
Elements TFoM Annual Activity Report - 
A Data Entry Guide

Screenshot Instructions - Guidance for Academic Leaders and Staff



Please Note
1. This report is for submitting reports of annual activities. The report includes most records that print on the 

Curriculum Vitae (CV) as well as the records included on the Teaching and Education Report (TER) in order to 

display a complete account of your activity during the reporting period specified, which is normally July to June. 

University Departments often request this report from faculty members on a specified date every year.

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

3. When adding information, be sure to review all fields under Essential Information as well as the 

“Contribution” section. 

4. Fields marked with * are mandatory fields, and it is important to select the appropriate options from the 

dropdown menu

5. When generating the Activity Report, if one of the date parameters is empty, the program will set the 

reporting period to the last academic year (June-July). (How to export the Activity Report?)



Table of Content (in your Annual Activity Report)
 Hyperlinks to the relevant sections have been added for easy navigation.
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1. Research Activities

Return to Table of Contents



Research Statements
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Curation Steps
1. Click “Edit my Profile”

2. Keep scrolling down and find “Reseach Interests”

3. Edit your "Research Interests" information 

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

Return to Table of Contents



              6



Please click Save to finalize the entry
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Grants, Contracts and Clinical Trials
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Return to Table of Contents
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Curation Steps
An example will demonstrate how to create records. Follow the red instructions for each record, noting that differences are usually in selecting options from a 
dropdown menu or check-off the checkbox.

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 Grant Contribution section.

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

Tips (Covered in the red instructions — please review them before creating each record)

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. (In this example, "Peer Review Required by Sponsor" is checked)

• If the grant is "Funded," please choose "Funded" for "Grant Status" under Grant Contribution section; If the grant is "Awarded 

but Declined," please choose "Awarded but Declined" for "Grant Status" under Grant Contribution section. (In this example, 

"Funded" is selected)
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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. 12



Grant Status

1. Expand on Grant Contribution section 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 AAR)

When printing your TFoM Annual Activity Report (AAR), 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 the "Start Date - End Date” (in Essential section)

and "Grant Status” (in Grant Contribution section). This ensures your funding history appears correctly in the CV, between 

"Professional Affiliations and Activities" and "Publications" section.

See the next slides to see the step-by-step instructions on how to fix the issue.
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Grant Status (Problems you may encounter when printing your TFoM AAR)

1. Click the claimed "Sponsored Research Agreement" records
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Grant Status (Problems you may encounter when printing your TFoM AAR)

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

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

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

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

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 AAR now.
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Grant Status (Problems you may encounter when printing your TFoM AAR)

Before After

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

              21

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

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

3. Specify Funding Type to "Personal Salary Support," "Trainee Salary Support," or "Null"

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

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

Return to Table of Contents
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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,"  "Trainee Salary Support" or "Null"
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Publications

25

Return to Table of Contents



Publications
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Curation Steps
An example will demonstrate how to create records. Follow the red instructions for each record, noting that differences are usually in selecting options from a 
dropdown menu or check-off the checkbox.

1. Find "Scholarly & Creative Works" module and Click “Add New”

2. Find and Click "Journal Article"

3. The "Non-Refereed Item" is not checked and the choose the "Status" to "Published"

4. Fill the remaining fields based on the data in your information, and don't forget to fill other items under Journal Article Contribution section.

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

Tips (Covered in the red instructions — please review them before creating each record)

1. The "Most Significant Publications" is a checkbox option located under the “Journal Article Contribution 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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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".

              30
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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 Journal Article Contribution section

• To add information in fields such as “Authors,” "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

In this example, the "Non-Refereed Item" is not checked and the 
choose the "Status" to "Published"



              32

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



Intellectual Property
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1. Find "Scholarly & Creative Works" module and Click 

“Add New”

2. Find and Click "Commercialization"

3. Specify the type of your “Commercialization” by 

choosing the option from the first entry "Type" under the

Commercialization Contribution section

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

information, under that Commercialization Contribution 

section.

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

Curation Steps

Return to Table of Contents
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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 Commercialization Contribution section
.

• To add information in fields such as “Authors,” "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)



Presentations and CE Activities

39
We have five geographical scopes: International, National, Provincial/Regional, Local, and Other (choose the null option). Aside 

from this difference, all record formats follow the same structure as the International one.

Return to Table of Contents
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Curation Steps
An example will demonstrate how to create records. Follow the red instructions for each record, noting that differences are usually in selecting options from a 
dropdown menu or check-off the checkbox.

