Instructions for Accessing the Online Rotation Management System
The Online Rotation Management System allows you to update contact information, view your rotation schedule, evaluate preceptors/sites, and obtain forms or other documentation needed for rotations.

Logging in to the System

To login to the system, go to https://www1.ems-webs.com/oklahomast/
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Type in your User ID (firstname.lastname---all lower case) and Password (the first time you login the password will be “Password” with a capital “P”).

When you login the first time, you will be asked to change your password.  To do this, enter a new password and then enter the same password again for the confirm password and click Change Password.  
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You will see a confirmation page (shown below).  Click Continue.
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You will be taken to the main Home screen (shown below).    
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Currently, only certain areas of the system are in use.  Please refer to the table below for a list of areas:

	Areas in Use
	Areas Under Construction

	Home
	Address Request

	Update Profile (only add info not change)
	Activity Logs

	Evaluations
	Forms & Documents

	Maintain Password
	

	Rotation List
	

	Rotation Preferences (2nd year only)
	

	Search Preceptors/Sites
	


NOTE:  If you are not prompted to change your password when you login for the first time,  you can change it at any time by clicking on Maintain Password on the left menu and following the instructions for changing your password below.

Changing Your Password

To change your password, click Maintain Password on the left menu as shown below.
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Enter a New Password then enter the same new password in the Confirm Password field.  Click Change Password.  You will receive a confirmation.  Click Continue to return to the Home screen.

Updating Profile Information
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, you can add a second email address or cell phone number to your contact information as shown below.  Just fill in the appropriate space and click Update.  You will receive verification that your profile was updated.  Click Continue to be taken back to the Home screen.
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Completing Student Evaluations
To complete an evaluation for a rotation, click on the Evaluations link located on the left menu as shown below.
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You will see a list of rotations.  Click the link for the rotation that you want to evaluate.  This will take you to the evaluation form as shown below.  All fields are required so you must answer every question.  Read each possible response carefully before making a selection.
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You will have three options at the bottom of the screen (shown below): 1) Save as Work in Progress 2) Complete and 3) Print.  Save as Work in Progress will allow you to go back and edit or update the evaluation at any time before submitting as the final copy.  Complete is a final submission----no changes can be made after you click complete.  Print allows you to print the evaluation.
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Getting a List of Your Rotations
You can login to the system and print a list of your rotations by selecting the Rotation List link from the left menu as shown below.  This will give you a list of your scheduled rotations.
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Searching for a Preceptor or Site
To search for a preceptor or site, click on the Search Preceptors/Sites link on the left menu as shown below.  Type the information you want to search by and click Search.  To return to your Home screen, click Home on the left menu.
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