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SUBMISSION SITE USER GUIDE
http://aclp.societyconference.com/v2

http://aclp.societyconference.com/v2


Select “New User? Create
An Account”

SUBMISSION SITE USER GUIDE
CREATE YOUR USER PROFILE

http://aclp.societyconference.com/v2

Complete the form. Items
marked with a * are

required. 

When all details have been
entered, select “Save User

Account”

http://aclp.societyconference.com/v2


SUBMISSION SITE USER GUIDE
LOGGING IN

Once you have created
your profile, select “Existing

User? Log In”

To reset your password,
select “forgot Password?

Reset Password”, then
complete the requested

details. 

http://aclp.societyconference.com/v2

http://aclp.societyconference.com/v2


SUBMISSION SITE USER GUIDE
ACCESSING SUBMISSIONS PORTAL

Once you are logged in
click on the

“Submissions“ card.  

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

expectations.

To Submit Your Abstract Click on “Access Submissions
Dashboard”

Visit https://aclp.societyconference.com

https://aclp.societyconference.com/v2


SUBMISSION SITE USER GUIDE
NAVIGATING SUBMISSIONS DASHBOARD

Select “Start a New
Scientific Submission“

You will first select
your submission
type.

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. 



SUBMISSION SITE USER GUIDE
BRIEF ORAL PAPER/ POSTER

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 topic that best
describes your submission. 

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

Questions marked with * are required.



SUBMISSION SITE USER GUIDE
BRIEF ORAL PAPER/ POSTER

Presenter will be displayed here. Co-Authors will be added later. 
Select “Save and Continue”



SUBMISSION SITE USER GUIDE
BRIEF ORAL PAPER/ POSTER

To add a co-author, type
their name and affiliation in

the grid. Presenters are
added automatically.

Use the arrows to reorder.
Select “Remove” to delete an

entry. 

The yellow box displays a
preview of the abstract

book author listing. Review
and edit entries if needed.

Blue text indicates a link.
Click these to open PDFs

or be directed to the
corresponding

webpage. 

Enter 3-5 keywords relevant
to your proposal. Use the
search bar to find existing
keywords. If the keyword is
not found, add it in the grid

below. 
To delete a keyword, select

“Remove”

Please complete the
program proposal details

for the submission. 



SUBMISSION SITE USER GUIDE
BRIEF ORAL PAPER/ POSTER

When all details have been
added, select “save and

Continue” At the top of the
page.

If this work has been
previously published or

expected to be
published before the
meeting, you will be

asked to provide
additional details. 



SUBMISSION SITE USER GUIDE
BRIEF ORAL PAPER/ POSTER

Disclosures are required for all participants. Co-Authors are not required to
complete disclosures. 

If you have a disclosure
on file, the form will be
auto-filled. Review all

details before continuing. 

If you have a financial
relationship to disclose,

you will be asked to
provide details here. 



SUBMISSION SITE USER GUIDE
BRIEF ORAL PAPER/ POSTER

If you are an employee of an ineligible company, you will be asked for
additional details. 

Upload your Resume/CV
and complete the

attestation. 

When all details have been
added, select “Submit

Abstract” At the top of the
page. 

A confirmation
message will pop up
when the proposal is

submitted. 



SUBMISSION SITE USER GUIDE
GENERAL SESSION - LEAD SPEAKER

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. 

Select the topic that best
describes your submission. 

Presenters will enter the requested information for the
proposal.

Note for proposals in the new system: Lead Speakers should
create, initiate and submit overall proposal for the group. 



SUBMISSION SITE USER GUIDE
GENERAL SESSION - LEAD SPEAKER

Search for a user
by typing a full

name or email. If
they are not

found, select “Add
a participant” to

add them
manually. 

Submitter will be automatically listed as the Lead Speaker. To add
participants, select “Add Participant” and choose a participant type from the

drop-down menu. 

Click anywhere outside the
textboxes. The speaker is

now listed. 

Type the participant’s
name and email in

the boxes provided. 



SUBMISSION SITE USER GUIDE
GENERAL SESSION - LEAD SPEAKER

You can click here to be notified
when participants complete their

submission. 

Lead Speakers can
edit each individual

participant
submission. Click the

pencil icon to edit
individual

submissions. 

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. 

When all participants have been added, select
“Save Participants” to move to Step 3. 



SUBMISSION SITE USER GUIDE
GENERAL SESSION - LEAD SPEAKER

Please complete the
program proposal details

for the submission. 

Enter 3-5 keywords relevant
to your proposal. Use the
search bar to find existing
keywords. If the keyword is
not found, add it in the grid

below. 
To delete a keyword, select

“Remove”

Blue text indicates a link.
Click these to open PDFs or

be directed to the
corresponding webpage. 



SUBMISSION SITE USER GUIDE
GENERAL SESSION - LEAD SPEAKER

When all details have
been added, select “save
and Continue” At the top

of the page.

To add a co-author, use the
search box. If they are not

found, type their name in the
grid. Lead Speakers are added

automatically.



SUBMISSION SITE USER GUIDE
GENERAL SESSION - ALL

All presenters, speakers and discussants complete the following fields to submit
their financial disclosure. Please note that each participant will need to login and

complete this step even if you enter their abstract information for the submission. 

