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Introduction 
 
Thank you for your interest in the 2017 NAIS People of Color Conference (PoCC). Below we will 
cover the basics of the platform from login to submission of your abstract.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 

 How To Login To Your Account 

1.  Click the “Login” button on the left hand side of the home or help page to be taken to 
the login screen. 

 
 

2.   From the login screen you will be able to provide your Username and Password 
associated with your NAIS account to login. If you do not have a NAIS account please 
continue on to the “How To Create An Account” section of this guide. 

 

3.   Once you have logged in you will be taken back to the PoCC site to submit your 
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abstract and all pertinent information laid out below in the “Submit An Entry” section. 

 

 Submit An Entry 

1.   Once logged in you will be able to begin a new entry, you will be taken to the “Terms 
and Conditions” question form page. Please carefully review all the particulars of the 
PoCC and once reviewed click the confirmation box to indicate that you have read and 
understand the terms.  

 
 
 

2.   Once you have clicked the confirmation box you will be able to progress your 
submission by clicking the “Save and Next” button in the bottom right corner.  

2 



 

3.   You will be taken to the “Proposal Submission Process” form page, to ensure the best 
possible entry review the details of this page to allow yourself a full understanding of 
how to submit to the PoCC. Once you have reviewed please click the agreement box 
at the bottom of the form and click the “Save and Next” button.  

 

4.   Next you will be taken to the “Presenter Overview” form page, here you will be given 
an overview of Leader Presenter, Accepted Proposals and Presenter Expectations for 
the NAIS People of Color Conference. Once you have reviewed this information you 
will be able to click the agreement box at the end of the form page and click “Save and 
Next”. 
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5.  From here you will be taken to the “Presenter Information” question form, this is the 
screen where you will provide an overview of your information, contact informations, if 
you have attended or presented at a NAIS PoCC before, etc. Again, once you have 
filled out all required fields you will be able to progress to confirm and move on by 
clicking “Save and Next”. 
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6.   On the next question form page titled “Co-Presenters” you will be asked to confirm if 
you have a co-presenter. Note: If you do have a co-presenter you will be asked to 
provide background and contact information but you will not be required to provide 
gender identification for said co-presenter. You will be able to add up to 4 additional 
co-presenters and once completed click “Save and Next” to progress.  

 

7.   You will now be taken to the “Proposal” question form where you will be able to select 
the type of proposal you are submitting, these can be “General Workshop, “Poster 
Session” or “PoCC Equity Seminar”. Each of these selections will change the 
information you will give on the next question form page as each of these formats are 
slightly different. We will review these different form pages in the next step.  
 
The remainder of the Proposal page will collect your proposals title, conference track 
and your organizing and knowledge level that your content is directed towards.  
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8a.  If you have selected “General Workshop” you will be asked to provide a description, if 
the subject of your session is race or ethnicity, if your background relates to the topic, 
an overview of the questions you feel your workshop will answer as well as the unique 
perspective that your presentation brings to the topic area and finally the engagement 
strategies you plan to leverage with those participating in your workshop. Once 
completed click “Save and Next”. 
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8b.  If you have selected “Poster Session” you will be asked for a brief overview of the 
abstract text, purpose of the poster, background information, key findings, relevant 
data related to the topic and finally outcomes and or recommendations. Once 
completed click “Save and Next”. 
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8c. If you have selected “PoCC Equity Seminar” you will be asked to provided the criteria 
which will be used to evaluate your submission and be asked to provide the 
presenter’s training and experience, an abstract description, associated keywords, 
rationale of the session, objectives and additional relevant information. Once 
completed click “Save and Next”. 
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9.  Finally you will be taken to the Technical Requirements / Considerations for your 
chosen proposal, these will range from computer and AV needs, if you will have music 
or audio requirements and if there are any special requests for your presentation. 
Once finished you will be able to click “Save and Finalize” to complete your 
submission, if at anytime you need to exit your application you can click “Save” and 
return at a later time to make changes. If you click “Save and Finalize” you will no 
longer be able to edit your submission.  
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       Lost Password: How To Recover Password 

1. If you have forgotten your password you are able to retrieve if by clicking “Login” and 
will be taken to the NAIS login screen which will provide you with the relevant links to 
retrieve your information.  

 

2. You will be taken to the “Forgot Password” screen where you can enter your email 
address and retrieve your relevant information.  

 

 

11 



 How To Create An Account 

1.  If you do not have an account you will be able to create one by clicking “Create one 
here” in the left hand login box.  

 

2.  You will be taken to a search page that will allow you to review if your email has an 
account already and if you do not you will be able to provide relevant information to 
create your account. 
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