
Faculty Success 
Watermark Activities Help Guide  

The following guide has been created to assist Texas A&M University- Kingsville faculty to enter 
data into the Activities database in the Watermark Faculty Success system.  

Watermark also provides general guidelines on their Faculty Success system that we recommend 
you review before entering your Activities data into the system: Faculty Success Overview and 
Watermark Faculty Success Features.  

Tips Before You Start 
Required Activities Entries 
Faculty are asked to enter Activities necessary for generating an accurate and complete CV, as 
determined by the academic discipline, and for use in the annual review, continuation, 
promotion, promotion and tenure, and post-tenure processes. Additional, optional fields are 
available within many of the activity categories or records that can be entered if desired.  
 
Most activities provide the opportunity to upload attachments as evidence items relating to the 
specific activity. With one exception, these evidence items will not transfer into a Workflow for 
any evaluation submission. However, Faculty should upload syllabi and old, non-Watermark 
Student Ratings of Instruction reports (SRI) for each course in the Scheduled Teaching activity.  
 
Dates in Watermark Faculty Success 
Every Faculty Success activity record includes at least one date field option that can be entered. 
These dates are important, as they are used to determine what will be included in any reports 
from the system (i.e., CV, annual review, P&T) 

TIP:  At a minimum, one of these date fields must contain data for the record to save.  

For completed activities, you can specify a date range for each record. If this range overlaps with 
the reporting period, the record will be included in the report. For most records, dates are 
straightforward; however, some aspects may not be intuitive: 

• A record for a current/ongoing activity should only have the Start Date entered and 
leave the End Date blank.  

https://support.watermarkinsights.com/hc/en-us/articles/5193405933595-Faculty-Success-Overview
https://support.watermarkinsights.com/hc/en-us/articles/5195163495323-Faculty-Success-Features


• If an activity occurred on a single day, the date should be entered in the End Date field 
only and leave the Start Date blank.  

• Dates must be entered in chronological order on the screen.  
• If more than two dates exist in a record (i.e. you’ve entered the four possible dates on a 

publication record), the range will always begin with the earliest entered date of the 
record and end on the latest date.  

• In most cases where multiple date fields exist (e.g., publications or intellectual property), 
you do not need to fill out all dates. The options provided by the multiple date fields are 
designed to allow you to record in-progress work within your data that will be included 
in reports covering that date range. 

 
System Uploaded Fields and Records 
While most activity record fields are blank and available for you to enter your information, some 
fields will have data provided by other campus systems, such as Banner. In those cases, you will 
see a Lock icon  to the right of the field name. These system-populated fields include items 
such as official names and email addresses in the Personal and Contact Information. In addition, 
most fields in the Scheduled Teaching records within the Teaching/Mentoring Category will be 
provided for you. All fields within the Administrative Data category records (i.e., Permanent Data, 
Yearly Data, and Workload Information) are uploaded from campus systems and are locked. If 
any of the data in the locked fields appear to be incorrect or incomplete, please email 
jennifer.vela@tamuk.edu.  
 
Importing Publications 
Publications activities under the Scholarship/Research section of Faculty Success allow for an 
import of a bibliography of your works using a BibTeX file from software such as EndNote, 
Google Scholar, HeinOnline, Mendeley, RefWorks, or Zotero. There is also an interface to search 
some third-party sources (Crossref, ORCID, PubMed) for publications in their databases, the 
results of which can then be imported directly into your records. Please reference the Watermark 
Publication Import Overview and Import Publications guide for more information. 

TIP: Always review entries after importing. Some errors have been identified in the importing 
process.  

 

 

 

mailto:jennifer.vela@tamuk.edu
https://support.watermarkinsights.com/hc/en-us/articles/4409240052763-Publication-Import-Overview
https://www.digitalmeasures.com/activity-insight/docs/directdataimports/


Where to Start 
Logging into Watermark Faculty Success 

1. Go to Watermark Faculty Success- https://login.watermarkinsights.com/connect/tamuk\ 
2. NOTE: You may receive a two-factor authentication (Duo Security) prompt to connect via 

campus Single Sign-On (SSO). 
3. Click the Activities link in the upper left navigation bar. 