If you have a
disclosure on file,
the form will be

auto-filled.
Review all details

before
continuing. 

If you have a financial
relationship to disclose,

you will be asked to
provide details here. 



SUBMISSION SITE USER GUIDE
GENERAL SESSION - ALL

If you are an
employee of an

ineligible company,
you will be asked for
additional details. 

Upload your Resume/CV
and complete the

attestation. 

When all details have been
added, select “Save”. The

“Submit Abstract” option will
become available when all

participants have
completed their

submissions. 

A confirmation message
will pop up when the

proposal is submitted. 



SUBMISSION SITE USER GUIDE
GENERAL SESSION - SPEAKER, DISCUSSANT

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. 

Login to the
submission

dashboard. Select the
proposal from the list. 

Read and sign the ACLP
Terms & Conditions. 

Select “Save and
Continue” to move on to

Disclosures. 



SUBMISSION SITE USER GUIDE
GENERAL SESSION - ALL

All presenters, speakers and discussants complete the following fields to submit
their financial disclosure. Please note that each participant will need to login and

complete this step even if you enter their abstract information for the submission. 

If you have a
disclosure on file,
the form will be

auto-filled.
Review all details

before
continuing. 

If you have a financial
relationship to disclose,

you will be asked to
provide details here. 



SUBMISSION SITE USER GUIDE
GENERAL SESSION - ALL

If you are an
employee of an

ineligible company,
you will be asked for
additional details. 

Upload your Resume/CV
and complete the

attestation. 

When all details have been
added, select “Save”. The

“Submit Abstract” option will
become available when all

participants have
completed their

submissions. 

A confirmation message
will pop up when the

proposal is submitted. 



SUBMISSION SITE USER GUIDE
PRECONFERENCE SKILLS COURSE - LEAD SPEAKER

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. 

Select the topic that best
describes your

submission. 

Note for proposals in the new system: Lead Speakers should
create, initiate and submit overall proposal for the group. 



SUBMISSION SITE USER GUIDE
PRECONFERENCE SKILLS COURSE- LEAD SPEAKER

To add a required
speaker, type a full
name or email into

the search box. If they
are not found, select

“Add a new
participant.”

Lead Speaker
will be listed

automatically.

To add more speakers, select “Add Participant” and choose a
participant type from the drop-down menu, then complete the steps

above.

Type the speaker’s
name and email in

the boxes provided. 

Click anywhere outside the
textboxes. The speaker is

now listed. 



SUBMISSION SITE USER GUIDE
PRECONFERENCE SKILLS COURSE- LEAD SPEAKER

You can click here to be notified
when participants complete their

submission. 

Lead Speakers can
edit each individual

participant
submission. Click the

pencil icon to edit
individual

submissions. 

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. 

When all participants have been added, select
“Save Participants” to move to Step 3. 



SUBMISSION SITE USER GUIDE
PRECONFERENCE SKILLS COURSE - LEAD SPEAKER

Blue text indicates a link.
Click these to open PDFs or

be directed to the
corresponding webpage. 

Enter 3-5 keywords
relevant to your

proposal. Use the
search bar to find

existing keywords. If the
keyword is not found,

add it in the grid below. 
To delete a keyword,

select “Remove”

Please complete the
program proposal details

for the submission. 



SUBMISSION SITE USER GUIDE
PRECONFERENCE SKILLS COURSE - LEAD SPEAKER

When all details have been
entered, select “Save and
Continue” to move to Step

4.



SUBMISSION SITE USER GUIDE
PRECONFERENCE SKILLS COURSE - ALL

Disclosures are required for all participants. Co-Authors are not required to
complete disclosures. 

If you have a
disclosure on file, the

form will be auto-
filled. Review all
details before
continuing. 

If you have a financial
relationship to disclose,

you will be asked to
provide details here. 



SUBMISSION SITE USER GUIDE
PRECONFERENCE SKILLS COURSE - ALL

If you are an
employee of an

ineligible company,
you will be asked for
additional details. 

Upload your Resume/CV
and complete the

attestation. 

When all details have been
added, select “Save”. When

all participants have
completed their

submissions, the “Submit
Abstract” option will
become available. 



SUBMISSION SITE USER GUIDE
PRECONFERENCE SKILLS COURSE- SPEAKER, DISCUSSANT

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. 

Login to the
submission

dashboard. Select the
proposal from the list. 

Read and sign the ACLP
Terms & Conditions. 

Select “Save and
Continue” to move on to

Disclosures. 



SUBMISSION SITE USER GUIDE
PRECONFERENCE SKILLS COURSE - ALL

Disclosures are required for all participants. Co-Authors are not required to
complete disclosures. 

If you have a
disclosure on file, the

form will be auto-
filled. Review all
details before
continuing. 

If you have a financial
relationship to disclose,

you will be asked to
provide details here. 



SUBMISSION SITE USER GUIDE
PRECONFERENCE SKILLS COURSE - ALL

If you are an
employee of an

ineligible company,
you will be asked for
additional details. 

Upload your Resume/CV
and complete the

attestation. 

When all details have been
added, select “Save”. When

all participants have
completed their

submissions, the “Submit
Abstract” option will
become available. 


