SHSU Watermark Workflow
Annual Faculty Evaluation System (FES)
Review (T/TT Faculty) Process Help Guide

Watermark Workflow for Annual Faculty Evaluation System (FES) Review of
tenured and tenure-track faculty follows the multistep process illustrated in the
flowchart below. It is a simple process beginning at the Faculty submission step,
which is evaluated at the Department Chair/School Director, and is finally
deposited into Faculty Records.

Department ChairfSchoal

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 Annual Faculty Evaluation System (FES) Review (T/TT
Faculty) - Spring 2025

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

Process:

In accordance with APS 820317, 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/cd4a7110-1d97-4dd7-b5fa-ced62eea9241/
step/1e69806b-3238-4f64-9e0d-3f55a4149b8d/assignee/23903547
embed=workflow:assignee, workflow:subject, workflow:
responsefsubProcessid=c98175e8-e088-4dbe-b437-
3b9d3dffb3bdborgld=1660&personld=2390354

The next step will be the Department Chair/School Director. Once the
tenured/tenure-track faculty member submits their materials in Watermark
Workflow, the Department Chair/School Director will receive an automated
email:
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Dear Bearkat Test,

The following submission is now ready for your review:

TEST Annual Faculty Evaluation System (FES) Review (T/TT

Process: Faculty) - Spring 2025
Candidate: Test Faculty
Due Date: Thursday, May 1, 2025 11:5%9 PM CDT

In accordance with APS 820317, the department chair/school director shall
review the performance of faculty members and submit an FES summary report
for each faculty member. Be sure to incorporate administrative release (FES X)
supervisor ratings, when applicable, in the annual FES review. Please reference
the training resources on the Academic Affairs Watermark website for more
information.

The FES summary report and FES X form (when applicable) 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.

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/cd4a7110-1d97-4dd7-b5fa-cedb2eea9241/
step/97f81e4b-fa95-4b75-94d9-651505945058/assignee/23574907
embed=workflow:assignee, workflow:subject, workflow:
responsefsubProcessld=c98175e8-e088-4dbe-b437-
3b9d3dffb3bdborgld=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.

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

4. 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

o 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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https://login.watermarkinsights.com/connect/samhoustonstateuniversity
https://login.watermarkinsights.com/connect/samhoustonstateuniversity

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

A 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
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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 @ 11:58 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 Annual (FES) Review Process Steps

Faculty Step
4. Under the Workflows Tasks Inbox click on Annual Faculty Evaluation System (FES)

Review (T/TT Faculty) - 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 (3)

» Show Filters (0)

NAME ~ STEP~ DEPARTMENT ~ CANDIDATE ~ DUEDATE |% ~ DATE RECEIVED
TEST Tenure and/or Prometion Review - Spring Faculty University Wide Me January 13, 2025 @ 11:59 December 16, 2024 @
2025 PM 8:29 AM
TEST Promotion for Non-Tenure Track Faculty Faculty University Wide Me January 13, 2025 @ 11:59 December 16, 2024 @
Spring 2025 PM 8:29 AM
TEST Probationary Faculty (First-Year) - Spring Faculty University Wide Me February 1, 2025 @ 11:59 December 16, 2024 @ 8:51
5 PM AM
Faculty University Wide Me February 1, 2025 @ 11:59 December 18, 2024 @ 3:41
PM PM

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).
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Activities Reports Workflow

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

Candidate: Test Faculty

+ Reports Have Been Run and Auto-Attached

The following reports have been attached to this submission on your behalf.

= Vita - Last updated November 11, 2024 at 9:55 AM
= Review Activity Report for Calendar Year 2024 - Last updated Nevember 11, 2024 at 2:54 AM

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, or you can use the "Refresh All" button here to refresh the reports listed above.
REFRESH ALL

6. When working on your Annual Faculty Evaluation System (FES) 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.

7. Once you have completed your review portfolio, you should now click on "Actions" and
select "Submit to Department Chair/School Director" 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.

8. Note: you will see the due date for your submission — in the case of the Annual Faculty
Evaluation System (FES) Review, it is no later than February 1, 2025, at 11:59 p.m.

9. 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.

10. Annual Faculty Evaluation System (FES)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.

Last Updated 12/17/2024



Activities Reports ‘Workflow

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

[ CANCEL l | Actions e |

Candidate: Test Faculty

Annual Faculty Evaluation System (FES)
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, it is important that you click on
"Actions" and select " Submit to Department Chair/School Director" 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 will receive an error message "Unable to
upload file.xoxx” If the file is too large. You may simply click "Delete File” to remove it.

Curriculum Vitae

Use the space below to generate a CV from the Watermark system to be considered for
your annual 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 discipling requires a specific fermat, you can use the upload field to attach a copy
of your current vita.

Vita

Last Updated
November 11th, 2024 at 9:55 AM

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

[ CANCEL I | Actions v

Candidate: Test Faculty
Curriculum Vitae

Use the space below to generate a CV from the Watermark system to be considered for
your annual 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 fo attach a copy
of your current vita.

