
Adding items into Watermark 

 
1) Use the ‘My Profile’ icon to open the list of activities 

 

 
 

 

 

 

 

 

 

 

 

 



2) Click the blue link of activity that information is being added to (for example, 

the ARD narrative). 

 

 
 

 

 

 

 

 

 

 

 

 

 



3) Click the ‘Add New’ box to create a new entry (for example a 2025 ARD entry 

or a 2026 FPA entry). 

 

 
 

 

 

4) Enter the data into the ‘Add Activity’ page and click Save. 

 

 
 

 

 

 

 

 

 

 

 



5) To edit an existing entry, click the item to be edited. 

 

 
6) Add new information or edit the information already added and click Save 

 

 
 

 



** If using Add Activity button to enter items into Watermark ** 

 

 

 
 

 

 

** Using the ‘Add Activity’ button creates a new record each time it is used.   

 

** There is no editing capabilities for records already created. 

 

** Watermark will not combine multiple records into one narrative.  The system 

will only add the most recent entry into the ARD and/or FPA narrative. 

 

** The ‘extra’ or ‘duplicate’ records will need to be deleted. 

 

 

 

 

 

 

 

 

 



To delete extra (duplicate) versions, click the check boxes next to the records to be 

deleted and click the red DELETE button. 

 

 
 




