chair, the Acknowledgment field and "Publish My Response to
Chair" does not apply.

Acknowledgement

DPTAC Member ). l

¥

Are you sure you want to publish your
response to your committee chair?

()

—
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5. For the DPTAC Chair, after the Faculty Review Portfolio section, you will see a
Committee Members and Responses section. This section can be viewed either By
Member or By Response.

Apr 15,2025 @11:59PM [+ | [ omen | [ acuon B B

Step - Due April Ist, 2025 @ 11:59 PM & ] [Lomen | | actons .

Please acknowledge your review of the
portfolio is complete by typing your name
below. Then, click on "Actions” and select
“Publish My Response to Chair" to finish the
process.

v e c
Please acknowledge your review of the
portfolio is complete by typing your name
below. Then, click on "Actions” and select
“Publish My Response to Chair" to finish the
process.

Within this area will be an Acknowledgement Text Box for the chair and each DPTAC
member. The DPTAC member area shows whether or not they have completed their
review of the portfolio to the right of the member’s name. The status will either show
as Unreviewed for those who have not published their Acknowledgement Response, or
a Last Reviewed date for those members who have published their response.

Activities Reports Workflow

{ Department Promotion and Tenure Advisory Committee Step - Due April 1st, 2025 @ 11:59 PM [ CANCEL l | Actions - |

Candidate: Test Faculty
Dy 1est Facurty

v Committee Members and Responses 1/2 Reviewed

BY MEMBER BY RESPONSE

w Chair DPTAC Unreviewed
chair

Please acknowledge your review of the
portfolio is complete by typing your name
below. Then, click on "Actions" and select
"Publish My Response to Chair" to finish the
process.

Note: For the DPTAC Chair, the Acknowledgment field and "Publish My Response to
Chair" does not apply.

Acknowledgement

@mec Last Reviewed December 10, 2024 =

\ 4
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Reports Workflow

{ Department Promotion and Tenure Advisory Committee Step - Due April 1st, 2025 @ 11:59 PM ‘ & ‘ | CANCEL ‘ | Actions v

Candidate: Test Faculty
BY MEMBER BY RESPONSE

 Chair DPTAC Unreviewed
chair

Please acknowledge your review of the
portfolio is complete by typing your name
below. Then, click on "Actions" and select
"Publish My Response to Chair" to finish the
process.

Note: For the DPTAC Chair, the Acknawledgment field and "Publish My Response to
Chair” does not apply.

v Member DPTAC
Please acknowledge your review of the

portfolio is complete by typing your name
below. Then, click on "Actions" and select
"Publish My Response to Chair" to finish the
process.

Note: For the DPTAC Chair, the Acknawledgment field and “Publish My Response to
Chair" does not apply.

nowledgement

DPTAC Member

6. The remaining section of the DPTAC chair screen contains the Committee Response
uploaded summary that will be submitted to the Department Chair/School Director.

Activities Reports Workflow

< DepartmentPr ion and Tenure Advisory Committee Step - Due April 1st, 2025 @ 11:59 PM ‘ ‘ | CANCEL ‘ ‘ Actions v

Candidate: Test Faculty

¥ Faculty Submitted December 10, 2024
by Test Faculty

> C . Members and Resy €@ open X
1T <« Wor... » Tenure & Prom... » v U Search Tenure & Promotion D... 2
This Committee's Response Organize » New folder = ™ @
Department Promotion and Tenure Advisory = ERICSNOTES (B A Name - Datem A
Committee (DPTAC) Probationary Review = ERICS NOTES (E) 2 DPTAC Post-Tenure Vote Evaluation Test Faculty 2022
. fseventsd DPTAC Post-Tenure Vote Evaluation Test Faculty 2022
Recommendation Spotlight-V100 £33 DPTAC Recommendation Letter Test Faculty 2022

The contents of this Committee Chair Form constitute the DPTAC's submission for the

Director Library ~ DPTAC Recommendation Letter Test Faculty 2022
probationary review evaluation.

e Removat 2 DPTAC Recommendstion Letter Test Faculty 2024
enovatior,
Once all jttea members have acknowledged their review is complete, and you DPTAC Reg
have completed the required fields below, click on “Actions” and select *Submit to Valdes Cmm ~ mb
Department Chair/School Director” to advance the review to the next step Wotamark LT LT Sy T A i 2] iy S0 T
atermar ¥
The due date for the DPTAC submission is no later than April 1, 2025, at 11:59
p-m. File name: [ PPTAC Written Sufffmary Test Fac: ~ | Al fles v

Note: The DPTAC Chair does not complste the same acknowledgment step as the T = p—
committee members pload from mobite| [ Open | -

Please upload the DPTAC written summary in the space
provided below.

