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ACCESSING THE SYSTEM

You can log on to Abstract central by going to http://sot2007.abstractcentral.com/ (NOT OPERATIONAL YET).  You can also access the site from the SOT Web site www.toxicology.org.

LOGIN PAGE

Important Dates:

Proposal Submission
Submission begins March 15, 2006 at 9:00 AM EST
Submission closes on April 30, 2006 at 11:59 PM EST 

Invited Speaker
Submission begins July 1, 2006 at 9:00 AM EST
Submission closes on July 28, 2006 at 11:59 PM EST 
Abstract Submission
Submission begins August 1, 2006 at 9:00 AM EST
Submission closes October 3, 2006 at 11:59 PM EST 
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If you are FIRST TIME VISITOR
To submit a proposal, please choose "create an account" from the side menu. You will create a User ID and Password for future access to the site.  Make sure you write down your account information somewhere you will remember as you can use this same account for all AbstractCentral submissions including Abstract Submission beginning in August 2006.

1. Click on the “Create and Account” link from the navigation menu

2. Follow the system prompts to set up a user account.

3. Be sure that your contact information is entered in correctly.  This information is used for all communications about your proposal.

4. Make sure your User ID and Password is something you can remember.
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If you have an EXISTING ACCOUNT

If you already have an account, log in with your existing User ID and Password below. 
1. Enter in the User ID and Password that you have already created.

2. Click on the “log in” button

3. On the Welcome menu select "Modify Your Account". Make sure you update all your contact information! SOT uses this information to contact you via email, or the U.S. Postal Service.
Instructions

1. The first step is to create an account. Click on the "Create an Account" link in the left sidebar menu.

2. All Fields with a red asterisk are required. Primary contact information is required; you do not need to provide alternate contact information. Alternate contact information is YOUR secondary contact information, NOT the contact information of another author on the proposal. 

3. Your e-mail address is the primary method of correspondence. All system e-mails and other notifications related to the meeting will be sent to this address. Please keep your e-mail address up to date! 

4. The User ID and password that you create will be needed to log into the site after your account is created. Your User ID must be at least 6 characters and can be a combination of letters and numbers.  DO NOT USE SPACES.  User ID and Password are case-sensitive.

5. The last step in creating your account is to request a role.  Check the box of the role you are requesting.  Some roles may require a special access code.  If you are eligible for a role with an access code, you will be provided the information prior to creating an account.  Additionally, some roles require Administrative approval before the role is granted. If you cannot gain access, but believe that you should have access, please contact your Society Administrator.

6. Clicking on the tabs at the top of the page will take you into the center you have been granted through the assigned role. For example, if you have the "Proposal Submission" role you will be given a "Submission" tab. Clicking on the "Submission" tab, will take you to the Submission Center and the proposal submission pages where you may enter and create proposals.  Only the tabs you have access to will appear on your screen.  If you believe you should have access to a tab that does not appear, please contact your Society Administrator.
Forgot Your Password

If you cannot remember your password, select the “Forgot Your Password” link from the left sidebar.  Enter your e-mail address into the field and click the “Check for Account” button.  When the system locates your account, you will receive an e-mail with your information.
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If you do not get an e-mail within a reasonable amount of time, please contact ScholarOne’s technical support team by clicking on the “Tech Support” button in the upper right corner of your screen.

Create an Account

Step 1: Name

This step captures your “name” information.  All fields with a red asterisk are required.

