
Elements TFoM Teaching and Education 
Report (TER) - A Data Entry Guide

Screenshot Instructions - Guidance for Academic Leaders and Staff



Please Note
1. We highly recommend referring to the document Understanding Your Elements TFoM TER Template and Mapping

when uploading your records, and using this screenshot guide as a supplementary reference. It provides the all record 

formats, and using both documents together will ensure greater accuracy. 

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

3. When adding records, be sure to expand the "Additional Information" and/or the “Contribution” sections to ensure 

all required fields are filled.

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

dropdown menu.

5. How to export the Teaching & Education Report (TER)? (page 60)

https://medit.med.utoronto.ca/media/3347/download?inline


Table of Content (In Your TER)
 Hyperlinks to the relevant sections have been added for easy navigation.
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1. Teaching Introduction and Philosophy

Return to Table of Contents



Teaching Introduction, Philosophy and 
Summary

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

2. Find and edit "Teaching Summary" under the "About" Section 

3. Click the “Save” button once you've finished editing
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Please click Save to finalize the entry
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2. Teaching Landmarks
The records that appear in this section will also show up again in the more detailed 

sections later on.

Return to Table of Contents
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Please follow the red instructions for each record, noting that differences (usually marked in blue font) are usually in 

choosing different information types, selecting options from a dropdown menu or check-off the checkbox.

This guide will provide an example each for Teaching Awards and Leadership in Education. You may follow the same logic 
approach  to upload Innovation and Development in Teaching and Education and Administrative Service in Education.
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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. 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

Example for Teaching Awards



              11Step 1: Find "Teaching & Supervision" and Click "Add New"



12

Step 2: Find and Click "Honour/Award/Distinction"
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Step 3: Fill in as many entries as possible. Don't forget to expand 

Additional Information and complete those fields,

Step 4: Choose "Teaching and Education" for "Recognition for"

Step 5: Click SAVE after editing 
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Curation Steps
1. Find "Professional Activities" module and Click “Add New”

2. Find and Click "Office Held"

3. Checked-off "Attach to Audience in TER"

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

Example for Leadership in Education



              15Step 1: Find "Teaching & Supervision" and Click "Add New"
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Step 2: Find and Click "Office Held"
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Step 3: Fill in as many entries as possible. Don't forget to expand 

Additional Information and complete those fields,

Step 4: Checked-off "Attach to Audience in TER"

Step 5: Click SAVE after editing 



I. Multilevel Education (Teaching Events 
with Multiple Levels of Trainees)

Return to Table of Contents



a. Teaching and Education Awards (page 20)

b. Innovation and Development in Teaching and Education (page 21)

c. Leadership in Education (page 22)

d. Administrative Service in Education (page 23)

e. Aggregate Teaching Evaluations (page 24)

f. Teaching Activities (page 25)

g. Professional Associations (page 28)

h. Honors and Career Awards (page 29)

i. Other Noteworthy Activities (page 30)

j. Patents and Copyrights (page 31)

k. Grants, Contracts, and Clinical Trials (page 32)

l. Salary Support and Other Funding (page 33)

m. Publications (page 34)

n. Presentations (page 35)

o. Peer-Review Activities (page 36)

p. Other Research and Professional Activities (page 37)



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

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

3. Set Recognition for to "Teaching and Education"

4. Checked-off "Attach to Audience in TER."

5. Set the Primary Audience to "Multilevel Education."

6. Set the Nomination Status to "Awarded" or "Nominated" based on the 
data in your information.​

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.​



Innovation 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. 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.



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

2. Find and Click “Office Held”

3. Checked-off "Attach to Audience in TER."

4. Set the Primary Audience to "Multilevel Education."

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.



Administrative Service in Education

23

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

2. Find and Click “Committee Membership”

3. Checked-off "Attach to Audience in TER."

4. Set the Primary Audience to "Multilevel Education."

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.



Aggregate Teaching Evaluations
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Curation Steps
1. Find "Teaching & Supervision" module and Click “Add New.”

2. Find and Click “Aggregate Teaching Evaluation”

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.



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

2. Find and Click “Course Taught”

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.



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

2. Find and Click “Membership”

3. Checked-off "Attach to Audience in TER."

4. Set the Primary Audience to "Multilevel Education."

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.



Honours and Career Awards
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Curation Steps
1. Find "Professional Activity" module and Click “Add New.”