DPTAC written summary * A

Drop files hel

This field is required
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7. The DPTAC chair may choose the Save Draft option from the Actions drop-down menu
at any time prior to Submitting to the Department Chair. This will also allow DPTAC
members to review the Committee’s Response prior to submission.

Activities Reports Workflow

¢ Department Promotion and Tenure Advisory Committee Step - Due April 1st, 2025 @ 11:59 PM | + | ‘ CANCEL | | Actions v |

Candidate: Test Faculty
> Faculty

—  ©* Submitto Department Chair/School Director
> Committee Members and Responses
* Send Back to Previous Step
This Committee’s Response
Department Promotion and Tenure Advisory
Committee (DPTAC) Probationary Review
Recommendation

The contents of this Committee Chair Form constitute the DPTAC's submission for the
probationary review evaluation.

Once all ittee members have their review is complete, and you
have completed the required fields below, click on "Actions™ and select " Submit to
Department Chair/School Director” to advance the review to the next step.

The due date for the DPTAC submission is no later than April 1, 2025, at 11:59
pm.

Note: The DPTAC Chair does not complete the same acknowledgment step as the
committee members.

Please uplcad the DPTAC written summary in the space
provided below.

DPTAC written summary *

Drop files here or elick to upload

en Summary Test Faculty 2nd, 4th, Sth Year Review
4.90KB)

:

8. DPTAC members can click on the Workflow Tasks Inbox item to see any drafts saved by
the DPTAC chair, which include the Recommendations and Vote Tallies as well as access
to the DPTAC Recommendation Letter uploaded file.

Activities Reports Workflow

< Department Promotion and Tenure Advisory Committee Step - Due April 1st, 2025 @ 11:59 PM ‘ = ‘ ‘ CANCEL ‘ | Actions v|

Candidate: Test Faculty
"Publish My Response to Chair" to finish the
process.

Acknowledgement

DPTAC Member

This Committee's Response Saved Draft
by Chair DPTAC

Department Promotion and Tenure Advisory
Committee (DPTAC) Probationary Review
Recommendation

The contents of this Commiittee Chair Form constitute the DPTAC's submission for the
probationary review evaluation.

Once all committee members have acknowledged their review is complete, and you
have completed the required fields below, click on "Actions” and select *Submit to
Department Chair/School Director” to advance the review to the next step.

The due date for the DPTAC submission is no later than April 1, 2025, at 11:59
pm.

Note: The DPTAG Chair does not complete the same acknowledgment step as the
committee members.

Please upload the DPTAC written summary in the space
provided below.

DPTAC written summary

Written Summary Test Faculty 2nd, 4th, Sth Year Review 2024.pdf (334.90
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9. Once the DPTAC has conferred and feels the Committee Response is complete, the DPTAC Chair
can select from the Actions drop-down menu the Submit to Department Chair/School Director
option and click Yes on the following popup box.

Activities Reports Workflow
< Department Promotion and Tenure Advisory Committee Step - Due April 1st, 2025 @ 11:59 PM E] [ CANCEL ] Actions N ‘
Candidate: Test Faculty
- M saveDraft
¥ Faculty
) & Submitt Director
> C s and P

= SendBack to Previous Step
This Committee's Response
Department Promotion and Tenure Advisory
Committee (DPTAC) Probationary Review
Recommendation
The contents of this Committee Chair Form constitute the DPTAC's submission for the
probationary review evaluation.
Once all ittee members have d their review is complete, and you
have completed the required fields below, click on "Actions™ and select " Submit to
Department Chair/School Director” to advance the review to the next step.

The due date for the DPTAC submission is no later than April 1, 2025, at 11:59
pm.

Note: The DPTAC Chair does not complete the same acknowledgment step as the
commitiee members

Please upload the DPTAC written summary in the space
provided below.

