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1) Log-in to Confex with your Email and Password. 
 

https://cste.confex.com/cste/2022/gateway.cgi 
• Staff who programming abstracts in 2022 use your same log-in information. 
• Staff new to Confex programming should use your CSTE email and create a password. 

 
2) Select the committee where your workshop is assigned. 

 
3) From the Committee Control Panel (left navigation panel), under Reports, select 

Scheduled Sessions. From this report find your workshop and click on the workshop ID. 
 

 

4) Click the workshop ID to go directly to your workshop session. Enter an abstract for each presentation on  
the workshop agenda by clicking under Abstracts and then Add. Adding a new abstract will open a new 
window. Go back to the Session window to “refresh” the display to view abstracts entered or to enter 
another abstract. 

 

https://cste.confex.com/cste/2022/gateway.cgi
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5) Enter basic presentation Title, Author, and Text information by following the steps for an 
abstract submission and ensure you save at each step. You will need to actually click Title 
from the horizontal navigation bar to begin the process. Please note some instructions for 
traditional abstract submission remain in the system as standard language for future use. 

 
Steps in process – Title, Author, Abstract Text, and Confirmation 

 
 

STEP A – TITLE (No committee, topic, keywords or all the abstract process questions are 
required or included) 

 
 

 
 

STEP B – AUTHORS (Suggest only including presenting authors; full contact information will be needed if 
the presenting author is not already in the system) 
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STEP C – ABSTRACT TEXT (Can be as simple sentence or more depending on workshop needs) 
 

 

 
STEP D – CONCLUDE SUBMISSION (It is not complete until you click the Conclude Submission button) 

 
 

 
 

6) REVIEWING the AGENDA. After all presentations are entered, then go back to the session 
window and refresh the display to view all presentations in the workshop. Review the order of 
presentations and adjust the order if needed under the column “Order Within Group”. The 
system will default to most recent entry on top. 
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Each abstract will need a presentation length in minutes. The system will default to 30 minutes for each 
presentation. Since workshops are not programmed like our traditional abstract sessions with standard 
presentation and session lengths, please be careful not program individual presentation times that add to 
more than the total session time. Unless all the presentations have the same presentation length, you will 
need to assign a time for each presentation under the column “Special Duration”. Introductions, 
welcome, Q&A, discussion, and breakout sessions should be entered in Confex. 
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After all the presentations are entered, presentation order and times reviewed, then accept all the presentations 
in the session by clicking the checkbox under the column “Accept”. This will change the presentation row color 
from purple to green and display an “A” in place of the checkbox. 

 

 
7) ADD the session moderator(s). On the session submission page, click People from the horizontal 

navigation bar and enter names similar to the step for presenting author names. Moderators are only 
assigned at the session level and may not be programmed per presentation or topics on the agenda. 
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8) Agenda is built after all the steps are completed. The agenda submission deadline if Friday, April 22, 
2022. 


