UNIVERSITY OF HOUSTON-CLEAR LAKE

WELCOME TO UHCL WORKFLOW - Post External Review Letters
Updated 5/11/2023

The following steps will guide you through Step 2 in the Promotion and Tenure process using the
Workflow system.

Note: If you are using a MAC, please use the FIREFOX browser. If you are using a Windows-based
computer, please use the CHROME browser.

For questions, please contact workflow@uhcl.edu

1. Open Workflow System — As the individual that is entering external letters, you will
receive an email from Digital Measures by Watermark
<dmworkflow@watermarkinsights.com> as shown below, to submit materials. Click the
Open Now box to be taken to the Digital Measures sign in screen.

Dear Carmen Conley,

The promotion and tenure materials for Sandra Cisneros are now
available and due on Friday, May 1, 2020 11:59 PM CDT.

To proceed, select the button below, sign in using your Digital Measures
credentials, and complete your task.

<iDigital Measures

by Watermark™

Your university uses Digital Measures by Watermark to manage this process.
Learn more about Watermark on our website.

2. Sign In = Sign in using your UHCL Credentials.

UHCL

Enter username (without @uhcl.edu)

First Time User | Forgot Password
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Authenticate your credentials using DUO — Authenticate your credentials via text, phone call, or
passcode (shown below)

Choose an authentication method

iE— Duo Push recommenDED Send Me a Push

12" Gall Me Call Me

[-] Passcode Enter a Passcode

Select the Digital Measures App (shown below)

My Apps Search

Ad AStra‘w‘ m L. b Dlgaﬂmﬁe’ﬁ%
® ccho ororee  [TEOO
Linked [} earninG EN Ei Outlook

OR Sign in directly through the Promotion and Tenure website, without using your email.

The University of Houston-Clear Lake promotion and tenure process is an electronic process
Provost using Digital Measure Workflow System.
Communications
Faculty Resources Faculty Staff Sign In :
Program Review
. Palicy

Adjunct Faculty Form

* Promotion and Tenure Policy

Annual Fee Approval
Timeline Additional Documents

Use the Faculty Staff Sign In button to sign in using your UHCL credentials.
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3. Open Application - Once in Digital Measures, under the Workflow Tab, the below screen will
appear with the applicant’s name under Subject column. When you click on the P&T Schedule in
the first column, you will be taken to the application form screen.

wanage Dals

‘Workflow Tasks

w Inban
A Foap [y
L rrw s Toep 1. Fast Exters Breare Lemen Mg 10, Fa31 @ VISR

L

4. External Reviewers Section: The P&T faculty application form is displayed. Please scroll down to
move to the Post External Reviewer Letters section or simply Click on the down arrow on Step1.
Faculty Step as shown below, to jump to the external reviewer’s section.

€ Step 2. Post External Review Letters Step - Due May 12, 2021 @ 11:59 PM £ 3t Cancel Actions ¥
- W Step 1, Faculty Step - Testuser Workflow Submitted June 14, 2021
by Testuser Waorkflow

UHCL APPLICATION FORM FOR PROMOTION AND/OR TENURE Instructions For Stepd | UHCL P& T Policy | Flowehart and File Naming Conventions

Candudane Revew Statement (Save file a4 1_7_X000) &
h 1_1_Candidate Beview scacement pdf [183.71 KB)

Apphcable Pramotion and Tenure Crecis [Smee file as 1,2 Cancidare Applicable Promotion and Tenure
1,.2.00) Crtena.dacx [11.68 KB)

Wiritten Notifications of Probstionary Period Exsensions (if By 1_3_Candidame Probatsanary Pericd Extensions -
spplicable, Save file a5 1_3 3000 l.'-on:,’ ocf (18371 KB)

Annusl Evalustions from the Department Chair for Each Ly 1_da Candidate Annual Evaluations from the
Year During eh Evaluntive Period (Save files a5 1_2a X000 Deparymens Chair,pd? [183.71 KB)
1_4b_YYY, erc)
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rename the files as per the file naming convention.

5. Upload letters. Please upload external review invitation letters, external review summary bios,

and external review letters and any comments you have, as shown below. Before uploading,
Note: PDF Portfolios aren’t compatible with the Workflow system. The maximum file size is 1GB.
click ‘Delete File’ to remove it.

