Workload Summary Report in Watermark
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Log into Watermark through the Watermark home page: https://facultyactivitydata.kennesaw.edu
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Click the Faculty Success box
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Click on Reports
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Scroll to the bottom of the Reports list and select ‘Workload Summary’
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In the Whom to Include section, click the ‘Change Selection’ link in Groups to Include
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Select the appropriate college, or click ‘Academic Home Dept Description’ and choose a department(s)
Click ‘Save’
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In the Data to Include section, click ‘Change Selection’
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Click the black arrows to open the available data fields:

	- A blue box with a check mark in it (for example, System Details) means all available data fields for 
		this group have been selected

	- A box with a line through the middle of it (for example, Common Items) means some of the available 
		data fields for this group have been selected

	** NOTE ** The Yearly Workload data box has already been selected in the Common Items section.

Click ‘Save’
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Update the beginning and end dates as needed

Click ‘Run Report’
image6.PNG
Groups to Include

Academic Home College
Description

Academic Home
Department Description

Administrative Home
Department Description

Discipline

Eligible for Portfolio
Review?

Home Joint Department
Description

Job Classification/Class
Description

Portfolio Review(s)

Tenure Status

0 Selected

0 selected

0 selected

0 selected

0 selected

0 selected

0 selected

0 selected

0 selected

0 selected

Academic Home College Description

Search and select Groups v

O Selectall

O Academic Affairs

O Bagwell College of Education

O College of Architecture and Construction Management

O College of Computing and Software Engineering

O College of Science and Mathematics

O College of the Arts

O Graduate College

O KSU Library System

O Michael J. Coles College of Business

O Norman J. Radow College of Humanities and Social Sciences

O Southern Polytechnic College of Engineering and Engineering
Technology

O The Keeping Sights Upward (KSU) Journey Honors College

O University College

O Wellstar College of Health and Human Services

SAVE

»




image7.PNG
Data To Include

O Include Al

>

v
>

L=l
>0
>0
>0
>0
>0
>0
>0
>0

>0

Most Recent

System Details

User Identifiers

User First, Middle, Last Name and Email
Record and DSA IDs

Record Start and End Dates

Record Created and Modified Dates
Record Original and Last Modified Source

Common Items

Academic Affairs

Bagwell College of Education

College of Architecture and Construction Management

College of Computing and Software Engineering

College of Science and Mathematics

College of the Arts

Graduate College

KSU Library System

Michael J. Coles College of Business





image8.PNG
Activiti Reports Wo

< Run Workload Summary

1 Date Range

2 Whom to Include

Start Date

End Date

Groups to Include

Individuals to Include

Include These Accounts

O All Dates
‘ January v H 1 v ‘ 2023~
‘ December v H 31~ ‘ 2023~

All groups selected

/Change Selection

Al Indi

uals selected

/Change Selection

Enabled Only





image1.PNG
<« C % facultyactivitydatakennesaw.edu

@ Welcome to Chvome [ Watermark $§ KSU Handbooks @ Faculy Information.. 8 MykSU - Kennesaw. iy UniversitySystem of.. [ Smartsheet [ Adobe Acrobst Home

APPLY VISIT GIVE CALENDAR RESOURCES FOI

KENNESAW STATE
UNIVERSITY

Watermark

Welcome

Home

New Watermark System URL

Login to Watermark Navigator
The Integration of Faculty Success with Course Evaluations and Surveys is now complete. Please update
Resources + your bookmarks accordingly. In order to view the correct version of the Navigator, you may need to clear

your cache.
Portfolio Information +

Annual Review Information + _—

Course Evaluation Information
Entering Workload percentages

Contact
Faculty and administrators: Please note that ALL FPAs MUST contain workload percentages. Before you
submit, enter these in the screen "Yearly Workload Summary" under the Adminstrative Data in the
Activities tab. If your FPA does not have this data, it will be returned to you. See the "FAQ for Annual
Reviews" link under the "Activity Insight" menu to the left.




image2.PNG
< C ) https//login.watermarkinsights.com/connect/kennesaw

¥ watermark

Welcome to Watermark!
Choose your Watermark Product:

Course
Evaluations & Surveys

Faculty Success





image3.PNG
Activities Reports Workflow v Tools v

Home

Your Resources

o &

Help Center Submit a Support Ticket

Visit the Help Center for If you have questions or need
supplementary materials or guides, and assistance using the system, contact
to find help and training. our support team.

Your Configuration
Download the configuration of your Activities Database - University instrument

&

Get Product Training or Meet
with a Consultant

If you would like to receive live and on-
demand training or meet 1:1 with a
consultant, visit the Watermark
Academy.




image4.PNG
Ac es Reports Workflow v

NAME ~ CREATED BY ACTIONS
NCATE Attachment B: Faculty Information Watermark a
Presentations by Faculty Watermark a
SACS Faculty Roster Watermark a
Scheduled Teaching by Faculty Watermark a
Scheduled Teaching: Status of Uploaded Documents Watermark a
Scholarship Summary Report Watermark a
Service by Faculty Watermark a
Service by Faculty - Coles College of Business Watermark a
Unit Annual Report Watermark a
Vita - Coles College of Business Watermark a
Vita - General Watermark a
Vita - Interactive Watermark a

Workload Summary Me -




image5.PNG
Activities Reports Workflow v

< Run Workload Summary

1 Date Range O All Dates

‘ 2023~

Start Date ‘ January N

Q
<

‘ 2023~

End Date ‘ December N

2 Whom to Include Groups to Include  All groups selected

/Change Selection

Individuals to Include

dividuals selected

/Change Selection

Include These Accounts | Enabled Only v

3 Data To Include Fields Selected from Most Recent (6); System Details (7...

/Change Selection

Grouping Method ©
4 Ping Grouping Method | None v

°
5 Search Keyword Search Keyword

6 File Format ©
File Format | Comma-Separated Values (.csv) N

Files per Screen | Single v





