FAQsheet for faculty using WFS

The following FAQs address some common questions about using Watermark Faculty Success. You may
find additional information and instructions on the SRU Faculty Resources webpage. Choose the
Watermark Faculty Successtab in the left column.

The first step for any review istoread the CBA and local policies and procedures document to ensure
that you are familiar with the requirements of your milestone. The documents also explain the review
progression and list options you have for providing additional documents and responses to reviewer
letters.

Overview

1. What'sthe difference between WFS/Watermark and Workflow?

a. Watermark Faculty Success (WFS) isthe software Slippery Rock uses for faculty
milestonesincluding annual reviews, tenure, sabbatical,and promotion. Itisa
repository or database where faculty can upload evidence and analysis appropriate to
teaching, scholarly growth and professional development, and service as they prepare
to submit milestone reports.

b. Workflowisanoptionwithin WFS that moves reports from one reviewerto another.
Faculty build theirevidence inthe Activities tab and use Workflow to distribute the
review others.

Accessing WFS

2. Howdo |l access WFS?
a. Instructionsforaccessing WFSin Microsoft 365 or mySRU are available here under the
Accessing WFS on and off-campus accordion.

b. Ifyougetan error page tryingto login, try these solutions:
o Use anotherbrowser(e.g., if youare using Chrome, try Firefox).
o Clearyourcache.
o Use anincognito pageinyourbrowser.
o Ifthese don’twork, contact Mary Hennessey.

3. luse aMac and I’'m having problems accessing the software.
WEFS works best with Chrome or Firefox browsers. Macs often default to Safari or Internet
Explorer. Change browsers to Chrome or Firefox.

4. 1did not get an email notifying me that | have an evaluation due or | can’t see my reviewin
WFS Workflow.
a. Thenotification emailsometimes goesto user’s junk mail. You should be aware of your
upcomingreviews by understanding the SRU policies and procedures documents. You
can always check your Workflow tab in WFS—if you have an iteminyour WFS inbox,
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thenyou have a task to complete. Faculty have toinitiate theirreports forreview and
then have periodicstepsto complete to acknowledge that they have seen each reviewer
step.

b. Schedulesarereleased abouttwo weeksbefore the firstdue date. Although you may
work on your activities and narrative atany time, including running samplereports to
checkyour progress, you will notbe able toenteryourreport in Workflow until your
scheduleisinyour WFS inbox.

c. Contact the SRU WFS administrator, Mary Hennessey, to troubleshoot.

Adding activities and otherinformation
5. What’s the best format for my information?

Always use PDF forinformation you enterin WFS. Using the PDF format prevents documents
frombeingaccidentally changed. Italsois easierforreviewersto open each piece. Use the PDF
bookmark feature forlongeritems.

6. My scheduled teachinglisthas missing/extraclasses.

The Slippery Rock WFS administrator uploads the scheduled teachinglists on agiven date each
semester. Changes made to yourschedule after that date will not be reflected in your WFS
scheduledteachingarea. You can add new classes or delete classesinthe list by hand. Note that
no classes were uploadedin Spring 2020, so you will have to add all those sections by hand.

7. How do I create my faculty workload document?

There are instructions for running this document on the Faculty Resources webpage. Click on
Watermark Faculty Successin the left column and open the Additional Resources accordion.

8. I'madding service evidence to my Activities tab. | want to see more information about the
eventthan is shown on the screen.

Thereisa “select columns” button thatallows you to choose the visible information (i.e., the
column headers). The defaultis date information, butyou can add the name of the organization,
the positionyou held, and other options. Adjusting the columns allows you to easily scan and
editthe data.

9. |want to see the current year on my yearly data screen.

Yearly data moves forward and usually only needs to be updated if there was achange, for
example, if you had aname change or a department/college change. Only the SRUWFS
administratorcanadd a year inthisarea.

10. | want to access evaluation letters from previous years to upload to my current report.
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You can find the documentation from past reviews in the History section of the Workflow tab. If
you follow the row of any review to the right, you'll find an upside-down arrow. Clicking onthat
will give you the option to download a copy of the documentation.

11. I can’t linka videoin my report.

WEFS limits individual files to 50 megabytes. One optionisto transferthe video to a platform
such as Kalturaor YouTube and then provide alink. Instructions for creating Kalturaor YouTube
videos are onthe CenterforTeaching and Learning (CTL) webpage.

