Quick Reference Guide to the Watermark FS Screens

This guide provides suggestions for the type of information that is typically added to the various data entry screens.  This list is in the same order as the links in the Activities Database - University Main Menu.  Please note that you do not need to enter information on every screen or in every field on the various screens.  

	Watermark FS Screen
	Type of Information
	Source of Data

	General Information

	Personal and Contact Information
	Personal profile
	Banner import & faculty input

	Administrative Data – Permanent Data
	MSU Denver employment history, prior agreement of employment (if applicable)
	Dean’s office to keep updated

	Administrative Data – Yearly Data
	Departmental employment history (by academic year)
	Banner import & Dean’s office to keep updated

	Administrative Data – Sabbatical Leave
	Used for the Sabbatical Leave process
	Faculty input

	Academic, Government, Military and Professional Positions
	Employment history, evidence from previous institution per agreement for years toward tenure
	Faculty input

	Administrative Assignments
	Compensated administrative assignments
	Faculty input

	Reassigned Time
	Department, school, university, and grant-related reassigned time
	Faculty input

	Awards and Honors
	Awards and/or honors received
	Faculty input

	Consulting
	Consulting experience (e.g., academic, government, NGO, management, statistical, expert witness, etc.)
	Faculty input

	Education
	Educational background
	Faculty input

	External Connections and Partnerships
	Collaboration with organizations that are part the professional community outside of Metro State and are not considered as service to the community or profession (e.g., speaker, field trip, funding, recruitment, etc.)
	Faculty input

	Faculty Development Activities Attended
	Faculty development events attended (e.g., conferences that you did not present at, continuing education programs, faculty internships, faculty fellowships, self-study programs, seminars, tutorials, workshops, etc.)
	Faculty input

	Licensures and Certifications
	Licensures and certifications specific to your position, (e.g., nursing license, teaching certificate, CPA, PMP, LMSW, etc.)
	Faculty input

	Media Contributions (Non-Authored)
	Sharing expertise via media outlets that you did not publish (e.g., TV, radio, newspaper, magazine, Internet, etc.)
	Faculty input

	Professional Memberships
	Membership in professional organizations
	Faculty input

	Letters of Recommendation
	Professional references
	Faculty input

	Department Required Review Materials
	Materials required by individual departments as outlined in the Departmental Guidelines
	Faculty input

	Portfolio and Narrative Submission
	Used to submit the Portfolio, Narrative, Requested Additional Materials, and Materials Addressing Previous Year’s Reviews
	Faculty input

	Portfolio Review
	Evaluation information and letters from the levels of review
	Reviewer input

	Teaching

	Academic Advising
	Helping students clarify their career and life goals and develop an education plan that will facilitate the achievement of those goals. Letters of recommendation written for students.
	Faculty input

	Directed Student Learning
	Overseeing student learning (e.g., thesis, dissertation, independent study, research, teaching, internship etc.)
	Faculty input

	Non-Credit Instruction Taught
	Non-academic credit instruction (e.g., certification, continuing education, faculty internship, guest lecture, management/executive development, review course, seminar, workshop, etc.)
	Faculty input

	Scheduled Teaching
	Schedule of teaching (organized by term, year and course section - also includes the SRI data). Provides annotation and store file fields to elaborate on pedagogical innovations, new teaching materials, and contact with the community. To display an annotation in the TEACHING FIELD AND ASSIGNMENTS table of your Portfolio, select “Yes” from the respective “Include in Curriculum Vitae?” drop-down list. To include an annotation and associated file as an Additional Material for Review, select an item number from the corresponding “Include in Portfolio Additional Materials?” drop-down list. Compilations of student letters may be uploaded via the last "Store file" link on the course section screen.
	Banner import & faculty input

	Student Ratings of Instruction
	SRI summary statistics from Metro State Office of Institutional Research, used for SRIs through the end of summer 2011
	Banner import

	Summative Peer Observations
	Summative Peer Observation as required in the tenure year Portfolio. Formative peer observations may be stored in the last section of the Scheduled Teaching screen
	Faculty input

	Scholarship/Research

	Artistic and Professional Performances and Exhibits
	Artistic and professional creative activities (e.g., art, dance, drama, music, writing, theatre, etc.)
	Faculty input

	Contracts, Grants and Sponsored Research
	Grant, contracts, sponsored research in under review, funded, non-funded status
	Faculty input

	Intellectual Contributions
	Contributions to learning and pedagogical research, practice, and discipline-based scholarship (e.g., book, book chapter, journal article, conference proceeding, musical composition, etc.)
	Faculty input

	Intellectual Property
	Patents and copyrights
	Faculty input

	Presentations
	Professional presentations (e.g., abstract, demonstration, exhibit, keynote/primary address, lecture, oral presentation, etc.)
	Faculty input

	Research in Progress
	Research in planning, on-going or writing results phase
	Faculty input

	Service

	Department
	Committee or other activities done on behalf of your Department
	Faculty input

	School
	Committee or other activities done on behalf of your School
	Faculty input

	University
	Committee or other activities done on behalf of Metro State University
	Faculty input

	Professional
	Activity done on behalf of a professional organization, committee, or club (e.g., meeting attendee, Board of Advisors or Directors of a Company, chairperson, committee chair or member, conference-related, editor, etc.)
	Faculty input

	Community
	Community boards and engagement activities (e.g., meeting attendee, chairperson, committee chair or member, discussant, external grant proposal reviewer, guest speaker, member, etc.)
	Faculty input