1. Find "Scholarly & Creative Works" module and Click “Add New”

2. Find and Click "Presentation/Lectures"

3. For the entry "Geographic Scope" field, please select "International" or other options based on the nature of your presentation

4. Choose "Invited Lecture/Presentation" as "Presentation Type" under Presentation/Lecture Contribution section. 

5. Fill the remaining fields based on the data in your information, and don't forget to fill other items under Presentation/Lecture Contribution 

section.

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".

              43
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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 Presentation/Lecture Contribution section

• To add information in fields such as “Authors,” "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 Presentation/Lecture 

Contribution section.
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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



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

When printing your TFoM Annual Activity Report (AAR), 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” (in Essential Information), and

"Geographical Scope” (in Presentation/Lecture Contribution section). 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 AAR)

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 AAR)

1. Click the claimed "Conference" records
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Presented Abstracts – Conference (Problems you may encounter when printing 
your TFoM AAR)

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

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 AAR)

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

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

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 AAR now.
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Presented Abstracts – Conference (Problems you may encounter when printing 
your TFoM AAR)

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

Before

After
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Other Research and Professional Activities

56

Curation Steps
An example will demonstrate how to create records. Follow the red instructions for each record, noting that differences are usually in selecting options from a 
dropdown menu or check-off the checkbox.

1. Find "Scholarly & Creative Works" module and Click “Add New”

2. Find and Click "Team Research Project" or "Thesis/Dissertation"

3. Fill the remaining fields based on the data in your information, and don't forget to fill other items under Team Research Project Contribution 

section or Thesis/Dissertation Contribution section.

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

Return to Table of Contents
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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".

              59
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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 Team Research Project Contribution section or 
Thesis/Dissertation Contribution section.

• To add information in fields such as “Authors,” "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



2. Teaching and Education Activities

Return to Table of Contents



Teaching
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Return to Table of Contents



Teaching

64

An example will demonstrate how to create records. Follow the red 
instructions for each record, noting that differences are usually in selecting 
options from a dropdown menu or check-off the checkbox.

1. Find "Teaching & Supervision" module and Click “Add New”

2. Find and Click "Course Taught" 

3. Set the Primary Audience to "Graduate Education" 

4. Specify the Teaching Activity Type to "Lectures"

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

Curation Steps



              65Step 1: Find "Teaching & Supervision" and Click "Add New"
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Step 2: Find and Click "Course Taught"
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Step 3: Specify Primary Audience and Teaching Activity Type. In this example, we selected "Graduate Education" and 

"Lectures," but you can choose the options that best match your teaching experience.
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Step 4: Fill in as many entries as possible. Don't forget to expand Additional Information and complete those fields, and click SAVE after editing



Clinical Supervision
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Return to Table of Contents
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Curation Steps
An example will demonstrate how to create records. Follow the red instructions for each record, noting that differences are usually in selecting options from a 
dropdown menu or check-off the checkbox.

1. Find "Teaching & Supervision" module and Click “Add New”

2. Find and Click "Clinical Supervision (MED)"

3. Set the Primary Audience to "Multilevel Education"

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



              71Step 1: Find "Teaching & Supervision" and Click "Add New"
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Step 2: Find and Click "Clinical Supervision (MED)"

Step 3: Follow the previous steps, making sure to select any important options from the dropdown menu if specified in the 

red instructions of each record.

Step 4: Fill in as many entries as possible. Don't forget to expand Additional Information and complete those fields, 

and click SAVE after editing 



Research Supervision
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Return to Table of Contents
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Curation Steps
An example will demonstrate how to create records. Follow the red instructions for each record, noting that differences are usually in selecting options from a 
dropdown menu or check-off the checkbox.

1. Find "Teaching & Supervision" module and Click “Add New”

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

3. Set the Role to "Supervisor and/or Co-Supervisor"

4. Specify the Primary Audience to "Research Associate"

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



              75Step 1: Find "Teaching & Supervision" and Click "Add New"
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Step 2: Find and Click "Research-based Degree Supervision"

Step 3: Follow the previous steps, making sure to select any important options from the dropdown menu if specified in the 

red instructions of each record.

Step 4: Fill in as many entries as possible. Don't forget to expand Additional Information and complete those fields, 

and click SAVE after editing 



Mentorship

77

Return to Table of Contents
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Curation Steps
An example will demonstrate how to create records. Follow the red instructions for each record, noting that differences are usually in selecting options from a 
dropdown menu or check-off the checkbox.

