
CV Report - Data Entry Guide 
for Elements

Screenshot Instructions-Guidance for Academic Leaders and Staff



Please Note

1. If you enter data into information types that are not linked to the report, they will not appear on your printed CV.

2. The table of contents allows you to jump directly to the section you need, and you may use the “Find” function (Ctrl 

F) to quickly locate specific content by keyword.

3. Please remember to manually save any changes after each edit by clicking the "Save" button.

4. When adding information, be sure to expand the “Show all institution fields” section and any relevant “Additional 

Area” sections to ensure all required fields are filled.

5. Fields marked with * are mandatory fields.



Table of Content (In Your CV report)
 Hyperlinks to the relevant sections have been added for easy navigation.

A. Data Curriculum Vitae is Prepared (page 4)

B. Biographical Information (page 6)
- Education (page 16)

- Employment (page 27)

- Honours and Career Awards (page 33)

- Professional Affiliations and Activities (page 49)

C. Academic Profile (page 70)
- Research Statements (page 71)

- Teaching Introduction, Philosophy and Summary (page 71)

- Creative Professional Activities Statement (page 74)

D. Research Funding (page 78)
- Grants, Contracts and Clinical Trials (page 79)

- Salary Support and Other Funding (page 93)

E. Publications (page 98)
- Most Significant Publications (page 106)

- Peer-Reviewed Publications (page 109)

- Non-Peer Reviewed Publications (page 141)

- Submitted Publications (page 143)

- In Preparation (page 145)
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F.  Intellectual Property (page 147) (This section may not be included in some 

scholar's CV)
       - Patents

      - Copyrights
       - Licenses

       - Disclosure
       - Trademarks

G. Presentation and Special Lectures (page 156)
       - International (page 157)

       - National (page 189)
      - Provincial/Regional (page 190)

       - Local (page 191)

H. Teaching and Design (page 192)

    - Innovations and Development in Teaching and Education (page 193)

 I.  Research Supervision (page 198)

 - Primary or Co-supervision (page 199)

      - Other Supervision (page 207)

J.  Creative Professional Activities CPA Activity (MED) (page 213)
     - Professional Innovation and Creative Excellence (page 214)

     - Contributions to The Development of Professional Practices (page 219)
     - Exemplary Professional Practice (page 224)



A. Date Curriculum Vitae is Prepared



You can select the date range of your TFoM CV generation, while it only shows the date the 

CV is prepared in this area. The start date can be manually added in the printed report if 

applicable.

How to export your CV through Elements? (Page 229)

5



B. Biographical Information



Biographical Information
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Curation Steps
1. Click “Edit my Profile”

2. Click “Add Email Address” “Add Phone Number”  and keep scrolling down and Click “Add Address”

3. Add your information based on the text provided in your CV above

4. Click the “Save” button once you've finished editing
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How to Change the Institutional Email?

Unfortunately, you cannot change your 

institutional email here, as it is managed 
by the HRIS system. If it is incorrect, 
please contact your system administrator 

for assistance.

You may, however, add additional email 
addresses and adjust their privacy 
settings so that appears on 

DiscoverResearch if your profile is public.
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How to Upload Your Profile Picture?

1. Log in to Elements. The Elements Profile Homepage open.

2. Within the homepage, click "Edit My Profile" to proceed to the next step.



              
12

How to Upload Your Profile Picture?

1. Click "Upload A Photo." The Manager Profile Photo dialog box will open

2. Click the Drag File Here or Browse to Choose area.

3.    Select the picture file from your device

4.    Adjust the image size if necessary

5.    Click Save to update your profile picture
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How to Upload Your Profile Picture?

1. You can also remove the photo and replace it with a different photo of your choosing by clicking Manage Photo

2. Click the Remove Image button and repeat steps on the last page.
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B1. Education



Degrees

              
17

Curation Steps
1. Click “Edit my Profile”

2. Click “Add Degree”

3. Add your degree information based on the text provided in your CV above

4. Click the “Save” button once you've finished editing
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Dates can be selected using the calendar tool, 

which will include the day and month. To display 

only the year, manually enter the year in the date 

field.
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1. You can manually enter a Start date or End date like "1990," "June 1990," or "10 

June 1990" — the system will automatically recognize the format.

2. Alternatively, you can click the calendar icon to select the full date manually.

3. If you leave the End Date field blank, it will indicate that the degree is still in 

progress, and the report will display the date as "1990–Present."

4. This date entry rule applies to all fields where a date is required in the Elements 

system.

Or



Postgraduate, Research and Specialty Training
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Steps
1. Click “Edit my Profile”

2. Click “Add Training Item”

3. Add your training information based on the text provided in your CV above

4. Click the “Save” button once you've finished editing
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Qualifications, Certification and License
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Curation Steps
1. Click “Edit my Profile”

2. Click “Add Certification”

3. Add your certification information based on the text provided in your CV above

4. Click the “Save” button once you've finished editing
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B2. Employment



Current Appointments
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Curation Steps
1. Find "Professional Activities" module and Click “Add New”

2. Find and Click “Office Held”

3. Fill the remaining fields based on the data in your information, and don't forget to fill other items under Additional Information.

4. Elements will automatically distinguish whether the appointments are current or previous by algorithm

5. Click the “Save” button once you've finished editing
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Previous Appointments
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Curation Steps
1. Find "Professional Activities" module and Click “Add New”

2. Find and Click “Office Held”

3. Fill the remaining fields based on the data in your information, and don't forget to fill other items under Additional Information.

