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ABSTRACT SUBMISSION GUIDELINES 
 

Prepare your abstract in word processing software such as MS Word, WordPerfect, or a text editor 
such as MS Write. Do not use presentation software such as PowerPoint. An effective submission 
will include:  

a) Introduction/Background Information  
b) Methods used in conducting the study, project or activity  
c) Results of the study, project or activity  
d) Conclusion(s)/Evaluation of the study, project or activity.  

 
Abstracts must be submitted in English, and should be no more than 300 words (not 
including title and authors). Tables and images are permitted if required, but each data 
table or image will count as 75 words against the 300-word total. 
 
The deadline for abstract submission is October 12, 2009 (5:00 pm PDT). The results of 
the peer review are expected to be available on December 1, 2009. The submitting 
author will be notified of the review results by email. Subsequent correspondence will be 
with the presenting author(s). If you have not received a notice by December 15, please 
check the status of your abstract by logging back into the abstract site, and check your 
abstract details. 
 
Using your web browser, go to www.iced2010.com/ and select the Abstract page, and 
the Submit Abstract link. Please note that you must use a level 5 or later browser 
(Internet Explorer 5.X or 6X, FireFox 2X or 3X, Safari 1.5 or 2.X or Netscape 6.x or 7.x) 
 
Log-In & Contact Information 
Once at the site log-in as a new user, unless you have already submitted an abstract to 
this Congress.  
 
If logging in as a new user, you will need to make up a user name and password. Please 
limit these to a maximum of 15 letters or characters, and do not use the following 
characters: period  (.), comma (,), !, @, <, >, or a space. Make a note of your user name 
and password, as you will need them to log back in if you wish to submit a new abstract, 
or edit an existing one. Press the “Save” button, and proceed to the next screen. Enter in 
your contact information as required. The Affiliation and address requested are for your 
mailing address. Additional affiliations may be added later in the process, when 
submitting your abstract. Press the save button when done. 

 
Main Menu 
After logging in or creating a new user account, you will be at the main Menu. To submit a 
new abstract press the “New Abstract” button. If you have already submitted abstracts, 
you may view your abstracts by pressing the “My Abstracts” button, and may view a list of 
your co-authors by pressing the “List of Authors” button. Click on the New Abstract button 
to proceed. 
 
Authorization and Conflict 
At the next screen you are asked to give your permission for the Conference to publish 
your abstract if it is accepted. You will also be asked to declare and identify any potential 
conflicts of interest you may have. Please indicate if you are one of the authors of this 
abstract, and if you are presenting this abstract if accepted. If you are not presenting the 
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abstract, you will be asked to identify the presenter at the next screen when you enter the 
author names. Press the submit button to proceed. 
 
Add Your Co-authors 
At the next screen you identify your co-authors. If you indicated you were an author of 
this abstract you will have been added as the first author. If you indicated you are not an 
author, the list of authors will be blank. Click the “Add Author” button to add an author. 
 
If you have already submitted an abstract, the authors from that abstract will appear in 
the pull down list. If one of those is an author of this abstract as well, simply choose them 
from the pull down list, check the information, and then press the “Save” button. If they do 
not appear on the list, then you will have to create a new author record, by completing the 
author details as required. To add an affiliation, press on the first affiliation field, and 
select “add new affiliation”. A pop-up screen will appear where you will enter the affiliation 
details. Press save. And then return to the first affiliation field, and select the affiliation 
you have just made from the pull down list. If the author has more than one affiliation, 
repeat this for a second or third affiliation if required. You can add as many as three 
affiliations for any one author. 
 
Please provide the email address for all authors is at all possible, if that author will not be 
presenting the abstract. It helps organizers with communication, and assists in identifying 
when compiling the author index. If you donʼt know an authors email address, enter “nil” 
in the email field. 
 
When all required information has been entered, press Save to create the author record 
and return to the list of authors. 
 
Repeat this process until all co-authors have been entered.  
 
