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Elements - Faculty Reporting Tool 

Quick Reference Guide 
Elements Faculty Report ing Tool  – Archive Stage 

This guide outlines how faculty members and department/school heads may view their archived review(s) within the Elements 
Faculty Reporting Tool. 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 The Archived Review........................................................................................................................................................................................................................................................2 

Navigating The Archived Review......................................................................................................................................................................................................................................................2 

Acce ssing Ele m e nt s  Fa cult y Re po rt ing To o l  

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 Resources 

Faculty lnitietives 

Faculty Awerds and Honors 

Faculty Promotion and Tenure 

Department Head Resources 

Elements 
Click to log in 

My ro 1 Ev.i luatJon lllnd Review 

1y subml sions 

Viewable review processes 

Annual Performance Review CY2024 

Op r Ace s, 

My R v1 ws 

Annual Performance Review CY2024; With Viewers 
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Quick Reference Guide 
Elements Faculty Report ing Tool  – Archive Stage 

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

Acce ssing The  Co m ple t e d  Re vie w  

Click the three lines located at the 
top left of the screen. 

Then navigate to the “Evaluation 
and Review” tab. 

Navigate to “View” and click 
“Review Processes.” 

Na viga t ing The  Co m ple t e d Re vie w  

Click on “VIEW” to the right-
hand side next to the process to 
view the related exercises. 
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View Annual Performance Review CY2024 exercises 
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Quick Reference Guide 
Elements Faculty Report ing Tool  – Archive Stage 

You will see a list of individuals 
with exercises you have access 
to. Click on the “VIEW” button to 
view any of these exercises. 

Navigate to any sections you 
wish to view. 

At this stage, nothing is editable 
and there is no way to submit 
additional items to the exercise. 

You may, however, view all the 
activity that occurred in each 
section. 

For example, if you would like to 
view all your Merit Review & Final 
Comments information, please 
navigate to that section. 

Once in the “Merit Review & 
Final Comments” section you will 
be able to view any comments 
left in Stage 4 under the “Review” 
section as well as view or 
download any attachments left 
utilizing the buttons on the right 
hand side of the ”Attachments” 
section. 
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Quick Reference Guide 
Elements Faculty Report ing Tool  – Archive Stage 

After you have finished viewing 
the completed review,click “EXIT 
EXERCISE” near the top left of 
the screen to exit the review. 
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