How to Export and Print Abstracts

· Log into Confex
· Under “Reports,” select “Submission Report with Text” and download using the hyperlink at the top
· Delete “Submission Complete?” column
· Open file, and under “Data” tab, select “Filter” option. Then select “Sort” first by Abstract Type (A-Z) then Topic (A-Z) to get all like submissions together (by presentation type and topic)
· Once sorted, you can filter by “Topic” and select only your topic area abstracts to be copied and transposed 
· Use “Ctrl + A” to select all of the text
· Use “Ctrl + C” to copy the selection with text in its entirety
· It won’t work if you use right-click copy. SERIOUSLY.
· Paste into NEW SHEET by using the “Transpose” option (Paste Special à Transpose)
· Remove all hyperlinks (“Ctrl + A”  Right click  “Remove Hyperlinks”)
· Select whole active sheet – Font: Calibri 10; left align; top align
· Select whole active sheet and format column width to 88
· Select Column A – custom width – 12.0
· Under “View” select “Freeze Panes”  “Freeze First Column”
· Under “Page Layout” select “Print Titles”  “Sheet” tab  Select Column A in the “Columns to repeat at left” box
· Review text across the cells
· Make sure “Abstract” text is not in a single line i.e., use “Wrap Text” to fit row height
· Delete excess space in “Abstract” text if some text is cut off at the bottom
· Go to “File”  “Print”  Select Adobe PDF as printer. Under “Settings” make sure the following is used:
· Print Active Sheets
· Collated
· Portrait Orientation
· Letter (8.5” x 11”)
· Narrow Margins
· No Scaling
