
 
 

 
COLLEGE OF MEDICINE 

HOW TO ENTER CASE LOGS IN EMEDLEY 
 

1. Go to eMedley: https://he.emedley.com/uthsccom. 
2. Check that the term in the upper right-hand side of the screen reflects the correct academic year for the case logs you intend to complete. If 

correct proceed to Step 5. If not, continue to Step 3. 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

3. To change the academic year, click the arrow icon and select Switch Terms, then select the correct year from the drop-down. 
 

 

https://he.emedley.com/uthsccom


 
4. Select the appropriate academic year from the drop-down.  

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. Click the My Dashboard icon. 
 

 
 



 
6. Click on the Case Logs link near lower right side on the screen.*  

 *Students can also access Case Logs from the eClas application found in the application menu as seen below. 
 



 
7. To create a new Case Log, click Add. 

 

 
8. The Encounter Date will automatically populate with the date of entry; however, you will want to change this date to reflect the actual 

encounter date with the patient. The Schedule field will also populate which does not need to be changed. You will then use the dropdown 
boxes to complete the Preceptor, Clinical Site, and Setting Type fields.* 

 

 
*When selecting a Preceptor or Clinical Site, there may be some options that are not available in the dropdown box. Select the 
 following in that case: 

• Preceptor: Other, Attending or Other, Resident 
• Clinical Site: Other Clinical Site – Memphis, Other Clinical Site – Chattanooga, Other Clinical Site – Knoxville, or Other 

Clinical Site - Nashville 
 

**To exit and save the entry as a draft at any point, click Save and close the dialog box. 
 



 
9. Once all the required fields (notated with a red asterisk) have been completed, click on Next to move forward. 

 

 
 

10. Complete all required Patient Demographics fields before moving to the next section – Age, Age Type, Sex, Race, First Language, and Insurance. Once 
fields have been completed, click Next. 

 

 
 
 
 



 
 

11. The only field in the Clinical Information section that must be completed before moving forward is the Reason for Encounter field. Once you have 
selected the appropriate option, click Next. 

 

 
12. To choose competencies, click on the Add Competency button.  

 
13. From there you will click in the dropdown box.  

 



 
14. Once you select in the dropdown box, a pop-up box will appear with the list of competencies to choose from. * 

 

 
 *Please note you are permitted to choose more than one competency per encounter; however, each competency much be broken out 
 into its own paragraph containing all the pertinent information in the Notes Section. 
 

15. Once you have selected your competencies, you will then select Ok. 
 



 
16. Then select Done.  

 

 
17. Select in each dropdown box to choose the appropriate patient type – Alternative-Standardized Patient, Alternative-Computer Simulated 

Patient, or Active Participant. Once you have selected your patient type, click Next. 



 

 
18.  Write a note to describe the required clinical experience(s) or procedure(s) and click Finish. * 

 

  
 * To save as a draft and not submit for approval, select Save and click on the X to close. 
 



 
19. To check the status of a submitted case log or to update a draft or denied case log, go to the case log section in eMedley (detailed in step 6). 

The Approval Status section will appear as Draft, Denied, Approved, or Pending for each case log entry. If multiple case logs have been 
entered the filter option can be used to narrow the displayed items.* 

 

 
*To view an administrator note on Approved or Denied case logs, select View Status History icon displayed next to approval status. 

 
20. To update a case log draft, a pending case log (submitted but not yet approved or denied), or a denied case log, click on the desired log 

to highlight and then click Actions. 
 

  



 
21. From the Actions menu, select Edit.* 

*To view a draft or a submitted case log, click to highlight and then click the View option from the Actions menu. 
 
 

For more information or questions about the content that is required for an acceptable case log submission, 
please review the course syllabus and/or contact your Clerkship Director/Course Director. 