Vita

O\ LestTndated
ovember 11th, 2024 at 9:55 AM

CV Upload

Drap files here or click to upload
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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
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.

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

ast Updated
December 16th, 2024 at 4:28 PM

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

Activities Reports Workflow

< Faculty Step - Due February 1st, 2025 @ 11:59 PM ©open x
&« v <« Wor.. » Tenure & Promotio. ) Search Tenure. romotion
Candidate: Test Faculty

R - .
Curriculum Vitae rganize

A O Neme ~
202
2004

Annual Review Narrative Test Faculty 2022,pdf

Use the space below to generate a CV from the Watermark system 1o be considered for
your annual review. The report below is generated from the data entered in Activities. N
When preparing your submission, make sure to preview the report. If needed, navigate

toActivities 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. L Workflow Test Faculty 2024 docx

If your discipline requires a specific format, you can use the upioad field to attach a copy FES Forms 2022 Faculty 2024.pdf

of your current vita Spr 2025 Workgd jew feedback Test Faculty 2022 doex

52 Dean third-year review feedback Test Faculty 2024docx v
>

Vita

DY (ast Updated c
December 16th, 2024 at 4:29 PM

File name: | CV 2024 Test Faculty pof | [anfies 9 v

|Upload frommobile| [ Open | | Cancel
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14. You can delete any files you’ve uploaded by mistake by clicking the trash can icon to the
right of the file name.

Acti

s Reports Workflow

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

I CANGEL I | Actions N

Candidate: Test Faculty
Curriculum Vitae

Use the space below to generate a CV from the Watermark system to be considered for
your annual 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,

Vita
DY Last Updated
December 16th, 2024 at 4:20 PM

CV Upload

Drop files here or click o upload

@

15. The next section of the Annual FES Review Portfolio is a section for including an Annual FES
Review Narrative. This is an optional step, and can be done either by uploading a file to the
Annual FES 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
< Faculty Step - Due February 1st, 2025 @ 11:59 PM | caNCEL | | Actions . |
€ open x
A ||« Wor.. » Tenure & Promotion ... » v B | Search Tenure & Prometion D... ©
Organize v New folder ~ @ @
Publication import fil #  [] Name - ~
SHSU Faculty Informe 2002
SHSU Watermark Fac 2004

Training Documents

Undergraduate Resea

Watermark Faculty A o
Watermark Reports B8 CV 2022 Test Faculty.pdf
B3 CV 2024 Test Faculty.pdf
Werkflow 139 Dean Recommendation Lett® Test Faculty 2024.docx
FES Forms 2022 E Dean Recommendation Letter st Faculty 2024.pdf I click to upload
Spr 2025 Workflow 2] Dean third-year review feedback Yest Faculty 2022.docx v T

Terwire & Promation ¥ €

File name: | Annual Review Narrative Test Faculty 20 | Al

Upload from mobile Cancel

Annual FES Review Narrative

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

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

Annual FES Review Narrative Upload

Drop -mw to upload

\ 4
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Activities & Workflow

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

=l 1

Candidate: Test Faculty

Annual FES Review Narrative

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

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

Annual FES Review Narrative Upload

Drop files here or click to upload

;
Annual FES Review Narrative (99,999 character limit)

@ B -

imeedT et aliguam sequi in quos agcusantium. Al nemo autem hic dolor canseqUUMMEL

faborum aspernatur quo eaque laborum sit sunt yoluptatem qui rerum aperiam. £a velit o

aul GSEHSAMS (9SYRANGaS 3 QXetelaliensy corports non aute faciis

Ea tempore gmunis sit volupiatibus recusandae aut voluplas dolores quo alque sequi hic
expedita suscipit ea dicta culpa gos melestiag dolores. Et ame vilae ex asperiores magnam ut
dolor gyenie! vel molestia adipiselut nequs emorl Est ipsa quia u I3beriesam ol non

neque nula aui vero voluptates

Characters : 873/29999

16. The final section of the Faculty Step is the Annual Faculty Evaluation System (FES)
Review Portfolio Documents area. This section provides a Review Activity Report
generated from your Activities records based upon the calendar year (this report’s date
range will span from January 1°t until the December 31 of the reviewed year.) This
report will not automatically refresh when the Activities data is added or changed. You
must refresh 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

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

Candidate: Test Faculty
expedita suscipit ea dicta culpa eos molestiae dolores. £t amet vitae ex asperiores magnam ut
dolor eveniet vel molestiae adipisci ut neque error! Est ipsam quia ut laboriosam officiis non

I CANCEL I | Actions N

neque nulla qui vero voluptates.
Eum corporis fuga non corrupti iure qui eius incidunt. Qui quae cupiditate aut soluta dolor ut
dicta totam et voluptatem tempore eum totam impedit qui quia quis. Vel quia labore aut

voluptates distinctio aut galisum ipsam.

