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Faculty, when the FAR has opened 
for your college, you will receive 
an email similar to the following: 



Step 1: Click on the “Submit 
Review Materials” button in 
that email notification and 

upload the necessary 
documents for your college 

and department. 



Step 1 Note:
• The “Annual Activity Report” it automatically 

generated for the academic year as specified by 
your college. 
• To view the Annual Activity Report, click on the 

PDF icon to view.

• If you need to add activities for the evaluation 
period, click on the “Activities” tab at the top 
right of the screen and add the necessary 
activities.

• Click on the “Workflow” tab at the top of the 
screen and select “Tasks” from the dropdown 
menu

• Click on “Refresh Report” to include your added 
activities in the report.



Step 2: Submit to your Department 
Chair by clicking on the “Actions” 
button at the top right corner and 

selecting “Submit to Department Chair 
Evaluation.”



What happens if you realize you 
made a mistake after you submitted 
your FAR to your department Chair? 

To recall your submission, click on the 
“Actions” button in the top right corner and 

select, “Recall"

If, after you have submitted your FAR to your 
department Chair, you realize that you made 

an error (e.g., left out some activities, forgot to 
upload a file you meant to include), you may 
recall your submission and then resubmit it.



Chair’s Evaluation

•Department Chairs, when your faculty 
submit their FARs, you will receive 
emails similar to the following:



Step 3: Chair’s Evaluation

•Click on the “Start Reviewing” button 
in that email notification and either 
upload or type your written 
evaluation of the faculty member.

•Click on the “Actions” button at the 
top right corner and select “Submit to 
Faculty Response to Chair’s 
Evaluation.”



Step 4: Faculty Response

Once your department Chair has 
submitted their evaluation, you will 
receive an email notification from 
Watermark. Click on the “Start Your 
Response” button in the email to view 
your Chair’s evaluation and to 
complete the next step, which is to 
select whether you acknowledge or 
disagree with the Chair’s evaluation. 
You may also type a written response, 
though that is not required.

Click on the “Actions” button at the 
top right corner and select “Submit to 
Dean Evaluation.”



Dean’s Evaluation

College Deans will receive emails 
similar to those received by 

Department Chairs. Click on the 
“Start Reviewing” button in that 

email notification.



Step 5: Dean’s Evaluation

Either upload or type your 
written evaluation of the faculty 

member. 

Click on the “Actions” button at 
the top right corner and select 
“Submit.” The process is now 

complete, and faculty will be able 
to see all feedback.


