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Timeline

• Conference theme and Indico
• Create Tracks
• Put out a Call for Proposals
• Assign Vetters
• Automate emails
• Judge Abstracts
• Schedule



Creating an Event



Creating an Event



• Description text ends up on the main 
page

• Venue and room have drop downs, but 
you can ignore them

• Email will be on the main page
• Additional info also shows up on the 

main page

Settings



• Allow complete management 
of the site

• Can be used for specific 
access for vetting chairs, 
registration desk, etc

• NOT used for individual 
vetters

Event Protection



• Tracks can be used for vetting 
– not necessary

• Tracks can be used for 
scheduling – not necessary

• Submitters can select 
multiple tracks (optional and 
not recommended), only 1 
track can be accepted

Tracks - Program



• Reviewers can be assigned 1 
to infinite tracks or track 
groups

• Cannot limit how many 
reviews one person handles

• Multiple track selection 
leads to the abstract being 
viewed in multiple places

• JALTCALL allowed multiple 
tracks, it is not 
recommended

Tracks - Program



Call for Abstracts – limited functionality but all 
abstracts become contributions and can be 
scheduled easily

Peer Reviewing – designed for a Proceedings Journal. 
Very robust workflows

Editing – similar to Peer Reviewing, but can be used 
for slides and posters to ensure they are acceptable 
for the presentation

Workflows
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Abstract Process

Configure:

Contribution Types

Abstract  Fields

List of Abstracts
Customize List
Email
Search



Abstract Notification Triggers

Notifications:

Submission Received

Submission Accepted

Submission Rejected

Submission Merged

Request for Revisions (Duplicate)

NB: There is no native 
“Request Revisions” 
notification for abstracts on 
Indico, though it exists in 
the far more extensive Peer 
reviewing and editing 
process.  We adapted 
another trigger, Duplicate, 
and submitted an abstract 
to be assigned as a 
duplicate to trigger this 
process.  The recipients 
only see the custom 
notification.



Abstract Notification Triggers

Notifications:

Submission Received

Submission Accepted

Submission Rejected

Submission Merged

Request for Revisions (Duplicate)

Text on 
repurposing 
Duplicte trigger 
for Revisions 
here
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Abstract Notification Triggers

Notifications:

Submission Received

Submission Accepted

Submission Rejected

Submission Merged

Request for Revisions 
(Duplicate)



Abstract Notification Config



Abstract Review and Judging



Abstract to Contribution

Reviewing happens here, with 
vetters assigned to the track that 
contains this abstract providing 
reviews.



Assigning Vetters

Flexible– You can change and add groups or users to review or 
convene abstracts as necessary



Abstract to Contribution

Once the review period has ended (or before, if 
you have a minimum threshold for reviews), 
conference team members assigned judging 
privileges can begin to process the 
submissions.
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Abstract to Contribution

Once the review period has ended (or before, if 
you have a minimum threshold for reviews), 
conference team members assigned judging 
privileges can begin to process the submissions.

Mark as duplicate requires a dummy abstract to 
link with.

If submitted on a single track, this will default to 
that, but if not, the judge should choose the most 
appropriate.   

The type of contribution can also be changed by 
the judge.

Sessions can be chosen here, or at the 
scheduling stage.



QuestionsQuestions



• Sessions – Can be track 
related, topic related, 
room related

• Session Blocks – A time 
for that session (morning, 
afternoon)

• Contribution – Abstracts 
that are accepted

• Breaks appear in the 
schedule but not the 
contribution page

Schedule



• Session blocks can organize 
contributions
o Change color
o Room info given to 

contributions
o Sessions may become 

disordered, their contributions 
will stay together

• Contributions can be 
schduled directly on the 
timetable
o Don't change color
o Rooms are manually assigned
o Does not stay in order

Schedule



• Block schedule may 
have issues in 'Detailed 
View'

• All light blue 
presentations should be 
in the same column, but 
aren't

• Small conferences 
can fix this with start 
times (10:25, 10:25, 
10:26)

Schedule



• Large conferences can 
use the Indico default 
timetable

• Customization - Layout

Schedule



Speaker VS Author

• Speaker – must 
be at the 
conference

• Author –
contributed to 
the presentation



Speaker VS Author

• Only 'Speakers' appear on the schedule
• The submitter is always an author, even when the abstract 

is withdrawn or rejected
• Payment check becomes difficult
• Option to manually change people to and from 'Speaker'



Setting up Event Roles