1. Find "Teaching & Supervision" module and Click “Add New”

2. Find and Click "Student Mentoring"

3. Specify the Primary Audience to "Research Associate"

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



              79Step 1: Find "Teaching & Supervision" and Click "Add New"
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Step 2: Find and Click "Student Mentoring"

Step 3: Follow the previous steps, making sure to select any important options from the dropdown menu if specified in the 

red instructions of each record.

Step 4: Fill in as many entries as possible. Don't forget to expand Additional Information and complete those fields, 

and click SAVE after editing 



Innovations and Development in Teaching and 
Education

81

Return to Table of Contents
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Curation Steps
An example will demonstrate how to create records. Follow the red instructions for each record, noting that differences are usually in selecting options from a 
dropdown menu or check-off the checkbox.

1. Find "Teaching & Supervision" module and Click “Add New”

2. Find and Click "Course Developed"

3. Specify the Primary Audience to "Graduate Education"

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



              83Step 1: Find "Teaching & Supervision" and Click "Add New"
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Step 2: Find and Click "Course Developed"

Step 3: Follow the previous steps, making sure to select any important options from the dropdown menu if specified in the 

red instructions of each record.

Step 4: Fill in as many entries as possible. Don't forget to expand Additional Information and complete those fields, 

and click SAVE after editing 



Aggregate Teaching Evaluations
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Curation Steps
An example will demonstrate how to create records. Follow 
the red instructions for each record, noting that differences 
are usually in selecting options from a dropdown menu or 
check-off the checkbox.

1. Find "Teaching & Supervision" module and Click 

“Add New”

2. Find and Click "Aggregate Teaching Evaluations 

(MED)"

3. Specify the Primary Audience to "Undergraduate 

MD"

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

information.

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

editing

Return to Table of Contents



              86Step 1: Find "Teaching & Supervision" and Click "Add New"
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Step 2: Find and Click "Aggregate Teaching Evaluation (MED)"

Step 3: Follow the previous steps, making sure to select any important options from the dropdown menu if specified in the 

red instructions of each record.

Step 4: Fill in as many entries as possible and click SAVE after editing 



3. Service

Return to Table of Contents



Positions Held and Leadership Experience
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Return to Table of Contents
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Curation Steps
An example will demonstrate how to create records. Follow the red instructions for each record, noting that differences are usually in selecting options from a 
dropdown menu. Blue text indicates how to verify each dropdown or checkbox.

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

2. Find and Click “Office Held”

3. Specify the Type of your Positions Held and Leadership Experience (In this example, "Clinical" is selected)

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

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

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



              91Step 1: Find "Professional Activities" and Click "Add New"
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Step 2: Find and Click "Office Held"

Step 3: Follow the previous steps, making sure to select any important options from the dropdown menu if specified in the 

red instructions of each record.

Step 4: Fill in as many entries as possible. Don't forget to expand Additional Information and complete those fields, 

and click SAVE after editing 



Administrative Activities
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Return to Table of Contents
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Curation Steps
An example will demonstrate how to create records. Follow the red instructions for each record, noting that differences are usually in selecting options from a 
dropdown menu. Blue text indicates how to verify each dropdown or checkbox.

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 (In this 

example "International" is selected)

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



              95Step 1: Find "Professional Activities" and Click "Add New"
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Step 2: Find and Click "Committee Membership"

Step 3: Follow the previous steps, making sure to select any important options from the dropdown menu if specified in the 

red instructions of each record.

Step 4: Fill in as many entries as possible. Don't forget to expand Additional Information and complete those fields, 

and click SAVE after editing 
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Please select the Geographical Scope from this picklist



Professional Associations
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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

Return to Table of Contents



              99Step 1: Find "Professional Activities" and Click "Add New"
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Step 2: Find and Click "Membership"

Step 3: Follow the previous steps, making sure to select any important options from the dropdown menu if specified in the 

red instructions of each record.

Step 4: Fill in as many entries as possible. Don't forget to expand Additional Information and complete those fields, 

and click SAVE after editing 



Peer Review Activities

101

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 "Grant Application Assessment" if 

you are looking for "Grant Reviews"

4. Find and Click "Journal Review/Referee" if you 
are looking for "Manuscript 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

Curation Steps

Return to Table of Contents



              102Step 1: Find "Professional Activities" and Click "Add New"
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Step 2: Select the corresponding information type based on your peer review activities type.

Step 3: Follow the previous steps, making sure to select any important options from the dropdown menu if specified in the 

red instructions of each record.

