
 
 

      
 

  
  
   

           
   

  
          

   

 
   

   
   

    
   

   
   

   
   

   
   

   
   

   
 

  

 
  

 
  

 

   
 

 

 

lty Initiatives 

Faculty External Recog nition 

Faculty Internal Recognition 

Faculty Promotion and Tenure 

Faculty Resources 

N EWS 

Pilot Faculty Enhanced Research Appointment Prog 

Elements - Faculty Reporting Tool 

Quick Reference Guide 
Elements Faculty Reporting Tool – Managing Stage 2: Review 

This guide outlines the primary tasks a reviewer might complete within the Elements Faculty Reporting Tool – Stage 2 
Review. 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 Success Managers for further 
assistance and guidance. 

Contents 
Accessing Elements Faculty Reporting Tool .......................................................................................................................... 1 
Accessing Stage 2: Review..................................................................................................................................................... 2 
Faculty Record Access ........................................................................................................................................................... 3 
Elements Section Navigation .................................................................................................................................................. 4 
Download Data........................................................................................................................................................................ 5 
Send Back a Review ............................................................................................................................................................... 5 
Segment Navigation: Activities & Outputs .............................................................................................................................. 6 
Segment Navigation: Narrative & Future Plans ...................................................................................................................... 8 
Segment Navigation: Attachment Segment ............................................................................................................................ 8 
Review Segment ..................................................................................................................................................................... 8 
Multiple Reviewers .................................................................................................................................................................. 9 
Optional Sections .................................................................................................................................................................... 9 
Overview Navigation ............................................................................................................................................................. 10 
Submit ................................................................................................................................................................................... 10 

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. 

Select the ‘Elements - Faculty 
Reporting Tool’ from the drop-
down menu. 
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Faculty Re.sources 

Faculty Initiatives 

Faculty Awards and Honors 

Faculty Promotion and Tenure 

Department Head Resources 

Elements 
Click to log in 

+ 
Reviews to complete 

E 2lua n n Rec "'"' Reper S s!E; A rim 

My Reviews 

ou,as. 

> 

Quick Reference Guide 
Elements Faculty Reporting Tool – Managing Stage 2: Review 

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

Acce ss ing Stag e 2:   Review 

Click ‘VIEW’ to open the 
Annual Performance Review 
exercise and the Annual 
Performance Review Cycle 
page will display. 

An alternative is to click the 
three lines located at the top left 
of the screen. 

Then navigate to the 
‘Evaluation and Review’ tab. 

Navigate to ‘My Reviews’ and 
click ‘Review Processes’. 
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1-1of 1 

PETE, Purdue I In progress II Coll~ of Enginttring 

Stage: 2- Review ... I Continue review -1 -
You lest modtfi~ your r~w ~ ~ OIJI~ ego 

PETE, Purdue Needs attention 

ColloQ< of E-no 
S~ge: 2. Review 

Start review 

1-1 of 1 

PETE, Purdue 
College of Engineering 

Stage: 2. Revtew 

Needs attention 

I Start review I 
Filters 

Last name: 

I I 
Rrstname: 

I I 
Member of group: 

[ Purdue Umvers,ty v] 
Current stage: 

[ Any stage v) 
Reviewer status: 

[ Not done v] 
D Include inactive users 

Clear filters 

Quick Reference Guide 
Elements Faculty Reporting Tool – Managing Stage 2: Review 

While it is recommended to 
complete the review in one 
sitting, you may save your work 
and return later. 

When you return, it will state that 
your review is ‘In progress’ and 
you will Click Continue 
Review. 

Faculty R ecord Acce ss 

The ‘Reviews for Annual 
Performance Review’ screen 
allows you to select the faculty 
member you have been 
assigned to review. 

The faculty name is listed on the 
left side of the screen. 

On the right side, it states, 
‘Needs attention’. 

Click ‘Start review’ to open the 
record and begin the review 
process. 

You may utilize Filters located 
on the far right to search for a 
missing record. 

Input the last name and first 
name of the faculty member and 
their record should display. 

