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Introduction 
 
Thank you for your interest in the 2018 NAIS Annual Conference. Below we will cover the 
basics of the platform from login to submission of your proposal.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 

 How To Login To Your Account 
1.  Click the “Login” button on the left hand side of the page or you can click the “Submit 

Your Proposal” Link 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 NAIS Annual Conference site to 
submit your proposal and all pertinent information laid out below in the “Submit a 
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Proposal” section. 

 

 Submit a Proposal 
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 
NAIS Annual Conference 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.  

 

3.   You will be taken to the “Primary Presenter Details” form page, from here you will be 

2 



able to indicate the primary presenter details ranging from first and last name to 
contact information and School / Organization as well as if you have presented 
previously at the NAIS Annual Conference. Once you have filled out all required fields 
you will be able to select “Save and Next” to progress.  

 

4.   Next you will be taken to the “Proposal” form page, on this page you will be asked to 
select the type of presentation you will be conducting, a “One-Hour Workshop”, “ 
Three-Hour Workshop” or a “PechaKucha Presentation”. Depending on your selection 
you will be presented with a different form that will allow you to input the relevant 
information for your type of presentation.  

5a. If you have selected “One-Hour Workshop”, you will be asked to indicate that you have 
read and understand the expectations and benefits for the selected presentation type. 
You will also be asked to select the “Conference Track” that best represents your 
subject matter and provide details of said material ranging from the title of your 
presentation to learning objectives you which to achieve during said the workshop.  
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6a.Continuing on this page you will be able to provide background information about the 
knowledge level you will be addressing, your target audience, engagement methods, 
and any Special Notes or Requests that pertain to the workshop. Once completed you 
will be able to advance to the next form page where you will be able to provide any 
information relevant to any co-presenters you may have.  

4 



 

7a. If you need to add additional co-presenters you can make the selection and input the 
additional information or your additional co-presenter(s). Once completed you will be 
able to click “Save and Finalize” to submit your proposal.  
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5b.If you have selected “Three-Hour Workshop”, you will be asked to indicate that you 
have read and understand the expectations and benefits for the selected presentation 
type. You will also be asked to select the “Conference Track” that best represents your 
subject matter and provide details of said material ranging from the title of your 
presentation to learning objectives you which to achieve during said the workshop.  
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6b.Continuing on this page you will be able to provide background information about the 
knowledge level you will be addressing, your target audience, engagement methods, 
and any Special Notes or Requests that pertain to the workshop. Once completed you 
will be able to advance to the next form page where you will be able to provide any 
information relevant to any co-presenters you may have.  
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7a. If you need to add additional co-presenters you can make the selection and input the 
additional information or your additional co-presenter(s). Once completed you will be 
able to click “Save and Finalize” to submit your proposal.  
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5c.If you have selected “PechaKucha”, you will be asked to indicate that you have read 
and understand the expectations and benefits for the selected presentation type. You 
will also be asked to indicate that you are familiar with PechaKucha presentations, if 
you have previously utilized the format or something similar as well as if you are 
comfortable working in powerpoint.  
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6c. Next you will be asked to outline the particulars of your presentation, from the program 
proposal, what makes you passionate about the topic, and an indication of visual that 
come to mind when thinking of the topic. 

10 



 

7c. Next you will be asked to provide three words that describe your story or how you 
could see your audience feeling after your presentation. You will also be asked to 
provide a short video clip discussing your presentation along with an introduction at 
the start of the video as well as a written description. Once completed you will be able 
to finalize your submission by clicking “Save and Finalize” at the end of the form. 
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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.  
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 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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