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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. 

 

 
 

 
 

 
 

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. 

 

 
 
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.). 
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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. 
 

 
 

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. 

 

 
 
 

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: 

 

 
 
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. 
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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: 
 

 
 

1. Click on the Blue Link for your ITER, a new screen will appear.   
 
2. Click on “Add attending” to choose the preceptor(s)  
 

 
 
3. Check the boxes for your preceptors 
 

 
 
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. 
 

 
 
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: 
 

 
 
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. 