If the record does not display, 
contact your College Success 
Manager for assistance. 
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Introduction 

Overview 

Scholarly & Creative Works, 
Activities, and Outputs 

Learning & Teaching Activities 
and Outputs 

Grants, Funding, and 
Expenditures 

Service & Engagement 
Activities and Outputs 

Honors, Awards, and 
Recognitions 

Reflection & Moving Forward 

Extension & Impact 

Nominate Colleague 

Personnel Information 

Attach CV 

Scholarly & Creative Works, Activities, and Outputs 

< PREVIOUS 

Quick Reference Guide 
Elements Faculty Reporting Tool – Managing Stage 2: Review 

Ele me nts Sect io n Navig ation 

To view a section from the 
Elements homepage, use the 
left-hand menu and click the 
title of the section you wish to 
view. 

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

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 back to the 
faculty member for a response. 

Submit pushes the exercise into 
Stage 3: Respond. 

Dow nlo ad Data 
© 2024 Purdue University 
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lntrcx:luctK>O 

OVervicw 

Scholarly & Creative Wor1<s, 
Activities, and Outputs 

Learning & Teaching Activities 
and Outputs 

Grants, Funding, and 
Expenditures 

Service & Engagement 
Activities and Outputs 

Honors, Awards, and 
Recogritions 

Reflection & Moving FO<Ward 

Extc-ns.ion & Impact 

Nominate Cotleaguo 

Personnel Information 

Oownload 
Do lond "le- - rm@, 

' "<'port 

0 
Full Export 

entered lnformatlOfl. 

Recent down load history 

0 

~ Annual Performance Review CY2023 

Full Export - Purdue Pete - generated 

2024-11-0416-04.pdf 
569 KB • Done 

current stage 2. Review 

Quick Reference Guide 
Elements Faculty Reporting Tool – Managing Stage 2: Review 

If you would like to download a 
PDF of the annual performance 
review, navigate to the menu 
located on the left-hand side of 
the screen and scroll to the 
bottom of the list. 

Click the ‘Download’ button 
and the export window will 
display. 

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

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. 

Send Back a R ev iew 
To send a review back to Stage 
1, click the ‘BACK’ button at 
the top right of the screen. 
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Summary 

You are about to move this review process to 1. Record. 

Please clJCk lhe •eonfirm•button to push lhts bock 101:he RecOfd Stage_ where a faculty mernber c.an edit Ule exerCtSe aga111 before 
sending t>ock to thcs Slage. Re\llew 

Please Check the fOlloWlng box lo proceed. 

I ocknowledge that is~ move the exercise bade to the Record Stage 

Scholarly & Creative Works, Activities, and Outputs 

Section needs re1M'w 

Learning & Teaching Activities and Outputs 

CA CEL E+iiiiH♦ 

09:31 Purdue Pete's Review process moved o '1. Record'. X 

COPY FOR TRAINING • Annual Performance Review CY2O23 

lnuoducllOn 

P.rs.onn.i 1ntonno100n 

SchoW1y .. CrHtiw Worka. 
ActivltlH, and Outpull 

LHOIM"O ~ lHCft_,O Acttvt1•1 
lt"d~tputl 

Cr,1nts Funding ,1nd 
E•pend1t1Jr•1 

s.rvtc• ~ Ena~•ment 
Act1Ylt:iHMKIOt,tptm; 

HDf'lon. Aw1rd1, .and 
Recognitions 

ReflKtJOn • Mcmng ForwM'd 

Scholarly + Creative Works, Activities, and Outputs 

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

No r.alT5".Ne-. fi.v~ plans .. support 11ttdecl. and works 11 progress fietds have been added for ths secoon.. Add 

0 Attachments 

PIH~ 5-ff 5j)eOfic 1m1Nctions from your collltg9, school dl'plrtmffll. pnm,y commlttff. o, M'l'lll,r fot what att«hmenl, lflr/. ~ ~ lff' 

tndthrtfonNIIOf .. 

No aruictmem5 have bttn added for tJiiS ~ Add 

.., Scholarly and Creative Works, Activities, and Outputs 
O ' 

• 

• 

Quick Reference Guide 
Elements Faculty Reporting Tool – Managing Stage 2: Review 

A summary page for Stage 2 
appears. Click the 
acknowledgement check box. 

Scroll to the bottom of the page 
and click ‘CONFIRM’. 

A message will appear at the top 
of the page confirming the 
Review has moved back to 
Stage 1: Record. 

