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Instructions for Proposal Submission, Self-Scheduling, and ITER Distribution

Part 1: Proposal

1. From your to-do box on one45, select Choose elective proposal to open a new
window; click the drop down box to select what type of proposal you are
submitting, enter the dates of the rotation, then click submit.

Test Test (StUdent) Student (2011)

gxpand all collapse all

Personal Infao

Contact List Choose elective proposal
/HERM
Pt/Procedure Logs = F'I'DDDSE” Farms

IEI |\l https:ffone4S.med.dal.cafone. php?manager=proposalviewipurpose

Please choose the elective proposal you would like to
complete and the proposed dates, To submit more than
one propasal subrmit a form and then open this windaow a
second timme to subrmit another farm.

Choose forr: i Elective ©: Med 4 - Elective Proposal Form S
Start: | Sep 1, 2010 Fd. End: [end date M.
Subrnit

IEI il W=l htbps: ffone4s, med.dal,cafone. php?manager=proposalviewspurpose:

Flease choose the elective proposal yvou would like to
complete and the proposed dates. To submit rmore than
one proposal submit a form and then open this window a
secaond time to subrmit another farm.

Choose form: i Elective ;- Med 4 - Elective Propozal Farm HEYS

Elective ;- Med 4 - Elective Propogal Form
Start: | Sep 1,| Care of the Elderly - ted 4 - Elective Proposal Farm
[nterdizciplinary - Med 4 - Elective Proposzal Form
Submit Mon-Tertiary/Community ; Med 4 - Elective Proposal Form

You can submit an infinite number of proposals.
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2. You will then go back to your to-do box, and under Forms to Complete, select
the blue link for the Med 4 - Elective Proposal Form.

Test Test (Student) suwdsnt cown

help

expand all collapse &l

Personal Info

Contact List Choose elective proposal
Handouts & Links

Pt/Pracedure Logs v Proposal Farms (2}

¥ Ewaluations
~ Forms to complete (1)
Evaluations
woahadilas Please fill in the forms you see here

My Calendar Target Activity (4] Program Dates Form Contact

M Rorarions Med 4 - Elective Proposal Form testl Yr4 Clerkship Sep 27 - Oct 15/10 Med 4 - Elective Proposal Form del Vanesss Yoerman B
W Courses

This will open a new window, where you will complete the details of the rotation
(i.e. University, Department/Division, Preceptor Name and Contact Information,
Objectives, Methodology, etc.).

& »~ HI

print pdf wigw

| Dalhousie University Ewaluated By: Test (Student), Test (Student) - 2011
\§/ ¥4 Clerkship Dates ! Sep 27 - Oct 15, 2010

*indicates a mandatory response

Undergraduate Medical Education
Elective Proposal Form

Specify Medical School Offering Elective:
_ W

If you have selected "other", please indicate the institution:

Program:
NOTE: For Mon-Dal Electives, choose the program that most closely describes your experience.

_ w
If you have selected "other", please indicate the program:
Preceptor:

Pick

If you have entered the preceptor's name above, please complete this additional information:

J\AP Academic Programs\Undergraduate Medical Education\Curriculum Coord and Scheduling\2009-10\Med 4\one45



30f7

Address (including city, province, postal code and country):

Phaone number;

Type of Proposal:
0

0
0
0

Medical Expert
Instructions

Cammunicator

Instructions

Collaboratar
Instructions

Manager
Instructions

Health Advocate
Instructions

Scholar
Instructions
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Professional

Instructions

Methodology:
{How are you going to do it?)

Is this an International Elective?

Submit Save and Close Cancel
Commit responses and Save current responses and Discard any changes to
rermave form from your inbox,  keep form available in vour responses and keep form
inbox for revision. available in inbox for
completion.

If you are still working on your objectives, or don’t have all of the necessary
information, you can save your proposal and return to it at a later time.

When you have completed all of the required information, and are ready to
have your proposal approved, click Submit. This will cause the proposal to be
sent to either Dr. Watson or Dr. Gordon for their approval.

3. After you submit the proposal you will be taken back to your to-do page, where
you can monitor the approval status of your proposals.

Test Test (Student) swden czo1s)

help

expand all collapse al

Personal Info

Contact List Choose elective proposal
Handouts & Links
PtfProcedure Logs = PFDDDSE” Farms

* Ewaluations
Farms with status 'pending approval' have not been approved or denied yet. Forrns with
Evaluations status 'feedback submitted' have been approved or denied. ¥ou can view the initial

proposal farm and the feedback form by clicking an the link.
* Schedules

My Calendar Farrm Status
My Fotations Med 4 - Elective Proposal Form pending approval
My Courses Elective Proposal -Med 1 f 2 pending approval
acation/Leave i /
Med 4 - Elective Proposal Form approved
¥ fcadernic
Sessions

After a proposal has been approved, you will need to click the blue link to review
the written comments from Dr. Watson or Dr. Gordon. You can sign off on
proposals when you have reviewed the comments. Once you sign off on an
approved proposal, it will disappear from your to-do box.
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Part 2: Self-Schedule

You’ve completed your proposal and have received a notice to self-schedule:
How to self-schedule: (self-scheduling creates your ITER for that rotation)

1. Logging into one45 will take you to your to-do box where you will see a box

titled Schedule with blue links under Activity. Each blue link will correspond to
your approved proposals.

