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CREATE A REPORT (L31)
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You must 

be signed in 

to create a 

report.

Click on “EVENTS REPORTING” icon

Click on “EVENTS REPORTING ”  



CREATE A REPORT (L31) – cont’d.  
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Click on “Create New Report” to open a new report form.



CREATE A REPORT  - cont’d.
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Click on a section to expand and enter information 

for the event.

To open a section on the form, click 

on the section.  

Only one section can be expanded at 

a time.

To go to the next section, click on 

another section or Next.

Click on a section to expand and enter information 

for the event.

Form options are displayed at the 

bottom of each section. Click on “1st speaker Information” to fill 

in the details about a speaker.



CREATE A REPORT – DETAILS
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For additional help, hover cursor over 

question mark (‘?’) for hints.

Note: Fields marked with an asterisk (*) are required.  

DETAILS – provides basic information 

regarding the event such as: title, description, 

starting and end dates/times, category and 

attendance numbers.

Click on “Save” to create and submit the 

report(L31) .



Review submitted REPORT (L31)  
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Note - you may edit the 

report up to 7 days after 

submission.

If you need help, send email to l31-help@ieee.org for assistance.

mailto:l31-help@ieee.org


Thank you!

Thank you for viewing the tutorial.  Please remember to visit vTools’ 

site (http://vtools.ieee.org)  to learn more about our projects.  If you 

have any questions regarding vTools.Events, please email us at: 

meetings-vtools@ieee.org.

Thank you!
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End of the tutorial

http://vtools.ieee.org/
https://events.vtools.ieee.org/
mailto:meetings-vtools@ieee.org

