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I. Overview of the STEM Submission process.

This year we are continuing to work with the online submission system that was developed for
the2006 STEM Symposum. The2006submission system is a complete re-write of the earlier
programs. Based onlast year@ performance, we believe tha the new version has greater user-
friendliness and fundiondity than thetwo previous versions

The Online Submission System can be accessed at:

http://www.rowan.edu/biology/ST EM/apps/code/login.php

Q. | ama student who wishesto submit an abstract tothe STEM Symposum. What do |
do?

A. Inorde for an abgract to be submitted and accepted, students mug log into the Online
Abdract Submssion System. (First time userswill need to set up an account) Uponlogging
in, students create and submit abgracts.

When a student presses the" Submit" button, a faculty sponsor named by the student will receive
an automated email indicating tha they mug approve of thesubmitted abgract. All abdracts
mug have afaculty sponsr.

Students may aso log into the Online Abdract Submission System to check on the statusof ther
abgract(s).

Neithe students nor faculty may edit an abdract after it has been approved by thefaculty
Sponsor.

Q. I amafaaulty member who wishesto sponsor an abstract for the STEM Symposum.
What do | do?

A. Inorde for an abdract to be submitted and accepted, students mugt name afaculty "sponsor"
at thetime of theabdract submssion. When a student presses the"Submit” button, the faculty
sponr named by the student will receive an automated email indicating that they mug approve
of thesubmitted abgract. Faculty sponsors who log into the Online Abgract Submission System
may edit and approveabdracts submitted by thar students. Alterndively, faculty sponors may



also decline acceptance ("return” the abdract), thereby restoring the student author's ability to
edit and revise the abdract.

Once afaculty sponsr givesthear find approvd, the abdract submission processis completed.
Abdracts can not be edited onae thefaculty spon®r givesthear approva.

Q. May faculty initiate the abstract submission process?

A. No. Sincethe STEM Symposumis a student research symposum, only student users may
create new abdracts. However, no abgract may complete the submission process withoutthe
approvd of afaculty sponsor. Althoughthefaculty spon®r may beaco-author onthe abgract,
it isnotarequirement tha spon®ors be ontheauthor list for the abgract.

Q. | am a student who worked on a project with multiple faculty. How many faculty
sponsors may | have?

A. If youworked with multiple faculty in regardsto a single abgract, you may list as many
faculty sponrs asyoufeel are appropriate. Keep in mind tha faculty co-authors on theabgract
don®have to befaculty spon®rs. However, each abgtract must have at least onefaculty
Sponsor.

Y ou should also beaware that for your abdract to be approved, it mug be approved by each of
your faculty sponrs. Thus if you have two faculty sponrs, youd need two approvas (one
from each sponr). In order to makethe abstract submission and approval process as
smple aspossible, we strongly recommend that each abstract only haveone faculty
sponsor, and that additional faculty co-authors not be listed assponsors.

Q. | am submitting an abstract for work that | did without the assistance of Rowan
faculty. Dol still need afaculty sponsor?

A. Yes. Abdractsrequiretheapprovd of afaculty spon®r in order to complete the submission
process. However, tha faculty need not bean author ontheabstract. If youdid your project
withoutthe assistance of a Rowan faculty member, talk to the faculty of your Depatment to see
whoiswillingto spon®r you. In these ingances, thefaculty sponsor will only beused to
complete the abdract approvd process and to serve as an additiond point of contact in case we
need to ge in toudh with you.

Q. | am submitting more than oneabstract. Do | need to havethe same faculty sponsor
for each of the submissions?

A. No, youarefreeto list different faculty sponsrs for each of your submissions



Q. What isthe difference between OFaculty SponsorOand OFaculty AuthorO?

A. Every abdract submitted to the system mug have at least oneFaculty Sponsor. All Faculty
Sponors mug be Rowan faculty. Therole of the Faculty Spon®r isto serve as an additiond
point of contact regarding the abgract. During the submission process, the Faculty Sponsr
should review the abdract to be sure tha it is grammatically soundand that it represents work
tha had asubdantial contributionfrom each of theindividuds listed as authors.

Faculty Sponsrsfor STEM Symposum abdracts were indituted after several students
attempted to submit an abdract in violation of a confidentiality agreement with theinditution
where they peformed ther research. Thus Faculty sponsrs should also verify tha presentation
of thework at the STEM Symposumwill notviolate confidentiality agreements.