Please note: 
• You should select the order in which the authors are to appear in the printed 

abstract by choosing a number in the “Order” field. The site does not make any rank 
assumptions about co-authors, and all are entered equally. If you do not select an 
appearance order, the authors will be listed in the order input.  

• Please indicate which author is presenting the paper by checking the “Presenting” 
button. Please ensure that you supply the presenting authorʼs email address. 

 
Once all of the co-authors have been entered, check that the order and presentation 
details are correct, and then Press Continue to go to the next step, where you will enter 
the rest of the abstract.  
 
Presentation Format 
Please indicate whether you prefer a Poster or a Platform Presentation. If you will accept 
either, then select “Platform or Poster”.  If you are submitting an abstract for a 
Symposium proposal, please choose either “Symposium Chair or Symposium Presenter 
as the case may be. (see section below on Symposium Proposals). 
 



 International Congress on Education of the Deaf 
 (ICED 2010) 
  
 Detailed Instructions For Abstract Submission 

 

 
 

 

Page 3 

Subject 
The theme of the conference is Partnerships in Education, from birth to postsecondary. 
Within this theme, you are asked to choose a Subject, which best matches your abstract. 
 
The choices are: 
• Early Intervention 
• Language and Literacy 
• Educational Environments 
• Sign Language and Deaf Culture 
• Technology in Education 
• Educating Learners with Diverse Needs 
• Unique Challenges in Developing Countries 
 
Select your choice from the pull down menus. 
 
Title of the Abstract 
Enter the title of your Abstract. Please use lower case letters for your title, except for the 
first word and abbreviations. DO NOT USE ALL CAPITALS. The maximum number of 
words allowed in a title is 25. Anything over that limit will be truncated. (Tip, you 
can copy and paste the Title from your wordprocessor file if you donʼt want to re-key it) 
 
Input Body of your Abstract 
There are two ways to input the body of your abstract. You can key it into the box, just as 
you would with a text editor or word processor, or you can copy and paste it from the 
word processor file you have already prepared – this is the preferred method. 
 
To copy and paste, open your word processor file, and select the body of your abstract 
with your mouse (do not include the authors or title, as you have already entered 
these). Copy the selected text, either by right mouse clicking and selecting “copy” (Mac 
users use Command C), or selecting “copy” under the edit menu of your software. After 
you have copied the text, return to your browser, place the cursor at the top of the input 
box, and select “paste” from either the edit menu of your browser, or on a right mouse 
click (for Mac users, Command P). 
 
The body of your abstract should appear in the input box. At this point we suggest you 
preview your abstract (select the preview button at the bottom of the page), and then print 
it and proofread the printout. Close the preview screen; correct any text problems you 
found. If you do not have tables, graphics, or some characters are not displaying 
correctly, you may save your abstract by selecting the “Save” button. This will send your 
abstract to the server and save it in the database. For most authors, this nearly 
completes the process. However, if you have used Greek or math symbols, exponents, 
bold face, italics, graphics, or a table, you need to take additional steps – see below. 
 
Word Count 
Your abstract should not exceed 300 words, not counting title and authors. The system 
will scan your abstract at submission, and give you an error message if you have 
exceeded the allowed maximum. As the word count algorithm in MS Word is different 
than the one used on the web site, the actual limit is 330 words as counted by the 
submission system (it always gives a slightly higher count than Word).  
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After the abstract has been saved, you will be shown a review screen, showing the 
information you have entered, for one last check. If everything is correct, select the 
“Submit for Review” button at the bottom of the screen. You are now finished and may 
close your browser.  
Please note that the abstract is not finished until you click on the Submit for 
Review button; before that it is merely saved, but not yet approved for peer 
review. 
  
If you want to change something, enter into edit mode, and select the appropriate button 
to edit the affected portion of your abstract, and update. 
 
After your abstract has been submitted, you will receive a confirmation email from the 
server. If you do not receive the confirmation: 

1. Please check your spam folder, to see if the email has been filtered out. If so, 
please add the email address to your approved list, so that future emails are not 
filtered out. 

