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Log in to your account. If
you have never submitted
with RSA click “New User?

Create An Account”

If you had an account in
the previous system click
on “Existing User? Log In”

SUBMISSION SITE USER GUIDE
LOGGING IN

If this is your first time logging
in to this new system, but you
had a profile in the old system
please click “forgot my
password”.
 
A new password will be sent to
you. You can create your own
password by updating your
profile. 

Visit https://rsa.societyconference.com

https://rsa.societyconference.com/v2/


If you would like to create
your own password, click

“Update Profile”

SUBMISSION SITE USER GUIDE

You will be able to update any
required profile information but
also if you scroll down to the
bottom of the page you can
update your password.

Visit https://rsa.societyconference.com

SUBMISSION SITE USER GUIDE
UPDATE PROFILE

https://rsa.societyconference.com/v2/


Once you are logged in
click on the

“Submissions“ card.  

SUBMISSION SITE USER GUIDE
ACCESSING SUBMISSIONS PORTAL

Visit https://rsa.societyconference.com

Here you can find all the information on abstract & award
submissions  for the Annual Scientific Meeting including
guidelines and expectations.

To Submit Your Abstract Click on “Access Submissions
Dashboard”

https://rsa.societyconference.com/v2/


You will first select
your submission
type.

SUBMISSION SITE USER GUIDE
NAVIGATING SUBMISSIONS DASHBOARD

Select “Start a New
Scientific Submission“

These are your current submissions.
You can access the submission by
clicking the title. If you were added
as a presenter by someone else, that
submission would also appear here. 



JUMP TO SUBMISSION TYPE

Program Proposals
Round Table

Chair
Participants
Chair, Participants, Discussant

Symposia / Workshop
Chair
Presenters
Chair, Presenters, Discussant

Poster/Data Blitz & Alcohol and Cannabis Co-Use
Track Oral Presentation



SUBMISSION SITE USER GUIDE
ROUND TABLE - CHAIR

After entering the title, the system
will autocorrect to title case. This is
for Abstract and Program Book
purposes. Please review the title
after correction. 

Select the submission
categories that best
describes your submission. 

Once completed, you will move
on to “Add Participants“

Chairs of the Program Proposal will fill out form requesting the
following information.



SUBMISSION GUIDELINESSUBMISSION SITE USER GUIDESUBMISSION SITE USER GUIDE
ROUND TABLE - CHAIR

These icons can be used to
check the status of your
participants. “Not Started“
means they have not yet logged
in. “In Progress“ means they
have begun their submission. 

Search for a user
by typing a full
name or email. 

You can click here to be notified when
participants complete their submission. 

To add additional speakers click “Add
Participant”.



SUBMISSION GUIDELINESSUBMISSION SITE USER GUIDESUBMISSION SITE USER GUIDE
ROUND TABLE - CHAIR

Please complete the
program proposal details
for the overall submission.
Each presenter will be
asked to upload their own
abstract later in the
process. These questions
are for the program as a
whole. 



SUBMISSION SITE USER GUIDE
ROUND TABLE - CHAIR

As Chair, you can edit each individual
participant submission. Click back
into the “Participants“ Screen. 

Click the pencil icon next to each
participant to enter their abstract. 

Enter the submission information,
then click “Next Participant“.



SUBMISSION SITE USER GUIDE
ROUND TABLE - PARTICIPANTS

All presenters MUST complete the following fields and submit their
disclosure. Please note that each presenter will need to login and complete
this step even if you enter their abstract information for the submission. 



SUBMISSION SITE USER GUIDE
ROUND TABLE - ALL PARTICIPANTS, CHAIRS & DISCUSSANTS

All presenters and chairs MUST complete the following fields to submit their
disclosure. Please note that each presenter will need to login and complete
this step even if you enter their abstract information for the submission. 

This process takes time to complete and they will be required
to upload their CV- PLEASE allow yourself enough time to
notify your presenters of this step before the deadline. 

When all presenters have completed
their respective tasks the “Submit
Abstract” button will change to gold.
Click “Submit Abstract” to submit your
proposal.



SUBMISSION SITE USER GUIDE
SYMPOSIA / WORKSHOP - CHAIR

Visit https://rsa.societyconference.com

Select the submission
categories that best
describes your submission. 

Once completed, you will move
on to “Add Participants“

After entering the title, the system
will autocorrect to title case. This is
for Abstract and Program Book
purposes. Please review the title
after correction. 

https://rsa.societyconference.com/v2/


SUBMISSION SITE USER GUIDE
SYMPOSIA/ WORKSHOP - CHAIR

Search for a user
by typing a full
name or email. 

