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1. Create and Maintain a Personal  Profile  

Who Needs a User Profile  and Why? 

Every user who interacts with the system in any capacity needs to create and maintain a current profile of 

personal data in the system. The system is entirely web-based and database driven, therefore it is necessary to 

have the latest contact data (in particular the e-mail address) of all users of the system. The same information is 

used by administrators to contact users, editorial board to locate eligible reviewers, authors to identify their co-

authors, etc. 

What Information is Stored in the System and Who Has Access to it? 

The system stores the following information: 

¶ Full name 

¶ Contact address 

¶ E-mail, phone and fax. Phone and fax are optional 

¶ PIN (numerical identification number assigned to you when you set up a profile) and password 

¶ Research interest profile 

This information is requested from you at the time you open the account on the system. 

¸ƻǳǊ ǎƻŎƛŜǘȅΩǎ ƻǊ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ŎƻƴŦŜǊŜƴŎŜ ŀŘƳƛƴƛǎǘǊŀǘƻǊǎ ƘŀǾŜ ŀŎŎŜǎǎ ǘƻ ȅƻǳǊ ǇŜǊǎƻƴŀƭ Řŀǘŀ ŀƴŘ Ŏŀƴ ŘƛǎǇŀǘŎƘ 

your password to the email addresses specified in your account. Note also that Editors and Associate Editors can 

access the data (but not the password) and edit some of the fields, in particular update the e-mail address. This 

data is not shared by any third part mailing list managers or marketers. 

How Do I Locate, Update or Create a User Profile? 

Before you create a new profile, make sure that owing to some earlier interaction with the system, you do not 

already have a user profile.  

¶ To check whether you already have a profile, 

¶ If you located your profile, but need to recover your password, 

¶ To create a new Profile, 

¶ To update your Profile data, 

follow these steps: 

Step 1: Go the Start page of the submission site ς always in the format: http://subdomain.papercept.net. 
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This is the starting point for all conference related activities and has valuable information about all active 

conferences. This page serves to let the users manage their accounts as well as submit papers. 

 

Step 2: If you do not already have your PIN and password, you need to retrieve the same. Follow the PIN link to 

get to the PIN wizard.  

 

Choice 1: To check if you or a colleague has a PIN on the system, click on the Next button next to ǘƘŜ ƻǇǘƛƻƴΥ άCƛƴŘ 

ȅƻǳǊ ƻǿƴ ƻǊ ǎƻƳŜƻƴŜ ŜƭǎŜΩǎ tLbΦέ ¸ƻǳ ŀǊŜ ǇǊŜǎŜƴǘŜŘ ǿƛǘƘ ŀƴ ƛƴǇǳǘ ŦƛŜƭŘ ǘƻ ŜƴǘŜǊ ǘƘŜ ά{ǳǊƴŀƳŜέ ŀǎ ǎƘƻǿƴ ƛƴ ǘƘŜ 
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next screen capture. Note that for privacy you need to enter the full surname. If you wish to find someone called 

Johnson you need to type exactly that. 

 

Upon clicking Submit, you are presented with a listing of PINs corresponding to the surname that was entered. If 

ȅƻǳ ŦƛƴŘ ǘƘŜ tLb ƻŦ ǘƘŜ ǇŜǊǎƻƴ ȅƻǳ ǿŜǊŜ ƭƻƻƪƛƴƎ ŦƻǊ όƛƴŎƭǳŘƛƴƎ ȅƻǳǊ ƻǿƴύΣ ƴƻǘŜ ƛǘ Řƻǿƴ ŀƴŘ ŎƭƛŎƪ ƻƴ ά.ŀŎƪέΦ 

Choice 2: If you already have an account on the system, but have forgotten your password, you may retrieve it by 

ŦƻƭƭƻǿƛƴƎ ǘƘŜ ƭƛƴƪ άwŜǘǊƛŜǾŜ ȅƻǳǊ ǇŀǎǎǿƻǊŘΦέ LŦ ȅƻǳǊ ŜƳŀƛƭ ŀŘŘǊŜǎǎ ƛǎ ŎǳǊǊŜƴǘΣ ȅƻǳ Ƴŀȅ ǊŜǉǳŜǎǘ ǘƘŜ ǇŀǎǎǿƻǊŘ ǘƻ ōŜ 

