
Elements TFoM Teaching Data Summary - 
A Reporting Guide

Screenshot Instructions - Guidance for Academic Leaders and Staff



The following slides describe:

1. What data from Elements is used to populate the TFoM Teaching Data Summary Report.

2. How users can generate the report from their Elements account. 

3. Troubleshooting tips
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1. What data from Elements is used to populate the report?
Data used to populate the TFoM Teaching Data Summary Report is taken from the Scholarly & creative works module, 
under the Conference, Presentation/Lecture and Poster activity types; as well as from Teaching & supervision module 
under Course Developed and Course Taught activity types.
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The following fields are used in the TFoM Teaching Data Summary Report:

Scholarly & Creative Works Module

➢ Records in this section of your Elements account are not automatically included on the 
Teaching Data Summary Report. They first need to be attached to the Teaching and Education 
Report (TER) by clicking “Attach to an Audience in TER” checkbox and ensure that an audience 
level is selected. Said fields can be found under Contribution section.

➢ The “Program” and “Total Number of Students” columns are not applicable to Conference, Presentation/Lecture and Poster, and will always be 
blank for these records because they do not have a field for this type of data. 

➢ The “Teaching Evaluation Score” column will be blank for all records in the Report. 
➢ If the missing information are necessary for the completion of your Teaching Data Summary Report, then they would need to be manually 

entered in the Report.
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The following fields are used in the TFoM Teaching Data Summary Report:

Teaching & Supervision Module

➢ Unlike Presentations and CE Activities, records in the Teaching section of your Elements account are automatically included on the Teaching Data 
Summary Report.

➢ The “Program” column is populated by the “Faculty”, “University Department” and “Division” fields from Teaching records.
➢ The “Teaching Evaluation Score column will be blank for all records in the Report. If this information is necessary for the completion of your 

Teaching Data Summary Report, then it would need to be manually entered in the Report.
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2. How to Generate your TFoM Teaching Data Summary Report 

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

b. Within the homepage, click "Edit My Profile".
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How to Generate your TFoM Teaching Data Summary Report in Elements

c. In the top-right corner, click “CV and Report“ (A dialog box will open, which will prompt you to select a report type)

d. Choose TFoM Teaching Data Summary Report, then click "NEXT."
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How to Generate your TFoM Teaching Data Summary Report in Elements

e. 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.

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

recommend selecting PDF for best results.)

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

your computer.



Sample of TFoM Teaching Data Summary Report
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If a record is mistakenly excluded from the counts on your report, then check the following:

Issue Possible Explanation

You believe a record from your 
Presentation/Lecture is not 
appearing on your Report

Go to the applicable record in your Elements account, and make sure the
“Attach to Audience in TER” is checked and the “Continuing Education” is chosen 
for Primary Audience, under the Contribution section.

A record appears on your Report, 
but a cell in the Date and/or Level 
and/or Program and/or Hours 
and/or Num of Students column is 
blank

If a cell in a column in your Report is empty, it would mean that the applicable 
field for that record has not been filled in. Make sure that the Start-End Dates 
field has been entered in the. Also make sure that the Level, Program, Type of 
Teaching, Hours and # of Students columns are filled-in.

A record appears on your Report 
with no value or “Other” in the 
“Type of Teaching” Column

This means that “Other” has been chosen from the dropdown list or it has been 
left blank.  Edit the record and select one of the standard options in the 
dropdown menu. 

3. Troubleshooting Tips

Questions? Please email elements.med@utoronto.ca.
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