


The Session Summary page is the first you will see when you log on and includes a left-hand menu
allowing you to access various other pages.
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On this page:

e Details regarding your assignments and your progress.

o Alisting of all the sessions assigned to you. Sessions are grouped by session type and are then
ordered by session number. (Note: At this time session numbers might be placeholders; if this is
the case, final numbers will be assigned by OSA Staff after the sessions have been finalized.
Similarly, session titles are generic and you should update session titles to reflect the contents of
the session.)

e A view of how many slots have been filled with abstracts and other session roles (e.g., presiders)
as well as the allowances (maximum/minimum) for each type of activity within each session type.

e Contact information for OSA staff who are happy to assist if you have questions or difficulty.

e Alink that will allow you to provide feedback regarding your experience with Session Builder.

e Alogout button.

e Links to various other screens that will be described in more detail throughout these instructions.



Note that you can add papers to sessions from various screens, and it will be up to you to determine the
method that works best. To begin sessioning from Session Summary page, click on the title of the session
to which you want to assign abstracts and/or other activities (such as presiders). A new page, the Session
Header tab, will open with more detail about the session.

Session Header Tab

This page displays high-level detail about the session, such as the session type, title and number. Note
that you are able to edit only the session title and should do so on this screen.

Type your new title and “Click to Save Data”. You may want to return to this step after you ve slotted the
abstracts thematically.

If you’d like to make comments about the session (you might want to note that you are intentionally
leaving a slot open or that the session needs to be scheduled for a particular day and time), you may do
so in the Comments box.

Make sure to save your work before leaving the screen.
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Session Header
Session Rules Status: Incomplete

Reason(s):

¢ Session did not meet all the roles allowances criteria

Make sure to change the title to something that
clearly describes the theme of the session.

Session Type: FiQ Oral
Session Number: QEB9 |

Session Title: QE 8-slot (9)

Location:
Session Start Time:

Session End Time:

m

Comments: .

Click to Save Data |
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Abstracts Tabs (labeled by abstract type: Contributed, Invited, Tutorial)

Clicking on one of the tabs for a type of abstract allows you to begin adding abstracts of that type to the
session. If you know the control numbers for the abstracts you’d like to include in the session, you can
enter the numbers in the textboxes and hit “Click to Save Data” to save the abstracts in the session. Note,
however, that you can only session abstracts of the type corresponding to the tab (in other words, only
contributed papers can be slotted using the contributed tab). If you know all the control numbers for the
papers you’d like to add to the session, you can add papers of all types by going to the “Add Controls”
tab. (See page 8 for more detailed instructions on this tab.)

NOTE: If you session using the abstract tabs, session KEYNOTES using the INVITED tab (not the tutorial
tab). Although keynotes will use the same number of slots as tutorials, in the system they are considered
invited presentations, not tutorials.

Clicking on the “Add” button takes you to the “My Assignments” page (see page 10), which displays the
abstracts assigned to you for slotting and allows you to launch a search (you can search on several
parameters, including abstract title, keyword, score cutoff, etc.). You can select abstract control numbers
to slot into the session by checking them off and clicking on “transfer.”

There are other ways of adding abstracts to a session. Continue reading these instructions for details.
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Add Controls Tab

You may add abstract control numbers to a session by entering the abstract control numbers into the box,
separating them by commas. Make sure to hit the “Click to Save Data” button to save your work and add
selected abstracts to the session.
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Arrange All Tab

1. You may reorder abstracts in a session by:
e Clicking next to the control that you wish to re-order
e Using the up and down errors to move the control number in the order that you would like them
to be listed in the session. The arrows with lines beneath them will move the selected abstract to
the top of bottom of the list.
o Please make sure that presiders are always listed first. Abstracts will be published in the order
they are displayed within the session.
2. Press “Click to Save Data” to save your work.
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My Assignments Page

This page allows you to search for all abstracts assigned to you for sessioning. Use the filter options to
narrow your search.

Sorting: You can sort your search results by selecting Avg. Score, Control Number, etc. from the “Order
by drop-down menu. By default the sorting will be in ascending order, but you can change this to
descending order if you wish.

