
WebCV: Attaching CV records 

to other reports.

This example uses an invited presentation 
as documentation for a Creative 
Professional Activity. To benefit from this 
guide you should already be familiar with 
how to enter records in WebCV. 

More information available at http://webcv.utoronto.ca



This step by step guide demonstrates how 
to use WebCV to document a Creative 
Professional Activity (CPA). The steps we 
will follow are:

1. Create a CPA record.

2. Create a Presentation record for use on the 
CV report.

3. Attach the new Presentation record to the CPA 
record.

4. Generate the CPA report in WebCV and view 
the result.



Step 1: Create a CPA record

Find the Creative Professional 

Activities page in the All Activities 

View menu section.



Step 1: Create a CPA record

Click Add New to create a new 

Creative Professional Activity record.

Click Add New to create a new 

Creative Professional Activity record.



Step 1: Create a CPA record

Fill in the details of your 

CPA. This example is called 

the Remote Medical 

Consultation Project. We 

enter that text in the Title 

field.

Fill in the details of your 

CPA. This example is called 

the Remote Medical 

Consultation Project. We 

enter that text in the Title 

field.



Step 1: Create a CPA record

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.

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.



Step 2: Create a Presentation record

Navigate to the 

Presentations and CE 
Activities page. We will 

create a normal CV 
record which will also 

function as 

documentation for our 
Remote Consultation 

CPA record.

Navigate to the 

Presentations and CE 
Activities page. We will 

create a normal CV 
record which will also 

function as 

documentation for our 
Remote Consultation 

CPA record.



Step 2: Create a Presentation record

Fill in the details of the lecture as 

normal.

Fill in the details of the lecture as 

normal.



Step 3: Attach Presentation to CPA

Scroll down to the 

bottom of the 
Presentation record 

and find the Attach to 
CPA checkbox.

Scroll down to the 

bottom of the 
Presentation record 

and find the Attach to 
CPA checkbox.



Step 3: Attach Presentation to CPA

Once the Attach to CPA box is checked the list of 

CPA titles is activated. Now we are able to attach the 
Presentation to one or more titles.

Once the Attach to CPA box is checked the list of 

CPA titles is activated. Now we are able to attach the 
Presentation to one or more titles.



Step 3: Attach Presentation to CPA

Here is the title of the CPA we just created. Check the 

box to the left of it. Click the Save button to finish.

Note: You may attach an activity to more than one 

CPA title if you need to.

Here is the title of the CPA we just created. Check the 

box to the left of it. Click the Save button to finish.

Note: You may attach an activity to more than one 

CPA title if you need to.



Step 4: Generate the CPA report

This is how our new 

record prints on the CPA 
report. 

This is how our new 

record prints on the CPA 
report. 



Step 4: Generate the CPA report

These sections are 

from the CPA 
record itself.

These sections are 

from the CPA 
record itself.



Step 4: Generate the CPA report

The Documentation section 

is assembled from records 
attached to the CPA title.

The Documentation section 

is assembled from records 
attached to the CPA title.



More on attaching records

• Almost every kind of WebCV record can be 

attached to a CPA title using the Attach to CPA

function just demonstrated.

• Records can be included in the Teaching and 

Education Report (TER) through the Attach to 

Audience in TER function.

• Records can be attached to the “Research in 

Education” section of the TER through the 

Attach to Research in TER function. 