4. Elements will automatically distinguish whether the appointments are current or previous by algorithm

5. Click the “Save” button once you've finished editing



B3. Honours and Career Awards



Distinctions and Research Awards
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Curation Steps
1. Find "Professional Activities" module and Click “Add New”

2. Find and Click “Honour/Award/Distinction” 

3. Choose "Research or Innovation" for "Recognition for" 

4. Choose "International" or "National" or "Provincial/Regional" or "Local"  for "Geographic Scope" 

5. Choose "Awarded" or "Nominated" for "Nomination Status" 

6. Fill the remaining fields based on the data in your information, and don't forget to fill other items under Additional Information.

7. Click the “Save” button once you've finished editing
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Teaching Awards
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Curation Steps
1. Find "Professional Activities" module and Click “Add New”

2. Find and Click “Honour/Award/Distinction” 

3. Choose "Teaching and Education" for "Recognition for" 

4. Choose "International" or "National" or "Provincial/Regional" or "Local" for "Geographic Scope" 

5. Choose "Awarded" or "Nominated" for "Nomination Status" 

6. Fill the remaining fields based on the data in your information, and don't forget to fill other items under Additional Information.

7. Click the “Save” button once you've finished editing
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Student/Trainee Awards
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1. Only use "Student & Trainee" for awards won by your 

supervisees

- Choose "Student & Trainee" in the “Recognition for” field 

only if the award was won by a student, resident, or trainee 

while under your supervision.

- These awards will appear in the report under the “Trainee 

Awards” section.

2. Use other categories for awards you won during your 

own training

- For awards earned while you were a student or trainee 

yourself, do not select "Student & Trainee."

- Instead, choose a more appropriate option in the 

“Recognition for” field, such as:

• Research or Innovation

• Leadership or Service
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Curation Steps
1. Find "Professional Activities" module and Click “Add New”

2. Find and Click “Honour/Award/Distinction” 

3. Choose "Student/Trainee Awards" for "Recognition for" 

4. Choose "International" or "National" or "Provincial/Regional" or "Local" for "Geographic Scope" 

5. Choose "Awarded" or "Nominated" for "Nomination Status"

6. Fill the remaining fields based on the data in your information, and don't forget to fill other items under Additional Information.

7. Click the “Save” button once you've finished editing
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B4. Professional Affiliations And 
Activities



Professional Association
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Curation Steps
1. Find "Professional Activities" module and Click “Add New”

2. Find and Click “Membership” 

3. Fill the remaining fields based on the data in your information, and don't forget to fill other items under Additional Information.

4. Click the “Save” button once you've finished editing
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Administrative Activities
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Curation Steps
1. Find "Professional Activities" module and Click “Add New”

2. Find and Click “Committee Membership” 

3. Choose "International" or "National" or "Provincial/Regional" or "Local" for "Geographic Scope" under Additional Information 

4. Fill the remaining fields based on the data in your information, and don't forget to fill other items under Additional Information.

5. Click the “Save” button once you've finished editing
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Peer Review Activities
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Curation Steps
1. Find "Professional Activities" module and Click “Add New”

2. Find and Click “Editorial” if you are looking for "Associate or Section Editing/Editorial Boards"

3. Find and Click "Journal Review/Reference" if you are looking for "Journal Reviews"

4. Find and Click "Grant Application Assessment" if you are looking for "Grant Reviews"

5. Find and Click "Conference Review/Referee" if you are looking for "Presentation Reviews"

6. Fill the remaining fields based on the data in your information, and don't forget to fill other items under Additional Information.

7. Click the “Save” button once you've finished editing
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Other Research and Professional Activities
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Curation Steps
1. Find "Scholarly & Creative Works" module and Click “Add New”

2. Find and Click “Team Research Project” if you are looking for "Research Project"

3. Find and Click "Thesis/Dissertation" if you are looking for "Thesis Project"

4. Fill the remaining fields based on the data in your information, and don't forget to fill other items under Additional Information.

5. Click the “Save” button once you've finished editing
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Search for Work (Optional)

• Enter the  Title  or  DOI  of the work and click Search.

• If the work is found, you can click Claim it instead of adding it manually.

• If the work is not found, you can also click Skip to proceed with manual entry. You will be directed to a page titled "Tell us more".
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Tell Us More (Key Areas)

• Select the appropriate Privacy Settings (Private, Internal, Public) for the entry

• To add information in fields such as "Keywords" or "Contribution Organization", first enter the text in the input area below the field, then click the "+ ADD" button to confirm 
the entry.

• Fill the remaining fields based on the data in your information, and don't forget to fill other items under Additional Information

• Click Save to finalize the entry
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Link to funding (If the information is unavailable, then go back to your Homepage)

• After finishing "Tell Us More" section, then clicking Save, you will be directed to the "Link to funding" page

• Within this page, there is a list of possible funding that you can link to your "Scholarly & Creative Work." You have the option to filter by some 
fields or add your grant and contract number in the "Grant & Contract Number" field



C. Academic Profile



Research Statements & 
Teaching Introduction, Philosophy and Summary

Curation Steps
1. Find and Click "Edit My Profile" module

2. Find "Research Interests" and "Teaching Summary" under the "About" Section 

3. Copy and Paste your "Research Statements" in the "Research Interests" section, "Teaching Introduction, Philosophy and 

Summary" in the "Teaching Summary" section. 

4. Click the “Save” button once you've finished editing
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1. Click Save to finalize the entry
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Creative Professional Activities Statement

Curation Steps
1. Find and Click "Professional Activity" module

2. Find and Click "Introduction to CPA (MED)"

3. Fill the remaining fields based on the data in your information, and don't forget to fill other items under Additional Information.

