
Let’s get your 2020-2021 Annual Report in!

You can start filling it out, save your progress, and come 
back to it later
(as long as you click ‘Submit’ by 31 December)

If you don’t have exact numbers & figures, make your best 
guess

If you don’t know an answer to a question and it’s not 
*required, skip it and move on

Submitting the IEEE-HKN Annual Report:
A Quick Guide



As best you can, attend to these tasks before submitting your Annual Report 
to avoid errors and ensure all information on the Report is accurate and 
current.

● Have you submitted your induction paperwork for all 
inductions held during the 2020-2021 academic year?

● Are all Chapter Officers & Advisors listed in vTools 
up-to-date/current?

● Have you submitted activity reports for all Chapter 
activities, meetings, and events held during the 
2020-2021 academic year?

Pre-Reporting Checklist:

https://hkn.ieee.org/ieee-hkn-induction-form/
https://hkn.ieee.org/ieee-hkn-election-of-officers-reporting/
https://hkn.ieee.org/chapter-activity-report/


Step One: Sign into the Annual Report Form 
using your IEEE log-in credentials

https://hkn.ieee.org/annual-chapter-report/

Having trouble logging into the form?  Click here.

https://hkn.ieee.org/annual-chapter-report/
https://hkn.ieee.org/trouble-accessing-exclusive-hkn-content/


You will then see a number of headings with lists of 
corresponding information...

all of your activity reports are compiled to populate 
this section



Scroll down to find a summary of inductions reported for 
your Chapter and the list of Chapter Officers & Advisors

confirm that this information is correct. If not, 
finish the report BUT be sure to email us at 
info@hkn.org to address any discrepancies

mailto:info@hkn.org


Scroll down for the portion to be filled out...

Fill out the following information to 
the best of your ability.  

If some facts and figures are not 
readily available to you as you 
complete the report, make your 
best guess.

If a question is not *required, you 
may skip it and continue with the 
rest of the form.



When you are finished, click ‘Submit’

Need to come back and finish up later? You can do that, too 
(but please make sure to click ‘Submit’ by 31 December!)

Let us know if you need any help: info@hkn.org