DPTAC written summary *
Drop files here or click to upload
Dy DPTAC Written Summary Test Faculty 2nd, 4th, 5th Year Review
2024 ,0f (334.90 KB)

Select to expand Actions menu

Are you sure you want to Submit to
Departrent Chair/School Director?

B )

10. There is an option for participants in later steps of the Workflow process to Send Back to
Previous Step from the Actions drop-down menu. This should only be done after
consultation with the Faculty Records Office.
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Reports ‘Workflow

< Department Promotion and Tenure Advisory Committee Step - Due April 1st, 2025 @ 11:59 PM

Candidate: Test Faculty
> Faculty
> Ci i Members and

This Committee’s Response

Department Promotion and Tenure Advisory
Committee (DPTAC) Probationary Review
Recommendation

The contents of this Committee Chair Form constitute the DPTAC's submission for the
probationary review evaluation

Once all committee members have acknowledged their review is complete, and you
have completed the required fields below, click on "Actions” and select “Submit to
Department Chair/ School Director” to advance the review to the next step.

The due date for the DPTAC submission is no later than April 1, 2025, at 11:59
pm.

Note: The DPTAC Chair does nat complete the same acknowledgment step as the
committee members

Please upload the DPTAC written summary in the space
provided below.

DPTAC written summary *

Drop

Summary Test Faculty 2nd, 4th, 5th Year Review
S0 KB)

files here or click to upload

‘ & | | CANCEL ‘ ‘ Actions

M save Draft

~* Submit to Department Chairj

ool Director

“~ Send Back to Previous Step

11. Once the DPTAC Chair has submitted the Committee Response, the members and the
chair of the DPTAC will then see that process moved from their Workflow Tasks Inbox to
History. The Recall and Download Actions are available — with Recall only taking place

prior to the submission due date or following consultation with the Department

Chair/School Director.

Ac

s Reports

Workflow

Workflow Tasks

Keep track of outstanding tasks in your inbox, and view your review history.

v Inbox

» Show Filters (0)

NAME ~

w History (5)

NAME

TEST Tenure and/or Promotion Review - Spring 2025

CURRENT STEP

Faculty Records

Department Chair/School
Director

Department Chair/School
Director

Faculty

Dean

DEPARTMENT ~

CANDIDATE

Test Faculty

Test Faculty

Test Faculty

Test Faculty

Test Faculty

27

CANDIDATE ~

DUE DATE |} ~

DUE DATE

May 31, 2025 @ 11:59 PM

April 1, 2025 @ 11:59 PM

May 1, 2025 @ 11:59 PM

February 1, 2025 @ 11:59 PM

February 25, 2025 @ 11:59 PM

DATE RECEIVED ~

ACTIONS

Download
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Department Chair/School Director Step
1. The Watermark Navigation bar for Department Chairs/School Directors includes some
additional modules that do not appear on faculty accounts. The Workflow tab for a
Department Chair/School Director has a drop-down menu with options including Tasks
and Submissions.

Activities Manage Data Reports ‘Workflow a

ivities - Sam Houston State U ‘ ‘ SEARCH ‘ Search Tips Rapid Reports. | DATA SHARE SETTINGS |
w 3 guide to manage your activities. —_———

~ General Credentials/Expertise

nal and Contact Information

velopment Activities Attended

2. Current review processes waiting for the Department Chair/School Director input and
submission, and historical review processes that have already received the Department
Chair/School Director submissions are located in the Workflow Tasks. Workflow Tasks
Inbox and History will function the same way as Step #1 of Watermark Workflow Tasks
on page 4 above. In the Workflow Tasks Inbox, you will see all review processes
awaiting your input and submission.

