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Accessing	Evaluations	
After logging into ELMS, you can access your evaluations by one of two methods: 
 
Method 1:  Click “Evaluations” on the left side 
of the screen and then select “Evaluation of 
Student.” (Fig 1) 
 
  Fig 1. 
 
 
 

Method 2:  On your ELMS home page (Fig 2), 
select the rotation date group and the pertinent 
student from the drop-down boxes:      
 
Fig 2. 
 

 
 

 
 
 
 

Completing	Evaluations	
SELECT “P1 IPPE Evaluation” (Fig 3) and, on the next screen “Start Evaluation” (Fig 4). 
   
 Fig 3. 
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RATE the student (Fig 5) and add appropriate comments (Fig 6).  Note that there are four comment 
boxes at the bottom of the form.  Comments made in the first two comment boxes (one for midpoint; one 
for final) will be visible to the student.  Comments made in the second two boxes are confidential and 
visible only to Office of Experiential Education staff.  
 
 Fig 5. 

 
 

                                Fig 6. 

 
 
 

SAVE OR SUBMIT: You may save the form if you plan to come back later to finish it, or you may 
submit it (Fig 7).  If you save it and scroll back down to the bottom, you’ll see the student’s score (Fig 8).  
(If you do save the form, please do not forget to reopen the form later and “submit” it.) 
 
              Fig 7.                                                      Fig 8. 

       
 

When you submit the midpoint, the form will remain open on your screen although you cannot make 
changes to the midpoint scoring.  You’ll see these words in a green banner near the top (Fig 9). 
 
        Fig 9. 
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Your midpoint scores and comments have been saved and the form remains open for you to complete the 
final evaluation.  Ordinarily, it would not be the right time to do the final, so you may “Close” the form 
(top right corner).  (Note:  The midpoint evaluation is optional although we hope that you are providing 
feedback to the student throughout the rotation.   If you do not complete the form at the midpoint, it is not 
necessary to rate the student on the “midpoint” rows at the end of the rotation.  Simply ignore the midpoint lines and 
complete the form as the final evaluation.) 
 
Later during the rotation when you’re ready to complete the final, just log back into ELMS, open the 
evaluation, and rate the student on the “final” rows, adding appropriate comments for each competency and 
at the bottom (Fig 10).  Your midpoint ratings and comments will be visible.  Be sure to “submit” the form 
(not just save it).  Once submitted, the form cannot be changed.  If you need to make a change to a submitted 
form, please contact Susi Carbonneau, scarbo@presby.edu, who can reopen it for further action. 
 
 Fig 10. 

 
 
 

Viewing	Evaluations	
When completed as a midpoint, evaluations are immediately available to students to view.  However, when 
completed as a final, students are not able to view your evaluation of their performance until they have 
completed their own evaluation of you.  Office of Experiential Education staff will review all evaluations 
completed by students at the end of the fall and spring semesters before releasing them to preceptors for 
viewing.  Once this review has been completed, our office will notify you and provide you with a report 
that shows your aggregate performance. 
 
 

 
 
 

 
 
 
 
 
   