2. Log back in and check the email address, as the next most common problem is 
an incorrect email address. View your abstract: if you can see your abstract it has 
been submitted correctly. If you want another confirmation, edit the body of your 
abstract, and submit the change – the server will send you another confirmation. 

 
If you wish to submit a second abstract, return to the Main Menu, and repeat the process.  
 
You may come back to the site at any time prior to closing on October 12, 2009, and edit 
your abstract or submit a new one. To edit an abstract, log-in as an existing author, view 
your abstract listing, and double click on the title of the abstract you wish to edit. After 
closing you will still be able to view your abstract, but no further changes can be made to 
text of the abstract. 
 
Symposium Proposals 
A symposium proposal should include an integrative abstract submitted by the 
Symposium Chairperson, and an individual presentation abstract which describes each 
individual presentation within the proposed symposium. Thus the complete proposal 
would normally contain one Chairʼs abstract and five presenter abstracts. The Chair may 
also be one of the individual presenters,  

1. Chairʼs abstract should clearly outline the content, scope and objective of the 
proposed symposium, and indicate how the individual presentations comprise a 
cohesive unit. Please list the names of the individual presenters in the body of 
the abstract (in order of presentation). Add the Chairperson as the first author of 
the abstract, and the Discussant as the second author. 

2. Presenterʼs Abstract should conform to the normal guidelines for a platform 
abstract, and clearly describe the material to be covered. If the abstract is not 
submitted by the Symposium Chairperson, please indicate the title of the 
Symposium in the first line of the body of your abstract so that organizers can 
match up the abstracts. 

 
Symbols, Tables, Graphics and Other Issues 

1. Bold, Italic, Underline, Superscript and Subscript 
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If you have used the copy and paste method, you will lose any bold, italic, underline, 
superscript or subscript formatting applied. You can re-apply these effects by using some 
simple HTML Codes. Please note that the graphic artist who will be formatting the 
abstract volume will apply bold to subheads such as "Objectives" or "Methods". Apply 
these effects only where required in the body of your abstract, for example italicizing 
species names. You apply the effect by placing on/off codes around the desired text. For 
example:  
 

STYLE TAG CODE 

To bold something <b>something </b> 

To italicize null result <em>null result </em> 

To underline positive <u>positive</u> 

To superscript 2 <sup>2</sup> 

To subscript 2 <sub>2</sub> 

 
The codes will not print. Look at the Preview screen to see the result. 
TIP: You can copy and paste the tags from this instruction sheet instead of re-keying 
them. Ensure that you select all of the code, or your browser won't recognize it as a tag. 
Check the Preview screen to see that it displays properly. 
 

2. Greek or Math Symbols 
If your computer has a newer operating system (XP, Vista, OS10) then you should be 
using Unicode typefaces, and all Greek, math and other symbols should copy and paste 
into your abstract without difficulty. (The site uses the UTF-8 standard). However if you 
have an older computer, or are using an older non-Unicode typeface, Greek or math 
symbols in your abstract may substitute with some other character when you paste the 
text into the input box. Check the preview to ensure that all Greek, math and other 
uncommon symbols are been captured correctly. 
 
If you have a character substitution, you can use the provided special character link to 
apply Greek and math symbols. For example: If you have an old computer, or are using a 
non-Unicode font, and had a β (Beta) in your abstract, it will may been replaced with a “b” 
when you pasted the text in the input window. This happens because your browser can 
only work in a single typeface at a time, and if it is the old 255 character style typeface, 
the browser will convert the beta into the default character mapped to the b key in your 
system – which will be b. To reapply the β, click on the Special Character Table link. A 
pop-up window will appear. Click on the β, and then close the pop up. A code for beta 
“&#946;" will appear in the small window next to the Special Character Table Link. Copy 
this code, and, find the first instance where β should appear in your abstract. Highlight 
the b and then right mouse click and select paste. The b should have been replaced by 
the code “&#946;. Click on the preview button, and you will see that the β character 
appears in the correct place. When your abstract is published, it will print as β. 
TIP: After you have copied the code for β, replace all instances of β in your abstract 
before correcting the next Greek/math symbol.  
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Users with Asian or Arabic operating systems should pay close attention to Greek and 
math symbols, as your typefaces may not be Unicode. Use a Unicode typeface if 
possible. 
 
