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Quick Reference Guide 
Elements Faculty Reporting Tool – Managing Stage 1: Record 

The annual performance and merit review exercise in the Elements Faculty Reporting Tool is designed to accommodate 
the diverse expectations and practices across departments and schools. Therefore, not all departments/schools will utilize 
every section of the system. While all faculty are requested to curate the pre-populated 2024 activity lists in each section of 
Stage 1: Record and attach a CV (following head guidance on CV format), the department/school head has flexibility in 
determining how faculty and reviewers provide narrative responses and attach supporting documents. 

This guide outlines the primary tasks faculty might complete within the Elements Faculty Reporting Tool – Stage 1 Record. 
Additional resources and documentation regarding Optimizing the Elements Profile, Claiming and Rejecting Items, and 
more can be found on the Faculty Affairs Elements Training page located at Faculty Resources>Purdue Elements>Training 
Resources and QRGs. Please contact your Purdue Elements College and Unit Success Managers for further assistance 
and guidance. 

Contents 
Accessing Elements Faculty Reporting Tool .......................................................................................................................... 1 
Accessing Stage 1: Record..................................................................................................................................................... 2 
Section Navigation: Scholarly & Creative Works; Learning & Teaching; Grants; Service & Engagement; Honors, Awards, 
and Recognitions .................................................................................................................................................................... 3 
Reflection & Moving Forward .................................................................................................................................................. 7 
Nominate Colleague................................................................................................................................................................ 8 
Extension & Impact ................................................................................................................................................................. 8 
Personnel Navigation .............................................................................................................................................................. 8 
CV Upload ............................................................................................................................................................................... 9 
Navigating the Overview ....................................................................................................................................................... 10 
Downloading the Data Report ............................................................................................................................................... 11 
Submitting the Record........................................................................................................................................................... 12 

Acce ss ing Eleme nts Faculty R eport ing T o ol 

To access the Elements 
platform, navigate to the Faculty 
Affairs website and click the 
‘Faculty Affairs Areas’ tab. 
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  Select the ‘Elements - Faculty 
 Reporting Tool’ from the drop-

down menu.  

N EWS 

Faculty Initiatives 

Faculty External Recog nition 

Faculty Internal Recognition 

Faculty Promotion and Tenure 

Faculty Resources 

Pilot F•culty Enh•nced Research Appointment Prog 

Elements - F•culty Reporting Tool  

Scroll to the Elements icon and 
 click to open the tool.  

Faculty Resources 

Faculty Initiatives 

Faculty Awards and Honors 

Faculty Promotion and Tenure 

Department Head Resources 

Elements 
Click to log in 

 

Acce ss ing Stag e 1 :   R ecord  
MY ACTIONS (1 of 41 

  Click ‘START’ to open the 
 Annual Performance Review 

+ Start your Annual 
Performance Review CY2023 

 exercise and the Annual 
Performance Review Cycle  

 page will display.  
~ + 
~ 

Your ·Annual Performance Review CY2023" exercise is ready for you to start. 
Please review the form and start your submission. 

+_1----.-­. -+H►  

  

 
 

 An alternative is to click the 
 three lines located at the top 

 left of the screen.  

8 SVMPLECTIC 
Elements 

Homepage 
 

Quick Reference Guide 
Elements Faculty Reporting Tool – Managing Stage 1: Record 
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My Profil e Eva luation and Review Reporting 

My Work 

> Scholarly & Creative 
Works 

> Grants 

> Service 

> Learning & Teaching 

About Me 

> Edit Profile 

> Set Preferred Name 

My Profile Evaluation and Rev iew Reporting 

---M_y_ s_u_b_m_i_ss_i_o_n_s_ l 
> Review Processes 

My review processes 

v;ew~perpoge 

My Reviews 

> Review Processes 

showmg1-1outof1 

Annual Performance Review CY2023 

Stage: 1. Record 

System Adm in 

Settings 

> Automatic Claiming 

> Name-based Sea rch 

> Account Setti ngs 

> Configure Homepage 

> Manage Delegates 

System Admin 

View 

> Review Processes 

sortby·I Crff1ed(newestflrsl) v] 
5r_ Filters 

Status n Tne Elements Fecutty Reporting Tool ls Delng used for tne t1nnU11I pertormance &nd ment reviews of ft1cufty. Tnefe 111e 4 stages In 
the process 2 for fecuttyto complete, end 2 to< revie~ to complete 

~ 

Stage 1 - Record All lecutty ere esked to report activille'!; for celendt1r yw, 2024, verifyl'lg Kcurecy ol p<e--poptJI ... H • more 

Introduction 

Overview 

SCholarly & Creative Works, 
Activit ies, and Outputs 

Leaming & Teaching Activities 
and Outputs 

Grants, Funding, and 
Expenditures 

Service & Engagement 
Activities and Outputs 

Honors, Awards, and 
Recognitions 

ReflecttOn & Moving Forward 

Extension & Impact 

Nominate Colleague 

Personnel Information 

Attach CV 

Quick Reference Guide 
Elements Faculty Reporting Tool – Managing Stage 1: Record 

Navigate to the ‘Evaluation and 
Review’ tab. 