4. Click the “Save” button once you've finished editing
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Add Introduction to CPA

• Select the appropriate Privacy Settings (Private, Internal, Public) for the entry

• Fill the remaining fields based on the data in your information

• Checking off the "Print in CPA" box will make the record print in the CPA report. (You can create multiple records, but only record with "Print in CPA" box is ticked-off will 
print in reports)

• Click "Save" to finalize the entry
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D. Research Funding



Grants, Contracts and Clinical Trials

1. Only Principal Investigators (PIs) receive 

automatic grant records

• The grant feed from the system will only generate 

automatic records for Principal Investigators 

(PIs) — that is, individuals who are the account 

holders for research funds.

• Collaborators and Co-Investigators (Co-Is) will 

not receive grant records automatically.

2. PIs can manually add collaborators and Co-Is

• A PI can open the grant record in Elements and 

create a relationship by adding collaborators or 

Co-Investigators.

• Once added, the collaborator/Co-I will be 

prompted to claim the record in their own profile.

3. Collaborators and Co-Is can also enter the 

record manually

• If the relationship has not been created by the PI, 

Co-Is or collaborators can still manually create a 

grant record in their own profile to ensure it is 

reflected in their CV.
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Why don't I see all my research grants in the 
Grantas & Contracts section?

• All grants administered at U of T via VPRI (RSO or IPO) will be regularly uploaded to Elements, and will display as 'Claimed' under 

the Grants & contracts module of the Principal Investigator.

• Grant administered at TAHSN partner hospitals are uploaded once a year. This typically takes place in the winter and covers up to 

March 31 of the previous year.  For example, data uploaded in the February 2025 covered grant data up until March 31, 2024.

• This results in a lag period for faculty that hold their grants at a hospital research institute. Manual entries are possible to bridge 

this gap until the system updates.

• Additionally, any funds held in trust accounts or funded through advancement at U of T will not appear in the grant feed, because 

these are not administered by VPRI. They can be added via manual entry.
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Curation Steps
1. Find "Grant & Contracts" module and Click “Add New”

2. Find and Click "Sponsored Research Agreement"

3. Fill the remaining fields based on the data in your information, and don't forget to fill other items under Additional Information.

4. Click the “Save” button once you've finished editing

Tips
1. If the grant is a "Peer-reviewed Grants" then check the box labeled "Peer Review Required by Sponsor." If it is not, leave the box 

unchecked.

2. If the grant is "Funded," please choose "Funded" for "Grant Status" under Additional Info; If the grant is "Awarded but Declined," 

please choose "Awarded but Declined" for "Grant Status" under Additional Info.
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Tips: The term 'Sponsored Research Agreement' refers to all research funded by a sponsor, including 

Tri-Agency funds and foundations, as well as industry funded projects.
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Peer-reviewed Grants/Non-Peer-reviewed Grants

1. Select the appropriate Privacy Settings (Private, Internal, Public) for the entry

2. If the grant is a "Peer-reviewed Grants," then check the box, if the grant is a "Non-Peer-reviewed Grants," leave the box 
unchecked

Tips: RIS refers to Research Information System and is 

a reference to the internal UofT grant system. When creating a 

manual entry for a hospital held grant, or funds held in a trust 

account, please leave these fields blank. 84



Grant Status

1. Expand on 11 additional fields and Find "Grant Status"

2. If the grant is "Funded" please choose "Funded" for "Grant Status" if the grant is "Awarded but Declined" please choose "Awarded but 
Declined" for "Grant Status"
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Grant Status (Problems you may encounter when printing your TFoM CV)

When printing your TFoM CV, you may notice that the "Research Funding" section is missing or incomplete.

This is due to incomplete data captured by the Elements system during the harvesting process.

To fix it, manually edit each "Sponsored Reseach Agreement" by updating its "Start Date", "End Date", and "Grant Status". This ensures 
your funding history appears correctly in the CV, between "Professional Affiliations and Activities" and "Publications" section.
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Grant Status (Problems you may encounter when printing your TFoM CV)

1. Click the claimed "Sponsored Research Agreement" records, if any are still in your pending queue.
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Grant Status (Problems you may encounter when printing your TFoM CV)

2. Click the title of your "Sponsored Research Agreement" record
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Grant Status (Problems you may encounter when printing your TFoM CV)

3. Click the “Plus” button at the lower right corner
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Grant Status (Problems you may encounter when printing your TFoM CV)

4. You will see this page, please first manually update the "Start Date" and "End Date" fields. Then, expand the additional 

information section and update the "Grant Status" field as well.
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Grant Status (Problems you may encounter when printing your TFoM CV)

5. You are welcome to update other fields if you'd like. Be sure to click the "Save" button after making any changes, then 

the updated record should appear in your TFoM CV now.
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Grant Status (Problems you may encounter when printing your TFoM CV)

Before After

6. Once updated, the Research Funding section should appear in the report
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Salary Support and Other Funding

93
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Curation Steps
1. Find "Grant & Contracts" module and Click “Add New”

2. Find and Click "Salary Support and Other Funding (MED)"

3. Fill the remaining fields based on the data in your information.

4. Some fields such as "Funding Source" "Other Funding" and "Student Name" require you to enter the information below the field 

and the click "+ADD" instead of typing the information beside the field.

5. Click the “Save” button once you've finished editing
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Personal Salary Support/Trainee Salary Support

• Select the appropriate Privacy Settings (Private, Internal, Public) for the entry

• Define the Funding type based on your funding detail and choose from "Personal Salary Support" and "Trainee Salary Support"
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E. Publications



How to Claim your Pending Records

• One of the key features of Elements is its ability to automatically harvest your publications from databases such as Scopus, 

Web of Science, and PubMed using a name-based search.

• As a result, you may notice new items appear in the pending queue under "Scholarly & Creative Works" on your homepage 

from time to time. For first-time users, this queue might contain a large number of records.

