Page 2 – Administrators
This guide details the Page 2 process for administrators. Separate guides are available for faculty and data entry.
Updated: January 8, 2026
FAQS
Q: When should I start this process?
A. You should talk to your faculty and have workload expectations ready before starting the workflow. Our goal is to minimize passing the Page 2 back and forth after the workflow has been initiated.
Q. What is the “workflow”?
A. This is the path that the Page 2 will take for approvals. Once the workflow is initiated, approvals may take place. 
Q: Where do I sign the Page 2?
A. The approval process takes the place of a traditional signature. The Page 2 is part of the annual contract. Faculty will sign off on their Page 2 expectations when they sign their full contract. There is no digital signature at this stage of the process. The “approval” requires signing into an authenticated NDUS account.
Q: Can I change a Page 2?
A. Faculty may change their Page 2 as many times as they wish before the workflow is initiated. There is a separate process for revisions after approvals have been completed and a form is required.

The approval process begins at a date determined by the provost’s office. 
1. Please work with your faculty prior to the workflow initiation date to set expectations for the upcoming year. The faculty member may make unlimited changes to their Page 2 before the approval workflow is initiated.

Once the workflow is initiated, faculty will receive an email to their UND email address. The email will be coming from Watermark. Alternatively, they can access the approval process by logging into Faculty Success and viewing their “Home” page. 

2. After the workflow is initiated, faculty may begin submitting their Page 2 to their chair. The traditional workflow will go from faculty to chair to dean. Alternative workflows will be discussed below.

3. The chair will receive an email from Watermark Faculty Success when a faculty member has submitted their Page 2 for review. 
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To view all of your faculty submissions at one time, log in to Faculty Success. Navigate to “Workflow” and “Tasks.” This will show all pending Page 2s and where they are in the approval process.
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4. Click the faculty member to review their submission. You may download the submission or open the file by clicking the PDF icon.
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5. Review the submission, confirming that the final total percent effort equals 100%. The total percent effort will be automatically calculated for Content Courses (e.g. 3 credits = 10%) and overall Teaching expectations. Faculty will need to manually enter percentages for Scholarly/Creative Activity and Service.
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To get out of the PDF, click back on “Workflow” and “Tasks.”

6. You have two options after reviewing the Page 2. 

You may accept the Page 2 as is and submit it to the Dean for final approval.
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If changes need to be made, you may send the Page 2 back to the faculty for edits by clicking “Send Back to Previous Step.” 
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Note: The comments box here is optional. Any comments here will be seen by the Dean.
If you opt to send the Page 2 back to the faculty member for revisions, you will be prompted to include a message with the rejection. 






If sending back to the previous step, Watermark will open an email message window.
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This may be as minimal or detailed as you prefer. Any message typed here will not remain attached to the Page 2. 

The faculty member will receive an email from Watermark, including your message, prompting them to revise their Page 2. 

You may track where Page 2s are in the process by navigating to “Workflow,” “Tasks,” and looking under “History.”
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You will receive an email after the faculty member has resubmitted their Page 2.
7. Once a Page 2 has been submitted to the Dean, they have two options. The first option is to approve the Page 2, completing the workflow. The second option is to return the Page 2 to the department chair. A dean may not return a Page 2 directly back to the faculty member. If a Page 2 is returned by a dean, the chair will need to send it back to the faculty member for revisions. It then progresses back through the workflow.

8. Once the Page 2 has been fully approved, you may download the final file and the approvals by navigating to “Workflow” and “Submissions.” Toggle-off the “Open” filter to view all completed submissions. 
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The downloaded file will include a PDF of the Page 2 and an .html file with the approvals.
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You may “print” a PDF of the approvals if you would like, but they do remain in the system. 








Page 2 Revisions
Once a Page 2 has completed the workflow and is approved by the dean, any changes will need to go through a separate workflow and approval process. Workflow requests may be submitted by chairs or deans only. Please consult with your dean’s office to determine their preferences.
Revision workflows may be requested by completing the “Workflow or Revisions Template” available on the UAP Faculty Success webpage. 
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The first sheet of the form includes instructions only. 
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The second sheet is a fillable worksheet for revisions. You may submit as many revision workflow requests as needed on the same form.
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Once the form is ready for submission, save a copy, and submit under “Workflow or Revision Request.” 
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Revision requests must be submitted by the last Monday of the month to initiate workflows on the following Monday (barring a holiday). 







Running Reports
The ability to view Page 2s and access reports is automatically granted to deans, for their college, or chairs, for their department. Any additional individuals who need access to view and print reports will require an access request, which will be covered below. 

To print Page 2s for your entire college or department, navigate to “Reports,” then scroll to “Page 2 Annual Report.”
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Enter the date range for which the Page 2 applies. This should be based on contract dates. 
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You may run the reports for your entire college (deans only) or department. 
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You may also run reports for specific individuals.
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Lastly, you may run the report as a Word document or PDF. When you are ready, click “Run 
Report.” A file will be downloaded for your viewing.
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This file will only include the Page 2s. To view approval stamps, you will need to navigate to your individual faculty through “Workflow” and “Submissions,” as shown above.