12. Uploaded documents do not appear in my report where | expected.
a. Searchthe report(one wayisto use control-F) withthe documenttitle to find its
location. Documentlocations are hard-coded in the reportand cannot be moved
around.

Creatinga report

13. | opened the application linkin the WFS Activities tab but don’t know what to do.

Onceyou arein the application area, clickon “add new.” Anew area will open where you can
specify the AcademicYear(the currentacademicyear), the Applicable Type (review type such as
probation or tenure), Evaluation Yearfor probation only, and add documents such as your
narrative.

14. 1 ran my report and the dates for my evidence are wrong or evidence is missing.

a. WFSrunsreports based on date ranges. Since WFS is a repository of information about
your careerat SRU, the dates allow the software toinclude itemsrequiredinthe review
period. Forexample, if youare runningathird-year probation reportin 2022-23, the
report will not pull information fromyourfirstyear.

b. Checkthe dateson the artifact forerrors. Make sure the datesfall inthe range required
for yourreport.

c. Requiredreports—probation, temporary review, tenure, fifth year post-tenure, RPT—
have predetermined, APSCUF-approved dates that cannot be changed. Only activities
fallinginthose date ranges are included. Date ranges appear at the top of the report.

d. Optional reports—sabbatical and promotion—require faculty members to set the date
rangesin accordance with theirown history. Check the local policy and procedure set
for the milestoneyou are attempting (these can be found on the SRU Faculty Resources
page in the Faculty Milestones accordion)and then verify with your department chair.

e. Checkthe evaluationyearonyourapplication (inthe headerinformation) to verify that
the current yearhas been selected.

15. | am applying for two milestonesin the same year, for example, tenure and promotion. Can |
use the same evidence documentinboth?
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16.

a. Aslongasthe documentname and contentsare the same/unchanged, you can use
theminboth reports.

b. Ifyou wantto replace a documentthatitisin an active report(e.g., | appliedfor
promotionin November, but wantto replace adocumentwhen | apply fortenurein
January), cautionis necessary. If you replace adocumentin an active report, you may
breakthe link between the documentand thatreport. If you wantto make changes (in
thisexample, fortenure), then save the changed document with anew name and use
that new name inthe second report.

I’m having trouble running reportsin the reports tab (on the greenribbon). | keep gettingan
error message.
a. Thereportsfunction defaultsto PDF. Do not change it to Word. You can save the report
as a PDF afteryou run it.
b. Each page hasan optiononthe right called Rapid Reports. Do not use this option
because itdoesnotrun a full reportanditems will be missing. Use the appropriate
reportfrom the Reports tab.

The review process

17.

18.

19.

My Department Evaluation Committee or Department Chair asked me in person for additional
documents but | can’t see where to add them.

You will see yourreview inyour WFSinbox whenyouneedtoacton it. If the reviewisnotin
your inbox, even though you may be able to openityou won’t be able to add documents. Ask
the DEC or Department Chairtoreturnthe review to you through Workflow.

My review appeared back in my Workflow inbox with a request for additional documents by
my Department Evaluation Committee or my Department Chair.

You will see the review in your WFSinbox with a note about necessary additional documents.
Compile the documentsin PDF formatand drag and drop them in the additional documents
area in Workflow. Returnyourreview tothe requester. DO NOT RERUN THE REPORT. There are
twoimportantreasons fornot rerunningyour report. First, rerunning the report changes the
date stamps and your report will appearto have missed yourdeadline. Second, when the DEC or

chair wantto see specificdocuments, it’s much easier forthemto find themin the additional
documentsectionthanitisto cull through the full reportasecondtime.

How can | respond to a letter from one of my reviewers?

Accordingto the CBA and the local policies and procedures, faculty are able torespondin
writing to each reviewer (DEC, Department Chair, and Dean/Associate Provost/Manager). Each
reviewer will return the review toyou, and you have the opportunity to acknowledge the letter
and drag and drop an optional response in PDF form. You then move the review to the next
reviewer.
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Additional questions or suggestions

If you have questions notanswered here or suggestions for additional content, please contact Mary
Hennessey at 724.738.2171 or email at mary.hennessey@sru.edu.

Weekly drop-inZoom sessions about WFS are held on Tuesdays at9am at
https://sru.zoom.us/j/99239594599.
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