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Watermark Faculty Success: 
How are we using it?



What data 

go into 

Watermark 

Faculty 

Success? 

Activities that you typically would include in 

your CV and FAR, such as:

• Education & professional accomplishments 

• Teaching, advising, & mentoring activity 

• Professional performance (Library)

• Scholarly, creative, and practice works

• Professional activity

• Service and community engagement

Enter & update your activities –

Use the info in many ways!



What do I 

need to do?

• To start: Enter your 2024 USI activities

• Search and import publications

• Can work on this incrementally

• Update and edit data as needed

• Watermark reports manages formatting & 

organization (yay!)

• Annual teaching assignment uploaded for 

you (yay!)

• After initial input, you will need only to 

update regularly



© Watermark 6

Watermark Faculty Success Timeline

Starting 
Feb 
2024

Spring 
2024

Spring-
Fall 

2024

Fall 
2024

January 
2025

Early 

adopter 

cohort 1

Intro 

trainings

RPT early 

adopters 
(not required for all)

Input data; 

more training 

& support

FARs using 

Watermark

Roll-out in 

cohorts:

For 

everyone:

RPT = Reappointment or Promotion/Tenure

FARs = Faculty Annual Reports
USI.watermark@usi.edu



* Note: FARs require ONLY 2024 information

All faculty will use 
Watermark to submit their 

2024 Faculty Annual Reports (FARs) 
by January 31, 2025

USI.watermark@usi.edu



Your Faculty Annual Report (FAR) in
Watermark Faculty Success



Did the FAR 

change with 

Watermark?

• The FAR remains the same as 

in previous years, allowing 

flexibility for each department/ 

college’s needs. 

• What’s updated? 

• Use Watermark Faculty Success to 

compile and submit your FAR.

• Streamline routing and review by 

your chair, dean, etc.



What do I 

include in 

my FAR 

submission 

using 

Watermark?

• 2024 activities: information you 

enter will be compiled in a 

standard FAR in Watermark 

• CV: upload as a PDF file 

• Any additional documents as 

requested by your chair, dean, 

or director
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Getting Ready – How do I prepare my FAR?

Enter your activities for 

the reporting calendar 

year (Jan 1 - Dec 31, 

2024) in the appropriate 

sections/screens of 

Activities tab in 

Watermark.
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Notes for Entering Your Activities

• See the Watermark Activities Detailed Guide details of 

each activity section and screen.

• Enter information in the Activities sections relevant to 

your work and faculty track/rank – not all will apply.

• Documents uploaded in the Activities sections are not 

included in the standard FAR or CV. (These are used 

for reappointment and promotion/tenure portfolios.)

https://www.usi.edu/provost/faculty-resources/watermark
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Tips for Entering Your Activities

• Activity date: Be sure to enter a Date (at minimum, the start or 
end year) for each activity entry. If not yet completed, enter the 
start date and leave the end date blank.

• A field marked with an asterisk(*) is required.

• A field marked with a lock icon cannot be modified; the data is 
imported from Banner. Email usi.watermark@usi.edu if this is 
not correct.

• Courses Taught: Scroll to the near-bottom and complete the 
Experiential Learning, Delivery Mode, New Course Preparation, 
and New Format fields (if the response is “yes”).

mailto:usi.watermark@usi.edu


FAR 

Narrative 

and Goals 

Sections

• Review the FAR Guide for detailed guidance 

on the Narrative and Goals sections.

• Guidance for the FAR narrative: The 

narrative/reflection for each applicable section 

is a brief review (~100-200 words each) of 

your contributions and activities during 2024.

• If a complaint has been received and is 

substantiated regarding any items 1-4 listed 

in Faculty Handbook C.13 subsection D, 

address it in the Teaching Narrative or 

indicate that no complaint was received 

during the reporting period. 

• Enter your narrative and goals in the “FAR 

Narrative and Goals” screen in Activities.

https://www.usi.edu/provost/faculty-resources/watermark
https://handbook.usi.edu/academic-appointment-promotion-and-tenure


How do I 

preview my  

FAR before 

submitting?

• Go to the Reports tab and select 

“Faculty Annual Report”.

• Within the Run FAR screen, enter 

the reporting period date range 

(1.1.2024 to 12.31.2024) and then 

click “Run Report” at the top right.

