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SUBMISSION STEPS

1. Review the guidelines if you have not already done so.

2. Logintothe Abstract portal.

3. To Start a new submission, in the Start a Submission section, enter Title of submission and the
Submission type (Options are Research Abstract or Clinical Case Report). Then select the Begin
new submission button.

4. To add or edit your submission content, select your submission in the In Progress section and click
the Continu button.

5. Add or edit Authors by selecting the Manage link in the Add/Edit Authors section.

6. Select Openinthe Submission Info section and provide your submission content.

7. Before submitting review all your content and uploads for accuracy and adherence to the
guidelines.

8. When ready to submit, from your Dashboard, scroll down and select the Pay & Submit button.

9. Aconfirmation of your submission, including your abstract, will be sent to the email address used
to create the abstract.

For more detailed information on the above submission steps, refer to the below Starting and Managing
Submissions section.

NAVIGATING THE ABSTRACT PORTAL

ABOUT RETURNING TO A PREVIOUS PAGE

Once you start clicking on the submission area features, you will always see a link/button that takes you
back to where you came from. For example, you may see Return to Dashboard or Return to submission
overview. Likewise, you can also select the back button on your browser. However, you should always save
any changes you wish to save before going back to a previous page.

SIDEBAR/SUBMISSION MENU OPTIONS

The submission menu is accessible from every page in the portal, whether it’s hidden or showing you can
quickly get back to the main dashboard and to an onscreen display of the guidelines.

> Dashboard - This will reflect the current status of your submission and you will be able to manage
your submissions and pay once all submission requirements are met.

» Guidelines - This is an on-screen display of the Abstract Guidelines, as opposed to the
downloadable feature located on the same page in the first section of the dashboard.

MAIN SECTIONS OF THE DASHBOARD

Y

Submission guidance — Access to download guidelines.
Submission menu - Left sidebar menu

Start a submission - To create a new submission.

In Progress —Where all your submission content is added and edited.
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Completed - Your submission will be displayed in this section after you have submitted and paid
the fee.


https://abstracts.aspneph.org/

See image reference on page 1. (Connie, it might be better to add the image here too. Let me know what
you think.

MAIN SECTIONS OF EACH INDIVIDUAL SUBMISSION

» Submission guidance — Access to download guidelines.
> Abstract Submission Information
O Add/Edit Authors —where you add/edit authors for the selected submission.
O Submission Info - Where you edit the content for the selected submission.
» Payment & Submit - The $75 fee is tied to the individual abstract. To pay the fee you would need to

select the applicable submission title in the “In Progress” section of your dashboard and select the
Continue button.
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This submission type requires payment of $75.00.



STARTING & MANAGING YOUR SUBMISSION(S) DETAILS

» Submission Guidance - This is a downloadable pdf of the Abstract Guidelines. If you want to see
an onscreen version, select the left side menu Guidelines option.

> Start a Submission —To start a submission, enter a Title and use the drop down to select the
submission type. The Begin new submission will then be selectable and you will be able to create
your submission. Once Submission is created, it can’t be deleted, but it can be edited. See
additional details below about editing your submission.

» InProgress - This section is to review and edit your submission. You will be able to add authors,
upload files, and add all your abstract information.

In Progress

Review and continue submissions that are still in progress.

L e T L To edit your abstract, start by

Abstract selecting Continue
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» Editing a Submission (including a new submission just created)
If it is before the deadline and submission, you can edit.
If you have not yet submitted, locate your abstract title under In Progress, select Continue and
edit as needed the Title, Authors, and/or Submission Information.

If you have submitted and paid, you will find your abstract in the Completed section of the
dashboard.

Deleting a Submission, you cannot delete a submission once created. If you wish to change it, you
can edit what you have already added, including the title.

Adding Authors
Select your abstract Continue button above.

Then select Manage under Abstract Submission Information

Abstract Submission Information

Add/Edit Authors Submission Info Complete

Manage - Open =

You can add authors and change the order of authors. You cannot remove the main author (the person who
creates the submission)



Back to submission overview
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My Abstract Title
Abstract - In progress

Total authors Author limit
1 No limit

Editing status
Open

Submission authors
Drag and drop to reorder authors. Add or edit authors as needed.

Author Email Organization Actions

Edit

Main

drag and drop name to change order

When adding authors, you will need to provide the required information (red *):

Add author

First name * Last name *
(1

Degrees Email *

Organization *

Is this author the presenting author? *
O Yes
O No

Professional Status *

Career Level *

() Professor

() Associate Professor

(O Assistant Professor

) Instructor

() Trainee - Fellow

(O Trainee - Resident

() Trainee - Medical Student

(O Trainee - Undergraduate Student

() Trainee - other Student



Adding and editing submission content

From the Dashboard, go to the In Progress section and select the abstract you wish to add or edit
information.

Then select to Open the Submission Info.

Abstract Submission Information

Add/Edit Authors Submission Info

Complete

Manage - Open =

Once you open, you will see all the sections that are a part of the abstract submission type you
selected when you created your submission.
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Back to submission overview
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Abstract

Submission guidance
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Abstract title

EQUIRE Your title can be edited here as well
as edited from the main dashboard.
My Abstract Title