Characters : 873/99999

Annual Faculty Evaluation System (FES)
Review Portfolio Documents

Use the space below to upload documents to be considered for your annual FES
review. The report below is generated from the data entered in Activities. A document
upload field has aiso 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.

Report By Calendar Year

Review Activity Report for Calendar Year 2024

ast Updated c
lovember T1th, 2024 at 9:54 AM
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17. 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 1st, 2025 @ 11:59 PM E] [(omce | [ actons ]

Candidate: Test Faculty
expedita suscipit ea dicta culpa eos molestiae dolores. Et amet vitae ex asperiores magnam ut
dolor eveniet vel molestiae adipisci ut neque eror! Est ipsam quia ut laboriosam officiis non
neque nulla qui vero voluptates.

Eum corporis fuga non corrupti iure qui eius incidunt. Qui quae cupiditate aut soluta dolor ut
dicta totam et voluptatem tempore eum totam impedit qui quia quis. Vel quia labore aut
voluptates distinctio aut galisum ipsam

Characters : §73/99999

Annual Faculty Evaluation System (FES)
Review Portfolio Documents

Use the space below to upload documents to be considered for your annual FES
review. The report below is 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 portfolio.

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

Report By Calendar Year

Review Activity Report for Calendar Year 2024
0y Last Updated
November 11th, 2024 at 9:54 AM

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

Are you sure you want to proceed?

18. 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
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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.

Actiy

Reports | Workflow

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

[ CANGEL I | Actions N

Candidate: Test Faculty
expedita suscipit ea dicta culpa eos molesfiae dolores. Et amet vilae ex asperiores magnam ut
dolor eveniet vel molestiae adipisci ut neque error! Est ipsam quia ut laboriosam officiis non
neque nulla qui vero voluptates.

Eum corporis fuga non corupti iure qui eius incidunt, Qui quae cupiditate aut soluta dolor ut
dicta totam et voluptatem tempore eum totam impedit qui quia quis. Vel quia labore aut

voluptates distinctio aut galisum ipsam.

Characters : 873/99999

Annual Faculty Evaluation System (FES)
Review Portfolio Documents

Use the space below to upload documents to be considered for your annual FES
review. The report below is 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 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.

Report By Calendar Year

Review Activity Report for Calendar Year 2024

D Last Updated
November 11th, 2024 at 9:54 AM

Activities  Reports  Workflow

Reports CREATE ANEW REPORT ‘
Select the report you would ke to view or edit, or selectto create a new report, 3items
NAME ~ CREATEDBY AcTioNs
Watermark a
Watermark a
Watermark a

Acti

S Reports Workflow

< Run Review Activity Report

Download this repo

Date R:

End Date

2 File Format @
Microsoft Word (.doc) -

Microsoft Word (.doc)

Page Size

Web Page {htmi)

19. 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.
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Activities Reports Workflow

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

Candidate: Test Faculty

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 laboriosam officiis non
neque nulla qui vero voluptates.

Eum corporis fuga non corrupti iure qui eius incidunt. Qui quae cupiditate aut soluta dolor ut
dicta totam et voluptatem tempore eum totam impedit qui quia quis. Vel quia labore aut
voluptates distinctio aut galisum ipsam.

Characters : 873/99999

Annual Faculty Evaluation System (FES)
Review Portfolio Documents

Use the space below to upload documents to be considered for your annual FES
review. The report below is 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 portfolio.

Note: The report will not automatically refrash 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.

Report By Calendar Year
Review Activity Report for Calendar Year 2024
B Last Updated
December 16th, 2024 at 4:58 PM

Upload any other Supporting Documents (g

letters, etc.)

Drop files

\ 4

Activities Reports Workflow

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

Candidate: Test Faculty
expedita suscipit ea dicta culpa eos molestiae dolores. £t amet vitae ex asperiores magnam ut

re or click to upload

I CANCEL I | Actions N |

dolor eveniet vel molestiae adipisci ut neque errorl Est ipsam quia ut laboriosam officiis non
neque nulla qui vero voluptates

Eum corporis fuga non corrupti iure qui eius incidunt. Qui quae cupiditate aut soluta dolor ut
dicta totam et voluptatem tempore eum totam impedit qui quia quis. Vel quia labore aut

voluptates distinctio aut galisum ipsam

Characters : 873/999

Annual Faculty Evaluation System (FES)
Review Portfolio Documents

Use the space below to upload documents to be considered for your annual FES
review. The report below is 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 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.

