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Proposal Submission Overview

ScholarOne Conferences streamlines the proposal submission and review process for societies
and participants. You may submit a proposal to this online system for society’s consideration.
You will receive communications directly through the system including the decision.

Creating a New Session Proposal

The ScholarOne Conferences Session Proposal Center allows you to submit a proposal or view
previously submitted proposals.

Note: If you need to exit your proposal submission and return to complete it later, remember to
click Save or Save & Continue on any page you enter data.

Access the Session Proposal Center

1. Select the Session Proposal tab in the upper left corner of the page.
( 1\

# Welcome ¢ Submission ¢ Session Proposal

2. The Session Proposal Center displays with View Session Proposals selected. If you have any
drafts or submitted proposals, you can view them here.

# Welcome # Submission # Session Proposal ¢ Review ~ ) Session ~ & Admin B3 Planner 4 Support Config

# Config £ Developer

View Session Proposals

Create New Proposal (& Edit

Draft Proposals

ACTION TTLE 1D PARTICIPANTS MODIFIED DEADLINE
Select .| Test 519089 May 22, 2025 8:56 PM Jul 25, 2024 8:09 AM
EDT EDT

Submitted Proposals

ACTION TITLE ID PARTICIPANTS SUBMITTED DEADLINE

Test 519088 May 22, 2025 8:56 PM Jul 3, 2026 12:49 PM
EDT EDT

Select . ~
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Create New Session Proposal

To submit a new proposal, click the Create New Session Proposal link.

View Session Proposals

Create New Proposal

Step 1: Proposal Type

Select a Proposal Type. Each proposal type has different field requirements, so once you choose
a type, you cannot modify it. You must create a new submission to choose a different
submission type.

View Session Proposals Ste p l . P ’fo p OS a I Ty pe
Create New Proposal > @ Edit
Step 1: Proposal Type > CHOICE TYPE DEFINITION DEADLINE
(@) Session Proposal Full proposal including speakers Jul 3, 2026 12:49 PM EDT
O Session Ideas Topic ideas only Jul 25, 2024 8:09 AM EDT

Please Confirm Your Selection

Session Proposal Types cannot be changed after they are selected.

Once selected, choose Create a New Session Proposal to use another Session
Proposal Type.

Session Proposal Type: Session Proposal
Definition:  Full proposal including speakers

€ Choose Another Type Continue With This Type >
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Note: Proposal Type is an optional step and may not be used by your society. If your society does
not require this step, then the step numbers used for the submission process will adjust
automatically in the system. This guide shows the step numbers with this optional step
included.

Step 2: Content

Complete each step and then click Save and Continue. Topic and Summary fields are optional
configurations by society and may not be required for your submission.

Details

View Session Proposals

Typeo e

+ Step 1: Proposal Type Session Type

Step 2: Content > None selected -~

+ Step 3: Participants -
Topic® Eit
+ Step 4 Link Abstracts
Session Topic

Step 5: Review & Submit
None selected v

* Session Title @ [ait
B I UXx x @ Q=2

4

Summary e Fadit
B I Ux x (@ Q|

Note: Proposal Type is an optional step and may not be used by your society. If your society does
not require this step, then the step numbers used for the submission process will adjust
automatically in the system. This guide shows the step numbers with this optional step
included.

Step 3: Participants

You can add participants and change the order of participants on this step. Common types of
Participants are Moderators and Chairs. If you wish to add participants, click the Add Participant
button.
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When you click the Add Participant button, the Search for Participant to Add fields will display.

Enter search criteria in any of the fields, and then click Search.

Participants

* ORDER * PARTICIPANTS

Search for Participant to Add

£ Update Participant Order l + Add Participant |

First/Given Name Last/Family Name

Participant's Email

REMOVE PARTICIPANT

Q Search

Search for Participant to Add

First/Given Name Last/Family Name

Participant's Email

Q, Search

If a participant is found in the system, the name will populate in the search results below.

a) Toadd a participant from search results, click the Add link to the left of the participant’s
name and the name will be added to the current participant list.

