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Watermark Access

Watermark is available online at https://www.digitalmeasures.com/login/southalabama/sso/,
under “More Applications” on Faculty/Staff Login Applications options, or via Faculty/Staff
Applications A-Z.

l. Log in to Watermark

1. Go to the Faculty/Staff Login page on the University website
2. Click More Applications

Faculy & Saf Login

Popular Applications

o0 . 00, o Navigate
PAWS ‘% [SXQ!J.',LQG .&. MC%I @South
Campus Events ﬁ Parking Services Concur Bﬁﬁﬂ%ﬁ; !
BANNER . -
@PRINT = A Z200m SOUTH SERVES
@ DOCROUTE Uﬁ?ﬂ?:ﬁ]:g;ﬂggf ACCELERATE> More Applications

3. Select W or Enter Watermark in the Search field. Under the Popular Applications or
choose Watermark from the ‘Faculty/Staff Applications A-Z’ list.

Faculty-Staff Applications A-Z /

A'/BCDEFGHIJKLMNOPOQRST UV WX Y Z | ShwAl

Search | w :_'Iff_‘.”T‘:_'I"i k

Login Link

ll Watermark Faculty Success More Info

Watermark Planning & Self-Study
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https://www.digitalmeasures.com/login/southalabama/sso/

HOME ' SERVICES ' LOGINE ' FACULTY & STAFF LOGINS

Facul
Faculty & Staff Logins Home

< Faculty/Staff Applications A-Z > Popul

4. Sign in using your Jag Number and Jagnet Password.

Sign in with your JAG Number and JagNet Password

& oo N

Il. Entering Your Activities into Watermark

1. To prepare the FAR, click “Activities” to enter the data.

**Important: Before starting to enter data, we recommend you download the “A&S
Faculty Activity Report Template” which will allow you to identify what you need to enter
and where to place your data for each area in the report. Further instructions appear in
Section IV below. **

Activities CV Imports Manage Data Reports Tools w

You're using the origi

A » Activities - University of South Alabama
Review a guide to manage your activities.
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https://www.digitalmeasures.com/login/southalabama/sso/report/windward/management/showDescriptionDocument?reportId=19251&_s=0
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2. Select one of the categories (General Information, Teaching, Scholarship, Research and
Creative Activities, Service, or Annual Goals and Narratives).

Activities CV Imports Manage Data Repor

Activities - University of South Alabama| Q searcr

Review a guide to manage your activities.

» General Information

*» Teaching

v

Scholarship, Research and Creative Activities

v

Service

Annual Goals and Narratives

A4

A4

Promotion and Tenure

3. Select the specific activity to enter (i.e., General Information category and select Awards
and Honors).

Activities CV Imports Manage Data R

Activities - University of South Alabama
Review a guide to manage your activities.

v General Information
Personal and Contact Information
Administrative Data - Permanent Data | Administrative Data
Academic, Government, Military and Professional Positions

Administrative Assignments
Awards and Honors

Consulting

4. Select “Add New” to enter data.
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< Awards and Honors Q search... I | SEARCH | SearchTips  Rapid Reports

n | DUPLICATE l | COMPARE @ SELECT COLUMNS e 9

Filters: None

m] AWARD OR HONOR NAME = ORGANIZATION/SPONSOR - MONTH, DATE RECEIVED - DAY, DATE RECEIVED = YEAR, DATE RECEIVED =

5. Enter data as needed.
Note: not all screens and fields need to be completed for the Faculty Activity
Report. To find out which are needed, see section IV below on how to
download and use the Faculty Activity Report template.

Edit Awards and Honors

Award or Honor Name

| |

Organization/Sponsor

| |

Purpose
Scope

Description/Explanation (30 Words or Less)

B i U x* x, HH

Date Received

Month Day Year

[

6. Select Save if no other items should be entered. Select Save + Add New to enter multiple
items.

| CANCEL |M| 4, SAVE + ADD NEW

Watermark Directions for A&S Faculty Activity Report 5



Note: To maintain entries and modifications, select the "Save" button at the top of
the screen. If you attempt to navigate away from a screen containing unsaved
changes, a warning message will display asking whether you would like to return
to the screen and save your modifications before proceeding.

www.digitalmeasures.com says

Changes you made may not be saved.

7. To edit or view an entry, click any entry row on the summary screen. If you select a
specific field, the editor will open with the field in focus.

Note: Your Faculty Success Administrator may have added an entry to the system on your
behalf. These entries can be viewed, but cannot be edited or deleted. A lock icon

identifies this entry. If revisions are needed to the entry which has been entered on your
behalf, contact Eric Loomis or Sangela King using the contact information below.

