Watermark Candidate Two Step Submission

0:00
This video will walk candidates through the two step packet submission process.

0:06
So the two step packet submission process was designed to allow candidates to upload their dossiers in two steps.

0:13
The first step will be an abbreviated dossier with items necessary only for the external review portion of the PNT process.

0:24
At the end of the external review step, candidates will be asked to upload any remaining documentation necessary for the internal review.

0:34
Once the workflow opens, candidates will receive an automated e-mail similar to the one on your screen.

0:40
It's very basic and simply just lets them know they can now submit their materials.

0:45
There is a URL located in the e-mail that can be used to access Watermark or you can also access it through Mystate portal.

0:54
Look on the left hand side once you're in your Mystate portal and look for digital measures on the left hand side.

1:02
Then select the sign in button in the middle of the screen.

1:06
This will bring up Watermark and once the workflow is open there should be an option on your menu that says Workflow.

1:16
Select this and then choose Task.

1:20
Once the task screen loads, most candidates will only have one entry on this screen.

1:25
So essentially select the task or the link associated with your workflow.

1:34
The following screen is again an abbreviated application of the PNT application found on the Provost website.

1:44
For demonstration purposes, I'll fill out of the minimum requirements just for demonstration purposes.

1:56
Required fields are denoted with an*, so these will be required to be completed as part of this process.

2:05
Again, I'm going to skip through and move to the next section, which is where you can upload documents.

2:12
So we found PDFs work the best to share with external reviewers.

2:20
So when you're ready so you'll drop, drag and drop your documents into the appropriate sections.

2:28
You can upload as many documents as you want in each section, so it's unlimited as far as the number of files.

2:37
The only limitation is the size of each document, so a single document cannot exceed 1 GB.

2:45
The final section of this first step is suggested external reviewers.

2:50
So most candidates are asked to recommend external reviewers as part of the process.

2:56
But if you're not, it's not a required field.

2:59
For those of you that are asked to submit this information, select the link that says add another external reviewer and then just complete the necessary fields.

3:11
So once all your information is complete on this application, look in the upper right corner and there will be an actions menu.

3:21
Select this and you will choose to submit it to the next step.

3:28
Although I do want to point out as a candidate, the application does not have to be completed in one sitting.

3:35
So if you want, you have the option to save a draft from the actions menu.

3:40
So for demonstration purposes, I'll do this, I'll save a draft and it just takes me back to the watermark dashboard.

3:48
So again, at a later date I can come back, access it the same way through my state portal, and select the link that opens the the application back up.

3:58
So at this point I can complete the remaining items on my application and then again submit it to the next step.

4:05
One thing I do want to point out is if there is a mandatory field that has not been completed, you will not have the ability to move the process to the next step.

4:16
So here's an example.

4:17
So tenure is a required field.

4:20
I'm going to remove my remove my answer for that.

4:25
And now I'm going back to the actions menu and you'll see I only have the option to save the draft.

4:31
This other option I have says that I have a required field that is incomplete.

4:36
So now if I go back and make a selection for tenure and then I go back to the actions menu, I now have the option to submit to the next step in the workflow.

4:45
So that's what I'm going to do, submit it to the next step.

4:49
And I'm going to confirm by answering yes.

4:53
And now again it takes me back to the dashboard in watermark.

4:58
One thing I want to point out is how you as the candidate can follow the progress of your PNC packet.

5:04
Yes, notice that the link I've been using to access the application has now moved to the bottom half of the screen into the history section.

5:12
So if it is in the history section that that tells me where the process is in the step here with the external review, once the progress moves to a step that I'm responsible for, this entry will move back to the top of the page in the inbox section.

5:34
So that's how you can monitor the progress of your packet.

5:38
Again, it's by looking in the current step column.

5:41
And then if there's a step that you're responsible for, it will be listed in the inbox area on the top half of the screen, and you will also receive an automated e-mail when a step that you're responsible for becomes the active step.

5:59
So now the PNT packet has progressed from the external review step to the next step in the process, which is the faculty packet submission notice.

6:12
It's now moved back into my inbox area and I've received an automated e-mail letting me know that it's now in this step.

6:20
So I can access it by selecting the link.

6:23
And you can see here, this is the initial application that I filled out.

6:27
So I'll be able to again track the progress and kind of see it move through the PNT process.

6:36
So what I'm going to do is select this down arrow to the left of the faculty candidate label and all that does is collapse the screen.

6:45
Then you can see the next step is the external review step, and now it's in the current step, which is the faculty packet submission.

6:52
So again, this is the remaining items that the candidate has been asked to complete to be reviewed internally.

7:00
Everything prior to this was looked at by the external reviewer.

7:04
So I'm going to Scroll down and what you'll see here.

7:07
These are the fields off of the actual PNT application that were not required as part of the external review step.

7:15
So complete the remaining items from the application and then we're down here to this next section where we can't upload items.

7:28
So for instance, this is the cover letter which has already been submitted in the first step.

7:35
So there's a note here letting the candidate know it can be duplicated and and uploaded a second time or it's up here in this very first faculty candidate step.

7:47
So here's the cover letter and the CV.

7:50
So again, those can be uploaded again in this final submission step, or you can just leave it blank and let the initial ones be looked at by the internal reviewers.

8:04
So again, I'm going to, I've uploaded my documents here that I did not up uploading that first step.

8:12
And then I'm going to Scroll down and what we have here are this is these are the new materials that I've already gone ahead and uploaded.

8:19
But you can see this is a required field.

8:21
So these are your academic units, procedural guidelines.

8:25
So this is something you'll need to check with your department in college to see what those documents are that you are required to submit as a candidate.

8:33
And then the final area down here is supporting documentation that the candidate wants to submit in addition to the required documents.

8:42
So again, this final or second step is identical to the first one.

8:46
You're just providing additional information and completing the remaining fields found on the PNT application on the Provo site.

8:55
This step works the same as the first one.

8:57
I can save a draft and come back and finish it up at a later date.

9:01
And once I have everything completed along with any required fields, I'm then able to move it to the next step in the process.

9:10
So that's what I'm going to do.

9:12
I've completed the second step with my additional information and I'm sending it to the next step.

9:17
And I confirm that by selecting yes.

9:21
And again, my link has now moved down to the history section to allow me to watch its progress through this PNT cycle.

9:31
And then when it is back to a step that I'm responsible for, I will be notified and it will move back to the top of my screen.

9:39
If you have any questions, please feel free to reach out to the Office of Institutional Research and Effectiveness.
