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Log in to your Doolli 
account, go to ‘Build & 
Publish,’ then scroll down to  
‘My Databases.’
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Hopefully when you are 
there you will see ‘Faculty 
Report-Design.’ Click on it.
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Click on the +Add Item 
button. This makes a file just 
for you!
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Start filling in the boxes. 
(fields) Further down this 
page, you should find the 
same categories that you 
are used to seeing on your 
earlier annual reports.
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At the very bottom of the 
page, click ‘+Add Item.’ (the 
‘item’ is your report) You do 
not have to complete this all 
at once...
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...you can come back and 
edit or add to what you en-
tered earlier by clicking on 
the gear to the left of your 
name. Choose ‘Edit.’
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When you have completed 
your edit, click ‘+Save Item.’
And you’re done!

created by Stan Friesen, Communication Design