These icons can be used to
check the status of your
participants. “Not Started“
means they have not yet logged
in. “In Progress“ means they
have begun their submission. 

To add additional speakers click “Add
Participant”.

You can click here to be notified when
participants complete their submission. 



SUBMISSION GUIDELINESSUBMISSION SITE USER GUIDE
SYMPOSIA/ WORKSHOP - CHAIR

Enter the submission information,
then click “Next Participant“.

As Chair, you can edit each
individual participant
submission. Click back into the
“Participants“ Screen. 

Click the pencil icon next to each
participant to enter their abstract. 



SUBMISSION GUIDELINESSUBMISSION SITE USER GUIDE
SYMPOSIA/ WORKSHOP - CHAIR

Please complete the
program proposal details
for the overall submission.
Each presenter will be
asked to upload their own
abstract later in the
process. These questions
are for the program as a
whole. 



SUBMISSION SITE USER GUIDE
SYMPOSIA/ WORKSHOP - PRESENTERS

All presenters MUST submit their individual abstract and their financial disclosure.
Please note that each presenter will need to login and complete this step even if you
enter their abstract information for the submission. 

Log in to the Submissions
Dashboard, scroll down to the
bottom of the page and click on the
title of your submission to complete
your individual abstract.

Complete the following information on page 3 & 4

After entering the title, the system
will autocorrect to title case. This is
for Abstract and Program Book
purposes. Please review the title
after correction. 



SUBMISSION SITE USER GUIDE
SYMPOSIA/ WORKSHOP - PRESENTERS

The submission details continued...



SUBMISSION SITE USER GUIDE
SYMPOSIA/ WORKSHOP - CHAIR, PRESENTERS & DISCUSSANT

All presenters, discussants and chairs MUST complete the following fields to
submit their financial disclosure. Please note that each presenter will need
to login and complete this step even if you enter their abstract information
for the submission. 

This process takes time to complete and they will be required
to upload their CV- PLEASE allow yourself enough time to
notify your presenters of this step before the deadline. 

When all presenters have completed
their respective tasks the “Submit
Abstract” button will change to gold.
Click “Submit Abstract” to submit your
proposal.



SUBMISSION SITE USER GUIDE
POSTER/ DATA BLITZ & ALCOHOL AND CANNABIS CO-USE TRACK ORAL PRESENTATION

Visit https://rsa.societyconference.com

Select the submission
categories that best
describes your submission. 

Once completed, you will move
on to “Add Participants“

After entering the title, the system
will autocorrect to title case. This is
for Abstract and Program Book
purposes. Please review the title
after correction. 

Next, you will “Save and
Continue” to move on to
“Submission“

If you are submitting on behalf of someone else, please
keep your name as the presenter and reach out to
cfarwell@parthenonmgmt.com to update the presenter
after submitting the abstract.

https://rsa.societyconference.com/


SUBMISSION GUIDELINESSUBMISSION SITE USER GUIDE
POSTER/ DATA BLITZ & ALCOHOL AND CANNABIS CO-USE TRACK ORAL PRESENTATION

Please complete the submission details,
then “Save and Continue” to move on to
“Disclosures”. 

Visit https://rsa.societyconference.com

Add all your co authors and
their affiliation.

Learning Objective Only Required if you are submitting
for a Data blitz or the Co-Use Track Oral Presentation

https://rsa.societyconference.com/


SUBMISSION SITE USER GUIDE
POSTER/ DATA BLITZ

All presenters MUST complete the following fields to submit their disclosure. 

This process takes time to
complete and you will be required
to upload your CV- PLEASE allow
yourself enough time to complete
this step before the deadline. 

When you have completed the
disclosures, select “Save and Continue”
to move on to “Payment”.

Visit https://rsa.societyconference.com

SUBMISSION SITE USER GUIDE
POSTER/ DATA BLITZ & ALCOHOL AND CANNABIS CO-USE TRACK ORAL PRESENTATION

https://rsa.societyconference.com/


SUBMISSION SITE USER GUIDE
POSTER/ DATA BLITZ

Enter payment information,
then press “Save”. Once all
sections are complete, select
“Submit Abstract and
Payment”.

Visit https://rsa.societyconference.com

SUBMISSION SITE USER GUIDE
POSTER/ DATA BLITZ & ALCOHOL AND CANNABIS CO-USE TRACK ORAL PRESENTATION

https://rsa.societyconference.com/
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