Navigate to ‘My Submissions’ 
and click ‘Review Processes’. 

The Annual Performance 
Review displays. Click “Start” 
to open Stage 1:  Record. 

Sectio n Nav ig ation: Scho larly & Cr eat ive Wor ks; Gr ant s; S erv ice,  Le ar ning and T eaching 

To view a section from the 
Elements homepage, use the 
left-hand menu and click the 
section title you wish to view. 
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Scholarly & Creative Works, Activities, and Outputs 

< PREVIOUS 

COPY FOR TRAINING - Annual Performance Review CY2O23 

< C>IITCXt nctSC 

lrlttodUClJOn 

Ptn.onn9'1 lnformilb0n 

Scholarly -. CrHtiw WOfb, 
ActiviliH, and OutpU11 

L•,m.-.g • r ... cn .. 9 ActlVIIIH 
INIOl!tputl 

Cnmu. Funding ;md 
E•p.ncl1tutH 

s.rw:a ~ Eng~•rMnt 
Act1VlliH ~ Ot,tpUU 

Hor,on, Awiiln::11, ,UICI 

R:Kogrntion1 

RaflKuon ~ Movmg Forw.-cl 

Scholarly + Creative Works, Activities, and Outputs 

hsttuct.or,.a lrw:I intorm1tioi, coo,, Ol ll-xt •• be, ..-rtt-11td II i •t•r d1t• 

lnstNct,on1 incl nfoffll1IIO"I copy or te-ct d bf, e,,terl'd 11 a liter d1te 

0 Narrative, Future plans+ support needed, and Works in progress 

No rmauve. t,..u" pans • support 11eeoe<1, andworil5 .-. progress fietds have been added forditS secbOn Add 

0 Attachments 

P'-ut- IH Sf)l'Ofic tnStrucllCW\l fro,n ~01..1" colleg•. school , dtplrlm.nl. Pffl\11)' Convnttff, Of Sll'lltlilt for what iltt.lC~l, wry.~ ~.cl t,~ 
1nd tMform11 of1t. 

No ~tshll\Jle ~addedfortri5 ~ Add 

.., Scholarly and Creative Works, Act ivities, and Outputs 
0 1· 

0 

0 

Quick Reference Guide 
Elements Faculty Reporting Tool – Managing Stage 1: Record 

You may also utilize the 
‘PREVIOUS’ or ‘NEXT’ buttons 
located at the top or bottom of 
the page. 

As you work in each section you 
will use the ‘SAVE’ feature to 
save your work while in 
progress. 

Please DO NOT HIT ‘SUBMIT’ 
until you are ready to fully 
submit the exercise for a 
Department/School Head or 
other reviewer to review your 
record. 

Navigate to the item you want to 
review, click on the title, and 
scroll down to the ‘Activities 
and Outputs’ segment. 
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Scholarly and Creative Works, Activ it ies, and Outputs 
1· 

lnstructiona ind nforma· copy or ex1 ¥t be- ent~d a • i.ter dile 

lnstructJo~ ind nformat) copy or en w be eme'ed at• liiter date 

~ perpage 

AEMOVEALL 

1item 

Performance impact: How mascot uniform design can work with physics to create 
an optimal environment for the performer 

l 
JOu INAL A~TICLE 

Pee P 
ln:e<nauon .Joorr-al o Spons Saence and Erg,reenng 01 Mar 2023 
F-;:ior. ng D ·- Ir. Mar 2023 

SUMMAR"t LABE 

I <9AC.KTOUST 

Item details 

r7 

\.1 outof 1 

VI EW EM DETAILS _, 

-.Ph:& 

( VIEW JOURNAL ARTICLE DETAILS ) 

Performance impact: How mascot uniform design can work w ith physics to create an opt imal 
environment for the performer 

Pete P see deta Is ill 

This page displa~ .,format.Jon about the '!icholarfi/ & creative work that has been selected kK this lis l You can view the full s.chola,ty & creawe 
work details by clKking lhe Ww joi..nal artJde detaih' button 

Labels 

Rekls of Research 
(2008) 

2 1at:els 

Fields of Research 
{2020) ,.,,. 

