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HOW TO CREATE A PROPOSAL 
 
1. Click ‘+ Click here to begin a new proposal’ under PROPOSALS 

 
2. Type in Proposal Title (max. 25 words), and select the Submission Type from the drop-down menu.  

You can select from the following choices: Paper, Panel, Roundtable, Poster Presentation, and 
Documentary/Film 
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3. Select the most suitable Africa-asia 3 (AA3) Theme from the dropdown menu  

  
 
 

 
 
 
 

4. Once done, click ‘Submit’

 
 
 
  

Click here for Theme Details 
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PANEL TASKS 
 
Panels 

1. If you have created a Panel Proposal, you will be shown the following Task list page: 
2. Panel submission task list consists of 

1) Overall Panel Abstract 
2) Participants 
3) Paper Presentations 
4) Disclaimer 

You are required to complete all tasks before submitting proposals. 
 

 
 
  

Submission ID 

Submission Title 

Submission Type 

AAC 3 Theme 

Submission Status 
Active: Incomplete, unsubmitted Proposal 
Complete: Submitted Proposal 

If you are not ready to submit a proposal, 
you can click ‘Save Submission’ to keep your 
current progress, and finish your submission 
later. 
* Your submission status will remain ‘Active’ if 
you click ‘Save Submission’. This is not the 
submit button. 
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3. Task List 1: Overall Panel Abstract 
On the Task List page, click 1. Overall Panel Abstract 

 
4. The Proposal Title filled in at the time of proposal creation will be shown here. You can still adjust your 

Proposal Title if needed. 
5. Please choose the Panel type, and Region. Fill in Keywords and Overall Panel Abstract (max. 400 

words), then click ‘Continue’ 

 

You can add up to 3 keywords 

Add the Overall Panel Abstract here 
(max. 400 words) 

Once done, click the ‘Continue’ Button. You will 
be redirected to the ‘Task List’ Page 

If the panel is an Institutional Panel or 
supported by an organization, please 
add the name of the organization here 

Select Region from the drop-
down menu 

Institutional Panel or Organised panel? 
 
Institutional Panels are organised and/or sponsored by 
institutes/organisations/universities. As a token of 
appreciation for the institute’s efforts, the institute will be 
acknowledged in the conference program. 
 
Organised Panels are comprised of a group of individual 
scholars (from different backgrounds, institutes, countries) 
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6. Task List 2: Participants 

 
7. The Submitter is, by default, the submission’s ‘Panel Convenor’. 

 
8. To add an additional Participant (e.g. Panel Chair, or Presenter), type the contributor’s First name, Last 

name and Email in the fields below ‘Add New Participant’, then Click ‘Add Participant’. 

 

9. The New Participant(s) will appear on the Participant List. Please proceed to complete all participants’ 
details.  

 

Submitter’s Profile will be 
automatically shown, and 
listed as Panel Convenor 

Click here to edit the 
Presenter’s Profile 

Once done, click ‘Add Participant’ 

Click here, if you need to remove 
a presenter 

Choose role(s) for the 
new participant (multiple 
roles possible) 
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10. Edit Participant Profile 
Click on the button ‘Edit [Name of the Participant]’s Profile to edit. 

 
 

11. The Participant Profile page will appear. Please fill in all required fields (marked with *), and click the 
‘Continue’ button found on the top and bottom of the page. 

 

 

Participant’s Contact details 
Please ensure that the email address is 

correct 

Add Affiliation. If not applicable, we suggest: 
‘Independent Researcher’ 

You can update each participant role here 

Once done, click the ‘Continue’ Button. You will 
be redirected to the ‘Task List’ Page 
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12. Task List 3: Paper Presentations 
On the Task List page, click 3. Paper Presentations 

 
13. A list of all participants with Presenter role will appear. Click on ‘Edit [Participant Name]’s Form to add 

each presentation abstract.  
Note: Each participant is only allowed to submit/present ONE paper in an organized/institutional panel 
OR as an individual presentation. In addition to presenting this paper the presenter is allowed to take 
on other (multiple) roles, such as chair, discussant, roundtable participant, etc. 
 
 

 
 

  

Click here to add Presentation 
Abstract 
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14. Fill in each presenter’s Presentation Title, Abstract, and if applicable Co-Author name(s) and 
affiliation(s). Once done, click ‘Continue’.  
 

 
 
 

15. Green tick marks will appear under the Presenter Names whose Paper Presentation details have been 
filled. Continue the process number 14 until all Presenters’ Presentation details have been completed. 
Then click ‘Complete Task’ 
 

 
  

Add Presentation Title 

Add Presentation Abstract 
(max. 250 words) 

If applicable, add name and 
organization of the 
presentation’s Co-Author 

Once done, click the ‘Continue’ Button. You will be 
redirected to the ‘Paper Presentation Task’ Page 

Indicated that the Presentation details have 
been completed 

Indicated that the Presentation details have 
NOT been completed 

Once done, click the ‘Complete Task’ Button. You will 
be redirected to the ‘Task List Page 
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16. Task List 4: Disclaimer 
On the task list page, click 4. Disclaimer. 

 
17. Disclaimer: Accepted proposals will be included in the Conference programme and published on the 

conference website. However only abstracts and names of presenters who have registered and paid 
within the given deadline qualify for the above. 
 
The organisers of this event take no responsibility for any published abstracts submitted. Any issues or 
errors arising from the abstracts are solely the responsibility of the authors. 

18. Please read the agreement carefully. Then, tick off the box [] I agree, and type your full name above the 
line. Once done, click ‘Submit Agreement’. 

  
19. Green tick marks will appear on each task once it has been completed. When you have completed all 

tasks, click ‘Save Submission’ to proceed with the submission process.  

 

Once done, click the ‘Submit Agreement’ Button. You 
will be redirected to the ‘Task List’ Page 

tick off this box 

Green mark indicates that a task is 
complete 

Proceed with the submission process by clicking 
‘Save Submission’ 

Type your full name here 
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20. You will be directed to the Proposal Summary Page. Please review your proposal, or preview your 
submission. Once done, click ‘Submit’ button on the top of the page. The submission process can only 
be completed after clicking on the ‘Submit’ button. 

 
 
 

21. When a submission is successful, you will be redirected to the submission overview page. You will also 
notice the feedback graphic on the right hand side of the screen. 
 
The submitter will receive an automatic system email notification when the proposal has been 
successfully submitted. If you have not received the email, please first check your spam folder before 
contacting us at africaasia@iias.nl for assistance. 

 

 

Once done, click on the ‘Submit’ button 

Click here to preview your submission 
(opens a new window) 

Your submitted proposal(s) 

The feedback graphic 

mailto:africaasia@iias.nl

