
Welcome to the PsySSA Abstract management system.

1. When you first go to the site to sign up, you will see the following screen:

IF you have already signed up, please enter your email address that you used to sign up, and your 
password, then click “Click here to login”. Bear in mind that if you have already signed up you 
may have provided a number of email addresses, in which case you might want to try a variety of 
email addresses before contacting PsySSA to reset your password or to identify which email 
address you used to sign up.

If you have forgotten your password, press “Forgotten my password”.

If you have not yet signed up, press “Create your account”.



2. If you choose to “sign up”, you will see the following screen:

Please fill in the details as best you can, and choose your preferred email address (the one you 
most often use).

You have to enter your password twice so as to ensure you are typing it correctly. Please choose a 
password that you will remember, but not one that is too easy.



3. Once you have logged in, you will see the following screen (or one similar to it). It shows your 
current details. To edit your details, press “Edit your details”. 

To change your password, press “Change your password”.



4. If you press “Edit your details”, you will see this screen. You can change your personal details 
here. If the “biosketch” field is present, you can enter a brief CV there, which will appear, if 
applicable, on your academic submissions.

Please note the important ‘alternate email address’ field. This field lets you specify another email 
address, so that if you forget which email you signed up with, you can log in with either email 
address.

5. You may notice at the top of the screen that there is a “menu bar” in blue and grey.
If you click on “My Registration Details”, as shown

it will come up with the following screen:



This screen lets you notify the conference organisers of special requirements (e.g. disability 
access, dietary allergies or preferences, etc.), and whether you are bringing a companion or 
children.

6. If we go back to the “My Details” screen, then, we see there’s an option to change your 
password. It looks like this:

If you wish to change your password, just enter it twice, and press “Save Password”.



7. Let’s see how to submit academic work. You can submit an abstract, or create a symposium.



To submit an abstract, choose “Abstracts” then “Edit/Create Abstract”

8. It will come up with a screen showing this:

To create a new abstract, press “New Abstract”.



9. It will come up with the following screen. Please fill it in as best you can.

Some features are worth pointing out. Starting at the top of the screen:

a. Abstract number: This is a unique number allocated to your submission. You must use it 
when you refer to your work so that we can uniquely identify your work, as there may be a 
number of presentations with similar titles, and sometimes people make typographical errors, 
so, when we are searching for your work amongst the other submitted works, it’s easier to 
search for a number than a title of a work.

b. The “Abstract” section is where you can type or paste in your abstract.  If you need to attach a 
file, e.g. a chart or diagram or anything else, use the attach button on the top right.



c. Below that we see a research area and secondary research area sections. This is where you 
can select which conference track (what broad research area it applies to). So, for example, it 
might be a paper in Clinical, Industrial, or Social Psychology.

d. Then we see “I am the primary author”. If you are submitting on behalf of another author, e.g. 
if you’re a department administrator, or co-author, you should choose “No”. 

e. Below that we see the author fields. In this series of rows, we place the details of authors and 
co-authors. Check your own details are supplied, and press “Add New Co-author” to add/
create new author rows. Please ensure you type your co-author email addresses correctly as 
they have been used on the system; i.e. please confirm with your co-authors that they have 
signed up to the system and that their email addresses used to sign up are as they have been 
typed here, or vice versa.

f. Note that each author row has a checkbox saying “Is Presenting”. This is if the author will be 
attending the paper/symposium in person and presenting in person. Sometimes multiple 
authors may want to all present (i.e. not just the lead author).

g. Below that, we see “Save Changes”, “Cancel Changes”, “Withdraw Abstract”, and “Submit 
Abstract for Review”:
i) If you are not ready to submit it yet, and you think you might want to make more changes, 

press “Save Changes”.
ii) If you made a lot of mistakes and want to start over, press “Cancel Changes”.
iii) If you decide that you no longer want to submit this work (abstract), for any reason — 

simply press “Withdraw Abstract”.
iv) Lastly, if you are satisfied that the author list is correct, and that the abstract is ready to be 

reviewed by peer review processes, please press “Submit Abstract for Review”.

h. Print — this is to print the abstract screen once you’ve saved it.

10. Once your abstract has been reviewed, you will be notified via email, but you can also log in 
periodically and see the abstract status by clicking on the “Edit/Create Abstracts” menu item 
shown in step 7 above. You will also be able to still edit the abstract if it is not yet submitted. 
See the picture below to see what the screen looks like.



11. If your abstract is not yet submitted, or you want to see what reviewers have said thus far, or, 
you want to create a new abstract, you will see three buttons on the screen above (10).

• To make more changes to your abstract, click on it so that it turns ORANGE, then press 
“Edit Abstract”

• To create a new abstract, click “New Abstract”
• To see what has been said thus far, click on the abstract whose comments you wish to 

read, and click “View Comments”



12. Creating a Symposium

This section shows you how to create a symposium. 

You can create new symposia using “Edit/Create Symposiums”.

Please note that when creating a Symposium, there needs to be at least one abstract which will 
be presented at that symposium. When creating a symposium, you must add an abstract to it.

13. The following screen will come up when you choose to create a symposium. Please fill it in as 
best you can.

Some comments on this screen.

a. Symposium Number: This is a unique number identifying the symposium. Please quote this 
number when communicating with the administrators of the conference so that they can 
uniquely identify your symposium (panel). It initially says “New” but it will change when you 
save.

b. Symposium Type: Choose the type of symposium, if there are many types (e.g. panels, 
workshops, etc.)



c. Research Area and Secondary Research Area: Choose the type of psychology represented 
by the symposium.

d. Proposer, Chair: These are the persons organising the symposium. Please supply as much 
detail as possible. Be sure to enter the email address of the person as they used it to sign up 
on the system; you will have to ask your colleagues as to which email address they used when 
they signed up.

e. Add new abstract/Add existing abstract: These buttons let you create a new abstract to add 
to the symposium, or, add an existing abstract to the symposium. Please add at least one 
abstract. These buttons will only be active and enabled once you have saved the symposium.

f. We then see the following buttons: Save Changes, Withdraw Symposium, Cancel Changes, 
Submit for Review and Print These Details. 

i. If you want to come back later and make further changes to your symposium, press “Save 
Changes”.

ii. If you want to retract the symposium and not present it anymore, choose “Withdraw 
Symposium”.

iii. If you made a lot of mistakes and want to start over, press “Cancel Changes”.
iv. If you want to submit the symposium for peer review, and you are certain that it is correct, 

press “Submit for Review”.
v. If you want to print the screen, choose “Print These Details”

g. At the bottom of the panel you will see a list of abstracts which have been added to the 
symposium.

h. Then, on the top right, you will see the Symposium Description. This is the abstract for the 
symposium, that is, what it is about.