Activities Manage Data Reports ‘Workflow v
Workflow Tasks
Keep track of outstanding tasks in your inbex, and view your review history.
+ Inbox (2)

» Show Filters (0)

NAME ~ STEP ~ DEPARTMENT ~ CANDIDATE ~ DUE DATE 1§ ~ DATE RECEIVED ~
TEST Promotion for Non-Tenure Track Faculty - Department Chair/School University Wide Faculty, Test April 1, 2025 @ 11:59 PM November 19, 2024 @
Spring 2025 Director 11:40 AM
Department Chair/School University Wide Faculty, Test May 1, 2025 @ 11:59 PM December 10, 2024 @
Director 340PM
~ History (11)
NAME CURRENT STEP CANDIDATE DUE DATE ACTIONS
TEST Probationary Faculty - (Third-Year Straw Poll) - Faculty Records Test Faculty May 31,2025 @ 11:59 PM

-

Spring 2025

3. The Workflow Submissions option provides View access (under Actions) to current
(Open) review processes within their department or school, and additionally a
Download option (under Actions) for Closed/Completed reviews. The Submissions
screen provides the Department Chair/School Director the ability to monitor the
progress of ongoing reviews before they have appeared in their Tasks Inbox.
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Activities Manage Data

Workflow Submissions

Dates below are displaying in US/Central

Filters Status: Open X

CANDIDATE 1§ ~

Faculty, Test

Faculty, Test

Faculty, Test

Faculty, Test

Faculty, Test

TEMPLATE ~

Annual Review -
Probationary
Faculty (2nd, 4th,
and 5th year) -
Spring 2025

Annual Review =
Probationary
Faculty (First-
Year) - Spring
2025

Annual Faculty
Evaluation (NTT
Faculty) - Spring
2025

Annual Review -
Probationary
Faculty - (Third-
Year Straw Poll) -
Spring 2025

Promotion for
Non-Tenure Track
Faculty - Spring
2025

Reports

Tasks

Workflow a

SCHEDULE ~

TEST Annual
Review -
Probationary
Faculty (2nd, 4th,
and 5th year) -
Spring 2025

TEST Annual
Review -
Probationary
Faculty (First-
Year) - Spring
2025

TEST Annual
Faculty Evaluation
(NTT Faculty) -
Spring 2025

TEST Annual
Review -
Probationary
Faculty - (Third-
Year Straw Poll) -
Spring 2025

TEST Promotion
for Non-Tenure

Track Faculty -

Spring 2025

STATUS T ~

Open

Open

Open

Open

Open

COLLEGE ~

Academic Affairs

Academic Affairs

Academic Affairs

Academic Affairs

Academic Affairs

DEPARTMENT ~

University Wide

University Wide

University Wide

University Wide

University Wide

STEP~

Faculty

Faculty

Faculty

Faculty

Faculty

‘ BULK DOWNLOAD ‘ | EXPORT VIEW ‘

REVIEWER - DUE DATE ~ ACTIONS
Faculty, Test February 1, 2025 -
Faculty, Test February 1, 2025 -
Faculty, Test February 1, 2025 -

Faculty, Test

February 1, 2025 -

January 13, 2025 v

There are options to Export the Submissions Table view as a CSV file, and the
Department Chair/School Director can use the filtering options provided by Column
headers to narrow the Submissions displayed and run a Bulk Download of all these

reviews.

Activities

Manage Data

Workflow Submissions

Dates below are displaying in US/Central.

Filters: None

Bearkat, Sammy
Bearkat, Sammy

Faculty, Test

Faculty, Test

Faculty, Test

Test Tenure
and/or Promotion
(duplicate)

Test Tenure
and/or Promotion

Annual Faculty
Evaluation System
(FES) Review
(T/TT Faculty) -
Spring 2024

Post-Tenure
Review - Spring
2024

Annual Faculty
Evaluation (NTT
Faculty) - Spring
2025

Reports Workflow +

Test 1 Tenure
and/or Promotion
Review - Spring
2023

Test 1 Tenure
and/or Promation
Review - Spring
2023

Sehedule Annual
Faculty Evaluation
System (FES)
Review (T/TT
Faculty) - Spring
2024

Schedule Post-
Tenure Review -
Spring 2024

TEST Annual
Faculty Evaluation
(NTT Faculty) -
Spring 2025

Closed

Closed

Closed

Closed

Open

COLLEGE ~

Academic Affairs

Academic Affairs

Academic Affairs

Academic Affairs

Academic Affairs

DEPARTMENT +

University Wide

University Wide

University Wide

University Wide

University Wide

Completed

Completed

Completed

Completed

Faculty

| BULK DOWNLOAD l. EXPORT VIEW ‘
e

REVIEWER ~

Owen, Eric

Owen, Eric

Test, Bearkat

Owen, Eric

Faculty, Test

DUE DATE ~ ACTIONS
October 16, 2022 -
October 10, 2022 -
November 8, -
2023
MNovermber 11, -
2023
February 1, 2025 -

4. To open a current review process, go to the Workflow Tasks and click on the Name of a
review within the Inbox.
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5.