Use the option “Exclude abstracts already in sessions” to get results for only abstracts that have not been
slotted yet. To search for all abstracts including those that have already been sessioned, un-check this
option.
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Transferring Abstracts to Sessions from the My Assignments Page

Once you have generated a list of abstracts you can simply check off your selection(s), pick a session from
the drop-down list at the bottom of the page, and click ‘Transfer’ to move the abstracts into that session.
From search results, you can click into the Abstract Detail from the Title or Author Information.
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Note: If an abstract is already assigned to a session you will first need to remove it from that session before you
can transfer into a session. To move an abstract it is easiest to click on the ‘move’ button from the appropriate
abstract tab (see next screenshot). See the screenshot on the next page.
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Score Report

Selecting the Score Report option from the left-hand menu allows you to generate a list of all abstracts
assigned to you. You may view all abstracts or only those you have not slotted in a session. You may also
choose to view abstracts above a selected score by typing the score cutoff in the “Score Cutoff” box.
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See the results on the next page.
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Shown above are results of your score report, with abstracts in each section shown in order of highest to
lowest score.

Clicking on the title of an abstract will open a new window displaying details about the paper, including
the abstract, keywords, and reviewer information. See the next page for a screenshot.

From this page you can assign an abstract (or multiple abstracts) to a session by selecting the abstract(s)
(click in the box to the left of the number), scrolling to the bottom of the screen, selecting the session from
the drop-down menu, and hitting the “Transfer” button.

Note: The Print Score Report button only prints 10 results on the screen, not the entire result set.
Therefore we recommend that you use the “Export to Excel” option which displays the entire set of
search results. From Excel the results can easily be reviewed, sorted and printed if necessary.
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My Progress Report

The Progress Report will give you an overview of number of abstracts and sessions assigned to you. This
information is also available at the top of the Session Summary screen.
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Search All
Various search fields are available, allowing you to perform very broad or very narrow searches.

When viewing search results, clicking on the control number hyperlink displays a pop-up window with
details on the submission. Similarly, clicking on the Session Title hyperlink displays a pop-up window
with details on the session (if the submission is already assigned to a session).

It is important to note that your search on this screen may retrieve abstracts not assigned to you for
sessioning. Please session only those abstracts submitted to your committee and assigned to you for
slotting.
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The Rejected Papers Session

Any papers that will not be included in any of the oral or poster sessions should be added to the rejected
session. The process works the same as when adding a paper to an oral or poster session, except in this
case you will change the title of the session. Note that all papers assigned to you must be accounted for in
a session.

IMPORTANT: Placing a paper in the rejected does not formally reject the paper but simply indicates to
OSA staff that the paper will be rejected. If you placed an abstract into the rejected session by mistake,
you can easily move it back to your unassigned queue or to another session. Abstracts will be not
formally rejected until the entire session building process is complete.
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Adding Presiders to a Session—Presider Tab

Please assign one presider and one alternate to each oral session by clicking the “Add” button to perform
a search on records that are available in the database. The alternate will be invited if your first choice
declines. See the next page for more details on searching for a presider. If you cannot locate the person in
the database by searching by last name or email address, you may create a record using the “Create a
New Record” button. When creating a new record, it is critical that you include a valid email address.

REMINDER: Committee members and invited speakers make great presiders, and don’t forget to take

advantage of any young professionals who have expressed interest in participating in your meeting by
asking them to chair sessions.

= DASIS Sessions - Session Building Module - Windows Internet Explorer

@5 - |@, http:,l’,l’www.abstractsonline.comJ’sessions,l’sessionWDrksDace.asp?tab=5&MID=2421&AID=36&AcctKey=°.-"o?883982150%2[2V| 2| % | | 2

File Edit Vew Favorites Tools  Help '@‘

A e - »
v o [@OASIS Sessions - Session Building Module l l @ - B e v |2k Page v (&) Tools v

-~
To return to the detailed instructions, click "Session Summary” in the left-hand menu. B

OPTIONS:

Click on "ADD" to search for abstracts assigned to you.

Click on "MOVE" to move the abstract to another session.

Click on "REPLACE" to search for another abstract to replace the current one.
Click on "CLEAR" to remove the abstract from the session.