• This is expected — and don't worry, you won’t need to go through each publication one by one. Elements makes it easy to 
quickly claim the publications that are yours and reject any that were incorrectly matched (which can happen for users with 
common names).

• To improve the accuracy of your publication matches, we recommend reviewing and updating the name variants and 

institutional affiliations associated with your profile. You can do this under:
 My Profile → Settings → Name-based search from the main menu.

• For more details, please check out the Claiming Scholarly & Creative Works and Managing your pending queue in our 
community site: https://utoronto.sharepoint.com/sites/vpri-DiscoverResearch.

99

https://utoronto.sharepoint.com/sites/vpri-DiscoverResearch
https://utoronto.sharepoint.com/sites/vpri-DiscoverResearch
https://utoronto.sharepoint.com/sites/vpri-DiscoverResearch


How to Claim your Pending Records

• Log into Elements and navigate to your "pending" queue under "Scholarly & Creative Works," or you may also directly click 

"Claim Now" button

or
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How to Claim your Pending Records

• If this is your first time reviewing your profile, you may see suggested research identifiers to claim. We recommend reviewing 

and confirming (or rejecting) these identifiers first, as doing so will allow you to manage all associated publications in bulk — 
saving you a significant amount of time.
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How to Claim your Pending Records
• To review a suggested research identifier, simply click on the hyperlinked ID number — this will take you to the corresponding source page (e.g., Scopus, 

Dimensions, ORCID, etc.).

• If the ID is yours, click YES and set your Identifier Preferences for future items:

  Auto claim associated items (recommended) – This default option allows Elements to automatically add new publications linked to this ID, reducing the need for 

manual review.

  Auto suggest – Choose this option if you'd prefer to review each new publication before it’s added to your profile.

• You can update your preferences at any time in your settings.

Etc...
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How to Claim your Pending Records
• If the ID does not belong to you, click NO and set your Identifier Preferences for future items:

  We strongly recommend keeping the default setting: Auto reject associated items.

  If prompted, also select “Reject X scholarly & creative works that you previously claimed…” to remove any mistakenly claimed publications from your pending 
queue.

• Once you've finished reviewing all suggested identifiers, refresh your pending queue by returning to your Elements homepage. You should now see a much 

smaller number of pending items.

Etc...
103



How to Claim your Pending Records

• You can claim or reject the remaining publications 

individually, or select multiple entries using the 

checkboxes to the left of each title and take action in 

bulk.

• Once your research identifiers have been reviewed, 

the need to manually review individual publications 

should be minimal.
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How to Claim Scholarly Work that was Reject by 
Accident
If you accidentally rejected a publication that actually belongs to you — don’t worry, it happens! Here’s how you can retrieve it:

1. Navigate to your Rejected Works section, locate the publication, and click Claim to restore it.

2.  To recover multiple items at once, select the checkboxes next to each title and click Claim at the top of the list.

3.   If you need to re-claim all works associated with a particular research identifier, go to:
 My Profile → Settings → Automatic Claiming and adjust the preferences for that ID.
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Most Significant Publications

1. The "Most Significant Publications" is a checkbox option located under the "Additional Information" section. It is available 

only within the "Scholarly & Creative Works" module.

2. Some information types use the label "Most Significant Publications", while others use "Most Significant Contributions" — 

both refer to the same concept.
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Most Significant Contributions for Information 
Types that extract into the report

The cyan circle highlights the information 

types that include the "Most Significant 
Contributions" checkbox under the 
Additional Information section. Also, these 

info types will be extracted into the TFoM CV 
report.

The red circle highlights the information types 
that include the "Most Significant 

Contributions" checkbox under the 
Additional Information section as 

well. However, these info types will not be 
extracted into the TFoM CV report.

107



Most Significant Publications for Information 
Types that extract into the report

The black circle highlights the information 

types that include the "Most Significant 
Publications" checkbox under the 
Additional Information section. Also, these 

info types will be extracted into the TFoM CV 
report.

The red circle highlights the information types 
that include the "Most Significant 

Publications" checkbox under the 
Additional Information section as 

well. However, these info types will not be 
extracted into the TFoM CV report.
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Peer-reviewed Publications - Journal Articles
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Curation Steps
1. Find "Scholarly & Creative Works" module and Click “Add New”

2. Find and Click "Journal Article"

3. Specify the Sub type of your “Journal Article” by editing the first entry "Sub Type" 

4. Fill the remaining fields based on the data in your information, and don't forget to fill other items under Additional Information.

5. Click the “Save” button once you've finished editing
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Search for Work (Optional)

• Enter the  Title  or  DOI  of the work and click Search.

• If the work is found, you can click Claim it instead of adding it manually.

• If the work is not found, you can also click Skip to proceed with manual entry. You will be directed to a page titled "Tell us more".
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Tell Us More (Key Areas)

• Select the appropriate Privacy Settings (Private, Internal, Public) for the entry

• Fill the remaining fields based on the data in your information, and don't forget to fill other items under Additional Information

• To add information in fields such as "Keywords" or "Address", first enter the text in the input area below the field, then click the "+ ADD" button to confirm the entry.

• Click Save to finalize the entry
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Tell Us More (Key Areas)

Please choose the Sub types based on the type of 

"Journal Article".
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Link to funding (If the information is unavailable, then go back to your Homepage)

• After finishing "Tell Us More" section, then clicking Save, you will be directed to the "Link to funding" page

• Within this page, there is a list of possible funding that you can link to your "Scholarly & Creative Work." You have the option to filter by some 
fields or add your grant and contract number in the "Grant & Contract Number" field



Peer-reviewed Publications – Books & Books Edit
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Curation Steps
1. Find "Scholarly & Creative Works" module and Click “Add New”

2. Find and Click "Book" if the publications belongs to "Books & Books Edit"

3. Fill the remaining fields based on the data in your information, and don't forget to fill other items under Additional Information.

