
 
 

 

 
 

 
 
 

 
 
 
 

 
Login to Watermark Faculty Success and go to your Workflow Tasks. 
 

 
 
 
 
 
 

 
 
 
 
 
 
 

 
 
Select the Process Name for the Candidate you are reviewing. 
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Select an external reviewer from the Aggregated External Reviewers. 
 

 
 
Remember, you can choose to skip, approve, or ignore persons on this list.  
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All correspondences 
during this process 
must be done 
through your oHicial 
KSU email account. 
 
External reviewer 
feedback on faculty 
must be submitted 
via the URL provided 
in Step 5. 
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Once you have approved a reviewer, that person’s name will be added to 
the list of External Reviewer Responses found beneath the aggregated list. 
To begin the process of inviting the external reviewer to participate, select 
Open Details. 
 

 
 

 
 
 
 
 
 
 
 
 
 

 

 
Here will be listed the contact information for the reviewer. Begin by 
selecting Generate URL. This will create a unique link that will be how the 
reviewer provides feedback.  
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You can use the system to assist in creating an email using the mailto 
settings you have configured in your browser.  
 

 
 
Alternatively, you can copy the external reviewer email and the unique URL 
into your preferred mail client 
 
This email must come from an oHicial KSU email address. 
 
 

 
 
 
 
 
 
 

 
You can track the number of responses received from the External 
Reviewer Responses area. 
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Once you have sent out your external review letter(s), be sure to Save Draft. 
 

 
 
 
 
You may advance the portfolio once all responses have been received. 
 
 
 
 
 
The portfolio must advance to the candidate by August 1. Letters can be 
received in the system until that time.  
 
“If fewer than the number of letters requested by the chair are received, 
the chair will so note in the portfolio and the review will proceed.” 

                                      —  KSU Faculty Handbook, Section 3.12.B.3  
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For assistance with this and other issues related to faculty review, please contact FacultyActivityData@kennesaw.edu. 
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