Facaulty Authorsarejud that: they are co-authors of theabgract who hgppen to befaculty
members of Rowan University or of another inditution. It isassumed tha Faculty Authors will
have contributed to thework described in theabdract in some sort of subgantial way. The
STEM Symposum recognizes tha thedefinition of Gubgantial contributionOvaries acrossthe
different STEM disciplines; thus we recommend tha whether or not afaculty member islisted
as an authorisadecisiontha should be madein accordance with standad practicesin thefield
for tha abdract. In cases where adispute regarding authorship arises, the STEM Symposum
Coordinaors will notserve as an arbiter, and recommendstha individud Department
Charpersonsservein this capacity asthey are better informed regarding the standad practices of
thar Depatment and ther discipline An abdract does not require a Faculty Author in order to
be accepted for the Symposum.

AlthoughFaculty Spon®rs are often also co-authors on abdracts, it isimportant to note that they
are not required to beaco-author. Similarly, Faculty Authors are not required to serve as
Faculty Sponrs. However, all STEM abdracts must have at least oneFaculty Spon®r in order
to complete the submission process.

An abgract® status changes from SUBMITTED to APPROVED after a/l of that abstract@
faculty sponsors have approved the abgract. 1n order to make the abstract submission and
approval process assimple aspossible, we strongly recommend that each abstract only
have one faculty sponsor, and that additional faculty co-authors not be listed assponsors.



Q. Whatdo | doif I'm having problemswith the submission process?

A. Thisisareatively new submssion program, so we definitely anticipate tha issues will arise!
If anybodyencounters problems during the submission process, please first conault this
doaument. If tha doesn't work, please send an email to rowangem@gmail.com. We need your
feedback so tha the submission system (and thisindruction doaument!) can beimproved.

Q. 1®n sending an email to the system administrators at rowanstem@gmail.com. Who are
these people?

A. Theadministrators for the online submission system are the STEM Symposum Coordinaor
and the STEM Student Coordinaors. The STEM Symposum Coordingor is currently Dr. Hecht
(Dept Biological Sciences). TheSTEM Student Coordinaors changeevery year, butusudly
they are four Biology students. All five of ushave access to the rowangem@gmail.com email
account and al five of ushave administrative access to the submission system and database.
Whenever possible, we aso try to have technical suppot in case there are issues tha go beyond
our end user knowledgeof thesubmission system.



[l. Student Instructions.

The Online Submission System can be accessed at:

http://www.r owan.edu/biology/ST EM/apps/code/login.php

Registering:
1) A single email address may only beused to set up asingle accountin the Submission
System
2) Username: A specific namefor theuser, tha iseasily remembered, will be used for login
purposes
3) Establish whether you are a Rowan affiliate or a Non-Rowan affiliate
4) Depatment: Department of Study
5) Following registration, an email will be sent to you containing your randomy assigned
password.
Help: Be sureto navigae throughthesite usngthe webdte navigaion toolbar, donot use
the web browser@ navigation toolbar ( <=Back and =>Forward)

Common hang-up: | tried toregister and the computer keeps bumping meback to the
registration page What@ going on? Inadditionto fillingin therequested info, be sure
tha you have selected theradio button that indicates your classification as Rowan Student,
etc.

Pod login:

How to changeyour password, name, or department:
1) Followinglogin, you should see a pagelisting dl of the abgracts you have in the system.
Near the bottom of tha pageis abutton marked GEdit Persond Information.O
2) After clicking thebutton, youwill betaken to apagethat will allow you to edit the
followingitems:
¥ Your persond name (make sure tha your name is spdled as you would like it to
appear in theabdract boolet)
¥ Password (mug beat least six characters)
3) SAVE

Please note that you cannotedit your system username, email address, or inditution. If you
encounter aneed to edit thos paticular items, please contact the system administrators at
rowangem@gmail.com



Add/Edit Abstrad: Title
1) Create atitle for your abgract with a maximum of 255 characters
2) Use thedropboxto indicate your STEM category
3) SAVE
4) NEXT
Help: Needtouseitalics, sub- or supescripts, andor special characters? You can use
HTML tagsin your title.

Add/Edit Abstract: Abstract Body
1) Enter youabdract
2) SAVE
3) NEXT
Help: Thereisa 3000character maximum, so if the full text does notfit in thebox, please re-
edit your Abdract.
Help: Needtouseitalics, sub- or supescripts, andor special characters? You can use
HTML tagsin your abgract. If youhave specia characters such asthose in the (BymbolO
font, you should be able to cut and paste those directly into thedialog box (Alterndively,
you can use HTML codingto specify those charactersaswell.) HTML tagsdo net count
towardsthe 3000character limit.

Add/Edit Abstract: Add Authors

1) TypeFirst, Middle Initial, and Last name

2) Egtablish whether you are a Rowan affiliate or a Non-Rowan affiliate

3) Enter required information

4) Indicate the added author@ limitation

5) Choo= "sendinvite" to join database

6) ADD AUTHOR

7) If another authoris necessary, repesat steps1-6

8) Please do NOT add Faculty Spon®rs onthis page
Help: Faculty Sponsrs should be added on the Q\dd/Delete Faculty SponorsOpage
On tha pageyouwill beable to choo® whether each Faculty Sponsr should beinduded
in the abgract@ author list when the abaract is published in the STEM booklet.