Report By Calendar Year
Review Activity Report for Calendar Year 2024
D Last Updated c
December 16th, 2024 at 4:58 PM

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

@ Open X
+ <« Wor... > Tenure & Promotion Do. v o Search Tenure & Promotion D... £
Crrme =- o @
SHSU Faculty Informe ] Name ~
SHSU Watermark Fac 3 Supporting Documents Test Facuty 2022.docx
Taining Documents Supporting Documents Tes Faculty 2022
Undergraduste Resea 52 Supporting Documenis Test Eaculty 2024.docx
Watermark Faculty oSG SupPorting Documents st Facuity 2024pdT
o o
P Teaching Litrianship Test Faculty 2022.pdf
Workdlow 33 Teachingdoraranship Test Facuty 2024 docx
FES Forms 2022 Teaciffy Libraranship Test Faculty 2024
Spr Letter.docx
B et ExecutiveDirector Recommendtion Leterpd .
2022 L >
it name: [supgliing Documents Test Fculty 202 | |Alfies () S
Uploa o mabie Concel

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

If you wish to provide files appearing in folders and subfolders you are encouraged to
save these files and structure 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
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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.

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

A O Mame Date modified Trpe Size
Scholarship 12 File folder
Service 11/ File folder
Teaching 11/ File folder
4 [« 20 5 Schol.. v O Search Scholarship
A O Name Date modified Type Size
Scholarship 2019-2020 File folder
Scholarship 2020-2021 File folder
Scholarship 2021-2022 File folder
v o< >
3items 1 ftem selected =
PO~
Home  Share  View [2]
4 1% Se. > Schol. v o Search Scholarship 2021-2022
O Name Date modified Type Size
Peer Reviewed Scholarship 2021-2022 1 File folder
€3] Scholarly Creative Test Faculty 2022.do Microsoft Word D... g
=) Scholarly Creative Test Facutty 2022.png PNG File 5

137 Scholarly Creative Test Faculty 2022.pp. Microsoft PowerP... 15

v o< >

4items 1 item selected =

A Sc. o Peer.. v o Search Peer Reviewed Scholarship 2021-2022

~ [ Neme Date modified Tipe Size

Scholarly Creative Test Faculty 2022.pdf  10/17

122 9:48 AM Adobe Acrobat D... 2

v < >

1 item =

Date modified Type Size

12/14/2022 7:

11/22/2022 9

M File folder

M File folder

Scholarship

Open

11/22/202

Open in new window eaching File folder
Pin to Quick access

E3 scan with Microsoft Defender..,

Give access to >
Restare previous versio
E Combine files mﬁat."

Include in liby >

4 Documents

Create shortcut
= Fax recipient

Delete e
5 Mail recipient
Rename
DVD RW Drive (E)
Properties Apps (R:)

edo009 (\WWinFSHD2\UsersS) (5:)
Common Drive (T

ezproxydev (\files) ()
NalTechservices (\files) (V)
MGLDirectorsoffice (\\files) (Z:)

HHHHHH kK
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O MName Date modified Type Size
Scholarship File folder
Service File folder
File folder
Scholarship.zip Compressed (zipped) Folder 518 KB

Type: Compressed (zipped) Folder
Size: 317 KB
Date modified: 12/14/2022 8:08 AM

21. Faculty can click on Actions in the upper right and choose Save Draft, to retain any
entries and file uploads they have done, but prior to a final submission to Department
Promotion and Tenure Advisory Committee (DPTAC).

Activities Reports Workflow
< Faculty Step - Due February 1st, 2025 @ 11:59 PM I CANCEL l | Actions v |
Candidate: Test Faculty
I Characters : 673/99999
Annual Faculty Evaluation System (FES) #* Submit to Department Chair/School Director

Review Portfolio Documents

Use the space below to upload documents to be considered for your annual FES
review. The report below is 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 portiolio.

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.

Report By Calendar Year
Review Activity Report for Calendar Year 2024
D Last Updated c
December 16th, 2024 at 4:58 PM

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

Drop files here or click to upload

Teaching Librarianship Test Faculty 2024 pdf (334.90 KB), IEST FACULTY IDEA Teaching Essentials Reports.zip (541.85 KB)

AN AN
Supporting Documents Test Faculty 2024.pdf (334.90 KB) Scholarly Creative Test Faculty 2024.docx (83.61 KB)
B A
Scholarly Creative Test Faculty 2024.pdf (333.22 KB) Service Test Faculty 2024.docx (83.68 KB)
AN AN
}N Service Test Faculty 2024.pdf (334.90 KB) Teaching Librarianship Test Faculty 2024.docx (83.68 KB}
D

LI
LI

22. Once a faculty member has completed all of their entries and uploads for the Faculty
Step, click on the Actions — Submit to Start Portfolio Evaluation and click Yes in the
following popup window.
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Activities Reports Workflow

< Faculty Step - Due February Ist, 2025 @ 11:59 PM E] [ canceL ] | Actions |

Candidate: Test Faculty

l Characters : 873/99999 M saveDraft
Annual Faculty Evaluation System (FES)
Review Portfolio Documents

Use the space below to upload documents to be considered for your annual FES
review. The report below is generated from the data entered in Activities. A document
upload fieid has also 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.