ǎŜƴǘ ǘƻ ǘƘŀǘ ŀŘŘǊŜǎǎΦ LŦ ȅƻǳǊ ŜƳŀƛƭ ŀŘŘǊŜǎǎ Ƙŀǎ ŎƘŀƴƎŜŘ ȅƻǳ Ƴŀȅ Ŧƻƭƭƻǿ ǘƘŜ ƭƛƴƪ ά9Ƴŀƛƭ !ŘŘǊŜǎǎ ¦ǇŘŀǘŜ wŜǉǳŜǎǘΣέ 

encircled in the next figure. 
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Choice 3: LŦ ȅƻǳ Řƻ ƴƻǘ ƘŀǾŜ ŀ tLb ƻƴ ǘƘŜ ǎȅǎǘŜƳΣ ǇƭŜŀǎŜ ŎǊŜŀǘŜ ŀ ƴŜǿ ƻƴŜ ōȅ ŦƻƭƭƻǿƛƴƎ ǘƘŜ ƭƛƴƪ άRegister a new 

tLbέ ŦǊƻƳ ǘƘŜ tLb Wizard menu. You will be presented with a form where all fields are required. 

 

!ŦǘŜǊ ȅƻǳ ŎƻƳǇƭŜǘŜ ǘƘŜ ŦƻǳǊ ŦƛŜƭŘǎ ŀƴŘ ŎƭƛŎƪ ƻƴ ά{ǳōƳƛǘέ ǘƘŜ ǎȅǎǘŜƳ ǿƛƭƭ ǎŜƴŘ ŀƴ Ŝ-mail message to the designated 

e-mail address or addresses. This email has a link that allows the recipient to request the password. 

Verification of the Personal Data at Log In  

Each time you log in, the system checks if your personal data are incomplete or if anyone modified them since you 

last approved them. If the system detects that either is the case then your Personal Information page appears 

with the request to check and approve the personal information. In particular, when you never logged in before 

ǘƘŜ ŦƻƭƭƻǿƛƴƎ ǎŎǊŜŜƴ ŀǇǇŜŀǊǎΦ !ŦǘŜǊ ŎƻƳǇƭŜǘƛƴƎ ŀ ŦŜǿ ŀŘŘƛǘƛƻƴŀƭ ǊŜǉǳƛǊŜŘ ŦƛŜƭŘǎ ŀƴŘ ŎƭƛŎƪƛƴƎ ƻƴ ά{ǳōƳƛǘέ ȅƻǳ ǿƛƭƭ 

be able to continue to log in by following the Log in link. 
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This screen also appears, with a different message, if some of the fields were modified and the system wants you 

to check and approve these modifications. 
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2. Initial Manuscript Submission  

How Do I Prepare My Manuscript?  

For information about the submission deadlines and the general format of the manuscript of your paper please 

refer to the website of your conference. 

Word and LaTeX templates for the preparation of the manuscript may be downloaded from the Support section of 

the PaperPlaza/PaperCept submission site. 

What Is PDF and Why Do I Have to Upload the Manuscript F ile in Compliant PDF Format? 

PDF by Adobe has become a de facto standard for electronic archival of documents. This format has been adopted 

by most major publishing houses as well as by IEEE for its electronic archival system XPlore. Readers for PDF 

(Portable Document Format) are freely available for all platforms. 

The PaperPlaza and Papercept Conference Manuscript Management Systems by PaperCept, Inc. works extensively 

with PDF files and is capable of checking the files at the time of upload for various features that make it cross-

platform compliant.  

Please note that converting your Microsoft Word or LaTeX source file to PDF using the default settings of your 

Word or LaTeX software will not automatically result in compliant PDF, even if you use the conference template 

files. PDF files generated this way most likely will not be accepted by the system.  

¶ To generate compliant PDF from Word using Adobe Acrobat PDF Maker you need to use the correct 

Acrobat settings. See the extensive instructions in the Support section of the submission site. 

¶ To generate compliant PDF from Word 2007 using the free Microsoft PDF Add-In you need to switch to 

ǘƘŜ ǎŜǘǘƛƴƎ άL{h ŎƻƳǇƭƛŀƴǘΦέ !Ǝŀƛƴ ǎŜŜ ǘƘŜ ƛƴǎǘǊǳŎǘƛƻƴǎ ƛƴ ǘƘe Support section of the submission site. 

¶ There are various ways to generate compliant PDF from your LaTeX source file. Please refer to the 

Support section of the submission site. 

If your conference subscribes to the PaperCept Compliant PDF Creation service then you may simply upload your 

Word or LaTeX source file, or your pdf file, and it will automatically be converted to compliant pdf. 

