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WELCOME TO UHCL WORKFLOW – UPTC Member 
Updated 5/12/2023 
The following steps will guide you through Step 8 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 a member of the UPTC review step, you will receive an email from 
Digital Measures by Watermark <dmworkflow@watermarkinsights.com> as shown below, to 
submit materials or initiate your review. Click the Open Now box to be taken to the Digital 
Measures sign in screen.   

  

  
 

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

 

mailto:workflow@uhcl.edu
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Authenticate your credentials using DUO – Authenticate your credentials via text, phone call, or 
passcode (shown below) 

 
 
Select the Digital Measures App (shown below) 
 

 
  

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

 
Use the Faculty Staff Sign In button to sign in using your UHCL credentials. 

 
 
 

https://www.uhcl.edu/provost/faculty-staff-resources/faculty-resources/promotion-tenure
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3. Workflow. Click Workflow tab and view Inbox.  Once in Workflow, the following screen will 
appear. When you click on the P&T faculty name in the first column, you will be taken to the 
application form screen. 

 

 

 

 

 

4. Review faculty file.  Please review P&T faculty application form.   
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5. UPTC Responses.  Please provide comments and upload a letter of opinion in this section. 

Note: The UPTC Chair will move the candidate file to next step once all members have provided their 

feedback in Workflow.

6. Save Daft.  Provide comment (if applicable) and save draft after completion.
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7. Workflow Inbox. UPTC member will be directed to Workflow Inbox.  Choose desired faculty
candidate to complete process.

8. Publish.  Please review the appropriate documentation was uploaded and/or comments were
captured.  In the P&T application form, you will now click on the Action button located at the
top right corner and select Publish My Response to Chair.
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9. Submit Confirmation. When you are asked to confirm your submittal, click Yes.

10. Inbox.  After confirmation, the candidate application will appear in the Inbox section of the
Workflow Tasks.

Note: The Candidate application will remain in your Inbox until the UPTC Chair has completed their 
section and moved the application to the next step.  