4. Click the “Save” button once you've finished editing
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Search for Work (Optional)

• Enter the  Title  or  DOI  of the work and click Search.

• If the work is found, you can click Claim it instead of adding it manually.

• If the work is not found, you can also click Skip to proceed with manual entry. You will be directed to a page titled "Tell us more".
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Tell Us More (Key Areas)

• Select the appropriate Privacy Settings (Private, Internal, Public) for the entry

• Fill the remaining fields based on the data in your information, and don't forget to fill other items under Additional Information

• To add information in fields such as "Keywords" or "Address", first enter the text in the input area below the field, then click the "+ ADD" button to confirm the entry.

• Click Save to finalize the entry
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Link to funding (If the information is unavailable, then go back to your Homepage)

• After finishing "Tell Us More" section, then clicking Save, you will be directed to the "Link to funding" page

• Within this page, there is a list of possible funding that you can link to your "Scholarly & Creative Work." You have the option to filter by some 
fields or add your grant and contract number in the "Grant & Contract Number" field



Peer-reviewed Publications – Book Chapters
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Curation Steps
1. Find "Scholarly & Creative Works" module and Click “Add New”

2. Find and Click "Chapter" if the publications belongs to "Book Chapters"

3. Fill the remaining fields based on the data in your information, and don't forget to fill other items under Additional Information.

4. Click the “Save” button once you've finished editing
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Search for Work (Optional)

• Enter the  Title  or  DOI  of the work and click Search.

• If the work is found, you can click Claim it instead of adding it manually.

• If the work is not found, you can also click Skip to proceed with manual entry. You will be directed to a page titled "Tell us more".
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Tell Us More (Key Areas)

• Select the appropriate Privacy Settings (Private, Internal, Public) for the entry

• Fill the remaining fields based on the data in your information, and don't forget to fill other items under Additional Information

• To add information in fields such as "Keywords" or "Address", first enter the text in the input area below the field, then click the "+ ADD" button to confirm the entry.

• Click Save to finalize the entry
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Link to funding (If the information is unavailable, then go back to your Homepage)

• After finishing "Tell Us More" section, then clicking Save, you will be directed to the "Link to funding" page

• Within this page, there is a list of possible funding that you can link to your "Scholarly & Creative Work." You have the option to filter by some 
fields or add your grant and contract number in the "Grant & Contract Number" field



Peer-reviewed Publications – Monographs
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Curation Steps
1. Find "Scholarly & Creative Works" module and Click “Add New”

2. Find and Click "Monograph" if the publications belongs to "Monographs"

3. Fill the remaining fields based on the data in your information, and don't forget to fill other items under Additional Information.

4. Click the “Save” button once you've finished editing
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Search for Work (Optional)

• Enter the  Title  or  DOI  of the work and click Search.

• If the work is found, you can click Claim it instead of adding it manually.

• If the work is not found, you can also click Skip to proceed with manual entry. You will be directed to a page titled "Tell us more".
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Tell Us More (Key Areas)

• Select the appropriate Privacy Settings (Private, Internal, Public) for the entry

• Fill the remaining fields based on the data in your information, and don't forget to fill other items under Additional Information

• To add information in fields such as "Keywords" or "Address", first enter the text in the input area below the field, then click the "+ ADD" button to confirm the entry.

• Click Save to finalize the entry
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Link to funding (If the information is unavailable, then go back to your Homepage)

• After finishing "Tell Us More" section, then clicking Save, you will be directed to the "Link to funding" page

• Within this page, there is a list of possible funding that you can link to your "Scholarly & Creative Work." You have the option to filter by some 
fields or add your grant and contract number in the "Grant & Contract Number" field



Peer-reviewed Publications – Other Publications
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Curation Steps
1. Find "Scholarly & Creative Works" module and Click “Add New”

2. Find and Click "Other Publication" if the publications belongs to "Other Publications"

3. Fill the remaining fields based on the data in your information, and don't forget to fill other items under Additional Information.

4. Click the “Save” button once you've finished editing
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Search for Work (Optional)

• Enter the  Title  or  DOI  of the work and click Search.

• If the work is found, you can click Claim it instead of adding it manually.

• If the work is not found, you can also click Skip to proceed with manual entry. You will be directed to a page titled "Tell us more".
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Tell Us More (Key Areas)

• Select the appropriate Privacy Settings (Private, Internal, Public) for the entry

• Fill the remaining fields based on the data in your information, and don't forget to fill other items under Additional Information

• To add information in fields such as "Keywords" or "Address", first enter the text in the input area below the field, then click the "+ ADD" button to confirm the entry.

• Click Save to finalize the entry
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Link to funding (If the information is unavailable, then go back to your Homepage)

• After finishing "Tell Us More" section, then clicking Save, you will be directed to the "Link to funding" page

• Within this page, there is a list of possible funding that you can link to your "Scholarly & Creative Work." You have the option to filter by some 
fields or add your grant and contract number in the "Grant & Contract Number" field



Non-Peer Reviewed Publications
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1. The instructions are the same 
as for "Peer-Reviewed 
Publications" section (page 
109) but for the "Non-Peer-
Reviewed Publications", you 
will need to check the "Non-
refereed item" box.

2. Please note that not all info 
types have a "Non-refereed 
item" checkbox. Where 
available, it can be found under 
Essential Info, not Additional 
Info.



Non-Peer Reviewed Publications
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1. you will need to check the "Non-
refereed item" box for any 

"Non-Peer Reviewed 
Publications".

Examples



Submitted Publications
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1. The instructions are the same as 
for "Peer-Reviewed 

Publications" but for the 
"Submitted Publications", you 

will need to choose "Status" 
entry to  "Submitted" box.

