
 

 
 

Tips and hints to help you with your abstract submission 
 

 
My account option 
Should you need to navigate between different abstracts you have submitted for an event or even just 
to get back to your abstracts home screen you can use the ‘my account’ option on the website.  
 
This section is located in the top right hand side of the website where it also indicates who is currently 
logged into the system. 
 

 
 
From within the ‘my account’ area you are able to manage your personal profile, modify registration 
(once active) and manage your abstract submissions.  
 

 
 
 
 
Abstract modifications 
While completing your abstract you are able to save your current work in draft status and return up 
until the submission deadline to edit and confirm your work. You can also navigate around the abstract 
submission website by using the modification tool bar located on the right hand side of the page.  
 



 
 
Not only does this modification tool bar allow you to move around the website it also keeps a tally of 
your current character count and shows how far through the submission process you are.   

 
 
From this modification toolbar you can ‘jump to’ different sections within your abstract submission as 
indicated above. 

 
 
 
Author information and affiliations 
Completing the relevant author information and affiliations is an important part of your abstract 
submission.  
 
Below are some hints to help you complete this section with ease.  

 Always complete the affiliations for the lead author before doing anything else 



 
 
When adding affiliations, the system will give you two options 
 

 
 
You will either be able to select from the drop down lists as indicated by the blue box above to select 
information previously provided on the demographics page. Alternatively you can type new information 
into the free text fields as indicated by the red box above. 
 
Once you have finished entering your information be sure to select ‘validate’ twice to save your 
information 
 

 Once you have completed this first affiliation you will be able to: 
 
Add new authors 
 



 
 
Declare conflicts of interest (if applicable) 
 

 
 
Edit existing author information 

 
 

 
 
Abstract body content 
When including your abstract body content in your submission, you can do this in several ways. 
Direct content entering 
 
You can type directly into the body fields as indicated below and use the formatting options included in 
the top toolbar.  



 

 
 
Copy and paste text from Word 
 
You can copy and paste text directly from Word to ensure that your previous formatting and symbols 
etc are correctly copied across. 
  

 
 



 
 
Copy and paste as plain text 
 
You can copy and paste plain text into the abstract submission to ensure that it is free from all 
formatting. 
 

 
 



 
 


