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Introduction to Teaching Activities  

On logging into Elements, there will be no teaching activities shown in the My Summary 

page. 

Doctoral Students can record the details of any courses they have taught on within this 

module.  

 

Adding a Teaching Activity 

To add a teaching activity, scroll down the My Summary section and click on the +add button 

next to teaching activities.  

 

A dialogue box will then appear, click course taught to start the teaching activity workflow. 

 



 

You will then be presented with a form to fill in. Please note all fields with a red asterisk next 

to them are mandatory fields. If these are left empty you will not be able to save the record. 

You will see blue question mark icons next to the fields, hovering over these will help guide 

you on what is expected in each field. 

 

Top tip; when entering the address of the institution and co-authors remember to click the 

+add button. Without pressing this, the record will not save.  



 

Once you have completed the form click save at the bottom of the form. 

 

 

 

 

 

After you have saved the record the full details of the record will be shown. 

 



 

 

Viewing Teaching Activities 

To view your teaching activities, scroll down to Teaching Activities within the My Summary 

section of your home page. Click on teaching activity (when you hover over the title, it will 

become underlined). 

 

You will then be taken to the ‘my teaching activities’ page where your teaching activities will 

be listed. From this page you can add more teaching activities and view/edit existing 

teaching activities.  



 

You can change the view on this page from compact (only showing minimal information) to 

detailed view by clicking on the detailed view button.  

 

In the detailed view, you will three tabs; summary, links and data sources. The Summary 

gives brief details about the record, the links tab shows the users or objects linked to the 

teaching activity and the data source shows it is a manual record. 

 



Linking Users 

If another Elements user has worked with you on the Teaching Activity you can add them in 

by clicking on Links and then ‘Add a new user relationship’.  

 

Once you have selected ‘add a new user relationship’ you will be re-directed to the full 

record. You then need to enter the users name you wish to link to the activity (surname first) 

and then click the green + after each user to add them to the record.  

 

Once you have finished adding in the users, click ‘return to the teaching activities page’.  

 

 

 

 



Action Bar 

Within the ‘my teaching activities’ view you will see the action bar under each teaching 

activity record. You will see the action bar throughout the other modules in Elements. 

 

 The red cross can be used to remove your user relationship from the teaching 

activity. This will remove the teaching activity from your profile.  

 The magnified glass will allow you to see the full details of the teaching activity.  

 The red heart allows you to ‘favourite’ the teaching activity. This will push the record 

higher up in your profile within the teaching activity section. You can remove this by 

clicking on the heart again. 

 The grey eye icon will hide the teaching activity from your profile. The teaching 

activity will still be viewable to you on the My Summary page but will not be displayed 

to others on your profile.  

 The green icon is to add the record to your workspace. This is commonly used to join 

records together. You may use this if someone has added a courses taught and 

linked you to it and you have also created that record. This will mean that instead of 

two records showing separately you would just have one.  

 

 

Feedback on Training Materials   

 

Many thanks for taking the time to review the training materials for Elements. If you have any 

comments on what you would like to see in the future or any feedback on the materials or 

system please email elementsupport@wlv.ac.uk. 

 

You can view other self-help guides for Elements by visiting; www.wlv.ac.uk/elements 
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