• See a sample FAR on the USI 

Watermark webpage.

https://www.usi.edu/provost/faculty-resources/watermark
https://www.usi.edu/provost/faculty-resources/watermark
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How do I submit my FAR?

To Access: The FAR Submission Workflow 

is available; see emails from "USI Provost’s 

Office – Watermark” for a link to the FAR 

Submission page and reminders.

Or go to the myUSI portal, select Watermark

in Faculty Apps. Then go the “Workflow” tab 

and select “Tasks” or see ”Notifications.”

To Submit: Use the “Action” menu in the 

upper-right to “Save Draft” (if you are not 

ready yet to submit) and “Submit to Chair” 

(when you are ready to submit your FAR).



Help Resources



USI’s Watermark webpage!
FAR guidelines

Faculty Success Activities guides

Help resources

www.usi.edu/provost/faculty-resources/watermark

https://www.usi.edu/provost/faculty-resources/watermark
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Each College has Trainers/Liaisons

USI.watermark@usi.edu

Jennifer Evans

Julie McCullough

Kim Hille

Kinney College of Nursing and Health Professions

Kristalyn Shefveland

Sarah Christensen-Blair

Quentin Maynard

College of Liberal Arts

Kim Delaney

Tori Colson

Pott College of Science, Engineering, and Education

Nick Rhew Romain College of Business

Jennifer Greene Rice Library

You can always contact Amy Chan Hilton or Jason Hardgrave
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Help Tools
● If you need help with the Activities Screen, click Review a 

Guide. 

● Click ? in the top right corner to 

access additional help resources.

USI.watermark@usi.edu



Additional 

Resources

• Activities screen: Accessing the User 

Guide from the Activities screen

• Importing data

o Importing your CV

o Import BibTeX Files

o Import directly from ORCID, Scopus, and 

Web of Science

• Provost’s Office Personnel Decisions 

webpage (calendar, portfolio)

http://www.digitalmeasures.com/activity-insight/docs/guide.html
http://www.digitalmeasures.com/activity-insight/docs/guide.html
https://www.digitalmeasures.com/activity-insight/docs/guide.html
https://www.digitalmeasures.com/activity-insight/docs/bibtex.html
https://www.digitalmeasures.com/activity-insight/docs/directdataimports/
https://www.digitalmeasures.com/activity-insight/docs/directdataimports/
https://www.usi.edu/provost/faculty-resources/personnel-decisions


Intro to
Watermark Faculty Success
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Activities Screen

USI.watermark@usi.edu

Activities sections are customized to match 

USI’s evaluation areas and portfolio guidelines



Your turn to 

Try it!

1. Try it: Manual entry

2. Try it: Importing Publications

from BibTex file or database

3. Try it: Import your University/ 

College Service Data from 

your CV (as a docx file)

4. Generate a FAR or CV “report”
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Manual Entry:

Another option for Adding data for any Activity page



Getting Started: 
Importing Publications Data
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Importing Publications Data

There are 2 ways for you to bring citations into Faculty 

Success from other databases.

1. Import BibTeX files into Faculty Success from EndNote, 

Google Scholar, Mendeley, RefWorks, HeinOnline, or 

Zotero. View information BibTeX Imports.

2. Import directly from Crossref and PubMed, ORCID, 

Scopus, and Web of Science. Visit this page for details on 

this feature.

https://www.digitalmeasures.com/activity-insight/docs/bibtex.html
https://www.digitalmeasures.com/activity-insight/docs/directdataimports/
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1. Find Your Publications Data from Google Scholar
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TITLE2. Export Publications Data from Google Scholar 

and Save as a BibTeX file 
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Importing Publications Data

2) Use the appropriate link to import your BibTeX file

1) Go to the Publications Screen to find the Import button 
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Review and Correct Publication Data. 

Then click Finish Import
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Yay! These publications are imported.



Getting Started: CV Imports Screen
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Importing from your current CV:

Using the Highlight Tool in CV Imports
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Text
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TITLE
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You can switch between Highlighting and Manual Entry
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CV Imports: Click through screens to Review and Import
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CV Imports: Be sure to click Import

“Import” 

is the final step



USI’s Watermark webpage!
FAR guidelines

Faculty Success Activities guides

Help resources

www.usi.edu/provost/faculty-resources/watermark

https://www.usi.edu/provost/faculty-resources/watermark
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