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Submission Instructions with Screen Shots 

New features for 2010:  

 You may now save a partially completed proposal to submit later! 

 You may also include a short video link (60 seconds) of yourself speaking to a group or make 

an informal video to share more information about your session with the reviewers 

Important Tips: 

 You must click save after each entry to save the entry and/or updates.  

 You must click Submit (Tab 3) to submit the proposal. If any information is incomplete, you 

will not be able to submit until it has been completed. 

 {ŀǾƛƴƎ ŀƭƻƴŜ ŘƻŜǎ ƴƻǘ ǎǳōƳƛǘ ǘƘŜ ǇǊƻǇƻǎŀƭ ǘƻ !{¢5Φ Lǘ ǿƛƭƭ ǎƘƻǿ ŀǎ άƛƴ ǇǊƻƎǊŜǎǎέ ŀƴŘ ǿƛƭƭ ƴƻǘ 

be viewable by the reviewers. 

Welcome Screen and Overview: 
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Login 

You will either login in with a pre-existing eCode (password automatically assigned by the system) or you will 

create a new login profile.  Do not create a new profile if you have submitted in the past three years. Your eCode 

has been stored in the system. LŦ ȅƻǳ ŘƻƴΩǘ ǊŜƳŜƳōŜǊ ƛǘΣ ǳǎŜ ǘƘŜ wŜǘǊƛŜǾŜ eCode feature (see below). 

 

 

 

If you have forgotten or lost your eCode, use this section to request it to be sent to you via email. Your email must 

be the same as the original one used when the eCode was created. If your email has changed, contact ASTD at 

speakers@astd.org for assistance. 

 

 

 

 

 

 

mailto:speakers@astd.org
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If you do not already have an eCode, use this section to set up a new Login Profile. 

 

 

 

 

When you have logged in successfully you will see this screen with your name listed. No sessions will be listed 

because this is during the proposal submission process.  Once proposals are accepted, they become sessions and 

are viewable by speakers. You may update your profile from this screen. Be sure to keep your contact information 

up to date so that ASTD can contact you about your proposal. 
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To update your profile from the main menu: 

 

 

 

You may update your profile at any time in the process and after you are selected to speak. Be sure to 

save your changes. 
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Please note that the input template has chŀƴƎŜŘ ŀ ƭƻǘ ǎƛƴŎŜ нллфΦ LǘΩǎ ƳǳŎƘ ƳƻǊŜ ǳǎŜǊ-friendly!  

 

Step 1: Enter Proposal 

For easy reference it is advisable to have the Request for Proposal webpage open in another window.  

Click on the Enter Proposal Tab to input your proposal details. Enter information in all fields. Be sure to click Save. 

You may save an incomplete proposal and come back to it later to finalize and submit.  

 

 

http://www.astd.org/content/conferences/international/RFPice/
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