< Awards and Honors

n | DUPLICATE | | COMPARE | m

Filters: None

0] AWARD OR HONOR NAME "7 ORGANIZATION/SPONSOR

O Test Award Organization

8. To copy an entry, select the appropriate check box, then select the "Duplicate" button.
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< Awards and Honors

DUPLICATE | COMPARE | m

Filters: None

AWARD OR HONOR NAME "7 ORGANIZATION/SPONSOR
Test Award Organization

9. To delete an entry, select the lined item and click the trashcan icon.

< Awards and Honors

DUPLICATE | COMPARE | m

Filters: None

AWARD OR HONOR NAME "7 ORGANIZATION

Test Award Organization

10. To import publication references in bulk from sources such as Google Scholar
a. Enter the Intellectual Contributions screen

v Scholarship, Research and Creative Activities

Artistic and Professional Performances and Exhibits
Contracts, Fellowships, Grants and Sponsored Research

Editorial and Beview Activities
Intellectual Contributions

b. Select the "Import" button on the upper right:
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N
Q search... ‘ | SEARCH | Search Tips Rapid Report ‘

| SELECT COLUMNS | & -

c. Click the “?” icon next to “Import from a BibTeX file™:

Import from a BibTeX file ©

Import publications from other software or databases such as:
. EndNote « Google Scholar

The instructions will explain how to export your publications as a BibTeX file from an
online database such as Google Scholar, and then import them into Watermark. This can
greatly reduce the need to manually enter your publications.

2. To merge entries considered duplicates, select the checkbox for each duplicate entry and
select the "Compare" button. The Compare and Merge feature enables users to resolve
duplicates.

< Awards and Honors

n | DUPLICATE | | COMPARE i m

Filters: None

AWARD OR HONOR NAME ~ ORGANIZATION/SPONSOR
Test Award Organization
Test Award Organization
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https://support.watermarkinsights.com/hc/en-us/articles/5526225267099-Resolving-Duplicates-with-Compare-and-Merge

lIl.  Running A Watermark Report

1. After entering your data, you can select the “A&S Faculty Activity Report” from the
“Reports” menu:

Activities CV Imports Manage Data Reports Tools w

You're using the original Faculty &

Reports

Select the report you would like to view or edit, or select to create a new report.

NAME ~

A & S Faculty Activity Report

2. Before running the report, you must the appropriate date range for the calendar terms
(i.e., 2025-2026 should reflect dates from 5/1/2025 to 4/30/2026, 2026-2027 would
reflect dates from 5/1/2026 to 4/30/2027, etc.).

< Run A & S Faculty Activity Report

Download this report’'s template

Date Range
1 9 Start Date

5/1/2025 ] l

End Date l 4/30/2026 m l

3. Select Microsoft Word (.doc) as the File Format (this is the default) and run the report:

File Format @
3 File Format

Microsoft Word (.doc) v ‘

Changes made to the Microsoft Word document will not be reflected in the system.

Page Size

Letter ~ ‘

Note: after you run the report as a Word file, you can make light edits to the report
formatting in Word before saving for submission.
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IV. Using the A&S Faculty Activity Report Template

1. Faculty with questions regarding how to get an item to appear at a particular point in the
report can download the report template from the report page or click here:

Activities CV Imports Manage Data Reports Tools «

You're using the o

< Run A & S Faculty Activity Report

Download this report’s template

2. The report template will download as an MS Word document to the desktop. The
template will allow faculty to see which screens and fields (in blue) are needed to get an
item to appear at a particular location.

For instance:

d. Graduate or Undergraduate Certificate Programs (may include administrative
assignments)

d. Graduate or Undergraduate Certificate Programs (may include administrative assignments):
Screen: Adwinistrative Assigmments
Items: All records
criteria:
1. Position/Rele is one of: "Track Coordinator”, "other" and Scope is equal to "Department”

[[Position/Role] or [If other. please explain your role.]], [Scope], approximately [Approx. Number of Hours
Spent Per Year] hours spent per year. {[Start Date: Month Start Date: Day, Start Date: Year - End Date:
Month End Date: Day, End Date: Year]).

This template example indicates how an item can appear under the heading.

a. The user should go to the Administrative Assignments screen:
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v General Information

Personal and Contact Information

Administrative Data - Permanent Data | Administrative Data

Consulting

b. Make sure that the Position/Role pull-down has “Track Coordinator” or
“Other” selected, and the “Scope” pull-down is set to “Department”:

Edit Administrative Assignments

Position/Role

| Track Coordinator h

Scope

| Department v
Questions

Please contact:

Dr. Eric Loomis at ejloomis@southalabama.edu or 251-460-7811

Mrs. Sangela King at sbellking@southalabama.edu or 251-460-6044.
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