UNC School of Pharmacy

Professional Experience Program

PEMS – Pharmacy Education Management System
A Guide for Preceptors
PEMS is the rotation management software system used by the UNC School of Pharmacy to track all pharmacy rotations and associated information.  Every student and preceptor will be able to use the system, via the Internet, to check for rotation updates, maintain personal addresses, complete student evaluation forms, and communicate with students.

·  Save http://www.pharmacy.unc.edu/pems/login.asp as a favorite on Internet Explorer 5.5

· To logon:  User ID:  “yourfirstname.yourlastname” (all lower case, first and last names separated by a period, no spaces)..  Password:  “Password” (with a capital P as the password is case sensitive).  After the first time you login, the system will have you change your password to something else.  Please do so right away so that others cannot log in as you.

	· Main Screen   Here you see your contact information which is the information that is shared with students so they can contact you and find their way to your practice site.   
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	Viewing Your Student Assignments

Click on the Rotations icon to get a list of students assigned to you.  If you see an E button in the right hand column, it means you can send an email to that student by simply clicking on that button.  Click on the student’s name and you will see information about your student’s previous work experience and career goals.

Update Profile – will allow you to change your email address, cell phone or pager numbers.  Please make sure you use your email.unc.edu account. 

Logs – This icon is not currently being used.

	Updating Other Information - Click on the link to your primary address and update your phone, fax, etc.  Here at UNC, we will periodically go in to see who has requested to change their contact information and tell the system to “accept” your change.  Please use the note field to indicate what changes you are making (i.e., new fax number).


	Submitting a Student Evaluation/Grade

Click on the Evaluations icon on the top menu bar.  Then click on the particular student’s name you wish to evaluate.  You will notice that the online grade form is similar to the printed forms we have used for the past few years.  It is our expectation that all preceptors will submit online evaluations by November 30, 2003.
Midpoint evaluations are required of all students except PY2s (introductory clerkships).  Once a midpoint evaluation has been created, it is saved and can be updated at a later time, if you wish.  When completing the final evaluation, you are given the option to copy the mid rotation evaluation to the final evaluation.  You then can update your final evaluation without having to re-enter site specific objectives or other information you wish to use from the midpoint evaluation form.  Students will be able to view the evaluation/grade you give when they log into PEMS.


	For each criteria that you will be evaluating, there is a list of items that you may mark as either positive + or negative -.

Then click on the appropriate score on the point scale for each item.  Type in any comments you have about the student’s performance.  

If your student’s name is not on the list to select, this probably means that UNC has recorded a different preceptor.  Contact the UNC PEP Office immediately if this is the case.
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Questions or Problems?

Contact Kim Leadon

Director, Office of Experiential Education

kim_leadon@unc.edu
(919) 966-3023

