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Getting 
Started

To access your reporting page, click on Administration 
on the menu to the left of your dashboard to expand 
the dropdown, then click on Reports.



Administrative 
Reports Section
Under the Administrative Reports section, find and select 
Standard Vitas to begin your bulk export. 

Depending on your levels of access, you may 
see this pop-up window appear after 
navigating to the Reports page. Select the 
access you need and click Okay to continue.



Select Unit
In the Total column, click on the blue number beside your unit. You can use 
the + buttons to expand your unit as needed.



Export Filters
Apply any filters needed for your export. You may wish to apply 
your unit specific template, or change the date range (i.e., annual 
review CVs are typically pulled J-Term to J-Term). 

When you have applied your filters, click on Bulk Export. 

In the pop-up window, click Select Faculty. It 
is recommended to export by department, as 
WyoVita has trouble with large exports. 

When you have selected your faculty, choose 
your preferred document type and click 
Export. Your files may take a few moments to 
download.



Help with Bulk 
Exports
If you need assistance with an export, please reach out to us at facultyaffairs@uwyo.edu 
with details about your request. 


