Dear [Author Name]:

You have been proposed as a co-author on an abstract entitled [Abstract Title] submitted by [Submitter Name]. To be added as an author on the abstract submission, you are responsible for entering your contact information and disclosures into the Scientific Sessions Portal. The disclosure process must be completed once per meeting. Your disclosure must be finalized before the abstract submission deadline of January 8, 2024, 5:00 PM ET. 
You may have an existing account in our database due to previous participation. If you have an existing account, you must log into the Portal to confirm or update your contact information and finalize your disclosure for the 2024 Scientific Sessions. 

If you do not have an account in the Portal, you must create an account and complete the steps to finalize your disclosure record. 
Follow the steps below to enter your disclosure record:
· Access the Portal. (https://www.abstractsonline.com/dashboard/login.asp?aId=318&targetMKey={CF33DE92-962D-476E-94CF-062ED8881606}&targetMod=submit).   
· If you are a returning user, login with your username and password or follow the “Forgot your password?” steps to reset your password or retrieve your username. Emails will be sent from diabetesii@support.ctimeetingtech.com. Make sure your email settings will allow correspondence from this email address.

· Once logged in, you may need to review/update your contact information. To do so, click your name in the upper right-hand corner and select “Profile” from the drop-down menu.

· If you are a first-time user, create a new user account by selecting the “Create new account” link. Once you have entered your information into the required fields, click the “Save & Continue” button to save your information. 

· To enter your disclosure, click either "Update your disclosures” or “Create your disclosures.”
· Click the "Edit/Update Disclosure" button to update your disclosure.
· Click the "Continue" button.
· Check the “Within the past 24 months, I have had NO financial relationships with any ineligible companies, manufacturers, and/or proprietary entities” option if you have no financial relationships to disclose.

· You must check the consent box at the bottom of the page. CTI Meeting Technology and ADA will use your information only for the purposes of collecting your disclosure and providing any relevant Scientific Sessions emails. 

· Click the “Save & Continue” button to continue. 
· Check the "Within the past 24 months, I have had financial relationships with ineligible companies, manufacturers, and/or proprietary entities” option if you have financial relationships to disclose.

· Enter all financial relationships with any ineligible companies, manufactures, and/or proprietary entities with which you have or have had a relationship in the past 24 months. 
· If you have more than one relationship type with a manufacturer/provider, enter it on a separate line.

· If the manufacturer/provider is not listed, select "Other Company" from the drop-down menu and type the name in the "Other Company" box.

· If you have more than 10 relationships to disclose; the system will automatically add more lines as needed after you use all available lines and click the "Save" button at the bottom of the page.

· You must check the consent box at the bottom of the page. CTI Meeting Technology and ADA will use your information only for the purposes of collecting your disclosure and providing any relevant Scientific Sessions emails. 

· Once you have entered your information and checked the consent box, click the "Save & Continue" button.

· You must continue to the next step to finalize your record. 
· To finalize your disclosure, click the "FINALIZE NOW" button at the top or bottom of the page. 
Once you have finalized your disclosure, click “Return to Dashboard” then logout by clicking your name in the upper right-hand corner of the next page and selecting “Logout” from the drop-down menu. 

Please then provide the first name, last name, and email address associated with your disclosure account to the abstract submitter. The submitter will use these fields to search for your name in the database to sync your information to the abstract submission.

Technical Support: If you are in need of technical support, contact cOASIS Helpdesk at diabetes@support.ctimeetingtech.com or 217-398-1792 between the hours of 8:00 AM and 5:00 PM (CT) Monday through Friday.
