Visit https://aaap.societyconference.com/
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Click ‘Existing User? Login’ or
‘New User? Create an
Account’ to begin

Click into the ‘Submissions’ card to access your
Submission Dashboard to begin or edit a submission.

Creating a New Submission
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This is your dashboard. From here
you can access existing submissions
or create new submissions.

Use the dropdown to select your
submission type.

Creating a Symposium Submission
As Chair, you will enter the Symposium
Title. Once entered, the title will
automatically change to title case. You can
ignore the auto title case by editing the title
a second time.

Creating a Symposium Submission

Enter your participants by
searching for them in the
system first. If you cannot
find them, you can add them
manually by clicking ‘Add a
new participant’.

If you would like to change a
participant, you can click
remove from this screen. This
option will be available until
submissions close.

Please note the text and icon to the right of each participant. As chair, you can view the status
of each presentation and disclosure by clicking these icons.

Once all presentations are ‘Submitted’ you will be notified to come back here as chair and
‘Finalize’ the overall submission.

Creating a Symposium Submission – Overall Submission

Enter your Submission Details
in the box. Be sure to read the
entirety of what is required.
You will have a 10K character
limit, not including spaces.

Please note: You will be
unable to finalize the entirety
of the submission until ALL
participants have completed
their portions.

When all questions are
completed, please click the
yellow button ‘Save and
Continue’.

Creating a Symposia Submission – Individual Submission

As you correctly respond to
each question the numbers
will change to a green fill.
If the numbers are red, you
need to complete the
question.

When all questions are
completed, please click ‘Save
and Continue’.

Completing the Disclosure
The disclosure must be completed by ALL participants. You can access the
disclosure by progressing through the submission naturally or by clicking
‘Disclosures’ at the top.

As you correctly
respond to each
question the numbers
will change to a green
fill.
If the numbers are red,
you need to complete
the question.

When all questions
are completed, please
click ‘Save’ or click
‘Submit Abstract’ to
complete your
submission.

Creating a Workshop Submission
As Chair, you will enter the Workshop Title.
Once entered, the title will automatically
change to title case. You can ignore the auto
title case by editing the title a second time.

Creating a Workshop Submission

Enter your participants by
searching for them in the
system first. If you cannot
find them, you can add them
manually by clicking ‘Add a
new participant’.

If you would like to change a
participant, you can click
remove from this screen. This
option will be available until
submissions close.

Please note the text and icon to the right of each participant. As chair, you can view the status
of each presentation and disclosure by clicking these icons.

Once all presentations are ‘Submitted’ you will be notified to come back here as chair and
‘Finalize’ the overall submission.

Creating a Workshop Submission – Overall Submission

Enter your Submission Details
in the box. Be sure to read the
entirety of what is required.

Please note: You will be
unable to finalize the entirety
of the submission until ALL
participants have completed
their portions.

When all questions are
completed, please click the
yellow button ‘Save and
Continue’.

Creating a Workshop Submission – Individual Submission

As you correctly respond to
each question the numbers
will change to a green fill.
If the numbers are red, you
need to complete the
question.

When all questions are
completed, please click ‘Save
and Continue’.

Creating a Film and Media Workshop Submission
As Chair, you will enter the Film and Media
Workshop Title. Once entered, the title will
automatically change to title case. You can
ignore the auto title case by editing the title
a second time.

Creating a Film and Media Workshop Submission
Enter your participants by
searching for them in the
system first. If you cannot
find them, you can add them
manually by clicking ‘Add a
new participant’.

If you would like to change a
participant, you can click
remove from this screen. This
option will be available until
submissions close.

Please note the text and icon to the right of each participant. As chair, you can view the status
of each presentation and disclosure by clicking these icons.

Once all presentations are ‘Submitted’ you will be notified to come back here as chair and
‘Finalize’ the overall submission.

Creating a Film and Media Workshop – Overall Submission

Enter your Submission Details
in the box. Be sure to read the
entirety of what is required.

Please note: You will be
unable to finalize the entirety
of the submission until ALL
participants have completed
their portions.

When all questions are
completed, please click the
yellow button ‘Save and
Continue’.

Creating a Film and Media Workshop–Individual Submission

As you correctly respond to
each question the numbers
will change to a green fill.
If the numbers are red, you
need to complete the
question.

When all questions are
completed, please click ‘Save
and Continue’.

Creating a Case Conference Submission

As the submitter, you will
enter the Case Conference
Title. Once entered, the
title will automatically
change to title case. You
can ignore the auto title
case by editing the title a
second time.

Creating a Case Conference Submission
Enter your participants by
searching for them in the
system first. If you cannot
find them, you can add them
manually by clicking ‘Add a
new participant’.

If you would like to change a
participant, you can click
remove from this screen. This
option will be available until
submissions close.

Please note the text and icon to the right of each participant. As chair, you can view the status
of each presentation and disclosure by clicking these icons.

Once all presentations are ‘Submitted’ you will be notified to come back here as chair and
‘Finalize’ the overall submission.

Creating a Case Conference Submission
Enter your Submission Details
in the box. Be sure to read the
entirety of what is required.

Please note: You will be
unable to finalize the entirety
of the submission until ALL
participants have completed
their disclosures.

When all questions are
completed, please click the
yellow button ‘Save and
Continue’.

Creating a Paper/Poster Submission
As the submitter, you will
enter the Case Conference
Title. Once entered, the
title will automatically
change to title case. You
can ignore the auto title
case by editing the title a
second time.

Creating a Paper/Poster Submission
The submitting author will automatically be listed as the presenting author, unless notified
otherwise.

NOTE: You will add your co-authors in the co-author block on Step 3: Submission.

Creating a Paper/Poster Submission

Enter your Submission Details
in the box. Be sure to read the
entirety of what is required.

Please note: You will be
unable to finalize the entirety
of the submission until ALL
participants have completed
their disclosures.

When all questions are
completed, please click the
yellow button ‘Save and
Continue’.

Completing the Disclosure
The disclosure must be completed by ALL participants. You can access the
disclosure by progressing through the submission naturally or by clicking
‘Disclosures’ at the top.

As you correctly
respond to each
question the numbers
will change to a green
fill.
If the numbers are red,
you need to complete
the question.

When all questions
are completed, please
click ‘Save’ or click
‘Submit Abstract’ to
complete your
submission.

Editing an Existing Submission
Click the title that corresponds to the submission role and type. For example, to
access the Symposium role, click the title of the submission next to the ‘Chair’
role.