9) SAVE

10)NEXT

Add/Edit Abstract: Faculty Sponsors
1) TypeFaculty First, Middle Initial, and Last name
2) Email address of Rowan Faculty
3) If Faculty member is also an author, check Faculty is also an author
4) ADD AUTHOR
5) If another Faculty Spon®r is necessary, repeat steps1-4
6) SAVE
7) NEXT

Help: What isthedifference between Faculty Sponsors and Faculty Authors? See page?2
of this doaument.



Add/Edit Abstract: Special Requests
1) Check any specia request
2) If your request is notlisted, please indicate your request in the adjacent box
3) SAVE
4) NEXT
PLEASE READ: Pleas notethat the Online Submission System requiresyou to visit
thispage In previousyears, we have had a number of submittors make special requests
after the submission deadline or, in some cases, ontheday of the Symposumi itself! Please
remember that thisisthe pageto make specia requests of any type, and that thisisthetime
to make them. IMPORTANT: We cannot guarantee scheduling requests, outlet
requests, dataport requests, and other needsthat are received after the submission
deadline.

Add/Edit Abstract: Author Order
1) Changeorder buttonsallow you to order the authors as they will appear in the STEM
Abdgract Booklet
2) SAVE
3) NEXT

Add/Edit Abstrad: Submission Status
1) In orde to submit you completed work, SUBMIT ABSTRACT
2) SAVE
Help: In order to beapproved, your Faculty Spon®r mug approveyour submission. Your
faculty Sponr will have severa options abgract may bereturned by your Faculty Sponsor
(displaying as RETURNED STATUS).

Common hang-up: Before clickingthe SUBMIT button, please be sure that all of your
faculty sponsors have set up an account with the System. Sometimes errors will appear if
you try to submt an abgtract assodated with faculty spon®rs who are notin thedaabase yet.

Common hang-up: My faaulty sponsor tells methat ghe hasapproved my abstract, but
my abstract still only showsits statusasSUBMITTED rather than APPROVED.
What® going on?

Themos common cause of this kind of situaionistha the student submittor listed more
than onefaculty sponr, and only oneof the sporsors has approved the abdract. All faculty
sponsors must approvean abstract before it@ status changesto APPROVED.

We strongly recommend that each abstract only have one faculty sponsor, and that
additional faculty co-authors not be listed assponsors.



[11. Faculty Instructions.

The Online Submission System can be accessed at:

http://www.r owan.edu/biology/ST EM/apps/code/login.php

Registering:
1) A single email address may only beused to set up asingle accountin the Submission
System
2) Username: A specific namefor theuser, tha iseasily remembered, will be used for login
purposes
3) Establish whether you are a Rowan affiliate or a Non-Rowan affiliate
4) Depatment: Department of Study
5) Following registration, an email will be sent to you containing your randomy assigned
password.
Help: Be sureto navigae throughthesite usngthe webdte navigaion toolbar, do not use
the web browser@ navigation toolbar ( <=Back and =>Forward)

Common hang-up: | tried toregister and the computer keeps bumping meback to the
registration page What@ goingon? Inadditionto fillingin therequested info, be sure
tha you have selected theradio button that indicates your classification as Rowan Student,
etc.

How to changeyour password, name, or department:
1) Followinglogin, you should see a pagelisting dl of the abgracts you have in the system.
Near the bottom of tha pageis abutton marked GEdit Persond Information.O
2) After clicking thebutton, youwill betaken to apagethat will allow you to edit the
followingitems:
¥ Your persond name (make sure tha your name is spdled as you would like it to
appear in theabdract boolet)
¥ Password (mug beat least six characters)
3) SAVE

Please note that you cannotedit your system username, email address, or inditution. If you
encounter aneed to edit those paticular items, please contact the system administrators at
rowangem@gmail.com



Pod login:

1) Youshould bepresented with atable listing out all of theabdracts tha indudeyou as
faculty sponsor.

2) Abdractsthat have completed the submission process AND been approved by thefaculty
spon®r will have aVIEW button at therighthand end of therow. Clicking this button
will allow youto see theabdract but not make any changes.

3) Abdracts tha have been submitted to you by the student but not yet approved by your
will have both aVIEW and an EDIT button at theend of thetable row. Y ou can edit
abgractstha have notyet received find approvd. TheEDIT button aso allows you to
approve or send back a submitted abdract.