Requesting Additional Access
Deans and chairs will automatically be granted access to view and print reports for Page 2s in their respective colleges and departments. To grant access to Page 2s for associate deans, assistant or associate chairs, or administrative assistants, navigate to Tutorials and Forms for Faculty Success. 
Click “Faculty Success Access Request.”
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Complete and submit the short form. 
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Individualized Workflows
The standard Page 2 workflow will be: faculty → chair → dean. If a faculty member needs to skip their chair, an individualized workflow request must be submitted. This is done using the “Workflow and Revisions Template” covered above. Instructions can be found on the first sheet of the template.
In the example below, a request is being made for the Page 2 to move directly from the faculty to the dean.
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You may submit as many individualized workflows on the worksheet as needed. Once you have finished the worksheet, save a copy, and upload to the “Workflow or Revision Request” form, found on the UAP Faculty Success webpage. 
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Service and Other Activities
The maxumum allocation in this catezory shovld normally not exceed 20%. Exceptions to this require clearly oted Dean Approval and should be associated with: a)
catical, but time-limited, demands of the Unsvessity, b) activities generating studeat credit houss o other revenue, or ¢) administeative duties approved by the Dean

Service or Other Activity Type Description of Service or Other Activity

Professional Service Serve as Associate Edutor for Journal of School Vivience.

Guerall Service Activity % Effort: 2509

Clinical Service/Patient Care — SMHS FACULTY ONLY
Disgnostic and therapeutic clinical services provided within UND-owned andor affiliated community health system facilities and pursuant to university billing
procedures and/or relevant umiversity o college school clinical service plan provisions.

Description of Clinical Service/Patient Care % of Effort

Administration
‘Activay regasding management and or coordnation of programs/activities for 2 department, college school, or unsversity.

Sorvice or Other Activity Type | Description of Service or Other Activity FeEort
1

Admmistration % Effort: 0.0
Toual % Effont100.0





image6.png




image7.png
€ Dapartmant Chi tep - Due Janury 2411, 202





image8.png




image9.png
v





image10.png




image11.png
C ) > Downloads > Katie Barta >

0 [ & U sort - View - (8 bdract
Neme Type Compr
3 00 Faculty File folder
© Katie Barta Chrome HTML Document

aUn




image12.png
« Workflow and Revisions Template XS
« Eaculty Success Access Request
« Workflow or Revision Request





image13.png
Instructions for Individualized Workflow or Page 2 Revisions Form

Updated 12/08/2025

Process overview

“This form has two functions: (1) to request individualized workflows for faculty or (2) to inititate a Page 2 revision workflow through Faculty Success.
The form can be found on a separate tab of this workbook.
Chairs and deans may enter multiple revision requests on one sheet. This form is not for faculty use.

Form due dates

Individualized workflow requests should be submitted no less than two weeks before the workflow will be initiated.

Revision forms must be submitted by the last Monday of each month.
The revised Page 2 should be pre-approved by all parties. The workflow step s an official approval. Back-and-forth should be limited at this stage.

Using the form

If the Page 2 workflow should skip a step, write "SKIP" in the appropriate box. For example, if  faculty Page 2 skips the chair and goes directly to the
dean. you would write SKIP in the chair box.

1f a Page 2 should automatically advance once a due date has passed, indicate this by selecting "Yes" in the appropriate auto-advance box. For
example, if faculty auto-advance was used. this would give the faculty time to review and edit their Page 2 until the due date. If they do not submit to their
chair by the assigned due date, the process would continue automatically. Chair auto-advance will automatically send Page 2s to the dean if the chair due
date is not met.

The form may be submitted at any point, but we encourage entering as many requests as possible into one submission.
Upload completed forms using the "Faculty Success Workflows and Revisions" button found here:
https://und.edwanalytics-and-planning/faculty-success.html

The direct submission page can be found here:

https://forms. office. com/r/R71iTxudML

The approval process counts as a "signature.”

Revision workflows will run on the first Monday of the following month. If the first Monday is a holiday. the workflow will nitiate on the following

< > Form Instructions  Form to Submit +
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*Auto-Advance indicates the workflow will autor
(e.g., faculty auto-advance will skip faculty appre

Select One |College:
Custom
Workflow Revision| Faculty Name Department ~|Chair (name) or SKIP ~|Dean (name) - |Faculty Auto-Advance - |Chair Auto-Advance’-|/
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Faculty Success Workflow Request

This form is for requesting individualized workflows for the Page 2 process or initiating revisions. The template is available on the Faculty Success webpage.
Complete it as needed and submit at the end of this form. Please submit a new form for each set of workflows or revisions.

Hi, Ashley. When you submit this form, the owner will see your name and email address.

* Required

1. Name of submitter: * ([}

Ashley Fansher|

2. Email of submitter: * [

ashley.fansher@und.edu

3. Upload completed form here. (Non-anonymous question®@) * [

T Upload file

File number limit: 1 Single fil size limit: 10MB _Allowed file types: Word, Excel, PPT, PDF, Image, Video, Audio
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Faculty Success Access Request

Please use the following form to request faculty data access for your administrative assistant, Associate Dean, etc. This person will be able to view faculty data in the department or
college and will be able download faculty reports.

Chairs and Deans will automatically have access to their faculty data. You may submit this form multiple times if requesting access for multiple people.

Hi, Ashley. When you submit this form, the owner will see your name and email address.

* Required

Access level )

1. Which level of access are you requesting? * (3

Ol College

(O Department

Next
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Submission for Katie Barta is Ready for Your Review in Page 2 testing K Barta | (% summarize

Watermark Faculty Success<notifications@watermarkinsights.com> © 4 Reply & Replyall > Forward @« & -
To: © Fansher, Ashley Fri 1/9/2026 1214 PM
A This sender notifications@watermarkinsights.com is from outside your organization. Block sender

Dear Ashley Fansher,

The following submission is now ready for your review:

Process: Page 2 testing K Barta
Candidate: Katie Barta
Due Date: Saturday, January 24, 2026 11:59 PM CST

START REVIEWING

If the button above does not work, please copy and paste the following link into your
‘browser’s address bar:

embed=workflow:assignee, workflow:subject, workflow:responsefsubProcessld=5bfd793
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