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HOW TO SUBMIT A CE WORKSHOP OR TEST-FOCUSED WORKSHOP  
FOR THE NAN ANNUAL CONFERENCE 

Submission Deadline: March 30, 2018 
 

 
 
1. Click here to access the submission site. 
 
2. NAN Members enter your email address and Member ID number to log in. Don’t know your Member ID? Click on 
the ‘Lost Your Member ID’ link on the login page to have it emailed to you. Skip to step 4. 

 
Non-members use the ‘Create an Account’ button to complete your profile and proceed to the submission process. 
Returning users enter your email address and access key to log in. Don’t know your access key? Click on the ‘Lost 
Your Access Key’ link on the login page to have it emailed to you. 
 
 

 

https://www.conferenceabstracts.com/cfp2/login.asp?EventKey=WNTBZYOV
https://www.conferenceabstracts.com/cfp2/login/ForgottenPassword.asp
https://www.conferenceabstracts.com/cfp2/login/LoginAccountCreation.asp
https://www.conferenceabstracts.com/cfp2/login/ForgottenPassword.asp
https://www.conferenceabstracts.com/cfp2/login/ForgottenPassword.asp
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3. Non-members will create an account profile before beginning the submission process. Enter your information into 
the required fields and click “Create Account” to begin your submission. Your account details and login information 
will also be emailed to you so that you can continually access the submission site up to the submission deadline. 
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4. Once you are logged in, you are ready to begin a new submission. Click on the “New Submission” link as shown. 
 

 
 
 

5. Enter your submission title. Titles are limited to 75 words or less. Please use “Title Case” (This is an Example of Title 
Case) when entering your submission title. 
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6. Enter your submission type. Select either “CE Workhsop” or “Test Focused Workshop” from the dropdown menu. 
Then, click the “Continue” button. 
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7. You are now ready to begin inputting the details of your submission. Your submission task list tracks the required 
information you must include with your submission. You may complete the tasks in any order and do not have to 
complete all of the tasks in one session. Click “Primary Author” to begin. 
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8. Enter the Primary Author information. Please enter the first name, last name, and email address of the primary 
author of the submission. Choose “Primary Author” from the dropdown menu and click on the “Add Author” button. 

 

 
 
 
Next, click on the primary author’s name as shown to finish completing the contact information portion.  
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Enter the contact information for the primary author and click on the “Continue” button. 
 

 
 
 
Your primary author information is now complete, click on the “Save Authors” button. 
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9. You are now ready to input the co-author(s) information for your submission. Click on “Co-Authors List” as shown to 
begin.  
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10. Enter the Co-Author(s) information. If you do not have any co-authors, click on the “Save Co-Author List” button to 
continue on to the next task. To add a co-author, enter in the required fields and click on the “Add New Co-Author” 
button.  

 

 
 
If you add more than one co-author, you will have the option to re-order the authors using the arrow button, if needed. 
Then, click on the “Save Co-Author List” button to continue on to the next task. 
 

 
  

To add a co-author, enter the author’s information here. 
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11. You are now ready to complete the Research Attestation Statements for your submission. Click on “Research 
Attestation Statements” as shown to begin.  
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12. Read and electronically sign the Research Attestation Statements. Submit your agreement by typing your name 
and clicking the “Submit Agreement” button. 
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13. You are now ready to input your abstract for your submission. Click on “Abstract Submission Details” as shown to 
begin.  
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14. Enter your abstract details. You may edit your title in this step, if needed. Next, you will enter your abstract content. 
Please use the instructions at the top of the page to compose your abstract to ensure your submission is not missing 
any of the required elements on which your submission will be reviewed. Click on the “Continue” button to proceed 
to the next task. 
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15. You may now upload an image file (.jpg, .png, .gif, .bmp, .pdf) to support your abstract or you may opt-out of 
uploading an image in this step as well. Images may be tables, figures, charts, or graphs that support the content of 
your abstract. An image is not required for acceptance. Both submissions with and without images will be given the 
same consideration. Click on “Upload Images” as shown to begin. 
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16. Upload your image. Select “Browse” to upload the image file (.jpg, .png, .gif, .bmp, .pdf) from your computer. You 
are limited to one supporting image file no larger than 10 MB in size. Your image will appear at the end of your 
abstract in black and white and will not have a caption. Please reference your image in the body of your abstract. 
 
You may opt-out of uploading a supporting image at this point. Select the checkbox for “There is no image 
associated with this submission” to continue to the next task without uploading. Click the “Submit File(s)” button. 

 

 
 

Click on “Complete Task” when you are ready to proceed. 
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17. You must now input up to four measurable learning objectives for your submission. Click on “Learning Objectives” as 
shown to begin. 
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18. Learning Objectives. Please provide up to four learning objectives for your submission. A minimum of two learning 
objectives are required. Once complete, click on the “Continue” button. 

 

 
 
  



 18 
 

19. You have now completed all of the required steps to submit a workshop proposal. Click on the “Save Submission” 
button on the task list to submit. 
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20. You will now see a summary of your submission. Click on the “Submit” button to complete the process. You can 
preview your data and make edits if needed with the link at the bottom of the page.  
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Your submission is complete and you will be taken back to the login homepage where you can preview your abstract, 
make edits up until the submission deadline by clicking on the submission title, or submit another abstract. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

QUESTIONS? 
Contact office@nanonline.org for assistance. 

mailto:office@nanonline.org
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HOW TO WITHDRAW A SUBMISSION FROM THE NAN ANNUAL CONFERENCE 
 

 
 
1. If you need to withdraw your submission, log into the submission site and click on the title of your abstract.  
 

 
 

  



 22 
 

2. Next, you will click on the Submission Status “Complete” link.  
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3. On the Submission Settings page, change the Submission Status in the dropdown menu from “Complete” to 
“Withdrawn” and click on the “Update Settings” button. 

 

 
 

Your submission has now been withdrawn. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

QUESTIONS? 
Contact office@nanonline.org for assistance. 

mailto:office@nanonline.org

