
​2025 FACULTY ANNUAL REPORT GUIDELINES​

​Faculty Annual Report​
​Please submit reports using Elements, the new web-based system operated by the Office of​
​the Provost.​

​Conflict of Interest Disclosure and Title IX Training Requirements​
​Faculty will be required to comply with the following policies and complete the following​
​trainings before submitting their annual reports. In the​​General Questions​​section of the​
​annual report, you will be prompted to acknowledge that you have completed your training​
​or complied upon submitting your report:​

​●​ ​Conflict of Interest Disclosure​​: Faculty will be asked​​to confirm that they have​
​reviewed the Policy on Outside Interests, Relationships, and Professional Activities,​
​and to indicate whether any conflicts of interest exist. Individuals who identify a​
​potential conflict must submit the relevant COI information directly to the Office of​
​Ethics, Compliance, and Risk at​​comply@gwu.edu​​.​

​●​ ​Title IX Basics Training​​: Faculty are required to​​complete Anti-Discrimination and​
​Title IX Basics Training, the university’s Title IX sexual harassment and discrimination​
​training module available at Talent@GW for GW-employed faculty. MFA faculty will be​
​assigned the training through MFA HR.​

​●​ ​Bayh-Doyle Research Compliance Agreement​​: You will​​also be asked to complete a​
​one-time-only, 5-minute Bayh-Dole Compliance agreement module if you have not​
​already done so. Part of the module involves acknowledging select aspects of the GW​
​Patents and Scholarly Work Policy. The materials are available at​​Talent@GW​​for​
​GW-employed faculty, and MFA faculty will receive communication from HR regarding​
​the completion of this module. Additional information about the Bayh-Dole​
​Compliance acknowledgment is available on the Technology Commercialization​
​Office​​website​​.​
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​Instructions​
​●​ ​Log in:​

​○​ ​Elements Access:​​https://elements.gwu.edu​​.​
​○​ ​If you are already logged into GW, it will take you directly to Elements.​

​Otherwise, log in using your GW credentials:​
​■​ ​Username: GW User ID​
​■​ ​Password: GW e-mail password​

​○​ ​Your User ID is the portion of your GW e-mail address that precedes the @​
​symbol,​​or for those hired after May 1, 2022, it is​​your GWID (9-character​
​string beginning with G)​

​○​ ​The Password is the same password you use for GW e-mail (not MFA or VA​
​e-mail).​

​○​ ​If you cannot remember your password, instructions on resetting the password​
​are at​​https://identity.gwu.edu/​

​○​ ​You may also ask your department’s Faculty Affairs Coordinator for assistance.​
​●​ ​If this is the first time you are logging in to Elements, you will be prompted to claim​

​any scholarly works, grants and awards, professional activities, and teaching items that​
​have been migrated from Lyterati or retrieved from external, public databases such as​
​Dimensions, PubMed, and Scopus (see screenshot 1 below). Explore the​​Introductory​
​Guide to Building an Elements Profile​​for more instructions​​(we recommend that you​
​build and complete your profile, claim/enter your academic activities first, before​
​starting your annual report)​​.​

​●​ ​To start your report, select​​“Start your Annual Review​​2025”​​at the top of the home​
​page (see screenshot 2 below), and follow the instructions and prompts to complete​
​the form and enter your activities.​

​●​ ​Complete all of the Annual Report sections. PDFs of teaching evaluations and other​
​supporting documents may be uploaded in the General Questions/Attachment​
​section of your annual report module (see screenshot 5). You are​​required​​to upload a​
​copy of your current C.V. in​​GW SMHS format​​before​​submitting your report.​

​●​ ​You view a summary of your annual report by clicking on the​
​●​ ​Click on​​Submit​​(top right)​​to send the annual report​​for review by your division chief​

​or department chair. Once submitted, and your chair begins the review, you cannot​
​make any changes to the report.​

​Need Additional Help?​

​●​ ​You may access a host of resources (including FAQ and contact information) by​
​visiting the Elements System page at​​https://facultyaffairs.gwu.edu/elements-system​​.​

​●​ ​For problems using the system, contact the GW Elements support team anytime at​
​elements@gwu.edu​​.​

​●​ ​For 24/7 assistance with your GW credentials and login issues, contact the GW Help​
​Desk at​​ithelp@gwu.edu​​or 202-994-4948.​

​●​ ​For questions about the Annual Report content, contact your department’s Faculty​
​Affairs Coordinator or Nadia Cureton in the Office of Faculty Affairs​
​(​​ncureton@gwu.edu​​or 202-994-2032)​
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​●​ ​To obtain copies of your previous annual reports from Lyterati, please contact the​
​SMHS Office of Faculty Affairs at​​smhsfacaffairs@gwu.edu​​or Nadia Cureton.​

​●​ ​The SMHS Office of Faculty Affairs​​will hold three​​Annual Reporting and Elements​
​workshops on Thursday, January 22, at 8:30 am, 12:30 pm, and 3:30 pm,​​and on​
​Thursday, January 29​​, and​​Thursday, February 5​​, at​​12:30 pm​​via Zoom (SMHS​
​Elements​​join link​​, registration not required). The​​GW Elements support team will also​
​hold several workshops via Zoom (GW Elements​​join​​link​​, registration not required),​
​currently scheduled for the following dates and times:​

​○​ ​Thursday, January 15, 2026, from 11-12 pm​
​○​ ​Friday, January 23, 2025, from 2-3 pm.​

​Screenshots​

​Screenshot 1:​
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​Screenshot 2:​

​Screenshot 3:​
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​Screenshot 4:​

​Screenshot 5:​
Annual-Report-Overview_11252025.mp4

​Screenshot 6:​
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​Screenshot 7:​

​Please describe any major activities undertaken since your last annual report.​

​Use this section to describe major academic activities, including clinical and practice​
​activities, especially new programs, undertaken since your last annual report. List your​
​primary areas of activity, professional service, research, administration, and teaching, and​
​include the percentage of time you spend in each area. The percentages should add up to​
​100%. Identify measurable objectives in each area.​
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​Screenshot 8:​

​Please list measurable objectives for your professional development in the next year.​
​Use this section to comment on last year’s objectives and list a minimum of two measurable​
​objectives you plan to complete for your personal professional development in the next year.​
​Some examples are: attend a meeting to improve my leadership or teaching skills, or​
​participate in a national meeting in your area of expertise (list name of meeting).​
​a) Objective 1​
​b) Objective 2​
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​For reviewers:​

​Once logged in, click the Menu indicated by the three horizontal lines on the top left of the​
​page. Navigate to the​​‘Reporting and Evaluation’​​tab,​​and then select​​‘Assessment Reviews’​
​under ‘My Reviews.’ You can see a list of all the faculty members under your supervision and​
​their current stage; however, you cannot review any report that has not been submitted.​
​Eligible submissions for review will have an orange ‘Needs attention’ button.​

​You can see a summary of each section by clicking on the information bubble on the top​
​right of the screen or by clicking ‘Overview’ on the Navigation Pane to the left of the screen.​
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​If the annual report is incomplete or requires corrections, you can send it back to the faculty​
​member by clicking on the ‘Faculty’ button. Please note that Elements does not have​
​notifications or alerts, so follow up with a conversation or an email to the faculty member​
​regarding the required changes. Alternatively, you can add ‘Reviewer Comments’ with​
​instructions to the faculty member before returning the annual report.​

​Once you have completed your review and entered your comments, click the ‘Submit’ button​
​to move it to the next stage.​​Note: all comments are​​viewable by the faculty member, the​
​chair/dept head, and the dean, unless you return and delete or edit them.​
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