
151725.1 

Instructions for new users: 

Log on to website for the first time. 
If you are logging on for the first time, click on create a new account (2). 

 

The following screen will appear. Please fill in all the fields 

 

Enter your user name (usually your email address) and password (1). If you forget your 

password, you can request a new one by clicking on request a new password. 

1 

2 

 



151725.1 

 

Uploading a submission 
Find the paper you are submitting on.  

It will normally be on the home page, or scroll through the Work Programmes. 

Download the submissions template (3) and create your submission using that as a template. 

 

 

 

Once complete, click on upload a submission (4) 
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On the following screen, enter all the relevant information.  

Please remember to select a work area from the drop down list (5). You will need to tick the 

box to confirm that you are authorised by your organisation to lodge submissions on its behalf. 

 

 

Browse (6) for and upload (6) your submission. Save the page by clicking on the save (7) 

button on the left bottom of the page. 

You will receive an automatic email that confirms that you have uploaded your submission. 

Please note that all submissions will become visible to anyone visiting the website once the 

submissions closing time occurs. 
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Registering for an event 
Select the events calendar, and find the event you want to register for (8), or follow the link 

provided in an email or work programme.  

 

Select the event, and scroll down till you see ‘Register for this event’ (9) 
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Complete the form (10): 

 

You can register for yourself and/or on behalf of any other person from your organisation on the 

same registration form. 

Please remember to complete the ‘Requirements’ (11) section should you have any special 

requirements eg special diet.  

You will be sent an automatic notification of receipt of your registration. 
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