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

3. Set the Recognition for is not equal to Teaching and Education if the "Honours and Career Award" is received.

4. Set the Nomination Status to "Awarded" or "Nominated" based on the data in your information. 

5. Checked-off "Attach to Audience in TER."

6. Set the Primary Audience to "Multilevel Education."

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.



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

2. Find and Click “Activity or Event Participation”

3. Checked-off "Attach to Audience in TER."

4. Set the Primary Audience to "Multilevel Education."

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.



Patents and Copyrights

31

Curation Steps
1. Find "Scholarly & Creative Work" module and Click “Add New.”

2. Find and Click “Commercialization”

3. Checked-off "Attach to Audience in TER."

4. Set the Primary Audience to "Multilevel Education."

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

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



Grants, Contracts and Clinical Trials
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Curation Steps
1. Find "Grants & Contracts" module and Click “Add New.”

2. Find and Click “Sponsored Research Agreement”

3. Set Grant Status to "Funded" or "Awarded but declined" based on the date in your information.

4. Checked-off "Attach to Audience in TER."

5. Set the Primary Audience to "Multilevel Education."

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

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



Salary Support and Other Funding
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Curation Steps
1. Find "Grants & Contracts" module and Click “Add New.”

2. Find and Click “Salary Support and Other Funding”

3. Set the Funding Type to "Personal Salary Support" or "Trainee Salary Support"

4. Checked-off "Attach to Audience in TER."

5. Set the Primary Audience to "Multilevel Education."

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

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



Publications
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1. Find "Scholarly & Creative Works" module and Click 

“Add New.”

2. Find and Click “Journal Article,” "Book," "Chapter," 

"Monograph," "Report/Policy Document," or "Other 

Publication" based on the data in your information.

3. Checked-off "Attach to Audience in TER."

4. Set the Primary Audience to "Multilevel Education."

5. If the Publication is the Most Significant Publication, 

please checked-off the checkbox.

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

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

Curation Steps



Presentations
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1. Find "Scholarly & Creative Works" module and Click 

“Add New” if you are looking for the information type 

“Presentation/Lecture” "Conference," or "Poster" 

2. Find "Professional Activities" module if you are looking 

for the information type "Media Relation"

3. Set the Geographical Scope to "International," 
"National," "Regional/Provincial" or "Local"

4. Checked-off "Attach to Audience in TER."

5. Set the Primary Audience to "Multilevel Education."

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

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

Curation Steps



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

2. Find and Click “Editorial,” "Grant Application Assessment," "Jornal Review/Referee" or "Conference Review/Referee" based on your Peer 

Review Activities type.

3. Checked-off "Attach to Audience in TER."

4. Set the Primary Audience to "Multilevel Education."

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.



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" or "Thesis/Dissertation"

3. Checked-off "Attach to Audience in TER."

4. Set the Primary Audience to "Multilevel Education."

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

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



II.    Undergraduate Education
III.   Graduate Education
IV.   Undergraduate MD
V.    Postgraduate MD
VI.   Continuing Education
VII.  Faculty Development
VIII. Patient and Public Education
IX.   Research Associate
X.    Postdoctoral Research Fellow (MD)
XI.   Clinical Research Fellow (MD)

For

The record level format is the same as for Multilevel Education; the only 

difference is that the Primary Audience should be updated to each respective 

category.



XII. Creative Professional Activities in 
Teaching and Education

Table level details are same as for CPA Report (insert the link to CPA report 

screenshot guide?/CPA mapping docs) and each record should have the "Attach 

to Audience in TER" and "Attached to CPA" checked-off.

Return to Table of Contents



XII. Creative Professional Activities in 
Teaching and Education

1. Professional Innovation and Creative Excellence

Return to Table of Contents



Professional Innovation and Creative Excellence

41

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

2. Find and Click “CPA Activity (MED).”

3. Select "Professional Innovation and Creative Excellence" in CPA Category.

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

5. Please remember to check the box labelled "Attach to CPA" to ensure the record will appear under the CPA in TER section of your 

TFoM Teaching and Education Report.

6. Click the “Save” button once you've finished editing.
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This privacy setting controls 

whether your CPA activity and 

Relationship Privacy 

are publicly visible on 

DiscoverResearch

Delegates impersonating a 

faculty member should select 

“Internal” as the privacy 

setting.