2. Please note that the “Status” 
entry may appear under either 

the "Essential Info" or 
"Additional Info" section, 
depending on the info type. Be 

sure to check both locations 
carefully.



Submitted Publications
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"Status" entry under the "Essential Info" "Status" entry under the "Additional Info" 



In Preparation
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1. The instructions are the same as 
for "Peer-Reviewed 

Publications" section (page 
109) but for the "Submitted 

Publications", you will need to 
choose "Status" entry to "In 
Preparation" box.

2. Please note that the “Status” 

entry may appear under either 
the "Essential Info" or 
"Additional Info" section, 

depending on the info type. Be 
sure to check both locations 

carefully.



In Preparation
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"Status" entry under the "Essential Info" "Status" entry under the "Additional Info" 



F. Intellectual Property



Patents/Copyrights/License/Disclosure/Trademarks
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Curation Steps
1. Find "Scholarly & Creative Works" module and Click “Add New”

2. Find and Click "Commercialization"

3. Specify the type of your “Commercialization” by clicking the additional field and choosing the option from the first entry "Type" 

4. Fill the remaining fields based on the data in your information, and don't forget to fill other items under Additional Information.

5. Click the “Save” button once you've finished editing
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Search for Work (Optional)

• Enter the  Title  or  DOI  of the work and click Search.

• If the work is found, you can click Claim it instead of adding it manually.

• If the work is not found, you can also click Skip to proceed with manual entry. You will be directed to a page titled "Tell us more".
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Tell Us More (Key Areas)

• Select the appropriate Privacy Settings (Private, Internal, Public) for the entry

• Fill the remaining fields based on the data in your information, and don't forget to fill other items under Additional Information

• To add information in fields such as "Keywords" or "Address", first enter the text in the input area below the field, then click the "+ ADD" button to confirm the entry.

• Click Save to finalize the entry
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• All commercialization types are listed here for 

selection.

• All commercialization IDs are entered here (Patent ID, 

Copyright ID, License ID, Disclosures ID, and Trademarks 
ID)
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Link to funding (If the information is unavailable, then go back to your Homepage)

• After finishing "Tell Us More" section, then clicking Save, you will be directed to the "Link to funding" page

• Within this page, there is a list of possible funding that you can link to your "Scholarly & Creative Work." You have the option to filter by some 
fields or add your grant and contract number in the "Grant & Contract Number" field



G. Presentation and Special Lectures



International- Invited Lectures and Presentation
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Curation Steps
1. Find "Scholarly & Creative Works" module and Click “Add New”

2. Find and Click "Presentation/Lectures"

3. Please choose "International" for the entry "Geographic Scope"

4. Choose "Invited Lecture/Presentation" as "Presentation Type" in Additional Info. (However, if "Presentation type = "Grand 

Rounds" and "Continuing Education" must be chosen as "Primary Audience")

5. Fill the remaining fields based on the data in your information, and don't forget to fill other items under Additional Information.

6. Click the “Save” button once you've finished editing
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Search for Work (Optional)

• Enter the  Title  or  DOI  of the work and click Search.

• If the work is found, you can click Claim it instead of adding it manually.

• If the work is not found, you can also click Skip to proceed with manual entry. You will be directed to a page titled "Tell us more".

              
160



              
161

Tell Us More (Key Areas)

• Select the appropriate Privacy Settings (Private, Internal, Public) for the entry

• Fill the remaining fields based on the data in your information, and don't forget to fill other items under Additional Information

• To add information in fields such as "Keywords" or "Address", first enter the text in the input area below the field, then click the "+ ADD" button to confirm the entry.

• Click Save to finalize the entry
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Tell Us More (Key Areas)

• Please choose "International" for the entry 

"Geographic Scope"

• Choose "Invited Lecture/Presentation" as 

"Presentation Type" in Additional Information



              
163

Tell Us More (Key Areas)

• If presentation type = "Grand Rounds", "Continuing Education" must be chosen as "Primary Audience"
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Link to funding (If the information is unavailable, then go back to your Homepage)

• After finishing "Tell Us More" section, then clicking Save, you will be directed to the "Link to funding" page

• Within this page, there is a list of possible funding that you can link to your "Scholarly & Creative Work". You have the option to filter by some 
fields or add your grant and contract number in the "Grant & Contract Number" field



International- Presented Abstracts
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Curation Steps
1. Find "Scholarly & Creative Works" module and Click “Add New”

2. Find and Click "Conference" or "Poster" It depends on which

3. Please choose "International" for the entry "Geographic Scope"

4. Fill the remaining fields based on the data in your information, and don't forget to fill other items under Additional Information.

5. Click the “Save” button once you've finished editing



Presented Abstracts – Conference (Problems you may encounter when printing 
your TFoM CV)

When printing your TFoM CV, you may notice an additional section titled "4. No Geographical Scope – Presented Abstracts"

under "Presentations and Special Lectures." The date of all listed records here shows Present, and you may also find that 

some records are missing.

This is due to incomplete data captured by the Elements system during the harvesting process.

