
WHERE DO I SUBMIT MY PROPOSAL?
submit.napcrg.org to submit your presentation.

HELP! I CAN’T LOG IN!
Go to napcrg.org, click Member Portal in the upper right corner and then Forgot Password to 
reset your password. After you have completed a password reset, return to napcrg.org and login to 
create your submission. If you’re still having trouble, email napcrgoffice@napcrg.org.

WHAT IS THIS SALESFORCE SCREEN, 
AND SHOULD I GRANT ACCESS?

Yes, the screen is safe. You will only be asked for this one 
time. It is required because our submission system runs 
through a different program, but it uses your member 
account (which is in Salesforce) to link your login.

WHAT FIELDS ARE REQUIRED FOR A SUBMISSION TO BE COMPLETE?
Questions with a red asterisk * must be answered for the submission to be considered complete. 
Incomplete submissions WILL NOT be reviewed and will not be considered for the conference.

HOW DO I KNOW WHEN MY SUBMISSION IS COMPLETE AND READY FOR REVIEW?
Once you have submitted your proposal, your submission details will appear on the screen. Please 
review this carefully. Be sure to confirm the “Submission Completed” status.

GOOD TO GO: When all required fields have been completed, your submission will be 
shown as: Submission Completed: True
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HOW DO I ADD CO-PRESENTERS/AUTHORS?
Participants can be added to the presentation once your submission is completed. A link to
share with other presenters/authors will be visible in the displayed blue box (see image).

Follow these instructions and provide the indicated information to other presenters/authors:

Click the blue pencil next to “Edit Submission” to complete the missing fields.
You MUST complete the missing fields or else your submission will be considered
incomplete and NOT reviewed for consideration.

NOT GOOD TO GO: When a required field is missing, your submission will be shown as:
Submission Completed: False
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HOW DO I ADD, CHANGE, AND REORDER CO-PRESENTERS/AUTHORS? Participants can be
added to the presentation once your submission is completed. Log in to submit.napcrg.org, find
the appropriate submission and select Update Participants. Copy the unique link the blue box
and email this link to presenters/authors (see image).
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Please note: All authors and presenters will need to create a NAPCRG account (if they don’t
already have one) to add themselves to the submission. Each presenter will need to fill out a
disclosure form when adding themselves; therefore, the NAPCRG staff is unable to add authors
to submissions. 

TO CHANGE ROLES: Submitters will need to log in to submit.napcrg.org, find the appropriate
submission, click on the update participant order box, remove the individual from the
submission then request they add themselves to the submission with their correct role using the
unique link.

TO REARRANGE THE PARTICIPANT ORDER: Submitters will need to log in to
submit.napcrg.org, find the appropriate submission and click on the update participant order
box. The NAPCRG staff recognizes the importance of the participant order; therefore we are
unable to rearrange on behalf of the submitter.

ROLE DESCRIPTIONS AND PERMISSIONS
Submitter: The individual entering the data into the submission system.

Permissions: View/Edit/Withdraw the submission, update the participant order, remove a
participant.

Lead Presenter: The individual leading the presentation at the conference.
Permissions: View/Edit/Withdraw the submission, update the participant order.

Co-author: An individual who contributed to the submission or is co-presenting.
Permissions: View the submission.
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CATEGORY OPTIONS

Annual Meeting Submissions, screen
by screen
These are some the screens you’ll encounter on all submission forms as you go through the
submission process:

YOU ARE ABLE TO SUBMIT
YOUR PROPOSAL EVEN IF
YOUR RESEARCH IS NOT
YET COMPLETED.
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*PLEASE KNOW ALL SUBMISSION FORMS WILL
ASK FOR A TITLE AND AN ABSTRACT BEFORE
YOU ANSWER THE REST OF THE QUESTIONS.



THE LEARNING
OBJECTIVES ARE VERY
IMPORTANT FOR
CREDIT QUALIFICATION
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Make sure this shows as “True”

CONFIRMATION

PAYMENT
After completing your submission form, you will be directed to a page for payment. Please
enter your payment information then scroll down and click “Submit.”

You will know that your submission is considered for the Annual Meeting when it is marked as
“True.” If you see it marked as “False,” there is a question that was left unanswered. You can
go back and edit your questions until the deadline.
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ADDING CO-AUTHORS AND PRESENTERS

To add co-authors, first click on
“Update Participants”

To add co-authors and presenters, you will first want to click on “Update Participants.”

Then copy the blue instructions and share them with your colleagues you want to add to the
submission. They will be able to follow the instructions to add themselves as co-authors or
presenters. If you are experiencing difficulties, please email question to conference@napcrg.org.

Share this information in blue with
your colleagues to have them add

themselves to the submission.
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COMPLETE YOUR DISCLOSURE IF NEEDED



DISCLOSER PAGE, CONTINUED


