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CALSTATE LA

CALIFORNIA STATE UNIVERSITY, LOS ANGELES

Submit WPAF on Watermark

1. When the Office of Faculty Affairs creates and schedules your case, you will receive
an email from notifications@watermarkinsights.com.

Cal State LA Faculty ... Invite: Your review materials can now be submitted
CAUTION: This email originated from outside of California State University. Do not click links, open a

1
2. Clickon the blue link inside the email and it will take you to your opened file on
Watermark.
@ Cal State LA Faculy Afis <atifcations @uatermarkinights com> © | O reply | © repiyan | > Fwﬁav d-

CAUTION: This email originated from outside of California State University. Do not click links, open
attachments, or reply, unless you recognize the sender's email address and know the content is safe!

Dear Visal Dom,
It’s time to submit your review materials for the following:

Process: Test_Schedule
Due Date: Thursday, April 22, 2027 11:59 PM PDT

SUBMIT REVIEW MATERIALS

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

https: i i issi 2826-f33a-4cb4-9829-bbd5138ef7e1/step/4d268f4f-9eal-46f0-843f-cd: 6350 ro-
cessld=c41aee88-d98b-447a-bc56-5¢: =2635018

3. You will see your WPAF. As a habit, please click the blue refresh button to refresh
your work if you update your WPAF that you have done on either your Profile or the
WPAF data entry report. To download and view what the reviewers will see, select
the red Adobe logo on the WPAF.

Faculty Submission Step - Due April 22nd, 2027 @ 11:59 PM CANCEL Actions v

Candidate: Visal Dom

Please refresh the report below and review it to ensure it is complete.

Once it is complete and ready for submission, click the blue "Action" button in the upper
right-hand corner. Select "Submit to Admin Hold" from the drop-down menu. Your file
will advance to the next step. You can find your review in your History under Tasks in the
Workflow menu.

Working Pdrsonnel Action File (WPAF)

D\ Labt Updated c
Segptember 14th, 2026 at 2:31 PM
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4. The WPAF should look like what is shown below.

CAL STATE I

Working Personnel Action File (WPAF)

Performance Review - Promotion to Professor
Visal Dom
(Him/His)

Department of Political Science
College of Natural & Social Sciences

Review Period: October 11, 2021 - October 05, 2026

5. You can find your case in two places on Watermark:
a. Select Home on the left panel and you will see the link to the file under TO
DO.

A
— Y= Tasks & To-Dos
Once items have been reviewed or completed, they will be moved to Complete.
TO DO COMPLETED
My Fiofile
@ Complete Your Test_Schedule Due Apr 22, 2027
A
b. Another place you can find your case is in Review. Select Review on the left
panel. Your case will be under Inbox.
E
Reviews
Reviews
¥ Inbox (2)

Faculty Submission Department of Political Science Me Aprl 22,2027 @ 11:59 PM September 14, 2026 @ 2:31 PM
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6. When you are ready to submit your WPAF, select Actions on the top right then select
Submit to Admin Hold.

& CANCEL Actions v

H Save Draft

~  Submit to Admin Hold

7. Select YES to confirm.

Are you sure you want to Submit to Admin
Hold?

NO YES

b

8. Once you submit your WPAF, your case can be found in two places:
a. Select Home on the left panel and the case is under COMPLETED in the

Home tab.
&)
S Y= Tasks & To-Dos
Once items have been reviewed or completed, they will be moved to Complete.
TO DO COMPLETED
o —
a
My Profile / ON.?,‘ Show rejected publications
@ Test_Schedule Completed Sep 24, 2026
V@\ L
CV Imports

b. Select Reviews in the left panel and it’s under History.

v History (3)

DUE DATE

Test_Schedule Admin Hold Me September 24, 2026 @ 11:59 PM

9. Ifyou need to revise your WPAF and it’s before the submission deadline, you can
recall your case and are able to revise it. This can be found in two places.
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a. Click onyourcase and on the top right select RECALL. Then select YES. The
case is now back in your step, and you can make revisions. Itis again under
TO DO or your Inbox. Please see STEP 5.

L H 4+ RECALL

You are able to recall any submission which is
on the step directly after yours. This option
moves the selected submission back to your
Inbox for revision and resubmission. Are you
ready to proceed?

NO

b. Another way to recall your case (before the closing deadline) is to select the
upside-down triangle on the far right of your case under History in the
Reviews. Select Recall. Then a box will appear and select RECALL. The case
is again available to be revised (until the closing deadline).

v History (3)

NAME CURRENT STEP ~ CANDIDATE DUEDATE ACTIONS

v

Download

You are able to recall any submission which is on the
step directly after yours. This option moves the
selected submission back to your Inbox for revision
and resubmission. Are you ready to proceed?
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