WORKFLOW GUIDE FOR ACTIVITY INSIGHT
Workflow is used to facilitate the annual review process for faculty in Activity Insight. This guide focuses
on the features available in the “Workflow” part of Activity Insight. The Workflow button will appear for
the first time when you have been assigned to a workflow. If it does not appear, you have not yet been
assigned to any workflows.

EMAIL NOTIFICATIONS:
When workflow is launched, email notifications are sent to individual faculty inviting them to login and
submit their materials. The email notifications generated from a workflow come from “Activity Insight
by Watermark". PLEASE ALERT YOUR FACULTY SO THEY DO NOT DELETE THE MESSAGES. If faculty delete
the message, they can still login to Activity Insight and navigate to the Workflow screen. From the email
invitation, when following the Open Now button, it will open to the Workflow page inside Activity
Insight.

OPENING A WORKFLOW:
From the email invitation, when following the Open Now button, it will open to the Workflow page
inside Activity Insight. To begin working on the workflow, click on the name of the workflow that
appears in the Inbox area. In this example, the name is “SBA Annual Review AY 2018-2019 test”. Real
workflows will have a meaningful name like “SBA Annual Review”.

Once inside Faculty Submission Step page, click and review the PDF titled Faculty Annual Report (see
screenshot below). This is a custom report generated from Activity Insight and populated with data from
various fields under the Activities section. If updates or edits are needed in your Annual Report, navigate
to Activities section and correct or revise the data under the appropriate topic (i.e., Publications,
Presentations, etc.). Once updates are completed and saved in your Activities screens, return to the
Workflow Task where you MUST REFRESH your Faculty Annual Report PDF in order for it to display the
new information.

ENTERING DATA FOR WORKFLOW:
Enter data into each box presented on the workflow form (see screenshot below). You can attach
supplemental documents on this page if required. The text boxes are smart text boxes so you can use
tables, bulleted and numbered lists, bold, italics, underline, hyperlinks, etc.

SAVING AND SUBMITTING A WORKFLOW:
Individuals may save and leave this page and come back to it later. Saving does not advance the
workflow. When done, be sure to SUBMIT it to the next step by clicking on Route button and choosing
the appropriate option in the top right of the screen:

After submitting, the screen will revert to the Workflow page where the workflow just submitted will
appear in the History area with the status indicated. Individuals can exit and re-enter the Workflow page
to check on the status of their workflow. Depending on how the workflow is built, individuals may have
the option to Recall or Download the form materials by choosing those Actions (on the right side of the
row). NOTE: Faculty should communicate with their Department Head in advance if they need to recall
their workflow for any changes. In case workflow is recalled by faculty, Department Head cannot
complete the review until faculty resubmits the document back to Department Head. When a workflow
has processed all the way through to the end, the Current Step will indicate “completed.”

THE NEXT STEP OF A WORKFLOW - (DEPARTMENT HEAD):
Meanwhile, the workflow submitted to the next step (i.e., Department Head) will appear in that
person’s Workflow Inbox and s/he will receive an email notification that the workflow is ready for
review.

Like the faculty member, the Department Head should open the workflow and complete the form as
instructed. They will see the materials uploaded or entered on the form from the previous step(s). They
will not be able to edit materials submitted in an earlier step, or extract those materials outside the
reader in Activity Insight; however, if they spot a mistake or missing materials, they will be able to
choose “Send Back” from the Route drop-down. Like the faculty member, the assignee to this step may
save the form and return later. When done, they should SUBMIT the form to the next step.

SENDING A WORKFLOW BACK A STEP:
There is an option under ROUTE to send the form back a step:

When “sending back”, there is an option to message the person with instructions. The send back feature
may be helpful in faculty reviews to correct a problem with their materials.

The “send back” email is delivered immediately and the individual is able to make the necessary
changes; s/he will need to SUBMIT once again.

DOWNLOAD RESULTS:
For those who are able to download workflow materials from the History area, there will be a dropdown Action button and a choice to “download.” This will download some metadata in addition to the
files you would expect to be there. In this example of a download, you can see folders called css and
fonts. The folders named “Files_” will contain the documents uploaded in that step of a workflow. This
may be a helpful feature to extract documents for record-keeping in personnel files.

