Managing Unvetted Submissions in the JALT Indico System

Indico is the conference management platform used by JALT for the JALT International Conference and other JALT
conferences. Unfortunately, Indico does not allow us to import presentation abstracts in bulk so we cannot collect
the details of unvetted presentations (such as SIG forums and sponsored presentations) in an online form and then
upload them. The details of each presentation must be manually entered directly into the Indico system by the
presenters. Here is an overview of that process.
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1. The conference management team creates blank presentation slots (called Contributions in Indico) for each type of
unvetted presentation (i.e. plenary and invited speakers, SIG forums, commercially sponsored presentations, etc.).

2. Each type of unvetted presentation is assigned to a liaison. For example, plenary speaker slots are managed by the
Conference Chair/s, JALT sponsors are managed by the JALT Sponsor Liaison, and so on. Each liaison is set as the
author of those presentation slots.

® Authors are people who can edit the details of a presentation. An author is not required to be a presenter.
Author names will not appear in the conference handbook if they are not a presenter.

® Presenters/speakers are the people who give the presentation at the conference. All presenter names will be
listed in the conference handbook. Presenters will usually also be an author so that they can edit the details
of their presentation.

3. Sponsoring groups (i.e. JALT sponsors, SIGs, etc.) contact the relevant liaison and pass on the details of the contact
person who will manage their presentations slots.

e Contact persons are the people that the sponsoring group assigns to manage their presentation. For a JALT
SIG, this will usually be the SIG President or Program Chair, for JALT sponsors, this will usually be their sales or
marketing representative.

e Each contact person must have an account with the JALT Indico system before they can be added as an
author. People who do not have a JALT Indico account can open one from this link:
https://events.jalt.org/login

4. The JALT liaison adds the contact person as an author of the presentation. This allows the contact person to
manage the presentation, add presenters, and edit the details of the presentation. This process is shown in the next
section, How to Add a New Author to a Presentation.

5. The contact person adds the presenter as both an author and presenter/speaker. This process is shown in the next
section, How to Add a New Author to a Presentation.

6. The presenter edits the presentation title and adds the 75-word short summary of the presentation. This summary
will be printed in the conference handbook. This editing process is shown in the final section, How to Edit an Indico
Contribution.
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How to Add a New Author to a Presentation

I.  Onthe landing page of the conference in Indico, click on My Contributions in the Overview section.
Call for Abstracts
.. Reviewing Area
Contribution List
Speaker List
Participant List

My Conference

. My Contributions

II.  You will see a list of your contributions, with a pencil icon to the right of each title. Click on the pencil icon to
open the editing window.

e Do not click on the title to open the contribution, you must click on the pencil icon!
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[l. In the People section of the editing window, click on Add from search to open the search window.
e Do not try to add authors manually. If you do this, the contribution will not be linked to the person’s
Indico account and they will not be able to access it.
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IV. Search for the person by email address, family name, or first name. When you find the person’s Indico
account, click on the “+” to the right of their name to select them, then click on Confirm to add them to the
contribution.

® Only search for one thing at a time. Try the email address first. If that does not work, try searching for
the family name.

e If you cannot find the person’s Indico account, check that the email address or name is correctly
spelled.

e [f you still cannot find the person’s Indico account, contact them to confirm that they do have an
Indico account. If they do not have an account, they must open one before they can be added.
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V. The person should now be listed as a Presenter/Speaker, but not as an Author. Click on the Author button to
set them as an author. If the person is not a presenter, click on the Presenter/Speaker button to remove them
as a presenter. Click the Save button at the bottom to save the changes.
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How to Edit an Indico Contribution

I.  Onthe landing page of the conference in Indico, click on My Contributions in the Overview section.
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You will see a list of your contributions, with a pencil icon to the right of each title. Click on the pencil icon to
open the editing window.
e Do not click on the title to open the contribution, you must click on the pencil icon!
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Ill.  Add the correct title for your presentation in the Presentation Title section. The title should be no longer than
60 characters, including spaces.

Presentation Title Meeting 30 minutes

IV. Add the short summary (maximum 75 words in English or 150 Japanese characters) to the Description
section.
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V. Click the Save button at the bottom of the page to save your changes.
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