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|. BEFORE BEGINNING A SUBMISSION

Visit the Conference website (https://ryanwhiteconference.hrsa.gov/)

Navigate to the Call for Abstracts section

Review and download the instructions for submitting an abstract

Prepare your CV or résume file as a pdf or Word document (upload
required to create an account in the submission system)

Any additional presenters should also create an account in the
submission system as outlined on the following two slides.



https://ryanwhiteconference.hrsa.gov/
https://ryanwhiteconference.hrsa.gov/
https://ryanwhiteconference.hrsa.gov/call-for-abstracts/
https://ryanwhite.am.pesgce.com/index.php

2.LOG IN OR REGISTER FOR AN
ACCOUNT

|. Visit the Conference website
(https://ryanwhiteconference.hrsa.gov/)

|.  Navigate to the Abstract Submissions section

2. Click on the “Submit an Abstract” button then
either:

a) Enter your email and password to log in (if
you had an account for the 2018 or 2020
conferences you should use the same
account credentials)

b) Click the “l forgot my password” button

c) Click the “Register to submit abstracts”
button (new users only)

RYAN WHITE

ON HIV CARE & TREATMENT

Welcome to the 2022 National Ryan White Conference on HIV Care & Treatment

Please log in or register for a new account.

New to the site? l Register to submit abstracts
m Enter the e-mail address and password or phrase you used to sign up below.

s E-mail address: Enter e-mail address



https://ryanwhiteconference.hrsa.gov/
https://ryanwhiteconference.hrsa.gov/

3. COMPLETE YOUR ACCOUNT
INFORMATION

You must complete the three

sections on the account home RY2AN WHITE

page (My Profile, Résume or CV, A AR AR R
and Continuing Education
Agreement) before you can Submit Welcome back, Jane Doe. o isst logasd in on 24 0ct 2021

You must complete your personal and professional information before submitting proposals or completing session information,

an abstract. C“Ck on eaCh SeCtion Your personal information and documents

Your personal and professional information must be completed before you can submit proposals or presentation materials. Click on an area below

O to complete, review, or update its information.
to complete it.

MY PROFILE RESUME OR CV CONTINUING EDUCATION AGREEMENT

+ Completed 24 Oct 2021 /A Please upload now A\ Please complete now

@ You must complete the required personal information above before you will be able to proceed.




4. BEGIN ABSTRACT SUBMISSION

Once the “Your personal

information and documents” section

is completed the “Submit an
Abstract” button will appear.

Click the button

View the submission instructions

Click the “l have read the
instructions and am ready to
continue with my submission”

Welcome back, Jane Doe.

You must complete your personal and before submitting proposals or completing session

Your personal information and documents

&) Thank you for completing your personal information and document requirements. | Review or Update My Informatio

2022 National Ryan White Conference on HIV Care & Treatment
IC—23-26 22

Abstract proposals and submissions Deadline for all submissions: 17 Dee 2021 at 20:59 PST (23:59 £T)

Submission guide: [l Submission Instructions

Submit an Abstract or Proposal

Submit an abstract or proposal for 2022 National Ryan White Conference on HIV Care &
Treatment

@ INSTRUETIONS

How to submit an abstract or proposal

3K Please read these important instructions to successfully complete your submission

& There are four parts to the y process; in ithis part), the form, participants, and submitting for review
o Stages in the submission process are shown in the action grid at the top of the page

s Completed stages are identified with a leading @ and may be revitited during the process by clicking the stage name

* You can save your abstract priof to submission and return to it at a later time

® Your submission is not considered complete until yeu submit it at the end of the final stage

* You have until the close of all submissions on 17 December 2021 at 20:59 (PST) te complete this submission

R s

and prog information

You may wish o keep the submissions instructions spen in a different browser windew or tab while you complete your propesal

Submission Instructions

| have read the instructions and am ready to continue with my sub ion »




5.ABSTRACT SUBMISSION — TITLE AND,
SESSION OR POSTER?

Provide the title Of you r @ INSTRUCTIONS ABSTRACT INFORMATION
Submission and select either Review Submi sssss Instructions
. Please supply all requested information
POSte r O r sess I O n fo r yo u r Required information is indicated with a red asterisk( ) and/or text label and must be completed before you can procee
SmeiSSion.As you Complete & Wr:lat is t:e tit: f:)r-:/our submission?
q u esti O n S ad d iti O n al q u esti O n s @ Title must be fifteen (15) or fewer words in length.
WI I I appear' % Select the track your submission will be in:

d.

Q Poster ] ‘ QO Session




6. ABSTRACT SUBMISSION — COMPLETE
ALL REQUIRED QUESTIONS

* Read through each question description and any tips, then complete all the required questions
including:

* Full (250 word) and Brief (50 word) descriptions

* Three learning objectives

* Select a Conference Track

Save My Progress

* Select three key words for the topic of your presentation
* Click the “Save Progress” buttons to save data entered as you progress through the questions.

* When you have finished entering information click the “l am ready to save my work and
proceed to enter co-authors or participants’ button.

| am ready to save my work and proceed to enter co-authors or participants »




/. ABSTRACT SUBMISSION — SUBMITTER’S ROLE

Answer the question:“If this submission
is accepted for presentation at the
activity, | will/will not present educational
content to learners.” by clicking on the
“will” or “will not” buttons

If you select you will present educational
content to learners, and you are
submitting a session abstract then you
will be prompted to complete a
disclosure before you can continue.

