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Before You Begin

Review and complete the 
checklist of steps to take before 
beginning the online submission 
process.

When you are ready to submit, 
click here to go to the 
submission site.

2

https://www.siop.org/Annual-Conference/Submission-Center


Submission Center Landing Page 
https://www.siop.org/Annual-Conference/Submission-Center

Update address as needed

Update as needed

Click Create New to 
start a new 
submission

View current year 
sessions you have 

created or 
submitted

Remember to 
update your SIOP 
profile as needed

View others’ 
submissions on 
which you are a 

contributor

3

https://www.siop.org/Annual-Conference/Submission-Center


Create New Presentation: Submission Type
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Select 2021 Submission



Create New Presentation: Method, Title, Role, Track

Click Create Presentation to save 
and continue

Select the session type you are 
submitting

Here the “author” is the you. 
Select your role in the session. 

Click here for a description of the
roles. For Posters, you should 

select “presenter/panelist”

Select whether your submission is 
mostly relevant for academics, 

practitioners, or a mixed audience. 
Select the content area to which 

your submission most closely 
aligns.
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https://www.siop.org/Annual-Conference/Registration-and-Resources/Call-for-Proposals/Preparing-for-the-Online-Submission-Process


Home Tab

To edit information in 
this section select Edit 

Presentation
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At the beginning of the submission process the home tab contains only basic 
information. Click on the Co-Authors tab to continue the submission process.



Co-Authors Tab
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Select Add Co-Author to add any and all contributors to the 
submission (e.g., additional presenters, 2nd/3rd/4th authors on 

papers). Ensure all contributors have created accounts on 
siop.org before beginning this step.



program@siop.org

Co-Authors Tab: Adding Co-Authors

Click Select to add a co-author from the 
search results.

If the contact information for the 
contributor is out of date, ask the 

person to update their information on 
siop.org site as soon as possible. 

Please avoid using the Add New 
Contact buttons and instead ask all 

contributors to create an account on 
siop.org. 

Begin by searching for the submission 
contributors by name.
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Co-Authors Tab: Assigning Roles
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Drag and drop as needed to reflect desired display order 
of contributors. This is the order names will appear in the 

conference agenda for your session.
For Symposium and other sessions with multiple papers 
we recommend including presenter names first (typically 

first authors) followed by remaining non-presenting 
contributors.

Select the appropriate role 
for each co-author. 

Note that there is a new role 
called “Non-presenting 

Contributor” that should be 
assigned to individuals who 
helped with the submission 

but won’t be presenting 
during the session (e.g., 2nd

authors on papers).



Document Tab: Submission Details

Keep scrolling to complete requested information

Begin by filling out the 
requested submission 
details. Be sure to click 

Save at the top or 
bottom of the page to 
save this information 
and proceed to File 

Upload.



Document Tab: Submission Details
There is a NEW field that is relevant ONLY for 

Symposium as well as Alternative Sessions 
with separate papers being presented where 

you must list the names of the papers and 
authors using the format below (click here

for more information):
(1) Experience Sampling Methods Applied to Affective 
Spin and Pulse (Chandler & Diefendorff) 
(2) Physiological Reactions to Affective Experience 
(Dimotakis, Goo & Ilies) 
(3) Ability Emotional Intelligence Moderates Cortisol 
Stress Reactions to Cyber-Ostracism (King & Ashkanasy) 

Also new this year is a question that asks you 
to indicate ALL of the session formats in 

which your session CAN be presented.  We 
ask that you confirm the desires (e.g., are 

they interested in attending in person 
potentially) and constraints (e.g., does their 
organization allow them to pre-record their 

content) before selecting the potential 
options.  Note that the purpose of this field 

is to provide an initial indication of your 
session’s constraints but that we will contact 
all accepted submissions in January to obtain 

updated information regarding session 
format desires/constraints.

https://www.siop.org/Portals/84/docs/SPI.pdf


Document Tab: File Upload

When you have 
completed and saved 

the requested 
submission details on 
this tab, you will be 
able to upload your 
proposal document 
(Word documents 

are the only allowed 
format).
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Document Tab: File Upload

When your file has 
uploaded 

successfully it will 
appear in the 

Versions list. All 
versions of the 
document you 

upload can be seen 
here, but only the 

last version you 
upload will be seen 

by reviewers.
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Final Steps To Submit Your Proposal

Review and complete the 
checklist of steps to take 
before you click submit 
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Final Steps To Submit Your Proposal

Is your role in 
the submission 
accurate? Click 

Edit Presentation 
to change.

Have all co-
authors been 

added and 
assigned 

correct roles 
and order?

Have you 
completed the 

requested 
information on 
the Document 

tab and 
uploaded your 

proposal?
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Final Steps To Submit Your Proposal

When all steps 
are completed 

click Submit 
Presentation 

You will receive an email confirmation after clicking submit. 
Please be sure to sign up as a reviewer for the conference! 

Thank you for submitting your work for consideration!
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