Search for Participant to Add

First/Given Name Last/Family Name

Participant's Email

| Fred ||

Participant Search Results - 1 Participant(s) Found

ADD NAME DEPARTMENT
+ Add Reviewer, Fred
Mare Info
Cancel Create A Participant

INSTITUTION

EMAIL

fredreviewerexample@gmail.com
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b) If the participant in the search results is not the person you are looking for, click the

Create Participant button.

Q Search

ADD

+Add

NAME

Reviewer, Fred
More Info

Cancel

Create A Participant

Participant Search Results - 1 Participant(s) Found

DEPARTMENT

IN

If you choose the Create a Participant button, follow these steps to create a participant. The
Create a Participant screen displays. Complete the required fields First/Given Name, Last/Family

Name and Email address.

Cancel Create A Participant
Create A Participant

* = Required
* First/Given Name * Last/Family Name ) Add Special Characters
Phone * Email

Cancel Submit Created Participant

Note: Please be sure you have searched for an existing participant account before creating a new

participant account.
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Click Submit Created Participant. Before the account is created, you will be asked to verify the
participant information. If you find an error, click the Edit Information link in the left corner to
make the necessary changes, or click Submit Created Participant. The new Participant is

displayed.

A Please Verify The Session Participant's

Information

First/Given Name Casey

Last/Family Name  Reviewer

Phone

Email caseyreviewerexample@gmail.com

£ Edit Information

Submit Created Participant »

Participants

* ORDER * PARTICIPANTS

Casey Reviewer More Info
* Institution

1 ~

None selected

* Role

None selected

£ Update Participant Order | |+ Add Participant

REMOVE P

W Remove

Once the participants are added to your participant list, you can add their affiliations by using
the drop-down menu. Select an affiliation that is already listed or Create New Affiliation.
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Participants
* ORDER * PARTICIPANTS
1 v Casey Reviewer More Info
* Institution
[ ScholarOne v]

None selected

[' Create New Affiliation ]

ScholarOne
< Update PartiCipant N we s sansrsespessressr

Select Create New Affiliation. Fill in the required fields and click on Submit Created Institution.
You can then use the Participant Institution dropdown to select the new affiliation.

Create Institution x

* Institution Department (Optional)
ScholarOne ™

Country / Region * State / Province

United States California

* City Zip/Postal Code

‘ Los Angeles ‘ ‘

Address 1 Address 2

‘ 1111 ABC Drive ‘ ‘

£ Cancel Submit Created Institution »

Once the participant’s affiliations are added, use the drop-down menu to select a participant,
Role. If there is only one role, the role will automatically populate in this field. This is a
configured item by society.
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Participants

* ORDER * PARTICIPANTS
1w Casey Reviewer More Info
* Institution
ScholarOne v

(# Edit W Remove

* Role
None selected ~

< Update Participant Order + Add Participant

Click Save & Continue to move to the next step.

Step 4: Link Abstracts

Link abstracts to your session proposal and change the order of abstracts on the Link Abstracts
step.

If you wish to link abstracts, click the Add Abstract button.

Linked Abstracts

ORDER TITLE ID AUTHOR AUTHOR'S EMAIL ACTION

< Update Abstract Order + Add Abstract

Complete the abstract submission fields. Required fields are noted by a red asterisk. Review the
ScholarOne Abstracts Author Guide for instructions on how to submit an abstract.

Click Save & Continue after each step.

Once the abstracts have been entered and added to the session proposal, click Save & Continue
at the bottom of the proposal page. You can also reorder the abstracts by clicking on Update
Abstract Order.
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Linked Abstracts
ORDER TITLE ID AUTHOR AUTHOR'S EMAIL ACTION
1 « Example 1 (Drafi) 4358486 Delia Thai dthai@silverchair.com @ Remove # Edit
2 . Example 2 (Draff) 4358487 Delia Thai dthai@silverchair.com W Remove # Edit
[ =~ Update Abstract Order ] =+ Add Abstract

Step 5: Review & Submit

Review & Submit allows you to preview the information that was entered on each step of the
proposal process. A green check mark will display to the left of the step if it was completed
successfully. Review your proposal information. If any information needs to be updated, click the
Edit button next to the step name.

