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KNOW YOUR ROLES 
 

 
 

1. Administrator 
- Have access to all function in the system 

 
2. Conference Manager 

- A person who create event/conference 
- A person who adds person’s role 

 
3. Author 

- A person who submits the paper 
 

4. Reviewer 
- A person who reviews paper submitted 

 
5. Judges 

- A person who can judge the paper submitted from the author based on 
reviewer 

 
6. User / Participant 

- A person who attend the conference 
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HOW TO ADD A CONFERENCE? 
Step 1: Click the Create Event button, select Conference to add a new event or conference. 
 

 

 

Step 2: Enter all the information regarding the conference. After filling in all the 
information, click the Create Event button. 
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Step 3: All the settings will appear after the event has been created. 

 

 
 
 
 
 
 

 
 
 

 

In this part, Conference Manager can manage all the information that occur 
in the conference. For example, he/she can add information in the Material 
sections, can manage Registration, can manage Role Setup etc. 

will appear, and 
Conference Manager can 
add a new role. 
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HOW TO ADD A CONFERENCE POSTER? 

Step 1: Click Customization, then click layout. Go to event logo, then Upload Logo. Header 
style, announcement can also be changed in Layout. 

 

 

 

 

In this part, Conference Manager can 
upload event posters to make it visible 
on the front page of the conference. 
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HOW TO ENABLE CALL FOR ABSTRACTS?  

Step 4: To enable Call for Abstracts in any conference or seminar, Conference Manager 
need to enable under Workflows -> Call for Abstract -> click Enable Module 

 

 

 

 

 

 

In this part, Conference Manager can upload event posters to make it 
visible on the front page of the conference. 
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Step 5: After enabling it, Conference Manager can Schedule the date and time, manage 
the information etc. Click the Start Now button to make it appear on the website. 

 
 
 

 

 

Step 6: To add Reviewer, go to Call for Abstract and click Roles (Reviewing), Add User 
and Save. 
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Step 7: To add a new track, go to Program and click add New Track Group. You can also 
add the sub track under it. 

 

 

 

In this part, Conference 
Manager can add new 
track group for the 
conference. 
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Step 8: Click Add Track to add sub-track under it. 

 

 

Step 9: To add Judges, go to Peer Reviewing and click Enable module.  
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Step 10: Click Teams and click User. (Please note that new users MUST sign up first.) 
 

 

 
 

 

HOW TO ENABLE REGISTRATION? 
Step 1: Click Registration and click Enable payment. 

 

 

Click          User to add 
new user with their own 
roles such as Paper 
managers / Judges / 
Content reviewers.  
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Step 2: Click Create form and click Start Now to open registration to participants. 

 

 
 

 
 

Step 3: To setup the conference fee, click Edit.  
 

 
 

 
 
 
 
 
 
 
 

Click Registration 
and write the title 
of the form on 
Title column then 
click Create. 

To begin the 
registration of 
the conference, 
click Start now. 
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Step 4: Click            enable registration moderation. Set Modification allowed to Never. 
 

 
 
 
 

Step 5: Choose Currency and enter fee amount on Registration Fee and click Save. 
 

 

IMPORTANT: 
In the registration form, find 
Moderated and click to Enable. 
This allows Conference 
Manager to screen and 
approve the registrations from 
participants.   

IMPORTANT: 
Set Modification allowed to 
Never to limit data 
modifications by participants in 
the registration form. 

Enter amount here. 
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HOW TO ENABLE PAPER REVIEWING? 
Step 1: Go to Peer Reviewing, click Start now 
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Step 1: Select conference. 
 

Step 2: The conference information will appear as picture below. Click Call for Abstracts 
to submit the abstract. 

 

 

Step 3: If you do not have an account, you need to register first. You will get an email to verify 
your account. 
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Step 4: After successfully login, click Submit New Abstract to go to the next page to 
submit the abstract. 
 

 

Step 5: Fill in all the mandatory sections such as Title, Content, and Authors.  
 

 

Use the given 
link in your 
email to 
complete your 
information as 
shown in the 
picture below. 
 



USER MANUAL CONFERENCE MANAGEMENT SYSTEM 

15 | P a g e 

 

 

Step 6: After selecting the authors, you can add as Speakers and choose Tracks where 
the abstract will be shown and click the Submit button. 

 

 
 
Step 7: After that, you will see the abstract has been displayed in front page of Call for 
Abstract sections. 

 

Click       to add 
as a Speaker. 
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Step 1: Under menu Call for Abstract, select Reviewing Area. You can see there is a new 
abstract to be reviewed. 
 

 
 

 
 

Step 2: Add comment to give feedback.  
 

Click the 
TITLE to 
review. 
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Step 3: To Review, click Review button to purpose an action. Give reasonable ratings (if 
enable) and select the status of the proposal. Click Submit Review. 

 

 

Step 4: Review will appear as below. To change the status, click the Change Review 
button to change the status. 
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After the paper has been reviewed by Reviewer, a Judge will decide if it will be published.  
 
Step 1: Choose the STATUS as below, choose the Track where the paper will be post and 
the session allocated. 

 

 

Leave a 
comment for 
submitter 
and click 
Judge button 
to submit. 
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Step 1: Select the conference you want to attend on the system's front page. Click 
the conference. 

 

Step 2: The information regarding the conference will appear. 
 

 

 After that, click on Registration menu on 
the left side. 
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Step 3: The registration information will appear below including the type of participant. 
 

Step 4: A page below will appear. If you have an account, you can click on the Log in to 
proceed button to log into the system. If you do not have an account, you need to register 
first. 

 

Step 5: Make sure all the details are correct and click the Register button before proceeding 
to payment. 

 

Click Register 
button to continue. 
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Step 6: After that, a screen as below will appear. Please tick the term and condition and 
click Checkout button 

 
 
 
 
 
 
 
 
 

 
 
 
Step 7: You can choose either online transfer (for local can choose FPX, and for outside 
Malaysia can use Credit Card). Users can also pay manually to the secretariat. 

 