You will receive an error message ‘Unable to upload file.xxxxx’ if the file is too large. You may simply
< Step 2. Post External Review Letters Step - Due

» Step 1. Faculty Step - Testuser Workflow

& | X Cancel
External Reviewer Invitation Letter { Save files as 2.12,XKK,

Actions ¥
2_1b_YYY, etc)

Instructions For Step 2 | UHCL P & T Policy | Flowchart and File Naming Conventions

Submiteed June 14, 2021
by Testuser Workflow
Drop files here or click to upload H y
External Reviewer Summary Bios (Save file as 2_2_XXX)
External Review Letters (Save file as 2 3a XXX, 2 3b_YYY,

Drop files here or click to uploa
etc)

Comments (Optional)

Drop files here or click to upload

| S
B I U §~E~ E~ =~ = B % =B x o
—
]
6. Save Draft. If you have not uploaded all the files and would like to save the work done so far,
you can use the save draft option. Click on the Action button on the top right corner and choose
Save Draft, as shown below.
Activities Reports Workflow «
< Step 2. Post External Reviewer Letters Step - Due May 1, 2020 @ 11:59 PM
UHCL APPLICATION FORM FOR PROMOTION AND/OR TENURE
® External Reviewer Invitation Letters (Save files as 2 12300 @

2_1b_YYY, etc.)

siDigital Measures by Watermark

+ || xconce |
(18.13 KB)
‘

| Actions ¥
= Save Draft
Instructions l UHCLP&T POII
~ Submit to Step 3. PRC Review
Drop files here or click
2_1a_Cisneros External Reviewer Invitation Letters.docx
y il Delete File
* External Reviewar Summary Bios (Save file as 2_2_XXX)

5 qb ™ Send Back to Previous Step
(18.05 no)

'
il Delete File X
You have reached the limit of 1 file
2.2_Cisneros External Reviewer Summary Bios.doex
(18.16 KB)
[ B Delete File
* External Review Letters (Save files as 2_3a_XXX, 2_3b_YYY, etc.)

'
'
i Drop files hare or click to upload i
! '
. '
! 2_3a_Cisneros External Review Letters.docx (18.15 KB) 2_3b_Cisneros External Review Letters.docx (18.01 KB) .
; B Delete File @ Delete File '
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7. Getting back to Step 2- Post External Review Letters Step. After you save your draft, you will be
taken to the Workflow Inbox, where you will again click on the schedule with the applicant’s
name as the subject, to continue uploading.

Activities Manage Data Reports Workflow « Tools « 7 _ :iDigital Measures by Watermark

Workflow Tasks
v Inbox
Name Step Subject Due Date
Test1-2021- 22-Schedule Step 2. Post External Review Letters Testuser Workflow May 12, 2021 @ 11:59 PM

1

8. Submit. When you have completed the uploads and are ready to submit, click on the Action
button located at the top right corner and select Submit to Step 3. PRC Review

m Activities Manage Data Reports

{ Step 2. Post External Review Letters Step - Due i X Cancel Actons

3 Sop 1. Focuy Sop- Toser Worktow N
™ Subemit to Step 3. PRC Review _

Instructions ForStep 2 | UHCLP& T Policy | 9 Conventions * Send Back 1o Previous Step
Exzernal Renviewer [nvitation Lemer | Save files ag 3_1a 000
3_1b_¥¥Y, ecc) Drog files here or click to upload

2.%a_Condidare External Reviewsr Irvitation Lemer. paf
. 1183.71 KE)

B Detere Fite

External Reviewer Summary Bios (Save file as 2_2 00
Drop files here or dlick 10 uplyad

E 2_2a_Extarrial Revsewer Summary Bios pdf (18371 KB)
B Delers Fite

External Review Letvers (Seve file aa 2_30 000 2_36 YYY,
ete) Drop files here or click 1o uplgad

1_3b_Cancidane Exmarnal Review Lemer « Cagy. padf

(18371 KE)

B Delete Fite

Commenss (Opvonal)

B I v 9- K- E~ = ~ E % B 2 &

3 letters were uplopded
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9. Submit Confirmation. When you are asked to confirm your submittal, click Yes.

Are you sure you want to Submit to Step 3. PRC Review?

No Yes

10. History. After confirmation, the candidate application will be shown under the History section of
the Workflow Tasks.

Workfow Tasks

 Inbox

s i Sukpain B

 History

Marrs Curmad Shp Salga Laria Wi AT
Tesrb-Mi2E. 23-Echedube Stap 3 FRC Rl bl Aorl 2, Wl -

1

Note: Please email workflow@uhcl.edu if you have submitted something in error prior to
submission deadline and it will be determined if the materials are able to be returned to you.
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