FNCE® Special Functions

New software system training and instructions



* Go to tinyurl.com/fncel8specfunc
e |f that does not work full URL is: https://www.conferenceabstracts.com/cfp2/login.asp?EventKey=QUOWWERI
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* Thisis a new system, so
most likely you do not
have an account created.

Abstract ScoreCard Conference Details | Technical Support

Food & Nutrition Conference & Expo —_— Cl ic k ont h e ”j oin N OW”
You will be using this site to ;Zzz‘i[:de,ﬂ;z:,zﬁil::???;:;E,?:iﬁ !ZEUZZF Specifications. Please login b u tto n u n d e r t h e N eW
[ s Users section to create
your account and receive
New Users Already a User? your ACCESS KEY.
& (Click ‘Join Now’ to begin 1
your first request.
(CCESSK Professional I Information
%  Complete all the ‘
information and click on = |
T e sl s the “Create Account” ‘ | Wi
button (o

* Once you create your account, you will receive a confirmation e-mail within 5-10 minutes from
support@ConferenceAbstracts.com. The e-mail will contain your ACCESS KEY.
e SAVE THIS E-MAIL!!! The ACCESS KEY is your individual password to log into the system.
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e After logging in with your e-mail and ACCESS
Food & Nutrition Conference & Expo . . .
Hiiglon .8\ Bl 2033 R RN ’ KEY, you can begin creating your special
Special Functions | Log Out = Conference;)etalls | >Tecnnlcalsupport fu nCt|0n req Uests.
‘ * Remember each special function will need to
0 EVENT INFORMATION ﬁ YOUR PROFILE H SUBMIT FEEDBACK be Submltted as a request Separat6|y
e il * Exception being the same meeting held
Center 1 View / Edit Your Profile lke and can be improved.

oaes o 28 - over multiple days, such as committee or
board meetings.

& Contact the Event Organizer

SPECIAL FUNCTION REQUESTS (you have 0 complete special function requests, 0 incomplete special function requests and 0 withdrawn specia . . .
L/ * Click on the verbiage to begin your New

K special function request
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j START ANEW SPECIAL FUNCTION REQUEST Continue

0 * Enter the full title of your function, which
should include your group name. Ex.
‘ “AND Department Pre-FNCE Luncheon” or

Meeting Title/Name

“AND Department Meeting”

Continue



e

I TASK LIST

Please click on each task below to enter the requested information.
0 Once completed, the task will then appear with a large green check mark.

After you have completed all of the tasks below, select "Save Submission".

e o 7 * Task list page will contain a sections “1.
Academy Staff and DPG/MIG Function

Information” that needs to be completed in

order to submit your special function request

Save Request

Form: Special Function Request
Special Function Status: Active

1. Academy Staff and DPG/MIG - Function Information
Click here to provide the general information for your request

Save Request

<A

I TASK LIST

Please click on each task below to enter the requested information
@ Once completed, the task will then appear with a large green check mark.
After you have completed all of the tasks below, select "Save Submission".
O mpleted ill
Spedial Function 1D: 459285 nce CO p ete you WI see a green
Chirag's Awesome FNCE

Form: Special Function Request \M CirCIe With a White CheCk mark. It’S ready

Spedial Function Status: Active

to be saved, so you may click on the
L_:/ 1.Functon|nf0rmatioy*  Ilsave Request', button Or CIiCk baCk into
: Click here to provide the general information for your request .
| the sections to update.

Save Request



o SUBMISSION SUMMARY

Chirag's Awesome FNCE

Form: Special Function Request swmit) * Once you click on the Save Request, the system will
peesl oD st Ao give you another opportunity to make any changes
or you can simply click the “Submit” button and the
/ Submit form will be sent.
* An email confirmation will be sent to you at the

A runcuon e a1 oh) email address provided in your account
* The confirmation will contain all the
u Click here for a preview of your submission. informat]on you Sme|tted_

o EVENT INFORMATION ﬁ YOUR PROFILE J SUBMIT FEEDBACK

FNCE 2018 Chirag Patel, CMP We always welcome feedback

Location:Walter E. Washington Convention Academy of Nutrition and Die. and we want to hear what you . . . .

\SV:rs[-werqg[Dm District of Columbia f‘r‘iji :f Clut Profi e and Wf’at o b mprovec b Afte r Cl I C kl n g IS u b m It” yo u W I I I b e

Dates: October 20-23, 2018 fenaRenrTERE ¢ Fredbackform .. .

4 Coractthe v Organzer returned to the original landing

page.
l} SPECIAL FU NCTIO NS (you have 1 (-DITDIE?E SFE(\E‘ fun([\oﬁs, 1 H":C'n‘ple[i SDE(\E‘ functions and 0 withdrawn SPE(\E‘ functions) . YO u Wi | I S e e fo r m (S) S u b m itte d ’
e those that are incomplete, and the
* |L;;;$LILE$EZISQ:\)HE;;0N PREVIEW O ptIO n tO Sta rt a n eW S pecia I

/] Chirag's Awesome FNCE

e Function request



/ SPEC'AL FU NCT'ONS {you have 1 complete special functions, 1 incomplete special functions and 0 withdrawn special functions)
‘ . . .
) * If you would like to withdraw meaning you are no

,Lets AlBePlamers 4 / longer holding the event; click on the specific function

you would like to withdraw (could be a function that is
already submitted or an incomplete function)

) Chirag's Awesome FNCE
PREVIEW

v
j l TASK LIST

Please click on each task below to enter the requested information.

w Once completed, the task will then appear with a large green check mark.

* Next click on the verbiage next to “Special Function
i, Status”

i Save Request
Form: Special Function Request _

spcarunconstas e 4 * It may say “Active” or “Complete” depending on
where you are in the submission process

1. Function Information
Click here to provide the general information for your request

_Save Request

v
A B re—— * To withdraw the function, click on the Special Function
Dt g o e e e e Status drop down and change it to withdrawn.
e Click on the “Update Special Function” button to
than save the function withdrawal.
* Please note, this will still show on your dashboard
(landing page) but will say “Withdrawn” in the
Special Function Status

Please Type the Title of the Function

Chirag's Awesome FNCE

Form

Special Function Request ¥ | *

Special Function Status

Complete v |*

_Update Special Function *



