To Join/Access Your Planning Committee Small Team
Accessing Abstracts, Forms, Guidelines, and other documents:

1. Go to www.jannaf.org 

1. Log into your Portal account (top right corner of the screen). Your user name is your email address; your password is 16 characters and was created by you when your account was approved. If you don’t remember your password, enter “12345” in the password field and follow the prompts to reset. If you don’t receive the reset email (check junk mail), contact Mionna Sharp (msharp@erg.jhu.edu for assistance).

1. Once logged in, return to these instructions and click HERE (or https://www.jannaf.org/smallteams/smallteam_page?id=386) to go directly to the Program Planning Committee Small Team for the December 2023 meeting. IF the above links don’t work for you, try this: 
a. After logging in, click on “Committees” tab near top of screen.
b. In main section of page, click on the blue text link for “Meetings”.
c. Under Sub Teams, click the last link on the page for “Program Planning Committee – December 2023”

1. Click on the green “Request Membership” button (if you do not see this button, you are already a member of the Small Team). Once your membership in the Small Team has been approved, you’ll receive an email letting you know so that you can then access the files posted there.

1. Once you are a member of the Small Team, scroll down to the “Relevant Documents” section of the page, where you’ll find folders and files. The first distribution of abstracts is stored in the “Abstracts Folder”, and assorted forms and guidelines are stored in the “Mission Area Chair Information and Blank Forms” folder.
 
1. Please DOWNLOAD and save files to your computer for review and future reference. 
DO NOT use the “check out” feature.
Remember that the Abstract distribution files are considered Distribution Statement C and CUI and should not be shared with anyone. Only those with an active JANNAF Portal account who are members of the Program Planning Committee and the Committee’s Small Team should have access to the Abstract files. 


Continue to page 2 for guidance on how to proceed with abstract review and creation of draft session agendas. These are very important steps that lead to creation of the preliminary program. We will discuss this process and assorted parameters and things to know during the Program Planning kick-off meeting. Draft session agendas are due on or before Wednesday, 12 July.

[bookmark: _GoBack]How to Use the PPC Dec-23 Small Team Collaborative Workspace

As a member of the Small Team, you may download and save files to your computer. You can also upload files. However, you cannot delete files. Additionally, some files have been password protected to prevent modification. 

Please review the documents posted in the following folders; be sure to download and save these files to your computer. Do NOT use the “check-out” option.

1.  Mission Area Chair Information and Blank Forms
· How_to_Submit_Invited_Presentation_Details.pdf
· Guidelines for Mission Area Chairs.pdf
· Session Chair Responsibilities.pdf (use for recruiting session chairs)
· Session Information Form.pdf (use this form to create draft session agendas)
· Session Information Form.docx (only use this form if you’re unable to use the PDF version)
· Specialist Session Form_Dec2023.docx
· Workshop Request Form_Dec2023.docx

2.  Abstracts Folder (all documents should be considered Distribution Statement C and CUI and should not be shared)
· 1st Abstract Distribution_Dec2023.pdf – Contains the abstracts/placeholders, in order by subcommittee and then mission area, as indicated by the Paper ID (example: CS-II-01). This document includes the 4-digit tracking number for each abstract as well. Please be sure to note the anticipated presentation distribution statement and presentation classification. Any abstract that indicates a distribution statement of B, D or E must be placed at the beginning of the assigned session agenda. Those that indicate the presentation is classified must be assigned to a Secret session.

· All Abstracts in 1st Distribution_Dec2023.xlsx – Lists all abstracts (the first 353 processed) in order by subcommittee and mission area (Paper ID). The 4-digit tracking number is also provided in this spreadsheet. This is a password-protected file and cannot be modified.

NOTE: The above files contain all of the information you need to create draft session agendas, but only the PDF file (1st Abstract Distribution) includes the actual abstracts. Many submissions are placeholders, denoted by “PLACEHOLDER” at the end of the title, and will either have placeholder text in lieu of an abstract, OR may be a placeholder because the author has not yet confirmed that they have the necessary resources to prepare and present their paper during the meeting.

Then, prepare your recommended session agendas for YOUR Mission Area using the provided form (filename “Session Information Form.pdf”), available to download from the Mission Area Chair Information and Blank Forms folder—see below for more information). If you see abstracts in another Mission Area or Subcommittee that you feel fit well in your session, please contact the appropriate Committee member first (see the Planning Committee Membership_Dec2023.xlsx file posted in the Small Team).

Please email your completed Session form(s) to Shelley Cohen (scohen@erg.jhu.edu) NO LATER THAN Wednesday, 12 July. 

A spreadsheet showing all draft session agendas received by the 12 July deadline will be posted no later than COB on Thursday, 13 July for all committee members to review and provide comment. Submitting your completed Session Information Forms by 12 July will help us to stay on track with the program planning timeline. Please submit your draft sessions on time.

****When accessing files, only use the “Download” option.**** 
Please DO NOT use the “Check out” feature.
