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INSTRUCTIONS FOR PRECEPTORS:

HOW TO ENTER THE EMS SYSTEM and 
USE THE ON-LINE EVALUATIONS PROCEDURE
Please follow these steps to gain access to the EMS system and to evaluate your students.

1. Go to the EMS website at http://www.ems-webs.com/vcu/.  Log in to your profile in EMS by entering your User ID (Firstname.Lastname) and your password (initially set to Password – and remember, the password is case-sensitive!).  The first time you log in you will be prompted to change your password to a secure one. If you forget your password in the future, contact us at OEE@vcu.edu to have your password reset to Password.
2. Click on “Evaluations.”

3. Click on the name of the student you wish to evaluate. The evaluation form will appear on the screen.

4. Complete the midpoint evaluation by entering the appropriate number rating for each item on the evaluation.  After completing all the items, click on the “Save As A Work In Progress” button which appears at the bottom on the evaluation form. PLEASE NOTE:  DO NOT click on COMPLETE at this time; the midpoint evaluation does not need to be submitted to us.)

5. You may print a copy by clicking on “Evaluations” and selecting the “Print” button next to the student’s name.

6. When you are ready to perform the final evaluation of the student, you should open the form again following steps 1 through 3. Enter the number ratings you wish to assign for the final evaluation. Submit the completed evaluation by clicking on “Complete.”  Remember to print a copy for you and a copy for the student by clicking on “Evaluations” and selecting the “Print” button next to the student’s name.
If you have any questions about this process, please do not hesitate to contact us at 828-3005, or toll-free at 800-330-0519.  Thanks.   
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