@ INSTRUCTIONS @ ABSTRACT INFORMATION PARTICIPANT INFORMATION

Review Submission Instructions
Participants in your submission
Required information is indicated with a red asterisk( #: ) and/or text label and must be completed before you can proceed.

IMPORTANT INFORMATION:

* Every submission must have a minimum of one person identified as a presenter

& Every participant must have, or complete, their contact information; upload a professional résumé or CV; and electronically sign the CE
agreement

* Participants may be required to provide other documentation; see each person's entry in the table below

® Presenters in submissions intended to grant CE credit must disclose any potential conflicts of interest

* Submitters may complete participant requirements during the submission process, but we recommend encouraging participants to log in and
provide their information directly

My role in this submission  vou must select your role before adding other participants

=< If this submission is accepted for presentation at the activity, |

will | will not |present educational content to learners.

IMPORTANT INFORMATION:

e Every submission must have a minimum of one person identified as a presenter

e Every participant must have, or complete, their contact information; upload a professional résumé or CV; and electronically sign the CE
agreement

e Participants may be required to provide other documentation; see each person'’s entry in the table below

e Presenters in submissions intended to grant CE credit must disclose any potential conflicts of interest

e Submitters may complete participant requirements during the submission process, but we recommend encouraging participants to log in and
provide their information directly

¢ You must disclose potential conflicts of interest before you can continue




8. ABSTRACT SUBMISSION — ADDING
PRESENTERS

A contributor information table appears once the
submitter selects a role and completes a disclosure.To add L
additional Presenters: CONSIDERAT\ON*'stepatmftii:Fij;r\l‘m:r:a:xar:::\;;n:i:lp;i;r:zsubmittingbyclickingthe"ABSTRACTINFORMAT\ON“step

* Enter the presenter’s email address, first and last names

* Designate their role by selecting that they “Will present Add o searc for a particpant
Enter the new participant’s e-mail address:
educational content”

| Enter a valid e-mail address

Enter the new participant’s name: (supply first/forename and last/surname ONLY, no title or credentials)

3k | Enter first, given, or forename ONLY

er las iy, O 8
. ¢ o o bR
* Click “Add or Search for Participant B
gnate the new participant’s role: indicate whether the participant would present educational content to the audience

Will present educational content Will not present educational content

Create New Participant From Information Above

Add or Search for Participant

* If an account is found the person is automatically
added.

* If the presenter has not yet created an account you
can click the “Create New Participant from
Information Above”



9. ABSTRACT SUBMISSION — CHANGING
ROLES, AND OUTSTANDING REQUIREMENTS

* In the table, click the button next to the persons name to change role from presenter
to non-presenter.

* A status box displays whether a presenter’s requirements have been been met.

* Boxes representing each requirement display a check mark once the requirement is
complete.

Susie Gingrich, BA 13001 REMOVE

a@lll: " :il.com
PLEASE DISCLOSE ANY

‘ © CONTACT INFORMATION ©@ CV OR RESUME & CE AGREEMENT CONELICTS OF INTEREST




|0. ABSTRACT SUBMISSION —
COMPLETING REQUIREMENTS

Presenter requirements:
* Contact info.

e CV/Résume

* CE Agreement (not required for poster presenters)
* Disclosure (not required for poster presenters)

These can be completed by:

I. Presenters — logging into their own account the same way as a submitter (using the “| forgot
my password” if they have not logged in before but they have been added to an abstract

submission)
2. Submitters — complete on presenter’s behalf, by clicking on the boxes in the participant
table.



| 1. ABSTRACT SUBMISSION —
SUBMITTING

* Continue adding all presenters and ensure all requirements are met. You
cannot submit until ALL requirements are met by ALL
presenters.

* Beneath the participant table click “If you have no further participants
to add, you can instantly submit your abstract by clicking this
sentence”

Manage participants through the listing below. Finalize your submission and immediately submit it for review by clicking the “SUBMIT FOR
CONSIDERATION" step at the top of this page. You can review content prior to submitting by clicking the “ABSTRACT INFORMATION" step.

© Presen Jane Doe, MD. 19376
resenter on-presenter
COMPLETE 0 T .o

If you have no further participants to add, you can instantly submit your abstract by clicking this sentence. »




12. SUBMISSION IS COMPLETE

* You can confirm that the
abstract Wa-s Submitted Correctly ABSTRACTS Deadline for all submissions: 20 December 2019 at 8:59PM PST (11:59PM ET)

Submission guide: Abstract Submission Instructions

from the homepage of your
account.

actions

* You should also receive an
automated email acknowledging

Selected track and type: Poster — Poster Presentation

° M tract and start over if you want to change track or type.
th e S u b I I I I S S I O n ° Participants: (My role in this submission is: Submitter; Presenter)

T
=]
=
=

* Once submitted you cannot
edit your abstract.



NEXT STEPS

* Once the submission periods ends on December 17,2021,
abstracts will be reviewed and selected.

e Submitters will be notified of the status of their submission
via email and provided with next steps and specifics on due
dates.

* All presentations will be required in advance, including
electronic versions of poster presentations.

 All session presentations will be due June 2022.



CONTACT INFORMATION

* For assistance with the submission

NATIONAL
system please contact us via email

at: R N
agenda@ryanwhiteconference.org WH I

CONFERENCE

ON HIV CARE & TREATMENT



mailto:agenda@ryanwhiteconference.org
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