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Instructions for creating a CMT account and submitting a paper

Creating a CMT account

1. Go to the CapstoneConf2010 's CMT Site: https://cmt.research.microsoft.com/CAPS2010/

2. To create an account, click on “sign up” button.

CapstoneConf2010 Login

Email:

Passwiord:

Reset vour password  Login Help
New Users? Sign up here "—

3. The following page welcomes you to Sign Up Wizard.To continue, click the “next” button,
which is located on the lower right corner of screen.

4. Read “Author's EULA - End User License Agreement” and click “yes” to agree to the
Author’s statement.

5. Next you will have to enter a code that is displayed on the screen.

Please enter the code displayed in the Image

| +——— Enter code here

6. The next page will require you to fill in the Contact Information. For the “organization” box,
enter your "institution or company."

Last Mame: * Required
Crganization: * Required
Phone Mumber: / * Required
Enter your institution or
organization



7. Click on the “Next” button to complete your CMT sign up. You have now successfully signed

up to use CMT. You will be brought to your CMT homepage when you click on the “Finish”
button.
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Submitting a paper

1. Once logged into Microsoft CMT, click on the “ Create a New Paper Submission” to
start the process of submitting your paper, panel, or short course proposal.
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Select Your Role: Author
Author Gonsole

Manage Submissions 2 Create a new Paper Submission view Caonfarence Status

Mo Submissions /

2. Enter the Title and Abstract of your. The title is not to exceed 256 characters and the
abstract is not to exceed 2000 characters.

Title and Abstract
Title : (256 characters maximum)

asbstract :

(2000 characters maximum}

3. Inthe “Authors” section, enter the author of the paper. If there is more than one author,
click on the “add author” button and enter their e-mail address and click “ok.”
Add Author Add author,.,

Ermail: Ok Cancel



4. Inthe “Subject Areas” section, indicate the topic of your paper, or indicate if it is a
panel or short course proposal. For papers, select the primary sub-topic with the dot and
the secondary topic, if appropriate, with a check mark.

Subject Areas

Please select primary (marked by @3 and secondary (marked by [,
O [ 1.1 Pedagogy : Content O [ 2.1 International Teams @ Cultural Issues
O Oz Pedagogy @ Teams C [ 2.2 International Teams : Logistics
O [ 1.3 Pedagogy : Industry O [ 2.3 International Teams : Other
® [ 1.4 Pedagogy : Outcomes © [ 3.0 Proposal for PANEL Session
D M1 Pedagogy : Assessment C O 40 Proposal for SHORT COURSE
O

CN[ 1.6 Pedagogy : Continuous Improvement O MNone of the above
2 [0 1.7 Pedagogy : Other

5. Click the “Browse” button to select the paper that needs to be uploaded. Once selected,
click the “Upload” button.

File Upload

Please note: Unless you press "Submit" below the uploaded file will not be saved in the system.

File: Upload

Max file size: 3 MB. allowed file types: doc, docx, pdf.

6. The paper will upload successfully if you see this on your screen: “Uploaded:” followed
by the name of your paper.

Uploaded: L] testwpload.doc (22,016 bytes) ¥

N

Name of document should appear here.

7. To submit the paper, click on the “submit” button located on the lower left corner of the
screen.

File Upload

Please note: Unless you press "Submit" below the uploaded file will not be zaved in the system.
Uploaded: ] test upload.doc (22,016 bytes) X
Fubmit Cancel

\
/

©2007 Microsoft Corporation EULA | Terms of Use | Privacy Statement
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8. The next page will show you a summary of the paper submission.

9. To go to your homepage click on “Back to Author Console,” located on the top left
corner of the screen.



10. From the homepage, you can edit your submitted paper, view your paper, and look at
reviews of your paper.
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Select Your Role; Author Messac

Author Console

Manage Submissions @ create a new Paper Submission View Conference Status
Paper ID | Title Last Modified Time Paper Decision

Faper ID: 21 X |5 | A edit | (3 | Last Modified: 10/15/2009 7i16:18 AM Awaiting Decision
Test run Manage Submission File B peviews

Quick Edit: Papar Details '-E5 test uplpad.doc (22,016 bytes uplosded on 1041542009 7:16:18 AM)

The edit feature This is where your The reviews of your paper are

allows you to make paper is located. located here.

changes to your The file can be

submitted paper. opened for viewing.