Report By Calendar Year

Review Activity Report for Calendar Year 2024
0 LastUpdated c
December 16th, 2024 at 4:58 PM

Scholarly Creative Test Faculty 2024.docx (83.61KB)

Teaching L Test Faculty 2024.docx (83.68 KB)

@ Service Test Faculty 2024.docx (83.68 KB)

Select to expand Actions menu

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

23. 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
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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

v History (28)

NAME CURRENT STEP CANDIDATE DUE DATE ACTIONS
TEST Annual Faculty Evaluation System (FES) Review Department Chair/School Me e
(T/TT Faculty) - Spring 2025 Director

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

Download

bationary Faculty (2nd, 4th, and 5th year) Faculty Records Me May 31, 2025 @ 11:59 PM

TEST Post-Tenure Review - Spring 2025 Faculty Records Me May 31, 2025 @ 11:59 PM -

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.

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

Activities - Sam Houston State U ‘ ‘ SEARCH ‘ SearchTips  Rapid Reports | DATA SHARE SETTINGS |
Review a guide to manage your activities. -

v General Credentials/Expertise

Personal and Centact Information

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.
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Activities Manage Data Reports Workflow v

Workflow Tasks

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

v Inbox (1)

» Show Filters (0)

NAME ~ STEP~ DEPARTMENT ~
Department Chair/School University Wide
Director
NAME CURRENT STEP CANDIDATE
ry Faculty - (Third-Year Straw Poll) Faculty Records Test Faculty
ew - Probationary Faculty ~ Completed Me
TEST Annual Faculty Evaluation (NTT Faculty) - Spring ~ Faculty Test Faculty

2025

CANDIDATE ~

Faculty, Test

DUE DATE |4 ~

May 1, 2025 @ 11:59 PM

DUE DATE

May 31,2025 @ 11:59 PM

September 20, 2022 @ 11:59
PM

February 1,2025 @ 11:59 PM

DATE REGEIVED ~

December 17, 2024 @ 8:18
AM

ACTIONS

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.

Activities Manage Data Reports Workflow a

Workflow Submissions
Dates below are displaying in US/Central

Filters Status: Open X

CANDIDATE | ~  TEMPLATE~
Faculty, Test Annual Review -
Probationary

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

Faculty, Test Annual Review -
Probationary
Faculty (First-
Year) - Spring
2025

Faculty, Test Annual Faculty
Evaluation (NTT
Faculty) - Spring
2025

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

Faculty, Test Promotion for
Non-Tenure Track
Faculty - Spring
2025

Tasks
SCHEDULE ~ STATUS T ~ COLLEGE ~
TEST Annual Open Academic Affairs
Review -
Probationary

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

TEST Annual Open Academic Affairs
Review -

Probationary

Faculty (First-

Year) - Spring

2025

TEST Annual Open Academic Affairs
Faculty Evaluation

(NTT Faculty) -

Spring 2025

TEST Annual Open Academic Affairs
Review -

Prebationary

Faculty - (Third-

Year Straw Poll) -

Spring 2025

TEST Promotion Open Academic Affairs
for Nen-Tenure

Track Faculty -

Spring 2025

DEPARTMENT ~

University Wide

University Wide

University Wide

University Wide

University Wide

‘ BULK DOWNLOAD ‘ | EXPORT VIEW ‘
STEP ~ REVIEWER ~ DUE DATE ~ ACTIONS
Faculty Faculty, Test February 1, 2025 -
Faculty Faculty, Test February 1, 2025 -
Faculty Faculty, Test February 1, 2025 -
Faculty Faculty, Test February 1, 2025 -
Faculty Faculty, Test January 13, 2025 -

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.
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Activities Manage Data Reports Workflow w

Workflow Submissions

Dates below are displaying in US/Central.

Filters: None
Bearkat, Sammy  Test Tenure Test 1 Tenure Closed
and/or Promotion and/or Promotion
(duplicate) Review - Spring
2023
Bearkat Test Tenure Test 1 Tenure Closed

and/or Promotion  andjor Promotion
Review - Spring

2023
Faculty, Test Annual Faculty Schedule Annual Closed
Evaluation System  Faculty Evaluation
(FES) Review System (FES)
(T/TT Faculty) - Review (T/TT
Spring 2024 Faculty) - Spring
2024
Faculty, Test Post-Tenure ‘Schedule Post- Closed
Review - Spring Tenure Review -
2024 Spring 2024
Faculty, Test Annual Faculty TEST Annual Open
Evaluation (NTT Faculty Evaluation
Faculty) - Spring (NTT Faculty) -
2025 Spring 2025

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

\-——/

REVIEWER ~ DUE DATE ~ ACTIONS

Owen, Eric Qctober 18, 2022 -

Owen, Eric October 10, 2022 -

Test, Bearkat November 8, -
2023

Owen, Eric November 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.

