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26th EAST Annual Scientific Assembly – Call for Abstracts
Top 10 Tips for Successful Abstract Submission

The EAST abstract submission is new! The previous abstract submission vendor is no longer providing abstract submission services.  This new system will take you through a step-by-step process to ensure your abstract is submitted successfully.  Below are some tips to help make your abstract submission smooth.

EAST Members – An email has been sent to the email address EAST has on file with login and password information for accessing the abstract submission system.  The email was sent from eastabstracts@east.org. Please check your junk or spam folders if you did not see the email come through your in box.  

1) Don’t Wait to Submit – This is probably the most important tip! You should allow time to become familiar with how the new system works. Start the submission process early to ensure that your abstract is submitted correctly and by the deadline so that it will be reviewed by the Program Committee.  The abstract submission deadline is July 1, 2012 at 11:59 pm your local time. 

2) Review the Abstract Submission Rules – Rules are available on the submission site. You will be required to review these rules upon your initial sign in to the site. 
3) Step-by-Step – Click through tabs to complete your abstract submission.  All tabs marked in red are required.

4) Authors – A Presenting Author and Corresponding must be named (even if the Corresponding Author is the same as the Presenting Author). See Point 5 regarding author disclosure requirements at the time of submission.
5) Non-member sponsor: If you do not have an EAST member as your sponsor, you must contact EAST, eastabstracts@east.org. You will not be able to finalize the abstract until a sponsor is found. You can upload all the information, but the abstract will not be finalized until a sponsor is confirmed. All sponsor information will be sent within seven (7) days.

6) Author Disclosure – EAST policy requires that all authors submit a disclosure.  The person named as the Presenting Author will be required to complete the online disclosure form in order to submit an abstract. Disclosures for all other authors will be obtained if the abstract is selected for presentation.  
· A link to the disclosure form will appear near the Presenting Author’s name under the Authors Tab (look for the [image: image2.png]


 red flag icon)  

· Scroll through the entire disclosure form 

· Click “yes” or “no” where indicated

· If you clicked “yes” complete the disclosure information

· Type in your name at the bottom of the form before clicking “Submit” at the bottom of the disclosure form page 
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7) Email Addresses for All Authors Required – All EAST members are listed in the system and their preferred email address (as specified by the member). If an author is not a member, be sure you have his/her email address prior to submitting as you will need to enter it into the system. 
8) Abstract Restrictions – The text portion of your abstract must be no more than 2,000 characters (characters not words – characters include spaces). This will keep the text of your abstract limited to one page as required by EAST.  Any images will be placed on the second page of the abstract. The text portion of your abstract should fit within one page, size 5.5" w x 8" h. Click on the Sample Abstract tab for an example of page size. Images will be displayed on the second page of the abstract. The first page is for text only.  
You may cut and paste text into the abstract submission. Note, Objectives, Methods, Results, Conclusions are already pre-populated in the system; be sure not to repeat use of these words if you cut and paste text. If you cut and paste, you must do so by section and paste text in the appropriate section. Do not cut and paste the entire abstract text into one section. 
9) Images – You are able to include up to two images in your abstract. Images will be displayed on the second page of the abstract and do not count toward your character limit.  It is the responsibility of the submitter to resize the image to fit within your abstract. This section of the abstract submission will take the most time.  Images should be created and resized prior to uploading. 
· Images should be no more than 450x350 Pixels. If it is larger than this, it will be resized by the system to fit in the space and the image may become distorted. It is recommended that images are resized prior to uploading into the abstract submission system. 

· Images must be in JPG, PNG, or GIF file formats. All other formats are not accepted. Tables must be created and saved as an image using one of the accepted image file format. 
· Resize your image and save in the approved file format prior to uploading.

· Open the image file using an image/photo picture software such as Paint or Microsoft Picture. 
· Select/Highlight only the image and then click the crop option. This should get you to only the image and not the full page of the document. 

· Click “Resize”, then select the Pixels radio button and reset to 450h x350v. Be sure to deselect the “maintain aspect ratio” radio button when you resize the Pixels.  
· After you have successfully resized the image and saved it in an approved file format (JPG, PNG, GIF) you may upload it to the abstract submission system under the Images tab.
10) Don’t Wait to Submit – This tip is worth repeating! You should allow time to become familiar with how the new system works. Start the submission process early to ensure that your abstract is submitted correctly and by the deadline so that it will be reviewed by the Program Committee.  The abstract submission deadline is July 1, 2012 at 11:59 pm your local time. 

Thank you for your interest in submitting an abstract for the 26th EAST Annual Scientific Assembly.  Please contact the EAST Administrative Offices at managementoffice@east.org or by phone at 

312-202-5508 (Business hours M-F 8:00 am -5:00 pm Central) if you have questions or need assistance. 

Eastern Association for the Surgery of Trauma

633 N. Saint Clair St, Suite 2600

Chicago, IL 60611

Ph: 312-202-5508

Email: managementoffice@east.org or eastabstracts@east.org
