
Elements TFoM Refereed Publications 
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 report

2. How users can generate the Refereed Publications Data Summary Report from their 

Elements account. 

3. Troubleshooting tips



1. What data from Elements is used to populate 
the report?

Data used to populate the refereed Publications Data Summary Report is only taken 
from the Scholarly & creative works module, under the following activity types:

❖ Books
❖ Chapter
❖ Conference
❖ Journal Article
❖ Monograph
❖ Poster
❖ Report/Policy Document
❖ Other Publication
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The following fields in a publication record are used in the Refereed Publications Data 
Summary Report:

➢ Peer Reviewed

The Refereed Publications Data Summary Report contains data from peer-reviewed publications only.  For 

publications to be included on the Report, the “Peer Reviewed” checkbox must be checked, Or, the “Non-refereed 

item” left unchecked for individual publication records.

➢ Role

Found under Contribution section, only four standard publication roles in Elements are counted in the Refereed 

Publications Data Summary Report:

• Principal Author

• Co-Principal Author

• Senior Responsible Author

• Co-Author or Collaborator

Other roles, such as Acknowledged in Publication (not author), Editor, or Other are not counted in the Report.



7

Only “Published”, “Published Online” and “Accepted” publications are counted on the Refereed Publications Data 

Summary Report. Statuses, such as: “Unpublished”, “Submitted”, “In preparation” or that have a blank Publication 

Status, are not included in the Report.

➢ Publication Status

➢ Date

The first column in the Refereed Publications Data Summary Report is for the year of the publication(s). If the 

publication year has not been entered in the “Date” field of an individual publication record, then that publication will 

not be counted on the Report.



2. How to generate the Refereed Publications 
Data Summary Report in Elements
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How to Generate your TFoM Refereed Publications Data Summary Report 

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

2. Within the homepage, click "Edit My Profile" to export the CPA report.
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How to Generate your TFoM Refereed Publications Data Summary Report in Elements

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

2.   Choose TFoM Refereed Publication Data Summary Report, then click "NEXT."
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How to Generate your TFoM Refereed Publications Data Summary Report in 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.



Sample of Refereed Publications Data Summary Report
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3. Troubleshooting Tips
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If you believe that a publication is being mistakenly excluded from the counts on your Refereed 
Publications Data Summary Report, then go to the applicable record in the Publications section of 
your Elements account, and check the following:

Field Name Possible Issue

Publication Type Is the Publication Type field set to one of the types that are included in the Report? If 
not, and it is set to either “Newspaper Articles” or “Online Resources”, etc., then this 
record is being properly excluded from the Report.

Peer Reviewed Is the Peer Reviewed checkbox checked or unchecked? If Peer Reviewed is unchecked, 
Or, if Non-refereed item is checked,  then this record is being properly excluded from the 
Report.

Role Is your Role set to one of the four roles that are counted on the Report? (i.e., Principal 
Author, Co-Principal Author, Senior Responsible Author, or Coauthor or Collaborator) If
not, then this record is being properly excluded from the Report.

Publication Status Is the Publication Status field set to either “Published”, Published online” or “Accepted”? 
If not, then this record is being properly excluded from the Report.

Date Has a year been entered in the Date field? If not, then this record is being properly 
excluded from the Report.



Questions? 

Please email elements.med@utoronto.ca

mailto:elements.med@utoronto.ca
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