 
4. Move through each category to enter or update specific fields of information in your 

profile 
 
Enter an Activity 

1. Click on the Activities category.  

 
2. Click ADD NEW  item. 

  
TIP: You may copy and paste from another document if you wish. 
TIP: Remember to enter a date.  

https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Flogin.watermarkinsights.com%2Fconnect%2Ftamuk&data=05%7C02%7CJennifer.Vela%40tamuk.edu%7Cd6d5025542e249fe07b108dccc635e3e%7C17420fd64d7546859adf7a650964dbcf%7C0%7C0%7C638609974364849241%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=S17KqfoW5mOAQ0v%2FiVVARu2OAOrs%2FcSfkWouaAsmAMo%3D&reserved=0
https://login.watermarkinsights.com/connect/tamuk/


3. Complete the activity form.  
4. If applicable, and in most activities in the Scholarship/Research category, click +ADD 

ROW  in the Author/Presenter/Investigator/Collaborator area to add multiple authors or 
participants (including students). 

 
5. Click SAVE to save your activity entry. 

 



6. If you have not entered data in a required field, you should see a note appear beside the 
empty section (as pictured

 
 
Edit an Activity 

1. Click on the Activities category where the activity can be found. 

 
2. Click the activity you wish to edit. 

 



3. Make changes in the desired fields. 

 
4. Click SAVE to save your activity entry. 

 
5. Data on some activities will be provided from other campus systems. In fields of this 

type, you will see a Lock icon  to the right of a checkbox or field name. In areas with 
locked checkboxes, such as Degrees or Schedule Teaching, you cannot add any new 
records, though there may be fields within uploaded records where additional, optional, 
data can be entered. Locked field information can only be edited by a system 
administrator- please email jennifer.vela@tamuk.edu if you find any incorrect on 
incomplete data in these fields.  

 
 
 

mailto:jennifer.vela@tamuk.edu


Compare (Merge) Activity Entries 
1. Click on the Activities category where the activity can be found.  
2. Check the boxes next to the activities (two or more) you wish to compare. Then select 

COMPARE .  

 
3. All checked records will be displayed in side-by-side columns, with entries to the various 

fields of each record appearing along the rows. You may scroll down the screen to view 
and compare all fields appearing in the records. At the bottom of the page, you will see 
information about the source of the various records, as well as the date it was created, 
and the last time it was saved. 

 
 
TIP:  The Original Source: will generally be Data Entry (for records you have created), in  
Publication activity entries the Original Source will show whether you have imported the 
record from a BibTex file, or a Third-Party system such as ORCID.  

4. If you determine the records represent different activity entries, you click Cancel to exit 
the Comparison interface. If you determine that all records being compared refer to the 



same activity entry you can begin the process of merging them into a single record.  
First, select the best entry for each field (row) among all compared records.  

 
 
The Master Record field (which by default will be assigned to the first record) will contain 
the metadata used for any final merged record. This data includes the record ID, 
Allowing Sharing, the Original Source, and the Created Date. 

5. If you have selected fields from records, and clicked Continue to create a single merged 
record you will enter an activity screen similar to editing an activity. The main difference 
will be that the fields you see will now contain all of the selections you made from the 
compared records. You may make further edits if you wish at this stage. You can click the 



Back button to change the field entries you selected.

 
6. Once you are satisfied with the new record, click Merge . You will see a popup screen 

that lets you know it is about to merge the records using the data on the screen. The 
merge action cannot be undone. Click Cancel to return to the merged edit screen, or 
OK to merge the records.  

 
 
Duplicate an Activity 

1. Click on the Activities category where the activity can be found.  
2. Check the box next to the activity you wish to duplicate.   

 



3. Make changes in the desired fields.  
4. Click Save to your activity entry.  

 
 
Delete an Activity 

1. Click on the Activities category where the activity can be found.  
2. Check the box next to the activity you wish to delete.  

  
TIP:  You can delete multiple activities by checking multiple boxes next to the activities 
you wish to remove.  

 3. Click the delete icon. 
4. Click Delete on the confirmation scene to delete the activity or click Cancel if you do not 

wish to delete it.  
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