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Summary of Steps to Submit

1. Sign into the submission portal

2. Add a new “Draft” proposal by clicking +Add new for your 

particular session type or click on the hyperlink for the 

session type you would like to submit.

3. Answer the questions about your proposal (e.g., title, 
abstract), then click SAVE AND CONTINUE.

4. Use People Lookup to search for your own contact 

information.

5. Upload your proposal document using the Add/Edit File(s)

link and wait for the confirmation screen.  Next, click SAVE 
AND CONTINUE and then CONTINUE on the next screen.

6. Add Co-authors (search by last name or add manually if not 

found). 

7. Go to the Summary Information screen and double-check all 

of the information. 
8. Click the FINALIZE button and then click OK on the 

confirmation pop-up to submit your proposal.
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Submission Sign In Page
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https://www.siop.org/Annual-Conference/Submission-Center

Note that Submission-

Center link sends you to 
an abstractsonline.com url

If you are using the 

submission site for the first 
time, then click forgot 

password.  Next, enter the 

email address associated 
with your SIOP membership 

account and an email to 
reset your password will be 

sent to you.

If you are returning to the 

site, enter your email 
address here.

If you are returning to the 

site, enter your password 
here.  Note that the 

password is managed 

separately from your 
siop.org password.  You 

can set the password to 
be the same as your 

siop.org password or use 

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

After signing in, click the 

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

Select the session type for your proposal 

by scrolling down to the bottom of the 
page and selecting the +Add new button.
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Create New Presentation: After Selecting Submission Type
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This example is for a Research 

Community Forum (RCF) Submission.

Enter the title of your presentation.

Select one of the five RCF to submit to.



Create New Presentation: After Selecting Submission Type
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Select the format (i.e., poster or brief (5-10 

min presentation).

Select the submission description.



Create New Presentation: After Selecting Submission Type
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List the authors on your presentation.

Provide the 1-2 paragraph description.

Provide an additional description up to 

1000 words.

Save and Continue.



Enter Author Information

Information from the SIOP membership 

database has been pre-loaded into the 
new submission site. Search for yourself 
in the database by entering your name. 

If your name appears, click ADD.
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Uploading Proposal File
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Click Add/Edit File(s)

Select the file type.  Word (.doc and .docx) and 

.pdf files are allowed.

Click Choose File to navigate to the proposal 

file on your computer.  

Enter a description for your file (e.g., the short 

title for your proposal file)

Next, click ADD FILE. If nothing happens, you 

may need to click ADD FILE more than once.



After Uploading Proposal File

After uploading the file, you are redirected to 

the Submitter page. Click Continue
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Double-Check Submission Information

Double check that all of the information you 

entered is correct

If any information is missing, the system will 

alert you:

Click the FINALIZE button to submit your 

proposal.  A pop-up will appear.  Click OK on 
the pop-up to submit your session.  Once 

submitted, your proposal will be locked and 

you cannot make further edits.
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Submission Confirmation

You will also receive an email 

confirmation.

An online confirmation that your 

proposal was finalized and submitted 
will appear on the screen.
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