Step 2: Primary Contact Info

The contact information step is the most critical step of the account creation process.  Information entered in the step will dictate to the system where all the correspondence should go.  The Abstract Central system communicates all submission status information via e-mail to the address that is entered here.  If the e-mail address is incorrect, important communication about your submission will not be received.  All fields with a red asterisk are required
Step 3: Alternate Contact Info

This step only needs to be completed if you would like to include alternate contact information.  This is not meant to capture the contact information of the authors; there will be a place to enter that information in the submission steps.  Be aware that all communications are with the contact person entered in Step 2.  All fields with a red asterisk are required
Step 4: User ID & Password

The User ID and password that you create will be needed to log into the site after your account is created. Your User ID must be at least 6 characters and can be a combination of letters and numbers.  DO NOT USE SPACES.  User ID and Password are case-sensitive.  All fields with a red asterisk are required
Step 5: Role Request

Check the box of the role you are requesting.  Some roles may require a special access code.  If you are eligible for a role with an access code, you will be provided the information prior to creating an account.  Additionally, some roles require Administrative approval before the role is granted. If you cannot gain access, but believe that you should have access, please contact your Society Administrator.  All fields with a red asterisk are required

Step 6: Finish

When you get to this step you have completed the account creation process.  If there are any required items that you did not complete, the system will let you know.  Until the items are successfully completed, your account is not active.

Upon completion of the account creation, the system will automatically send you an e-mail with your account information.  If you do not get an e-mail within a reasonable amount of time, please contact ScholarOne’s technical support team by clicking on the “Tech Support” button in the upper right corner of your screen.
Society Home Page

By clicking on this link, a new Web page will open to the Society of Toxicology’s home page (www.toxicology.org)

Log Out

If you wish to log out of the system at any time, you can do so by selecting the “Log Out” link from the sidebar.  
WELCOME TAB

WELCOME PAGE

Proposal Submission

To create/edit a proposal, click on the “Submission” tab.

Specialty Section Review

To review a proposal, click on the “Review” tab.

MODIFY YOUR ACCOUNT
Once you have created a user account, it is extremely important to keep your contact information up-to-date.  All correspondence about the status of a submission will be sent via e-mail to the e-mail address that you entered.  
To update your account

1. Log in to the system

2. Select the “Modify Your Account” link from the left sidebar.

3. Select the section that requires modifications.

Step 1: Name

This step allows you to change your “name” information.  All fields with a red asterisk are required.

Step 2: Primary Contact Info

The contact information step is the most critical step of the account creation process.  Information entered in the step will dictate to the system where all the correspondence should go.  The Abstract Central system communicates all submission status information via e-mail to the address that is entered here.  If the e-mail address is incorrect, important communication about your submission will not be received.  All fields with a red asterisk are required.
Step 3: Alternate Contact Info

Update this step if you are looking to update the alternate contact information.  This is not meant to capture the contact information of the authors; there will be a place to enter that information in the submission steps.  Be aware that all communications are with the contact person entered in Step 2.  All fields with a red asterisk are required
Step 4: User ID & Password

The User ID and password that you create will be needed to log into the site after your account is created. Your User ID must be at least 6 characters and can be a combination of letters and numbers.  DO NOT USE SPACES.  User ID and Password are case-sensitive.  All fields with a red asterisk are required.
Step 5: Role Request

If you wish to change the roles you have requested, you can do so here.  Check the box of the role you are requesting.  Some roles may require a special access code.  If you are eligible for a role with an access code, you will be provided the information prior to creating an account.  Additionally, some roles require Administrative approval before the role is granted. If you cannot gain access, but believe that you should have access, please contact your Society Administrator.  All fields with a red asterisk are required

Step 6: Finish

When you get to this step you have completed the account modification process.  If there are any required items that you did not complete, the system will let you know.  Until the items are successfully completed, your account is not active.

When all modifications to your account are complete, the system will automatically send you an e-mail with your updated account information.  If you do not get an e-mail within a reasonable amount of time, please contact ScholarOne’s technical support team by clicking on the “Tech Support” button in the upper right corner of your screen.
LOG OUT
If you wish to log out of the system at any time, you can do so by selecting the “Log Out” link from the sidebar.  

SUBMISSION TAB

INSTRUCTIONS

· All proposals must be submitted by April 30, 2006 at 11:59 EST.

· Each proposal is limited to 6000 characters.  The system displays the number of characters used in the “display box” directly below the instructions on all the Steps of the proposal submission.