4) Abdractsthat list you as a sponr butwhich have not been submitted by the student may
also appear in thetable. However, you cannotapprove an abgract for which a student
has notyet formally submitted (see QAdd/Edit Abgract: Submission StatusOin the
Student Ingructionsabove).

5) Faculty cannotcreate brand new abdracts as thisfundionisreserved for students.

Edit Abstract: Title
1) Create atitle for your abdract with a maximum of 255 characters
2) Use thedropboxto indicate your STEM category
3) SAVE
4) NEXT
Help: Needtouseitalics, sub- or supescripts, andor special characters? You can use
HTML tagsin your title.
Help: If you have no changesto make in this window, you can either hit the NEXT button or
goto themenu ba at thetop of thepage

Edit Abstradt: Abstract Body
1) Enter you abdract
2) SAVE
3) NEXT
Help: Thereisa 3000character maximum, so if the full text does notfit in the box, please re-
edit your Abdract.
Help: Needtouseitalics, sub- or supescripts, andor special characters? You can use
HTML tagsin your abgract. If youhave specia characters such asthose in the (BBymbolO
font, you should be able to cut and paste those directly into thedialog box (Alterndively,
you can use HTML codingto specify those charactersaswell.) HTML tagsdo not count
towardsthe 3000character limit.
Help: If you have no changesto make in this window, you can either hit the NEXT button or
goto themenu ba at thetop of thepage

Edit Abstract: Add Authors
1) TypeFirst, MiddleInitial, and Last name
2) Establish whether you are a Rowan affiliate or a Non-Rowan affiliate
3) Enter required information
4) Indicate the added author® limitation



5) Choo= "sendinvite" to join database

6) ADD AUTHOR

7) If another authoris necessary, repesat steps1-6

8) Please do NOT add Faculty Spon®rs onthis page
Help: Faculty Sponsrs should be added on the Q\dd/Delete Faculty SponorsOpage
On tha pageyouwill beable to choo® whether each Faculty Sponsr should beinduded
in the abgract@ author list when the abgract is published in the STEM booklet.

9) SAVE

10)NEXT

Help: If you have no changesto make in this window, you can either hit the NEXT button or

goto themenu ba at thetop of thepage

Edit Abstract: Add/Delete Faculty Sponsors
1) TypeFaculty First, Middle Initial, and Last name
2) Email address of Rowan Faculty
3) If Faculty member is also an author, check Faculty is also an author
4) ADD AUTHOR
5) If another Faculty Sponsor is necessary, repeat steps1-4
6) SAVE
7) NEXT
Help: If you have no changesto make in this window, you can either hit the NEXT button or
goto themenu ba at thetop of thepage

Help: What isthedifference between Faculty Sponsors and Faculty Authors? See page?2
of this doaument.

Edit Abstract: Special Requests
1) Check any specia request
2) If your request is notlisted, please indicate your request in the adjacent box
3) SAVE
4) NEXT
Help: If you have no changesto make in this window, you can either hit the NEXT button or
goto themenu ba at thetop of thepage
IMPORTANT NOTE: Pleas be awarethat the Online Submission System required
your student submittor tovisit thispage Itishighly recommended tha faculty sponsors
vigit thispageaswell. In previousyears, we have had anumber of submittors make special
requests after the submission deadline or, in some cases, ontheday of the Symposum itself!
Please remembe tha thisis the pageto make special requests of any type andtha thisisthe
time to make them. We cannot guarantee scheduling requests, outlet requests, dataport
requests, and other needsthat arereceived after the abstract submission deadline.



Edit Abstract: Author Order
1) Changeorder butonsallow youto order the authors as they will appear in the STEM
Abdract Booklet
2) SAVE
3) NEXT

Add/Edit Abstract: Submission Status

1) Abdracts may eithe be APPROVED or RETURNED to the submitting student.

2) If youusethe APPROVE button, you will begiving find approvd to theabdract. After
approvd, you and the students will only beable to view theabdract. Youwill notbe
able to edit theabdract any further.

3) If youusethe RETURN button, then edit privileges will berestored to the student
author(s) and they can continueto revise theabdract. In order foraRETURNED
abdract to beindudel in the Symposum, the students will need to use the SUBMIT
fundionagan, and youwill have to use the APPROVE buton.

Common hang-up: | approved my student@abstract, but the abstract still only shows
its statusasSUBMITTED rather than APPROVED. What@ going on?

Themos common cause of this kind of situdionistha the student submittor listed more
than onefaculty sponr, and only oneof the sporsors has approved the abdract.

All faculty sponsors must approvean abstract before it@ status changesto
APPROVED. We strongly recommend that each abstract only haveone faculty
sponsor, and that additional faculty co-authors not be designated assponsors.



