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Step 1 

An asterisk (*) indicates a required 
field. These fields must be 
completed before you may 
proceed to the next page. 

Keep track of your progress by 
following the steps at the top of the 

page. The last yellow one shows 
where you are. 
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Clicking on the plus sign will allow 
you to enter multiple degrees, 

each in its own text box 

Clicking the “NEXT” button will take you to 
the next page. You can return to previous 

pages before submitting, but we 
recommend saving your progress after 

each step. 

After each page, you can click on “SAVE 
AND CONTINUE LATER,” and the system 

will provide you with a URL to return to your 
report and will oƯer to send an email with 

the URL.  

Step 1 (Continued) 

URL entered must begin with https:// 
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Step 2 

Should any standards require updates, a text 
box will appear requesting a description of the 
changes, as illustrated in the example below. 
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Step 2 (Continued)  

Clicking the “PREVIOUS” button will take 
you to the last page you were on.  
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Step 3  

For full-time and part-time faculty, simply 
enter the total number (count) of each. 

For all staƯ, again, simply enter the total 
number (count) of each. 

Full-time equivalents (FTEs) should be 
entered as a numerical value, where 1.0 

represents one full-time position. 



ACPHA Annual Report, User Guide, Feb 2026                                                                                       6 | P a g e  
 

 

 

  

Step 4  

Hints are available throughout the form to 
help guide your calculations. 
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Step 4 (Continued) This field automatically calculates the percentage of 
students employed in the industry, entering the military, and 

continuing their education. The total should equal 100%. 

The instructions provided 
here align with the hints 

included within each of the 
questions above. 
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Step 5 

This field automatically calculates 
all sources of funds listed above.  

All financial fields are required.  Be 
sure to enter “0” if you have nothing to 

report in that area.  
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Step 6  

These fields automatically calculate.    
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Step 6 (Continued)  

Must be entered in numeric form.  

Must be entered in numeric form.  
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Step 7  
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  Step 7 (Continued) 

Submission Successful  

Upon submission, the completed 
report will be delivered to the email 

address provided here. 

The “SAVE AND CONTINUE LATER” 
option saves your progress for up to 30 
days but does not submit the report to 

ACPHA. 

The “SUBMIT” option finalize the report 
and submit to the ACPHA oƯice.   

Once your report has been 
successfully submitted, you 
should see this confirmation 

message on the screen. 

Note the address from where the email 
confirmation will originate.  
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Confirmation Email & Copy of Report 

Oops, we failed to whitelist 
ACPHA@b40wp.com 

Example email that you will 
receive as confirmation of 
your submission.  

Name of program 

 

Please follow the link below to access 
a PDF copy of your submitted report. 

We recommend saving this document 
to your files for future reference. 

An example of the PDF report 
you will receive after 
successful submission. 
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URL to return to your report.  

Provide your email address here and click 
on “send link” to have the system send you 

an email with the link included.  

Link to Save and Continue Later 