Manage Data Reports Workflow v

Workflow Tasks

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

v Inbox (2)

» Show Filters (0)

NAME ~ STEP ~
TEST Promotion for Non-Tenure Track Faculty - Department Chair/School
Spring 2025 Director

Department Chair/School

ary Faculty (2nd, 4th, and 5th
5 Director

+ History (11)

NAME CURRENT STEP

Probationary Facutty - (Third-Yea

Poll) - Faculty Records
Spring 2025

DEPARTMENT ~

University Wide

University Wide

CANDIDATE

Test Faculty

CANDIDATE ~

Faculty, Test

Faculty, Test

DUEDATE 1% ~ DATE RECEIVED =
Aprll1, 2025 @ 11:59 PM November 19, 2024 @
1:40 AM
May 1, 2025 @ 11:59 PM December 10, 2024 @
3:40 PM
DUE DATE ACTIONS
May 31, 2025 @ 11:59 PM -

1. Inthe Department Chair/School Director step, the first section will contain the Faculty’s
FES Review Portfolio, with all reports, entries, and links to uploaded files.
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Activities Manage Data Reports Workflow v

< Department Chair/School Director Step - Due May 1st, 2025 @ 11:59 PM E] I CANCEL I | Actions -

Candidate: Test Faculty

Vita

Last Updated

December 16th, 2024 at 4:29 PM
CV Upload

Annual FES Review Narrative

024 Test Faculty.pdf (249.66 KB)

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

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

Annual FES Review Narrative Upload

Annual Review Narrative Test Faculty 2024.pdf (252.83 KB)

Annual FES Review Narrative (99,999 character limit)

Lorem | fBlor sit amet. Cum dolor suscipit sit autem saepe £ enim est
gaefEmaue impedit est aliquam sequi in quos accusantium. At nemo auteTg
'dolor consequuntur et laborum aspernatur que eaque laberum sit sunt voluptatel

qui rerum aperiam. Ea velit officiis qui accusamus recusandae 33 exercitationem
corporis non autem facilis.

Ea tempore omnis sit voluptatibus recusandae aut voluptas dolores 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 laboriosam officiis non neque nulla qui vero veluptates.

um corporis fuga non corrupti iure qui eius incidunt. Qui quae cupiditate aut si
{ dicta totam et voluptatem tempore eum totam impedit qui quia g

quia laboTe luptates distinctio aut galisum ipsam.

Ac

S Manage Data Reports Wi

{ Department Chair/School Director Step - Due May 1st, 2025 @ 11:59 PM E] | CANCEL | | Actions ~ |

Candidate: Test Faculty

Annual Faculty Evaluation System (FES)
Review Portfolio Documents

Use the space below to upload decuments to be considered for your annual FES
review. The report below is generated from the data entered in Activities. A document
upload field has also been provided o include any supporting documents needed fo
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.

Report By Calendar Year

Review Activity Report for Calendar Year 2024

Last Updated
December 16th, 2024 at 4:58 PM

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

Supporting

Documents Test Faculty 2024 pdf (334.90 KB)

@} olarly Creative Test Faculty 2024.docx (83.61 KB)
Scholarly Cﬁis: Facult
@ Faculty 2024.pdf (334.90 KB), > @b’a'anshiu

@L brarianship Test Facu

Creativ

Test Faculty 2024.pdf (333.22 KB)

2024.docx (83.68 KB)

t Faculty 2024.docx (83.68 KB)
024.pdf (334.90 KB) TEST FACULTY_IDEA Teaching Essentials Reports.zip (541.85 KB}
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5. The second and final section is the Department Chair/School Director step which
contains fields for the department chair to upload required documents including a FES
Summary Report (FES 5) that has been signed by both the department chair (or
administrative equivalent) and the faculty member. There is also an area for the

department chair to provide optional feedback to the faculty member either as a file
upload, or directly in a text area box.

Activities Manage Data Reports Workflow v
{ Department Chair/School Director Step - Due May 1st, 2025 @ 11:59 PM El I CANCEL I | Actions v |
Candidate: Test Faculty
. . Open X
Department Chair/School Director Annual Cor
. . e v ||« Workflow » FES Forms v| @] | search FEs Forms »,
Faculty Evaluation System (FES) Review
Organize = New folder =~ m @
Feedback Undergraduate Resea * ] Name -

Date medified

The contents of this form constitute the Department Chair/School Director's FES Weatermark Faculty A FES Summary Report Form Test Faculty 2022.pdf
‘Summary Report for the faculty member. When applicable, an administrative

T 2 v Watermark Reports 1[5 FES Summary Report Form Test Faculty 2024 pdl
assignment (FES X) supervisor score and associated FES X form must be incorporated. Workfl - T .
Once you have completed the required fields below, elick on "Actions" and select eriow feulty 022p
“"Complete" t0 submit the review. FES Forms

The due date for your submission is no later than May 1, 2025, at 11:59 p.m. Spr 2023 Worlkflow

