
When you get to the submissions page, you will see some blank 
columns with a new Submission ID and an “Incomplete” status.

NOTE: if this is not immediately apparent, please refresh the page. The system has the tendency to 
time out without notification. 

You will not be adding a new submission for this round but updating your abstract information.



After clicking on your submission 
to update your manuscript 
information, the first thing you 
will see will be the abstract round 
of information.

Clicking the small arrow next to 
the heading “TPS 2018 Abstract 
Submission” will down size this 
information so that you can 
better view what is required for 
this round.



Please fill out all 
required fields. You will 
need to click “next” to 
see the next few pages 
of information that is 
required before you 
can “save and submit”.

Once you “save and 
submit”, you will not 
be able to edit the 
information.

You can “save & continue 
later” if there are items you 

are unsure of but the 
committee will not be able to 
review your submission until 

you “save and submit”



Once you have completed the manuscript information, these fields 
will fill out and the status will change to “Complete” to let you know 
you have completed the manuscript submission process. 

**NOTE: the field headings in dark blue may not be in the same 

order or all showing on your screen – the premise is still the 
same. This was made in an attempt to help recreate the process 
for you, and may show some differences in current headings.

**



To delete a co-author that 
you submitted during the 
abstract round, click on the 
co-author you wish to 
delete. 

You will have to click on the 
arrow next to the 

“TPS 2018 Abstract 
Submission” 

heading to see this information



Then click the 
trash can icon 
that appears in 
their information.



To add new co-authors, 
answer the question “Will 
you be adding new co-
authors?” as “Yes” and 
follow the next prompts to 
add new co authors.


