MIni-Symposium Submission Walkthrough
Thank you for submitting a Mini-Symposium Proposal to the 2019 International Conference of
Europeanists, hosted by the Council for European Studies. This document will provide a
step-by-step walkthrough of how to create and submit a Roundtable Proposal l for the
conference. If you have any further questions, please reach out to us at
events@ces-europe.org.
Logging in to the Conference Portal
To log in to the new portal for the Conference, go to https://ces-columbia.secure-platform.com/a.
You will see the following screen:

If you have not yet created an account in the portal, click “Create Account”, highlighted in red
above. If you have already created an account, log in with the credentials you set in the login
form on the side of the screen.
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If you click “Create Account”, you will see the following screen:

Fill out all the fields in the column to the right, scrolling all the way down. When you have filled in
all your information, click “Register” to create your account. You will be returned to the
Conference log in page.
Once you are logged in, click the button highlighted below:
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If you already have in mind book panels, paper panels, roundtables, or single papers you would
like to include in your MIni-Symposium, you will need to enter them into the system separately.
To do this, click the link above, highlighted in red. A new window will open where you can create
any panels or single papers you would like.
For a guide on how to submit a book panel, please click here.
For a guide on how to submit a roundtable, please click here.
For a guide on how to submit a paper panel, please click here.
For a guide on how to submit a single paper, please click here.
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Once you have submitted all the components of your Mini-Symposium, return to the
“Mini-Symposium Proposals” screen (see above and below). Enter the title of the Symposium,
your email address, and, if appropriate, choose a CES Research or Sponsoring Network to
associate your proposal with.

Click “Next” to go on to the next step.
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On the next screen, add all Symposium organizers. If you are an organizer, please add yourself.
To add an organizer, click the “Add Organizer” button, as seen below:

A new set of fields will appear. If you choose, you may search for Symposium organizers in our
database using these search fields:

You may search by email or by name. If the organizer you are looking for appears in the list of
results, click their name. Their information will be automatically populated in the organizer table
above.

You may also manually enter a Symposium organizer. To do so, fill out all the organizer fields
and click “Add”.
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You may add up to five Symposium organizers. When you have added all your organizers, click
“Next” to continue.
On the next screen, you may enter any special requests you may have for your submission:
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When you have finished entering your requests, click “Create” to submit your Mini-Symposium.
If you are missing any required fields, you will be redirected to them, and the missing field will
be highlighted in red. If you successfully create a Symposium, you will be redirected to a table
like this:
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From this view, you can add panels or paper presentations to your symposium. Locate the
symposium you want to add content to, and click the blue “Manage” link in that row.
On the following screen, you will see a list of the available roundtables, book panels, paper
panels, and single paper presentations that you can add to your Symposium. If you added your
own panels or papers, you will see them here:

Continued on next page

To add a panel or paper to your symposium, click the blue “Assign to Symposium” link in that
row of the table. It will appear in a new table above:

If you want to add more items to your symposium, simply scroll back down to the first table and
click the links to add more items. You may use the arrow button (highlighted in red) to click and
drag your symposium items into the order you prefer.
When you are done adding items, click “Finalize my Symposium” to lock in your agenda.
You will be notified by December 2018 if your Mini-Symposium is selected for the 2019 CES
Conference in Madrid. Thank you for your submission!