· Proposals can be submitted for Symposia, Workshops, Roundtables, Historical Highlights, Informational Session Seminars, IAT, ITS and Continuing Education courses.  You will have the option to submit the proposal for more than one session type.

Session Descriptions

SYMPOSIA

SUBJECT MATTER:  “Cutting edge” science; new areas, concepts, or data

TOTAL PRESENTATION TIME: Three hours or less

SPEAKERS AND PRESENTATIONS: Chairperson(s) and 4–5 speakers, Approximately 30–35 minutes per speaker, Summary of symposium by last speaker

WORKSHOPS

SUBJECT MATTER:  Emphasis on quality presentations of generally accepted, state-of-the-art knowledge in toxicology

TOTAL PRESENTATION TIME: Three hours or less

SPEAKERS AND PRESENTATIONS: 1–5 speakers, Informal, interactive presentations, Emphasis on discussion

ROUNDTABLES

SUBJECT MATTER: Controversial subjects

TOTAL PRESENTATION TIME: Approximately one and one-half hours

SPEAKERS AND PRESENTATIONS: Moderator and 2–4 speakers, Each speaker makes a 3–5 minute statement (moderator coordinates the comments), Balance of time for questions and discussion

HISTORICAL HIGHLIGHTS:
SUBJECT MATTER: The selected topic should be broad based, include the contributions of multiple laboratories and feature a review of a historical body of science that has impacted the field of toxicology.  The title should be descriptive of the advancement that has been achieved and/or the impact of the advancement
TOTAL PRESENTATION TIME: Approximately one and one-half hours and can include a single or multiple speakers as may be appropriate for the topic.
SPEAKERS AND PRESENTATIONS: Moderator and 1-3 speakers; each speaker should provide a lecture in a symposium format (moderator coordinates the comments) - balance of time for questions and discussion

CONTINUING EDUCATION

SUBJECT MATTER:  Emphasis on quality presentations of generally accepted, state-of-the-art knowledge in toxicology

TOTAL PRESENTATION TIME: CE Course—Four hours, Sunrise Mini-Course—One hour

SPEAKERS AND PRESENTATIONS: CE Course—Chairperson(s) and 3–4 speakers (syllabus and slide presentation), Sunrise Mini-Course—one speaker (syllabus and slide presentation) 

INFORMATIONAL SESSION SEMINARS (NEW CATEGORY)

SUBJECT MATTER:  These informational seminars are not based on the outcome of scientific research but should address informational needs of members on topics such as Career Development, General Information, and Planned Scientific Activities. These seminars can be in Platform, Platform-Discussion or Poster format.  To see a full description of the session types listed above please click on the Proposal Guidelines for Annual Meeting Informational Seminars from the Forms and Applications page.  

TOTAL PRESENTATION TIME:  Approximately one and one-half hours

SPEAKERS AND PRESENTATIONS: The number of speakers and the presentation will depend on the format selected.  A Platform format would generally have a moderator and 2 to 4 speakers. For a Platform-Discussion format, the proposal should suggest a distribution of time. For a Posters format, Posters should be a standard size. 

INNOVATIONS IN APPLIED TOXICOLOGY AND TOXICOLOGICAL SCIENCES

A limited number of symposia and/or workshops have been designated Innovations in Toxicological Sciences (ITS) or Innovations in Applied Toxicology (IAT).  ITS will introduce new technologies or scientific disciplines to the membership, and IAT will introduce innovative approaches in applied research.  As an added incentive for development of ITS and IAT proposals, the Program Committee will provide financial support for up to four non-member speakers for each selected session.  Typically, one or, at most, two non-members are supported for a particular session.  

Proposals by SOT members for these special ITS/IAT symposia or workshops will be submitted in the same format and at the same time (April 30, 2006) as regular proposals.  In addition to the on-line submission, you must also send an e-mail to Nichelle Sankey at nichelle@toxicology.org.  The letters must include the following information to be considered.