Tenure & Promotior v €

>
FES Summary Report from Department Chair / School Director File name: Allfiles () o
Please upload a signed copy of the FES Summary Report (Attachment 1 of APS Upload from mobile| [ Open | Cancel
820317). The FES Summary Report shall be completed by the department chair and _
shall be signed by both the chair (or administrative equivalent) and the faculty member /
FES Summary Report* A
Drop files her
Activities Manage Data Reports Workflow v
< Department Chair/School Director Step - Due May 1st, 2025 @ 11:59 PM I CANCEL I | Actions v
Candidate: Test Faculty
Use the space below to upload the Depantment Chair/School Director's feedback
(optional) to the faculty member regarding the faculty member's performance for
teaching, research and/or scholarly activity, and service (FES 1, 2, 3, and 4).
Alternatively, you may input your feedback directly into the text box below.
Department Chail Director
Department Chai Director P x
X _ _ _ « Wor.. » Tenure & Prom... » w| | | Search Tenure & Promotion D... £
B iU T = - = & B
Organize v New folder =~ m @
A xarkFac A [ Name - ~

Training DocuMag Dept Chair Tst year Feedback Test Faculty 2024.pdf

3] Dept Chair annual review Test Faculty 2022.docx
Dept Chair Feedback Test Faculty 2022.pdf
T Do ha Faock ek oy BT
3| Dept Charr Recommendation Letter Test Faculty 2022.docx
Dept Chair Recommendation Letter Test Faculty 2022.pdf v
>

IPsum dolor sit amet. Cum dolor suscipit sit autem saepe et labore enim est d
st aliguam sequi in quos accusantium. At nemo autem hic dolor consequuntur et
laborum aspernatur quo gaque laborum sit sunt voluptatem qui rerum aperiam. Ea velit officiis’
qui accusamus recusandae 33 exercitationem corporis non autem facilis

QRENRAINR LPRRRENARS O BRI

Undergraduate Resiy
Watermark Faculty Ar

Watermark Reports
v [ Workflow

FES Forms v <
Eatempore o st uolyplalibus recusandas aut veluplas dolores auo aloue sequi hic

expedita suscipit ea dicta culpa egs molestiae dolores. Et amel vitae ex asperiores magnam ut File name: | Dept Chair Feedback Test Faculty 2 | Allfiles (") v

dolor eyeniet vel molesiiae adipisel l ngaus emor! Est ipsam guia ut lborigsam offili non Uplosd from mobile Cancel
neque DVL(I'\L@ qui m voluptates.

um corporis fuga non corrupt 1ure qui eius Incidunt. Qui quae cupiditate aut soluta dolor ut

ditg totam et voluptatem tempore eum totam impedit qui quia quis. Vel guia labore aut
¥oupER gstnetio aut galisum lesam

Characters : 873/99999

6. In some cases, the Department Chair/School Director step will also require the upload of
an FES X Form. Faculty members with a portion of their workload as administrative
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https://www.shsu.edu/dept/academic-affairs/documents/aps/faculty/820317%20The%20Faculty%20Evaluation%20System%20Forms.pdf
https://www.shsu.edu/dept/academic-affairs/documents/aps/faculty/820317%20The%20Faculty%20Evaluation%20System%20Forms.pdf
https://www.shsu.edu/dept/academic-affairs/documents/aps/forms/820317-FES-X-Form.pdf

release time will need a completed FES X Form to provide their final FES score. Areas for
uploading the FES X Form (when applicable) and an optional upload space for any FES X
justification are provided at the bottom of the page.

Activities Manage Data Reports Workflow v

< Department Chair/School Director Step - Due May 1st, 2025 @ 11:59 PM [ CANCEL I Actions v |
Candidate: Test Faculty @ open x
SXPECt2 SUSCIpl e dicta culpa g9 [nolestige dolores: £ amet vitae ex asperiores eqnan el | ¢ v A [« Workflow » FESForms v @ | Search FES Forms A
dolor gveniet vel molestiae adipisgi Ut negue error! Est ipsam quia ut laboriosam officiis non
neque nylla qui vero voluptates Organize v New folder e @
UndergraduateResea ®  [] Name - Date modified

Eum corporis fuga non corrupti iure qui eius ingidunt. Qui quae cupiditate aut soluta dolor ut

Watermrk Faculty Ar fss R
h ° ammary Report Form Test Faculty 2022.pdf 1
dicta totam et voluptatem tempore gum totam impedit qui guia guis. Vel quia labore aut
‘ ZV‘WWO [M;war ‘ pore gum totam Impedit qui guia guls. Vel gula aut ‘Watermark Reports FES SummancBepas Egrrn Test Faculty 2024.pdf |
yolupiates distinctio aut gl Rsam: v [ Workflow (L) FES X Form Test Faculty 2004.pf
FES Forms