To ensure these records appear correctly under the "Presentations and Special Lectures" section of your CV, you will need to

manually edit some “Conference” records by updating the "Start Date", "End Date", and "Geographical Scope". This step is

essential to ensure your Abstracts are accurately reflected in your CV report.
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Presented Abstracts – Conference (Problems you may encounter when printing 
your TFoM CV)

1. Date should be displayed in this section, 

and each record should be categorized 

according to its geographical scope, such as 

"International," "National," "Local," and 

"Provincial/Regional"
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Presented Abstracts – Conference (Problems you may encounter when printing 
your TFoM CV)

1. Click the claimed "Conference" records, if any are still in your pending queue
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Presented Abstracts – Conference (Problems you may encounter when printing 
your TFoM CV)

2.  Click the title of your "Conference" record
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Presented Abstracts – Conference (Problems you may encounter when printing 
your TFoM CV)

3.  Click the "Plus" button at the lower right corner
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Presented Abstracts – Conference (Problems you may encounter when printing 
your TFoM CV)

4. You will see this page, please first manually update the "Start Date" and "End Date" fields. Then, expand the additional 

information section and update the "Geographical Scope" field as well.
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Presented Abstracts – Conference (Problems you may encounter when printing 
your TFoM CV)

5. You are welcome to update other fields if you'd like. Be sure to click the "Save" button after making any changes,then 

the updated record should appear in your TFoM CV now.
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Presented Abstracts – Conference (Problems you may encounter when printing 
your TFoM CV)

6. Once updated, the Abstract should display the correct date and under the appropriate Geographical Scope.

Before

After
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OR

Choose



Search for Work (Optional)

• Enter the  Title  or  DOI  of the work and click Search.

• If the work is found, you can click Claim it instead of adding it manually.

• If the work is not found, you can also click Skip to proceed with manual entry. You will be directed to a page titled "Tell us more".
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Tell Us More (Key Areas)

• Select the appropriate Privacy Settings (Private, Internal, Public) for the entry

• Fill the remaining fields based on the data in your information, and don't forget to fill other items under Additional Information

To add information in fields such as "Keywords" or "Address", first enter the text in the input area below the field, then click the "+ ADD" button to confirm the entry.

• Click Save to finalize the entry
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Link to funding (If the information is unavailable, then go back to your Homepage)

• After finishing "Tell Us More" section, then clicking Save, you will be directed to the "Link to funding" page

• Within this page, there is a list of possible funding that you can link to your "Scholarly & Creative Work." You have the option to filter by some 
fields or add your grant and contract number in the "Grant & Contract Number" field



International- Presented and Published Abstract
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Curation Steps
1. Find "Scholarly & Creative Works" module and Click “Add New”

2. Find and Click "Conference" or "Poster" 

3. Please choose "International" for the entry "Geographic Scope"

4. To differentiate from “International-Presented Abstracts,” you may enter publication information under the “Additional Info” section.

5. Fill the remaining fields based on the data in your information, and don't forget to fill other items under Additional Information.

6. Click the “Save” button once you've finished editing
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OR

Choose



Search for Work (Optional)

• Enter the  Title  or  DOI  of the work and click Search.

• If the work is found, you can click Claim it instead of adding it manually.

• If the work is not found, you can also click Skip to proceed with manual entry. You will be directed to a page titled "Tell us more".
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Tell Us More (Key Areas)

• Select the appropriate Privacy Settings (Private, Internal, Public) for the entry

• Fill the remaining fields based on the data in your information, and don't forget to fill other items under Additional Information

• To add information in fields such as "Keywords" or "Address", first enter the text in the input area below the field, then click the "+ ADD" button to confirm the entry.

• Click Save to finalize the entry
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Tell Us More (Key Areas)

• To differentiate from "International-Presented Abstracts," you may enter publication information under the "Additional 
Information" section
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Link to funding (If the information is unavailable, then go back to your Homepage)

• After finishing "Tell Us More" section, then clicking Save, you will be directed to the "Link to funding" page

• Within this page, there is a list of possible funding that you can link to your "Scholarly & Creative Work." You have the option to filter by some 
fields or add your grant and contract number in the "Grant & Contract Number" field



International- Media Appearances
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Curation Steps
1. Find "Scholarly & Creative Works" module and Click “Add New”

2. Find and Click "Media Relation"

3. Please choose "International" for the entry "Geographic Scope"

4. Fill the remaining fields based on the data in your information, and don't forget to fill other items under Additional Information.

5. Click the “Save” button once you've finished editing
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National 
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1. The instructions are the 

same as for "International" 
but for "National" you will 
need to choose "National" 

for "Geographic Scope"



Provincial/Regional
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1. The instructions are the same 

as for "International" but for 
"Provincial/Regional" you will 
need to choose 

"Provincial/Regional" for 
"Geographic Scope"



Local
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1. The instructions are the 

same as for "International" 
but for "Local" you will need 
to choose "Local" for 

"Geographic Scope"



H. Teaching and Design



Innovations and Development in Teaching and 
Education
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Curation Steps
1. Find "Teaching & Supervision" module and Click “Add New”

2. Find and Click "Course Developed"

3. Fill the remaining fields based on the data in your information, and don't forget to fill other items under Additional Information.

4. Click the “Save” button once you've finished editing
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Step 1: Find "Teaching & Supervision" and Click "Add New"
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Step 2: Find and Click "Course Developed"
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Step 3: Fill the remaining fields based on the data in your CV 
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Step 3: Fill the remaining fields based on the data in your CV 



I. Research Supervision



Primary or Co-Supervision
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Curation Steps
1. Find "Teaching & Supervision" module and Click “Add New”

2. Find and Click "Research-based Degree Supervision"

3. For Primary or Co-Supervision, you need to choose "Supervisor" or "Co-Supervisor" from the entry "UofT Supervisory Role"

4. You need to change the types of "Primary Audience" based on your CV (Will explain more in the next few pages)

5. Fill the remaining fields based on the data in your information, and don't forget to fill other items under Additional Information.

