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Producing an annual report using a Sedona Template 
 
Step 1: Log on to Sedona at www.sedonaweb.com by entering your Member ID 
(your Banner ID plus your College suffix).  For an example: B01234567ECA.   
 
Then enter your Sedona password.  If you don’t know your Sedona password, you 
should contact your unit head.   
 
  

 
 
Once you are in SEDONA, you should select the template button as illustrated in the 
screen below: 
 

 

http://www.sedonaweb.com/
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I am going to use Dr. Karl Wunesch’s 2007-2008 Sedona information in this 
example.  Dr. Wuensch has done a lot of work on developing templates for 
SEDONA and the current ECU template is the result of his efforts.  
 
Next step is to select a template: 
 

 
 
After selecting the appropriate template, you simply click on the “Preview the 
selected template” button: 
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Note: Templates are colored coded (shaded) so that university level templates are 
shaded in white, college templates are shaded in green, department templates are 
shaded in yellow, and faculty level templates are shaded in red.   
 
You can create your own templates.  You probably want to start by copying an 
existing template and then modifying it -- but you can start from scratch. 
 
 
When you click on the preview button, your annual report will appear. You don’t 
have to expand the screen (see below) but it helps in viewing your report. 
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You can review your annual report by scrolling down the screen: 
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You can now convert your report to a WORD document.  Note that there is also an 
option to convert to PDF.  You will typically want to convert to WORD so you can 
add any information (such as teaching schedule and SOIS scores) not in SEDONA.  
We hope to add the teaching schedules to SEDONA, but the SOIS scores will 
probably always have to be added manually. 
 

 
 
Next you will get a box asking you if you want to open or save this file: 
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The full screen will look like the following.  You can either open or save.  I prefer to 
save the file and then exit Sedona and open the file in WORD.  It is really your 
choice. 
 

 
 
Next you get to select where to save the file and what to name it: 
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Now you have all the data from SEDONA in a plain old fashion WORD file.  You 
can add information not contained in SEDONA (again the SOIS scores and other 
teaching materials, but also information about Clinical Rounds if you are in the 
BSOM).  For the ECU template, we currently only have a place to add the Summary 
of Teaching Evaluations (see the arrow below), but BSOM also has a place to enter 
Clinical Service.  The SEDONA Coordinators in each college can modify the 
template to meet the needs of their college.  In addition to producing your annual 
report, you also have the data in SEDONA for applications for reappointment, 
tenure, promotion, or to produce a CV for a grant application.   
 
 

 
 

THE END! 