- Test Test (Student) swdent zo1ny

help
Personal Info

Contact List

. * Schedule
Handouts & Links

* Evaluations Activity rogram |4 Dal
Evaluations

Elective

‘'r4 Clerkship De
* Schedules

Interdisciplinary Yr4 Clerkship Jan

My Rotations

Non-Tertiary /Com hity “r¢ Clerkship De

Vacation/Leave

PP T P =N

2. Click on the blue link under schedule in your to do box. A screen will open that
will ask you to schedule yourself using the drop down box:

Test Test (Student) cwuen o

help.

Please schedule yourself for your Elective(s):
Personal Info
Contact List

Handouts & Links Dec 21 - 27, 2009

¥ Evaluations wl|
Evaluations

¥ schedules Dec 28 - Jan 3, 2010
My Rotations I

Vacation/Leave

s

~ Admins Only

Submit Cancel

PLEASE NOTE: It is very important that your activity and dates match your
proposal activity and dates. Please let Vanessa (vanessa.voerman@dal.ca)
know if the activity under schedule in your to-do box isn’t correct.

J\AP Academic Programs\Undergraduate Medical Education\Curriculum Coord and Scheduling\2009-10\Med 4\one45



6 of 7
Part 3: Distribute ITERs

Now that you have self-scheduled, your ITER for that rotation should show up in your
to-do box under a new title called Forms to distribute.

How to distribute your ITERS to your preceptor:

- Test Test (Student) wween ony

help

expand dl colapse al
Personal Info

Contact List

Handouts & Links accheduiell

¥ Evaluations Activity Program |4 Dates Contact
Evaluations Elective ¥ra Clerkship Dec 21 - 27/08

¥ Schedules Interdisciplinary Yrd Clerkship Jan 4 - 10/10

My Rotations

Non-Tertiary/Community ¥4 Clerkship Dec 14 - 20/08 Vanesea Uoerman
Vacation/Leave

¥ Admins Only
¥ Farms to distribute (2
Low Performance
Please distribute the forms below

Activity | 4 Program Dates Form

Contact

Allied Health [ is Valley,

] Yr4 Clerkship Dec7 - 13/09 Med 4 - ITER (Class of 2010) del

Anaesthesia [Halifax, NS

¥rd Clerkship Nov 9 - 15/09 Med 4 - ITER (Class of 2010)

1. Click on the Blue Link for your ITER, a new screen will appear.

2. Click on “Add attending” to choose the preceptor(s)

- Test Test (Student) sueemzoin

Allied Health [Annapolis Valley, NS] :: Dec 7 - Dec 13, 2009

Med 4 - ITER (Class of 2010}

[__Send Forms | Cancel

3. Check the boxes for your preceptors

- Test Test (Student) s o

m Anaesthesia [Halifax, NS] :: Nov 9 - Nov 15, 2009
i a1}
Parsonal il

Med 4 - ITER (CL

Test, FP Resident (PGri
Family Practice « Sant John

Dr. Test {Faculty), Test Famiy F
Med 4 - ITER (Class of 2010) o ©

| Send Forms | | Canced |

4. Click Send Forms.

Please let Vanessa know if you have trouble with your preceptor completing your
ITER.
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What to do if your preceptor does not show up on the list:

If you are confident that you have exhausted all of the search possibilities (i.e.
common misspellings, ‘Mac’ vs. ‘Mc’, ‘ph’ vs. ‘v’, etc.) and your preceptor still does
not show up on the list, you can manually enter his or her name into the system.

To avoid creating a duplicate account, please ensure you have searched multiple
ways for the preceptor’s name before manually entering a new attending.

 Test Test (Student) sweeee zoin) T '
R & | https:ffone45.med. dal.cafpublic/attendingPicker . php % @
help
Anaesthesia [Halifax, NS] :: Nov 9 - Nov 15, 2009 ) )
Med 4 - ITER (Class of 2010) Find attending:

Persenal Info Flease pick the evaluators (attendings) of this form by clicking the cf - - . - -
Contact List (O Test, FP Resident (PGY1 resident)
Handouts & Links Add attending O Test (Faculty), Test

* Evaluations

e Add To List
Evaluations

1=
¥ Schedules Dr. Test (Faculty), Test r=
My Rotations Med 4 - ITER (Class of 2010) O
Vacation/Leave Attending not on list?

T Search again (last name Search
v = Only 9

dmins Only Send Forms Cancel |

Low Performance

p- o Enter Manually

n you want to select is a resident that is

1.) Ifthe p
dis

ctable, the program in charge of this form has

residents from being an option. Flease contact the program
office if you

need help. Pleaze do not add them into the system again
manuall

2.) Before entering manually, please ensure that you cannot
find them with a search

Clicking Enter Manually will bring you to the screen below, where you will enter the
first and last name, as well as the email address, for the person who is evaluating
you, then click submit:

 Test Test (Student) =ween zo:s) e '
£ | https dal.ca % b
help
Anaesthesia [Halifax, NS] :: Nov 9 - Nov 15, 2009 )
Med 4 - ITER (Class of 2010) Enter New Attending:

Persenal Info Please pick the evaluators (attendings) of this form by clicking the cl

Contact List

Firstname:
Handouts & Links Add sttending | |
~ Evaluations — Lastname: | |
Evaluations - Email: | |
¥ Schedules Dr. Test (Faculty), Test r=
My Rotations Med 4 - ITER (Class of 2010) O Submit
Vacation/Leave

se leave it blank.

: Wwithout an email addre notified of

Low P o = = " = .
o Rerrarmance outstanding forms in th box. If you can find their
email address at a later time, please pass it on to your
program administrator.

* Admins Only < If vou do not know the _&1113i\| ad

Note: If you do not enter an email address, or enter it incorrectly, the ITER will not be
sent to the preceptor. Please let Vanessa know if you make a mistake.
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