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How to Submit a Proposal on
ProposalSpace

CREATE A PROPOSAL SPACE ACCOUNT

1 Navigate to https://proposalspace.com/calls/d/1844

https://proposalspace.com/calls/d/1844
https://pwd.aa.ufl.edu/ai2-summit
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2 Click "Register for free."
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3 Type "Your Name"

Click the "Your Email" field. Submit your email

Create a password

Follow remaining steps

4 Click "Create My Account"
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5 Start a Proposal

Click the "Proposal Nickname*" field. Create a nickname for your proposal.

6 Click "Continue"

START A PROPOSAL
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7 A helpful tour is available if you'd like.
Click "Start the tour!"

8 Where to find your proposals

All of your proposals are available from your Dashboard. To get to it, click the
Dashboard link in the breadcrumbs at the top of the page.
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9 Proposal Nickname

If you want to change a proposal's nickname, click the edit icon here.

Only you and others working on a proposal can see the nickname.
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10 Proposal Navigation

All of the major sections of your proposal are listed in the table of contents.

Clicking an item in the table of contents will scroll the page to that section.

In some cases, hovering your mouse over an item will reveal additional actions.
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11 Proposal Editing and Saving

To edit an answer in a text field, just click on the field. To save your answer, click
the check mark to the right of the field. (Also, clicking anywhere outside the field
will save your answer.)

Answers in any other type of field (checkboxes, radio buttons, etc) are saved
immediately.

The icon to the left of the question changes to indicate when the answer is being
saved and when the save is complete.
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12 Progress

A header at the top of the page tracks your progress by displaying how complete
your proposal is (the green bar), how many required items are incomplete, and
the last time changes were saved.

Clicking "Show me" will walk you through the items that need attention.
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13 Missing Information

Incomplete items will have a red arrow to the left of the question.

You can just navigate through the incomplete items using the orange buttons to
the right of the highlighted item.

Click the down arrow for the following item.

Click the up arrow for the previous item.

Click the X to exit the helper.
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14 Proposal Contents

Name (as you would like it to appear on the agenda) required

Email Address (required)

College/Organization (required)

Proposed Presentation Title (optional)

Professional Biography
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15 Professional Biography

You will need a short (75-150 words) professional bio that includes your name,
role, organization, expertise, and current focus.

16 Topics related to your Presentation - a dropdown menu will be provided.
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17 Proposal Submission (required)

Please briefly describe the proposed presentation based on your project or
research, including its purpose, approach, and impact. Keywords: Include 3-5
AI-related keywords that best describe your presentation. Limit 2 pages.
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18 Click "Add a Presenter"

19 Add yourself and or someone else.
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20 Click "Submit this Proposal"

21 Congratulations, your proposal has been submitted!




