
Kristin
Text Box
STEP ONE:
Go to the abstract portal and click on "LOGIN TO MY ACAS ACCOUNT"
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STEP TWO:
Log in with your ACA credentials.
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STEP THREE:
Once logged in click on DASHBOARD to reveal dropdown menu and click PROPOSALS
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STEP FOUR:
This is where previous submissions will live and where you can begin a new one.  
To begin a new proposal click BEGIN NEW PROPOSAL
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STEP FIVE:
Fill in the title and select the session type.  

YOU MUST CLICK SAVE TO MOVE ON TO THE NEXT STEP!!
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STEP SIX:
You will be automaticly listed as the presenting author.  To add additional authors click on ADD ADDITIONAL AUTHOR
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STEP SEVEN:
Use this search to find additional authors.  Complete the first and last name fields and click SEARCH
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STEP EIGHT:
No results?  Click ADD ADDITIONAL AUTHOR
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STEP NINE:
Complete the required information for additional authors and click SAVE at the bottom of the page.
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STEP TEN:
Cut and past the body of your abstract into the section entitled ABSTRACT BODY and click SAVE
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STEP ELEVEN:
Complete the additional information requirement and click SAVE at the bottom of the page.
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STEP TWELVE:
Attach any images and click SAVE.
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You can click on the PREVIEW link to view how your abstract will look.  
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STEP THIRTEEN:
If happy with your abstract submission click FINALIZE
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