Characters : 873/9999
Spr 2025 Workflow

~ || Tenure & Promatior v €

[ 265 Form Test Faculty 2024.pdf | | Allfiles (%) <
Please upload a signed copy of the FES X form with input from the administrative

assignment supervisor (APS 820317). The FES X form shall be completed by the Utz i e
department chair and shall be signed by both the chair (or administrative equivalent)

and the faculty member /

FES X Form

FES X Form (when applicable)
File name:

Use the space below to upload a justification document for the FES X score on the
faculty member's administrative assignment. (Optional)

FES X Justifi Document (from the supervisor providing a rating of the
administrative performance)

Drop files here or click to upload

Once a Department Chair/School Director has uploaded any files they may choose the
Save Draft option from the Actions drop-down menu. This will retain any work for a
future session awaiting any additional uploads or feedback prior to submission.

Activities Manage Data Reports Workflow v

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

-CANCEL _Acuons N

Candidate: - Test Facuity @
FES Summary Report *

7 Complete to Faculty Records
Drop files here o click to upload

D  Send Back to Previous Step
EES Summary Report Form Test Faculty 2024.pdf (78.94 KB)

Use the space below to upload the Department Chair/School Director's feedback
(optional) to the faculty member regarding the faculty member's performance for
teaching, research and/or scholarly activity. and service (FES 1. 2, 3, and 4).

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

Department Chair/School Director feedback (optional)

Drop files here o click to upload

;

Once feedback is completed, the Department Chair/School Director can select the
Complete to Faculty Records option and click Yes on the following popup box. This will
complete the Annual Faculty Evaluation System (FES) Review process for this faculty
member and move the review to the Faculty Records Step.
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Workflow v

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

Candidate: Test Faculty

ut neque erfort B saveoraft

 Send Backto Previous Step

neque nulla qui vero voluptates.

ot dunt. w

comy
dlcta totam et voluptater tempore eurm totam Impedit qui Quia Qus. Vel quia labore aut
Voluptates distinctio aut galsum ipsam.

Characters : 873199999

FES X Form (when applicable)

Please upload a signed copy of the EES X form with input fom the adminisrative
‘assignment supervisor (A2S 520317). The FES X form shal be completed by the
‘Gepatment chair and shall e signed by both the chair (or adminisiralie equivalent)
and the faculty member

FES X Form

Drop files here o click to upload

] P——— D

FES X score on the

facully members adminiirative assignment. (Optional)

FE
administrative performance)

Drop files here o click to upload

Are you sure you want to Complete to Faculty
Records?

9. There is an option for 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.

Workflow v

< Department Chair/School Director Step - Due May Tst, 2025 @ 11:59 PM E]

Candidat

Test Faculty
dolor eveniet vel molestia adipisci ut neque error! Est ipsam quia ut laboriosam officiis non B saveoraft
neque nulla qui vero voluptates.

7 Complete to Faculty Records

Eum corporis fuga non corrupti ure qui eius incidunt. Qui quae cupiditate aut soluta dolor ut
dicta totam et voluptatem tempore eu totam impedit qui quia quis. Vel quia labore aut
Voluptates distinctio aut galisum ipsam.

Send Back to Previous Step
Characters : 873/99999

FES X Form (when applicable)

Please upload a signed copy of the FES X form with input from the administrative:
assignment supervisor (APS 520317). The FES X form shal be compi

department chair and shall be signed by both the chair (or administrative equivalent)
and the facuy member.

FES X Form

"Drop files here or click to upload

Use the space below to upload a justification document for the FES X score on the.
faculty members administrative assignment. (Optional)

FES X Justification Document providing a rating of the
administrative performance)

'Drop files here o click to upload

25
Last Updated 12/17/2024



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

> Inbox

v History (14)

NAME CURRENT STEP
TEST Annual Faculty Evaluation (NTT Faculty) - Spring  Faculty

2025

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

TEST Tenure and/or Promotion Review - Spring 2025 Faculty

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

Faculty Records

TEST Probationary Facuity (2nd, 4th, and 5th year) Faculty Records

Faculty Records

TEST Post-Tenure Review - Spring 2025 Faculty Records
TEST Promotion for Non-Tenure Track Faculty - Spring  Start Portfolio Evaluation
2025

Test Spring 2023 Annual Review - Probationary Faculty ~ Completed

CANDIDATE

Test Faculty

Test Faculty
Test Faculty

Test Faculty
Test Faculty
Test Faculty

Test Faculty

Test Faculty

26

DUE DATE

February 1, 2025 @ 11:59 PM

February 1, 2025 @ 11:59 PM

January 13, 2025 @ 11:59 PM

May 31, 2025 @ 11:59 PM

May 31, 2025 @ 11:59 PM

May 31, 2025 @ 11:59 PM

May 31, 2025 @ 11:59 PM

January 14, 2025 @ 11:59 PM

September 20, 2022 @ 11:59
PM

ACTIONS

Recall

Download

Last Updated 12/17/2024
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