MeSH 

Olabe!i 

Research, Coodition 
and Diseas;e 

Categori:ation 

Olatie,.s 

~ a Narrative, Future plans + support needed, and Works in progress 

Scie-nce--Metrix 

Olabels 

• 

No Mrrative, future plans ... support needed. and works in progress fields have been added for .his section. AdcL. 

REPORTING DATE 

01tJlar2023 

Add narrauve. future plans­
support needed. and works 
UlPf"9""5 

Quick Reference Guide 
Elements Faculty Reporting Tool – Managing Stage 1: Record 

Scroll to the first item listed and 
click ‘View Item Details’ to open 
the record. 

When you are ready to review 
the next item click ‘BACK TO 
LIST’ located in the upper left-
hand corner of the screen. 

Click into other records in the list 
to access them. 

If there are missing items for the 
calendar year, please check that 
the information and dates in 
your Elements homepage profile 
are accurate and revise as 
needed. 

To open the ‘Narrative, Future 
plans + support needed, and 
Works in progress’ segment, 
click on the plus sign located 
just below the segment title. 
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11ev1ew PAOCl!:Ssts ) COPV l'OttTRAINING • ANNI.UU. Pl!:Al'OAM ANCE REVIEW cY20U 

Scholarly + Creative Works, Activit ies, and Outputs 
tnstrucb0Mland"lfofmetioncopv01tn:t1Mlbe~t~@d•a1ater~ 

Narratrve Future plans+ support needed, and Works in progress 

Plans l011hel\ltue1ndwpport ....... 

°""' 

I 

I 

I 

I 

I 

I 

-

l 
~ 

I 
? 

j 
? 

j 
? 

REV IEW PROC ESSES > COPY FO R TRA.ININC • ANN U AL PERFORMANCE REV IEW CY 202l 

,. 

"' .. 

.. 

Scholarly + Creative Works, Activities, and Outputs 
lnstnJCbonal and information copy or text w.IT be entered at a later date 

Narrative, Future plans + support needed, and Works in progress 

Attachments 

" 

·.■ 
.. 
., 

i:Hi+ME 
Save and continu~ ~ iting 

P~ase Stt spKtfic instructions from your col~ . school. department pm-ia,y commmtt. or S1miWW" for what anachment. ff any. ts expected her~ 
and the format ol ii. 

Add al!achment 

No attachments have been added for thlS secuon. Add __ 

Quick Reference Guide 
Elements Faculty Reporting Tool – Managing Stage 1: Record 

The page will display four open 
text boxes. 

There are no character limits for 
these text boxes, and no 
formatting capability. 

We recommend completing the 
writing of each segment in a 
word document and then cutting 
and pasting the content into the 
text boxes once you are ready to 
complete this section. 

If you are completing more than 
one text box, you may click 
‘Save’ and continue to work 
within the page. 

Once you are ready to move on, 
click ‘Save and exit’ to return to 
the segment landing page. 

Finally, please note that if you 
click ‘Cancel’ it will remove any 
items you have written since 
your last save. 

Scroll to the ‘Attachments’ 
segment and then navigate to 
the right side of the open text 
box and click the plus sign. 
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I Add an attachment 

Choose a file -

Drag lie here or browse to choose 

CANCfl 

file name I Elements Attachment 

Add an attachment 

Choosea le 

Elements AtladVnenlpd! 

Desaipooo 

CANCEL 

Reflection + Moving Forward 
lnslruCtlONII and 1nfonnatlon copy 01 to:t. wi br rn~ed at a letrr ~ 

Narratrve and Future plans+ support needed 

~«tiononpestyeer 

Pl«'IS fOI the M\H and support ....... 

Cit>« 

Essential Information 

j 

j 

j 

vi All files 

•1~ 1C,ncel 

~ a,wwe 

? 

? 

? 

Quick Reference Guide 
Elements Faculty Reporting Tool – Managing Stage 1: Record 

The ‘Add an attachment’ box 
will display. You may drag and 
drop a file or browse to choose 
a file and then click ‘Open’ to 
verify the file uploaded and then 
click ‘SAVE’. 

Ref lectio n & Mov ing Forw ard 

The ‘Reflection & Moving 
Forward’ section allows you to 
briefly summarize and evaluate 
the degree to which you 
achieved your goals during the 
last calendar year. 

Please share how you plan to 
sustain or improve your 
performance in this area during 
the next calendar year. 