Step 4: Fill in as many entries as possible. Don't forget to expand Additional Information and complete those fields, 

and click SAVE after editing 



Other Noteworthy Activities

104

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

2. Find and Click “Activity or Event Participation” 

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

Return to Table of Contents



              105Step 1: Find "Professional Activities" and Click "Add New"
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Step 2: Find and Click "Activity or Event Participation”

Step 3: Follow the previous steps, making sure to select any important options from the dropdown menu if specified in the 

red instructions of each record.

Step 4: Fill in as many entries as possible. Don't forget to expand Additional Information and complete those fields, 

and click SAVE after editing 



4. Honours and Career Awards

Return to Table of Contents



Distinctions
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Curation Steps
An example will demonstrate how to create records. Follow the red 
instructions for each record, noting that differences are usually in 
selecting options from a dropdown menu. Blue text indicates how to 
verify each dropdown or checkbox.

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

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

3. Set Type to "Any" or "Null"

4. Don't Set Recognition for to "Teaching and Education" 

and/or "Student or Trainee" 

5. Choose "International," "National," "Provincial/Regional," or 

"Local" for "Geographic Scope." (In this example, "International" 

is selected)

6. Specify the Nomination Status from "Received," "Nominated," or 

"Submitted" (In this example, "Received" is selected)

7. Fill the remaining fields based on the data in your information, and 

don't forget to fill other items under Additional Information

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

Return to Table of Contents



Teaching and Education Awards
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Curation Steps
An example will demonstrate how to create records. Follow the red 
instructions for each record, noting that differences are usually in 
selecting options from a dropdown menu. Blue text indicates how to 
verify each dropdown or checkbox.

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

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

3. Set Type to "Any" or "Null"

4. Set Recognition for to "Teaching and Education" 

5. Choose "International," "National," "Provincial/Regional," or 

"Local" for "Geographic Scope." (In this example, "International" 

is selected)

6. Specify the Nomination Status from "Received," "Nominated," or 

"Submitted" (In this example, "Received" is selected)

7. Fill the remaining fields based on the data in your information, and 

don't forget to fill other items under Additional Information

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

Return to Table of Contents
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An example will demonstrate how to create records. Follow the red 
instructions for each record, noting that differences are usually in 
selecting options from a dropdown menu. Blue text indicates how to 
verify each dropdown or checkbox.

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

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

3. Set Type to "Any" or "Null"

4. Set Recognition for to "Student or Trainee" 

5. Choose "International," "National," "Provincial/Regional," or 

"Local" for "Geographic Scope." (In this example, "International" 

is selected)

6. Specify the Nomination Status from "Received," "Nominated," or 

"Submitted" (In this example, "Received" is selected)

7. Fill the remaining fields based on the data in your information, and 

don't forget to fill other items under Additional Information

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

Curation Steps

Return to Table of Contents



              111Step 1: Find "Professional Activities" and Click "Add New"
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Step 2: Find and Click "Honour/Award/Distinction”

Step 3: Follow the previous steps, making sure to select any important options from the dropdown menu if specified in the 

red instructions of each record.

Step 4: Fill in as many entries as possible. Don't forget to expand Additional Information and complete those fields, 

and click SAVE after editing 
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Please pay close attention when selecting these options 



5. Creative Professional Activities

Return to Table of Contents
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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 options from 

"Professional Innovation and Creative Excellence," 

"Contribution to the Development of Professional 

Practices," or "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

Return to Table of Contents



              116Step 1: Find "Professional Activities" and Click "Add New"
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Step 2: Find and Click "CPA Activity (MED)"

Step 3: Follow the previous steps, making sure to select any important options from the dropdown menu if specified in the 

red instructions of each record.

Step 4: Fill in as many entries as possible, and click SAVE after editing 
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Please select the type of Creative Professional Activity from this picklist



How to Generate the TFoM Annual
Activity Report (AAR)

Return to Table of Contents
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How to Generate your CPA Report through Elements
1. Log in to Elements. The Elements Profile Homepage opens.

2. Within the homepage, click "Edit My Profile" to export the CPA report.
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How to Generate your Annual Activity Report through Elements

1. In the top-right corner of the "Edit Mode" page, click "CV and Reports." 

   (A "CV and Reports" dialog box will open, which will prompt you to select a report type)

2.   Choose TFoM Annual Activity Report (AAR), then click "NEXT."
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How to Generate your Annual Activity Report through Elements

1. If you want to export data from a specific year, you can 

manually enter the Start Date and End Date under the 

Dates section. If you leave all data fields blank, the system 

will set the reporting period to the last Academic Year 
(June - July).

2. Choose the output format under the Format Section (We 

recommend selecting PDF for best results.)

3. Click "RUN" to proceed. The report will be downloaded in 

your computer.



Happy Curation :)
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