Segm ent Nav ig atio n:  Activ it ie s & Outp uts 

Once you have accessed a 
section of the 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, Activities, and Outputs 
1, 

Instruct.Jona and nformauon copy or te:ct ¥t be ente-"'ed a a later date 

lnstrucllona ind nforrna!Jo,i copy or ext"' bee te--e-d at a liter date 

~ per page 

AEMOVEALL 

litem 

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

SUMMARY 

I < SACK TO UST 

Item deta ils 

l 
JO IONAL AP..,.IClf 

Pee P 
ln:emation Jot,rr.al of Spons Saerce and Engmeenng 01 Mar 2023 
F-· c,, ~,i D ·- <r. Mar 2023 

LABU..S ) 

\-1 outof 1 

VI EW EM DETAILS ~ 

♦.Ph:& 

( VI EW JOUllNAl. AJnlCLE O ETAILS ) 

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

Pete P see details m 

gp lntematiOnal Joumal of Sports Science and Engineering 01 Mar 2023 

This. page displays 11fom,alJon about the scholarty & creative work that has been selected for this hst You can view the full sdlola,ty & creab\re 
work details by cl1tkm,g lhe "new joi..nal art.de details' button. 

Labe ls 

Fields of Research 
(2008) ,,.., 

FiE'lds.of Reseairch 
12020) ,_ 

M,SH 

01.abels 

Research. Condrtlon 
and Disease 

Categorizabon 

0•""' 

Sciel'lce-MetriK 

Olabels 

REPORTING DATE 

01Mar2023 

Quick Reference Guide 
Elements Faculty Reporting Tool – Managing Stage 2: Review 

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. 
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I =J.I Na,,a(;ve, Fut"'e plaas & suppo,t needed, and Wo,ks In p,og,m 

'4 narraUve, future plans & support needed, and workS in progress fletds 

Narrative o 
This year has been a great year for growth and learning new ways to communicate non-verbally. 

Plans for the Future and Support Needed 0 

I will continue to find new ways to engage the fans to keep them excned for our team and the game 

Other o 
I enjoy the students' engagement 1n the game. 

Works in Progress O 
Next year I have been invrted to JOm other mascots 1n the first annual walk like a mascot convenbon. It 1s sure to be an event hke no other. 

I '7. I Attachments 

Please see specific instructions from your college. school. department. primary committee, or similar for what attachment. rt any. is expected here 
end the fo,mat of It 

1attachment 

C Event Schedule Sample.docx 
~ Uploaded on 02 Dec 2024 16 20 15 kB m 
Description 

Download this attachment 

Agenda for Walk Like a Mascot Convent.Jon 

8 Reviews 

YOUR REVIEW IOI OTH£A n£V•EWS (1) 

Stage 2. Review 

Excelent wOfk on this p,-oJect. 

Quick Reference Guide 
Elements Faculty Reporting Tool – Managing Stage 2: Review 

Segm ent Nav ig atio n:  Narr at ive & F utur e P lans 

To view the ‘Narrative, Future 
plans & support needed, and 
Works in progress’ segment, 
scroll to the top of the page. 

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

Segm ent Nav ig atio n:  Attac hm ent S egm ent 

Scroll to the ‘Attachments’ 
segment and then click the 
‘download arrow’ to download 
a copy to view in Adobe 
Acrobat. 

You will notice that different file 
types may be attached (e.g., 
Word, Excel, PDF) and are 
available for review. 

Review S egm ent 

Scroll to the ‘Review’ segment, 
navigate to the open text box, 
and provide your comments. 

You will click ‘SAVE’ to store 
the information. 
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' e Reviews 

YOUR REVIEW (1) OTHCA m~:v £W'S '.11 

Stage 2. Re-view 

Excel@flt work on thtS proJecl 

/, ., EDIT I 

.. 
' e Reviews 

YOUR REVIEW (1) I OTHErl nEV EWS n, I 
Stage 2. Review 

1~ ent WOfX on this proJectl 

j 
EDIT 

.. 