What Information D o I Need for Uploading the M anuscript?  

Please make sure that ȅƻǳ ƘŀǾŜ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ƛƴŦƻǊƳŀǘƛƻƴ ŀǾŀƛƭŀōƭŜ ǘƻ ȅƻǳ ŀǘ ǘƘŜ ǘƛƳŜ ƻŦ άƛƴƛǘƛŀƭέ ǎǳōƳƛǎǎƛƻƴ ƻŦ 

your manuscript: 

¶ PINs of all co-authors of the manuscript ς it is necessary to enter all PINs at this stage to identify all 
authors.  Please enter the PINs in the same order as the names appear on the manuscript. You will need 
ǘƻ ŘŜǎƛƎƴŀǘŜ ƻƴŜ ƻŦ ǘƘŜ ŀǳǘƘƻǊǎ ŀǎ ǘƘŜ άŎƻǊǊŜǎǇƻƴŘƛƴƎ ŀǳǘƘƻǊΦέ hƴƭȅ ǘƘŜ ŎƻǊǊŜǎǇƻƴŘƛƴƎ ŀǳǘƘƻǊ Ƴŀȅ 
update submission information, re-upload paper or submit the final paper. 
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¶ A άǘŜȄǘ ƻƴƭȅέ ŀōǎǘǊŀct of approximately 200 words. This is required by most conferences to solicit reviews 
from reviewers and to produce a Book of Abstracts. 

¶ A PDF file of your manuscript that has been checked for compliance. You may test whether the file is 
compliant by follƻǿƛƴƎ ǘƘŜ ƭƛƴƪ ά¢Ŝǎǘ ȅƻǳǊ t5C ŦƛƭŜέ on the Start page of the submission site. 

¶ ¸ƻǳ ǎƘƻǳƭŘ ƘŀǾŜ ǘƘŜ ŀǳǘƘƻǊƛǘȅ ǘƻ ǎƛƎƴ ŀ ά/ƻƳƳƛǘƳŜƴǘ {ǘŀǘŜƳŜƴǘέ ǘƻ ǘƘŜ ŜŦŦŜŎǘ ǘƘŀǘ ȅƻǳ ǿƛƭƭ ŎƻƳǇƭȅ ǿƛǘƘ 
conference policy regarding registration and final manuscript submission. 

What Are the Steps Involved with Initial S ubmission?  

Here is the step by step procedure. The start point of all actions is the home page of the submission site: 

http://subdomain.papercept.net where subdomain usually ǊŜŦŜǊǎ ǘƻ ȅƻǳǊ ǎƻŎƛŜǘȅΩǎ ŀŎǊƻƴȅƳΦ 
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/ƭƛŎƪ ƻƴ ά{ǳbmit a contributionΦέ LƴŘƛǾƛŘǳŀƭ ǇŀǇŜǊǎΣ ǎŜǎǎƛƻƴ ǇǊƻǇƻǎŀƭǎΣ ǇŀǇŜǊǎ ǘƻ ƛƴǾƛǘŜŘ ǎŜǎǎƛƻƴǎ 

are all handled through the same link. 

 

Click on the appropriate link to either submit an Invited Session Proposal, an Invited Session 

Paper, a Regular Paper, or a Poster. This takes you to a submission form. On this form you will be 

required to submit the following data: 

¶ Paper title: Please use sentence case and ASCII characters only. 

¶ Award(s): If the conference is configured to allow you to submit your paper for Award consideration, you 
will see a dropdown list to select the award. 

¶ Author PINs: It asks you for number of authors. Enter the right number and click on Go. 

¶ Author PINs (contd.)Υ /ƭƛŎƪƛƴƎ ƻƴ ΨDƻΩ creates the number of fields that has been specified. In each field 
enter a valid PIN for each co-ŀǳǘƘƻǊ ŀƴŘ ŎƭƛŎƪ ƻƴ ǘƘŜ ǊŀŘƛƻ ōǳǘǘƻƴ ƴŜȄǘ ǘƻ ǘƘŜ άcorresponding authorέ. 
/ƭƛŎƪ ƻƴ ά/ƘŜŎƪέ ǘƻ verify that you entered the correct PIN or PINs. 

¶ Keywords: Select conference designated keywords for paper classification. Unless you select these 
keywords you will not be able to proceed. 

¶ CƭƛŎƪ ƻƴ άDƻέ ƴŜȄǘ ǘƻ άKeywordsΦέ 

¶ Select up to three keywords from the given set. 
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¶ Click on the ά{ǳōƳƛǘέ link in the box with the keywords to save the keywords and to return to the 
main submission page. 