Workflow Tasks

(VELELCIETE Reports

Workflow v

Keep track of outstanding tasks in your inbox, and view your review history.

w Inbox (2)

» Show Filters (0)

NAME ~

TEST Promation for Non-Tenure Track Faculty -

Spring 2025

TEST Probationary Faculty (2nd, 4th, and 5th

year) - Spring 2025

+ History (11)

NAME

EST Probationary Faculty - (Third-Year S

Ac!

< Department Chair/School Director Step - Due May 1st, 2025 @ 11:59 PM

Candidate: Test Faculty

STEP~

Department Chair/School
Director

Department Chair/School
Director

CURRENT STEP

aw Poll) - Faculty Records

es Manage Data Reports ‘Workflow v

Probationary Review Portfolio

DEPARTMENT ~

University Wide

University Wide

CANDIDATE

Test Faculty

As you build your portfolio, you can dlick on "Actions" and select "Save Draft” until you
are confident your submission form is complete:

Once you have completed your review portialio, 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. If the system auto-advances on
the due date, any documents uploaded will not be saved.

The due date for your submission is no later than February 1, 2025, at 11:59 p.m.

Note: The maximum file size is 1GB. You wil receive an error message “Unable to
upload file xoooo¢” i the file is too large. You may simply cick “Delete File” to remove it

Curriculum Vitae

Use the space below to generate a CV from the Watermark system to be considered for
your probationary review. The report below is generated from the data entered in
Activities. When preparing your submission, make sure to preview the repart. If needed
navigate to Activiiies to make any necessary edits. Then, retur to your review in

Workflow and refresh the report

Note: The report will not automatically refresh when the Activities data is
changed. You must refresh the report in Workflow. The report will be date and
time stamped with the latest refresh date.

If your discipline requires a specific format, you can use the upload field to attach a copy

of your current vita

Vita

0 Last Updated
December 10th, 2024 at 1:50 PM

GV Upload

24 Test Faculty.pdf (248.66 KB)
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CANDIDATE ~

Faculty, Test

Faculty, Test

DUE DATE 1% -

April 1, 2025 @ T1:59 PM

May 1, 2025 @ 11:59 PM

DUE DATE

May 31, 2025 @ 11:59 PM

DATE RECEIVED =

November 19, 2024 @
11:40 AM

December 10, 2024 @
340 PM

ACTIONS

In the Department Chair/School Director step, the first section will contain the Faculty’s
Review Portfolio, with all reports, entries, and links to uploaded files, as well as the
Tenure Unit Standard year requested for the evaluation. These submissions can be
viewed following the same process as described in the DPTAC section on page 20 above.

This is followed by the Department Promotion and Tenure Advisory Committee (DPTAC)
section contains their written summary.

‘ & | | CANCEL | | Actions -

Submitted December 10, 2024

by Test Faculty
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Activities Manage Data Reports Workflow »

< Department Chair/School Director Step - Due May 1st, 2025 @ 11:59 PM

Candidate: Test Faculty

> Faculty

Department Promotion and Tenure Advisory Committee
Please uploadthe mmary in the space

provided below.

DPTAC written summary

Written Summary Test Faculty 2nd, 4th, 5th Year Review 2024,

pdf (334.90

probationary faculty member.

Manage Data  Reports | Workflow v

Acti

< Department Chair/School Director Step - Due May 1st, 2025 @

Candidate: Test Faculty

% Faculty

» Department Promotion and Tenure Advisory Committee

Department Chair/School Director Probationary
Review Recommendation

‘The contents of this form constitute the Department Chair/School Director's feedback for
the faculty member.

The due date for your submission is no later than May 1, 2025, at 11:59 p.m.

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

Please upload the Department Chair/School Director’s review in
the space provided below.