◄ ' e Reviews 

YOUR REVIEW ni I OTHER REVIEWS (1) I 
ReY1ewedby Rukhsana Malik on 03 Dec 2024 19:38 Stage 2. Review 

Tesbng to ~e rf shows in downloads 

Quick Reference Guide 
Elements Faculty Reporting Tool – Managing Stage 2: Review 

You may also return to a review 
box and click ‘EDIT’ to make 
additions or corrections and then 
click ‘SAVE’ if you do this prior 
to pressing ‘SUBMIT’. 

Mult ip le R ev iew ers 
When there are multiple 
reviewers, to see if comments 
have been left by another 
reviewer, navigate to the review 
box. If a review has been 
written, the ‘OTHER REVIEWS’ 
tab will display. 

Click ‘OTHER REVIEWS’ to 
view the comments left and 
identify the reviewer. 

If multiple reviewers are in the 
same faculty’s annual 
performance review record, you 
may experience a lag as to 
when comments from other 
reviewers become visible. 

You may toggle back and forth 
between your review and the 
comments left by other 
reviewers. This feature provides 
you with the ability to calibrate 
your review with the feedback 
provided by other reviewers. 

Optio nal S ections 
There are several sections later in the Elements system that are not used by all departments/schools. All faculty are 
asked to attach a recent copy of their CV in the ‘Attach CV’ section. Please refer to your Department/School Head 
for guidance on what was asked of faculty and expectations for reviewing these sections. 

The ‘Reflection & Moving Forward Section’ allows faculty to briefly summarize and evaluate the degree to which 
they achieved their goals during the last calendar year. Faculty may share how they plan to sustain or improve 
performance in this area during the next calendar year. They may also articulate what support, resources, or changes 
would facilitate sustained or improved performance in this area. 
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Purdue Pete's Annual Performance Review CV20 23 

lriuoduc-uon 

0ftrllew 

Sc.hoYrty & Creiilrff WOIU, 
Aetr,n:IH llfld().,rputt 

LHtfllnQ & TtK-fW19 I< -.,1IH 
ill"Cl°'-'tp.ru. 

Gr;um1, fCJndlng M' cl 
Eiq,enditwes 

Sernce & Engaljlement 
Act iHINI CA;tJlutl 

Hor-cws, ;.ara1. ¥Id 
Ra-c:ognmon1 

Overview 

Purdue Pete 
P...J.~w:.1001 l'lltl Eng, C01 .. ,.•0fE!9"'., 

Scholarly & Creative Works, Activities. and Outputs 

- 0 
Attachments 

' 
SchoLA,ty & Cr.ath,• Wcx1r.s, Activit ies, and Outputs ,_ 

~ 2reviMS!,j Ondy~ n::I Ruidlgnahlilk 

11-f•- 2 ~$how ... 

Leaming & Teaching Activities and Outputs 

• 
I 
I 

curre stage: 2. R-evie SUBMfT I 

Quick Reference Guide 
Elements Faculty Reporting Tool – Managing Stage 2: Review 

The ‘Extension and Impact’ section will only be completed by faculty that had activity within Purdue Extension. 
Reviewers within Extension will follow the process we articulated for the previous sections. If the faculty member 
under review did not perform any extension activities, then this section may be left completely blank. 

The ‘Nominate Colleague’ and ‘Personnel’ sections do not have any segments to review in Stage 2, and therefore 
there is no option for reviewers to leave any feedback. 

Overview Nav ig at io n 

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

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

You may use this feature to 
ensure the accuracy of your 
review process. 

Subm it 

To finalize a review and move 
the record to Stage 3, navigate 
to the top right-hand side of the 
Elements screen and click 
‘SUBMIT’. 
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Summary 

You are about to move this review process to 3. Respond. 

Press the "Confirm" button to send this to the faculty member in the Respond Stage so they can review the wntten feedback prOV1ded by 
you and/or others 

Please check the following box to proceed: 

~ acknowledge that th,s WIii move on to the Respond stage In that stage I WIii not be able to ed1 or prOVlde more written feedback. 

CA CEL CONFIRM 

21:20 Purdue Pete's Review process moved to '3. Respond'. X 

Quick Reference Guide 
Elements Faculty Reporting Tool – Managing Stage 2: Review 

Check the acknowledgement 
box stating that you understand 
that you will not be able to edit 
or provide more written 
feedback. 

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

The status will change, and a 
message will appear at the top 
of the screen stating that the 
process moved to Stage 3: 
Respond. 
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