¶ Type of presentation: Only if required by the conference. 

¶ Abstract. Only if required by the conference. 

¶ Commitment: Only if required by the conference. /ƘŜŎƪ ǘƘŜ ŎƘŜŎƪōƻȄ άL ŀƎǊŜŜέ ǘƻ ŀƎǊŜŜ ǿƛǘƘ ŎƻƴŦŜǊŜƴŎŜ 
policy.  

¶ Verification: Click on Verify to confirm that information provided is accurate. When you click the button 
the system checks that it is complete and in the correct format. 

¶ Click on Next to go to the File Upload page 

The following screen captures illustrate various steps. 
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File Upload page 

The appearance and functionality of the File Upload page depends on whether the Papercept Compliant PDF 

Conversion Service is available for the conference. 

If the Papercept Compliant PDF Conversion Service is not available then you will see an upload box for your 

submission like this: 
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Click on Browse button to locate the pdf file on your computer. Please make sure that the filename and file-path 
is all ASCII.  You may receive an error message otherwise. 
 
If the Papercept Compliant PDF Conversion Service is available then you will be able to upload Word files and 

LaTeX source file packs for conversion to pdf: 

 
 

Click on one of the links Pdf files, Word files or LaTeX file packs for more detailed instructions. The file is uploaded 

as soon as it has been selected. You will see a progress report and a status report like this after the upload has 

been completed: 

 

It is the authorΩs responsibility to 

download the pdf file and 

examine it. PaperCept is not liable 

for inaccuracies in the output 

 

 

 

 

 

 

Use ASCII characters only
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If you need to upload any attachments to your submission then use the browse buttons that are available for this 

purpose to locate the files on your computer.  

 

The converted manuscript file and any attachments that you selected for uploading are uploaded when you click 

on the Submit button at the bottom of the page. Review the information carefully because this step cannot be 

undone. It depends on conference policy if you are able to update the information afterwards. 

Acknowledgement that all is well with the file. If not, suitable warnings are displayed and you will 

not be able to upload the file until the warnings are addressed. 

 

 

You may use the link Download to download an archive copy of the submission as it was saved by the system. 

Note: If you selected your paper to compete for an award, the system may automatically assign it to two profiles, 

one for the regular evaluation and one for the evaluation within the award competition. Accordingly, the paper 

receives two separate submission numbers. 



PaperPlaza and PaperCept Conference Manuscript Management and Registration Systems 

 

 

Getting Started Manual: Authors          14 

Can I Update My Paper Title, Abstract, Author list or Re -upload the Paper? 

This depends upon whether your conference has set up suitable permissions. With the exception of the 

άƪŜȅǿƻǊŘǎ,έ ǿƘƛŎƘ may already have been used to classify the paper, you may be able to update all of the above 

information, depending on ǘƘŜ ŎƻƴŦŜǊŜƴŎŜΩǎ choices. 

To do this, you need to log in first. On the Start pageΣ ŎƭƛŎƪ ƻƴ άLog inέ ƭƛƴƪ ǘƻ ōŜ ǇǊŜǎŜƴǘŜŘ ǿƛǘƘ ǘƘŜ ƭƻƎ in screen: 

 

Your Access page lists your access to all active conferences where you are a user. 

  

²ƘŜƴ ȅƻǳ ŎƭƛŎƪ ƻƴ ά9ƴǘŜǊέ ƴŜȄǘ ǘƻ άAuthor ƻǊ ǇǊƻǇƻǎŜǊ ƻŦ Χέ you will be presented with various Actions and 

Options that you have available. Actions are necessary for completion of your manuscript submission. Options are 

additional actions always available to you throughout the submission and review cycle.  
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For each paper corresponding available Actions and Options may be accessed through last two columns. The 

ά!Ŏǘƛƻƴǎέ ƛǘŜƳǎ are clearly identified as mandatory actions needed to complete your submission and optional 

items available to you.  

 

The corresponding author may follow any of the mandatory or optional action links to perform that action. 