Please select the appropriate 

CPA category based on the 

type of your CPA activity. For 

this section, choose 

"Professional Innovation and 

Creative Excellence" to 

ensure your record appears 

under the corresponding 

section in the printed report.

https://discover.research.utoronto.ca/
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Fill in the details of your CPA (CPA Titles 

must be unique. Make sure the title clearly 

identifies the record. We will need to use the 

title later to attach documentation to this CPA 

record.

Please enter as much details as you can.
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Checked-off the "Attach to CPA" checkbox and click the "Save" button, then the CPA 

activity will appear in the printed report.



Linking CPA Activities to other Records 
as Documentation



              48

Step 1: Open an existing 

publication record - for 

example, select "Team 

Research Project" under 

"Scholarly & Creative 

Works" Module.
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Step 2: Click on the existing title you want to link to the CPA activity.
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Step 3: Ensure that the "Attach to CPA" status is set to TRUE if you want this record to appear under the 

CPA in TER section of your TFoM Teaching and Education Report, after linking. If it shows FALSE, click 

the Edit Record icon to update it.
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Step 4: Fill the remaining fields based on your information. Don’t forget to check-off the “Attach to 
Audience in TER” and select “Primary Audience”. Also, checked-off "Attach to CPA" checkbox to 
make this record appear in your CPA report after linking. Then, click "Save" button.
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Step 5: After saving, navigate to the right side of the screen and locate the RELATIONSHIPS section. Click 

the "CREATE NEW" button.
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Step 6: Select "Professional Activity" only, as all CPA activity records are organized under this category.
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Step 7: Scroll to find the title of the CPA activity you want to link to. Check the box next to it, then click the "Create 

one new link" button. The link will be created successfully. You may link multiple records to a single CPA activity 

as supporting documentation.



XII. Creative Professional Activities in 
Teaching and Education

2.  Contributions to the Development of Professional Practices

Return to Table of Contents
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To add CPA activities under the "Contributions to the Development 

of Professional Practices" section, follow the same steps as for 

"Professional Innovation and Creative Excellence," but select 

"Contribution to the Development of Professional Practices" as 

the CPA category instead.



XII. Creative Professional Activities in 
Teaching and Education

3.  Exemplary Professional Practice

Return to Table of Contents
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To add CPA activities under the "Exemplary 

Professional Practice" section, follow the same steps as for 

"Professional Innovation and Creative Excellence," but select 

"Exemplary Professional Practice" as the CPA category instead.
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There are partial samples of all activities that could be associated with a CPA title. (For full samples, please refer to the document 

(Understanding Your Elements TFoM TER Template and Mapping). 

The relationship between the titles above and the records below should already be established. To create or verify these relationships, please 

follow the step-by-step process outlined in the next few pages. You can also explore more detailed instructions in the (Understanding Your 

Elements TFoM CPA Template and Mapping). 

https://medit.med.utoronto.ca/media/3347/download?inline
https://medit.med.utoronto.ca/media/3347/download?inline
https://medit.med.utoronto.ca/media/3347/download?inline
https://medit.med.utoronto.ca/media/3347/download?inline
https://medit.med.utoronto.ca/media/3347/download?inline
https://medit.med.utoronto.ca/media/3347/download?inline
https://medit.med.utoronto.ca/media/3347/download?inline
https://medit.med.utoronto.ca/media/3347/download?inline
https://medit.med.utoronto.ca/media/3345/download?inline
https://medit.med.utoronto.ca/media/3345/download?inline
https://utoronto.sharepoint.com/:p:/r/sites/001T_MEDRHSEHUB/_layouts/15/Doc.aspx?sourcedoc=%7B5B5CA7F0-EFDF-417B-9579-55AD6CF3F97F%7D&file=Elements%20TFoM%20Creative%20Professional%20Activity%20(CPA)%20Report%20%E2%80%93%20A%20Data%20Entry%20Guide.pptx&action=edit&mobileredirect=true


How to Generate the TFoM Teaching & 
Education Report (TER)

Return to Table of Contents
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How to Generate your Teaching & Education Report through Elements

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

2. Within the homepage, click "Edit My Profile" to export the TFoM Teaching & Education Report (TER).
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How to Generate your Teaching & Education 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 Teaching & Education Report (TER), then click "NEXT."
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How to Generate your Teaching & Education Report through Elements

1. If you want to export data from a specific time (Optional), 

enter the Start Date and End Date under the Dates section. 

If you leave all data 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 PDF for best results.)

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

your computer.



Happy Curation :)
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