6. Click the “Save” button once you've finished editing
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Step 1: Find "Teaching & Supervision" and Click "Add New"
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Step 2: Find and Click "Research-based Degree Supervision"
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Step 3: For "Primary or Co-Supervision," you need to choose "Supervisor" or "Co-Supervisor" for the entry 

"UofT Supervisory Role"
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Step 4: In the Additional Fields, you need to specify the "Primary Audience" followed by your CV content.
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Step 5: Fill the remaining fields based on your information, and don't forget to fill the additional fields.
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Step 5: Fill the remaining fields based on your information, and don't forget to fill the additional fields.

1 2 4 5 6

7 8
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12 13
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Other Supervision
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Curation Steps
1. Find "Teaching & Supervision" module and Click “Add New”

2. Find and Click "Research-based Degree Supervision"

3. For Other Supervision, you need to choose "Committee Member" or "Null" from the entry "UofT Supervisory Role"

4. You need to change the types of "Primary Audience" based on your CV (Will explain more in the next few pages)

5. Fill the remaining fields based on the data in your information, and don't forget to fill other items under Additional Information.

6. Click the “Save” button once you've finished editing
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Step 1: Find "Teaching & Supervision" and Click "Add New"
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Step 2: Find and Click "Research-based Degree Supervision"
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Step 3: For "Other Supervision," you need to choose "None" or "Committee Member" for the entry UofT 

Supervisory Role
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Step 4: In the Additional Information Fields, you need to specify the "Primary Audience" followed by your CV content.

Step 5: Fill the remaining fields based on the data in your information, and don't forget to fill the additional fields section at the bottom.



J. Creative Professional Activities CPA 
Activity (MED)



Professional Innovation and Creative Excellence
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Curation Steps
1. Find "Professional Activities" module and Click “Add New”

2. Find and Click "CPA Activity (MED)"

3. Specify your "CPA Category" with the option "Professional Innovation and Creative Excellence"

4. Fill the remaining fields based on the data in your information.

5. Click the “Save” button once you've finished editing
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Step 1: Find "Professional Activities" and Click "Add New"
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Step 2: Find and Click "CPA 

Activity (MED)"
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Step 3: Choose "Professional Innovation and Creative Excellence" for "CPA Category"
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Step 4: Fill the remaining fields based on the data in your CV 



Contribution to The Development of 
Professional Practices
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Curation Steps
1. Find "Professional Activities" module and Click “Add New”

2. Find and Click "CPA Activity (MED)"

3. Specify your "CPA Category" with the option "Contribution to the Development of Professional Practices"

4. Fill the remaining fields based on the data in your information.

5. Click the “Save” button once you've finished editing
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Step 1: Find "Professional Activities" and Click "Add New"
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Step 2: Find and Click "CPA 

Activity (MED)"
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Step 3: Choose "Contributions to the Development of Professional Practices" for "CPA Category"
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Step 4: Fill the remaining fields based on the data in your CV 



Exemplary Professional Practice
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Curation Steps
1. Find "Professional Activities" module and Click “Add New”

2. Find and Click "CPA Activity (MED)"

3. Specify your "CPA Category" with the option "Exemplary Professional Practice"

4. Fill the remaining fields based on the data in your information.

5. Click the “Save” button once you've finished editing
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Step 1: Find "Professional Activities" and Click "Add New"
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Step 2: Find and Click "CPA 

Activity (MED)"
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Step 3: Choose "Exemplary Professional Practice" for "CPA Category"
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Step 4: Fill the remaining fields based on the data in your CV 
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How to export your CV through Elements?

1. Log in to Elements. The Elements Profile Homepage opens.

2. Within the homepage, click "Edit My Profile" to export the CV

3. For Instructions on how to access and update a researcher's profile as a delegate, please refer to the "Accessing a 

Researcher's Profile as a Delegate" page. (Page 233)

233. Slide 233#http://500,233,Slide 233
233. Slide 233#http://500,233,Slide 233
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How to export your CV through Elements?

1. In the top-right corner of the "Edit Mode" page, click "CV And Reports"
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How to export your CV through Elements?

1. A "CV and Reports" dialog box will open which will prompt you to select a report type

2. Choose the desired CV type in the "Select Report" dialog box 
    - For example, the TFoM CV corresponds to the WebCV version.

3.  Then click "Next" to proceed. You will be 

prompted to a dialog box titled "Run Report"
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How to export your CV through Elements?

1. (Optional) If you want to export data from a specific time, enter the Start Date and End Date under the Dates section. If you 

leave all date fields blank, the system will include all records up to the present in the report.

2. Choose the output format under the Format Section (We recommend selecting Word Doc for best results.)

3.  Then click "RUN" to proceed. The report will be downloaded in your computer.
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How to Access a Researcher's Profile as a Delegate

1. Log in to Elements. The Elements Profile Homepage opens.

2. Within the homepage, click "Impersonate" at the top of the screen. You will be directed to the Impersonate 
another user page

3. Before impersonating a user, the profile holder must first “Assign a Delegate for an Elements Profile.” (Page 

235) This gives the permission to access and edit their profile as a delegate.
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How to Access a Researcher's Profile as a Delegate

1. In the Impersonate another user page, search for the researcher by their last name. Once you have found their 

name, click their name to go to their homepage.
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How to Assign a Delegate for an Elements Profile

1. Log in to Elements. The Elements Profile Homepage open.

2. Within the homepage, click "Edit My Profile" to proceed the next step.
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How to Assign a Delegate for an Elements Profile

1. Click "Account Settings Page"

2. (Tips) The majority of the content on this "Edit Mode" page allows you to manually update information that is not 
maintained through the HR system.
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How to Assign a Delegate for an Elements Profile

1. In the "Delegate" section, click the Search box

2. Enter the last name, comma, then first name of the person you want to grant editing access.

3. If the delegate's name does not appear, email the support team at discover.research@utorotno.ca to request 
access

4. Confirm the delegate addition and click "Update Delegates".



Happy Curation :)
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