To compete for ITS designation, the proposal will require an accompanying letter explaining the innovative nature of the proposed session and how the topic may impact the science and/or practice of toxicology e.g., documentation of how the technology could be used in one's own research.  

To compete for IAT designation, the proposal will require an accompanying letter explaining how the proposed session demonstrates innovation in applied toxicology and how the topic may impact the practice of toxicology e.g., documentation of how the technology could be used in applied research.  

In addition, each letter should explain how the speakers were selected and indicate what efforts were taken to identify potential SOT members as speakers, e.g., literature search. 

Those proposals which are not selected by the Program Committee for ITS or IAT designation and involve at least three members will automatically be considered for inclusion in the Program as a regular symposium or workshop.

VIEW PROPOSALS

To view the proposals that have been submitted or are in draft form, click on the “View Abstracts” link in the left sidebar.

Submitted Proposals

To look at and/or print a submitted proposal, click on the check mark in the "View Proof" column.

To edit or delete a submitted proposal, you must first return it to draft status. To return a submitted proposal to draft, click on the arrow in the "Return to Draft" column. After the page refreshes, go to the draft list and click on the appropriate "Pencil" icon

IMPORTANT: You MUST resubmit the edited proposal or it will not be reviewed.
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Draft Proposals

To continue working on a proposal that is in draft form, click on the "Pencil" icon next to that proposal in the drafts section below. 

To delete a proposal draft, click on the appropriate "X" icon.  Contacting ScholarOne Technical Support can restore deleted proposals. 
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CREATE A NEW PROPOSAL(S)
Click on the “Create a New Abstract” link in the left sidebar.  Follow the steps to submit your proposal.

Step 1: Session Title

Enter the session title in the text field below.  When finished, click the “Next” button at the bottom of the page.

If you wish to copy and paste from a word processing program, for best results it is recommended that you use the short-cut commands.

Copy - Use Ctrl + C 

Paste - Use Ctrl + V 

Step 2: Proposal Body

Enter the proposal body in the text field below.  When complete, click on the “Next” button to continue with Step 3.

If you wish to copy and paste from a word processing program, for best results it is recommended that you use the short-cut commands.

Copy - Use Ctrl + C 

Paste - Use Ctrl + V 
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IMPORTANT: Greek letters and other special characters will not transfer; you must replace them using the special character palette. To access the palette, click on the "Special Characters" button.  Place your cursor at the point of insertion and click on the special character. The symbol tag should completely replace the symbol (i.e. |*beta*| ). Formatting tags need to be placed around the chosen text (i.e. |*bital*|in vitro|*eital*| will appear as in vitro). 
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There is a limit of 6000 characters for the text of your proposal submission.  You can keep track of your character usage by looking in the detail box on each page.  

When finished, click the “Next” button at the bottom of the page.

Step 3: Disclosure

Read the disclosure statement and select the “agree” box.  You must agree to this before you can continue with the proposal submission.
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Step 4: Category - Specialty Section Endorsements

This section is designed for you to select the Specialty Sections you would like to endorse your proposal.  You can select ONE primary Specialty Section and up to THREE secondary Specialty Sections.  You can submit a proposal without selecting a Specialty Section.

Primary Endorsement

Using the 1st “Category” field, select your primary Specialty Section.  It is your responsibility to provide the Specialty Section with your Control ID number so they can review your proposal online.

Secondary Endorsement

Using the 2nd through 4th “Category” fields, you can select up to THREE secondary Specialty Section endorsements.  

If a group other than an SOT Specialty Section (example: Education Committee) would like to endorse your proposal, please send an e-mail to Nichelle Sankey at nichelle@toxicology.org with the additional endorsement information.
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Step 5: Presentation Type

Click on the "Presentation Type" pull-down menu and select the session type you would like the proposal to be considered for. 

If the proposal is not accepted as your first choice you may choose another consideration by making a selection from the Secondary Presentation Type list. 