¦ƴŘŜǊ hǇǘƛƻƴǎ όƭŀǎǘ ŎƻƭǳƳƴύΣ ƛŦ ȅƻǳ Ǉƻƛƴǘ ȅƻǳǊ ƳƻǳǎŜ ƻǾŜǊ ǘƘŜ ά/ƘƻƻǎŜ ŀƴ ƻǇǘƛƻƴέ ƘƻǘǎǇƻǘΣ ŀ ƳŜƴǳ ƻŦ ŀǾŀƛlable 

options pops up as shown below. All menu items are linked to a corresponding activity. These include: 

¶ View the details of your submission (any time) 

¶ Download previously uploaded files (any time) 

¶ Withdraw a submission (any time, only if the conference configured this) 

¶ Inspect and review the decision email you received and the reviews (after acceptance/rejection) 

¶ Transfer copyright (this depends ς some conferences require copyright transfer at initial submission, 
others during the final submission cycle) 
 

Depending upon the conference settings there may be additional Options available to authors. 
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3. When Will I Be Notified About My Paper?  

While your submissions are under review you may log in regularly to watch their status. Under normal conditions 

you may expect the status of your paper to chaƴƎŜ ŦǊƻƳ άwŜŎŜƛǾŜŘέ ǘƻ ά¦ƴŘŜǊ ǊŜǾƛŜǿέ ǎƘƻǊǘƭȅ ŀŦǘŜǊ ǘƘŜ 

submission deadline expired.  

!ŦǘŜǊ ǘƘƛǎΣ ƛǘ Ƴŀȅ ǘŀƪŜ ǎƻƳŜ ǘƛƳŜ ǳƴǘƛƭ ǘƘŜ ǎǘŀǘǳǎ ƻŦ ȅƻǳǊ ǇŀǇŜǊ ŎƘŀƴƎŜǎ ŦǊƻƳ ά¦ƴŘŜǊ ǊŜǾƛŜǿέ ǘƻ ά5ŜŎƛǎƛƻƴ 

ǇŜƴŘƛƴƎΦέ ¢Ƙƛǎ signifies that the evaluation of the paper has been completed and that a decision about acceptance 

or rejection is to be taken soon. 

CƻƭƭƻǿƛƴƎ ǘƘƛǎ ǘƘŜǊŜ Ƴŀȅ ōŜ ŀ ōǊƛŜŦ ǇŜǊƛƻŘ ǿƘŜǊŜ ǘƘŜ ǎǘŀǘǳǎ ƻŦ ǘƘŜ ǎǳōƳƛǎǎƛƻƴ ŀǇǇŜŀǊǎ ŀǎ ά¦ƴŘƛǎŎƭƻǎŜŘΦέ ¢Ƙƛǎ 

means that a tentative decision has been taken. This decision is finalized as soon as the conference organizers 

send you the e-mail notification with their decision about acceptance or rejection. Once this e-mail has been sent 

ǘƘŜ ǎǘŀǘǳǎ ŀǇǇŜŀǊǎ ŀǎ ά!ŎŎŜǇǘŜŘέ ƻǊ άwŜƧŜŎǘŜŘΦέ 
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The conference organizers may not be able to adhere strictly to the announced decision deadlines. In any case it is 

advisable to monitor the status of your paper on-line as a precaution if the decision e-mail should not reach you. 

After the message has been sent it is available for on-line inspectioƴΣ ƛƴŎƭǳŘƛƴƎ ǘƘŜ ǊŜǾƛŜǿǎΣ ǳƴŘŜǊ άLƴǎǇŜŎǘ ǘƘŜ 

ǊŜǾƛŜǿǎ ŀƴŘ ŘŜŎƛǎƛƻƴ ƭŜǘǘŜǊέ ƛƴ ǘƘŜ ά/ƘƻƻǎŜ ŀƴ ƻǇǘƛƻƴέ ƳŜƴǳ ŦƻǊ ȅƻǳǊ ǇŀǇŜǊΦ 

 

4. Final Manuscript Submission  

The Reviewers Suggested No Changes. Can the System Automatically Transfer My File from 

Initial to Final Su bmission?  

Unfortunately this is not possible. It is required that the authors of all submitted manuscripts, whether the 

reviewers recommend any changes or not, resubmit their manuscripts. This is for the following reasons: 

1. Initial submissions are stamped with a confidentiality notice and hence cannot be reused. 
2. Often the page requirements for initial and final submissions differ. 
3. Organizers prefer to have less stringent PDF requirements at initial submission so that authors may focus 

more on their manuscript than on formatting and compliance. 
4. Most conferences require a payment at the time of paper upload and/or assess over-length charges on 

the manuscripts. This may only be accomplished at the time of final upload. 
 
For these reasons it is required that the manuscript be re-uploaded as a final submission. 

What Additional Information Must I Provide to the S ystem to Upload the Final P aper? 
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