Additionally, please share what 
support, resources, or changes 
would facilitate your sustained or 
improved performance in this 
area in the upcoming year. 
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Nominate Colleague 

Essential Information 

Nominate Colleague 

Personnel Information 

< PREVIO US 

/, 

~ • w++ee 

? Please list any coHeegues (Arst 

■ and l...8st Name) you would like 

to see nominated fo, en owa.rd, 

hon01, or othef recogn1tton 

Include the name of the ewe rd 

rmd if pos51ble. ti website where 

more infomuitlon am be found 

Note· By proY1d1ng suggestions 

you e re not egreemg to prepare 

the nominatton or sirrulisr 

NEXT > 

• Basic mformot,on about the faculty member wilt reside m the Personnel Information secbon. This sedlon 1s NOT aute>populated by the Elements 
Homepoge or any other university database. 
• Please check the depertmenVschool guidetmes to confirm 1f this section needs to be completed. . .. see more 

~ e Personnel Information 

No personnel information fie lds have been added for th is sec on Add ... 

NEXT > 

Quick Reference Guide 
Elements Faculty Reporting Tool – Managing Stage 1: Record 

Nom inat e Co lle ague 
The ‘Nominate Colleague’ 
section is an opportunity to 
collect and share any 
information about a colleague 
you think deserves an award, 
honor, or other recognition. 

You will provide your colleague's 
first and last name, the award's 
name, and a website address 
where more information may be 
found about the award or 
recognition. 

Extens io n & Imp act 

The ‘Extension & Impact’ section will only be completed by faculty that had activity within Purdue Extension. 
Therefore, if you do not perform any extension activities this section may be left completely blank. Faculty with 
extension activities will review and add activity, and provide feedback and attachments, as directed by the 
departments/schools. 

Per so nnel Navigat io n 
Basic information about you as a faculty member will reside in the ‘Personnel Information’ section. This section is NOT 
auto populated by the Elements Homepage or other university databases. Please check with your department/school 
guidelines on expectations for what information you are to provide in this section. 

To access the questionnaire, 
click the plus sign located on 
the far-right side of the 
‘Personnel Information’ window. 
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Personnel Information 

Personnel Information 

Years Since Termina l Degr: 

Years of Employment at Purdue 

Years in Current Rank 

Non-F•culty 5econd•ry 

Appointment 

Attachments 
8 

< PACVtOUS 

Add an attachment 

a-a 

Essential Information 

~ D E-fri-1:IME 

-") Please tndieate the number of 

■ year5 smD!! you complr-1:eid your 

- PhD Of other degree/credem&I ., 
■ 

? 

? 

? 

.. . . . ::.:. ·:::.· . .. ·."1'== =Oreg=-e he<_e Of ~--IO ctioos__.• I .............................. . 
CA CIIH. 

Quick Reference Guide 
Elements Faculty Reporting Tool – Managing Stage 1: Record 

Each topic displays a question 
mark/help prompt. Please 
complete each item as 
directed by the prompt. 

Provide the number of years 
since your terminal degree, the 
number years employed at 
Purdue, and information about 
your current rank, title, or 
appointments. 

Select the appropriate rank or 
job title using the drop-down 
menu to display the list. 

Click ‘Save and exit’ in the 
upper right-hand corner. 

CV U plo ad 

Please upload a recent copy of 
your CV (Curriculum vitae) by 
navigating to the ‘Attach CV’ 
section. Scroll to attachments 
and click the plus sign. 

You may drag or drop the file 
into the section or select 
‘browse’ and upload the CV 
from your computer file 
directory. 
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Add an a tachment 

Oescnp(IOII 

Overview 

Purdue Pete 

Professor of Mechancall &q CoDeQe of~ 

There is 1 ~show ., 

Scholarly & Creative Works, Activities, and Outputs 

-, Narrative, Future plans & support needed, and Works in progress 
O lnorrotr.e lut.npltlns&~r,eeoecs.onc:1WO'laonp,og'!'Df· 

Attachments 
9 011~ 

Scholarly & Creative Works, Activities, and Outputs 
0 ,..,,. 

_..:... Learning & Teaching Activities and Outputs 

Narrative, Future Plans & Support Needed, and Works in Progress 
Cl) 0rw"rlll~fulll'• plsB & S<lppO!t~IIOdworb"'p!'OgftSf~ 

Attachments 
Q Ooltocir' 

~ Learning & Teaching Activities and Outputs 

0 ' 

___ Grants, Funding, and Expenditures 

n-.•• 2 ~show v 

M Narrative, Future Plans & Support Needed, and Works In Progress 
J..__A Orwratiwfutu,.plal'IS&~.-ded.ondworks•l"IP"OVflSl',elds 

Quick Reference Guide 
Elements Faculty Reporting Tool – Managing Stage 1: Record 

Click ‘Save’ 

It is important to note that the 
CV does not replace checking 
the accuracy and completeness 
of pre-populated activities and 
outputs information in the 
Elements reporting exercise. 

