
CPA in WebCV 
Entering Creative Professional Activities (CPA) 

in your WebCV account 



• To create CPA records in your WebCV 
account 
 

• To incorporate CV and Teaching records 
on your CPA Report as documentation 
of your CPA activities 
 

• To incorporate CPA records on your 
Teaching and Education Report (TER) 

Learning Objectives 



What WebCV can do 
WebCV users can: 
- Enter CPA records 
- Generate a CPA Report that is 

formatted as per the Faculty of 
Medicine’s promotion guidelines 

- Attach CV and Teaching records to 
the CPA Report as documentation 
of Creative Professional Activities  



What WebCV cannot do 

WebCV cannot explain what qualifies 
as a CPA activity 
 

For a definition of CPA and its categories, please 
consult the University of Toronto’s Faculty of Medicine 
Manual for Academic Promotion: 
 

http://medicine.utoronto.ca/sites/default/files/2014%20Promotions%20Manual%20July%20201
4WithWebCV%20Final.pdf (Revised July 2014, pp. 14-17)  
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Entering CPA records 
in WebCV 



CPA in WebCV 

The two main sections in WebCV that are used to populate 
the CPA Report are Introduction to CPA and Creative 
Professional Activities 

 



Introduction to CPA section 

- A high-level introduction to your CPA activities as a whole (descriptions of individual CPA 
activities should be entered in the Creative Professional Activities section of WebCV) 

- You can create multiple Introduction to CPA records, but only one will print on your CPA Report. 
You choose which one will print through the “Print in CPA?” field in an individual record 

- This kind of record will also print in the “Academic Profile” section of the CV 

 



Introduction to CPA section 

The Introduction 
to CPA record 
you choose to 
print will then 
appear at the 
beginning of 
your CPA Report 



Creative Professional Activities section 

This section is where you enter individual CPA records based on the 3 CPA categories: 
 

1. Professional Innovation and Creative Excellence 
2. Contributions to the Development of Professional Practices 
3. Exemplary Professional Practice 
 

Records entered in this section will print on both the CPA and CV Reports. They print first by category (in the 
order they appear above), and then by date (in reverse chronological order) within each category . 



Creative Professional Activities section on the CPA Report 

The fields that are highlighted above in a Creative Professional Activities record 
will print on the CPA Report. 



Creative Professional Activities section on the CPA Report 

On the CPA Report, the print 
order of the three main CPA 
categories cannot be changed, 
but the print order of the 
records within each category 
can be altered through the use 
of the “Print Order” field in 
individual CPA records in your 
WebCV account. 

Just enter a number in the “Print Order” field of 
individual CPA records to control their print 
order within a CPA category on the CPA Report. 



Creative Professional Activities section on the CV 

Records from the Creative 
Professional Activities section 
also print on the CV Report, 
but the print order of records 
within each CPA category 
cannot be altered through the 
“Print Order” field (this field is 
only relevant to the CPA 
Report). 



Attaching CV and 
Teaching records 
to the CPA Report 



Attaching records to the CPA Report 

Users can attach records from other sections of 
their WebCV account to the CPA Report, and 
then these attached records will print on the CPA 
Report as documentation of CPA activities. 



Attaching records to the CPA Report 

Example - Take the above record that is entered 
in the Creative Professional Activities section: 
the Remote Medical Consultation Project.  



Attaching records to the CPA Report 

In the Presentations 
and CE Activities 
section of the same 
WebCV account, there 
is a record of an 
invited presentation 
related to that CPA 
record. 



Attaching records to the CPA Report 

Edit the presentation record, and scroll 
down to a checkbox called “Attach to CPA”. 



Attaching records to the CPA Report 

Click on the “Attach to CPA” checkbox, and check the 
specific CPA record that this presentation is related 
to (in this case, the “Remote Medical Consultation 
Project”). 



Attaching records to the CPA Report 

The attached presentation record then prints 
on the CPA Report (underneath the associated 
CPA record in the “Documentation” section). 



Attaching records to the CPA Report 

You can then go to 
other sections in 
your WebCV 
account and attach 
other types of 
records (e.g., 
Administrative 
Activities, 
Publications, Grants) 
for further 
documentation of 
that specific CPA 
activity. 



Attaching records to the CPA Report 

However, one should ideally refrain from attaching records in such a general way to the CPA Report, 
since the purpose of the “Attach to CPA” feature is to provide documentation for specific CPA activities. 

NOTE: If you only use the “Attach to CPA” checkbox without actually attaching it to a specific CPA 
record, then the attached record will still print on the CPA Report, but it will appear in a general 
section at the end of the Report entitled “Related Creative Professional Activities”.  



The “Supplementary Documentation” field 
The “Supplementary Documentation” field in a CPA record is 
used to refer to documentation of a CPA activity that exists 
outside of WebCV. This would not include publications, 
presentations, or any activities that are already entered in a 
different section in one’s WebCV account (since, as has 
already been shown, existing records in other WebCV 
sections can be attached to a CPA record).  
 

Examples of items that one could enter in the 
“Supplementary Documentation” field (as given by the 
Faculty of Medicine’s Promotion Manual (p. 17)) are: 
“evaluations, documentation of external reviews, internal or 
external letters of reference indicating the creativity and the 
impact of innovation, evidence of emulation and adoption by 
peers, press clippings . . . and reviews by media”. One could 
also use this field to refer to websites, letters of 
correspondence, email exchanges, etc., that one might 
include separately in a promotion dossier.  



Attaching CPA records 
to the Teaching and 

Education Report (TER) 



Attaching CPA records to the TER 

If there are records in your Creative Professional Activities section that are related to 
Teaching and Education, then you can attach these records to your Teaching and 
Education Report (TER) so that they print on the TER. The above record concerns 
rewriting guidelines for Undergraduate Medical Education, which should be 
documented on the TER in addition to the CPA Report. 



Attaching CPA records to the TER 

Edit the CPA record you would like to attach to the TER, and scroll down to the 
bottom of the record and find the “Attach to CPA in TER” checkbox. After   
checking this box and pressing the “Save” button, the record will appear on 
your TER the next time you generate the Report. 



Attaching CPA records to the TER 

The attached CPA record will then print near the end of the TER in a section entitled 
“Creative Professional Activities in Teaching and Education”.  



Attaching CPA records to the TER 

Additionally, any records you had previously attached to that CPA activity (as 
documentation of it) will print on the TER with that CPA record. 




