
Agricultural Administration Building 
615 Mitch Daniels Boulevard 

West Lafayette, IN 47907 
COAelements@purdue.edu 

 
 

Page 1 of 4 

Elements – Running Extension Reports 
Instructions created by Julie Huetteman & Cheyenne Kleist 

10/21/2024 

 

These instructions are identical for 2 reports:  

• Extension Impact Statements 

• Extension Summary Report 

 

1. Go to the Elements site: https://purdue.elements.symplectic.org/ 
2. Login 
3. Click on the Reporting hub (Bar Graph Icon) in the left navigation 

 

 
4. Type “Extension” in the search 
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5. Locate the report, and click Run 

 

 
 

6. Set up the logic to run a report 

• Select user: Name may already be listed 
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7. Inactive users: IGNORE this 

 

 
 

8. Non-academic users: Click the toggle button to “include”  

 

 
 

9. Dates: Set date range 

 

 
 

10. Format: Select PDF or DOC 

• PDF: for your supervisor or others 

• DOC: for your records 
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11. Click Run 

 

 
12. The report will download to your computer/device 

 

 

For help with Elements, please email COAelements@purdue.edu. 
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