
Steps to complete a symposium submission 
 
 
 
Step 1: Log-in with the same email address and password that was used to create your 
congress account for the congress registration. Click the “login” button. 
 

 
 
  



Step 2: On top of the starting page, you will see multiple tabs: Guidelines, Abstracts, Profile, 
FAQ. You can change your contact details on the “Profile” tab, read the general submission 
guidelines on the “Guidelines” tab, find answers to frequently asked questions on the “FAQ” tab 
and submit your abstract on the “Abstracts” tab. 
 

 
 
 
 
  



Step 3: Click on “Abstracts” to start the submission process. Next, click on the green “plus”-icon 
to choose, which type of submission you would like to make.  
 

 
 
Step 4: Select “Symposium” as the type of presentation and click on the “safe & proceed” 
button on the bottom of the page. 
 

 
 
 
  



Step 5: In accordance with the submission guidelines, the submitter (you) will automatically be 
listed as chairperson. It is not permitted to submit a symposium on behalf of someone else. The 
order of chairpersons can still be changed once a symposium has been accepted.  
 

 
 
 
 
Step 6: Add a co-chairperson (optional) and at least 3 speakers in the correct order. You can add 
a contributor by clicking on “add” button.  
 

 
 
  



Step 7: Enter the contact information of the new contributor (co-chairperson or speaker) and 
click on the “save” button on the bottom of the page. 
 

 
 
  



Step 8: Each new contributor will automatically be listed as “speaker”. To change the role to “co-
chair” please click on the marked icon to mark a contributor as co-chair. You can then add the 
speakers (at least 3 speakers and a maximum of 5 speakers are required). If chairperson or co-
chairperson are also speakers, they need to be listed twice with the corresponding role.  
 

 
 

 
 
  



Step 9: Select a topic from the list. Click on “expand all” to see all topics. The selection of a 
second topic is optional. Click the “save” button on the bottom of the page.  
 

 



Step 10: Enter the symposium title and symposium abstract text. The text MUST include the 
proposed presentations titles for all speakers. Click on the “save and preview” button. 
 

 
 
  



Step 11: Please preview the submission and adjust if necessary by going back to the 
corresponding tabs. Click on “continue to submission” if the data you have entered is complete 
and correct. 
 

 



Step 12: To submit a symposium, it is necessary to confirm all the listed abstract conditions and 
declare if you have a conflict of interest. Click on “yes, submit abstract” to finish the submission. 
 

 
 



Step 13: Submissions will be listed in your “list of abstracts” in the “Abstracts” tab. Complete 
submissions are marked in green. You can withdraw complete submissions before the end of 
the submission deadline. 
 

 
 
Incomplete submissions are marked in red. You can continue the submission process and 
complete the submission before the submission deadline.  
 

 