View Session Proposals

+ Step 1: Proposal Type |

Step 5: Review & Submit

Deadline: Jul 3, 2026 12°49 PM EDT

+ Step 2: Content

[ Edit
+ Step 3: Participants = = Required Fields
+" Step 4: Link Abstracts

Step 5: Review & Submit > . . .
Review Session Input

+ Step 1: Proposal Type

Session Proposal

+ Step 2: Content | | @Eat

SECTION VALUE

Type Industry Partner Session

Topic Underwater Basket Weaving

Session Title Example

Summary Lorem ipsum dolor sit amet consectetur adip]

sem placerat. In id cursus mi pretium tellus d
tempor. Pulvinar vivamus fringilla lacus nec
lacinia integer nunc posuere. Ut hendrerit se!
per conubia nostra inceptos himenaeos.

Presentaticn Format Fish Bow!
Delivery Format Fish Bow!
Do you require LCD No
projector?
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When complete, click the Submit button.

« Step 4: Link Abstracts et
SECTION VALUE

Presentation type 1
1D

4358486
Title

Example 1 (Drafi)
Author

Delia Thai

Presentation type 2
1D

4358487
Title

Example 2 (Draff)
Author

Delia Thai

£ Previous Step

The View Session Proposal screen will display and will list the proposal you just created in the
Session Proposal submission process.

View a Session Proposal

The ScholarOne Proposals Submission Center allows you to submit a proposal or view
previously submitted proposals.

View an Existing Proposal

Select the Session Proposals tab.

# Welcome # Submission # Session Proposal

The page will display proposals in a draft status at the top.
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View Session Proposals
& Edit

Draft Proposals

ACTION TITLE ID PARTICIPANTS MODIFIED
Test 519089 May 23, 2025 11:52 AM
EDT
Select ...
g Edit Draft als
| View Emails
| TITLE D PARTICIPANTS SUBMITTED
Test 519068 May 22, 2025 8:
Delete PM EDT
Select ~ | Example (2 Linked 519094 Casey May 27, 2025 2:
Abstracts) Reviewer PM EDT

(Session Chair)

Using the Action column, you can do the following:
e Edit Draft: Continue editing your proposal.
e View E-Mails: Display any e-mails associated with the proposal.

e Delete: Delete the proposal. (As configured by your society, you may not be able to delete
a proposal in draft or returned to draft status).

Submitted proposals are displayed below drafts.

Submitted Proposals

ACTION TITLE 1D PARTICIPANTS SUBMITTED DEADLINE TYPE

v | Test 519088 May 22, 2025 8:56 Jul 3, 2026 12:49 Session
PMEDT PMEDT Proposal

| o
View Proposal & Manage Linked Abstracts Reviewer PM EDT PM EDT Proposal

(Session Chair)
View Emails
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For Assistance contact our support team at: slhelp@silverchair.com

About Silverchair

Silverchair is the leading independent platform partner for scholarly and professional
publishers, serving our growing community through flexible technology and unparalleled
services. Our teams build, maintain, and innovate platforms across the publishing lifecycle—
from idea to impact. Our products facilitate submission, peer review, hosting, dissemination,
and impact measurement, enabling researchers and professionals to maximize their
contributions to our world.

www.silverchair.com

© 2024 Silverchair Science + Communications, LLC. All rights reserved. This User Guide and its
contents, including but not limited to text, graphics, logos, and images, are the intellectual
property of Silverchair Science + Communications, LLC and are protected by copyright,
trademark, and other applicable laws. Unauthorized reproduction, distribution, modification, or
transmission of any part of this document, in any form or by any means, including electronic,
mechanical, photocopying, recording, or otherwise, without prior written permission from
Silverchair Science + Communications, LLC is strictly prohibited. The Silverchair Science +
Communications, LLC name, logo, and any related trademarks or service marks may not be
used in any manner without the express written permission of Silverchair Science +
Communications, LLC. For permission requests or inquiries regarding usage rights, please
contact: legal@silverchair.com
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