If you need a character which is not in the table, and you can't copy and paste in, email 
tech support with the details. They will insert the correct character for you. 
 

3. Tables 
If you have a table in your abstract, you cannot copy and paste this into the input field. 
Web sites do not understand tables from word processors. Delete the table from your 
abstract before pasting it into the input box (if you already have pasted your abstract with 
a table in it, delete everything in the input box, and re-paste without the table). 
 
Click on “Create table” to create a table, and enter the number of rows and columns 
needed, and click update to create the table. The table assumes that the first row in the 
table are all headers. After entering your data in the cells, click “Save”. There will now be 
a tag in the table list, which looks something like **table1** Copy this tag, and paste it in 
the body of your abstract where you want your table to appear. Select preview to view the 
table. Donʼt worry about its appearance, as long as the correct data are in the correct cell, 
it will print properly. The graphic artist formatting the abstract volume will lay out the table 
correctly.  
 
If you need to edit the table, click on the **table1** tag in the list of tables, make the edits 
needed and save. The table in your abstract will update automatically. Click Preview to 
check. The Word Count algorithm will count each table as 75 words against your limit of 
300. So if you have 2 tables, you may only have 150 words of text. Note: In the past, 
some authors have abused this by placing large amounts of text in tables. This is not a 
good idea, as reviewers have the right to refuse abstracts if they are unreasonably long, 
or have unreasonably large tables. 
 
If you have a very complicated table, email technical support for assistance with the table, 
sending the table as an attachment, and submit the rest of the abstract without the table. 
Tech support will add your table, and then email you, and ask you to log back in and 
check the results. 
 

4. Images 
 

If you wish to incorporate graphics in your abstract, first prepare your file for uploading, ensuring 
the size, resolution and format are correct (please refer to the help page for details). Name your 
file something meaningful, such as “Smith_R_Fig1.jpg”, not something unidentifiable like 
“graph.jpg”. Note that the server will not accept your file if it has spaces in the filename – please 
use an_underscore_instead of spaces in filenames. When ready, upload the graphic file or files 
by selecting the Upload Graphic link in the graphics table of this page. This will allow you to 
“browse” your hard drive to select the desired graphic. Navigate to the directory on your 
computer where the graphic file is located, select the file and click “open”. The file name will then 
appear in the Graphics input field: select “Upload This File”. If you have uploaded a jpg, gif, tif, 
png, or bmp file, you can view the graphic by pressing the Preview link. Other file formats are not 
viewable in your browser. 
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If your graphic has uploaded correctly, the name of the graphic file will appear in the table under 
Image Name. If the file name does not appear here it means the upload has failed. Try the 
upload again, and if it still fails, save the abstract without the image, and email tech support. 
 
Note: many firewalls prevent users from uploading a graphic file through their web browser. If 
you try and upload a graphic, and nothing happens, or you get a strange error message, it 
probably means your firewall is blocking your upload. If this happens, continue submitting your 
abstract without the graphic, and then email technical support, citing your name and abstract 
title, and attach your graphic to the email. Technical support will place the graphic for you. If you 
cannot attach the graphic to your email, advise technical support, and they will provide 
instructions. 

 
No more than two graphics are permitted for any abstract, and that each placed image 
will count as 75 words. Please see the Help Page if you need help in preparing your graphics 
file. 

 
To position a graphic in a particular location (e.g. After Results but Before Conclusions), copy on 
the image tag (either **image1** or **image2**) in the graphics table, place your cursor in you 
abstract where you want the graphic to appear, and paste. Click on the Preview button to see 
your abstract. With the images in place. 
 
Finally a warning about screen previews. Your browser will display graphics at 72 ppi – the most 
common screen resolution. As we need at least 150 ppi to print clearly, your graphic will always 
appear in the preview much larger than it actually is. 
 
 
 
Technical Support 
Please email any question(s) to iced@scolars.com. 
 
 

 


