
	
  

	
  

After	
  log	
  in,	
  start	
  by	
  clicking	
  on	
  the	
  
Annual	
  Report	
  tab.	
  

This	
  table	
  will	
  show	
  you	
  your	
  progress	
  

Use	
  these	
  links	
  to	
  navigate	
  to	
  the	
  sections	
  
you	
  wish	
  to	
  complete.	
  (You	
  may	
  also	
  use	
  

the	
  tabs	
  on	
  the	
  black	
  bar	
  above)	
  



	
  

The	
  Directory	
  tabs	
  (Faculty,	
  Clinical	
  Sites	
  and	
  Preceptors)	
  have	
  been	
  prepopulated	
  with	
  previously	
  
submitted	
  data.	
  	
  This	
  will	
  make	
  the	
  completion	
  process	
  easier.	
  	
  However,	
  you	
  must	
  review	
  each	
  entry	
  
and	
  update	
  necessary	
  information.	
  	
  Also,	
  CAATE	
  has	
  added	
  new	
  required	
  fields,	
  so	
  you	
  must	
  review	
  each	
  
entry	
  and	
  click	
  the	
  “Save”	
  button	
  illustrated	
  below.	
  

Click	
  here	
  to	
  add	
  any	
  new	
  Directory	
  
entry	
  	
  



After	
  reviewing	
  all	
  the	
  required	
  fields,	
  
click	
  the	
  SAVE	
  button.	
  	
  You	
  will	
  need	
  to	
  

do	
  this	
  on	
  each	
  entry.	
  



	
  

Same	
  action	
  is	
  needed	
  for	
  each	
  Clinical	
  
Site	
  



	
  

And	
  for	
  Preceptors.	
  



	
  

	
  

Once	
  you’ve	
  completed	
  each	
  entry	
  in	
  each	
  
Directory,	
  a	
  link	
  for	
  “Mark	
  as	
  complete”	
  will	
  
appear.	
  	
  In	
  order	
  to	
  finish,	
  you	
  must	
  click	
  on	
  this	
  
link	
  

If	
  you	
  need	
  to	
  edit	
  or	
  add	
  other	
  entries,	
  you’ll	
  
need	
  to	
  click	
  on	
  this	
  link	
  



	
  

After	
  you’ve	
  updated	
  the	
  Directories,	
  you	
  can	
  start	
  the	
  Annual	
  Report	
  sections.	
  

Please	
  note	
  that	
  the	
  annual	
  report	
  sections	
  will	
  be	
  prepopulated	
  with	
  the	
  information	
  you	
  submitted	
  
the	
  previous	
  year.	
  	
  These	
  must	
  be	
  updated	
  prior	
  to	
  clicking	
  on	
  the	
  “SAVE”,	
  “NEXT”	
  or	
  “PREVIOUS”	
  
buttons.	
  	
  These	
  buttons	
  will	
  save	
  your	
  data.	
  	
  The	
  system	
  won’t	
  know	
  if	
  it	
  is	
  new	
  data	
  or	
  previous	
  year	
  
data.	
  	
  	
  



	
  



	
  

After	
  all	
  the	
  sections	
  have	
  been	
  completed,	
  check	
  the	
  box	
  to	
  confirm	
  you’ve	
  updated	
  the	
  Directory	
  
information,	
  and	
  submit	
  to	
  the	
  CAATE.	
  

	
  


