EasyChair abstract submission guide for ETE II
A short step by step tutorial for the submission of your abstract
for the Educating the educators conference (ETEII)
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1. Visit the EasyChair website for the Conference: www.easychair.org/conferences/?conf=ETE2

ators.ph-freiburg.de
; Diana Wernisch, mascil
ucators@ph-freiburg.de

2. You need to create an EasyChair account. If you already have an EasyChair account then skip this step
and continue#ETEII
with step 6. Else go to the login page and click on “create an account”.

3. Answer the Captcha before entering your name and email address into the form.

4. After sending this information a mail will be sent to your mail address. If you are not receiving the confirmation mail, please read the following list for possible reasons. Otherwise please follow the instructions in
the list.
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5. After confirming your registration by clicking the link in the confirmation mail you need to provide some
more personal data and your password which you are using for the login. Please remember to fill out the
form within 20 minutes. By clicking the “Create my account” button you are finished with the registration
and you are then able to login to your EasyChair account. To do so, click on the “click here” link to get to the
login page.

6. Once you are logged in you will come to the front page with the most important conference information.
To upload your abstract, follow the link “Add a Submission”. If you have not done this step before, you will
be redirected to the EasyChair Terms of Service. It is necessary to agree with these terms in order to use
EasyChair. Please read the terms of service and accept before uploading your abstract. It is also possible to
download the terms of service as PDF.
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7. You need to fill out several fields like “Address for Correspondence” (which is used for communication
by post, if necessary; prefilled with the address given in your account information) and information about
“Authors”. Please remember to mark at least one author as the corresponding author.

8. Finally you can insert the title of your abstract. Provide at least three keywords that best describe your
submission then select the relevant topics (field, topic, format). Upload your abstract in PDF or DOCX format, check if you have not forgotten any information and click submit (please do not click twice to avoid
double submission, uploading may take time).
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9. You will get a message that the submission successfully has been saved. The authors and the person who
has submitted the abstract will get a confirmation mail. Please check your emails. If you got a confirmation
mail, you have successfully submitted your abstract. Else check the possible reasons as stated in step 4.
10. Your abstract will be numbered and a new link will appear in the menu. Please note, that once your
abstract is submitted, it will be reviewed. After your abstract has been accepted, you have the possibility to
add some final corrections until ????.