Presider
Presider

To ensure that your work is saved as you go, please click on the button, ""Click to Save Data" when you are done.

Primary Roles (Minimum Needed: 1. Maximum Allowed:1).

Control # Activity Title AuthorBlock
Add

Alternates (Minimum Needed: 1. Maximum Allowed: 1).

Control # Activity Title AuthorBlock
Add

| Click to Save Data

Powered by The Online Abstract Submission and Invitation Services by

(C h}’\\g E %) System

p— © 1996 - 2002 Coe-Truman Technologies, Inc. All Coe-Truman Technolagies, Inc.
rights reserved.

b

Done & mnternet H100% v
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Search for Presider Screen

Enter the criteria you’d like to use to define your search and hit the “Search” button. Note that entering
more data will narrow your search and entering only one specific piece of data will broaden your search.

(& OASIS Sessions - Session Building Module - Windows Internet Explorer =
e e - i i e ey

‘g, http://www.abstractsonline.comn/sessions/createActivity.asp?ActKey={70C96476-FB5D-40AD-825E-3755655F D211 185K ey ={9C310A76-EA4G-48 A v‘

To find account information for a user. enter in the information you would like to match. -

Click 'Search’' to begin your search.

Last Name:

First Name:

Email:

Institution:

City:

Country: Please Select -

Records Per Page 0 -

Create a Mew Account

POWered by The Online Abstract Services by
'kQ/—\Sl_:D Submission and Invitation @
System Coe-Truman Technolagies, Inc.

© 1996 - 2002 Coe-Truman
Technologies, Inc. All rights
reserved.

Internet | Protected Mode: On H100% -

When you locate the presider you’d like to select, click on his/her name to display the account details. If
any updates are required, please make sure to enter the updates. It is particularly important that the
presider’s email address is correct, because we will use this address to invite the person to chair the
session. Click “Save Control” to save any updates and add the presider to the session.
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What if the presider I'd like to invite is not in the database?

If the person you’d like to invite to chair the session is not in the database, you will see the screen below,
which notes that no records match your search criteria. You might first try to locate the person by
narrowing your search parameters or using a different search parameter. If you cannot locate the person,
you can create a new record for him/her by clicking on “Create New Account” at the bottom of the
screen.

¢~ DASIS Sessions - Session Building Module - Windows Internet Explorer

& | http: v, abstractsonline, comfsessionsfcreatedctivity, asp?Actkey={70C 964 76-FESD-40AD-925E-3755655FD21 1 - 85Key={AB470 2BV -86FE-46EE-9001-55

To find account information for a user. enter in the information vou would like to match.
Click 'Search’ to begin vour search.

No records matched vour search criteria. Please try Again,

Last Name: |

First Name:

Email:

Cirty:

|
|
Institution: |
|
|

Country: Please Select v

Records Per Page Click here to create a new account for

your presider if you cannot locate a

Create a Mew Account € record in the database.
Powered by The Online Abstract Services by
( it}’\g E %] Submission and Invitation
~ System Coe-Truman Technologies, Inc.

© 1996 - 2009 Coe-Truman
Technologies, Inc. All rights
reserved.

& Internet F 00 v

When the resulting screen appears, enter the presider’s information (again, make sure to include a valid
email address), and click “Save Control” to add the presider to the session.
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Potential Conflicts Screen

If the chosen presider has already been selected as a speaker or presider in a conflicting session, a
potential conflicts screen will appear.

Review conflicts and click “Return to Search” to select another presider or “Continue” to select the
current presider.

(= DASIS Sessions - Session Building Module - Windows Internet Explorer

£ | httpef fuvan, abstractsonline, comy'sessions fshowauthor Activity, asp?Accountk ey=4{83882 1 BC-SF76-4687-82C0-E082B25F5546  &Wiz=1 &FromPage=session %

The person you have selected already has been assigned to the roles listed below.
If any of the roles is a moderator, please search for someone else,

Session:- FiO Oral: QE 8-slot (9), QE8.9.

-Presider: (Ctrl# 1343) - Erin M. Richardson; OS54, USA.

” Return To Search ] [ Continue
Powered by The Online Abstract Services by
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X System Coe-Truman Technologies, Inc.
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Technologies, Inc. All
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