Attaching the CV is the final step 
before you check and submit 
your review. 

Nav ig ating t he Ov erv iew 

The ‘Overview’ section provides 
you with a high-level overview. 

It does not provide detailed 
information, but it will tell you 
basic metrics for each section. 

It operates in a continuous view 
setting as you scroll through 
each section. 
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CY2023 

Scholarly & Creative wons, Activities, and Outputs 

-..-., ........ _,.-, .... -... -
0 ·----·-- --.,--· 

_..,,c ... --•·""',_.,..,.,..0u1.,..,. 
o •-

Learning I Tuchlng Activi ties and Outpt.1ts 

--.f-•-··~•-.--•111 .......... G o_,.....,_, ____ .. __ _ 

o •--
'?'l l_,,.,,.,r_,.,,""..-.""°"'­
o •-

Introduction 

Overview 

Scholar1y & Creative Works, 
Activities, and Outputs 

Learning & Teaching Activities 
'"1d0utputS 

Grants, Funding, and 
Expenditures 

Service & Engagement 
Activities ¥Kl OutpUts 

Honors, Awards, and 
Recognitions 

Reflection & M<Mng Forward 

Extension & Impact 

Nominate Colleague 

Personnel lnfOffllatk>n 

Download 
Dowolood 
-.port 

entered information. 

Quick Reference Guide 
Elements Faculty Reporting Tool – Managing Stage 1: Record 

Click ‘Overview’ located on the 
menu on the left-hand side of 
the screen. 

Use the scroll bar located on 
the far right-hand side of your 
screen to navigate down to 
view all sections that need to be 
reviewed. 

Dow nlo ad ing the Dat a Re port 

Navigate to the menu located on 
the left-hand side of the screen 
and scroll to the bottom of the 
list. 

Click ‘Download’ and the 
export window will display. 

Select ‘PDF’ and click 
‘DOWNLOAD’. The system will 
respond with a ‘rendering’ 
notification. 
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0 0 

Recent down load history 

~ Annual Performance Review CY2023 

Full Export - Purdue Pete - generated 

2024-11-04 16-04.pdf 
569 KB • Done 

....::1_ AttachCV 

You ore about to move thi:s review proc::eu to 2. Review. 

"Cori'irn!"la.C0rltopustill'lson10t-.eAtww~ 

Ple1secon11derMld1e11ingtl'lelollowingill1ue1: 

Scholarly & Creative Works, Activities, and Outputs 

Sect,onMSnoMrTatNe,flAinplans&supponnttded,!lllllwclll<sinprogress 

s«tionhasnoallad'l'neffs 

- Leaming & Teaching Activities and Outp,uts 

Sfflionhllsl'IOMl'T-.fl.uepilrl5&supporll'IHded,...:lv,,:,rbllprogrl"$$ 

Sectlo!lhllsnoaaaclTnenls 

Granls, Funding, and Ellpendilures 

Sea,onNSno1W11'MNe.llC!a-eplans&supponnHWd,andWDlksr,progress 

Sfflionhtsnotllld'mtro 

Service & Engll9t!ment Activities and Outputs 

s«tiorthllsno-.1\.ll.nplans&supponnttded,endwor1':51lprogress 

SKbonholsnoM:ladm!'l'lls 

Honors, Awards, and Recogn itions 

Sfflionhllsno,wrawe,f1Ain~ &supponnttded.endwor1':5inprogrtu 

s«tionhilsno~ 

0 

~ cooe-nt stage t. Record 

L-------! 

Quick Reference Guide 
Elements Faculty Reporting Tool – Managing Stage 1: Record 

Once the download is complete, 
a pop up notifying you that it is 
ready to download will appear 
on the upper right-hand corner 
of your screen. 

Subm itting t he R eco rd 

Navigate to the upper right-
hand corner of the Elements 
screen. 

Click ‘Submit’. 

Check the acknowledgement 
box stating that you understand 
that no further edits are allowed 
once documentation is 
submitted. 

Scroll down to the bottom of the 
summary and click the 
‘CONFIRM’. 

Once you click ‘CONFIRM’, you 
will notice that the record status 
changes from Current Stage 1 
Record to Stage 2 Review. 
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