
At any time, you may click ‘Tasks to go back to the task list.  

Individual Paper Proposal – Step-by-Step Application Walkthrough 

Main Proposal Submission Login page: 
 

 



At any time, you may click ‘Tasks to go back to the task list.  

STEP 1 – Select ‘click here to begin a new proposal’. 
 
 

 

 
 
 
 
 
 



At any time, you may click ‘Tasks to go back to the task list.  

STEP 2: Start A New Proposal 

1. Enter the Proposal title. 

2. Select the Proposal Type from the dropdown menu. 
 

3. Click ‘Continue’. 
 
 

 



At any time, you may click ‘Tasks to go back to the task list.  

STEP 3 – Task List. 

The next page will display a Task List. You may complete these tasks in any order, but ALL tasks 

must be completed with a green check mark before the proposal may be submitted. 
 



At any time, you may click ‘Tasks to go back to the task list.  

Abstract Task 
 
 

a. Select the Geographic Area of Study 

b. Enter the Abstract for the paper 
 
 
 



At any time, you may click ‘Tasks to go back to the task list.  

Author(s) Task 
 

 
 
 
 
 

 



At any time, you may click ‘Tasks to go back to the task list.  

AUTHOR TASK continued… 

If all required fields are complete, click ‘Continue’ 
 

AUTHOR Task continued… 

Once record is updated a green check mark will appear. 
 



At any time, you may click ‘Tasks to go back to the task list.  

Disciplines Task 
 
 

 

 Each proposal must have at least one (1) primary discipline. You may enter an additional 
discipline. If there is only one discipline, do not enter it more than once. 

 

 Click ‘Continue’ to save. 
 

 



At any time, you may click ‘Tasks to go back to the task list.  

Keyword(s) Task 
 

 

_    
 

 Please complete as it best applies to your proposal. This data will be used to assist in 
scheduling and to help limit any obvious conflicts. 

 

 Click ‘Continue’ to save. 
 
 



At any time, you may click ‘Tasks to go back to the task list.  

SESSION LOGISTICS TASK 
 

 
 
 
 

Individual papers will be accepted as follows: 

In-Person Presentation within a Session in Honolulu:  If accepted, your paper will be organized in 

a session and will take place in Honolulu 

Virtual Presentations: If accepted, your paper will be presented virtually as a pre-recorded 

presentation and will be posted on the virtual platform for on-demand viewing.   

Select your preferred presentation format. 
 

 



At any time, you may click ‘Tasks to go back to the task list.  

VERIFICATION TASK 
 
 

 
 

 

Please read and sign the verification page. 
 
 

 



At any time, you may click ‘Tasks to go back to the task list.  

SUBMIT THE PROPOSAL 

Once all tasks are completed each task will turn to gray and a green check box will display. 

You are now ready to submit your proposal. 

Click ‘Ready to Submit’ 
 



At any time, you may click ‘Tasks to go back to the task list.  

NEXT, click SUBMIT. 
 

 
 

 
Once submitted, the proposal will change from INCOMPLETE SUBMISSION 

 

 
 

TO display the completed date and time. 
 
 



At any time, you may click ‘Tasks to go back to the task list.  

SEE NEXT PAGE FOR EDITING and WITHDRAWING SUBMISSIONS 

EDITING A PROPOSAL 

At any time before the deadline, the proposal may be edited by the submitter. 

Follow these steps: 

Step 1: Either log back into the proposal or if already in the proposal, click the proposal title 
 
 

 

Step 2: Next, you may click any section that needs editing or updating by simply clicking within that 

task. 

 

 
Step 3: Click on ANY Task in need of editing 

 
Step 4: Make sure to click SUBMIT again to submit the changes. 



At any time, you may click ‘Tasks to go back to the task list.  

WITHDRAWING A PROPOSAL 

You may withdraw a proposal any time before the submission deadline. 
 

Follow these steps: 

Step 1: Either log back into the proposal or if already in the proposal, go to the TASK LIST by clicking 

on the proposal title. 

Step 2: Your proposal will display the status as either ACTIVE (for incomplete proposals) or 

COMPLETE (for submitted proposals). Click on the status. 

 

 
 
 

Step 3: In the Proposal Status dropdown box, select ‘Withdrawn’ and click ‘Update Proposal’ 
 

 



At any time, you may click ‘Tasks to go back to the task list.  

After withdrawing a proposal, a message will appear to confirm the withdrawal and the submission 

will display in gray. 
 

 
 

At any time, a withdrawn proposal can be resubmitted by simply changing the status from 

withdrawn to active. Simply click on the title and change the status 
 
 