Y

| CANCEL ‘ ‘ Actions

Submitted December 10,2024
by Test Faculty

Submitted December 10, 2024
by Chair DPTAC

6. The final section for the Department Chair/School Director step contains the required
file upload containing the department chair’s review recommendation for the

[+] [omen ]

11:59 PM
@ open X
A [ « Wor.. s Tenure &Prom... > v © | SearchTenure & Promotion D... ©
Organize +  New folder = i Y -]
= ERICSNOTES (B~ Name Datem *

= ERICS NOTES (E)
fseventsd
Spotlight-V100
Director Library
TWC Renovatior,
Valdes

Watermark ¢

1 WP e 1ty Sar resubetR 1t raLuty cuc
1] Dept Chair annual review Test Faculty 2022

Dept Chair Feedback Test Faculty 2022

5] Dept Chair Recommendation Letter Test Faculty 2022
Dept Chair Recommendation Letter Test Facuity 2022
] Dept Chair Recomm

& Dept Chair Recommendation Letter Test Facuty 2024

@ Dept Char thTdve3

File name:

on Letter Test Faculty 2024

TR TERaBaCR Test Faculty 2022 - Copy

Allfiles -

Cancel

Ut frmm s

Department Chair/School Director review * A

This field Is required

7. Once completed, the Department Chair/School Director can select from the Actions
drop-down menu to the Submit to Faculty Records option and click Yes on the following

popup box.

Act

<

s Manage Data  Reports | Workflow v

Department Chair/School Director Step - Due May 1st, 2025 @ 11:59 PM
Candidate: Test Faculty

> Faculty

 Department Promotion and Tenure Advisory Committee

Department Chair/School Director Probationary
Review Recommendation
The contents of

the faculty mernt
The due date for your submission is no later than May 1, 2025, at 11:59 p.m.

this form constitute the Department Chair/School Director's feedback for
ber.

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

Please upload the Department Chair/School Director’s review in

the space provided below.

Department Chair/School Director review *

"Drop files here o click to upload

et Co et et Tt P 2074 ot 534 30K n

\ 4
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Are you sure you want to Subimit to Faculty

B -)

Records?

Select to expand Actions menu

8. There is an option for participants in later steps of the Workflow process to Send Back to
Previous Step from the Actions drop-down menu. This should only be done after
consultation with the Faculty Records Office.

Activities ~ ManageData  Reports | Workflow v

< Department Chair/School Director Step - Due May 1st, 2025 @ 11:59 PM

Candidate: Test Faculty

> Faculty

(=] [[omen

B saveDraft

> Department Promotion and Tenure Advisory Committee

Department Chair/School Director Probationary
Review Recommendation

The contents of this form consiitute the Depariment Chair/School Director's feedback for
the faculty member.

The due date for your submission is no later than May 1, 2025, at 11:59 p.m.

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

Please upload the Department Chair/School Director's review in

the space provided below.

Direct

review*

< ' Send Backto Previous Step >

N
h Dept Chair

‘Drop files here o click to upload

ion Letter Test Faculty 2024047 (334.90 KB) n

9. Once the Department Chair/School Director has completed their submission to Faculty
Records, the process will be moved from their Workflow Tasks Inbox to History. The
Recall and Download Actions are available — with Recall only taking place prior to the
submission due date or following consultation with the Faculty Records Office.

Activities Manage Data Reports

Workflow Tasks

Workflow ~

Keep track of outstanding tasks in your inbox, and view your review history.

> Inbox (4)

v History (9)

NAME ‘CURRENT STEP ~ CANDIDATE
TEST Tenure andfor Promotion Review - Spring 2025 Dean Test Faculty
TEST Probationary Faculty - (Third-Year Straw Poll) - Faculty Records Test Faculty
Spring 2025
Probationary Faculty (2nd, 4th, and 5th ye3 Faculty Records Test Faculty
Qring 2025
Test Spring 2023 Annual Review - Probationary Faculty  Completed Me
Annual Faculty Evaluation System (FES) Review Completed Me

(Tenured/Tenure-track) (DEMO

32

DUE DATE ACTIONS.
February 25, 2025 @ 11:59 PM -
May 31,2025 @ 11:59 PM -

May 31,2025 @ 11:59 PM

September 20, 2022 @ 1159
PM

May 1, 2023 @ 11:59 PM
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