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Faculty Success Portfolio Introduction
Watermark Faculty Success Portfolio is the system used to capture information for the annual evaluation portfolio as well as tenure and promotion applications.
System web link: https://login.watermarkinsights.com/connect/calbaptist
Login: This is a Single Sign On (SSO), so use your current CBU login credentials.
New Look
Starting in November of 2026, the system will automatically default to a new look.  You can preview that look now by clicking “Explore the new view” in the middle/top of your screen.  You can also watch this short video to see some of the differences:
Video: New Look for Faculty Success Portfolio
The directions in these guides are now built around the new look.
Overview
Watermark Faculty Success functions like a database or filing system.  You enter information into the system in the correct “file” locations.  Then, when it is time for annual review, promotion/tenure applications, or if you need a CV for an accreditation visit, you can easily create all three of those by pulling a report.  As long as you have kept your information updated, everything will populate into the correct report in a short minute, saving you from having to create each of those documents from scratch.  They keys to success are keeping your content updated and knowing which report to pull.
Reports
There are three reports that you will pull from your portfolio: Annual Evaluation, Tenure/Promotion, and Curriculum Vita.  When starting out, it is best to start by pulling the report you are working on, so you can see what information is already in the system and what you might want to add.
Reports video: Faculty Success Portfolio Reports
Annual Evaluation Portfolio
· Click on Reports in the left-hand menu 
· Select Annual Report from the list
· Make sure the start date says January 1 and the correct year
· Make sure the end date says December 31 and the correct year (same as the start year)
· Select PDF as the output
· You can select Word instead but be sure to keep it in Word when you submit it.  If you download the Word report and then convert it to a PDF on your own, it will break the links.
· Press “Run Report” in the top right corner
Tenure, Promotion, and Post-Tenure Review Applications
· Click on Reports in the left-hand menu 
· Select Tenure/Promotion from the list
· Select the start date for the report (5 years prior to the application deadline)
· Select the end date (typically, the due date for the application, which is October 15th for tenure and promotion applications and November 15th for post-tenure review applications)
· Select PDF as the output
· You can select Word instead but be sure to keep it in Word when you submit it.  If you download the Word report and then convert it to a PDF on your own, it will break the links.
· Press “Run Report” in the top right corner
Curriculum Vita
· Click on Reports in the left-hand menu 
· Select Vita from the list
· Select the start date of the earliest date in your portfolio
· If you have a publication in 1994, then you have to set the date for 1994 or earlier to capture that publication
· Select the end date (typically, the day you are pulling the report.  Often vitae are pulled for accreditation reports, so you want the current date set as the end date.)
· Select PDF as the output
· You can select Word instead but be sure to keep it in Word when you submit it.  If you download the Word report and then convert it to a PDF on your own, it will break the links.
· Press “Run Report” in the top right corner
Navigating Activities
In the main welcome portal on the right side under “Tools & Services” you will find a link to a faculty success guide.  This is the Watermark Faculty Success guide that provides you with all the information on how to enter information into the system.  
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