
PRESENTS

Tutorials

Topic:  File a Report for an Existing 

Event – Recent Events tab
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Recent event  - File Report option 

3

Enter 

attendance

Click on “File Report” to open 

report.  



Recent Event – File Report   
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Note - you may edit the event and report up to 7 days from the 

submission date.

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

mailto:l31-help@ieee.org


Recent Events  - Report Information
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The Reported On option “File

Report” opens report (L31).

Date indicates 

when a report has 

been submitted.

You must 

be signed in 

to file a 

report.



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: 

vtools@ieee.org.

Thank you!
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End of the tutorial

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