If you would like submit the proposal as IAT or ITS, check the appropriate box.  NOTE:  If you check the IAT or ITS box, you must also send an e-mail to Nichelle Sankey at nichelle@toxicology.org by April 30, 2006.  The letters must include the following information to be considered.

To compete for ITS designation, the proposal will require an accompanying letter explaining the innovative nature of the proposed session and how the topic may impact the science and/or practice of toxicology e.g., documentation of how the technology could be used in one's own research.

To compete for IAT designation, the proposal will require an accompanying letter explaining how the proposed session demonstrates innovation in applied toxicology and how the topic may impact the practice of toxicology e.g., documentation of how the technology could be used in applied research.

In addition, each letter should explain how the speakers were selected and indicate what efforts were taken to identify potential SOT members as speakers, e.g., literature search. 

Step 6: Author Affiliations

In this section, you will enter in all the affiliations that are represented.  If multiple authors have the same affiliation, you will only need to enter that affiliation once.  However, if each author belongs to a different department; you will enter that affiliation in twice representing the different departments.

If you wish to enter multiple affiliations, click "Add" button.  After entering the data on each institution, click "Add" to add it to the list at the bottom of the page. Be sure to clear the data fields before entering a new affiliation.
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Required fields are noted with an asterisk (*).

If this is your first time entering institutions for this proposal, the Contact person's institution has already been entered as institution #1. When you are finished entering all institutions, please be sure to check the order they are in and change it, if necessary, by changing the numbers that appear in the boxes in the far left column. After changing the order or the institutions, click the "Save" button at the bottom of the list. 

You can associate the authors with the appropriate affiliation on the n the next screen, 

Click the "Next," button when you are finished. 

Step 7: Authors – Participants

NOTE:  Online, this page is wider than your screen.  Please use your scroll bar to view the information to the right.

In this step, you will be able to add all the information about each participant to include, the Chair, Co-Chair, and all the speakers.

Symposia, Workshops & Roundtables – 1 Chair, 1 Co-Chair, up to 5 Presenters [Parameters for Member Services Session]
Continuing Education – 1 Chair, 1 Co-Chair, up to 4 Presenters

All Chairpersons must be SOT Members

The following information will be collected:

· Participants first, middle and last name

· Affiliation

· Role

· Member Type (SOT Member, SOT Non-Member)

· Funding Request (No SOT funding required, SOT funding requested)

· Presentation Title

· Presentation Description

It is recommended that you enter as much information as you can including at least three sentences that summarize the speakers presentation.  If not all the information is provided, the Program and Continuing Education Committees may not have enough information to review and potentially accept your proposal.  The more accurate information you include will help your proposal in the review process.

Step 8: Key Words

List key words that best describe the topic(s) of the session proposed.  Only one (1) key word is required, however, you can list up to three (3).

Step 9: Proposal Proof & Submit

As the proposal submitter, it is your responsibility to check your proposal proof for accuracy.  The information that appears on the proof will be the same information that the specialty sections and committee’s review.  Please carefully proofread each portion of your proposal. Be particularly careful to make sure your Category/Specialty Section Endorsement selection(s) are correct, that the presenters are in the proper order and associated with the correct institution(s), that Special Characters are displayed in the proper places and that there are no typos in the text of the title and body of the proposal. 

If you exit the system without submitting the proposal, it will be logged in the system as a draft and will appear in the "Draft" section of your "View Abstracts" page when you reenter the system.

If you have no errors/omissions in your proposal a "Submit Abstract" button will appear at the bottom of the proof. 

If the Error box appears you must correct all errors before the proposal can be submitted. Once the errors have been resolved the "Submit Abstract" button will appear, and pressing it, will submit your proposal. 

If at anytime you would like to jump ahead or go back to a different step, you can do so either by selecting the Step number from the left sidebar or by clicking the “Back” or “Next” bottom at the bottom of the page.

It is recommended that you print the proposal proof for your records.

Log Out

If you wish to log out of the system at any time, you can do so by selecting the “Log Out” link from the sidebar.  
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